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COHJEPXAHHE

I. IlossICHHTEeIbHAS 3aITHCKa

2. [TnaH mpakTHYeCcKHX (CeMHHAPCKHX) 3aHSITHI

HPEIICI‘H‘IECI{GE 3aHsATHe Nel . JIekcHUYeCcKHe H CHHTAaKCHYECKHE OCOOEHHOCTH D(I)IEL[HEIJ]LHG-
JIETIOBOT O CTHIIS aHT TTHHCKOI'O S3BIKA.

[Ipaktiyeckoe 3aHITHE Ne2. OCOOeHHOCTH YITOTPeOIeHH I MOJAIBHEIX I'JIArOJIIOB B AHTTIHIICKOM
JIeJIOBOM CTHIIE.

[TpaxTHueckoe 3aHsITHE Ne3. OCHOBHEIE ITpaRHIa opdorpadHH H ITYHKT Yal[HH aHTJIHHCKOIO
SI3BIKA.

[IpakTHueckoe 3aHsaTHe Nod. [ [HCBMEHHEBIH IIEPEBOJ AETIOBOH KOPPECIIOHAEHIHH

I IpakTHueckoe 3aHgaTHe NoS. BpHTaHCKHH JeITOBOH STHKET. OCHOBHBIE ITPHHIHIIBI H IIEHHOCTH.
Jlemopon aTHKeT B CIIA.

[Ipaktiyeckoe 3aHsaTHE Ne/. Y CTpPOHCTBO Ha padoTy. CO3/1aHHE PE3IOME.

[ IpakTiyeckoe 3aHgaTHE Ne8. Y CTpOHCTBO Ha padoTy. ConpooaurenbHoe ImchkMO (Cover letter
= Application letter).

[IpakTtiyeckoe 3aHITHE Ne9. Y CTpOHCcTBO Ha padoTy. CobdeceoBaHHE.

[Ipaktiueckoe 3aHgaTHE Nel 0. CTpyKTypa AETOBEIX ITHMCEM. BHIBI IEIOBBIX ITHCEM.

[IpakTHueckoe 3aHgaTHE Nel 1. CoranbHO-CiryKeOHas IepermrcKa.

[TpakTHueckoe 3aHgITHe Nol2. CirykeOHbIe 3aIHCKH, COOOIEHH I10 (paKCy, IeKTPOHHAS IT0YTa

[IpakTHueckoe 3aHgaTHEe Nel 3. EpoHHpOBaHHEe MeCT B TOCTHHHIlE. bpoHHpOBaHIEe OHIETOB IS
ITYTEIIECTRIH.

I IpakTHueckoe 3aHgaTHE Nel4. IleperoBophl Kak JAeIoBas KOMMYHHKAIIH .

[ IpakTHueckoe 3aHgaTHe NelS. IIpoBeeHe IMpe3eHTaI[HI H BEICTYIUIEHHH.

[IpakTiyeckoe 3aHgITHe Nol6. TenedoHHBIE pa3roBOpPBL. DIeKTPOHHBIH ogHc. MHTepHET.

[IpakTHyeckoe 3aHgaTHe Nol7. PaGora ¢ HCTOUHHKAMH HH()OPMAIHH (TeKyIIeH IIpeccol,
ITHChMAaMH, TeJIeErpaMMaMH, PEKJIAMHBIMH ITPOCIIEKTaMH).

[Ipaktiyeckoe 3aHgaTHe Nel 8. bBrsHec-KOMMYHHKAINSI B JeHCTBHH. bH3Hec-n1aH4Y. CBeTCKas
Oecena.

3. PexoMeHyeMas mTeparypa
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1. ITogcHHTeI HAL 3aITCKA

MeTomIuecKie yKa3aHHA IIpeTHA3HAYEHBI A CTYJEHTOBR 1, 2 Kypca MarHCTparyphl 3a04HOI
dopMel 00yuyeHHS, KOTOPRIMH OHH MOTYT IIOIB30BaThCA IIPH IIOATOTOBKE K ITPAKTHUECKHM 3aHITHIM.
[IpaKTHUECKHe 3aHATHA 3TO INTaHHpPyeMasd ydeOHad, yueOHO-HCCIETOBATeNhCKasd, a TaKkKe HAy4HO-
HCCIleJOBaTeNlhcKad padoTa CTY/IeHTOB, KOTOpas BEIIIONHAETCI B ayAHTOPHOE BpeM IO PYKOBOACTBOM
IIpenojaBareld. B cocTaBe MeTOJHUECKHX VKa3aHHII K ITPaKTHUECKHM 3aHATHAM IIPeyCMOTPEHEI
PEKOMEHIAITHI ITO IIOATIOTOBKE K IIPAKTHHYECKOMY 3dHATHRO. HPII BREITIOJIHE HITI p"dﬁDTI:I CTYIAEHTEL MOTVT
HCIIOJL30BAaTh He TOIBEKO METO/IIYe CKHe YKAa3aHHA 110 PeIlleHIFO 3a/4a4, HO H APYIHe MaTepHaIbl yueOHO-
METOIHUECKOTO KOMITIEKCA.

OCHOBHOI IIeThI0 METOMIUECKHX YKa3aHHIl IO BHIMOTHEHHIO IPaKTHUeCKHX paboT SABIgeTCA
IIOBBIIIEHHE HCXOJHOIO YPOBHS BIAJeHHS HHOCTPAHHBIM SA3BIKOM, JOCTHTHYTOI'O HA IIPeIBIAYIIEi
CTYIICHH Dﬁpﬂ?DBﬂHII_H, H OBIAaJcHHE CTYICHTAMI HEDﬁKDﬂIM H JOOCTATOYHBEIM VYVPOBHEM
KOMMYHHKATHBHOH KOMIIETEHIIMH JUII PeIleHHSI 3aJad MeKIHUHOCTHOIO H  MeKKYIBTYPHOIO
B3aHMOJIEFICTBHAL

[{epr0 OCBOEHHS MHCLHMIDIMHEL «MHOCTpaHHBIH S3BIK B cdepe IpodecCHOHAIbHOH
KOMMYHHKAI[HI) SBJISIETCS COBEPIIEHCTBOBAHHE KOMMYHHKATHBHBIX YMEHHH Ha HHOCTPaHHOM
SI3pIKe B cepe JelIOBOro OOINeHHS OVAVINEero MarucTpa, OOyYaromierocs IT0 HaIlpaBIIEHHIO
1ToAroToBKH 19.04.04 TexHOmorus mpoaAyKIMH H OpraHu3aris o0IeCTBEHHOT O ITHT AHH .

3aJayl OCBOEHHS JHCIHIUIHHEL. OBIAJeHHE MOHOIIOTHYECKOH M JHATIOIHYECKOH PeYblo,
OBIIAJIEHHE OCHOBAaMH IMMCBMEHHOH PeYH, OBJIAJeHHE OCHOBAMH CaMOOILIEHKH VPOBHSI
c()OPMHPOBAHHOCTH SI3BIKOBOH, PEUEBOH H COIMOKYIBTYPHOH KOMIIETEHIIHH H (QOPMHPOBAHH
ITOTPEOHOCTH B SI3EIKOBOM CaMO00Opa30OBaHHH.
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2. IVIAH ITIPAKTHYECKHX (CEMHHAPCKHX) 3AHAT 15171
IIpakTHuyeckoe 3aHsaTHe Nel. JlekcHYecKkHe H CHHTAKCHYeCKHe O0CO0EHHOCTH O(HIHAJIBHO-
JeJIOBOr 0 CTHJI AHIJIHHCKOTO A3bIKA.
Opraum3anioHHasa (popMa 3aHATIL TPAIIIHOHHENI CEMIHAP.
I{ems: ¢opMHpOBaHIE Yy CTYIEHTOB PEUYeBOI, SBBIKOBOH H KOMMYHHKATHBHOH KOMIIETEHI[HH LA
OCVILECTBIEHHS JIEIOBRIX KOHTAKTOB.
B pe3yinbsTaTe OCBOEHHE TEMEI CTYIEHT ONKEH
3HATh. OCHOBHEIE TpaMMAaTHueCKIe ABIIEHIA, XapaKTepHbIe LA ITpode CCHOHATRHOM peur, IeKCHYe CKHe H
CHHTaKCHUeCKHe 0CO0EHHOCTH O(PHITHATEHO-IETOBOTO CTHIIA B AHTIIHIICKOM ST3BIKE;
VMETh. OIIPelelaTh CTIUIEBVI0 IIPHHAIEKHOCTh AHTIHIICKHX TEKCTOB O(HIHAILHO-JIEIIOBOIO CTHILA,
BH/IETh XapaKTepHBIE CTIUIEBBIE YEpPTHI, UHTaTh O(QHIHAILHO-IETOBEIe TEKCTHI Pa3IHYHON CTelleHI
CIOAKHOCTH, CTPOHTh [HAIOTHUYECKYED) H MOHOIOTHYECKVIO Peub C HCIIOIB30BAaHHEM HaHOoIee
VIIOTPeOHTENbHBIX JIeKCHKO-TPaMMATHYECKHX CPEJACTE B OCHOBHBIX KOMMYHHKATHBHEIX CHTYaI[HLIX
o(praHaTEHOr 0 OOIMEHH A, ITOHHMATh THATOTHYECKYI0O H MOHOTOTHUECKYIO Peub IT0 H3VUEHHOI TeME.
AKTVaIFHOCTE TeMBI: 00YCIOBIeHA He 00XOHMOCTEE0 OoBIameHid YK-4, OIIK-1.
TeopeTHueckad YacTsh:

OdHmiHambHO-AeT0OBOIl M3BIK KaK OCOOBII (PYHKIHOHANBHEII CTIUIF PEYH XapaKTepH3YeTCH
H3BECTHEIMH HHTEPHAIHOHATPHEIMH YepPTaMH, KOTOPBIE ABIAIOTCA CIEICTBHEM VHHBEPCAIBHOCTH
pelllaeMbIX HM 3aJa4 — CIYAHTh HHCTPYMEHTOM AeIOBOTO OOINEHHI, CPEeICTBOM IOKYMEHTHPOBAHII
o(pIIHaTEHON VIIpaBleHUecKOoH H coyxeOHOH wmHHQopMmaimpm. OHAa H3 CaMBIX IIOPA3HTEIbHEIX
O0COOEHHOCTEH 3TOr0 CTIIA — HCIIONB30BAaHHE CIIOB B HX HCTHHHOM CIOBAapHOM 3HauyeHHH. He
CYIIECTBYET BO3MOKHOCTH I KOHTEKCTHBIX 3HAUEHHIl IUIH 1A OJHOBPEMEHHOH pealH3allHH IBYX
3HaueHII. CIoBa C AMOIHOHATRHBEIMH 3HAYEHHAMH HEe JOIKHBI OBIThH HAilleHHBEIMH B JOKYMEHTE.
Kax IpIil THIT JeTOBBIX JTOKYMEHTOR HMeeT COOCTBeHHEIN Habop pa3 H KIIHIIe, KOTOPEIE MOT'YT Ka3aThCs
CTPaHHEIMH B Pa3rOBOPHOM AHTIIHMIICKOM sA3bIKE, HAIlpHMep e.g. invoice, book value, currency clause,
promissory note, assets (BBICTABIATH CUYeT, CTOHMOCTh OCHOBHOIO KallHMTalla, ITYHKT BalFOTEHI,
00s3aTeIbCTRBA IO BeKCET0, aKTHREL, H T.1T.).

Hampmmep,

O(pHIMATh HELT CTHIE HeodmianbHEIN CTIIb

Formal style Informal style

comimence (HauIHATh) begin, start (HauaTh, HAYAIO)

conclude (3aKOHYHTE ITOBITOKHTS ) end, finish, stop (KoHeIl, OCTaHABIHBATELCA)

B pa3roBOpHOM AHIIHIICKOM S3BIKE MOKHO HAOTHOJATE MHOKECTBO BBOJHEIX CIIOB. «XOPOIIO, BEI
BH/UTE, CBOETO POJIa», KOTOPBIE HE MOT'YT HCIIOIL30BATHCA B IIHCEMEHHOM JeIOBOM AHTIIIICKOM S3BIKE,
H JTOTHYECKH H CTINIHCTHYECKH. OHH HCKIIOUEHEI, IIOTOMY UTO He HECYT CMBICIIOBOH HArpy3KH. /[eloBEIe
ITOKYMEHTEI, HAITPOTHB, TOTAHEI HCIIOIIB30BaTh CIIOBA, KOTOPHIE IlepeJatoT MHOTO HH(OPMAIIIH.

CTIUTh, OJTHAKO, HE JONKEH OBITh CIIHIIIKOM IIPOCTHIM, IIOCKOIBKY 3TO MOKET ITOKA3aThCA HEKVIIb TYPHEIM
H IpyORIM. JIMHIBHCTEI PEKOMEHAVIOT CIEIVIOINHE CTIUIHCTHYECKHE IIpHeMEl, KOTOpPEIe MOITH OFI
CllelaTh COTNAllleHHT H KOHTPakThl Oollee BEKIHBEIMH. HCIIOIB30BAHHE CIOKHO — ITOMUHHEHHBIX
IIPeIOKEeHHI, Oollee IMPeMIOYTHTEIFHO YEM HCIIONL30BAHHE IPOCTHIX IIPEJIOKEHINL, HCITOIb30BAHIE
ITaCCHBHOr O 3alora I71aroia, a He akTHBHOTO, ITOJHEIE (JOPMEI CIIOB, a He COKpaIlleHHEIe (DOPMEI, TaM, IIie
Heo0X0THMO.

[IpapHIIEHAd HHTOHAI[HA [OIKHA OBRITE HeNTpalhbHOI, IHINEHHOH HAaIBOIEeHHOIO S3BIKA C OJHOI
CTOPOHBI, H HeO(QHIHATPHOTO IIH PA3TOBOPHOTO MA3BIKA C APYroil cTopoHHl. IlosTomy,
HECOOTBETCTBVIOIIHIT CTTOBAPHEIIT 3altac, HIHOMSEI, ()pa30BEIe IIIar Okl HeOITY CTHMEL.

O0e moropapHBaroIlHecsd CTOPOHEI He MOIUKHBI HCIBITEIBAThE HHKAKHX TPYAHOCTEH B ITONYy4YeHHH
HHQPOPMAITHH, OHH JOT/KHEI OBITh B COCTOSHIM IIOHATH TO, UTO HAaIHcaHO. HegopazymeHHSI Bcerja
BBI3BAHEI HEXBATKOH MBICIH H BHHMAHHA. OTO MOKET CIYUHTHCA H3-3a HCIIONB30BAHHS COKpAaILleHIIT,
YHCeJI, ITPeJIOrOB B OONBIIIOM KOIIUECTBE.

CoKkpartieHiss MOT'yT OBITE OUEHB ITOJIE3HEL, TaK KaK HX JIeTKO H OBICTPO IMCaTh H YHTATh. OXKHIAETCA, UTO
o0e CTOpPOHBI [OIKHBI 3HATh 3HAUEHHE COKpalleHHIl. EcCIH OIMH H3 IIapTHEPOB HE YBEpPEH, UTOo
COKpaIleHIA JIETKO IIPH3HAHBI JPYTOil CTOPOHOI, HX HEJIb 35 HCIIOIh30BaTh.

OmHa H3 1CaME NOPPASHIEIPHEIX OCOOEHHOCTEH [eIOBOTO AaHIMHIICKOIO fA3BIKA — IIHPOKOE

IICHDM?D%H&D%WQ?D M IJ1a10JIa, H HX HCCIEJOBAaHHE MOI'JIIO OBI OBITH HHTEPECHO I TEX, KTO
Ceptudmkar: 2C0000043ESABEBO52205E7BA 6000004 3E

Bnanendl3YUAGE M JIDEITOMACT AHL IHICKINT A3bIK. CHCTeMA HEIIYHBIX (JOPM IIIarojia BKIFOYAET HHOHUHHTHE, -ing
(OPMEI H IIPHYACTHSA. DTO — OOLIENPHHATAI HCTHHA, YTO OTIIIAarOJbHEIE (JOPMEI IIMHPOKO HCIIOIb3YIOTCA B

AHTTIIDICKOM SI3BIKE Dﬁl[[ﬁf[—[[[ﬂ, HO OHH YacToO IICHDJII:?}’IDTCH H B ,[[EJIDBDfI H EDI‘H!]I‘»![EP‘IECEDfI
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KOppecroHAeHIM. M3 Haubolee YacTO HCIIONb3YEMBIX OTIIArOdbHBIX (OPM B JIETOBBIX ITHCHMAX
HCIIOJb3YeTCA HH()HHUTHB.

NHPIHHTHB KaK AOIOIHEHHE K aKTHBHOMY IJIarolly BCerJa clIeayeT 3a TIIaBHBIM ITTaroloM. B IemoBoii
KOPPECITOHAEHINIHN 3TO CIEeAYIOIIIe IIaroikl: to agree (cormamarbca), to appear(IIOABIATECA), to arrange
(moroBapHBarThCA), to continue(mmpomonxkarkci), to decide (perars ), to expect (oxHIaTh ), to fail (TepreTs
Heyzauy), to hesitate (xomebGaTthcs), to hope (HameATscs), to intend (HaMmepmBaThcA), to like (HpaBHTBCA),
to manage (ymparuars), to need (Hyxzgarecsa), to offer(mpemiarars).to omit(mmpoiryckars), to plan
(ruraHmpoRarth), to prefer (mpemrmounTars), to prepare (IIOATOTABIMBATE), to propose (Ipeiiarars), to
regret (coxkaneTs ), to secure (o0eperars), to try (rmpoboBats ), to want (XoTeTs), to wish (KemxaTs).

B OITpOCEHI U 3aJaHIA:

1. IToaroToRbTECH K OOCYKIEHHIO TEOPETHUECKOTO MaTepHana.

2. IlpounTaiiTe H IepeBeIHTe TEKCT.

This is Mr. Richard Clifford. He 1s a businessman. He is a manager of a big company. He 1s always busy.
His company is very successful.

And this 1s Miss Cindy Flipps. She is a secretary. She is Mr. Clifford's secretary. She is a good secretary.
She is clever and pretty.

This is Mr. Richard Clifford's office. There are two rooms in his office. Miss Flipps is in the reception
room. There 18 a desk, some bookcases, chairs and arm—chairs in the reception room. There 1sn't a type-
writer on the desk, but there is an office computer with a printer instead. Mr. Clifford's company is very
up-to-date.

There are no visitors in the reception room now. There is an important business visitor in the inner office.
[t is Mr. Daniel Banes. He i1s a bank manager. He has an important problem to discuss with Mr. Clifford.

3. Leam the following conversations and make your own on analogy. Use the words in brackets.
1) — Meet Mr. Richard Clifford. He is a businessman. — How do you do, Mr. Clifford.

1. Ms. Cindy Flipps — a secretary;

2. Mr. Timothy Lindon — an economist;

3. Mrs. Elizabeth Nippet — a sales person;

4. Ms. Alice Trix — an office manager;

2) — What is Mr. Richard Clifford?

5. He is a businessman.

6. What kind of person is he?

7. He is clever and active. He is a very successful man

/ a secretary — young and pretty; / an economist — clever and serious; / a sales person — friendly and polite;
/ an office manager — neat and stylish /

3) — Hello, Miss Flipps! Is Mr. Clifford in? — Hello, Mr. Lindon! He is in but he is very busy. Will you
wait a bit? — All right.

4, Complete the story
It's 10 o'clock now. Mr. Daniel Banes is to .... Ms. Flipps and Mr. Clifford are to .... Ms. Alice Trix is to

5. Speak about several people according to the model
He is a businessman - They are businessmen.

He is very successful. - They are ....

He is to meet Mr. Clifford.

He is always busy.

His company is big.

He is in Mr. Clifford's office.

He is to see Mr. Clifford.

He has an important problem to discuss.

He is an impootaavisiioncAH
ANEKTPOHHOW MOAMMUCHIO

C - 2C0000043E9ABBBYIS52205E7BA500060000043E
B:z;jﬁ? tﬁ%aﬁﬁf@ﬁgﬁg%gmﬁg%ﬂaﬁlmnﬂ and make your own, on analogy
1) — Let me introduce myself. My name is Daniel Banes, Dan for short.

- Glad to meet You. Mr. Banes.
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2) — Who is that man? - It's Mr. Daniel Banes.

- What is he? - He is a bank manager.

: What kind of man is he? — He 1s clever and reserved.

2) — Is Mr. Clifford free?

- No, he 1sn't. He 1s in conference with Mr. Banes. They have an important problem to discuss.
- I see. May I wait a bit here?

- Do, please.

-3) — Mr. Clifford is very busy today.

- What is he busy with?

- First he 1s to see an important visitor.

: What is he to do next?

- Next he 1s to go to his bank.

: What is he to do in the bank?

- He is to discuss an important question with the bank manager.

7. Listen to what Mr. Clifford says and dramatize the conversation between Ms. Flipps and Mr. Banes

- Miss Flipps, I am to meet Mr. Banes at 3 o'clock but I am very busy. Call him at the bank, please, and
apologize. Ask if he can see me tomorrow at the same time.

Use: ...speaking; Can I speak to ...;

[ am sorry; Can you possibly see him at...?

8. Draw a logical conclusion according to the model
There is a telephone in the office. - So we can call him up at once.
/ a computer, etc./ /make copies, send a fax, get the information, etc. /

9. Discuss the job opportunity that this advertisement gives you

Interview your friends and find answers to the following questions: How old are you and your friends?
Whose dream is it to become a skilled secretary? Who can use a personal computer? Who can type well?
Who is good at studying English?

10. Learn the words which denote
- things that a secretary can use,
- places where she can put them

Use a dictionary to add to these lists

1. stationery

2 eraser

3 an envelope

4. carbon paper

5. adhesive tape

6 ribbon

7 moistener

8 a punch

9. correcting fluid

10. a ruler

11. chips

12. a top (bottom) drawer,

13. a left (right) hand drawer

14. a filing cabinet

15. a folder

16. a safe

11. Say where certain things can be. Use the model
-1 need sonEppayEAT NOANUCAH

- There iﬂ&iﬂ@%ﬂﬂ@@@hm bottom drawer.
Ceprudmkar: 2C0000043ETA E2205E 7BA500060000043E

Bnaneneu: llleGayxoea TaTeAHa AnexkcaHgpoBHa

12. Say that the thing we are talking about 1s in some other place

There is no computer in this room. — The computer is in the next room.
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There is no paper in the top drawer.

There 1s no money in this safe.

There is no calculator on the shelf.

There are no letters in the folder. — The letters are...
There are no arm-chairs in the reception room.
There are no rulers there.

13. Translate and learn the following conversations.
1) - Cindy, I need Mr. Lindon’s letter badly. It is in a blue envelope. I can't find it.
- Isn't there a blue envelope under the papers on your desk?
: Oh, yes. I'm sorry, Cindy.
It's all right, Mr. Clifford.
2) - Cindy, I want to talk to Mr. Lindon. Call him up and make an appointment. -I'm sorry, Mr.
Clifford. I can't reach him by phone. — Send him a telex then. — Our telex is out of order.
- There is another telex in the Sales Department. Send it from there.
- Very well, sir.
3) - There 1s a visitor to see you, Mr. Clifford. He hasn't an appointment.
: I'm very busy, Cindy. Tell him to come on Tuesday.
: But he says he is your friend. His name 1s Mr. Brown.
- My God! Is he a dark, smiling man? -Yes.
- See him in. It's William Brown from Australia!
4) — Are there any more visitors to see me, Cindy?
- No, Mr. Clifford, there are none.
: Are there any more letters to type?
- No, there are not. They are all ready.
: Then you can go home, Cindy.
- Thank you, sir. Good-bye.

14, Listening practice.
a) Here are the new words: experienced
businesslike
married
Listen to the tape and fill in the missing words. Each dash stands for a letter.
This is M........ Elizabeth Nippet. .......... is a sales........ She is..........
and businesslike.
She is She ... happily and....... three children.
b) Listen to the text on the tape. In what ways is it different from the text in the Unit?
c) Listen to what Olga and Victor say about themselves. Answer the questions and then get ready to
talk about yourself.
What is Victor? How old is he? What does he study? Is English necessary for his career? How well can
he speak English already? Why does he want to speak fluent English?
What 1s Olga? How old is she? What does she study? What can she already do? What is her typing
speed? Why does she want to speak good Business English?

15. Translate into English.

1) ITo3HakoMbTeCck ¢ MHCTepoM TmMoTH JImHIOHOM. OH 3KOHOMHCT. OH OUYeHbh YMeH H OILITeH. OH

AKTHBEH H JelOBHT. OH JKeHaT H HMeeT JBOHX JIeTeH.

-Muccuc JImaaoH, Ban Myx gomMa? — /la, OH JoMa, HO OH OUEHD 3aHAT.

-Mucc @mimic, Mucrep Knuddopna v ceba? — Ha, oH y ce0da, HO OH 3aHAT. II0HOKIHTE HEMHOTO,

IOKAIIYHCTa. — XOPOIIO. — BXOIHTE, TTOXKATYHCTA.

2) ITo3ponkTe IpeacTaBHTECA. MeHdT 30BYT Janmans beitHc. A ympapmaronuit 6aHkoMm. Ceiiuac 4 He B

Oanke, 1 B ojuce mMucTepa Knuddopma. Y MeHd BaxHad mpobieMa, KOTOPYIO A JOTKEeH OOCYIUTh C

MHCTEPOM Hﬂﬁﬁbﬁbﬂpﬁm e MrcTep Kmmiddopn 3amar. Y Hero corelifanne ¢ OH3HecMeHaMH H3 PoccHH.
EEpTl{“:b:}{) %'Qmmma jie Mer BAE?EIEEI THC S"é“pmcc Y MeHd HazHaueHa BcTpeda ¢ Mucc @ammic B 10 4acoB. —
Bnagen ﬂumﬁxﬂpﬁwmﬁ&ﬂgc nurmic. Hasrreaiite MmeHa CHHIG. — A 1 Oimic. — TEI HaIll HOBBIT O(HC-

MeHe [UKep, He Tak aH? Paga ¢ Toboil mo3"HakoMHTbCA. — Cefuac muctep Knuddopn momxeH HATH B

6EHK a MBI MOJEEM IIOIDTE Yarn. A 3aTeM TEI MOEKEIIs HAYATH Iﬁ.’!ElE‘il'.:flT}r
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4) 3aka3pl HA OPITEXHHKY H KAHIITOBAPHl IIPHXOIAT H3 pasHbIX ¢upM. @upMme mucTepa Kianddopma
HYAHBL 5 KOMITBIOTEPOR, 4 mukTodoHa, 11 kamskyindaropos, 500 koHBepToB, 20 Imauek OyMarw, IarkH I
OyMar, KHOITKH H CKPEIKH.

5) 910 coBpeMeHHEII odiic. B HeM HeMHoro mMedenn. 37ieck HET OyMaru M JOKYMEHTOB Ha cTolax. B
IIPHEMHOI Ha CTOIIE YV CEKPeTapsa KOMIIBIOTED. B YIIIY TeleKc.

