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HitesMa-ApHTTaiieHid, HallpaBlIdeMble B BBIIIECTOAIHE OpPraHM3aI[HI, OPraHbl BIACTH H VIIPaBIEHILA,
H3BECTHBIM JIMI[aM, JO/KHEI IIOIIHCHIBATECA PYKOBOIMTEIEM OpraHi3aii. OHH pacChUIA0TCA II0 IIOUTE
HIIH KYPbEPCKOH CBA3bI0, HO HE [OJKHBI IlepeJaBarhcd II0 KaHATaM 3JIeKTPOCBA3H (B YACTHOCTH, IIO
KaHamaM (paKCHMHIIBHONH CBS3H). PacchUIka IIpPHITAIEHHA B KOIMMH IIO0 IIOUTE IIH II0 KaHalaM
(paKCHMIUIBHON CBS3H JOIIYCTHMAa B TOM CIy4Yae, €CIH IIPOBOAIMOE MEPOIPHATHE HOCHT Padourii
XapakTep (COBell[aHHE, 3aceaHie KOJUIETHH, KOMHCCHH, COBeTa) IIH OPTaHH3aTOPhl MEPOIIPHATH I
3aHHTEPECOBAHLI B IIPHBIEYEHHH K HeMy KaK MOKHO OONBIIEr0 KONIHYECTBA VYACTHHKOB (Hay4dHBIE
KOH(pepeHI[HH, CHMIIO3HYMEI, CEMIHAPHL H . ).

Pexmamaoe mmrucsMo (Advertising)

3BeCTHO, UTO OCHOBOIl BCAKOI TOPrOBIH ABIAeTCI peknrama. [lo3ToMy OFHHM H3 INArOB K
YCTAaHOBIIEHHIO IIPOUHBIX JETOBBIX KOHTAKTOR ABIIAETCA OOMEH PeKIaMHBIMH MaTepHATAMH C I[ETbI0 AaTh
KaK MOKHO Oolee IIOMHOE ITPe/ICTAaBIEHHEe O TOH IPOMYKIIHH (HH(OpPMAIHH, YCIYyrax), KOTOpad MOKET
CTaTh OCHORBOI OyIyIlEeTo IMapTHEPCTRA.

HamnGomee ITOMyIAPHBIM, IPOCTBIM H OCTYIIHBIM CPEICTBOM peKIaMbl OBIa H OCTAeTCA IleuaTHasd
MPOAYKIHA — IIPOCIIEKTHI, KATalOrH, PeKIaMHbIE JIHCTOBKH H OpOIIFOPBI, IIPecC-Peim3sl H IIp. B
PEKIaMHOM ITHChMeE KeIaTelbHO IIPOABHTH H3BICKAHHYIO BEAKIHBOCTS.

M 3BeCTHTH [IETIOBOTO IIapTHEPA O BBHICHUIKE T€X IUIH HHBEIX MATEPHAIOB (IIPIUIOKEHHEM K ITHCHMY WIH
OTHeIbHOI OaHIePOIbE0) MOKHO CIIE AYIOIIIM 00pa30oM:

We are attaching some [TpHBOMIM HEKOTOPYEO HHPOPMAIIIIO O. ..
information about...

[ enclose the description of... IIpiararo OIcaHme

[ am enclosing a folder with [Iprararo IMOMIIIBKY ¢ HHpOPMAIH el
information on our new ... O HAIlMX HOBEHIX ...

Our new trade list will be available Harll HOBEHIII IepeueHb TOBApOB

in a week and we are making a note OyIeT TOTOB Yepe3 HeJelto,

to send you one as soon as it comes M MBI BBIIIDIEM B aM 3K3eMIULAp,

off the press. KaK TOIBKO OH BBIIZET H3 IIeYaTH.
We would like to draw your attention XotnM oOpaTHTh Ballle BHHMAHIE Ha
to the attached press release announcing ITpHIIaraéMbLi IIPeCC-Pe3, KOTOPHIM

the launch of... products and services. MBI H3BeI[aeM O HAIIIEH ITPO Y KI[HH
H ycIyrax B o0IIacTH ...

Our new catalogue will be published Hailir HOBEIIT KaTaaor BCKoOpe OvieT
soon, and I shall send you a copy H3]1aH, H 4 BROIUIO B aM 3K3eMILLIp,
when it appears. KaK TOJIBKO OH TIOABHTCA.

As you requested, we are enclosing ITo Barmeit mpock0e mpruiaraem

a copy of our latest catalogue. 3K3eMIUIAP HAIIIETO IIOCIIE THETO KaTalora.
Enclosed you will find the latest [IprraraeTca caMehi TIOCIIEJHIIL ITe pEUEHE
listing of our products. HaIleil HOBOH IIPOXYKIIH.

[ will send you our catalogues 51 6ymy BeICHLIATh Bam Harrmm

on a regular basis. KaTaloTH PEryILApHO.

ITncemo-mpock6a (Request)

[TrchMA-TIPOCh OBl — AEIIOBBIE ITHCHMA, HMMEIOIIHE PA3HOOOPa3HYI0 TeMaTHUECKYI0 HAIPABIEHHOCTh, OHI
MOI'YT COCTABIIATHCA ITPAKTHUECKH IIO BCEM HAaIPaBIEHHAM [eATeIbHOCTH OpraHm3ali. IIHchMo-
Mpock0a MOKET COCTOATH TOIBKO H3 OHOI IIH JABYX YacTeil. B IIepBoM ciyuae OHO HAUHHAeTCA (pa3oii:
We hereby (kindly) request. .. [Ipocum ...

Bo BTOpPOM clIy4yae OHO COJIEPAHT 0OOCHOBAaHHE IPOCHOBI H HITOKEHHe camoil Impock0rl. OG0CHOBAHHE
MTPOCHOBI OOBIUHO HAUMHAETCA C KITFOUEBEIX (hpa3:

Taking into consideration B cBsBH C...

Due to the fact

In connection with

With reference of

According with/to B COOTBETCTBHI C
a H3T107Ke HIeHYPess DEnouhp
We kl ndl GREFOAIW C ITpocnm Bac mpeqocTaBHTE JaHHEIE
Ceptudmkar- 043B9ABS 522055 AEDDDEEIEIGDDJ,SE
Bna,qenEEj ]LE| }‘IP&% aH,.:LpDEHa
ITpocrba MoxeT popMyIHpPOBAThCA H Oe3 HCIIOIb30BaHHA IT1aroiia «IIpOCHTEY, HaIlpHMeP:
We hope for a positive solution... HaneeMcd Ha ITOJIOKHTEILHOE
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of the problem pellleHHe BOIIPOCa ...

ITpocrba, KaKk cocTaBHAasd UYACTh ITHCHMA, MOKET IIPHCYTCTBOBaTk H B JAPYTHX BHAAX JIEJIOBEIX ITHCEM,
HaIlPHMEP B COIPOBOIHTEIBHEIX, TAPAHTHITHEIX H JIp. ITHCEMO-IIpock0a TpeOyeT ITHChMa-O0TBETA.
IIHcEMO-3a9BKa

ITicpMoO-3adBKa — 3TO PA3HOBHIHOCTE IMICHMA-IIPOCEOBI. OOBUHO IMChMAa-3adBKH He TPeOyroT
MMHCPMEHHOTO OTBeTa. B OTBeT HA IDICHMO-3a4BKY IIONYUaTeIeM OCYIIECTBILAIOTCA OIIpe/lelIeHHbIe
NEefiCTBHA II0 peamn3alii 3asABIEHHON IIPOCHOBI: BKIFOUEHHE VKa3aHHBIX B 3afdBKE IJHI[ B YHCIO
VUACTHHKOBR KaKOTO-THOO MEpOITPHATHA, BBRICHUIKA HEOOXOMHMBIX MATEPHATOB HIH H3TaHMil H T.OI. B
TeKCTe 3aABKH OOBIUHO HCIIONB3VIOTCA T€ K€ S3BIKOBBIE 0OOPOTEI, UTO H B I ChMAaX-IIPOCh0ax.
["apaHTIiiHOe THCEMO (Letter of guarantee, letter of assurance)

["apaHTHiiHbIe IDICBMA — 3TO JENOBbIE€ ITHCHMA, COJepKalniHe O0A3aTelbCTBA OILIATHI, BBHIIOIHEHIA
paboT, BO3Bpara KpeJuTa H T.II. B KauecTBe aJipecaToOB TapaHTHIHBIX IMHCEM BEICTYIIAFOT OPraHH3alfii
HIIH KOHKPEeTHBIE THIA.

["apaHTIiiHOE ITHCEMO OTHOBPEMEHHO ABIAETCA H ITHCEMOM-IIPOChOOM. HOpHIIUECKYI0O 3HAUHMOCTS
TAPAHTHIHOMY IHCHMY IIPHAAET HCIIONb30BAHIE TAKHX YCTOIUHBEIX A3BIKOBBIX OOOPOTOB, KaK

We guarantee payment Orary (IpegocTaBIeHHe YCIYT.)

(service delivery) rapaHTHpyeM

B rapaHTHiTHOM IHChMe YKA3BIBAKOTCA OAHKOBCKHE (TUIaTeKHbIE) PEKBH3HTHI €T0 COCTABHTENA.
[Trcemo-3amnpoc (Inquiry)

[IHcpMoO-3ampoc (Inquiry, IWIH enguily) KOMIIAaHHA IIOCEUIAEeT, KO 1A XOUEeT:

- IIONIYUHTH IMMOAPOOHYI HHPOPMAIHIO 0 ToRapax (goods-,

— V3HAaTh, HMEITCA JIH OHH B HaIHumH (availability of goods);

- VTOUHHTE BpeMdA H CPOKH ImocTaBkH (delivery dates);

- IIONYUHTh HHQpOpPMAIHI0 00 YCIOBHAX ITOCTAaBKH H CKHAKax (terms and discounts), crocoOe
TpaHcIopTHpoRKH (method of transportation), cTpaxoBannu (insurance);

- ITONYUHTh HH(OPMAITHIO O IleHaX Ha ToBapsl (prices of goods);

— TIONMYUNTh Karanor (catalogues) H oOpa31isl ToRapa (samples of goods), H T. II.

ITpH HAITHCAHHH IIFCEM-3AIIPOCOB ClIeQyeT KaK MOKHO Oolee IMOApoOHO H3TOAKHTE CYTh Bolpoca (to give
full details), yro mo3BomHT BareMy e I0BOMY ITAPTHEPY COKPATHTh BpeMd HA COCTABIeHHE OTBETA.

B ciyuae, ecir BeI oOpairfaerecs ¢ 3alipocoM B JAaHHYI KOMIIAHHIO ITEPBBII pa3, B ICEMO KeTaTeIbHO
BKJIFOUHTE CIIEAYIOIIHE ITYHKTHI:

1. YKazaHue Ha HCTOUHHK HH(OPMAIIHH O JAHHOI KOMIIaHHH H €€ TOBape.
2. CyTh BOIIPOCA.

3. Kparkue cBeieHHd 0 BareH KOMITAHHH.

-+, BripaxeHHe HaJleK Bl HA COTPYIHHYECTRO.

[Ipnyem coBceM He 00g3aTelbHO CTPOrO IIPHAEPKHBATbCA HAaHHOH IIOCIeJOBaTeIbHOCTH. Ilpm
ITOBTOPHOM 3aIlpoce B IIHCHMO OOBIUHO BKIIFOUAETC S TOMBKO BTOPOIl ITYHKT. Kak H GONBIIIMHCTBO IPYTHX
NEeIOBEIX IMHCEM, ITHCBEMO-3aIllpoc, KaK IIPaBWIO, IleyaraeTcd Ha (HpMeHHOM OJlaHKe, Ha KOTOPOM
yKa3aHbl Ha3BaHHe KOMITAaHHH-OTIIPABHTEN A 3al[pOca, ee IIOUTOBEI ajipec, HoMepa TeledoHOB H (akca.

B 3ampocax 0OBIYHO HCIIONb3YIOTCS CIIe IyIOIIHe KIIIIIe:

Please inform us ITpocHm cOOOIIHTE

Please send us ITpocHM BEICIIATE

We should be pleased if you could M&1 Op1H ORI papl, eciH OBl HAM
inform us coo0IIIUmM

We shall be obliged to M1 OBITH OBI ITPH3HATESHBI IIOIYUITh
receive your(price-list) Barrr (1mpeficKypaHT)

We shall be grateful if you will M=1 OyzeM GiraroapHel, eci Ber
kindly send us your catalog Tr00€3HO BHIIUINTE HAaM CBOI KaTalor
We are interested in MEI HHTEpecyeMC

We are in the market for MBI HAMEPEHEBI 3aKYIHTE

Quote prices (terms) YKaxuTe I[eHH (YCIOBHA)

With reference to your Cchurasach Ha Barry pekimamy B ...

advertisementcmeHT noanucaH

Refegg&%iﬂ}fggﬁ’iﬁ%@m%ﬁ%ﬂl Cchuraiach Ha Barry pexmamy

CepTudiskar: 9AB8BI52205E /BAS00060000043E
Eirua,':l,enlﬁ7 € hﬂ&”&ﬂ@eélﬁﬂ%y caHapoBHa MEI XOTeIH 61’1 HDH}“HTTL
HH}OPMAILIHIO O...
In connection with this ... B CBA3ZH C 53THM
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We read your advertisement in...
We have heard of your
products from ...

We are interested in buying

(importing, etc.) ...
Many thanks for your letter
We were very pleased to
receive your letter
We thank you for your inquiry
We are obliged for your letter

We attach (enclose)

We are pleased to send you

We have pleasure in sending you
in reply to your letter (inquiry)

Referring to your letter of ...

MEI IIpOUHTATH BaIlly PEKIIaMY B...
MBI y3HAIH O IIPO Y KIHH

Balleil KOMITAHHH H3...
MBI XOTeIH OBl KYIIITh
(IMITOPTHPOBATE M T. IL.) ...
BomsImoe crracu60 3a Balle IHCEMO
MEI OBLIIH OUEHE PaBl ITOTYUHTE
Baire ImHCEMO
braromapum Bac 3a Barr 3ampoc
MEI IpH3HATEIRHEL 3a Barlle ImcyEMo

IIpraraeM K ceMmy

Pae1 BRICIIATE BAM

PaJkl BEICIATE BAM B OTBET HA BaIlIe
IDICEMO (3aIpoc)

CCBUIAACH HA BAIlle ITHCHEMO OT ...

As requested in your letter of... Kax BEI IIPOCHIIN B BaIlleM ITHCEME OT. ..
According to your Inquiry

We send for your consideration our...
May we draw your attention

CorlacHO BallleMy 3aIlpoCcy
[TocklmaeM Ha Ballle pacCMOTPeHHE
[To3BonkTe 0OpaTHTH Ballle BHHMAHHE HA. ..

Please inform us (let us know)
as soon as possible...
We are distributors (importers,
retailers, etc.) of...

We would like to get in touch with

manufacturers (suppliers)...
There is a large market here

for your products.
We look forward to your early reply.
Y our prompt answer would
be appreciated.
IIncemo-ipemnoxenue (Offer)
ITrceMOM-IIpe IOk eHHeM IocTaRINUK (the Supplier) oOBUHO OTBeUaeT Ha IMMChMO-3ampoc. OTBReuasd Ha
OOIlMIT 3aIIpoc, OH OIaroJapHT 3a ITPOABIEHHEBII HHTEpeC M OORIUHO ITPIUIaraeT MPeiicKypaHTH (price-
lists), karamoru (catalogues) IWIH YCIOBHA THIIOBOTO Horoeopa (typical Contract). OTBeT Ha CIIel[HAIBHEIIT
3aIIpOC IIPeay CMaTPHBAET OTBETH HA BCE BOIIPOCHI IIOTEHIHATBHOIO KIHEHTA.

CTpyKTypa ITHCEMA-TIPeIOK eHIA:

ITpocHmM cOOOIIHTE HAM
KaK MOKHO CKOpEE ...
MBI ABIIIeMCA THCTPHOBIOTOPAMH
(IMITOpTEpPaMIL, ITPOJARI[AMH H T.IL.)...
M51 GBI XOTETH YCTAHOBHTh KOHTAKT
C IIPOH3BOIUTEILAMH (TIOCTABILHKAMI).
Barm m31ennd HalnyT YV Hac
CBOETO ITOKYIIATeN .
C HeTepIIeHHEM XK JIeM B arlrero oTBeTaA.
ByneM IIpH3HATeIbHEI

3a OBICTPBIT OTBET.

1. I[ToBOa HATTHCAHHA.

2. OTBeTH HA BOITPOCHI ITOTEHIHATHFHOI O 3aKa3uiKa.
3. JIOIIOITHHTENBHEIE ITPEIOKEHI A

4. BrIpakeHHe HAeXK /bl HA 3aKas.

OTBeuas Ha BOIIPOCHI, CIEQyeT OaTh TOUYHOE OITHCAHHE TOBAapa, II0 BO3MOKHOCTH COIIPOBOIHTH ETO
(hoTOMaTepHaTaMH HIIH PHCYHKaMH H/IIH oOpasnamu (samples). I[Ipn ompemeneHHH I[eHEI (price)
VUHTBIBAKOTCA BO3MOKHBIE CKHIKH (discounts). OTAEIBHO PEIarOTCA BOIIPOCHI PACXOJ0B HA VIIAKOBKY
(packing), TpaHCIOPTHEIX pacxojioB (transpoirtation costs), ycmoBmii moctaBkH (terms of delivery) m
oruiarsl (terms of payment).

[TrchMa-TIpeUIOK eHHA IIOCBUIAIOT Takke Oe3 IIPeIIeCTBYIOIIETO 3alpoca, €CIH ITOCTABIIHK KelaeT
MPHBIEYs BHHMAHHE IIOTEHIMATBHBIX KIHEHTOR HIH HATH HOBBIX 3aKa3uHMKOB HAa KOHKPETHBIE
MpoayKTEl (special products) miH HX accopTHMeHT (range). Teepaoe mpemroxkeHme (firm offer)
IIpeycMaTpUBAGIHOOOQBIEAFCTIOBILL, HAIIPHMED, KOHEUHEIH cpok (deadline) rmonmyueHnd 3akasa H CHCTEMY

CEHI0OK B C eCTBEA TOBApPA H [X YCIIOBHII.
Ceptud aT:I[ECEI'[I'[I'[?[?-#BEE,&BBBEBJE:'EDEETBAEDDDEEDGDDdﬁE P APYTHE ¥

Bnanendd: TIPEIHQKEHH X, Q ORIUH Q. FICTIIONH 3YIOTCSA TAKOT O poia (pa3sbI-KITHIIIE.
On favourable terms we offer you... Ha BEITOHEIX YCIIOBHAX... IIpe/iIaraeM Bam

We have Eleaaur& in offering you, C yIOBOJILCTBHEM IIpearaeM BaMm,
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subject to acceptance by telex, ...

This offer is made subject to your
immediate reply

We offer you the goods subject to
receiving your confirmation
within ... days of the date of

this letter ...

We are holding this offer open
for your acceptance until..

We have pleasure in offering you,

ITPH YCIIOBHH Barrero akiernra

TEIEKCOM

Ota odepra enaeTca IIPH YCIIOBHIT
Barrrero HeMeIIIEHHOT O OTBETA. . .
MEI mmpegaraeM BaMm TOBape1, IIpH
YCIIOBHH B aIrlero MoaTBePK TeHH 1
B TeUeHHe ... THel

C JaThl ITaHHOTO ITHChMA

MEI JIep&EHM 5TV 0(pepTy OTKPBITOI
1A aKIenrToBaHid Bami 1o. ..

C YIIOBOJIECTBHEM IIpepIaraeM Bam

0e3 00A3aTeIbCTB. ..
OT1a odepra memaerca 6e3 KaKoro-
THOO 0043aTelh CTBA C HaIllell CTOPOHEI.

without engagement,...
This offer is made without
engagement/obligation on our part

This offer is subject to the goods
being unsold on receipt of your
reply ...

OTta odepra OeiiCTBHTEIbHA JIIIE B
TOM CIIyYae, eCJIH TOBAp ellle He OYIEeT
MIPOJAH IT0 ITOTYYeHHH B alrero oTBera. ..

This offer is made subject to the
machine being free on receipt
of your reply...
We were pleased to learn
your interest in...
We are most pleased
that you want to buy...
We are glad to say that
we can reserve you ...
[t is good of you to take so
much interest in our work ...

J1a odepra JaeTca Ha TOT CIIVYaii,
eCIIH MAIllIHa ellle He OyIeT IIpoJaHa
II0 ITONYUYe HHH Balrero oTeeTa. ..
Ham GBLIO IIPHATHO Y3HATE O
Baren 3aHHTepPeCOBAaHHOCTH B ...
MEI OUeHEs TOBOIILHEL,
UTO BRI TTOKETATH KYITHTS ...
MEI pajibl COOOIIHTE,
YTO MOJKEM OCTAaBHTH 34 BaMH ...
Brimo oueHs 1o Oe3HO ¢ Barreii
CTOPOHBI IIPOABHTH TaKOIl
HHTepecC K Harreil padore...
C YIOBOIIE CTBHEM ITOCEUIAEM BEIOPAHHEIE
BaMH O0Opa3I[bl H ITpe JjIaraeM ...
Ha Barm 3amnpoc oT... MBI
coobrraem Bam, uto ...
MEI ITpHITar aeM HaIll KaTaaor
C HOBEHIIIHNM IIPEHCKYPaHTOM.
Harir 1mo ipoOHEII IpefiCKypaHT
yOeIHT Bac B pasHOOOpa3Hi
HAIIIET O ACCOPTHMEHTA.
Hartre mmpepiioxeHie Qe CTBHTETRHO JIO0 ...
MEI mocTaBpigeM Ha yelIoBHAX CHO.
lleHa BKIIIOYAET YIIAKOBKY
H TPAHCIIOPTHERIE PACXO/IEL.
MEI MOKeM IIpe JOCTABHTE
BaM 5 % CKHIKY.
Kax BHTHO W3 HAIIIETO IIPeHCKYpaHTa,
HAIlH I[eHEI 110 KpaiHeH Mepe
Ha 3% HIKe PRIHOYHEIX.
51 ocobeHHO oOpallfaro Ballle BHHMAHIE Ha...
KpoMe yITOMIHYTEIX BEIIIIE TOBAPOB
Halra GHpMa IIPOH3BOIUT TaKKe (CM....)
J1JId BaIIHX I[eIeH BaM Ty Ullle
BCET0 MOJOHIET MOJIEIE...
MEI IIpOCHM Bac elIlfe pa3 oOCYIHTE
Hallle IIpeIoKeHHe H COOOIHTE HaM,
MOZHO JITH PacCUHTEIBATh Ha IIOTYUEHHE 3aKa3a.

We take pleasure in sending

you the desired samples and offer...
As to your inquiry of... we

are informing you that...

We enclose our catalogue with

the latest price-list.

Our detailed catalogue will
demonstrate the wide range

of our products

Our proposal is valid till...

We deliver our goods on CIF terms.
The price covers packing and
transportation expenses.

We can give you a 5 per cent
discount.

As you can see from our price-list,
our prices are at least 3 % lower
than market prices.

[ especially call your attention to...
Besides the above mentioned goods
our company also produces (see ...)
The model gownERTeesmmastH

of yoyr rFERRE OMVCHO

CepTud 000004 3E9ABEBYS2205E7TBAS00060000043E
Bnagenel¥ © YOG CONSIIEL QUERLOPOSA
once more and let us know

if we can expect your order.
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[ encourage you to order as soon

as possible as the quantity of this
product available at our warehouse

is limited.

We would appreciate if we get the
order from you as soon as possible.

If you are not happy with our proposed
please let us know why.

51 mporrry Bac OvIcTpee OQOPMHTE 3aKas3,
TaK KaK KOJIHYeCTBO 3TOr0 TOBapa

Ha CRIIAJIE OI'PAaHHYCHO.

MEI ObIiH ORI OUEHE PabI IIOTYUITE
OT Bac 3aKa3 KaKk MOKHO CKOpee.
EcnH Bac He ycTpanmBaeT Hallle
MpeIOKEeHHE, IIPOCHM COOOIIITE
HaM O IIPHYHHE.

We are looking forward to hearing C HeTepIleHHeM KAeM OTBETA.

from you soon.

IIncemo-3aka3. IloareepxaeHne H oTKIoOHeHHe 3aka3oB (Order. Acknowledgement (Confirmation) and
Refusal of Orders)

Hma toro uroOel caenars 3aka3 (to place an order) Ha 3aKVIIKy TeX MM HHBIX TOBApoB OOBIUHO
3aII0ONHAIOT CIelHAIbHEIe OIIaHKH 3aKa30B (order forms), B KOTOPEIX YKA3BIBAETC A KOIIMUECTBO (quantity)
H3eIn0l, HX omHcaHme (description), IfeHa (price), YCIOBHA oIuIarkel (terms of payment), maTa IMOCTaBKH
(date of delivery), ckumkm (discounts) o T.II. B psajie ciydaeB, Korja He 0OXOHMO IIPOSACHHTE OT/IEIIBHEIE
IYHKTEL 3aka3a (to make certain points quite clear), IomeTcsa COIPOBOJHTEIRHOE ITHCHEMO (COVering
letter), K KoTopoMYy ITpHiIaraeTcs OIIaHK 3aKasa.

Ecmi IIpomaeen (Seller) mwm [TocTaBumk (Supplier) Torapa B COCTOSHHH BEIIOMHHTE 3aKa3, OH IIOCEUIAET
IToxymaremo (Buyer) moareepxaeHHe 3aKas3a (order acknowledgement, or confirmation), koTopoe uarie
BCETO IIpeIcTaBIAeT coOOil Kommro 3akasza (order copy, or duplicate), mommicaHHyio IIpomaBijom.
OOBIYHO TIOATBEPAIEHHIE 3aKa3a IPHIAraeTcid K COIPOBOAHTEIFHOMY ITHCHEMY, B KoTOpoM Ilpomamelr
BBRIpakaeT OMaroJapHOCTh 3a 3aKa3, a Takke cooOraeT ITOKyIIaTemro O TeX HIH HHBIX H3MEHEHHIX
(H3MEeHEeHHH I[eH, CPOKOB ITOCTABKH H T. II.).

Ecim [Tpomasel[ 100 IToCcTaRIIHK TOBAPA 10 KAKHM-THOO IIPHYHHAM HEe B COCTOSHII BBOIOMHHTE 3aKas3,
OH MO0 OTKa3eBaeTcad OT 3akaza (to refuse (to reject, to decline) the order), mido mpemmaraer
aJleKBaTHYIO 3aMeHy (substitute) ToBapy, KOTOPOro HET B HATTHYIIH.

KJomie H BeIpakeHH A IHCEM-3aKa30B:
In reply (response) to your letter

(fax) of (dated) ..., we thank you for ...
We are pleased to enclose our

B orBeT Ha Barte mHcsMo (dakc) or ...,
MBI Ormaromapum Bac 3a...
HMeeM YIOBOIBECTEBHE IIPHITOKHTE K

Order No. ...

We enclose (are enclosing) our order for ...

We accept your offer and have pleasure
in placing an order with you for ...

Please confirm that you can supply...

Please send the copy of this order
to us, duly signed, as an
acknowledgement.

Please supply/send us...

JAHHOMY ITHCEMY HAIIl 3aKa3 No ...
MEI IIpHIIaraeM HaIll 3aKa3 Ha. ..
MEI IpHHHMAEM BaIllle IIPeIOKEHHE H
HMEEM YIOBOIIECTBHE Pa3MeCTHTE
Yy Bac 3aKa3 Ha...
IIpocHM ITOATBE PAMTE, UTO BEI
MOJKETE ITIOCTABHTE. ..
B kauecTBe IMOATBEPKAEHII 3aKa3a
IIPOCHM BBICIATH HaM ITOITHCAHHYIO
Bamu KOITMEo 3aKasa.
IIpOoCHM ITOCTABHUTE. ..

Kiomre 1 BEIPAACHIA T[[[CEM-HD,[[TBEP?K,[[EHI]TI 3dKA30B.

Thank you very much for your

order No ... of (dated) ...

As requested we enclose (are enclosing)
the copy of your order, duly signed,

as an acknowledgement.

We confirm that delivery will

be made by...

We hope that you will have a good
turnover Ewmkmmwmﬂiilhbhﬂ de:{lling

CepTud with Egﬂ?wﬁéjﬂﬁﬂz 205E/BAS }]EEIEIGGEI&HE
Bnaﬂenﬁe “'iﬁééﬁy%]jjaa% auz%r!é%éa'ﬁ" IITl_ll}f

(accordance) with your instructions.

braromapmM Bac 3a Barir 3akas No ... OoT

Kax B EI IIpOCHIIH, MEI ITPHJIaraeM

KOIIHIO 3aKa3a, IIOIIHCAHHYIO

HaMH, KaK ITIOJITBepKAeHHe Balero 3akasa.

MBI TIOATBEPKTAEM, UTO ITOCTaBKa OyIeT
ITPOH3BEJIEHA K ... (TaKOil-TO J1aTe).

HapeeMmc, 4o Bl OyeTe HMeTh XOP Ot
000poT, H MBI OVJIEM COTPYIHHYATE C
Ballle H KOMIIAHHEH H B TAlIhHEHIIe M.

ITocTaBka OyZeT ITpon3BeeHa B

COOTEECTCTEHH C BallTHMH HHCTPYEITHAMIIL.

Kiomrie o BEIpaKeHH A, HCIIOIB3YEMBIE H OTEKIIOHEHHIL 3aKa308B.
Iﬂ;% no 19. DB%D y 1p
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We are sorry (we regret) to let you K coxaneHH 0 BEIHY K IEHBI COOOITHTE

know (to inform you) that we cannot BaM, YTO MBI He MOKeM BBRIIIOITHHTE Balll
execute your order because of... 3aKa3 110 IIPHYHHE ...
The goods you ordered are no Torapa, KOTOPELT BRI 3aKa3alH,
longer available. OOIIBIIIE HET B HAIIMUMH.
We can offer you a substitute. MoKeM IIpeFIOKHT: BaM 3aMeHY
IIncemo — HarromuHaHHe (Reminder letter)
ITHCchMO-HAIIOMHHAHHE — [EeI0BOE€ ITHCEMO, HCITONB3YeMOE IIPH HEBBIIIONMHEHHH OpTaHH3aIlHer-

IMMapTHEPOM EB3ATBEIX Ha ce0a o0g3aTeNLCTE HIH ITPHHATBIX ,[[DI‘DBDPEHHDCTEfI. KIro ueBRIMH (I]pﬂ?ﬂlwﬂ[
TAKIX ITHCEM ABJIAIOTCA.

We are sorry (We regret) to have to K coxaneHHIo, BEIHYKJIEHRI HAIIOMHHTE BaMm, UToO... -
remind you that. ..
We have to remind you that. .. MEI BEIHY K IeHEI HAIIOMHHITh
Bawm, uto...
We wish to draw our attention to OOparrraeM B ariie BHIIMaHHe Ha

the fact that... ToT pakT, uro

We would like you to note that. ..

We wish to bring to you notice that. ..

TeKcT ImchMa-HAITOMHHAHIA MOKET BKIIOUYATh B ce0A JIBe YACTH: CCHLUIKH HAa O(HI[HATBHBOT IOKYMEHT, B
KOTOPOM 3a()HKCHPOBAHBI 0O0g3aTelbCTBA CTOPOH MIH OOCTOATENhCTBA, B CBASH C KOTOPBIMH
opraHm3anua o0A3aHa IPeMIPHHATE OIpPeJleNIeHHbIe MECTBHA, H IIPOChOY BBIIONHHTH B CBA3H C 3THM
OIIpeJieTIeHHbIE JIeIICTRHA. /[JOBONBHO YACTO TaKHe MHChMa COMeP&KAaT TOMBKO COOCTBEHHO HAIIOMHHAHIE.
B OTIeNBHBIX CIyVYadgX ITHCHMO-HAIIOMHHAHHE MOMKET COJepikaTh TPEThI0 YacTh. IpeAyIIpexkIeHHE O
BO3MOKHOCTH ITPHMEHEHHA OIPeIeIeHHbIX CAHKI[MII IIPH HEBBIIONHEHHH aJpecaroM B3ATHIX Ha ceOld
003aTeIbCTB, HAIIPHMED:

In case of your refusal. .. B cayuae Barrero orkasa. ..
Should you refuse. ..

In the case of your failure to make B cayuyae HeyILIaThl
payment(s)

Should you fail to make payment(s)

ITncemo-Tpeboranue (Require, Dunning letter)

[TrichMa-Tpe GOBAHIA COCTABIAOTCA B CHTYAIQAX, KOIla OpraHH3alfiA-IlapTHeP He BEITIOTHAET B3AThIE HA
ce0a obsg3aTebCcTBA WIHM BO3IOKEHHBIE HAa Hee (QYHKIH. IIo cpaBHEHHIO C CHTYallHAMH, KOIJa
HaITPABIIAKOTCA ITHChMa-HAIIOMHHAHHA, 3/eCh HEBBIIONMHEHHE 00A3aTeIbCTB HOCHT CHCTEMATHUECKIT
XapakTep HIH HMeeT MeCTO HTHOPHPOBAHHE BHICTARIAEMBIX IIPETEH3HI. 3aUacTyr0 ITHCEMY-TpeOOBaHHIO
MPeIIecTBYeT ITHCEMO-HAIIOMHHAaHHe. [InchMa-TpeGoBaHid, KaK IIPABIUIO, HMEIT CIOKHYIO CTPYKTYPY.
B HHX 00g3aTeIbHO M3IArar0TCA VYCIOBHA 3aKIHOUEHHBIX JOTOBOPEHHOCTEH CO CCBUIKOI Ha
COOTBETCTBVIOIIHE JOKYMEHTEI, OIMMCHIBAETCA CIOKHBIIAACA B CBA3H C HX HEBBOIOTHEHHEM CHTYAI[H,
dopmymmpyercd TpeGoBaHHe O HeOOXOMHMOCTH BBIOIONHEHHA OOA3ATENBCTE H YI'PO3bl IIPHMEHEHHA
CAHKI[HMIT B aJ[pec KOPPECIIOHAEHTa, eCIIH 0013aTelhCTBA He OYIYT BHIIIOIHEHEI.

