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(efepanbHOro yHMBepcuTeTa

[ata nognucanus: 25.07.2023 12:18:58

YHUKanbHbI MPOrpaMMHbIA KIKOY:
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3HaTh:— OCHOBHYI0 OH3HEC-TEPMHHOIIOTHIO, HCIIONB3VEMYEO IIPpH coOeceJOBAaHIM, OCHOBHEIE
rpaMMaTHUYeCKHe ABIEHHA, XapaKTepHbIe 1A IIPodeCCHOHATBHON peyl; IeKCHUeCKHe H CHHTaKCHUECKIH e
0COOEHHOCTH O(HITHATHHO-JIEIIOBOrO CTHIA B AHTTIIIICKOM T3BIKE.

VMeTh: BeCTH coOecefioBaHHe IIPH IIpHeMe Ha paboTy, OIpeHelirTh CTIUIEBYI0 IIPHHAIEKHOCT
AHITIHIICKHX TEKCTOB O(IIIHATBHO-IENIOBOTO CTHIA, BHETh XapaKTepHEIE CTIUIEBBIE YEPTHI, UHTATh
O(HIMMATbHO-ETOBEIE TEKCTHI PA3NMHUYHON CTEIIEHH CIOKHOCTH, CTPOHTh [JHATOTHUYECKYI0 H
MOHOIIOTHYECKYI0O pedb C HCIIOJIb30BaHHEM HaHOOlee YIIOTPeOHTENbHBIX JIEeKCHKO-TpaMMAaTHyeCKHX
CPEICTE B OCHOBHBIX KOMMYHHKATHBHBIX CHTYaI[HAX OQHIMAIBHOIO OOINEHHT, IIOHHMATh
ITHAJTIOT HUECKYE0 H MOHOIOTHYECKYIO Peub IT0 H3YVUEHHOI TeMe.

AKTVaIFHOCTE TeMBI: 00YCIOBIIeHA He 00XOMHMOCTEEO OBIAeHHdI YK-4.

TeopeTHyeckad 4acTs:

K coleceiopaHHI0 cleyeT TOTOBHTHCA 3a0MaroBpeMeHHO. OTO IIOMOXKET IIPeOfONeTh CTpax H
CTpecc, HIIH, 110 KpaiiHell Mepe, CBeCTH X J0 MHHHMyMa. Heo0xomMo mpoayMaTs OTBETHI HA BOIIPOCHI
00 ombITe paboTH Ha TeX MOIIKHOCTAX, KOTOPEIE BHl VKa3aluH B pe3toMe. OOM3aTeIbHO HYXKHO OBITh
TOTOBEIM K CIIEIYFOIIHM BOIIPOCaM:

1. What do you know about our company?
O3HaKOMbTECH C HH(pOpMAaIHel 0 KOMIIAaHHH 3apaHee. Y3HalTe, IAe KOMIIAHHA MMeeT CBOHM (DIUIHAILL,
KaKOBO ee IIONOKEeHHe Ha PhIHKe, KaKHe TIePCIIeKTHREL PA3BHTHA BHIHT €€ PYKOBOJCTBO. [IocMOTpHTE KaK
POCCIIICKHE TaK M 3apy0Oe KHBIE HCTOUHIKH.
2. Why do you believe we should hire you?
KOoHeYHO, HE HYKHO IIPEYBEIHUHBATh CBOH JOCTOHHCTBA, HO COBEPIIEHHO HEOOXOIHMO IePEeUHCIHTE Te
KaueCTBA H HABBIKH, KOTOPEIE BEITOJTHO OTTHYAOT BAC OT APYTHX COHCKaTeNeil.
3. Why did you leave your last job?
Huxorga He OT3bIBATECH HETATHBHO O IIPOIINIBIX PaboTodaTedxX, HHAYe Y Balllero HOBOTO paboToHaTel
MOKET BO3HHKHYTH OITac€HHe, YTO BEl H HM OyJleTe JaBaTh OTPHI[ATENhHYH XapaKTePHCTHKY B PA3HBIX
Kpyrax.
4. In what ways do you need to improve as an employee?
He GofiTech mMpH3HATh, YTO Y BaC €CTh H cIabble CTOPOHBI. DTO TOBOPHT O TOM, YTO BBl OCBEOMIIEHBI O
CBOHX HEJIOCTAaTKaX H FOTOBHI HAJ, HHMH paboTaTh.
5. Scenario (BapHaHT pa3BHTHA COOBITHIT )
MOTYT IpeNIOKHTh CHTYAI[HIO, KOTOpPad MOKET BO3HHKHYTh Ha paboyeM MecTe, H KOTOPYH CIeqyeT
pazpelmTs. HeoOX0omMIMO IpeICTaBHTh TOUHBIH, ITOIIIArOBEIM ITYTh PEITeHI IIPOOIIe MEI.
B xoHIle cobeceIOBaHIA IIPeJOCTABAT BO3MOKHOCTE 3aaTh CBOH BOIIPOCHL:
Do you have any questions for us?
Bompockl MOTYT KacaTkCd IIEPCIEKTHB Pa3BUTHA KOMIIAHHH, XapakTepa paloTel (HampmMep,
MTPeyCMOTPEHBI JIH KOMAH/IHPOBKH HIIH IIepee3 ] B APYroil pernoH). [IpeamonoxuM, uTo B MTHTe pHETE BEI
HaIlUTH HH}OPMAIIITE0, YTO KOMITAHH A IIPHHHMAeT YUYACTHE B €/KETOJHOI BEICTABKE, TJIE €€ IIPeICTABIIAI0T
HECKOJIBKO COTPYIHHKOB, B 00A3aHHOCTH KOTOPEIX BXOMHT ITPOBEJeHHE IIPe3eHTALMIT 1A ITOCETHTENell
BRICTABKH H 3HAKOMCTBO CO CTEHJIOM KOMIIAHMH. HcIomnb3yd 3Ty HHQOpMAIHIO, MOKETEe 3aJaTh
CJIE {YVEOII[HE BOITPOCHI;
Who is chosen to represent the company each year?
Can [ work my way up to becoming a representative?
Which topics do these individuals lecture on?

PaboTomaTenH Bcerga I€HAT OCBEIOMIEHHOCTh H HHTEpeC COHCKaTeleil K JroO0OH JeATellhb HOCTH
K OMITAHH .
Tem He MeHee, e€CTh BOIIPOCHI, KOTOphIE HeNb3d 3ajaBaTh padoTomarento. Hampmmep, He CTOHT
CITpaIIHBATh O pazMepe 3apaboTHOI IUTATHI:
What will my salary be?
OOBIYHO 3Ta HHpOpPMAIHA yKa3aHa B O0OBABIEHHH O BaKaHCHH. Kpome Toro, paboTojmaTeldb ITOHHMAET,
YTO 3TO BAKHBIN LI Bac BOIIPOC, TIO3TOMY O pa3Mepe 3apadOoTHOI IUaTel paboTOodaTells COOOIIHT BaM
caM, IUIH e Bac MOTYT CIIPOCHTH, HA KAKVI0 3apIUIaTy BHI IIPETEHIYETE.
B koHIle cobece JOBaHIA BaM cOOOIIAT O JAaTe BTOPOro codeceJOBAHHA (E€CIIH TaKOe IIPETyCMOTPEHO) HIH

O CPOKaxX HEBEHIGHI AGIU0APE e HITH padoToaaTeN .

B ompocrPIEARRIY MOACE0
Ceprudykar., ~2C0000043ESABBBO952205E FBAS0006000004 3E
snanend: 11OJFQTOBBTECE K. QOCYABEHIIO TEOPETHYECKOTO MaTepHAIA.
Kak epecTH ceb4 Ha CDGECE,[[DBHI{[III. Yacto 3aJIABA€MBIE BOIIPOCEL Ha CDﬁECEI[DBElI—HHI HA AHTIHICKOM

I3eIKe. Kak cO3014aTh KDPDI[[EE BIICYATIICHIHCE }r INOTCHITHAIIRHOI' O pHGDTDI[ﬂTEJIH.
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2. Read and translate. Find some questions for this candidate.
JOB INTERVIEW

2.1

— Exuse me, may I come in?

— Yes, of course. Sit down. So, what’s your name?

— My name 1s James Smith.

— How old are you?

— I am 20 years old.

— Well, James, where did you work before?

— I worked as a cashier in McDonald’s.

— Are you quit yourself or somebody fired you?

— I quit myself. The work distracted me.

— Okay. So you haven't got experience in selling cars.

— That’s right.

— You must understand that we need skilled workers.

— It seems to me, that I won't get this job. But, I think that there is a good candidate for this place!
— Who are you talking about?

— My father knows the machines well. Moreover, he has a lot of free time!
— Okay, how old is your father?

-He 1s 435.

— Hmm ... Ithink we’ll call you back later.

— Okay. Be sure to call. Here is his number: 81341341313.
— I need to write down his name and surname.

— Oh sure. His name 1s George Smith.

— Thank you so much.

— Thank you.

— Have a nice day!

— Bye!

— Bye!

2.2

— Hello Anna.

— Hello.

— You are applying for an editorial job.

— Yes.

— You have a wonderful resume. Tell me more about your work in the newspaper.

— I started working as a freelance reporter. For the year I grew up to be an assistant editor. My
specialization is economic news, interviews with key persons of companies.

— This 1s exactly what we need. Do you know the conditions that we offer?

— Yes, [ read it on the site.

— Are you satisfied with everything?

— Yes, but I would like to have a more flexible schedule.

— Good. If everyone is happy with everything, then congratulations, you are accepted, bring the
documents to the personnel department. Welcome to the team.

3. Read and translate:

BUSINESS TALKS

Ronald James of New York Sun Corporation discusses with Olaf Harper of Olaf and Co., London the
delivery of the machine.

James- Good morning, I am happy to see you. We haven't met for ages. How are you?

Harper- Good morning, Mr. James. I am glad to see you too. I am fine and I hope you are quite all

right. [IOKYMEHT MOAMWUCAH
James- ﬁﬂﬁ?y%ﬁ”f “98u had a very good trip.
Ceptucigkat: 2C00QQ043E9ABBBIS2205E 7BAS00060000043E

Bnanend AT Pl N QU ALE, QLS FL was very smooth. Though when I left London, it was rather warm, but here
in New York the weather is not very good.

James- Oh, it is nasty. We hate it, but it can't be helped.
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Harper- Weil, I think we should get-down to business.

James-  Right, let us get started. You know, with this delivery problem, I am sure, there is room for
negotiation.

Harper- Oh, yes. We stressed in our inquiry that we needed the machine urgently. A speedy delivery is
of vital importance for us.

James- Well, this 1s how we see 1it. We can deliver the machine in 10 weeks and install it 4 weeks after
that.

Harper- Oh, I am afraid, these periods are too long, we cannot agree to that.

James- These are, in fact, the usual periods. It is pretty normal in this kind of operation.

Harper- When we mentioned speedy delivery, we expected you to deliver the machine in 6 weeks at the
latest and to install 1t in 3 weeks after that.

James- I see what you mean, but I am afraid that would be difficult. You see, we have a lot of orders to
handle at present and moving just one machine is a major problem. Look, if lean promise you delivery in
7 weeks, does that help?

Harper- I am afraid, I cannot agree to that.

James-  Well you are really asking us for something that is very difficult. I have already offered you 7
weeks. [ will have to consult my colleagues and let you know our reply this week.

Harper- Well, I have got a proposal: if you deliver the machine in 6 weeks, we shall place another order
for the second half of the year.

James-  Well on that basis, I suppose, we might be able to look at some kind of arrangement. In fact if
you can promise another order, I think we could accept your terms.

Harper- Very good, let us consider it settled. I will confirm our next order for the second part of the year
in writing tomorrow.

James- Iam very glad, we have come to an agreement.

IIpakTiueckoe 3anATHEe Nel(. CTpyKTypa AeJIOBBIX NHceM. BHABI JeJTOBBIX IMHCEM.
OpraHH3arHoHHad opMa 3aHATHA: TPAIIIIHOHHEL CEMIHAP.
[{ems: ¢opmHpoOBaHHE Y CTYAEHTOB PEYEBOH, M3BIKOBOI H KOMMYHHKATHBHONH KOMITETEHI[HH LA
OCVILECTBIEHH S JIeJIOBEIX KOHTAKTORB.
B pe3yinkTaTe OCBOEHHE TEMEI CTYIEHT IO KEH
3HATh: OCHOBHYIO OH3HEC TEPMHHOIOTHIO, HCIIOIB3YEMYIO IIPH COCTABIIEHHH [IEJIOBBIX IHCEM, OCHOBHEIE
TpeOOBaHMA H IIpaBHiIa O(POpPMIEHHA IOKYMEHTALHH H JAEIOBOH KOPPECIIOHJEHINH Ha aHTIHIICKOM,
OCHOBHBIE TpaMMATHUECKHE ABIEHHA, XapaKTepHble HId TPOQecCHOHATLHOH peuH, JIeKCHYECKHE H
CHHTAKCHYeCKHe 0CO00eHHOCTH O(HIHATEHO-AETOBOI0 CTHILA B AHTIHICKOM S3BIKE.
YMETh: OIPEJEIATh CTIJIEBVI0 IIPHHAJIEKHOCTh AHTIHIICKHX TEKCTOB O(HI[HATBHO-JIEIOBOTO CTHIL,
BHJIETh XapaKTepPHBIE CTIUIEBBIE YEPTHI, UHTaTh O(QPHIHAIBHO-JETOBBIE TEKCTHI PA3IHYHON CTEIEHH
CIOXKHOCTH, CTPOHTh [JHAIOTHUECKYI0 H MOHOIOTHYECKVIO Peuysb C HCIIONb30BaHHEM Hanbolee
VIIOTPeOHTENBHBIX JIEKCHKO-TPAMMATHYECKHX CPEeICTBE B OCHOBHBIX KOMMYHHKATHBHBIX CHTYAI[HIX
o(pHIaTsHOr 0 OOIIEHH T, TIOHHMATh JTHATOTHUYECKYH H MOHOIOTHYECKYIO PEUb 110 H3YUEHHOI TEME.
AKTYyalTbHOCTE TeMBI: 00YCIIOBIEeHA He 00XOIHMOCTBIO OBIAJIeHHT Y K-4.
TeopeTHueckasd YaCTE:

CTIUIb HAIMCAHHA JeIOBBIX IHCEM MeHAeTCA OUeHb OBICTPO. C Kaik IbIM I'OJIOM OH CTAHOBHTCA ITPOILE
H MeHee O(HIMATbHBEIM. B HacTofAllee BpeMsA [IeIOBBIE KOPPECIIOHAEHTHI H30erarT YIOTpeOIeHIA
HACHIIIEHHBIX H BHTHEBATHIX (Ppa3, a IIPEIIIOUNTAOT TIPOCTOI, KOHKPETHBIT A3BIK, T.K. OHH I[€HAT CBOE
BpeMI H He XOTAT €Tr0 TPATHTL HA UTEHHE HEHYKHBIX CIIOB.

Ho xopo1ime MaHeprl BaX)XHEI He TONBKO B JIHUHEIX KOHTAKTaxX, OHH BAaXHBI B IHCEMe. [Io3ToMy
1r00e3HOCTh, H0OpOKeNareIbHOCTh NOIKHEI IIPOHH3BIBATE Ballle IMHCHMO. JIro0ad MBICIE MOKET OBITH
BRIpAKeHa BeXIHBO, CHIEPKAHHO H C JOCTOHHCTBOM. TaKTHUHOCTE, BEKIHBOCTh B JIEIOBEIX ITHCEMAX —
3aJI0T yCIIexa.

110 ycTaHOBHBINEIICA TPAJHITHI CTPYKTYpPa AEIOBOI0 IMHChMA BKITIOUAET:

O0sA3areIbHBIe KOMIIOHEHTEI, T.€. YacTH, KOTOPEIe BCeTJa JOIAHBI IIPHCYTCTBOBATh B IIHCHME
l. I1€ YRR HEHTINENVCKeMITaHIT/3ar OTOBOK (L etter Head)
> oY e e

Ceptudigrar:  2C0000043E9ABEBI52205E7BAS00060000043

Bnagenedr memgmggpn 1514€ AEleESS)

4. BCTVIIHTEIILHOE oOpareHHe (Salutation or Greeting)

. TeKCT ITHChMA (BBDdy of the Letter)
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6. 3aKIFOUHTEbHAd popMyla BexTHBOCTH (Complimentary Close)

7. IOMIHCE (Signature)

JIOIIOTHITE IFHBIE KOMIIOHEHTHI, KOTOPBIE ITPH HEOOXOMHMOCTH MOT'YT BXOJHTH B CTPYKTYPY ITHChMA:

8. VKa3aHHe Ha HHHI[HAIE 4YeloBeKa, IMCABINErO IIOJ [THKTOBKY, WM cekperapsd (Reference
Initials)

9. yKa3zaHHe Ha IIpIIokeHHe K mickMy (Enclosure, coxp. Encl. mwn Enc.)