6) Mucrep Kauddopa roBopHT cBoeMy cekperapro: — ECTh Kakme-HHOyIp ITHChMA H TelelrpPaMMEI?
IIpuHecHTe HX CHOJa, IMoxKamyicTa. — MHe OoueHb HYXKeH 3TOT ajpec. Haiimure ero, moxamyiHcTa. —
ITo3poHHTE M-pYy JIHHIOHY H HOTOBOPHTECH O BCTpede. Moil TeredoH croMancd, H I He MOTY C HHM
CBA3aTHECA

- EcTh 1 K0 MHe eIlle MoceTHTeH? 110IIpoCcHTe HX ITOL0KIATE HEMHOTO.

ITpakTHUueckoe 3aHsATHE Ne2. OcoDeHHOCTH YIOTPeOdIeHHA MOJAJIbHBIX I'JIar0JIOB B AHTJIHHACKOM

IeJI0BOM CTH.IE.

OpraHH3aoHHad (opMa 3aHATHA: TPAIIIIHOHHEN CEMITHAP.

[{ems: ¢opMHpoOBaHHE Yy CTYAEHTOB PEUYEBOMH, M3BIKOBOII H KOMMYHHKATHBHON KOMITETEHIHH LA

OCYILECTBIEHH A JIEIOBBIX KOHTAKTOB.

B pe3yinsTaTe OCBOEHHE TEMEI CTYIEHT JIONAKEH

3HATh. OCOOEHHOCTH VIIOTPeONeHHd MOATbHBIX TIJIaroiloB, OCHOBHBIE TI'paMMATHYECKHe SABIIEHH,

XapakKTepHble [HId IPOo(PecCCHOHATBHON PpeuH; JIeKCHYeCKHe H CHHTAKCHYECKHE OCOOeHHOCTH

O(DHIM AT HO-AETOBOI'0O CTIILI B aHTIHIICKOM A3BIKE.

YMeETh: VIIOTPeOIATh MOJANBHEIE TJIaroilbl B O(QHIHATLHO-AETOBOH peud A 0003HAUYEHHA

NOIKEHCTBOBAHHA, IIPOCHOBI, pa3pellleHNd, OIPEeIelATh CTHIEBYH IIPHHAIEKHOCTh aAHTIHIICKHX

TeKCTOBR O(IIIHATHHO-JIEIOBOrO CTHIA, BHETh XapaKTepHBIE CTIJIIEBBIE YEPTHI, YHTATh OQHIHATHHO-

IEIIOBBIE TEKCTHI PA3IIYHON CTEIEHH CIOKHOCTH, CTPOHTh AHAIOIHYECKYH) H MOHOJIOTHUECKYIO PeYb C

HCIIONb30BaHHEM Hambolaee VIOTPeOHTEIBHBIX NeKCHKO-TPAMMATHYECKHX CPEeICTBE B OCHOBHEBIX

KOMMYHHKATHBHBIX  CHTYaI[HAX  O(QHIMATbHOrO  OOIeHHS,  IIOHHMATh  JHATOTHYECKYH) H

MOHOIIOTHUECKVIO PeUb IT0 H3YVUEHHOI TeME.

AKTyalTbHOCTE TeMBI: 00YCIIOBIEeHA He 00XOHMOCTEEO oBIageHnd YK-4, OITK-1.

TeopeTHyeckad 4acTs:

OmHHM H3 HaHOOIlee YACTO HCIIONB3YEMBIX MOJAIBHBEIX 3HAYEHHIl B [EIIOBOM SA3BIKE SBIAETCSH
3HAYEHHA MONAKeHCTBOBAaHHA. Hambomnee yrmorpeOindeMbIMH B JAHHOM 3HAYEHHH B aHTIIHIICKOM JeIOBOM
CTIUIE ABIIAIOTCA IIaroisl must, to be uto have.

[TpHMepsI yIioTpeOaeHH A IT1aroixa must:

- We must be 1n time not to be late as it’s a very important event. (MBbI JOIKHEI IIPIIITH BO BpeMs, UTOOERI
HE OI03/aTh HA 3TO BAKHOE COOBITHE ).

- I should say you must check it once more. (¥ cunTar BaM HY/AKHO IIPOBEPHTE 3TO €Ile pa3).

- Besides, your price must depend on the amount of the contract. (KpoMe Toro, Bara IjgHa HOIIKHA
COOTHOCHTBCA C YCIOBHAMI KOHTPAKTA).

AHTTHIICKHI AEITOBOH CTIIb IIPEIIHCHIBAET YIIOTPEOIATh IMIarol must TOIBKO IO OTHOIIEHHIO K
COOCTBEHHBIM ITOJUHHEHHBIM, KOT7/la IO UepKHBaeTca 00g3aTelIbHOCTh H HEOOXOIHMOCTh BEITIOTHEHH
TOTO HJIH HHOTO JEeHCTBHA WIH 3aJaHHd. He 3pd 3TOT IIaroll 4YacTo HCIIONb3YeTCAd B 3HAUEHHH ITPHKA3A,
MMOMYEPKHBAAL CTPOroe TpeOGOBaHIe HIH He 00XO0HMOCTh BREIIONMHEHH I KAKOTO-THOO JAefCTBHA, HAIIPHMED,
Y ou must decide to Monday if you stay at our office or not. You are to prepare all the papers to sign them
on Tuesday. (BeI 0043aHBI ITOITOTOBHTE BCE JTOKYMEHTHI Ha ITOIINCE KO BTOPHHUKY).

B OTHOIIEHHIX C IapTHEPAMH AHTTHIICKII JeJTOBOH CTIUIEL IIPEIICEIBAET ITOUTH ITOMHEIL OTKa3 OT
raaroira must, Kpome ciaydaeB, Korga HeoOXOIHMO IIOMUEPKHYTh KECTKYH) HeoOXOAHMOCTh HWIH
HEJOBOIBCTBO CTAPIIHM IIAPTHEPOM MIAQIIIMH IApTHEPAMH HIH BO3MVIINEHHE IIPH KaKOM-THOO
HEBBIOIOHEHIHN 00A3aTelkCcTB. HammpuMep, Tak BRI MOKeTe yIIoTpeOHTs dppa3y You must have paid your
debt by the 3th of November. (BbI 0043aHEI BEIIUIATHTE BaIll JOIT K 3 HOAOPA).
3Had 0COOEHHOCTH [eJIOBOrO AHTIIIICKOro, BEl OyAeTe ITOHHMATh, UTO B OTHOIIEHHAX C ITAPTHEPAMH
CIeqyeT cocpelloTaUNBAThCA Ha riaroiax to have u to be, Tak Kak 00M3aHHOCTH BRIIONIHEHHA JIEIICTBHA
3BYUHT MeHee KaTeTOPHYHO.

[TpuMepEl YIIQTPE rﬁnmmmﬂ:nﬂmﬂnﬂ to have to u to be:
- Are Eﬂflgr&?l#' %g 1da[% morning? (Bel 00s13aHbI ITPHXOIUTE 110 YTpaM B cy000TY?).

CepTubikar 25000004 L SABEBO52 05 VB ABO00BOVS
Bnanenéy: 1 NEYosS =10 REEPAKE Lhelr, report o the next weekend. (OHH JOIKHEI TMOJTOTOBHTH CBOH OTUETHI K

CJIe IYIOII[HM BEIXOJTHEIM).
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- Sorry but I have to leave as I'm very busy last time. (IIpocTiTe, HO MHE ITOpa HATH - B IIOCIIE/JHEE BpeMs
Yy MeHS OYeHb MHOTO Jel).

- Do you have to meet them at the station? (BamM Hy/XHO BCTPeTHTh HX Ha CTAHI[HH?)

OmHako He CTOHT 3a0kBarh, UTo TiIaronl have to MokeT HMeTh OTTEHOK HekKelIaTellbHOTO JeHCTBHSL
II03TOMY CHenyroImad gpaza «So we have to work with youw» 3BYUHT JOBOIBHO I'py0O M aHTIIIIICKIIA
IIEIIOBOI CTHIIb He IIpeycMaTPHBAeT TAKOTO YIIOTPeOIeHHd 3TOr O IIarodia.

Bo Bcex 3aTpyJHHTENBHBIX CIyYasdx, a Jyullle Aake H 4Yalle, BaM CTOHT IpHOerars K Oolee MATKHM

dopMaM yKazaHHI, 3aMeHAd JOJIKeHCTBOBAHHE BHIPAKEHHAMH, O3HAYAOIIIMMH IIpPe/IlooKeHHe, COBET,
BOIIPOC M T.J. AHTIIHICKIIT JelIOBOH CTIUIF IIpedycMaTpHBaeT IMOHHMAHHE IOJAO0HBIX (pa3 HA TOH HIIH
IIBa TOHA JKeCTUYe HX OPHIHHAILHOIO 3HAYEHH .
OTO CXOIHO H C CHTYaIfHel B pycCcKoM A3bIke. @paza «He Morim ObI BRI IEPEITPOBEPHTH HAIIH JI0XOJIEL,
ecl y Bac OyzeT Bpemsa. MBI OBl MO OOCYIHTE HX C HAIMHM (PHHAHCOBHIM JHPEKTOPOM?» BOBCE HE
O3HauaeT OYKBAIBHO CIeJyIollee: «CelaiiTe 3T0, eClM 3aX04eTCsd, a ecIlH He 3aX04eTcd, TO M He HaJo».
Ha camom Jiene, mpock0a Mmojipa3yMeBaeT UyTh JIH He ORICTPOe M TOUHOE HCIIOTHEHHE YKA3aHH .

B onmpocHI H 3aTaHHA:
1. IToaroToBeTECE K OOCYAIEHHIO TEOPETHUECKOTO MaTepHana.
YrorpebiaeHne MoJambHEIX raaronoR Can, May, Must, Should, Need i Hx 3aMeHHTelIel 14 BEIpaKeHHA
NOIKEHCTBOBAHNA, ITPOCHOBI, Ppa3pellleHHd B [IeI0BOIl KOMMYHHKAI[HH HA QHTIHICKOM S3BIKE.
BrIpaxeHie JOIKEeHCTBOBAHIA. BrIpaxeHie IMpockORl. BEIpakeHHe pa3pelleHH.
BrIOepHTe ITpaBMIbHEIT BAPHAHT.
1. We see the lake from our bedroom window.
are able
can
must
might
2. — you speak any foreign languages?
could
can
must
might
3.1 am afraid I come to the party next week.
could not
cannot
must not
might not
4. When we went to the forest, we smell burning,.

could
can
must
might
5. She spoke in a very low voice, but I understand what she said.
could
can
must
might
6. 1 do not know when they will be here. They arrive at any time.
could
can
must
might

7.1 was so fiedsdHT nonnmcasleep for a week.
. ANEKTPOHHOW MOANUCHIO

Ceprvdmkatr: 2C0000043E9ABBB952205E7BAS00060000043E
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8. We have gone away if we had enough money.
could

can
must
might
9. You have been travelling all day. You be tired.
could
must to
must
might
10. They have not lived here for very long. They , know many people.
could

should
must not
might
11. The phone rang but I did not hear it. I have been asleep.
could
may
must
might
12. She passed me without speaking. She have seen me.
could not
cannot
should
might not
13. — Why did not your sister answer the phone?
— She have been asleep.
can
should
must
might'nt
14. — Why did Sarah miss meeting?
— She have known about it.
should not
should
must
might not
15. Do not phone me at eight o'clock. I be watching the football match on TV.
could not
can
should
might
16. — What time are you going?
— Well, I am ready, so | g0 NOW.
could as well
can as well
must as well
might as well
17. She is a very nice person. You meet her.
can
are able
must

have [IOKYMEHT MOANWCAH

OMNe :
Ceptud '}%3 L hﬂv?%&%a&aazzns@ﬁﬁ@ ﬂﬂ&)ﬂﬂﬂﬂﬂdt phone her tonight.
u

can

Bnageney Dayxosa TaTeAHa AnekcaHgpoBHa
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have
19. He cannot come out with us this evening. He to work.
could
has
must
might
20. 1 get up early tomorrow, because my train leaves at 7:30.
need
have to
must
might

2. IlepeBremiTe HA aHTIIMIICKIIL 361K, YIIOTPe O MOAIE HBIH I'1arol must.

1. OH, OKHO OBITH, OUEHE YCTAl.

2.V HHX gaxke ecTh gaxTa. OHH, JOTKHO OBITH, OUeH)L OOraTkl.

3. THI JOMKEH yexarh 3aBTpa YIpoM?

4. BB He JOKHEI OITA3/IbIBATE .

5. 51 He momxeH 3a0kIBaTh O cROeil MaTepH. 4 He Imcan el IeTyr BeUHOCTh. CeToMH BeuepoM A TOTKeH
Harmicarh el ITHCHEMO.

6. DTa KHHTAa OUeHb IIeHHAA. BEI He JOIKHEI €€ TEPATE.

7. HeyXelIH BaM HAJIO YKe YXOOHTE?

8. 51 momKeH IPH3HATE, UTO A HETIPAB.

3. ITpounTaiiTe H IepeBe/IHTe TEKCT.

Every week or so Mr. Clifford receives a memo from the Company's experts on marketing. What do these
experts do? They study the market for different goods in different countries and give their advice to the
managers. They help the Company to win new customers by investigating their needs, likes and dislikes.
They decide what goods are in demand, what is the best way to advertise and to sell them. Marketing is a
science and the managers of the Company for Foreign Trade always follow the experts' advice.

4. When you buy something which of the following is the most important thing for you? What will
become important if you sell something?
Add your 1deas to the following list:

A low price Scarcity of such goods on the market
High quality A beautiful design

Your friends' opinion A lot of advertising

Novelty Your needs

Y our likes The brand

The label

5. Say what different people do in a business company
1 Managers

2. Secretaries

3. Production engineers

4 Accountants

J. Experts

6. Representatives

7. Dealers

8. Investors

9. Shareholders

1. own one or more shares in a company
2. sell a company's products or services by
travellin mﬂnuﬂnwcm

e m%gpaﬁfbjg 1
Cepti ¢I'I'1 0043E9 220 EET-’ B;‘-’h 500068000004 3E
Bn a,u,ené{ B Ha AnekcaHapoBHa

5. 1invest their money into a company in order to receive a profit

6. are 13':68:}11&11313 for 1u1111111g a company or some of its departments
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7. inspect or keep accounts
8. sell or buy for the company, especially abroad
9. are responsible for the production

6. Translate and learn the following conversations:

1) — I want to buy your machine tools. Are they of high quality?

- They are the best on the market. We are (lie official dealers of an American company which has a
good reputation for quality.

2) — How much do your bicycles cost? — We sell them at... dollars but if you buy more than two we can
give you a discount.

3) — Do you sell your products abroad?

- Not yet. The international market is very competitive. It is very difficult to win customers. But we
want to try.

7. Listening practice.
Here are the new word-combinations:
to make all the necessary arrangements; to book a ticket; to book a return ticket; to fix a meeting for to
stay for 2 or 3 days
Listen to the tape. Miss Flipps is reading a memo from her boss. He has to go on a business trip. What
does he want Cindy to do? Cindy,
[ have to go to Paris tomorrow. Make all the necessary arrangements, please. Book.... Call....
Tell them .... After we finish the talks they.... I'm at the bank and will be back at 4.

8. Translate into English.

a) OKCITEPTHI 110 PRIHOYHBIM OTHOIIIEHHAM HCCIEAYET COCTOSHHE PHIHKA IS Pa3HBIX TOBAPOB B PA3HBIX
cTpaHaX. OHH aHAIMH3HPYIOT ITOTPeOHOCTH TOKyIIaTelel H PellarT, KakHe TOBaphl TPeOYIOTCA, KaK HX
TyUIlle peKIaMIpPOBaTh H IPOJIaBaTh.

0) Korpa 4 yro-HuOy/Ip IMOKYIIAr0, AN MeHd BajKHA I[eHa, KauecTBO H KpacHBEIA mi3aiiH. Korga 4
YTO-HHOY/b IPOJAR0, IS MeHSI Ba/KHBI IMOTPeOHOCTH IMOKYITaTelld H HeJOCTATOK II0J00HBIX TOBAPOB Ha
PHIHKE.

B) 310 HeOOoIbIlasd KOMIIAaHHA, HO V Hee TOBApPhl H3BECTHHI BRICOKHM KayeCTBOM H HI3KOMH I[€HOI.
OHH TIPOH3BOIAT H IIPOJAOT TEKTPOTOBAPHL: YTIOTH, MACOPYOKH, MHUKCEPHEl H T.J. OHH ITIOHHMAIOT, UTO
3aBOEBHIBATh IIOKYIIATeld Helerko. OHH BKIAUBIBAIOT [EeHBIH B IIPOH3BOJCTBO, MApPKETHHI OBEIE
HCCIIeIOBAHIA, B peKiIaMy. KpoMe TOro, y HHX eCTh CHCTeMa CKHJIOK. X TOBapHBIIl 3HAK yiKe H3BeCTeH
Ha MeKTyHAPOJHOM prIHKe. OHH HMEIOT JHJIEPOB B HECKONBKHX 3apyOeKHBIX CTPaHAX.

IIpakTHueckoe 3aHATHE Ne3d. OCHOBHEIE TpaBHjIa opdorpadii H NYHKTYAIIHH aHTJTHHCKOr 0
A3LIKA.

OpraHH3aiHoHHad (popMa 3aHATHA: TPAIIIIHOHHEL CEMIHAP.
Ilems: QopMHpOBaHHE Y CTYAEHTOB PEYEBOIl, M3BIKOBOIl H KOMMYHHKATHBHOII KOMIIETEHI[HI I
OCVILECTBIEHH S JIEJIOBEIX KOHTAKTOB.
B pe3yiIbkTaTe OCBOEHHE TEMEI CTYIEHT IO KEH
3HATh. OCHOBHBIE ITpaBIuia opdorpagHH M IIYHKTYAlHH aHIJIHIICKOTO 3BIKA, JEeKCHYECKHE M
CHHTAaKCHUeCKHE OCOO0E€HHOCTH O()HIMHAILHO-IEIIOBOTO CTHILA B aHT IHIICKOM A3BIKE .
VMETh: IIPHMEHATh HA ITPAKTHKE OCHOBHBIE IIPaBIiIa oporpadHH H IIYHKTYAIHH AHTIIIICKOTO S3BIKA,
YHTATh OQHIHAILHO-AETOBEIE TEKCTHl PA3IHYHOI CTEIeHH CIOKHOCTH, CTPOHTh JHATOTHUECKYH H
MOHOIIOTHYECKYI0O pedb C HCIIOIb30BaHHEM HAHOONIee YIIOTPeOHTEIbHBIX JEeKCHKO-TpaMMAaTHyeCKHX
CPEOCTE B OCHOBHBIX KOMMYHHKATHBHBIX CHTYAal[HAX O(HIMATLHOIO OOIIEHHT, IIOHHMATh
JHATOTHUECKYE0 H MOHOIOTHUYECKYIO PeUb IT0 H3YVUEHHOH TeME.
AKTYaTbHOCTE TEMBI: 00YCIOBIE€HA He 00XOHMOCTEE0 OBIaeHHd YK-4, OIIK-1.
TeopeTHueckasd UacTsk:
ITPOITMCHEIE BYKBEI
M CIIOIE 30BAHAYRI EHPOIEOHKE OYKE B QHIVIMICKOM S3BIKE IIOJUHHSETCA HECKOIBKO HHBIM IIpaBHIIAM,

Hekell C%S}g'@ Hl'lD,EIl'IHEI':Iﬂ
Ceptudmgar: 2C000 BBBQEEEDEETBAQDﬂﬂEGﬂﬂﬂﬂJSE

Bnagen HPMQE@;}} VKB B AHTTIHCKOM S3bIKe ITHIITYTCA:
1. IleprO€E CIOBO HPE,II;IID}I{EHH_H

2. 1lutara B H TIDEJITOK € HILS (God said, Let there be light. - Gen. 1:3).
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3. ITpsAamoil BOIIPOC BHYTPH IIPEIIOKEHII, Jake eCIIH OH He BBIJleldeTcd KaBbIukaMu (He usually asks
himself, Am 1 right?).
4. JTmunoe mectonMenne A (He and I disagree).
5. IMeHa coOCTBeHHEIE: (paMILIHH, HMeHa, reorpadiueckme Ha3BaHHA (Adamson, Chapman, John,
Mary, Washington, New York).
6. IlpunaratexsHbBle H APYTHE YacTH peur, oOpa3oBaHHBIe OT HMeH coOcTBeHHBIX (English, Russian,
American, Americanism, New-Yorky). Cp., omgHako, rimaroix anglicize.
7. Ha3zpaHH A HapOJOB, pac, IUIeMeH H S3EIKOB (Japanese, Russians, the Russian language).
8. 3BaHH A, THTYIEL, ToMKHOCTH (Queen Elizabeth, President Clinton, Mr. President, Your Honor, U. S.
Minister Kevin Nicholson, Associate Professor John Robinson, Chief Engineer Leonard Cole-man,
General Manager Tom Jones).
9. OdHianrsHble Ha3BaHHA HAI[HOHAJILHBIX/ Me&TYHAPOIHEIX TOCYIapCTBEHHBIX/YACTHRIX OpraHH3aIliil
H moxyMeHTOBR (The Constitution of the United States, the Fifth Congress, Federal Reserve Bank, Charter
of the United Nations).
10. CyIimecTBHTeIbHEIE (M YacTO IIpIUIaraTelbHEIE), OTHOCAIHecd K ITOHATHIO OoxkecTBa (God, the
Almighty, Allah, Providence, Lord).
11. Ha3panmnd AHeil Helem, MecAler, mpa3gHiukoR (Monday, March, New Year, Christmas, Fourth of
July, Good Friday).
12. Ha3paHHA JOrOBOPOB, TOCYIAPCTBEHHBIX AKTOB, HCTOPHUYECKHX COOBITII, 3IOX, BOMH (Versailles
Treaty, Mid3le Ages, the Civil War, War of 1812).
13. Ha3BaHHA cTpaH cBeTa H HX ITpoH3BomHbIe (the Noith, a Noitherner).
14. Ha3paHHdA TMTepaTypHBEIX TIPOM3BEIeHINI, KYpHaIoB, cTareil M T.I. (Shakespeare's Macbeth, the
Journal of the American Medical Association).
15. HazpaHmda Toproesix Mapok (Philips, Sony).
16. HazBaHHA yUeHBIX CTelleHel H JoKHOocTell (A.B., PhhD., M.D.).
ITPABHJIA ITEPEHOCA

Kak H B pPycCKOM S3BIKe, IIEPeHOC B AHTIHIICKOM BCerJa IIOJUHHEH CMBICTY cloBa. ClemyeT
oOparars BHHMAHHE Ha TO, UTOOHI IIepeHOC He HCKA3MWI CMBICII CIIOBA IIIH €0 IIPOM3HOIIEHHE.
[TepeHOC HEBO3MOKEH B CIEAYIOIIHX CIIYYAIX:
1. He pexoMeHIyeTCS IIePeHOCHTH ITOCIIeTHEE CIIOBO IIPeJIOKEeHHI Ha CIeIYIOINY0 CTpaHuIy. TaKkke He
PEKOMEHyeTC IIePEeHOCHTE Ha CIeIyIOIYI0 CTPaHHIY CTPOKY, KOTOpasd ABRIIAeTCA IOcie JHeil B ab3aire.
2. Hemb34 IepeHOCHTh 3HAKH TIPEIIHAHHA, a TakKkKe COKpallleHHhle O00O3HAUEeHHSI Mep Beca, JTIHHEI,
BpeMeHH, OTHEAA HX TeM CaMbIM OT YHCIHTEIRHOr0, K KOTOPOMY OHH OoTHOCATCA (220 ki, 500 cm).
3. Hemb34 OoTHENATH (pAMILTIEO OT HHHI[HAIIOB.
4. CoOCcTBEHHEIE IMEHA HHKOT/a He pa3feiaoTca (Moscow, London, Africa).
5. CnegyeT n30erars IepeHoca COCTaBHEIX YacTeil HazpaHiOl (the Atlantic Ocean, Latin America).
6. Henns 34 pa3dHBarts repeHocoM OykBeHHEIe ad0peBHATYPH (USA, UNO).
7. CIIOBa, COCTOMAIIIE H3 OTHOIO CIIOra, HHKOrAa He mepeHocsarcd (though, through, height).
8. Cy(pduxc TpeThero mia eIHHCTBEHHOIO UMHCIA IIaroila B HACTOAIIEM IIPOCTOM BPEMEHH -S, -€8 He
TIEPEHOCHTCA Jajke B TeX clIyuadx, Korja oH obpa3zyeT camocToATenbsHEOI cior (he buys, he sells, he
wishes).
9. OKOHYaHHe MHOKECTBEHHOI O UICIa CYIIEeCTBHTEIBHEIX He IIEPEeHOCHTCA Jake B TeX CIyyadxX, Korjaa
OHO 00pa3yeT caMocTOoATeIbHEIN caor (houses, boxes).
10. Couetanmd OykB, 0003HAYAIOIIIE OIH 3BYK, HE Pa3eIAr0TCA IIPH IIepeHOCE.
[TepeHOC BO3MOKEH B CIIETYIOIIHX CIYYadX:
1. Pa3mensdroTcd YIBOEHHEIE COTTIAcHBIE (Mmis-sion, let-ter).
2. Pa3mensAroTcd JIBe COITIAcCHBIE, CTOAILHE PAAOM (pen-cil, ster-ling).
3. IIpedpuxce H cyQQPHKCH OTIeIAr0TCA 0T KOopHA (dis-like, pro-long, drffer-rent, acknowledg-ment).
4. CIIOKHBIE CIIOBA JIETATCA Ha COCTaBHBIE YACTH (some-times, there-after).
5. CormacHad MeKIy TBYMS ITTaCHEIMH TIePEeHOCHTC S CO BTOPEIM CIIOTOM (Ima-jor, la-ter).
6. [lepeHocAaTCAa Cy(h(PHKCE CPaBHHTEIILHOI H IIPEBOCXOTHOI CTelleHH IpHiIaratelbHEIX (short-er, short-
est).

7. IlepeHOQUICAEN(NpHRECARNE TTPHYACTHA H TepyH/IA (go-ing, play-ing).
TOYK A 2NEKTPOHHOW MOAMMCHIO
LK
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2. B oTmyme OT PYCCKOTO, B AaHTIHIICKOM A3bIKE TOYKA CTABHTCA B KOHIE IIPeIIOAKeHHT,
BOIIPOCHTEILHOIO II0 (popMe, HO cofepixalriero He Bompoc, a Impock0y (Will you kindly fill in the
enclosed form and return it directly to us).
3. Kak mpaBHiIO, COKpallleHHd (3a HCKIFOUEHHEM Ha3BaHMII TOCYJap-CTBEHHBIX H MeXIYHAPOIHBIX
OPraHH3alIil ) OKAaHUHBAK TC A TOUKOM (Mr., M1s., Dr., pp., Dec, 7 p. M., 30 mins., no. 15).
Taxme opmer, kak 1st, 2nd, 3rd, 4th u T. 11., HcITONB3YIOTCA 663 TOUEK.
4. Touka OTAeNAET IEI0E UHCIO OT JeC ATHUYHOI JpoldH, a TaKKe IEHTH oT Joapa(12.32 ft., $ 15.75).
5. B KOHIle 3aroI0BKa TOYKA, KaK IIPABHIIO, HE CTABHTCA.