KiroueBbIMI (hpazaMi B IIHChMAaX-TPeOOBAHH AX MOT'YT OBITh:

We urgently require to perform CpouHo TpeOyeM BEIIIOTHHTE

(send, grant, pay)... (BBICIIATH, IIPEeAOCTABHTE, IIEPEUICIHTE)...
We require fulfil the obligations TpeOyeM BEIIOIHHTE B3ATHIE

under the agreement. Ha ce0d o0s3areIbCTRA.

So far (Up till now) we have J[0 CHX IIOp MBI He ITOIVUILIIH OTBETA. ..

received no replay.

We cannot accept your point MEI He COTTIACHBI ¢ Barlei TOUKoH
of view for the following reasons... 3PEHI 110 CIIeTYIOIIIM IIPHUNHAM. . .
In case of ypwymefrsabanucan B crnyuae Barrero oTkasa. ..

Should v gREYIOM NoANCLIo
Ceptucugat: 2C0000043E9ABEBO52205E7BAS00060000043E

Bragenel, I POBRER,AAPEC. KOPRECTOHAGHTA MOTYT (POPMYITHPOBATECA CIeTYIOIIIM 00pa3oM:.
Otherwise, you will be presented B mmporHBHOM ciiydyae Bam OyayT

to the penal provisions, e/IbSBIIE HbI HEIE C 7078
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Otherwise the case will be submitted B IIpOTHBHOM cIiy4ae Jielo OyeT

to arbitration. IepeaHo B ApOHTpaKHELL CYI,

[TpeTeH3nOHHOE (peKIaMaIHoHHoe) ImcEMO (Claim)

[TpeTeH3HOHHBIE (peKIaMAIIIOHHBIE) ITHChMA COCTAaBIAKOTCA B CIYYaAX, €CIH IIPH HCITOJHEHII
JTOTOBOPOB OJIHA H3 CTOPOH HApYyILAeT B3AThIE HA ce0d 00A3aTenbCcTBa. BO MHOTHX CIIyUasdx TaKHe IHChMA
MOABIAFOTCA TIOCHE TOrO, Kak OBIH OCTaBlIeHBl Oe3 OTBeTa NHChMAa-HAIIOMHHAHHA HIH ITHChMA-
Tpebopannd. [lens IIpeTeH3HH (peKiIaMAIlH) — BO3MECTHTH IIOTEPH, ITONYUEHHBIE B Pe3yIbTaTe
HapYIIeHHA YCIOBRIII ToroBopa. TeKCT IpeTeH3HH (PeKIaMAallHH ) BKIIFOUAET B ce0

- OCHOBAHHE [JIA ITPeTbABIEHIA ITPeTEeH3HH (CCHIIIKA Ha JOTOBOP, 3aKIFOUEHHBIN MEXKITY CTOPOHAMII,
TApaHTHIHOE IIHCHEMO IUIH HHEIE 003aTenbCTRA),

- IIpe IMEeT IIPeTEH3HH (IOMAKHO OBITh YKA3aHO, KaKoe 0043aTelbCTBO HAPYIIEHO H B KaKOil Mepe);

- IMOKa3aTelIbCTBA (CCHIIKH HA JOKYMEHTHI, ITOATBEPAKJAOIIIE HAPYIIEHIE IOTOBOPHBEIX 00A3aTEILCTR
BHHOBHOIT CTOPOHOIT);

- KOHKpEeTHEIe TpeOOBaHHA COCTABHUTENA TIpeTeH3HH (TpeGoBaHHEe 3aMeHBl HEKAaUeCTBEHHOIO TOBapa,
TpeOOBaHHe VIEHKH TOBapa, TpedoBaHHe CKHAKH C OOINeH CTOHMOCTH ITAPTHH TOBapa, TpeOOBaHIE
pacTOpPKEeHHA KOHTPAKTA HIH BO3MEIEeHHA YOBITKOR H JIp. ).

[TpHIOKEHIAMH K IPeTeH3HH MOI'YT OBITh TaKHe JOKYMEHTHI, KaK aKT 3KCIIE€PTH3bI, aKT HECOOTBETCTBHA
TOBApa II0 KOIHYECTBY H KAuyecTBY, PeKIAMAIHOHHBIN aKT, TPAHCIIOPTHEIE MOKYMEHTHI H [Ip., B
3aBHCHMOCTH OT IIpeMeTa IIpeTeH3HH. Hampumep:

We present you a claim... IIpegrpaeingeM BaM IIpeTeH3HIO. ..
In accordance with the above, please B COOTBETCTBHH C H3JIOKEHHEIM ITPOCHM
send us new consignment stock. Bac oTIIpaBHTE HAM HOBYIO ITApTHIO TOBapa

ITrncemo — mo3gparnenune (Letter of congratulation)

[THChMA-TIO3/IPABIIEHHA HAMPABIAOTCA B TOPKECTBEHHBIX CIVYAdX: OQIIHATBHBIL IIPA3IHIK,
IpodeCCHOHATBHBIN ITPAa3IHHK, 3HAUNTEIFHOE COOBITHE B KH3HH JOKHOCTHOIO JIHI[A JUTH OPraHH 3alfii
(BpyUYeHHe Harpajpl, F0OHIEl, IMPHCYAIeHIe ITOYETHOr 0, HAYYHOT'O 3BAaHH A, CTEIleHH, H30paHHe B KaKoii-
THOO OpraH M [Ip.), 3HAUHMbIe COOBITHS B YACTHOM KI3HH. I103/IpaBieHH IDOIIYTCA HAa OlaHKe IIIChMA
OPTraHM3alHI HWIH HA CIIEIHATbHBIX OMaHKaX Io3aparieHmii. [1o3qpapnenne, MOArOTOBIEHHOE HA OIaHKe
MHCHhMA, IOIDKHO COAEep&KaTh OQOPMIEHHBIH B COOTBETCTBHH C TpeOOBAaHHAMM CTaHJApPTa PEKBH3HT
«Apmpecar». Ilo3gpariaeHnd MOryT oQOpPMIATECA Ha OyMare pa3IHuHO I[BETOBOII TaMMEBI C
YKpareHHAMH B BH/€ OPHAMEHTOB H BOIAHBIX 3HAKOB, HMEFOIEeH GONBIIYI0 ITIOTHOCTh, H BKIIAIBIBATH CA
B CIIEI[HATLHBIE IMAIKH-ajijpeca. B IocIegHeM clIyyae II03[paBlIeHIE COIEPAKHT TOIBKO OOpalleHHe K
THIY WIH KOMIeKTHBY. IIpH KOUIEKTHBHOM ajpecare H IIPH HaIPaBIE€HHH I CEMA-II03APaBiIeHILA
O PHIHYECKOMY JHITY IToaMIUIFHOE H IIOHNMEHHOE OOpallieHIe He HCIIOIb3yeTcA. [IHChMa-T103ApaBiIeHIA
BCEI/Ia IOJAKHEL OBITh ITOJ[ITHCAHBEL.

ITrncemo — OmaromapHocTh (Note of thanks)

[TrceMo-0OmarogapHocTs (OmarogapcTBEHHOE IMChMO) — JEIOBO€ IMHCHMO, HallpaBIAeMOE aJpecaTy
(OopraHm3amiy, JOTAKHOCTHOMY JIHITY IIH I'PaXJaHHHY ) ¢ BEIpaKeHHeM OIaroJapHOCTH 3a COBEPIUEHHEIE
IeflCTBHA IUIH OKa3aHHBIE YCIIYTH.

ITo cpaBHEHIIO C APYTHMH BHIAMH AEIOBBIX ITHCEM OJIar oJapcTBEHHEBIE IMHChMA OOBIUHO COCTARIIATCS B
Gonee croOOHOI opMe. KirroueBEIMI (hpa3aMH TAKHX ITHCEM ABRIAOTCA:

We thank you for ... Biaromapum 3a...

Let me thank you for... ITo3eomeTe Bac moOmarogapuTs 3a ..

IIncesmo-cobomezHoranue (L etter of condolence)

ITrceMo-coOoNe3HOBAaHHE — IDICHEMO, HaIlpaBideMoOe B TParH4YeCKHX HIH IeYalbHBIX KH3HEHHBIX
CHTYaI[HAX (CMepPTh, HECUACTHERIIN CIIyYail, CTHXHITHOe OeICTBHE H JIP.) I BEIPaKeHI YUACTHA:
We regret (We are sorry) to learn from MEI ¢ coXaleHHeM Y3HATH H3
your letter of... that... Barrrero micemMa oT ..., UTO...
We express to you our BrIpaxaeM BaM HaIIH HCKPEHHHE
sincere condolences... co0one3HOBAHH. ..

[TrceMo — m3BHHeHHE (Apologies)
HIICLMD-IIB,BIIEHHIHEHD&HHCEEJIDBDE IIHCHMO, AaBTOP KOTOPOrO IIPHHOCHT H3BHHEHHA aJpecaTry 3a

|:-
I[H]]]—IEHJ— ﬁ E?H% CPIficpMa-I3BHHEH S, KaK PABIIIO, HAUHHAIOTCS CIIe IMH (ppa3aMH:
CepTucbigk :}n:::-:}h EAB A5H0060000043E t, 1P AYIOIIIMH (P
Bnenans yaﬁg ﬁgq y 1n [IpocHM H3BHHEHHS 332 HEKOTOPYIO
mmwenng your letter 3aepkKy C OTBeTOM Ha Ballle ITHCEMO
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We apologize for... [ToxamyiicTa, IIPHMHTE HaIIM H3BHHEHH A 34. ..

Please accept our apologies for...

B COOTBETCTBHH C TpeOOBAHHAMH 3THKETA JIETTOBOTO OOIIEHHT B IHChMe TpeOdyeTca OOBACHHTS ITPHYHHY,
MIPHBEMIIVIO K BOSHHKHOBEHHIO ITPOOJIEMHON Ui ajjpecarta CHTYAIIH, a B KOHIE ITChMA IIOBTOPHTH
¢pa3y ¢ HIBHHEHILIMH, HO He OyKBalbHO, a B HHOI (JOPMYIHPOBKE.

PexoMmenmaTempHoe MHCEMO (Letter of recommendation)

PexoMeHaTeTbHOE IHCEMO — IHCEMO, B KOTOPOM JAaeTCd XapaKTePHCTHKA KOHKPETHOTO YeloBeKa I
ycTpoiicTBa ero Ha padory, oOyueHHe H [p. PekoMeHJaTeldbHBIE IIDICEMAa BCETrJa COJepxar
OIIAarOIPHATHEIE OT3BIBEI O XaPAKTEPH3YEMBIX, B CBA3H C UeM MHOTHE CIEI[HATHCTH II0 YIIPABIEHHEO
IIEPCOHAIIOM CUHTAIT TakHe ITHChMa CYOBEKTHBHBEIMH, TeEM HE€ MeHee, OHH HMEIT OIIpelelleHHOE
3HAUEHHEe IIPH OIleHKe KaHJHJaTa, IloMorasd co3aare oOIee IIpe[CTaBIeHHE O COHCKATEIe.
PexoMeHIaTET,HOE ITHCEMO, KaK IIPABIIIO, IMHINETCA HAa OaHKe KOMIIAHIH — IIOCIEJHEr0 MecTa PaboThl
COHCKATeIld, ITOJIIMCEIBAETCA PYKOBOJWUTEIEM KOMIIAHHH IIH JPYTHM JIOJLKHOCTHBEIM ITHI[OM. J[1d
MOTEHIHATBFHOIO padboTofaTensd peKOMEHAATEeNbHOE IMCHEMO — 3TO, CKOpee, TapaHTHA TOIO, UYTO
COHCKATelb JeiICTBHTEIRHO padoTal B JaHHOH KOMITAHHH, BRIIIOTHAT OIIPeIell e HHBII KPYT 00A3aHH OCTell
H OCTABHJ KOMIIAHHIO, COXPAaHHB O cele Xopolllee BIleUaTIeHHe. PeKOMEHIATEIIbHOE ITHCHMO TOTAKHO
COCTOATE H3 CIEeQVIOIIHX Pa3JIeIoB:

- BBeJIeHHE, B KOTOPOM KpaTKO H3IararoTca OOCTOATENhCTBA 3HAKOMCTBA aBTOpa IDICBMA C
pEeKOMEHTY eMEIM HM JIHITOM,

- CBEJIeHHA O PeKOMEHIyeMOM JHIEe (CBeleHHI 00 oO0pa30BaHHI, YPOBHE IIOATOTOBKH, KBATH()HKAIHH,
OIBITE PAdOTHI, JEIOBBIE H IMHYHOCTHBIE KAauecTBa), IIPH 3TOM OCO0O0 BHIAEIAIOTCA T€ €0 YepThl H
CIIOCOOHOCTH, KOTOpPEIE MOTYT OBITH HaHOOJEe ITONe3Hbl PA0OTONATENI0 B TOI OPTAHH3AINH HIIH
JOJKHOCTH, KyJIa COHCKAaTeIh CTPEMHTC S ITOIIACTE,

- 3aKII0 UM Te T HAd YacTh, B KOTOPOH aBTOP IMPOCHT IO YUATENI I O3HAKOMHTECA C Pe3F0OMe COHCKATEI HIIH
ero KpaTKHMH aHKe THBIMH JTaHHBIMH H Ha3HAUHTE BCTPeUy LA coOeceTOBaHIIA;

- KOMIUTHMEHTAPHAad YacTh, B KOTOPOH aBTOP BRIPAKAET CBOIO IIPH3HATETEHOCTE.

ECTh HECKOIBKO OTpaclieil AeATeTbHOCTH, TJe PEeKOMEHIAI[HI OO0A3aTEIbHBI ITOUYTH O3 HCKIIF0OUEHTI:
OXpaHHBIT OM3HEC, MeJHI[MHA, Hayka, padoTa ¢ HeThbMH (HAHH, TYBEPHAHTKH H T.[.). B OCTalIbHBIX
CIIy4asax HCIIOIB30BaHHEe PEKOMEHIATENEHEIX IHCEM 3aBHCHT OT KOHKPETHOH CHTYaIlHH.

B oItpocCEHI U 3a/TaHUA:

1. ITogroToRbTECh K OOCYAKIEHHIO TEOPETHUECKOTO MaTepHAala.

Buer menoBeIX mHceM (OTBET Ha IpHIIIAIlleHHe. baarogapcTBEHHOE I ChMO. PeKiIaMariis. IIpeTeH3ms.
HazHaueHnd AenoBOH BcTpeud. IImckMa: IpHITIAllleHHd, IIPOCBOBI, OMaroJapHOCTH, COOOIe3HOBAHILA,
COKaIeHIA, COUYBCTRHA). PeKIaMaIfiy H ImpeTeH3nH. OTBETHI Ha pekIaMalni. KaTter opHH peKIaMaIfiii.
2. BEOIOHHTE 3aJJaHHA H OTBETHTE HA BOIIPOCHL:

1). O3HAKOMHBIINCE CO CTPYKTYPOI IchMa H o0pa3iaMH ITHCeM MeXIyHApOIHOro o0pasla, HAIHIIHTE
Ha JHcTe OyMarH pPeKBH3HTHI IMCHEMA B IIOPAOKE HX CIHeJOBaHHA. JlaiiTe aHTOOICKHE SKBHBAIEHTEHI
Ha3BaHMII PEKBH3HTOB.

2). Kak HaunHaeTcd H 3aKaHYHBAETCA IHChMO, €CIH ()aMIUTHA H HMA aJipecara BaM He H3BEC THBI?

3). C Kakoil IIeIbI0 HA CIEAYIOIIEH CTPOKe IOCHe oOpalleHHd CTABWICA COKpallleHHe Re: H UTO OHO
o003HaUaeT?

3. 3agaHHd H BOIIPOCHL LA (POPMHPOBAHH A H KOHTPOILA BIAAe HHA KOMITETEHI[FLAMI:

Harmimite CBOHM ITapTHEPaM I10 OH3HECY KpaTKHe IIHChMA!

- C II03IpaBIeHHEM ITI0 IIOBOJTY YCIIEIITHOTO VUACTHA B BEICTABKE;

- C BEIpaKeHIeM cO00Ie3HOBAHIA 110 ITOBOY KOHUHHEI TeHEPAThHOT'O JHPEKTOPA;

- ¢ OIar oJapHOCTHIO 3a IIPHEM BallHX COTPYIHHKOB BO BpeMd H KOMAHIHPORKH,

- C H3BHHEHHEM 3a 3QJep#&EKY TIOCTAaBKH IIPOAYKI[MH, BBEI3BAHHYVI0 (OPC-MAKOPHBIMHI
00CTOATEIIECTBAMIL,

- C IIPHTJIAIIeHH eM IIPHHATh YYacTHe B TOPKECTBAX 110 TIOBOAY 20-1Ie THA Ballleil (PHpMEI;

- C peKOMEH[IAIHel BaIllero KOIIErH JIAd YYAcTHA B IIEPETOBOPHI IO HHTEPECYIOIIeil o0e Barlm
(pHPMEI TEMATHKE.

HpﬂKTHWﬂEWHﬁWﬂZ Cﬂ}‘mEﬁHLIE 3allH CKH, Co0DIIeHHA Mo (PpaKcCy, YJIeKTPOHHAsA MmouTa.

Ogra}mga c@dﬁ&ﬁ . TPAJHITHOHHBI CEMIHAP.
CepTuciaT: 2C0R0004 L OAEBOSS DL TBASI00B0000043 §
Bnanend:l € DORMENOBAHKE .V, GTYTEHTOR PEYEBOM, S3RIKOBOM H KOMMYHHKATHBHOH KOMITETEHIH I

OCVINECTRICHHA NCIOBEIX KOHTAKTORE.

E3VIIETATE OCRBOCHIIE TEMEI C cHT TOIIECH
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3HATh. OCHOBHYI0 OH3HEC-TEPMHHOIIOTHIO, HCIIONB3YEMYH IIPH HAIlHCAHHH CIYAeOHBIX 3allICoOK,
COOOIIEHHIT TIOCPEACTBOM 3IEKTPOHHBIX CPeJICTB OOIIEHHSA, OCHOBHBEIE I'paMMATHUYECKHE SABIIEHHA,
XapaxKTepHble [JIAd ITPO(eCCHOHANBHON peuH, IeKCHYeCKHe ¥ CHHTAKCHYeCKHE OCOOEHHOCTH
O(pHIMI AT HO-ETOBOT'0 CTHILA B aHT IHIICKOM S3BIKE.
YMETh: OIIPENEIATh CTIUIEBYIO IIPHHAIEKHOCTh AHTIHIICKHX TEKCTOB O(HIHATBLHO-JEIOBOTO CTHILY,
BHETh XApaKTEePHBIE CTIUIEBBIE YEPTHI, YHTATh OQHIHATBHO-JAEIOBEIE TEKCTHI PA3IUHON CTEIeHH
CIOKHOCTH, CTPOHTH [JHAIOTHUECKYH) H MOHOIOTHYECKVIO Peds C HCIIONb30BaHHEM Hanbomee
VIIOTPeOHTENBHBIX JIEKCHKO-TPAMMATHYECKHX CPeICTBE B OCHOBHBIX KOMMYHHKATHBHBIX CHTYaI[HIX
O(pHIMATEHOT O OOIIEHH, TIOHMMATE THATOTHYECKYEO H MOHOIOTHUECKYIO Peub I10 H3YUEHHOM TeMe.
AKTVaIFHOCTE TeMBI: 00YCIOBIIeHA He 00XOMHMOCTEEO OBIAeHHdI YK-4.
TeopeTHyeckad 4acTs:

CoBpeMeHHBIE CPe/ICTRA Ilepeaaul HH(OPMAaIHH
1. ®akc (fax, fax machine) cIIy&HT 14 IIepe Tayl JeI0BOi KoppecItoHAeHINH (business correspondence)
110 Tele OHHOI ceTH. B COBpeMeHHOI AeIOBOI IPAKTHKE 110 (paKCy OOBIYHO ITOCHITAOT:
— KOMMepUYeCKHe IIpe1oKeHHd (offers),
- ITpaiic-TmMCTH (price lists);
— peKIaMHBIe MaTepHalkl (advertising materials);
- ITpecc-peln3kl (press releases);
- IHCEMEHHEIE 3aIlpOCHl (Written inquiries) M T.II., a TaKKe OCYINECTBILIIOT TEKYIIYI0 IEePEITHCKY.
Pasmep (pakca OOBIYHO HE IIPEBBHILIAET OMHOI CTPAHHIEIL, 4 €r0 CTPYKTYpa COOTBETCTBYET CTPYKTIYpe
IIETIOBOTO IHCHMA.
(D axchl MOMIMMBAOTCA B JIeT0. 11X MOKHO HCIIONB30BaTh B KayeCTBe JIOKA3aTeNlbCTBA IIPH pa3pelreHHH
MTPOTHBOPEYHI MeKIY JeTOBBIMH ITAPTHE PAMH.
ITo paxcy OOBIUYHO He ITepeJAr0TC A
— OPHTHHATE KOHTPAKTOB (original contracts);
— akKpeIHTHBEHI (letters of credit);
— cueTa-paKTypel (INvoices) H JIp. BakKHBIE IOKYMEHTHI, KOTOPEIE IIEPECHUIANOTCA 3aKa3HBIMI
ITHCEMaMH THOO0 TepeJaroTcd ¢ KyPhePOM.
2. DnexTpoHHad moura (E-mail) ABmIgeTcad HaHOOIee ITOIMYIIPHBIM H CAMBIM IIPOCTHIM ITPHIIOKEHHEM
riarodarkHOIl KOMIBROTEPHOI ceTH Intemet, oxBaTteBarorieil Gomee 100 cTpaH H IeCATKH MIULTHOHOR
ITOJIb30BATEIIEI.

OIEeKTPOHHAA TIOYTA TO3BONAET COKPATHTh PACXObl HA JOCTABKY ITHCEM H OTIPABKY (akcos, a
TaKKe VIIPOCTHTE OOMEH KOPPecCIIOHAEHI[HEN MeXAy AeIOBEIMH ITapTHEpaMH. I TaBHEIM HeJOCTaTKOM
3TEeKTPOHHOI ITOUTHI ABIAETCA cirabasd 3allfHTa IiepeJaBaeMoii 110 Hell HH(opMaIii.

[TpocTefinmmM peleHHeM Ui OONBIMMHCTBA HeOONBIIMX KOMITAHMIT H OHM3HECMEHOB 3allaJ{HbIX CTpPaH,
MMO3BONAIOINEE HM IIONYYHTh MAOCTYIl K Internet, ABIAOTCA KOMIIBIOTEP € MoaeMoM (modem) u
KOMMYTHpyeMoe (dial-up) coemiiHeHIe C Y3IOBRIM KoMImbroTepoM (host) 1mo TemedOHHON ITHHIH.
B 03MOXHOCTE IIOIIACTh B CeTh, HaOpaB HOMEP Tele(OHA Y3TOBOIO KOMIIBIOTEPA, HEIIOCPEICTBEHHO
BXOJAIIEero B Intemet, ImpeIocTaBIIAFOT MECTHEIE IIOCTABIIHKH CETEBBIX YCIIYT (service providers).
TexHmyeckH >IEKTPOHHASA IIoyTa — OOMeH IMMQPOBEIMH COOOIIEHHAMH MeXAY aJpecaMH BHIA
| IT0IIB 30BaTeNs | (0| HHTepHET-TIIpoBaiep |. [ xoMeH]. JloMmeH —  COKpaIlgHHe CTpaHEL TUIH
OpraHH3aI[HOHHOr O THIIA (OOBIUHO COIM).

Tl opraHmzaipoi. AHTIOTOBOpAINHE (OCOOEHHO aAMEPHKAHCKHE) IIPEIIIPHATHA HMEIOT
npo¢usHEIe JoMeHEL. Anpec biff(@math.utoronto.ca 6yeT 03HAUATH, UTO €0 II0Nb30BaTens, I'-H BH),
paboraeT Ha MaTdake TOPOHTCKOTO VHIBEPCHTETA.
com  KOpIOpamHg
edu oOpazoBareIbHOE VUpe KIeHHE
gov  IIPAaBHTEIbCTBEHHBLI OpraH
mil BOEHHOE Be JIOMCTBO
net HHTEPHeT-KOMITAHIA
org OpraHm3aIia
[T armka 31eKTPOHHOH ITOYTEI
J1eIOBEIE COMOMEBHIIDMMMMHAOTCA CO CTATHCTHKH: to (ITonyyaTels), from (OTIIpaBHTENs) H HHOTJA CC

KOITHI ). @W%WSB&H&%}GTCH Kak bcc. I'maBHOe — subject (TeMa) Kak 3aroloBoK ImckMa. OHa
Ceptudmikar: 2C0000043ESABBEIS2205E /BA500060000043E

BnanendhO 1A HE %E}ﬂﬁ[%@ﬂﬂ %@%&Qﬁe PEAHHE. Cp OUHBIC C DD@I[[EI—[[IH MOHO IIOMEYHATE KPACHBEIM (I]JIE,}IE{ OM.
D-TIOUYTOBOE BCTYILIICHHE
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JemoBrle cooOIeHHT HauHHaTCA ¢ Dear... o 3akanunBaroTca Best wishes i (Best) regards. B Texcre
aRTOP UYTO-TO YTBepKJaeT, COOOINAeT, CIIpallliBaeT, OTBedaeT, oOCykKaaeT, IMpocHT... CyThp cleayeT
H3JIaraTh B IIepBoM ad3arle.

[TpuMeps! GOPMATHHOIO BCTYILIEHHA:

Following our meeting / phone conversation, ... B IpogoikeHie Halleil BCTpeur/ Ileperosopa, ...

With reference to ...  Co CCBUIKOI HA ...
Regarding our ... OTHOCHTEIBHO ...
[’m writing to confirm ... [Tmairy Mo aTBEPIUTE ...

Te3uchH YacTo H3MArarT MOPAIKOBBEIM CITHCKOM, a ITOAPOOHOCTH ITPIIIAraroT.
D-IIOUTOBOE 3aBepIIEHHE

[TprMepsI POPMAIBHEIX 3aBePIIie HI:

For additional information, please ...  3a moapoOHOCTAMI, ITOKAIVIICTA, ...

We look forward to doing business with you  Byzem pajbl cOTpyIHHUECTBY C BaMIT

JemoBrle cOOOIeHHA TOXkKe cojepikar OIOKH IOAIMCH (MM, HOIKHOCTh, TeledoH, (akc, agpec), HO
yale OrPaHHYHBAIOTCA JHINL YKa3aHHeM aBTopa. JIMImHM OyIeT H IIOBTOPATH YA€ ABTOMATHYECKH
IIPHCBAHBAEMELI 3IeKTPOHHENL aJIpec.

CoKpallieHHd, HCIIOIIb3yeMEBIE B IIEKTPOHHBIX ITHChMAX

AAMOF As A Matter Of Fact B CYIITHOCTH

AFAIK As far as I know HAaCKOIIBKO A 3HAI0

BTW By The Way kcrarn

CU see you YBHJIIMCS

F2F  face to face HaeHHe

FOAF Friend of a Friend H3 TPETHHX PYK

FYA For Your Amusement K BaleH paocTH

FYI  For Your Information K BaleMy CBeJIeHIHIO

HSIK How Should I Know? ITOHATHA He HMEFO

IMO In My Opinion 110 MOEMY MHEHHEO

IMHO In My Humble (Honest) Opinion 110 MOEMY CKPOMHOMY MHEHHEO
IOW  In Other Words HHEIMH CIIOBaMH

IWBNI It Would Be Nice If  xoporrio 051

KIS  Keep It Simple roBopH mpoIre

NRN No Reply Needed OTBeT HeoOs3aTelleH

OS Operating system OIlEpAIHOHHAA CHCTEMA

OTL Over The Line cBepx ITOTOKEHHOTO

OTOH On The Other Hand ¢ apyroil cCTOpPOHEI

R Received TIOTYUYEHO

TES  Thanks For Sharing  cmacu0o 3a CCRUIKY

TIA  Thanks in Advance 3apaHee OnmarogapeH

WOBTAM Waste of Bloody Time and Money IOTePA BpeMEeHH H JIeHET
WRT With Respect To C YBaKEHHEM K

B OITpOCEHI U 3aJaHIA:

1. IToaroToBeTECh K OOCYATEHHIO TEOPETHUECKOTO MaTepHana.

IIpapuma odopmiaeHus ciayxeOHOM 3amucki. CocTaBiarollue (akcoBOro coolineHud. IIpaBmma
HAaITHCaHIA MeKTPOHHOro coolIeHHa. CoKpallleHH s, HCIIOIb3YeMbIe B AMeKTPOHHBIX COOOIIEHHAX.

2. BEOIOIHHTE 3a0aAHHT:

1). CoctaBeTe (paxc ¢ cooOIleHHeM O IIePeUNCIEeHHH HEeII03HTa 3a IIPOKHBAHIE B TOCTHHIIIE BAIIX
VUACTHHKOB KOH(epeHIHH (PHPM- ITAPTHEPOB, a TaKKe O JaTe HX IIPHOBITHA Ha KoH(epeHIpEo B [Ipary.
2). Hammimrre cooOIeHHe 10 3IeKTPOHHOM II0UTe ¢ IIPOCkOO0I paccMOTPETh BO3MOKHOCTE O BBIJIEIIE HIIL
BaMm rHAHCOBOI ITOMOIIH I YYacTHA B CHMIIO3HYMe, OPTKOMHTET KOTOporo oroOpan Bari qokmar i
BEICTYIUIEHH I B OJHOH CEKI[HII.

3) CDCTaEmyqlEchﬂnﬂmuaﬁmemIe OpraHH3aIHOHHOMY KOMHTETY TOPTOBO-IIPOMBIIUIEHHO BEICTABKH

ﬂgﬁtﬁﬂ MECTHBRIX HOMEPOBR B TOCTHHHIIE YIeHOB PRaIllell TPVIIHLI H3
CEpTHd}HHaT Ef:n::n:u:u::-::m EOA ? @[%EE P me v pylL

5E 7BA5000
Bnanend?ACIGTAHE, QJ}FLE ?@M&@P@E ¢ B CYTKH Ha Y€JIOBEKA.

4) [logreepuTe IO 3MeKTPOHHONH IIOYTe IONy4YeHHe HH(OPMAI[HH OT IIApTHEPOB II0 OH3Hecy 00

dBKE ITApPTHH El He '35,6 Te 3aIIOIIHHTE CTPO «{TEMA CDD@ eHILT) .
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5). CooOuiure maprHepaM 1o OH3Hecy 00 H3MeHEHHH Balller0o 3IEeKTPOHHOIO ajijpeca ¢ 1-ro umcia
CJIEVIOIIET O MeCAI[A B CBA3HM C PeopraHm3alieil yCIyr TeIeKOMMYHHKAI[HH B BallleM PertoHe.
3. Read and translate the business letters. Define the type of business letter. Answer to these letters.
1. Gentlemen:
With reference to your advertisement in “Omni” vol.1 No 6 we should be pleased to receive your price-
list of Cobra telephone. Please state what discount you allow for quantities and cash payment.

Y ours faithfully

John Burton

2. Dear Mr. Burton!
We were very pleased to receive your inquiry in reply to our ad in “Ommni”. As requested, we enclose our
price-list of Cobra telephones and four leaflets which contain all technical details about the model 1023.
We have quoted our best terms in the attached list. May we use this opportunity to draw your attention to
Intenna cordless telephone (CP-485) with intercom and Cobra phone (ST-622) with speaker-phone.

Sincerely yours,
Michael Smith
3. Dear Sirs,
We thank you for your enquiry of the 12th June concerning Paraffin Wax. We are pleased to inform you
that today we have sent you, by parcel post the following samples of Paraffin Wax:
Grade A = Melting point 52 -54 C
Grade B = Melting point 51 52 C
We can offer you 100 tons of Paraffin Wax grade A at the price of $ 50 per English ton and 100 tons of
Paraffin Wax Grade B at $ 45 per English ton. Both prices include delivery. Shipment can be made within
three weeks of receipt of your order. The Terms of payment and other conditions are stated in the
enclosed copy of our General Conditions forming an integral part of our Sales Contract. This offer is
subject to the goods being unsold on receipt of your reply.
Please let us hear from you as soon as possible.
Y ours faithfully
J. Smith
Encl.