10. mocTCKpHIITYM (Postscript, coxp. P.S. wm PS)

11. yKa3aHHe Ha JHI0, KOTOpoe II0 KEeIaHHI0 OTIPABHTENd MONAKHO IIPOYECTh TAHHOE IMHCHMO
(Particular Address or Attention Line)

12. VKa3aHie Ha cofep:KaHie ImckMa (Subject Heading or Caption)

13. yKazaHHe Ha cChUIKY (Reference Number)

14. VKa3aHHe Ha KOITHIH, OTIIPABIeHHEIE B Ipyrue aapeca (Carbon Copy Notation, cokp. ¢.c. IH cc.)

LETTER HEAD
3ATOJIOBOK

3aroIoBOK IleyaTaeTcsd THIIOrPadCKMM cIIOcOOOM, OH COJEP/KHT BeChbMa BAKHYI0 HH()OPMAIHI 00
OTIIPABHTENE. HAHMEHOBAHHE (DHPMEBI IUIH OPraHH3al[HH, ITOYTOBBIT H TederpadHeli agpec, HOMEP
TenedoHa, Terekca H Tenedaxkca. Homep pacueTHoro cuera u Ipyrue OAHKOBCKHE PEKBH3HTEL B JJAHHOM
CIydyae IIPHBOAHTL He cuexayeT. Hamnume d¢axkca ABIAeTcd IIPH3HAKOM eCTECTBEHHOIO VPOBHA
00ecITeUeHHOCTH OPITEXHHKOMH, ITO3TOMY OTCYTCTBHE CBeJieHHIl O (akce Ha OIaHKe MOKET BBI3BATh
HeJOYMEHHBIE BOIIPOCH! Y ITOTyYaTeN .

Pa3MmellleHHEe PEKBH3HTOB HE HMEEeT CTPOroil perimameHTanui. OJHAKO OOBIUHO HAHMEHOBAHIE
OpraHm3alHi, IMPeMIPHATHA, GHPMBL H T.JI. JaeTCAd B BEpPXHEM JIEBOM IUIH ITpaBOM VIiIaxX, a ajpec,
TelnedoH, TeleKc H (akc B IIPOTHBOIIOIOKHOM YINY. BO3MOKHO Takxke PACIIONOKEHHE aJipeca,
TelnedoHa, Telekca H (akca B HIKHEH YacTH 3aroioBka. IToj Ha3BaHHeM (PHpPMBI MOXKeT OBITH YKa3aH
POI €e JeATeIbHOCTH. B HA3BaHMAX TOPrOBBIX H IIPOMBIIUIEHHBIX ITPEITPHATHI, OaHKOB H T.Jl. MOKET
IPHCYTCTBOBATH cloBO Limited (coxparmenHo Ltd.) Hamprmep:

Mitchell Diesel, Limited

B crnose Limited B cokparieHHOM BHIe 3alI0KeHO0 BrIpaxeHHe limited liability company T.e., KoMITaHud ¢
OTPaHHYEHHON OTBETC TBEHHOCTBIO.

HHorza B Ha3RaHHAX (PHPM BCTpedaeTcAd H PYToe COKpalleHHe — Inc., YTO COOTBETCTBYET BHIPAKEHHEO
Incorporated , T.e. 3aperHCTPHPOBAHHBI KAaK KOPIIOPAIHA, HAIIPHME]:

International Office Equipment, Inc.

ITomuMO IIpe JocTaBIeHH A (QAKTHUYECKOH HH(POPMALIHH O (PHPME, 3ar0JIOBOK OIIpeelIeHHEIM 00pa3oM
XapakKTepH3yeT ee C APYroi CTOPOHBI: HeoOBIUHAS (popMa 3arolloBKa, ero H3aiH, sMOinleMa (pHPMEI (a
HHOTJfa H €€ JIeBH3), IIPHMEHEHI e I[BeTHOH KPAacKH, HCIIONb30BaHHe OCO0O0H OyMarH — BCe 3TO CO3JaeT
croeoOpasHeni oOpa3 ¢upmel. Ynrad ImckMO, BB, 0e3YCIOBHO, IIPEeX]ie BCEro, HHTEPECYeTEeCh €ro
CoZepKaHHeM, OHAKO HEBOIBFHO o0palraeTe BHIMAaHHE H Ha oOpMIEHHE 3arOJIOBKA, KOTOPOMY Cpazy
IaeTe BHYTPEHHIOK OLIEHKY, HHOI A IIePeHOCA 3TY OLEHKY H Ha JeATeIbHOCTh CaMOil (PHPMEI. Y JauHOe
PAacCIIONOKEHHe KOMIIOHEHTOB 3arojI0BKA, €ro OpPHITHHATbHAd ASMOlIeMa CIIOCOOCTBYIOT CO3JaHHIO
OIIarOIPHATHOIO BIlEUYATIIEHHA O (JHpPMeE Y TeX, KOMY HaIlPaBIEHO IMHCHMO. 3arolO0BOK O(HIHAIBEHOTO
IIHChMA IIpeficTarIAeT co00il GHPMeHHBIN OIaHK, B KOTOPOM OCTaeTCd YKa3aTh TONBKO ATy HaITFCAHIA
micekMa / date line: xoTtopoe OOBIUHO IleyaraeTcd cirpaBa. CYINECTBYIOT pa3lIHUHBEIE CIIOCOOBI ee
HaImcaHua. Tpa i OoHHEIM OPHTAHCKHM CUNTAETCS CIIe YOI BAPHAHT:

15 Feb. 20...

15 February, 20...

15th February, 20...

AMepHKAHCKHIT c11oco0 0003HAUeHN A ATl HECKOIBKO HHOM:

February 15th, 20...

February 15, 20...

[Tepem yHCTHTEIFHEIM, 0003HAUAIOIIMM IO, OOBIUHO CTABHTCA 3amdaTad. B IoclemHiie TOAsI Bce Oomee
3aMEeTHOIl CTAHOBHTCA TEHJIEHI[HA K MHHIMAIbHOMY

VIIOTPeOIIEHHIO 3HAKOB IIPEIMHHAHHA B JeI0BOH KOPPECIIOHIEHIMHH, II03TOMY MOKHO BCTPETHTH H TAKOE

HAINCaHHE [MARYMEHT NOANWMCAH
OHHOW NOAnNUCEIO

4 ﬂu%l:]ﬁ[ .
CepTuduKarT: 0000043E9ABSBY52205E 7BASD0060000043E

Bnanenetl€ DEFOMEHAYETCA VIIOTREOIATE B TaTaX MH(PEI BMECTO MECATIER, TIOCKONBKY IH(POBOE 0003HAUEHHE
IaThl MOJKET OBIThP HCTOIKOBAaHO IIO-PasHOMY B Pa3IHUHBIX cTpaHaxX. Tak, mara 2/5/2013 Oypmet

BOCIIPHHATA eICTABHTEIIeM aMepHKAHCKOH (GHPMBI Kaxk 5 deBpand 2013 roma, a IIpeacTaBHTelIeM
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OpuTaHckoil (HPMBI — Kak 2 Mad 2013 roma. 5To CBA3aHO ¢ OCOOEHHOCTAMH IIPOUTEHHSI [aT B Pa3HBIX

CTpaHax:
CIITA

2 /5 [ 13

MECAI] IEHE TOx

B emHKOO pHTAHIA

2 /5 [ 13

IIEHb Mecdll  TOf

J{omyckaeTcs cOKpalleHie Ha3BaHH il HEKOTOPBIX MeCSAIIEB:
January — Jan. July — July

February — Feb. August — Aug.

March — March September — Sept.

April — Apr. October — Oct.

May — May November — Nov.

June — June December —Dec.

ITpn pabGoTe ¢ KoMIbrOTepoM MexIyHapomHad opraHm3amud mo CraHmapTH3amua (ISO) peKoMeHIyeT
ITOHOCTE IH(poBOoe 0003HAUEHHE JaThl, IIPHUEM CHayala YKa3bIBaeTCA TOJ, 3areM Mecsl[ H JeHb,
HarpMep: 2013-09-06 won maxe cautHO 20130906, OgHaKo moKa 3TH (POPMEI IITHPOKOTO ITPHMEHE HIT
HEe ITOIYYIUIIH.
INSIDE ADDRESS
BHYTPEHHUH AJIPEC

AJpec TmoIy4yarelsd IIHChMa HIIH BHYTPEHHII aJipec IIOMEIaeTcsa Ha JIeBOi CTOpOoHe OIaHKa IHchMa H
COHepAHNT yKa3aHHe Ha TO, KOMY OHO HaIpaBIeHO H II0 KakoMy afapecy. IIHCEMO MoxeT OBITh
HaIrpaBIeHO (JHPME, H TOI/ia CHAYyala YKa3hbIBAeTCd ee HAaHMEHOBAHHE, a 3aTeM aJpec B CIeXyroleil
ITOCIIEJOBATEIFHOCTH: HOMEP JOMA WIH 3/JaHHA H Ha3BaHHE YJIHIIE (Ha OHOI CTPOKe), Ha3BaHHe ropojia
(Ha Apyrofl cTpoke). 3mech &e, eclIHM HeOoOXOMHMO, ITOMeIlaeTe IIPHHATOe O0O03HAUYEHHE IIOUTOBOTO
paiioHa. IIpm oOpareHHH K OpTraHH3al[HH, B HA3BAHHMH KOTOPOH IIPHCYTCTBYIOT COOCTBEHHBIE HMEHA,
aJipec IOIydarend HEeTOBBIX ITHCEM O(QOPMIAIOT B 3aBHCHMOCTH OT CTPAHBI, B KOTOPOH HMeeT MeCTO
TePeIHCKa.
HNHorga nepej HazpaHHeM (PHPMEI IIPHHATO CTABHTH CIOBO Messrs (cokpalleHHe (paHIy3CKOro CIOBa
Messieurs). 5To geraeTcsa B TOM clydae, KOrjia B Ha3BaHHH (PHPMEI IIPHCYTCTBYIOT (paMIUIHH KaKHX-TTHOO
JTHII, HaIlpHMeED:
Messrs John Brown and Co., Ltd
[Tocie 3TOro B TOI e IOCIeqOBATEIFHOCTH JAaeTCA aJpec OpraHH3aIlHH.
Messrs HHKOIJIa He YIOTpeOindgeTcsa IIpH oOpalleHHH K 3aperHCTPHPOBAHHON KOMIIaHHH, OyIb TO
yOIIHMUHad HIH YacTHAad KOMITAHHA. PeKOMeHIyeTCAd HAIPABIATh KOPPECIIOHIEHITHI0 HEIIOCPEICTBEHHO
TOMY JOIKHOCTHOMY JHITY, NIA KOTOPOTO OHA IIpeJHAa3HAUEHa, T.e. [HPEKTOPY-PacIopAIHTeINLo,
KOMMEPUECKOMY ITHPEKTOPY (3aBeAyIOINEeMY OTHenoM cOBITa), VIIPAaBIAIOLIEMY SKCIIOPTHBIMI
oIepalHaMH H T.Jl. B TaKOM clIyyae yKa3bIBaeTcAd Ha3BaHHe (HPMEI Oe3 oOpareHid K Heil. OHO CTaBHTCA
YacThI0 aJipeca TOUHO TakK ke, KaK Ha3BaHHE YIIHIILI HIH TOPojia.

B CoemiHeHHrlX IllTarax Amepnkn ¢opma oOpareHma Messrs He yioTpeOmderca: Stainway &
Sons, Inc.
Ecim mHCEMO afpecyeTcsd KOHKPETHOMY JIHIY, TO B [JEIOBOH IIEpeIlICKe aApec IIONyYaTelld MOKET
o(opMIATECA CIeAYIOIHM 00pa3oM: — €CIIH ITHCHhMO aJpecOBAaHO HOIAKHOCTHOMY IIHI[Y B KaKOI-IHOO
KOMITAaHHH H IIPH 3TOM HEH3BeCTHA eT0 (JaMIUIHA, TO aJpecaT YKa3bIBAeTCA CIeIYIOIIHM 00pa3oM:
The Manager
The Hongkong Banking Corporation
- €CIIH Ke H3BecTHA (paMIUIHd AOJIKHOCTHOTO JHI[A, TO OHA YKA3bIBAETCA IIEPBOI, ITOCIE UErO MOKET
OBITH 0003HAUEHA H JOTAKHOCTE:
Mr. Edward W. Hertzfeld, President Hertzfeld
Home Appliances, Inc.
YKa3zaTh JOTKHOCTh Oe3 (paMIUINHU JIHI[A, €€ 3aHHMAIOIIEro, MOKHO B TOM CIy4Yae, eCIIH 3Ta JOIKHOCTh
ABIIAETCS WE‘BEHHH]HEEI—EPI‘HHIHHIHIII Ecnn ke Brl HalpaBlgeTe IDICHBMO J€JIOBOTO COJlep/KaHHA

ﬁﬂﬂ? &5’?&? aﬁﬂ) CIIEOVET CHaualla d3dTh (PaMHIHEO 3TOIO C K4, 3dTEM
CEETHd}HHaT ECEI'DFJI} 3ESAB 205 50 DEﬂEIfJDDdEE Ay YK q] OTPYyIHHKA,
Bnaﬂengﬂﬂgﬂwﬁx EHL%Q HO, KaKOI'O- OO ee DT,I[EJIH) ITIOCIIE HETO VYEKA3aTh €€ TIOTTHBIH alpeEc,

HaIIPHMEeP:

Mr C.C. Pan
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The Standard Oil Company

[TrckMa MyAUIHAM MOKHO aJ[pecoBaTh, KaK YKa3aHO, B 3aBHCHMOCTH OT TOrO, KaK caM YeJIOBEK
ITOITICHIBAET CBOH ITHCEMA.

K He3aMyXHHM KeHIIIHAM H K JIeBYIIKAM MOXHO oOparmarbcsa: «Mucco». K 3aMyKHIM KeHIIHHAM —
«Muccuc M(apma) B(payH)» Ipexe HYAKHO OBRUIO 00sg3aTelIbHO VYKa3bkIBaTh HMA My#xa: «MICCHC
T(omac) B(payH). Korjga HeH3BeCTHO, 3aMyAKHSI HIH He3aMyKHAI KeHIHHA, K KOTOpoil BaM HYKHO
oOparuthca, BMecTo «Mmucey H «Muccue» cramo ynorpedmarsca «Mc». Korjma Brl coMHeBaeTecs,
ynorpebisgite «Mucc». Ecmi BRI He yBepeHEL, KakKoro IIOlNa YelIOBeK, KOTOpoMy BEI IMHMIIINTe,
yIoTpeoiite «MHCTEPY.

3aTeM II0CiIe HMeHH OOBIUHO HJIET HAa3BaHHe NOIKHOCTH, THTYIIA, HAYUYHOI CTeIleHH H T.II. B 3TOM ciryuae
MIHCHMEHHBOT [IeJIOBOIl 3THKET TpeOyeT BBIOIONMHEHHSI CIEAYIOIIHX VCIOBII: Ha3BaHHE JOMKHOCTH
CTABHTCSA TOIBKO ITOCIIe HMEHH YeJIOBeKa Uepes3 3alATYIO

Mr. John Hunt, Manager ['ocrioguHy J[KOoHY X aHTy,
3aBe TYIOIIeMY
Mr. Mot Monroe, Editor ['ocrmommy Mopty MoHpo,
PepgakTopy

Ha3BaHIe YUeHOH CTelleHH ITHIIEeTC A Iepe IMeHeM, BCile]] 3a KOTOPRIM Yepe3 3aIllATY0 MOKeT CIEJIOBATh
o003HaUeHHEe JOIIAKHOCTH.

[Tocie coxpareHHOro o003HaueHHA HAyUHOI CTeIleHH TOUYKA MOKEeT He CTABHThCA.

Dr Michael Lurvey, Director  JJoktopy Maiikny JlepeH,

AHPEKTOPY
Prof. Alfry Smith, IIpod. Andpu CmuT,
Head of the Department 3aBe QyIOIEeMY OT/IeIOM

B AHTIHH HHOIJA IIOCIIE (l]ﬂl\-ﬂ[]]][[[ MOKET CTOATE CIIOBO Esq., IIEped KOTOPEIM CTOHT 3aIldTaAd. B sToMm
CIIy4ac Ha3BaHHE JTOIIAHOCTH OOBIYHO ITHIIIETCS C HOBOIL CTPOKH.

Dr. Michael Johnson, Esq. H-py Maiixny J[AKOHCOHY, 3CKBaIpy

Director The British JHpeKTOpY KOMITAaHHH BpHTHIII

Engineering Co., Ltd. OHIKHHHPHHT Kamimann Jimvorre

EcIH HMA KOHKPETHOIO IJIHI[A HEH3BECTHO, TO HAa3BaHHE MJONMKHOCTH IIHIIETCI C OIIPe[Ielle HHbIM
APTHKIIEM:

The Chief Accountant, ['mapHOMY OyxXrantepy BpHTHIII

The British Engineering OHTKHHHPIHT

Co., Ltd. Kanvmamm JImvorre

OJOHAKO TAKOe HAIIMCAHHE BO3MOKHO TOJIBKO TOTIA, Koraa BEI a0OCOIIOTHO YEBEPEHEI, YTO 3TAa JOIAEHOCTD
SABRIAETCA € JHHCTBEHHOH B I[HTEPEC}’I—DH.[EfI BAC OPraHH3aITHH. HHHPI]I\'![EPZ

The Chairman ITpencemarens

The President [Ipe3nmeHt

The Managing Director JHpeKTOp-pacIopsaIHTeNb

The Chief Accountant [ TaBHBOT HHKEHED

The Secretary CexpeTapb

EcIH e H3BeCTHBI H HMA H JOIKHOCTE, TO apTHKI ITepe ] Ha3BaHHeM JOIAKHOCTH He CTABHTC:

Dr. Michael Johnson, Esq. H-py Maitkry JIKOHCOHY,
JCKBalpy

Director JHupexTopy

The British Engineening KOMITaHHH BpHTHII SH K HIITHHT,

Co., Ltd. Kanmags JIHMHTE [T

Ecm IDICBMO aJpecOBaHO JIMIY, 4eil TOUHBLOI agpec HEH3BECTeH, OHO MOJKeT OBITh HaIlpaBIeHO B

OPraHH3alII0, HAIIPHMEDP, B TOPTIIPEACTBO HIH HA (PHPMY, KOTOpas MOXKeT IIepelaTs HIIH IIepeciIaTh eMy

3TO IMCHMO. B TaKHX cIy4asx Iepe] Ha3BaHHeM OpPraHH3allHH, TOPITIPeACcTBa, (PHPMEBI IIOIIYTCSA CIOBA

«Care of “ (=1n care of), KOTOphIe O3HAYAIOT ‘‘HA ITOIIEUEHHE ', T.€. IO aJIpecy.