SAIIATAA
113 BceX IMYHKTYAI[HOHHBIX 3HAKOB 3aILATad IIPeACTABIAeT HAHOOIBIIHE TPYIHOCTH KaK NI HHOCTPAHIIER,
TaK H 14 CAMHX HOCHTEJIeH T3bIKA.
|. 3anAroii B AHTIHIICKOM f3BIKEe, TaK e KaKk H B PYCCKOM, Pa3Jelsdr0TCA YacTH CIOKHOIO H
CIOKHOIIOMuHHeHHOTo IpemroxeHnd (This decision should in no way diminish your excellent record,
and we will be able to take advantage of your considerable talent). EcIH B CIOXHOIIOIUITHEHHOM
IIPeAIOKEeHHH HMeeTCA He CKOIBKO ITPHAATOUHBIX IIpe NIOKEHHI, TO BCE OHH, KaK IIPABHIIO, Pa3IelIIr0TCA
3AILITHIMI, IIPHYEM 3aIlATasd CTABHTCA H Iepe]] Cor30M and.
2. 3anATEIMH BBIJENAFOTCA TakHe BBOJIHBIE CIOBA H BERIpakeHHd, Kak: of course, on the contrary, on the
other hand, consequently, furthermore, moreover, nevertheless, therefore, in the first place, unfortunately
u ap. (The question, however, remains unsettled. Nevertheless, we shall go).
3. 3amgrasd cTaBHTCA MeXTY OJHOPOTHBIMH WIEHAMH ITPeJIOKeHHdI, KOTOPhIe He COEeMHHEHEI COH3aMHI
(Five minutes, ten minutes, a quarter of an hour went by, yet nobody appeared).
4. EcIM HeCKOITBKO OTHOPOIHBEIX WIEHOB CBA3aHBI OECCO03HO, a IIOCIEHIN IIPHCOeIHEH TIOCPEICTBOM
coro3a and/ or, TO BCe OJHOPOJHBIE WIEHBI Pa3JleAr0TCA 3allATHIMH, IIPHYEM 3aIdrad, B OTIIHUHE OT
IIPaBIII PYCCKOTO M3BIKA, CTABHTCA H Ilepe] coro3oM (We are sending you bicycles, cars, motorcycles, and
motorscooters). 3To MPaBIIIO OTHOCHTCA H K TeéM CIIyUasM, KOrJa IIOCIeIHIII H3 OTHOPOIHBIX WIEHOB
BEIpaxkeH ci1oBoM etc. (et cetera) (Forks, knives, spoons, etc.).
5. 3amdras BBIZIENAET IPINIOKEHHE C TOACHHUTEILHBIMH CJIOBAMH, CTOAIIEE IIOCIE OIIpeleIIeMOTo
cyirecTBHTeIbHOrO (St. Petersburg, the second capital of Russia, 1s a wonderful city).
6. 3arTasd BEIIeNAe T IpHUacTHEII o0opoT (Seeing the dog approaching, he ran off down the sreet).
7. 3amgras Beifender oOparmeHme (Friends, Romans, countrymen, lend me your ears). OOpalleHHe B
Hayale IHChMA BRIJIENAETCA 3alATOi, B OTIHYHE OT PYCCKOTO A3BIKA, I/le B ITOJOOHOM CIy4ae CTABHTCA
BOCKIHI[ATEILHENT 3HAK.
8. 3amArad CTaBHTCA B KOHI[E IIHCHEMA ITOCIIE 3aKIFOUHTENEHOI (POPMYIBI BEAIIBOCTH, IIePel II0MIHCHE0
(Sincerely yours,).
9. B 0003HaUeHHAX AT 3alATasd oTAeldeT urciao oT roga (The contract was signed May 15,1996).
10. 3amgrad cTaBHTCA BHYTPH MHOTO3HAUHBIX YHCEN A OTHAEIeHHd KiIacca ThICAY OT COTEH, KiIacca
MIULIIHOHOB OT COTEH THICAY M T. A. (15, 000, 000). 3armdrad He CcTaBHTICA IIPH 00O3HaAUEHIH
MHOT'03HAUHBIX HOMEPOB JTOMOB, CTPAHHII KHIT .
B onmpocHI H 3aTaHHA:
1. IToaroToRbTECH K OOCYAIEHHIO TEOPETHUECKOTO MaTepHaa.
Opdorpadmyeckie TpyIHOCTH. TPYIHOCTH B PaCCTAHOBKE 3HAKOBR ITPETIIHAHIIA.

2. IIpounTaiiTe H IlepeBeIITe TEKCT

MEETING A BUSINESSMAN AND ARRANGING HIS VISIT

Receiving Visitors

Receiving visitors is one of a secretary's daily responsibilities. Secretaries who receive visitors are called
receptionists. In a large company, visitors may report to a reception area and you will be advised that they
have arrived. In a small company, visitors may report directly to your desk. In any event, it is your
responsibility to greet each visitor with a smile and make each one feel welcome. There are different tasks
and procedures involved in receiving visitors with an appointment and without an appointment.
Receptionists should be notified by executives or their secretaries of all the appointments which have
been made each day. This should be done in advance or at the beginning of each day. Executives should
report lhmmnmmemmﬁ;ﬂn(»ﬁ;mexample going to see an important client, going to lunch) to a receptionist

lhmu hod'thE ?E%O FYEEL lu:u*ual has this information, she can receive and talk to visitors without
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Mr. Clifford has just received a telegram. A businessman from Russia 1s coming to have business
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will. I shall meet Mr. Belov at the airport. I'll reserve a room for him at a good hotel. What else do you
want me to do, Mr. Chifford?"

"I want you to take him around the town in my car. Then I think we'll take him to the restaurant in the
evening. Will you do that?" "With pleasure."

3. Translate and learn the following conversations:
1) — Airport? When does the plane from Moscow arrive?
- Arrival time is 3.15 p.m. But it is going to be one hour late.
— Thank you.
2) — Hello, this is Grand Hotel. What can we do for you?
- Hello, I want to reserve a room for our guest from Russia.
— When is he coming?
- On the 21st of June. And he will stay for five days. He will need a single room with a bath.
— Yes, we can give him that.
3) — Hello, Mr. Belov. I'm Cindy Flipps. Mr. Clifford's secretary. He asked me to meet you.
- How do you do, Miss Flipps. Glad to meet you.
— Did you have a good flight?
- Yes, quite pleasant.
- Mr. Clifford's car is waiting for us. I'll take you to the hotel.
Thanks a lot. That's very kind of you.
- I'll help you to register at the hotel. Do you want to have a rest or would you like to meet Mr. Clifford
today? -1 don't have much time at my disposal. I'd like to start work as soon as possible.

4) a) Imagine that your boss has asked you to meet a representative from a foreign firm. You are
at the airport. Come up to the enquiry office and ask the clerk
— when the plane from ... arrives.
— whether it will land on time.
— how late it will be.
- at what exit you can meet passengers off this plane.
b) Mr. Clifford has asked Ms Flipps to buy 2 tickets to Moscow for both of them. Ms Flipps rings up the
enquiry office and asks the clerk
- when the plane to Moscow departs,
— how long it takes to get to Moscow,
— how much the ticket costs,
— how much luggage they can carry,
— what goods they are to declare,
- what goods they are to pay duty for,
- if she can buy two return tickets for
Dramatize these conversations.

5) Help Miss Flipps to reserve a room for Mr. Belov at the hotel. Help him to fill in the

registration card:

6) Here is the itinerary for the second day of Mr. Belov's visit. Read it carefully and then break into
several groups and work out an itinerary for any other day of his visit.

Breakfast at the hotel.

9.00 car will meet and drive the visitor to see the Company warehouses and

transport facilities. Lunch with the Sales and Transport Managers.

15.00 a sightseeing tour of New York. Back at the hotel at

18.00. At leisure.

20.00 Mr. Clifford will take Mr. Belov to the house party at the Company

President's place.

For reference: People to meet: President of the Company, Company Secretary, Managing Director (Mr.

Cllffﬂfd) GluefvAecoomtantHSales Manager, Transport
- SNEKTPOHHOW MOANWCHIO
Ej;’;‘;f 1g“nt§J gagﬂ Egﬂﬁ%ﬁiﬁ:ﬁ?ﬂ%@%&ﬁ%ﬂ of Manhattan, Brooklyn Bridge, the Empire State Building,
Broadway and its theatres, the Metropolitan

Museum of Art, the Amencan Museum of National History, etc.
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From New York Mr. Belov is going to a branch of the Company for Foreign Trade in San Francisco. Miss
Clifford is going to call their General Manager and ask him to help in arranging this visit.

4. First discuss what they are going to talk about and then dramatize this conversation.

5. Listening practice.
Learn the new words and word combinations. Then listen to Igor Belov talking about himself, his
company and his plans for the future.

6. Translate into English.

a) 3aBTpa CHHIHM BCTpeuaeT pycckoro Om3HecMeHa H3 MockBel Hropsa BemoBa. CaMoleT IpIIeTaeT B
3.15 maa. OHa mToeAeT B asponopT B 2 yaca. I3 aspormopra oHa OTBE3€T €r0 B TOCTHHHILY.

0) Buepa CuHmn BcTpeuana pycckoro O0m3HecMeHa 3 MockBel Hropd bemora. CamoneT JolkeH OBLI
MpHIIeTeTs B 3.15 mHA, HO omo3man. 3 aspomopTa OHa OTBE3Na €r0 B TOCTHHHIY H IIOMOINIa €My
3aperHCTpHpoBaThca. Y Hropga Mamo BpeMeHH, H OH cpa3y JKe IToexXal Ha BCTPeuy C MHCTepPOM
Kmd opmom.

B) Ecinn Bel cobmpaerech B AMEPHKY, BBl JOJKHEBI ITOTYYHTH BH3Y, V3HATh, Kakoil Oarax MOKHO
B34Th C COOOI, 32 KaKHe BellfH BhI JOIKHEI ILIATHTH TaMOAKEHHEBIH cOOp, CKOIBKO CTOHT OIIIET.

T) - 51 Xouy 3a0poHIpOBaTh HOMEP Ha JIBOHX Ha 12-13 ceHTIOPSA ¢ BAaHHOM H ¢ Tele]OHOM.

- [loxamyiicTa. Barle MMA H agpec, IToKaIyIiCcTa.

IIpakTH4Yeckoe 3aHfaTHe Ned, IIHcEMeHHBIH nepeBo] JeJIOBOH KOppecnoHJeH IIHH.
Opranm3aloHHad GopMa 3aHATHA: TPAIIIHOHHBLOI CeMHHAP.
I{ems: QopMHpOBaHIE Y CTYAEHTOB PEYeBOIl, S3BIKOBOI H KOMMYHHKATHBHOI KOMIIETEHI[HH IS
OCYIIECTRIEHH A JIeIOBEIX KOHTAKTOB.
B pe3yisTaTe OCBOEHHE TEMBI CTYIEHT IOIKEeH
3HATh. OCHOBHI IlepeBOofia O(HI[HAIBEHO-JIEIOBEIX TEKCTOB, OCHOBHBIE TIpaMMaTHYeCKHe SRIEHH,
XapakKTepHble [Id IIPOQeCcCHOHANIBHON peur, IeKCHYecKHe H CHHTAKCHYeCKHe OCOOEHHOCTH
o(pHIMATEHO-AETOBOIO CTHJIA B AHT IIHICKOM S3BIKE.
VMETh. IIePEBOMUTEH O(HIHATBHO-IEIOBbIE TEKCTH, BHIETh XapaKTepHbIe CTHIEBEIE YePTHL, UHTATh
o(pHIMATRHO-AETOBEIE TEKCTHl PA3IHUHON CTeIleHH CIOKHOCTH, CTPOHTh [HAIOTHYECKYI0 H
MOHOJIOTHUECKVI0 PE€UYh C HCIIOIB30BAaHHEM HamOolnee VYIIOTPeOHTENBHBIX JIEKCHKO-TpaMMATHUeCKHX
CPEICTE B OCHOBHBIX KOMMYHHKATHBHBEIX CHTYaI[HAIX OQHIHAIRHOrO OOINeHId, IIOHHMATh
JTHAIIOTHYECKYE0 H MOHOJIOTHUECKYIO peds 110 H3YUEeHHOI TeMe.
AKTyalTbHOCTE TeMBI: 00YCIIOBIEeHA He 00XOHMOCTEEO oBIageHnd YK-4, OITK-1.
TeopeTHueckas yacTs:
I13yurTe OCHOBHEIE COKPAIlEHHN A, HCIIONb3YEMEIE B JIEJIOBOI KOPPeCIIOH eI
A/C, a/c, acc. (account current) — TEeKVILIIT cUeT
adsd (addressed) — agpecoBaHO
adse (addressee) — ajpecar, Imony4aremnb
ad (advertisement)—peKkiaMHoOe 00BABRIeHHE (MHOK. UHCIIO — ads)
a.m. (ante meridiem) — 10 IIOIIYTHSI
app. (appendix) — IIpHIOKEHHE
Attn, (attention) — BHHMAHIO (KOro-IHG0)
B/E, B.E., b.e. (bill of exchange) — meperomgHOIT BeKcellb, TparTa
B/L, b/1, B.L., b.l. (bill of lading) — KOoHOCaMeHT
CcC., cCc (copies) — yKa3aHHe Ha aJpecaToB KOIMHII IHCEMA
CEO (chief executive officer) — HCIIOIHHUTEILHBII THPEKTOP
cf. (confer) — cpaBHmTE
Co. (company) — KOMITaHIA
contr. (contract) — KOHTPaKT
orp. (cor mhm}ﬂampmpamm
current) — TEKYIIHH

cur. | (cTRIEHOIRER
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doc. (document) — JOKYMeHTHI (MHOXK. U CIO — docs. )
doz., dz. (dozen) — groXKHHAa
eaon (except as otherwise noted) — eciH He YKa3aHo HHauye e.g. (exempli gratia, 1aT.) — HaIpHMep
enc., encl. (enclosed, enclosure) — BIOKeHHBII, IIPHIAraéMEIil, BIOKEHHE, IIPITIOKEHHE (K IIHCEMY H T.
Il.)
exc., excl. (except, excluding, exception, exclusion) — HCKTOYAsd, HCKIOUYeHHe expn (expiration) —
HCTeUYeHHe (CpoKa)
fig. (figure) — 1. —udpa; 2. — PHCYHOK, cXeMa
FY (fiscal year) — (HHAHCOBBII IO
h. a. (hoc anno, 1aT.) — B TEKVILEM TOLY
hf. (half) — momopnHa
H.Q., HQ, h.q. (headquaters) — riaBHOe yIIpaBiIeHHe (KOMITaHHH, opranm3aipi) 1d. (idem, mar.) — TOT
Ke
1. e., 1e (1d est, maT.) — TO eCTh
inc., inch (including) — BKIrOUad
Inc., inc. (incorporated) — 3apeTHCTPHPOBAHHENT KaK FOPH/IIYECKOe THIO (KOPIIOPAIlHI)
info (information) — HH}OpMAaILA
inv. (invoice) — cueT-(pakTypa
[OU (I owe you) — monropas pacImicKa
L/C, Le., 1/c (letter of credit) — axkKpeITHR
LLC (limited liability company) — KOMITaHHA ¢ OTpaHHUe HHOH OTBETCTBEHHOCTHIO
Ltd., Itd. (limited) — c orpaHHYeHHOi OTBETCTBEHHOCTHIO
LOC (letter of commitment) — rapaHTHiTHOE IIHCEMO
mdse (merchandise) — ToBapsl
memo (memorandum) — 3aIHcKa
M.O., T.0. 1. (mail order) — mouToBHIil Iepero, 2. (money order) —AeHeKHBIOI IIEPEBOJI, IUIATEAKHOE
IIOpYyUe HHE
M.T. (metric ton) — MeTpHUecKad TOHHA
MV (merchant (motor) vessel) — Toproeoe (MOTOPHOE ) CYIHO
N/A (not applicable) — He mpHMeHHMO (HAaIp., IIYHKT B AHKETE)
N.B., NB (nota bene, 1aT.) — BaHOe 3aMedaHIe
NC, N.C., B/c (110 charge ) — GecroratHO
PA (power of attorney) — JIOBEpeHHOCTh
p.a. (per annum, JIaT.) — B TOJI
par. (paragraph) — a03arr, maparpad), IIyHKT
Pic, PLC (public limited company) — OTKphITad aKI[HOHEepHAd KOMIIAHHA C O pPaHHYEHHOI
OTBETCTBEHHOCTHIO
PO (post office) — mouroroe oTAelIeHHe PpP. (pages) — CTPAHIIIEL
PP, P.-p. (per pro, 1ar.) — OT HMEHH H I10 IIOPYUEHH IO
qv (quod vide, maT.) — cMOTpPH (TaM-TO)
R&D (research and development) — HayuHO-HCCIIeZOBAaTelIbCKHE H OIBITHO-KOHCTPYKTOPCKHE PabOTEH
(HUOKP)
ret (receipt) — pacIHCcKa, KBHTAHIH A
rept. (report) — oTdeT re (regarding) — OTHOCHTEIIbHO
ref. (reference) — cchIIKA
shipt (shipment) — oTTpy3Ka, OTIIpaBKa
sig. (signature) — ITOIIIICE
tn. (ton) — TOHHA
urgt (urgent) — CPOUHBII
V., VS. (versus, JIarT.) — IIPOTHB
VAT (value-added tax) — HJIC
V.LP, VIP (very important person) — oco00 BaxHOe IHI[O Vv.S. (vide supra, JIar.)
AIOKYMEHT MOANWCAH

B ompocpr SRy "N
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KakoBsl OCHOBHEIE TpeOOBaHHA, IIpeabABIdeMEBIe K J[JeIOBOMY IepeBoay? Kakme rpaMmarHUecKHe
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IIpH HX IepeBofie? Kak IepeBOIATCA TeKCTHI ¢ OOIIENPHHATHEIMH H CIEIHAThHBIMI COKpAaIleHHMI?
Kaxre ¢pa3sl B TeKCTe IepeBoia OCTAKTCA B IIepBoHAYaTsHOM BHE? (ClioBa H )pa3sl HA JIPYTOM A3BIKE,
yeM S3BIK OPHIHHANA, COKpallleHHBIe (PHpMeHHBIe HAHMEHOBAHHA TEeXHIKH, Ha3BaHHA 3apyOeKHBIX
KYPHAIIOB H T'a3eT).

2. Give the Russian equivalents of the following words and word-combinations:
service delivery;

availability of goods;:

method of transportation;
transportation costs;

delivery dates;

to give full details;

in connection with this;

to get in touch with.. . ;

we urgently require to perform...;
deadline;

to have to remind;

on favourable terms:

immediate reply;

without engagement/obligation on our part;
your inquiry of... ;

our detailed catalogue;

to meet the requirements;

to place an order;

to accept the offer;

we regret to let you know;

to offer a substitute;

penal provisions;

3. Give the English equivalents of the following words and word-combinations:
MIPEeAOCTABUTh JAaHHBIE O YEM-II.;
IIPHHOCHTSH H3BHHEHHU 34 UTO-II.;
HOBEHIIOO ITPeiiCKYpaHT,
YKa3bIBAThH IIEHEL,
ITOJIOKHTENEHOE PeIlleHHe BOIIPOCa;
B CIIyYae HeyILIaThI,
OBITH IIPH3HATEIEHBIM,
oOpaiaeM Bare BHHMAHHE Ha.. .,
CCBLUIAACH HA...;
ITOCTABIIIK;
YCIIOBHA IIOCTABKH,
IepeIaBaTh JeI0 B apOHTPaKHBII CYT,
YCIOBHA OILIATEI,
IpeaiIarars TOBap,
TTpeTeH3HT,
MTOATBEPAIEHIE 3aKa3a,
HaIlle IIpeIoKeHHe AefICTBHTELHO JIO ...,
TPaAHCIIOPTHBIE PACXOIEI,
IIPeJOCTAaBHTE 5% CKHIKY,
OTKa3aThCA OT 3aKa3a;
B CIIyyae Baiero oTkaza...;
B IIPOTHBHOM CIIY4Yage;
AIOKYMEHT MOANWCAH
4. Form %%lﬂflif' "UHICATESRVith the English words from the exercises I and IV.
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[gor Belov 1s greatly impressed by his visit to the Company warehouses. They are very efficiently run
though only a few people are employed there. Electronic equipment and up-to-date machinery are used to
keep track of the goods, to pack, to mark, to load and unload them.

Goods are delivered all over the American continent by the Company lorries. For overseas delivery ships
and sometimes planes are rented. The cargo is always promptly delivered.

Tomorrow Igor will be shown around the Company offices. He has big plans for his own company and he
1s grateful for a chance to learn.

6. Find 1in the text answers to the following questions

How are the Company warehouses run?

How many people are employed there?

What is the electronic equipment used for?

How are the goods loaded and unloaded?

Where are the goods delivered by lorries?

What are ships and planes rented for?

Why is Igor Belov impressed by his visit to the warehouses?
Why 1s he grateful for a chance to learn?

7. Change the following sentences according to the model. Don't say who does, did, or will do the action

Model: Mr. Clifford discusses a lot of problems every day. -
A lot of problems are discussed every day.

Miss Flipps types a lot of letters every day.

Mr. Clifford holds a meeting every Monday.

Miss Flipps told Mr Clifford about his visitor.

Miss Flipps made an appointment for Tuesday.

Mr. Clifford held a meeting last Monday.

The officials discussed the Company financial policy.

Miss Flipps typed the minutes of the meeting.

Miss Flipps made ten copies of the minutes.

On Thursday Mr. Clifford received a telegram.

Miss Flipps will meet the Russian visitor at the airport.

Miss Flipps will reserve a room for him at a good hotel.

The Company officials will show him around.

8. Imagine that you are a reporter. You want to write about the efficient work of the company. Interview
Mr. Clifford and Miss Flipps.

Ask Mr. Clifford

- to what countries the goods are marketed,

- how the goods are delivered,

- if any complaints are received by the Company,

: if the customers are satisfied with the quality of the goods and the terms of the delivery,
: if the Company is run efficiently.

Ask Miss Flipps

- what commissions she 1s given at the office,

- how much she is paid for her work,

- if she is satisfied with her position,

: if she 1s ever praised or reprimanded by her boss.

Now tell your colleagues what you will write in your paper.

9. Translate and learn the following conversations:
1) — Hello, Mr. Jackson. It's Cindy Flipps. Mr. Clifford wants you to show our Russian guest around the
warehouses tomorrow.
- Dmmﬂmmﬂrﬂnmmﬂw the goods are stored? O.K. Tell your boss I'll take him around.
J?B‘Ig much obliged to you.
CepTiciy 000 4359;3.55 952205E AEII]EI'DE cu:m 43E
BnaﬂEﬂzf f’h&% R for s owing me around. I'm very much impressed with the order and
efﬁ{:len{:y here. I'm really grateful for a chance to learn.
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: You are welcome, Mr. Belov. And now what do you say to a little glass of something in my
office?
: You are so kind. Looking around is a thirsty job.

10. Translate into English.

a) ToBaphl 5TOIl KOMIIAHHH [OCTABILAIOTCA IO Bceil POCCHH TI'Py30BBIM, JKeEIe3HOJOPOKHBEIM H
apHaTpaHCIIOPTOM. ToBaphl Bcerja JIOCTABILIIOTCSA BoBpeMs. KoMITaHH A HHKOT Ja He IolIyJaeT &ajo0.
XpaHATCAd TOBAphl Ha XOpOIo OOOPYAOBAHHEIX CKIAJax. DIeKTPOHHOe O0OpYIOBaHHE HCIIONb3YeTCH,
YTOOKI CIeTHTH 3a YVIIAaKOBKOI, MapKHPOBKOI, ITOTPY3KOI H pa3rpy3Koil TOBAPOB.

0) Mucc @uuImic — OTIHUHELDT cekpeTaps. Muctep Knnddopa yaorieTBopeH ee padOTOM, a MICC
@OomInc yaoBIeTBOpeHa CBOMM IMONoKeHHeM B Kommaxmu. Eil IDTaTAT XOPOINYK 3apiuiary, arT
OTBETCTBEHHEIE TIOPYUEHI, BCEr/la XBAllAT 3a XOPOIIIYI0 paboTy.

B) Kak Bam moHpaemnace Bara moesqgka B bocToH? — OueHb IMOHpaBWIACk. MeHA BCTPETIUIH B
a3POIOPTY, OTBE3NH B XOPOIIYH) TOCTHHHI[Y, ITOKAa3amd ropof. Ha ciaeayrolnni AeHb A BCTPETHIICA C
pyKoROIuTENEM (PHPMEL, MBI OOCYIUIH BCE BOIIPOCEL. MeHS IIpe[CTaBHIH BCEM CIIEI[HAIHCTaM I
TTPHTIACIUI HA JeI0BO TaHy.

IIpakTHueckoe 3aHATHE NeS. bpHTaHCKHI J€/I0OB O THKET: OCHOBHEIE NPHHIHILI H I1€HHOCTH.
Jenopoi »Tuket B CIIIA.

Opranm3aioHHad GopMa 3aHATHA. TPAIIIIHOHHBLT CeMHHAP.
Ilems: ¢opMIpoOBaHIE Y CTYIEHTOB PEUEBOI, S3BIKOBOIl H KOMMYHHKATHBHOH KOMITETEHI[HH LA
OCVYIIECTBIEHH A JEIOBRIX KOHTAKTOB.
B pe3yinsTaTe OCBOEHIE TEMEBI CTY/IEHT JOIKEH
3HATh. OCHOBEI JIETTOBOTIO ATHKETA.
YMETE. Ha OCHOBE [eIOBOTO JSTHKeTAa CTPOHTH THATOTHUECKYED H MOHOJOTHUYECKYIH) PEeYbh C
HCIIONB30BAaHHEM HamOolIee VIOTPeOHTEIbHBIX JIeKCHKO-TPAMMATHUECKHX CPEICTE B OCHOBHBIX
KOMMYHHKATHBHEIX  CHTYAllHAX  O(HIMAIRHOTO  OOINEeHNT, IIOHHMATF  JTHAIOTHYUECKVI0O H
MOHOJTOTHUYECKYIO Peub 110 H3YUe HHOH TEME .
AKTYallFHOCTE TeMBI: 00YCIOBIEeHA He 00XOHMOCTEE0 OBIaeHHd YK-4, OIIK-1.
TeopeTHUuecKasd YacTk:

JlemoBoil 3THKeT B BemHMKOOpHTAaHHI BO MHOTOM OIIpPeNeNAeTCd IIPHHIIIAMH H I[€HHOCTIMI
IENOBOI KYILTYPEL 3TOI CTPAHEI H HMeeT CBOH OCOOeHHOCTH.
Kak H3BeCTHO, OpHTAHI[BI OYeHb BE/KIHBEL H OOXOIHTEIBHBI. OTO BO MHOIOM OIIpeflelsdeT CTIUb HX
oOIlleHHA. BpHTAHIBI ITPAKTHKYIOT JAaBaTh VEIOHUYHBEIE OTBETHI HA ITPAMEIE BOIIPOCHI, JHAIOTH YacTO
HOCAT IBYCMBICIIEHHENI XapakTep. YTOOB ITOHATH, UTO HMEHHO OHH XOTAT BaM CKa3aTh, HeOoOXOHMO
BHHMATEIIFHO CJIETHTE 32 HHTOHAI[HEH ToJT0Cca H BEIpAXKeHHeM JIHIA.