4. Dear Mr. Marinin:
[ am a first-year student in the M.B.A. program at the Wharton Business School in Philadelphia.
[ understand that you are heading the independent Russian airline. I have heard from my friend Mr. Bill
Eastman, a student at Duke University's Fugqua School of Business that you might wish to have an
American M.B.A. student work with your airline this summer as an intern. I am very interested in the
possibility of such an internship during the summer of 2013.
My professional experience has given me an in-depth knowledge of the air transportation industry. I have,
in particular, worked for American Airlines, the Federal Aviation Administration, and Kurth&Company,
Inc., an aviation consulting firm where I was Manager of Airline Analysis. My responsibilities included
the study of schedules, fares, equipment selection, and financial results. Notably, 1 prepared numerous
feasibility studies for both jet and turboprop routes, including passenger and cargo flights, for proposed
transatlantic and transpacific services.
[ wish to place this experience at the disposal of your airline. I believe strongly that my knowledge of the
deregulated air transportation industry in the United States could be quite beneficial to your carrier.
[ have enclosed a copy of my resume. If my background and qualifications are of interest to you, please
telephone me on (2 IS) 748-3037. I would be interested in meeting you in mid-April in New York to
discuss further the possibility of such a summer position, and your requirements.
[ look forward to hearing from you soon.

Y ours sincerely,

Marie Diamond
5. Dear Sir,
We read yooradvamtisgment in the 'Pet Magazine' of 25th December. We are interested in buying your

Copdidy ipme cmnqcr 43%@%20&%&%@%&@1 you kindly send us more information about this equipment:
CASGAMALE el price

date'a of delivery
— terms of Pan‘,ément
9
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— guarantees

— if the price includes the cost of equipment installation and staff training.

Our company specializes in distributing pet products in Russia. We have more than 50 dealers and
representatives in different regions and would like to start producing pet food in Russia. If your
equipment meets our requirements, and we receive a favourable offer, we will be able to place a large
order for your equipment.

Y our early reply would be appreciated.

Y ours faithfully

A. Smirnov

Export-Import Manager

6. Dear Mr. North,

Thank you very much for y our enquiry. We are of course very familiar with your range of vehicles and
are pleased to inform you that we have a new tine of batteries that fit your specifications exactly.

The most suitable of our products for your requirements is the Artemis 66A Plus. This product combines
economy, high power output and quick charging time and 1s now in stock.

[ enclose a detailed quotation, specifications and delivery terms. As you will see from this, our prices are
very competitive. I have arranged for our agent Mr. Martin of Fillmore S.A. to deliver five of these
batteries to you next week, so that you can carry out the laboratory tests. Our own laboratory reports,
enclosed with this letter, show that our new Artemis 66 A Plus performs as well as any of our competitor's
product and, in some respects, outperforms them.

[f you would like further information, please telephone or telex me: my extension number is 776. Or you
may prefer to contact Mr. John Martin, his telephone number is 01 77 99 02.

[ look forward to hearing from you.

Y ours sincerely,

Fred Stock

7. Dear Sirs,

In response to your letter of 17th March, we thank you for sending us your catalogues of men's silk shirts.
We are sure there will be a great demand for them in Russia.

We are enclosing our Order No. 142, and would ask you to return its duplicate to us, duly signed, as an
acknowledgement.

Y ours faithfully

A. Serov

Encl. Order No. 142

8. Dear Mr. Serov,
Thank you for your letter of 21th of March, 2012. We are pleased to acknowledge your order for 400
men's silk shirts and enclose the copy of it, duly signed, as requested.
Delivery will be made immediately on opening a letter of credit with our bank for the amount of $4212.
We hope our shirts will be in great demand in Ukraine and you will be able to place large orders with us
in the future.

Yours sincerely,
Alfred Smithers
Sales Manager
9. Dear Mr. Carson,
According to our records payment of our invoice No. 3823, sent to you in April, has not yet been made.
As specified on all our estimates and invoices our terms of payment are 30 days. Your invoice has now
been outstanding for 90 days. In the case of unsettled debt of this duration it is our company policy to take
legal action.
We would naturally prefer not to have to go so far. Would you please send us a check by return. In case
you have lost or mislaid the original I am enclosing a copy of our invoice.

We look fopmandeto negemang your payment by return.,
Yﬂurq sin OHHOWA I'ID,CII'IHEI:I-D

CepTid 000043E9AB8BI52205E7BA500060000043E
IEIT%J g%ﬂT bAHa Anekca HOPpOBHA

Credit Controller

10. Dear Mrs. Hasti ngs,
Heicteutened: ¢ 19.08.2022 no 19.08 73
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[ would like to apply for the position advertized in The Moscow Times on June 16 for a Personal
Assistant to the Sales Manager.
As you see from my CV, much of the work I do in my present position is that of a PA. I deal not with the
routine work of a secretary, but also represent the Assistant Director at small meetings and functions, and
[ am delegated to take a number of policy decisions in his absence.
Your advertisement asked for knowledge of languages. My English is fluent and I have kept up my
French. I have accompanied the Assistant Director on his business trips acting as an interpreter and
translator for him.
[ am also familiar with the latest developments in Information Technology. I have just completed a one-
month course at the City College 1n addition to the previous courses I attended when I was with Johnson.
[ am particularly interested in the situation you are offering, as I would like to become more involved
with computer technology. I am quite familiar with many of the software products that ICS manufacture
for offices.
As well as my secretarial skills and experience of running a busy office, I am used to working with
technicians in the field of computers. I have a genuine interest in computer development and the people
involved in the profession.
Please let me know if there is any further information you require. I look forward to hearing from you.
Yours truly,
Margaret Belova
Encl.CV

4. Write in English the letter-order, consisting of an accompanying letter and the order form for the
purchase from the American company consignment of suits in number of 200 pieces under the following
basic conditions of supply:

— IocTaBka Ha ycaormax CIF, CapaTog;

— 1eHa 60 moIIapoB 3a eJIHIIY TORapa,

— I[BET. UEPHEBII, CEPRIIT M CHHIL,

— pa3zMepsl: L u XL;

- (hopma orraTa: Oe3HaTHUYHEII pacyerT.

5. Write in English the letter-confirmation of order of an American company for purchasing of
consignment of any goods from your company.

6. Write in English the letter-advertising of your goods with enclosure of price-list and catalogue.
7. Write in English the letter-claim due to payment delay.

8. Offer an English firm the consignment of any goods from your company:

- OIIMIIIHTE OCHOBHBIE TeXHHYECKHe XapaKTePHCTHKH H3JelHii, KOTOphle IIPOH3BOIHT JHOO
THCTPHOBIOTOPOM KOTOPHIX ABJISAETCA Bara KoMITaHIA,

- OTMeThTE Te OCOOEHHOCTH H3/elIHii, KOTOpEIe, 110 BaleMy MHEHHIO, BEITOJIHO OTIHYAKT HX OT
aHAIOTHYHEIX TOBAPOBR BaIlxX KOHKYPEHTOR;

- VKakHTe, Ha KaKoil CpoK CIykOBl paccunTaHbl Balm mM3Jelnsd, KakoBa IIPOHOIAKHTEIbHOCTH
TapaHTHIHOTO CPOKa, KaKyH IOAJepAKKY Bala KoMIIAaHHA OKa3hIBaeT ITOJIb30BATEILIM 3THX H3eNIHIL,
CKONBKO H3/IeIHII H B KaKie CPOKH B allrta KoMIIaHH I TOTORA IIOCTABHTH ITOKYIIATEIro.

IIpakTHYeckoe 3aHATHe Nel3. BpoHHpoBaHHe MeCT B rocTHHHIle. BpoHH poBaHHe OUJIETOR [1J1A
Iy TelleCcTB Hil.
Opraum3anioHHasa (popMa 3aHATIL TPAIIIHOHHENI CEMIHAP.
Ilems: QopMHpOBaHHE YV CTYAEHTOB PeYeBOil, M3BIKOBOII H KOMMYHHKATHBHOII KOMIIETEHI[HH I
OCVILECTBIEHHS JIEIOBRIX KOHTAKTOB.
B pe3yIrTareKeeBOEHHE MENMEI CTYIEHT TOIKEH

SHATE. DCM&? %@m&&%ﬂ[ﬁ ABJICHHA, XAPAKTCPHBIC LA HPD(I]E CCHOHAIIBFHOM PEUHH, JTCKCHYCCEKHE H
Ceptudmkar: 2C0000043ESABBB352205E7BAS0006Q000043E

Bnanend& MTHTAKCITULCKIE OCQQEHHOCTIL O(HIHATEHO-ETO0BOTO CTHIIA B AHTTHICKOM S3EIKE.
YMeTh: OIIpPeJleIATh CTIJIEBYIO IIPHHA]IE/KHOCTh AHTIHICKHX TeKCTOB O(HIHATBHO-/EIIOBOTO CTHIL,

BHIETE KHJ%EETE HEIC CTHIICBEIC ‘-IEPTI:I; HHTATE Dq]IIIHIElJII:HD-,[[EJIDBHE TEKCTEI pﬂ?]]][‘-ﬂ-[ﬂf[ CTEIICHH
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CIIOKHOCTH, CTPOHTh [JHAIOTHUECKYHD H MOHOIOTHUYECKYIO Pedsb C HCIIONb30BaHHEM HaHboIee
VIIOTPeOHTENBHBIX JIEKCHKO-TPAMMATHYECKHX CPeJCTB B OCHOBHBIX KOMMYHHKATHBHBIX CHTYAL[HIX
O(pHIMHATEHOT O OOIIEHH T, IIOHMMAThH THATOTHYECKYE0 H MOHOIOTHUECKYI0 Peub I10 H3YUEHHOM TeMe.
AKTYaTBbHOCTH TEMEL: 00YCIOBIE€HA HEOOXOHMOCTREO OBIAeHIT YK-4.
TeopeTHyeckad 4acTs:
People from all round the word work in the glamorous hotel industry. There are more than 50% Non-
English Speaking Hoteliers and Restaurateurs work in different hotels, restaurants, pubs, coffee shops etc.
Hotel industry is all about serving your guest. While serving properly you have to communicate. So, if
you are non-English speaking personnel then do not be afraid. I am here to help you. Anyway, today we
will learn some Basic English words and expressions depending on various situations.
1. For Addressing:
- Mr. — To address any Gentleman (Both married and non married)
: Mrs. — To address any Woman (Only married)
- Miss — To address any Woman (Only Unmarried)
- Ms. — To address any Woman (Both married & Non married)
Note: Whenever you are not sure whether your lady guest is married or not then the safest approach is to
address her as Ms. But sometimes it has been found that very few Lady guests become irritated at your
addressing. So, if possible it 18 better to ask “How should I address you, Sir/Madam?”
2. Greetings:
- Good moming, Sir/ Madam
- Good afternoon, Sir/ Madam
- Good afternoon, Sir/ Madam
3. Welcoming any one:
- Welcome to XXX hotel
- We are glad to see you Mr, X
: Thanks for your coming Mr. X
- We are honored to get the chance to serve you sir
4. Asking questions or Inquiring:
: Could I ask you, a question, Sir?
- Do you need anything else, sir?
: May I have your first name?
- May I have your name, please?
- Y our 1nitials, please?
: May I have your room number?
- May I have your signature here, sir?
: May I know who I am talking to?
- May I ask who the next is?
- May I be of your service, madam?
: May I recommend our XXX to you, sir?
- May I help you with that, madam?

Is there anything else I can do for you, madam?
5. Wl%hlng your Guest:
- Have a pleasant stay in the XXX Hotel, sir
: Have a pleasant stay with us, madam
- Have a nice day
: Have a pleasant evening
: Have a good weekend!
- Have a good day
: Enjoy your stay/day
- Happy New Year!
: Merry Christmas!

Happy Birthday!
6 Apﬂlagmu:lg«MEHT NOAMNMUCAH

R S SHO
C.Epmd:muar EEGggﬂﬂdSEBABBB 52205E7BAS00060000043E

S& DL, AnekcaHgpoBHa
[ am awfully sorry

- Iba{%;t}m ardon, Sir
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: Excuse me for interrupting
- Sorry to have bothered you
: [ am sorry. A guest is waiting for me.
- I am sorry to have kept you waiting, sir
- I am sorry. The house is fully booked
7. Answer to apologizing:
- It 1s OK
: No problem
- No problem at all
- That 1s all right
- It does not matter
It 1s nothing
8 Thanking any one:
- Thank you
- Thank you very much
: Thank you for telling us
- Thank you for your compliment
: Thank you for coming
: Thank you for calling
- Thank you for waiting
: Thank you for being so understanding
- That’s very kind of you
Thank you very much
9 Answering Thanks:
- You are welcome
: It’s my pleasure
My pleasure
With pleasure
: Thank you
10. Assuring your guests:
- Don’t Worty, sir
- Take it easy
- Don’t worry, madam. We’ll see to it
- Don’t be afraid sir
- I'll look into the matter
: I'll be with you 1in a moment
- It won'’t be too long, sir
- Please take it easy, madam
11. Directing to a destination:
- Come with me, I will show you the way
: Follow me please
- Let me show you
- This way, please
: Go down to the lobby
- Please take the lift to the 5th floor and turn right
: Turn left/right at the first corner
12. Show eagemess to serve:
- I am always at your service sir
- Feel free to call me, sir
- Very good, sir. I'll be glad to help
: Certainly, madam. I'll be happy to do it
- Yes, I will
- Mynnmu's dopifiutirere is anything we can do for you, just let us know

g §| ,EII'IHEI:I'D
EEpTHd}HHaT EC.[I' D[I'D-i Eﬂlj:! 952205E7BAS00060000043E

Bragenél:  LleGkAbH L LLYS3E cannot accept it
: It 18 out of our rule sir, I can’t help you sir
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- I'm afraid we cannot do that
14, Answering any Request (When you are Uncertain):

- I will try my level best, but can’t guarantee you, sir

: [ will try, but not sure enough

- I’m sorry we cannot guarantee, but we’ll do our best

- I’m sorry, sir. I'm afraid I'm not sure, but I’ll ask some one for you
- If you wait a moment, sir, I'll try to find 1t out

15. Expressing happiness:

: My pleasure. I'm happy everything was to your satisfaction

- I'm glad to hear that

- It 1s great sir

: [ am very fortunate sir

16. Expressing sorry:

- I am shocked to hear it, sir

: I’m sorty to hear that

- It’s a great pity

: [ am really sorry sir

17. Expressing concemn:

: Are you ok, sir?

: Is everything all right?

- Are you all night, sir?

: [ hope you did not hurt yourself

18. Agreeing on anything:

- Certainly sir

: Definitely

- That’s true

- Absolutely, sir

19. When yvou don’t understand something;

- Could you repeat please?

: I am sorry, sir. I don’t get your point.

- Could you speak more slowly?

: I'm sorty, I don’t quite understand. Should I get the manager?
- Pardon?

20. Finishing Conversation

: Good bye, and have a nice trip

- Have a nice day

: See you

: Thank you for coming

- Sorry, I have to go. Nice talking with you

: We all look forward to serving you again

- Hope you enjoyed staying with us

B onmpocH H 3a/JaHHA:

1. IToaroToRbTECH K OOCYKIEHHIO TEOPETHUECKOTO MaTepHana.
[TepeImicka IO OpraHH3alMH pa3MelleHHd. YacTHBLII 3ampoc 0 OpPOHHPOBAHHH MeCT B T'OCTHHHIIE.
K opriopaTHBHEI 3ammpoc 0 OPOHHPOBAHHMH MecCT B TOCcTHHHIE. IIpockba 0 pe3epBHpOBAaHHH OMiIeTa Ha
camoneT. [Ipock6a 0 pezepBHpOBaHHH OIIeTa Ha IMoe3, mapoxo. [epermicka 1o opraHH3aIfiH I10e3 JIKH.

2. ITpounTaiite H IepeBe IHTe THATOT.

Agent: “Good morning, Front Desk. This 18 XXX hotel. How my I assist you?”

Guest: “I want to make a reservation”

Agent: Ok sir. How should I address you?

Guest: I am Robert Temple.

Agent: Olénw ”ﬁg u our priority Club Member? (Ask to ensure about guest).
Cepmapisgents L am. 352“}8% nebeimple. All our rooms are booked on XXX date. If you wish then I can
Bnanendgdt ymﬁa;«wwmlﬂaﬂmg list or would you like me to recommend another hotel?

Agent' OK. Mr. Temple, will you travel alone or not?

Agent. Mr, Temple. currently we have deluxe room, suit and studio room to accommodate your family.
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(If you have different types of rooms vacant then give some options to guest.)

Agent: How should I spell your name sir?

Guest: It is R-O-B-E-R-T Robert and Then T-E-M-P-L-E Temple.

Agent: Is it R-O-B-E-R-T Then T-E-M-P-L-E?

Guest: Yes, you are right.

Agent: Mr. Temple as you know our hotel is a busy hotel. So, I would like to recommend you to
guarantee your booking as we have very high occupancy rate, you know.

Agent: Mr. Temple I just make your reservation guaranteed. This will ensure your booking. Now, if you
do not come on XXX date, without informing us then one night room rate will be charged from your
credit card as penalty. But if you like to change your reservation then you have to inform us 24 hours in
advanced. I guess you understand our policy.

Agent: May I have your contact number and address, please.

Agent: Mr. Temple we are offering more for our guest. Would you like us to arrange pick up service for
you in the airport?

Guest: Yes, that’s great.

Agent: OK sir. For transportation facility, both fax or telephone and credit card guarantees are required.
Once we received confirmation from you, our concierge will contact you and make all the arrangements.
Agent: So, Mr. Temple now I am going to repeat your reservation details. You like to be checking in on
XXX and your checking out date is XXX. You preferred non-smoking, twin bedded supreme room for
you and your family. Room rent is XXX US$ per night which included complimentary breakfast. You
also pay in advanced for transportation service. Your confirmation number is XXX.

Guest: Yes, you are right.

Agent: Thanks you, Mr. Temple for choosing XXX hotel. Certainly you take the right decision. So, Mr.
Temple see you on XXX. Have a nice day.

3. IleperemiTe BEIpakeHHA. IIocTpoiiTe THATOrH, HCIIONB3YA JaHHEIE ()Pa3EL.

In front desk there are some common expressions used all the time. Here we are going to give you list of
sentences which you should use for making guest reservation.

: Sir, May I know, you are from which country?

- Can you please spell your name please?

: Do you have a reservation or you want to make one?

- Who made the reservation?

- Shall I make a reservation for you?

- What was the date of the reservation?

- I'm afraid we have no record of a reservation in your name. When did you make the reservation?
: I'm afraid we have no record of a reservation for that date in your name.

- Is this a new reservation or a confirmation call?

- Do you remember the name of the reservation clerk?

: Do you remember the name of the clerk who accepted the reservation?

- In whose name was the reservation made?

: The room may have been reserved in the name of the person who made the reservation.
- When was the reservation made?

- Do you have a letter or telex confirming the reservation?

: When did you make the reservation?

- When was it made?

: I'm sorty, but I haven’t got any record of that.

: Would you like me to get you a room in another hotel?

IIpakTHueckoe 3aHATHe Neld. Ileperoropsl Kak JeIOBad KOMMYHHKAI[HA.
OpraHH3arHoHHad opMa 3aHATHA: TPAIIIIHOHHEL CEMIHAP.
[{ems: ¢opMHpOBaHHE Y CTYAEHTOB PEUYEBOH, M3BIKOBOI H KOMMYHHKATHBHONH KOMITETEHIMHH LA
OCYIIECTRIIGHIVAFIETIOREIN AOH TAKTOB .

B aﬂ&?ﬁ&ﬂﬂ%ﬂ?%@ﬂ@

WCT%%EHT OII/KEeH
CepTyidhik 000043E9ABBRS52205E 7TBA500066000043
BnanenadHAThQCHORHYEQ., AQH3HEC-TEPMHHOOTHIO, HCIIONB3YEMYI0 TIPH BEJIEHHH IIEPETOBOPOB;, OCHOBHEIE

I'PaMMATHYCCKHE ABIICHI A, XAaPAaKTCPHEIC 1A HPD@ECCIIDHHJII:HDfI PEUH, JECKCHYECKHEC H CHHTdKCHYCCEKIIEC

DCDﬁEHHDCTII Dgﬂ [AIILHO-AEIIOBOTO CTHIIA B AHTTIIIICKOM S3BIKE.
Nencteutened: ¢ 19.08.2022 no 19.08.2023



YMETH: BECTH IIEPETOBOPEL;, OIPEIEIATh CTIUIEBYIO IIPHHAIEKHOCTh AHTIIICKHX TEKCTOB O(PHIMHAILHO-
JEIOBOTO CTHIA, BHJETh XapaKTepHbIE CTHJIEBEIE YEPTH, 4YHTaTh OQHIHATBHO-JEIOBEIE TEKCTHI
PA3THUHON CTEIIEHH CIIOKHOCTH, CTPOHTh AHATOTHYECKYE0 H MOHOIOIHUYECKYEO Peub C HCITOIb30BAHHEM
Hanbolnee VIOTPeOHTEIBHBIX JIEeKCHKO-TPAMMATHUECKHX CPEJICTB B OCHOBHBIX KOMMYHHKATHBHBIX
CHTYaUHAX O(HIHMAIFHOIO OOINEHI, IIOHHMATh JHATOIHYECKYH) H MOHOIOTHYECKYI0 pPeub II0
H3YUYeHHOH TEME.

AKTYallFHOCTE TeMBI: 00YCIIOBIE€HA He 00XOHMOCTEE0 OBIAieHHd YK -4,

TeopeTHyeckad 4acTs:

Negotiation, by Webster's definition, i1s a meeting which aims to communicate or confer with
another so as to arrive at the settlement of some matter, or some kind of agreement, or compromise about
something. As the aim of any negotiations is to come to a mutual agreement, the negotiations are based
on co-operation. In this respect it is very important to show the other side that you are willing to work
with them. The easiest way to do this is to show them that you are ready to listen, follow them and
understand them. This will help to maintain an atmosphere of trust and respect. But, of course, the most
important is what you are going to say and how you are going to say that to reach your goals. Success of
the negotiations is dependent on the effective communication of the negotiator; one’s language, both
verbal and non-verbal is the determiner of the outcome. Foreign language negotiations are seldom easy
and the English language is often a source of anxiety for those whose first language is not English. Even
those who speak English fluently are sensitive when under pressure to fully understand what is being said.
Negotiations consist of several stages and passing of each stage smoothly provides chances for a
successful outcome. The following phrases may help a negotiator pass each stage successfully.

These phrases will be of help in the heat of negotiations. Before the talks it is advisable to practice and
rehearse them.
1. Opening the Negotiations

Welcoming:

. On behalf of ... I would like to welcome you to ...

. It's my pleasure to welcome you to ...

. Welcome to ...

Suggesting a procedure:

. I would like now to begin by suggesting the following procedure (agenda).
. To start with, I think we should establish the overall procedure.

. As our first order of business, can we agree on a procedure?

Checking for agreement:

. Does that fit in with your objectives?

. Is that compatible with what you would like to see?

. Does that seem acceptable to you?

. Is there anything you'd like to change?

. Is this okay with you?

Giving the discussion leadership to a colleague:

. I will now hand you over to Mr. Brown___ , who is ...

. [ will now hand the floor over to Mr. Adams , who 1s ...

. Now let me hand the meeting over to my colleague, Ms. Jones , who ...
General outline of a proposal:

. May I ask, please, what your proposal is in connection with our company?
. What in general terms are you looking for here?

Dealing with digressions:

. May we leave that till later and first look at ...

. Can we deal with ... first?

2. Clarifying Proposals
Reviewing the previous session:

. At our last meeting, we discussed ...
. Perhaps you will recall that during our last discussion, we decided that ...
. Maonongie mﬂxthmml oint:
. C‘?ﬂﬂﬂp n to the next subject, which is .
CepTudmkar: zr:,r:r GdﬂEEABBBBEEjﬂé&E?BAEGUGE 0p0043E A
Bagendu LS 20,01, W0 hg next subject, shall we
Fullmg forward future possibilities:
. We foresee
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. We envisage ...

. We see ...

Seeking clarification:

. Could you clarify one point for me?

. I'm not sure I fully understand your point.
. What exactly do you mean by ... ?

. Could you be more specific?

Defining a proposal more specifically:

. It involves ...

. It covers ...

. It includes ...

. It leaves out ...

Reassuring;

. Let me reassure you that ...

. I can promise you that ...

. Have no doubts that we will ...

Going Beyond Positions to the Underlying Interests
Asking why:

. Why would you want to ...?

. What would you do with ...?

. What is the reason for wanting to ...?
Asking why not:

. Why couldn't you ...?

. What would be wrong with doing this?
. Why would you object to ...7

3. Exploring the Zone of Bargaining and Options
Summarizing positions up to this point:

. Can we summarize your position up to this point?

. Would you care to summarize your position up this point?
Confirming a negotiating position:

. Is that an accurate summary of where you stand?

. Would you say that is a fair representation of your position?
Probing / Looking for options:

. Just for the sake of argument, what if ...

. Can I ask a hypothetical question? Suppose that ...

4. Bargaining
Signalling the start of bargaining:

. We've looked at what you have proposed, and we are ready to respond.
. After serious consideration, we are prepared to respond to your proposal.
Responding to a proposal:

. Regarding your proposal, our position is ...

. Our basic position 1s ...

. As far as your proposal is concerned, we think that ...

Making and qualifying concessions;

. We would be willing to ..., provided, of course, that ...

. We'd be prepared to .... However, there would be one condition.
Making counter proposals:

. May we offer an alternative? We propose that ...

. We'd like to make an alternative proposal. We propose that ...

. From where we stand, a better solution might be ...

5. Entering the Critical Phase
Identifying obstacles:
. Thmmmui:ﬁmlmﬁm rﬂgreqq at the moment seems to be ..

L
CepTtudmKar: EE[I' 004 EHABEE “%OE?BA mﬁﬂﬂﬂﬂmaE
Bna,u,ene-u: Hﬁ QFE 1S .

Analy.ﬂ ng an qutﬂcle

. What exactl 1% the underlying problem here?
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. Let's take a closer look at this problem.

. I would like to analyze this situation and get to the bottom of the problem.
Asking for concessions:

. In return for this, would you be willing to ...?

. We feel there has to be a trade-off here.

Declining an offer:

. I'm afraid your offer doesn't go far enough.

. Unfortunately, we must decline your offer for the following reason(s).
. I'm sorry, but we must respectfully decline your offer.

Asking for further information:

. Would you like to elaborate on that?

. Could you go into more detail on that?

6. Closing

Checking:

. Let's just confirm the details, then.

. Let's make sure we agree on these figures (dates / etc.).

. Can we check these points one last time?

Delaying:

. We would have to study this. Can we get back to you on this later?

. We'll have to consult with our colleagues back in the office. We'd like to get back to you on it.
Accepting:

. We are happy to accept this agreement.

. This agreement is acceptable to us.

. [ believe we have an agreement.

B oItpocCEHI U 3a/TaHUA:

1. IToxroToBeTECh K OOCYAKIEHHIO TEOPETHUECKOTO MaTepHana.

OCHOBHEIE (PYHKITHH H ITOJXOBI K IIepPerOBOPHOMY Ipolleccy. CTpaTerHueckHe IfeIH H ITPHHITHIIEL
BeJIeHHS IeperOBOPOB. OTallbl H TaKTHYeCKHe IIPHEMEI BeJeHHSI IIeperOBOPOB. 3aBepIlieHHe IIpollecca
IIepPeTOBOPOB, Pe3YIbTAaThl H aHAIIN3.

2. Speech patterns in speech situations
Look through the following phrases used in a business discussion and do the following assignments:

Can we start Let's get down to business. I've asked you here to ... Could I ask you for your view on this
matter? What is your position on ...7 The point is that... . I want to make it clear that.... Why don't we ... ?
['m certain that... . Could I interrupt for a moment? What I'm trying to say is that.... Do you really mean to
say that...? I think we should stick to the point. So, what you seem to be suggesting is .... Let's run over
the main points again. Would your company consider ... 7 Would an offer of... interest you? What... did
you have in mind? Yes, I think that would be satisfactory to us. I'm afraid we can't accept that. I can't give
you my final decision until.... We can agree on a condition that...

- Find the phrases which can be used to start a discussion with, to ask for somebody's opinion, to express
one's opinion, to clear up a point, to make an offer, to accept or to decline an offer.

: Find the phrases which can be used to start the following sentences ...

- to discuss our export and import policy,

.. the prices and the terms of delivery are not satisfactory to us, ... an offer of six thousand dollars? ... it
will help to increase sales.

: Make up short conversations in which you can use the other phrases.
the Russian market. But in order to agree to your proposals we should know more about your company.
Why don't you send someone to Russia to see how we work?
: In fact I was thinking of going there myself... .
- Oh, Mr. Clifford, we'll be delighted to have you as our guest.
: That's settled then. And now I want you to meet our Sales Manager, Mr. Kennet. He is waiting for
us. This way, please.
2. Mr. BelmmEha mlephmne conversation with his companion in Russia. He reports the most

EEpTHd}lm Dﬂ%ﬁf 43E fq.a B9 zznﬁe?eéﬁ emmmalElffDrd
Bnaneneld @33};(94;, i;f;gy B%;art your answer with "Mr. Clifford said that...
3. Mm Flipps always aqkq Mr. Clifford's visitors what they want to talk to MI. Clifford about. She puts

their answers down on her pad and then reports them to Mr. Clifford.
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Act as Miss Flipps. Start with "Mr. ... said that...".

Miss Alice Trix: wants to apply for the vacant post of a typist;

Mrs. Elizabeth Nippet: thinks that her salary is too small. Wants to ask for

a rise;

Mr. Lindon: 1s going to San Francisco soon. He has some suggestions for improving the work of the
Company branch there;

Mr. Jackson: has learnt about a new piece of equipment. Wants a commission to go and see it at work:
Mr. Kennet: is worried about a decrease of sales to Canada. Will show some figures and discuss them;
Mr. Scott: lives in the neighbourhood and wants to place a complaint about the noise at night;

Mr. Blackwood: a prospective customer who is thinking of buying paint and wall-paper wholesale.

3. Dramatize any of the conversations between Mr. Clifford and his business visitors
We have declined the first order. We have accepted the second offer.

4. Combine the two sentences according to the model:

The discussion was started. Then the manager came.

The discussion had been started before the manager came.

T hat point was cleared up. Then we learnt about a new problem.
The prices were discussed. Then we accepted the offer.

The offer was accepted. Then we drew up the contract.

The offer was declined. Then he consulted his boss.

IIpakTHueckoe 3anaTHEe NelS. IIpoeegenne npezeHTal il H BRICTYILIEH HHl.
OpraHH3aHoHHad (popMa 3aHATHA: TPAJHIIHOHHEI CEMIHAP.
[Tems: ¢opmHpOBaHHE Y CTYAEHTOB PEYEBOH, M3BIKOBOII H KOMMYHHKATHBHONH KOMITETEHI[HH LA
OCYILECTBIEHH A JIEIOBEIX KOHTAKTOB.
B pe3ynbsTaTe OCBOEHHE TEMBI CTYIEHT IOIAKEH
3HATh. OCHOBHYHO OH3HEC-TEPMHHOIOIHIO, HCIIONB3VEMYIO IIPH ITPOBEIEHHH ITPE3eHTAIIil H JIEeIOBBIX
BRICTYIUIEHHI, OCHOBHBIE TIpaMMaTHUeCKHe SABIEHHA, XapaKTepHBle 1A IIPOo(ecCHOHAIBHON peulr,
TeKCHYEeCKHEe H CHHTAKCHUeCKHE OCO0EHHOCTH O(HIHAIBHO-AEI0OBOTO CTHIA B AHTIIHICKOM S3BIKE.
YMeETh: TIPOBOJUTH IIPE3EHTAIMH H [IeIIOBEIE BBICTYIUIEHHS, OIPEENATh CTHIEBVIO IIPHHAIEKHOCTS
AHITIHIICKHX TEKCTOB O(HIIHAIBHO-IENOBOIO CTHIA, BHETh XapaKTepHble CTIJIEBBIE UYEPTHI, UHTATh
O(HIMMATEHO-ETOBEIE TEKCTHI PA3NMHUHON CTEIIEHH CHOMKHOCTH, CTPOHTh [JHATOTHUYECKYIO H
MOHOIIOTHYECKYI0O pedb C HCIIOJIb30BaHHEM HaHOOlee YIIOTPeOHTENbHBIX JIEeKCHKO-TpaMMAaTHyeCKHX
CPEICTE B OCHOBHBIX KOMMYHHKATHBHBIX CHTYal[HAX OQHIMATBHOIO OOINEHHT, ITOHHMATh
ITHAJTIOT HUECKYE0 H MOHOIOTHYECKYIO Peub IT0 H3YVUEHHOI TeMe.
AKTValIBHOCTE TeMBI: 00YCIOBIIeHA He 00XOIIMOCTEEO OBIaZeHII YK-4.
TeopeTHyeckad YacTh:
HOW TO OVERCOME CROSS CULTURAL COMMUNICATION IN BUSINESS

In global companies, effective cross-cultural communication enables businesses to run more
smoothly. By acknowledging the potential problems that can occur and taking proactive steps to minimize
conflict, you can help your employees work together better. Adjusting behavior takes time, so be sure to
provide opportunities for your employees to learn about each other’s cultures and habits before problems
arise. Set expectations throughout your company that additional effort might be required to understand
each other. Foster engagement in thoughtful consideration instead of jumping to hasty conclusions that
lead to volatile, unproductive conflicts.
Step 1
Run meetings to expose your employees to other cultures. Introducing employees who will be working
together in a non-threatening environment enables a good working relationship long term. Learning about
another culture’s language, rules and norms for acceptable behavior helps prepare your employees to deal
with situations as they arise. Changing preconceptions can lead to more conducive working relationships.

