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BBEJIEHHE

Meto/MYecKkHe YKazaHWd TpeJHa3zHadeHbl IS CTYJAeHTOB | Kypca MarucTparypsl
O4HOI1/3a0uHON  (POpMBEI OOYUEHHS, KOTOPBIMH OHH MOTYT TOJIb30BAThCAd TIIPH IOATOTOBKE K
MPakKTHYECKHM  3aHATHAM. [lpakTHdeckWe 3aHATHA OSTO  IUIaHUpyeMas  ydeOHag, ydeOHO-
HCClie/IoBaTeNlbCKas, a Takke HaydHO-HCCleoBaTe/ibekasd padoTra CTYJEHTOB, KOTOpAas BBIMOIHSETCS B
ayaUTOpPHOEe BpeMs II0JI PYKOBOJICTBOM IIpernojaparteid. B cocraBe MeTOJMYEeCKHX VKa3zaHHH K
MPAKTHYECKAM 3aHATHAM TPEeIYCMOTPEHBl PeKOMeH/IallHH IO IMOJITOTOBKE K MPAKTHYECKOMY 3aHSTHIO.
[Tpr BBITIOJIHEHWH pPabOTBEl CTYJACHTH MOTYT HCIHOJNB30BAThH HE TOJBKO METOJWYEeCKHe VKa3aHHg II0
peIlIeH IO 3a/1a4, HO U JIpPYTHe MaTepHallbl y4e OHO-MeTOJHIECKOTO KOMITJIeKCa.
OCHOBHOH IeJIBI0 METOJIHUYECKHX YKA3aHHUH MO BBITOJTHEHHIO MPAKTHUECKHUX padOoT ABJISeTCS MOBLIICHHE
HCXOJHOTO VpPOBHS BJAJICHUS WHOCTPAHHBIM S3BIKOM, JIOCTHTHYTOTO Ha MNpeAbIIVIIeH CTYIeHH
o0pa3zoBaHHUS, U OBJIaJieHHe CTYJeHTAMH HeOOXOJUMBIM W JIOCTATOYHBEIM YPOBHEM KOMM YHHKATHBHOM
KOMITETeHIIHH I PeTlIeHHs 3a71ad MeXTMIHOCTHOTO H MEeKKYIBTYPHOT O B3aUMO/IeHCTBHS.

[lenplo ocBoeHMS AUCIHUIUINHE «[1podeccnoHanbHas KOMMYHMKaLMA Ha MHOCTPaHHOM

A3blKe» gpisieTcs (pOpMUpPOBAHHE YV CTYAEHTOB koMmmeTeHIHH Y K-4 kak cpejicTBa, MO3BOJSIONIETO

o0ecrmeuydTh  KOMMYHHKATHBHO-IIO3HABATEJIbHBIE — MoTpeOHOCTH B cepax  akaJeMHUYECKOH,

mpoe CCHOHATBLHOM W COMUabHO-TYMaHUTAPHON e TEIBHOCTH, VIACTBYS B MEKKYILTYPHOM OOIICHHH.
3a7aud OCBOEHHS IHCLHIIJIMHBLI: OBJIAJleHHe MOHOJIOTHYECKON W JHAJIOTHYEeCKOH pedblo, OBJIaJIeHHE

OCHOBaMH IMUCBMEHHOM peuH, OBJiaJleHHe OCHOBAMH CAMOOIIEHKH YPOBHS C(HOPMHUPOBAHHOCTH A3BIKOBOM,

pedeBOl W CONUOKYIBTYPHOW KOMIIETEHIHMH HW (POPMUPOBAHHS MOTPEOHOCTH B  A3BIKOBOM

caM000pa30oBaHUH.

B pesynbrare OCBOSHHS JUCITUIUIHHEI OOYUAIOIIHIICA JIOHKEH

3HATE:

- OCHOBBI TIEPEBOJIa ¢ HHOCTPAHHOT'O S3bIKA B ITpo(hecCHOHAILHOM chepe;

YMETh:

- BBITOJIHATE KOPPEKTHBIH ITHCBMEHHBIH MepeBO/l ¢ HHOCTPAHHOTO SI3bIKa Ha TOCY/IapCTBEHHBIH A3bIKk PO

M C TOCYJIapcTBEHHOTO fA3kIka PO HA HHOCTPAHHEBIN A3BIK;

BJIA/IETE:

“KaHpaMH MUCbMEeHHOH peur B Npode cCHOHANTLHOM cepe.
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COJIEP’KAHUE IIPAKTUYECKHUX 3AHSATHH

PA3EJ 1. OOUITUAJIBHO-TEJTOBON CTUWIb AHTJIMUCKOTI'O SI3BIKA

IIpakTuyeckoe 3aHsiTHe Nol. JlekcHyeckHe H CHHTAKCHYecKHe 0CO0eHHOCTH O(MHIHAILHO-
JeJIOBOT0 CTHJIA AHIIHHCKOT 0 A3BIKA.
[lens: ¢gopMHpOBaHHE VY CTYJEHTOB peueBOi, A3BIKOBOH W KOMMYHHKATHBHOH KOMIIETEHIUH J1Jis
OCYILECTBJIEHHS J1eJIOBBIX KOHTAKTOB.
B pesynbrare OCBOEHHE TEMEI CTY/IEHT JIOJKEH
3HATh: OCHOBHBIE TPAMMAaTHUECKHUE SBJICHHS, XapakTepHbIe /I Mpo()eCCHOHAILHON peul; JIeKCHUEeCKHE H
CHHTAKCHYeCKHe 0COOEHHOCTH O(HIIHAIGHO-/IeJIOBOTO CTHJIS B AHTJIMICKOM SI3BIKE;
YMETh: OIpeJIeNisSTh CTHJIEBYIO TNPHUHAJIKHOCTh AHTJIIMICKUX TEKCTOB O(PUIHAILHO-/EJIOBOTO CTHIIS,
BUJIETh XapakTepHbIC CTUJICBBHIE UYEPThl; YHTATh O(HIMAJIGHO-JIEIOBEIE TEKCTHl PAa3IMuHON CTelneHH
CIOKHOCTH; CTPOHTH [JUAJIOTHYECKYI0 W MOHOJOTHYECKYI0 pedb ¢ HCIONb30BaHHEM Hauboliee
VIOTPeOUTENBHBIX JIEKCHKO-TPAMMATHUYECKHX CpEeJICTB B OCHOBHBIX KOMMVHHKATHBHBIX CHTYAaIHSIX
o(punuanIbHOro OOIIEHUS; MOHUMATh JTHAJIOTHYECKYI0 H MOHOJIOTHUECKYIO pedb 0 U3YUeHHOH TeMe,
AKTYalIBHOCTE TEMEL: 00YCIIOBJIEHA HEOOX OJJTHMOCTEIO OBJIajieHHd Y K-4.

TeoperHueckas 4acTh:

OdunuanbHo-1eI0BOM S3BIK Kak OCOOBIA (PYHKIIMOHAJIBHEII CTHJIL peUd XapakTepHU3YeTCS
H3BECTHBIMH HWHTEPHANHOHAJTEHBIMH YepTaMH, KOTOpBIE SBJIMIOTCH CIIEJICTBHEM VHHBEPCAILHOCTH
pemraeMEelX UM 3aJlad — CIY:KUTh HHCTPYMEHTOM JIeJIOBOTO OOIIeHUS, CPeJICTBOM JIOKYMEHTHPOBAHUS
opuIHanbHON yIpaBlieHUeckol W cioy)eObHoil wuH(popmanuu. OjHa H3 CcaMblX IOPA3UTENBHBIX
OCOOEHHOCTEHM 3TOr0 CTHJS — HCIONL30BAHHE CIIOB B WX HCTHHHOM CIIOBAPHOM 3HaueHHH. He
CYIIECTBYET BO3MOKHOCTH IS KOHTEKCTHEIX 3HAUEeHWI HIH 71 OJTHOBPEMEHHON pealus3aluu JBYX
sHaueHWil. CoBa ¢ S5MOUNHMOHANBHBIMU 3HAUEHUSMH He JIOJKHBI OBITH HaieHHBIMH B JIOKYMEHTE.
Kask 16l THIT JIEJTIOBBIX JIOKYMEHTOB HMeeT cOOCTBeHHBINH Habop (hpa3 v KIHIIe, KOTOPBIE MOT'YT Ka3aThCH
CTpAaHHEIMH B Pa3rOBOPHOM aHTJIMIICKOM $3BIKe, HampuMep e.g. invoice, book value, currency clause,
promissory note, assets (BBICTABJSTH CUET, CTOMMOCTH OCHOBHOIO KamHTalia, ITYHKT BallOTHI,
00S3aTeNBCTBA IO BEKCEIT0, AKTHBEI, U T.]I. ).

Hanmpumep,

o(pUIHANTBHBIN CTUIIb HeohunuanbHBI CTHIIB

Formal style Informal style

commence (HAYHHATH ) begin, start (Hadars, Ha4yamo)

conclude (3aKkOHUUTBH MTOJIBITOKHUTH ) end, finish, stop (koHeI, ocTaHABIMBATHCA )

B pasroBOpHOM AaHIJHHCKOM $A3BIK€ MOKHO HAOII0JaTh MHOMKECTBO BBOJHEIX CJIOB: «XOpolio, BEI
BUJUTE, CBOETO pOJa», KOTOPEIE HE MOTYT HCITONB30BaThCd B IMMHCEMEHHOM JIEJIOBOM AHTJIMICKOM H3BIKE,
M JIOTHUECKH W CTHIIHCTHYeCKH. OHH UCKITIOUYEHBI, TOTOMY YTO HE HECYT CMBICIIOBOI HAarpy3kd. JleoBele
JIOKYM eHTBI, HAIPOTHUB, JOJHKHEI HCIIOJIBL30BATE CJIOBA, KOTOPKIE Mepe/1aloT MHOTO HH(pOpMAaIiH.
CTHIb, O/THAKO, He JIOJIKeH OBITh CIIUIIKOM ITPOCTBIM, MTOCKOJBKY 5TO MOMKET IMTOKAa3aThCd HEeKYIBTYPHBIM
U TrpyObsM. JIMHTBHCTHI PEKOMEHJIVIOT CJIeJIVIONHE CTHIHCTHUECKHE IPHEMBI, KOTOpPHLIE MOTJ/IH OFl
cleliaTh COTJIallleHUud W KOHTPAKThl 00Jiee BEKJIMBBIMH: HCIONB30BAHHE CIIOKHO — ITOJJUHHEHHBIX
pe/IIoKeHni, 0oJiee MpeJNOUYTHTENEHO YeM HCITONB30BaHHe MPOCTBIX MpeIokeHWH; HCMOMB30BaHHe
[TACCHBHOTO 3aJiora IJiaroyia, a He akTHBHOTO; ITOJIHEIE (POPMBI CJIOB, a HE COKpallleHHBIe (DOPMBI, TaM, T/
HeODOX0THMO.
[TpaBuibHAS WHTOHANMS [JOJGKHA OBITE HEUTPATBHOW, INHIIEHHOH HAMNBIIIEHHOIO $3BIKA C OJHOH
CTOPOHBI, W HeO(pHIUAJILHOTO WJIH pPa3sTOBOPHOTO f3blka C Jipyroil  cropoHel. [losTtomy,
HECOOTBETCTBVIOIIUI CIIOBAPHBIH 3armac, UJIHOMBI, (ppa30BbIe TJIAroJIkl HeIOIMYCTHMEL.
O0e joropapuBarIlecs CTOPOHBI HEe JIOMHKHBI HCIEBITHIBATE HUKAKHUX TPYJAHOCTEH B IIONYVUEHUH
HH(OpMAIIUH, OHW JOBKHEI OBITH B COCTOSHHM IMOHSATH TO, YTO HamucaHo. HegopasymMeHHs Bceria
BEI3BAHBl HEXBATKOH MBICIIH M BHHUMAHHS. DTO MOXKET CHVUHTHCS H3-32 UCHOIB30BAHHS COKpAIeHHH,
qUCeJi, Tpe/JIOTOB B OOJIBIIOM KOJTHYECTBE.
CokpalleHlst MOTyT OBITh OYeHB IOJIe3HBl, TAK KaK UX JIETKO U OBICTPO MUcaTh H YHTath. OkHaaeTcs, 4ro
00€ CTOPOHBEYNMENIKBENVEAHATL 3HAYCHHE COKpalleHHH. ECIH OJWH H3 IapTHEPOB HE VYBEPEH, YTO
ﬁgﬂauegganggsm ArHOPAZKIETBHEIX  OCOOEHHOCTER JIEJIOBOTO  AHTTIHHCKOTO fA3BIKA — IIHPOKOE
HCITONIb30BAHHE HEJIMUHBIX (DOPM TJiaroiia, U UX Hcclie/JoBaHUe MOTJIO OBl OBITH HHTEPECHO YISl TeX, KTO

H?_XLIE’[ET H HOIZJEHD AeT AHTIIHHCKHH S3BIK. CHCTEME’[ HEJITHYHEI X CIJDIJM T'marojia BEIROYAaeT I’IHCIJHHHTHE? -ing
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(popMBI U pUYacTHS. DTO — OOIIENPUHSTAS UCTUHA, UTO OTTJIAr OJibHBIE (POPMBI MIHPOKO UCTIONB3VIOTCS B
aHTJIMIICKOM SI3bIke OOIIeHHs, HO OHHW YacTO MHCIOJB3YIOTCS W B JIEJIOBOH H KOMMeEpPUeCKOH
KoppecroHjieHnIuu. M3 Haumboliee 9acTo HCIMOJIb3YEMBIX OTIIATOJNBHBIX (DOPM B JIEJOBBIX IMHUCBMAX
HCIIONIB3YeTCSd HH(PUHHUTHB,

UHpUHATHB Kak JOIMOJHEHHE K aKTUBHOMY TJIaroJly BCerjia clie/lyeT 3a TJIaBHBIM TJiarojioM. B jenoBoi
KOPPECITOHJIEHIIUU 3TO CIIe/IVIONIHe TJIarobl: to agree (coriamarbcs ), to appearn(IosBsITLCS), to arrange
(moropapuBaThCs ), to continue(Ipojioibkarked), to decide (pemarts), to expect (okHaaTk), to fail (Tepners
Heyauy), to hesitate (konebarbes), to hope (HamessTeed ), to intend (HamMepuBarbed ), to like (HpaBUTBCS ),
to manage (ympapisith), to need (Hyxkaarkes), to offer(mpeqnararts),to omit(mpomnyckars), to plan
(ruranupoBarhk), to prefer (mpeamourTars), to prepare (ITOATOTABIMBATE), tO propose (Ipejyiararh), to
regret (cokalneTs), to secure (oOGeperars), to try (mpoboBarth), to want (XoreTs), to wish (>xelars).
BornpocH # 3aJaHus:

1. TToAroToBLTECH K 00OCYKIECHHIO TEOPETHUYECKOTO MaTepHaa.

2. ITpounTaiiTe H NepeBe/IUTE TEKCT.

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

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

This 1s Mr. Richard Clifford's office. There are two rooms in his office. Miss Flipps 1s 1n the reception
room. There 1s a desk, some bookcases, chairs and arm—chairs in the reception room. There isn'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.
It 1s Mr. Daniel Banes. He i1s a bank manager. He has an important problem to discuss with Mr. Clifford.

3. Learn 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 1s Mr. Richard Clifford?

5. He 1s a businessman.

6. What kind of person 1s he?

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

/ asecretary — 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 1s in but he 1s 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 1s very successful. - They are....
He 1s to meet Mr. Clifford.
He 1s always busy.
His company 1s big.
He 1s in Mr. Clifford's office.
He 1s to semMrmEHiﬁomlan
He has art W ERP'D discuss.
Ceptudukar:, 2C0000043EIABEBIG2205E 7BA500060000043E
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6. Learn the fﬂllﬂwm%mnversatmns and make your own, on analogy
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1) — Let me introduce myself. My name 1s Daniel Banes, Dan for short.
- Glad to meet you, Mr. Banes.

2) — Who 1s that man? - It's Mr. Daniel Banes.

- What 1s he? - He 1s a bank manager.

- What kind of man 1s 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 i1s very busy today.

. What 1s he busy with?

- First he 1s to see an important visitor.

- What 1s he to do next?

- Next he is to go to his bank.

- What 1s he to do in the bank?

. He 1s 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 1f 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 1s a telephone 1n 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 vour friends and find answers to the following questions: How old are you and your friends?
Whose dream 1s 1t 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
7
8

ribbon
moistener
. 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
[IOKYMEHT MOAMWCAH
11. Sa wﬁﬁ'@f@ﬁ%ﬁﬂﬁ'-{%ﬂggbﬁn be. Use the model
Ceptudmkat:  2€0000043E9ABBE952205E rBAS00060000043E
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12. Say that the thing we are talking about is in some other place
There 1s no computer in this room. — The computer is in the next room.
There 1s no paper in the top drawer.

There 1s no money 1n this safe.

There 1s 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 vour 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 1s out of order.
- There 1s another telex in the Sales Department. Send 1t 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 1s your friend. His name 1s Mr. Brown.
- My God! Is he a dark, smiling man? -Yes.
- See him 1n. 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 1s M........ Elizabeth Nippet. .......... 1s a sales........ She is..........
and businesslike.
She 1s She ... happily and.......three children.
b) Listen to the text on the tape. In what ways 1s 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 1s 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 1s she? What does she study? What can she already do? What 1s her typing
speed? Why does she want to speak good Business English?

15. Translate into English.

1) TlosHakoMbTechk ¢ MHCTepoM TumorH JIMHAOHOM. OH 3koHOMHCT. OH OueHb YMeH H omnblTeH. OH
AKTHBEH W JIeJIOBUT. OH KeHaT U UMeeT JIBOHX JIeTel.

-Muccuc JIunoH, Bam myx qoma? — Jla, oH JoMa, HO OH OYeHb 3aHIT.

-Mucc ®munnc, Mucrep Kmudgopn v ceds? — Jla, oH y cebd, HO oH 3aHAT. [lojoxk/IuTe HEMHOTO,
moxalmyncra. — Xopolro. — Bxoaure, moxamyucra.

2) TTozBon EI,]IWBE!H Meng 3oByT Janusne beitdc. 51 yvopasnstoommii 0ankoMm. Celluac S He B

OaHke, 4 E@g E@P% a. ¥ MeHf BakHas Ipo0dJieMa, KOTOPYIO 4 JIOMKeH OOCY/IUTH C
Ceptudmkar:  2C000004 B952205E Aﬁﬂﬂﬂﬁﬂ@]%) 2Be1 Y P P A YA
Bnaﬂeﬂgﬂﬂﬂgﬁ%m@ ORAOM, HaMucTep Knuddops sanst. Y Hero copemianue ¢ OusHecMeHaMu 13 Poccun.

3) -3npascrByiiTe. MeHns 30ByT DnHc Tpukc. ¥ MeHS HazHadeHa BcTpedua ¢ Muce Drmrnrc B 10 Jacos. —

3axo/iuTe Hﬂmangncm A mucce @munmc. Haseisaiite MeHs CHHIHM. — A o DiHc. — Twl Haml HOBBIHA O(HC-
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MeHekep, He Ttak JH? Pamga ¢ TobGoil nmo3z—HakoMuThkes. — Ceiiyac Mucrep Kimddgopa gomkeH UITH B
0aHK, a MBI MOKEM ITOIMATE Yar0. A 3areM TBI MOKelIbL Hadark padory.

4) 3aka3bl HA OPIrTeXHUKY W KaHITOBAphl NMPHXOJAT U3 pasHbeIX (pupMm. @upme mucrepa Kimmpdopaa
HY>KHBEl 5 KOMIIBIOTEPOR, 4 MHkTOo(oHA, 11 kanekyigTopoB, 500 koHBeproB, 20 nmavek OyMaru, marku JJis
OyMar, KHOIIKH U CKPEIIKH.

5) D10 coBpeMeHHEIH oduc. B HeM HemHOro Mebenu. 37ieck HeT OyMaru M JIOKYMEHTOB Ha cTojiax. B
[IPHEMHOI Ha CTONE Y cexpeTrapd KOMIBIOTED. B yray Telexc.

6) Mucrep Kimpdopn rosopur cBoemy cexperapro: — EcTh kakue-HHOY/Ib NMUCBEMa W TelerpaMMBbl?
[TpmHECHTE WX CclOJa, Moxkanyicra. — MHe OdeHB HYkeH »ToT ajpec. Haiiaure ero, moxamyucra. —
[TozBonuTe M-py JIMHJIOHY W JIOTOBOpUTECE O BeTpeue. Moil TeniedoH cliomasncd, U 9 He MOTY C HUM
CBSI3aThCH.

- Ectb 11 kO MHe emle noceturtean? [TompocuTre WX MOI0%/1aTh HEMHOTO.

IMpakTH4eckoe 3ausaTHEe N2, OcoOeHHOCTH YIOTPedIeHHs MOJAJIBHBIX I[JIAT0JIOB B AHTJIHICKOM
1eJI0BOM CTHJIE.
[lenb: ¢GopMHpOBaHHE VY CTYJIEHTOB peueBOi, A3BIKOBOH W KOMMYHHKATHBHOH KOMIIETCHIIUH J1Jis
OCYILIECTBJICHHS JIeJIOBBIX KOHTAKTOB.
B pesynbrate OCBOCHHE TEMEI CTY/EHT JOJIKEH
3HATh: OCHOBHEIE TpaMMaTHYeCKHe SBIIEHHS, XapakTepHBIe IS Tpo(heCcCHOHAILHOM peuH; JIeKCHYeCKHe H
CHHTAKCHYeCKHe 0COOSHHOCTH O(HIHAIEHO-/1eJIOBOTO CTHII B aHTJIMIICKOM S3BIKE;
YMETh: OIpe/esTh CTHIIEBYVIO MPHHAIISKHOCTh AHTIMICKUX TEeKCTOB O(QUIIHAIBLHO-/IEIOBOTO CTHIIS,
BHJIETh XapakTepHbIE CTHJIEBBIE UepThl; UHTaTh O(UIHAJLHO-JENOBBIE TEKCTHl Pa3IMYHON CTeleHH
CIIOKHOCTH; CTPOHTH JHAJIOTHYECKYHD W MOHOJIOTHYECKYID pedb ¢ HCIOJb30BaHueM HauboJiee
VIOTPeOUTENBHBIX JIEKCUKO-TPAMMATHUECKUX CPEeJICTB B OCHOBHBIX KOMMYHMKATHBHBIX CHTYAIHSIX
o(punHanbEHOro O0IIEHHS; MOHUMATh JJHAJIOT HYECKYI0 H MOHOJIOTHUECKYIO pedb 110 H3YUeHHOH TeMe.
AKTYallbHOCTh TEMEI: 00YCIIOBJIeHA HEOOX OJIUMOCTHRIO OBJIajieHns YK-4.
Teopernueckasi yacThb:

OjHUM U3 Hauboliee YacTO HCIOJb3YeMBIX MOJIAJbLHBIX 3HAYEHHU B JIEJIOBOM S3bIKE SBJISETCS
3HA4YeHHS JobkeHcTBOBaHUs. Hanbomnee ynmorpedliseMBIMH B JJAHHOM 3HAYE€HHH B aHTJIMIICKOM JIeJIOBOM
CTHJIE ABIISIFOTCS TJ1aroJisl must, to be u to have.

[TpuMepEl yroTpeOeHus riarojia must:

- We must be in time not to be late as 1t’s a very important event. (MBI JOJbKHE IPUHTH BO BpeMs, YTOOEI
He OMo3/1aTh Ha 3TO Ba;KHOE COOBITHE).

- I should say you must check 1t once more. (S caiTaro BaM HYXHO TPOBEPUTH HTO €IIIe pa3).

- Besides, your price must depend on the amount of the contract. (KpoMe Toro, Bamia 1neHa JiojikHa
COOTHOCHUTBLCA € VCIIOBHSIMH KOHTPAKTA).

AHTTTHICKAN JIeIOBOH CTHUIIb MPeJIMMACBIBAECT YIIOTPEONITE TNIaroi must TONBKO IO OTHOIIEHUIO K
COOCTBEHHBIM ITO/ITYMHEHHBLIM, KOT/[a MOJYEPKUBACTCS 00S3aTeJIbHOCTh U HEOOXOJUMOCTE BBIIOJIHECHUS
TOTO MJIM HHOTO JICHCTBHUS WM 3ajlaHus. He 3ps 3TOT Iaroii 4acTo UCIONIb3YeTcs B 3HAUEHHH ITPHKA3a,
MoJIYepKUBas cTporoe TpedoBaHNe UJIM HeOOXOJUMOCTh BHIITOJIHEHHS KAKOTO-TH0O0 JIeHCTBHS, HAllpHUMED,
You must decide to Monday 1f you stay at our office or not. You are to prepare all the papers to sign them
on Tuesday. (Bl 063aHBI TOJITOTOBHUTE BCE JOKYMEHTHI HA MOJITHChH KO BTOPHUKY ).

B OTHONIEHHAX ¢ MapTHepaMHu AHTTIMHCKWH JIEJIOBOM CTHJIbL MPEAIUCHEIBAET MMOUYTH ITOJHBEIH OTKAa3 OT
riarojia must, KpoMe CcJydaeB, KOrjJa HeOoOXOJUMO IOJYePKHYTh MKECTKYID HeOoOXOJIUMOCTh WM
HEJJOBOJILCTBO CTApPIIUM TAPTHEPOM MIIAJIIMIMMH IMapTHEPAMHW WM BO3MYVILIEHHE IIpH KaKOM-THOO
HEBBITTOJIHEHUH 00sg3areNibeTB. HanmpuMep, Tak BB MokeTe yrorpedbuts ppaszy You must have paid your
debt by the 3th of November. (Bel 00s13aHBI BBIIIJIATHTE Ball JOJT kK 3 HOA0pA ).
3Hag OCOOEHHOCTH JIeJIOBOIO aHIVIMHCKOro, Bl OyjeTe MOHUMATh, YTO B OTHOLICHHSX C IapTHEpaMH
clieJlyeT cocpeoTaulBarhbcsd Ha rjaronax to have u to be, Tak kak 00S3aHHOCTH BHIMIOJIHEHUS JIEH CTBHS
3BYUHUT MEHEee KaTer OpPHYHO.

[TpumMepsl yrorpeGieHus riaroioB to have to u to be:
- Are you to come on every Saturday morning? (Bbl 00s3aHEI IPUXOJIUTE IO YTpaM B cy000TY?).
- They aren areninhesH report to the next weekend. (OHM JOMKHEI ITOATOTOBUTE CBOH OTYETHl K
clie Egpﬂﬂ GBI

cepmqmum;ﬂ%%‘d%grgmaaegﬁ 205E 7BA50Q060000043 _

Bnanene S OITY-AUL] ;;;Hg:hfg@ggﬁﬂg%hm very Eusy last time. (IIpocTuTe, HO MHE [MOpPa UJITH - B MTOCTIE/THEE BPEMS
Yy MEHS OYe€Hb MHOT O JIe).

- Do you have to meet them at the station? (BaMm HY»kHO BCTpeTHTb HX Ha CTAHIUH?)
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OnHako He cTOUT 3a0BIBaTh, UTO TJAroJi have to MOKeT UMEeTh OTTEHOK HeKeJarelIbHOTO JIefCTBHS,
mosTOMY criejavionas (gpaza «So we have to work with you» 3ByuMT JOBONEHO T'pydO W AHTJIMHCKHIMA
JeJIOBOH CTHIIb He MpeJyCMaTpHBaeT TAKOro YIOTpeOlieHHs 3TOro IJiarona.

Bo Bcex 3arpyIHUTENBHBIX Cydasx, a JIyullle Jaxe W Jalle, BaM CTOUT HpHOerath K 0oliee MATKUM

(opmaM ykazaHHd, 3aMeHsIs JIOJDKEHCTBOBAHWE BHIPAKCHHUSIMH, O3HAYAIOIIMMH MPEIOIoKeHHe, COBeT,
BOIIPOC M T.JI. AHTTIMICKHI J1eJTOBOH CTHIIb TpeJyCcMaTpuBaeT MOHMMaHHe MoJJOoOHBIX (ppa3 Ha TOH HIH
JIBa TOHA ;KecCTue UX OPHTHHAIILHOTO 3HAYECHH.
JTO CXOJIHO H C CHTYalluedl B pycckOoM s3bike. @pasza «He Morian Obl BBl NEpepOBEepHTH HAIA JOXO/BI,
ecii Vv Bac Oyjaer BpeMs. MBI OBl CMOTJIH OOCYIUTh UX ¢ HAaIUM (DMHAHCOBBIM JIMPEKTOPOM» BOBCE HE
O3HauaeT OYKBAIBHO CIEAVIOIIee: «CAenaiTe 3TO, eCIH 3aX04eTcd, a eClH He 3aX0o4dercd, TO U He HaJlo».
Ha camoM Jiene, npock0a mojipasyMeBaeT 4yTh JIH He OBICTpOe H TOUHOE UCITOJTHEHHE YKa3aHHS.

Bonpockl U 3aJlaHug:
1. TTonroToOBETECH K OOCYIKICHUIO TEOPETHUYECKOTO Marepuala.
Vnorpebiienne MojanbHBIX TiiarosoB Can, May, Must, Should, Need u ux 3ameHuTeseil /i1 BEIpaykeHUS
JOJGKEHCTBOBAHUS, TMPOCHOBI, paspemieHus B JIEJIOBOH KOMMYHHKAIIHM HAa AHTJIMACKOM  SI3BIKE.
BrIpaxxeHue JOMKEHCTBOBAHNS. BEIpaxkeHHEe NTPpOCKOBL. BEIpakeHHe paspelie NS .
BriOepHTe NpaBUJILHEIN 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 1n a very low voice, but I understand what she said.
could
can
must
might
6. I do not know when they will be here. They arrive at any time.
could
can
must
might
7. 1 was so tired. 1 sleep for a week.
could
can

must AOKYMEHT MNMOAnncAH
ANEKTPOHHOW NOANHUCEIO
CepTudukar; g?CGGGGGdSEEA BBBEEEDEETBAE‘DUGEﬂEGﬂﬂdZLE
Bnapen '.W%.IEEJ_‘;QLQELEI_'[ELT E’%&Hﬁﬁéﬁ’%}’l we had EI]CI'I_lgh money.

could

cdn
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must
might

9. You have been travelling all day. You

could
must to
must
might

10. They have not lived here for very long. They

could
should
must not
might

11. The phone rang but I did not hear it. I

could
may
must
might

12. She passed me without speaking. She

could not
cannot

should
might not

be tired.

, know many people.

have been asleep.

have seen me.

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, T am ready, so I g0 NOW,

could as well
can as well
must as well
might as well
17. She 1s a very nice person. Y ou

can
are able
must
have
18. I have not phoned Ann for ages. |
could
can AIOKYMEHT MOANWCAH
must  2NEKTPOHHOW MOANKCHIO
KaT:  2C0000043E9ABBBI52205E7BA500060000043E

CepTudukar:
Bnanen Euﬁa"’?ﬁl ebayxoea TaTeAHa AnekcaHgpoBHa

19. He cannot come out with us this evening. He

could
Nencteutened: ¢ 19.08.2022 no 19.08.2023
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phone her tonight.

to work.




has
must
might
20. 1 get up early tomorrow, because my train leaves at 7:30.
need
have to
must
might

2. TlepeBeidTe HA aHTTIHIICKUI 3BIK, YIIOTPeOJIgsS MOJIalbHBII IJ1aroi must.

1. OH, 10/MHKHO OBITH, OYEHb YCTAI.

2.V HuX Jaxke ecTh aXT1a. OHU, JOIGKHO OBITh, OYeHb OOTaTHI.

3. THI TOMKEH yexaTh 3aBTpa YTpoMm?

4. BBl He TOIGKHEI OIMa3/IbIBATh.

5. 51 He nomxkeH 3a0bIBaTh O cBOEH MaTepH. A He mucan eil menyo BeuHocTh. Cero/iHd BedepoM 5 JI0JHKeH
HalmicaTh el MHCEMO.

6. DTa KHUTa OUeHb [IeHHas. BBl He JJOJKHEI €€ TePATh.

7. Heyxelll BaM HAJ10 ViK€ VXOIUTh?

8. 51 moyhKeH NMpU3HAaTh, UTO S HETIPaB.

3. ITpounTaiiTe H IepeBe/TUTE 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 1s 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 1s the most important thing for you? What will
become important if you sell something?
Add vour 1deas to the following list:

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

Your friends' opinton A lot of advertising

Novelty Your needs

Your 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
travelling around
3. give advice, an opinion or help
4. do office work
5. 1invest thamamereyontweeompany 1n order to receive a profit

6. are resﬂﬁﬂ%ﬁ?@%ﬂ Pﬁ’ﬂﬂfﬁg}"ﬂ company or some of its departments
0060000043

Ceptudukal: 2C0000043E9ABBBIS2205E 7BA
Bna,u,enezl,'. II"ISL]}@@;,QE m»@mm%uaw
8. sell or buy for the company, especially abroad

9. are re%gﬂnsible tor the production
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6. Translate and leam 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 1s 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 i1s 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) DKCIEPTHI IO PEIHOYHBIM OTHOLIEHUSIM UCCIIEVIOT COCTOSHHE PBIHKA JIJI1 Pa3HBIX TOBAPOB B pa3HbBIX
crpaHaxX. OHW aHAIM3UPVYIOT MOTPeOHOCTH MOKyIaTejiedl W pemarT, kakiue TOBaphl TpeOYITCS, Kak HX
ny4dile pekJiaMHpOBaTh U MPoJ1aBaTh.

0) Korja g 4ro-HuOyb IMOKVIaw, IS MeHS Ba)KHa IL€HAa, Ka4eCTBO W KpacHBEIM gu3aiH. Korma o
qrO-HHOY b TPOJAr0, /11 MeHS BaXKHBEI MOTPeOHOCTH MOKYNATENS W HEJOCTATOK IMOJOOHEIX TOBApPOB HA
PBIHKE.

B) 2TO HeDONbIIad KOMITAaHUS, HO YV Hee TOBAphbl U3BECTHBI BBICOKHM KAYEeCTBOM H HHU3KOH IEHOMH.
OHH TTPOU3BOIAT W MIPOJIAIOT 3IEKTPOTOBAPHL: VTIOTH, MICOPYOKH, MUKCEpHl | T.J]. OHH MMOHUMAIOT, YTO
3aBOEBEIBATE IMOKVIIaTedd Helerko. OHHM BKIAQJBIBAIOT JeHBIH B IIPOH3BOJICTBO, MAaPKETHHIOBLIE
HCclieIoBaHus, B pexiaMy. KpoMe TOro, v HUX eCTh cCHcTeEMa CKHIOK. MX TOBApHBIN 3HAK ViK€ H3BECTEH
Ha MEX/IVHAPOJHOM pelHKEe. OHU UMEIOT JINJIEPOB B HECKONIBKUX 3apyOeKHEIX CTpaHax.