Kak oTMeueHO BHIIIIE, ITOCTIe HA3BaHIA (PHPMEI B ajJpece yKa3sBaeTCAd HOMED JOMa H Ha3BaHHE YIIHIIEL,

3aTeM Ha3BaHHe ropojia IWIH IrpadcCcTra.

B OTHOIIE MMy GeNTHINHNTCAPOIOB BenKoOpHTaHHH yKa3aHie IpadcTB He 00g3aTelbHO, UTO KacaeTcs
mﬂﬁﬁéﬁ&ﬂ 565949 e e [{Paq]cma 00M3aTelsHO, 0COOEHHO, ITOCKOIBKY Ha3BaHHA He O0IbIIHX

He0o
Ceptwcomkatr: 2C0000043E

2
Bnaﬂmg;ppng}ggammﬁiﬁf%%%? EEEEJ]IIB‘:DﬁpI]?TEl}HHI CYIIeCTBYIOT JBa PHUMOHIA: OJHH B rpadCcTBe
Cyppeii, a apyroii — B rpadctee Hopkimp).
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B BemHkoOpHTaHHH IIPH HAIMHMCAHIH ITOYTOBOTIO ajpeca peKoMeHAyeTcsd ImcaTrh Ha3BaHHE ropoja
IPOITHCEE0, 3aTeéM MEIKO Ha3BaHHe I'pad)cTBa, 3aTeM ITOUTOBBEIN KOJI )CHCTeMA KOTOPHIX HeJaBHO OFIlIa
BBeJleHA B cTpaHe). HarmicaHie Koma B aJpece YCKOpAeT MOCTABKY H II03BOIAeT oOpabaTeBaTh ITOUTY C
TIOMOIIEF0 ABTOMATOB.

Korma rmceMa IOCEIIA0TCA B APYIHE CTPAHEI, HYKHO BCEI/IA IIHCATh HA3BaHNE CTPaHEBI, JaXke eCII 3TO
CTONHI[A CTPaHEl. CYIMecTBYeT HanmpuMmep ,JIOHIOH B AHTIIHH, a Takke B KaHaje, bocTOH B AHTIIHH, a
Takke B AMepHke, TpHIiomH — B JIMBHH U B JInmBaHe, bieHTaliep — B [lloTmauguu 1 B Mamnagm.

ITo Toil XKe IIpHUIHE, KOT/Aa IIOCEUTA0TCA IHChMAa B AMEpPHKY, HY/KHO 00A3aTellbHO YKA3kIBaTh Ha3BaHHeE
IITaTa Iocle HA3BAHILL TOpoja, Kak ykaszaHo. ITocle HasBaHIA ropoma Heio-Ilopk HyKHO 0GS3aTelBHO
yKa3aThk Ha3BaHHe InTaTa: Hiro ug | OpK IH HEero-/[KepcH.

B oduipamsHON Iepellicke BO3MOKHA TaKad CHTYaI[Hd, KOTrJa BBl IIPOCTO He 3HaeTe, KeM OyJeT
paccMarpHBareCA Ballle ICEMO. B 3TOM ciIyyae Ha IIOMOIIbF BaM IIPHJET JOBOJIBHO IIOMYIIAPHAL B
AHTTIOA3RIUHBIX CTpaHaxX GopMyIIa:

To whom it may concern —ToMy, KTO MMeeT K 3TOMY OTHOIIEHHE. JTa (popMyla TaKKe IedaTaeTCsd
OTAELHOMH CTPOKOI IO aJIpec oM ITONYyYaTe .

B CIITA B HenoBOI MepelHcKe cTaparTcd H3berats Oe3THYHOro oOpallleHHd [Jaike B TOM CIydae, eCIm
IMONy4YaTelb ITHChMA — HE3HAKOMBIH YETOBEK H H3BECTHO JTHINb €TI0 HMA.

OPENING SALUTATION (GREETING)

BCTYIIUHTEJBHOE OBPAIIIEHHE

BeTymmrenmsHoe oOpallleHHe IIpefcTaBIdAeT CcoOOH  OOINENPHHATYI0 CTAaHZAPTHYVIO  (QOpMY,
SABIAIOINYIOCA HEOTHEMIEMOH YacThI0 3THKETA JeIOBOTr0 IHMCchMAa. OHO IMOMEIAETCS Ha JIEBOH CTOpPOHE
OllaHKa ITChMA H IMMIINETCA HA OTHAENBHOI CTPOKe. B MenoBOI KOPPECIIOHEHII IIPHHATO HeCKOIbKO
(hopm oOparteHIii, pa3mYAOIIIXCI CBOeH «TOHATLHOCTRIO». B IMChMaxXx K (HpMaM H OpTraHH3aI[HIM
OOBIYHO YVIIOTPeOIIAIOT CIIe Y OIHe (POPMYIIEL:

Dear Sirs, (3To oOpallleHHEe XapaKTepHO NIA IEPEIHCKH B BelHKOOpHTAHINM, ITOCIIE HErO CTABHTCA
3aIrATasd)

Gentlemen: (rcrmoms3yeTcs rmpH mepermicke B CIITA u KaHaze, TTocie Hero CTAaBHTCA IBOETOUHE )

CTporo o(pHIHaIRHO 3BYYAT BEIPAKECHILT.

Sir: Sirs:

Madam: Mesdames:

MeHee OQHIIHATEHO BOCIPHHHMAROTCA CIIe IyIoIHe (popMBI 0Opariie HIfi:

Dear Mr. Allen Dear Messrs Allen

Dear Mr. Cooper and Cooper:

Dear Mrs. Allen Dear Messrs Allen

Dear Mrs. Cooper and Cooper:

B aHTrIHHCKHX IHChMAaX, KaK IIPABHIIO, YIIOTPe OIMAFOTCA ClIe AYIOIIHE BCTYITHTEIbHbIe 0OpalleHHA:

Dear Sirs, — IIHCHEMO aJIPecOBAaHO B KOMITAHHH B I[€TIOM.

Dear Sir, — IHCHEMO APECOBAHO MYKUIHE.

Dear Mr. Brown  —IIHCEMO aJjpecyeTca XOPOIIO 3HaKOMOMY
JTOJIKHOCTHOMY JIHITY — MY/KUIHE.

Dear Madame, — I CHEMO aJIpecyeTcs AKeHII[HHE HIH JeBYIIKe.

Dear Mrs.Brown, —IHCEMO aJipecyeTca XOPOIIO 3HAKOMOMY
- JOMKHOCTHOMY — KEHIITIHE.
Dear Ms.Freizer, — IHICBEMO agpecyeTcsa XOPOIIO 3HAKOMOMY
TOIKHOCTHOMY JIHITY — He3aMYKHeH KeHIIHHE.
Dear Sir/Madame, — IIHCEMO aZpecyeTcA TOTKHOCTHOMY JIHILY,
H aBTOPY HEH3BECTHO, ABIAETCS JIH
JOJIKHOCTHOE JIHI[O MYKUIHON ITH KEeHIIHHOI.
B aMe pHKaHCKH X IIHChbMAaX HCITOIB3YIOTCA CIeQYIOIIHE BCTYIIHTEIbHbIE OOpaIleHHA:
Gentlemen:
Dear Sirs: IIFICEMO aJIpeC OBaHO
Dear Gentlemen: KOMITAHHH B I[eJI0OM
,D.DI{FMEHT NOAMMCAH

Dem HHD” oM MO AIpPecoOBaAHO
Ceptud ﬁ ﬂ 4BEE,&BBBQEEEDSE?BAEDDDEDEGDD

Bnagen ]FIHE MEHEEHQMEI[EHEHM HOJLA-
Dear MISS Brown: HOCTHEIM ITHI[AM

BODY OF THE LETTER
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TEKCT IIHCBEM A

OCHOBHOE COJiepkKaHHe IMHChMA — TEKCT — HAXOAWTCHA B 3aBHCHMOCTH OT IIeJIeil erO HaITHCAHHS.
OpmHako, B mo00oM caydae, B TieproM ab3alie mickMa ()OpMHPYeTCSA BCTYIHTEIbHBII KOMIUIMMEHT. TaKoii
BCTYIIHTENBHENT KOMIDIHMEHT MOJKET BhIpakaTh ONaroJapHOCTh 3a IHCHMO (€CIH HAIPABIAETCS OTBET),
IIPH3HATENBHOCTh 3a IIArH, Hal[PaBIeHHBIE HA B3aHMHOE COTPYIHIYECTBO (Takke, €CIIH 3TO OTBETHOE
MOCIIaHne), OlIarokenareIbHOe COOOIEHHe O TOM, UTO ajipecar ABILAETCS H3BECTHBIM B CBOEH OTpaciH
MpeIIPHATHEM, OpraHm3amueil, GUPMOIi H T.A. (€CTH IMHCEMO IIOCBITAETCHA BIIEPBEIE), COOOIIEHHE O
PagoCcTH, KOTOpasd BO3SHHKAET IIPH BO3MOKHOCTH HAIIPABHTh JAHHOE ITHCEMO HMEHHO B 3TOT aJipec H T.I.
Jaxe B cIoydae, KOr'Ja IHCEMO HOCHT B I[€IOM HeTaTHBHEIN XapakKTep H MOKeT CBHAETEILCTBOBATE O
paspeiBe JAIbHEIIEH KOPPECIIOHAEHIIHH, BCTYIIHTEIBHBIH KOMIUIHMEHT JOJKEH 00A3aTelbHO
IIPHCYTCTBOBATE.

ITocle BCTYIIHTEIBHOIO KOMIUIHMEHTA (POPMHPYIOTCA OCHOBHEIE IIOJIOKEHHA, BEITEKAROIIHE M3 1[I

IHchMa. EcaH 3To cyry00 HH()OpPMATHBHOE IIHCHEMO O XapaKTepe e ATeIBHOCTH OTIIPABHTEILA, TO KPaTKo
H3JIaraeTcad HCTOPHA BO3HHKHOBEHHA ITPEMIIPHATINL, OPraHM3alfiil MM (QHPME OTIIPABHTENI, HX
Pa3BHTHA, CYIMHOCTh HEATEIBHOCTH B HAaCTOAIIee BpeMd (Poinb Ha PHIHKE, OOBEMBI pealH3allHH I
HEKOTOPBII IPYTroil CTaTHCTHUYECKIOI MaTepHall, He ABILIIOINHIICA KOMMepuecKoil TaifHoii.) ITocae uero
dopMyIHpYyeTCA ITPEIOKEHHE O COTPYIHIYECTBE, ITPOJIake ITAPTHH TOBAPOB, OKA3aHHe YCIYT H T.]I.
EcH IDICEMO HOCHT OTBETHEIN XapakKTep, TO B 3aBHCHMOCTH OT IIEPBOHAYATBRHOTO IIOCTAHHA OT
3apyO0eKHOIH CTOPOHEI, BO3MOKHEL OTBETE HA ITOCTABIIEHHEIE B ITHCHME BOITPOCH], BEICKA3bIBAE TCA MHEHHE
O BO3MOKHOCTH JAIbHEHINEro COTpyAHHUecTBA JMOO 00 OTCYICTBHH TakOi BO3MOKHOCTH,
OIIPEIETITFOTCA BCTPEUHBIE IIPENIOKEH .
ECIH ITHCEMO HOCHT XapaKTep pearHPOBAHHA HA OTKPOBEHHO HePYAKECTBEHHYIO AKI[HIO HHOCTPAHHOTO
ImapTHepa — HeCOONIOJIEHHE CPOKOB IINIAaTeka, HEBBITIOMHEHHE B3ATBIX Ha ce0d o0d3aTeNnbCTB, IPYTHE
TEHCTBHA, VINEMIIAIOIIE IIPpaBa OTEUYECTBEHHON CTOPOHEI, TO BCTYIIHTENBHELNI KOMIDIHMEHT MOKHO
HECKOIBKO IIPHTYIIHTE. IIociie 3TOro cieayeT BEIPA3HTh HEJOYMEHHE 110 TTIOBOAY AEICTBHII HHOCTPaHHOMH
CTOPOHEI H COXalleHHe O IIpoHcIIemIeM. IIpH 3TOM OIleHKa CIYUHBIIETOCA H BRIBOJRI, Jake
HaIIpaBIeHHEIE HA MTOMHEIH PA3PEIB OTHOIIEHHI, He JTOMKHEI HOCHTE PEe3KOro Xapakrtepa. B 3ToM ciyuae
YMECTHBEI OOOPOTHI THIIA. «C COMKAJEHHEM BBIHYAJEHBL ITPEePBaTh HAIM [JATBHEHIIIE KOHTAKTBD?, «K
HaIlleMy COKATEHIT0, 3TO ITOBIEYeT 3a OO0 HeoOXOIHMOCTh oOpareHHd B CyaeOHbIe OpraHsD H [Ip.

OO01asd XapakTepHCTHKAa OCHOBHOH YacTH JelIOBOrO IIHChMA  JOIKHA OTBeYarh TPeOOBaHHAM
B3BEIIIEHHOCTH, KPAaTKOCTH, MOCTYITHOCTH H OJHO3HAUHOCTH ITOHHMAHHA TEKCTA. TeKCT MHONKEH OBITH
Pa30HT Ha CMBICTIOBBIE A03allbl, UTO OONMeryaeT oOpadboTKy KOPPECTIOHAEHIMII H BOCIIPHATHE COHEPKAHIT
TekcTa. [IpH moaroroeke Texcra HaHOONIee IEIeCOO0PA3HO HCIIONB30BATh YCTOABIIHECS IMHCHMEHHEIE
IIITAMITEI, KOTOPBIE CIIOCOOCTBYIOT IIyUllleMy IIOHHMAHHIO TEKCTa, €r0 VHH()HKAIIHH B OIIpe/IeIeHHOIT
CTEIIEHH CBHJETEIBCTBYET O BBIXOJE OTIPABHTeNd IMHCBMAa Ha COOTBETCTIBYIOIIMILI YPOBEHB
MeEKTyHapoqHoro oOmeHnd. [IHChMO, Ha HeTPAJHI[HOHHOM «HEIEIOBOM» s3BIKE, IIPH BCeil
0e3YKOPH3HEHHOCTH JTHHTBHCTHYECKOTO O(OpPMIEHHA CO3TACT BHIHMOCTh HEIPOo(ecCHOHAIH3IMA ET0
HCIIOMHHTEI, YTO Cpa3y XKe CKaXkeTcd HAa OTHOIIEHHWH K IIOTEHIHATBHOMY ITapTHepy. IlosToMmy, Bce
MIPH3BIBE K «HETPAJAHIHOHHOMY, HEH30HTOMY INTAMIIAMH S3BIKY» B HJAHHOM CIy4ae COBEPIIEHHO
HEYMECTHEI. I13IHIIHE TOBOPHTH O TOM, UTO TEKCT ITHCHEMA JOTKEH OBIThH BEIUNTAH HA ITpeIMET HATHYIA
opdorpadgruyecKHx OIIMOOK H OITleUaTOK — OHH a0C OTEFOTHO HMCKIFOUAKTCA!

B 3akmoueHHie OCHOBHOH YAacTH IMCEMA JOIKEH COJepPKaThCAd 3aKITIOUHTEIbHBIOI KOMIUTHMEHT.

Taxoil KOMIUIMMEHT IIPH3BAH BHECTH BOCXOJAIIIOI 3lIeMeHT B (PHHAIBHYE) YacTh ITHCBMa H ITOMOYb
copmMIpOBaTh ITO3UTHBHOE MHEHHE O ITHCHME H €r0 aBTOpPax.
Tak, TpagHIMOHHEIM SBIAETCA BERIpAXKEHHE HANEeAKIRl HA MANBHeHIllee COTPYIHHYECTBO, Ha TO, UTO
H3T0KEeHHAd HHPOpMAaIMd B IMMChMe OyeT ITohe3Ha H IIOCHYAHT B JAIbHEIIleM NI pacllHpeHHd
B3aHMHEIX CBsa3eil. B 3aBHCHMOCTH OT YPOBHS IIOJTOTOBKH ITHCHMA, BAXKHO BKIIOUHTL (pa3y THIIA
«IIONIB3VACH CIIYUAEM, €Il pa3 IIPHMIITe HAaIlH YBEPEHHI B TOTOBHOCTH JAIBHEIIIETO B3AHMOBEITOTHOTO
COTPYIHIYECTBA», «MBI C HAEKJOH CMOTPHM Ha MePCIeKTHREI HAIIETO JABHEHIIET0 COTPYIHHYUECTBAY
H T.0 Ecmn ImceMoO ajipecyeTcsAd ITONYYATENR0, C KOTOPHIM eIle He OBUIM YCTAHOBJIEHHI [IEIIOBEIE
KOHTAKTEI, TO 3aBePIMHTF OCHOBHYVIO YAacTh MOKHO VYBEPEHHOCTRIO B TOM, YTO IIPENIOKEHIL
H3JI0KEHHbIE B IMChMe, OBUTH HHTEepPeCHBIMH, HAJIeKIO0H HA CKOPOe ITONYUeHIE OTBETA H YCTAHOBJIEHIE
per}ﬂlﬂpHmmmmcﬁw}mem.