Step 2 AOKYMEHT MOAMWCAH
Conduct ACHVITES U0 "W rate how dependent we are on language. For example, dedicate a day to

|
Coprucpyitar: 2CODOVCASEABBBIS22D5E TE5AJ0000000004 5 . .
Bnanen€ING SHEDL . Have eac ayee develop a contract stating what they hope to learn, how long they will

remain silent (what exceptions can be made) and how they plan to cope without speaking all day. After
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experiencing a day with limited communication, participants can typically relate to being in a foreign
environment more easily.
Step 3
Provide workshops, tips and techniques for communicating effectively in cross-cultural work
environments. People act according to the values of their own culture. Others from another culture might
interpret behavior differently. Practicing such strategies as active listening (paraphrasing what is said to
ensure understanding can be achieved) and using multiple forms of communication, such as written,
audio and visual, can enhance employee involvement in assuring that conflicts do not arise because of
cultural misunderstandings due to lack of awareness.
Step 4
Coach employees to mediate conflicts related to cultural misunderstandings. Provide opportunities for
employees to respond to situations from viewpoints different than their own. Divide a group of people
into pairs to conduct role-playing exercises that allow participants to acknowledge culture difference
exist. Encourage each pair to think about a conflict they have experienced recently due to cultural
differences. Have each participant describe what they might find offensive or unusual. Let each
participant suggest how the problem would be handled in their own culture. Together, have the
participants develop a resolution to the problem. Have each pair report to the larger group on their
experiences.
How do cultural differences affect communication?
People living in different cultures have different habits, values and ways of expression. These differences
are cultural differences which cause problems when people communicate. The following points can
highlight more about such differences:
1. Body movements: Our body sends non-word messages through hands, fingers, eyes, head, face and so
on. These non-word messages have different meaning in different cultures, such as:
Handshake: Americans like to greet by firm of handshake while Chinese do not like much touching to
greet. Rather they bow to greet people.
Evye contact: In U.S.A people maintain eye contact while speaking to provide importance. Whereas, in
Indonesia, looking directly at people considered to be disrespectful.
Fingers: Use of two fingers to show victory sign is a symbol of success in U.S.A. The same symbol has a
vulgar meaning in Australia. In Japan such sign represents money. Even the use of “thumbs up” means
“things are well” in England and U.S. A but 1t has a negative meaning in Nigeria.
Head movement: Up and down movement of the head means “Yes and a side to side movement of the
head means “No” m U.S.A. whereas, up and down movement of head means “No” and side to side
movement of head means “Yes” in Bulgana.
Smile: A smile is viewed as a positive sign in American culture but considered as a sign of weakness in
African cultures. So, all cultures use body movements during communication but in different ways.
2. Space: Space 1s viewed differently by different cultures. In some cultures, people maintain distance in
other cultures, people want to be close. For example, North Americans maintain two feet distance while
speaking. But Arabians stand close while speaking. Americans view space as a“Right” but Arabians view
space as “Indecent”.
3. Time: Some cultures regard time as an important factor everywhere but some other cultures view time
in a more relaxed way. People from U.S.A, U.K or Europe maintain time efficiently; whereas
Arabians are late to show that they are busy.
4. Religion: Religion is an important socio-cultural factor and guides way of living and future thinking. It
affects consumption, business and attitude. For example: Trading of liquor is restricted in muslim
countries but open at western world. Moreover “Interest” on loan 1s prohibited in Islamic banking but
very common in commercial Banking.
5. Social values: Social view differs from culture to culture in the following areas:
Living style: Some cultures lead luxurious life while others may not. Arabians give emphasis on
luxurious life and spend huge during life time. They view luxury as a status whereas Japanese are hard
worker and save more and more for future.
Class status: In many cultures, questions on occupation, income and job title are asked without any
hesitation. Mmalmlmaﬂrmdﬁah support human equality avoid such questions. In Bangladesh, people feel
free to taf'about status Buf FEitelish man hesitates to talk about it.

Ceptudigar, 2C0000043EIABSBY DEE BA500060000043

Bnaﬂeﬂéﬂd ressingpeople. Anmany.cultures, pe:}pla are addressed by their first name whereas in many cultures,
this trend is a symbol of disrespect. In U.S.A, subordinate addresses: their superior as, “Mr. Park”.

However in Ban adesh subordinate commonly uses the term “Boss™.
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Role play: The role of women varies widely by culture. In Thai and American culture, women play major
role in business. Whereas, in many Arab countries, women still do not play any important role in
business.

6. Frankness: First World countries are more frank and open than third World countries. Americans and
Germans are more frank than Asians in respect of relationship. They openly share all relevant information
during communication. While Asians deal with limited information and remain introvert.

7. Customs: Social customs widely vary “across cultures. From cradle to grave customs are found
different among cultures. The way of greetings and welcoming in China or Japan differs from Arab
countries. Moreover the tribal society of our country follows customs which is absolutely different from
our original culture.

8. Language: There are more than three thousand (3000) languages in the world and therefore there is a
chance of miscommunication during international communication. International business manager may
face communication problems for the below reasons: Same word may have multiple meaning, e.g. The
word run means move fast, operate, cricket score and many more. The Oxford English Dictionary uses
over 1500 words to define “WHAT”. Lack of alternated word, e.g. Supermarket has no alternate in some
languages. The French have no word to distinguish between house and home, man and gentlemen and
mind and brain. The Spanish has no word to distinguish between a chairman and a president.

Words may have different meaming in different culture, e.g Chinese and Japanese use the word “Yes” to
mean ‘I am listening’. But American and British use “Yes” to mean ‘Right’ From above it 1s clear that
there are lots of cultural differences to affect communication. We should understand the cultures and
modify our communication to address our receivers of different cultures.

B oIIpoCEHI U 3a/TaHHNA:

1. IlogroToRbTECh K OOCYAKIEHHIO TEOPETHUECKOTO MaTepHana.

[TpeacraBieHne ce0d B MeKKYIh TYPHBIX KOMMYHHKAINAX. PeKOMeHIAIHH 10 ITOAT OTOBKE ITpe3eHTaIII
H BBEICTYyIUIeHHA. CTpPyKTypa IIpe3eHTallHH. BcCTyIUuleHHe, IIpejicTaBlIeHHe ITpoOIeMEl, OOBACHEHIE
CYIITHOCTH ITPOOIeMEI C OIIOPOI HA HILIFOCTPAIIMH, IIpeJIOKEHHA IT0 pelleHHto Impodiaemsl, 0000IeH e,
3AKITFOUEHIHE .

2. ITpourTaiite, IepeBeHTE TEKCT H3 TEOPETHUECKOI YACTH H BBITIOTHHTE CJIETYIOIIHE 3aTaHH T

2.1. Read and translate the article.

2.2. Answer the questions.

A. What enables businesses to run more smoothly?

B. Does learning about another culture’s language, rules and norms for acceptable behavior help prepare
your employees to deal with situations as they arise?

C. Should companies provide workshops, tips and techniques for communicating effectively in cross-
cultural work environments?

D. What are cultural differences? Give examples of cultural differences.

E. Do you agree that cultural differences affect communication?

2.3. Prepare a short summary of the text. Focus on the most interesting facts.

2.4, Compare social values of your country and Great Britain.

2.5. Retell the article.

2.6. Discuss these questions:

a) If someone comes from another country, what differences do you expect in their behaviour, manners,
eating habits, etc.? Think of some examples.

b) Which other nationalities do you think are most different from your own? Give your reasons.

IIpakTHueckoe 3aHATHE Nel6. T enedoHHBIE pa3roBopbl. DJEeKTPOHHLIN oduc. lIHTEpHET.
Opranm3aioHHad GopMa 3aHATHA. TPAIIIIHOHHBLT CeMHHAP.
Ilems: ¢opMIpoBaHIe Y CTYIEHTOB PEUYeBOI, M3BIKOBOII H KOMMYHHKATHBHOII KOMITETEHIQH LA
OCVIIECTBIEHHS JIEIOBRIX KOHTAKTOB.
B pe3yinbsTaTe OCBOEHHE TEMEI CTYIEHT JTONKEH
3HATh: DCHMHPHWHECI{IIE ABJIIEHH, XapaKTePHEIE LA ITPode CCHOHAILHOM Peur, JTeKCHYECKIE H

CHHTAKC] 8¢ o HIIATEHO-IETOBOTO CTHIIA B AHTIIHITCKOM S3EIKE.
Ceprudbmkar:  2C0000043E9ABEBY52205E 7BA500060000043E
Bnaﬂeﬂwe%@%@@g@%%memﬂnpm ONpeJeNSATh CTHIIEBYIO IPHHAIEKHOCTh AHTTIIICKHX TeKCTOB

D(I]I[[HIEIJ]I:HD -HETOBOIO CTHILA, BHJACTE XAPAKTCPHEIC CTHIICERIE YUCPTEI, YHHTATh Dq]I[I_HIElJII:HD -JEJIOEBEBIC

TEKCTHEI A3MHYHOH CTeIleHH CIIOARHOCTIH, CTpPOHTL TATTOTHYECK H MOHOIOIHYEC ek C
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HCIIONb30BaHHEM HaHOOlIee VIIOTPeOHTEINBHBIX JEKCHKO-TPAMMATHYECKHX CPEJACTE B  OCHOBHBIX
KOMMYHHKATHBHBIX  CHTYaI[HAX  O(HIMaIbHOrO  OOIeHHS, IIOHHMATh  JHAIOTHYECKYHD U
MOHOIIOTHYECKYIO PeUb IT0 H3YUEeHHO TeMe.
AKTYaTBbHOCTE TEMBI: 00YCIOBIE€HA He 0O0XOHMOCTHE0 OBIAleHHT YK -4,
TeopeTHueckKad 4acTh:
TELEPHONING

One cannot imagine life without using media means and telephone is one of the most accessible of
them. Telephone is the quickest way of communication and is most frequently used under pressure of
time. It is used, as a rule, to get or pass on information. We use telephone in public and private
conversations. It often replaces correspondence, requiring great efforts and time. The telephone may be
one of the most powerful, efficient and cost-effective business tools you have at your disposal. If things
start out badly on the phone, they may never progress beyond the first call.
Most of the important characteristics of telephone conversation are of course exactly the same as those of
conversation which takes place face to face. There are, however, a number of differences: people cannot
see each other and so place a great amount of reliance on the way you speak. You must pronounce your
words very clearly or your listeners will misunderstand you. Telephone manners and etiquette are critical
components of a professional image. Speaking a foreign language over the phone impose certain skills in
understanding and keeping up the conversations, such skills are to be worked out and developed through
the whole period of foreign language learning. The telephone is one of the most important business
instruments used in an office, so it is essential that 1t is used skillfully. A pleasing voice, resonant, low,
well-controlled and firm, is a decided asset and should be developed. To save time in the opening and
closing of telephone conversations the following common set phrases are given below:

Mister Clifford has just asked Miss Flipps to ring up Mr. Banes and make an appointment with him for
the next day. Miss Flipps has dialed Mr. Banes office and is talking to his secretary.

- National Bank. What can we do for you?

— Good morning. This is Mr. Clifford's secretary from the Company for Foreign Trade. Could 1
speak to Mr. Banes?

- I'm sorry, he is out at the moment. Would you like to leave a message? It's his secretary speaking.
— Mr. Clifford has asked me to arrange an appointment with Mr. Banes for tomorrow.

-Then I can help you. Just a moment, I'm looking in the diary. Is ten o'clock all right for Mr. Clifford?

— Yes, thank you.

— What shall I tell Mr. Banes his business is about?

- It's about the Company financial policy.

— Thank you. Good-bye.

- Good-bye.

As soon as she puts down the receiver the telephone rings again.

— Hello, Mr. Clifford's office.

- Could I speak to Mr. Clifford, please?

— I'm sorry, he's out right now. Would you like to leave a message?

- Yes. I'd like him to call me as soon as possible. My telephone number is 5-7-4-5-1-4-3-0.

— That was 5-7-4-5-1-4-6-0. -No, 3-0. -5-7-4-5-1-4-3-0.

— That's right.

- And can I have your name and business, please?

— Oh, sorry. Mr. Clifford is expecting my call. My name is Mr. Pilkins.

- So that's B for Box...

- No, P for Paper.

— Sorry, P-I-L-K-I-N-S.

— Yes, that's it.

— I'll give him your message, Mr. Pilkins.

- Thank you. Good-bye.

- Good-bye, sir.

USEFUL RH&MeSESonnncan

Hello, I'dTfkE W0 "SPEEYENr. Green, please!" — Ammo. 51 6B XOTelI IIOTOBOPHTH C T-HOM I DHHOM.
CeptvduiaT:  2C0QD0043E9ABBBE52205E 7BA500060000043E

Bn anen&ﬂm%‘g@a TateAHa AnekcaHgpoBHa
Can [ have a word with him? — M o&HO MHe ITIOTOBOPHTE C HHM?

Could vou put me throueh to Mr. Green, please? — Coe e MeHI, ITOXKAIVIICTA, ¢ T-HOM I DHHOM.
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Who's this, please? — KTo y Tenedona?

Who's speaking? — KTo roRopuT?

Mr. Green speaking. — I'OBOpHT r-H I pHH.

[s that Mr. Green? — 5710 r-H I puH?

Speaking. — CiyImazo.

You've got the wrong number. — BeI ollmGimics HOMepoM.

Sorry, you must have the wrong number. — U3BHHHTe, BB, JOIAKHO ORITH, OIMHOIIICE HOMEPOM.
It's the wrong number. — 3T0 He TOT HOMED.

Sorry to have bothered (troubled) you. — M3BHHHTE 3a 6€CIIOKOICTRO.

The line 1s engaged/busy/occupied. Can you hold on? — HoMep 3aH4T. BEI MOKeTe HE BellaThk TPYOKY?
The line 1s dead. — JIMHNA HeHCIIPaBHA

The line 1s clear. — JIsmHm g cRobOIHA

I'll see if he is in. — 5 MocMoOTpPrO, HA MeCTe JIH OH.

['m afraid he's out at the moment. — 1o MoeMy, ero ceiflyac HeT.

I'm afraid he 1s not available. — Borock, ero ceifiuac HeT.

Will you leave a message? — Ilepemars eMmy UTO-HHOYIH?

Could you take a message? — BEI He MOTTIH OHI IlepeJaTs €My KOe-uTo?

telephone / switchboard operator -Texne goHncT(Ka)

telephone charges / bill — ru1aTa 3a Temed)OHHBIE Pa3r OBOPEI

pick / take up the receiver — CHITE TPYOKY

ring off / hang up- MOIOXKHTE TPYOKY

hold the line / wire — He KITairTe TPYOKY

to ring smb back — epe3BOHHTE

to answer a call — oTBeuaTs Ha 3BOHOK

to make an appointment — Ha3HaAYaTh BCTPeUy (IeIOBYIO)

receptionist — ceKpeTaps (BeIyIIHi IIPHeM II0CETHTEN e ), pETHCTPATOP, AAMHHHCTPATOP CIYAOBI ITpHEMA
H pa3MeIeHId (B TOCTHHHIIE)

B OIIpOCEH 1 3aJaHH:
1. IToaroToBsTECH K 00CYKIeHHI0 TEOPEeTHUECKOI0 MaTepHAala.

[Toaroroeka K Telre()OHHOMY pa3roBopy. Kak oTBeTHTE Ha 3BOHOK. Kak IIPHHATE H IlepeiaTh COOOIIeHHE.
Kak mepecrpocuts. ITone3Hrle BEIpaKeHHA U4 Tele(OHHBIX pa3rOBOPOB. Kak ocTaBHTE cOOOIIeHHe HA
aBTOOTBeTuHKe. BriOop cTiuid oOIIeHHA B Tele(pOHHOM pa3roBope. IHTepHET B KH3HH COBPEMEHHOTO
oOIIlecTBAa H B OH3HECE.

2. BEOIoImHHTe 3aT0aAHHT
1) OcTaBsTe COOOIIEeHI HA aBTOOTBETUHKE CBOHM ITapTHEpPaM 10 OH3HECY B CIIeTYIOIHX CHTYAIIIX:
2) Practice leaving messages on the answering machine of your business partners:

1. you are calling to confirm your arrival time;

2. you are calling to ask their parking lot location;

3. you are calling to invite them to a press conference;

4 you are calling to let them know how many people will be present at the reception;

5 you are calling to remind them of their promise to bring sample of product for tomorrow’s

meeting.

3. Respond to the requests according to the model
Call the Bank, please. - But I have already called there.
Send off the letters, please.
Make an appointment with Mr. Banes, please.
Type the minutes, please.
Find that file for me, please.
Switch off the computer, please.
nt:-erEHT HDD.HI-"IGAH
- 4, Say t ﬂj [ﬁtﬂ%ne mmelhmg
epTudpyiat:  2C ABBBBEEEDEE? 50006000004 3

S Q@,ﬂmg DLDWES. oy npoema - nd I have already read them.

I'm duplicating the agenda.

['m correcti ng mistakes 1 in the protocol.
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['m cleaning the desk.
['m sending a telex.
['m watering the flowers.

5. 1t's 12 o'clock now. Say what Miss Flipps has already done today and what she is only going to do.

6. Translate and learn the following conversations:

1) - I hear you are going to work in a joint venture. Have you already learnt English?

— Unfortunately I'm only just learning English. I speak English poorly. And I would like to speak it
fluently.

2) — Just a minute. Hold the line, please. Mr. Clifford's office.

— Hi, Cindy. Tell Richard we'll have the meeting in Room 213.
- Could you repeat the number? Room 2307 -No, 213.

— 213. O’kay, I'll tell lum.

3) — It's Mr. Livingston calling.

- Sorry I can't hear you. Say it again, please.

— Mr. L-1-v-1-n-g-s-t-o-n.

- Oh, Mr. Livingston, Mr Clifford is expecting you at 4.

- I'll be there. Bye.

7. Mr. Livingston is here but Mr. Clifford has an urgent meeting with the President of the Company. He
has asked Cindy to make his visitor feel comfortable for 10 or 15 minutes.

Dramatize a talk between Cindy and Mr Livingston.

Use: Would you like to...? Could you...?

8. Listening practice.
Listen to Miss Flipps talking about yesterday's meeting. Is it the meeting described in Unit 47

9. Translate into English.
a) Muctrep Kmiddopna Tomsko yro mompocwit CHHIH HCIIPABHTH OIMMOKH B IpoTokone. OHa B3siIa
ITPOTOKOT H UHTAET ero. OHa yike 3aMeTHIAa H HCIIPABIIIA JBE OIIHOKH.
0) A colbmparock paboTars HAa COBMECTHOM IIPeMIIPHATHH. 1I03TOMY A [OTKHA TOBOPHTH IIO-
aHIIHIICKH. 51 OBl XOTella TOBOPHTH IIO-aHTIHMIICKH Oerno. Ho A4 TOMBKO Hauama H3y4yaThk 3TOT S3BIK.
Celyac 1 TOBOPIO HA HEM IUIOXO.
B) - Amo!
- M3BHHITE, He BelmaiiTe TPyOKy, moxamyiicta... Cexkperaps MucTepa Knnddopaa ciayimaer.
- Muctep Knnddopza mpociiI MeH IT03BOHITE. M od dhamiutid CBeHCOH.
- Muctep CeeHCcOH H3 HopBermm?
-J1a, MpPaBHILHO.
-Muctep Knnddopa oxuaeT Balll 3B0HOK. COeIHAL0.
T) - AIITO, MOKHO IIOTOBOPHTE C MHCTEPOM JIHHIOHOM?
- K coxkaneHuro, ero cefiuac HeT. MoKeT OBITh, B XOTHTE €My UTO-HHOVIb TIepe 1aTh?
-Jla, moxkamyicra. Y MeHTI HasHaueHa ¢ HIM BCTpeuya 3aBTpa B 3 yaca, HO I He
CMOTY IPIIITH. He cMor OB OH CO MHOI BCTPETHTHCA ITOCIe3aBTpa? S IT03BOHED
CETOTHT BEUEPOM.
- A MOKHO y3HAaTh B arme ums?
- Oft, m3puHiTe. Mucc Karana n3 Ka”Hamue.
- 51 mepemaMm emy Baiiry mmpock 0y, miicc eaHe.
1) COBMECTHBIE IIPEIIIPHATHA HAa TEPPHTOPHH POCCHH — 3TO IPeIPHATHA X YYACTHEM POCCHIICKHX H
3apyOeKHEIX IMapTHePOB. J[oMd POCCHIICKOrO KalmMTala AOIKHA ObITh He MeHee 51 ImporeHTa. Takme
MPEeAIPHATHA TOMUHHAROTCA POCCHIICKOMY 3aKOHOAATEICTBY. OHH Iompiexar o00A3aTellbHOMY
CTPaxOBAHHIO, BRIIIIAUMBAIOT HAIOTH, OOECIIEUHBAIOT YCIOBHS TPY/IA, OILIATy H COI[HATBHBIE TapaHTHH

CBOHM CITY BAEMMBET MOANACAH
SNEKTPOHHOW NOANMUCHIO

Ceptud H6TI,_[2 ﬂﬂﬂﬂﬂdSEiﬁfﬁfBﬁEED 7BAS000600 DD{SE
nonend 0. Telephone Rules 1o e, Remembered
. Be prompt in answering the telephone,
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. Avoid being misunderstood — speak directly into the mouthpiece and pronounce words and
numbers distinctly.

. When answering, give the firm's name immediately, and then your own name.

. If the person wanted is not in, offer to take a message for him.

. Write down every message and put it in a conspicuous place on the desk of the person for whom
it is intended.

. Check the accuracy of names and numbers received over the phone by repeating them very
clearly.

. Be brief, courteous and businesslike.

. Keep an index of frequently called numbers beside the telephone.

. Consult the telephone directory for information about any special services.

IIpakTHYeckoe 3aHATHe Nel7. Pabora ¢ HCTOUHHMKAMH HHopMal i (TeKyllei mpeccoii,
IHCbMAMHU, TeJlerpaMMaMHi, PeKJIAMHBIMH IPOCIEKTAMH).
OpraHH3aiHoHHad (popMa 3aHATHA: TPAIIIIHOHHEL CEMIHAP.
[{ems: ¢opmHpoBaHHEe Y CTYIEHTOB PEYEBOH, M3BIKOBOH H KOMMYHHKATHBHOH KOMIIETEHIIHH LA
OCYILECTBIEHH A JIEIOBEIX KOHTAKTOB.
B pe3ynbpTaTe OCBOEHHE TEMBI CTYIEHT IOIKEH
3HATh. OCHOBEL PalOTHl C PA3THYHBIMH HCTOUHHKAMH HH(OPMAIIHH, OCHOBHBIE I'pamMMaTH4eCKHe
ABIIEHUA, XapaKTepHbIe A MPOo(eCCHOHAIBHON peul; JeKCHYECKHE H CHHTAKCHUYECKHE OCOOEHHOCTH
O(pHIMI AT HO-ETOBOT'0 CTHILA B aHT IHIICKOM S3BIKE.
yMeTh: o0pabarhlBaTh Pa3THUHbBIE HCTOYHHKH HHQOPMAIHH, YHTATh O(HIHAILHO-HEIOBBIE TEKCTEHI
PA3THUHON CTEIIEHH CIIOKHOCTH, CTPOHTh AHATOTHYECKYE0 H MOHOIOIHUYECKYEO PeuUb C HCITOIb30BAHHEM
HanOolnee VIOTPeOHTENBHBIX JIEeKCHKO-TPAMMATHUECKHX CPEJICTB B OCHOBHBIX KOMMYHHKATHBHBIX
CHTYAllHAX O(QHIHATLHOrO OOINEHIA, IIOHHMATh JHATOTHYECKYH) H MOHOIOTHYECKYI0 pedb II0
H3YUeHHOH TEME.
AKTYyalTbHOCTE TeMBI: 00YCIIOBIEeHA He 00XOIHMOCTBIO OBIAJIeHHT Y K-4.
TeopeTHyeckad 4acTs:
WHAT ARE THE SECRETARY'S TASKS?

You must know your boss's whereabouts and timetable so as to provide satisfactory answers and
make appointments. You must know how to answer the telephone, make long distance and international
calls, send faxes, telexes and E-mail. Often you have to book hotel rooms, theatre tickets and look after
official visitors. You have to write a lot of correspondence — business letters, reports, memos, invitations,
condolences, etc. Typing is essential and shorthand useful.

WHAT CHARACTERISTICS ARE IMPORTANT FOR SECRETARIES?

1. Loyalty:  Secretaries must be absolutely trustworthy. No relationship in business involves a
higher degree of trust and responsibility between two persons than the secretary — boss team.
2. Conscientiousness: It is important for secretaries to be prompt and flexible. Quite often they

may have to work long hours. Confidentiality is another key factor. Secretaries must take pride in their
work and be dedicated to their boss.
3. Initiative: The secretary should be able to act for the boss in his/her absence. True initiative on
the secretary's part is the ability to know when to act on one's own and when to do as directed.
4, Ability to write: Every secretary should be capable of handling routine correspondence, reports,
summaries and take good minutes at meetings.
5. Professionalism: Business can be tense and people are often under a lot of stress. A secretary
who can work under deadline pressures and produce high quality work is of great value.
6. Good dress and presentation: This involves looking and behaving appropriately. People's first
impression 1s 1mportant. Their 1deas about the company/orgamzation are influenced by the staff’s
appearance.
AN EXPERIENCED SECRETARY SPEAKS ABOUT HIS/HER JOB

"I'm a secretary at a large business. I deal with people and incoming mail. Dealing with people is one

of the mosinmepeHanbpantsef my job. I find it very enjoyable. I also input on the computer, send telexes
and faxe GNEKTPOHHOM NOANKCHIO

C ﬂﬂﬂﬂﬂdSEBAB 952205E7BA500060000043E
B:z;j::m ﬁjc E[g EQJE;PFA oyer the country, all over the world, and all walks of life, which makes it the

most inter E:almg part of my job. They can be very nice. I think the nice ones outnumber the irritating ones.

It's a Epe%gle -oriented 2%uﬂ::-b It's communication, whether it's in person or on the telephone and that can be
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fun. Sometimes you have problems getting through, sometimes you get a wrong number, but it's all part
of the job. You don't often get annoying people face to face. You get more of them on the phone, because
people feel they can say things over the phone that they perhaps wouldn't say to your face. So I don't find
people too frustrating in person.

As a secretary you must always be professional-looking, your clothes should be immaculate. It's
better to wear skirts than trousers. Your attire should be fresh and clean. It's best to wear simple jewelry —
small earrings, a matching necklace and rings. Hands should be well-groomed and you can wear white or
soft coloured nail-varnish. Your shoes should be well-polished, not worn or dirty. Your hair should be
clean and neat. Heavy make-up is not recommended. You should always look fresh, and use just a little
perfume.”

NOTES ON THE TEXT

characteristics [kaerikta'ristiks] — XapakTepHEbIe UepTH, OCOOEHHOCTH
loyalty — BepHOCTE

trustworthy ['trAstwa:01] — HaJe KHBII, 3aCTyKHBAOIIINT JOBEPHI
relationship — oTHoOIIIe HILA

involve — BOBIIeKaTh (3a co0oil)

responsibility — OTBETCTBEHHOCTE

conscientiousness [konfi'enfasnas| — 7o6pocoBeCTHOCTE
prompt — oIle paTHBHELA, OBICTPHII

flexible — merko mpucIIocabIHBAROIIHIICSA, THOKHIA
confidentiality [konfiden[i'®lati] — KoH(pHIEHIHATEHOCTE
key factor — ocHOBHOIT (paKkTOp, KIIFOUEBOI (paKTop

be dedicated ['dedikeitad | — OBITE ITpeTaHHBIM

1nitiative [1'nifativ] — HHHITATHRA

act — JIeficCTBOBATH, IIOCTYIIaTh

handle — crrpaBiIAThCA

summary — KpaTkoe H3I0XKeHIE

take minutes — BeCTH IIPOTOKOI

professionalism [pra'fef(a)nalizm| — mpodeccHOHATH M
tense — HaIpsDKEeHHBIIT

work under deadline pressures — paboTaTh HaIIpAKEHHO, C YUETOM CPOKOB
be of great value ['vaelju] — OBITE IIeHHBIM

presentation [prezen'teln] — yMeHme ceOd IIpeIIOIHECTH
appropriately [a'praupriatli] — cOOTBe TCTBYIOIIHM 00pa3oM
deal with —mmeTs gemno (c ueM-mb0, KeM-ITHOO0)

input on the computer — BBOJHTE TaHHBIE B KOMIIBIOTE]P
incoming mail — BXogAIag moura

walks of life — cdepsrl KH3HIT

outnumber — IIPeBOCXOIUTh YUHCIIEHHO

get through — TO3BOHHTECA

annoy — pa3fipaxarh

frustrating [frAst'reitiy)] — paccTpamBaroli, pa3apaKaroliHil,
attire [a'tala| — Hapam, omexaa

1immaculate [1'makjulat] — Ge3ympeunsnt

jewelry ['d3u:ali| — roBeTHpHEIE M3IETHA, VKPAIIIEHHT
well-groomed — yXoxeHHBIT

necklace — oxepeine

match — mogxXomTs

nail-varnish ['neilva:m || — max mma Horreit

heavy make-up — MHOT 0 KOCMETHKH

perfume ['pa:fju:m] — apomar, 3amax, Gmaroyxasme, JyXH

Cindy Flippsioemesrioptimeoffice at 9 o'clock. She always comes to the office on time. She is never late.
Conmy dm zcmmj;ﬁ; gﬁz%q‘ugtgiﬁ@ﬂﬁsﬂgﬂ% ng-ka through the mail and tells Mr. Clifford what the letters and
anﬂeﬂ‘;ﬂeg%xo@ﬁa %EH eps l%e business diary and reminds Mr. Clifford about his business

engagements. She answers lhe telephone and makes telephone calls. She meets visitors and shows them
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into Mr. Clifford's inner office. She types his letters and sends them off. Sometimes she helps Mr.
Clifford to entertain his clients.

Miss Flipps is very helpful. Mr. Clifford cannot do without her.

B OIIpOCEH 1 3aJaHH:
1. IToaroToBsTECH K 00CYKIeHHI0 TEOPEeTHUECKOI0 MaTepHAala.

2. Make a list of things a secretary does.
Add your ideas to those in the text . A secretary looks through the mail,......., ...

3. Change the text to describe what Cindy did yesterday. Start your story with: "Yesterday Cindy came to
the office...."

4. Express your surprise about
a) what is said in the text Model: Does Cindy really come to the office at 9 o'clock?
b) what Cindy did yesterday Model: Did Cindy really come to the office at 9?

5. Ask for additional information about the time

a) of the actions in the text

Model: When does Cindy type letters?

She types letters when Mr. Clifford asks her to do it.

In your answers use: every day, in the morning, usually, when it is necessary, when she has time, at 5
o'clock, etc.

b) of Cindy's past actions

Model: When did Cindy type that letter? She typed it on Monday. In your answers use: the day before
yesterday, two hours ago, last week, last month, on the 8th of June, when Mr. Clifford was away, etc.

6. What does Mr. Clifford ask Cindy to do sometimes? Match parts of his requests
Remind me the mall, please.

Look through Mr. Banes into my room, please.

Type this telegram, please.

Show about this meeting, please.

Send off this agreement, please.

Call the telephone, please.

Answer Mr. Lindon, please.

6. A young man asks Cindy to go to the cinema with him.

Listen to their talk and finish the sentences following it

Y oung man — Can we go today?

Cindy — No, unfortunately we can't. I must accompany Mr. Clifford to a party. He wants to meet an
important client there.

Y.m. — Do you really have to go?

Cindy — Yes, I do. Mr Clifford cannot do without me.

Y.m. — Then can we go on Sunday?

Cindy — Well, probably we can, 1 don't know yet.

Cindy cannot go to the cinema today because .... Cindy must accompany Mr. Clifford to a party because
. The young man is disappointed because .... The young man wants to go to the cinema on Sunday

because ... Cindy cannot promise him anything because ... .

7. Answer the questions
a) What does a secretary do every day?

b) W hididwes Cioghybave to do today?

C d}ﬁ% 2C0 Sig ABBEBEEEE?? GGGEﬂGG?{M%&jUt her?
epT™ T:

LA YREWELLcANT S
e) Clndy can work the computer, can't she?

What can Yyou de do well?
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g) What do you have to do at your classes today?

8. Translate and learn the following conversations:

1) — Mr. Clifford, Mr. Banes is here. He wants to talk to you. He says he has an important question to
discuss.

: All right, Cindy. Show him in.

2) — Mr. Clifford, do you have to go to the bank today? — No, I don't. I can go to the bank tomorrow.

3) — Can I go home a bit earlier today, Mr. Clifford?

- Yes, you can. But you must send off these letters first.

9. Reading with a dictionary

Read another text about secretary's duties. Write out word combinations which describe things this
secretary does. Find in the text words and word combinations which mean the same as the following:

to have a lot of things

to do business engagements

to answer the telephone

to type letters

[ have a lot of responsibilities at work. My boss, Mr. Keller is often away from the office and I am to
make his travel arrangements.