IMpakTH4yeckoe 3ausiTHe Ne3. OcHoBHBIE paBujIa opdorpaduu U NYHKTYAUHH AHTJIHHCKOT0
A3bIKA.
[lenb: ¢GopMHpOBAaHHE VY CTYJIEHTOB peueBOi, SA3BIKOBOH W KOMMYHHKATHBHON KOMIIETCHIIUH J1Jis
OCYIIEeCTBIIEHHS JeIOBLIX KOHTAKTOB.
B pesynbrare OCBO€HHE TEMEI CTY/IEHT JIOJKEH
3HATh: OCHOBHBIE TPAMMATHUECKHUE SBJICHHS , XapakTepHbIe /S Mpo(eCCHOHAIbHON peuH; JIeKCHUEeCKHE H
CHHTaKCHUeCKHE 0COOEHHOCTH O(PUIHAJIBH O-/1eJIOBOTO CTHJIA B AHTJIMHCKOM SI3BIKE;
YMETh: OIpe/e/isTh CTHJIEBYIO IMPHHAISKHOCTh AHTIMICKUX TEeKCTOB O(DUIHAIBLHO-/IEJIOBOTO CTHIIS,
BUJIETh XapakTepHbIE CTHJIEBBIE UepTHl; YHTaTh O(UIHAJLHO-JENOBBIE TEKCTHI PAa3IMYHON CTeleHH
CIIOKHOCTH; CTPOHTH JUAJIOTHYECKYI0 W MOHOJOTHYECKYID pedb C HCIONb30BaHHEM Haudolee
VIOTPeOUTENBHBIX JIEKCHKO-TPAMMATHUYECKUX CpPEeJICTB B OCHOBHBIX KOMMVHHKATHBHBIX CHTYAaIHIX
opuHansHOro oOIIEH WS ; MIOHUMATh JHAJIOTHUECKYI0 H MOHOJIOTHYECKYIO peub 110 U3YUEHHOH TeMe.
AKTYallbHOCTh TEMEIL: 00YCIIOBJIeHA HEOOX OJIUMOCTERIO OBJIajieHns YK-4.
TeoperHuecKas 4acTh:
[TPOITMCHBIE BYKBBI
Mcnonib30BaHHEe NPOMHCHBIX OYKB B AHTTIHHCKOM $3BIKE ITOJUHHSAETCS HECKOJIbKO HWHEIM IIpaBUIiaM,
HEKEJH B PYCCKOM.
C nmponucHBIX OVKB B aHTJIMHCKOM S3BIKE TTUIIYTCA :
1. TTepBO€ CIIOBO MPEJIOKEHNUS.

2. Iurara mpeameskeH s (God said, Let there be light. - Gen. 1:3).
EE;EEEIE E%ﬁﬂ JINOKEHNS, JIKe eCIIM OH He BBIJIGJISeTCS KABBIYKAMHU (He usually asks

3 . H paM o
CepTudik gﬁgmmaai E ﬁ
Bnanen ITl S eKcaHapoBHa

4. JINYHOE MECTOMMEHHE § (He and I disagree).
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5. UMeHa coOcTBeHHBIe: (paMHIINH, UMeHa, reorpapudeckue Ha 3BaHUS (Adamson, Chapman, John,
Mary, Washington, New Y ork).
6. IlpunararelibHBle W JpyTrUe 4YacTH pedd, oOpasoBaHHBIe oT WMeH coOctBeHHBIX (English, Russian,
American, Americanism, New-Yorky). Cp., oiHako, riiaron anglicize.
7. HazBanusl HapoJIoB, pac, JieMeH H 936IkOB (Japanese, Russians, the Russian language).
8. 3Banus, TUTYIIBI, JobkHOCTH (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. OpunmanbHble HazBaHUS HAMOHAIBHBIX/ MeXTYVHAPOIHBIX TOCY/IapCTBeHHBIX/YaCTHEIX OpraH!3aluii
1 nokymMeHTOB (The Constitution of the United States, the Fifth Congress, Federal Reserve Bank, Charter
of the United Nations).
10. CymlecTBuTeNBbHEIE (M UacTO IpHIarateiibHEIE), OTHOCAIIHecd kK ToHATHH OokectBa (God, the
Almighty, Allah, Providence, Lord).
11. HazBanusg mHeil HenelM, MecdaieB, npa3aankoB (Monday, March, New Year, Christmas, Fourth of
July, Good Friday).
12. HaspaHusl JIOTOBOPOB, TOCYIapCTBEHHBIX aKTOB, UCTOPHUECKUX COOBITHH, 510X, BOHH (Versailles
Treaty, Mid3le Ages, the Civil War, War of 1812).
13. Ha3paHug cTpaH cBeTa U UX Ipou3BoHbe (the North, a Northerner).
14. Ha3zBaHus JIHUTepaTypHBIX TPOHM3BeIeHHH, KypHalioB, cratedl W T.1. (Shakespeare's Macbeth, the
Journal of the American Medical Association).
15. Ha3zpanus Toprosslx Mapok (Philips, Sony).
16. HazBanus yueHBIX cTeneHeil u gqomkHocreil (A.B., Ph.D., M.D.).
ITPABWJIA TIEPEHOCA

Kak ¥ B pYCCKOM $f3bLIKE, IMEepeHOC B aHTJMIICKOM Bcerjia MoJYMHeH CMBICTY cioBa. Crenyer
o0paliarsk BHUIMaHUE Ha TO, YTOOHI ITIepeHOC He UCKA3HJI CMBICIT CJIOBA HIIH €T0 IIPOU3HOLICHHE,
[TepeHOC HEBO3MOMKEH B CIIEIVIONIHX CIIydasX:
1. He pexoMeHyeTcd MEPEHOCHTE MMOCE/IHee CJIOBO MPEJJIOKEHNS Ha ClieIYVIONYIO CTpaHHuIy. Takxke He
pPEKOMEH]TYeTCS [MePEHOCHTE Ha CJIEVIONIYIO CTPAHUITY CTPOKY, KOTOpas sSBJiseTcs mocie/Heid B ad3arre.
2. Henb3s TepeHOCHTh 3HAKW TPEeMUHAHUSA, a TaKkKe COKpalleHHble 0003HAYEHUS Mep Beca, JJIUHBL,
BpeMeHH, OT/Ie/ IS UX TEM CAMBIM OT YU CJIIMTEILHOI 0, K KOTOpOMY OHH oTHOCcATCd (220 km, 500 cm).
3. Henb3s oTaensTh (paMHUIHIO OT HHUIUAJIOB.
4. CobcTBEHHBIE IMeHA HUKOT/1a He pazjierstores (Moscow, London, Africa).
5. Cnenyer uzberarth MepeHoca cOCTaBHBIX yacteil HazpaHWi (the Atlantic Ocean, Latin America).
6. Henb3s pazbuBath mepeHocoM OykBeHHBIE ab0peBuatyphl (USA, UNO).
7. CrioBa, cocTodIlMe U3 OJIHOTO ¢jiora, HUukorjaa He nepeHocsaTcd (though, through, height).
8. Cy(pdukc Tperbero JHIa eJUHCTBEHHOIO YHCIA IJ1arojia B HaCTOAIIEM IPOCTOM BPEMEHH -S, -€S He
MEPEHOCUTCS Jlaske B TeX ClIy4asX, korja oH oOpasyer camocrodTelbHBIH cior (he buys, he sells, he
wishes).
9. OkOHYaHHEe MHOKECTBEHHOIO UMCJia CYIIECTBUTENLHBIX HE MepeHOCHTC Jlake B TeX Cydasx, Korja
OHO o0pa3yeT caMocTodTeNIbHEIHN ciior (houses, boxes).
10. Coueranus OykB, 0003HAYAIOIIHE OJIUH 3BYK, HE pa3/Ie/ISIOTCS IIPH MepeHoce.
[TepeHOC BO3MOIKEH B ClieVIONMX CIyYasX:
|. Pasiensrorcd y/IBOCHHBIE COrJiacHBIe (mis-sion, let-ter).
2. PaznensroTcy JiBe CorJiacHBIe, CTOSIIHE PAIoM (pen-cil, ster-ling).
3. ITpedukce u cydhurce oraenstorcs ot kopHA (dis-like, pro-long, drffer-rent, acknowledg-ment).
4. CnioxkHBIE CJIOBA JIJSITCSA HA COCTaBHBIE YacTH (some-times, there-after).
5. CormacHas Mex/1y JIByMs TJIaCHBIMY TTepEHOCUTCS CO BTOPBIM CJIOTOM (ma-jor, la-ter).
6. [lepeHocarcd cy(p(PUKCE CpaBHUTEILHOI H [IPEBOCXOHON CTeleHH MpuiararelbHEIX (short-er, short-
est).
7. IlepeHocuTcd cy(p(pUKC -ing MpUYIacTUd U repyHIus (go-1ng, play-ing).
TOYKA
l. Kak ¥ B pycCKkOM, B AHTJIMICKOM S3bIKE TOUKA CTABUTCS B KOHIIE IpeJIOMKEHHUS.

2. B QTMEWFD, B AHIJIMIICKOM fA3BIKE TOYKAa CTABUTCS B KOHIE IIpe/JIOMeHHS,
epsxarero He Bompoc, a nmpockOy (Will yvou kindly fill in the
CEpTHd}HﬁaT pzr:,::r 00043E9ARBBI5220 E?EA EIEJEIEEIDEIDD&%EP L P P y ( y y

Bnanen&RClose Jetum, b dizectly to us).
3. Kak HpaEHJm COKpallleHHd (3a HUCKIIUEHWEM Ha3BaHHil Tocy/1ap-CTBEHHBIX W MEKVHApPOHBIX

Opra’u3armil) OkaHUUBAKOTCS TOUKOH (Mr., Mrs., Dr., pp., Dec, 7 p. M., 30 mins., no. 15).
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Taxue opMmel, kak 1st, 2nd, 3rd, 4th ¥ 1. ., UCTTONTB3VIOTCH 6€3 TOUEK.
4. Touka oT/IeJIgeT IeJI0e UYMCIIO OT JeCITUUHON Ipo0H, a Takxke eHTH oT Joiutapa(12.32 ft., § 15.75).
5. B KOHIIE 3arojioBKa TOYKA, Kak MIPaBHUJIO, HE CTABUTCA.

BATTATAA
13 BceX MYHKTYAIMOHHBIX 3HAKOB 3amsTas IMpe/cTaBiser HanOobIlINe TPY/IHOCTH KakK JIJii HHOCTPAaHIIEB,
TaK U VISl CaMUX HOCUTeJIel S3bIKa.
1. 3angToil B AaHITIHIICKOM $f3BIKE, TAK K€ KAK M B PYCCKOM, pa3JIelioTcs YacTH CIOKHOTO H
CJIO3KHOITOTUHHEHHOr o TipesuioxkeHus (This decision should in no way diminish your excellent record,
and we will be able to take advantage of your considerable talent). Eciu B clioxHOMOTUYAHEHHOM
[pe/IJIOKEHUH UMeeTCS HECKOJIBKO MPUJIaTOYHBIX MPeJIOKEeHUI, TO BCe OHH, KaK MPaBUIIO, Pa3/leisioTcs
3AMSTBIMH, IIPUYEM 3arsTas CTABUTCH H Mepe]] cor30M and.
2. 3ansgTEIMU BHIJIENIMIOTCH Takve BBOJIHBIE CJIOBA M BEIpaskeHHUd, kak: of course, on the contrary, on the
other hand, consequently, furthermore, moreover, nevertheless, therefore, in the first place, unfortunately
u 11p. (The question, however, remains unsettled. Nevertheless, we shall go).
3. 3angrasg cTaBUTCAd MENKAY OJHOPOJHBIMH WieHAMH IIPe/IJIOKEHUs, KOTOPhIE He COeJJUHEHBl COI3aMu
(Five minutes, ten minutes, a quarter of an hour went by, yet nobody appeared).
4. Eciii HECKOJIBKO OJIHOPOJIHBIX WICHOB CBA3aHBI 0€CCOI3HO, a TOCTEJHHI MTPHCOe/IMHEH MOCPEICTBOM
coroza and/ or, TO Bce OJHOPOJIHBIE WICHBl pa3/eNisOTCI 3aMSTBIMH, NIpUYeM 3amsTas, B OTJIHUHE OT
[TpaBUJI PYCCKOT O SI3bIKaA, CTABUTCS W Mmepe]] cotozoM (We are sending you bicycles, cars, motorcycles, and
motorscooters). ITO MPaBWIO OTHOCHUTCA M K TeM cliydasM, KOIJa IMOC/IeJHHA U3 OJHOPOJHBIX UJICHOB
BRIpaykeH cl10BOM etc. (et cetera) (Forks, knives, spoons, etc.).
5. 3ansTag BeIENgeT NPUIOKEHHWE € TMOSCHUTEBHBIMH CJIOBAMH, CTOMINEE I1OCNie OMpe/IesisieMOoro
cymectTBUTeNBHOTO (St. Petersburg, the second capital of Russia, 1s a wonderful city).
6. 3amsiTas BeIZIENseT IMpHUacTHBI obopor (Seeing the dog approaching, he ran off down the sreet).
7. 3angrag Bheender obdpanieHue (Friends, Romans, countrymen, lend me vour ears). OOpamienue B
Hagaljie MUChbMa BBIJIEJIIeTCS 3aMdTod, B OTJIMUHE OT PYCCKOrO A3bIKA, I7le B MOJ00OHOM Cliydae CTaBUTCS
BOCKJIMIIATEJILHEIH 3HAK.
8. 3amgrag cTaBUTCS B KOHIlE IMHChMA IOC]Ie 3aKIIOUATEILHON (POPMYIIEI BEKIIMBOCTH, Iepe;] MOMUCKHI0
(Sincerely yours,).
9. B o003HaueHHIX Jar 3amnsgTad oTjeliger 4uciio or roja (The contract was signed May 15,1996).
10. 3amgTasg cTaBUTCS BHYTPH MHOTO3HAUHBIX YHCeN JJIS OTJIeJIeHHd Kjacca THICSY OT COTEH, Kiacca
MHJUJTHOHOB OT cOoTeH Thicad W T. A. (15, 000, 000). 3amgrag He craBHTCd IIpH 0003HAUCHUH
MHOTO3HAUHBIX HOMEPOB JIOMOB, CTPAHUIL KHHUT.
BorpocH " 3aJJaHus:
1. IToAroToBsTECH K 00CYKASHHIO TEOPETUYECKOI'0 MaTepHala.
Opporpaduyeckne TpyTHOCTH. TPYJIHOCTH B paCCTAHOBKE 3HAKOB IPEITMHAHUSL.

2. ITpounTaiiTe H NepeBeIUTE TEKCT

MEETING A BUSINESSMAN AND ARRANGING HIS VISIT

Recerving Visitors

Receiving visitors 1s 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 vou will be advised that they
have arrived. In a small company, visitors may report directly to your desk. In any event, it 1s 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 their movements (for example, going to see an important client, going to lunch) to a receptionist
throughout the day. If the receptionist has this information, she can receive and talk to visitors without
any hesitancy when they arrive, and there will be no appearance of inefficiency.

Mr. Clifford has just received a telegram. A businessman from Russia is coming to have business
meetings with him. Mr. Clifford is asking Miss Flipps "Will you help me?" Miss Flipps says "Of course I
will. T shalhomeeedNnoBeloaHat the airport. I'll reserve a room for him at a good hotel. What else do you

want me 0 d0. Mr CH oI
Ceptudoykar: EEﬂﬂﬂﬂﬂdﬂEQﬂBﬁEBﬁﬁiDEETBAEGUEIF% 0004 3E

Bnanenelt WasYOW.t0, L, aEeun e town 1n my car. Then I think we'll take him to the restaurant in the

evening. Will you do that?" "With pleasure."
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3. Translate and leamn the following conversations:
1) — Airport? When does the plane from Moscow arrive?
- Arrival time 1s 3.15 p.m. But it is going to be one hour late.
— Thank you.
2) — Hello, this 1s Grand Hotel. What can we do for you?
- Hello, I want to reserve a room for our guest from Russia.
— When 1s 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 vou 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 1t 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 1tinerary for the second day of Mr. Belov's visit. Read it carefully and then break into
several groups and work out an 1tinerary 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.
Clifford), Chief Accountant, Sales Manager, Transport

Manager.

Sights of New York to see: the Island of Manhattan, Brooklyn Bridge, the Empire State Building,
Broadway and its theatres, the Metropolitan

Museum of Art, the American Museum of National History, etc.

From NewVIONENITOB®IOAH1s going to a branch of the Company for Foreign Trade in San Francisco.

Copmh dﬂ%iﬁ.sEg&%fgﬁ%%ﬁgf@%%ﬁ&%%ﬂgml Manager and ask him to help in arranging this visit.

Bnaneneu: llleGayxoea TaTeAHa AnexkcaHgpoBHa

4. First discuss what they are going to talk about and then dramatize this conversation.
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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) 3apTpa CHHIU BCTpedaeT pycckoro OusHecMeHa M3 MockBel Mrops benopa. Camolier npuietaer B
3.15 pug. OHa moejieT B asponopT B 2 daca. M3 asporopra OHa OTBe3eT ero B TOCTHHHULLY.

0) Buepa CuHiH BcTpedaiia pycckoro 6usHecMena u3 MockBel Urops benoBa. Camorer jqomkeH ObLI
mpuiererb B 3.15 aHsg, HO omos3gan. M3 aspormopra oHa OTBe3ia €ro B TOCTHHHUIY M MOMOIJIA eMy
3aperHcTpupoBarbed. Y HMropgd Mamno BpeMeHH, W OH cpa3y ke IoeXal Ha BCTpedy C MHCTEPOM
Kmudpopaom.

B) Ecnu BE cobHpaereck B AMEpPHKY, BEl JIOJGKHEI ITOJIYUATE BH3Y, Y3HATh, KAKOHW Oarax MOKHO
B3STh C COOOM, 3a KakHe BelllH BHI JIONIKHEI INIATHTh TAMOKEHHEI COOp, CKOJIBKO CTOUT OHIIET.

r) - 51 Xouy 3abpoHHpOBaTh HOMep Ha JIBOMX Ha 12-13 ceHTs0ps ¢ BaHHOI U ¢ Tene()OHOM.

- Ilosxanyicra. Bamre UM U ajJipec, ToKanyHcTa.

IMpakTH4yeckoe 3ausiTHe Ned, ITHcbMeHHBIH MepeBo 1eJ10BOI KoppecnoHeHIH H.
[lenb: ¢gopMHpoOBaHHE VY CTYJIEHTOB peueBOi, A3BIKOBOH W KOMMYHHKATHBHON KOMIIETCHIIUH J1Jis
OCYIIECTBJICHHS JIeJIOBLIX KOHTAKTOB.
B pesyibrare OCBOSHUE TEMBI CTY/ICHT JOJbKEH
3HATh: OCHOBHBIE TPAMMATHUECKHUE SBJICHHUS, XapaKTepHBIE /I MPo(eCCHOHAILHON peul; JIEKCHUEeCKHE H
CHHTAKCHYeCKHe 0COOSHHOCTH O(HIINAIGHO-/IeJIOBOTO CTHII B aHTJIMICKOM S3BIKE;
YMETh: OIpe/esiTh CTUIIEBVIO MPHHAIIEKHOCTh AHTIMICKUX TEeKCTOB O(UIIHAIBLHO-/IEJIOBOTO CTHII,
BUJIETh XapakTepHBIE CTUJIEBHIE UYePThl; YHTATh O(HIMAJILHO-JEIOBEIE TEKCTHl PAa3MuHON CTelleHH
CIIOJKHOCTH; CTPOUTH JHAJIOTUUECKYID W MOHOJIOTHUECKYID peub C HCIOJb30BaHHEeM Hauboliee
YIOTPEOUTENIBHEIX JIEKCHKO-TPAMMATHYECKHUX CPEJICTB B OCHOBHBIX KOMMYHHKATHBHEIX CHTYALHIX
o(punuanbHOro OOIIEHHUS; MOHUMATh JIHAJIOTHYECKYI0 M MOHOJIOTHYECKYIO peub 10 U3YUeHHOH TeMe.
AKTYaTBHOCTh TEMEL: 00VCIIOBJIEHA HEOOX OJTUMOCTEIO OBJIajieHus Y K-4.
Teopernuyeckasi 4acThb:
N3yurTe OCHOBHBIE COKpAIlleHHUS, HCITONb3YeMbIe B JIeJIOBOM KOpPECIIOH JICHIIHH:
A/C, a/c, acc. (account current) — TeKYIIHIA cUeT
adsd (addressed) — ajpecoBano
adse (addressee) — ajpecar, moaydaTeib
ad (advertisement )—pexiiamHOe 00BABJIEHHEe (MHOK. YUCJI0 — ads)
a.m. (ante meridiem) — 710 Moy IHA
app. (appendiX) — npHIIOkKeHHE
Attn, (attention) — BHUMaHHU IO (KOTO-JIH0O0)
B/E, B.E., b.e. (bill of exchange) — nepeBo/iHOi Bekcelb, TpaTTa
B/L, b/1, B.L., b.l. (bill of lading) — koHOCamMeHT
cc., cC (coples) — ykasaHHe Ha aJipecaroB KOIMUi MICEMa
CEO (chief executive officer) — HUCIOTHATENBHBIA THPEKTOP
cf. (confer) — cpapHHTE
Co. (company) — KOMITaHUS
contr, (contract) — KOHTpakT
Corp. (corporation) — KopIoparus
cur. 1. (currency) — BamoTa; 2. (current) — TeKVIIHiA
CV (curriculum vitae) — kparkast Ouorpadus
dd 1. (dated) — narupopannslii; 2. (delivered) — mocraBneHHBIHI
Dep., Dept. (department) — 1. — otjien; 2. — MHUHUCTEPCTBO
doc. (document) — JokyMeHTHl (MHOK. YHCIO — docs.)
doz., dz. (dozen) — mroHHA
eaon (exceppasnatiieraaseareted) — eclin He ykazaHo HHade e.g. (exempli gratia, Jiat.) — HarpuMmep

enc., EI]CIC-., W %?ﬁﬁﬂgﬁ% — B.TID}KEHHBIFI? HIJHJIHTEIEMBIH? BIIOJKCHHCE, HpH.TID}I{EHHE (l{ HHCBM}’ H T.
Ceptudmkar: ~ 2C00000 3E9ABSB952205E FBAS00060000043E
Bna,u,end;_[.,r llleGayxoea TaTeAHa AnexkcaHgpoBHa

exc., excl. (except, excluding, exception, exclusion) — wHck/If0OUYasg, UCKIIOUEHUEe eXpn (expiration) —

HCTCUCHHC ECPDI{H
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fig. (figure) — 1. — mudpa; 2. — pUCYHOK, cXeMa

FY (fiscal vear) — (pmHaHCOBEI roj

h. a. (hoc anno, Jiar.) — B TEKYIIEM TOY

hf. (half) — monosuHa

H.Q., HQ, h.q. (headquaters) — riapHoe yIpaBlieHHe (KOMIIaHWH, opraHu3anuu ) id. (idem, mar.) — ToT
e

L. e., 1e (1d est, mat.) — TO ecThb

inc., inch (including) — B0 Yas

Inc., inc. (incorporated) — 3aperucTpHpOBAHHEIN KaK H0pPUIHYECKOe JIUIO (KOpIoparus)
info (information) — uH(pOpMAaIH

inv. (Invoice) — cuer-(hakTypa

IOU (I owe you) — jonroBas pacIiicka

L/C, Le., 1/c (letter of credit) — akkpeqUTHB

LLC (limited liability company) — xoMITaHUs ¢ OTpAHUYEHHOW OTBETCTBEHHOCTHIO

Ltd., Itd. (limited) — ¢ orpaHM4eHHO OTBETCTBEHHOCTHIO

LOC (letter of commitment) — rapanTHiiHOE IMHUCHEMO

mdse (merchandise) — ToBaphI

memo (memorandum) — 3aImcka

M.O., T.0. 1. (mail order) — mouroBEIil TTepeBo/T; 2. (money order) —eHekHBIH MepeBOJ], TIATEKHOE
[IOpYUYeHHE

M.T. (metric ton) — MeTpHYeckas TOHHA

MV (merchant (motor) vessel) — Toprosoe (MoTOpHOE) CY/THO

N/A (not applicable) — He nmpuMeHUMO (HaIp., MyHKT B aHKETE)

N.B., NB (nota bene, 1at.) — BaykHOe 3aMedaHHe

NC, N.C., B/c (o charge) — OecruiatHO

PA (power of attorney) — /10BepeHHOCTH

p.a. (per annum, JiaT.) — B TOJI

par. (paragraph) — a63an, maparpadg, MyHKT

Pic, PLC (public limited company) — orkpblTasd axIMOHEpHas KOMITAHUS C OrpaHUYeHHOM
OTBETCTBEHHOCTHIO

PO (post office) — mouroBoe oTelieHue pp. (pages) — CTPaAHUIIL

pp, p-p. (per pro, iat.) — OT UMEHH U [0 [MOPYUEHHUTIO

qv (quod vide, nar.) — cMoTpH (TaM-TO)

R&D (research and development) — HaydHO-HCCIIe/IOBATENILCKUE W OMBITHO-KOHCTPYKTOPCKUE pabOTHI
(HOKP)

ret (receipt) — pacrucka, KBUTaH U

rept. (report) — order re (regarding) — OTHOCHUTEJILHO

ref, (reference) — cchliika

shipt (shipment) — oTrpy3ka, oTIipaBka

sig. (signature) — MOJIITUCH

fn. (ton) — TOHHA

urgt (urgent) — CpPOUHBIH

V., VS. (versus, J1aT.) — IIPOTUB

VAT (value-added tax) — HIAC

V.LP, VIP (very important person) — oco00 BaykHOe JIUIO V.s. (vide supra, jar.)

BorpocH " 3aJaHus:

1. IToAroToBsTECH K 00CYKASHHIO TEOPETUYECKOI'0 MaTepHala.

KakoBBE OCHOBHBIE TpeOOBaHHS, MpeIbSBIISIeMble K JeJIOBOMY IepeBojay? Kakue rpaMMarHueckue
KAaTETOPHH OTCYTCTBYIOT B PYCCKOM S3EIKE ITO CPABHEHHIO ¢ aHTIIMIICKHM, H Kak H30exkarh TpYIHOCTEH
nmpu ux mnepesoje? Kak mepeBoadaTcs TEKCTH ¢ OOMICNPUHATHIMH H CHEIHAILHBIMH COKpalleHUIMHU?
Kakue (ppa3sl B TEKCTE MEPEBO/IA OCTAIOTCA B MepBOHAYaAIbLHOM BHUIe? (CnoBa U (ppassl Ha IPYTOM S3BIKE,

M S3BIK 1 HWIIH?EIU_[EHHBIE (IJHIJMEHHBIE HAUMCHOBAHHA TCXHHKH, HA3BAHHA EHp}’ﬁe}I{HBIK
HATTO 5’ oW NnNoannuceio

Eepmd:u?lu{y *2C0000043E9ABBBO52205E7BA500060000043E

Bnaneneu: llleGayxoea TaTeAHa AnexkcaHgpoBHa

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

service delivery:
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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:
MpeIOCTaBUTh JJAHHBIE O YeM-JI.;
[IPUHOCHUTEL U3BHHEHHS 34 4YTO-II.;
HOBEHIIHH IMpeiCcKypaHT;

VKAa3bIBAThH II€HHI;

MOJIOKUTENBHOE pelIeHrne BOpOocCa;

B Cliyuae HeYIIATHI;

OBITE IPH3HATEIIBHEIM;

oOpamraeM Banile BHIMaHHe Ha...;
CCBUJIAsICh HA...;

MOCTABIIIHK;

VCIIOBUS MTOCTABKH;

[epeaBark JeJI0 B apOUTPaKHBIH CYI;
VCIIOBHS OIUIATHI;

mpejjiaratb ToBap;

[IPETEH 34,

MOATBE PyK/ICHHE 3aKasa;

Halle MpeJJioKeHHe eMCTBUTENBHO JI0 ...;
TPAHCIIOPTHBIE PACXO/IBI;
IpeTIOCTABUTE 5% CKUJIKY;

OTKa3arbCd OT 3aKasa;

B cliyuae Banlero orkasa...;

B IPOTHBHOM CJIyUae;

4. Form your own sentences with the English words from the exercises IIT and V.

5. ITpounTaire W NepeBeJIUTe TEKCT.

Igor 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 dakm.ﬁ.ﬂmﬂrﬂijl.mmﬁthe Amerlcan continent by the Company lorries. For overseas delivery ships

and so ?ﬂ'ﬁﬂ: SRR he cargo 1s always promptly delivered.
Ceprucbikar: 2C0000043E zn ?Bﬁaﬁﬂﬂﬂﬁﬂﬂﬂﬂﬂdalﬁ
Bnaﬂeﬂggﬂmmwngngyg gwnaround the Company offices. He has big plans for his own company and he

1s grateful for a chance to learn.
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6. Find in the text answers to the following questions

How are the Company warehouses run?

How many people are employed there?

What 1s 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 is 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,

- i1f any complaints are received by the Company,

. 1f the customers are satisfied with the quality of the goods and the terms of the delivery,
. 1f 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 1s satisfied with her position,

. 1f 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.

- Does he want to see how the goods are stored? O.K. Tell your boss I'll take him around.

. Thanks, Mr. Jackson. We are much obliged to you.

2) — Thank you, Mr. Jackson, for showing me around. I'm very much impressed with the order and
efficiency here. I'm really grateful for a chance to learn.

. 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 1s a thirsty job.

10. Translapemwte 1slCAH

a TDBaﬁﬂFﬂﬁ%ﬁ'D SHNYHEY  nocrasmgrores mo Beeii  Poccnm IPY30BBIM, 3KEJIe3HOJIOPOKHBIM H
CepTudmkar:  2C0080043E9ABEBI52205E /BAS00060000043E ~
BnanencBU ATRAHCIIORTOM,. LQBAPELBGCET 1A JIOCTABIIAIOTCS BoBpeMs. KoMIaHus HUKOT /1A He MOJIydaeT anod.

XpaHgaTcs TOBaphl Ha XOpoIIo 00OpY/I0BAHHBIX CKJajax. DJIeKTpoHHOe 000py/10BaHHE HCIIONb3YeTcd,

qTOOLI CIIeUTE 34 VIIAKOBKOH, MAPDKHPOBKOH, MOTPY3K0OH H pasrpviKoHd TOBAPOB.
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0) Mucc @IUNIc — oTIMYHBIA cekperapb. Mucrep Knuddopa viaosierBopeH ee padboroil, a MHUcCC
Omunrce yIOBIETBOpPEHAa CBOMM MONOKeHHeM B KoMmImanud. EWl mjiardr XOpOWIVIO 3apIjary, JarT
OTBETCTBEHHBIE MTOPYUYEHHS, BCErJJa XBAJIAT 338 XOPOLMIVIO padoTy.

B) Kak Bam moHpaBwiack Bama noesika B boctoH? — OdeHb NoHpaBujiack, MeHS BCTpeTHIIH B
a’poIOPTY, OTBE3JIH B XOPOWMIVIO TOCTHHHUITY, ITOKasall ropoj. Ha creayrommui JieHb 1 BCTPETHIICA C
pykoBoUTENIeM (PUPMBI, MBI OOCYIWIHM BCe BOIMPOCHL. MeHS MpeCTaBUIId BCeM CIeNHaTucTaM H
[IPUTJIACHIIA Ha JIeJIOBOH JIaH Y.

PA3JIEJ 2. IEJIOBOM DTUKET.

IIpakTHYecKoe 3aHATHe NoS. bpHTAHCKHH J1eJIOBOH dTHKeT: 0CHOBHLIE NMPHHIMHIBI H IIeHHOCTH.
Hemnopon Tuker B CIIA.
[lenb: ¢GopMHpOBAaHHE VY CTYJIEHTOB peueBOi, SA3BIKOBOH W KOMMYHHKATHBHON KOMIIETCHIIUH J1Jis
OCYIIEeCTBIIEHHS JeIOBLIX KOHTAKTOB.
B pesynbrare OCBO€HHE TEMEI CTY/IEHT JIOJKEH
3HATh: OCHOBHBIE TPAMMATHUECKHUE SBJICHHS , XapakTepHbIe /S Mpo(eCCHOHAIbHON peuH; JIeKCHUEeCKHE H
CHHTaKCHUeCKHE 0COOEHHOCTH O(PUIHAJIBH O-/1eJIOBOTO CTHJIA B AHTJIMHCKOM SI3BIKE;
YMETh: OIpe/e/isTh CTHJIEBYIO IMPHHAISKHOCTh AHTIMICKUX TEeKCTOB O(DUIHAIBLHO-/IEJIOBOTO CTHIIS,
BUJIETh XapakTepHbIE CTHJIEBBIE UepTHl; YHTaTh O(UIHAJLHO-JENOBBIE TEKCTHI PAa3IMYHON CTeleHH
CIIOKHOCTH; CTPOHTEH [JUAJIOTHYECKVI0 W MOHOJOTHYECKVID pedb ¢ HCIONb30BaHHEM Haubolee
VIOTPeOUTENBHBIX JIEKCHKO-TPAMMATHUYECKUX CpPEeJICTB B OCHOBHBIX KOMMVHHKATHBHBIX CHTYAaIHIX
opuHansHOro oOIIEH WS ; MIOHUMATh JHAJIOTHUECKYI0 H MOHOJIOTHYECKYIO peub 110 U3YUEHHOH TeMe.
AKTYallbHOCTh TEMEIL: 00YCIIOBJIeHA HEOOX OJIUMOCTERIO OBJIajieHns YK-4.
TeoperHuecKas 4acTh:

HemnoBoil >THkeT B BeMKOOPHTAHHH BO MHOIOM oOIpejelgercd NPpHHIOUIIAMH W LEHHOCTIMH
JeJIOBOH KYJIBTYPHl 3TOH CTPaHbl U UMEEeT CBOH OCOOEHHOCTH.
Kak H3BecTHO, OpUTAHIE OYEHb BEXKIMMBBI H OOXOJHUTENBHEL DTO BO MHOIOM OIIpeJlelisieT CTHJIb HX
OOIIeHHs. bpHUTAHIEI MPAKTHKYIOT JIaBaTh VKJIOHUHBEIE OTBETHl Ha IPSAMBIE BOIIPOCHI, JHAJIOTH HACTO
HOCAT JBYCMEICIEHHEIN XapakTtep. UTOOB MOHATE, YTO UMEHHO OHH XOTAT BaM CKas3atb, HEOOXOIUMO
BHHMATEJILHO CIIe/IUTE 3a HHTOHALIMEN I'0JI0Ca U BEIpAaKeHHEeM JIHNIA.