B CIHOKHEIX CHTVaIIX AaHTIIM4YaHe ITPOSABILAIOT CHEP/KAaHHOCTE H camooOnamadme. Ho Tak ke
OpHTaHI[El IIpeMIOUHTAIT C IOMOPOM IIOJXOJHTh KO BCEM JKH3HEHHBIM CHTyaI[HaIM H OH3HEeC - He
HcKTroUeHHe. K ocOOeHHOCTAM HeI0BOrO 3THKeTAa B BpPHTAHHH MOKHO OTHECTH CIEIVIOINHE YepThL. B
OOIIeHIH HYXHO ITPHAEPAKHBATECA OIpeIelIeHHO ICTAHIII, IIOCKOIBKY OpHTAHIEI BeChMa TPEIleTHO
OTHOCSTCS K JIHUYHOMY IIPOCTPAHCTBY. IIposBiIeHIIEM BeKITHBOCTH OYIeT COOMI0IeHIHEe PYKOIIOKATHA IIPH
IIEPEHYHOM 3HAKOMCTEBE. B pa3roBope IPHBETCTBYIOTCA IPAMEBIE B3TTIAARI B INMaza. OJHAKO HE CTOHT
3TOTO [elaTh CIHIIKOM [oiro. JlemoBoe oOImeHHe ¢ OpHTaHIIaMH He IIpeQyCMaTpHBAaeT IIHUHBIX
BOIIpocOB. He cTOoHT 3a0RIBaTh, UTO OOXOMHTEIBHEIE AHTIHUAHE JOBOIHRHO YACTO AT HHCTPYKI[HH B
BHJIe BEKIHBHIX IIpock0. Tak ke He cieayeT 3a0mBaTh BakHBIe MeIIOUH. BXOAd B IIOMellleHHE
HeOOXOHMO IIPOITYCTHTE CTAPIIETO II0 JOIKHOCTH. Ha JeIoBoil BcTpeue HeIlpHeMIIEMO Aep&KaTh PYKH B
CIIOJKEHHOM COCTOAHHH. BpHTAHIEI BOCIPHHHMAIOT 3TO KAaK 3HAK CKYKH H He3aHHTEPECOBAHHOCTH B
neine. Tak xe OpHTAHIE BCAUYeCKH H30eraroT urcia 13. OTIpaBiaaacs K OpHTaHCKOMY ITApTHEPY B TOCTH,
TyUIlle HEMHOT'O OITO3aTh, UeM IIPHITH 3apaHee. [IOCKOTEKY IPHXOIHTE PAHBIIE HA3HAUEHHOT O BpeMeHH
CUNTAaeTCAd HEeIlPINIHYHEIM. THOT/Ia B IIPHIIIAIIIEHHH HA BCTPeUy MOTYT OBITH HCIIONB30BAHEI CCHIIKH Ha
TO, B KaKOIl OJieKIe cle/IyeT IIpItiTH. Kak i MHOTHE eBpOIeHCKIe Hapo/pl, OPHTAHI[EI aKTHBHO OOpPIOTCA
3a I[paBa }Icnm[mmn HE CTOHT IIPUXOTHTE B OJIEXK/Ie H3 HATYPATbHBIX MEXOB H KOKH.

Irra}nécl’ﬂ" ;ﬁ?ﬁiﬂﬁ) BI_H_IIpo(pecCHOHANBHEI, 00IaJar0T BEICOKOIT FTYpOIH. B HX
CcpThd}HhE 2C0000043E9ABBBIS ASOO6000043E T b all KyJIbTyPp Kpyr

BnanendlHTERREOR, HACTQ, BXQMAT  TUTEPATypa, CIOPT H HCKYCCTBO. B JIETOBOM cpejie GPHTAHIBI OTHOCATCA K
CaMbIM KBaIH (PHIIHPOBAHHEIM OH3HEeCMEeHAaM B MIIpPe.

bpHTaHCKAd HeimoBad E?]]I: d. OCHOBHEIC I IIIEI H HIEHHOCTH.
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BpHTaHIEl, 0COOEHHO aHTIIMUaHe, CIIaBATCSA CBOEI BeKIHMBOCTHI0 H OOXOMHTEIBFHOCTHEO. OTO OMIH H3
KIIFOUEBEIX MOMEHTOB B OpPHTAHCKONH KYIBTYpe H (PYHAAMEHTAIBHELNI acleKT OpPHTAaHCKOI'O CTHILA
oOIIeHH.

"Stff upper lip" - B GyKBaTbHOM IIepeBOJie "TBepHad BepXHAA ryda"’. 3TOT oOpa3HbIil TEPMHH YacTO
HCIIONBb3YeTCA I OIHCAHMA TPATHIOHHEIX OPHTAHCKHX KayecTB - CIAEPAKAHHOCTH H caMOOOIaTaHms,
KOTOpble OpHTAHIEI TIPOABIAIOT B TPYIHBIX CHTVaAIHAX. B OpHTaHCKOI KyIbType OTKpPHITAd
JeMOHCTpPAI[HA 3MOIMH - IIO3HTHBHBLIX IIH HETATHBHBIX - BCTPeUAETCA OUEHBb PeJIKO, 10 BO3MOKHOCTH
n30eraiiTe BRIpaKarTk CBOH UyBCTBA ITYOIIMUHO. Ha IeIOBRIX BCTpedax 3TOT IIPHHIMII O3HAYAET, UTO BaIll
OpHTaHCKIEe KOIJIETH HaMEPEHEI IIOCTPOHTE THATOr B aTMoc(epe popMaTbHOCTH H Oe CIIPHCTPACTHOCTH.
FOMOp - KIIF0UeBOI 31IeMeHT BCeX CTOPOH KH3HH B B eTHKOOpHTAaHHH. BaKHOCTE UYBCTBA FOMOpPA BO BCEX
CHTYaIlHIX, BKIIOUYAd [JEJIOBOH KOHTEKCT, TPYIHO IePeolleHHThE. HOMOp dYacTo HCIIONB3YeTCI Kak
3l THELII MEXAaHH3M, B OCHOBHOM B (JOPME HPOHHH HIH CAMOHPOHHH. 1 poHHUHEIE HOTKH MOIVT OBITEH
CKPEITHI, 3aBVAIHPOBAHBEI ITOATEKCTOM, UTO TakKke MABIAeTCA XapaKTepHOIl ueproil OpHTAHCKOTO
VEKTIOHYHBOTO CTIIIS OOIIEHTIA.

CoeiHeHHOe KOpPOIEBCTBO 3HAMEHHTO CBOEH APKOH HCTOPHEH H CIVIBHBEIMH TPaJIFLIMIL,
C(OPMHPOBABIIIMHCA IO, BIHMAHHEM KOIOHHATLHON HMIIEPHH, I'PakJaHCKOIl H eBPOIeHCKHX BOIH, a
TaKke KOHCTHTYIIHOHHOH MOHApXHH. YeTBepTad I10 BETHUNHE HAI[HA, TOPIYIOIIAd CO BCEMH CTpPaHaMH,
BemixoOpuTanma OBICTPO cTala IHAHPYIOIIHM eBPOIEeHCKHM I[eHTPOM ITpeIIpPHHHMATEIECTRA.
[TogmepxnBaeMad CTAaOHIBHON ITOTHTHUYECKON H 3KOHOMHUYECKOI CHCTeMOI, B elKoOpHTaHI ABIAETC
IpHBIeKaTeIbHONH 0a30il mmd 3apydexHoro OmHM3Heca, Ipearasd IMMPOKHE BO3MOKHOCTH BO MHOTHX
o0IacTAxX, B TOM UHCIIE B HCCIEeQOBAHIIX, pa3paboTKax H HOBBIX TEXHONOIHIX. TeM He MeHee, UTOOEI
yCIelHo padoTarek B OpPHTAHCKHX [IEOBBIX KpyraxX, HY/KHO 3allOMHHTh HECKONBKO BAKHBEIX IIPABHII, H
IMIPHMEHATH HX KaK JI0, TaK H BO BpeMd CBOET 0 BH3HTA B CoeqHHEHHOE KOpPOIEBCTRO.

Paboune MOMEHTHI:

- B COOTBETCTBHH ¢ OpHTAHCKHM OH3HEC-ITPOTOKOIOM, ITVHKTYAILHOCTh OUEHb Ba/KHA HA JTF0OOI JIeIIOBOIl
BCTpeUe, ITPHEME HITH YKHHE.

- HA3HAYATE JEeTOBYIO BCTPEUy IMIPHHATO 32 HECKOIBKO JTHEH IO Hee.

- OpHTaAHIEI CKIIOHHBI CIEeJOBAaTh YCTAHOBIEHHBIM ITPABHIIAM, ITO3TOMY IIPHHATHE PeIleHIsI YacTo
CTAHOBHTCA BeChMA JOITHM IIPOI[eCCOM

CTpYKTypa H HepapXHd B OPHTAHCKHX KOMIIAHHAX - COBPeMEHHBIE OPHTAHCKHE KOMIIAHHIH HMEIOT
OTHOCHTEIRHO "TOPH3OHTAILHYI0 "' HEPAPXHUECKYIO CTPYKTYPY. [l pHHIpOIMATEHOE Pa3IHUHe ITPOBOJHTCA
MEKIY MeHeKepaMil H OCTAIbHBIMH CIVKaIIMi. (BHIIMaHIe: B aHTTIIICKOM A3BIKE, M B BpHTaHIN
COOTBETCTBEHHO CIIOBO "MeHeIKep" oO3HayaeT "PYKOBOIHTEIL". MeHeIxepel OOBIYHO OTBEYAKOT 34
Cepbe3HbIi YUacTOK paboThI H YIIPABILIKOT OTHEINOM, JellapTaMeHTOM IHOO Iemoil ciay&Ooii. [1osToMy
IIOMHHTE, UYTO 3TO CJIOBO He HMEET HIYero oOIero C POCCHIICKONH TpajHIlHell Ha3BIBATh KakKJIOrO
ITPOJaRI[a "MeHe K epoM TOProBOro 3ama’).

- B OCHOBHOM, II€HTPATbHEIM OPTAaHOM, ITPHHIMAIOIIHM PEIIeHH T, IBIIeTCA COBET THPEKTOPOB. CaMEle
OTBETCTBEHHEIE PEIlleHII BCer1a B B eTHKOOPHTAHIH IIPHHHMAKTCI Ha CaMOM "BepXy".

PykoBomuTeH B BelHKOOpHTAaHHH B OCHOBHOM IIpe/IIOUHTAFOT YCTAHABIHBAThL XOpolme paboure
OTHOINEHHA C ITOTUNHEHHBIMH.

- HavampHuKk 3adyacTyro OepeT Ha ceOd pollb TpeHepa, YUHTENId, Co3[aBad aTMocdepy IMOAIEPKKH H
BIOXHOBIISA CBOHX COTPYJIHHKOB Ha BEITIOTHEHHE PaOOTHI.

- KomanHasa pabora oueHb BakHA, XOTA H UYBCTBO HHIHBHIYAIRHOH HIEHTH(HKAI[HMH TOXEe OUEHb
CIJILHO ITO OTHOIIEHIIO KaK K peam3alfii 3aJaui, TaK H K COBEPIIeHHBIM OIITHOKAM.

JlemoBom 3THKET B CIITA

IIpHBETCTBHE

CormacHO aMepHKaHCKOMY [JelTOBOMY STHKETY, IIPHBETCTBHE H 3HAKOMCTBO COIIPOBOKJIAeTCH
pykomnoxatneM. B CIII A He IIpHHATO 0OMeHHBAThCA IIOIETYAMH H I[eI0BaTh PYKY KeHIpHe. [IpH Gomee
IPYAeCKOM OOIIeHIH, B 3HAK IIPHBETCTBHA, AMEPHKAHI[BI ITPHBIKIIH IIOXJIOIBIBATH APYT IPYra IO CITHHE.
OOGparteHe

AMepHKaHI[BI, WMesd [IPYAKeCKIOI XapakTep, BCerjga CTpeMATCd YCTaHABIHBATh HedOpMaIbHYIO
aTMOC(epy Ha IleperoBopax, Iro3TOMY ITpe MIOYHTART OOIMATHCA C JIEOIbMH I10 MMEeHH He3aBHCHMO OT HX
BO3pacTa HAveHesac ANk ae QopMaTsHOIL Oeceie Iyurlie H30eraTh IMOIHTHYECKHE H PEIHTHO3HEIE TEMEL.

JI ¢ D@E?ﬁ?f?ﬂjﬁw&b&mn JIeYeHHI, OTORIXA H CIIOPTA.
Ceptud féw;ﬂuzcm}[}m {EGABEB95220 ETBAEGDDEDDDEIDX?E ’ P
Bna,qcnjj\. HI CILHE.B LOGTH, I ITIOTAPKIH
Ecmi aMepiKaHell ITPHTIaciul K cebe IOMOI, TO, CKOpee BCErO, BRI €My CHMIIATHUHEL, OH Bac 3aMeTHII H

OIlEHIUL. B 53TOM ClIyyae MOKHO ITPHHECTH ¢ coOOIl IIOHapoK - I[BETHI, O BHHA IUIH CVBEHHD,
,uchmameln[m.:19.na_znzz oM Y 1p Aap | YTIBLIKY YBEHIHD



XapaKTePHEII 14 BallleH CTPaHEl. B I[eIoM Ke, JeloBEle MogapKH B CIIIA He IPHHATEI, TaK KaK MOI'YT
BEI3BaTh HEJIOBEpPHE, H BOCIIPHHATEI Kak B3dTka (B CIIIA [OefcTBYIOT OYEHh CTPOTHE 3aKOHHL,
PETYIHPYIOIIIEe OTHOIIEHH ¢ B3ATKaMH ). C IPyroi CTOPOHBI, HeOOIBIIOIl CYBEHHp, C TOTOTHIIOM Ballleit
KOMITAaHHH, OVJIeT IIPHHAT C VIOBOIBCTBHEM H PACIAKOBAH IpAMO IIpH Bac. CO CBOEH CTOPOHBI, B
KayeCTBe IToJapKka aMepHKAHCKHe OM3HEeCMEHBI MOT'YT IIPHITIACHTE Bac B PECTOPaH, Ha OTABIX 3a TOPOL,
AMepHKaHIEI B CBOeM OONBIIIMHCTRE ITPHAEPANBATCA 30POBOr0 00pasza KH3HH H, KOHEUHO, ITHTaHH T,
CTapaiAcChk CBECTH K MHHHMyMY ITOTpeOJeHHe ITPOAYKTOBR COJIEPAKAIHX XOIECTePHH, IIpeIounTad
(GpyKTEI H oBOINH. TeM He MeHee, TPAIHIIOHHAA aMepHKAHCKAad KyXHA IIOIb3YeTCI OOINBIIOIN
IIOITYIIPHOCTRIO CPEIH ee KHTeneH. KypeHHe aMepHKAHI[FI He IPHBETCTBYIOT, a IIOPOH JTakKe OCYKJAI0T,
II03TOMY KYPHTE B 3TOI CTPAHE 3aIIPEIeHO ITOUTH IIOBCIOLY.

OTHOIIIEHHE KO BpeMeHH

«BpeMmd - IeHBIW» - €llle OJfHA H3BECTHAA aMepHKaHCKad ITOCIOBHI[Aa. Bompoc 00 3KOHOMHH BpeMEHH
OUYeHb BakKeH 11 aMepHKaHI[eB; OOITaTh IIOMYCTY - 3HAYHMT, TPATHTh BPeMsd, a Cle/I0BATEeIlbHO JeHBIH.
ITo3TOMY BpeMA BCTPEY H MIePETOBOPOR UAIlle BCETO OTPAHHUHBAETC A OJHHM YacOM. AMePHKAHEI[ CTPOHT
CBOXO JKH3HEB IO PACIIHCAHHIO, UeTKO ClIeayd eMy KakIpli JAeHb. [IyHKTyamsHOoCTE B CIIIA OUeHE BaXkHAa,
a OITO3JIAHIA BOCIIPHHIMAOTCA KaK IPyOOCTE.

OTHOIIIeHHe K KeHII[HHE

B aMepHKaHCKOIl OM3HEC-KYIbTYPe AKEHIIHHLI CUHTAIOTCSA PABHEIMH MYAKUHHAM H JOCTaTOYHO YacTO
3aHHMAIT PYKOBOJAIIIE TONKHOCTH. B 1enoM B gemoroM Mipe CIITA ropasmo GomnbIlle KeHIIIH, YeM B
Tr000i Apyroi cTpaHe. AMepHKaHCKasd OH3HeC HeIH cumnTaeT ce0d IOMHOIEHHBEIM OH3HEC ITapTHEPOM,
IO3TOMY He cleqyeT OBITh Upe3MepPHO TallaHTHRIM B OTHOIIEHHH JEIOBEIX KEHII[HH, BOIPOCHI THYHOIO
XapakTepa 3/4eCh HEYMECTHEI.

J1e1OBOH KOCTHOM

B CIITA pmeiicTByeT IIpaBIIO: «YeM BHIIIE TOAHOCTH, TeM O(HI[HAIbHEIl KOCTIOM». B IelI0BOIl KH3HH
IIPHHATEL TOIBKO TEMHBIE KOCTEOMEI. 1A KEHIIMH ITPEIIIOUTHTEIeH OpPFOUHBIN KOCTEOM CIIOKOIHOIO
I[BeTa, a Takke oOyBb Ha KaOIykax He BeIIIe 4 cM. MeHee EKecTKHe IIpaBiia, Oomee CBOOOHEIN CTIUIb
OJIeXK OBl IEHCTBYIOT B CIIOPTE, HCKYCCTBE, MOJIE H B HHTYCTPHH pa3BIeUeHHII.

JHemoBoe oOIIeHHe

HemoBoit stikeT CIIA He MHOTHM OTIHYAaeTCI OT €BPOIEHCKOro, HO €CTh H CBOH OCOOEHHOCTH. J[Id
aMEpPHKaHI[a HeT HHUYero OOHIHOTO B BOIIPOCE MAlIO3HAKOMOIO UEIOBEKA O €ro 3apiuiaTe, XOT4,
HaIpHMEDP, B | epMaHHI 3TOT BOIIPOC CUHTAETCA He TOITYCTHMBIM.

B CIITA HaMHOTO IPOIIE TMO3HAKOMHTECA H 3aBECTH JIPYKeCKHe OTHOIIEHH A, II0 CPABHEHHIO, HAIIPHMED,
¢ Smonmeil. ['maBHOe, yMeTh IIPABIIBHO IIPEICTABHTE ce0A. AMepPHKAHIEI OUeHh SHEePrHUHBIE, OTKPHITEIE
H OpyxentoOHble MOMH. C HOBBRIM 3HAKOMBIM MOKHO Cpa3y IIepeXOIHTh K ey H TOBOPHTH BIIOIHE
OTKpOBEHHO. Bripaxennd Let's get down to business - «/[apaiiTe mepeiigeM K Jely» - OUeHb IIOIYIAPHA
CpelH aMepHKaHIleB. Bo Bpemd AemoBoii OeceIpl He IIPHHATO OTBIEKAThCA HA IIOCTOPOHHIE Jela -
3BOHKH II0 Tele(OHY, Pa3TOBOPHI C KOIIETaMi. A BOT BCTABIIATH B Pa3rOBOP IMYTKH ITO TEME, CUHMTAETCA
IIPH3HAKOM XOPOIIEero TOHA. B cTpaHe TOBOPAT HA aMEePHKAHCKOM AHTJIIICKOM, CUHTAad JTOHIOHCKMI
AHTTHICKHH BEICOKOMEPHBIM BAPHAHTOM TOT'O K€ M3BRIKA. [I03TOMY €CIIH BEI XOTHTE TIEPEBECTH KaKHE-TO
MaTepHAalEl i1 CBOUX OYAyIHX ImapTHepoR B CIIIA, TO CTOHT 3TO JielaThk C YVUETOM JAHHOMN A3BIKOBOIL
0COOEHHOCTH.

AMEpPHKAHITEI I[parMaTHYHbIE JFOIH, HE OUeHb IFOOAIIe CIe0BaTh TPaIHIiaM. [ HIX Ha IIepPBOM
MeCTe BCerja CTOSAT HHINBHIYAIBHOCTh H IIpaBa 4eloBeKa. JKHTeIs 3TOH CTpaHBl HHKOrJAAa He OyHeT
KaloBaThCAd, H PacCKa3pIlBaTh O CBOHX HeyaauaxX. He3aBHCHMO OT CHTYaI[HH aMepHKaHeI[ Bcerga Oyier
BRITILAZETH YBEPEHHEIM, 3TOPOBBIM, H3IYUAROIIHM YCIIEX.

AMepHKAHITBI TOBOPAT TOIBKO TO, UTO AYMAKOT, BOCIIPHHIMAT 00V (ppazy cobeceTHHKA JOCIOBHO.
OHH IDIOXO MOHHMAKT HAMEKH, HPOHHIO, CIOKHBIE BEICKA3BIBAHHA HIIH CKPBITHIH CMEICT CIIOB MOKET
COHTE HX C TOIKY.

ITepeq HayaaoM [IEIOBEIX IIEPErOBOPOB AMEPHKAHI[BI ITPeIIOUHTA0T coOpaTh IIONHBLOI ITAKeT
HH(pOpMAIHM 00 yJYacTHHKAX OyAyIneil BcTpeur. OHH MOT'YT IIOIIPOCHTH IIPHCIATH CIIMCOK JIHI[ Ballleii
JelleramiH, JOMOIHITEILHO 3aIlpOCHB HHGpOpMAIEo 00 HX 00pa30BaHIH, VUETHBIX CTeIleHIX, IIeYaTHBIX
TPyJAax H T.J.

AMe PHK aHIEIOOMS HB | JANQHAITOCITYIIHEIE IpakJaHe. /lake He3HAUHTEIIbHAI He3aKOHHAs KOMMepuUeCKas

or11e IE%EW&?%%WT CTATh ITPHUIHOH THOPEMHOIO 3aKI0ueHHd. «IIoaMoOUyeHHAT) Pe I
CepTud P BB 3 oA B S gL bE TBALO006000S0T3E P p AM PEITyTalr

BnanendPIPMBls HABCETA, IQCTABHT, KPECT Ha €e BO3MOKHOCTH COTPYIOHHYECTBA C Kommanmed u3 IITaToB.
JloBepHe B AMepHKe MOKHO 3aCIyAHTh JIHIIb MHOTOJNETHHM, Oe3yIIpeuHbIM TPYAOM, a He ApPY&KOOH H

CBA3AMIL. HDBTDWDXE%%EPIE{HHHEB HE CYIIECTBEYCET HHEAKHX «O0COOBIX» YCJIDBI]IUI CIEJIOK «Id CBOHX». B
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CTpaHe BO3MOKHEI TOIIBKO OTKPHITHIE COEIKH ¢ THOBIMH IMapTHepaMH. I TaBHOe 1A aMePHKAHIER, UTOOBI
MapTHepsl OBUIM IIPOYHBIMH H CTAaOWIBHBIMH, Kak B (DHHAHCOBBIX, TaKk H B ITPo()eCCHOHATBHEBIX
OTHOIIIEHIAX, 4 TAKAKE He IIPOCTO 3apadaThBAlIH JIeHBIH, 4 BEIH COI[HATLHO OTBETCTBEHHEIH GH3HEC.

Y AMepHKaHIEB CIUIFHBI UyBCTBA HE3aBHCHMOCTH, CAMOCTOATEIIFHOCTH, OHH YMEIT COPEBHOBAThHCA H
BRIHIPEIBATh BCETJA H Be3Je. DTO O0YCIOBIEHO IIPEACTABIEHHAMH I'PAKAAH CTPAHEL O JOMHHHPYIOIIEM
nonokeHHH CIIIA B MHpe, KOTOPOE 3aKIAApBAETCA C MANbIX JIeT H JIEAKHT B OCHOBE CHCTEMBI
0o0pa3oBaHMHA.

Ellle OMHMH H3 31eMEHTOB VCIIEIMHOTO aMepHKaHCKOro OH3Heca - CKOpocTh. B AmepHke Bce
MIPOHCXOTUT JOBOIBHO OBICTPHIMH TeMIIaMH, BCE JeNaeTcAd «CeTOMHsD», He OTKIAJBIBAETCA HA «3aBTPA».
[TosToMy Ha IleperoBopax HYXHO OBITH TOTOBEIM K TOMY, YTO Bac OYZAYT TOPOIMHTH, IIOATAIKHBATE K
NEefiCTBHAM, TaK KaK aMepPHKAHI[BI HAIIOPHCTHIE, MPAMOIHHEHbIe H BCErJa CIlellariie OH3HeCMEHBI.
' 1aBHOE IS HHUX - 3TO YCIIeX, a Ka& b0l YCIleX - 3TO IIPEIIIOCHIIIKA 1A HOBBIX IT00e].

Oco0eHHOCTH BeJeHHA IIePEeTr OBOPOR

ECIIH aMepHKaHIBI OPraHH3VIOT JIEIOBYVEI0 BCTPEUY, TO 3TO TIOMHOCTHI0 HCKIHOYAET APYAKECKYIO Oecemy.
Bcerpeua OyzeT HachIleHA, HMeTh KOHKPETHYRO IIelIb, H IHTCA He Oollee uvaca. 14 aMepHKaHI[EB
IEPETOBOPHI - 3TO OTKPBITOE OOCYAKAEHHE, Ilelhb KOTOPOrOo HAHTH oOIlpe HHTepechl H BHIPAabOTaTh
CTpaTeTrHr0 I COTPYIHHUEeCTBA. YeCTHBIE CJIEIKH H B3aHMOBBEITOJHBIE OTHOIIEHHSI 0Oe3 KaKoi-IH0o
« CeMeIHOM JIpYAKeCTBEHHOCTID) - BOT HeaTbHad KapTHHA OH3Heca 11 aMePHKAHIIA.

Jle1OBbIE TIEPETOBOPHI aMEPHKAHIBI MFOOAT HAUHHATE C OOCYKAEHHA OOIIErO BOIIPOCA, C IIPOOIIe MBI
TpeOyrolLeil MPHHATHA PelleHHd (UTO HYKHO Helarh), a 3aTeM IePeXodAT K JeTalAM, CIIOCOOCTBYIOLLIM
peanm3aii JIOTrOBOPeHHOCTel (Kak HYKHO CJielarh), KOTOPBEIM YAeIdeTcd OOIBINoe 3HAUEHHE ITPH
opramm3anui Tro6oro fena. [losToMy K pacCMOTPEHHIO aMepPHKAHIBI TOTOBAT, KaK ITPABIIIO, IIEJIBIE
«IIAKe ThD) TIPEeNIOKEHIOT. A BOT HA (OPMATBEHOCTH OHH He OYIYT TPAaTHTh CBOE BPeMA.

[TeperOBOPHEII IIPOI[ECC aMEPHKAHI[EI CTAPAXOTCA BECTH B OBICTPOM TeMile, OeCIIpephIBHO ITOATATKHBAA
CBOHX IIAPTHEPOB K CKOpeMIleMy IIPHHATHIO pelieHHA. OHH MOTYT Jake ITPOSABIATH arpecCHBHOCTSH,
HaBT3bIBASA CBOH ITPABIIIA HIPHL.