ElTI[BI—[E:III XAPAKTEDP H O3HAYACT PA3PERIE JCIOBEIX KOHTAKTOB, HE CIIEOVET
Ceptud 6& ECDDDI}M JESABEBO952205E7BAS00060000043

Bna,qcngﬂg %ymm%gg&%QMIMEHTH B sToMm CIIYHAC MOKHO C@DPI\{}’]]IIPDBHTL Domee ﬂﬁCTpElI{TI{B]II
3AKIIOUHTEIIFHEIT KOMIIIMMEHT H CBECTH €ro K qlpﬂgﬂlﬂ THIIA «OJHOBPEMEHHO MbI CEHICTECILCTEYVEM

CBEOIO O BITOCTE 137 2,[[EJIIEJI]E'rIDII‘IEII COTPpYIHHYCCTEA B 6}’,[[}’1[[&1?5[}} B sTom CIIyHac IIPpH BCeH HEeTaTHBHOCTH
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COofep&KaHHd IMHChMAa ITONYYATEF0 JaeTcd IMAHC B clIydyae H3MeHeHHS CBOeH ITO3MI[HH, YCTpPaHeHHI
HeJIPY/KEeCTBEHHBIX JeHCTBHII H T.JI. BEPHYTHCA K JIEIOBOMY COTPYIHHYECTBY C OTIIpaBHTeleM. XOTA,
eCTeCTBEHHO, B IIOCIeJHEeM CclIydyae 3aKIHUHTEeIbHbII KOMIUIHMEHT B OOIBIIE CTelleHH SABIIAETCA
IIPH3HAKOM XOPOIIero TOHA, UeM JeHCTBHTE: HOM Ha/Je A IO Ha IIpeJIc TOSAINee COTPYJHHUECTRO.

B 0 MHOTHX cIyuasx Ilepel 3aKkIFUHTeIhHEIM KOMIDIHMEHTOM B IIHCEME IIPHCYTCTBYET (ppaza, B KOTOPOIl
cooOIaeTca HoMep TelnedoHa, GamviiHAd H JTONKHOCTh JIHI[A, KOTOPOE MOITO OBl OTBETHTH HA BCE
BO3HHIKAIOIIIE BOIMPOCHL. IIpn 3ToM Takafd ¢ypaza TaKke CTPOHTCSA B MaKCHMAIBHO A00pOoKeIaTelIbHOM
TOHe» IIPH HeOOXOIHMOCTH He OTKa3bIBaiiTe B BO3MOKHOCTH IIO3BOHHTEL HallleMy MeHeIKepy IO
BOIIPOCAM pealH3aIl[iH H YTOYHHTE BCE BO3HHKAIOIIHE BOIPOCHED». 37eCh Ke YKa3eBaeTCAd HOMEP
TelnedoHa.

COMPLIMENTARY CLOSE

3AKJIFOUYUTEJIEH A5 ®OPM YJIA BEJKJIMBOCTH

B IenoBoii mepellicKe IIPHHATA OIpeelleHHasd opMa 3aBeplleHH IHICEMA HIH TelleKca, T.e. BCIe/ 3a
OCHOBHBIM Te€KCTOM ITHCEMA ClIeAyeT 3aKTFUHTeIbHAA (popMylIa BeKIHBOCTH, KOTOpasd pacIiolaraeTcsa B
IIPABOI YacTH IMcTa. 1o cBoeMy CTHII H TOHY 3aKIHUYHTEIbHEIE (POPMYIIEI BeKIHBOCTH TOIKHEL OBITH
TapMOHHYHBIMH O0pallleHHI0 H OCHOBHOMY TeKCTY IIHChMA. TaK, eCIIH IIHChMO HAUMHAETC CIIOBAMH:

Dear Si1s, YeaxaeMsle rocroaal

Gentlemen: I'ocmtoma!

TO IIPeIIOYTHTEILHEIMH OYAYT 3aKITFOUHTEIbHbIE (OPMYIIBL:

Sincerely yours ckpenHe Baiir

Y ours faithfully C yBaKeHIEM

Hamnbolee pacipocTpaHeHHBIMH SBJIIOTCA CIIeIVIOIIHe (POPMYIEI BEKIHBOCTH:
Y ours faithfully,

Yours truly, Ctporo

Yours very truly, O(HIHATEHO

Very truly yours,

Yours very sincerely,

Y ours sincerely, OdrmnansHo

Sincerely yours,

Very cordially yours,

Y ours cordially, Menee

Cordially yours, o(pIHaIEHO

JIFOOOIIEITHO OTMETHTE CIIeQVIOIIYI0 TOHKOCTE B OTTEHKAX 3HAaueHIMil: eclH B IDickMax H3 CIITA Yours
ABIIETCSA IEPBEIM KOMIIOHEHTOM coueTaHHd Yours faithfully, To oTHoleHme K ajgpecaTy MeHee
o(pHIaTsHOE, a €CIIH BTOPHIM KOMIIOHEHTOM 3aKIHUHTEIBHON (POPMYIIEI, TO 3TO HeHABI3UHBHIT HAMEK
Ha HeOOXOMIMOCTE CYOOPIITHAIIHH.

Kak yxe OoTMeuanoch, aMepHKAaHI[LI CKIOHHBI CHIIKATh (POPMATBPHOCTh KOPPECIOHAEHIMH H YacTo
HAUMHAIOT [elIOBBIe IMChbMAa C OOpalleHHd II0 HMeHH. B 3TOM cllyyae 3aKIFOUHTeIbHAad (opMyla
BEJKIHBOCTH HMeeT MeHee O(pHITHAILHEII XapaKTep:

Y ours sincerely HcxpenHe Barr
Yours truly Hckpenne Barr
Very truly yours HcxpenHe Barmn

OpHako Takme QopMyIsl Oolee TPaJHITHOHHEL LT HeO(HITHATHHEIX IIHCEM.
HHOrma B 3aKIHUYHTEILHYI QOPMYIY BeAKITHBOCTH BXOIAT JOOABIIeHILA:

We hope to hear
from you soon HapeeMcsa Ha OBICTPEIN OTBET
We look forward
to hearing from you C HeTepIleHHEeM KJeM OTBETA

ITociie 3aKTHUNTEIsHOI (JOPMYIIEI B KIIMBOCTH BCEr/la CTABHTC A 3aILATasd.

SIGNATURE

ITOOITHUCH

J{eIToBBIE IIDICHMA IIOIIICHIBAIOTCA OT PYKH UEPHIUIAMI, YeTKO H pazbopurBo. [lommick Bceraa MOIAHA
OBITE OJHHAROEAT OOMMCAHIO. [IOo IOMIMCEI0 OOBIYHO IleyaTaeTcsd (QaMHIMg H  JOIKHOCTEH

TTOJIITICHIR ero O CPMO'C [Ton  3aKIFOUNTENBHOIT (OPMYIOH BEXKTHBOCTH (BBIE IIOJIIHCH)
Ceprudbikat: 2C0000043E9ABBBI52205E 7BAS00060000043E
Bnanend DOTHECEH BIMIT I JIEUATAETCA Ha3BaHHe (DHPMBI IV OPraHH3aIiH, 32 KOTOPYIO aBTOP IIO/ITHCHIBAET
ITHCBHMO.
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EcIH aBTOp IMOMIIHCHIBAET OT HMEHH H 10 IIOPYYEHHI0 KOMIIAHHH HIIH JPYIOro JIHIA, YIIOTPeOIA0TCA
caroBa the per pro = p.pro = p.p. (short of procurationem) «Io HOBEpPEHHOCTH» IIepe]] Ha3BaHIEM
KOMITAHHH HIIH (paMIUIHEe. DTO COKpallleHH A OT JIaTHHCKOr' O BEIPaKEeHHd “II0 JOBEPEHHOCTH . YelIoBeK,
TIOMITHCHIBAOIIII ITHCHEMO 3a KOTO-IIHOO, YIIOMHOMOYHBAETCA HA 3TO OQHIMHATHHBEIM O PHIHYECKHM
ITOKYMEHTOM (JIOBEPEHHOCTEIO ).

HMHadue yroTpeOingeTcd BeIpakeHHe “For’ “3aH oT IMeHH TIepel avIUmieil Jiia Wi mepe] Ha3BaHHeM
(HpMEL. ECIH IDICHBMO IIOIICHIBAETCA JHIIOM OT HMEHH KOMIIAHHH, OHO MOIKHO OBITH HAINCAHO B
IIEPBOM JIHIE MHOKECTBEHHOTO UHCIIA.

Wi MOKHO BEIPa3HTE 3TO HHAYE:

€CIHM IHCHMO ITHIIETCA OT IIEPBOTO JIHI[A MHOKECTBEHHOTO UHCIIA, TO IIOCIE 3aKTHUHTENbHON (OPMYIIEL
BEKIIHBOCTH ClIeyeT IeyaraTs Ha3BaHne GupMel (B/O) ¢ mpemmoroM “3a”, 3aTeM IIOMIHCE. Hammprmvep:

Y ours faithfully, C YBaKeHHEM,

For V/O “Prodintorg” 3a B/O “IIpomuHTOpT”

(I.Pavlova) (.I1aBmoRa)

Director HupekTop

N

Y ours faithfully , C yBaKeHHEM

Per pro. THE ORIENT AL Ot mmeHn OpHeHTan TpermHT Ko. JITh
TRADING CO.LTD

F. Howard ®. I"'orapx

Secretary CekpeTapb

REFERENCE INITIALS

YKASAHHWUE HA HHUIIHAJIBI ABTOPA

OTCTYIIHB JiBa HHTEpBAla OT IIOJIIHCH B JIEBOM YACTH ITHCHEMA IIPOCTABIAFOTCSA HHHITHATLI aBTOpa H
ceKpeTapsd HIH MAIHHUCTKH. HMHIOManmsl aBTOpa IE€YATAOTCHA IIPOIMCHBIMH OYKBAMH, HHHI[HATEL
HCIIOHHUTENS — CTPOUHBIMH. I1HHIMH AL ABTOPA H HCIIOTHHTEIA PA3Aear0TC 3HAUKAMI / HITH

H ammprvep:
Sincerely Yours,
Edward P. Graham
Secretary

EPG / km

ENCLOSURE
YKA3SAHHE HA ITPHJIOXEHHWE K ITHCEMY
YJacTo K JeIOBOMY IDICBMY MOTYT ITPIJIAraThCsd Pa3lIUHbIE JOKYMEHTHL. B 3THX CIIyyasXx HeoOXOIMO
CeNIaTh VKa3aHHE HA IPIUIOKEHHE K IHCHMY. JTO YKa3aHHe IeYaTaeTCa B JIEBOM HIKHEM YIIIY BCIET 3a
HHII[HATIAMH aBTOpa IMChMA H HCITOMHHUTeNd. Harmprumep,

Sincerely Yours,

Henry Powell

Director
HP : vd
Enclosure : Insurance Policy

in triplicate
M cxpeHHe Baiir,
I'eHpH Ilayamn JupekTop
I'll: B
I pHIIOXKEHHE: CTPAXOBOH ITIOIHC
B 3-x 3x3eMIpIgpax
Hapsamy ¢ momHoil ¢gopmoit crora Enclosure yiorpeOngercsa H ero cokpaineHne — Encl. Ecim nMeeTcA
HECKOIbKO IPIIIO;KE HITI, TO YKA3BIBAETC A HX YHCIIO.
2 Enclosures:
2 MIPIWIOKEHH A

2 encl.:
PexoMeH TypayivEpe nEIATAHTOKYMEHTHI, IIPHIIaraeMele K IMHCEMY. [IpH e peuricie i BCe CII0Ba, KpoMe

EKTPQHHOW v
bI.

TTpeIIOT OB TIHIITY T Oil O
Ceprudbkht: ' "2C0000043E9ABSB52205E 7/BAS000600008043E

Bnagen .wga T-EITI:HHE AnekcaHgpoBHa
4 Encl.: Invoice 4 TIpmnoxennda: CueT-(akTypa

Insurance Polic CTpaxoBOI ITOIHC
Nencteutened: ¢ 19.08.2022 no 19.08.202




Certificate of Origin CepTHHKAT IIPOHCX 0K TeHILA
Capitan’s Receipt PacImicka KarmmraHa

POSTSCRIPT
ITOCTCKPHUIITYM
OOBIUHO B [IETIOBON IlepeIlicKe ITOCTCKPHIITYM He BCTpedaeTcA. OH HHOIZA, IIPaBJa, BCTPEUAETCI B
KOMMEPUECKHX ITHChMAX, KOTJA IHINYINHII X04yeT 0Cco00 BBIJIETHTH BOIIPOC, OOCYAIAEMBIH B IIICHME.
[TOCTCKPHIITYM HAUHHAETCA C JBYX 3ariIaBHBEIX NaTHHCKHX OykB P.S. mnm PS ( = maT. post scriptum
“Ilocrme HammcaHHOIO') H pacIionaraeTcid B JeBOH 4YacTH IMHICEMA HIH VKa3aHHd Ha IIPIIOKEHHE.
ITOCTCKpHIITYM, KaK IIPABIUIO, He TTOMIHCEIBAETC, B €T0 KOHIIe aBTOP MPOCTO CTABHT CEOH HHHITHAIIEI.
Pegko, HO B KH3HH BCTPEYAOTCA HEIPeBHIAECHHEIE OOCTOATENLCTBA, KOIJAa IMHCHMO Y&KE€ TOTOBO K
OTIIPABKE, HO IIPOHCXOIHUT COOBITHE, O KOTOPOM HEIIPEMEHHO HYKHO COOOITHTE. Hammpimep:

Sincerely yours,
Henry Davis

Sales Manager
HD | ac
P.S. Our Director has had an accident. H.D.

M ckpenHe Barr

['eHpu /lenBIC
YIIPaRILAIOIIII OTHAEIOM
COrITa

' |5

I1.C. Hatrr gupeKxTop molral B KaracTpody. I'. .

PARTICULAR ADDRESSORATTENTION LINE

YKASAHHUE HA JIMIJO, KOTOPOE IIO XEJIAHHUIO OTIIPABHUTEJIA JOJDKHO ITPOYECTE
HJAHHOE IITMCBEMO

OOBIUHO pacIolaraeTci Ha [Be CTPOKH HH/KE BHYTPEHHEro ajpeca. PacIipocTpaHeHHl CIeayIoIlpe
(pOpPMBI HAITHCAHHA:

Attention: Mr. R. W. Stoll, Export Manager

Attention of Mr. R. W. Stoll

Attention of Export Department
Mr. R. W. Stoll, please
Attention Mr. Cave
Attention of Purchasing Manager
DTa CTpoKa IPH3EBaeT K 0COOOMY BHHMAHHIO OIIpeeleHHOrO YelIOBeKa, YacTO C IeIbI0 YCKOPEeHHT
PacCMOTPEHH A IHCEMA.
SUBJECT HEADING OR CAPTION
YKA3SAHHWE HA COINEPKAHHUE ITHMCEM A
OOBIUHO ITeYaTaeTCsd Ha JIBe CTPOKH HHKe BCTYIIHTeIbHOIO oOpalleHHd. Ero Bcerjia BHIIEIAOT, UTOOERI
nerde OBLIIO pa3OHpaTh ITOYTY H HAITPABIIATH IIHChMA ajipecaraM, HallpHMep:
Subject : Personnel Changes
Subject : Your Retirement Plan
SUBJECT : Your Retirement Plan
Re : Your Order of July 14, 1989
Price Reductions
Re B mepeBojie 03HAYAET ~"OTHOCHTEILHO, KAacaTeIEHO'
REFERENCE NUMBER
YKA3SAHHWUE HA CCEIJIKY
Jnsa oOneryeHHs IMepeldicKH H COKPallleHHs BpeMeHH Ha ITOHCK HeoOXOIMON JTOKYMEHTAI[HH JIelI0Basd
KOPPECIIOHJIEHIMA OORYHO HMeeT CBOH PperHCTPaIHOHHEIN HoMep. HoMep OKyMeHTa, Ha KOTOpPBII
CCBUIAeTC aBTOP ITHCHEMA, HJIET ITOCIIE CIIOB

Our ReferepoeymEBundgeihicNo)
Y our RefSfe et 1 POUPREP

Ceptudomkar: ECDD[I'[I'G-#SEE!ABEEQEEEDEETBASGD*] 000004 3E

Bnanend OTOPRIE, KAK-IIDABIIQ, IIHILYTCS PAOM CO CTPOKOI JATHI WIH HaJl BHYTPEHHHM aIpecoM.
Ecmn maHHasd HHQOpPMAI[HA OTCYTCTBYeT, TO aBTOP IMMChMAa MOJKET CCHIIATHCA HA HOMepP HOKYMEHTa B

Hayall€ TEKCTA T[IICI:M&Z HHHPIMEP
Nencteutened: ¢ 19.08.2022 no 19.08.20



Dear Sirs,

We refer to your letter of December 2, 1990, ref. 519|57300, and are pleased to learn from the last
paragraph that your corporation is quite willing to continue and develop the friendly trade relationship,
which has already existed so many years between us.