B CHIOXHBIX CHTYAlHAX AHTIIMYAHE MPOABISIOT CJIep:KaHHOCThR W camooOnaganue. Ho rtak ke
OpUTaHIEl MPEANOYHTAIOT C IOMOPOM MOAXOJAHWTH KO BCEM 3JKH3HEHHBIM CHUTYalUsIM W OH3HeC - He
HckmodeHne. K 0coOeHHOCTAM JIeJIOBOTO 3THKETa B bpHTaHHH MO;KHO OTHECTH ClieJIVIolIHe 4deprhl. B
OOIIIeHHH HYKHO IMpHJIep:KUBaThCA ONpe/IeliIeHHON THCTAHIHH, TOCKOIBKY OpPHTAHIEI BeChbMa TPEIeTHO
OTHOCATCS K THUYHOMY IpOoCTpaHCTBY. IIposgBieHneM BeKITHBOCTH OyJieT COOMIO/IEHHE PYKOIOKATHS IIPH
[IEPBUYHOM 3HAKOMCTBE. B pasroBope IMpUBETCTBYIOTCS IpsSMbIe B3IJIS/IBI B riiaza. OJHAKO HE CTOUT
3TOTO Jlenarh CIHOIKOM J1onro. [leloBoe oOlIeHHe ¢ OpHTaHOAMW He IpeJycMaTrpuBaeT JINYHBIX
BOIIPOCOB. He crout 3a0BIBaTth, 4r0 OOXOJHUTENLHEIE AHTIIMYAHE JOBOJBLHO YACTO JAKOT HWHCTPYKIHH B
BIJIe BEKIMUBBEIX IIpock0. Tak ke He clieayer 3a0bBaTh BakKHEIE Melnodd. BXOJd B IMOMeIIeHHE
HEOOXOUMO IPOITYCTUTE CTAPIIETO MO JOKHOCTH. Ha JenoBOH BCcTpeue HEITPUEMIIEMO JIEP:KaTh PYKH B
CIIOKEHHOM COCTOSHHH. bpHTaHIEI BOCIPHHHMAIOT 3TO KAK 3HAK CKYKH U He3aHHTEePECOBAHHOCTH B JIelie.
Tak ke OpuraHIBl Bcsdeckd H3beraror umucna 13. OrnpaBisissch Kk OpHTAHCKOMY TIApTHEPY B TOCTH,
y4Ile HEMHOTO OITO3/1aTh, YeM IMPHUHTH 3apaHee. [10CKObKY MPHXOJUTE PaHbIIe HA3HAYEHHOTO BpeMEeHH!
cuhTaercs HeNpWINYHBEIM. VMHOr1a B NpHUTJIalleHHHd Ha BCTpedy MOI'YT OBITH HUCIIONB30BAHEl CCHIJIKH HA
TO, B KakO# oJiek e cneayer NpuiTh. Kak 1 MHOTHE eBpoIlleHCcKie HapOo/Ibl, OPUTAHIEI AKTHBHO OOPIOTCS
3a [IpaBa »KUBOTHEIX, IIO3TOMY HE CTOHT IMPHUXOJUTE B OJIe’k /1€ U3 HATYPAILHBIX MEXO0B U KOKH.
bpuTaHIBEI BecbMa 3pYIUPOBAHHEI U MpO(eCCHOHABHEL, 00/1aaloT BBICOKOM KYIBTYpOil. B kpyr HX
HHTEPECOB YacTO BXOJIT JIUTEparypa, CIIOPT M HCKYCCTBO. B 1eoBOH cpele OpHTAHLEI OTHOCATCH K
CAMBIM KBATH()UIIUPOBAHHLIM OW3HECMEHAM B MHE.
bpuTaHckas JelioBasd KyJI6TYpa: OCHOBHEIE IIPUHIIUITE U NEHHOCTH.
bpHTaHIEl, OCOOEHHO aHTIIMYaHE, CIIAaBATCd CBOEH BEKIHBOCTRIO M O0XO/IUTEIIbHOCTBIO. DTO OJUH U3
KJIFOYEBBIX MOMEHTOB B OpHTAHCKON KyIbType H (PYHIAMEHTANBHBINA aclekT OpUTAHCKOTO CTHJI
OOILIIeHHS. [OKYMEHT MNOANMUCAH

"Stiff %HﬁﬂF"'ﬂ’ HHoy B EHOM epeBojIe "TBepaas BepxHsAs ryda". Dtor oOpa3HBIi TEPMHH YacTo
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H30eraiite BEIpakarh CBOW YYBCTBA MyOIHYHO. Ha JeTOBEIX BeTpeduaxX 3TOT MPHHIUIN O3HAYAET, YTO BaIlIX
OpHUTaHCKHE KOJUIETH HaMepeHBl [TOCTPOUTE JUAIOr B atMoc(epe (popMallbHOCTH H OeCITPUCTPACTHOCTH.
FOMOD - KITFOUeBOI 3JIeMEHT BCeX CTOPOH *H3HHU B BellnkoOpuTaHHH. BakHOCTh 4yBCTBA IOMOPA BO BCeX
CUTYallMsIX, BKJIIOYAs JIEJIOBOH KOHTEKCT, TPY/JHO IepeoleHuTb. HOMOp dYacTto HCIONB3YeTcs Kak
3AIIATHEI MeXaHWU3M, B OCHOBHOM B (pOpMe MPOHHUH HJIH CAMOHUPOHWUH. MpOHUUHBIE HOTKH MOTYT OBLITh
CKPBITBHI, 3aBYAJIHPOBAHEI MOJTEKCTOM, YTr0 Takke SBJISeTCd XapakTepHOl YepTod OpPHTAHCKOTO
VKJIOHYHUBOTI'O CTHIIS OOIIEHNUS.

CoenuHenHoe KopolieBCTBO 3HAMEHHTO CBOeil SpkOil HCTOpHEHd W CHIIbHBIMH TpaIUIHSIMH,
c(hOpPMHUPOBABIIUMHUCS T10]] BIIMSHHEM KOJIOHHAIBHON UMITEpPHHU, TPaK/TAHCKOH W eBPOMNEHCKUX BOIH, a
TAKKE€ KOHCTHTYIIHOHHON MOHApXWH. YeTBeprad 0 BeIHUYHHE HALMA, TOPIYIOMIasd CO BCEMH CTpPaHAaMH,
BenmnkoOpuTaHus OBICTPO cTalia JHJHPYIONIAM eBpPOMNENCKHUM IeHTPOM IpeJlpHHHMAaTeILCTBA.
[Tognep:xuBaeMas cTaOMJIBHON MOJTUTHYECKON W SKOHOMHWYECKOH cHUcTeMOil, BemnkoOpHTaHHS SBIISETCS
IpUBJIEKATENILHON 0a30M g 3apyOe:xkHOTO OW3Heca, mpejjarasd HMIHPOKHE BO3MOXKHOCTH BO MHOTHX
obnacTaX, B TOM YHCIIe B HCCIIe/IOBAHUAX, paspadoTkaX W HOBBIX TEXHOJIOTUAX. TeM He MeHee, UTOOBI
ycrenrHo padorarek B OpHTAHCKHUX JIENIOBEIX KpyraxX, HY;KHO 3allOMHHUTE HECKOJIBKO BaKHEIX ITpPaBWII, H
MPUMEHSTh UX KaK 710, TAK U BO BpeMs cBoero Bu3HuTa B CoeuHeHHOe KopolieBCTBO.

PabGoume MOMEHTHI:
- B COOTBETCTBHH ¢ OPHTAHCKHM OH3HEC-IIPOTOKOIOM, MYHKTYAIBHOCTE OUeHE BakHa Ha JIIOO0H JIeJIOBOH
BCTpeUe, IpHeMe HITH YiKHHE.
- HA3HA4aTh JeJIOBVIO BCTpeUy IPHHATO 3a HECKONBKO JHEH 10 Hee.
- OpUTAHILI CKJIOHHEI CHeJOBATh YCTAHOBJIEHHBIM MpaBWIaM, ITOTOMY IIpHHSTHE pelIeHHS YacTo
CTAHOBUTCS Be€ChEMa JOJTHUM IIPOIECCOM

CTpykTypa U HepapXus B OpUTAaHCKUX KOMITAHHUAX - COBpeMeHHBIe OPUTAHCKHE KOMITAHUH UMEIOT
OTHOCHUTENIBHO "TOPU3OHTAIBHYIO" HepapXUUeCKYI0 CTPYKTYPY. [IpHHIHUIHAIEHOE pa3iudue IMPOBOIUTCS
MeXKJIy MeHeKepaMH H OCTAJIBLHEIMH CHVKalluMH. (BHUMaHWe: B aHIVIMHICKOM s3blKe, H B bpHTaHHH
COOTBETCTBEHHO CJIOBO "MeHe/kep" o3Hadaer "pykoBojuTelb". MeHekepsl OOBIYHO OTBEYAIOT 34
CEpBE3HBIN YUACTOK padOTHl H YIPAaBISIOT OTAENIOM, JelapTaMeHTOM JIHOO Ienon ciyxo0oi. [losToMy
[MOMHHTE, YTO 3TO CJIOBO HE HMeeT HHYEero OOIIero ¢ POCCHICKON TpaJHIuell Ha3bIBaTh KaxkJIOTO
IpoJiaBIia "MeHe/HKepOoM TOProBoro 3ama").
- B OCHOBHOM, LIEHTPAJIbBHEIM OpraHOM, IIPHHHMAKOLIUM pelleHUs, IBIISeTCS COBeT AUPeKTOpPoB. CaMkle
OTBETCTBEHHBIE pellleHHUs Bcerja B BelMkoOpUTaHUH MIPHHUMAIOTCA Ha caMoM "Bepxy'.
Pykopoaure i B BennkoOpHTAaHHH B OCHOBHOM I[IpeJIIIOYHTAIOT YCTAHABIIMBAThL XOpomiHe pabdodne
OTHOLIEHHWS C NOJUYHHEHHBIM.
- HaganeHuk 3agactyio Oeper Ha cebsd polib TpeHepa, YUHTElNs, co3faBasg atMochepy MOJIepKKH H
BJJOXHOBJIAS CBOMX COTPY/IHHKOB HA BEIIMOJIHEHHUE PaOdOTEI.
- KomanHass paGora O4eHb BaykHA, XOTd W YYBCTBO HWHIAMBHUIYAIBHONH HACHTH(PHKAIHH TOKE OUYEHBb
CHJIEHO ITO OTHOIIEHHIO KaK K pealnu3aliy 3aJJaul, TaKk U K COBEPIIEHHBIM ONIHOKaM.
Henosoil stukeT B CIIIA
[TpuBeTcTBHE
CorjacHO aMepHKaHCKOMY JIEJIOBOMY STHKETY, IIPHBETCTBHE M 3HAKOMCTBO COIPOBOK/IAETCS
pykonoxatieM. B CIIIA He nmpuHSTO 0OMEHUBATHCA MMONENYIMHU U [1e10BaTh PYKY eHIuHe. [Tpu Goliee
JIpYKECKOM OOIIIeHHH, B 3HAK IIPHBETCTBUS, aMEPHKAHIIEI IPUBBIKITH MOXJIONEIBATE JIPYT JIpyra o CIIHHE.
O6parnienue
AMepHukaHIbl, HUMes JPYXKECKHH Xapakrtep, BcCerjia CTpeMITCs VYCTAHABJIHBAThL He(popMalibHYIO
atMoc(epy Ha NeperoBopax, Mmo3ToMY MPeIMOYUTAIOT 00IIAThCA C JIFOJBMH IT0 UMEeHH He3aBUCHMO OT UX
BO3pacTa U monoxkeHus. B HepopManbHOi Oecele nydme H36erath MOIUTHUECKHE U PEJIMTHO3HBIE TEMBI.
JIyumie oOCykaaTh BOOPOCH! CEMBH, YBIIEUEHUI, OT/IEIXa U CIIOPTA.
[Ipurnaniedue B TOCTH U IIOJIapKH
Ecii aMepHkaHell MPpUTriacui k cede JIOMOil, TO, CKOpee BCero, BBl eMY CHMITAaTHYHEL, OH Bac 3aMeTHlI H
OlleHHJI. B »TOM cliydae MOXHO IPHHECTH C COOO#l MOJApOK - LBETHl, OYTHEUIKY BHHA HWIH CYBEHHD,
XapakTepHbI Ji1g Bamiei crpaHsl. B nenoM ke, jenosele ojgapkd B CIIIA He NpHUHATH, TaK KaKk MOTYT
BBI3BATh HeJOBepHe, W BOCHPHHATHL kak B3sgTka (B CIIIA geiicTBYIOT OYeHb CTpPOTHE 3aKOHHI,
PEr VNP VIOIONKeBFHDMEHISHC B3sTkaMu ). C Ipyroil cTopoHBl, HeOONLIION CYBEHUD, C JIOTOTUIIOM BallleiH

EDMHHHH&HE@WOIW%EEI‘U &DBDHBCTBHEM H pacllakOBaH IIpAMO IIpH Bac. Co cBoeil CTOPOHEI, B
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GpykTel W oBomM. TemM He MeHee, TpaJUIMOHHAS aMepPHKAHCKAs KYXHS IIOJIB3YeTcs OOJbIIOH
MOITYJISIPHOCTERIO CpeJIi ee kuTened. KypeHrne aMepHKaHIEl He IIPHBETCTBYIOT, a ITIOPOH JIaxKe OCVYKIAI0T,
[TO3TOMY KYPHTE B 3TOH CTpaHe 3allpellieHo TOUTH MOBCIOY.

OTHOLIIEHHE KO BpeMEHH

«BpeMs - JleHBTH» - ellle OJHA H3BeCTHasd aMepHKaHCKad MMoclioBHIA. Bompoc 00 SKOHOMHH BpeMeHH
OUeHL Ba)kKeH JUI1 aMepHKaHIeB; OolTaThk MOMYCTY - 3HAYHAT, TPATUThL BpeMs, a CleJIOBaTelIbHO J1eHBIH.
[IosTOMY BpeMs BCTped U [eperoBOPOB Yallle BCEro OrpaHHYUBAETCS OJHHM YacoM. AMepHKaHel] CTPOUT
CBOIO JKH3HB 10 PACIIUCAHUIO, YETKO Cleys eMy kax bl J1eHb. [IyakryanbHocTh B CIIIA odeHb BakHa,
a OITO3/IaHUS BOCITPHHUMAIOTCH KAK IPYOOCTh.

OTHOLIIEHUE K yKEHIIUHE

B aMepHkaHCKONH OH3HEC-KYIBTYPE KEHIIUHEI CHUTAIOTCS PABHEIMH MYKUHHAM U JOCTATOYHO YacCTO
3aHUM AT PYKOBOJIAIIHE JTOGKHOCTH. B 1esiom B fesioBoM Mupe CIIIA ropasjio Gonblie yKeHIIHH, YeM B
MO00H Ipyro#l crpaHe. AMepHKaHCKad OW3HeC JieIH cUHTaer ceOd IMOJHOIEHHBIM OH3HEeC MapTHEpPOM,
MOTOMY He cleflyeTr OBITh Ype3sMepHO TallaHTHBIM B OTHOIIEHHH JIeJIOBEIX K€HIIHH, BOMPOCH JTHYHOTO
Xapakrepa 371eCb HeYMEeCTHBEI.

J1eTOBOH KOCTIOM

B CIIIA neiictByeT npaBuiio: «HeM BHIIIE JJOIDKHOCTh, TeM o(HUIHalbHEN KOCTIOM». B J1eJI0BOH KU3HH
MPHHATEl TONBKO TEMHEIE KOCTIOMEL. [l 3KeHIIHH NpeJlouTHTeNIeH OpPIOYHBII KOCTIOM CIIOKOHHOTO
[BeTa, a Tarke 00VBb Ha kablykaxX He BeIle 4 cM. MeHee kecTkHe ITpaBuiia, Oonee CBOOOHBI CTUIIb
OJIeK/IBl JEHUCTBVIOT B CIIOPTE, HCKYCCTBE, MOJIe H B HH/IVCTPUH pa3BJIeUeHHIL.

IlemoBoe o0IIeHHE

Henopoil stuker CIIA He MHOTMM OTJIMYaeTCsd OT €BPOIEHCKOro, HO €CTh U CBOM OCOOeHHOCTH. JlJid
aMepHKaHIla HeT HHUYero OOHMJHOTO B BONpOCe MAIO3HAKOMOIO 4YelIOBeKa O ero 3apIJiare, XOTd,
HarmpuMep, B 'epMaHiH 5TOT BOMPOC CUHTAETCS HEJOITY CTHMBIM.

B CIIIA HaMHOTO mpoIle MO3HAKOMHUTHCSA U 3aBeCTH JIPYKECKHe OTHOLIESHHS, [0 CPABHEHHIO, HAIIPUMED,
¢ AnoHnen. ['maBHOE, yMeTh MPABUIILHO NPeJCTABHTE ce0d. AMepHKaHIEl OUeHb SHEe prHYHbIe, OTKPBITEHIE
H JApy:xedo0Hbsle Moqu. C HOBBHIM 3HAKOMBIM MOYHO Cpa3y MHepeXoJuTh K JeJIy U TOBOPUTH BIIOJHE
oTKpoBeHHO. BeIpaskeHus Let's get down to business - «JlaBaiiTe mepeiijieM k Jieqy» - O4eHb MMOIYJIIpHA
cpenu aMmepHkaHIeB. Bo BpeMs nenoBoil Oecellbl He NMPUHATO OTBIIEKAThCS HA IMOCTOPOHHHE JeNna -
3BOHKH IT10 Telle(pOHY, pasroBOPHl ¢ KOJUIeTaMH. A BOT BCTABIIATh B PasroBOP WIYTKH ITO TeMe, CUHTACTCS
IPHU3HAKOM Xopomero toHa. B crpaHe roBopdaT Ha aMepHKAHCKOM AHTIIMICKOM, CUUTAd JIOHIOHCKHH
AHTTIMACKU I BBICOKOMEPHBIM BAPHAHTOM TOT'O ke S3bIKa. [103TOMY eclTi BBl XOTHTE IIEPEBECTH KAKUE-TO
Marepuansl g cBouxX Oyaymmx rmaptHepoB B CIIIA, To cTouT 3TO Jlenarhk ¢ y4eTOM JaHHOH 3BIKOBOI
OCOOEHHOCTH.

AMepHKaHIEl [IparMaTuyYHEle JIIO/IM, He OUeHE JII00AIIHe cIeJOBaTh TpaJuluaM. JIig HHUX Ha IIepBOM
MeCTe BCer/la CTOAT WHIHBHIYaNbHOCTE W ITpaBa 4elnoBeka. JKHUTellb 3TOH CTpaHBl HHKOra He OyJer
KATOBAThLC, W pacCKasblBaTh O CBOMX Heyaadax. HeszaBUCHMO OT CUTYallMU aMepHkaHell Bcerja Oyaer
BEITJIAJIETE VBEPEHHEIM, 3/I0POBEIM, H3TYUAKO UM yCITEX.

AMepHKaHIBl TOBOPAT TOJBKO TO, YTO JYMAIOT; BOCIIPUHUMAIOT JIIOOYIO (hpa3y cobeceHUKA JIOCIIOBHO.
OHM MIOXO MOHUMAKOT HAMEKH, HPOHWIO, CIIOKHBIE BBICKA3BIBAHUS WM CKPBITBIH CMBICH CJIOB MOMKET
COUTE HUX C TOJIKY.

[lepeq HadalloM JeNOBBIX IEPETOBOPOB aAMEPHKAHILI MpeJNoYduTaloT Cco0park MOJNHBIA MakeT
HH(popManuu 00 ydacTHHKaX Oyayuieid Bctpedd. OHH MOTYT IOMPOCHTH MPUCHIATh CITMCOK JIMI[ Bamlei
neneranyu, JOMOTHUTEIBHO 3alpoCcHB HH(popMaHio 00 UX 00pa30BaHHUH, VIETHBIX CTEMeHsIX, MTeUYaTHbIX
TpyJaax ! T./1.

AMepHKaHIEl OYeHb 3aKOHOMMOCHVIIHEIE Tpaxk/JaHe. /lake HesHaUHTelIbHAsd He3akOHHasd KOMMepUecKad
orneparnus B 3TOH cTpaHe MOKET CTarb NPHUHHON TIOPEMHOTO 3akmoueHnd. «llogMoueHHAsS» penmyTamis
(UpMEI HaBcerja IMOCTAaBHUT KPECT Ha ee BO3MOKHOCTH COTpyAHHYecTBa ¢ koMIlaHueil u3 Llraros.
HosepHe B AMepHKe MOKHO 3acCIVKATh JIHIIL MHOTOIETHHM, Oe3yIIpeuHbIM TPYJIOM, a He JpY:kO00u H
cBA3AMU. [TodTOMY V aMepHKaHIEB He CYIIECTBYET HUKAKHX «OCOOBIX» YCIIOBHH CJIENIOK «(JIJi CBOUX». B
CTpaHe BO3MOKHEI TOJIBKO OTKPBITEIE CJIENIKH C JIFOOBEIMU NapTHepaMH. | JIaBHOe JJId aMepHKaHI€B, YTOOEI
MmapTHepbl OBUIH TPOYHBIMH M CTAaOWIBHBIMH, Kak B (PHHAHCOBEIX, TaKk W B IMpodecCHOHANTBHBIX
OTHOII€H HIOKAMEHTKSHBIPOCTO 3apadaTeIBalid JIeHBI'H, a BEJIH COIHAILHO OTBETCTBEHHEIN OU3HEC.

Y ME&JM&%‘B&E E}TBH HEFABHCHMOCTH, CAMOCTOATCIIEHOCTH, OHH VMCHT COPCBHOBATLCA H
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Elle OJWH W3 3JIEMEHTOB VCIEMIHOT0 aMepHKaHCKOro OW3Heca - CKOpocTh. B AMepHke Bce
[MPOHUCXO/IUT JIOBOJIEHO OBICTPEIMH TEMIIAMH, BCE JIEJIaeTCSd «CETOJHSI», He OTKJIAJBIBACTCI Ha «3aBTpar.
[TosTOMYy Ha meperoBopax HYKHO OBITh TOTOBEIM K TOMY, UTO Bac OYJIYT TOPOIHTH, MOATAJIKUBATE K
NEeHCTBUSAM, TAK KAK AMEPHUKAHIBI HAMOpPHCTHIE, MPIMOJIMHEHHBIE W BCerja crhemamniie OH3HEeCMEHHI.
[’ TaBHOE I HUX - 3TO YCIeX, a KaKIbIH YCIIeX - 3TO MPeJIMOChIJIKa /I HOBBIX ITOOE]I.

OcoOeHHOCTH BeJIeHHS IEPeroBOPOB

Eclii aMepHKaHIOEl OPTaHHU3VIOT JIEJIOBVIO BCTpPeUY, TO 3TO ITOJHOCTBIO HCKIIIOYAeT JAPVKECKYIO Oeceny.
Berpewa Oyaer HacHIIIeHa, UMeTh KOHKPETHVIO Ielib, H JIJIUTCS He Ooliee daca. g aMepHkaHIleB
[eperoBOPEl - 3TO OTKPHITOE OOCY:KJAEeHHE, Mellb KOTOpOro HaWTH OOIHe HWHTepeCchl W BEIPadOTaTh
CTpaTeruio i COTpyIHHYecTBA. YecCTHBIE CJIeJIKH W B3aUMOBEITOJHBIE OTHOMICHHS O0e3 KakOoH-THOO
«CeMeHOM JIpY:KeCTBEeHHOCTH» - BOT HJlealibHag kapTHHA OU3Heca IS aMepHKaHIIa.

JleJioBEIe IMeperoBOPhl aMepHKAHIEBI TIOOIT HAUHHATE ¢ OOCYXKJIeHHS OOIIero Bonpoca, ¢ nmpodJieMsl
TpeOVIoNIel MPUHATHS pelIeHus (UTO HYKHO JIeliaTh), a 3aTeM IMepeXo/daT K JeTalsM, CITocOOCTBYIOMHMM
peanu3alui JOTOBOPEHHOCTEH (kak HYKHO C/IeliaTh), KOTOPBIM Vensercs OoJblloe 3HAUeHHe IIpH
opranusanui Jirobdoro aena. I1o3TOMy K pacCMOTPEHHIO aMepHKAaHIBI TOTOBAT, KAk IPABHIIO, IeJible
«IMaKeThl» TpeIokeHui. A BOT Ha (pOpPMAaILHOCTH OHH He OYJYT TPATHTH CBOE BpeMS.

[TeperoBOpHBI MpoIecc aMepHKAaHIB CTAPAKOTCId BECTH B OBICTPOM TeMIle, OeClpephIBHO MOATAIKHBAS
CBOMX ITAPTHEPOB K CKOpeieMy MpUHATHIO pemieHud. OHU MOTYT JlaKe IPOSBIIATH arpecCHBHOCTS,
HaBS3LIBAsS CBOW NMPAaBUJIa HTPHL.

Bo BpeMs [I€JIOBEIX MEPETOBOPOB AMEPHKAHIEI MOT'YT IMO3BOJUTE cede CHAETH, 3aKHHYB HOT'Y HA HOI'Y
TaK, YTOOBl OOTHHOK OJHOM HOT'H JieKall Ha KOJIEeHKe JPYTroi HIH IMONMOKHATE HOTY HAa COCETHUI CTYI WITH
CTOJI. DTO CUHUTAETCS HOPMOHM B AMEPUKAHCKOH KVYJBTYpe, XOTS HEepeJKO BEBI3BIBAET pasjipakeHHe Y
[IpeJicTaBATeNIel JIPYTHX CTPaH.

BonpocH H 3aJaHus:

1. TToATOTOBETECH K OOCYIKICHUIO TEOPETHISCKOTO Marepuala.

KynbrypHBEIE TpagumuK aHrindad. CTtpykrypa W HepapXus B OpHTAHCKUX KOMITAHUSX. DTHYECKHE
MPHHIAIEL JIeJIOBOTO OOIIeHHWS C MHOCTPAaHHBIM IaprHepoM. Paboumne oTHOHIEHHS B BelHKOOpHTAHHH.
busnec B Bemkodputanuu. [Tpaktndueckie MoMeHThl. bpUTaHckuid JeoBoil sTHkeT (4ro HYx)HO U HE
HYKHO Jleliatk). KimoueBBle aMepHKaHCKHE IEHHOCTH. AMEPHKAHCKHH CTHIB JI€IOBOrO OOIIEHHS.
JKenmmaa u 0usHec B CIIIA.

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 1s 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 / pockets perfume / no perfume

a lot of cosmetics / a little cosmetics / no cosmetics expensive jewellery / pretty trinkets / no jewellery
bright colours / dull colours

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

- always wears neat dark suits and sober ties,

. likes to wear jeans and sports jackets

- 1s always smartly and fashionably dressed

- ne EHIItmﬂﬁ'lDHl-tD hjs cl-:::thes

%EDS

CepTudmKar Ef:[r 00043E9AB 7BAS0 EEH] DmaE
Bnanendi rms.and makes his employees wear them Give your reasons.

4. Ima%me that you have urgent work to do but people in the office distract you.
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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 1n 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 T were youI'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 couldn't have been lost.

They may have delayed the answer for some reason.

They might have forgotten to post it.

10. Translate and learn the following conversations:
1) Customer: — Can you help me, please?
Shop person: — Yes, sir, what 1s it?

-I am 1-:::-:: ' t-th[lﬂhEEﬂﬂ-lSUit size forty two.
- nt?
CepTudmKar: zc::r::r:}::rme.E ABBBBEEED ?BAE (060000043E
Bnanenel: ﬁ:‘a’ﬁ’ 1ne.

. Here 1S an e:‘{cellent suit. Will you try it on?

- Just the thin ng, H How much 1s 1t?
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- It's only $ 200.

- All right. T'll take it.

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

- Not bad. Why do vou 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!
Delegate duties: don't do everything yourself.....
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 nM BB, 4TO Takoe JienoBOH sTHkeT? YMeere JiM BBl yCTaHABIIMBATh KOHTAKT C MMapTHepaMu?
VYueere m BB BEIOMpaTh OJex/1V, MOAXOAANIIVIO A7 paboThl U oTAbIXa? BeIMBEl M BBl cO CBOMMH
corpyaHukaMu? Her mm v Bac npuseruku nepedbupare Bamero cobeceqHuka? 3agyMmaiiteck HaJl STHMH
BOIIpocaMu. 210 moMoxker BaMm B Bamien padore.

ITpakTHyeckoe 3ausiTiHe Ne6. PasiHyus B aMepHKAHCKO H aHTJIHIICKO# 1eJ10BOii TePpMHHOJIOTHH.
[lens: ¢gopMHpOBaHHE VY CTYJEHTOB peueBOi, A3BIKOBOH W KOMMYHHKATHBHOH KOMIIETEHIUH J1Jis
OCYILECTBJIEHHS J1eJIOBBIX KOHTAKTOB.
B pesynbrare OCBOEHHE TEMEBI CTY/IEHT JOJLKEH
3HATh: OCHOBHBIE TPAMMAaTHUECKHUE SBJICHHS, XapakTepHbIe /I Mpo()eCCHOHAILHON peul; JIeKCHUEeCKHE H
CHHTAKCHYeCKHe 0COOEHHOCTH O(HIIHAIGHO-/IeJIOBOTO CTHJIS B AHTJIMICKOM SI3BIKE;
YMETh: OIpe/elsiTh CTHIIEBYIO IMPHHAIIEKHOCTh AHTJHMICKUX TEKCTOB O(PUIHAIBLHO-/IEJIOBOIO CTHII,
BUJIETh XapakTepHbIC CTUJICBBHIE UYEPThl; YHTATh O(HIMAJIGHO-JIEIOBEIE TEKCTHl PAa3IMuHON CTelneHH
CIOKHOCTH; CTPOHTH [JUAJIOTHYECKYI0 W MOHOJOTHYECKYI0 pedb ¢ HCIONb30BaHHEM Hauboliee
VIOTPeOUTENBHBIX JIEKCHKO-TPAMMATHUYECKHX CpEeJICTB B OCHOBHBIX KOMMVHHKATHBHBIX CHTYAaIHSIX
o(punuanIbHOro OOIIEHUS; MOHUMATh JTHAJIOTHYECKYI0 H MOHOJIOTHUECKYIO pedb 0 U3YUeHHOH TeMe,
AKTYalIBHOCTE TEMEL: 00YCIIOBJIEHA HEOOX OJJTHMOCTEIO OBJIajieHHd Y K-4.

TeoperHueckas 4acTh:

[Ipn obo3HAUYeHHH J1aT HA MUCbMe B BA (OpuUTaHCKHIl aHTJIMICKHIT) CTAaBUTCS YUCIIO, 3aTe€M MecsIl U
mocieHUM ykaseiBaercd roj: 20/7/99 umm 20.7.99. Takoe umcno mpousHocutrcd July the twentieth,
nineteen ninety nine. B AA (aMepHkaHCKOM AHTJIMIICKOM) BHAadajie CTABUTCHS MeECSI], 3aTeM YHCIO U
mocieqauM roj1: 7/20/99. TTpousHocuTces Takoe uncio July twentieth, nineteen ninety nine.
HamMeHoBaHHe uncell Takke oTiindaercs B AA U bA.:

320 — «three hundred twenty» (AA) u ‘three hundred and twenty" (BA)
0 — «zero» (AA) u "nought"/"oh" (BA)
["oBOpS 0 BpeMeHH, aMepHKaHIIBl BMecTO past yrmorpebistoT after: «It’s ten after eleveny.
B oOmactH 35kOHOMHYECKOH TEPMHHOJIOTHU W JIEKCHKH COBpPEMEHHOIo OusHeca B AA MPHUCYTCTBYET
0OJIBIIOE KOJIMYECTBO IMPO(EeCCHOHATU3MOB, a TakKKe pacclioeHHe CIeUaIbHON JIeKCHKH Ha
TEPMHHOJIOTHYECKUEe U ITpo(ecCHOHANBHBIE CIIOH (1101 Mpo(ecCHOHAITM3MAMHU MTOHUM Al0TCS JIEKCHUECKHE
e JHHHIE] L BHE MaJIbHOTO 00MIeHus ). OIUH U3 BeAYIIUX CITOcODOB 00pa30BaHUI TEPMHUHOB
f:,epmq:ET?TIEER%EI%%Eé%ﬂﬂ%&%{?ﬁﬁBA?%E%%%%ABEEMETH@DP - Hamprmep:
Branend@me L;i]_.ggjg Mash TN bamz KOMITAHHS B TSHKETOM (PHHAHCOBOM ITOJIOKEHUH
company doctor — («IOKTOp KOMMaHHH») — (MHAHCOBBLIH KOHCYJIGTAHT, CIEUAM3UPYIONIHICA Ha

dHAITH3C H paspeclliIcHHH HpDﬁ.TIEM KOMITAHHH
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big gun advertiser (big gun — «Tshxénasg apTuiiepus») — KPYIMHBIA pexiaMoiaTelib

sleeping partner («CrsIMii maprHép» ) — HOMHUHAIILHBIH TAPTHED

sleeping beauty («crsmas kpacaBHIa») — KOMIIAHUS- MTOTEHIUANBHBI 00BEKT MOIJIOIEHUS, KOTOPOi
paHbIIIE He JeNanoch Ipe/IJioKeHnH )

angel («aHrel») — COCTOSTENBLHBIH UeNOBeK, BKJIAJBIBAIOIINI COOCTBeHHBIE Cpe/ICTBA B HAYAJIO W
pacmupeHre oOusHeca

yellow dog contract («xoHTpakT x)E€nTol cobakn») — obg3arelibcTBa pabodyero O HeBCTVIUIEHHH B
po(hcor3

yellow dog fund («on xénToii cobaku») — CYMMBI, HCITOJIB3YeMBIe JIJTS TTOJIKVIIa

bear («MenBe/Ib») — CHEKYJISHT, UT'PAIOIIUI Ha TOHHKEHHE

bull («OBIK») — CTIEKYIISHT, UTpAIOIIHIl HAa MOBEINIEHHE (OUPIK.)

B psaay JUHTBOCTHJIMCTHYECKHX CPEJICTB, XApPAaKTEPHBIX I 00pa3oBaHUS SKOHOMHUECKHX M OH3HeC

TEPMUHOB AA, ITpeJicTaBieHa METOHUMHUS (TTIepeHOC NMTPHU3HAaKa ¢ YaCTH Ha 1eJI0e ):

White collar («Oenblii BOpOTHHYOK» ) — O(DUCHBIN CITYKaITHi

Pink collar («po30BEI BOpOTHUUOK» ) — pabounii chepsl 00CIyKUBaHUS

Blue collar («romy60oif BOpOTHHYOK» ) — MTPOU3BOJICTBEHHEIN pabodnii

Open collar («OTKpBITEII BOPOTHHYOK» ) — JIUII0, padoTarolee JoMa o cBOOOTHOMY Tpa(uky
B nekcuke coppeMeHHoro ousHeca CIIIA u BemkoOpUTaHUH MIPHUCYTCTBYET TAKKE

Me)KBapHaHTHass CHHOHUMHS TEPMUHOB:

stock — oOBIkHOBeHHad akus (AA)

share — oObIkHOBeHHas akus (BA)

B npornecce cinoBooOpa3zoBaHud JIEKCHUECKHUX JIEPUBATOB OCHOBHBIMH cIiocoOaMu B AA IBIISFOTCS
appukcarug (1lliquidity, non-payment), ciiopocioxkenue (Job holder, bill brocker, tax payer), koHBepcus
(off — cymrecTBUTENBHOE CO 3HAUEHUEM «CHIDKEHUE KYPCOB BAIIOT MPOTHB TIPe/INIeCTBYIONIErO JTHSD,
go-between — CylIeCTBHTEIBHOE CO 3HAUCHUEM ‘TIOCPEIHHUKK).

Jlekcudeckuil cocraB OM3HEC TEPMUHOJIOTHA AA COJIEPKHT HE Tak VK MHOTO 3aUMCTBOBAHHI U3 JPYTHX
S36IKOB. HO OHHM TIPHCYTCTBYIOT, W BOT IpPUMEp 3aHMCTBOBAHHS W3 PYCCKOTO I3BIKA: €nergy czar
(«BIIUSATEIILHOE JIUIO B O0JIACTH YKOHOMHUKH ).

Ha rpaMmMmariyeckoM YpoBHe paznuusg Mexay AA U BA mposgBiasgioTcs yke Ha YPOBHE T€PMHHOJIOTHH
(Continuous Tenses B BA u Progressive Tenses B AA). Hocurenun BA ynorpebdnstor The Present Perfect ¢
HapeunsaMH Just, already, yet: «We have already agreed to waity. AMepHKkaHI[BI ke HEpe/Iko, 0OCOOEHHO B
VCTHOH peun, yrioTpedstoT 3/ieck The Simple Past: «I already met him».