Bo BpeMA [IeJIOBBIX IIEPETOBOPOB AMEPHKAHIEI MOT'YT ITO3BONHTE cede CHJIEeTh, 3aKHHYB HOTY Ha HOTY
TaK, YTOOBI OOTHHOK OJHOI HOT'H JIeKal Ha KOJIIeHKe IPYTOH HIIH IOJOKHTh HOT'Y Ha COCETHII CTYI HIIH
CTOI. 3TO CUMTAETCAd HOPMOH B aMEPHKAHCKON KYIbTYpe, XOTA HEpPeJKO BEI3bIBAET pa3JipakeHHE Y
IpeACTaBUTENeI IPYTHX CTPaH.

B OIIpOCH H 3aJaHH:
1. ITogroToRbTeCE K OOCYKIEHHIO TEOPEeTHUECKOTO MaTepHala.

KyIbTypHBIE TpamHI[MH aHTH4YaH. CTPYKTypa H HepapxHd B OpPHTAHCKHX KOMIIAHIAX. OTHYECKHE
TIPHHIIEL JeIOBOro OOIMEHHA ¢ HHOCTPAHHBIM ITapTHepoM. Paboure OTHOIIEHHSA B BeHKOOpHTaHIH.
buzHec B BemnxoOpuranmu. IIpakTHueckne MOMEHTE. BpHTAHCKHIT AeTOBOI 3THKET (YTo HyXHO H HE
HYXHO [lenarh). KiIroueBble aMepHKAHCKHE I[€EHHOCTH. AMEPHKAHCKIOI CTIUIb [EIOBOTO OOIIEHHS.
JKemmma 1 6m3Hec B CIITA.

2. Look at these two letters and answer the questions

Are these letters formal or informal? What makes them sound polite?

Find in these letters parts where polite address, polite request, acknowledgement, thanks and farewells are
expressed.

3. Part of a company culture is the way people who work there dress.

a) Express your opinion about the following:

Why do women executives wear suits?

The most important thing for women in business is to show that they are competent, reliable and
authoritative. That's why a woman who hopes to manage affairs must not wear anything that portrays her
as weak or indecisive.

b) What do you think a secretary should wear at work? Discuss the following variants:

skirt suits / pants suits / dresses mini-skirts / midi-skirts / maxi-skirts flat-heeled shoes / high-heeled shoes
handbag / }nmhwtﬂ-lpﬂ:ﬁmca‘i-um erfume

a lcsl of LW? H18CR metics / no cosmetics expensive jewellery / pretty trinkets / no jewellery
CepTHdbi ECDD@GMBET&@FEEETEE?BAEDDDEEEGDDME
Bnanen lg I&J&& ';H-é]c'l‘f’l' .fing EHIJ,‘I_‘I,BDEHE

¢) Which boss would you like to work for: The one who

always wears 11&:{1{ dark suits and sober ties,
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: likes to wear jeans and sports jackets

- 1s always smartly and fashionably dressed

: never pays attention to his clothes

- wears shabby or battered clothes

- likes uniforms and makes his employees wear them Give your reasons.

4. Imagine that you have urgent work to do but people in the office distract you.
You don't want to be rude, so you make "polite noises".

Use "Ye-es", "Uhu", or repeat the auxiliary verb according to the model:

Our receptionist 1s getting married on Sunday. — She 1s?

Her fiance works in the Sales Department. — He does?

He is a travelling agent.

They have already bought a flat.

They will live not far from here.

She showed me her wedding dress yesterday.

5. Dramatize a similar conversation between a busy secretary and her talkative friend.

1. Imagine that the Production Department of your company falls behind the time with some urgent
work. Practice giving formal recommendations and informal advice. Complete the sentences:

a) The production manager receives a memo from the managing director. He says: I would suggest
that...

May I recommend that...
[ strongly recommend that...
b) The manager talks with his friend who says:
If I were you I'd ...
Why don't you ... ?
You'd better...
How about ...ing ... ?

6. Read the sentences with the modal verb "must” and their explanations in brackets

We must make 10 copies of the agenda. (It's necessary for us)

10 copies of the agenda must be made. (They are necessary)

They must have made 10 copies. (I am almost sure that they did) 10 copies must have been made.
(I am almost sure that 10 copies were made)

Express the same four meanings in sentences with the modal verb "must” and the following word-
combinations:

- deliver the goods on the 14th

- send the letter immediately

7. Yesterday you attended a meeting which you didn't like. Criticise it according to the model:
The chairman should have kept to the point. The discussion should have been better prepared.

8. Imagine what the boss will say to his secretary on the following occasions:
Model:

The secretary was late for work the day before.

- You should have come on time. I needed your help.

The secretary made a lot of mistakes in a business letter.

The secretary forgot to tell him about a telephone call

9. You are expecting an answer to a business letter but it does not come. Think of what could, may or
might have happened. Use the models:
Could they have forgotten to answer?

The letter cmhﬂ»uéhhmmﬂrbﬂﬂm lost.

g g’iﬂ%ﬂ er for some reason.
2% A

CEPTHdJ E COD EQA Eﬂﬂﬂﬁﬂﬂﬂﬂﬂd 3E
Bn Eﬂensﬁley Lﬂlfgégﬁ;aﬁ %Q’EQ@EJ&E JRost 1L.

10. Translate and learn the following conversations:
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1) Customer: — Can you help me, please?

Shop person: — Yes, sir, what 1s 1t?

-I am looking for a business suit, size forty two.

- What colour do you want?

- Navy blue would be fine.

: Here is an excellent suit. Will you try it on?
- Just the thing. How much 1s it?

- It's only $ 200.

- All right. I'll take it.

2) — How do you get along with your boss?

: Not bad. Why do you ask?

- Y ou must have forgotten how frightened you were the first day.
: Oh, that! I'm quite settled in my job now.

11. Writing practice. Here are some rules for the boss and his secretary. What other rules can you
suggest? Continue writing these lists and then compare them with those of your friends.
Rules for the boss: Be polite!

Keep your promises!

Be objective!

Criticize people in private!

Rules for the secretary: Be polite!
Keep secrets!
Wear clothes suitable for the office!
Speak softly!
Move about the office quietly!
Avoid interrupting your boss!

12. Translate into English.

3HaeTe MM BRI, UTO Takoe [AEIOBOH 3THKeT? YMeeTe I BBl yCTaHABIHMBATh KOHTAKT C ITApPTHEpaMH?
YmeeTe 1 Bel BEIOHpaTh Ofiek Ty, IOAXOMAINYE id paboTel H OTHabIXa? BeXIIBE T BE cO CBOHMHU
corpymurkaMu? HeT nmn v Bac nmpuBeIUkH mepednBars Barero cobecegunka? 3agyMaiiTech HaAJ STHMH
BOIIpOocaMH. OTO IoMokeT BaMm B Barreii pabore.

IIpakTHUecKoe 3aHATHE No6. Pa3IHui g B aMEPHKAHCKOH H aHTIHICKOH JIETOBOH TEPMHHOIOTHH.
Opranm3alpoHHad (popMa 3aHATHA: TPAIIIHOHHENT CEMHHAP.
[{ems: ¢opmHpoBaHHEe Y CTYAEHTOB PEUEBOMH, M3BIKOBOH H KOMMYHHKATHBHOH KOMIIETEHI[HH Id
OCYILECTBIEHH A JIeJIOBEIX KOHTAKTOB.
B pezynsTaTte OCBOEHHE TEMBI CTYHEHT IO KEH
3HATh. HEOOXOMIMBIH 00BeM JEeKCHKH jid OOINeHHd B JaHHOH cdepe, OCHOBHBIE TpamMMaTHUeCKHe
ABIIEHUA, XapaKTepHbIe A MPOoQeCcCHOHANBHON Peul; JeKCHYECKHE H CHHTAKCHYeCKHE OCOOEHHOCTH
O(DHIM AT HO-AETOBOI'0O CTIILI B aHTIHIICKOM A3BIKE.
YMETh: OIPENEIATh CTHIIEBYI0 IIPHHAIEKHOCTh AHTIHICKHX TEKCTOB O(HIHATBHO-JIEJIOBOTO CTHILL,
BH/IETh XapaKTepHBIE CTIJIEBBIE YEPTHI, UHTaTh O(QHIHAIBHO-JETOBBIE TEKCTHI PA3IHYHON CTEIEHH
CIOKHOCTH, CTPOHTh [JHAIOTHUECKYH) H MOHOIOTHYECKYIO Peub C HCIIONb30BaHHEM Hanbomee
VIIOTPeOHTENBHBIX JIEKCHKO-TPAMMATHYECKHX CPeJCTB B OCHOBHBIX KOMMYHHKATHBHBIX CHTYAI[HIX
O(pHIM AL HOT O OOIEHH T, IIOHMMATE JHAIOTHYECKYEO H MOHOIOTHUECKYIO Peub I10 H3YUEHHOM TeMe.
AKTYaTbHOCTE TeMbI: O0YCIIOBIEeHA HeOOXOJHMOCTBIO OBIAeHIA Y K-4.
TeopeTHueckas YACTh:

ITpi oGo3HaueHHH AT Ha IHckMe B BA (OpHTaHCKIOT aHTIIOICKHIT) CTAaBHTCA YHCIIO, 3aTeM MecCdl[ H
IOCIeTHIM VKa3bBaeTcda roma: 20/7/99 mam 20.7.99. Takoe umcino mpomsHocHTcAS July the twentieth,
nineteen niumtwlilinﬂuxﬁmm (aMEPHKAHCKOM AHTIIIICKOM) BHAYaJle CTABHTCSA MECHI, 3aTeM YHCIO H

Hocﬂeggn ﬂ%g_f rﬁiﬁ’(ﬁ 3HOCHTCA Takoe urciao July twentieth, nineteen ninety nine.
CepTh ﬁa 000043E9AB8BE52205E 7BAS0006000004 3E
ar

Bnapendd- ANMEHQBAHHE UNCETL TAKAE OTITHUAETCA B AA HBA.:
320 — «three hundred twenty» (AA) u ‘three hundred and twenty"” (BA)

0 — «zero» EM) H "nought"/"oh" (BA)
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["oBOpA O BpEMEHH, aMePHKAHI[EI BMecTO past yrmoTpeOiaroT after: «It’s ten after eleveny.

B o00macTH 3KOHOMHYECKOH TEePMHHOJIOTHH H JIEKCHKH COBPeMeHHOro OH3Heca B AA IIPHCYTCTBYET
OOIBINIOE KOMHYECTBO TIPO(ECCHOHAI3MOB, a TaKKe PACCIOeHHE CIeIHAIBHOH IEKCHKH Ha
TE€ PMHHOIOTHUECKIE H ITPOodecCHOHATLHBIE CIIOH (IO ITPodec CHOHAIH 3MaMH ITOHHMAIOTC A TeKCHUECKIE
e IMHHITEL B CHTYaIRLIX HedopManTbHOro obImeHnsd). OmH H3 BeOVIIHX CIIoco00B 00pa3oBaHHA TEPMIHOB
— JIeKCHKO-CeMAaHTHUYeCKHIT Ha OCHOBe MeTadop. Hamprmep:

lame duck («xpomasd yTKa» ) — KOMITAaHHA B TOKEITOM (DHHAHCOBOM I10JI0KE HHI

company doctor — («TOKTOpP KOMIIQHIID)) — (PHHAHCOBBIII KOHCYIBTAHT, CIIEIHAIH3MPYIOIOIICA Ha
aHaH3€e M pa3pelleHH IpodaeM KOMITaHHH

big gun advertiser (big gun — «TsKEIAd apTIUUIEPHD) ) — KPVIHBIN PeKIaMOIaTelb

sleeping partner («CILIILHIT ITAPTHEPY» ) — HOMIHAIBHEBLI ITAPTHED

sleeping beauty («cIiimad KpacaBHI[@») — KOMIIAHHA- IMOTEHIHAIBHEIN OOBEKT IIOTIIOIIEHHI, KOTOPOil
PaHbIIle He AeIaI0Ch IPe IOk eHIm)

angel («aHTem») — COCTOATENBHBII YEIOBEK, BKIAIBIBAIOINIIT COOCTBEHHEBIE CPEJCTBA B HAUalo H
pacimpeHie OH3Heca

yellow dog conftract («xoHTpakT XEmToil colakm») — oOg3aTenbcTBa pabouero O HEBCTYIUICEHHH B
PO COr3

yellow dog fund («doup xeénToit cobaki» ) — CYMMEI, HCIIOIb3YeMEIE I II0IKYIIa

bear («MeaBeIp» ) — CIEKVILTHT, HT PAFOILHIT HA TIOHIKEHIE

bull («OBIK» ) — CIIEKVYILIHT, HIPAFOLIHIT HA ITOBEIIIEHIE (OHPK.)

B pAmy ITHHTBOCTHIIMCTHYECKHX CPEJCTB, XapaKTepPHBIX A 0O0pa30BaHIA SKOHOMHYECKHX H OH3HEC
TePMHHOB A A, TIpeIcCTaBIeHa MeTOHHMIA (TIepeHOC IIPH3HAKA ¢ YACTH Ha I[ET0E):

White collar («0eibIii BOPOTHITUOKY ) — O(ICHBII CITY &K allfiii

Pink collar («po30BbIi BOPOTHHUOK» ) — padourti cdepbl 0OCITY KHBaHIA

Blue collar («romy60il BOPOTHHUYOK» ) — ITPOH3BOACTBEHHELT pabouHii

Open collar («OTKPBITBEII BOPOTHHYOK? ) — JHI[0, paboTaroIee JoMa I10 CBOOOTHOMY IpaHKy

B nexcuke coppeMeHHOro 6m3Heca CIIIA H B elHKoOpHTaHII ITPHCYTCTBYET TAKKE
MeKBAPHAHTHASL CHHOHHMIA Te PMHHOB!
stock — OOBIKHOBeHHASA aKIfd (AA)
share — oOBIKHOBEeHHAA axI(Hig (BA)

B mpornecce cmoBooOpa3oBaHMA TeKCHUECKHX JIEPHBATOB OCHOBHBIMH CITOCOOaMH B AA ABIAKOTCA
adgdpuxcarpia (1lliquidity, non-payment), croBocmoxkentie (job holder, bill brocker, tax payer), KoHBepcHA
(off — CyILECTBHTEIEHOE CO 3HAYEHHEM (CHILKEHHE KYPCOB BATIOT IIPOTHB IIPEIIIECTBYIOILIETO THD?,
go-between — CYIECTBHTEIBHOE CO 3HAYEHHEM ‘TIOCPE JTHHKK ).

JleKCHUeCKHIT cocTaB OM3HEC TEPMHHOIOIHH AA COJEPAKHUT HE TaK YA MHOTO 3aHMCTBOBAHHIL H3 IPYTHX
A3bIKOB. HO OHH IIPHCYTCTBYIOT, M BOT IIPHMEP 3aHMCTBOBAHHSA H3 PYCCKOIO I3BIKA: €Nergy czar
(«BIMATETHFHOE JTHI[O B 00TACTH SKOHOMIKID) ).

Ha rpaMMaTHUeCKOM YPOBHE pas3mmuid MexAY AA H BA IpoABILIIOTCA yKe Ha YPOBHE TEPMIHOIOIHH
(Continuous Tenses B BA u Progressive Tenses B AA). Hocurenn BA ymotpeGnaroT The Present Perfect c
HapeurAMH just, already, yet: «We have already agreed to waity. AMepHKaHIEI Ke HEpPe KO, OCOOEHHO B
YCTHOI peurt, yrtoTpeOiLaroT 371eck The Simple Past: «I already met him».

B AA cymectyeT aBe ¢opmsel Past Participle II y rmaroma get: gottenm got, B To BpeMd Kak B BA —
TOIEKO OHA: got.

KoHcTpykini «have been to», pacipocTpanéHHad B BA, MokeT BHIOH3MeHAThCA B AA — «I have never
been 1 Florida». ®@paza «Do youhave a car?» THImuHa qId AA, Torga Kak B BA OOIBIEe IIPHHATO
TroBOpHTE «Have you got a car?»

CoOHparensHbIe CYINECTBHTENbHBIE, TaKHe Kak government, committee, team, corporation, crew B BA
MOI'YT COITIACOBHIBATbCA CO CKA3yeMbIM Kak B EJHHCTBEHHOM, TaKk H BO MHOKECTBEHHOM YIHCIIE.
AMePHKAHIIEL IIPEIIOYHTAIOT COrJTACOBBIBATh TAKHE CYIIECTBHTEIBHEIE CO CKA3yeMBIM B €IHHCTBE HHOM
YHCIIE.

OrmpeleNéHHBOT apTHKIF YacTO onyckaeTcd B AA mocme «all», Tam, rme B BA o043aTelsHO €To
Hcromp3oBaHme: «all day», «all mght», «all morming» u ap. 1 HaoOopoT, ollpelenéHHBII apTHKIb
HCIIONb 3Ye TEABECA eV AR €0 B B A OBITh He TOMKHO: «in the summer», «n the springy, «in the fall».

cormr B ST t AT ORI,
Bnanend:MC By BARHAR LT i RADHILL SHAICHHC
administration Government in power IIpaBHTeIILCTBO (e CTBVIOIIIHE)

Around {]lae%*&gz About %an} OKOIIO (JIecATH)
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Blue-chip investments First-class investments IlepBOKIIacCHBIE HHBe CTHIHH
Call loan Short-term loan KparkocpouHsIi 3aitM

Checking account Current account TeKyIIIOL cyeT

Claim letter  Letter of complaint [THchEMO-peKTaMAaIHA

Collect on delivery Cash on delivery OrraTa IIpH JOCTaBKe
Common stock Ordinary share OOBIKHOBEHHAS aKI[HA

Corporation law Company law 3aKoH 0 KOMITAaHHAX

Express man  Carrier IToCEUIBHBLT

Ti fix a meetingTo arrange a meeting Ha3Hauats BCTpeuy

Freight not prepaid Carriage forward be3 OILIaTeI IIEPeBO3KH
Freight prepaid Carriage paid C oILraroil mepeBO3KH

Freight train  Goods train ~ ToBapHBOT MOE3]T

Government bonds Government securities ['ocygapcTBeHHBIE I[eHHEIe OyMaru
In good shape In good condition B XopolieM cOCTOAHIH
Investment bank Merchant bank MusecTHIiiHOHHEDT b aHk

Law business Practice (law) IIporeccyanbsHoe IIpaBo

Local taxes Rates MecTHEIE HAJIOTH

To operate a business To run a business 3aHHMAaThEC A OH3HECOM
Operating costs Running expenses TexyiiHe pacxopl

ordinance By — law [TocTaHOBIEHIE, VKa3

To pass up an offer To decline an offer OTKIIOHATE ITpe JIOKEHHE
Preferred stock Preference share [IpHBIUIETHPOBAHHAS AKI[HA
President Chairman [Tpe3nIeHT (KOMIIAHHH)

Right away Immediately HemeameHHO

Shipment Consignment ITapTii (ToBapa)

Stockholder  Shareholder  JlepkarTelb aKifiii

Stub  Counterfoil Kopellrok (4yeka)

Tag Label O3THKeTKa

Tender Offer IlpemmoxeHie

Way back Some time ago HekoTopoe BpeMsa TOMY Hazajl

B OIIpOCH H 3aJaHH:
1. ITogroToRbTeCh K 0OCYKIeHHIO TEOPEeTHUECKOr0 MaTepHaa.

H3 HCTOPHH ITPOHCXOEICHHA AMECPHKAHCKOI'O  dHTJIF [fickoro. JleKcHUECKIE, I'paMMATHYECKHE,
qu] o1rp a(IJIIIIEC KIHE H (1] OHETHHUCCKHE OTIHYHA AMEPHKAHCKOI'O JEIOBOTO AHA3BIKA OT 6PIITE,HCI{DI‘D
BAPHAHTA.

2. IIpourTaiiTe H IIEPEBETHTE TEKCT.

SCHEDULING APPOINTMENTS

Appointments may be made in several ways:

1. The executive schedules an appointment and tells you about it. You make sure it is recorded both
on your calendar and on his or her desk calendar. (In many offices where a large number of daily
appointments are made, all appointments are recorded in a separate appointment book or calendar rather
than on the desk calendars.)

2. Y ou schedule an appointment with someone over the telephone or in per

son, check with the executive to confirm it, and then add it to the calendars.

3. Someone writes to secure a definite time for an appointment. Once the time is set, you notify the
person seeking the appointment and then record it on the calendars.

4, Y our employer may, while conferring with someone, ask that you schedule a future appointment
with that person. After doing so, you give the person a written or oral reminder of the appointment and
enter it on the calendars.

5. Y ou or your employer may schedule tentative appointments with out-of-

town visitgrskiwernaidgriBbese should be entered on the calendars in pencil, since they are subject to
chance. NEKTPOHHOM MOANMUCbIO

C - BEhAN0043E9ARBBIS2205E7BAS00060000043E . . . .

B:z;j H_IT‘. g,gj 1S, ﬁg‘ga@pggg;lmg now. He is the Chairman of the meeting. Several officials of the
Company are attending it. Now they are discussing the agenda. The meeting 1s very important. They are

uﬂ::.ingD to discuss the company's financial policy.
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Later they are to report it at the annual conference of the shareholders. Miss Flipps 1s going to type the
minutes of the meeting as soon as it 1s over. She is taking down the minutes now. She is taking them
down in shorthand.

3. Ask questions on the text to which the following are the answers

1) ...7 —Holding a meeting.

2) ...7 — Several officials are.

3) ...7—The agenda.

4) ...7—The conpany financial policy.
5) ...7T— Miss Flipps i1s.

6) ...7— After the meeting is over.

7) ...7— She 1s taking them down.

8) ...7 — In shorthand.

4. Respond to the requests according to the model

Type the minutes, please. - But I'm already typing them.
Take down the minutes, please.

Translate this letter, please.

Copy this memo, please.

Send off this telegram, please.

5. Say that somebody is only going to do what you are doing

We are discussing this problem. — And they are only going to discuss it. We are holding a meeting.
We are entertaining our clients.

[ am looking through the mail. — And she is only going to look through the mail.

[ am talking to a visitor.

[ am sending a fax.

[ am copying documents.

[ am correcting mistakes.

[ am learning shorthand.

6. Say what Cindy is going to do

a) when the meeting is over,

b) when Mr. Lindon comes to see Mr. Clifford,
¢) on Monday,

d) on Sunday,

e) if her young man invites her to the movies.
Say what you are going to do

a) after the lesson 1s over,

b) if the weather is nice on Sunday

¢) if your young man invites you to a party.

7. Translate and learn the following conversations and make your own, on analogy:

1) — Can I see Mr. Clifford? Is he free?

— I'm sorry he is busy. He is holding a meeting now. / seeing a visitor, etc. /

2) — I'm going to attend a business conference in Moscow.

- Are you really going to Russia?

— Yes, I am. And I'm going to take Miss Flipps along. She speaks a little Russian. I can't do without
her.

— Well, good luck to you both!

3) — I'm going to meet Mr. Clifford. He is returning from a business trip.

- When is he coming?

— At flueeeralpoknmcaH

- %W@W?@%ﬁw see off Egt:z-ing on, leaving /
Cepucmkar: 2C0000043E9ABBBI52265E 7BA500060000043
Bnaneneu: llleGayxoea TaTeAHa AnexkcaHgpoBHa

8. Think of your own stories starting with

. It is 10 o'clock now. Cindy 1s looking through the mail. Then she 1s going to ...
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. It is Monday today. Mr. Lindon is going to see Mr. Clifford and talk to him about...
. Do you want to know what I am going to do when ...

9. Listening practice.

Listen to the text on the tape and fill in the missing words. In what way is it different from the text in Unit
3?

Every ..... or so Mr. Clifford receives a memo from the Company's Advertising ......... What ........ the
Advertising Manager do? He is in charge of the ........ Department. This .............. informs people of the
Company's goods and services. It designs the Company's logo and marketing slogans, TV, radio and
.......... commercials, wall posters to persuade potential .......... to buy from the Company. Advertising is a
science and the Company tries to hire the ...... specialists in this field.

10. Translate into English.

Ceromua 20 HoaOps 2013 roma, 10 uvacoB yrpa. Mucrtep Kmiddopa ouens 3aHaT. OH IIPOBOJHT
COBEI[aHHE. OTO COBeIl[aHHe OuYeHb BakHOoe. MeHeIKepsl KOMIIQHHH OOCYAKTAIOT BOIIPOCEHL
npom3poAcTBa. Miucc @mmmic BeJeT IIPoToKol. Ha cumexyrolmedl Hemene OHH OyayT oOOCYXKIATH
KOMMEPUECK VIO ITOMHTHKY KoMITaHHH. OHH cobepyTcA 27 HoA0pA B 10 yacos.

— YTo THI cefuac menaens, CHHIH? — A IMepeBOXKY IHCEMO MHCTEPY bBelIOBY Ha PYCCKHIT M3BIK. — A
IIOTOM UTO THI OyJellh JenaTh? — OTIevyararo 3TO IHCHhMO H OTIIPaBIi0 ero B MockBy. — KTO 3TOT MIICTEp
Benor? — 310 pycckuii Om3HecMeH. OH coOHpaeTcd K HaM IIpHeXaTh.