Gentlemen:

Thank you for your letter of February 28 under your reference

513/0240 regarding the European Production Conference.

CARBONCOPYNOTATION

YKA3AHHE HA KOITHMH, OTIIPABJIEHHBIE 11O IPYT UM AJIPECAM

Ecim, KpoMe ajgpecara, KOIIMH ITHChMA IIOIyUYaT APYIHe JHIQ, TO TaKad IIOMeTKa JOIKHA OBITH clelaHa
Ha OJIH-/IBa HHTepBala HIJKe YKa3aHId Ha IIPIUIOKeHHe K IHChMY. Harmpimep:

Copy to Mr. M. G. Emhart

C.C.: The Bank of Osaka, Ltd., Kobe

The Osaka Chamber of Commerce and Industry

LOCATION OF BUSINESS LETTER PARTS

PACTIOJIOXKEHUE YACTEHN ITHCBEMA

B aHITHIICKOM IIICEMEHHOM JIeJIOBOM 3THKETE HET eIHHOro oOpaslla PacIloNOXKeHHS BCeX dYacTeil
nHchkMa. CYIECTBYeT HECKOIBKO (pOpM, I3 KOTOPHIX HaHOoOIee YIIOTPeOHTe b HBIMH ABIAIOTCA JIBE.

1. Briounas popma (Block form ). OcHoBHAaA 0COOEHHOCTE 3TOH (JOPMEL JETOBOTO IIHChMA 3aKIIF0OUAETCA B
TOM, YTO BCE €r0 YacTH, 3a HCKIHUYeHHeM aJpeca OTIIPABHTEILI, 3aKIFO UHTEIFHON (POPMYIIEL BEKIHBOCTH
H TIOJIIHCH, HAUHHAITCA HEIIOCPEJACTBEHHO OT Kpad JeBOro II0Id, OpocaeTcsd B I1a3a TaKke OTCYTCTBHE
KPacHOIl CTPOKH B Hauaie Kaxmoro ab3ara.

2. CymiecTByeT H JApyrad ¢opma PpacloIOKeHHd IHMCEMEHHOTO MaTepHala, KOTJa CTPOKH ajpeca
OTIIPABHTENSA H J[aTa, a TakKKe ajpeca IONy4YarTelsd H 3aKIFOUHTENIBHOH (QOPMYIBI IEUATAROTCA C
oTcTynamMi. OCHOBHOI TeKCT IMHMChMA TakKke IleyaTaeTcd ¢ abO3al[HBIMH OTCTyIIaMH. OTa ¢dopma
Ha3eBaeTcA “3yOuaroil”’ (indented mm step form)

B xoMmMepuecKoil KOPPEeCIIOHIEHIIHH CYIIEeCTBYIOT H IPYTHE CIIOCOOBI KOMIIO3HI[HOHHOTO O(POPMIEHHA
IEIOBOrO IMIChMAa. HeKoTophle M3 HHX — HeOOBIUHBIE, OpPOCKHE — HCIIOIB3YHOTCA 1A TOTO, UTOOBI
IIPHBJIEYs BHHMAHHE YHTATEII K opMe IICeM, COJepAKAINHX HH(OPMAIIHIO PEKIIAMHOr0 XapaKTepa.
EXAMPLES OF WRITTEN COMMUNICATIONS

ITPUMEPE ITUHCHBMEHHEBIX MITAMIIOB

I HAYAJIA TITMCEM A OPENING PHRASES

MBI IOy UILTH Bariie IHCEMO OT. .. We have received vour letter of...

We thank you for your letter of...
We thank you for your letter
of 15th May...

biarogapum 3a ImchMo OT ...
biarogapum 3a Bare 1mcsMo
OoT 15 Madq...

Bomnsiroe criacHOo 3a Barire micsMo Many thanks for your letter

BERIIO OUeHE IIPHATHO Y3HATE, YTO...

51 Op11 OBI OUEeHE OIarojapex,
eciH OrI BEI...

B oTBeT Ha Barlie micsMo OT... (IIpocsdy)...

ITo Barrreii mpocs6e MBI BEICTIATH BaM. ..

Panel coobnmTe Bam, uTo...

[Ty ¢ TeM, YTOOBI BELACHUTH (3aKa3aTh). ..

MEI OUEHE BANHIEICCOBAHELE . . .
ANEKTPOHHOW NOAMWUCHIO

Ceptudomgar: ECDD[I'[I'G-#SI?IE,&BBBQEEEDEETBASGﬂGEGﬂGGﬂdﬁE

Bnagen :Cm% Ha

ma;ﬂ HOPpOBHA

XoTenock ORI JOOABHTE, UTO. ..

Nencteutened: ¢ 19.08.2022 no 19.08.2023

It was good to hear that...
[ should be grateful if you would...
In reply to your letter of ... (request)...
At your request, we sent you...
We are pleased to tell you that...
I am writing to inquire (order)...
We have considerable interest m...

With reference to your order

We should like to add that. ..



MBI OUeHB pajibl V3HATh, UTO BEI We are very gratified to learn

3aHHTEPECOBAIICH HAIIIM ... that you are interested in our ...
Xotenock Ol 0OpaTHTE Bariie We should like to draw your
BHHMAHHE HA... attention to...
IToxamyiicTa, cOOOIIHTE CBOH Please let us have your
VKa3aHHd TI0 JOCTaBKe instructions for shipping
IloxTBepKJaeM Halll 3aKa3 oT... This 18 to confirm our order of...
Barrre I CEMO C ITPIUIOAKEHHEM Your letter enclosing (stating
(YKazaHmeM, Ipock0oii o...) that..., asking usto do....,
PacCMOTPEHO requesting us to do...,) has

been considered (given proper attention)
B oTBeT Ha Ballie micsMo OT. .. In reply (in response) to your letter of ...
B nmoaTBepKIeHIe HAIIETO (HX) In confirmation to our (their) telephone
TelleOHHOTO pa3roBopa (Iepe- conversation (talks, heldin ...) we
TOBOPOB, COCTOABIIHXCAB ... ) inform you that...

CcOO0OIIaeM, uTo...

Ccruradch Ha Hallle IMHCEMO OT. .. With reference to (Referring to) our

Cco0O0IIIaeM, UTo. .. letter of... we wish to inform you that. ..

BHOBE cCRITAACE HA ... ‘With further reference to...

Panel coodbnmTe Bam, uTo... We are pleased (We are glad) to inform you
that. ..

We have pleasure in informing you that. ..

K coxaneHII0, BEIHY K /I HEI We are sorry (We regret) to have to
HaIlOMHHTE BaM, UTo... remind vou that. ..

113 Bariero mmickMa MBI Y3HAI, UTO... We learn from your letter that. ..

B CcBA3H ¢ HAIIIM ITHCEMOM OT ... In connection with our letter of....

H B IIOJTBEPKIEHHE TeIerPaMMEL OT ... and 1n confirmation of our cable of...

MEI ¢ YIHBIIEHHEM Y3HAIM H3 We are surprised to learn from your

B arrrero Tenekca. .. telex...

CBA3YIOUIHE SJIEMEHTEI ITNMCEMA  BINDING PHRASES

MEI BEIpaKaeM VBEPEHHOCTh B TOM, UTO... We express confidence that. ..
MEI COBEPILIEHHO VBEPEHHEL. . . We are sure (confident) that...
OIHOBpEeMEHHO XOTeIH OBl At the same time we would hike
HAIIOMHHTE Bam, UTo... to remund you that. ..
CumraeM He 00X0 JHMBIM We find (consider) it is necessary
(BaKHBIM, IlelIecOo00pa3HbIM) OTMETHTE . .. (important, reasonable) to note. ..
[IOKYMEHT MOANUCAH
-
TToMIMO BB Eﬁﬂﬁ?ﬂrﬂ?ﬂf’@%m Apart from the above...
Ceptudiikar: 2C0000043ESABBBS52205E 7BAS00060000043E
Bnaneneu: llleGayxoea TaTeAHa AnexkcaHgpoBHa
B IOIIOIHEHHE K BHINEYKA3aHHOMY. .. Further to the above...
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M&1 ObUTH OBI pajibl HMETh BO3MOKHOCTS. ..

HDJII:?}FHCI: BO3MOEHOCTEIO
HAaIIOMHITE, YTO...

Camo co0oiIt pazyMeeTc4. ..

OGparrraeM Barrie BHIMaHIE Ha
TOT (aKT, UTO

BEHY BEOIEH3TOXKEHHOTO. ..

B CBA3H C 3THM. ..

B cBa3u ¢ Barreii mpock0oit. . .
B CBA3H C BROIEHIITOKEHHBIM. . .

J1e10 B TOM, UTO...

B CIOAKHBIIMXCSA OOCTOATETBCTRAX. ..
I1o BarreMy MHEHHIO. ...

B coorBeTCTBHH C Batireit mpock0oii. . .

B BarreMm roicsMe BrI 3adB1deTe,
YTo...

Jlanee Br1 nmHimere

bomee Toro...

TeM He MeHee. ..

B nepByro ouepens. ..

O aKTHYECKH. ..

Kpome ToTO...

B mgormmonHeHHe K HaIlleMy ITHCEMY OT. ..

MEI BEIHYK IEHBI HATIOMHHTH
Bam, uro...

HmMmeeMm YIOEOIILECTEHE ITPENIOAEHTE Bawm...

B am, Hec OMHEHHO, H3BECTHO, UTO...

OueBHIHO, BaM H3BeCcTHO, UTO...

We would welcome the opportunity...

We are taking the opportunity
to remind you that. ..

It 1s self understand. ..
It goes without saying...

We wish to draw our attention to
the fact that...

We would like you to note that. ..
We wish to bring to you notice that...

In view of the above...

In this connection...
In connection with your request..
In connection with the above

The matter is...
The pont 1s...

In the circumstances. ..
In your opinion...

As requested by you..

You state (write, are writing) in
your letter that...

Further you write. ..
Moreover...
Nevertheless. ..
First of all (In the first place)
In fact (In actual fact/ Actually/Virtually)
Besides...
Further to our letter of...
We have to remind you that...
We have pleasure in offering you..
You are no doubt aware that..

You may know that..

[TpuaraeM KOITHEO ITHChMA (PHPMEL. . .

IT0 IIOBOJTY AOKBVERTIIDM)MCAH
ANEKTPOHHOW MOANMUCHIO

Ceprudopgar: 2C0000043E9ABBES52205E7TBAS00060000043E

Bnanenet:POGHMHIDIHALE, BQ RRUMASHE

(Y4ecTs ), UTo...

We enclose (are enclosing) a copy of
a letter from... about...(in connection)

Please note that. ..
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BBIPAJKEHHNA, NCITOJIb3YEMBIE B KOHIIE ITMCEMA

CLOSING PHRASES

MEz1 OyeM IIpH3HATEIbHEI 33 We early reply will be appreciated. ..
OBICTPELIL OTBET. ..

ITpocum oOparmaTsca K HaM, If we can be of any assistance please
eciH B am rmoTpedyeTcs do not hesitate to contract us...
IIOMOIIE (COeIiCTBHE). ..

Haneenmcs momyunts Barin We are looking forward to hearing
OTBET B OImKaiiieM Oy IyIIeM. .. from you...
We expect your early reply...
We expect to hear from you in the
nearest future

M&1 xoTelH O 3aBepHTE Bac. .. We would like to assure you...
HaneemMcs moiepxars We wish (would like) to maintain
COTPYIHIYECTBO ¢ Bamii. .. cooperation with you

ByreM IIpH3HATEIBHEL 32 OBICTPOE Your prompt execution of our order
BBRIIOTHEHHE HAIlero 3aKa3a will(would be) appreciated

MEI He 3aMe UM CBI3aThCA C We shall not fail to contact (to get
HAaIlIMMH OPTaHH3aI[IIMH in touch with) our organizations
(IIPOEKTHBIMH OPT aHH 3aI[HAMH, (design organizations,
3aBOIAMH -ITP OH3B O AU TEIIIMH ) manufactures)

B OITPOCHI U 3aTAHHU:

1. IlogroToRbTECh K OOCYAKIEHHIO TEOPETHUECKOTO MaTepHana.

CTpYKTypa JIeIOBOTO ITHCHMA:

1. 3arolIoBoK.

2. JlaTa mmHceMa.

3. HammmeHOBaHIE M aJfpecC MOTyUaTesI IHChMA (BHYTPEHHIIT apec).

4. IIpHBETCTBHE.

5. OCHOBHOH TeKCT ITHCEMA.

6. 3aKIrounTeIbHAA (pOopMyIIa BeAKIHBOCTH.

7. Ilommice.

8. YKa3zaHHe Ha IIPHIIOKEHHE (ECIIH HMEETCH).

Ilome3Hnsle BEIpaxkeHId B menoroil mepermicke (Helpful Expressions in Business Correspondence):
ITpocsOrl  (Requests), BripaxeHme cooOmieHnsd, BripaxkeHne Hamexasl (Expressing Hope),
brmarogapHocts (Gratitude), M3puHenmsa (Apologies), BripakeHHe HeyIOBIeTBOpeHHA (EXpressing
Dissatisfaction), OTBeTEI Ha BOIIPOCHI H ITpeioxe i (Responding Questions and Proposals).

2. OTBEeTETE HA BOIIPOCHI:

1). HazoBuTe OpHTAHCKMIT H aMepHKAHCKHII 3KBHBAIeHTHl pycckoil ab0perHarypel OOO (0OIIecTBO C
OTPaHHYEHHOH OTBETC TBEHHOCTHIO).

2). Kax B Ha3BaHHH (JHPMEI OTPaKaeTcAd TO, YTO OHA IIPeJICTaBIgeT cOO0O0I IMapTHEPCTBO JIBYX WIH Oolee
JIr0J1ei?

3). Uto yKa3pIBaeTCs B 3aTOIIOBKe ITHChMA?

4). O 4eM TOBOPHT HOMEP TOKYMeHTa?

5). I'le H KaK yKa3bIBaeTCA Jara IIHChMA?

6). Kak mmreTcs BHYTPeHHIOT agpec (agpec mMoayyaTend)?

7). Kakne BexaHBEIe (DOPMEI o0parieHHd (H B KaKHX CIy4adx ) YKa3eIBarTCA Iepe haMiumHeit agpecara?
8). Haroirmite ITpoH3BONBHEIN BapHaHT ajapeca rmonyuarend B CIITA, Bemxobpuranni, Kanazme, oxHoIl
H3 CTPaH ERPOIMEHT NOANMCcAH

9.)' YT1o IIF oM a03are miceMa? JlaiiTe cBOil BapHaHT HauyaldbHOTro ab3ara ImICchMa,
Ceptudikat:  2C0000043E9ABBBY52205E /BAS00060000043E
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3. BeOIommHuTe 3a0aHHd.

1. CocTaBbTe IIHCHMO-3aITPOC OT CBOEIH OpraHM3aIliH O BO3MOKHOCTH IIOCTABKH CIIOPTHBHONH O0YBH
LA FOHOIIEH H JEBYIIEK.

2. Harominite OTBeT Ha 3allpoc O IOCTaBKe CIIOPTHBHOII OOVBH C IOATBEPAIEHIEM I'OTOBHOCTH
OKa3aTh IIOMOIIE H IIOIBITKOH YOEIHTh HOBOI'O KIHEHTAa B IEPCIEKTHBHOCTH OTHOILEHIOI C Ballleil
KOMITaHH ETL.

3. CremnaiiTe 3aKa3 Ha IIApTHEIO TOBApa C IOATBEPAJEHHEM YCIOBHII IUIaTexa, oOpaTHR BHHMAHHE
ITOCTABIIIKA HA CITOCO0 YITAaKOBKH.

4. OO0paTHTeCh B (PHPMY, IIOCTABIIAIOIIYIO OOOPYAOBAaHHE LA IIPOH3BOICTBA MeOEIH, ¢ IIPOChO0ii O
MIPEeAOCTABIEHIH BO3MOKHOCTH IIOMYUHTh HX IIPOAYKIHIO B KpeauT. YOemTe IIOCTABIIKA B Ballleil
HaJle’KHOCTH KaK ITapTHEpA.

5. CocTaBbTe ITHCHMO-3AIPOC O BO3MOKHOCTH H YCIOBHAX TPAHCIIOPTHPOBKH I'pPy3a IO KeJe3HOMH
Iopore.

6. CooOIIHTE CBOEMY KIHEHTY-HMIIOPTEPY OO0 OTIIpaBKe Ipy3a aBTOMOOIIHLHBIM TPAHCIIOPTOM,
yKa3zaB JAeTald YIIAaKOBKH, BeC, CTOHMOCTD H IIPOUHe AeTaTH COIIPOBOSHTEILHOI JOKYMeHT AL .

7. [TopyunTe cBoeMy OaHKY clieliaTh IlepeuHCIeHHe 3a IIapTHIO TOBApa.

4. Answer the following question:

1. What are the parts of the Business letter?

2. What is the difference between the English and American ways of writing the date?

3. What is the difference of writing the inside address in English and in Russian?

4, How do the English and the Americans write the opening salutation and the complimentary
closing?