B AA cymectsyer aBe (popMmel Past Participle IT y rnaroma get: gottenu got, B To BpeMsl kak B BA —
TOJIbKO OJIHA: Zot.

KoHcTpyknug «have been to», pacripoctpanéHHas B BA, Moxer BUJIOU3MeHATRCS B AA — «I have never
been in Florida». ®pasza «Do youhave a car?» tunmmuna ans AA, torja kak B BA Ooliblie IPUHSTO
ropoputh «Have you got a car?»

CobuparenbHBIe CYIIECTBUTEIBHEBIE, TAKHE KAk government, committee, team, corporation, crew B BA
MOT'YT COTJIACOBBIBATBCA CO CKA3YeMBIM KAk B €JUHCTBEHHOM, Tak W BO MHOXECTBEHHOM YHCIIE.
AMepHKaHIBl IPEMOYUTAIOT COTVIACOBBIBATh TAKHE CYIIECTBUTEJIBHBEIE CO CKa3yYeMBIM B €JHMHCTBEHHOM
quclie.

Onpeien€HHBII apTHKIIL YacTo omyckaercs B AA mocie «all», Tam, rme B BA o0sg3aTelbHO €r0
ucronb3opanue: «all day», «all night», «all moming» u nap. WU HaobGopor, ompe/eli€HHBIH apTHKIbL
HCITONb3yeTcs B AA taMm, r/1e ero B BA OBITE He JIOJDKHO: «in the summer», «in the spring», «in the fall».
CpaBHHTE BAPHAHTEI TEPMUHOJIOTUH
AMep. BapuaHT AHTJI. BapuaHT 3HAUYeHHE
administration Government in power [IpaBUTELCTBO (JEHCTBVIOIIHE)

Around (ten) About (ten) Oxkorio (1ecaTH)
Blue-chip investments First-class investments IlepBokJiacCHBIe HHBECTHIIHH

Call loan Short-term loan KparkocpouHsIil 3aiiM

Checking account Current accountTexyIuii cder

Claim letter ~ Letter of complaint [TucbEMO-pexIaMarms

Collect on del noardash on delivery OriaTa npH JJOCTaBKe

Common-3tock Hﬂlﬁ?%%fg OOLIKHOBEHHAA AKITHA
Ceptucpuar:  2C0000043EIABBBI52205E 7 BAS00060000043E
Bnagen ﬂrpmljm Wosna Anexc Q&E&l@“}’ aw  3aKOH O KOMIIaHHSIX
Express man  Carrier TToCBIIBHBIH

Ti fix a meetinr%TD arrange a meeting HasHadarth BcTpeuy
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Freight not prepaid Carriage forward be3 omarsl MepeBO3KH
Freight prepaid Carriage paid C omnaroil repeBo3kH
Freight train  Goods train ~ ToBapHEIH TToe3]1

Government bonds Government securities T'ocygapcTBeHHEIE IeHHEIE OyMaru
In good shape In good condition B XopolieM coOCTOSHUH
Investment bank Merchant bank MuBectunnonusii bank

Law business Practice (law) IIponeccyaisHOe IpaBo

Local taxes Rates MecTHEIe HAIOTH

To operate a business To run a business 3aHUMAaThCs OM3HECOM
Operating costs Running expenses Texyuiue pacXosl

ordinance By — law [TocTaHOBIeHHE, YKA3

To pass up an offer To decline an offer OTKJIOHATE ITPeJIJIOKEHHE
Preferred stock Preference share [TpuBHIIErHpOBaHHASA AKIIHS
President Chairman IIpesuaeHT (kOMIIaHWH )

Right away Immediately  HemeeHHo

Shipment Consignment ITaptus (ToBapa)

Stockholder  Shareholder  Jlepskarens axiuii

Stub  Counterfoil Kopemiok (4eka)

Tag  Label Dtuxerka

Tender Offer IlIpennoxkeHue

Way back Some time ago HekoTopoe BpeM$s TOMY Haza/l

Bornpocsl U 3aJ1aHu:

|. TTogroTOBETECH K OOCY /IEHHIO TEOPETHUECKOTO Marepuaa.

13 HCTOpPHH MPOHCXOKJICHHS aAMEPHKAHCKOTO aHIMIHiickoro. JIekCHUeckHe, TpaMMaTHUEeCKHE,
opporpapuueckrie W (POHETHUECKHE OTJIUUHS aMepHKAHCKOTO JeJIOBOro fA3blka OT OpHTAHCKOTO
BApHaHTA.

2. [TpounTaiite U TIepeBeJUTE TEKCT.

SCHEDULING APPOINTMENTS

Appointments may be made in several ways:

1. The executive schedules an appointment and tells you about it. You make sure 1t 1s 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 1s 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 visitors by mail. These should be entered on the calendars in pencil, since they are subject to
change.

Mr. Clifford i1s holding a meeting now. He 1s the Chairman of the meeting. Several officials of the
Company are attending it. Now they are discussing the agenda. The meeting is very important. They are
going to discuss the company's financial policy.

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 i1t 1s over. She i1s taking down the minutes now. She 1s taking them
down in shorthand.

3. Ask queslﬁaﬂmm tiogtextHo which the following are the answers

1 JfIEKTPR) g
CEpTHd}gz)jaT: 2C000 :}4359&5&593 DS AS00080000043E

L”Eﬁﬂ'}l'}tDBEl. are.
3) o, The agenda

?— onpany financial policy.
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5) 7 — Miss Flipps is.

0) ...7 — After the meeting is over.
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 1s going to do

a) when the meeting is over,

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

d) on Sunday,

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

a) after the lesson is over,

b) if the weather 1s nice on Sunday

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

7. Translate and leamn the following conversations and make your own, on analogy:
1) — Can I see Mr. Clifford? Is he free?

- I'm sorry he 1s busy. He 1s 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 1s he coming?

— At three o'clock.

— Y ou must hurry then. / see off, going on, leaving /

8. Think of your own stories starting with

. It1s 10 o'clock now. Cindy is looking through the mail. Then she 1s going to ...
. It 1s Monday today. Mr. Lindon 1s 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 tmmﬁﬁnnhnruﬁmand fill in the missing words. In what way 1s it different from the text in Unit

39 ANEKTPOHHOW MOAMMCHIO
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B:z;zﬂ:lé?ermewoggm %ﬂff greceives a memo from the Company's Advertising ......... What ........ the
Advertising Manager do? He 1s in charge of the ........ Department. This .............. informs people of the

ﬂEHCTEHgEEE XEED%E;ED!(% DBHIE]%ESEI"»ICES. It designs the Cﬂmpanys logo and marketing slogans, TV, radio



and .......... commercials, wall posters to persuade potential .......... to buy from the Company. Advertising
1s a science and the Company tries to hire the ...... specialists 1n this field.

10. Translate into English.

Cerojiag 20 HosiOps 2013 ropa, 10 gacoB yrpa. Mucrep Knuddhopn odens 3angat. OH NpOBOIUT
COBelllaHWe. ITO COBellaHHe OYeHb BaxHoe. MeHeDxkepsl KOMIAHHH OOCYXKIAIOT BOIPOCH
nporusBojictea. Mucc @numnc Beger OpoTokoy. Ha creaviomiedn Heaele OHH OyIyT OO0CYKIaTh
KOMMEPUECKYIO MOJINTHKY KOMITaHUH. OHH cobepyrcd 27 HogOps B 10 gacos.

— Yto TH ceituac jaenaems, CuHIH? — 5 mepeBoKY MUCBMO MHUCTEPY beloBY Ha pyCCKUM S3BIK. — A
[TOTOM 4TO THI Oy/ens aefiath? — OTrheyaTar 3TO MUCEMO U OTIpaBiio ero B MockBy. — KTo sTor Muctep
benos? — 910 pycckuil 6usHecMed. OH cobupaeTcsl K HaM IIPHEXarh.

IIpakTHueckoe 3auaTHe No7. VerpolcTrBo Ha padoty. Co3laHHe pe3oMe.
[lens: (opmMupoBaHHE VY CTYJAEHTOB peUeBOi, S3BIKOBOH W KOMMYHUKATHBHON KOMIETEHIIUH JIJis
OCYIIECTBJICHHS J1eJIOBLIX KOHTAKTOB.
B pesynbrare OCBO€HHE TEMEI CTY/IEHT JIOJKEH
3HATh: OCHOBHEIE TpaMMaTUYeCKHe SBIIEHHS, XapakTepHbIe IS MTpo(heCcCHOHAILHOM peuH; JIeKCHUeCKHe H
CHHTAKCHYeCKHEe 0COOSHHOCTH O(HIIHAIGHO-/IeJIOBOTO CTHII B aHTJIMICKOM SI3BIKE;
VMeTh: OMNpeJeNisTh CTHJIEBYIO TNMPHUHAJICKHOCTh AHTIHICKUX TEKCTOB O(UIHAIBLHO-EIOBOTO CTHIIS,
BUJIETh XapakTepHBIE CTUJIEBHIE UYePThl; YHTATh O(HIMAJILHO-JEIOBEIE TEKCTHl PAa3MuHON CTelleHH
CIIOKHOCTH; CTPOHTH [JUAJIOTHYECKYI0 W MOHOJOTHYECKYID pedb ¢ HCIONb30BaHHEM Haubdoliee
VIOTPEeOUTENBHBIX JIEKCHKO-TPAMMATHUYECKHUX CPEJCTB B OCHOBHBIX KOMMVHHKATHUBHBIX CHTYalHSIX
o(punuanbHOro OOIIEHHUS; MOHUMATh JIHAJIOTHYECKYI0 M MOHOJIOTHYECKYIO peub 10 U3YUeHHOH TeMe.
AKTYaTBHOCTh TEMEL: 00VCIIOBJIEHA HEOOX OJTUMOCTEIO OBJIajieHus Y K-4.

TeoperHueckas 4acTh:

CyIIecTBYIOT OCHOBHBIE BH/IBI PE3IOME:
XPOHOJOTHYECKOe pe3roMe
XpOHOJIOTHYECKOE pe3toMe Mpenoiaraer omucadue (pakToB Tpy10Boil 6uorpadguu (paborel, y4eOnl) B
OOpaTHOM XpPOHONOTHYECKOM TMOp4Jike, T.6. Ha4WHAs C I[OCJieJHETO0 Mecta padoThl, YYeORl.
[IpenMyIIIecTBO 3TOTO BH/Ia pe3roMe g padorojarelis COCTOMT B TOM, UTO OH MOXKET YVBHJIEThL B HEM
YeTKYI0 KapTHHY TPY/JIOBOH JedTeJIbHOCTH 4YeliOBeka, I COHCKarelid — 93T0 BO3MOKHOCTH
[IPOJIEMOHCTPUPOBATh KAPhePHHBI U Mpo(ecCHOHANBHBINH pOoCT B HeoOXouMOoi chepe aedrensHOCTH. OT
JJAHHOIO BHJIa pe3loMe JIydllle OTKa3aTbCd, eClIH TOCe/HSIS JIOJBKHOCTE (JIMO0 BCe JIOJHKHOCTH)
COUCKATEIl He HMMeeT OTHOIIEHHWS K KellaeMO#l JOBKHOCTH JMOO B TpyAoBOH OHOTrpaMd MHOTO
«IIPOITYCKOB» - IIEPHO/IOB BpeMEeHH, KOr'Jla YeJIOBeK He padorall.
OYHKIIHOHATLHOE pe3roMe
OYHKIIHOHATTEHOE pe3ioMe, B OTJIHYMEe OT XPOHOMOTHYECKOTo, He Tpedyer VkasaHud XpOHOIIOTHH
Tpy/10BOH JiestesibHOCTH. (OCHOBHOH ymop 37ech jenaeTcs Ha MpoecCHOHAIBHBIX HaBBIKAX |
JOCTHIKEHUSX B pa3HBIX cpepax JiedTellbHOCTH. OYHKIIHOHAILHOE pe3loMe BEITOIHO IPUMEHSTh B cliydae
HaJIMUHs «IIPOITYCKOB» B TPYJIOBON OHorpadguu, MpH KellaH|uu TMOJIYIuTh padoTy 0e3 oIbITa B JJaHHOMH
cpepe OO IMpH BO3BpAIIEHHH K 5TOMY HalpPaBJIeHHIO JIeSTEILHOCTH TTOCTIe JJIUTEILHOTO MepephIBa.
KoMOuHUpoBaHHOE pestoMe ((PYHKIIHOHATIEHO-X POHOJIOT HYECKOE )
HanHbli THI pe3toMe 00be/IHHIEeT OCHOBHBIE YepThl (PYHKIIHOHAIBHOTO U XPOHOJIOTHYECKOTO pestoMe. B
HeM MOYEPKUBAIOTCS Mpo(ecCHOHATbHBIE HABLIKK U JIOCTHXEHHUS B PasHBIX cpepax MesTeNbHOCTH, TIPH
3TOM OCHOBHBIE (PakTHl TpPYJIOBOI Omorpaduu H3nararoTcd B 00paTHOM XPOHOJIOTHYECKOM ITOPSJIKE.
[IperMyIIecCTBO 5TOr0 BHJIA pe3lOMe COCTOHT B TOM, 4Yr0 OHO ITO3BOJideT OOpaTtHTh BHUMAaHHE
paborojiareliss Ha TMpo(ecCHOHAIU3M COUCKATENS B PAa3HBIX HalpaBJIeHUSX JeSITeJIbHOCTH W VBHUEThH
YeTKVIO ITOCIIeI0BATeNILHOCTE TPYJOBOH JIedTeILHOCTH.
TunoBoe pestoMe OOBYHO BKIIIOYAET CJIeIVIONIHEe KOMITOHEHTEI
CURRICULUM VITAE
Date of Birth 27 February 19...
Name . Belova Margaret

Present addressnigdyr I®doenrmsky Prospekt, Moscow
OHON FIO ,EII'IPIEbHJ

Ceptudukar: 2C0000043E9 EiErEBEEEDSgél 51]%1]6 00043E
Bna,u,enEI,E EMD@M &1 Anexc %l ‘fg

Marital status single

Education and qualifications
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2000—2010  Specialized Secondary School
23 Tushinskaya Street, Moscow, Russia
Work experience: Johnson Bros Ltd, 35 Ostozhenka Street
July 2010—June 2011 Type of Company: Retail Chain Stores
Post: Junior Secretary

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
June 2011 present Auto Importers Ltd., 38 Rostokino ,
Moscow, Russia
Type of Company: Car importers
Post; Secretary to Assistant Director
Responsibilities: dealing with all corre-
spondence, taking minutes at' meetings and
writing up Assistant Director's reports,
receiving customers and suppliers, dealing
with all kinds of enquiries; making deci-
sions on behalf of A.D. 1n his absence;
and representing the company at various
business functions.
Other information: 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

BorpocH " 3aJaHus:

1. ITonroToBsTECH K 00CYK/IEHHIO TEOPETUYECKOTO MaTepHala.

Tuner pestoMe: XpoHoiorudeckoe (chronological format), ¢yHxkmuoHanmsHOE (functional format),
ruOpujiHOe (combination format), TaprerupoBaHHoe (targeted format) W mpaBuiia UX o oOpMIIeHHS.
CrpykTrypa pestoMe. UTo Takoe pe3toMe W B YeM COCTOHT ero OocHOBHad (pyHkuus? B dueM oriaumuue
pestome U CV (Curriculum Vitae)? Kaxue (opMmatel pestome BaMm HM3BecTHBI? Kakoil (hopMar pestoMe
OoJIbIIIE TTOIXOIUT JIJIS YeJioBeKa, KOTOPBIH MHOTO JieT mpopaboTall B ofHO# chepe nestenbHOcTH? Kakoii
(opmar pestoMe mogomen Obl CIEMHATMCTY C MpepBaHHBIM ctakeM? Kakoil (popMmar pestome BBIOpaTh
UeJIOBEKY, KOTOPOMY HYKHA KOHKpeTHad pabdora B onpejefieHHONH (pupMe? B kakoM mopsjike B pe3roMe
JIOJKHBI OBITH PACITOJIOEHB! JIATh, OTHOCAIIHECS K 00pa3oBaHUIO U ONBITY paboThl?

2. CocraBbTe HauboJee MOAXOMIIHI JIS BaC BApHAHT Pe3lOMe.

3. BelyuuTe OCHOBHYIO TEPMHUHOJIOTHIO, HCTIOJB3YEM VIO TIPH COCTABIIEHHH Pe3loMe.
apply for the post  — mojiaTe 3asgBiaeHNe O IpHeMe Ha padoTy/ OHKHOCTh

obtain knowledge — momyuuTh/mpuoGpecTH 3HAHHS

enclose an outline of — MPUIOKUTE (K MUCBEMY) CBeJIeHHUS O KBaJM(pHKAIIHH

one's qualifacatremsr noanMcaH

office ex gﬁlgﬁ' HDH HD H!'I% DOTEI B KOHTOpC
Ceprudomkar: 2C00Q90043E9ABEBOS52205E7BAS00060000043E

Bna,.qeneﬂersqn&ﬁ HAARAEET, MEHE@MH{HE OT/IENIa Ka/IpOB (MEHEH}KEP o ].{E],EIIJEIM)

fairly well — BeChbMa HeIUIOX0
be on ]{:mbatm — MPOATH UCMIBITATEIILHBIN CPOK
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application — 3asIBJICHUE
curriculum vitae CV, C.V. cv (resume) [ko'rikjulom 'vi:ital] — cBejgeHus od yduebe W TpY/IOBOMH
NesSTeILHOCTH, KpaTkas IpodeccHoHabHas 6norpadgus, pesrome

4, TTpounTaiiTe H NepeBe/IUTE TEKCT.

Meet Olga Petrova. She 1s 17. She has finished a secretarial course and she 1s going to look for a good
job. She has a good command of English and she thinks she can work as a secretary 1n a joint venture.
She has just learnt about such a position and 1s 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. T 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
I'm willing to leam.

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

Yours 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. Learn 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 1s 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 1s both talented and handsome.

- He 1s 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?
. Why not? It's both profitable and pleasant.
7. Dramatize a conversation between Olga and a young girl who 1s just starting a secretarial course. Talk
about things she 1s going to learn, about job prospects, etc.
8. Read and translate:
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 I do for you?
P.T.: I read an advertisement of your firm in yesterday's Business Express.
You need a secretary, so [ 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 1t means that theoretically I should know something.
J.K.: Oh yes, [ remember now. That's very good. Do you speak any foreign languages?
P.T.: Oh, to a certain extent, ves. I know fairly well English, a little Finnish and German.
J.K..: That'smoersd. Wereally need Finnish very much.
P.T.: Oh @EWEHHH%H@%?E dies in Finnish. I'll go to some evening classes.

Ceptucbmkat:  2CQODD043E9ABEB952205E FBAS00060000043E
Bnagenely .. LIE'E')EEE(GBE TateAHa AnekcaHgpoBHa

P.T.: If you can't take me on as a secretary, I could be on probation for a time

first.
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JK.: 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 1s. 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 vou. 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.

Y our work experience.

Y our education.

Personal information.

References.

Al

10. Think over the following questions and then write your resume according to the given plan.

1. What position or what kind of a job do you want?

2. What kind of a career do you want to make?

3. What makes you qualified for this job or position?

4. What can you do for the company you want to work for?
5. What 1s your previous work experience?

6. What 1s your present job?

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

9. 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?

15. What 1s vour family status?

16. Do you have children?

17. Are you willing to work overtime?

18. Are you willing to travel?

19. Do you have any health problems?

20. Whom can you ask for references?

IIpakTHueckoe 3ausiTue Ne8. VerpoiicTBo Ha padory. ConpoBoaureibHoe nmucbMo (Cover letter =
Application letter).
[lens: ¢gopMHpOBaHHE VY CTYJEHTOB peueBOi, A3BIKOBOH W KOMMYHHKATHBHOH KOMIIETEHIUH J1Jis
OCYIIEeCTBJIEHHS 1eJIOBBIX KOHTAKTOB.
B pesynbrare OCBOEHHE TEMEBI CTY/IEHT JOJLKEH
3HATh: OCHOBHBIE TPAMMAaTHUECKHUE SBJICHHS, XapakTepHbIe /I Mpo()eCCHOHAILHON peul; JIeKCHUEeCKHE H
CHHTaKCHUYeCKHE 0COOEHHOCTH O(PUIHAIIBH O-/1eJIOBOTO CTHJIS B AHTJIMICKOM SI3BIKE;

VYMETE: ONMPOHEMEATL [TpHHAICKHOCTE AHTIIMHUCKHX TEKCTOB DCIJHL[HEHIBHD-,IIEJIDEDFD CTHJIA,
BH/IETE &-Ir{q% é-l G&Fﬁﬁ EHE JCPThEI, YHTATh D(l)HL[HElJIBHD-,IIE.TIDEBIE TEKCTHI pEiE.TIHLH-IDﬁ CTEITCHH
Ceptudmkat. 2C0000043ESABSBO52205E7BAS00060000043E

BnanendIOKHOLT . TGTROHTh AHAJQIMUECKYI0O U MOHOJIOTHUECKYK) pedb ¢ HCIONb30BaHHEM Hambolee
yIOTPeOUTENILHEIX JIEKCHKO-TPAMMATHYECKHX CpPeJICTB B OCHOBHBIX KOMMYHHKATHBHEIX CHTYALHIX

OMPHUITHAIIBEHOT'O Dﬁﬂ_% HHA, ITOHHMATh ,IIHHHDTH[IECR}’TG H MDHDHDFH‘IECE}’H} IJE'—[E: o HS}”—IEHHDﬁ TEME.
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AKTYaTBHOCTh TEMEL: 00VCIIOBJIEHA HEOOX OJTUMOCTEIO OBJIajieHus Y K-4.
Teopernuyeckasi 4acThb:
ConpoBoutenbHOe TUCEMO (Letter of transmittal, Accompanying letter)

ConpoBouTe/ibHOE MHUCBMO — IMHCEMO, HUCIMONB3YeMOe VIS OTIPaBKU JIOKYMEHTOB, HE WUMEROIIHX
aJipecHOi "actH. B conpoBoiuTelIbHOE MUCBMO MOkeT OBITh BKJIOYEHA JIOMOJIHUTENIbHAS WH(popMarms,
MOSCHAIOIIAS COJIepyKaHue TeX MaTepuaioB, KOTOPBIE COCTABJIIOT MTPHIIOKeHHE K HeMy. B sToM cliydae
CHadajia cooOuraercs O HalpaBJIEeHUH JJOKYMEHTOB, 3aTeM H3NIararoTcs JOMOJHEeHHUS U MmogcHeHud. OaHO
[MUCEMO MOKeT O0BE/IHMHSATh MUCBMO-TIPOCKOY W COMPOBOJIMTENILHOE IMHCBMO, MUCBMO-COOOIIeHHE H
COIPOBO/IUTENIBHOE MMUCHEMO WM WH()OPMAIMOHHOE W COTIPOBOJUTENILHOE MHCBMa. B 5TOM cliydae, kak
MpaBUJIO, CHadala H3iaraercd IMpock0a, cooOllleHWe WM WHOro pojia HHpOpMalHs, a 3areM
conpoBoIuTe/IbHAd YacTh. O093aTeNIbBHBEIM PEKBU3UTOM COIMPOBOIUTEIHEHOTO MTUChMA SBJISIETCS OTMETKA O
HAJTMIUU [IPUJIOKEHH.

MODEL OF COVER LETTER
Your Address

City and Province

Postal Code

Your 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 1s 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 1t doesn't get lost in the shuffle. You can ask for an interview appointment time, stating that you will
be happy to come to the emplover's office when convenient. Make 1t easy for the reader to follow-up by
providing your telephone number and e-mail address.

Sincerely

Name

Enclosure

Bonpockl U 3aJ1aHuA :
|. TTogroTOBETECH K OOCY /IEHHIO TEOPETHUECKOTO Marepuaa.

Cxema COITpOBOTUTCIIEHOI O ITHCEMA. OCHOBHEIE TIJEEDEEIHHH K HAITHCAHHKD COITPpOBOIHTCIBEHOTO ITHCEM 4.

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 1s 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.
1t1-::m offers little prospect for advancement, I would prefer to be employed in
o an ex ”%-Er gﬁﬁ as you
pTUdHKAT: f:m::u:r A aﬂaﬁzznﬁE?Bgsmﬂem e

Eina,u,en&} e %%ﬂm%%% . per month.
h) Thank you for offering me the post/position of...

1T) [ have ]%leasure in accepting this position.
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1) I am looking forward to commencing, work on October 1.

k) I regret to inform vou 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. [lepeBeuTe HA AaHTTIHIACKHN S3BIK.

1. 51 BBICOKO IIEHIO BO3MOKHOCTH paloTaTh ¢ JIOJDKHOH MepoH OTBETCTBEHHOCTH, ITPOSBIIIS
COOCTBeHHYIO HHHUITUATHRY.
2. B Hacrog1ee BpeMs g MOIYYaK ... B MEeCHIL.

3. UyBCTBYIO, 9TO MOM OMBLIT paboThl B 51O 00J1acTH He OV/eT HUCMONB30BaH B MOMHOH Mepe, MTO3TOMY
BEIHYK/I€H OTKJIOHHUTE IIpe/IIOKEeHHE.

3. Tak kak MOS HacTodlIad JOJLKHOCTE He JlaeT MHEe OOJIBIINX BO3MOKHOCTEH IS ITPOJABHKEHHUS, 4
Xorell OBl paborarhk B TakOH MepCleKkTHBHOW OpraHu3allii, kak Baria.

4. Ccrutasgch Ha OOBSBJIeHHE B «..» OT 10 gHBaps, BTOpHUK, g Xorell OBl IpeTeH/I0BATh Ha
JIOJBKHOCTS ... B Bamed pupMme.

J. C HeTeprieHHEM 1V Hadasia padoTel 1 okTa0ps.

6 C yJ10BOJIbCTBHEM MIPHHUMAIO 3TY JIOJIKHOCT.

7. 41 puBBIK padboTaTh CAMOCTOSTENBHO.

8 C coxalieHMeM coOOIlal0 BaM, 4TO He MOI'Y 3aHATh ATV JOJDKHOCTh, TAK KaK ITOJIYYHII JIPYToe,

1' L ]

DOJICC ITPHBACKATCIIEHOC ITPEIIOMKCHHC.

9. Bo BpeMs oOydeHHs 1 TONYIeHUS JOJLKHOCTH, KOTOPYIO I 3aHUMAr0 B HACTOSIIIMHA MOMEHT, S
OKOHYHJI KYPCHl MAPKETHHTA.

10. 51 HeJTaBHO VCIBIMIAN OT ... O BAKAHCUH B BallleM TOPrOBOM OT/IEeE.

11. biarogapro Bac 3a 10, 4YTO BEI IIPEIOKIIN MHE JIOJZKHOCTD ....

4. Translate into English.

A Xxouy paborarh MepeBOJUHKOM B KAKOH-HHOV/Ib COBMECTHOH KOMITAaHHH. f XOUy pasociiath pe3loMe B
HEeCKOJIBKO TakMX KOMMAaHWH. 51 HaJeCh, 4TO CMOrY IMONYUYHTE HHTEPECHYIO pabory, MOTOMY 4TO 4
CITEIUAJIUCT BBICOKOH KBaMH(pHUKAUHHU. A Oeryio roBOpIO MO-aHITIUIACKH U CHeNHATN3HPYIOCE B IIEPEBOJIE
Ha JeJIOBBEIX IeperoBopax. f XOpomio 3HAK0 MHOTHE KOMITBIOTEPHBIE IPOrpaMMBl, HeOOXOJIHUMBIE B
pabdore. KpoMme Toro, 1 He KeHaT, BOKY MAIIHHY U He IPOTHB pabOTHI, CBI3aHHOU C pa3be3JaMHu.

ITpakTH4yeckoe 3aHsiTHe N29. YVerpolicTBo Ha padoTty. CobeceoBaHmne.
[lens: ¢gopMHpOBaHHE VY CTYJEHTOB peueBOi, A3BIKOBOH W KOMMYHHKATHBHOH KOMIIETEHIUH J1Jis
OCYILECTBJIEHHS J1eJIOBBIX KOHTAKTOB.
B pesynbrare OCBOEHHE TEMEI CTY/IEHT JIOJKEH
3HATh: OCHOBHBIE TPAMMAaTHUECKHUE SBJICHHS, XapakTepHbIe /I Mpo()eCCHOHAILHON peul; JIeKCHUEeCKHE H
CHHTAKCHYeCKHe 0COOEHHOCTH O(HIIHAIGHO-/IeJIOBOTO CTHJIS B AHTJIMICKOM SI3BIKE;
YMETh: OIpeJIeNisSTh CTHJIEBYIO TNPHUHAJIKHOCTh AHTJIIMICKUX TEKCTOB O(PUIHAILHO-/EJIOBOTO CTHIIS,
BUJIETh XapakTepHbIC CTUJICBBHIE UYEPThl; YHTATh O(HIMAJIGHO-JIEIOBEIE TEKCTHl PAa3IMuHON CTelneHH
CIOKHOCTH; CTPOHTH [JUAJIOTHYECKYI0 W MOHOJOTHYECKYI0 pedb ¢ HCIONb30BaHHEM Hauboliee
VIOTPeOUTENBHBIX JIEKCHKO-TPAMMATHUYECKHX CpEeJICTB B OCHOBHBIX KOMMVHHKATHBHBIX CHTYAaIHSIX
o(punuanIbHOro OOIIEHUS; MOHUMATh JTHAJIOTHYECKYI0 H MOHOJIOTHUECKYIO pedb 0 U3YUeHHOH TeMe,
AKTYalIBHOCTE TEMEL: 00YCIIOBJIEHA HEOOX OJJTHMOCTEIO OBJIajieHHd Y K-4.

TeoperHueckas 4acTh:

K cobeceoBaHUIO clielyeT TOTOBUTECA 3a0lIarOBpeMEHHO. JTO MOMOKET MPeoJIoNieTh CTpaxX H
cTpecc, HIIH, IO KpalHeHd Mepe, CBeCTH HX 10 MHHHMyMa. HeoOdXoauMo MpoayMaTh OTBETEl HA BOITPOCEI
00 omblTe paboThl Ha TeX JOKHOCTIX, KOTOPBIE BBl Ykazaid B pestoMe. OO0sg3arelibHO HYKHO OBITh
TOTOBBIM K CIEIYIOMIAM BOIIPOCaM:

1. What do you know about our company?
O3HakoMbTeCh ¢ MH(popManueidl 0 kKOMITAHUH 3apaHee. Y3Haiite, I7le KOMIIAHUS UMeeT CBOM (PHUITHAIIEI,
KAKOBO €€ mummmﬂmm Ke, KAKHe [TePCIIeKTUBEL pa3sBUTHA BUJIUT ee PYKOBOJICTBO. [locMoTpuTe Kak
CepTy ﬁm [I'[I'-iE‘.EEAB 55?5%%35 Dﬁﬂ%'t-liill_IEHRH
Bnapgen ﬁ.}éﬂgfq b%‘éu&‘éﬁﬂﬁ Ire }’D'I_l
KoHeYHO, He HYKHO HpeyBe.rmthaTL CBOH JJOCTOMHCTBA, HO COBEPIIEHHO HEOOXOJHMO MEPEeUHCIHTE T€

KaueCTBad H HABEIKH ].{DTDpBIE BBIT'O/JTHO OTJIIHYAKOT BacC OT ﬂp}’TI’I?{ COHCKAaTeJIe.
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3. Why did vou leave your last job?
Hukoraa He oT3bIBaTeCch HETATHBHO O IIPONUILIX padorogaTellaX, HHaUue V Ballero HOBOTO padorogarelis
MOKeT BO3HHKHYTH OMNAceHHe, UTO BRI H UM OyJieTe JaBarh OTPUIATEIILHYIO XapakTepPHCTHKY B pa3sHEIX
Kpyrax.
4. In what ways do you need to improve as an employee?
He Oo#iteck MpH3HATH, YTO V BAaC €CTh U Ccladble CTOPOHEI. DTO T'OBOPHUT O TOM, UTO BEl OCBEJJOMIIEHEI O
CBOHMX HeJIOCTarkaxX W I'OTOBEI HAJl HUMH padOTAarsk.
5. Scenario (BapuadT pasBUTHS COOBITHIT)
Moryrt NnpeJioKHTE CHTYaAlUID, KOTOpas MOKET BOSHHKHYTE Ha padoueM MecTe, H KOTOPYIO Cleayer
paspenmth. HeoOX0IUMO Mpe/ICTaBHTH TOYHBIH, ITONIAT OBEIH ITYThH PEMIEHUS ITPOOJIEMBEL.
B koHIIe cobdeceJOBaHHUS ITPeJIOCTaBAT BO3MOKHOCTE 33/1aTh CBOH BOIIPOCHI:
Do you have any questions for us?
Bompocsl MOTYT KacaTbCsl MEPCIeKTHB Pa3BUTHS KOMIIAHHH, Xapaktepa paloTel (Hampumep,
IpeJIlyCMOTPEHE] JIH KOMAaHIUPOBKH WIH Iiepees]] B Apyroil pernoH). [Ipeamono:xuM, 4to B IHTEpHETE BEI
HanUTH WH(QOpPMAIUIO, 9YTO KOMITAHUS MPHUHUMAET YUACTHE B €XeTO/IHOM BEICTaBKe, T/e ee MPe/CTaBIISIOT
HECKOIIBKO COTPY/JIHHKOB, B O0S3aHHOCTH KOTOPBIX BXOJIUT IIPOBEJIEHHE Ipe3eHTalHil g MOoceTHTeNen
BBICTABKH W 3HAKOMCTBO CO CTEHJIOM KOMMaHWHW. Hcrolib3yd 5Ty HH(pOpMAaIU, MOKeTe 3aj1aTh
CIeJIVIOIIHE BOITPOCHI:
Who is chosen to represent the company each year?
Can I work my way up to becoming a representative?
Which topics do these individuals lecture on?

Paborojiarelin Bcerja HNEeHAT OCBEJOMIIEHHOCTH H HMHTEpPEC COHCKarelned K JIF00OH JIesSTeTbHOCTH
KOMITaHHH.
TeM He MeHee, ecThb BOIPOCHL, KOTOpBIE HeNL3d 3ajaBark paborojarento. Hampumep, HeE CTOHUT
CIpalIuBaThk O pasMepe 3apadOTHOH IIIATHL:
What will my salary be?
O0ByHO 5Ta MHpOpMANKS ykazaHa B OOBIBIIEHHH O BakaHCHH. Kpome toro, paborojareiib MOHUMAET,
qTO 3TO BAKHBIN JIJIS Bac BOIIPOC, IMO3TOMY O pasMepe 3apabdoTHOH IUiaThkl paborojarelib COOOIIHUT BaM
caM, WM e Bac MOTYT CIIPOCHUTH, HA KakYyIO 3apIuiaTy BEI IPEeTEHYETE.
B koHIe cobeceoBaHUS BaM cOOOIAT O JiaTe BTOPOro codeceJOBaHHUS (€C/IH Takoe IMPeJyCMOTPEHO) HITH
O CpOKax M3BEIIeHNS Bac O pellleHHH padoTo/1aTers.
BornpocH # 3aJaHus:
1. ITonroToBsTECH K 00CYK/IEHHIO TEOPETUYECKOTO MaTepHala.
Kak BectH cedd Ha colOeceloBaHMH. HacTo 3ajaBaeMble BOMPOCH Ha coOeceIOBAHUH Ha AHTJIHICKOM
a3blke. Kak co3ziark Xopollee BIleUaTIieHHe V IOTEHIIHATIEHOTO padoTo/1aTers.