[ book all the trains, planes and hotels, fix up his meetings and sort out the papers he needs to take with
him. When Mr. Keller is not away I type his correspondence, make appointments for him, talk to the
visitors and take telephone calls. I also do the filing. At the meetings I usually take the minutes. And I'm
also responsible for circulating memos to other members of the staff.

So, you see, I'm very busy most of the time at work.

10. Listen to the text on the tape and fill in the missing words
In what way is this text different from the text in unit three?

........ years ago Mr...........aand...........of  his............started a........of their own. Mr.
Clifford............ Beeeeeeeerrerereeeeeeeeeeebe e e eeeens then. There was............ ONE............... in - it........... was
Deeeeenrernns some shelves.............. chairs, Deeeereenrnanenens and 211 PUUURRRRR type-writer in
hiS. ..o

There nothing else.

Mr. Clifford............... 116 JRUUUOPOOR then................... did everything..........

IIpakTHueckoe 3aHATHE Nel8. bisHec-KOMMYHHKAIHA B JelCTBHH. buiHec-TaH4u. CBeTCKadA
oecena.

OpraHH3aiHoHHad (popMa 3aHATHA: TPAIIIIHOHHEL CEMIHAP.

ITems: QopMHpOBaHIE Y CTYAEHTOB PEYEBOIl, M3BIKOBOIl H KOMMYHHKATHBHOII KOMIIETEHI[HI I

OCYIIECTBIEHH A JIeJIOBRIX KOHTAKTOB.

B pe3yibTaTe OCBOEHHE TEMBI CTYIEHT IOTKEH

3HATh. OCHOBEL PalOTHl C PA3THYHBIMH HCTOUHHKAMH HH(OPMAIIHH, OCHOBHBIE I'pamMMaTH4eCKHe

ABIIEHUA, XapaKTepHbIe A MPOQeCCHOHANBHON peul; JeKCHYECKHEe H CHHTAKCHUECKHE OCOOEHHOCTH

O(pHIMATHHO-AETOBOTO CTHIIA B AHTIIHIICKOM S3BIKE.

YMETh.: BECTH [EeIOBYH) CBETCKYH Oecedy, CTPOHTH ITHAIOTHYECKYI0 H MOHOIOTHYECKYID) pedb C

HCIIONMb30BaHHEM HamOoIee VIIOTPeOHTEIBHBIX JEKCHKO-TPAMMATHYECKHX CPEJACTE B  OCHOBHBIX

KOMMYHHKATHBHBIX ~ CHTyal[HIX  O(HIMAIbHOrO  OOINeHHS,  IIOHHMATh  JHATOTHYECKYH)  H

MOHOIOIHYECKYIO Peub 110 H3YUEHHO TEME .

AKTYaTBbHOCTH TEMBI: 00YCIIOBIE€HA HEOOXOIIMOCTREO OBIAeHIT YK -4,

Teopernueckas yacTs:

INTERCULTURAL COMMUNICATION

1. Intercul tpradeermmapnieation can be defined as any interpersonal interaction between persons belonging

to differeft=CUTGHT" OPRSEREL eroups, which differ from one another because of diverse backgrounds
CepTumkaT. - PC00T004 SEOABEE05 205 TBA00GB000043E . N , , , g ’
Bnaﬂeﬂgpmmg&qggqgrbﬂE%ﬁ;@ﬁ&wammmumcalmn interpretations, and word meanings. Intercultural

communication interactions include both verbal and nonverbal messages.
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2. While each individual may use multiple styles of communication, there are identifiable, culturally
taught preferences. Use of multiple styles is common although there tends to be a personal preference that
is the style that individuals may revert to under pressure. Style refers to how one speaks, not what one
says. There are differences with regard to:

- low context and high context;

- being direct or indirect when speaking;

- working at a slow pace or a rapid pace;

- being formal or informal;

- rational and emotive;

- working collectively or as individuals;

- encouraging group harmony or individual assertiveness;

- respecting age or respecting youth.

3. Low Context:

* The context of commumnication is not assumed to be known. Things must be explained clearly and
unambiguously.

* Interlocutor tends to use lots of words because the words establish the context/meaning.

4. High Context:

*The context of communication i1s assumed to be known. It 1s unnecessary, even disrespectful, to explain
things precisely.

* Interlocutor tends to use few words because the context establishes the meaning.

* Interlocutor leaves understanding to the other person and respects their understanding of the situation.

5. Direct:

* What one means 1s stated 1n a direct manner; no “beating around the bush.”

* Directness 18 equated with honesty and respect for the other person and the other person’s time.

* The values of saving time and focusing on task are supported.

6. Indirect:

* Meaning 1s conveyed by subtle means such as nonverbal behaviors, questions, stories, parables, or use
of a third party.

* Indirectness 1s equated with politeness and respect for the other person and the other person’s feelings.

* The values of relationship, history, and group harmony are suppoited.

7. Faster Paced:

* Speech patterns are rapid, indicating engagement and intelligence.

* Immediate answers to questions are expected.

8. Slower Paced:

* Speech patterns are slower, indicating reflection and thoughtfulness.

* Responses to questions are expected after the other person has time to reflect.

9. Formal:

* Communication 1s governed by strict rules regarding such things as forms of address based on age,
status, topics.

* Communication 1s ritualized, including the use of organizational hierarchy to determine who can/cannot
be talked to and under what circumstances.

* The values of status and hierarchy are suppoited.

10. Informal:

« Communication has few rules; people tend to be addressed by first name.

* Communication 18 less bound to specific conventions. More flexibility in what 1s said, to whom one can
speak, and under what circumstances.

* The values of faimess and equty are supported.

11. Rational:

* Focus 1s on objective information/data and tends to be linear.

* The emphasis 1s on 1deas that are separate from the person. Disagreement with another person’s ideas is
acceptable and even valued. It is not seen as a personal attack.

* Discussion remains objective and not personalized.

. Prefermlcndsyﬁem-ﬁtﬂhmgdmns when talking,

e There 1169 SATIT estures.
epmqm%] 2C0000043E9ABEB952 ﬁEE?BﬁEﬂﬂDEﬂ 043

Bnanenduy W NEDANNOUWICING 4 decision, an interlocutor focuses on facts or information.
12. Emotive:
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* Focus 1s on feelings. Communication tents to appear more people-oriented and passionate. The
emphasis 1s on the person, so great importance is attached to feelings. Issues, ideas, and the person are not
separate. Disagreement, if done at all, is done carefully and often indirectly because the person and idea
are not separate — disagreement with ideas 1s an attack on the person.

* Sharing one’s values and feelings about the 1ssues 1s highly valued.

* Interlocutor can overlap (interrupt) when others are speaking.

« When announcing a decision, an interlocutor may describe it in terms of how it will affect people,
relationships, or morale.

LEXIS

intercultural communication — MeXKYIbTYPHOE OOIIeHIEe

interpersonal interaction — MeKIIIUHOCTHOE B3aHMOJIEIIC TBHE

diverse background — pa3niunsie, HeCXOIHEIE (JOHOBEIE 3HAHI A

verbal — cIToBecHBIT

nonverbal — OTHOCAIIHIICA K HeCIIOBe CHOI HH(OpPMAIIIHIL, HECIOBECHEIT

multiple — pa3HOOOpa3HBIIi

identifiable — pa3mrurmverit

preference — mpeammourexme

revert — oOpararsCa BHOBB, OOPaIarhca

context — CHTyaI[Hd, OKPYAKeHHE, Cpea, (OKpy&Karolad) 00CTaHOBKA, OOCTOATENECTBA, COCTOSHHE

pace — CKOPOCTh, TEMII

rational — paIgioOHAIBHELI, I[eIeCO00pa3HELI

emotive — SMOIHOHAIBHBII

assertiveness — YBepeHHOCTE B cele

age — CTapOCTh, IPEeKIIOHHEBII BO3PACT, CTapliiee IIOKOIEHH e

assumed — IIpeIIoIaraeMslii, JOITYCKaeMBII

unambiguously — HEIBYCMBICTIEHHO, OJHO3HAUHO

disrespectful — HeBeKIIHBEIIT

precisely — TOUHO, B TOUHOCTH

understanding — OCMBICIIEHHE, IIOHHMAHHE, TIOCTHKEHIHE

beating around the bush — MOAXOIHTS K eIy H3adeKa, TOBOPHTh OOHHAKAMH, XOQHTh BOKPYT [Ia OKOJIO

directness — OTKPOBEHHOCTS, TIPAMOTA

gquate — IpHpaBHIBATh, CUHTATh PAaBHEIM

convey — BEIpakarh, IepeiaBarh

subtle — HE YTTOBHMBII, e/lBa pa3IHUNMBLT

indirectness — YKIIOHUHBOE TIOBEJICHIE, BROJAILIEE B 3a0lyKIeHI e

politeness — BeKITHBOCTh, VUTHBOCTh, 00OXOHTEIBHOCTE

speech pattern — KapTHHA PeUYeBBIX CHTHAIIOB, MOJIENIh PEUEBOrO OOLIEHH A

engagement — IeATeIbHOE YUACTHE, B3AHMOEH CTBHE

reflection — pa3MeIlIUIEHIE, OOYMEIBAHIE, PAa3TyMbE

thoughtfulness — rimyGoKoMBICTHE

status — oOIIeCTBEHHOE ITONIOKEHHE, IIOIOKEHHE B OOIIe CTBe/KOMITAHHIH

ritualize — coOmoIaTE OOPAIEL

convention — TPaJHIMIA, ITPAaBHIA IIOBEAEHHA, YCIOBHOCTE

linear — IMPAMOTHHEITH B

take turns — enars (4To-IO0) ITO OUepe i, AeHCTBOBATh II00YePETHO

people-oriented — OpHeHTHPOBAHHEBIT HA IIOBEEHIE THOIE il

passionate — IIOIBePAKEHHEBIN CTPACTAM, IBIIKII, CTPAaCcTHEII

morale — MOpalIbHOe COCTOAHIE, OOIIHIT Hac TPOit

DEVELOPING INTERCULTURAL COMMUNICATION SKILLS

1. There are basic intercultural communication skills and behaviors that one can use to reduce confusion

and miscommunication when communicating with others from various backgrounds and cultures. The

fDIIDwing trymsowi H Tmpmones yﬂur intercultural communication interaction skills.
CEPTWZ %MABBB% arfl al bﬁjﬁﬂ% {%%dzébc}ul_ the host culture of your opponents before negotiations begin.
Bnanendd0 r@mgj;aa%g% 1er.culture s communication habits, styles and behaviors. This means learming about

the behaviors as they relate to formality, status, nonverbal actions, the use of language, and the like.
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3. Make sure communication interactions take place in a quiet space or room away from large crowds,
activities, and loud background noises. When communicating with people of a different culture, it is
important to be able to concentrate on the communication interaction.

4. Make sure the space or room where intercultural communication is taking place is comfortable for the
person with the different background or culture. Different cultures prefer specific settings for
communication with others. Lighting, temperature, refreshments, tables and seating are a few examples of
how space setup effects successful intercultural communication interactions. Every culture has its own
“1deal” communication space.

5. Develop sensitivity to the use of time and be patient when dealing with cultures that use a different
tempo than the one found in your culture.

6. Listen carefully. Part of concentrating on the proceedings is learning to remain comfortable with
silence and realize that a lack of words is also a form of communication.

7. Learn to tolerate ambiguity and be tolerant of the unknown as you seek to make sense of what is new
and often hard to characterize. Many intercultural encounters are characterized by confusion and a search
for meaning.

8. There are number of communication techniques you can employ that might help resolve the conflict
before it reaches the point of being irresolvable. Here are a few suggestions:

9. Learning to use collective pronouns can help defuse conflict. Although at times you may have to refer
to people by name, when you are with a group of people, try to develop the practice of using collective
pronouns as a way of centering on content instead of people. Notice how words such as “we” and “our
focus the conversation on everyone instead of on one person, as 1s the case with “L” “me,” and “you.”

10. Repeat the other person’s comments as objectively as possible so that you can determine if you
actually heard what they meant to communicate.

11. Try to locate areas of agreement. Often the areas of agreement can outweigh the differences, and
therefore conflict can be avoided. Since both sides in a negotiation want to gain something, it should be a
simple matter to isolate areas of agreement. If both parties can be made to see these areas, everyone
benefits.

LEXIS

skills and behaviors — HABLIKH H CTHIIH ITOBE IeHH T

reduce — ocaalbnaTh, MTOHHAKATh, COKpaIlaTh, YMEHBIIATH

confusion and miscommunication — 3aMeIllaTeIbCTBO/ITYTAHIIA H OIIMMOKH B ITPOIECCE OOIIEHIA
tips — MOACKAa3KI

host culture — pogHas/6azorad KyIsTypa

do research — m3yunTE

background noise — )OHOBEIE ITOMEXH, ITOCTOPOHHIIT IITYM

crowd — ToIra

specific setting — cIrelfHaIbHasI 0OCTaHOBKA, 0COOBIM 00pa30M OPraHH30BaAHHOE BpeMI H MeCTO JIeilCTRHI
lighting — ocBeIlleHHe, CBET

space setup — opraHm3aIg IIpocTPaHCTBA

sensitivity — BOCIIPHHMYHBOCTE, CIIOCOOHOCTE K ORICTPOMY peartpOoBaHII0

be patient — 3aI1acTHCh TepIIe HIIEM

tempo — TeMII peuH

tolerate — IOIYCKaTh, TePIETh, ITO3BOILATh, Pa3pellarh

ambiguity — IBYCMEICIIEHHOCTh TOIKOBAHH A, HEICHOCTh

make sense — IMeTh CMBICI, OBITh ITOHATHIM

encounter — IepPBLOI OIBIT (OOIMEHHA ¢ YeM-THOO0 ), ITepBOe 3HAKOMCTBO, HEOKHIaHHAA BCTpeya
resolve — pazperats (IIpodiemMy ), HCIIPABIATE, PellaTh

point of being irresolvable — 5Tar, HaUHHAA ¢ KOTOPOTO YTO-THOO CTAHOBHTC S HEPa3p eIIIHMEIM
collective pronoun — codHpaTeIbHOE MeCTOHMEHHE

defuse — CHATH OCTPOTY, CIIaKHBATh, CITYCKAaTh HA TOPMO3ax

refer to people by name — oOparaTscs K THOIAM I10 HMEeHH

comments ﬂmmtﬂpmﬂy}l{ﬂemm

areas csf (TR Y ESANEEY 1o KOTOPBIM BO3MOXKHO COTTIAIIIEHHE; cpepa cormacug
Ceptudkar: 2C000B043E9ABBBI52205ET BAG0G060000043
Bnapen@UtW mgﬁﬂg&mﬂmmp OJI€C BAKHBIM

isolate — BEIOpATh, BEIJIEIHTE

bEllEﬁ[ — H3BIICKATE I'III:fEIIIm?}r :E'EE:II"I'.:TI,[[}r
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B OIIpOCEH 1 3aJaHH:
1. IToaroToBsTECH K 00CYKIeHHI0 TEOPEeTHUECKOI0 MaTepHAala.

1. Do we have in Russia a low context or high context culture?

2. How do rational and emotive styles of communication differ?

3. How do vyou understand the statement that “different cultures prefer specific settings for
communication with others™?

4, How does a pace of living influence on an individual style of communication?

5. What communication is called “intercultural”?

6. What does the style of communication depend on?

7. What techniques can help you avoid conflicts in business communication?

2. Agree or disagree

1. “Beating around the bush” 1s associated with being direct when speaking.

2. In a high context culture the words establish the meaning of interaction and thus everything must be
explained clearly and in distinct terms.

3. Intercultural communication covers only verbal interactions.

4. It’s better to avoid using collective pronouns in business interactions.

5. The context of intercultural communication is always assumed to be known.,

6. The values of status and hierarchy are paramount in all styles of communication.

3. Supplement further information on the topic “Intercultural Communication”.
KEY WORDS

area of agreement
background

body language

business letter
communication
communication skills
complaint

complementary close
context

conversation

convey

destination address
enclosure

intercultural communication
interlocutor

interpersonal interaction
memo

message
miscommunication nonverbal communication
opening

postscript

printed letterhead
reference

request

response

return address

salutation

tempo

to communicate in writing
to communicate orally

to discuss uDKSSUEMT MOAMMCAH
(o keep a PIEGPPHHON MOANMCHIO

Ceprvdmkar: 2C0000043E9ABBB952205E7BAS00060000043E
Bna,u,enélg IE’S‘IE' Hﬁxnsa TateAHa AnekcaHgpoBHa

to take turns

to tolerate
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verbal communication
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COJIEPJKAHUE
BrejeHue

1. O0mas XxapakTe pHCTHKA CAMOCTOSTEIIEHOH padoThl 00YYaAKOIEr0Cs

2. Metogmyeckne peKOMeHIAIMH K CaMOCTOATEIIFHOH padoTe

3. MeToanyecKHe PeKOMEHIALIMH ITO H3YUEeHHIO TEOPETHYECKOTO MaTepHaa

4. Mertognueckne VyKazaHHS II0 BHIaM pador, IPeIyCMOTPEHHBIX padouyeH IIPOrpaMMOH
U CLIATLTIHHBI

5. MeroamyecKkie yKazaHHS I10 ITIOATOTOBKE K BK3aMEHY
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BBEJEHUE

OCHOBHOH IEJIBKO CaMOCTOSTIEIIbHOH PaldoThl CTYAEHTOB SBISETCS IIOBBIIIEHHE
HCXOJHOIO YPOBHSA BIAJIEHHS HHOCTPAHHBIM S3BIKOM, JOCTHTHYTOI'O Ha ITPEIBIAVIIEH CTYIIEHH
o0pa3zoBaHMSI, M  OBIAJCHHE CTYIAECHTAaMH  HeOOXOOHMMBIMH  JOCTAaTOYHBEIM  VPOBHEM
KOMMYHHKATHBHOH KOMIIETEHIIHH JUIS PEIIEHHS 3aJady MeXIHYHOCTHOIO H MEKKYIIBTYPHOI'O
B3aHUMOJEHCTBHS. M3yUueHHe HHOCTPAHHOT O A3bIKa IIPHU3BAHO TAKXKe 00eCIIEUHTh:
® IIOBBIIIIEHIE YPOBHSI YUEOHOH aBTOHOMHMH H CIIOCOOHOCTH K caMOOOpa30BaHHIO,
® pa3sBHTHE KOTHUTHBHBIX H HCCIEA0BATEb CKIIX YMEHHI,
® pa3sBHTHE HHPOPMAI[HOHHOH KYIbTYPHI,
® pacCIMpEHIie KPyro3opa H IOBHIIIEHHE OOIIEH KYILTYPHL CTYIEHTOB.

CaMocTosTellbHAA padoTa CTYAEHTOB 3aHHMAeT BakKHOE MECTO B YUeOHOH Hay4yHO-
HCCIIEAOBATEIBCKON AeATeIbHOCTH CTYAEHTOB. be3 caMOCTOSTENbHOH PaloThl HEBO3MOKHO HE
TOJILKO OBJIaJicHHE JIFOOOH BY30BCKOH JHCIIHIDIMHOH, HO M ()OPMHPOBAHHE CIIEIHAINCTa Kak
npodecCHOHaNIa. B IIMHMPOKOM CMEICIIE IIOJ CAaMOCTOSTEIBHOH pPabOTOH ClIeAyeT ITOHHMATh
COBOKVITHOCTE BCEH CAMOCTOSITEIILHOM AeATEIIbHOCTH CTYAEHTOB, KaK B YUeOHOH ayIHTOPHH, TaK
H B Hee, B KOHTAKTE C IIPEINOJABATEIIEM H B €TI0 OTCYTCTBHE.

YCHWIEHHE PO CaMOCTOSTENBHOH PabOoTHl CTYIAEHTOB O3HAYaeT ITPHHIUITHAIILHEII
IIEPECMOTP OpraHM3alMH Yy4eOHO-BOCIIMTATEIIBHOIO IIpOIlecCa B BY3€, KOTOPBIH JOIKEH
CTPOHTBCS TaK, YTOOBRI pa3BHBATh YMEHHE YUHTHCS, (POPMHPOBATH Y CTYAEHTA CIIOCOOHOCTH K
CaMOPa3BHTHIO, TBOPYECKOMY IIPHMEHEHHIO IIONYUYEHHBIX 3HaAHMIL, cIrioco0aM ajariTaii K
ITpo¢eCCHOHAIILHOM JAeSTEIbHOCTH B COBPEMEHHOM MHPE.

AOKYMEHT MNOANMCAH
SNEKTPOHHOW NOAMNWMCLIO
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1. OBIIIAS XAPAKTEPUCTHKA CAMOCTOSATEJIbHOHU PABOTHI
OB YYAIOHIEI' OCA

[Togm camoctosrensHOH padoToH cryjaeHToB (CPC) moHHMAaeTCs COBOKYITHOCTh BCEH
CaMOCTOST €IIPHOH JEeSITEIbHOCTH CTYACHTOB, KaK B YUeOHOM ayAUTOPHI, TaK U 3a €€ IIpeaelaMi,
B KOHTAKTe C IPEIOoJaBaTeiieM H B €70 OTCYTCTBHE.

[lenms caMoOCTOSATEIBLHOM paboThl CTYIAEHTA — HAYUYHTHCS OCMBICIEHHO H CaAMOCTOSTEILHO
paboraTh ¢ y4yeOHBIM MaTepHaJIOM H HAay4YHOH HH(OpMaIHeH, OBIaAeTh (PyHAaMeHTaIbHBIMH
3HAHMSIMH, VYMEHHSMH H HaBBIKaMH B cdepaX aKaJeMHYeCKOH, ITPpO()eCCHOHAIFHOH H
COI[HAIbHO-TYMaHHTAPHOH  JIeSITeJIbHOCTH, C(OPMHPOBAaTh OCHOBBI CaMOOPraHHM3aIlHH H
CaMOBOCIIMTAHHSA C TeM, UYTOOBI IMPHBHTL YMEHHE B JAJIBHEHIIEM HEIIPEPBIBHO ITOBHIIIATE CBOKO
IIpo()eCCHOHATIBHYIO KBaTH()HKAIIHIO.

3agauamMu CPC gBisrOTCS:

— CHCTEMAaTH3aI[Ms M 3aKPEIUICHHE IIOYYEHHBIX TEOPETHYECKHX 3HAHMIL H ITPaKTHYECKHX

YMEHHII,

— yIIIyOlIeHHEe H pacIHpPeHHe TEOPETHYECKHX 3HAHHIT,

— (pOpMHpOBaHHE YMEHHI HCIIOIB30BaTh YdeOHO-CITPaBOYHYIO IIHTEPATYPY,

— PpasBHTHE II0O3HABATEIBLHBIX CIIOCOOHOCTEN M AaKTHBHOCTH CTYAEHTOB. TBOPYECKOH

HHHUIHATHBBI, CAMOCTOATEIIbHOCTH, OTBETCTBEHHOCTH H OPraHN30BaHHOCTH,

—(OpPMHPOBAaHHE  CaMOCTOSTEILHOCTH  MBIIIUIEHHS, CIHOCOOHOCTEH K  CaMOPa3BHTHIO,

CaMOCOBEPIIEHCTBOBAHHIO H CaMOpealIH3allHH,

— Pa3BUTHE HCCIIEMOBATEIBCKHX YMEHHH

— HCIIONB30BaHHE MaTepHalla, COOpPaHHOIO M ITOMYYEHHOI'O B XOJE CAMOCTOSTENbHBIX 3aHSITHH

Ha IPaKTHYECKNX 3aHATISX, I 3()peKTHRHOH ITOATOTOBKH K 3a4eTaM H SK3aMeHaM.
OCHOBHBIMH BHJIaMH CaMOCTOSTEIILHOH PadOoTHI CTYAEHTOB ABISIOTCS:

— cdMocniodAmellbHoe U3VUeHle Jilimepdmypul,

[{enp: caMOCTOSATENBLHO JAeTalbHO H3YVYHTE TEMEL, ITPeJACTaBIEHHBIE B paboUeH ITpOrpaMMEe.

3amaun: IpHOOpETEHHE HaBhIKAa PalOTHl ¢ HCTOYHHKAMH H JIHTEPATYPOH, YMEHHS I'PAMOTHO

COCTABJISTHh KOHCIIEKTHI M II0Ib30BATHCS MMM, BBISBIATH PasiIMUHBIE TOUKH 3peHHS Ha IIpobieMy

1 CTEIEHb €€ pa3paboTaHHOCTH B JINTEPATYPE.

— HO020MOEKa K Hpakmuyeckum 3ausmiusm (BBIIOIIHEHHE JOMAIHHX 3aJaHHH) H K

cobeceJOBAaHHIO 110 HHANBHAYAILHEIM 3aaHISM,

[{emb: yroyOneHne 3HaHHSA yueOHOr 0 MaTepHana.

3amauil. OCBOHTBH OTJEIbHBIE BOIIPOCHI B PpaMKax H3Y4aeMOH JHCIMIUIMHEI, I'PaMOTHOCTE,

ITOCTIEIOBATEIIBHOCTE M PAIHOHATLHOCTh H3IOKEHHS IIOATOTOBIIEHHOIO MaTepHala BO BpeMS

ITPAKTHYECKOI'O 3aHSTHAL.

-Cocndgaiierile dioccdpud no mexKcnity.

[{ens: cocTaBUTH Oa3y HOBBIX JIEKCHYECKHX €JIHHHII

Sagadi:

* CAMOCTOST €JIbHAS IT03TaITHAS 0TPaboTKa YUeOHBIX JIEMEHTOB,

* Pa3BHUTHE IPAKTHYECKIX YMEHHI,

* (opmipoBaHHE YMEHHH HCIIOIb30BaTh HH(POPMAIHOHHBEIE HCTOYHHKH: CIIPAaBOYHYIO H

CIIEIL[HAJIbHYIO JIHTEPaTypy.

[IprcTtyiasgs K caMOCTOATEJABHOMY H3YUYEHHIO JIMTEPATYPbI 110 YUeOHOH IUCIMIIIIMHE
«AHOCTpaHHBIN S3BIK», HEOOXOMIMO. O3HAKOMHTIBCSI ¢ padoyeH TIIporpaMMOMN, B3SITh B
OHONHOTEKE PeKOMEHJIOBAHHEIE VUEOHHMKH M VY4eOHBIE ITOCOOHS, IIOIYUYHTIL V BEAVILETO
MPEMONABATENS B SIEKTPOHHOM  BHJIE METOXMYECKHE PEKOMEHIAIMH K IPAKTHYECKIM H

OKYMEHT NO CA ]
CaMOCTO ty AN E ., 3dBCCTH HOBVYIO TCTpPdAb JJId KOHCIICKTHPOBAHHA TCOPCTHHUCCKOI'O
CepTMONAT T BErHOMTeHASP T PAR PP e cCKIIX 3aJa .
Bnaneneu: Bayxoea TaTesHa AnekcaHapoBHa — —
H_FE H3VUICHHA AHCIHHIUIHHBL IIPpCAJIaldacTCiad CIIMCOK OCHOBHOH H AJOIIOIHITICIIBHOH

nureparypel. OCHOBHas JHTepaTypa TIIpedHasHaueHa I o0043aTelIbHOIO0  H3YYeHHS,
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IOTIOITHHUTENBHAS — IIOMOXKET O0ree IITyOOKO OCBOHTH OTJENILHEIE BOITPOCHI B paMKaX H3yYaeMOIT
JTH CI[UTTITHHEI.

B Xome moaroroBKH K MNPAKTHYECKHM 3aHATHAM CTYIAeHT O0O0S3aH OCYIIECTBIISTh
KOHCIIEKTHpPOBAaHHE Yy4eOHOrO MaTepHana, ocoboe BHHMaHHe, oO0paiasd Ha TEOPHIO,
¢ OpMYIIHMPOBKH, PacKpBIBAIOIHE COAEPIKaHHEe TeX HIIM HHBIX I'PaMMATHYECKHX H S3BIKOBBIX
IOHATHH. B pabounx KOHCIIEKTAX »KENaTelIbHO OCTABIIITH IO, Ha KOTOPBIX CIeJVET JelaTh
ITOMETKH, JOIIOIIHATh MaTepHal, (POPMYIIHPOBATh BEIBOABI H IIPAKTHYECKHE PEKOMEH JALHH.

CamMocTogrenpHasa padora CTYAEHTOB HaJ MarepHaloM Y4eOHOH JUCIMILIMHBI SBIISETCS
HEOTHEMIIEMOH 4YacThIO YYeOHOro IIporecca M JOIKHA IIperioiaraTh VYIIIYOJIeHHE 3HaHHUA
yueOHOrO MaTepHaia, H3JIaracMoro Ha ayIUTOPHBIX 3aHATHAX, H  IIPHOOPETEHIE
JOTIOITHHU T €L HBIX 3HAHUH 110 OTIEIbHBIM BOIIPOCAM CaMOCTOSITEIILHO.

KoHCIIEKT TeMbl — ITHCEMEHHBIH TEKCT, B KOTOPOM KPaTKO H ITOCIEA0BATEIHFHO H3II0KEHO
coJiep’KaHHE OCHOBHOI'O HCTOYHHKA HH(OPMAaIHH. KOHCIIEKTHPOBAaTh — 3HAYHT ITPHBOAHTH K
HEKOEMY IIOPSAKY CBEICHHS, IIOUEPIHYTRIE M3 OpPHIHHAIA. B OCHOBe IMpollecca JIEXHUT
CHCTEMAaTH3aI[H I
ITPOYNTAHHOTO IH YCIIBIIIIAHHOIO. 3alliCH MOTYT JIeNaThbCsd KaK B BHJIE TOYHBIX BEIIEPKEK,
I[HTAT, TaK H B (popMe CBOOOMHOH ITOJJaYH CMEICIIA.

NHMBHAYAJbHDBIE 3a0AHHA ITPH3BAHBEl PACIIHPHUTE KPYro30p CTYAEHTOB, VITIYOHTh HX
3HAHMS H Pa3BUThE YMEHHSI HCCIIEN0BATEID CKOH JAEATEIbHOCTH, IIPOSBHUTE BIIEMEHTHI TBOPUYECTBA.

CobOeceqoBaHHe — CpPEICTBO KOHTPOIIS, OpPraHH30BAaHHOE KaK CIleI[HaJlbHasg Oecela
IIperioflaparelli CcoO CTYAEHTOM Ha TEMEBI, CBS3aHHBIE C H3YV4YaeMOH JUCIIUIMHOH, H
pacCUMTAaHHOE Ha BBISICHEHHE OObeMa 3HAHHH OOYYAIOINErOoCs IO OIPENEIIEHHOMY paselly,
TeMeE, IpobdieMe H T.I1.

I J1occapui - ClIOBaph, KOTOPERIH ITOMOTacT OCBaMBaTh HOBBIE JIEKCHUECKHE EIHUHHIIBI 1O
TeMe. B rmoccapmii HeoOXOMHMO T00ABISATh CIEIHATIBHYIO TEPMHHOIOIHIO, ab0peBHATYPEI H
COKpaIleHH S, (ppa3e0IOrHYeCKHe eIHHHIIBL H IIP.

Kaxxapnit B caMOCTOSATEIbHOH paO0TEI HMeeT OIpeeileHHbIe (DOPMBI OTYETHOCTH.

B Xojae BBOIOIIHEHHSA CAaMOCTOSTEILHOH PalOThI CTYIEHT MOKEH IPOAEMOHCTPHPOBATH
c()OpPMHPOBAHHOCTh KOMITETEHIIHH:

Kon DOopMyIHPOBKa:

YK-4 Crioco0eH IMPHMEHSITh COBPEMEHHBIE KOMMYHHKATHBHEIE TEXHOIIOTHH, B
TOM 4YHCIIE Ha HHOCTPAaHHOM(BIX) SBBIKe(ax), M aKaJeMHYecKOro H
NIpo()eCCHOHAILHOI O B3aHMOICH CTBHS

2. METOJIUYECKHE PEKOMEHJAITHN K CAMOCTOSTEJBHOI PABOTE
2.1. CamocTosaTe/lbHaA padoTa HaJ (OHEeTHKOI HHOCTPAHHOT 0 A3bIKA

Onpegeurech ¢ BAPHAHTOM AaHTJHIICKOro. BapHaHTOB AHTIHIICKOTO IIPOH3HOIIEHHUS CYIHECTBYET
MHOTO. KAHAACKIOI, ABCTPAIMICKIO, CcpeJHeaTIaHTHUYeCKHII H T. J. OJHAKO CAMBIMH ITOITYIIAPHBIMI
SABILTFOTCA OPHTAHCKINI M aMEepHKAHCKIOT aHTIHMICKIni. [IpoM3HOIIeHHe B 3THX ABYX Pa3HOBHIHOCTIX
OJTHOT' O A3BIKA OTIIHYAETCA JOBOJIRHO CIIIEHO.