5. What is the main principle of dividing the letter into paragraphs?

6. What should you remember about enclosures?

7. Why do you think writing of postscript is considered to be bad?

8. If you want a letter addressed to a firm to reach a certain person, how would you indicate this?

5 . Write the adequate complimentary closes to the following opening salutations:

Dear Sir,

Dear Sir:

Messrs

Dear Mr. Brown,

Dear Madam,

Gentlemen:

Dear Mrs. Popov,

Dear Mrs. Brown:

Dear Dr Harris

6. Write the following dates in English:

3.1.2012, 9.3. 2010, 24.4. 2011, 23.VL 2011,

5.2. 2012, 22.V. 2013, 29.VIL 2013, 5.8. 2013,

1.9. 2009, 7.10. 2009, 19.12. 2012, 2.11. 2013

7. Write the following inside addresses and the opening salutations:

B AHTIHIO:

A) Ha pupmy «Cwvur n Cax Jlmnvmrem», Jlongon C.B.5, KeuH BuKTopHA 25, HA HMA MeHeKepa IO
3KCITOPTY,

b) Ha ¢pupmy «JloHm0H MeTtam» B Jlonmone H.B.7, mo ymmaie JIeitH 37, Ha M4 ceKpeTaps,

B) Ha ¢pupMy «J[xoH BpayH», IMyOnHuHad KOMIIaHHA, B JIOHJIOHE (CeBepO-BOCTOUHBII CEKTOp 5), IO
yie XomxbopH, goMm Ne27, r-HY K. BpayHy,

') B Manuectep, 15, yii. Peg Poyza, mom Ne37, Ha dupmy Bpayl Bpazes,

H) B JImeepmyns, 16, yiu. Hapeua Poam, gom Ne64, ¢pupme «BecteH Metanx Ko Jimvmremy, r-xKe Matn
JapBHH,

E) B Bectdopn, rpadctro Xemrommp, yiu. bur Poya, mom Ne33, dupme « Cvut o Can JIT». B HIIMaHHIO T-
Ha bpayHa.

8. Write theoapesingsatutations and the complimentary closes if the letters are written:

2y e TSR s
Ceprudopgdr: 2C0000043ESABBESG2205E7BAS00060000043E

) B aMEPIKAH CKYEOAKOPHOPALLIIO,
B) cexpeTapro — KeHIIHHE;

F) CEKPETAPH KOMITAHITH,
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) mutccuc /1. JIKOHCOH;

E) mmicc E. I'pHH;

JK) r-uy CTOKY (B aMe pHKAHCKOIT opMme);

3) r-Hy CMHTY, KOTOPOT'O BBI XOPOIIIO 3HAETE;

1) cexpeTapro (B aMepHKAHCKOI (pHpME).

9. Place correctly all parts of business letter in accordance with the following:

A) ITucemo Harmcano 25.4.2012, ¢gupme «bpayH Bpazes JItay» 1mmo agpecy: AHTIA, rpad)cTBO ﬁnpmmm,
yimaia Ainsaep Poya, mom Ne2l, 1o moeoay Barmero 3ampoca ot 15.4.2012.

Harmnimite, 4YTo B IOIONMHEHHe K Barremy mcsMy oT 15.4.2013 Ber XoTemt OBI cOOOIIHTE eIIe KOe-KaKIe
CBeJleHHA. B 3aKiIroueHHe BEIpa3HTe HAJeKAYy, YTO YCTAHOBHTE C (PHPMOIl IUIOJOTBOPHEIE [EIOBEIE
OTHOIIIEHH .

b) IIucemo Hammicano 21.11.2013, ¢upme «Jlom Koy (ImybnnuHas KoMITaHHA) IO agpecy: HoOTTHHTEM,
yimaia buMoH Poya, moM Nels, mo mopoy HX 3ampoca oT 1.11.2013. OTBeThTe, UTO BEI ¢ YAOBOIE CTBHEM
IIOCEIIAeTe MM ITOCIIE THII KaTalor H MPeHCcKypaHT.. .. .

B 3axinroueHHe HAIMIIHTE, YTO BRI OKHAAeTe B3aHMOBEITOJHOI TOProBiM ¢ HX (pupmoii. He 3a0yxapTe
yKazaThk IIPHIOKEHHE HA 8 IICTax.

B) ITucemo Harmicano 15.12.2013 ¢upme «bpayH MeTtan Ko» B AHIIHEO, UTOOR OHO OBLIO IIPEJIAHO T-HY
CMHTY.

Anpec: JloHmOH (ceBepHBIi cekTop 6), ymmia Xaiireit Bect Xmmi, moM Ne 32, OTHOCHTEILHO
o0OpyIOBaHH A 110 KOHTpakTy Ne 51. Hamuimmre, 4ro ¢ coxaneHHeM BaM IIpHXOIHTCA COOOIIMTE €My,
UTo...

B 3aKkmroueHHe IIOIIPOCHTE €T0O CPOUHO B aM OTBETHTE.

IIpakTHueckoe 3anaTHe Nell. ColHaaibHO-CIIyKeOHasl MepenucKa.

OpraHH3aiHoHHad (popMa 3aHATHA: TPAIIIIHOHHEL CEMIHAP.
ITems: QopMHpOBaHIE Y CTYAEHTOB PEYEBOIl, M3BIKOBOIl H KOMMYHHKATHBHOI KOMIIETEHI[HI I
OCVILECTBIEHH A JIEJIOBEIX KOHTAKTOB.
B pesynsTaTte OCBOEHHE TEMBI CTYHEHT JONKEH
3HATh. OCHOBHEIE TPaMMAaTHUeCKHE ABIIEHHA, XapaKTepHBIe 1A IIPO(eCcCHOHATHHOM Peyl; IeKCHUECKHE H
CHHTAaKCHUeCKHE OCOO0E€HHOCTH O(HIMHATEHO-IEIIOBOTO CTHILA B AHT IHIICKOM A3BIKE .
VMETh: OIIPEENIATh CTIUIEBYIO ITPHHAIEKHOCTh AHTIHIICKHX TEKCTOB OQPHIHAIBHO-IETOBOTO CTHILA
BHIETh XapaKTepHBIe CTIUIEBBIE YEPTHI, YHTATh OQPHIHAILHO-AEIOBEIE TEKCTHl PA3IUHON CTEIleHH
CIOKHOCTH, CTPOHTh [JHAIOTHUECKYED H MOHOIOTHUYECKVIO Pedysb C HCIIONb30BaHHEM HaHboIee
VIIOTPEOHTENBHBIX JIEKCHKO-TPAMMATHYECKHX CPEACTB B OCHOBHBIX KOMMYHHKATHBHBEIX CHTYaI[HIX
O()HIMATEHOT O OOIIEHH T, IIOHMMATE JTHAIOTHYE CKYE0 H MOHOIIOTHUECKYI0 Peub I10 H3YUEHHOH TeMe.
AKTYaTBbHOCTE TEMBI: 00YCIOBIE€HA He 0O0XOHMOCTHE0 OBIAleHHT YK -4,
TeopeTHuecKkas UacTh:

BHEI IeIOBOH KOPPeCIIOH/EHITHH

Kaxmgoe memoBoe IMHMCHEMO ITHINETCA C OIPeJdeleHHON IENbI0, BEIpAXKarollee HAMEPEHHE aBTOPA, T.€.
IepeIaTh HIH MONYUHTh HH(popMamui. C ompeJeleHHOH ToIei YCIOBHOCTH BCE€ MHOKECTBO [IETIOBOIT
KOPPECITOHAEHINH MOKHO pa30HTh Ha TPYIOIL. [1epByro IpyImry oOpa3yroT AeIOBbIe IHChMA, CBI3aHHEIE
C pacupocTpaHeHHeM HHQpoOpMAIH. Jemopad [OeATeIBHOCTh IIPedIIoiaraeT pacIiipoCTpaHeHHE
HHQOpMAIIMH B CBA3H C PA3MHYHBIMH IIPHUHHAMH. HEeOOXOMHMOCTBI0 IlepeJauyd O(HIMHAIbHOIT
HH(pOpMAINH (HH(GOPMAIHOHHBIE IHIChMA), He00OXOMMOCTEI0 HH(POPMHPOBAHUS MAPTHEPOB IO OH3HECY
H 3aHHTEPECOBAHHBIX CTOPOH B ITPOBEJEHHH TeX HIH HHBIX MEPOIIPHATHII HIIH O CYINEeCTBEHHEIX
COOBITHAX B c(pepe HX HHTEPECOB (IHCHMA-H3BEIEHHA, ITHCHMA-IIPHITIAIIIEHHA, IHChMAa-YBeIOMIEHHN A,
IIHCHEMa-COOOIIEeHH ), HeOOXOMHMOCTEI0 HH(POPMHPOBAHH ITAPTHEPOB H ITOTEHI[HAIBHEIX IIOKYIIATEIel I
MoTpeOHTENel O IPeIOCTaBIgeMBIX TOBAapax H yCIyrax (IHChMAa-TPeIIOKEHHA, PeKIaMHbBIE ITHCHMA).
Kaxk mpaeuno, Je10BkIe TTHCEMAa JAHHOH I'PYIIIEI HOCAT HHHITHATHBHELT XapakKTep.
BTopyro rpymiry o0pa3yrT [HeloBhe IHIChMA, CBA3aHHBIE C OOpallleHMAMH K TeM IIH HHBIM
OpraHm3aliaM, IpeqIpHATHAM, (HpMaM (B TOM UHCIe H IlapTHepaM I10 OH3HECY) B CBI3H C
IIpHOOpETE HUEMEFOBAPPBICAKA3AHIIEM YCIYT IIH BBROIOTHEHHEM TeX I HHBIX AeHCTBHIl. OTH IHMChMA

MOI'VT H&qmpﬁﬁﬂ%ﬂ%fﬁ%ﬁmﬁr K%EE]I{TEP, TdK H ABIATECA CICICTBEHEM ITOIIVHUCHHA HEIOBRIX ITHCCEM,
Ceptudmkar: © 2C000004 3ESABESBO52205E7BASQD06000004
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MIPOTHBOPEYHIT H OTPAKAOT PA3HUYHYI0 CTEIleHh H TIIYOHHY IPEeTeH3Hil (OT ImHCeM-HAIIOMHHAHII 10
IHceM-TpeOoBaHNil H peKIaMAIl[HOHHBIX IHCeM). B IATYH0 TPYIITY BXOJAT IMHNChMA, CBS3aHHEIE C
BRIpAKEHHEM IHYHOIO Y4YacTHA II0 Pa3IHYHBEIM IToBoAaM. He orpaxkad CcOOCTBEHHO [IEIIOBYEO
NEeATEIFHOCTh, A3TH IOICBMA CIIOCOOCTBYIOT IOAJEPKAHHI0 HEOOXOMHMBIX KOHTAKTOB, CO3/IaBasd
HeOOXOMIMYI0 STHYECKYIO H IICHXOJIIOTHUECKYIO Cpedy BeeHH 1 OH3Heca.

HudopmaronHoe micsMo (Informative note)

HNH(}opMallIOHHOE IIHCEMO — [IEIOBOE ITHCHMO, COJiep/Kalliee CBelleHHA O(QHI[HAIFHOIO XapaKTepa.
HNH}opMaliioHHbIe ITHChMA OOBIYHO HOCAT THIIOBOI XapakTep H, KaK IIPABIUIO, PACChIIAXOTCA OpraHaMI
BIIACTH M VIIPABIEHHS Pa3IHUHBIX VPOBHeI ITOABEIOMCTBEHHBIM OPTaHM3AIHAM IIH OpTaHH3aI[HIM,
NEeATEIIPHOCTH KOTOPBIX KacaeTcd cojepxailadcad B HHX HHPopmamii. B HHOOPMALHOHHBEIX ITHCBMAaXx
MOT'YT OYKBaJIbHO IIPHBOJHTHCSA T€ IIH HHEIE TOJIOKEHHS ITPABOBBIX JTOKYMEHTOB, MOTYT COJAEPKAaThCA
PEKOMEHJIAINNH, IIPeUIOKEHHA H Pa3biACHEHHA 110 HX IIPHMEHEHHIO B OIPeJeleHHBIX CHTyalisax. B
OTHEeMbHBIX CIYYAdX HH(POPMAI[HOHHEIE IIHChMA MOTYT COJIePAKATh IIPHIOKEHHA (COOCTBEHHO ITPABOBEIE
IOKYMEHTHI, METOHUECKHE YKA3aHH I H Pa3bACHEHIA H T.I1.).

O0peM HHPOPMALFOHHOTO I chMa KonedlIeTca OT OAHOr o ad3ala a0 ABYX-TpeX cTpaHHi(. Kak mpaBmio,
HH(OPMAIHOHHBIE ITHCHMA IO CEIBAFOTCA PYKOBOMHTEIEM PACCHIIAOIIE HX OpraHH 3aI[HH .

IIrcemo — cooObienne (Notification)

ITrceMO-coOOIIEHe — eIOBOEe IMCHMO, COIEpPAKAIlee CBEINeHHA O KaKHX-THOO COOBITHAX H (PaKTax,
MPeACTABIAIOIINX HHTEpec, KaK [NId aBTOopa, TaKk H Id axpecara. IIHcEMO-cooOImeHne OOBIYHO
HAuHHAaeTCAd C OOOCHOBAaHHA HIH HEIOCPENCTBEHHO C HM3IOKEHHA COOOIAaeMoil HHQPOPMALHMH C
HCITOJb30BaHHEM OHOIM H3 CIIe IYIOIMX KIIFOUeBBIX (pas:

We inform you that ... TTopouM 0 Barrero cBe ieHHS, UTO ...
CoobmraeMm Bam, uTo ...
We consider it is necessary to make CuntaeM HeoOX0HMBIM IIOCTAaBHTE Bac
you aware of ... B H3BECTHOCTE O...
You are no doubt aware that... BamMm, HecOMHeHHO, H3BECTHO, UTO. ..
You may know that... OuyepHIHO, BaM H3BeCTHO, UTO...

ITpH cocTaBlIeHHH ITHCeM-COOOINeHHIT, SBILTIOIIXCA OTBeTaMH Ha IIPOoCchOBI HIH 3allpPOCHI, JOJAKHO
COOMIOIAaThCA SM3HIKOBOE COOTBETCTBHE: B TeKCTe OTBeTa CIeXyeT HCIIONB30BaTk Te JKe S3BIKOBEIE
00OpOTH H JeKCHKY, KOTOpPEIe HCIIOIB30Ball aBTOP IPOCHORI HMIM 3alpoca, IIPH VYCIOBHH, YTO OHH
KOPPEKTHEL B I3BIKOBOM OTHOILIEHHH.

[TrcEMO — yBeJOMIIE HIE

[TrceMO-yBeJOMIEHHE — JEIOBOE IIHCEMO, cojepikalriee OQHIIHATRHYH HHPOPMAIMI O KAKOM-THOO
MEPOIIPHATHH HIH JefiCTBHAX, HMEIIIHX OTHOIINeHHe K ajpecary. IIHcbMO-yBegoMIIeHHe OJIHM3KO II0
Ha3HAUEHHKD H COJEepKaHHI0 IMHCHEMY-COOOINEHII0, ITHCHhMY-H3BEIIEHHIO IIIH ITPHITIAIIEHITO.
YBeIOMIeHH S MOT'YT ITyOJIHKOBAaTECA B CPeCTBAX MAacCOBOI HH(OpPMAIHH LA OIOBEIeHHS OONBIIOTO
Kpyra 3aHHTepecOBAaHHEIX JTHI[. Yallle BCero B IIHChMAX-YBe JOMIEHH X HCIIOIL3yeT A KIroueBas ppasa:
We notify that YBeIoMIAEM, UTO ...

[TrcEMO — H3BeIleHHE

[TrceMo-m3BellleHHe — CIy&eOHOe ITHCEMO, cofiepkalee HHpopMaIHioo o0 OpraHH3aIfH H IIPOBE Jie HITH
PA3IHUHEIX ITYOIHUHBIX MEPOIPHATHII (COBell[aHHil, CeMHHApPOB, BHICTABOK, KOH(epeHIHMII H T.IL.).
[TrchMa-H3BEIeHH I PACChUIAKTCA IIIMPOKOMY KPYTY OpraHM3alliii, yupe& JeHHIl, pHpM H IIpeIIpHATHIT
LA HX IIPHBIEUYEHHNS UM IIPHITIAIIeHHS K YVUACTHIO B VKA3aHHBIX MEPOIPHATHAX. B 3aBHCHMOCTH OT
0COOeHHOCTeH ITPOBOJMMEIX MEPOIPHATHII IUIH CIeIH(HKH OTHOIIEHHI ¢ aJpecaTaMH IIHChMa-
H3BeIleHH MOT'YT JHOO TOIBKO COOOIIATE O IIPOROJIHMOM MePOITPHATHH, BpeMeHH H MecCTe IIPOBe IeHIIA,
THOO OJHOBpeMEHHO IIpHIJIaIliarh K VYYacTHH ¢ HHOOPMHpPOBaHHEM OO0 YCIOBHAX YYACTHA B
MEPOIIPHATHH H COHePKaTh IPYT' YO BCIIOMOTAaTeIbHYH HH(POPMALHIO.