2. Read and translate. Find some questions for this candidate.
JOB INTERVIEW

2.1

— Exuse me, may [ come in?

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

— My name is James Smith.

— How old are you?

— T 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 arg ' rﬂlmut”

— My fa es well, Moreover, he has a lot of free time!
Ceprudmkar. . 2C000 GdSEEA 59522055? Aiﬂ ﬂgﬂﬂmmaE

hsrﬂn’é}%

Bnapeneu:

-He 1s 45,

— Hm [ think we ll call you back later.
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— 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 vou 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 is exactly what we need. Do you know the conditions that we offer?

— Yes, I read 1t on the site.

— Are you satisfied with everything?

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

— G@Good. If everyone 1s 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 Olat 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 vou too. I am fine and I hope vyou are quite all
right.

James- Thank you. I hope you had a very good trip.

Harper- You are quite right It was very smooth. Though when I left London, it was rather warm, but here
in New York the weather 1s not very good.

James- Oh, 1t 1s nasty. We hate 1t, but 1t can't be helped.

Harper- Welil, 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 1s
of vital importance for us.

James- Well, this 1s how we see 1t. We can deliver the machine 1n 10 weeks and 1nstall 1t 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 1s 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 1s 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. I will have to consult my colleagues and let you know our reply this week.

Harper- WielyMERave roposal: if you deliver the machine in 6 weeks, we shall place another order
for the secOnd TAlTaF

Ceptudigkat:  2C0000043E9ABBBI5220 Er%gﬁﬂhﬂﬁﬂﬂﬂﬂﬂdSE _ _ .
Bnanenel AN E8 62y, WNEH 084 f:m&,ﬁlasuppﬂsej 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.
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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- [am very glad, we have come to an agreement.

PA3JIEJI 3. IEJIOBAA YCTHASA U IITMCBMEHHASA KOMMYHUKAIIHAL.

IIpakTHueckoe 3ausiTue Nel(. CTpykrypa ae10BbIX NHceM. BHBI 1e/10BLIX MHCEM.
[lenb: (opMUpOBaHHE Y CTYJCHTOB peUeBOM, A3LIKOBOH W KOMMYHUKATHBHONH KOMIIETEHIIUH J1Jis
OCVIIECTBJIEHHS 1eJIOBBIX KOHTAKTOB.
B pesynbrare OCBOEHHE TEMBI CTY/IEHT JIOJLKEH
3HATh: OCHOBHEIE TpaMMAaTHYeCKHEe SBJIEHHS, XapakTepHLIe /IS MTpo(hecCHOHAILHON peuH; JIeKCHYeCKHe H
CHHTAaKCHYeCKHe 0COOEHHOCTH O(DUIIHAJIBEHO-/IeJIOBOTO CTHJI B aHTJIMIICKOM S3BIKE;
YMETh: OIpeJeNiSTh CTHJIEBYIO INPHHAJJICKHOCTh AHTIIMICKUX TEKCTOB O(HUIHAILHO-EJIOBOTO CTHIIS,
BHJIETh XapakTepHBIE CTHJICBBIE YepThl; YUTATh O(HUIIHAIBHO-/IEJIOBEIE TEKCTHl pPa3IMUHON CTeleHH
CIIOKHOCTH; CTPOHTH [JUHAJIOTHYECKYI0 W MOHOJOTHYECKYI0 pedb ¢ HCIOJb30BaHHEeM HauboJiee
VIOTPeOUTENBHBIX JIEKCHKO-TPAMMATHUYECKHX CPEeJICTB B OCHOBHBIX KOMMVHHKATHBHBIX CHTYaIlHsIX
o(pUIUAIELHOrO OOIEHW; TOHUMATh JJHAJIOTHYECKYI0 U MOHOJIOTHYECKYIO pedb 110 U3YUeHHOH TeMe,
AKTYallbHOCTh TEMEI: 00YCIIOBJIeHA HEOOX OJIUMOCTHRIO OBJIajieHns YK-4.
TeoperHyecKkas 4acTh:

Ctuib HaMMCaHUY JIeJIOBBIX ITHCEM MeHseTcd odeHb OBICTpO. C Kak/IBIM IOJIOM OH CTAHOBUTCH IIPOIIIE
U MeHee o(puUIHaNbHBEIM. B Hacrtogimiee BpeMs JeliOBbIe KOPPECHOHJIEHTH H30erarot ymnorpeliieHus
HACHIIIIEHHEIX M BUTHEBATHIX (ppa3, a MPeNOUHTAI0T NIPOCTONH, KOHKPETHEIH S3BIK, T.K. OHH ILEHAT CBOE
BpeMs H He XOTIT €r0 TPATHUTh Ha UYTeHHEe HEHYKHBIX CJIOB.

Ho xXoponmie MaHephl BaKHBI He TOJBKO B JIMUHBIX KOHTAKTaX, OHU BaKHBEI B IMHCBMe. [IoaTOMY
MO0Ee3HOCTE, JOOpOoKeIaTeIbHOCTE JOJGKHEI MPOHU3BIBATE Balle MHUCHEMO. JII00asd MEBICIE MOKET OBITh
BEIpaKe€HA BEKIUBO, CHAEPKAHHO H € JOCTOMHCTBOM. TakTHYHOCTH, BEXIHBOCTE B JI€JIOBBIX ITHCBMaX —
3aJI0T yerexa.

[To ycraHOBHUBIIEHCS TPAJUIIHU CTPYKTYpA ASJIOBOTO IMMHCHEMa BKJIIIOYAET:
O0s13aTeNbHBIE KOMIIOHEHTHI, T.€. YaCTH, KOTOPBIE BCET/Ia JOJDKHBI TPUCYTCTBOBATE B IMUCHME:

1. [MeYaTHEIA mTaMn koMIanuu/3aronoBok (Letter Head)

2. nara (Date Line)

3. BHYTpeHHHII ajipec (Inside Address)

4. BCTYIUTENILHOE oOpaleHne (Salutation or Greeting)

5. tekcT MUckMa (Body of the Letter)

6. saKIrounTelibHas (hopMmyna BexkJIMBocTH (Complimentary Close)

7. MOJMKUCE (Signature)

JlonoNHUTENIbHBIe KOMIIOH @HTBI, KOTOPBIe ITPH HEOOXOTUMOCTH MOTYT BXO/JUTh B CTPYKTYPY MHUCHMa:

8. yKazaHue Ha WHHIHAJIBI YeJioBeKa, IMUCABIIero ITojl JUKTOBKY, WIH cekperaps (Reference
Initials)

9. VKazaHHe Ha nmpuiokeHue k muceMy (Enclosure, cokp. Encl. uimm Enc.)

10. mocrckpunTyM (Postscript, cokp. P.S. unn PS)

11. VKazaHue Ha JIUI0, KOTOPOe [0 jeJIaHWI0 OTIpaBUTENS JOHKHO MPOYEeCTh JJAHHOE MHCHBMO
(Particular Address or Attention Line)

12. VKazaHue Ha cojiepykanue micbMa (Subject Heading or Caption)

13. ykazaHue Ha cchUIKY (Reference Number)

14, VKa3aHHe Ha KO, OTIIpaBJieHHkIe B ApyrHe ajapeca (Carbon Copy Notation, cokp. ¢.c. HIIH ccC.)

LETTER HEAD
3SATOJOBOK
3arooBOK ITedaTaeTcs THHDT'IJHCI’JCRHM CHDCDﬁDM:, OH COJICP¥HT BCCbMa BaKHVYIO HHCI)DIJMEIH,HID 00
OTIIPABHUTEIIC. HAHMCHOBAHHC Cl'JI«prMBI HITH OpraHvs34ainf, [MOYTOBBIH H TE.TIET'IJHCIJHBIITI aapecc, HOMCEp
TE.TIEC]:JDHEL TEJIICKCA H TE.TIECIJEH{CEI. HDMEP pacHcTHOTO CUHCTA H JIPYTHC OAHKOBCKHE PEKBH3HTE B JTAHHOM
ClIyHac IIPpHBOJHTE HE CJICIVCT. Hannaue (1')3].{CE1 ABIFICTCA IMPH3HAKOM CCTCCTBCHHOI'O VYpPOBHA
DﬁECl’IE'—IEHHDE;IEE ] Dﬁ [TOSTOMY OTCYTCTBHE CEE,IIEHI«“IFI 0 CI)EII{CE Ha OJIaHKEe MOKET BEI3BATH
EEPTHdJIH!:gT DMGEI%%%‘%BEBSE ?EE?%BA%ﬂﬂGE%SE
Bnaﬂeneﬁajmwgﬁ TMME@H‘;}DEHE HMEET CTpDT'D'H periiaMCcHTAIlHH. O,IIHEI].{D OOBIYHO HaUMEHOBaHHE
OpradHMsaniH, ITpCAIIpHATHA, C]:JHIJMBI H T.]1. JA€TCAd B BCPXHCM JICBOM HJIH IIpaBOM VIJIaX, a aJIpecC,

TEIIC(POH, TECJICKC dKC B ITPOTHEOITOIOXKHOM BO3MOKHO TakxKe ACITOJTOKCHHCE eCda,
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tesie(poHa, Tenexkca W (pakca B HIbKHEH dactH 3arosioBka. [lo HazBaHueM (DUPMEI MOxeT OBITh Yka3aH
poJl ee JiesTeNIbHOCTH. B Ha3BaHUAX TOProBBIX W IMPOMBILIJIEHHBIX IpeANpHATHI, 0aHKOB H T.J. MOXKET
mpUCcyTCcTBOBaATh clIoBO Limited (cokpamenno Ltd.) manmpumep:

Mitchell Diesel, Limited

B cioBe Limited B cokparieHHOM BHJIE 3aliokeHO BeIpaxkeHue limited liability company T.e., koMmanug ¢
OrpaHHYEHHOH OTBETCTBEHHOCTBIO.

WHorga B Ha3BaHHAX (pUpM BeTpedaeTcs W JIpyroe cokpamieHne — Inc., 9To COOTBETCTBYET BBIPAXKEHHIO
Incorporated , T.e. 3apeTrHCTPUPOBAHHBIH Kak KOPIIOpaIys, HalpuMep:

International Office Equipment, Inc.

[TomuMo TipeiocTaBiieHus (pakTHdeckoil HHpopMaHK 0 (pUpMeE, 3aroJIOBOK OTIpe/IelIeHHBIM 00pa3oM
XapakTepu3yeT ee C JIpyroi cTopoHbl: HeoObIYHas (hopMa 3arojioBka, ero Ju3aifH, sMOneMa (GpupMbl (a
HHOT/Ia U ee JIeBU3), IPUMeHeHHe [IBETHOH KPacKH, MCIOJIb30BaHUEe 0co00i OyMarm — Bce 3TO CO3/IaeT
cBoeoOpasHelii o0pa3z (upMmbl. Unrtasgs nmucbMo, Bbl, 0e3yCIIOBHO, Mpekje BCero, WHTepecyeTech ero
coJiepykaHreM, OJIHaKO HeBOJIbHO oOpaliaeTe BHUMaHHe U Ha o(popMIIeHHE 3arojioBKa, KOTOPOMY cpa3y
JlaeTe BHYTPEHHIOK OIlEHKY, HHOT/Ia TIepeHOoCcs HTY OIeHKY W Ha JIedTeIbHOCTh caMoil (pupMBl. Y1adHoe
pacrojioykeHue KOMITOHEHTOB 3arojioBka, €ro OpHIrHHalbHasg »5MOJieMa CIocoOCTBYIOT —CO3/IaHUIO
OaronpUATHOTO BIeYar/ieHus o (pupMe y TeX, KOMY HallpaBJieHO NMUCHEMO. 3arojioBok O(HUIHaTILHOT O
MUCBEMa TpescraBiisier co0oil pupMeHHBIH 0JIaHK, B KOTOPOM OCTAaeTCd YKAa3aTh TOJLKO JIaTy HAITHCAHHS
micekMa / date line: koropoe 0OBYHO TMedaraercsd crpaBa. CVIECTBYIOT pa3IHYHBIE CIOCOOBI €€
HanucaHus. TpaJuIHOHHBEIM OPHTAHCKHM CUMTACTCS CIIeIVIOIIHA BapHaHT:

15 Feb. 20...

15 February, 20...

15th February, 20...

AMepHKaHCKHH cmoco0 0003HaYeHUS JIaTH HECKONBKO HHOM:

February 15th, 20...

February 15, 20...

[Tepe uMc/MTENILHEIM, 0003HAYAIONIUM O], 0OBIYHO CcTaBHUTCA 3amnsgras. B mocie/HHe rojisl Bce Oolee
3aMETHOH CTAHOBUTCS TEHJICHIIHI K MUHUMAIIbHOM Y

yrnoTpeOIeHUI0 3HAKOB TNIpelMUHAHUS B JEJIOBOI KOPPECIOHEHIINHN, [T0PTOMY MOKHO BCTPETHTh U TAKOE
HalcaHue J1aThl:

4 August 2013.

He pexomenayeTcss yorpedsTh B JlaTax MU(PE BMECTO MECAIeB, TTOCKOJIBKY MU(PpOoBOe 0003HAUEHHE
Jnathl MOkeT OBITh HMCTOJIKOBAHO IMO-Pa3sHOMY B pPa3IMUHBIX crpaHaX. Tak, jgara 2/5/2013 Oyner
BOCIIpHHSITA MpeJcTaBUTE]ieM aMepHkaHckod (pUpMEI kak S5 ¢espang 2013 roga, a mpejacTaBUTENEM
OputaHckoil (pUupMBl — Kak 2 Mag 2013 roja. 910 cB43aHO ¢ OCOOSHHOCTIMH MMPOUYTEHUS JIaT B pa3HEIX

CTpaHax:

CIIIA

2 /5 / 13

MecHIl JIEHb rojl

BermmkoOpuTaHu

2/ 5 / 13

TIeHb Mecal — TO]

HonyckaeTcs cokpalieHHe Ha3BaHHH HeKOTOPBIX MeCAIIeB:
January — Jan. July — July
February — Feb. August — Aug.
March — March September — Sept.
April — Apr. October — Oct.
May — May November — Nov.
June — June December —Dec.

[Ipu pabote ¢ koMmIeloTepoM MexayHapoaHas opranuzanug mo Crangapruszamuu (ISO) pexoMeHyer
[MOJIHOCTHIO IU(poBOe 0003HAYEHHE JIaThl, IPHYEM CcHadalla YKasblBaeTcs TOJl, 3aTeM Mecsll U JIeHb,
HanpuMmep: 2013-09-06 nmm gaxe ciurao 20130906. Onnako moka >TH (POPMEI MIHPOKOTO IMPUMEH eHUS

HE ITOTYIHERKYMEHT MNMOANACAH

IN S I DERY'PRE YO
Ceptwdounkat.. 2C0000043E9ABBB9522050E 7FBEASDO060000043E

Branends H Yiedooks HH ALK AMEE

A,HIJEC [MTOIYVUATCIIA ITHCEMa HJTH BH}’TpEHI—l]*Iﬁ aJpecC IIOMCIIacTCHd Ha JIEBOH CTOpOHE O1aHka IMUCbMAa U

coJIc HT Ka3dHHEC Ha TO, ].{DM}’ OHO HEIHIJE’[E.TIEHD H I10 I{Eil{DMy ELIIIJEC}’. ITuceMo MoOkeT OBITH
NencteuteneH: © 19.08.2022 no 19.08.2023



HarpasJieHO (pUpMe, W TOTJla CHadalia YKa3blBaeTcs ee HauMeHOBaHHe, a 3areM ajipec B clieYIoNei
[TOCIIeIOBATEILHOCTH: HOMEp J0Ma HJIH 3/IaHUS W Ha3BaHWe YJIHIL! (Ha OJIHOH CTpOKe), Ha3BaHHe ropojia
(Ha Jpyroil crpoke). 3/ech ke, eclid HeoOXOJAUMO, IMoMellaeTe MpHHATOe 00O03HAueHWe IOYTOBOTO
paitoHa. [Ipn oOpalleHHN Kk OpraHH3aliH, B HA3BAaHHH KOTOPOH MPHCYTCTBYIOT COOCTBEHHBIE HMEHA,
aJipec ToJiydartesisd JIeJIOBBIX IUceM O(OpPMJIIIOT B 3aBUCHMOCTH OT CTPaHbl, B KOTOPOH HMEeT MECTO
[epenuckKa.
WHorga nepe Ha3BaHHWeM (PUPMBI MPHHATO CTAaBUTHL CIOBO Messrs (COkpalleHHe (PpaHLy3CKOro CJIOBa
Messieurs). 9TO JeJaeTcs B TOM cliydae, KoTrjla B Ha3BaHUHU (pUPMBI IIPHCYTCTBYIOT (PaMHIIUU KAKUX-JTHOO
JTUII, HAIlpUMeED:
Messrs John Brown and Co., Ltd
[TocIie 5TOrO B TOM e MOCIeJOBAaTeIIbHOCTH JIaeTcs ajipec OpraHH3aliH.
Messrs HHkOTJAa He VIorpeOlgercd IIpH OOpalleHHH K 3aperHCTPUPOBAHHON KOMIIAHWUH, OVIb TO
MyOoJIMYHAas WM YacTHas koMITaHWd. PexoMeHyercs HalpaBlATh KOPPECHOHEHIIHIO HEMOCPeICTBEHHO
TOMY JOJDKHOCTHOMY JHIY, IS KOTOPOTO OHa Ipe/JHasHaueHa, T.€. JUPEKTOPY-paclopsJUTEeIO,
KOMMEPUECKOMY  JIUPEKTOPY  (3aBeVIOMeMY OTAelioM cObITa), VIPaBISIONEMY SKCIOPTHBIMH
orepanusMu U T.71. B TakoM ciydae ykasblBaercs Ha3BaHue (pupmMel 6e3 obpanieHus k Heil. OHO cTaBUTCS
4JacThIO aJipeca TOYHO TaK e, Kak Ha3BaHHe YIUIBI WIH Topojia.

B CoenuneHnbx llItarax AMepuku (opma oOparnenus Messrs He yrnorpedisiercs: Stainway &
Sons, Inc.
EclH MHCBEMO ajZipecyercs KOHKPETHOMY JHIY, TO B JIeJIOBOH Mepelucke aJpec MOIyv4aTtelld MOKET
o(popMIISITECS CIEIVIOIMM O0pa3oM: — eClid MHCBMO aJIpecOBAHO JIOMHKHOCTHOMY JIUIY B KakOH-THOO
KOMIIAHHH W ITPU 3TOM HEeW3BECTHA ero (paMHJIus, TO aJpecaTr YKasblBaeTcs CleIVIOIUM 00pa3oM:
The Manager
The Hongkong Banking Corporation
- eClIM ke M3BecTHa (paMHIIMs JOJGKHOCTHOTO JIMIA, TO OHA YKasbBaeTcs IepBOil, IOCE Yero MOKeT
OBITE 0003HAYEeHA U JIONKHOCTE:
Mr. Edward W. Hertzteld, President Hertzfeld
Home Appliances, Inc.
Vkazarb JOMHKHOCTE Oe3 (paMIINH JIHIa, ee 3aHUMAroIero, MOKHO B TOM Cliydae, eclid 3Ta JOKHOCTh
gBJITeTcd eJUHCTBeHHOHM B opraHmsanui. Ecim ke BBl HampaBiigeTe IMHCBEMO JEJIOBOTO COJEP:KaHU
OTJICJIbHOMY COTPYJHHKY (PHPMBI, TO ClieyeT CHauvalia ykas3arh (paMWIHI0O 5TOr0 COTPY/IHHKA, 3aTeM
HasBaHue (PUPMBI (M, BO3MOXKHO, KakOoro-JMOO ee oTrjesna), mocjie 4Yero ykas3arh ee IMOJHBIA ajpec,
HalpumMep:
Mr C.C. Pan
The Standard O1l Company
[lnceMa MY;KUYHHAM MOKHO aJIpecoBarh, KAk VKA3aHO, B 3aBHCHMOCTH OT TOT'O, KAk caM YeJOBeK
MO/ ITHCEIBAET CBOH MUCEMA.
K He3aMyKHHUM KeHIIMHAaM H K JIeBYIIKaM MO;KHO oOpamarbed: «Muce». K 3aMy:KHHUM KeHIIHHAM —
«Muccuc M(apusi) B(payH)» mpexae HYKHO ObUIO 00sg3aTellbHO YKaszbBaTh UMS Myxa: «MHCCHC
T(omac) B(payH). Korja HeH3BeCTHO, 3aMV>KHAA WIH He3aMV)KHSS KEHIIMHA, K KOoTopoil Bam HYKHO
obparutbed, BMecto «Mmuce» u «Mmuccue» cramo ymnorpeonarteed «Mce». Korga Bel coMHeBaerecs,
yrnorpeonanre «Mmucc». Eciin BB He VBepeHBI, Kakoro II0Jia YellOBeK, KOTOpOMY BBl IHOInTe,
yrorpeodigire « MHAcTep».
3areM 1oclie UMeHH 00OBIYHO HJ1eT Ha3BaHHe JOJHKHOCTH, TUTYJIA, HAYYHOH CTeleHH U T.I1. B »TOoM ciyydae
MUCEMEHHBIH [IeIOBOH 3THKET TpeOyeTr BBIMOJNHEHHS CHeIVIONIHX VCIOBHH: Ha3BaHHE [JOJHKHOCTH
CTaBUTCS TOJIBKO ITOCTIe UMEHH YeJIOBeKa depes 3anaTyio:

Mr. John Hunt, Manager ['octiogunAy xoHY XaHTYV,
3aBeVIOIEMY

Mr. Mort Monroe, Editor ["ocniomay Mopty MoHpo,
Penakropy

Ha3BdaHHC }FIIEHDH CTCIICHH IMHOICTCA IMEPpC]] HMCHCM, BCJIC]] 34 KOTOPBEIM HEPE3 3AIATYVIO MOKCET CIICIOBATH
00O03HAUEeHH e JTOHKHOCTH.

[Tocne cr,:%ﬁm}mmmﬂrﬁmmaqmuﬂ Hay4HOH CTeleHH TOYKA MOKET He CTaBUThLCH.
Dr Micha Eﬂfﬁ;@fﬂ?@ﬁﬁbm okTopy Maiikiy JlepsH,
857205E 7BA50006

Ceptucoukatr: 2C0000043ESABS 000043
Bnaneneu: llleGayxoea TaTeAHa AnexkcaHgpoBHa IIHPE ].{TDIJ}’

Prof. Alfry Smith, [Tpod. Andppu Cmur,

Head of the Department 3aBe eMV OTJIeJIOM
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B AHIJIHH HHOT/IA TTOCTe El')EIMH.TIHH MOKET CTOATE CIIOBO ESq.g [IEpel KOTOPBEIM CTOHT 3alTATAA. B sToMm
CIIVHAC HAa3BaHHEC JTOJDKHOCTH OOBIYHO ITHIIETCH ¢ HOBOH CTPOKH:

Dr. Michael Johnson, Esq. H-py Maiikiy J[>KOHCOHY, 3CKBaipy

Director The British HupekTopy KoMITaHUW BpuTuin

Engineering Co., Ltd. OHHKUHUpUHAT Kammanu JInmure

Eclii WM KOHKPETHOTrO JIHI]a HEM3BECTHO, TO Ha3BaHHe JODKHOCTH IHMIIETCS C OIlpeJieliIeHHBIM
apTHKJIEM:

The Chief Accountant, ['maBHOMY OyXranrepy bpHuTui

The British Engineering OHDKUHUPUHT

Co., Ltd. Kammanu Jinmure

OnHako Takoe HalmMcaHue BO3MOYKHO TOJIBKO TOT/Ia, Korja Bel abcoNOTHO YBepeHsl, 9TO 3Ta JIOJHDKHOCTD
SBIIIETCS €/IHHCTBEHHON B MHTEPECYIONIel Bac opraHu3anun. Hampumep:

The Chairman IIpencenareninb

The President [TpesujieHT

The Managing Director JupekTop-pacinopsIuTellb

The Chief Accountant ["TaBHBIN WHXKEeHeD

The Secretary Cexperapb

EcJiH ke U3BECTHB U HMS U JIOJHKHOCTh, TO APTUKIIb Mepe]] Ha3BaHHeM JIOJHKHOCTH He CTAaBUTCS:

Dr. Michael Johnson, Esq. H-py Maiikny [[>x0HCOHY,
ICKBaHpy

Director HupexTopy

The British Engineering KOMITaHU W BpuTHI DH/KUHUTHHT,

Co., Ltd. Kammaau Jlmmure g

Ecmi MHCBEMO aJpecOBaHO JNHIY, 4Heill TOUHBIH ajJpec HeW3BeCTeH, OHO MOoeT OBIThL HAallpaBJeHO B
OpraHHU3aL U0, HAIlPUMED, B TOPIIIPEACTBO WIH Ha (PUPMY, KOTOpas MOKET IepelaTh WM IepeciiaTh eMy
3TO MUCHMO. B Takux cliydasx rmepejl Ha3BaHWeM OpraHW3aluu, TOPripecTBa, (pUpMBI MUIIYTCA CIIOBA
«Care of “ (=1n care of), koTopsle 03HAYAIOT “Ha MOMeYeHHe , T.€. IO aJIpecy.

Kak orMedeHO BBIIIE, [TOC/ie Ha3BaHUM (PUPMBI B ajpece YKa3blBaeTcsd HOMep JoMa W Ha3BaHHE YIIMUIIHI,
3aTEM Ha3BaHWe ropoja Wil rpadcrsa.

B oTHOmieHHH OonbMINX ropojioB BenukoOpHTaHuH ykazaHue rpactB He 00g3arellbHO, YTO KAcaeTcs
HeOOJIIINX TOPoJIoB, 0003HAaUeHHE TpadcTBa 00sM3aTENIbBHO, 0OCOOCHHO, MTOCKOJIBKY HA3BaHHS HEOOJBIIHNX
rOpOJIOB MOBTOPSIOTC (HANpuUMep, B BelnkoOpUTaHUH CYIIECTBYIOT JBa PuuMonga: oJuH B rpadcrse
Cyppeii, a apyroii — B rpadcre Hopkmup).

B BemukoOpuTaHUH IIpH HAMHCAHWH ITOYTOBOrO ajpeca pexoOMeHJyercs IMHcaThk Ha3BaHHe ropoja
[IPOITUCHIO, 3aTeM MeJIKO Ha3BaHHe rpad)cTBa, 3areM IMOYTOBHI KOJ )CHCTeMa KOTOPHIX HeJaBHO Obljia
BBeJ/IeHA B cTpaHe). Hammcanue kojla B ajJjpece yCKOpsAeT JOCTABKY H ITO3BOJIgeT 00padarkIBaTh IOUTY C
TOMOIIIBIO aBTOMATOB.

Korjga nmuceMa moceUIaloTCd B JIPYIHE CTPaHBl, HY;KHO BCerjJa MUcaTth HA3BaHHE CTPAaHEL, Jake eClH 3TO
croia crpadsl. Cymiectsyet Hanpumep ,JIoHgoH B AHrimu, a takke B Kanane, boctoH B AHTIIHH, a
TaKke B AMepuke, Tpunomm — B JIusuu u B JIugane, bnenraiiep — B [llotnanaguu n 8 Manasu.
[To TOH ke NMpHUUYHHE, KOrJIa MTOCKIJIaloTCd MUCEMa B AMepHKY, HY)KHO 0043arelIbHO YKa3bIBaTh HAa3BaHUE
mTara mociie Ha3BaHWUS TOpoja, kKak ykaszaHo. ITocie HasBaHUS ropoja Heto-Hopk HYKHO 00sS3aTenbHO
yKkasarh HasBaHHe mTara: Heto-Hopk unn Heto-J[xepcH.
B odpuIHaIbHON Mepenucke BO3MOMHA Takas CHUTYalMs, KOrJa BBl MPOCTO He 3HaeTe, keM Oyjer
paccMarpHBaThkCs Bamie MUCbEMO. B 3TOM cliydae Ha IMOMOIIE BaM IpHIeT JOBOJBHO IONYISIpHAS B
aHTJIOA3BIUHBIX cTpaHax (Gopmya:
To whom it may concern —ToMy, KTO UMeeT K 3TOMY OTHOIIEHHE. DTa (PopMyla Takke IMedaTaeTcs
OT/JENILHOH CTPOKOH ITOJ aJpecoM IMoJTyJaTeis.
B CIIIA B memnoBoil mepemucke crapatorcsl u3berarh 0esMuHOro obpallleHus Jake B TOM cliydae, ecli
mony4daresib MHCEMa — He3HAKOMEIH YeJIOBEK W H3BECTHO JIMIIE €T0 HMSL.
OPENING SALUTATION (GREETIN Q)
BCTYIIUTEJIBHOE OBPAUIEHHWE

Bg Y 1 cobpalieHre Ipejacrapiger coOoi OOMIENPUHATYIO CTaHAAPTHVIO (hOpMY,

ABJITHO I-Pm&g% JACTHLIO 3THKETA JEJIOBOI'0O ITHCEMA. OHno [MOMeIN[aeTcd Ha JIeBOH CTOPOHE
Ceptudmgar: 2C0000043ESABBBO952205E7BAS00060000043E

BnanendVTAHKAITACEMA, H THINST A HA OT/IEIBHOH CTPOKE. B JIEIOBOH KOPPECMOHCHIIUMH NMPHHATO HECKOIBKO
(opm oOpareHuii, paznuuarONUXcsd CBoeil «TOHANBHOCTBHIO». B mMMcBEMax k (upMaM H opraHU3aIusM

O0BIUHO VIIOTPe ONISIOT CIIeaVIONIHe (POPMVIIEL:
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Dear Sirs, (»T0 oOpallleHHe XapakTepHO JJiS MepenucKkd B BelWkoOpHTAHWU, IMOCIIE HETO CTaBUTCH
3arsTas )

Gentlemen: (ucnonb3yercd npu nepernucke B CIIIA u Kanajie, mocjie Hero CTaBUTCS JIBOETOUHE)

Crtporo o(pUIIHANBHO 3BYYAT BEIPAKEHUS ;

Sir: Sirs:

Madam: Mesdames:

MeHee o(pUIHATIBHO BOCIPHHHUMAIOTCA clieyroniue (GopMel o0palleHUI:

Dear Mr. Allen Dear Messrs Allen

Dear Mr. Cooper and Cooper:

Dear Mrs. Allen Dear Messrs Allen

Dear Mrs. Cooper and Cooper:

B aHTIH#CKU X NUCBMaX, Kak MPaBUJIO, YIIOTPEOJSIOTCS ClieIYIONIUe BCTYIUTEIbHBIE OOpallleHus:

Dear Sirs, — MMUCHMO aJIpeCcOBAHO B KOMITAHHH B I1€JIOM.

Dear Sir, — MHCBEMO aJIpeCcOBaHO MY KYHHE.

Dear Mr. Brown  — IIHCBEMO ajipecyercsd XOpolIo 3HAKOMOMY
JTOMKHOCTHOMY JIHITY — MY KUHHE.

Dear Madame,  — mHucbMO ajipecyeTcs eHIIUHE W JIEBVIIKE.

Dear Mrs.Brown, — MHCBMO aJipecyercsd XOpOoIIO 3HAKOMOMY
- JIOTGKHOCTHOMY — KEHIIIHHE.
Dear Ms.Freizer, — IMHCBMO aJipecyeTcd XOpOoIIO 3HAKOMOMY
JTOJ>KHOCTHOMY JIHITY — He3aMy>KHeH sKeHIHHE.
Dear Sir/Madame, — muceMo ajipecyercd JIOJGKHOCTHOMY JTHITY,
H aBTOPY HEU3BECTHO, SBIAETCS JTH
JOJKHOCTHOE JIUIIO MYKYHHON WITH K eHITHHO.
B aMepHKaHCKH X IACEMaxX UCIONBL3VIOTCH CIIEIVIONIHE BCTYMHTENIBEHBIE O0Opalle N :

Gentlemen:

Dear Sirs: [MUCBEMO aJIpeCcOBAHO
Dear Gentlemen: KOMITAHHH B IIEJIOM
Dear Mr. Brown [MHCEMO aJIpECOBAHO
Dear Mrs.Brown: OMpeaeNeHHBIM JTOIK-
Dear Miss Brown: HOCTHEIM JTHIIAM

BODY OF THE LETTER
TEKCT MUCBMA

OcHOBHOe coJlepikaHHe IMHCbMa — TeKCT — HAXOJUTCS B 3aBHCHMOCTH OT IeJiell ero HammcaHHs.
OnHako, B mo0OOM cliydae, B mepBoM ad3are mucbMa (pOpMHUPYETCSd BCTYIUTENIBHBII KOMITIAMEHT. Takoi
BCTYIMUTENBHBI KOMIUTAMEHT MOKET BRIPAKaTh OJaro/IlapHOCTh 3a MUCHBMO (€CJIH HalpaBJisieTcsl OTBET),
IPU3HATEJILHOCTH 3a IIard, HAlpaBJieHHBEIe Ha B3aUMHOE COTPY/IHUYECTBO (Takwke, €CIIM 3TO OTBETHOE
mocJiaHue ), OlaroxkeareibHOe COOOIIEHUe O TOM, UTO aJpecar SBJSeTcs H3BECTHBIM B CBOEH OTpaciiv
IpeJNpUITHEeM, OpraHuzamueil, pupMoidl W T.J4. (ecad MHUCBMO MOCHUIAeTCS BIIEPBBIE), COODOIIEHHE O
PaoCTH, KOTOpad BO3HHUKAET ITPH BO3MOKHOCTH HAPaBUTh JIAHHOE IMMHCHEMO UMEHHO B 3TOT ajipec H T.J.
Haxke B clydae, kOrjla MACEMO HOCHUT B IIEJIOM HETATHBHEIN XapaxkTep U MOXKeT CBHUJETENILCTBOBATE O
paspelBe JIaJbHEHIIEH KOPpPEeCHOHJSHIIHH, BCTYITHTENBHEIN KOMIUIHMEHT JIOJbKEeH 0043arelbHO
IPUCYTCTBOBATE.