IIpoanan3upyiiTe cBOI peub. BribepHTe Kakoi-HHOYIp ayaHO- HIH BHIEOPOIHK C TEKCTOM 3allCH.
ITociyiraiite, Kak IIPOM3HOCHT €0 HOCHTEINE. 110CiIe 3TOTro IMPOUTHTE TEKCT CaMOCTOATEIIFHO H 3allHIIHTE
Ha TUKTO(OH. [Ipocmylimaiite cBOI ToIOC M CPaBHHTE C PeUb) HOCHTENd, OIlpe/JelnTe, KakHe 3BYKH BEI
IIPOH3HOCHTE HeBepPHO. BOT HAJ ATHMH caMBIMH 3BYKAMH MBI H ITpejIaraeM BaM rmopadoraTts. ECTh ellle
OOHH HHTEPEeCHBIII H HaJeXKHBII cIocod IIPOBEPHT:E CBOe IIPOH3HOIIEHHE —  Pecypc
https://speechpad.pw/prononce.php. OH IIO3BOIIeT OIIEHHTh, HACKOIBKO XOPOIIO H TOYHO 3BYUHT Ballla
peus. CaiiTr pabdoTaeT KoppeKTHO uyepe3 Opay3ep Google Chrome. IIpocTo BKIROUNTE TapHHTYPY,

= Hd . 5 -
HAKMITe KHOIKY ﬁtﬁfﬁlﬁ@@}gmg H IIPOH3HECHTe M000e CIOBO HIIM ITPeNIOKeHHe. B HIDKHEM OKOIIKE

‘anenKaKoi<Toy SBPYEBEITIPOH3IHOCHTE IIII0X0, TO YBHIHTE: IIpOrpaMmMa pacIiio3Hala COBCEM OPYIroe CIOBO. Bam

Cpa3y CTAHET ITOHATHO, KakIE 3BYVEKH YV BacC IIOIIYHUAIOTCA, a Hald KAaKHMH CTOHT IIOTPYIHTBLCAH. A eci
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ITOCTABHTh TATOUKY BO31Ie clioBa Recording, mporpamma 3arriier Bally peub, Bl MOKETE ITPOCIYIIATH,
KaK 3BYUHTE CO CTOPOHBI.

IIpaBHIFHOE AHTTHICKOE IIPOH3HOIIEHHE — 3TO KapTHHKA-IIA3]1, COCTOoMINad H3 4 BakHEBIX
3J€MEHTOB: TIPABHILHOI APTHKYIAINM, YAApPeHHSI, HHTOHAIIHH H CBA3HOCTH peul. UToOH KapTHHKA
coOpamack M BBIIAZElIa KPacHBO, HeOOXOmHMO padoTark HaJ BCEMH €€ COCTABILIIOIIHMH, Beldb Y
KaKJ0T0 H3 HHX €CTh CBOE BaKHOE MecTo. MTak, UToOBl VIIYUIIHTh AHTIIHIICKOE ITPOM3HOIIEHHE, BaM
HeOOXOoIHMo OVIeT:

- BpIpaboTarh NpaBHJILHYI APTHKYJIANHIO. APTHKYIAINA — 3TO IIOIOKEHHEe M JBHKEHHE BCeX
OPraHoB peur. OT MPABIILHOH apTHKYILAIIH HAIIPAMYE0 3aBHCHT YeTKOCTE ITPOM3HOINEHHT. [IomoxeHHe
OPraHOB Peuyl ITPH Pa3rOBOPEe HA Pa3HBIX A3BIKAX OTIHUAETCH, II03TOMY, YTOOBl aHIIHIICKHIT He 3BydYall
MO-PYCCKH, HEOOXOIHMO IIPHYUHTh ce0A IIPAaBHIBHO PACIIONararh A3BIK H T'YOBI IIPH ITPOH3HECEHHH TeX
HITH HHEBIX 3BYKOB.

- ClieuTh 3a yaapenueMm. HeBepHO ITOCTAaBIEHHOE B CIOBE YIOApeHIEe MOKET COHTH C TONKY HOCHTEIEI
S3EIKA M CTATh MIPHUMHON HETIOHHMAHHI. OTCI0JIA BEIBOA: CIEe/HTe 32 Peurl0. ECIH He YBEepPeHEI B KaKOM-
TO CIIOBE, OOpaTHTeCh K OHIAIH-CIOBAPIO H IIOCHYIIAiiTe, HA KAKOIl CIIOr HYAKHO JelaTh YAApeHHe B TOM
HIIH HHOM CIIOBe. AMepHKAHeI[ HIIH OpHTaHeI[ MOTYT IIPOCTHTh BAM HE COBCEM BEPHOE ITPOH3HOIIIEHIE
coueTaHu /th/ TWIH pycckoe /p/, HO HEIIPAaBIILHOE YAapeHHe MOKET CTaTh IIPHUIHON HellOHHMAHH 1.

- PaboraTh Haa HHTOHaHed. [IpaRIUIbHATL HHTOHAIMNA H JIOTHYECKOE yAapeHHe — ellle OJHH KUY K
TOMY, KaK VIIYUIIHTE IIPOH3HOINEHIE HA AaHTIHIICKOM A3BIKE. Y UHTECh MHTOHAIII YV HOCHTEIEH S3hIKa:
CIyIIAfTe AyJHO3aIHCH H CMOTPHTE BHAEO PA3IUYHON TeMATHKH, IIOBTOPSIiTe (Ppassl 3a CITHKEPAMI.
HMHOCTpaHIBI OTIHYAKOTCA SKCIIPECCHBHOH MaHepoil oOINeHHA, HaM OHA HHOTJAa KaKeTci HEeMHOTO
CTPAHHOH H H3IHIIHE SMOIHOHAIMLHON. OJHAKO €CIH BRI XOTHTE TOBOPHTH ITO-aHTIIIICKH 0e3 aKI[eHTa,
TO HHTOHAIM A — 3TO TO, HAJl YeM HYAKHO ITOpadoTaTs.

- PaboTaTh Hag CBA3HOCTbIO pedyH. B o0bIUHOIl Oecele MBI He IIPOH3HOCHM Peyb II0 CXeMe «CIIOBO-
11ay3a-CIORO-IIay3a». MBI TOBOPHM CBSA3HO, CIOBA CIHBArOTCA B €HHOe IIpeyIoxeHHe. B pasrorope
OKOHYAHHE TIPeIBITYIIETO CIOBA CIHBAETCA C HAUATOM IIOCIERYIOIIETO, 3TO ITO3BONAET PEeUH 3BYUATH
eCTECTBEHHO H IUIABHO. Tak MBI 3HAaeM, uro OyKBa, TOUHEE 3BYK /1/ B KOHI[e CIOBA B OpPHTAHCKOM
BapHaHTe AHIMHIICKOTO OOBIYHO He IIPOH3HOCHTCA. Hampumep, B cioBe car (MarnmHa). OJHAKO eCcIIH
MOCIIE CJIOBA, 3aKAHUHBAIOIIETOCAd Ha 3Ty OYKBY, CTOHT CIOBO, HAyHHAOIlleecid C TIACHOH, TO /1/
mpoH3HocHTCA. Hampimep, B mmpepmoxeHnd The car i1s here (manmiHa 37ecs ). JlemaeTcs 3To Kak pa3 I
Gollee IUIABHOTO 3BYUYAHHA PEUH.

Kak yIy4IIHTE OIPOH3HOIIeHHe HA AHTJIHICKOM
PaboraiiTe HaJ HABLIKOM ayaHpPOBAHHA. YeM Iyullle BEl IIOHHMAeTe AHTIHIICKIOT S3BIK HA CIVX, TeM
nyultie OyIeT Ballle ITPOH3HOIIIEHIE. Y MHOTHX JTHJIeIl BOZHHKAT CIIOAKHOCTH C ITPOH3HOIIIEHIEM KaK pa3
H3-3a HEJOCTATOYHOI pabOTHL ¢ aygHpoBaHHeM. YeM yallle Bhl CIVIIAeTe HHOCTPAaHHYI Peub, TeM YeTue
pa3nHyaeTe 3BYKH. JIOBOIEHO YACTO OIMMHOKH B IIPOM3HOIIIEHIH CBA3aHbI C TEM, UTO MbI HMeeM HEBEPHOE
MIPeACTABIEHHE O TOM, KaK 3BYUHT CIOBO HIH 3BYK. UTOOBI 0OOCHOBATH 3TV TOUKY 3PEHHA, ITPHBEIEM
IPOCTOIl IIPHMeEP: IIOCHYIIAiiTe peus INYXHX NroAeifl. OHH IIPOH3HOCAT CIIOBA Tak, Kak cebe 3TO
MPeACTABIIAOT, Bedb He HMEIT (PH3HYecKOH BO3MOKHOCTH YCIBIIATh, KAK OIKHO 3BYUYaTh CIOBO.
MIMeHHO T03TOMY HX peub OBIBAaeT [IOBOIBHO CIOKHO pazodpars. OO0M3aTebHO IIOCBAIIAITE
ayIHpOBaHITE0 XOTA ObI 10-15 MIHYT B AeHB, TOTZIa YV BAC He BOSHHKHET BOIIPOC, KaK Pa3BHTh aHTIHIICKOe
ITPOH3HOIIIEHHE.

YuuTe TPAHCKPHIIHIO AHTIHCKOrO0 A3LIKA.

YuHTe cJIoBa NPaBHJILHO. BKITIOUWITe OHIAIH-CIIOBAPE H IIPOCTYINAITE HECKOIEKO pa3, Kak MPOH3HOCHT
ero HOCHTENh A3bIKA, HIIM OTKPOiiTe OOBIYHEIN CIOBAPh H IIPOUTHTE (POHETHUECKYIO TPAHCKPHIIIIIO.
Taxrm oGpa3oM, BB Cpa3y Ke BBIYUHTE BePHOE ITPOM3HOIIEHHE CIOBA — 3TO0 HAMHOIO IIPOIMNE, YeM
3aYUHTh OIMHOOUHEII BapHAHT, a 3aTeM IIePeyUHBAThC .

HuraiiTe BCaayX. UTeHHe — 3aHATHE, KOTOPOE IIOMOKET BaM COBMECTHTEL IIPHATHOE C ITONIE3HEIM. Bo
BpeMd UTEHHS BCIYX BHl [elIaeTe caMoOe BaKHOe — HCIONb3yeTe CBOH TEOpPeTHUECKHE 3HAHHI O
ITPOH3HOIIEHHH HAa IMpakTHKe. He TopoImTech, cTapalTeck YUETKO H IIPABHIFHO IMPOTOBAPHBATE KakJOe
CIIOBO, 4 €CIIH 3BYK BaM TPY/HO JTaeTcdA, IIOBTOPHTE ero HECKOIbKO pa3, IMoka He JoObeTeck Oonee-MeHee
IIPITHYHOT O 3BYUYAHHA. A eCIIH BCTPETIUIH HOBOE CIIOBO, CMOTPHTE ITPE TR TYIIIIIT ITYHKT.
Ucnoassyiive/veroponesepki. IlompoOyiiTe BRIOpaTs HECKOIBKO CKOPOIOBOPOK, B KOTOPBIX
OTp aﬁanﬂﬁgfg Wﬂ}ﬂcﬁ‘fﬂ BAC SBYKH M UHTAallTe HX eXeJHEBHO — 3TO 3alMeT BCETO 5-7 MHHYT B

i 2CO0000043E9ABSB H2Z205E7BASDO060000

IE.:M]“ . kI[EHLLHQ}IﬁﬂDpKﬂ CKQPOrOBOPOK ¢ 03ByuKoil http://engblog.ru/50-difficult-tongue-twisters

CMDTDI—‘ITE ClieninHaJdLHBICE DﬁY‘lﬂIﬂ]ﬂHE BHJIeo0. B HHTEDHETE €CTE MHOI'O EHIACOPOIIHKOE, B KOTOPBIX
HOCHTCIIE H?I:]I{ﬂ HD,[IPDGHD PACCKA3BIBACT, KaK IIPABIUIEHO ITPOHSHOCHTE TE HIIH HHEIC 3BVYEH. HPII 3TOM
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HEeKOTOphIe CITHKEPHI Jake BKIHOUAIOT B CBOe BHJIEO CXeMbI, H300pa’KarolifHe ITPABHIBHOE IIOIOKEeHHE
OopraHoB peud. [To TakuM poIHKaM MOKHO pa3z00paThcs, Kak TOUHO JAONKEeH 3BydaTh TOT HIIH HHOH 3BVK.
BpHTaHCKOMY IIPOH3HOIIEHHI0 MOKHO VUHTBC:
https://www.youtube.com/playlist?list=PLD6B222E02447DC07 .
aMepHKaHCcKoMy — https://www.youtube.com/channel/UCvn_XCl_mgQmt3sD753zdJA.

IToapaskaiiTe pedd HOCHTelleH fizbliKa. BEIOepHTe HHTepecHOe BHJIeO HIIH ayJIHO H IIOCTapanTech
NOOHThCA 3BYYaHHA, KaK y JHKTOpa. [lofpaxkaiiTe KakIoH MeIIOYH: MaHepe Pa3roBOpa, HHTOHAI[HH,
aKI[eHTy, JelaiiTe JIOrHUecKie may3bl H yaapeHHd. IIycTe 3T0 H OyHeT cHauvalda 3BydaTh CTPAHHO H
HeeCTeCTBEHHO IA BaIMX VIIeH, 3aTO HMeHHO TAKHM CIIOCOOOM IIpOIle BCero JOOHTHCSA BepPHOTO
AHTIIHIICKOTO IPOH 3HOIIIEH L. g 00yueHHT yI00HO HCIIOIIL30BaTh CaiT
http://www.englishcentral.com/videos = — TaMm IIpeJicTaBIeHbI COTHH THICAY BHAeO pPa3HOOOpa3HOI
TeMATHKH H JJIHHBEL. Bce OHH cojepxaT CyOTHTPEI, pa3z0HTEI IO COOTBETCTBYIOIIHM TeMAM H YPOBHIM
CIOKHOCTH. ITocie ImpocMoTpa BaM IIpeII0KaT HeCKOILKO YVIIPaKHEHII, CpeIH KOTOPHIX eCTh H padoTac
IIPOH3HOIIIEHHEM — HY/AKHO IIPOH3HOCHTE ¢pa3bl H3 BHAeO 3a JHKTOPOM. YUHTHCS V HOCHTelIel SI3hIKa
MOKHO H Ha http://www.engvid.com/. BeiGepHure pazmen “Pronunciation” H OTKpoITe IId ce0A CeKpeTE
MIPABIIFHOH aHTITHICKOH pPeu.

2.2. CamocToATeIbHAA padoTa HAJN JIeKCHKOIl HHOCTPAHHOIO A3bIKA
JaHuMaiiTech Ha 00y4aloIHX calTax:
http://esl.fis.edu/ B mompaznene First words cimoBa i vporHell Beginner u Elementary pa30HTEI 110
TeMAaTHKaM. boIrIasg YacTe YIIPaKHEeHHH IIpe ACTAaBIeHAa B BH/E BH3YAIILHOTO cIoBap4d. IImroc B TOM, UTO
BaM He [JAXOT IIEPEBOJ Ha PYCCKHII A3BIK, ITO3TOMY B ITAMATH BO3HHKHET ACCOIMHAIIHI: OIIpeJelleHHAT
KapTHHKA CBA3aHA CO CIOBOM Ha AHTIMICKOM A3BIKe. KpoMe BH3VAIRHBEIX YIIPAKHEHHII, BEI HAlJIeTe He
MeHee HHTEPECHBIE PA3BHBAIOIINHE 3aJaHHA Ha IIONCK CHHOHHNMOB H AHTOHHMOB K CIIOBY, a TaKkKe
3aTAHHA-BOIIPOCEL, IIPOBE PAFOIIIHE BAIIM 3HAHH I JIEKCHKH TOH IUTH HHOH TeMAaTHKIH.
http://www.learnenglish.de/
Ha caifTe BBI MOKETe HAIlTH (PISII-KAPTOUKH B 3IEKTPOHHOM BHIE H VUHTh AHTIIMIICKHE CIIOBA OHIIAIH:
MPOTPECCHBHO H yHoOHO. BaM ITpeararoT TPH 3Talla H3YYEHHA HOBBIX CIOB. CHayama BBl ITPOCTO
CMOTPHTE Ha CIOBA H CTAapaeTech 3allOMHHTE HX IIPH IIOMOIIH acCOIHAIHH ¢ KapTHHKOI. IIoToM BaM Ha
HEKOTOpOe BpeMd IOKA3BIBAKOT KAPTHHKY, a BEI IIEITAeTeCh BCIIOMHHTE CIOBO. Ha TpeTheM 3Tale BEI
TeCTHPYETE CBOH 3HAHHUSA ITHIIHTE PAAOM ¢ KAPTHHKOH CIIOBO HA AHTIHIICKOM T3EIKE.
http://englishspeak.com/
[TpeacTaBiIeHO HECKONBKO Pa3/elIOB Id H3y4yeHHI HaHOoIee YIOTPeOAeMBIX CIOB, a TAaKAKe Pa3delbl C
Pa3rOBOPHBEIMH (ppazami, T'Je BBl MOKETE YUYHTh HOBBIE CIIOBA B KOHTEKCTe. Bce cCIOBa 0O3BYUEHEI
HOCHTEIIAMH, YUHTe HX H IIOBTOPAITE 3a JUKTOpOM. llocie sToro mepexomure B paszen 1000 Most
Common English Phrases. 31ecs BBl MO&KeTe H3y4YaTh HOBBIE CIIOBA B KOHTEKCTE.
http://freerice.com/
3[ech BaM JArOT TOIBKO OJHO YIIPakHeHHE: HeOoOXOMHMO yKa3aTh, YTO O3HAYAET TO WIH HHOE CIIOBO, IIPH
3TOM IIpeyIararT 4YeThIpe BapHaHTa OoTBeTa. To ecTh (paKTHUECKH BaM HYXKHO IOHO0paTh CHHOHHM K
CIIOBY.
O0benuHsiiTe ciioBa Mo TeMarnke. OOBMUHO XOPOIIO 3allOMHHARTCA T'PYIOBI CIOB, OTHOCAIIHUXCA K
omHoil TeMe. IloaToMy cTapaiiTeck pa3OHTh CIOBAa Ha TPYIIEI IO 5-10 IITYK H YUHTh HX. OQQEeKT
Pectopdda: yemoBeuecKHil MO3T H3 IPYIIEI OOBEKTOB JIYUIlle BCETO 3allOMHHAET TOT, KOTOPELI 4eM-TO
BBIZIeNAeTCA. M CIonb3yiiTe 3TO IMonokeHHe ceOe BO Omaro: B IPYINOIY CIOB OJHONH TeMATHKH «BHEIPHTE
UyKeCTpaHI[a» — BIMIINHTE CIIOBO HECBI3aHHOH TeMaTHKH. Harprmep, yumTe cIoBa o TeMe «OPyKTIED»,
n00aBbTe K HHM OJTHO CIOBO ITO TeMe « TpaHcIiopT», BalllH 3aHATHA CTAHYT ellle 3P deKTHBHEE.

TeMaTHUYeCKHHA CJIOBAPb
[TpencraBimger coboil TeTpagp MHIH OIOKHOT 1A

TeMaTU4eckun cnoBapb
3AIIHCH BAIllEro OYIYIEro CIOBAPHOIO 3amaca —

—— AN lexical notebook. Taxkyr TeTpaaps HYXKHO cpa3zy Ke
Ei:: pa30HTh 10 TeMAaM, HalpuMep: paboTa, efa, UyBCTRA,
S oo ABINEHTLIOBMNCA woothor Dry ) Wet weather . YACTH Tela M T. II. Ha Kaki0e CIOBO KeTarelbHO
__ ;,.—1_*:. . BHEHPDHTG[",HM“HC% OTBOMHUTH 1 CTpaHHIy HIH XOTSA OBl IIOTOBHHY — B
2C0000043E9ABBBY52205E 7BA500060000043E
BnanencElFMiletreainer forecost 2 nooctios noeoda 3aBHCHMOCTH OT opMaTa TeTpaji H BeTHUIHEI
Weather station — memeocmaHyURA BaIllET O ITIOYEPKA.

19798 807RIEPHN ABARRS — Heaaxcro cobr wyacmaoaare

Weather permitting — npu bnozonpuAameyold no2ode

n%ﬂm

The weather can change quickly



Ec CcI0BO HMeeT HECKOIBKO 3HAueHI i, KelaTelIbHO HammicaTh 3-4 PpasHBIX OIpejielleHHA
TpaHCKpHIIA — 110 KellaHHI0, €CII BaM YI00HO ee uHTaTh. OlpejlelleHHe CIIOBA HAa aHTIHIICKOM A3bIKe
— YMECTHO, €CIIH Balll YPOBEHb 3HAHMA CPEeIHINI H BBHIIE. Tak BBl 3a0JHO BEIYUHTE €Ill¢ HECKOIhKO
TONIE3HBIX CIIOB M3 ompedeneHid. CaoBa, codeTarolHecs co cioBoM (collocations). IlocmoTpuTe Ha
KapTHHKY C IIPHMEPOM, TaM BEI BHJHTe ciaoBocodeTaHHd bad weather, hot weather, weather forecast u T.
1. OTH BEIPAKEHHA IYUIlle 3allOMHATCA BaM, YeM JIBa OTOPBAHHBIX ZIPYT OT Jpyra cioBa. K ToMy x&e, B
He OImMOeTech B cOUETAaHHH CIOB. HeCKOIBKO IIPHMEPOBR VIIOTPeOIeHHI 3TOTO CIIOBA B ITpeIOKEHHII,
IIpHYeM KelaTelbHO HammcaThk XO0Td OBl II0 OJHOMY IIPHMEPY Ha KakOoe 3alliCAHHOE OIlpejeeHHe
caoBa. CHHOHHMEI M aHTOHHMEI K CIOBY. I i OMEI ¢ yioTpe OleHHeM 3TOr0 CIOBA, €CIIH Balll YPOBEHb He
HIKe Intermediate H BRI coOHpaeTech IIOIONHHTEL CBOIM CIOBApHBOL 3allac ITONE3HBIMH SPKIMI
BEIpaKeHHAMI. Ho HYXHO IIpPHIAEePAHBATHCSA MePHl, HE CTOHT BEIIMCEIBATH BCE HIAHOMEI, KOTOpPEHIE
CBS3aHBl C BaIllHM CIOBOM. J[ocTaTouHO OJHON WIH IByX. KapTHHKa — 110 KelaHHr0. HeKOoTOphIM
THOIAM IIOMOTaeT TaKoil IpHeM: IIPH H3YYeHHH CIIOBAa OHH PHCYIOT KapTHHKY K HeMy. Tak JIeKCHKa
HAUuMHaeT acCOIMMPOBATELCA C OIPe e IeHHBIM BH3YallbHEIM 00pa30oM H 3aIlOMHHAE TCA IIPOIIIE.
PucyiiTe mind map (HHTe/IEKT-KapTy). DBEI JeTKO BREIYUHTE AHTTIHIICKHE CIIOBA OJHONH TEMATHKM,
€CIIH HapHCyeTe HHTeIUIeKT-KapTy IiH mind map.

Y - Takas cxeMa HATJIATHO MOKA3KBAET, K KAKOH TeMe
\ __‘/ OTHOCHTCA CIIOBA. A TIOKA BEI €€ PHCYeTe, JTeKCHKA
e r 7“5 OTIIOKHTCS B TIAMSATH.
\ — = Gl OopamraiiTe BHHMaHHe Ha MNPHCTABKH H
E— - —ﬁ_ - |
— | _- Bo BpeMd UTeHHs 3a0CTpsiiTe BHHMAHHE HA TOM,
N / f S KaK IIPH IIOMOILNM IIPHCTAaBOK H CY(QHKCOB

00pa3yrTCSA HOBEIE CIIOBA H3 ViEKE€ 3HAKOMBIX BaM.
OTO IIOMOKET BaM «IIOUYYBCTBOBATH» A3BIK. IIpH
IIOMOIIH 3TOr0 IIPOCTOTrO ITpHeMa BO BpeMd UTeHHA BH Oy/eTe H3yuaTh CIOBOOOpa3oBaHHe, ITOIMeETe
TIPHHIMITEI IIOCTPOEHHA HOBEIX CIOB. BIIOCIEICTBHI 3TO IIPHT OJHTCA BaM. BCTPETHB HE3HAKOMOE CIOBO,
BEI CMOJKETE JOoraJarhCca O ero 3HAUeHHH Oe3 CIIoBaps, HCXOJId M3 KOHTEeKCTa H CROEro OILITA.

HaiiguTe (ppaszoBble raarobl. H3ydeHne (pa3oBbIX ITTarolIOB B OTPEIBE OT KOHTeKCTa OeCIIONe3HO: 3TH
CJIOBA HE IEPEBOIATCA KaK OOBIUHEIE I'IIaroikl. HaiiiTe HX B TEKCTE, BHIIMIIITE cede IIpeIOKEeHHE C
()pa30BEIM IIIArOJIOM, IIOCMOTPHTE, KaKYIH POIb OH BBOIONHAET B TeKcTe. IIompolyiiTe COCTAaBHTEL eIle
HECKOIBKO TMOMOOHBIX IPEUIOKEHHII, HO VA€ OT CBOEro IHI[a. Tak BEI BRIVUHTE HOBYIO JTEKCHKY B
KOHTEKCTE H He 3allyTaeTech C €€ YIIOTpeOIe HHeM.

Hcnonb3yidTe CJ10Bapb CHHOHHMOB. BEI MOKeTe [OIIOIHHTH CBOK HHTEUIEKT-KapTy WIH OOBIUHBII
CIIOBaph CIEAVIOIHM oOpa3zoM. Haxoaire CHHOHHMEI K HOBEIM CIIOBaM H ITHIIHTE HX PAJOM, IIPH 3TOM
CpeH HHX JTOTAKHO OBITH XOTA OB 1-2 3HAKOMBIX BaM CIIOBA, TOTJA 3allOMHHTE HOBYHO JEeKCHKY OyieT
mpolre. MOKHO 3a0HO BBRIIINCHIBATE H AHTOHHMEI, HEKOTOPHIM IIOIAM YAOOHO VUHTH Ccpa3y TaKHe
TPYIOEI CIOB. HallTH CHHOHHMEI H AaHTOHHMEI K CIOBaM BaM IIOMOXKeT ciaoBapk Meiriam-Webster
(http://www.merriam-webster.com/).

Onumure KapTHHKY. [lompoOyiiTe mepecka3aTs TEKCT, TIIAA HA IUUIFOCTPAIIE0 H HCIIONB3YS HOBEIE
caroBa. He oOsg3aTelbHO YeTKO IIPHAEPKHBATHCA CHOKETHOIH IIHMHII, ITTaBHOe — 3aJlefiCTROBATh Kak
MOKHO OOIbINE HOBOH JIeKCHKH. TakHM HeXHTPBIM CIIOCOOOM MOMKHO JIeTKO PACIIHPHTEL CIOBAPHEIIT
3aIlac aHIJHIICKOr O A3BIKA.

CocTraBbTe HOBBIiIl paccka3. Ilocie H3yUeHHA He3HAKOMBIX CIIOB ITOITPoOyiiTe COCTAaBHTh CBOI paccKas,
HCIIONB3YA BCH0 HOBYVIO JIIeKCHKY. EcCI BRI He IHOOHTE IIPHIYMBIBATH HCTOPHH, MOKETE ITPOCTO
IepecKa3arh TO, YTO IIPOUHTAIH, HO C HEKOTOPBIMH H3MeHe HHAMH. [IYCTh ITOTOKHTENBHEIN TePOi CTaHeT
OTpHIATEIBHEIM H HA00OPOT.

AIrnChEIr | Sala Curtains
5 F 5 - J

2.3. CamocTofATe/IbHAA padoTa HAJ IPAMMATHKON HHOCTPAHHOI O A3bIKA
JaHUMaliTeChb Ha 00yYalONIHX caiiTax:
http://learn-english-today.com/
Kparkoe aHTIOA3BIUHOE ITOCOOHE IO rpamMMarike. HecMOTpA Ha TO, UTO BCA HH(OPMAIHA IIpe ACTABIEHA
Ha aHTIIHIGKOM EA3BIKE;VCORETYEM IIOIPOOOBATh YUHTH TPaMMAaTHKY Ha 3TOM pecypce: Bce IIpaBHIa

» IIBJI!EJ']I'I{BI—]:E:?[l %ﬁ%%ﬁ%&ﬁjﬁﬁg JII[H.I]-IEII TEOPHH.

_.'.,http ﬁwww englvphlem ner.com/

CallT ¢ TeCcTaMH II0 I'PaMMATHREE JJIHd HAYHHAKIIHX Ha AHT TTHIHCKOM S3BIKE. HDHPD@ﬁITE l'[pr]fTII TECTEI C

- HDMETEDII BEgl]]]lEI' B HI[}'{ 3alaHHA OPHEHTHPOEBAHEL HA HAYAIILHBIH YPOECHB 3HAHHI.



http://englishteststore.net/

http://acendaweb.org/

JIBa IMMOXOKHX AHITTOA3BIUHBIX CcailTa ¢ TeCTaMH IT0 IPaMMATHKE HA QHTTTHIICKOM ST3bIKE LA HAUHHAFOIITHX .
PaboTaiiTe ¢ HIM aHATOIHUHO: BROIONHMITE 3aJaHHA 110 TeM TeMaM, KOTOphIe ViKe H3YUILIH, pa3OHpaiite
OLIMOKH H IIPH He 00XO0 JHMOCTH IIOBTOPSIITE TEOPHIO.

IIpaKTHKYHTECS.

¢ [lepeBoJuTe TEKCTHI C PYCCKOrO HAa AHTIHIICKHII, BBEOIONHANTE YIIPaKHEHHS H3 yUyeOHHKA H
HTepHeT-pecypcoB, CcTapaiiTech dalle VIIOTPeOIATH pazHooOpa3Hble TI'pPaMMAaTHUeCKHE
KOHCTPYKI[HH B Pa3rOBOPHOH peud. J[OBeHTe HABBIK HX HCIIONL30BaHHA JI0 aBTOMarH3Ma. He
OTpaHHYHBAHTECh IIPHMepAaMH H3 OJHOro YyueOHHKA. IIpHIyMBIBaiiTe CBOH IIPHMEPHI
yIoTpeOlIeHH apTHKILA, BpeMeH, aKTHBHOT'O H ITAaCCHBHOT O 3aJI0TOB, a TaK/Ke IIPOXOIHTe OHJIAH-

TeCTHl Ha pPa3HeIX caiiTax. MHOro pa3HoOOpa3HEIX TECTOB MOKHO HaiiTH Ha caiiTe
http://esl . fis.edu/.

e He oOsa3aTemmHO B}ﬁpI[TL HAH3YCTE IIPABHIIA B TOM BHJIEC, B KAaKOM OHH IIPEIACTABICHEL B
}“IE@I—HII{E, I'TABHOE — IIOHATE H 34lIOMHHTE IIPABHIIBHOC }*T[DTPE@JIEI—HIE TOH HIIH HHOH

KOHC TPYKI[HI.

¢ 3aMeuaTelbHBNI cailT http://www.engvid.com/ IpeiaraeT BaMm IIpeKpacHBIE BHIEOPOIHKH,
KOTOpPEIE ITOMOTarT pa3zolparbcd ¢ IpamMMarHKoil. HecOMHEHHOe IIPEeHMYILECTBO pecypca —
JIerkasd Imojauya Marepraia H 00bACHEHH I HOCHTEN el a3bhIKa.

e IlompoOyiiTe monk30BaThCA ciaopapeM http://www.lingvo.ru/. OH IIpHMeUaTeleH TeM, YTO HaeT
IIPHMEPHI HCIIOIB30BAHHA CIIOB, HO BBl MOKETE HCIIONB30BATh €r0 IO-ApyroMy. Hampumep, B
yurte Bpemsd Present Continuous: BReIHTE B OKOIIKO IIporpaMMel “I am writing” (MOXHO IIr000I
APyroi yacTto ymoTpeOmdeMslii rimaron). IIporpamma TYyT &e BBIJACT BaM HECKOIBKO COTEH
IIPHMEPOB, COMEPKAINIX 3TH CIOBA. Tak BbI YBHIHTE, B KAKOM KOHTEKCTE, C KAKHMI HapeUrsIMH,
B KaKHX CIIy4adx yallle Bcero yrnorpediraerca BpeMd Present Continuous.

¢ MOKHO VUHTh I'PaMMATHKY B CTHXaX, PH(QMOBaHHEIE (POPMYIHPOBKH JIE€TKO 3allOMHHAOTCAL
[TompoOyiiTe BRIVUHTEL HEITPABIUILHEIE TJIArOIEl AHTTIHIICKOTO A3BIKA II0 3a0aBHBIM ABTOPCKHM
CTHIIIKAM, 3TO HE IIPOCTO JIETKO, HO EIIE H BeCeIo!

e I3yuenne mo0oil rpaMMaTHUECKOH KOHCTPYKIIHH HAUHHAETCA C TOTO, UYTO MBI JIOJKHBI HAaiiTH
(ITpouHTaTh, VCIBIOIATE) OIHCAHHEe 3TOH KOHCTPYKIHH, TO €cCTh Vy3HaTk, 4YTO OHA
o3HayaeT. O3HAKOMHEBIIICE C €€ 3HAUEHHEM H ITOCTPOEHHEM, MBI JOJUKHEI €€ 3aIIOMHHTL. [
3TOTO HaM He 0OXOMIMO BEIIONHUTE OIIPEJIeIeHHbIE VIIPAKHEHIA HA MeXaHIUeCKOoe 3aKpellIeHHe
3TOIl CTPYKTVPEL, TaKk Ha3bIBaeMble «JIPHIIILI» (OT aHITHIICKOro ciaopa “dril”, 4Tro o3HadaeT
« TPEHHPOBOYHOE VIIPAXKHEHHe» / «IIpakTHyeckad oTpaboTkay» ). ITocme THHiT 1ar - 3To oTpadoTka
BRIYUEHHOI I'PaMMAaTHUYECKOH KOHCTPYKI[HH B peuyr. be3 3TOTo IIara Hairle 3HaHHe KOHCTPYKI[HI
OCTaHeTCA TOIbKO Ha OyMare.