[Incemo-rpurnamienne (Invitation)

[TrcpMO-TIIpHTIIallleHHe — JelIOBOe IMHChMO, cofAepikallee HHPOPMAII O KaKOM-IHOO ITPOBOIIMOM
MEPOIIPHATHH H IIPHITIAIle HHe aJpecaTy IIPHHATE B HeM yuacTHe

[TpurnaieHna MoryT o(QopMIAThCA Kak Ha OllaHKe IDIChMA, TaK H B IIPOH3BOILHOM (opmare c
PA3THUHEIMH 371eMeHTaMH XY 0K eCTBEHHOTO 0()OpMIeHIIA.

B IICEMa:GiNERAIMBHIMAH KaK IIPaBHIIO, HCIIOIL3YVeTCA IHUHOe oOpalneHHe K ajapecary. Dear ... u

EMGHEBLI?EWEP&T&E& THHYSES rraron invite.
Ceprudikar:  200000043E9ABERI52205E 7BASG0080000043E

Branener 1VIES, YRUAQ, (ak g PALL 1D .. ... IIpHrIanaeT Bac MpHHATE YUaCTHE B...
We invite you to visit our exhibition... IIpurmammaem Bac IIOCETHTE HAIIy BEICTABKY...
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[TrCchMA-TIPHTTIAIIIEHHA, HAIlpaBIAeMble B BBIIIECTOAINHE OPraHI3aI[HI, OPraHbl BIACTH H YIIPaBIEHILA,
H3BECTHBIM JIMI[aM, JO/KHEI IIOIIHCHIBATECA PYKOBOIMTEIEM OpraHi3aii. OHH pacChUIA0TCA II0 IIOUTE
HIIH KYPbEPCKOH CBA3bI0, HO HE [OJKHBI IlepeJaBarhcd II0 KaHATaM 3JIeKTPOCBM3H (B YACTHOCTH, II0
KaHamaM (paKCHMHIIBHONH CBA3H). PacchUIka IIpHITAIlEHHA B KOIMMH IO IIOUTE HIM II0 KaHalaM
(paKCHMIUIBHON CBS3H JOIIYCTHMAa B TOM CIy4Yae, €CIH IIPOBOAIMOE MEPOIPHATHE HOCHT Padourii
XapakTep (cCOBell[aHHe, 3aceIaHie KOJUIETHH, KOMHCCHH, COBeTa) IIH OPraHm3aTOpPsl MEPOIPHATHA
3aHHTEPECOBAHLI B IIPHBIEYEHHH K HeMy KaK MOKHO OONBIIEr0 KOMHYECTBA VYACTHHKOB (HAyUHBIE
KOH(pepeHI[HH, CHMIIO3HYMEI, CEMIHAPHL H . ).

Pexmamaoe mmrucsMo (Advertising)

3BECTHO, UTO OCHOBOIl BCAKOH TOProOBIM ABIAETCA peKraMa. llosToMy OJHIM H3 IHAroB K
Y CTAaHOBIIEHHIO IIPOYHBIX JETOBBIX KOHTAKTOR ABIIAETCA OOMEH PEeKIIAMHBIMH MaTe pHAIaMH C I[EIBI0 1aTh
KaK MOKHO Oolee IIOMHOE ITPe/ICTAaBIEHHEe O TOH IPOMYKIIHH (HH(OpPMAIHH, YCIYyrax), KOTOpad MOKET
CTaTh OCHORBOI OyIyIlEeTo IMapTHEPCTRA.

HamnGomee ITOMYIAPHBIM, IIPOCTHIM H JOCTVITHBIM CPEICTBOM peKIaMbl ObITa M OCTAaeTCd TevaTHad
MPOAYKIHA — IIPOCIIEKTHI, KATalOrH, PeKIaMHbIE JIHCTOBKH H OpOIIFOPBI, IIPecC-Peim3sl H IIp. B
PEKIaMHOM ITHChMeE KeIaTelbHO IIPOABHTH H3BICKAHHYIO BEAKIHBOCTS.

M 3BECTHTE [IETIOBOTO ITapTHEPA O BBHICHUIKE TeX HIIH HHBIX MATEPHAIOB (IIPIIOKEHHEM K ITHCHMY HIIH
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 IMOMIIMMBKY ¢ 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-
Ipock0a 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 Ilaﬂnmemﬂnﬂ?p&mﬁﬁm@
We kl ndl HREFOA W B ITpocnm Bac mpeqocTaBHTE JaHHEIE
Ceptudmkar- 043BIABBRY52205E AEDDDEEIEIGDDJ,SE
Bna,qenEE '}'M[MHQ QHE‘RCEH,ELFFDEHE
HpDCLﬁa MOKeT (POPMYIHPOBATECA H Oe3 HCIIOIb30BAHI ITIaroia «IIPOCHTEY, HallpHMep:
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 pealm3aliiil 3asgBIEHHOI IPOChOBI: BKIHOUYEHHE VKA3aHHBIX B 3adgBKe IHI[ B UHCIO
VUACTHHKOBR KaKOTO-THOO MEpOIIPHATHA, BBRICBUIKA HEOOXOMHMMBIX MATEPHANOB HIH M3MaHHI 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)

["apaHTHiiHbIEe IIHChMA — 3TO JENOBbIEe ITHCHMA, COJepKaliHe O0A3aTelbCTBA OILIATHI, BBHIIOIHEHIA
paboT, BO3Bpara KpeJuTa H T.II. B KauecTBe aJipecaToOB TapaHTHIHBIX IMHCEM BEICTYIIAFOT OPraHH3alfii
HIIH KOHKPEeTHBIE THIA.

["apaHTIiiHOE IMHCEMO OTHOBPEMEHHO ABIAETCA H ITHCEMOM-IIPOChOOM. HOpHIIUECKYI0 3HAUHMOCTS
TAPAHTHIHOMY IHCHMY IIPHAAET HCIIONb30BAHIE TAKHX YCTOIUHBEIX S3BIKOBBIX 000OPOTOB, KaK

We guarantee payment Orary (IpegocTaBIeHHe YCIYT.)

(service delivery) rapaHTHpyeM

B rapaHTHITHOM ITHChMe YKA3BIBAOTCA OAHKOBCKHE (TUIaTeKHbIE) PEKBH3UTHI €T0 COCTABHTENA.
[Trcemo-3amnpoc (Inquiry)

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

- IIONIYUHTH IMMOAPOOHYI HHPOPMAIHIO 0 ToRapax (goods-,

— V3HAaTh, HMEIOTCA 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 TOBapsI (prices of goods);

— TIONMYUNTh Kartanor (catalogues) H oOpa31isl ToRapa (samples of goods), H T. 1I.

ITpH HAIHCAHHH IFCEM-3AIIPOCOB CeAyeT KaK MOKHO Oolee IMoApoOHO H3TOANTE CYTh Bolrpoca (to give
full details), yro mo3BoHT BaleMy JieIOBOMY ITAPTHEPY COKPATHTh BpeMd Ha COCTABIEHIE OTBETA.

B ciyuae, ecir Ber oOpairfaerecs ¢ 3alpocoM B JAHHYI0 KOMIIAHHIO TIEPBBIH pa3, B IHCHMO KeTaTeIbHO
BKJIFOUHTE CIIEAYIOIIHE ITYHKTHI:

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

3. Kparkue cBejeHHd O B armei KOMITaHHH.

-+, BripaxeHHe HaJleK Bl HA COTPYIHHYECTRO.

[Ipnyem coBceM He 00g3aTellbHO CTPOrO IIPHAEPKHBATbCA HJAaHHOH IIOCIeJOBATeIbHOCTH. IIpm
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 HAM 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(OPMAIHIO 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
[To3BomkTe 0OpaTHTE Ballle BHIIMAHHE 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) oOpUHO OTBeUaeT Ha IMMChMO-3arpoc. OTBReuasd Ha
OOIlMIT 3aIIpoc, OH OIaroJapHT 3a ITPOABIEHHEBII HHTEpeC M OORIUHO ITPIUIaraeT MPeiicKypaHTH (price-
lists), karamoru (catalogues) i yCIOBHA THIIOBOTO Horoeopa (typical Contract). OTBeT Ha CITeI[HATEHELIT
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, CIeyeT OaTh TOYHOE OIIHCAHHE TOBAapa, II0 BO3MOKHOCTH COIIPOBOIUTH 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), TpaHcCIOpPTHEIX pacxojioB (transportation costs), yciaoBmii moctaBkH (terms of delivery) H
oruiarsl (terms of payment).

[TrchMa-TIpeUIOK eHHA IIOCBUIAIOT Takke Oe3 IIPeIIeCTBYIOIIETO 3alpoca, €CIH ITOCTABIIHK KelaeT
MPHBIEYs BHHUMAHHE IIOTEHIMANBHBIX KIHEHTOB HIH HaHTH HOBBIX 3aKa3UHKOB HA KOHKpPETHBIE
MpoayKTel (special products) maiH uX accopTHMeHT (range). TBepmoe mpemioxkenme (firm offer)
IIpeycMaTpUBAGIHOOOQBIEAFCTIOBILL, HAIIPHMED, KOHEUHEIH cpok (deadline) rmonmyueHnd 3akasa H CHCTEMY

CEHI0OK B C eCTBEA TOBApPA H IX YCIIOBHII.
Ceptud aT:I[ECDDD[?[?-#SEEABBBEBJE*EDEETBAEDDDEEIEEIDDdBE P APYTHX ¥/

Bnanendd: TTPEIHQKEHH X, Q ORIUH Q. FICTIIONH 3YIOTCSA TAKOTO pofia (pa3sbI-KITHIIIE.
On favourable terms we offer you... Ha BEITOJIHEIX YCIOBHSX... IIpeiiaraeM BaMm

We have Eleaaur& in offering you, C yIOBOJILCTBHEM IIpearaeM BaMm,
Nencteutened: ¢ 19.08.2022 no 19.08.2023



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 COOOIIHTE HaM,
MOZHO JITH PacCUHTEIBATh Ha IIOTYUEHHE 3aKasa.

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 CKJIaJie OrpaHHYEHO.

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. IlogreepxaeHe H oTKIOHeHHe 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 CIElHAbHEIe OIaHKH 3aKa3oB (order forms), B KOTOPEIX YKA3BIBAeTCAI KOIHYECTBO (quantity)
H3eIn0l, HX omHcaHHe (description), IeHa (price), YCIOBHA orIarkl (terms of payment), mara IIoCTaBKH
(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), IommeTcsa COIIPOBOMHTEINLHOE ITHCHEMO (COVering
letter), K KoTopoMy ITpHiIaraeTcsd OIIaHK 3aKasa.
Ecmi IIpomaeen (Seller) mwm [TocTaBumk (Supplier) Torapa B COCTOSHHH BEIIOMHHTE 3aKa3, OH IIOCEUIAET
IToxymaremo (Buyer) moareepxaeHHe 3aKa3a (order acknowledgement, or confirmation), KoTopoe yarie
BCETO IIpeIcTaBIAeT coOOIl Kommro 3akasza (order copy, or duplicate), mommicaHHyr IIpomaBIiom.
OOBIYHO TIOATBEPAIEHHIE 3aKa3a IPHIAraeTcid K COIPOBOAHTEIFHOMY ITHCHEMY, B KoTOpoM Ilpomamelr
BBRIpakaeT OMaroJapHOCTh 3a 3aKa3, a Takke coolImaeT IIOKyIIaTeMr0 O TeX HIH HHBIX H3MEHEHHAX
(H3MEeHEHHH 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 3aka3a (to refuse (to reject, to decline) the order), mido mpemraraer
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 ITOITBepKAeHHe Balero 3axasa.

MBI TIOATBEPKTAEM, UTO ITOCTaBKa OyIeT
ITPOH3BEJIeHA K ... (TaKOii-TO JaTe).

HapeeMmc, 4rTo Bl OyeTe HMETh XOPOIIHIT
000poT, H MBI OVJIEM COTPYIHHYATE C
Ballle H KOMIIAHHEH H B TAlIhHEHIIe M.

ITocTaBka OyZeT ITpon3BeeHa B

COOTECTCTEHI C BAIlllHMH HHCTP VEITH AMI.

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 CBI3H C KOTOPBIMH
opraHm3anua o0A3aHa IPeMIPHHATE OIpPeJleNe HHbIe IEiCTBHA, H IMIPOCLOY BBINIOTHHTH B CBA3H C 3THM
OIIpeJieTIeHHbIE JIeIICTRHA. /[JOBONBHO YACTO TaKHe MHChMa COMeP&KAaT TOMBKO COOCTBEHHO HAIIOMHHAHIE.
B OTIeIBHBIX CIyYadxX ITHCHMO-HAIIOMHHAHHE MOMKET COJepikaTh TPEThI0 YacTh. IPeAyIIpekIeHHEe O
BO3MOKHOCTH ITPHMEHEHHA OIPeIeIeHHbIX CAHKI[HII IIPH HEBBITOIHEHHH aJpecaroM B3ATHIX Ha celdA
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 COCTABIAOTCSA B CHTYAIQAX, KOIla OpraHH3ali-ITapTHeP He BEITIOTHIAET B3AThIE HA
ce0a obsg3aTebCcTBA WIHM BO3IOKEHHBIE HAa Hee (QYHKIH. IIo cpaBHEHHIO C CHTYallHAMH, KOIJa
HaITPABIIAKOTCA ITHChMa-HAIIOMHHAHHA, 3/IeCh HEBBIIOIHEHHE 00A3aTeIbCTB HOCHT CHCTEMATHUECKIT
XapakTep HIH HMeeT MeCTO HTHOPHPOBAHHE BHICTARIAEMBIX IPeTEeH3HII. 3a4acTy0 IIICEMY-TpPeOOBaHHI0
MPeIIecTBYeT ITHCEMO-HAIIOMHHAaHHe. [HceMa-TpeGoBaHid, KaK IIPABIUIO, HMEIOT CIOKHYIO CTPYKTYPY.
B HHX 00g3aTeIbHO M3IArar0TCA VYCIOBHA 3aKIHOUEHHBIX JOTOBOPEHHOCTEH CO CCBUIKOI Ha
COOTBETCTBVIOIIHE JOKYMEHTEI, OIMMCHIBAETCA CIOKHBIIAACA B CBA3H C HX HEBBIIIOTHEHHEM CHTYaI[Hd,
dopmymmpyerca TpeGoBaHHe O HeOOXOIHMOCTH BBIIOMHEHHSA OOA3aTENBCTB H YIPO3bI IIPHMEHEHHI
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 IIOIYUIIH 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

Bragene), T POSREB,@APEC. KOPRECTOHACHTA MOTYT (QOPMYIHPOBAThCA CIETYFOIIFIM 00pa3oM:
Otherwise, you will be presented B mporHBHOM ciaydae BaMm 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
IOTOBOPORB OJIHA H3 CTOPOH HApyILaeT B34ThIe Ha ce0d 0043aTelbCcTBA. B O MHOTHX CIyYyadxX TaKHe IHChMa
MOABIAFOTCA TIOCHE TOrO, Kak OBIM OCTaBIeHBI Oe3 OTBeTAa IMHChMAa-HAIIOMHHAHHA HIH ITHChMA-
Tpebopannd. [lens IIpeTeH3HH (peKiIaMAIlH) — BO3MECTHTH IIOTEPH, ITONYYEHHBIE B PE3yIbTaTe
HapYIIeHHA YCIOBRIII ToroBopa. TeKCT IpeTeH3NH (PekIaMaliiHi) BKITUAET B ce0

- OCHOBAHHE [JIA ITPeTbABIEHIA ITPeTEeH3HH (CCHIIKA Ha JOTOBOP, 3aKIIOUEHHBOI MeXKIY CTOPOHAMII,
TApaHTHIHOE IIHCHEMO IUIH HHEIE 003aTenbCTRA),

- IIpe IMEeT IIPeTEeH3HH (IOTAKHO ObITh YKA3aHO, KaKoe 0043aTelbCTBO HAPYIIEHO H B KaKOil Mepe);

- IMOKa3aTelIbCTBA (CCHIIKH Ha JOKYMEHTHI, ITOATBEPAKJAOIIHE HAPYIIEHIE HOTOBOPHBEIX 00A3aTEIbCTR
BHHOBHOIT CTOPOHOIT);

- KOHKpEeTHEIe TpeOOBaHHA COCTABHUTENA TIpeTeH3HH (TpeGoBaHHEe 3aMeHBl HEKAaUeCTBEHHOIO TOBapa,
TpeOOBaHHe VIEHKH TOBapa, TpeOoBaHHe CKHIAKH C OOINEH CTOHMOCTH IIapTHH TOBapa, TpeOoOBaHHe
pacTOpPKEeHHA KOHTPAKTA HIH BO3MEIEeHHA YOBITKOR H JIp. ).