[Tocne BCTYIUTENBHOTO KOMIUTHMEHTa (POPMUPYIOTCS OCHOBHBIE TTOJIOKEHHS, BEITEKAIOIIHE U3 eI
muceMa. Ecim sTo cyry6o uH(popMaTuBHOE IMUCBEMO O XapakTepe JIesSTelIbHOCTH OTIPABUTENS, TO KPATKO
H3JIaraeTcs WCTOPHS BO3HWUKHOBEHUS TIPEANPHUSATHS, OpraHu3alud WIH (PUPMBI OTIPABUTENS, WX
pa3BUTHS, CYIIHOCTH JeATEILHOCTH B HacTofdllee BpeMs (poib Ha pEIHKE, 00BbeMBl peaiu3allid H
HEKOTOPEIN JIPYTrOof CTAaTHCTHYECKUH MaTepHall, He ABJISIONIHIICS KOMMepueckoil TailHOH.) Ilocne dero
(opMmyImpyeTcs mpesiokeHHe O COTPYAHHYECTBE, TTPOJjake MapTHH TOBAPOB, OKa3aHHUe YCIIYT U T.]I.
EclH TMHCHbMO HOCHT OTBETHBIM XapakTep, TO B 3aBHCHMOCTH OT II€PBOHAYANILHOIO ITOCIHAHHUS OT
3apyOekHOM CTOPOHBI, BO3MOKHEI OTBETEI HAa MOCTABJICHHEIE B ITHCBEME BOITPOCEHI, BEICKA3LIBAETCS MHEHIE
O BO3MOMWEEVHHT QNBHSHIICTO COTPpYAHHYECTBA JIHMOO 00 OTCYTCTBHH TakOH BO3MOKHOCTH,

DHPE%(}EHF&HWFP %%%@?Eﬁﬂégéﬁﬂ%&%%ﬁHEHﬂﬂ :

CepTucpukar. 2C0000043E9ABB 00043E
BnanendCIIH TECEMOr HOCHE XARAKTER PearupoBaHus Ha OTKPOBEHHO HEJPY)KECTBEHHYIO AKIUI0 WHOCTPAHHOTO

[TApTHEPA — HeCOOIII0IeHHE CPOKOB ILIATCKA, HCBBIIMMOIIHCHHC B3ATHEIX HA4 cedd DﬁHSElTE.TIBCTE:, APYTHE

,IIEﬁCTEHH EM.TISIIDU%PIE HpEiEEI OTeUYeCTBEHHOM CTDIJDHBI? TO ECT}’HHTEHBHHﬁ KOMITTHMCHT MOKHO
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HECKOJIBKO NMPUTYIINUTE. [Toce 3Toro ciejiyer BEpasuTh HeJJOYMEHHE TI0 IMTOBOJIY JIeCTBUI HHOCTpaHHOM
CTOPOHBI W coO)alieHWe o ImpoucmeqmeM. [IpH 5TOM ONEHKka CIYUMBIIETOCS W BBIBOJBI, JaXe
HalpaBJIeHHbIE Ha TMOJHBIA pa3pbiB OTHOMIEHUH, He JIOJBKHBI HOCUTh PE3KOro Xapakrtepa. B sToM ciydae
YMECTHBI OOOPOTHEI THIMA: «C COYKAJICHHWEeM BBIHV)KJEHBI INpPEepBaTh HAMIH JalibHEHIINe KOHTAKTBI», «K
HaleMy COaJieHHI0, 3TO MToBJiedeT 3a co0oi HeoOX0oMMOCTh oOpalieHnus B cy/ieOHbIe OpraHbl» U JIp.

OO6mas XapakTepHCcTHKAa OCHOBHOH 4YacTH JeJIOBOrO MHChMa JIOJKHA OTBedYaTh TpeOOBaHHAM
B3BEIIEHHOCTH, KPAaTKOCTH, JOCTYITHOCTH W OJHO3HAYHOCTH IMOHUMaHUS TekCcTa. TekcT J0JDKeH OBITh
pa30HUT Ha CMBICJIOBBIE a03alkl, uTo o0Jerdaer o0paboTKy KOPPECIIOH/ICHIIHH U BOCIIPHITHE COJIEpPKaHUS
TekcTa. [Ipy MOJATOTOBKE TeKCTa HamOolsiee Ieliecoodpa3HO HCMOMB30BATh YCTOSMBINHECS MUChbMEHHBIE
[ITAMITBI, KOTOPBIE CIIOCOOCTBYIOT JIVUIlIeMy [MOHUMAaHHWIO TEKCTa, ero YHU(HUKAIUHA B OIpe/elieHHOH
CTEIIEeHW CBHUJICTEILCTBYET O BBIXOJIe OTHpAaBUTENS IMHMCbMAa HAa COOTBETCTBYIONIUH  YPOBEHB
MexIyHapoaHoro oOmienus. [IuceMo, Ha HETpaJUIMOHHOM  «HEJEeIOBOM» 43bIKe, IIpH Bcei
0€3VKOPHU3HEHHOCTH JIMHTBUCTHYECKOTO O(GOpPMIIEHHS CO3/1aCT BHIMUMOCThL Helpo(eccHOoHAIn3Ma ero
HCIIOTHUTEJISI, YTO CPa3y jKe CKAKETCS Ha OTHOIIeHWH K IMOTeHIWalbHoOMY maptHepy. [lostoMmy, Bce
PU3LIBEI K «HETPAJIUIMOHHOMY, HeW30WUTOMY I[ITaMIIaMH $3LIKY» B JIJAHHOM CJiydae COBEpPIIEHHO
HeYMECTHBI. M3JIHIIHE TOBOPHUTH O TOM, UTO TEKCT MMUCHhMa JI0JbKEeH OBITh BEIUMTAH Ha IMpeMeT HaTUdHs
opdorpadpugeckux omMMUOOK U ONMEeYaTOK — OHH abCOIOTHO UCKITIOYA0TCY!

B 3ak/iroueHHe OCHOBHOH YacTH MHUCbMa JIOJKEH COJEPIKAThCS 3aKIFOUNTENIbHBI KOMIUTHMEHT.
Takoll KOMIUTMMEHT TPH3BAH BHECTH BOCXOMANIUN 5MeMeHT B (PMHANBHYI0 YacTh MHUCbMa W ITOMOYb
chopMHUpOBaTE MO3UTUBHOE MHEHHUE O ITUCbME U €0 aBTOpax.

Tak, TpaJUIIHOHHBIM SBISIETCS BBIPaOKEHHE HaJIe/Ibl Ha JlajibHellllee COTPYJAHHYECTBO, HA TO, UTO
M3JI0KeHHad WH(pOpManus B NMHCbMe OyJeT Moje3Ha W MOCHYKUT B JalbHEHIIeM JJil paclIupeHus
B3aUMHBIX CBs3eil. B 3aBHCHUMOCTH OT YpPOBHS IIOJIIOTOBKH IMUCHEMA, BAHKHO BKIIOYUTH (ppa3zy THIIA
«TIOJIL3YSCh CIydaeM, ellle pa3 MPUMHUTE Halld VBEPEeHHS B TOTOBHOCTH JlalibHEHIIETO B3aUM OBBIT OTHOTO
COTPYAHHUECTBA», «MBI C HAJIEIKA0H CMOTPUM Ha MepCHeKTHBEl HALIEro JaJlbHellIero coTpyHIIecTBay
H T.J. EciM mmceMO ajpecyercd MMONyYarell0, ¢ KOTOPBIM elle He OBUIM YCTAaHOBJICHBI JIeJIOBBIE
KOHTAKTBl, TO 3aBepPIINTh OCHOBHYID YacTh MOXHO VYBEPEHHOCTBIO B TOM, UTO IPe/JIOKEeHUS,
H3JIOKeHHBIE B NTUChMeE, OBUTH WHTEPECHBIMH, HaJlek/I0H Ha CKopoe MoJyYeHHe OTBeTa M YCTAaHOBJIEHHE
PETVISIPHBIX KOHTAKTOB B OV/IVIIIEM.

Jaxke eclii MMCbMO HOCHT HeTaTHBHBIN XapakTep M O3HadaeT Pa3phlB JIEJIOBHIX KOHTAKTOB, HE CJIeyeT
H30eraTh 3aKJIIOUNTEIbHOT O KOMILTUMeHTa. B 5TOM cliydae MOyKHO c(hopMyJIHpoBaTh 0oJiee adCTpakTHLIH
3AKJIFIOUATELHBIT KOMIUIMMEHT M CBECTH €To K (ppazaM THIIA «OJJHOBPEMEHHO MBI CBHJIETEJILCTBYEM
CBOIO OTKPBITOCTB JIJi JIeJIOBOIO COTPY/HHYeCTBa B OyayiieM». B aToM ciiydae Ipu Bceil HeraTHBHOCTH
COJlepyKaHMs TUChbMa IMOJIVUATENII0 JlaeTcsl IIaHC B cIydyae HM3MEHEeHHWS CBOEH MO3HMIUH, YCTpaHeHHS
HeJIpYKeCTBEHHBIX JeHCTBUI M T.J. BEPHYTHCA K JIeJIOBOMY COTPYIHHUUYECTBY C OTIpaBHUTENIeM. XOT4,
eCTECTBEHHO, B IIOCIEHEM Cliyyae 3akII0UYUTEIbHBIH KOMIUIMMEHT B OOJibIIedl CTereHW SBJSIeTCS
MPU3HAKOM XOPOIIIETro TOHA, YeM JIeHCTBUTENIbHON HaJlex10H Ha MpejicTodlllee COTPY/ITHIUECTBO.

Bo MHOTHX clydasX Iepe;l 3aKII0UHTe/IbHBIM KOMIUTMMEHTOM B ITUCEME MPHCYTCTBYeT (Pppasza, B KOTOpPOi
cooOmniaercs HoMep TenedoHa, GpaMHINS H JJOJDKHOCTH JIMIA, KOTOpOe MOIVIo Obl OTBETHTH Ha BCE
BO3HHKAKOIIME BOMPOCH. [Ipn sTOM Takas ()paza Takke CTPOHTCI B MaKCHMAaJIbHO JI00poKeNaTe/IbHOM
TOHE» IpH HEOoOXOJMMOCTH HE OTKa3blBaiiTe B BOZMOXKHOCTH ITO3BOHHTH HAlIeMY MeEHekKepy [0
BOIIpOCAM peai3allid W VTOYHUTH BCE BO3HHUKAIOIIUE BOIMPOCH». 37eCh e VKa3blBaeTCd HOMED
TeJiepoHa.

COMPLIMENTARY CLOSE

SAKITIOUUTEJIBHA 51 ®OPMVYIJIA BEXJIMBOCTH

B nenoBoil mepenucke MpuHSATA onpejiefieHHas (hopMa 3aBepllieHHs IMUChbMa WIIH Teliekca, T.e. BCJe] 3a
OCHOBHBIM TEKCTOM THChMa CJIe/lyeT 3axiounTe/ibHas (popMylia BexJIMBOCTH, KOTOpas pacrojaraercs B
MpaBoil gactH JiHcta. [1o cBoeMy CTIIIIO U TOHY 3aKIOUHTENIbHEE (DOPMYJIBI BEXJIUBOCTH JIOJDKHBI OBITE
rapMOHUYHBIMH OOpallleHu0 1 OCHOBHOMY TEKCTY MU chbMa. Tak, eclid MICEMO HAYMHAETCS CJIOBAMH:

Dear Sirs, VBakaeMsble rocno;jia!
Gentlemen: ["'ocmona!

TO MPEIMOYTUTETLHBEIMH OV YT 3aKTIOUUTEILHEIE (DOPM VIIBL:
Sincerely EHT nognucaH Uckpende Bam

Yours fai HHOW noanmch JKeHHeM
CepTudmiKar: cmmmaE B8B952205E7BA500080300043E

Bnaﬂeﬂeﬁaqugggﬁﬁaqg@%mkgg%ggmu SIBJISFOTCSA CIIeIVIOIIHEe (POPMYIIBI BEIKITHBOCTH
Yours faithfully,

Yours trul

y Ctporo
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Yours very truly, o(pUITHATIBHO

Very truly yours,

Yours very sincerely,

Yours sincerely, OdunmaibHO

Sincerely yours,

Very cordially yours,

Yours cordially, MeHee

Cordially yours, o(pHUIIHAIIEHO

JIt0oOOIMBITHO OTMETHTH CIEVIONIVIO TOHKOCTh B OTTEHKAX 3HAUYeHW: ecnu B muckMax u3 CIHIA Yours
SBJIIETCS MEPBBIM KOMIIOHeHTOM coderanus Yours faithfully, To orHomenwe k ajpecary MeHee
o(punHanibHOe, a €CJIM BTOPBIM KOMITIOHEHTOM 3aK/IFOUHUTENILHOH (POPMYIIBL, TO 3TO HEHABS3UHMBLIH HaMeK
Ha HEOOXOJITHMOCTE CYOOpINHAIIHH.

Kak ye OoTMedanoch, aMepHKAHIbBI CKJIOHHBI CHHKATh (hOPMaIbHOCTh KOPPECIOHJIEHIIHH W 4YacTo
HAUMHAIOT JIeJIOBBIE TMHCBMa ¢ oOpallleHds Mo MMeHH. B sToM cliydae 3akioudTelibHasg (opMyia
BEKJIMBOCTH UMeeT MeHee O(DUIUabHBIN XapakTep:

Yours sincerely WckpenHe Bam
Yours truly Hckpenne Barm
Very truly yours HckpenHe Bam

Onnako takue (GopMyIEl OoJiee TpaTUITUOHHBI JIJI1 HeO(HUITUATLHBIX ITHCEM.
MHor1a B 3aKII0YUTENLHYIO (DOPMYITY BEXJINBOCTH BXOAT J100aBIICHUS ;
We hope to hear

from you soon HajgeeMcs Ha OBICTPEIN OTBET
We look forward
to hearing from you C HeTepIleHHEM KIeM OTBETA

[Tocrie 3aKIIOUHTENBHON (DOPMYJIBI BEKIIMBOCTH BCET/Ia CTABUTCS 3allsTasl.

SIGNATURE

I[MOAITMCH

JeioBele MHCHMAa MOJMUCHIBAIOTCA OT PYKH YepHHIAMH, YeTkO H pasdopunBo. [IoAmuce Bcerjaa J0KHA
OBITH OJWHAkoBa M0 cTWmO. Ilog moAmUCEI0 OOBMHO Tevataercss (aMHIHS W JIOJBKHOCTH
mojAmuceBaomiero muceMo. Ilog sakmoudTeNlbHOH (GOpMyIIOH BeKJIMBOCTH  (BBIIIE ITOJITHCH)
IPOITUCHBIMH OYKBAMU IedaTaercs Ha3BaHHe (DUPMBI HJIH OpPraHUu3allii, 38 KOTOPYIO aBTOp MOJIIUCEIBAeT
THCBMO.

Ecnu aBTop MOAMUCEIBACT OT HMEHH U MO MOPYUEHHUIO KOMITAHUU WJIH JIPYTOro JIHNA, YIIOTpeOIsSoTCs
cioBa the per pro = p.pro = p.p. (short of procurationem) «Io JOBepeHHOCTH» Iepe]] Ha3BaHHEM
KOMITAaHUH WIH (paMHIIHed. DTO COkpallleHHd OT JIATHHCKOT'O BRIPAKEHHI “II0 JJOBEpeHHOCTH . YelloBek,
[TOJIMUCLIBAIONIMH MUCHMO 33 KOro-JIM0O, YIIOJIHOMOYMBAETCS HA 3TO0 O(PUIHATBLHBIM OPHIUYECKHM
JTOKYMEHTOM (JIOBEPEHHOCTEIO).

Wnade ynorpebisercd Belpaxkenre “For” “3a u or uMeHH™ miepe]] (haMHIIHEH JIHIA W TTepe/] Ha3BaHHeM
(upMBl. EciH MHCBMO TOJMHUCHIBAETCS JIMIIOM OT UMEHH KOMITAHHH, OHO JIOJKHO OBITh HAMCAaHO B
[IEPBOM JIHII€ MHOKECTBEHHOTO UHCIIA.

i MOHO BEIPA3HTE 3TO WHAYE:!

eCJI MUCHLMO MUIIETCS OT MEPBOro JIMIAa MHOKECTBEHHOTO YHCIIa, TO MOCe 3aKkIIOUHTENIbHON (POpMYIIHI
BEJIMBOCTH CJIe/yeT Medararh HazBaHue GupMel (B/O) ¢ nipepyiorom “3a”, 3arem nojamuck, Harpumep:

Yours faithfully, C yBaKeHUEM,

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

(I.Pavlova) (M.ITaBsoga)

Director Hupexrop

m

Yours faithfully , C yBaxkeHHEM

Per pro. THE ORIENTAL Ot umenu Opuenrtan Tpeitguar Ko. JIta
TRADING CO.LTD

F. Howard ®. T'oBapn

Secretary [OKYMEHT NOAMUCAH Cekperapsb

REF E}?‘Eﬂf@*ﬁc’””?wiq LS
CepTudukar; rEﬂGGGGdSEBABBEBEEEDEE BAEGUGEﬂﬂGGﬂdSE)
snaneney KARANKE H A, MHIIH AL ABTOPA
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OTCT}’HHE ABd HHTCpBalia OT MOMJITHCH B JIeBOH YacTH IMHCHEMA [MpOCTABJAIOTCA HHHIHAIIEI aBTOpa H
CEKpeTapd HJIH MAalOIHHHCTKH. MHHIHAITE] dBTOpa IICHATAIOTCHd ITPOIMHCHBEIMH 5}’]{]33]\-111, HHHIIHAJIEI
HCITOJTHUTCJIA — CTPOYHBIMH. HMHUIHANE] dBTOPa H HCITOJIHHTCIIA pas3/JICci/IAi0TCH SHaAYKaMH / MIH

Hanpumenp:
Sincerely Yours,
Edward P. Graham
Secretary

EPG / km

ENCLOSURE
YKA3AHHWE HA ITPUJIOKEHUE K ITMCEMY
HacTo k JIeTOBOMY IMHCBEMY MOTYT IPHJIAratbCsl pasiudHble JOKYMEHTHL. B 3THX clydasx HeoOXOIUMO
cienaTh YKazaHue Ha NMPHJIOKEHHE K IMMHCBMY. DTO YKa3zaHHe MedaraeTcs B JIEBOM HIKHEM VIJIY BClie]l 3a
HHHIHAIaMH aBTOpa MUChMa U HCIoHATE. Hampumep,

Sincerely Yours,

Henry Powell

Director
HP : vd
Enclosure : Insurance Policy

in triplicate
Hckpenne Bair,
I'erpu [Tay»nn JupexkTop
ITI: B
[TpunoskeHHE: CTPAXOBOH MMOJTHC
B 3-X sk3eMIIspax
Hapsany ¢ momHo# (popmoitl cioBa Enclosure ymorpebngercs u ero cokpanienune — Encl. Ecim umeercs
HECKOJIbKO MPHJIOKEHHH, TO VKa3bIBAeTCS HX YHCJIO.
2 Enclosures:
2 IpUITOKEeHUS

2 encl.:
PexoMeHIyeM IepeunCIIuTE JOKYMEHTHI, [IpHIaraeMele K NUCbEMY. IIpH IepedncieHHH BCe CJI0Ba, KPOME
[IPEJIJIOTOB IMMHNOIYTCS C 3arjiaBHON OYKBHIL.

Hanpumep,
4 Encl.: Invoice 4 TTpunoxenus: Cuer-(pakrypa
Insurance Policy CTpaxoBoil monmc
Certificate of Ongin CeprH(HuKaT IPOUCX OK/ICHUS
Capitan’s Receipt Pacrmicka kanmdTaHa
POSTSCRIPT
I[MOCTCKPHUIITYM

OOBIYHO B JIENIOBOH TMeperHcke MOCTCKPHITYM He Bcrpedaercd. OH WHOTA, IMpaBja, BCTpedaeTcs B
KOMMEPUECKHX MHCBMAax, KOIJa MHUIIYIIHI XO04YeT O0CO00 BEIJEIHTEH BOIPOC, OOCYK/IAaeMEI B IMHCEME.
[TocTCKpUNITYM HadWHAeTCd C JIBYX 3arjiaBHBIX JatHHCKUX OykB P.S. mmm PS (= mat. post scriptum
“Ilocne HamMCcaHHOTO ') W pachonaraeTcd B JIeBOM YacTH NHCbMa WIH VKasaHHS Ha MOpHIIOKEHUE.
[locTckpHIITYM, Kak ITPABHIIO, HEe ITOJAMUCEIBACTCS, B €TI0 KOHIIE aBTOP IPOCTO CTABUT CBOW MHHIIHAJIEL.
Pe/iko, HO B 3KH3HH BCTPEYAKOTCS HENpeJBHJEHHBIE OOCTOATENBCTBA, KOTJa MHCBMO V)K€ TOTOBO K
OTIIpaBKe, HO MIPOUCXOJIUT COOBITHE, O KOTOPOM HENPEMEHHO HY:KHO COOOLINTE. Hampumep:

Sincerely yours,
Henry Davis

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

Hckpenne Bami

[IOKYMEHT MNOANWUCAH I'enpu deitBuc
IANEKTPOHHOW NOANWUCEKO %H&JHBM}DLLH)IH OTJIETIOM
Ceptudmkar: 2C0000043E9ABEBOS2205E7BASO006000004 3
Bnaneneu: llleGayxoea TaTeAHa AnexkcaHgpoBHa OBITA
['JT | ac
I1.C. Ham nupexTtop moman B karactpody. I'. 1.
NelcTEUTENEH: C 19.05.%}2;%:1 19.08.2023 p Eb}’ 'H



PARTICULAR ADDRESSORATTENTION LINE

YKA3AHHUE HA JIMIIO, KOTOPOE IT1O JXEJIAHUIO OTIIPABUTEJIA OOJDKHO ITPOYECTD
JAHHOE TIMCBEMO

OOBUHO pacroniaraercd Ha JIB€ CTPOKH HWJKe BHYTpPEHHETO ajpeca. PacrmpocTpaHeHBl ClieVIOIIHe
(hopMBI HAITHCAHUS :

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
JTa CTpOKa IMPU3LIBAET K OCOOOMY BHUMAHHIO OIpPEeJIeHHOI0 YeJIOBEKAa, JacTO C IEJIbI0 YCKOPEHHS
paccMOTpeHUs MHUChMaA.
SUBJECT HEADING OR CAPTION
YKA3AHHWE HA COOEPKAHUE TTMCBMA
OOBIYHO TedaTaeTcd Ha JBE CTPOKU HIKE BCTYIHUTENILHOrO oOparieHHus. ETo Bcerjia BBIICNSIOT, UTOOHI
nerde ObLJIO pa30Hparh MOUYTY U HANIPABJISTH TUCHMa ajipecaraM, HalpuMep:
Subject : Personnel Changes
Subject : Your Retirement Plan
SUBJECT : Your Retirement Plan
Re : Your Order of July 14, 1989
Price Reductions
Re B mepeBo/ie 03HAYaeT “OTHOCUTEIILHO, KACaTeJILHO
REFERENCE NUMBER
YKA3AHHWE HA CCBUIKY
g obJierdeHnsl MeperucKd U COKpalleHHd BPEMEHH Ha MOHUCK HeOOXOJUMOM JIOKYMeHTAaI[u! J1eioBas
KOppEeCITOH/IEHIIHS OOBIYHO HMEeT CBOW perucTrpallHOHHBIA HOMep. HoMmep JokyMeHTa, Ha KOTOPBIH
CCBUIAeTCS aBTOP IMUCbMa, UJIeT ITOocie CJIOB
Our Reference : (Our Ref. No)
Your Reference : (Your Ref. No)
KOTOpBIE, KaK MPAaBHUJIO, MMUIIYTCI PAJIOM CO CTPOKOH JIaThl WIH HaJl BHYTPEHHHM aJIpEeCOM.
Eciu nanHasg wH(popManus OTCYTCTBYET, TO aBTOP MHChbMa MOMKET CCBUIATHCS HA HOMED JIOKYMEHTAa B
HaJalie Tekcra micbMa, Hampumep:
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.
CARBON COPY NOTATION
YKA3AHHWE HA KOITMH, OTTIPABJIEHHBIE 110 IPYTUM AJIPECAM
EciH, kpoMe ajpecara, KOIMHH MACEMa MOJyYaT ApYrue JIula, TO Takas MmoMeTKa JI0JbkHa OBITh cjleliaHa
Ha OJINH-JIBa MHTEPBaJIa HIKE YKA3aHHU Ha IPUJIOYKeHHUe K MceMy. Hanpumep:
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
PACIIOJIOXKEHUE YACTEU TIMCHEMA
B aHrimiickoM NHCBMEHHOM JIEJIOBOM STHKETe HeT eJUHOTO o0paslla pacholokeHHsS BceX dJacrei
miceMa. CyIecTByeT HeCKONIbKO (POPM, U3 KOTOPBIX HauboJiee YIIoTpeOUTEeIbHEIMH SBIISIFOTCS JIBE.

1. Brioun a1 Blowkcterm ). OcHOBHas 0co0eHHOCTE TOH (DOPMEI JIEJIOBOI0 MMUCHEMA 3aKITFOUAETCH B
TOM, UTQ HRCHPE TR mouenmeM apeca oTIIpaBHTEN, 3aKITFOYHTENBHOMN (POPMYIIE BEKITHBOCTH
Ceptuchukat: © 2C0000043E9ABBBI52205E 7BA500060000043E

Bnanendd: TTOMTHCH, FANHHAKTCS, HEHQCPEICTBEHHO OT Kpas JIEBOro IoJis; OpocaeTcs B I7ia3a TAKKe OTCYTCTBHE
KpacHOH CTPOKH B Hadalie Kk 10ro adzara.
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2. CymectByer W japyrad ¢opMa pacroliokeHHs MHCBMEHHOTO MaTepHalia, KOorjla CTPOKH ajpeca
OTIIpABUTENS W Jlara, a Takxe ajpeca IolydaTels W 3akIIOUHTeIbHOH (POPMYJIBI IedaTtarTcs C
orcrynamMd. OCHOBHOH TEKCT IMHCBbMA Takke Iedataercs ¢ ab3alHeIMH OTCTyIaMH. Jta ¢opma
HazeIBaeTcd “3y0uaToii” (indented wium step form)

B koMMepueckoil KOPpPECHOHJIeHIIHH CYIIECTBYIOT U JIPYTHe CITOCOOBl KOMITO3HITHOHHOTO O(hOopMIIeHHS
nenoBoro mucbMa. Hexoropble W3 HHX — HeOOBIYHBIE, OpPOCKHE — HCIOJB3VIOTCS JJI TOTO, YTOOBI
[IpHUBJIeYb BHUMAHH e udTaTelisl K (popMe IMHceM, colepKalluX HH(POpMalH0 PeKIaMHOr 0 XapakTepa.

EXAMPLES OF WRITTEN COMMUNICATIONS
ITPUMEPBI MUCBMEHHBIX IITAMITIOB

JJIA HAYAJIA TIMCBEMA
MEI moJTyuniid Barie IMUCBEMO OT. ..

biarogapiuM 3a IMMCBEMO OT ...
brarogapumM 3a Bamie muceMo
or 15 Mmad...

bonemoe crmacudo 3a Banie mHCBEMO
bBLTIO OYeHBb NIPHUATHO Y3HATh, 4TO...

41 Ob1T OBI OUEHE OJIarojiapeHx,
ecJii Oul BHI. ..

B orBet Ha Bamie nuceMo ot... (IIpockdy)...

[To Bamen nmpocks0e MEL BEICTTAH Bawm. ..

Panel coodmutek BaM, 4To...

[Tumy ¢ TeM, 9TOOBI BBISICHUTH (3aKa3aTh). ..

MEI OUeHB 3aHHTEPECOBAHEI B. ..

Ccrinasick Ha Bam 3akas
XOoTeJioch OBl T00aBHTH, UTO...

MBI 0ueHb paJbl V3HATh, UYTO BHI
3aHHTEPECOBAIHUCH HAIHM ...

XoreJlock OBl 00paruTh Bamie
BHUMAaHHE HA...

[Toxkanyiicra, COOOIIUTE CBOH
VKa3aHWsl 10 JJOCTABKE

[TonTBepK/1aeM HaIl 3akKas oOT...

Barie mHCBEMO ¢ IPHIOKEHHEM
(VKazaHueM, Ipockboil o0...)
PAacCMOTPEHO

B orBer Ha Bame muceLMO OT...

B nonmsep RS AR

Ceprud e POHHOE O PasrOBOPa:(HLPRs60000043E

Bnanengrpp O PRI EETOSBIH AP R005)2
COOO0IIIaeM, UToO...
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OPENING PHRASES
We have received your letter of...

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

Many thanks for your letter

It was good to hear that...

[ should be grateful if yvou would...
In reply to your letter of ...(request)...

At your request, we sent you...

We are pleased to tell you that...

[ am writing to inquire (order)...
We have considerable interest in...
With reference to your order

We should like to add that...

We are very gratified to leam
that you are interested in our ...

We should like to draw your
attention to...

Please let us have your
instructions for shipping

This 1s to confirm our order of...

Your letter enclosing (stating

that..., asking us to do....,

requesting us to do...,) has
been considered (given proper attention)
In reply (in response) to your letter of ...

In confirmation to our (their) telephone
conversation (talks, held in ...) we
inform you that. ..



CchlTasich Ha Halle MUCBMO OT. .. With reference to (Referring to) our

cooOIraeM, 49To... letter of... we wish to inform you that...

BHOBL cchlTadsch Ha ... With further reference to...

Pansl coobumThk Bam, 4ro... We are pleased (We are glad) to inform you
that...

We have pleasure in informing you that. ..

K coxkalieHHI0, BEIHY K ICHBI We are sorry (We regret) to have to
HaltOMHUTL BaM, dro... remind you that...

13 Baniero mucbMa Mbl Y3HAJIH, 4TO... We learn from your letter that...

B CBS3U ¢ HAIIUM MTUCBMOM OT ... In connection with our letter of....

H B MOJITBEPIK/ICHUE TEJIETPAMMEI OT ... and in confirmation of our cable of...

MBI ¢ VUBJIEHHEM Y3HAH U3 We are surprised to learn from your
Bamero renexca. .. telex...

CBA3SVIOIIHUE SJIEMEHTBI ITMCBEMA  BINDING PHRASES

MBI BEIpaaeM YBEPEHHOCTh B TOM, UTO. .. We express confidence that...
MBI COBEPIIICHHO YBEPEHHL. .. We are sure (confident) that...
OnHOBpeMeHHO XOTeJH Obl At the same time we would like
HaItOMHUTL BaMm, dTo... to remind you that. ..
CuuraeM HeOOXOJUMBIM We find (consider) it is necessary
(BaKHBIM, ITeJIecO00pa3HBIM ) OTMETHUTh. .. (important, reasonable) to note...
[ToMHUMO BEIIIEYKA3aHHOTO. .. Apart from the above...
B JloloiHeHN e K BBINIEYKA3aHHOMY. ., Further to the above...
MEI OB OBI paJibl UMETh BO3MOXKHOCTD. . . We would welcome the opportunity...
[Tonb3yACh BO3MOKHOCTBIO We are taking the opportunity
HallOMHHTB, UTO. .. to remind you that...
Camo coboil pazymeercs. .. It 1s self understand. ..

It goes without saying...

Obparraem Baile BHUMaHHE Ha We wish to draw our attention to
TOT (paKT, 4TO the fact that...
We would like you to note that...
We wish to bring to you notice that. ..

BBU/TY BEINIEH3I0KEHHOTO. .. In view of the above...

B CBSI3H C 9THM. .. In this connection...

B cBa3u ¢ Banieii mpock06oii. .. In connection with your request..

B CBSI3M C BHIIEU3IOKEHHBIM.. . . In connection with the above
AIOKYMEHT MOANWCAH

eIro EIJ'IEI{:I'F'DHHDH Nnoanceo ThE atter iS
Eepmd:rﬁ]%a'r: 2EGSS)%ESEEBBEBEEEDEETBAEGUGEGﬂﬂﬂﬂdSE m ] S
Bnaneneu: llleGayxoea TaTeAHa AnexkcaHgpoBHa ThE pﬂlﬂt 1S...

ﬂEﬁCTEH%n%ﬂ%%%§CH1QE)§E TECJIBCTBAX. .. In the circumstances...

no



[To BanieMy MHEHHIO. ..
B coorBeTcTBHH ¢ Bamied mpock0o0il. ..

B Bamewm miuceMe BEI 3asgBlIgeTe,
qTo0...

Hanee Bul nmumere

bonee Toro...

TeM He MeHee...

B nepByo ouepels. ..

DaKTHYECKH. ..

Kpowme Toro...

B momonHeHHe K HallleMy ITHCEMY OT. ..

MEI BEIHY X /IEHEl HATTOMHHTE
Bawm, dro...

IIMeeM YIOBOJIBCTBHE MPEJIOKHTE BaM. ..

Bam, HeCOMHEHHO, H3BECTHO, 4TO...
OueBnHO, BaM HU3BecTHO, UTO...

[TpunaraeM KOIMHIO MHUCbMa (PUPMHL. ..
I10 MTOBOJY... (B CBA3H C)....

[TpocuM NMPHHATE BO BHUMaHHU e
(y4ecTs), 4Uro...

In your opinion...
As requested by vou..

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..

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

Please note that...

BBIPAKEHWA, UCTIOJIB3YEMBIE B KOHIIE ITMCEMA

CLOSING PHRASES

MEI OyaeM IpU3HATEBHEI 34
OBICTPHIH OTBET...

[IpocuM obOpamarbCd K HaM,
eclim BaMm nmorpedyeTtcs

[TOMOIIE (cojieiicTBHE). ..

Hanmeemcd moayaurhs Barn
OTBET B OJIMzKaileM OyAVIIEM. ..

MEI XoTenHn OBl 3aBepHTE Bac...

HaneeMcs nmojyiepikarhb

corpy narSRARERIHCN

We early reply will be appreciated...

If we can be of any assistance please
do not hesitate to contract us...

We are looking forward to hearing
from you...
We expect your early reply...
We expect to hear from you in the
nearest future
We would like to assure you...

We wish (would like) to maintain
cooperation with you

Cepruchvkar:  2C0000043E9ABBBI52205E7BA500060000043E
Branendby 1eMeAPHBHATEABHEE3a-OMEED Oe

BEIITOTHEHHU E HALICTO 34dKa34d

Your prompt execution of our order
will(would be) appreciated
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MBI He 3aMeJIJTAM CBSI3aThCS C We shall not fail to contact (to get

HalllMMH OPTaHU3alHIMH in touch with) our organizations
(MMPOEKTHBIMHU OPraHH3aIlHIMH, (design organizations,
3aBO/1aMH-IIPOH3BOTUTEIIIMH ) manufactures)

Bornpocsl U 3aJ1aHu:

1. TToAroToBbTECH K 00CYKIEHHIO TEOPETHUYECKOTO MaTepHaia.

CTpykTypa JeN0BOr0 IMUCEMA:

1. 3arosoBOK.

2. JlaTa miceMa.

3. HaumeHoBaHHe U ajipec MoJiyyarelis MUckMa (BHYTPEHHHU ajipec).

4. TIpuBEeTCTBHE,

5. OCHOBHO# TEKCT IMHCHMA.

6. 3axmrounTelibHasg (popMyJIia BeKJIMBOCTH.

7. Iloamucse.

8. YkazaHnue Ha MPUJIOKEHUE (eClTH HMeeTCs ).

[TonesHsle BEIpakeHUs B JienmoBoi meperucke (Helpful Expressions in Business Correspondence):
[IpockOBl  (Requests), Brelpakenue coobmieHus, BrelpaxkeHue Hajexasl (Expressing Hope),
bnaromapHocts (Gratitude), M3puHeHus (Apologies), BelpaxkeHue HeyjoBJieTBOpeHUs (ExXpressing
Dissatisfaction), OtBeThI Ha Bompochl U IpeyiokeHns (Responding Questions and Proposals).

2. OTBeThTE Ha BOMPOCHI:

1). HazoBute OpUTaHCKHI W aMepHKaHCKHH SKBHBalieHTHl pycckoil adbOpesnatypel OO0 (0bmiecTBO C
OT'paHHYE€HHON OTBETCTBEHHOCTEIO ).

2). Kak B Ha3BaHHUH (pUPMEI OTpaykaeTcd TO, UTO OHA IpeJcTaBligeT coO0H MmapTHepPCTBO JIBYX WK Oonee
moei?

3). Uto yka3elBaeTcs B 3arojioBKe MuceEMa?

4). O yeM TOBOPUT HOMED JIOKYMeHTa?

5). I'me ¥ kak ykaszelBaeTcs Jlara MUceMa?

6). Kak muniercd BHyTpeHHHH ajipec (ajpec monydarelis)?

7). Kakue BexJ1uBEIE (pOpMBI OOpaliieHus (M B KakUX cIy4dasX) Vka3elBaroTcs nepe]] (haMuneii aapecara?
8). Hamumure npon3BOJILHEIN BapuaHT ajpeca nonyyarens B CIIA, BenuxoOpuranuu, Kanaje, ogHoOiM
13 crpad EBpOIIEIL.