IIpakTHYeckoe 3aHATHe Ne7. YcTpoiicTBO Ha padory. Co3qaHHie pe3roMe.
OpraHH3arHoHHad opMa 3aHATHA: TPAIIIIHOHHEL CEMIHAP.
[{ems: ¢opmHpoOBaHHE Y CTYAEHTOB PEYEBOH, M3BIKOBOI H KOMMYHHKATHBHONH KOMITETEHI[HH LA
OCYILECTRBIEHH A JIeJIOBEIX KOHTAKTOB.
B pesynsTaTe OCBOEHHE TEMEBI CTYHAEHT JONKEH
3HATh. OCHOBHYIO OM3HEC-TEPMHHOIOIHIO, HCIIONB3YEMYI0 IIPH YCTPOICTBE HA PpaboTy, COCTABIEHHH
pe3roMe, IEeIOBHIX ITHCEM, OCHOBHEIE TpeOOBAaHHA H IIpaBwiaa OQOpPMIEHHS AOKYMEHTAI[HH H JIeIOBOIT
KOPPECIIOHJIEHIMH HAa AaHTIIICKOM, OCHOBHEIE TIpaMMaTHUeCKHe fABIIEHHS, XapakKTepHble [IA
Mpo(pecCHOHATHHOM PeurL.
VMETH: IIPHMEHATH ITOTYUEeHHEIE TeOPEeTHUEeCKHEe 3HAHHI HA IPAKTHKE B XOJe OCYIHECTBIIEHHSI JIETOBOH
YCTHOH H ITHCEMEeHHON KOMMYHHKAIHH HA HHOCTPAHHOM A3BIKE, OIPEIENATE CTIUIEBYIO IIPHHAIIEKHOCTE
AHITIHIICKHX TEKCTOB O(HIIHAIBHO-IENOBOIO CTHIA, BHETh XapaKTepHble CTIJIEBBIE UYEPTHI, UHTATh
O(HIMMATbHO-ETOBEIE TEKCTHI PA3NMHUYHON CTEIIEHH CIOKHOCTH, CTPOHTh [JHATOTHUYECKYI0 H
MOHOJIOTHYECKYI0 PeUYb C HCIIONB30BAaHHEM HaHOONee YIIOTPeOHTEIBHBIX JIEKCHKO-TPaMMaTHyeCKHX
CPEICTE B OCHOBHBIX KOMMYHHKATHBHBIX CHTYal[HAX OQHIMATBHOIO OOINEHHT, ITOHHMATh
THATOTHYECKYEO H MOHOJIOTHUECKYIO Peub 110 H3YUEHHOH TeMe.
AKTVaIFHOCTE TeMBI: 00YCIOBIeHA He 00XOHMOCTEE0 OBIameHHd YK-4, OIIK-1.
TeopeTHyuecKas YaCTh:
CYVILECTBYIOT OCHOBHEIE BH/IBI Pe3FOME:
XPOHOTOTHYECKOE pe3roMe
XPOHOIOTHUECKOE Pe3roMe ITpeIIonaraeT ormcanne (pakToB TPymoBoil Omorpadmi (paboTsl, yueOrI) B
Oo0paTHOM XPOHOIOTHYECKOM IIOpAAKE, T.e. HAuHHAd C IIOCIeJHEr0o MecTa PpadoTel, Yy4eOHl.
[TpeHMyIIeCTBO 3TOTO BHIA pe3roMe Id paboToareld COCTOHT B TOM, YTO OH MOKET YBHIETh B HEM
YUeTKYI0 KapTHHY TPYAOBOH [eATEIFHOCTH UellOBeKa, OIS COHCKATels — 3TO0 BO3MOKHOCTE
MTPOAeMOHCTPHPOBRATE KaphePHEBI H IIpodec CHOHATLHELT POCT B HEOOXOIHMOI cepe meATeIbHOCTH. OT
NAHHOTO BHIA Pe3r0Me JIy4Yllle OTKA3aTbCd, eCHH IIOCIETHAA MONKHOCTh (IHOO BCe OTAHOCTH)
COHCKATelld He HMeeT OTHOIUEHHA K JKellaeMOil HOIKHOCTH JIHOO B TPYAOBOH OHOrpadHH MHOTO
«TIPOITYCKOB» - IIEPHOJIOB BPEMEHH, KOT/Ia YelIOoBeK He padoTall.
@O YHKI[HOHATEHOE PE3FOME
OYHKI[HOHATRPHOE Ppe3oMe, B OTIHYHE OT XPOHOIOTHYECKOro, He TpeOyeT VYKa3aHHA XPOHOIOTIHH
TPYIOBOI [eATeMbHOCTH. OCHOBHOH VIIOp 3/eCh JelaeTci Ha IMIpodeCCHOHANBHBEIX HABBRIKAX U
ﬂncnrmemwammcimpax HeATEIIbHOCTH. DYHKIHOHAIIFHOE PEe3I0ME BBITOJTHO IIPHMEHATE B CIIyUae

HAITHUHA QWTP? % BOI OHO HH, IIPH KeJaHHH IIOXy4YHTh pabory Oe3 OIbITa B JAHHOIT

CepTudmar | 2C00000ISESABEBOSB05E TS 60000043 rpadg, 1mp P A

Bra ﬂenfgﬂiep@ Q. JEPH BQ3BPALIEHIH K STOMY HAIlPaBIeHIEO0 AeATEbHOCTH IIOCTIE JIUTENBHOr O IIEPEPEIBA.
KoMmOnHHpoBaHHOe pe3toMe () VHKIHOHAIEHO-X]P OHOIOT HUe CKOE )
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J{aHHBOT THII pe3roMe 00beJHHAET OCHOBHEIE UePTHI (PYHKI[HOHATLHOI'O H XPOHOIOTHUECKOTO pe3toMe. B
HEM II0TUEPKHBAROTCA IIPO(eCCHOHATRHEIE HABRIKH H JOCTHAEHIA B Pa3HBIX cepax HeaTelIbHOCTH, IIPH
3TOM OCHOBHBIE€ (PAKTHI TPYIOBOH OHOrpadHH H3IararoTcad B oOpaTHOM XPOHOJIOTHYECKOM ITOPSAKE.
[TpeHMyIIIeCTBO 3TOTO BHJAA Pe30Me COCTOHT B TOM, YTO OHO IIO3BONAET OOPaTHTh BHHMAaHHE
padoromarend Ha IIPodecCHOHATM3M COHCKATelsd B Pa3HBIX HAIIPABIEHIAX AeATEIBHOCTH H YBHJETH
YETKYI0 II0CIIeJOBATEIFHOCTD TPYIOBOI AeATEIIEHOCTH.

Tumoroe pe3romMe OOBIUHO BKIIFOYAET CIIEIYIOIIHE KOMIIOHEHTHI

CURRICULUM VITAE

Date of Birth 27 February 19...
Name . Belova Margaret
Present address 25, 18 Leninsky Prospekt, Moscow

128343, Russia

Telephone number 433-54-48
Marital status single
Education and qualifications

2000—2010

Work experience:
July 2010—1June 2011

June 2011 present

Other information:

Post: Junior Secretary

Specialized Secondary School

23 Tushinskaya Street, Moscow,

Johnson Bros Ltd, 35 Ostozhenka Street
Type of Company: Retail Chain Stores

Russia

Responsibilities: Secretarial-work including
typing, shorthand, correspondence, taking
minutes at meetings, copying reports and
minutes from shorthand notes, filing, tabu-
lating data, answering customers' calls,

mail distribution and general office duties

Moscow, Russia

Type of Company: Car importer

Auto Importers Ltd., 38 Rostokino ,

5

Post; Secretary to Assistant Director
Responsibilities: dealing with all corre-
spondence, taking minutes at' meetings and
writing up Assistant Director's reports,

recelving customers
with all kinds of enquiries; maki
sions on behalf of A.D. in his ab
and representing the company at
business functions.

and suppliers, dealing
ng deci-

sence;

various

While working I attended various evening

courses for business and information tech-
nology. My interests include tennis, bad-
mington, swimming and reading.

References: Mr. B. Norman, Assistant Director, Auto

Importers Ltd., 38 Rostokino,
Moscow, Russia

Mrs. A.Bunina, department head of
Johnson Bros Ltd., 35, Ostozhenka Street,

Moscow, Russia

Current salary $ 25,000 per annum

B OIIpOCEH 1 3aJaHH:

1
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THUECKOTO MaTepHala.
hronological format), ¢yuxigioHamsHoe (functional format),

ormat), TaprermpoBaHHoe (targeted format) M mpaBiIa HX OQOPMIEHHA.

CTpykTypa pe3roMe. UTO Takoe pe3roMe H B UeM COCTOHT ero OCHOBHAd (PyHKIHA? B ueM oTiIHume

Nei L-'ICTEHP
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e3rtoMe H CV (Curriculum Vitae)? Kaxme dopMaTel pe3roMe BaM H3BeCTHBI? Kakoil ¢opmar pe3romMe



OOIbINE ITOAXOMNUT LA YeTOBeKa, KOTOPBIH MHOTO JIeT IfpopadoTal B OJHOI cepe JearenbHOCTH? Kakoit
(popmar pes3roMe IOJOINEN OBl CIENHAIHCTY C IIpepBaHHBIM cTaxkeM? Kakoil (opmar pe3roMe BeIOpaTth
YeIIOBEKY, KOTOPOMY HY/KHA KOHKpeTHad paboTa B olpedeleHHOH ¢upMe? B KakoM IIOPAAKE B Pe3rOMe
ITOIKHEI OBITH PACIIONOKEHEI TaThI, OTHOCAIIHECT K 00pa30BaHMI0 H OIBITY PadOTHI?

2. CocTarbTe HaHOONIee ITOAXOIAIIMIT IS BaC BAPHAHT Pe3F0ME.

3. BEIyulTe OCHOBHYIO TEPMHHOIOTHEO, HCIIONb3YEMYEO IIPH COCTABIIEHHH Pe3HOME.
apply for the post  —IogaTs 3adBlIeHIHe O IIpHeMe Ha PadoTy/OIAKHOCTE

obtain knowledge  — ITOTYUHTE/TIpHOOPECTH 3HAHII

enclose an outline of — IIPIIOXKHUTE (K IIHCEMY) CBEJIEHI O KBAIM(IKAIIH

one's qualifications

office experience — OIIBIT PabOTEI B KOHTOPE

personnel manager — HAYaTbHHK OTeNAa KaIpoBR (MeHeIAKep IO Kajipam)
fairly well — BEChMA HEIUIOXO0

be on probation — IIPOITH HCILITATENR HELIL CPOK

application — 3a4BIIEHIE

curiculum vitae CV, CV. cv (resume) [ka'mkjulam 'viital] — ceemeHHda o0 yuebe H TPYIOBOIN
NeATeIIFHOCTH, KpaTkad IpodeccHOHAIbHAA OHorpadm, pe3rome

4. IIpounTaiTe H IepPeBeHTe TEKCT.

Meet Olga Petrova. She is 17. She has finished a secretarial course and she is going to look for a good
job. She has a good command of English and she thinks she can work as a secretary in a joint venture.
She has just learnt about such a position and is writing a letter to apply for it:

Dear Sirs:

[ should like to apply for the position of Secretary to General Manager which you have advertised,

I'm 17. I have just finished a secretarial course in the Kislovodsk Branch of Moscow Commercial
Academy. We've been taught everything a secretary should know: filing, using office equipment, typing,
shorthand writing as well as Business English and Business Etiquette. I have had no office experience but
['m willing to leamn.

[ hope you will be able to give me an interview.

Y ours faithfully,

Olga Petrova.

5. Try your hand at writing the advertisement to which Olga has responded. Before writing discuss what
necessary qualifications were mentioned in this advertisement and look in the letter for any other
important information.

6. Leamn the following conversations and make your own, on analogy
1) — Do you sell tape-recorders or TV-sets?

- Neither. We sell computers.

2) — Will you have tea or coffee?

- Oh, I don't mind. Either.

3) - Who will you telephone, your boss or the sales manager?

- Both, I think.

4) - Does your department need a new typist?

: We don't want either typists or secretaries. What we want is a new boss.

5) - Neither my friends nor my parents think much of my new job.

- The important thing is whether you like it.

6) - Our new engineer is both talented and handsome.

- He is not only talented but also very experienced.

7) - Our company owns a big restaurant as well as a hotel in the centre of the town.

: What made you go into a hotel business?
Winonot2Ht sdppticprofitable and pleasant.

7. Dmma?flm %ﬂ%ﬂ?ﬂ?&?% tween Olga and a young girl who is just starting a secretarial course. Talk
Ceptvdmiat:  2COQ00043E9ABBBI52205E 1BAS00060000043E

BnanendPOUL IS She 15 going o learn, a out job prospects, etc.
8. Read and translate:
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Paula Tanner is interviewed by Mr. Joel Klaus, the Personnel Manager of Woodex, the company
exporting wood
J.K.: Good morning, Miss Tanner. Please take your seat. I'm Joel Klaus,
Personnel Manager. What can 1 do for you?
P.T.: I read an advertisement of your firm in yesterday's Business Express.
You need a secretary, so I sent my application and now I'm here.
J.K.: Have you worked as a secretary before?
P.T.: I'm sorry to say that I haven't. But in spring I finished secondary school with the  specialty of
secretarial work. So it means that theoretically I should know something.
J.K.: Oh yes, I remember now. That's very good. Do you speak any foreign languages?
P.T.: Oh, to a certain extent, yes. I know fairly well English, a little Finnish and German.
J.K.: That's not bad. We really need Finnish very much.
P.T.: Oh, I can continue my studies in Finnish. I'll go to some evening classes.
J.K.: Fine.
P.T.: If you can't take me on as a secretary, I could be on probation for a time
first.
J.K.: Well, yes. I think that in the beginning you'll have to learn quite a lot.
P.T.: I'm willing to do that.
J.K.: Well, now... where have I put your application... Oh, here it is. You see,
we need a curriculum vitae as well and two photographs.
P.T.: T'll bring them as soon as I can.
J.K.: That's good. Can you start next Monday?
P.T.: Oh yes, of course.
J.K.: Well then. I'll see you next Monday at 9 sharp.
P.T.: Thank you. Good-bye.
J.K.: Good-bye.

9. Writing practice.

When you apply for a job most companies ask you for your resume or Curriculum Vitae (CV). A good
resume should show your prospective employer that you are the right kind of person for the job. This is a
possible plan for your resume:

1. Y our job objectives.

2. Y our work experience.
3. Y our education.

4. Personal information.
5. References.

10. Think over the following questions and then write your resume according to the given plan.
What position or what kind of a job do you want?

What kind of a career do you want to make?

What makes you qualified for this job or position?

What can you do for the company you want to work for?

What is your previous work experience?

What is your present job?

What are your responsibilities at work and how do you cope with them?
Why do you want to leave your present job?

What salary do you expect to receive?

10. What education did you receive?

11. Did you finish with academic honours?

12. What languages do you speak?

13. Are you computer literate?

14. Do you drive a car?

1 5. Wlmﬂwysﬁunﬁnmﬁm-status?

2C00 GD@EABQ DEE E!;'—"-.EII]'D 6000004 2E

gnes;jﬁ e, yoR il &may overtime?
Are you willing to travel?

19 Do you have any health problems?
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20. Whom can you ask for references?

IIpakTHYeckoe 3aHATHe Ne8. VcrpoiicTBo Ha padoTry. ConporoagureibHoe mHcbMo (Cover letter =
Application letter).

Opranm3aipoHHad (popMa 3aHATHA: TPAJIIIHOHHENI CEMHHAP.
[{ems: ¢opmHpoBaHHE Y CTYAEHTOB PEUEBOH, M3BIKOBOI H KOMMYHHKATHBHONH KOMITETEHI[HH LA
OCYILECTBIEHH I IEIOBEIX KOHTAKTOB.
B pe3yneTaTe OCBOEHHE TEMEBI CTYAEHT IO KEH
3HATh. OCHOBHYIO OH3HEC TEPMHHOIOIHIO, HCIIOIB3YEMYEO IIPH COCTABIEHHH [IeJIOBBIX IHCEM, OCHOBHEIE
TpeOOBaHHA H IIpaBIiIa OQOPMIEHHA JOKYMEHTAIHH H JEIOBOH KOPPECIIOHIEHI[MH Ha AHTITHIICKOM,
OCHOBHBIE TpaMMATHUECKHE ABIEHHA, XapakKTepHble HId IIPodeCCHOHATHHONH peuH, JIeKCHYECKHE H
CHHTAKCHYEeCKHe 0CO00EeHHOCTH O(QHIIHATEHO-AETOBOI0 CTHIIA B aHTTHICKOM S3BIKE .
YMETh: OIIPEJEIATh CTIJIEBYIO IIPHHAIEKHOCTh AHTIHIICKHX TEKCTOB O(HIHAIBLHO-JIEIOBOTO CTHILY,
BHIETh XApaKTEePHBIE CTIUIEBBIE YEPThI, YHTATh OQHIHAIBHO-JAEIOBEIE TEKCTHI PA3IUHONI CTEIeHH
CIOKHOCTH, CTPOHTh [JHATOTHYECKYED) H MOHOIOIHYECKYIO PeUb C JCIIONB30BaHIEM Hanbolee
VIIOTPeOHTENBHBIX JIEKCHKO-TPAMMATHYECKHX CPeICTBE B OCHOBHBIX KOMMYHHKATHBHBIX CHTYaI[HIX
O(pHIMHATEHOT O OOIIEHH A, IIOHMMATH THAIOTHYE CKYE0 H MOHOIOTHUECKYI0 Peub I10 H3YUEHHOH TeMe.
AKTVaIFHOCTE TeMBI: 00YCIOBIeHA He 00XOHMOCTEE0 OBIameHHd YK-4, OIIK-1.
TeopeTHyuecKas YaCTh:

CormrpoBoHTeIsHOE IHCEMO (Letter of transmittal, Accompanying letter)

COIIPOBOJIMTENIFHOE IHCEMO — IMHCHMO, HCIIONB3YeMOe IS OTIPAaBKH JOKYMEHTOB, He HMEFOIIHX
aJlpecHOIl YacTH. B COIIpOBOMHTEILHOE IHCHMO MOKET ObITh BEIIOUYEHA JOIONMHHUTENbHAS HH(OOPMAIH,
IMOACHAFOIIAS COMePKAHHE TeX MAaTePHAIOB, KOTOPEIE COCTABIAIOT IIPHIOKEHIE K HEMY. B 3TOM ciyuae
CHayana coolIaeTca O HAlPaBIeHHH AOKYMEHTOB, 3aT€M H3IararoTcA JOIOTHEHH I H MOoACHEeHHA. OITHO
IIHCEMO MOKeT OOBETHHATH ITICHMO-TIPOCEOY H COIPOBOJUTENHHOE IHCHMO, ITHCHMO-COOOINEHHE H
COIPOBOHTENLHOE ITHCEMO IIH HHPOPMAI[HOHHOE H COIIPOBOJHTEINLHOE ITHChEMa. B 3TOM ciyyae, Kak
MPaBIIO, CHAuvana H3IaraeTcad Ipockba, coolIeHHe WM HHOTO pofa HHGOpMAaIHA, a 3aTeM
COIIPOBOIHTENbHAA YacTh. O0A3aTEIFHEIM PEKBH3HTOM COIIPOBOJUTEIFHOTO IHChMa ABIAETCA OTMETKA O
HAaHYHH ITPIIOKEHH.

MODEL OF COVER LETTER
Y our Address

City and Province

Postal Code

Y our phone number

Date of writing

Mr./Ms. Employer's Name

Employer's Title

Company name

Company Address

City, Province

Postal Code

Dear Mr./Ms. (Name of employer):

Introduction — Explain why you are writing/Name the position for which you are applying and indicate
how you heard of the opening. Tell employer why you want to work for them or something unique about
yourself.

Body of Letter — Tell the employer what you can do for him/her. This is an opportunity to outline your
qualifications and skills as they relate to the job. Use resume words (e.g. planned, organized, completed)
to describe your skills.

Closing — Use an appropriate closing to pave the way for the interview. Refer to your attached resume so
that it dﬂeauﬂxgﬂeﬂmﬂmﬁhamhufﬂe You can ask for an interview appointment time, stating that you will
be hafg RO aTh ﬂ?&%‘?ﬁ?ﬁ)ﬂgm S c}ffme when convenient. Make it easy for the reader to follow-up by

CepTudbmkar 00043E9ABEB952205E /BA 0000043E
BnanendTOVIGULAZ YOUL 1€ %gw&l and e-mail address.
Sincerely
Name
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Enclosure

B OIIpOCEHI H 3aJaHH:
1. IToAroTOBRETECE K OOCYKIeHHI0 TEOPETHUECKOI0 MaTepHAaIa.

Cxema COIIPOBOIHTEIIEHOL O ITHCEMA. OCHOBHEIE TpEﬁDBﬂI[[[H K HAallHCAHHI0 COIIPOEBOIHTEIIEHOI'O IIHCEMA.

2. Match Russian equivalents with the useful key phrases used in the cover letter.

a) With reference to your advertisement in "..." of Tuesday, January 10, I would like to apply for
the position of ... in your company.

b) I recently heard from ... that there is a vacancy in your sale department.

c) [ am used to working on my own.

d) I appreciate the opportunity to work on my own initiative and to take on a certain amount of
responsibility.

e) During training for my present job I took courses in marketing.

f) Since my present position offers little prospect for advancement, I would prefer to be employed in
an expanding organization such as yours.

g) I am at present earning ... per month.

h) Thank you for offering me the post/position of...

1) Ihave pleasure in accepting this position.

1) I am looking forward to commencing, work on October 1.

k) I regret to inform you that I am unable to accept the position, since I have received another, more
attractive one.

1) I feel that my experience in this field would not be used to its full capacity in above position. Therefore
[ have to decline.

3. IlepeBe/mHTe HA aHTITHICKII S3BIK.

1. A BRICOKO IIEHIO BO3MOXHOCTH pﬂﬁDTﬂTI: C JOJIKHOM MEprI OTBETCTECHHOCTH, IIPOABILAA
CDﬁCTBEI—]H}*ID HHHITHATHEY.
2. B HacToAIIIEE BPEMA A ITIOIIVHARD ... B MCCAHII.

3. UyBCTBYIO, YTO MOI OIIBIT pabOTHI B 3TOH 0OMacTH He OYJIeT HCIIONB30BAH B IIOTHOI Mepe, II03TOMY
BBHIHYA[€H OTKIIOHHTH ITPe/II0Ke HIIE.

3. Tax Kak MoA HACTOAIAA JOIAKHOCTh HE JaeT MHE OONMBIIIHX BO3MOKHOCTEN I IIPOABIKECHHA, A
Xorel Obl padoTark B TAKOMH IMepPCIIeKTHBHON OpraHm3al(ii, KaKk Baria.

-+ Ccrutadch Ha OOBABIEHHE B «..» OT 10 gHBapA, BTOPHHK, d XoTel OBl IIpeTeHJOBaTh Ha
IOIAKHOCTS ... B Balllei prpMe.

J. C HeTepIeHIeM KTy Hauana paboTel 1 oKTAOPA.

6. C YIOBOJECTBHEM IIPHHHMAIO 3TY JOTAKHOCTD.

1. A IIpHBEIK padoTaTk CAaMOCTOSTEILHO.

8. C coxaleHHeM COOOIIarw BaM, UTO He MOIY 3aHATh 3Ty HOIAKHOCTh, TaK KaK IIOIYUII IAPYIOe,
Oolee IMpHBIEKATEIbHOE IIPeIOKEHIE .

9. Bo Bpemd oOyueHH S 714 IIONYUYEHHI JOIAKHOCTH, KOTOPYIO 4 3aHIMA0 B HACTOAIMHIT MOMEHT,
OKOHUYIII KYPCH MAapKeTHHTA.

10. 51 He TABHO YCIBIIIAT OT ... O BAKAHCHH B BallleM TOPTOBOM OT/EIE.

11. braromapro Bac 3a TO, UTO BEI IIPeIOKITH MHE JOIKHOCTE ...

4. Translate into English.

51 xouy paborars IepeBOUIKOM B KaKOH-HHOY/(b COBMECTHONH KOMIIAHHH. 51 XOUy pa3ociarh pe3roMe B
HECKONbKO TAaKHX KOMITAHHI. 51 HaJerch, UTO CMOIY IIONYYHTh HHTEPECHYI0 paldoTy, IIOTOMY UTO
CITEIHAICT BHICOKOH KBaTH(HKAIH. S OerlIo TOBOPI IO-aHTIIHIICKH H CIIEI[HATH3HPYIOCH B IIEPEBOJIE
Ha JIeJIOBHIX IleperoBopax. S XOpOIIO 3HAK MHOTHE KOMITBIOTEPHBIE ITPOTpPaMMEI, HeOOXOMIMEIE B
pabore. KpoMme TOTO, I He KeHaT, BOKY MAIIIHY H He IIPOTHB paboThl, CBA3AHHOI ¢ pa3be3aMil.

numﬂ neckoe 3anaTHe Ne9. VcerpoiicTBo Ha padoty. CobeceqoBaHue.
NF
Opram3anmn c@dﬁ&ﬁ El,[l;[H.[IIDI—H—[[:]]I ceMIHAp.
CepTucbyar: 2C0 :}umaEaABaﬂ SETBAS0080000043 ) b 3
Bnanendd €MBp e OBAHHE .V, GTY/IEHTOB peqem}[, S3FIKOBOH H KOMMYHHKATHBHOH KOMITETEHIHH I

OCVIIECTERIIEHH A JEIOBEIX KOHTAKTOR.

E3VIIETATE OCRBOCHIIE TEMEI C cHT TOJIECH
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3HATh. OCHOBHYI) OH3HEC-TEPMHHOIIOTHIO, HCIIONB3VEMYEO IIPH coOeceJOBAaHIM, OCHOBHEIE
rpaMMaTHUYeCKHe SBIEHHS, XapaKTepHbIe A IIPo(eCCHOHATBHON peyl; JIeKCHUeCKIe H CHHTAKCHYECKIE
0COOEHHOCTH O(HITHATHHO-JIEIIOBOrO CTHIA B AHTTIIIICKOM T3BIKE.

VMeTh: BeCTH coOece/loBaHHe IIPH TIIpHeMe Ha palboTy, OIpeHeldarh CTIJIEBYIO IIPHHAIIEKHOCTD
AHITIHIICKHX TEKCTOB O(HIIHAIBHO-IENOBOIO CTHIA, BHETh XapaKTepHble CTIJIEBBIE UYEPTHI, UHTATh
O(HIMMATbHO-ETOBEIE TEKCTHI PA3NMHUYHON CTEIIEHH CIOKHOCTH, CTPOHTh [JHATOTHUYECKYI0 H
MOHOIIOTHYECKYI0O pPedb C HCIIOJIb30BAaHHEM HaHOOlee YIIOTPeOHTENbHBIX JEeKCHKO-TpaMMAaTHyeCKHX
CPEICTE B OCHOBHBIX KOMMYHHKATHBHBIX CHTYal[HAX OQHIMATBHOIO OOINEHHT, ITOHHMATh
ITHAJTIOT HUECKYE0 H MOHOIOTHYECKYIO Peub IT0 H3YVUEHHOI TeMe.

AKTVaIFHOCTE TeMBI: 00YCIOBIeHA He 00XOHMOCTEE0 OBIameHHd YK-4, OIIK-1.

TeopeTHyeckad 4acTs:

K coleceiopaHHI0 cleyeT TOTOBHTHCA 3a0MaroBpeMeHHO. OTO IIOMOXKET IIPeOfONeTh CTpax H
CTpecc, HIIH, 110 KpaiiHell Mepe, CBeCTH X 0 MHHHMyMa. HeoOxomMo mpoAyMaTs OTBETHI HA BOITPOCHI
00 ombITe paboTH Ha TeX MOIIKHOCTAX, KOTOPEIE BHl VKa3alH B pe3toMe. OO0g3aTeTbHO HYKHO OBITh
TOTOBEIM K CIIEIYFOIIHM BOIIPOCaM:

1. What do you know about our company?
O3HaKOMBTECH C HH(]OpPMAIHeH O KOMITAaHHH 3apaHee. Y3HaliTe, I'7le KOMIIAHHA MMEeT CBOHM (DIUIHAILL,
KaKOBO ee ITONOKEHHEe Ha PhIHKE, KaKHe I PCIIeKTHREI Pa3BHTHA BHIHT €€ PYKOBOICTBO. IIoCMOTpHTE Kak
POCCIIICKHE TaK M 3apy0Oe KHBIE HCTOUHIKH.
2. Why do you believe we should hire you?
KOHEeYHO, HE HYKHO IIPEYBEIHUHBATh CBOH JOCTOHHCTBA, HO COBEPIIEHHO HEOOXOIHMO IePEUHCIHTE Te
KauyeCTBAa H HAaBBIKH, KOTOPEIE BEITOHO OTIHYAROT Bac OT APYTHX COMCKAaTelel.
3. Why did you leave your last job?
Huxorga He OT3bIBATECH HETATHBHO O IIPOIINIBIX PaboTOMaTedxX, HHAYe Y Balllero HOBOr O paboToaaTens
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 GoifTech IMpH3HATh, YTO Y BAC €CTh H cladble CTOPOHBI. DTO TOBOPHT O TOM, UTO BRI OCBEJOMIEHHI O
CBOHX HEJIOCTAaTKaX H FOTOBHI HAJ, HHMH paboTaTh.
5. Scenario (BapHaHT pa3BHTHA COOBITHIT )
MOTYT IpeNIOKHTh CHTYAI[HIO, KOTOpPad MOKET BOSHHKHYTh Ha padouyeM MecTe, H KOTOPYIO CHeIyeT
pazpelmTs. HeoOX0omMIMO IIpeCTaBHTh TOUHBII, ITOIIATOBEII ITYTh PEIeHH IIPOOIeMBI.
B xoHIle cobeceIOBaHIA IIPeJOCTABAT BO3MOKHOCTE 3aaTh CBOH BOIIPOCHL:
Do you have any questions for us?
Bompockl MOTYT KacaTkCAd IIEPCIEKTHB Pa3BUTHA KOMIIAHHH, XapakTepa paloTel (HallpHMep,
MIPeyCMOTPEHBI JIH KOMAH/IHPOBKH HIIH IIepee3 ] B APYroil perHoH). I1pe mromoxmm, uro B MHTepHETE BEI
HaIlUTH HH}OPMAIIITE0, YTO KOMITAHH A IIPHHHMAeT YUYACTHE B €/KETOJHOI BEICTABKE, TJIE €€ IIPeICTABIIAI0T
HECKOJIBKO COTPYIHHKOB, B 00A3aHHOCTH KOTOPEIX BXOMHT ITPOBEIEHHE IIPe3eHTAII 1A IIOCETHTENell
BRICTABKH H 3HAKOMCTBO CO CTEHJIOM KOMIIAHHH. Hcrmombs3yd 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?