2.4. CamocTofaTe/lILHadA padoTa HAJ ayJIHPOBaHHEM

CaymaiTe pa3JIH4Hble ayTHOMATEPHAJLI PeryJaspHO.

Cuyimaiite ayIHOYPOKH, ITOIKACTEI, IIECHH, CMOTpPHTEe (HIBMEI H CepPHAIBl HA AHTIIIICKOM A3BIKE

(OpHeHTHPYIHTECH Ha CBOIl YpOBeHb 3HaAHMII). ['maBHOoe — ImoAo0paTe VBIeKaTeIbHBOI IId celdd

MmarepHan. IlompoOyiiTe MmpoOyaHTE B cebe HHTepec, IONIOOHTE ayIHpPOBAHIE, TOTHAAa 3aHHMAThCH HM

OyJeT HaMHOTO ITPOIIIE.

H3yyaiiTe aHTJIHIACKHHA A3BIK M0 (PUHIABMAM H cepHaJaM - 3TO JOCTABHT BaM MAacCy VIOBOJLCTBHA H

TIOMOJKET ITOHHMATh aHTIIIICKIOT A3BIK Ha cIIyX: https://ororo.tv/en u https://show-english.com/

CaliTel c ayqHO3amH CAMH:

- http://www.eslfast.com/ B kaxaoM pa3fene ecTh TeMaTHUeCKHe IToapa3/iensl. BeiOmpaiite HeOOIbIImHE
HCTOPHH IIH JHAJIOCH HA Pa3TOBOPHEIE TeMBI, OTKPBIBAITE COOTBETCTBYHOINYIO CTpaHHIy. B
OTKPHIBIIIEMCA OKHE B BEPXHEH YACTH 3KpaHa BBl YBHIHTE ITAaHEIb VIIPABIEHHI ayIHOIIPOHT PEIBATEIEM,
a HIKe BaM OVIeT ITPeICTaBIeH TEKCT.

- http://www.esl-lab.com/ Ha caiiTe ecTh HeCKOIBKO pa3/eloB. IlepBEIl, KOTOPENI CTOHT H3VUHTh, —
General E&%ﬁ%%‘?ﬁ B HeM ecTh MaTepHalbl TpeX YPOBHEH: JIEeTKHil, CpeIHINI, CIIO/KHBII.
BEIOHpAITE HOAXOIAMICRAM H OTKPEIBAITE YPOK 110 3aHHTePeCOBABIIIEI Bac TeMe.

cepmbuah g RNV tAIKE AR ST Comi/listéning/listen.aspx  YPoKH IIpefCTaBIeHBI IS TpeX YPOBHEH 3HAHMIL:

E:.|-'I.'|'-.”'-.-l._- LieDayxoed iITeAHA SAJ1EeKCAHOPOBHS - —
0Aa30BBIH, CPEJHHI H IIPOJBHHYTBIH. TemaTHKa Pa3HOOOpPa3sHad, B OCHOBHOM ITPEJACTABIIEHEL JHAIIOI'H H3
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KIBHH. 3 5THX IMOA0OPOK He JMIMHHM OyJeT 3allOMHHTh ITapy OecATKOB (pa3 — BCe OHH
HCIIONB3YVIOTCA B COBPEMEHHON aHTTIHIICK O peur.

CaiiThl C MOJKACTAMH HAa aHIJIHCKOM: [o0aBbTe cebe B 3aKIAIKH H ITOCEIaiiTe XOTA OBl ITapy pa3 B
Henemro: http://www.audioenglish.org/,
http://'www .bbc.co.uk/worldservice/learmineenelish/egeneral/sixminute/,
http://learnineenglish. voane ws.com/programinde x.html,
http://www listen-to-enelish.com/inde x.php?cat=podcasts,
http://www .dailyesl.com/,
http://www .privateenelishlessonlondon.co.uk/catecory/learn-english-online.
CHauana ciIyIilaeM KOpPOTKHe OOVUaroIlie ayIHo3alliCH B Me JIEHHOM TeMIIe, II0OTOM IlepeXoainM K Ooliee
CIIOJKHEIM, IlepellalOIHM ecTeCTBeHHYVI0 peub. BE Vy3HaeTe 0COOeHHOCTH ITPOH3HOIIEHHS 3BYKOB,
IIOCTAHOBKH VJApeHHA B CJIOBaX, HHTOHAI[MH, PACCTAHOBKH IJOTHUECKHX IIay3sl H yIapeHHIl.
CoBpeMeHHBIE  IIOAKACTHL  O3BYUHBAKTCA  HOCHTEIAMH  M3bIKA —  OOBIUHBIMH  JIFOJIb MM,
pa3roBapHBAIOIIMMH T'PaMOTHO. BEI cMOXKeTe 3allOMHHTE ITONIe3HbIe (ppa3bl H HCIIOIL30BaTh HX B CBOEH
peul, 3Hag, 4YTOo cOoOeceTHHK-HHOCTPaHEeI[ TOUHO ITOMeT Bac. BRI IIPHBEIKAeTe K pPa3HBIM aKI[eHTaM B
AHTTIHIICKOM fA3bIKe. CHayama peus HEKOTOPHIX HHOCTPAHIIEB ITOKAKETCHI BaM CTPaHHBIM HAa0OpPOM 3BYKOB.
OpHako ecIH BRI OyJeTe 3aHHMAaThCcA IIO0 TAKHM ayaHodaiimaM ITOCTOSHHO, ITOCTEIIEHHO CMOJKETe
IIPHBLEIKHYTE K OONBIIMHCTBY aKI[eHTOB H OyaeTe Oe3 TpyAa IMOHHMATh HHOCTpaHIleB. YTOORI 3HATH, B
KaKHX CIy4adx IpHeMiIeMO VIIOTpeOlleHHe TOTO0 MWIH HHOTO CIOBA, CIVIIAHTE IIOIKACTHI
COOTBETCTBVIOIIEI TeMATHKI. Harpimep, BRI H3VUHIN TeMy “ Shopping’, HaiiguTe ayIHo HA 3Ty TeMY H
CIyIIaiTe, KaK HOCHTEIH T3hIKAa HCIIOMB3YVIOT H3YUeHHBIE BaMH clIoBa. [13 ayaHo3alicH BHI ITOIMETE, C
KakKHMH CIIOBAMH cOueTaeTCAd HOBasd JeKCHKa, B KaKOM KOHTEKCTeé OHa HCIOIh3yeTcad. Bo Bpemd
IMTPOCTYIIMBAHHA ITOJKAcCTa BhI y3HAeTe, B KaKOM KOHTEKCTe H KaK HMEHHO HCIIOIb3YeTCA TO HIIH HHOE
BpeMd IIH acIeKT IpaMMAaTHKH. BIIOCIe ACTBHH BRI CMOKETe CAMOCTOATEIbHO COCTABHTD IIPe IO KEeHI,
AHAIIOTHUHBIE YCIIBIITAHHBIM.
Haiigure aaa cedbs onTHMANbHBIA cmocod padorbl ¢ moakacroM. CIIyillaeM ITOAKACT H ITbITAeMCH
TOHAThF MAaKCHMYM HH()OPMAIIH M3 Hero. ECIM 3TO TPYIHO CJeiarh, MOIPo0yiiTe VIOBHTE OCHOBHYIO
MEICIIb 3aITHCH. Haxo M TeKCT ITOJIKacTa, YHTaeM ero, BEOTHChIBaeM He3HAKOMBIE CIIOBA H KOHCTPVKIHH.
PazbmpaeMca ¢ He3HAKOMOH BaM JIeKCHKOH H I'paMMATHKOI Tak, YTOOBI BRI TOYHO IIOHSIH KaikKoe
IpeIoKeHIe TekcTa. CHOBA BKIIFOYAEM ayIHO03allHCh H IEITaeMCcA YIOBHTE Ha CIYX yKe 3HAKOMELL BaM
TeKCT. [Iepecka3siBaeM YCIBIIIAHHOE, cTapasdch IIOApaKaTh peuH AHKTopa. PaboraiiTe ¢ He3HAKOMBIMH
CIOBAaMH H TpaMMaTHUECKHMH KOHCTPYKIAMH. BEODICEIBaiiTe IIpeIIOKEeHHS C He3HAKOMBIMI BaM
o0opoTaMH H CIOBaMH, pa3z0mHpaiiTech, ITOYEMY HCIIOIBL3VETCS HMEHHO TaKOe CIOBO HIH KOHKpPeTHad
KOHCTPYKIHA. IIocae aToro momnpoOyilTe COCTABHTh HeCKOIBKO ITOXOKHX IIpeoKeHH. Kak TOIBKO BHI
Hayalld XOPOIIO ITOHMMAaTh ITPOCTHIE ITOJKACTEL, IlepexouTe Ha Oollee CIIOKHBIE, ¢ OBICTPHIM TEMIIOM
peurt, OOIBIIel IPOJOIAHTEIFHOCTEH H HOBOIT JIEKCHKOII.
YT0OH y3HATH, HACKOILKO XOPOIIO BEL CTATH IIOHHMATh aHTIHIICKIIL Ha CIVX, H IIPOBePHTEL CBOI HABHIK
IPABOIMHCAHI, IIOCETHTE OJIHH H3 CAiiTOR C OHJAAH-THKTAHTAMH Ha aHTIIIICKOM S3BIKE:

http://www .dictationsonline.com/

http://www .rong-chang.com/eslread/eslread/dict/contents.htm

https://www.enelishclub.com/listening/dictation.htm

http://breakinenewsenglish.com/dictation.html

http://www.learnenglish.de/dictationpage.html
JaHuMaiiTech M0 AayJHOKHHraMm. AVIHOKHHTH— OTIHYHBLOI pecypc UId Pa3BHTHA HaBBEIKa
ayIHPOBAHHA. BO3bMITE TEKCT 3aIlHCH H YHTaiTe ero mpo ceds MmapamielbHo ¢ JUKTOpoM. MHHYT depes
10-20 BB IPHBEIKHITE K TEMITy PeUH H TOIOCY CIDIKepa, BaM Oy/eT Jerde pacIiio3HABaTh CIOBA Ha CIYX.
3aKpoiiTe TeKCT H CIVIIaiiTe ayaHo3armick. MoxeT ObITh, BE He ITOIIMeTe KakJd0e CIOBO, HO 3aMeTHTE,
YTO YIIAaBIHBaeTe OOIBIIYI0 YacTh TOr'O, UTO TOBOPHT JHKTOP. A eClIH CIyINATh KHHTY KaxkOeIH JeHb, TO
yepes3 HEeKOTOpoe BpeMd BHI OyeTe CIIOKOIHO oOXomuThcA Oe3 TekcTa. M crmomp3yiiTe Bce TeXHIUEeCKHe
TOCTHAKEHH S, HCIIOIB3VITe (PYHKI[IIO 3aMeJIEHHOTO BOCIIPOH3BeJeHHA UTOOBl YMEHBIIAiiTe CKOPOCTh
BOCIIPOH3BEIEHH, II0KA He CTaHeTe YIABIHBAThE Peub JHKTOpA.
- http://www .librophile.com/#!/audiobooks/popular/free
- http://wwwwveicesintiredark.com/content.php ?iContent=50
- http://fr SQEHE%*‘%%F&EBHEE%W
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2.5. CamocTOosATeIbHASA padoTa HA/l TOBOpPEeHHeM
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CepTv

Kak MokHO 4yalie oOmaiTech Ha AHIJIHIACKOM C IIpeIojaBaTelleM, OJHOTPYINIHHKAMH Ha Kypcax,
OPY3bAMI, H3VUAROIMMH SM3BIK, HHOCTPAHI[aMH. TaKk BEL CMOKETe VCIBOIATE KHBYHO» pPeub H
IIPHBEIKHYTE K TOMY, UTO AHTTIIICKHIH MOJKET 3BYYaTh ITO-PAsHOMY, Belb Y KaKkJOro UeIOBeKa CBOE
IIPOH3IHOINEHHE, aKI[EHT.

YuHTech AYMATh HA aHIJIHIICKOM si3blKe. Korja umnraere WD CIyIIaeTe KaKoil-HOO TeKCT, He HYAKHO
MBICTIEHHO IIEPEBOHTH €r0 HA PYCCKHIT M3BIK. B a/KHO BRIOHPATh HHTEPECHYIO 1A BaC HH(OPMAIIHEIO: BEI
VBI€UeTeCh IIOBECTBOBAHHEM H He OyeTe OTBIEKATHCA HAa JOCIOBHBIN IIEPEBOT.

O0A3aTeFHO IIPOr OBAPHBANTE CBOH MBICIH BCIIYX: OT OAHHX MBICIIEH TOBOPHTH HEe HAYUHIILC A, HO eCIH
BRI 3aBeJleTe IIPHBEIUKY PeTYIAPHO AyMaThk HAa aHTIIICKOM, TO M TOBOPHTE BRI HA HeM CMOXKeTe, KaK Ha
POITHOM SA3EIKE.

PasropapuBaiiTe ¢ KeM-HHOyAb. HammpuMep, pacCcKaxHTe CBOEMY OTPaKeHHIO B 3epKaje, Kak y Bac
Jea, UTO IIPOH3O0IILIO 3a JeHb. BO3MOKHO, IIPeIOKeHIe IIOTOBOPHTE € 3ePKaAIOM ITOKaKETCI CTPAHHEIM,
HO IIONB3BI IIPHHECET MHOTO. 3epKaao MOKeT ObITh IIyullle YeTOBeKa IT0 HeCKOIBLKHM ITPHUYHHAM. BEI
MOKETE CKa3aTh CBOEMY OTPAKEHIIO BCe, UTO XOTHTe H JAyMaeTe. Bel He OoHTech CKa3aTlh UYTO-TO
HEIPAaBIIbHO. OUeHh YacTO HM3YVYAOIHX A3BIK ITpecieAyeT CcTpaxX CHelarh OLMOKY. OTO IIPHBOTHT K
TOMY, UTO UEIOBEK HE TOBOPHT COBCEM. A C 3epPKaloM 3TOT CTPax YXOIHT: BPAL IH KTO-TO CTECHAETCA
CBOEr'0 OTPaKeHIA.

OnuceiBaiiTe KAPpTHHKH. Bo3pMmuTe mo0yi0 KapTHHKY. OHa MOXKeT OBITh CBA3aHA C TEMOil, KOTOPYIO
BBl H3y4YaeTe, MOKET OBITh HA OTBIEUEHHYI0 TeMy. IlocTapaiiTech OITHCaTh, YTO HA Heil H300pakeHOo.
["oBOpHTE BCE, UTO CMOXKeTe IIPHAYMATh: KTO H300pakeH, UTO OH JelaeT, KaKHe ITPeaMEThI BRI BH/IHTE,
€CTh IIH BTOPOCTEIIEHHEIE JIeTAIH, HPABHTC A BaM KapTHHKA IIH HeT. ECIH Balll YPOBEHE 3HAHHIT BEICOKIIT
H HABEIK TOBOPEHHS pPa3BHT XOPOIIO, aHATH3IHPVIHTE IIPOM3BeeHHI HCKYCCTBA. He CTOHT CHIBHO
BJABaThCA B IOAPOOHOCTH, HE CKOIBKHX IIPe [IOKEHIIT Oy e T MOCTaTOUHO.

JanucbiBaeM CBOHM rojoc. BriOepure Kakyro-HHOYIp OOIIEPa3’TOBOPHYIO TeMY, HaIIpPHMEpP pacckas o
Balleil TroOHMMOIl KHITe. BXIrournTe JUKTOQOH H 3aIMHIINTE CBOI roioc. ITociae 3Toro BKIKUNTE 3allHCh
H BHHMATEIBHO IIpochylaiite ee. OOpaTHTe BHHMAHHE, B KaKHX CIy4YasgxX Y Bac BO3HHKAET 3aMHHKA, TJe
BEl 3aTATHBAETE I1ay3y, HACKOIBKO OBRICTpadg y Bac peub, XOPOIINEe ITPOH3HOIIEHHE H IIPABHILHOE
HHTOHHpPOBAHHE. OOBYHO IIEPBBIE 3AINCH NIA H3YUAKOIMX AHTIHICKHIIT — HCIIBITAHHE He I
CTa0OHEPBHBIX: BO-TIEPBHIX, MBI He IIPHBBIKIH CIBOIATH Ce0S CO CTOPOHBI, BO-BTOPHIX, AHTIIOM3bIUHAA
peUs Ha IePBBIX CTYIIEHAX OOYUEHI 3BYUHT CTPAHHO H HEITOHATHO. MBI peKOMeHTyeM BaM B3ATh Ce0d B
PYKH (BCE C 3TOr0 HAYHHATIH) H IIPOAONKHTh ITOJOOHEIE 3aHATHA. A uUepe3 MeCAI[-IPYroil CpPaBHHTE
TEPBYIO H TIOCIEJHIE 3aIlCH: pasHIMIa OyJeT pasHTelbHad, H 3TO BOOAVIIEBHT Bac Ha ATbHEIIIe
IIOJBHTE B H3YUEHHH AHTIIICKOr O A3LIKA.

[TnmeM mocTel. ITompobyiiTe Hammcarh HEOOIBIION pacckas, HCIONb3YA CIOBA IIH (hpas3bl, KOTOPHIE
XOTHTE «aKTHBHPOBATE». ECIIH Balll YPOBEHE 3HAHHIL JOBOILHO BEICOK, BaM CKYUHO ITHCATh YUEHHUECKIE
VIIpAKHEHHA B TeTPAgKy, H BBl JABHO KakJeTe CBOEH MHHYTEHI CIaBEI, OTIIPABIAHTECH HA IIPOCTOPEL
HurtepHeTa. Jlemaiite 3amicuH B Twitter, Ha Facebook, Ha cTeHe BxoHTakTe, 3aBemuTe Onor. [lmamire Ha
AHTIIHIICKOM fA3BIKe KOPOTKHE 3aMeTKH, CTATEH C HCIIOIE30BAHHEM HOBEIX CIIOB.

Oob0maemca ¢ HHocTpaHiamMi. CoBeTyeM HAWTH Jpyra IIO0 IepeIlcKe Ha OJHOM H3 3THX CaiToB:
penpalworld.com, interpals.net, mylanguageexchange.com. IlminiTe eMy UIHHHBEIE ITHCBEMA, a IIEPef
OTIIPABKOH eIle W YHTAHTe BCIYX — IIONE3HO H A IPOH3HOIIEHHI, H 14 aKTHBAI[HH CIOBAPHOTO
3aIraca.

YUuHM HaH3yCTh CTHXH H IecHH. 3yOpekKa — 3aHATHE CKYUHOE, JPYIO€ [e0, eCIH BRI pa3yuHBaeTe
HHTEpPECHBIE BaM CTHXH H IIECHH HaAH3yCTh. OTO HHTEPECHO, IIONEe3HO A OOINero pasBHTHA H
oOorareHns CIOBAPHOTO 3araca. PH()MOBAHHEIE CTPOUKH 3alIOMHHAIOTCS JIETUe OOBIUHBIX TEKCTOB, TaK
YTO H HOBAd JIeKCHKa OBICTpee OTIOKHTCA B aKTHBHYIO YacTh BAIIETO CIIOBAPS.

2.6. CaMocTofATe/IbHAA padoTa HAJ YTeHHEeM
ITapajiielbHOe UYTE€HHEe — 3TO0 UYTeHHEe OJHOTO H TOrO Keé TeKCTa Ha [BYX A3BIKAaX. POJTHOM H
H3yuyaeMOM. TeM, KTO TONBKO HAyal VUHTh AHTJIHIICKIIT, HET CMBICIA YHTATh IapalIelbHbIe TEKCTHI. BEI
IIOKA He CMOJKeTe COIIOCTABHTE I'PaMMATHUECKHE KOHCTPYKIMHH H YACTH Peul B pa3HBIX M3EIKaxX. I[IoaToMy
HoXKIUTEeCh XOTA Ol YpoBHA Elementary, oCBOITe OCHOBEI T'PaMMATHKH H TOIBKO IIOTOM ITPHCTYIIANTE K
UTeHHI0. KanoroImKe/BMCHOCTHIIH YPoBHA Intermediate, mepexoauTe K UTEHIEO0 KHIT IIOMHOCTHIO HA

ﬂHHIHIQﬁI%ﬂ?E%E@g Hﬁ% gﬁi?fﬁ{ﬁTg 6HTI: KdK aJallTHPOBAHHAA JIHTECPATYpPa, TdAK H KHHIH B OpPHI'HHAJIE.
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nmporpamMmaMi ¢ TexHomormeii Text-To-Speech, Hampmmep http://neospeech.com/. B OKOIIKO MOKHO
BBECTH IHOVIO (¢pa3zy, H IIporpaMMa O3BYUHT €€ TOIOCOM HOCHTEId SA3BIKAa C ITPABIUIBHEIM
ITPOM3HOIIIEHHEeM H HHTOHAaIHell. YmnTaiiTe ¢pa3y Ha PyCCKOM H COIOCTABILLITE C IIpeIoKeHHeM Ha
AHTTIIICKOM UTOORI pa3zo0parkca B CTPYKTYpPE ITpeIokeHHd. Tak, BE IIpounTaeTe pa3y Ha PycCKOM H
ABTOMATHUYECKH OVyIeTe COIIOCTABILITE AHTIHIICKHE CIOBAa C PYCCKHMH, pa30HpaTkcI B CTPYKTVpE
MIPeII0KEHH I, 3TO IIOMOKET BaM PA3BHTE UYBCTBO A3BIKA H A3RIKOBYIO JOTAIKY.

Bribepnte yaoOHBIe pecypchl: https:/sites.google.com/site/aglonareader/home/lang-ru ITporpavmmy s
YTeHHA IapalielbHOr0 TeKCTa, a TakKe IPIUIOKEHHEe MOKHO cKauark OecIUIaTHO. DTO HHTepecHasd
pa3paboTka, KoOTopad IIOACBEUHBAET COOTBETCTBVIOIHE OTPHIBKH B ITApalelbHBIX TeKCTax.
https://studyenglishwords.com/ - OecIUIaTHELT caiiT, HA KOTOPOM MOKHO UHTaThk IlapajUleIbHbIe TeKCTBI
Ha aHTIHIICKOM S3BIKE, COXPAHATH CIOBA H3 HHX B COOCTBEHHBIN 3IIeKTPOHHEBLI CIOBAPHK H YUHTH B
cBOOOTHOE BpeMi.

YTeHHne BCIYX HA AHTJIHIACKOM fA3bIKE:

1. UHTainTe MeJIEHHO, UETKO H BRIPAHTEILHO IIPOrOBAPHRANTE KaXK/OBIH 3BVK H KaXJI0e CIIOBRO, NelailTe
nmay3el. Eci BEI OyJieTe THAThCA 3a CKOPOCTBI), TO MHOLOIO He J0OheTech. J[ake eCIIH CKOPOCTh BEI H
HapaboTaeTe, TO IPOH3HOIIEHHE, HHTOHAI[HA, KpacHBEIE 3BYKH — BCE 3TO ViieT B HHKyma. J{imd
BHIPA3SHTEILHOH PeUl B IIEPBYIO0 OUEPETs HYAKHO XOPOIee ITPOH3HOIIEHHE H IIPABWIbHAST HHTOHAIlHA. A
CKOPOCTH ITOABHTCA CO BpeMeHeM cama, OHa HapadaThIBaeTCA ITPAKTHKOI.

2. IlpoumnraiiTe TeKCT H TOIBKO ITOTOM HIIHTE HOBEIe cloBa. He 3a0pIBaiiTe, YTO IIPH UTEHHH BCIVX
ORIBAaeT CIOKHO IIOHATE COJepkaHHe TekcTa. CHadyala IIOMHOCTRI0 UYHTaliTe TeKCT, He oOparmasd
BHHMAHHA Ha HE3HAKOMEBIE CIIOBa. CTapanTech YVIOBHTE TIABHYIO MEICIE H IIOHATE, O UeM TeKCT. Ilocme
TOTO KaK BRI IIPOUYHTAIH IEPBEOI Pa3, MOKHO y&e padoTaTh ¢ HE3HAKOMBIMH CIIOBAMH: HCKATh 3HAUEHIT
B CIOBape, CMOTpeTh, KaK IIPpOHM3HOCATCA. YUTOOR pacIMpHTE CIOBAPHBIN 3allac, y4HTe HOBEIE
BRIPAKEHHA, TIOBTOPSIITE CIOXKHEIE H TPYAHOIIPOH3HOCHMEIE clIoBa. UYTOORI BaMm OBLUIO Jerde UHTaTh,
HeOoOXOMIMO BEIOHPATh KHHTY, COOTBETCTBYHIOIIYIO BAIlleMy VPOBHEO 3HAHHIIL.

3. OOparraiiTe BHIMaHHe Ha I'paMMAaTHKy. Unrad mpo ceGA, MOKHO Oerao IIpOCMOTPETh TEKCT, He
BIABASICH B ITOAPOOHOCTH COJepKaHHA. UHTasg aHTIIDICKHI TEeKCT BCIYX, BEl HIKYJAa He TOPOIIITECS,
I03TOMY MOKETEe YBHAETh, KaK VIIOTpeONAr0TCA BpeMeHa H apTHKIH. To eCcTh BH 3allOMHHAaeTe
IIPABIUIBFHEIE MOJIETH HCITOIB30BaHHA I PaAMMATHYECKHX ITPABILII.

4. Yutaiire He MeHbIlle 10 MHHYT B JieHh. Pazymeercd, dyem Oolbllle BEl OyJleTeé UMTaThk BCIYX Ha
AHTIIHIICKOM A3BIKE, TeM JIyullle. OIITHMATRHBROI BapHaHT — 30 MHHYT B JeHh. HO ecim JIHIIHETO
BpPeMEHH V Bac HET, CTapaiiTech BHIAEIATh XOTA OB 10-15 MHHYT. 3TO HY/KHO Kak pa3 LA TOTO, UTOORI
Ballla pedys CO BpeMeHeM cTana OBICTPOH H IITaBHOIL. BaM He HAJ0 IpHAYMEIBATE peub Ha XOIY, KaK B
pasroBOpe, BEl UHTaeTe I'PaMOTHO HAIMMCAHHBIN TEKCT H CIeAyeTe 3a XOIOM MbICIH. Ecimi BeI Oyiere
UHTaTh BCIYX HE MEHBINE Iodydyaca B JIeHb, TO Uepe3 MecAl-IpyroH 3aMeTHTEe, KaK CIIBHO
IpeoOpa3niIace Barla peys: 3BYKH CTAIH YeTKHMH, VIIUTH CIIOBA-IIapa3iThl H HEJIOBKHE 3aMITHKI.

5. YurailTe pa3Hble TeKCTHI. UHTallTe XyIOKECTBEHHBIE TPOH3BEIEHIA, CTHXIH, HAVUHEBIE ITYOIIKAIIH,
CTaThH B razeTax H KypHalax. PasHooOpa3zHEIe TEKCTHI IIOMOI'YT Pa3BHTh HABBIK UTEHII CO BCEX CTOPOH.
J1d Kax1oro TeKcTa OyIyT pa3HbIe TEMIIEI PeUl H ITay3bl, HHTOHAI[IA.

HNHTepHET-PECYPCHI:
http://www.rong-chang.com/nse/ 3TOT cailT MOOIIeT 11 3aHATHIT HAUMHAKIIIM C YPOBHEM Beginner
H Elementary. B ce TeKCTEI KOPOTKIE, B HIUX HCIIOIB3YIOTCSA IIPOCTEIE CIIOBA H 3lIeMeHTapHad IpaMMaTHKa
— TpH BpeMeHH I'pyroel Simple. ITompodyiite unTare XoTA Ol 2-3 TeKCTa ekKeTHEBHO, 3TO 3aliMeT BCETO
5-10 muHYT. TeMBI TEKCTOB pa3HbIe, YaCTO OHI IIPeJCTABILIIOT coOoi HeOoImIime ITYTKH. Bce cioBa
Imogo0paHkl TakHM oO0pa30M, UTOORI H3VUAROINI He IIPOCTO UMTANl TeKCTHI HA AHTIIIICKOM, HO H
PacIHpsl CBOIM JTeKCHUeCKHI 3armac. Tak, BRI CMOJKeTe BEIYUHTEL IIepBEIe ()pa30BEIe IJIarojbl, YacTo
yIorpebiadeMele CIIOBA H BRIpakeHHI. K Kak oMYy TeKCTY IIPIUIaraeTcsa ay JHo3alliCh.
http://www.english-online.at/index.htm 3TOT pecypc co3/laH cIleIfHATbHO A1 H3YVYAIOINHX aHTTHIICKHIT
A3BIK ¢ ypoBHeM Pre-Intermediate m Beire. TeKCTH He OUeHb JIHHHEIE, 3aTO HACBIIEHEI ITOTE3HBIMI
BEIpAKEHIAMH H CIOBaMH. CTaTrkH pPa3HOH TeMAaTHKH AaNallTHPOBAHEI CIIEIHATBHO QA YUall[HXCA:
HCIIONB3VeTCcd Handolee yacTo yiorpediseMad ITeKCHKA H HeClIOKHbIe I'paMMAaTHUecKHe KOHCTPYKI[HIL.
Ha Ja"HrIil MOMEHT Ha caiTe JOCTYIIHEI 9 UTeHHI HeCKOIBKO COTEeH TeKCTOB pa3HOH TeMaTHKH. Bce
OHH JIOBOJIEHO/MIHIEPEPHEIAITAK UTO JAHHBOI PeCypC COJIEPAHT ONTHMATBHYIO IPOIMOPIIHI0 OOYUEHII H

]1pqgﬂ%eqeﬁ?ﬁsfgfiﬂggg’?ﬁ%ﬁga BRI VBHJIHTE CIIOBA, BEIIETEHHBIE KHPHBIM IpH@TOM. DTO ITeKCHKA,

8nanendOTOPY0, BAM- TTPE ITATAIOT H3YVUHTh. ﬁm’:ﬂe TEKCTa CTaThH BBl HAIJIeTe AHTIIO-AHTIHIICKIII CIOBaph C
STHMH cIOBaMH. TakuM oOpa3oM, cailT BROIOTHAET BaKHYIO (DYHKI[EO — BBl MOKETe H3y4YaTk Ha HEM
HOBVI) JIEKCHKY B KOHTEKCTE.

Neicteutened: ¢ 19.08.2022 fo 19.08.2023




CepTv

http://short-stories.co.uk/ A 3TOT caiiT ITOHOIIET BCceM TFOOHTEAM XYI0KEeCTBEHHOI THTepaTyprl. 37ech
HET aJaNTHPOBAHHBIX TEKCTOB WM CIIOBapeil, TOIBKO pacCcKa3kl aHTIIOA3BIUHBEIX aBTOPOB B
HEeM3MeHEeHHOM BHle. Ha caiiTe ImpecTaBiIeHbl 8 IOIYIIAPHBIX KAHPOB: IeTCKad THTeparypa, IeTeKTHR,
(haHTacTHKA, VAKACHl, FOMOp, JOKYMeHTAIbHAd ITP0o3a, POMaH, HayuHad (paHTacTHKA. ECIIH BRI HAXOHTECH
Ha ypoeHe Pre-Intermediate, mompo0yiiTe HAYATh UHTATh JeTCKHIE PACCKA3EL.
http://easyenglisharticles.com/ 3To eIle OJHH pecypc ¢ TeKCTaMH {IA H3VUAROINHX AHTIIICKIOL S3BIK.
CallT OpHEeHTHPOBAaH Ha ydyallpuxca ¢ ypoBHeM Pre-Intermediate u prmme. Bce cTaTbH Ha 3TOM cariiTe
AIAIITHPOBAHEI I YUAIMXCA: B TEKCTAX CONEPKHUTCA TOIBKO HanOolee YacTo YIIOTpeOideMad JIeKCHKa
H TpaMMaTHKA CPETHETO YPOBHA CIOKHOCTH. TeKCThI B OCHOBHOM ITPE/ICTABILIIOT ITOCIIETHHE MIPOBEIE
HOBOCTH, HO €CTb H pasHele CTaTbH-COBETHI II0  H3YUEHHI)  HHOCTPAHHOIO  A3BIKA,
CAMOCOBEPIIEHCTBOBAHHIO H T. IT. CaMble CBeXHe HOBOCTH CO BCETO MHpPA B afallTHPOBAHHOM BapHaHTE!
OOparHTe BHHMaHHE: IIOCIe KakJOH CTaTbH €CTh CIIHCOK CJIOB, PEKOMEHYEMBIX K H3YUEHHIO.
[TompoOyiiTe yragare HX 3HAUEHHE H3 KOHTEKCTA, 3TO, KaK ITPABHIO, BeChMa ITONe3HAd A H3YUeHHT
TeKCHKA.

http://www.infosquares.com/readingcomprehension/ Ha 3ToM caiiTe IIpeJcTaBIeHO BCer0 HECKOIBKO
IECATKOB TEKCTOB, OJHAKO OH JOCTOHH BaIller0 BHHMAHHA. Pecypc IOTOIAET NI 3aHATHIl YUeHHKAM C
yporHeM Intermediate m Bemie. Pecypc oTimuaeTcs OT INPeIBIAYIMHX CAWTOB TeM, UTO Ballla 3ajjada
TEeIEPh — He IIPOCTO IIPOYMTATh TEKCT H ITOHATh OCHOBHYI) MBICHL, a VIIOBHTh JaKe MehYaiIlme
netamd. Ha BrmIagke ¢ mro0O0H cTaThell BBl HalileTeé HE TOIBKO CCHBUIKY HA caM TEKCT, HO H TeCT Ha
IIPOBEPKY ITOHMMAHIA IIPOYHTAHHOIO. I103TOMY MEI COBeTYeM OOpaTHTh BHHMAHHE HA 3TOT PECYPC BCEM,
KTO TOTOBHTCA K 3K3aMeHY II0 AHTIIHICKOMY S3bIKY, Beb BbI MOMKETe «OTPEIeTHPOBATH» HA 3TOM
pecypce cexipro Reading. 3agaua 3Toro caiita — IIPOBEPHTH, HACKOIBKO XOPOIIO BB ITOHHMAETE TEKCT.
[TosToMy MBI peKOMEHYeM 3aHIMAaThCA Ha 3TOM caiiTe IIPHMEPHO pa3 B MeCAIl, a B OCTAlbHOe BpeMd
YHTaTh APYTHE cTAaThbH. TakuM oOpazoMm, BeI OyjieTe BHIETh, HACKOIBKO OBICTPO Pa3BHBAETCA BAIll HABBIK
UTEHH I HAa AHTTHICKOM S3bIKe H HACKOIBKO Bl BHHMATEIBHEI IIPH UTEHHIL.
http://web2.uvcs.uvic.ca/courses/elc/studyzone/330/reading/ 3TOT caiilT CXO0&K C  ITPeIBLIYIIIHM:
HeOOIBINOe KOTHYECTBO MAaTEpPHANOB C JTHXBOH KOMIIEHCHPYETCA HAIHUIeM pPa3HBIX VIIpaKHEHII,
ITPOBE PAFOIIHX ITIOHHMAHIE TeKCTa. 37eCh MOKHO 3aHHMAThCA C YPOBHeM Pre-Intermediate 1 BhIIIIE.
http://dreamreader.net/ 3TOT pecypc 3aHHTepecyeT TeX, KTO 0 OHT UHTaTh pa3Hble IIO3HABATelIbHbIE I
pa3pieKaTelbHEIe CTaThH B MHTepHEeTe. CailT Moo IeT yuariica ¢ yporHeM Elementary i Bemire.