9). Uro nmumercd B HadalbHOM abzamne muckMa? [laiiTe cBoil BapHaHT HadaJibHOro ads3ama IHCcbMa,
KOTOpPOE BHI IHIIETE B OPTaHU3AUI0 IO MeKIYHAPOJIHOMY OOMEHY CTYJAeHTaMH ¢ MPOCEO0H COOOIINUTH
BaM YCIIOBHS YYacTHS B IporpaMMe JieTHeTO OOMeHa W BO3MOXKHOCTH MOpadoTaThk B JIETHEM Jiarepe B

CIIIA?

3. BeInotHUTE 33/ 1aHH.

1. CocTaBbTe MUCBMO-3alPOC OT CBOEH OpraHu3alui O BO3MOXKHOCTH ITOCTABKU CIIOPTHBHOI 00YBH
JUIS FOHOIIEH U JIeBYIIEK.

2. Harmmminre OoTBeT HA 3alpoc O MOCTAaBKe CHOPTHBHOH OOYBH C IOJATBED:KJIEHHEM TOTOBHOCTH
OKaszaTh MOMOIIF M MONBITKOH YOEeJNTh HOBOTO KJIMEHTA B MEPCIEKTUBHOCTH OTHOIIEHHH C Bamien
KOMITaHHEN.

3. Crenaiite 3aka3 Ha MApTHIO TOBapa ¢ TMOJTBep:kJeHUEM VCIIOBHI IiaTe)a, oOpatuB BHUMAaHUE
[TOCTABIIINKA HA CIIOCO0 VITaKOBKH.

4. OGparurech B (pUPMY, MMOCTABLIONIYIO 000pY/I0BaHHE JIJI MPOU3BOICTBA MebesiH, ¢ TTpockOoil 0

ITpe/IOCTABJIEHUH BO3MOYKHOCTH TONYUYHTHE MX TNPOAVKIIHMIO B KpeJuT. YOeauTe MOCTABIIHKA B Bamlel
Ha/IeKHOCTH Kak MapTHepa.

5. CocraBbre MUCHLMO-3AMPOC O BOSMOKHOCTH M YCIIOBUSX TPAHCIIOPTHPOBKH Tpy3a IO KeJIe3HOi
jopore.

6. Coo0mure cBOeMY KIHEHTY-HMIIOpTEpPY 00 OTIpaBke Tpy3a aBTOMOOHJIBHBIM TPAHCIIOPTOM,
yKa3aB JIeTalll YIIAaKOBKH, BEC, CTOMMOCTh U [POUK e JIeTAlIU COITPOBOUTEILHON JIOKYMEHTALHH.

7. [TopyunTe cBOeMY OaHKY c¢/leliaTh [epedurclieHre 3a TapTHio TOBapa.

4. Answer the following question:

1. W e Hre ofi the Business letter?

o mquu'a i} Em\ﬁﬂ?ﬁﬁﬁ%ﬂéﬂ %@éﬁget&ggﬂe‘&the English and American ways of writing the date?
: | mﬂﬁﬂggﬂtﬁ,ﬁgﬁ@ gﬁiﬁn&y&a@?wntlng the 1nside address in English and in Russian?

Bnapenety

4. How do the English and the Americans write the opening salutation and the complimentary

cl-::r-sing?
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What 1s the main principle of dividing the letter into paragraphs?

What should you remember about enclosures?

Why do you think writing of postscript 1s 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:

o

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

5.2.2012, 22.V. 2013, 29.VII. 2013, 5.8. 2013,

1.9. 2009, 7.10. 2009, 19.12. 2012, 2.I1. 2013

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

B AHrmmmo:

A) Ha pupmy «Cmur u Can Jlumurea», Jlongon C.B.5, KeuH Bukropus 25, Ha UMsg MeHekepa I10
3KCITOPTY;

b) Ha pupmy «JloHgoH Metam» B Jlonyone H.B.7, o yiune JleitH 37, Ha uMs cexkperaps;
B) Ha QpupMmy «/bxoH Bbpayn», mybnnuHas koMmaHus, B JIOHJOHe (CeBEpO-BOCTOUHBIN CeKTOp 5), IO
yimie XonbopH, 1oM Ne27, r-ny Ix. bpayny;
') B Manuectep, 15, yi. Pex Poya, noM Ne37, Ha pupmy bpayH bpazes;
) B Jlugepnyns, 16, yn. Japsun Poan, nom Nebd, pupme «Becren Meran Ko Jlumuren», r-ke Matu
JlapBHH;
E) B Bectrdopn, rpadpcrBo Xemmmuup, yi. bur Poya, nom Ne33, pupme «Cvut u Can JIta». BHUMaHHIO T-
Ha bpayHa.
8. Write the opening salutations and the complimentary closes if the letters are written:
A) B aHTTIHHICKVIO ITYOITHYHYIO KOMIIAHHUIO;
b) B aMepHKaHCKYIO KOPIIOPaIHIo;
B) cexperapro — ;keHIIIHHE;
') cexperapio KOMIIAHHH;
) muccuc 1. JI3KOHCOH;
E) mucc E. I'pun;
) r-ay Croky (B aMepukaHCKOH (opme);
3) r-ay CMHTY, KOTOPOT'0 BBl XOPOIIIO 3HAETE;
) cexperapro (B aMepHKaHCKOH (pupme).
9. Place correctly all parts of business letter in accordance with the following:
A) TTuceMo HammcaHo 25.4.2012, pupme «Bpays Bpases JItay» mo aapecy: AHraus, rpadgerso Hopkmmup,
yimna Aneaep Poyn, 1oM Ne21, mo moBoay Bamiero 3ampoca ot 15.4.2012.
Harmmummure, 9ro B JjonoiHeHue k Bamemy muceMy ot 15.4.2013 Bel Xorenn 06l COOOIIHUTE ellle KOe-KaKue
CBe/IeHHs. B 3akilfoueHHe BEIpa3uTe HaJekK/1y, 4TO YCTAaHOBUTE ¢ (PUpMOH IUIOJIOTBOPHEIE JIEJIOBEIE
OTHOIIICHH.
b) IMucemo wHammcano 21.11.2013, ¢pupme «Jlom Ko» (myOGnmuuHas koMmaHus) Mo ajpecy: HorruHrem,
yimna bumon Poya, nom NelS, mo ooy ux 3ampoca ot 1.I1.2013. OTtBeThbTe, 4TO BEI C Y/I0BOJIBCTBHEM
[MOCHLJTaeTe UM ITOCIIe/IHUI KaTajior U MpeidcKypaHT.. .. .
B 3akjitoueHre HAMMUIIHTE, 4TO BEl OKHJaeTe B3aWMOBBITOJHONW TOProBiiM ¢ UX (pupmoil. He 3abyabte
yKa3arh MPUJIOKEeHU e Ha 8 JICcTaXx.
B) ITucemo Hamucado 15.12.2013 ¢pupme «bpayda Mertan Ko» B AHTIHIO, UTOOEI OHO OBLJIO Mpe/laHo T-HY
CMHTY.  [OKYMEHT NOAMUCAH

Eepmmﬁpe&ﬂﬂ%@ﬂﬁ%@ﬂﬂﬁ%@ﬁ&%ﬁﬂ 6), ymuna Xaiireiit Bect Xumwi, goM Ne 32, OTHOCHTEIIBHO

0D43E
BnanendOOPYHOBABML 10 KQHTPAKTY..Ne S 1. Hanmummre, 9ro ¢ cokaliecHHeM BaMm MPHXOJUTCS COOOIIUTE €MY,

qTo...

B zaxmodenue HDH{BDCHTE ero CIJD'—IHD BaM OTBeTHTE.
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IMpakTHueckoe 3ausiTie Nell. ConHaabHo-cIy KeOHAs! NepenucKa.
[lens: (opMmupoBaHHE Y CTYJAEHTOB peUeBOM, S3BIKOBOH W KOMMYHUKATHBHON KOMIIETEHIIUH J1Jis
OCYIIECTBJICHHS J1eJIOBLIX KOHTAKTOB.
B pesynbrare OCBO€HHE TEMEI CTY/IEHT JIOJKEH
3HATh: OCHOBHBIE I'PAMMAaTHUECKHUE SBJICHHS, XapakTepHBIe 1/ Mpo(eCCHOHAILHOH peul; JIeKCHUEeCKHE H
CHHTAKCHYeCKHEe 0COOSHHOCTH O(HIIHAIGHO-/IeJIOBOTO CTHII B aHTJIMICKOM SI3BIKE;
VMeTh: OMNpeJeNisTh CTHJIEBYIO TNMPHUHAJICKHOCTh AHTIHICKUX TEKCTOB O(UIHAIBLHO-EIOBOTO CTHIIS,
BUJIETh XapakTepHbIe CTUJICBHIE UYePThl; YHTATh O(HUIMAILHO-JIEIOBEIE TEKCTHl PAa3UuHON CTelneHH
CIIOKHOCTH; CTPOHTH [JUAJIOTHYECKYI0 W MOHOJOTHYECKYID pedb ¢ HCIONb30BaHHEM Haubdoliee
VIOTPEeOUTENBHBIX JIEKCHKO-TPAMMATHUYECKHUX CPEJCTB B OCHOBHBIX KOMMVHHKATHUBHBIX CHTYalHSIX
o(punHanbHOro OOIIEHUS; MOHUMATh JIHAJIOTHYECKYI0 H MOHOJIOTHUECKYIO pedb 10 U3YUeHHOH TeMe.
AKTYaTBHOCTh TEMEL: 00VCIIOBJIEHA HEOOX OJTUMOCTEIO OBJIajieHus Y K-4.
TeoperHueckas 4acTh:
BuJIEI 1eT0BOH KOpPpeCITOH/IeHIIHA
Kax0e J1enoBoe MHCBEMO IMHIIETCS C OIpejleNIeHHON IeNIBI0, BEIpaXarolllee HaMepeHue aBTopa, T.€.

mepejath WJIH MOMyudTh HH(popManuio. C omnpeesieHHON /10Jieil YCIOBHOCTH BCE€ MHOMKECTBO J1eJIOBO
KOPpEeCOHIeHIINH MOKHO pa3OUTE Ha TpyNIEl. [lepByio rpynmy o0pasyioT JelloBble MUChMAa, CB3aHHEIE
C pacrnpoctpaHeHHeM HH(popMmanuu. JlemoBasg JedTeNBbHOCTh IIPeAIoJaraer paclpocTpaHeHHe
HH(pOPMAIHM B CBSI3H C Pa3IHYHBIMU [PUYMHAMH: HeOOXOJUMOCTBIO Tepejladyd Oo(pHIHAIBHOH
HH(popManuu (MH(DOPMAIMOHHBIE THCHEMA), HEOOXOJUMOCTHI HH(POPMUPOBAHUS MAPTHEPOB M0 OU3HECY
M 3aHHTEPECOBAHHEIX CTOPOH B MPOBEJCHHH TeX HIIM HHBIX MEPOINPHITHH HIH O CYIIECTBEHHBIX
COOBITHSIX B c(hepe UX HHTEPECOB (MMHCHBMA-M3BEIIeHHS, MHCBMa-TIPUTJIANIeHus, [THCbMa-YBeIOMIISHHS,
[TUCEM a-COO0MIEeHHS ), HEOOXOTUMOCTEI0 HH()OPMHPOBAHUS MAPTHEPOB U IMOTEHUAJLHBIX MTOKYIaTeNleil H
morpebHTENeH O MpeoCcTaBIsIeMBIX TOBapax M yciayrax (IMHCbMa-Ipe/lJioKeHHs, peKIaMHbIe MUCHhMa).
Kak npasuno, JeoBsle MHCEMa JaHHOH TPYIIIEI HOCST WHHIIHATHBHEI XapakTep.
Bropyo rpynmy o0pasyioT JeJIOBBle IMTHChbMA, CBI3aHHBIE C OOpalleHHSAMH K TeM HIIH HWHEIM
OpraHu3anusM, TpeAlnpusaTHsIM, (UpMaM (B TOM 4HClie W MaprHepaM Mo OW3HeCcy) B CBSI3H C
IpHOOpeTeHHeM TOBApPOB, OKa3aHWEM VCIIYI WM BBIITOJTHEHHWEM TeX HWIIH HHBIX JIEUCTBHH. JTH ITHCHMA
MOT'YT HOCHTH KAk HHHIIMATHBHLIN XapakTep, Tak U IBIATHCA CIeJCTBHEM ITOJIYUEeHHS JIeJIOBBIX ITHCEM,
OTHECEHHBIX K IpeJblaylieil rpymnie. TpeTslo TpVYIIMY O0O0pasyioT [IeJIOBBle ITHCBEMA, SBISHOIHECS
OTBETAMH HA MOJYUYEeHHEIE IMpeNIOKEeHHS W MpOChOBl. YerBeprasd rpyIina JIeJIOBEIX ITHCEM CBA3aHA C
HEOOXOJUMOCTRIO paspelleHHs BO3HHKAOIIMX B IIpollecce JeloBOro B3aHMOJEHCTBUA CIIOPOB H
[IPOTHBOPEUHH M OTPAKAIOT PAa3IHUYHYIO CTelleHb W IJIYOMHY MpeTeH3ud (0T MMceM-HallOMHHAHHUT 10
miceM-TpeOOBAaHHH W pekJIAMalHOHHBIX IHceM). B maryio rpynmy BXOIAT ITHCBMA, CBI3aHHBIE C
BEIpa;KEHHEM JIMYHOTO VYACTHS [0 pasnudHBEIM moBojaM. He orpakas coOCTBEHHO [IelIOBVIO
NeaTeNbHOCTh, 3TH IMHCHbMA CIIOCOOCTBVIOT IMOJJAEP:KAHHIO HEOOXOJHUMBIX KOHTAKTOB, CO3/laBas
HEOOXOUMYIO 3THUYECKYIO U IICHXOJIOTHYECKYIO cpe/ly BeJIeHHs OH3Heca.
UadopmanuorHoe micekMo (Informative note)
WUH(popMallMOHHOE THCBMO — JIEJIOBOE ITMCHEMO, COjJIepskaliee cBe/leHus O(QUIHAIBLHOrO XapakTepa.
WUH(popManmoHHEIE MMHCbMa OOBIYHO HOCIT THITOBOI XapakTep M, Kak IMPaBUJIO, PACCHUIAIOTCS OpraHaMH
BIIACTH W VYIPAaBJICHUS Pa3IMYHBIX YVPOBHEH IOJBEJOMCTBEHHBEIM OpraHH3alyusM HIH OpTraHH3aIHgIM,
NedTeNIbHOCTH KOTOPBIX Kacaercs cojepkaniascd B HUX uH(popMmanus. B mHpoOpMaMOHHBIX MUCHBMax
MOT'yT OYKBaJIbHO MPHBOJUTHCS T€ WIH HHBIE ITOJIOKEHHUS [MPABOBBIX JOKYMEHTOB, MOTYT COJIEPKATHCS
PEKOMEHJIallHH, IpeNIOKEHHS W pPasbiCHEHHS IO HUX NPHMEHEHHIO B OIpeJIeJIeHHBIX cHTyanuax. B
OTJIENILHBIX clydasX WH(pOpMAIlMOHHEIE IMUCBMa MOTYT COJlepkaTh MPUIIOKEHHS (COOCTBEHHO IMPaBOBLIE
JOKVMEHTEI, METOJUYECKIEe VKa3aH!Ud W PA3bICHEHHUS W T.IL ).
O6beM HH(POPMATMOHHOTO MTHChbMa KoJiehyieTcs oT OJIHOTO ad3ama 0 JIBYX-TpeX crpaHul. Kak mpasuiio,
HH()OPMALIMOHHEIE ITUCBMA IMO/IIMTUCHLIBAKOTCA PYKOBOJUTENIEM pacChlIalOIIeld HX OpraHu3alluH.
ITucemo — cooOmrenne (Notification)
[TceMO-coO0IIIeHne — JIeJIOBOE IMHCBMO, COJIepikalllee CBeJIeHUS O KakUX-JIMOO COOBITHAX M (pakrax,

ITpe/1CTAB ISRV T ABLE KaKk JUI aBTOpa, Tak W JA1g ajpecara. IIMceMo-cooOlmIeHHe OOBIYHO
HaunHAeTO ¢ CUOBEH MIIM  HEMOCPE/ICTBEHHO C H3JIOKeHHd coo0maeMoil HWH(OpPMAIUH C

CepTudomkar: 2C0000043E9ABSBI52205E 7BA500060000043E
BranendhCITOIB3QBAHREM, OJFHOILH 3, GIETYIOIHX KITIOYCBBIX (ppas:
We inform you that ... JoroguM 10 Bamero cBejieHHd, 4ToO ...

CoobOmraem Bawm, dro ...
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We consider it is necessary to make CurTaeM HeoOXOJUMBIM MOCTAaBUTHL Bac

you aware of... B U3BECTHOCTE O...
You are no doubt aware that... BaM, HeCOMHEHHO, H3BECTHO, 4TO...
You may know that... OuepnjiHO, BaM H3BecTHO, YTO...

[IpH cocTtaBieHUH IMHCEM-COOOIMICHU, SBJIIONMXCS OTBeTAMH Ha MPOCBOBI WM 3allpOCHl, JIOJGKHO
COOMIONAThC S3BIKOBOE COOTBETCTBHE: B TEKCTE€ OTBETA ClieJlyeT HCIOIB30BAaTh T€ JKE SI3BEIKOBEIE
O0OpOTEl M JIEKCHKY, KOTOpBIE HCIOJB30BAl aBTOP IPOCBEOBI WM 3ampoca, IpH VCIOBHH, YTO OHH
KOPPEKTHEL B I36IKOBOM OTHOIIEHHUH.

[T1uceMO — yBEJIOMIIEHUE

[TucbMO-yBeTIOMJICHHE — JIeJIOBOE IMHCHEMO, cojiepxkaliee opuIHaIbHYI0 HH(pOpMaHD O KakoM-JIHOO
MEPOIPHATHH WIH JeHCTBHAX, UMEIONMX OTHOMIIeHHe K ajpecary. [IHCBEMO-yBeJoMIeHHe OIH3KO I10
HAa3sHAYCHUIO W  COJEPKAHUIO [MHUCBMY-COOOIIEHHUIO, MUCBMY-HU3BEIIeHHI0 WIH IPUTJIalleHHIo.
VYBeJJOMJIEHHS MOTYT IMTyOJIMKOBATLCS B CPEJICTBAX MAcCOBOM MH(OPMAIHK I OMOBeIIeHHS GOIBIIOTO
KpyTa 3auHTEPeCOBAHHBIX JIHII. Hallle Bcero B MUCHMAaX-yBeJOMIIEHHSIX UCITOB3YeTCs KIIoUeBas (ppasa:
We notify that YBegoMBieM, UToO ...

[T1ceEMO — U3BelIeHIE

[THceMO-U3BeleHHe — cITy)KeOHOe IMTUCEMO, cojiepikaliee HH(pOopMalHuoo 00 opraHu3alud | IMpoBeJIeHUH
pazINUHLIX TMYOJUYHBIX MEPONPHATHI (COBENIaHWil, CeMHUHApOB, BBICTABOK, KOH(epeHIHI W T.IL.).
[TchrMa-u3BElIeHNS] pacChUIAIOTCS MIUPOKOMY KPYTY OpraHu3aluii, yapexaeHuil, ((upM U mpearnpusTHil
JUIS. UX MpHUBIEUYeHUS WIH OPHTTIANIEHHS K YYACTHIO B VKa3aHHBIX MepONpHATHAX. B 3aBHCHMOCTH OT
ocoOeHHOCTE TIPOBOJMMEIX MEpOIpPHITHI WIH cClHelu(pUKkd OTHOIMEHHH ¢ ajpecaTtaMH ITHUCbMa-
H3BEIIEHUS MOTYT JIMOO0 TONBKO COOOIIATE O MPOBOIUMOM MEPONPUITHH, BpeMeHH H MecCTe ITPOBeJIeHHUS,
nuO0 OJHOBPEMEHHO TIpUINIAIaTh K YYacTH ¢ HWH(QOPMHUpOBaHHMEeM 00 VCIOBHIX YdacThUd B
MEpOIPUITHH U COJIepKaTh JIPYIVIO BCIIOMOTarelibHYI0 HH(pOpMaIuio.

[Tncemo-npuriamennde (Invitation)

[TuchbMO-TTpUTJIAlIEHHe — JIEJIOBOE IMHCBMO, cojlepkaliee HH(pOpMalU O KakOM-JIMOO0 IMPOBOJIUMOM
MEPOIPHATHH U NpUTIIAllIeHHe aJjpecary NPpHHATE B HEM ydacTHe

[Tpurnamenus Moryr o(QopMiaThbCcs Kak Ha OJlaHke IMUCBMAa, Tak W B IMPOU3BOJIBLHOM (opMmare ¢
pasINUHBIMH 3JIEMEHTAMH XV 0KEeCTBEHHOTO O(OpMIIEHHUS.

B muceMax-IpUIialieHudaX, Kak [IPaBUjIo, HCIOJL3VETCS JIMUHOe odpalleHHe k ajpecary: Dear ... H
KJTFOUEBBLIM TJIaroJioM SBJISIETCS TJIaroi invite.
.. Invites you to take part in .... ... ipurnamaet Bac NpUHATE y4acTHe B...

We invite you to visit our exhibition... TIpuriamraem Bac nmoceTHTh Hamy BBICTABKY...
[IinceMa-npurnanieHus, HalpaBisieMble B BBIIIECTOAIIHEe OpraHH3alHH, OpTaHbl BIIACTH W YIIpaBIieHHS,
H3BECTHBIM JIMIaM, JIO/LKHEL MOAMUCBIBATHCS PYKOBOIUTENEM OpraHu3auui. OHH paccelIaloTcs IO MoUTe
HJIH KYPbEPCKOH CBA3BIO, HO HE JIOJDKHBI IMepeaBaThes M0 KaHallaM SJIEKTPOCBSI3U (B YACTHOCTH, IO
KaHamaM (pakCUMWJIBHOW CBS3M). PacchlUika MpUTTIallleHWss B KOIMMH IO IMOYTe WM [0 KaHajlaM
(pakCUMHIIBHOH CBS3H JIONMYCTHMAa B TOM cliydae, €cCJii IPOBOJIMMOE MEPOIPHATHE HOCUT pabouHid
XapakTep (CoBelllaHHe, 3ace/laHHe KOJNJIErHH, KOMHUCCHH, COBETa) MM OPraHH3aTopbl MepOINpUSITHS
3aHHTEPECOBAHBl B IMPHBJICUEHUH K HEMY KaKk MOMHO OOJIbIIETO KOJMUYECTBA YUACTHHUKOB (Hay4dHHIE
KOH(pEPEHIIHUH, CHMITO3UYMBI, CEMUHAPHI U JIp.).

PexnamHoe muceMo (Advertising)

M3BeCcTHO, YTO OCHOBOH BCIKOH TOProBiiM sABIdgercd pexnaMma. [losTtoMy OJHMM U3 MIATOB K
VCTAaHOBJIEHHUIO ITPOYHBIX /IEJIOBEIX KOHTAKTOB SBJIIeTCS OOMEH pexJIaMHEIMH MarepHaliaMi ¢ [eNbio 1aTh
KaKk MOHO OoJiee MOJHOe MpeJCTaBlieHue O TOW MPOAYKIUK (MH(pOpMAaUH, YCIyTrax), KoTopasg MOXeT
cTaTh OCHOBOH OYIVIIETO MTapTHEPCTBA.

Haunbonee monmynspHBEIM, MPOCTBEIM H JOCTYIHBIM CpeJICTBOM pekliaMbl OBlIa W oOcTaercd IedaTHasd
MPOAVKIHUS — IIPOCHEKTEl, KAaTalloTH, pex/iaMHEBIe JIHCTOBKH M OpOIIIOpEI, Ipecc-pelius3el U mp. B
pPEKJIAMHOM MU CEME 3KeJIaTelIbHO TPOSBUTH HU3LICKAHHYIO BEXKITHBOCTS.

M3BecTUTh JI€JIOBOr0 MapTHeEpa O BBICBUIKE T€X HMIIM WHBIX MarepHajioB (MPHIIOKEHHEM K MUCHEMY HJIH
OT/JIeNEHON OaH1epOJIbI0 ) MOXKHO CIEIVIOIIUM 00pa3oM:

We are attaching some [TpHBO MM HEKOTOPVIO HH(POPMAIIHIO O...
informati omabow:T nognncaH
I enclose THe dest %?FBT’C"'G [Tpunararo onucaHue
Copruyke: “2C0UD004SEIABEBI2205E THA500060000043E .
Bnagendu @M gRELOSING. A Withoana [Tpuiiararo NOAMMBKY ¢ HHpopManuei
information on our new . O HAIllMX HOBBIX ...
Our new trade list will be avallable Ham HOBBII ITepedeHb TOBAPOB
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in a week and we are making a note OyJieT ToTOB Yepe3 Hellelo,

to send you one as soon as 1t comes 1 MBI BBIIIUTEM Bam sk3eMIUEIp,

off the press. KaK TOJILKO OH BEIHIET U3 ITeYaTrH.
We would like to draw your attention XotuM oOpatuThk Balle BHUMaHHE Ha
to the attached press release announcing [IpUJIAr aeMBIi ITpecc-pelin3, KOTOPEIM

the launch of... products and services. MBI H3BelllaeM O HAILIEH MTPOJYKIIHH
H yCcIyrax B o0JIacTH ...

Our new catalogue will be published Ham HOBBII kaTaior BCkope Oyier
soon, and I shall send you a copy W3/1aH, ¥ 1 BBINUTIO BaM sx3eMIUisp,
when it appears. KaK TOJILKO OH ITOSBHTCS.

As you requested, we are enclosing [To Bame#t mpocs0e nmpuiiaraeM

a copy of our latest catalogue. IK3EMIUIIP HAMIET O MOCIETHETO KaTalora.
Enclosed you will find the latest [Tpunaraercsd caMblil Mocle/HU TepeYeHb
listing of our products. Halleil HOBOH MPOTVKITHH.

[ will send you our catalogues A 6yny BEICHIIATE BaM Hamm

on a regular basis. KaTaJioT!H peTyJIsSpHO.

[Tncemo-mpockba (Request)

[InceMa-npockOBl — JI€NOBEIE ITHCHEMA, UMEIOIIHEe Pa3HO00pasHyIo TeMaTHYeCKYI0 HAlIPaBJIIEHHOCTE, OHU
MOT'YT COCTABJITECA IPAaKTHUYECKH IO BCEM HaNpaBleHHSIM edTeIbHOCTH opraHusamui. ITucemo-
Mpock0a MOKET COCTOSATE TOJILKO U3 OJIHOH HMJIH JBYX dacTeil. B repBoM cliydae OHO HaunHaeTcs (ppa3oi:
We hereby (kindly) request... [Tpocum ...

Bo BTOpOM ciTyuae OHO COJIEPKUT 0OOCHOBAHWE MPOCHOBI U U3JIOkKEHHe caMoil mpockOEl. OO0OCHOBaHUE
MpochOBI OOBIYHO HAUMHALTCS C KIIFOYEBHIX (ppas:

Taking into consideration B cBs3u C...

Due to the fact

In connection with

With reference of

According with/to B COOTBETCTBHH C
a U3JIoKeHHUe MPOChOBI ¢ (Ppaskl:
We kindly request you to provide [IpocuMm Bac nipe1OCTaBUTE JJaHHEIE

0 ... Information about...

[Tpockba MoxkeT (POPMYIIHPOBATHCS H 0€3 HCIIONB30BAHUA IJIarofia «IPOCUThY, HallpUMeED:

We hope for a positive solution... HaieeMcsd Ha MOJIOKHTEBHOE

of the problem pelIeHne BOMmpoca ...

[Tpockba, kak cocTraBHaAs 4acThb MUCHMA, MOXKET MPUCYTCTBOBATH M B JIPYTHX BHJAX JEJNOBHIX ITHCEM,
HalIpUMepP B COMPOBOJAUTENILHBIX, TapaHTHIHHBIX H J1p. [TucbMo-TipockOa Tpedyer mucbMa-oTBeTa.
[TnceMoO-3a9BKa

[TucbMO-3aBKa — HTO Pa3HOBUJHOCTh IMHCBMa-NMPOchObl. OOBIYHO NHUCEMAa-3aiBKH He TpelyroT
MMCEMEHHOT0 OTBeTa. B OTBeT HA MHUCBMO-3a4BKY IOJIyUaTesieM OCYIIECTBISIOTCS OIpe/le/ieHHbIe
NeficTBUA MO pealinzallMd 3agBJIeHHOH MpOChbOBI: BKJIIOYEHHE VKA3aHHBIX B 3adBKe JIMIl B YHCIIO
VYACTHHKOB KAKOTO-IMOO MEPONPHSTHS, BHICHIJIKA HEOOXOJMMBIX MarepHaloB WIM H3/1aHUil U T.11. B
TEKCTE 3a9BKH OOBIYHO UCTIOJIB3YIOTCS TE JKE S3BIKOBBIE 000POTHI, YTO W B MU ChbMaX-Mpoch0ax.
["apanTuitHoe muceMo (Letter of guarantee, letter of assurance)

[apanTHiiHBle MHCBMAa — 5TO JIeJIOBBIE MHUCHMA, COjJiepkalllne o0043arebcTBA OIJIATHl, BBITTOTHEHUS
pabot, BO3Bpara kpeJiuTa W T.I1. B kauecTBe ajjpecaTroB rapaHTHHHBIX MTHUCEM BBICTYIIAIOT OpPraHH3aluH
HJIH KOHKpPEeTHBIE JIUIIA.

["apaHTHiiHOE IMHUCHLMO OJIHOBPEMEHHO SBIISeTCS M MUCBMOM-TIpochOOoil. HOpHINUeckyld 3HAUMMOCTH
rapaHTHITHOMY ITHCEMY IIPUJIAeT UCIIOJIB30BAHH e TAKHX YCTOHYUBBIX SA3BIKOBBIX 000POTOB, KaK

We guarantee payment Onnary (rmpejocTaBjieHHe YCIIYT. )

(service delivery) rapaHTHpyeM

B rapaHTHIHOM NTUCBME YKa3bIBAtOTCA OaHKOBCKHE (IJIATEKHBIE ) PEKBH3UTHI €TI0 COCTABUTEIIS.
[Tnucemo-3arpoc (Inquiry)

[TnuceMoO-3 MFVOEHI enquiry) KOMIIaHUS IMOCKUIAeT, KOT/la X0UueT:
- I1 $il 85% HH&)]DDEMEH_[HID 0 ToBapax (goods-,

Ceptvdukat:  2C0000043E9ABBBI522D5E 7TBA500060000043E L

Branendm™  WedY3HATh MMEIOXCS. JIM.0HN B Hanmunu (availability of goods);
- VTOUHHUTE BpeMs U CpokH ImocTtaBkd (delivery dates);
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— MOMYUNTh WH(pOpMAaHio 00 VCIOBUAX MOCTaBKH M CkHJkaxX (terms and discounts), cmocobe
TpaHcropTUpoBkHU (method of transportation), cTpaxoBaHuH (Insurance);

- MONMYYUTH HH(pOpMAIIHIO O MeHax Ha ToBaphl (prices of goods);

— MOJIVUMTE KaTtajioru (catalogues) n oOpasnsl ToBapa (samples of goods), u . 1.

[Tpy HaMUCAHHUU M CEeM-3alIPOCOB ClIe/IyeT KaKk MOHO Ooliee MoJpo0HO U3JIOKUTE CYTh BOIpoca (to give
full details), gro mo3BonuT Bamemy J1eJIoBOMY MapTHEPY COKPATHTh BpeMs Ha COCTABJIEHHE OTBETA.

B cnyudae, eciii Bel o0paniaerech ¢ 3alpocoM B JJaHHYIO KOMIIAHHUIO IEPBLIH pa3, B MUCHMO keJaTelIbHO
BKJIFOUU T CJie/IVIOIIME TYHKTHI:

1. Yka3zanue Ha UCTOYHHUK HH(PpOPMAIIUH O JJaHHON KOMIIaHUU H €€ TOBape.
2. CyTh BOMpocCa.

3. Kparkne cBeeHns o Baniell kOMITaHHH.

4. BrlpaxkeHHe HaJlexK/I6l HA COTPY/IHHYECTBO.

[TpuueM coBceM He o0043aTeNbHO CTPOTO IpHJEPKABATLCA JIaHHOH TIocieqoBareibHOCTH. [IpH
TOBTOPHOM 3alpoce B MACBEMO OOBIYHO BKJIFOUAETCH TOJBEKO BTOPOH MYHKT. Kak W OONBIIMHCTBO JIPYTHX
JIJIOBBIX IMHCEM, IMHChbMO-3alpoc, Kak IpaBHIIO, IMedaraeTcd Ha (UpMeHHOM OJiaHKe, HA KOTOPOM
yKa3aHHEl Ha3BaHHe KOMITAHHH-OTIIPABUTEIS 3alipoca, ee MOYTOBKIN ajpec, HoMepa Teie()OHOB H (pakca.

B zanpocax 0OBI9HO HCTOJIB3VIOTCA CIIeVIONINe KITUIIIE:

Please inform us ITpocuM COOOIIHTE
Please send us [TpocHM BEICTIATH
We should be pleased if you could MBI OBLIIH OBl pajibl, €Clid OBl HAM
inform us COOOITHIIH
We shall be obliged to MBI OBLITH OBl IPH3HATEIBHEI TOJTYUUTE
recetve your(price-list) Bami (ripefickypaHr)
We shall be grateful if you will Meul 6y1eM OaroiapHsl, eciid BEI
kindly send us your catalog I00e3HO BHIMIJIATE HAM CBOH KaTaJior
We are interested in MBI HHTEpeCcyeMcCs
We are in the market for MBI HaMepeHH! 3aKYITUTh
Quote prices (terms) Vkakute 1eHsl (YCIOBHS)
With reference to your Ccrinasick Ha Bamy pexjiamy B ...
advertisement in...
Referring to your advertisement Ccrutasgch Ha Bamy pexitamy
We have an inquiry for MBI XoTe/M OBl TOTYUHTE
HH(popMaIHIo 0. ..
In connection with this ... B CBSI3H C 5TUM
We read vour advertisement 1n... MEI IpOYXTAIN BAlY PEKJIAMY B...
We have heard of your MBI Y3HAJIH O TPOAYKIIHH
products from ... Bamliei KOMITAaHUU U3...
We are interested 1n buying MBI XOTeNH OBl KYITHTh
(importing, etc.) ... (MMIIOPTUPOBATHL U T. I1.) ...
Many thanks for your letter bolbiioe criacn0o 3a Bamie MACEM O
We were very pleased to MBI OBLITH OYeHB pajibl IMTOMYUYATH
receive your letter Bartiie mucsMo
We thank you for your inquiry bnaromgapum Bac 3a Bamr 3ampoc
We are obliged for your letter MBI pU3HATENIBEHEl 3a Banie mucbMo
We attach (enclose) [TpuinaraeM k ceMmy
We are pleased to send you Pa/iel BEICIATE BaM
We have pleasure in sending you Pajiel BEICTTATH BaM B OTBET HA Ballle
in reply to your letter (inquiry) MACEMO (3aI1poc)
Referring to your letter of ... Cchunasich Ha Ballle MUCBEMO OT ..,
As requested in your letter of... Kak BEI ITPOCUJIM B BallleM IMHCHEME OT. .,
AIOKYMEHT MOANWCAH

. 3NEKTPOHHOWM NMQAMNUCHIO
cepmq:ﬁeﬁ'?%%%%Qﬁ%@%%%mgmmmmmx CornacHo BameMy 3arpocy
BnagendWe sendhforsyournconsideration our... ITocEl/laeM Ha Balle pacCMOTPEHHE

May we draw your attention [Tozonkre oOpatuThk Bamie BHUMaHUE Ha. ..
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Please inform us (let us know)
as soon as possible...
We are distributors (importers,
retailers, etc.) of...