PaboTomaTeH Bcerga IEHAT OCBEJOMIEHHOCTh H HHTEpeC COHMCKaTeleil K JTrO00H IedTelIbHOCTH
K OMITAHH .
Tem He MeHee, eCTh BOIIPOCH, KOTOphIE HeIb3d 3aJaBaTh padoTojarento. HampHmep, He CTOHT
CITpaIIHBATh O pazMepe 3apaboTHOI IUTATHI:
What will my salary be?
OOBIYHO 3Ta HHpOpPMAIHA yKa3aHa B O0OBABIEHHH O BaKaHCHH. Kpome Toro, paboTojaTels ITOHHMAET,
YTO 3TO BAKHBIN LI Bac BOIIPOC, TIO3TOMY O pa3Mepe 3apadOoTHOI IUaTel paboTOodaTells COOOIIHT BaM
caM, IUIH e Bac MOT'YT CI[POCHTH, HA KAKVI0 3apIUIaTy Bl IIPeTEHIYETE.
B koHIle cobece JOBaHIA BaM cOOOIIAT O JaTe BTOPOro codeceToBaHHA (E€CIH TaKOe IIPeIyCMOTPEHO) HITH

O CPOKaxX HEBEHIGHI AGIU0APE e HITH padoToaaTeN .

B ompocrPIEARRIY MOACE0
Ceprudykar., ~2C0000043ESABBBO952205E FBAS0006000004 3E
snanend: 11OJFQTOBBTECE, K. QOCYABEHIIO TEOPETHYECKOTO MATEPHAA.
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.
Nencteutened: ¢ 19.08.2022 no 19.08.2023



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 TpaMMATHYECKHE ABIEHHA, XapaKTepHBIE HId TIPOQeCCHOHATHHON peuH, JIeKCHUYECKHE H
CHHTAKCHYeCKHe 0CO00eHHOCTH O(HIHATEHO-AETOBOI0 CTHILA B AHTIHICKOM S3BIKE.
YMETh: OIPEJEIATh CTIJIEBVI0 IIPHHAJIEKHOCTh AHTIHIICKHX TEKCTOB O(HI[HATBHO-JIEIOBOTO CTHIL,
BH/IETh XapaKTepHBIE CTIJIEBBIE YEPTHI, UHTaTh O(QHIHAIBHO-JETOBBIE TEKCTHI PA3IHYHON CTEIEHH
CIOXKHOCTH, CTPOHTh [JHAIOTHUECKYI0 H MOHOIOTHYECKVIO Peuysb C HCIIONb30BaHHEM Hanbolee
VIIOTPeOHTENBHBIX JIEKCHKO-TPAMMATHYECKHX CPEeICTBE B OCHOBHBIX KOMMYHHKATHBHBIX CHTYAI[HIX
o(pHIaTEHOT O OOIIEHH A, TIOHHMATE JTHATOTHUYECKYH H MOHOJIOTHYECKYIO PEUBb 110 H3YUEHHOI TeME.
AKTyalTbHOCTE TeMBI: 00YCIIOBIEeHA He 00XOHMOCTEEO oBIageHnd YK-4, OITK-1.
TeopeTHueckasd YaCTE:

CTIUIb HAIMCAHHA JeIOBBIX IHCEM MeHAeTCA OUeHb OBICTPO. C Kaik IbIM I'OJIOM OH CTAHOBHTCA ITPOILE
H MeHee O(HIMAIbHBIM. B HacTodllee BpeMsdA [eIOBEHIe KOPPECIOHIEHTHI H30eraroT YyIoTpeOIeHH T
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 BaXHEI He TOJNBKO B JIMUHBIX KOHTAKTaX, OHH BaXHBEI 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 TPAJHIIHI 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 oOparneHHe (Salutation or Greeting)

5. 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[HAIL 4YellOoBeKa, IMICABINErO IIOJT MHKTOBKY, HIH cekpeTtapd (Reference
Initials)

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

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

11. yKa3aHHe Ha IHI0, KOTOpoe II0 KEeIaHHI0 OTIIPABHTENd MOIKHO IIPOYECTh TAHHOE IHCHEMO
(Particular Address or Attention Line)

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

13. yKazaHHe Ha cChUIKY (Reference Number)

14. VKa3aHIe Ha KOITHIH, OTIIPABIeHHEIE B Ipyrue aapeca (Carbon Copy Notation, cokp. ¢.c. HIH 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, Telekca H Tenedakca. Homep pacyeTHOro cuera M Ipyrue OAaHKOBCKHE PEKBH3HTHL 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 .

PasMmellleHHEe PEKBH3HTOB HE HMeeT CTPOroi permamMeHTarud. OHAKO OOBIYHO HAMMeHOBAaHHE
OpraHm3alHi, IMPeMIPHATHA, GHPMBL H T.JI. JaeTCAd B BEpPXHEM JIEBOM IUIH ITpaBOM VIiIaxX, a ajpec,
TelnedoH, TeleKc H (akc B IIPOTHBOIIOIOKHOM YINY. BO3MOKHO Takxke PacIlONOKeHHe afpeca,
TelnedoHa, Telekca H (akca B HIKHEH YacTH 3aroloBka. ITox Ha3BaHmeM (HPMBI MOKeT OBIThH 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 coKpallleHHOM BHJIe 3alI0KeHO BEIpaxeHHe limited liability company T.e., KOMITaHHA C
OTPaHHYEHHON OTBETC TBEHHOCTBIO.

HHorza B Ha3RaHHAX (PHPM BCTpedaeTcAd H PYToe COKpalleHHe — Inc., YTO COOTBETCTBYET BHIPAKEHHEO
Incorporated , T.e. 3aperHCTPHPOBAHHBIT KAaK KOPIIOPAIHA, HAI[PHMEP:

International Office Equipment, Inc.

ITomuMO IIpe JocTaBIeHH A (QAKTHUYECKOH HH(POPMALIHH O (PHPME, 3ar0JIOBOK OIIpeelIeHHEIM 00pa3oM
XapakKTepH3yeT ee C APYroi CTOPOHBI: HeoORIUHAS (popMa 3arollOBKa, ero J3aiH, 5MOmeMa HpMEL (a
HHOTJfa H €€ JIeBH3), IIPHMEHEHIEe IBETHOI KPacKH, HCIIONb30BaHHe 0co00il OyMarH — Bce 3TO CO3/aeT
croeoOpasHeni oOpa3 ¢upmel. Ynrad ImckMO, BB, 0e3YCIOBHO, IIPEeX]ie BCEro, HHTEPECYeTEeCh €ro
COoZepKaHHeM, OHAKO HEBOIBFHO o0palraeTe BHIMAaHHE H Ha oOpMIEHHE 3ar0I0BKA, KOTOPOMY Cpazy
IaeTe BHYTPEHHIOK OLIEHKY, HHOTZA IIePeHOCA 3TY OLEHKY H Ha JeATeIFHOCTh CaMOil (PHpMEIL. Y JauHoe
PAacCIIONOKEHHe KOMIIOHEHTOB 3arojI0BKA, €ro OpPHITHHATbHAd ASMOlIeMa CIIOCOOCTBYIOT CO3JaHHIO
OIIarOIPHATHOIO BIIEUYATIIEHHA O (JHPMeE Y TeX, KOMY HallPaBIEHO ITHCHEMO. 3arolIoBOK O(HI[HAIEHOTO
IIHChMA IIpeAcTaRIdaeT co00il GHPMeHHBIN OIaHK, B KOTOPOM OCTAaeTCA YKa3aTh TONBKO ATy HaIFCAHIA
micekMa / date line: xoTtopoe OOBIUHO IleyaraeTcd cirpaBa. CYINECTBYIOT pa3lIHUHBEIE CIIOCOOBI ee
HaIlmcaHug. Tpa i OHHEIM OPHTAHCKHM CUHTAETCS CIIe YOI BApPHAHT:

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[H A K MHHIMAIbHOMY

VIIOTPeOIIEHHIO 3HAKOB IIPEIMHHAHHA B JAeII0BOH KOPPECIIOHIEHITHH, 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 eICTABHTEeIIeM aMepHKAHCKOH (HPMBI Kak 5 derpanrd 2013 roma, a IIpedcTABHTEIIEM
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OpuTaHckoil (HPMBI — Kak 2 Mad 2013 roma. 5To CBA3aHO ¢ OCOOEHHOCTAMH ITPOUTEHHS [1aT B Pa3HBIX

CTpaHax:
CIITA

2 /5 [ 13

MECAI] IEHE TOx

B emHKOO pHTAHIA

2 /5 [ 13

IIEHb Mecdll  TOf

J{onmyckaeTcs coKpallleHile 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 opraHu3aud mo CraxHmaprHiamui (ISO) peKoMeHIyeT
IOHOCTE IH(poBoe 0003HAUEHHE JaThl, IIPHUEM CHayala YKa3bIBaeTCA TOJ, 3aTeM MECHI[ H JIeHb,
HarpMep: 2013-09-06 won maxe cautHO 20130906, OgHaKo moKa 3TH (POPMEI IITHPOKOTO ITPHMEHE HIT
HEe ITOIYYIUIIH.
INSIDE ADDRESS
BHYTPEHHUH AJIPEC

AJTpec TToIy4yaTels IIHChMa HIH BHYTPEHHII ajJijpec ITOMeIfaeTcA Ha JIEBOI CTOpPOHe OlIaHKa ITHChMA H
COHepAHNT yKa3aHHe Ha TO, KOMY OHO HaIpaBIeHO H II0 KakoMy afapecy. IIHCEMO MoxeT OBITh
HaIrpaBiIeHoO ()HPME, H TOI/iAa CHAYala YKa3bIBaeTcA €€ HaHMEeHOBaHHe, a 3aTeM ajJpec B CIeXyroleil
IIOCIIEJOBATEIFHOCTH: HOMEP JOMA IIH 3/JaHHA H Ha3BaHHE YVIHIIE (Ha OJHOH CTPOKE), Ha3BaHIE Topo/ia
(Ha Apyrofl cTpoke). 3mech &e, eclIHM HeOoOXOMHMO, ITOMeIlaeTe IIPHHATOe O0O03HAUYEHHE IIOUTOBOTO
paiioHa. IIpm oOpareHHH K OpTaHH3all[HH, B HA3BAHMH KOTOPOH IIPHCYTCTBYIOT COOCTBEHHEBIE HMEHA,
aJpec IOIydYarend JEeTOBBIX ITHCEM O(QOPMIAIOT B 3aBHCHMOCTH OT CTPaHBI, B KOTOPOH HMeeT MECTO
TePeIHCKa.
HNHorga nepej HazpaHHeM (PHPMEI IIPHHATO CTABHTH CIOBO Messrs (cokpalleHHe (paHIy3CKOro CIOBa
Messieurs). DTo JeraeTcd B TOM clIyuyae, KOrAa B Ha3BaHHH (PHPMBI IIPHCYTCTBYIOT (paMILTHH KaKHX-THOO
JTHII, HaIlpHMeED:
Messrs John Brown and Co., Ltd
[Tocie 3TOro B TOI e IOCIeqOBATEIFHOCTH JAaeTCA aJpec OpraHH3aIlHH.
Messrs HHKOIJIa He YIOTpeOndgeTcsa IIpH oOpallieHHH K 3aperHCTPHPOBAHHOH KOMIIAHHH, Oy[p TO
yOIIHMYHad HMIH YacTHAd KOMIIaHHA. PeKOMeHIyeTcA HAIlPaBIATh KOPPECIIOHJIEHINNE0 HEIlOCPeACTBEHHO
TOMY JOIKHOCTHOMY JHITY, NIA KOTOPOTO OHA IIpeJHAa3HAUEHa, T.e. [HPEKTOPY-PacIopAIHTeINLo,
KOMMEPUECKOMY JHPEKTOPY (3aBeAyrolleMy OTHenoM cOBITa), VIIPABILIIOIIEMY  SKCIIOPTHBIMH
OIlepaIHIMH H T.Zl. B TaKOM clIyyae yka3bIBaeTcA Ha3BaHie (PHPMEI Oe3 oOparieHid K Heil. OHO CTaBHTCA
YacThI0 aJipeca TOUHO TakK ke, KaK Ha3BaHHE YIIHIILI HIH TOPojia.

B CoemiHenHrlx IllTarax Amepuxu ¢opma oOparmeHma Messis He yiorpeOmdgercda: 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 €ro (JaMIUIH, TO aJpecaT YKa3bIBaeTCA CIIe YIOIIIM 00pa3oM:
The Manager
The Hongkong Banking Corporation
- €CIIH K€ H3BecTHA (paMIUIHd AOJIKHOCTHOIO JTHI[A, TO OHA YKa3bIBaeTCd IIePBOI, IIOCIE YerO 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 mpmmenﬁmmmmpraﬂmamm Ecnn ke BBl HalpaBlgeTe IIHCHMO JE€IOBOTO COJlep/KaHHA

ﬁﬂﬂ? &5’?&? Qﬁ'ﬁg) CIIEOVET CHaualla d3dTsk (PaMHIHEO 3TOI'O CO HEKAQ, 34aTeM
CEI}THd}HHET ECEI'DFJI} 3ESAB 205 50 DEﬂEIfJDDdEE Ay YK q] TPy IHHKa,
Bnaﬂengﬂﬂgﬂﬁﬁ@%x 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 00s3aTelbHO VKa3blBaTh HMA My#xa: <«MIccHC
T(omac) B(payH). Korga HeH3BeCTHO, 3aMyKHSII HIH He3aMyKHAA KeHIMIHA, K KOTOpoil BaM HyXKHO
oOparuthca, BMecTo «Mmucey H «Muccue» cramo ynorpedmarsca «Mc». Korjma Brl coMHeBaeTecs,
ynorpebisgite «Mucc». Ecam BEl He yBepeHEL, KaKoro IIOla YelOoBeK, KOTOpoMy BEI IDMIIDNTE,
yIoTpeoiite «MHCTEPY.

3aTeM II0CiIe HMeHH OOBIUHO HJIET Ha3BaHHe JOIKHOCTH, THTYIIA, HAYUHOH CTeIIeHH H T.II. B 3TOM clyyae
MIHCPMEHHBLOI [IeJIOBOIl 3THKET TPeOyeT BBIOIONHEHHA CIEXYIOIHX VCIOBHII: HAa3BaHIE IOIAKHOCTH
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 IHIIeTC I IIepeI IMeHeM, BCe] 3a KOTOPEIM Yepe3 3aIllATYI0 MOKET CIeJIOBaTh
o003HaUeHHEe JOIIAKHOCTH.

ITocie coxpareHHOro o003HaYeHHA HAyUHOI CTeIleHH TOUKA MOKET He CTAaBHThCA.

Dr Michael Lurvey, Director  JJoktopy Maiikny JlepeH,

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

B AHTIHH HHOI[JA IIOCIIE (l]ﬁl\-ﬂ[]]][[[ MOKET CTOATE CIIOBO Esq., IIEpEed KOTOPEIM CTOHT 3alldTad. B sTtoMm
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 MONMKHOCTH IMHIIETCI C OIIPEAelleHHbIM
APTHKIIEM:

The Chief Accountant, ['mapHOMY OyxXrantepy BpHTHIII

The British Engineering OHTKHHHPIHT

Co., Ltd. Kanvmamm JImvorre

OIHaKO TaKkoe HaIlHCcaHHe BO3MOAKHO TOJIBKO TOr/a, Korja Bl aGCcOMOTHO YBepPeHBI, UTO 3Ta JOAKHOCTh
ABJIAETCA e JMHCTBEHHON B HHTEPECYIOIei Bac opraHu3anui. Hampimep:

The Chairman ITpencemarens

The President [Ipe3nmeHt

The Managing Director JHpeKTOp-pacIopATHTEILE

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. K avmmags JIHMHTE T

Ecm IDICBMO aJpecOBaHO JIMIY, Yeil TOUHBLOI agpec HEH3BECTeH, OHO MOJKET OBITh HallpaBIeHO B

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

3TO IMCHMO. B TaKHX cIydasdx Iepel] Ha3BaHHeM OpPraHH3allHH, TOPIIIpeacTBa, (PHPMEI IHIIYTCA CIOBA

«Care of “ (=1n care of), KOTOpEIe O3HAYAIOT ‘‘HA ITOIEUEHIEe”, T.€. II0 aJpecCy.

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 56549 e e [{Paq]cma 00M3aTelsHO, 0COOEHHO, ITOCKOIBKY Ha3BaHHA He O0IbIIHX

HEOO
Ceptwcomkatr: 2C0000043E

2
Bnaﬂmg;ppng}ggammﬁiﬁf%%%? EEEEJ]IIB‘:DﬁpI]?TEl}HHI CYIIeCTBYIOT JBa PHUMOH/A: OJHH B IpadcTiBe
Cyppeii, a apyroii — B rpadctee Hopkimp).
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B BemHxoOpHTaHHH IIPH HAIHMCAHHH IIOYTOBOTO ajpeca peKOMeHIyeTcsd INCaTh Ha3BaHHe ropojia
IPOITHCEE0, 3aTeéM MEIKO Ha3BaHHe I'pad)cTBa, 3aTeM ITOUTOBBEIN KOJI )CHCTeMA KOTOPHIX HeJaBHO OFIlIa
BBeJleHA B cTpaHe). Hammcanie Koma B aJgpece YCKOpAeT JOCTABKY H IT03BOJIeT oOpabaTeIBaTh ITOUTY C
TIOMOIIEF0 ABTOMATOB.

Korma rmceMa ITOCEIIATCA B APYTHE CTPAHEI, HYKHO BCEIJia IHCATh Ha3BaHNe CTPaHEBI, JaXke eCII 3TO
CTONHI[A CTpaHEl. CYIMeCTBYeT HanpuMep ,JIOHIOH B AHTIHH, 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/a IIOCEUTA0TCA IHChMAa B AMEpPHKY, HY/KHO 00A3aTellbHO YKa3kIBaTh Ha3BaHHeE
IITaTa Iocle HA3BAHILL TOpoja, Kak ykaszaHo. ITocle HasBaHIA ropoma Hero-Ilopk HyKHO 06M3aTelIbHO
yKa3aThk Ha3BaHHe InTaTa: Hiro ug | OpK IH HEero-/[KepcH.

B oduImamsHON Iepellicke BO3MOKHA TaKad CHTYyaIld, KOrjJa BEL IIPOCTO He 3HaeTe, KeM OyHeT
paccMarpHBareCA Ballle ICEMO. B 3TOM ciIyyae Ha IIOMOIIbF BaM IIPHJET JOBOJIBHO IIOMYIIAPHAL B
AHTTIOA3RIUHEIX CTpaHaxX GOopMyIIa:

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 YEJIOBEK H H3BECTHO JTHIIE €TI0 HMA.

OPENING SALUTATION (GREETING)

BCTYIIUHTEJIBHOE OBPAIIIEHHE

BeTymmrenmsHoe oOpallleHHe IIpefcTaBIdAeT CcoOOH  OOINENPHHATYI0 CTAaHZAPTHYVIO  (QOpMY,
SABIAIOINYIOCA HEOTHEMIEMOH YAacThHI0 ATHKETA JEIOBOro IMchMA. OHO IMOMEINAeTCd Ha JIEBOH CTOPOHE
OllaHKa ITChMA H IMHMIINETCA HA OTHAENBHOI CTPOKe. B MeToBOil KOPPECIIOHAEHI[HI TIPHHATO HECKOIBKO
(hopm oOparteHIii, pa3mYAOIIIXCI CBOeH «TOHATLHOCTRIO». B IMChMaxXx K (HpMaM H OpTraHH3aI[HIM
OOBIYHO YVIIOTPeOIIAIOT CIIeIVIOIIHE (POPMYIIEL:

Dear Sirs, (3To oOpallleHHe XapaKTepHO NIA IePeldiCKH B BelHMKoOpHTaHMH, IIOCIE HETO CTABHTCH
3aIrATasd)

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

CTporo o(pHIHaIRHO 3BYYAT BEIPAKECHILT.

Sir: Sirs:

Madam: Mesdames:

MeHee OQHIIHATEHO BOCIPHHHMAROTCSA CIIe IyFoIHe (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 aJipecyeTca XOPOIIO 3HAKOMOMY
JTOJIKHOCTHOMY JIHITY — MY/KUIHE.

Dear Madame, — IHCHEMO aJIpecyeTCs AKeHIIHHE HIH JIeBVIIKE.

Dear Mrs.Brown, —IHCEMO aJipecyeTca XOPOIIO 3HAKOMOMY
- JOIKHOCTHOMY — KEHIIHHE.
Dear Ms.Freizer, — IHICBEMO agpecyeTcsa XOPOIIO 3HAKOMOMY

TOILKHOCTHOMY IIHITY — He3aMYKHeH KeHIIHHE.
Dear Sir/Madame, — IIHCEMO aZpecyeTcA TOTKHOCTHOMY JIHILY,

H aBTOPY HEH3BECTHO, ABIIETCS I

JOILKHOCTHOE JIHI[O MYAKUHHON HIH KEHIIHHOIM.
B aMe pHKaHCKH X IIHChbMAaX HCITOIB3YIOTCA CIeQYIOIIHE BCTYIIHTEIbHbIE OOpaIleHHA:

Gentlemen:
Dear Sirs: ITHCEMO aJIpeCcOBaHO
Dear Gentlemen: KOMIIAHHH B I[eJI0M
AIOKYMEHT MOAMMCAH
Dear Mr, By HoV NOATMGRE-y Mo ampecosaro
Ceptudigkar: 2C D[ﬁigdBEEAB_BBQEEEDEE?BAEDDDEDDGDD
Bnagen car ;ﬁu Loua MEHEEHQMEI[EHEHM HOJIAK-
Dear Miss Brown: HOCTHEIM ITHI[AM

- BODY OFTHELETTER
Nencteutened: ¢ 19.08.2022 no 19.08.2023



TEKCT IIHCBEM A

OCHOBHOE COJiepkKaHHe IMHChMA — TEKCT — HAXOAWTCHA B 3aBHCHMOCTH OT IIeJIeil erO HAaIlHCaHHA.
OpmHako, B mo00oM caydae, B TieproM ab3alie mickMa ()OpMHPYeTCSA BCTYIHTEIbHBII KOMIUIMMEHT. TaKoii
BCTYIMHTENBHENT KOMIDIHMEHT MOJKET BRIPAKaTh OIaroJapHOCTh 3a IHCHMO (€CIIH HAIpPaBIAETCA OTBET),
IIPH3HATENBHOCTh 3a IIArM, HallPaBJIeHHBIE HA B3aHMHOE COTPYIHHYECTBO (TakikKe, €CIIH 3TO OTBETHOE
MOCIIaHne), OlIarokenareIbHOe COOOIEHHe O TOM, UTO ajipecar ABILAETCS H3BECTHBIM B CBOEH OTpaciH
MpeIIPHATHEM, OpraHm3anueil, GUPMOIi H T.A. (€CIH IMHMCHMO IIOCBITAETCSA BIIEPBEIE), COOOIIEHHE O
PaocTH, KOTOpasd BO3HHKAET 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

mHChMa. EcaH 3T0 cyry00 HH(OPMATHBHOE IICEMO O XapakKTepe JAeATEeIbHOCTH OTIIPABHTEN L, TO KPaTKO
H3JIaraeTcad HCTOPHA BO3HHKHOBEHHA IIPEeMIIPHATHA, OPTraH3allil IIH (HPMBI OTIIPABHTENS, HX
Pa3BHTHA, CYIMHOCTh HEATEIBHOCTH B HAaCTOAIIee BpeMd (Poinb Ha PHIHKE, OOBEMBI pealH3allHH I
HEKOTOPBII IpPyroil CTaTHCTHUECKIOT MaTepHall, He ABILTFOINHIICA KOMMepPuecKoH TaiHoIl.) Ilocie uero
dopMyImHpyeTCcA IIPeIOKEHHE O COTPYIHIYECTBE, IIPOIake IapPTHH TOBAPOB, OKa3aHHe YCIYT H T.J.
EcH IDICEMO HOCHT OTBETHEIN XapakKTep, TO B 3aBHCHMOCTH OT IIEPBOHAYATBRHOTO IIOCTAHHA OT
3apyOeKHOIH CTOPOHEI, BO3MOKHEL OTBETE HA ITOCTABIIEHHEIE B ITHChME BOIIPOCH], BEICKA3bIBAETCA MHEHIE
O BO3MOKHOCTH JANbHEHINEro COTpyAHHUecTBA JMOO 00 OTCYICTBHH TakOH 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, VINEMIIAIOIIIE ITPABAa OTEUECTBEHHOH CTOPOHEI, TO BCTYIHTENBHELNI 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 ITOMHEIH PAa3pEIB OTHOIIEHHI, He JTOMAKHEI HOCHTE Pe3KOro Xapakrtepa. B 3ToM ciyuae
YMECTHBEI OOOPOTHI THIIA. «C COMKAJEHHEM BBIHYAJEHBL ITPEePBaTh HAIM [JATBHEHIIIE KOHTAKTBD?, «K
HaIlleMy COKATEHIT0, 3TO ITOBIEYeT 3a OO0 HeoOXOIHMOCTh oOpaIeHHd B CyAeOHbIe OpraHsD H [Ip.

OO01asd xXapaKTepHCTHKAa OCHOBHOH YacTH [IeIOBOrO IMHChMA  JOMKHA OTBeYarh TPeOOBaHMAM
B3BEIIIEHHOCTH, KPAaTKOCTH, MOCTYIITHOCTH H OJHO3HAUHOCTH ITOHHMAHHA TeKCTa. TeKCT MJOoIKeH OBITh
Pa30HT Ha CMBICTIOBBIE A03allbl, UTO OONMeryaeT oOpadboTKy KOPPECTIOHAEHIMII H BOCIIPHATHE COHEPKAHIT
TekcTa. [IpH moaroroeke Texcra HaHOONIee IEIeCOO0PA3HO HCIIONB30BATh YCTOABIIHECS IMHCHMEHHEIE
IIITAMITBI, KOTOPBIE CIIOCOOCTBYIOT IIYUIlleMy IIOHHMAHHIO TEKCTa, €r0 VHH(HKAIIHH B OIPeIelleHHOIN
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. [13IHIIHE TOBOPHTH O TOM, UTO TEKCT ITHCHEMA JOMKeH OBITH BEIUMTAH Ha IIpeIMeT HAJHUH A
opdorpadgruyecKHx OIIMOOK H OITleUaTOK — OHH a0C OTEFOTHO HMCKIFOUAKTCA!