[TpHIOKEHHAMH K IPeTeH3HH MOI'YT OBITh TaKHe JOKYMEHTHI, KaK aKT 3KCIIEPTH3bI, aKT HECOOTBETCTBHA
TOBApa II0 KOIHYECTBY H KAuyecTBY, PeKIAMAIHOHHBIN aKT, TPAHCIIOPTHEIE MOKYMEHTHI H [Ap., 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,
Ipo(eCCHOHATIBHBIN ITPAa3IHHK, 3HAUNTEIIFHOEe COOBITHE B KH3HH JOMKHOCTHOIO JIHI[A WIH OPraHH3al[iH
(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
OPTraHH3alHI HIH Ha CIIEI[HAIbHbIX OMaHKaX Io3apaRieHmii. I1o3gpapierne, IO OTORIEHHOe Ha OIIaHKe
MHCHhMA, IOIDKHO COAep&KarTh OQOPMIEHHBIN B COOTBETCTBHH C TpeOOBaHHMAMH CTaHIApTa PEKBH3HT
«Apmpecar». Ilo3gpariaeHnd MOryT oQOpPMIATECA Ha OyMare pa3IHuHO I[BETOBOII TaMMEBI C
YKpareHHAMH B BH/€ OPHAMEHTOB H BOIAHBIX 3HAKOB, HMEFOIEeH GONBIIYI0 ITIOTHOCTE, H BKIAAbIBAThCA
B CIIEI[HAIbHBIE IIAIKH-ajpeca. B IOCIeqHeM clIyyae ITO3/paBIIeHIEe COMEPAKHT TOIBKO oOpalleHHe K
THIY WIH KOMIeKTHBY. IIpH KOUIEKTHBHOM ajpecare H IIPH HaIPaBIE€HHH I CEMA-II03APaBiIeHILA
O PHIHYECKOMY JHITY IToaMIUIFHOE H IIOHNMEHHOE OOpallieHIle He HCIIOIb3yeTcA. [IHcEMa-T103ApaBIeHIA
BCEI/Ia IOJAKHEL OBITh ITOJ[ITHCAHBEL.

ITrcemo — GmaromapHocTh (Note of thanks)

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

ITo cpaBHEHIIO C APYTHMH BHIAMH AEJIOBBIX ITHCEM OlIaroJapcTBEHHEIE ITHChMA OOBIUHO COCTABILIIOTCA B
Gonee croOOHOI opMe. KirroueBEIMI (hpa3aMH TAKHX ITHCEM ABRIAOTCA:

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

Let me thank you for... ITo3pomeTe Bac moOnarogapuTs 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)
[THCEMO-H3BHEEHHE NCARVCARIOBOE IIICBMO, aBTOP KOTOPOrO IIPHHOCHT H3BHHEHHI ajpecary 3a

3
ITPHYHIHCHHL Pﬁ%ﬂ@%%CLMﬂ-HEBIH{EHHH, KdK ITPABIIIO, HAYMHHAOTCA CIIC IYEOITTHMIT qlpEl,?ElMIIZ
CepTvdukarT: 000004 3E9AB 2205E7BAS00060000043E
oV e offet apologies forthe, delay m [TpoCHM H3BHHEHIIS 32 HEKOTOPYIO

answering vour letter zagepxxy C OTBeTOM Ha Barre mHCEMO
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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 ajjpecara CHTYAI[HH, a B KOHIIe IIChMa ITOBTOPHTH
¢pa3y ¢ HIBHHEHILIMH, HO He OyKBalbHO, 4 B HHOI (JOPMYIHPOBKE.

PexoMmenmaTempHoe MHCEMO (Letter of recommendation)

PexoMeHaTeTbHOE IHCEMO — IHCEMO, B KOTOPOM JAaeTCd XapaKTePHCTHKA KOHKPETHOTO YeloBeKa I
ycTpoiicTBa ero Ha padoTy, oOyueHHe H [p. PeKoMeHJaTelbHBIE IIHCBMAa BCErJla COAEep&KaT
OIIArOIPHATHEIE OT3BIBEI O XaPaKTEPH3YEMBIX, B CBA3M C UeM MHOTHE CIEI[HAIHCTEL II0 YIIPABIEHIIO
IIEPCOHAIIOM CUHTAIT TakHe ITHChMa CYOBEKTHBHBEIMH, TeEM HE€ MeHee, OHH HMEIT OIIpelelleHHOE
3HAUEHHE IIPH OIleHKe KaHJHJaTa, IloMorasd co3JaTh oOInee IIpe[CTaBIeHHE O COHCKATEIe.
PexoMeHIaTETFHOE ITHCEMO, KaK IIPABHIIO, ITHILETCS HAa OJaHKe KOMIIAHHH — IIOCIEJHEr0 MecTa PaboThl
COHCKATeIld, ITOJIIMCEIBAETCA PYKOBOJWUTEIEM KOMIIAHHH IIH JPYTHM JIOJLKHOCTHBEIM ITHI[OM. J[1d
MOTEHIHATBPHOIO padoTofaTelnd peKOMEeHAATeIbHOE ITHCBMO — 3TO, CKOpee, TapaHTHA TOIO, 4YTO
COHCKATelb JeiICTBHTEIRHO padoTal B JAaHHOH KOMITAHHH, BEOIOTHAI OIIpeIelle HHBIT KPYT 00A3aHHOCTEl
H OCTABHJ KOMIIAHHIO, COXPAaHHB O cele Xopolllee BIleUaTIeHHe. PeKOMEHIATEIIbHOE ITHCHMO TOTAKHO
COCTOATE H3 CIEeQVIOLIHX Pa3/IeIoB:

- BBeJIEHHE, B KOTOPOM KparKO H3JIararoTca OOCTOATENhCTBA 3HAKOMCTBA aBTOpa ITHChMA 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, KOTOpBEIe MOIYT OBITH HamOoJlee IIONE3HBI PaAbOTONATEN0 B TOH OPraHM3AIMH IIH
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 JaHHBIMH H Ha3HAUHTE BCTPeUy LA coOeceTOBAHILT,

- 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
CIIy4asx HCIIOIB30BaHHEe PEKOMEHIATENHHEIX IHCEM 3aBHCHT OT KOHKPETHOH CHTYAaIHH.

B oItpocCEHI U 3a/TaHUA:

1. ITogroToRbTECh K OOCYAKIEHHIO TEOPETHUECKOTO MaTepHAala.

Buer menoBeIX mHceM (OTBET Ha IpHIIIAIlleHHe. baarogapcTBEHHOE I ChMO. PeKiIaMariis. IIpeTeH3ms.
HazHaueHnd AenoBOH BcTpeuH. IIMckMa: IIpHITIAllleHHd, IIPOCBOBI, OlIarofgapHOCTH, CO0OIIe3HOBAHMH,
COKaIeHIA, COUYBCTRHA). PeKIaMaIfiy H ImpeTeH3nH. OTBETHI Ha pekIaMalni. KaTter opHH peKIaMaIfiii.
2. BEOIOHHTE 3aJJaHHA H OTBETHTE HA BOIIPOCHL:

1). O3HAKOMHBIINCE CO CTPYKTYPOI IchMa H 00pa3IaMH IHCeM MeXIyHAPOIHOTO o0pa3ifa, HAIIIIIHTE
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 IeIpI0 HAa CIEAYIOINEH CTPOKe IOociHe oOpalleHHd CTABHIICA COKpallleHHe Re: H 4ro OHO
o003HaUaeT?

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

Harmimite CBOHM ITapTHEPaM I10 OH3HECY KpaTKHe IIHChMA!

- C II03IpaBIIeHHEM ITI0 IIOBOJTY YCIIEIITHOTO VUACTHA B BRICTABKE;

- C BEIpaKeHIeM cO00Ie3HOBAHI A IO ITOBOY KOHUHHEI TeHEPAThHOTO JHPEKTOPA;

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

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

- C IIPHTJIALIeHHEM IIPHHATh YYACTHE B TOPKECTBAX II0 TIOBOAY 20-TeTHA 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 . TPAJHITHOHHBII CeMIHAP.
CepTuciaT: 2C0R0004 L OAEBOSS DL TBASI00B0000043 §
Bnanend:l € DORMENOBAHKE .V, GTYTEHTOR PEYEBOM, S3RIKOBOM H KOMMYHHKATHBHOH KOMITETEHIH I

OCVIIECTERIIEHH A JEIOBEIX KOHTAKTOR.

E3VIIETATE OCRBOCHIIE TEMEI C cHT TOIIECH
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3HATh. OCHOBHYI0 OH3HEC-TEPMHHOIIOTHIO, HCIIONb3YEMYI0 IIPH HAIMCAHHH CIYAeOHBIX 3allICoOK,
COOOIIEHHIT TIOCPEACTBOM 3IEKTPOHHBIX CPeJICTB OOIIEHHSA, OCHOBHBEIE I'paMMATHUYECKHE SABIIEHHUA,
XapaxKTepHble [JIAd ITPO(eCCHOHANBHON peuH, IeKCHYeCKHe ¥ CHHTAKCHYeCKHE OCOOEHHOCTH
O(pHIMI AT HO-ETOBOT'0 CTHILA B aHT IHIICKOM S3BIKE.
YMETh: OIIPEJEIATh CTIJIEBVIO IIPHHAIEKHOCTh AHTIHIICKHX TEKCTOB O(HIHAILHO-JEIOBOTO CTHILY,
BHETh XApaKTEePHBIE CTIUIEBBIE YEPTHI, YHTATh OQHIHATBHO-JAEIOBEIE TEKCTHI PA3IUHON CTEIeHH
CIOKHOCTH, CTPOHTH [JHAIOTHUECKYH) H MOHOIOTHYECKVIO Peds C HCIIONb30BaHHEM Hanbomee
YVIIOTPeOHTENBHBIX JIEKCHKO-TPAMMATHYECKHX CPEICTE B OCHOBHBIX KOMMYHHKATHBHBIX CHTYaI[HAX
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 Tayn 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 OOBIUHO HE ITPEBBHILIAET OMHOI CTPAHHIEL, @ €r0 CTPYKTypa COOTBEICTBYET CTPYKTIYPE
IIETIOBOTO IIHChMA.
(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
raodarsHOIl KOMITEROTEPHOI ceTH Intemet, oxBaTteBaroreil 6omee 100 cTpaH H AeCATKH MIIUTHOHOR
ITOJIb30BATEIIEI.

OIEeKTPOHHAA TIOYTA TO3BONAET COKPATHTh PACXObl HA JOCTABKY ITHCEM H OTIPABKY (akcos, a
TaKXKe VIIPOCTHTE OOMEH KOPPECIIOHAEHIHEN MeKAy AeIOBEIMH ITapTHepaMmH. I TaBHBIM HeJOCTATKOM
3T EeKTPOHHOI ITOYTHI ABIIAeTCA ciradad 3alTa Iepe JABaeMoil 110 Heil HHpopMaIiH.

[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) coemiHeHIe C VY3IOBRIM KoMImbroTepoM (host) mo TemeOHHON IOHHI.
B 03MOXHOCTE IIOIIACTh B CeTh, HaOpaB HOMEP Tele(OHA Y3TOBOIO KOMIIBIOTEPA, HEIIOCPEICTBEHHO
BXOJAIIEero B Intemet, ImpeIocTaBIIAFOT MECTHEIE IIOCTABIIHKH CETEBBIX YCIIYT (service providers).
TexHmyeckH >IEKTPOHHAA IIoyTa — OOMeH IMMQPOBEIMH COOOIIEHHAMH MeXAY aJpecaMH BHIA
| IT0IIB 30BaTeNs | (0| HHTepHET-TIIpoBaiep |. [ xoMeH]. JloMmeH —  COKpaIlgHHe CTpaHEL TUIH
OpraHH3aI[HOHHOr O THIIA (OOBIUHO COIM).

Tmomer  opraHmzaipoi. AHTIOTOBOpAINHE (OCOOEHHO aMEPHKAHCKHE) IIPEIIPHATHA HMEIOT
npodusHEle JoMeHEL. Anpec biff(@math.utoronto.ca 6yzer 0o3Hayars, 4yro ero IMoIb30Barels, I'-H BHO,
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

Bna ﬂcnﬂnﬂmggb@g&gﬁ;%gﬁ&g@;&pma}me CPDT-H-EBIE CDD@IT_[EHI[H MOKHO IIOMEYATE KPACHBEIM (I]JIH}IE{DM.
D-TIOYTOBOE BCTVILIICHHE
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JemoBrle cooOIeHHT HauHHaTCA ¢ Dear... o 3akanunBaroTca Best wishes i (Best) regards. B Texcre
aBTOP 4YTO-TO VTBepKJaeT, cooOImaeT, CIIpalllHBAeT, OTBeYaeT, OOCYXkJaeT, NMpocHT... CyTh cilemyer
H3JIararh B IepBoM ad3arfe.

[TpuMepsI opMATBEHOTO BCTYILTEHHUA:

Following our meeting / phone conversation, ... B IIpoonxeHie Halllell BCTpeur/ IIeperoropa, ...

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 cOTpy THHYECTBY 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, HCIIOIb3YeMEBIE B 3IIEKTPOHHBIX 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 odopmuaeHHs ciayxeOHON 3amucki. CocTaBifrolHe ¢(aKcoBoro coolineHud. IIpasmima
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 KOHQepeHIE0 B IIpary.
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) CDCTaBmyqiEchﬂnﬂmuﬂﬁmemIe OpPTaHH3aI[M OHHOMY KOMHTETY TOPT OBO-IIPOMBIIUIEHHOH BEICTABKH

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

5E 7BA5000
Bnanend?QCIGTAHE, QJ}FLE ?QM%P@E ¢ B CYTKH Ha Y€JIOBEKA.

4) [logreepuTe IO 3MeKTPOHHOH IIOUTe IIONy4YeHHe HHQOPMAIMH OT IIapTHEPOBR 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 PeopraHH3aIHel YCIyT TeIIeKOMMYHHKAI[HH B BallleM PEerHOHE.
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 “Ommni” 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 “Omm”. 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 EGDDQD 43%@%20&%&%@%&@1 you kindly send us more information about this equipment:
CASE AMALE el price

Bnapeney:

dateq 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 is 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.

If 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 H3Jelii, KOTOphle, 110 BallleMy MHEHHFO, BEITOJHO OTIIHYAKT HX OT
aHAIOTHYHEIX TOBAPOBR BaIlxX KOHKYPEHTOR;

- VKakHTe, Ha KaKoil CpoK CIykOBl paccunTaHbl Balm mM3Jelnsd, KakoBa IIPOHOIAKHTEIbHOCTH
TapaHTHIHOTO CPOKa, KaKyH IOAJepAKKYy Bala KoMIIaHHA OKa3hIBAeT ITOJb30BATeIsSM 3THX H3JIeNIHil,
CKONBKO H3/eHII H B Kakie CPOKH Ballla KoMITaHHS TOTORA ITIOCTABHTE ITOKYIIATEIF0.

IIpakTHYeckoe 3aHATHe Nel3. BpoHHpoBaHHe MeCT B rocTHHHIle. BpoHH poBaHHe OUJIETOR [1J1A
Iy TelleCcTB Hil.
Opraum3anioHHasa (popMa 3aHATIL TPAIIIHOHHENI CEMIHAP.
ITems: QopMHpOBaHIe Y CTYAEHTOB pPeYeBOil, M3BIKOBOII H KOMMYHHKATHBHONH KOMITETEHI[HH A
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& MTHTAKCITULCKHE OCQQEHHOCTIL O(HIHATEHO-ETO0BOTO CTHIIA B AHTTHICKOM S3EIKE.
YMETh: OIIPeJlelATh CTIIEBYIO IIPHHAJIEKHOCTh AHTIIHICKIX TEKCTOB O(HIHATIBHO-AEIOBOTO CTHIL,

BHIETE KHJ%EETE HEIC CTHIICBEIC ‘-IEPTI:I; HHTATE Dq]IIIHIElJII:HD-,[[EJIDBHE TEKCTEI pﬂ?]]][‘-ﬂ-[ﬂf[ CTEIICHH
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CIOKHOCTH, CTPOHTh [JHATOTHUECKYHD H MOHOIOTHUECKYVIO PeYh C HCIONb30BAHHEM HaHOOIEe
VIIOTPeOHTENBHBIX JIEKCHKO-TPAMMATHYECKHX CPeJCTB B OCHOBHBIX KOMMYHHKATHBHBIX CHTYAL[HIX
O(pHIMHATEHOT O OOIIEHH T, IIOHMMAThH THATOTHYECKYE0 H MOHOIOTHUECKYI0 Peub I10 H3YUEHHOM TeMe.
AKTYaTBbHOCTE TEMBI: 00YCIOBIE€HA He 0O0XOHMOCTHE0 OBIAleHHT 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 1s 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 initials, 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
Eepmd:muar 2C0QQ0043ESABBBY52205E7BAS00060000043E
%ﬁﬁrm AnekcaHgpoBHa

[ am awfully sorry

- Iba{%;t}m ardon, Sir
Nencteutened: ¢ 19.08.2 no 19.08.2023
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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

Bnagenéy:  LWe @ggatﬁam; TLY 54 cannot accept it
- It 15 out of our rule sir, I can’t help you sir

,D,EL-'IETEHTE]‘IEH C 19%‘%1%225;5%%8%%5% ﬂf}’ﬂll, b'llt 1o, thﬂ]lk YD'll



- 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 it 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 OOCYAKIEHHIO TEOPETHYECKOTO MaTepHana.
[TepeImicka IO OpraHH3alMH pa3MelleHHd. YacTHBLII 3ampoc 0 OpPOHHPOBAHHH MeCT B T'OCTHHHIIE.
K opriopaTHBHEI 3ammpoc 0 OpOHHPOBAHHH MecCT B TOCTHHHIE. IIpock0a o pe3epBHpoBaHIH OHIeTa Ha
camoneT. [Ipock6a 0 pezepBHpOBaHHH OIUIeTa Ha IMoe3], Mapoxo. Ilepermicka Mo opraHH3aI[HH I10€ 3 IKH.

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% nebginple. All our rooms are booked on XXX date. If you wish then I can
Bnanenddt ymggayaf@mﬁmm}cwa&mg 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.

Nei L-'ICTEHTE!