B olIbIlle BCero TEKCTOB HA 3TOM caliTe IIpejcTaBiIeHo B pa3fenax Fun English 1 Academic English.
[TpemecTs cTaTeil B TOM, UTO HAIICAHBI OHH XOTh M IIPOCTHIM, HO KHBBIM A3BIKOM. A paccMATPHBAeMEIE B
CTaThAX TeMBbI AKTYaIbHEI H OCBEINAIOT caMble Pa3Hble CTOPOHEI KH3HH. OT A3bIKa Tela a0 ¢acT-(pyaa, or
HJIO mo «xolrauysnx» HAHOM. K KaK oMY H3 TEKCTOB IIPIUIArae TCA P, BOIIPOCOB, ITOMOT AFOIIHX
ITPOBEPHUTH, HACKOIBKO XOPOIIO B IIOHAIHN IPOUYHTAHHOE. BRI MOkeTe He IIPOCTO YHTATh CTaThI0, HO H
ITOCIYIIIATh €.

2.7. CamocTofATe/IbHAA padoTa HAJ IIHCbMOM

N3yuaiiTe mpaBijia HANHCAHHA CIOKHBIX CJIOB. 3allOMHHTH IIPABOINCAHHE MHOTHX CIOB OYHET
IPOIle, €CIH 3HaThk IIpaBRHIa, II0 KOTOPHIM OHH ItHINyTcA. Hampumep, B cTarke «Silent letters.
Hermpon3HocHMbIe OVKBEI B aHTTTHIICKOM A3BIKE» YeTKO H IIOHATHO OOBACHAIOTCA IIPaBHIA YIIOTpeOIe Hid
HEeIPOH3HOCHMBIX OVKB. M 3yumTe 3Ty CTaThlo, H V Bac yVKe He BO3HHKHET KelIaHHd HammicaTh nowledge
BMecTOo knowledge http://engblog.ru/silent-letters. Taxke coBeTyeM O3HAKOMHTBCS H CO CTaThkell
«Opdorpadud aHTIOOICKOIO SA3BIKA», B Heil IIpeJCTaBIeH CIDICOK IIONEe3HBIX MATepHalIOB I
COBEPIIEHCTBOBAHI A Iparormcaniig http://engblog.ru/spelling.

Hcnons3yiiTe npueM H3 MKOJbI. BCIIOMHHTE, KOIa MBI COBEpPIIANH OIMHMOKY B JHKTAHTe, YUHTEIb
3aCTaBJIAN HAC ITPOIMHCBHIBATE CIIOBO 5-10 pa3. OH Jenan 3TO He H3 KelaHHA HAaKa3aTh YUeHHKa, a i
TOrO, UTOOERI B HAIIIEel ITaMATH IIPOUYHO 3aKPEeIIOCh IIPARIUILHOE HAICcaHIe clIoBRa. IlompobyiiTe genarh
AHAIOTHYHO H C IIPaBOIICAHHEM AHTIIIICKIX CIOB. KAaK TOIBKO OINMHOIICH, BO3BMHTE TETPaJKy H
HaITHIIITe TTOHATHE ITPARHILFHO HECKOIBEKO pa3. BEOIOMHAA Takoe VIIpaKHEeHHe, BBl BKIOUaeTe B paboTy
MeXaHIMUeCKYI0 ITaMATh, a 3TO 3HAYNTENIRHO OOlleryaer 3allOMHHAaHIEe cIIoBa. MaleHbKasg XHTPOCTH:
MHorHe (IIOIOTH H JIMHIBHCTHI COBETYIOT OTKA3aThCA OT IIPOIMHCHBIX OYKB. OHH peKOMEHIYIOT
IeyaTarh QUOBCEHHAOKNABMATYPE IIH IMNCAaTh €ro IleyaTHBIMH OykBaMH. B Xo/le 3KCIIEpHMEHTOB
BLIHCHIUISEEHTWG?[Q%%&G D}%%BI:I HMEHT 4YeTKYI0 (opMy, II03TOMY MO3TY ITPOINE 3allOMHHTE

2C0000043EQABS :s-{lddlll oE7BAS0006

Bnagen HE‘IHIEFF‘IBEEIE&CHG@?;:]

TO KacaeIcd MPOINICHEIX OYKB, TO IOYepK OBIBAET Pa3HBIH, H (PaKTHUEeCKH KaKIbLi
pa3 ML ImIeM OYKBY HEMHOTO ITO-APYIroMy. OTO YCIOKHAIeT BOCIpHATHe HH(popMaImm. ITompolbyiite
IeyaTaTh, a He IHCAaTh, BO3MOKHO, 3TO HMEHHO TO, UTO BaM HYKHO.
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I[IpakTHKYHTeCh, MPAKTHKYITech H ellle pa3 NpakTHKYHTecb. UTOOR HayuHThCA BOJHTH MAIITHHY,
BaM HYXKHO KaK MOXHO 4Yallle CaJUThCA 3a PyJb, a YTOOBI ITHCATh TPaMOTHO, HYAKHO KaK MOKHO YAIlle
CAIUThCA 3a CTON H ImcaTh. IlompoOyiiTe Aenars pa3THUHbBIE 3allHCH Ha AaHTIHICKOM S3BIKE,
MIPaKTHKOBAThCA MOJKHO Tak: BenTe JTHEBHHK, a JIyullle IMOIMpPoOyiiTe 3aBecTH ONOr Ha AHTIHIICKOM
a3pIKe B HTepHeTe. CaMOBEIpAKEHHE H TEIUIbIe KOMMEHTAPHH UHTATEIeH BOOAYIIEBAT BAC HA HOBEIE
IIOABHTH. /leraeTe JoMallHee 3aJanne? HarmnimTe WM HalleyaTalnTe ero, a He IIPOCTO OTMETHTE HYKHEIE
OTBETHI B yueOHHKe. J[eT0 3TO TPYZOEMKOE, HO OKYIHTCA cTopHilei. [loHpaBHIack HHTepecHad I[HTara
HIIH HIHOMA Ha aHTIHIICKOM M3bIKe? He KormipyiiTe ee ceOe Ha KOMIBIOTEP, a HalleyaTailTe BPYUHYIO.
OTO OTIHYHBLOI ITpHEM, COBMEINAOINMITI B cebe M oOyueHHe, H pa3BledeHHe. BRIOepHTe HHTEPECHYIO
KHITY W Omor B lHTepHeTe. EKeTHeBHO IlepeInichIBaiiTe 1-2 CTpaHHIE] TeKCTa, IIPHYEM CIOBO B
CIIOBO. DTO OHH H3 CAMBIX JeHCTBEHHBIX METOJIOR YIIyullleHm spelling.

JageilicTBYHTe 3iaeTH3M. DIIeTH3M — QoTorpadrmueckad IIaMATh, KOTOpad OTBEUAET 3a 3aIIOMITHAHIE
3PHTENBHEIX 00pa30B. 3ajieiiCTROBATh €€ IIYUllle BCErO IIPH H3YYeHHH HOBOIO CIIOBA. BHHMATEIhHO
CMOTPHTE HAa HEro, ITOCTapailTech 3allOMHUTE €ro (opmy, IMOpAAOK OYKB, 3aTeM 3aKpoiiTe Ilaza H
IocTapaiTech IPeACTABHTh €r0 — Yy Bac B IIAMATH OTIIOKHTICS 3PHTEIbHBOI 0o0pa3 HOBOTO ITOHATHA.
OIHOBPEMEHHO C IIPOCMOTPOM IIPOH3HECHTE CIOBO, YTOOBI 3TH 3BYKH ACCOIMHPOBATHCH Y Bac C
KOHKPETHEIM ITPAaBIIFHBIM HAIMCAHHEM. BEOIOMHAIITE 5TH AEiICTBHA IIPH KaXJOM ITOBTOPEHHH, TOIJa
yIIpakHeHHe ObICTPO IIPHHECET CBOH ILIOEI.

CeepaiiTech co ciopapeM. Korja ITHINIETe CIOKHOE CIIOBO, He ITONArafTech TONLKO HA CBOK ITAMATE,
IIPOBEPsIITe HAIMCAHHe B clIopape. JIyullle IODicaTe MeNIEHHO, 3aT0 IIPABIUIBHO, 4YeM OBICTPO H
HerpaMoTHO. He IepexkuBaiiTe, IIOCIE HECKOIBKHX «IOATIAOBIBAHIID) BBl 3allOMHHTE CIOBO H OyeTe
VBEPEHHO ITHCATh ero 0e3 BCAKIX ITOJICKA30K.

CocraBbTe COOCTBEHHBIN cCJOBapb. B IIHMUHBNL CIOBAph BKIIOYHTE TONBKO Te CIOBA, HAITHCAHHE
KOTOPBIX BBI3BIBAET YV Bac TPYAHOCTH. PaboraiiTe ¢ 3THM «JIeTHINEM» KaK OOBIUHO IIPH H3YYEHHH
AHTTIIIICKONH JIEKCHKH. YAacTO IIPOCMATpHBAITE, MOBTOPAITE, IMEPEBOJHTE C PYCCKOIO HA AHTIHIICKIIL
(IIydIlie BCETO IChMEHHO). 3 TO ITIOMOKET BaM JIETKO BRIYUHTH IIPABOITHCAHHE AHTIIICKOTO A3bIKA.
BcecnomuuTe 00 3(phpekTe PecTopdup. JIyuiiie Bcero HaM 3aIiOMITHAE TCA HH(OPMAI[NA, BRIAETAIOINAICT H3
oOrrreit maccrl. Mcmons3yiite 3ddekT cebe Bo Omaro. Kak caenrars CIOBO 3allOMHHAROINHMCA? BrIzemTe
ero M3 JAPYIHX CIOB B IIPAMOM CMBICIIE — ITPH IIOMOIIH APKOH PYUKH IIH I[BETHOrO IIpH(Ta. Mo3r
BBRIJIEJHT 3TY HH(POPMAI[HEO H3 OCTATBHBIX CIOB H 3allOMHHT. [IOMHHTe, BeJb B IIIKOJIe HAC 3acTaBILAIH
JelaTh AHATOTHYHO Ha YPOKAaX PYCCKOro A3BIKA: CIOBAPHEIE CIOBA MBI BRIJIEIUIH PAa3HOI[BE THEIMI
pyukaMH. ManeHbKad XHTPOCTh: HeKOTOprle IMeJarorH COBETYIOT HE IIPOCTO BRIJENATEH CIOBO, HO H
IIHCATh KaXAyro OYKBY pasHBIM LIBeTOM. BpeMeHH Ha HallMCaHHe YyigeT Oomplie, padoTaTh ¢ IIOHATHEM
BBl OyJieTe MONBIIE, IIO3TOMY H 3allOMHHTCA OHO ObIcTpee. OOA3aTenbHO MOMPoOYiiTe HA IMTPAKTHKE 3TO
IIPOCTOE YIIPaKHEHIHE.

Paboraiite ¢ Microsoft Word. Hcmons3yiiTe aBTOMaTHYECKYI0 IIPOBEPKY opdorpadim He TOMBKO IO
MIPAMOMY HAa3HAUEHHIO, HO M 1A oOydyeHHA KaK TOIMBKO YBHHTE, YTO IIpOrpaMMma HCIIPaBHIA KaKOe-
THOO CIIOBO, COTPHTE €0 H HAIDIIHTE BPYUHYIO ITPABHIBHBLI BapHAHT. DTO HEMHOI'O YBEIIHUHT BpeMAd
paboTHI ¢ OKYMEHTOM, HO OyeT II0JIe3HbIM VITpaxkHeHHeM I1d spelling.

HuTaliTe Kak MOXKHO 4Yalle. KaK 3allOMHHTE JTHI[O HOBOT'O 3HAKOMOI'O HIIH KOJUIeTH? HYyXHO UYalle c
HHM BHJIETECA. 3aIlIOMHHATE HAITHMCAHHE CIOB MOKHO H HYKHO AHAIOTHUYHO. CTapaHTech BCTPEUATHECA C
HHMH 4acTo. ITpore Bcero 310 OyAeT HenaTh, €CIH BRI OyjeTe UHTaTh pasHOOOpa3HbIE aHTIOS3BIUHBIE
CTaTbH H KHHTH. OTOT IIPHEM, IIOKANYH, CaMBIIl HHTEPECHBIN H HEHABIIUMBELI, BEIb BRI YUITE
IIPABOIHCAHIE ABTOMATHYECKH BO BPeMI UTEHH 1.

TectupyiiTe ceon 3HaHuA. B IHTepHeTe MOKHO HATH MHOTO Pa3sHOOOPA3HBIX TECTOB H OHJIAITH-
3aJIAHII, KOTOPERIE IIOMOI'YT BaM COBEPIIEHCTBOBATh HABEIK IIPABOIHCAHHSA HA AHTIHICKOM S3BIKE.
Hampmvep, MHOTO pasHO0Opa3HbIX TECTOB MOZKHO HaTH HA 3THX canTax:
https://howtospell.co.uk/spellingquiz.php, http://eslus.com/LESSONS/SPELL/SPELL.HTM.

UrpaiiTe B IpaBHJIbHbIE HTPbI. H3yUyeHHe aHTIIHIICKOTO A3BIKA JOAKHO OBITH I Bac YBIEKATeIIbHBIM.
A cHenats ero TaKHM ITOMOTYT pasHOOOpa3HbIe OOYUArOIIIE OHIAMH-HTPHI. X MOKHO HCIIONB30BaTh B
IIEpPePEIBE MEXAY YIPaKHEHHAMH: BEI 3JOPOBO pPa3BIeUeTECh H B TO K€ BpeMd IIPOJOIIKHTE YUHTE
AHTTTHIICKIIL. IToHTpaTs ¢ IMOIk30i MOKHO Ha caifTax http://www.wordgames.com/, http://www.merriam-
webster.comiweordsgameschttp://www.funbrain.com/spell/.

Haylm E&%WQW&E%%CMI BEIL OyneTe 3HATh IIPABIUIA UTEHHA AHTIHIICKOTO A3bIKA, BaM OyJeT
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Bnay MleLET‘I%MWﬂTIrFHmKﬂKEHW He 3HAKOMOE CIIOBO, HCXOIA H3 ero 3BydaHHdA. Spelling bee - urpa mgusa

I'PaMOTHEIX JIH],[[EII XOTHTE ITPOBEPHTE CEOH 3HAHHA? XOTHM OTMETHTBh, UTO ITPABOIIHCAHHE BLEISBEIBACT

‘IPX[I:HDCLTII | HDCII‘I‘EJIEII I3RIKA. MIMeHHO IIOSTOMY B AMEPIII{E €CTEh PaA3JIHMYHBIC KOHKYPCEL, KOTOPEIE
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TIPH3BAHEI IIPOBEPATH TPAMOTHOCTD JFOel, HarpuMep Spelling bee. 5To copeBHOBaHIE, B X0 KOTOPOTr O
THOJIAM HA3BIBAIOT PA3IMUHBIE CIIOBA, A OHH JOJIKHEI IIPOH3HECTH 110 OYKBAM, KaK IHIITYTCSA 3TH ITOHATHA.
KTo cueman onmOKy — BrIOBIBAeT. Ha Kak oM 3Tale KOHKYpca JArTcA Bce follee CIIOKHBIE CIIOBA, TIOKA
HE OCTAaHeTCd OJHH IMoOeUTeNs. Briepeble KOHKYPC OBLI IIPOBEEH B JanekoM 1925 roay H ¢ TeX IOp He
TepsaeT MoyILIpHOCTH. Cefiyac Spelling bee IMpoOBOAT B pa3HBIX CTPaHAX MHpA.

3. METO/IMYECKHE PEKOMEHJIAIINNA 110 I3YUEHHNIO TEOPETHYECKOI' O
MATEPHAJIA

HM3yueHne mroboro pasfgena ciedyeT HAauMHATh C O3HAKOMIIEHHS C BOIPOCAMH IIIaHa
H3VYEHHS TeMbI. [IpH H3yYeHHH TeOpeTHYECKOrO MaTepHala HeOoOXOAHMO HCIIOIb30BaTh
PEKOMEHIYEMYIO OCHOBHVIO M JIOIIOIHHTEIILHYIO JIHTEPATYPY IS JIVUIIETO VCBOSHHSA
MaTepHala.

OcpanBaTh TEOPHIO CIIeAYET B COOTBETCTBHH C TOH ITOCIEIOBATEIBLHOCTHIO, KOTOpPas
IIPeICTaBIIEHA B TUIAHE CAaMOCTOSTEIBHBIX H IPAKTHYECKIIX 3aH ITHIL.

MeToanka paboThl ¢ IHTepaTypPOH IpeAyCMaTpHBAeT BeJcHHE 3aIllCH IIPOYHTAaHHOIO B
BHJE IUIAHA-KOHCIIEKTA, OIIOPHOIO KOHCIIEKTa M T.J. OTO IIO3BOIMT CAElaTh 3HAHHA
CHCTEMHBIMH, 3a(pHKCHPOBAaTh H 3aKPEIHTh HX B TTAMSITH.

KoOHCIEKT — CIIOKHEBIH CITOCO0 M3TI0KEHHS COAepKaHHI KHHUTH WIH CTaThH B JIOTHUYECKOH
IIOCIIEMOBATEIBLHOCTH. KOHCIIEKT aKKYMYIIMPYeT B ceOe NMPeAbIAVIIIE BHABL 3aITHCH, II03BOIISIET
BCECTOPOHHE OXBaTHTL COJepKaHHE KHHIHM, CTaThbH, TeKCTa, I'paMMaTHUYeCKOrO MaTepHala.
[IosTOMY YMeHHe COCTABRIATH IUIAH, TE3HCHI, JEeIaTh BBIIMHMCKH H APYTHE 3aIIHCH OIPEHeNsaeT H
TEXHOJIOTHIO COCTABJIEHIS KOHCIIEKTA.

MeToaniyeckne YKA3aHHA M0 COCTABJIEHHI0 KOHCIIEKTA
l. BHHMAaTEIbHO IPOYHMTAHTE TEKCT. YTOUYHHIE B CIIPABOYHOH JIMTEpaType HIHM CIIOBape
HEIIOHATHBIE cloBa. [Ipu 3ammcH He 3a0yAbTe BBEIHECTH CIIPABOYHBIE [JAaHHBIE Ha ITIOJIA
KOHCIIEKTA,
2. BeIZleHTe TT1aBHOE, COCTaBBLTE IUIAH,
3. Kpatko cpopMyImHpyiiTe OCHOBHEIE ITOI0XKEHH S TEKCTA,
4. 3aKOHCIIEKTHPYHTe MaTepHall, YEeTKO CIeAys IIVHKTaM IUtaHa. [IpH KOHCIIEKTHPOBaHHI
CTapaiTech BEIPA3HTh MBICIIE CBOMMH CIIOBAMH. 3aIlHCH CIIEAYET BECTH YETKO, SICHO.
5. 'paMOTHO 3armchRIBalTe IMTATEL. [[HTHPYS, YVUUTBRIBAHTE TAKOHHYHOCTD, 3HAYUHMOCTE MBICIIH.

B TekcTe KOHCIIEKTA KellaTEIIbHO MPHBOJUTE HE TOIBKO TE3HCHBIE TTOJIOKEHHS, HO H HX
IoKazaTrenbCcTBa. [IpH oopMIeHHH KOHCIIEKTa HeOOXOJHMO CTPEMHTLCSI K €MKOCTH KajKJIOro
IpeIoKeHHI. MBICIIH aBTOpa KHHTH ClIeJQyeT H3jIaraTh KpaTko, 3a00TSICh O CTIIE H
BBIPAZHTEIILHOCTH HAITMCAHHOTO. /71 YTOUHEHHS H JTOITOHEHH S HEOOXOMMMO OCTABIISTE ITOIISL.

[Iporiemypa IPOBEPKH KOHCIIEKTA BKIIFOYAeT B ce0sd IlepeueHb BOIPOCOB Oa30BOr0 H
TTOBBIIIEHHOT'O YPOBHEH IS COOECEOBAHISL

MeToq4uecKHe peKOMEHAANHHA 110 NPeACTABJACHHI0 H 0(hOPMICHHIO
pe3yJabTaToB co0eceJ0BAHHA

CoblecenoBaHue TIpeJICTaBIIeT cOOOH HHAHBHIAYAILHYIO Oecelly ¢ KaKIBIM CTYIeHTOM
110 IIPeJJIOKEHHBIM BOIIpOCAaM C IIOCIIEAVIOINEH OI[EHKOH MX IIOATOTOBKH. l[enbl0 JaHHOH
(pOpMBI 3aHSATHS SBJISETCS OCYIIECTBJIIEHHE TeKYIIEro KOHTPOJSA 3HAHHH ITO0 TeMe. B 3amaumn
cobeceJOBAHI S BXOIUT IIPHOOPeTeHHE HAaBBIKA PaOOTHl ¢ HCTOUHHKAMH H JIMTEPATYPOH , YMEHH I
I'PaMOTHO COCTABIISITh KOHCIIEKTHI H TTOJIb30BAThCS HMH, BBISBIIATH Pa3IHUYHBIE TOUKH 3peHHS Ha
Impo0IeMy H CTEIIEHD €€ Pa3padoTaHHOCTH B IIMTEPaTYpE.

ColecemopaHie Ipemnonaraer  o0sg3aTelbHOE  KOHCIIEKTHPOBAHHE  TEKCTa  HIIH
IpaMMaTHYECKOI O MaTepHaia, a Takxke IMpPopadboTKy BCEH IPEITI0KEHHOH JINTEPATYPHI 10 TEME.

Borpocel aia cobecemoBaHHSI H KPHTEPHH OIICHHBAaHUS IpHBEIcHEI B (DOC mgaHHOH

OHCIIIIOEBIYMEHT NOAMNMCAH
3NEKTPOHHOM HIIJ,U,I IMChIO

war: 2 43E9ABS
' 4 METOI[I’I‘IECK‘HE YKA3ZAHMAIIO BHI[AM PABOT,
HPEI[YCMOTPEHHLIX PABOYEHN ITPOI'PAMMOMN JUCHHUIL/IMHBI



ME?HIG@H‘IEERHE VKdA3dHUA 110 HG@EGHIGEKE K HpAKmuYdecKidM 3adHATNHAM.

K camMocTrosarensHoOH paboTe OTHOCHTCS IIOATOTOBKA K IIPAKTHYECKOMY B3aHSITHIO H
BBITIOITHEHHE JOMAIIHET O 3aJaHHs.

JlomallrHee 3aJaHHe COCTOMT M3 HHIAHMBHAVAIBHBIX 3aJaHHIl, IIPOLeAypa ITPOBEPKH
KOTOPBIX BKIIIOYAeT B ce0A IepedyeHb IMPaKTHYECKMX VIIPaXHEHHH M BOIIPOCOB IS
cobeceJOBaHH S
I ToroBbIil NPOIYKT CAMOCTOAT €JIbHOH PadoThl: HHIHBHIYaIbHOE 33 aHHE.

Cpeacrsa H TEXHOJIOTHH OIl€HKH. cOOECEIOBAHIE.

4.2. Meromueckne YKA3aHHAA 10 COCTABJIEHHIO IJIOCCAPHS IO TEKCTY

[TogoOHO 1rH000MY CIIOBAPIO ITIOCCAPHI COCTOMT H3 aBTOHOMHBIX JIEKCHUYECKHX €IHHHII,

PACIIOIOKEHHBIX:

- 0 andaBHTY,

- TI0 MEPE ITOSABJIEHHS TEPMHHOB B TEKCTE HJIH 3aJaHII,

- B COOTBETCTBHH C TEMOH H3y4aeMOr0 pasjeiia JHCIHIUIHHEI.

J[1g cocTaBIeHHS TIIOCCAPHS IT0 3aJaHHOH TeMe HYKHO HaHTH HH(OPMAIHIO C Pa3HBIX
HCTOYHHKOB (ceTh « MHTepHET », SHIMKIIONEIHH, ITpaKTHYeCcKHe IToco0ns, yudeOHas THTepaTypa),
H3YVYHTh €€ H COCTABHTh B PYKOIIHCHOM BAapHAHTE HIH ITOJIB3YACHh TEKCTOBBIM ITPOIL[ECCOPOM.

PaGora pgomxHa OBITH IIpelcTaBIeHa Ha Oymare ¢opmara A4 B II€eYaTHOM
(KOMITBIOTEPHOM) HIIH PYKOITHCHOM BapHaHTE.

Kaxmasa nexcHyeckas eHHHIIA 3aIIICBIBACTCS Ha OTAElIbHOH CTpPOYKe. B cocraB ee
XapaKTEePUCTHKH JOJKHBI BXOAHTHL HE TOIBKO KpPaTKOe TOJIKOBAaHHE, HO H KOMMEHTapHH,
ITPUMEPEI, ITOSICHSIEOIIHE IUTATHI, CCBUIKM Ha JTHTepaTypy. I TTaBHBEIM OTIMYHEM ITIOCCAPHSA OT
OOBIYHBIX CIIOBapeH SBIIIETCA (POPMHPOBAHHE €I0 B Ka4eCTBE eQHHOI0 KOMITIEKCAa HH()OPMALHH
B COOTBETCTBHH C HCCJIEJOBATEIBCKOH HIH IIPaKTHYECKOH 3aJauye.

PexoMeHIaIHH 110 COCTABJIEHHIO II0CCAPM:
* I'J1aBHOEe MpaBWIO IJIOCCAPHA — JOCTOBEPHOCTb. IIOSICHEHHe MOIDKHO HamOolee TOYHO
OTpakaTh CYTh JIEKCHUYECKOH €I HHIIEI.
* IlosicHeHHe JOIKHO OBITH KOPPEKTHBLIM H NOHATHBIM. Hellb3s HCIIOIb30BaTh OTKPOBEHHBIE
KAPrOHM3MBI, HO M CIIMIIIKOM CJIOXKHBIH HAaYUYHBIH TEKCT MOJKET TOJBKO 3aIlyTaTh I10JIB30BATEIIS.
* VUYuThIBATH BCe€ BapHAHTbL ECIH OIMH H TOT & TEePMHH MOKET HMETh HECKOIBLKO
PAaBHO3HAYHBIX 3HAYEHMII, HYKHO VUYHTBIBATh BCE BapHAHTHI, H Ha KOHKPETHBIX IIPHMEpPax
ITPHBOANUTE 3HAYEHHE TEPMHHA B TOM HJIH HHOM KOHTEKCTE.
I ToroBbIii MPOIYKT CAMOCTOAT €JIbHOH PAdOTHI: CTOBapHAS CTaTh.
Cpeacrsa H TEXHOIOTHH OI[€HKH: cOOECEIOBAHIE.

S. METOOAUYECKHUE YKA3AHHWA 110 ITOAI'OTOBKE K DK3AMEHY

IIpolleaypa IIpPOBeIEeHHA IK3aMeHa OCYINECTBIIAETCA B COOTBETCTBHH C IIONMOKEHHEM O IIPOBEEHIH
TEKYIIETO KOHTPOILA YCIIEBAEMOCTH H ITPOMEKYTOYHOI aTTecTal[H OOYYAROIIXCA IO O0pa3OBaTEIHHBIM
IpOrpaMMAM BEICIIIETO 00pa30BaHIA - IIporpaMmMamM OaxamappHara B CKOY.
B 3K3aMeHaI[HOHHBIH OHIET BEIFOYAOTCA 3aIAHIA I ITPOBEPKH:
1) M3y4YaroIero 4reHHd (HAYYHO-TIOIYIAPHBEIN TEKCT IIH TeKCT OBITOBOIO, COIHOKYIBTYPHOIO
XapakTepa Ha HHOCTPaHHOM A3bIKe o0beMoM 10 2000 1med. 3H.),
2) IeKCHKH H I'PaMMATHKH (TeCT, 00BeM - 10 IIpeImoxKe i),
3) IMOATrOTORIEHHON YCTHOI peuH MOHOJIIOTHUECKOTO XapakTepa (cooO0IIeHHne Ha OHY H3 H3YVUEeHHBIX TEM,
o0BeM - He MeHee 15-20 dpa3).

JJ14 TIONrOTORKH IT0 OrureTy orBojurca: 20-25 MiH.

IIpH MOJArOTOBKE K OTBETY CTYAEHTY IIPEIOCTABIIIETCA IIPABO OB 30BAHIA. CIIOBAPEM.

I IpH IIpoBepKe MPAKTHUECKOTO 3aTAHH S, OLIEHHBAIOTCT

: HMIUI%%EW&D H JIeKCHUYECKOTO CTPOS HHOCTPAHHOIO S3bIKA, ITOHHMAHHE HHOI3BEIUHOIO

CeprubBEKCER JEOCREHGER OM UMAGTHHHONO HepeRoaa H B hopMe OeceIbl ¢ 3K3aMeHATOPOM II0 €TI0 COEPKAHHIO;
BranenstKOPPEKTHOCTT BEHIGIHEHILI K CIKO-TpPAMMATHUEeCKOr O TeCTa;

NencTe

- COOTBETCTBYIOINee VyIOTpeOleHHe JeKCHKH, (OHETHKH H TIpaMMATHKH IIPH MOHOJOTHYECKOM
BRIC KA3bIBAHIHL, LOLIBIHOCTE H IIOCIETOBAaTeIFHOCTh BRICKA3EIBAHIA, TEMIT PEUH.



CIIMCOK PEKOMEHJYEMOU JIMTEPATYPBI

OcHoBHAafA JIHTEpATYPA.
1. ArabexsaH W.11. AHTmmiickii sI3BIK 41 OakanaBpoB: [yuel. mocodmue] / U.I1.ArabeksH.

— PoctoB H/]]: ®ennke, 2015. —379 c.
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1. MHocTpaHHEIN SI3BIK (QHITIMHCKHH S3BIK): ITPAKTHKYM / MHHHCTEPCTBO KYIbTYPBI
Poccmrickon @epepannmn, SbC KeMeEpOBCKHH TI'OCYAAapCTBEHHBIH HMHCTHTIYT KVIIBTYPEHL
ColmanbHO-TYMaHHTApHBII HHCTHTYT, Kadeapa HHOCTpaHHBIX S3BIKOB. — KeMepoBo:
KeMepOoBCKHIT TOCYIApPCTBEHHBIN HHCTHTYT KyIbTypel, 2017. — 212 ¢. — Pexmm pgocrya:
http://www.biblioclub.ru — SbC « YHHBEpCHTETCKA I OHOITHOTEKA OHIAIH

2. AHITIMACKHH SI3BIK IS CTYIAEHTOB YHHBEPCHTETOB. UTeHHe, IMChMEHHAS IIPaKTHKA H
ITpaKTHKa yCcTHOH peul: yueOHHK: B.2 4. / C.M. KocteirnHa, O.A. bepesnHa, IO.A. MBaHOBa 1
ap., Y. 1. — 2-e u3n., mepepad. u gorr. — M.: Axagemrra, 2006. — 400 c. [ OneKTpoHHEBII pecypce]. —
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