B 3akmoueHHie OCHOBHOH YACTH IDICEMA JOIKEH COJEePKAThCAd 3aKIFOUHTEIBRHBIT KOMIUTHMEHT.

Taxoil KOMIUIMMEHT IIPH3BAH BHECTH BOCXOJAIIIOI 3lIeMeHT B (PHHAIBHYE) YacTh ITHCBMa H ITOMOYb
copmMIpOBaTh ITO3UTHBHOE MHEHHE O IIHCHME H €r0 aBTOpPax.
Tak, TpagHIMOHHEIM SBIAETCA BERIpAXKEHHE HANEeAKIR HA MANBHEHINlee COTPYAHHYECTBO, HA TO, UTO
H3T0KEeHHAd HHPOpMAaIMd B IMMChMe OyeT ITohe3Ha H IIOCHYAHT B JAIbHEIIleM NI pacllHpeHHd
B3aHMHEIX CBa3eil. B 3aBHCHMOCTH OT YPOBHSA IIOATOTOBKH IDIChMA, BaKHO BKIFOUHTH (ppa3y THIIA
«IIONIB3VACH CIIYUAEM, €Il pa3 IIPHMIITe HAaIlH YBEPEHHI B TOTOBHOCTH JATBHEHIIETO B3aHMOBEIT OHOTO
COTPYIHIYECTBA», «MBI C HAEKJOH CMOTPHM Ha MePCIeKTHREI HAIIETO JABHEHIIET0 COTPYIHHYUECTBAY
H T.0 Ecmn ImceMo ajipecyeTcsd ITONYYATelto, ¢ KOTOPHIM eIle He OBUIH YCTAHOBJIEHBI [EIIOBEIE
KOHTAKTEI, TO 3aBEePIMHTF OCHOBHYVIO YAacThb MOKHO VBEPEHHOCTRIO B TOM, UTO IIPeIOKEHHAI,
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 CIEIOVET
Ceptud 6& ECDDDI}M JESABEBO952205E7BAS00060000043

Bna,qcngﬂg %ﬁ%%%g&%@MIM&HTH B sToMm CIIYHAE MOKHO C@DPI\{}’]]IIPDBHTL Domee ﬂﬁCTpElI{TI{B]II
3AKIIOUHTEIIFHEIT KOMIIIMMEHT H CBECTH €ro K qlpﬂgﬂlﬂ THIIA «OTHOBPEMEHHO MBI CEHJICTCIIECTEVEM

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

B 0 MHOTHX cIy4yasx Ilepel 3aKIFUHTeIsHEIM KOMIUIHMEHTOM B IIHCEME IIPHCYTCTBYET (pa3a, B KOTOPOIT
cooOIaeTca HoMep TeledoHa, (amMIUIHA M JTOIKHOCTh JIHI[A, KOTOpOe MOITO OBl OTBETHTh Ha BCe
BO3HHIKAIOIIIE BOIMPOCHL. IIpn 3ToM Takafd ¢ypaza TaKke CTPOHTCSA B MaKCHMAIBHO A00pOoKeIaTelIbHOM
TOHe» IIPH HeOoOXOMHMOCTH He OTKa3blBaiiTe B BO3MOKHOCTH IIO3BOHHTH HaIlleMy MeHeKepy IIO
BOIIPOCAM pealmH3aIiiH H YTOUHHTh BCE BO3HHKAOIIIE BOIPOCHD». 37eCh Ke YKa3bIBaeTcsAd HOMeEpP
TelnedoHa.

COMPLIMENTARY CLOSE

3AKJIFOUYUTEJIEH A5 ®OPM YJIA BEJKJIMBOCTH

B IenoBoii ImepellicKe IIPHHATA OIMpeielleHHasd (opMa 3aBepIlleHHA IHNChMA HIIH TeleKca, T.e. BCIeJ 3a
OCHOBHBIM Te€KCTOM ITHCEMA ClIeAyeT 3aKIFUHTeIbHAA (popMylIa BeKIHBOCTH, KOTOpPasI pacIiojaraeTcs B
IIPABOI YacTH IMcTa. 1o cBoeMy CTHII H TOHY 3aKIHUYHTEIbHEIE (POPMYIIEI BeKIHBOCTH TOIKHEL OBITH
TapMOHHYHBIMH O0pallleHHI0 H OCHOBHOMY TeKCTY IIHChMA. TaK, eCIIH IHChMO HAUHHAETCA CIOBAMI:

Dear Si1s, YeaxaeMsle rocioaal

Gentlemen: I'ocmtoma!

TO IIPeIIOYTHTEILHEIMH OYAYT 3aKITFOUHTEIbHbIE (OPMYIIBL:

Sincerely yours ckpenHe Baiir

Y ours faithfully C yBaKeHIEM

Hamnbolee pacipocTpaHeHHBIMH SBJIAIOTCA CIIeTVIOIHe (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 TOHKOCTh B OTTEHKAX 3HAUEeHMil: ecim B ImckMax H3 CIITA Yours
ABIIETCSA IIEPBEIM KOMIIOHEHTOM coueTaHHsd Yours faithfully, To oTHolmeHme K ajapecary MeHee
o(pHIaTsHOE, a €CIIH BTOPHIM KOMIIOHEHTOM 3aKIHUHTEIBHON (POPMYIIEI, TO 3TO HeHABI3UHBHIT HAMEK
Ha HeOOXOMIMOCTE CYOOPIITHAIIHH.

Kak yxe OTMeUanoch, aMepHKAaHI[LI CKIOHHBI CHIKATh (POPMATBPHOCTh KOPPECIOHAEHIMMH H YacTo
HAUMHAIOT [eJIOBBIe IMChbMa C OOpalleHHd II0 HMeHH. B 3TOM ciyuyae 3aKIFOUHTeIbHad QopMyla
BEJKIHBOCTH HMeeT MeHee O(pHITHAILHEII XapaKTep:

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

OpHako Takme GopMyIsl 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{eIToBEIE IIIChMA IIOIICHIBAIOTCSA OT PYKH UEpPHIUIAMI, YeTKO H pa3bopurpeo. [Tommice Bcerga JOIKHA
OBITE OJHHAROEAT OOMCAHIIO. [Iox TOMIMCBEI0 OOBIYHO IleyaTaeTca (aMHIIHA M JOIKHOCTB

TTOJIITICHIR ero O CPMO'C [Ton  3aKIFOUNTENBHOIT (OPMYIOH BEXKTHBOCTH (BBIE IIOJIIHCH)
Ceprudbikat: 2C0000043E9ABBBI52205E 7BAS00060000043E

Bnanend DOTHECEH BIMIT I IEUATAETCA Ha3BaHHe (DHPMBI IV OPraHH3aIiH, 32 KOTOPYEO ABTOP IIO/IHCHIBAET
ITHCBHMO.
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EcIH aBTOp IMOMIIHCHIBAET OT HMEHH H 10 IIOPYYEHHI0 KOMITAHHH HIH JPYTOro JHIA, YIIOTPeOIIr0TCA
caroBa the per pro = p.pro = p.p. (short of procurationem) «Io HOBEpPEHHOCTH» IIepe]] Ha3BaHIEM
KOMITAHHH HIIH (paMIUIHEe. DTO COKpallleHHA OT JaTHHCKOTO BEIPaKEHHA “TIO0 JOBEPEeHHOCTH . 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. ECTH IDICHBMO IIOIIMCHIBAETCA 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 IevaraTs Ha3BaHHe GHpMEI (B/O) ¢ mpemroroM “3a”, 3aTeM IIOIHCE. Hammpmvep:

Yours faithfully, C yBaXkeHIEM,

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

(L.Pavlova) (1.I1aBmORA)

Director JpexTop

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 ITHCEMA IIPOCTABIAIOTCA HHHITHATEI 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
CAeNIaTh VKa3aHHE HA IPIUIOKEHIE K IHCHEMY. OTO YKa3aHHe IIeYATaeTCAd B JIEBOM HIKHEM VIIY BCIE], 34
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 yiioTpeOngercsa n ero cokpaieHne — Encl. Ecimn nMeeTcA
HECKOIbKO IPIIOKEHII, TO YKA3BIBAET CA HX UHCIIO.
2 Enclosures:
2 MIPIWIOKEHH A

2 encl.:
PexoMeH TyeMyiEpe WIEIATAHTOKYMEHTEI, IIPHIIaracMele K MHCEMY. [IpH mepe rcIIeHHH BCe CIIOBA, 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 BCTpedaeTcd OH HHOIJA, IIPAaBHa, BCTPEUAETCS B
KOMMEPUECKHX ITHChMAX, KOTJA IHINYINHII X04yeT 0Cco00 BBIJETHTH BOITPOC, OOCYATAEMBIi B IICHME.
[TOCTCKPHIITYM HAUHHAETCA C JBYX 3ariIaBHBEIX NaTHHCKHX OykB P.S. mnm PS ( = maT. post scriptum
“Ilocme HammcaHHOIO') H pacIiogaraeTcid B JI€BOH YacTH IHChEMa HIH YKa3aHHI Ha IIPIIOKEHIHE.
ITOCTCKpHIITYM, KaK IIPABIUIO, He TTOMIHCEIBAETCA, B €T0 KOHI[e aBTOP MPOCTO CTABHT CEOH HHHI[HAIEI.
Pegko, HO B KH3HH BCTPEYAOTCA HEIPeBHIAECHHEIE OOCTOATENLCTBA, KOIJAa IMHCHMO Y&KE€ TOTOBO K
OTIIPABKE, HO IIPOHCXOIHUT COOBITHE, O KOTOPOM HEIIPEMEHHO HY/KHO COOOIHTE. Harrpimep:

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 BCTYIIHTeIbHOro oOpaleHHs. Ero Bcerjia BHIAEIAOT, YTOOERI
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 HeoOXOIHMOI JOKYMeHTAIHH JeI0Basd
KOPPEeCIIOHJIEHIMA OOBUHO HMeeT CBOH PperHCTpPaIHOHHEIN HoMep. Homep MOKyMeHTa, Ha KOTOPHIIl
CCBUIAeTC aBTOP ITHCHEMA, HJIET ITOCIIE CIIOB

Our ReferepoeymEBundgeihicNo)
Y our RefSfe et 1 POUPREP

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

BnanendOTOPRIE, KAK-IIDABIIQ, IIHILYTCS PAIOM CO CTPOKO JATHI WIH HaJl BHY TPEHHHM apecoM.
Ecmn maHHasd HHQOpPMAI[HA OTCYTCTBYeT, TO aBTOP IMMChMa MOKET CCBUIAThCA HA HOMep JOKYMEHTa 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 OIH-/IBa HHTepBala HIKe YKa3aHId Ha IIPIUIOKeHHe K I CchMY. Hamprimep:

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 IICEMEHHOM JIeJIOBOM 3THKETE HeT eQHHOro oOpa3l[a pPacIloNOXKeHHA BceX 4YacTeil
nHchkMa. CYIECTBYET HECKOMBKO (pOpM, M3 KOTOPHIX HAHOOIEee YIIOTPeOHTEeIbHEIMH ARIAOTCA JABE.

1. Briounas popma (Block form ). OcHoBHAaA 0COOEHHOCTE 3TOH (JOPMEL JETOBOTO IIHChMA 3aKIIF0OUAETCA B
TOM, YTO BCE €r0 YacTH, 3a HCKIHYeHHEeM aJpeca OTIIPABHTEN L, 3aKIFOUHTEIFHON (POPMYIIBI BEKIIHBOCTH
H TIOJITHCH, HAUHHAITCA HEIIOCPEJICTBEHHO OT Kpad JIeBOro Ioind, OpocaeTcs B I1a3a TaKKe OTCYTCTBHE
KPacHOIl CTPOKH B Hauaie Kaxmoro ab3ara.

2. CymiecTByeT H Hpyrad ¢opma PpaclioIOXeHHd IMHCEMEHHOTO MaTepHana, Korja CTPOKH ajpeca
OTIIPABHTENA H J[aTa, a TakKe aJpeca IONy4yareld H 3aKIFOUHTEIBHOH (POPMYIBI IeUaTAROTCA C
oTcTynamMi. OCHOBHOI TeKCT IMHMChMA TakKke IleyaTaeTcd ¢ abO3al[HBIMH OTCTyIIaMH. OTa ¢dopma
Ha3eBaeTcA “3yOuaroil”’ (indented mm step form)

B xoMMepuecKoil KOPPEeCIIOHIEHIHH CYIIEeCTBYIOT H JPYITHE CIIOCOOBI KOMIIO3HI[HOHHOTO O(OPMIEHHA
IEIOBOrO IMIChMAa. HeKoTophle M3 HHX — HeOOBIUHBIE, OPOCKHE — HCIIOIB3YHOTCA A 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 ...
brarogapum 3a Barre ImcsMo
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...
I 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 TEIeTrPaMMEL OT ... and 1n confirmation of our cable of...

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

B arrrero Tenekca. .. telex...

CBA3VIOIIHUE SJIEMEHTBI IIMCEMA  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?&f’@%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 aJ{pecC MOTYYAT e IHChMA (BHYTPEHHHIT aZpec).

4. IIpHBETCTBHE.

5. OCHOBHOH TeKCT ITHCEMA.

6. 3aKIrounTeIbHAA (pOopMyIIa BeAKIHBOCTH.

7. Ilommice.

8. YKa3zaHHe Ha IIPHIIOKEHHE (ECIIH HMEETCH).

Ilome3nsle BEIpaxkeHId B menoroil mepermicke (Helpful Expressions imm Business Correspondence):
ITpocsOrl  (Requests), BripaxeHme cooOmieHnsd, BripaxkeHne Hamexasl (Expressing Hope),
brmarogapHocts (Gratitude), M3puHenmsa (Apologies), BripakeHHe HeyIOBIeTBOpeHHA (EXpressing
Dissatisfaction), OTBeTHEI 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 OTPAKAETCA TO, UTO OHA IIPEICTABIIAET cOOOM IMApTHEPCTBO JIBYX IIH Oomee
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 oOparieHH  (H B KaKHX CIy4adx ) YKa3eIBarOTCA mepe haMIuTieii ajgpecara?
8). HaromimiTe ITpoH3BONBHEIN BapHaHT ajapeca rmonyuarend B CIITA, BemxoOpuranmi, Kanazge, oIHOIl
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 FOHOIIIEH H JIEBYIIIEK.

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 ¢ IOATBEPAJEHHEM YCIOBHII IUIaTexa, oOpaTHR BHIMAaHHE
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 cRoeMy 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 Can Jlmnvmrem», JloHgoH C.B.5, KenH BHkTopHA 25, HA HMA MeHeIKepa II0
3KCITOPTY,

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

B) Ha ¢pupMmy «J[xoH EpayH», MyOnHuHad KoMIlaHHA, B JIOH/IOHE (CeBepO-BOCTOUHEII CeKTOp 5), IO
yie XomxbopH, aoMm Ne27, r-HY J[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 Xemrormp, yia. bur Poyz, mom Ne33, dupme «Cyvurr u Can JIT. B HiMaHmzo T-
Ha bpayHa.

8. Write thecapesingsatutations and the complimentary closes 1f 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 HarmcaHo 25.4.2012, dgupme «bpayn Bpazes JITay» mo ajgpecy: AHTIOA, rpad)cTBO ﬁﬂpﬂ[mp,
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
CBelleHHA. B 3aKiIroueHHe BEIpa3HTe HaJeKAYy, UYTO YCTAaHOBHTe C (PHPMOH IUIOAOTBOPHEIE EIOBEIE
OTHOIIIEHH .

b) IIucemo Hammicano 21.11.2013, ¢upme «Jlom Koy (ImybnnuHas KoMITaHHA) IO agpecy: HoOTTHHTEM,
yimaia buMoH Poya, moM Nel S, mo moBoay X 3ampoca oT 1.11.2013. OTBeThTe, UTO BEI ¢ YJIOBOIECTBHEM
IIOCEIIAeTe MM ITOCIIE THII KaTalor H IPeHCKYPaHT.. .. .

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 Metan Ko» B AHIIHEO, UTOOR OHO OBIIIO ITPEJAHO T-HY
CMHTY.

Anpec: JloHmOH (ceBepHBIi cekTop 6), ymmia Xaireiltr Bect Xmmi, goM 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.

Opranm3aioHHad GopMa 3aHATHA. TPAIIIIHOHHBLT CeMHHAP.
I{ems: ¢opMIpOBaHIE Y CTYIEHTOB PEUEBOI, SBBIKOBOI H KOMMYHHKATHBHOH KOMITETEHI[HI LA
OCVIIECTBIEHHS JIEIOBRIX KOHTAKTOB.
B pe3yinbsTaTe OCBOEHHE TEMEI CTYIEHT JTOKEH
3HATh. OCHOBHEIE I'PaMMAaTHUeCKHE ABIIEHHA, XapaKTepHBIe LA IIPOQe CCHOHATBHOMN PeUH; JTeKCHYe CKHe H
CHHTaKCHYeCKHe 0CO00eHHOCTH O(QHIHATEHO-AEI0BOI0 CTHILA B aHTJIHICKOM A3BIKE.
VMETh. OIPENeNdTh CTIUIEBVIO TIPHHAIEKHOCTh AHTIHIICKHX TEKCTOBR O(HIHAILHO-JIEIIOBOTO CTHIIA,
BHeTh XapaKTepPHBIE CTIUIEBEIE YEPTHI, UHTaTh O(HIHAIBHO-IETOBEIE TEKCTHl Pa3HYHON CTelleHH
CIOKHOCTH, CTPOHTh [JHATOTHYECKYED) H MOHOIOTHYECKYI0 Ppeub C JHCIIONB30BaHHeM Hambolee
VIIOTPEOHTENFHEIX JIEKCHKO-TPAMMATHUYECKHX CPeJICTR B OCHOBHBIX KOMMYHHKATHBHEIX CHTYaI[HAX
o(prIamsHOr 0 OOIeHH A, TIOHHMATE JTHAIOTHUYECKYH H MOHOJIOTHYECKYIO Peub IT0 H3YUEeHHOI TeMe.
AKTYaTbHOCTE TEMBI: 00YCIOBIE€HA He 00XOHMOCTEE0 OBIaeHHd YK-4, OIIK-1.
TeopeTHueckasd 4acTs:

BHEI IeIOBOH KOPPeCIIOH/EHITHH

Kaxmoe enoBoe IICEMO ITHINETCA C OIPEAEIIEHHOH IIeNbI0, BhIpPAKAIOIee HAMEPEHHE ABTOPA, T.€.
nepeaaTh WIH IMONYYHTh HHQopMalniw. C olpefieleHHON Toleil YCIOBHOCTH BCe MHOMKECTBO JIEIIOBOIL
KOPPECIIOHIEHINI MOKHO Pa30HUTh Ha TpyImisl. [IepByro rpymmry o0pa3yroT AeIOBbIe THChMA, CBI3aHHEIE
C pacimpocTpaHeHmeM HHGpoOpMalmi. JlemoBad [OeATeIbHOCT: IIPEIIONaraeT PacIipoCTpaHeHIHe
HHPOPMAIIMH B CBM3H C PA3MHUYHBIMH IIPHUYHHAMH. HeOOXOMHMOCTBEIO Ilepeaud O(HIHAIbHOIT
HH(pOpMAINH (HH(GOPMAIHOHHBIE IHIChMA), He00OXOMMOCTEI0 HH(POPMHPOBAHUS MAPTHEPOB IO OH3HECY
H 3aHHTEPECOBAHHBIX CTOPOH B IIPOBEJAEHHH TeX WIH HHBIX MEPOIPHATHI HIH O CVIIECTBEHHBIX
COOBITHAX B cdepe HX HHTEPeCOB (IIHCHMA-H3BEINEHHA, ITHChMA-IIPHIIAIIEHHA, IHCEMAa-YBe IOMIEHH,
IIHCEMA-COO00INeHH), HeOOXOMHMOCTHI HH(POPMIPOBAHI ITAPTHEPOR H IIOTEHI[HATBHEIX ITIOKYIIaTeIeil i
ImoTpeOHTeNel O IMpeIoCTaBIAeMbIX TOBapaxX M ycIyraxX (IHChMA-TIpeUIoKeHHA, pekiIaMHbIe IHCHMA).
Kak ImpaBmiIo, JIeTOBEIe ITHChMA JAHHOH I'PYIIIEI HOCAT HHHITHATHBHBL XapaKkTep.
BTopyr rpyimy oOpa3yiroT [elIOBEle IDICEMA, CBA3aHHEIE C oOpalmeHHAMH K TeM IIH HHBEIM
OpraHm3aIpiaM, IpemIpHITHIM, ¢(HpMaM (B TOM UICIIe H IlapTHepaM II0 OH3HEeCYy) B CBS3H 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 CICICTEBHEM ITOIIVHUCHHA HECIOBEIX ITHCCEM,
Ceptudmkar: © 2C000004 3ESABESBO52205E7BASQD06000004
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MIPOTHBOPEYHIT H OTPAKAOT PA3HUYHYI0 CTEIleHh H TIIYOHHY ITPeTeH3Hil (OT ImHCeM-HAIlOMHHAHII 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 HEOOXOJUMBIX KOHTAKTOB, CO3JaBasd
HeOOXOMIMYI0 STHYECKYIO H IICHXOJIIOTHUECKYIO Cpedy BeeHH 1 OH3Heca.

HudopmaronHoe micsMo (Informative note)

HNH(}opMallIOHHOE IIHCEMO — [IEIOBOE ITHCHMO, COJiep/Kalliee CBelleHHA O(QHI[HAIFHOIO XapaKTepa.
N H(opMaliioHHbIe TTHChEMA OOBIYHO HOCAT THIIOBOH XapakTep H, KaK IIPABHIO, PACCHUIAIOTCA OPraHaAMH
BIIACTH M VIIPABIEHHS PA3IHMUHBIX VPOBHEH ITOABEIOMCTBEHHBIM OPTraHI3AIHAM IUIH OpTaHI3aI[ILIM,
NEeATEIIPHOCTH KOTOPBIX KacaeTcd cojepxailadcad B HHX HHPopmamii. B HHOOPMALHOHHBEIX ITHCBMAaXx
MOT'YT OYKBAJIbHO IIPHBOJHTHCSA T€ IIH HHBIE IOJIOKEHHS ITPABOBBIX JTOKYMEHTOB, MOTYT COJEPKATHCA
PEKOMEHJIAIMNH, IIPEUIOKEHHA H Pa3biACHEHHA 110 HX IIPHMEHEHHIO B OIPeJEIeHHBIX CHTYaIix. B
OTHEeMbHBIX CIYYAdX HH(POPMAI[HOHHEIE IIHChMA MOTYT COJIePAKATh IIPHIOKEHHA (COOCTBEHHO ITPABOBEIE
ITOKYMEHTHI, METOIHYE CKIHE YKa3aHH I H pa3bACHEHIA H T.I1.).

O0peM HHPOPMALFOHHOTO I chMAa KonedlIeTca OT OAHOro ad3ana a0 ABYX-TpexX cTpaHHi(. Kak mpaBmio,
HH(OPMAIHOHHBIE ITHCHMA IO CEIBAFOTCA PYKOBOHTEIEM PACCHIIAOIIE HX OpTaHH 3aI[HH.

IIrcemo — cooObienne (Notification)

ITrceMO-coOOIIEHe — eIOBOEe IMCHMO, COIEpPAKAIlee CBEINeHHA O KaKHX-THOO COOBITHAX H (PaKTax,
MPeACTARIAOIINX HHTEpec, KaK [NId aBTOpa, TaKk H id axpecara. IIHcEMO-cooOIlmeHne OOBYHO
HAuHHAaeTCAd C OOOCHOBAaHHA HIH HEIOCPENCTBEHHO C HM3IOKEHHA COOOIAaeMoil HHQPOPMALHMH C
HCITOJb30BaHHEM OHOM H3 CIIeTYIOIIX KIFOUeBBIX (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...

[IpH cocTaBlIeHHH ITHCeM-COOOIeH I, ARILIIOIIMMXCA OTBeTaMH Ha IPOChOBI WM 3aIlpPOCHI, IOJAKHO
COOMIOIAaThCA SM3HIKOBOE COOTBETCTBHE: B TeKCTe OTBeTa CIeXyeT HCIIONB30BaTk Te JKe S3BIKOBEIE
00OpOTHl H JeKCHKY, KOTOpPEIe HCIIOIB30Bal aBTOP IIPOCHORI HIIHM 3alpoca, IIPH YCIOBHH, YTO OHH
KOPPEKTHEL B I3BIKOBOM OTHOILIEHHH.

[TrcEMO — yBeJOMIIE HIE

[TrceMO-yBeJOMIEHHE — JEIOBOE IIHCEMO, cojepikaniee OQHIIHATRHYH HHOOPMAIMI0 O KAKOM-THOO
MEPOIIPHATHH HIH JefiCTBHAX, HMEIIIHX OTHOIINeHHe K ajpecary. IIHcbMO-yBegoMIIeHHe OJIHM3KO II0
HAa3HAUEHHK0 H COJep/KaHII IMHCHEMY-COOOINEHI0, ITHCHhMY-H3BEIIEHHIO I ITpPHITIAIIEHITO.
YBeIOMIeHH S MOT'YT ITyOJIHKOBAaThECA B CpeICTBAX MAacCOBOI HHGOPMAIHH LA OIOBEIeHHS OOJBIIIOTO
Kpyra 3aHHTepecOBAaHHEIX JTHI[. Yallle BCero B IIHChMAX-YBe JOMIEHH X HCIIOIL3yeT A KIroueBas ppasa:
We notify that YBe JOMIIAEM, UTO ...

[TrcEMO — H3BeIleHHE

[TrcpMo-m3BellleHHe — CIy&eOHOe ITHCEMO, cCofiepkalee HHQpOpMAIHIO 00 opraHm3aIfii 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 IIPHBIEYEHI HIIH IIPHIVIAIIeHHS K YVUACTHIO B VKA3aHHBIX MEPOIPHATHAX. B 3aBHCHMOCTH OT
0COOeHHOCTeH ITPOBOJMMEIX MEPOIPHATHII IUIH CIeIH(HKH OTHOIIEHHI ¢ aJpecaTaMH IIHChMa-
H3BeIlleHHA MOT'YT JHOO TOIMBKO COOOIIATE O IIPOROJIHMOM MePOITPHATHH, BpeMeHH H MecCTe IIPOBe IeHIIA,
THOO OJHOBpEeMEHHO IIpHIJIaIlaTh 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 IIPHITIAIlleHHe afpecaTy IIPHHATE B HeM yuacTHe

[TpurnaieHna MoryT o(QopMIAThCA Kak Ha OllaHKe IDIChMA, TaK H B IIPOH3BOILHOM (opmare c
PA3THUHEIMH 371eMeHTaMH XYI0KeCTBEHHOTO O()OpMIEHIIA.

B IICEMa:OHYNERAIMBHIAH KaK IIPAaBHIIO, HCIIONL3YeTCA JIHUHOe oOpaleHHe K ajpecary: Dear ... H

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... IIpurmamaem Bac ITIOCETHTE HAIIy BEICTABKY...
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