We would like to get in touch with

manufacturers (suppliers)...
There 1s a large market here

for your products.
We look forward to your early reply.
Y our prompt answer would
be appreciated.
[Tnucemo-mipeoxenne (Offer)
[THCEMOM-TIpeUIokeHHeM ImocTaBIIMK (the Supplier) oOBUHO OTBeYaeT Ha MHCBEMO-3ampoc. OTBeyas Ha
o0mIuil 3ampoc, oH OaroJJapuT 3a MPOSBICHHBII WHTEpeC W OOBIYHO MpHIaraer MpelckypaHThl (price-
lists), kaTanord (catalogues) HJIH yCIIOBHS THITOBOrO Joropopa (typical Contract). OrBer Ha crienHaibHBIH
3aIpOC MPe/IyCMaTpUBAaET OTBETHI HA BCE BOIMPOCH! MOTEHIIHABHOTO KIMEHTA.
CtpykTypa MHChEMa-TIpe IO eHHS ;

[TpocuM cooOUHTE HAM
KaK MOKHO CKOpEe ...
MEI aBIsIeMcd TUCTPHOBIOTOpaMH
(MMITOpTEpaMU, ITPOJIaBIaMH U T.I1.)...
MBI OBl XOTEJTH YCTAHOBUTE KOHTAKT
C IPOU3BOJUTEISIMH (ITOCTABIIHKAMHU ).
Bamu u3gennsg HalaQyT v Hac
CBOEr0 MOKYITaTen.
C HeTepmeHHeM > JeM Bamiero orsera.
byneM npusHareIbHEL

3a OBICTPBIH OTBET.

1. I[Tosoa HanMMcanuy.

2. OTBeTH Ha BOMPOCH MOTEHIIHANBLHOTO 3aKa34HKa.
3. JlonmoHUTEeIbHBIE TTPe/IJIOKEHHS.

4. BeIpaskeHHe HaJlexK /bl HA 3aKas.

OtBedass Ha BOIPOCHI, CIEAVET JaTh TOUYHOE OIMMCAHHE TOBapa, MO BO3MOKHOCTH COINPOBOJUTH €r0
(horoMaTepuanaMu /WM pUCYHKaAMH W/WIH oOpasnamu (samples). IIpu omnpejelieHHH NEeHB (price)
VUATHIBAIOTCS BO3MOKHBIE CKUAKHU (discounts). OT/IeibHO pemamTcs BOMPOCH PAcX0/I0B HA VIIAKOBKY
(packing), TpaHCHOPTHEIX pacXojoB (fransportation costs), ycimoBuil mocraBkd (terms of delivery) u
oruiaThl (terms of payment).
[TuceMa-Ipe/JIokeHHsT [MOCBUTADT Takke 0e3 Tpe/IMIeCTBYIOMIETo 3alpoca, ecliM IMOCTABIIUK KeJlaeT
[pUBJIeYs BHUMAaHHE I[IOTEHIHANbLHBIX KIIHEHTOB WJIM HAWTH HOBBIX 3aKA3UYHKOB HAa KOHKPETHBIE
mpoAVKTHl (special products) wmm uX accopruMmeHT (range). Trepmoe mpemioxeHne (firm offer)
[peaycMarpuBaeT ocoOble YCIOBUS, HallpUMep, KOHedHEBI cpok (deadline) momydeHns 3akasza U CHCTEMY
CKHJIOK B 3aBHCHUMOCTH OT KOJIMYECTBA TOBApa U APYIUX YCIOBHIA.
B nipe/iioyxkeHusIX 0OBIYHO HCITONB3YIOTCA TAKOTO Pojia (ppasbl-KIIHIIIE.
On favourable terms we offer you... Ha BBITO/THEIX VCIIOBUSX... ITpe/ijiaraeM Bam
We have pleasure in offering you, C yoBOJBCTBHEM Mpe/iiiaraeM Bam,
subject to acceptance by telex.,... [IpH VCIIOBUHW Bamiero akmerra

TEJIEKCOM

This offer is made subject to vour
immediate reply

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

this letter ...

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

We have pleasure in offering you,
without engagement,. ..

This offer 1s made without
engagement/obligation on our part

This offer i1s subject to the goods
being unsold on receipt of your

reply ...
AIOKYMEHT MOANWCAH

Jrta oepra Jlenaercs MMpH YCIOBUH
Baniero HeMeJIEHHOTO OTBETA. ..
M=l mpeiiaraeM BaMm ToBapsl, IpH
YCIIOBHH Bariero moaTBep:x/1eHUs
B TeUeHHE ... JTHeH

C JIaTHl JaHHOTO ITHCEMA

MBI 1epUM 5TV 0(pepTy OTKPBITOMH
I akenToBaHug BaMmu Jo...

C yaoBoJbCTBUEM IpejiiaraeM Bam

0e3 00g3areILCTB. ..

Jrta olepra fenaercd 6e3 KaKoro-

U000 00s3aTelIbCTBA C HAlel CTOPOHEI.

Orta oepra JaeiicTBUTENILHA JTUIIE B

TOM CJTydae, eclil TOBap elre He Oyjier
MpOJIaH o MOJTy4YeHUuH Barmiero oreera. ..

Jta oepra JaeTcd Ha TOT CIyYaii,

. SNEKTPOHHOW,MOONWCE
oo This OffePISAdCSUBIRE o Re
snanendmachine, being.free onreceipta
of your reply...

NencTe ME%H?HC%B% €P£ ggﬁgne Dd 1 5% Blgﬁiﬂ]

€CJIM MallWHa elle He Oyaer nIpojJaHa
1o IMoJMy4YeHHH Bamiero oreera...
Hawm OBIJIO MPHUATHO Y3HATH O



your interest in...

We are most pleased

that you want to buy...

We are glad to say that

we can reserve you ...

It is good of you to take so
much interest in our work ...

We take pleasure in sending

you the desired samples and offer...

As to your inquiry of... we

are informing you that...

We enclose our catalogue with
the latest price-list.

Our detailed catalogue will
demonstrate the wide range

of our products

Bamnreil 3aiHTEpeCOBAHHOCTH B ...
MEI OUeHE JTOBOJIBLHEI,

4TO BEI MMOKENATH KYITHTD ...

MEI pajisl COOOIIHUTE,

qTO MOKeM OCTABHTE 34 BAMH ...
bEI710 0deHE M0 0esHo ¢ Bamen

CTOPOHEI IPOSIBUTE TAKOH
HHTEpeC K Hamlel padore...

C YIOBOIIBCTBHEM ITOCHIITACM EBIﬁpElHHBIE

BaMH 00paslbl U Mpe/jiaraeM ...
Ha Bamr 3ampoc Or... MEI
coobmraeMm Bawm, 4To ...

MEI prnaraeM Haml KaTajior

C HOBEHIINM ITPEHCKYPAHTOM.
Hamr moapoOHBIH TpeHCKYpaHT
yOeJIuT Bac B pasHOOOpasuu
HAMIero acCOPTUMEHTA.

Our proposal is valid till...

We deliver our goods on CIF terms.
The price covers packing and
transportation expenses. H TPAHCIIOPTHBIE PacXO/IHl.

We can give you a 5 per cent MEI MOkeM MpeIOCTaBUTE

discount. BaM 5 % CKHJIKY.

As vou can see from our price-list, Kak BHHO U3 Hamero mpeiickypaHra,

our prices are at least 3 % lower HallH [eHBI 10 KpailHel Mepe

than market prices. Ha 3% HWKe PHIHOYHBIX.

[ especially call your attention to... 51 ocobeHHO oOpaliaro Balie BHUIMaHHe Ha...

Besides the above mentioned goods KpoMe YITOMSHYTEIX BEIIIE TOBAPOB

our company also produces (see ...) Hama (pupMa MPOU3BOJIUT TaKXke (CM....)

The model... will meet most JIg Bamux [elieil BaM JIydiie

of your requirements. BCETO MOJIOHIeT MOJIeb. ..

We ask you to consider our proposal MEI ITpOCHM Bac ellle pa3 00Cy/IUTh

once more and let us know HalIe pe/iioyKeHrue H COO0IUTh HaM,

if we can expect your order. MOKHO JIH paCCUHTHIBATEL HA MOJIYUEHUE 3aKasa.
[ encourage you to order as soon A mpomry Bac OblcTpee oOPMHTE 3aKas,

as possible as the quantity of this TaK KaK KOJIMYeCTBO TOT0 TOBapa

product available at our warehouse Ha CKJIajle OTpaHuYeHO.

1s limited.

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

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

Hamre mpemoxkeHAe JIeHCTBUTEIBHO JIO ...
ME&I nocrapiisieM Ha yeinoBUIX CHUD.
[leHa BKIIIOYAET VITAKOBKY

MEI ObTH OBl OUEHE Pajibl MOJTYUHTE

OT BAC 3aKa3 KaKk MOHO CKOpee.

Ecnu Bac He ycTpauBaeT Halle

mpeiokeHne, MIPOCUM COOOITUTE

HaM O MIPHYUHE.

We are looking forward to hearing C HeTepneHHEeM JIeM OTBETA.

from you soon.

[Tucemo-3akas. IToaTeepikaeHne U orkiioHeHHe 3aka3zoB (Order. Acknowledgement (Confirmation) and
Refusal of Orders)

g Toro uroOwl cjaenarhk 3aka3 (to place an order) Ha 3akynky TeX WM HHBIX TOBApOB OOBIYHO
3aIOJTHAIOT CIlelHalibHBIe OJIaHkH 3aka3oB (order forms), B KOTOPBIX Yka3blBaeTcd KOJIMYECTBO (quantity)
n3/lemid, X ormucanue (description), meHa (price), yelioBUS oIuiatel (terms of payment), JaTra mocTaBkH
(date of delivery), ckunku (discounts) v T.I1. B psajie ciydae, korja HeOOXOUMO IMPOICHUTE OT/Ie/IbHBIE
MYHKTH 3akaza (to make certain points quite clear), mHmIIeTcS COMPOBOIHUTENILHOE MUCEMO (covering

letter), x Ecuwvyr HmmﬂTCH OJaHK 3aKasa.

Ecim H ofh il Hocrasmmxk (Supplier) ToBapa B COCTOSHHH BBITIOJTHUTE 3aKa3, OH MOCHIIAET
CepTudukat 43E9ABERY5 zn E7BA50006000004 )
Bnaﬂeﬂﬂm},’g@g@gz& JIQIEBERKIeHNE 3akasa (order acknowledgement, or confirmation), xoropoe Jarie

BCero IpejcraBliser coboif komHio 3akaza (order copy, or duplicate), monmucannywo IIpojaBmom.
OOBIUHO TIO/ITBE KJICHHE 3aKa3a MPHIIATaeTcs K COMPOBOTHTENLHOMY IMHCEMY, B KOTOPOM [Tposasernn
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BEIpaKaeT ONMaroJapHOCTh 3a 3aka3, a takke coobmfaer Ilokymarelllo O TeX WM HHBIX H3MEHEeHHSX
(M3MEeHEeHHUH [€H, CPOKOB MOCTABKH U T. I1.).

Ecmu Ilponasen nu0o [TocTaBnik ToBapa Mo KakuM-JIHO0 MPHYHHAM He B COCTOSHHUH BBIMOJIHUTE 3aKas,
OH b0 oTkazelBaeTcs OT 3akasza (to refuse (to reject, to decline) the order), mubo npegnaraer

aJIeKBaTHYIO 3aMeHYy (substitute) TOBapy, KOTOPOTO HET B HAIMYHH.

Kimnie ¥ BeIpakeHUS [THCeM-3aKa30B:
In reply (response) to your letter

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

Order No. ...

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

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

Please confirm that you can supply...

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

Please supply/send us...

B orBet Ha Banie mucemo (axc) oT ...,
MBI Onarogapum Bac 3a...
IIMeeM yIIOBOJIBCTBHE MPHIIOKHUTE K
JTaHHOMY IMHCBMY HaIl 3axka3 No ...
MEI nipuiaraeM Haml 3akas Ha...
MBI IpHHHMAaeM Ballle IpeJioKeHHE U
UMeeM VIOBOJIBCTBHE PA3MECTHTh
Yy BacC 3akas Ha...
[TpocuM MOATBEPIUTE, UTO BEI
MOJKETE ITOCTABUTE...
B kadecTBe MOATBEXICHUS 3aKa3a
[IPOCHM BBICIIATH HAM ITOITHUCAHHY IO
BaMu kOITHIO 3akasa.
[IpocuM MOCTABUTE...

Kimnie 1 BEIpaskeHHS ITHCEeM-ITO/ITBEP KIeHHUH 3aKa30B:

Thank you very much for your
order No ... of (dated) ...

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

We confirm that delivery will
be made by...

We hope that vou will have a good
turnover, and that we will be dealing
with your company in the future.
Delivery will be made in conformity
(accordance) with your instructions.

bnarogapuM Bac 3a Bamr 3akas No ... ot ...

Kak BB IpoCHITN, MEI IpUJIaTaeM

KOITHIO 3aKasa, [TOJIMHCAHHYIO

HAaMH, Kak IToJITBepxJeHne Bariero 3akasa.

MEI moJTBEpK/TaeM, UTO IMOCTABKA OYIET
[IPOU3BE/IEHA K ... (TAaKOH-TO Jare).

HajeeMmcs, 910 BEI OyIeTe HMETH XOPONIHH
000pOT, U MBI OY1€M COTPYIHHYATE C
Balied KOMITAHHEH U B JIalIbHeHIIIeM.

[TocTraBka Oyjaer nmponsBe/eHa B
COOTBETCTBUH C BAllMMH HHCTPYKIIHSIMHU.

Kimmie u BBEIPAKCHHA, HCITOJIBE3YVEMEIC ITPH OTKJIOHCHHH 34Ka30B.

We are sorry (we regret) to let you

know (to inform you) that we cannot
execute your order because of...

The goods you ordered are no

longer available.

We can offer you a substitute.

[Tucemo — HanmoMuHaHue (Reminder letter)

K cokalleHHIO BEIHVKIEHEI COOOIIUTE
BaM, UTO MEI HE MOyKeM BEIITOJTHUTE Balll
3aKas o [MpUYHHE ...
ToBapa, KOTOPBEIH BEI 3aKa3ali,
OOJbIIe HEeT B HAJTHYHH.
MoskeM MpeIJIOKUTE BaM 3aM eHY

[TncbEMO-HAMOMHWHAHNE — JIeJIOBOe TMHCHEMO, WCHONb3yeMoe IpPH HeBHIMTOJHEHWH OpraHn3amueii-
MapTHepPOM B3ATHIX Ha ce0d 0053aTeNbCTB WIH IMPHUHATHIX JoroBopeHHOCTeid. KimtoueBBIMH (ppazamu

TAKUX TTHCEM SBJISIOTCH:

We are sorry (We regret) to have to
remind you that...

We have to remind you that...

We wish to draw our attention to

the fact that... Tor (pakr, dro

We would like you to note that...

We wish to bring to you notice that...

K COKAIICHHIO, BRIHYK/ICHEI HAITOMHHTE BE:‘IME, qT1o0...-

MEI BEIHY/ICHEI HAITOMHHTL

Bawm, dTo...

OGpamaem Bamle BHUIMaHHE Ha

Tekct [THC EMEYHEHOMIOTHEANA MOKET BKTIOYATE B ceOd JIBe YacTH: CCHIJIKH Ha D(Il)HL[HEiJIBHBIﬁ JOKYMCHT, B

CepTudukar: 200E7BAS00060000043E

EDTDEDM SWﬁ{ﬁﬁgé‘Mﬁcbﬁﬁﬂ 3dTCIIECTBA  CTOPOH HIIH DﬁCTDSITE.TIBCTEEl:, B CBA3H C KOTOPBIMH
C0000043E9AB8BY52

BnanenddPT AHH3AIS 1ORI3AHA JIPSAHPUHATE ONpesiefieHHbIe JIEHCTBHS,  MPOChOY BEIIOJIHUTE B CBA3H C 3TUM
olpe/ieJieHHBIe JelcTBUA. JJOBOJILHO YacTO TAKHE MUChEMa COJIePKaTr TOJLKO COOCTBEHHO HAllOMHHAHUE.

B oThenLHBIX CI[;/S—IH."—IX [MHCEMO-HAIIOMHHAHHE MOMKET COJICPKATE TPETHBIO YHACTh: MPEAVIPCKICHHE O
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BO3MOKHOCTH TIpHUMeHeHHS ONpefe/ieHHBIX CAHKIHH IpH HEBBEITIONHEHWH ajJpecaroM B3ITHIX Ha cebd
00g3aTeNBCTB, HAIIPUMED:

In case of your refusal... B ciygae Bamiero otkasa...
Should you refuse. ..

In the case of your failure to make B ciiydae HeyIUIaThl
payment(s)

Should you fail to make payment(s)

[Tucemo-tpeboBanue (Require, Dunning letter)

[TuceMa-TpeOOBaHUS COCTABNISIOTCS B CUTYAIIHSIX, KOTJla OpraHH3alysg-IapTHep He BBIMOMHSIET B3IThIe Ha
ceOd oOs3areNnbCcTBA WM BO3JIOYKEeHHBIe Ha Hee (QyHkOUH. [lo cpaBHEHHIO C CHTYalUsSIMH, KOrJa
HANIPaBIISIIOTCA MUCbMa-HAIIOMWUHAHKS, 3/1€Ch HEBHINOJIHeHHe 0043aTelIbCTB HOCHUT CHCTEMaTHYEeCKHi
XapakTep HJIM HMeeT MeCTO HTHOPHPOBAHHUE BBICTABIIEMBIX IMpeTeH3Wi. 3a4acTyi0 MHCEMY-TpeOOBaHUIO
[pe/IMecTBYET MUChbMO-HamoMuHaHue. [TuceMa-TpeboBaHus, Kak MPABHJIO, HMEIOT CIOKHYIO CTPYKTYPY.
B HuX o00sg3aTelbHO W3MAralOTCsd VCIIOBHS 3aKJIFOYeHHBIX JOTOBOPEHHOCTEH CO CCBUIKON Ha
COOTBETCTBYIOIIHE JIOKYMEHTHI, OIUCHIBACTCS CIIOYKHMBINASCS B CBS3W C UX HEBBLINOJHEHUEM CHTYaIlHs,
popmymupyercs TpeboBaHHe O HeOOXOJMMOCTH BBITIOJIHEHHS OO0S3aTelIbCTB M YIPO3bl MPUMEHEeHHS
CAHKIIUI B aJipec KOppecloH/eHTa, ec/ii 00s13aTelibCTBa He OYIYT BHIITOJIHEHHI.

KimoueBeIMH (hpa3zaMu B MHCbMaX-TpeOOBAHHIX MOTYT OBITE:

We urgently require to perform CpouHo TpedyeM BBIMTOIHUTD

(send, grant, pay)... (BEICIIATE, [IPE/IOCTABUTh, IIEPeUUCIIUTS)...
We require fulfil the obligations TpeOyeM BEITTOJIHUTE B3STHIE

under the agreement. Ha ce0s 00s3aTeILCTRA.

So far (Up till now) we have J[0 CHX MMop MBI HE MOJIYYHIIN OTBETA. ..

received no replay.

We cannot accept your point MEI He cornacHel ¢ Banieil TOUKOH
of view for the following reasons... 3peHUA 110 CIEVIONMM ITPUUUHAM. .,
In case of your refusal... B ciiygae Bamiero otkasa...

Should you refuse...
YTpo3kl B ajpec KOPPeCIOHAeHTa MOT'yT (DOPMYJIHPOBATHCS CIIeAYIONMM 00pa3oMm:

Otherwise, you will be presented B nmpotuBHOM ciydae Bam OyayT
to the penal provisions, pe/IbIBJIeHBl MTpa(HEE CAHKIIUH.
Otherwise the case will be submitted B nmpoTuBHOM ciydae jieno oyjer
to arbitration. nepeaHo B ApOUTpayKHBIH CV]I.

[IpeTensznoHHOe (pexiiamanuorHoe) miceMo (Claim)

[TpeTeH3MOHHBIE (pekiaMallHOHHBIE) IMUCbMA COCTABJISAIOTCA B ClyUasgX, €CJM TpH  HUCIIOIHEHHH
JOTOBOPOB OJIHA U3 CTOPOH HApyIIaeT B3AThIe HA ceds ods3arebcTBa. BO MHOTHX CIIyUasX Takue IMHCbEMa
MOABISIOTCA IOCIIE TOro, Kak OBUIM OCTaBJIeHB Oe3 OTBera IMHChbMAa-HAOMHUHAHWUS WIIH IHChMa-
tpeboBanud. Ilens mnpereH3sHW (pexiaManuu) — BO3MECTHTh IIOTEPH, IMOJYYEHHBIE B pe3yJibTare
HapyIIeHHs YCIOBHH JoroBopa. Teker NMpeTeH3nH (pekiiaMalii) BKIoJaeT B ceod:

- OCHOBaHHWE VIS TpeIbiIBJIeHUS IMPETEeH3WH (CChLIKA HA JIOTOBOP, 3aKIFOYEHHBIA MekJy CTOPOHAMH,
rapaHTHHHOE MMHCHEMO HITH HHBIE 0043aTelIbCTBA);

- TIpe/IMeT MPeTeH3HH (JI0JHKHO OBITh YKa3aHOo, Kakoe 0043aTe/IbCTBO HAPYIIIEHO H B KaKOH Mepe);

- JIOKa3aTelIbCTBa (CCBUIKH HA JIOKYMEHTHI, MOJTBEp K Iarol[ie HapylleHHe JOrOBOPHBIX 0043aTelIbCTB
BHHOBHOH CTOPOHOI);

- KOHKpeTHble TpeOOBaHHMS COCTABUTENS NpeTeH3uH (TpeOGOoBaHWE 3aMeHBl HEKAuYeCTBEHHOr'O TOBapa,
TpeOOBaHNEe VIIEHKH TOBapa, TpeOOBAHWE CKHUJIKH ¢ OOMIeH CTOMMOCTH TapTHH TOBapa, TpeOOBaHUE
pacTOpKEeHUS KOHTPAKTa WITH BO3MENIEHHS YOBITKOB H JIp.).

[IpuioxkeHHSIMH K ITPEeTEeH3HH MOTYT OBITh TakHe JOKYMEHTEl, KAK aKT 3KCIEPTH3EI, aKT HECOOTBETCTBUS
TOBapa II0 KOJMYECTBY M KadecTBY, peKJIaMallMOHHBIN akT, TPaHCHOPTHBIE JOKYMEHTHEI H Jp., B

SEIEH CHM Dﬂfﬂﬂfﬁﬁgg{%n E',EII'IH ETEHSHH HE[HIJHMEIJ

Eepmd:mua'r p 58&(%%%%9 %&EﬂﬁE?BAEGGGEﬂﬂGEﬂdSE Hp COBABJIICM Bam Hp CTCH3HIO...
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[IInceMo — noznpapieHue (Letter of congratulation)



[TchbMa-To3/IpaBJieHus  HaNpaBJIIOTCS B TOPKECTBEHHBIX  Cly4adxX: O(QHIOUAIBHBI  Tpa3JIHUK,
mpoge CCHOHANILHEBIN MMpa3IHUK, 3HAUUTEJIBHOE COOBITHE B WU3HHU JOHKHOCTHOIO JIMIA UIIH OpraHHU3aluH
(BpydeHHUe Harpajibl, F0OHIIeH, MpUCYK/IeHHe ITOYETHOTO, HAYYHOTO 3BaHUs, CTEEeHH, H30paHHe B KaKOil-
T00 OpraH | JIp.), 3HA4YHUMEIe COOBITHA B 4acTHOM »XU3HHU. l1o3/1paBieHns mumyTcd Ha OnaHke MHUCEMa
OpraHu3aliu UIH Ha CIeHalbHEIX OMaHkax nmosapasieHuil. [lo3apaBnaeHue, MOArOTOBICHHOE HA OlIaHKe
MUCBEMAa, JIOJGKHO cojiepkarb O(OpMIJIEHHBIH B COOTBETCTBHU ¢ TPeOOBAHMSMH CTAaHJApTa PEKBU3HUT
«Anpecar». IlosgpaBiieHHs Moryr oQopMIITbCS Ha OyMare pasjd4HON [BETOBOH TraMMBl C
VKpalleHUsIMH B BHJIe OPHAMEHTOB H BOJSHBIX 3HAKOB, HMEIOIIEeH OONBIIVIO IIIOTHOCTE, H BKJIA/IBIBATHCA
B CIle[[MAlIbHBIe Manku-afpeca. B MocleaHeM ciaydae Mo3JIpaBlieHHe COJEPKUT TONIBKO OOpalleHHe K
MUY WIH KOIMeKTHBY. IIpH KOJMJIEKTHBHOM ajpecarte W IpH HalpaBlieHHH ITHCbMAa-Io3/IpaBieHus
FOPUIHYECKOMY JIMIY Mo aMIIbBHOE U ITOUMeHHOoe o0pallleHrue He Henoinb3yercs. [TucsMa-1mos3/ipasie HHs
BCer/1a JIOJHKHBL OBITH MTOJ/IITUCAHBL.

[TuceMo — OnmarogapHocTh (Note of thanks)

[TiceMo-OnmarogapHocTh (OJarojlapcTBEHHOE IMHCHBMO) — JeJIOBOE IMHCHLMO, HaIpaBliieMoe ajpecary
(OpraHH3amuy, JOIGKHOCTHOMY JIUIY WIH T'Pak/JIaHUHY ) ¢ BEIp@OKEHHeM O1aro/JapHOCTH 3a COBepIlIeHHEIe
JMeCTBUS WIH OKa3aHHEIE YCITYTH.

[1o cpaBHEHUIO C JIPYTUMU BHAMH JeJIOBBIX MTHCEM OJIaro/lapcTBeHHEIE MUCBEMAa OOBIYHO COCTABIISIOTCS B
OoJiee cBOOOIHOI (hopMme. KimroueBBIMH (ppa3zaMu TakUX ITHCEM SBJISTIOTCH:

We thank you for ... brnarogapum 3a...

Let me thank you for... ITo3roneTe Bac mobmarogapurs 3a ..

[Tncemo-cobonesnoBanue (Letter of condolence)
[TuceMo-co0OIe3HOBaHHE — TMCBMO, HAalpaBjiseMOe B TparM4eckuX WM TedalibHBIX KU3HEHHBIX
CUTVaIUIX (CMepTh, HECUACTHBIN clTy4dail, CTUXHiTHOe Oe/ICTBUE U JIp.) /IS BEIPKEHHUS VUACTHS:
We regret (We are sorry) to learn from MEI ¢ coxkalieHHeM Y3HAJH U3
your letter of... that... Bamiero mucemMa or ..., 4ro...
We express to you our BripaxxaeM BaM Hallll HCKpeHHHUE
sincere condolences... co00JIe3HOBAHHUSL. ..
[TncemMo — u3BHHEHH e (A pologies)
[TMCbEMO-U3BHHEHHE — JIeJIOBOE€ ITHCBMO, aBTOP KOTOPOro IIPHHOCHT HW3BHHEHHWS ajpecary 3a
MpUUYUHEHHLIE Heyno0cTBa. [THchMa-U3BHHEHHS, KaK MTPABWIIO, HAUMHAKOTCS CIIEVIOIMUMHA (ppa3zaMi:
We offer apologies for the delay in [IpocuM M3BUHEHUS 32 HEKOTOPYIO
answering your letter 3ayiepikky C OTBeTOM Ha Baiile mucbMo

We apologize for... [Toxkanyiicra, IpUMHTE HALIM U3BHHEHHY 34...

Please accept our apologies for...

B cOOTBETCTBUH C TpeOOBAHMAMH 3THKETA JIENIOBOTO OOIIEHHS B THCBEMe Tpedyercsd OOBICHATE MIPHYHHY,
MIPUBEIIIVI0O K BO3SHUKHOBEHHIO MPOOJEMHOH JJI1 ajpecara CHTyalUH, a B KOHIE ITHChbMa IOBTOPHTH
(ppazy ¢ U3BHUHEHHUSIMH, HO He OYKBAJILHO, @ B HHOH (DOPMYIIHPOBKE.

PexoMeH1atelibHOe THCEMO (Letter of recommendation)

PexoMeH1aTeJIbHOE IMHCHEMO — ITHCEMO, B KOTOPOM JIaeTcs XapakTepHUCTHKA KOHKPETHOTO deJioBeKa JIJis
ycTpolicTBa ero Ha pabory, oOydeHHe W [Ip. PexoMeHJarelIbHBIE ITHCEMA BCerja COJIepKar
OJIaronmpUATHEIE OT3BEIBEI O XapakTepHU3YEeMEBIX, B CBA3H C 4YeM MHOTHE CIEIHAIUCTBI [0 YIIPaBIIeHHIO
[IEPCOHANIOM CUHTAIOT TakHe IMHChMa CYOBLEKTUBHBIMH, TeM He MeHee, OHH HMEIOT OIlpejlelieHHOe
3HAUeHHe I[IpM OLeHKe KaHJAWJara, IoMoras co3jarbk oO0mlee IpeJICTaBlieHHe O COHCKAaree.
PexoMeH1aTeIbHOE IMHCEMO, KaK MPaBUJIo, MAIIETCS HA OIaHKe KOMITAHWH — MOCJEJIHero Mecra padOTEI
COUCKATeNsd, MOJIMHICBEIBACTCS PYKOBOJUTENIEM KOMITAHHH WIH JIPYTUM JOJGKHOCTHBIM IJTHIOM. [I7id
MOTEHIIHANEHOTO padoTojarens pexkOMeHJIarelbHOe ITHCEMO — 3TO, CKOpee, rapadHTHd TOro, 4Yro
COUCKATEeJb JIEHCTBUTENLHO padoTall B JIJAHHOW KOMIIAHWH, BEITTOJTHA OIpe/IeIeHHBIH KPYT 00S3aHH OCTEH
M OCTABHII KOMIIAHHIO, COXpAaHUB O cebe Xopomlee BhedarieHHe. PexkoMeHJarellIbHOe MUCBMO JIOIGKHO
COCTOATE H3 CIIEAVIOMIHUX pa3/ielioB:

- BBeJIeHHe, B KOTOPOM KpaTkO HW3JararoTrcid oOOCTOATEeNIbCTBA 3HAKOMCTBA aBTOpa IMHCEMAa C

pPEKOMeH/1 IV C T TEOME}
- CBeJIeH E@;‘%%W@?é@%ﬁ vne (cBesleHns 00 00pasoBaHHM, YPOBHE MOJTOTOBKH, KBATH(HKAIIHH,
Ceprucbmkar: 2C0000043ESABEBI52205 7TBAS0006000004
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JOIGKHOCTH 1{}’,[13 COHUCKATE]Tb CTpEMHTCH [TOITACTh,
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- 3aKITFOYNTEIIEHAS YacTh, B KOTOPOW aBTOP MPOCHT IMOJIyUaTelisd 03HAKOMHUTECS C pe3toMe COHCKaTes HITH
€r0 KPaTKUMH aHKETHBEIMH JaHHEIMH H HA3HAUHUTE BCTpedy 11 co0eceJOBAHN,

- KOMIUTHMEHTApHAs 4acTh, B KOTOPOH aBTOP BEIPAKaeT CBOIO IIPU3HATEIIEHOCTh.

ECTE HECKOIIBKO OTpacliedl JesdTeNbHOCTH, IJle peKOMeHJaluu oO0g3aTellbHBl IMOYTH 0€3 HCKIIOUEeHHI:
OXpaHHBIH OH3Hec, MeJHWIMHA, Hayka, paborta ¢ JieTbMU (HSHW, TYBEPHAHTKH WU T.J.). B OCTalbHBIX
CIIy4asX UCMOJIE30BAHHE PeKOMEHJaTeNbHBIX ITHCEM 3aBUCHT OT KOHKPETHON CHTYAaIlHH.

BonpocH H 3aJaHus:

1. TToAroToBLTECH K 00OCYKIECHHIO TEOPETHUYECKOTO MaTepHaa.

Bujsl genoBelX muceM (OtBeT Ha mpuriamenne. brnarogapcrBeHHoe muckMo. Pewitamanud. [TpereH3us.
Hasnauenus nenoBod BcTpeud. lIMceMa: mpHrimamieHus, mpocbkOBI, OJaroJapHOCTH, COOOIe3HOBAHHS,
COXKalieHHs, COUYBCTBHS ). PexmaManuu v npereH3ud. OTBeThl Ha pexiaManui. Kareropuu pexiiaMmanuii.
2. BHINoJIHATE 3a/1aHHS U OTBETHTE HA BOIIPOCHI:

1). O3HAaKOMHBIIHCH CO CTPYKTYPOH IMHCbMa H o0paslaMu IMHCeM MexVHAPOJHOTO o0pasia, HalunnuTe
Ha JHcTe OyMaru pexkBH3WTHL ITHUCEMAa B MOpAJke WX clieJoBaHHUA. [lailte aHTTIHICKHE 3KBHUBAJIECHTEI
HA3BaHUH PEKBU3UTOB.

2). Kak HauMHaeTcsd W 3akaHUYMBAeTC IMMCBMO, eCIiM (paMHIIS ¥ UMS ajipecata BaM He U3BeCTHHI?

3). C kakoil 1elbI0 Ha cJeAyIoNled crpoke Iocie oOpalleHHus CTaBUJICS cokpallleHHe Re: W 9To OHO
o0o3Hauaer?

3. 3ajanus ¥ BOIPOCH /171 (DOPMUPOBAHUS H KOHTPOJIS BIaJIeHUS KOMIETeHI[HIMU:

Hamuninre cBOMM MapTHEpaMm Mo OH3HeCY Kparkue IMHchbMa:

- C MO3/IpaBJieHHEM IO MOBOIY YCIIEIIHOTO YUACTUS B BEICTABKE;

- C BEIpakeHHeM cO0O0JIe3HOBAHUS IO MTOBO/IY KOHUYHHEI TeHEPAIEHOI'O JJHPEKTOPA;

- ¢ OJIaroZlapHOCTERIO 34 IPHEM BallUX COTPY/IHHUKOB BO BpeMS H KOMAH/THPOBKH;

- C W3BHHEHHEM 33 33JepkKy IMOCTABKH TPOJVKIHH, BEI3BAHHVIO (POpPC-MaKOPHBIMH
00CTOITEJILCTBAMH,
- C IIpUTJIAIEHUEM MTPUHSATE YUACTHE B TOPKECTBAX 10 Mmooy 20-JieTHs Bamieil (pMpMEL;

- C pexOMeHJanuel Bamlero KOJUIerH IS yJacTHs B IEPETOBOPHI IO HHTEpPECYIONIeH o0e Bamiu
(hupMBI TEMaTHKE.

IIpakTHyeckoe 3ausiTHe Nel2. Ciy:keOHbIe 3allHCKH, CO00IIEeHHS 0 aKcy, JIeKTPOHHAA 1104TA.
[lenb: ¢GopMHpOBAaHHE VY CTYJIEHTOB peueBOi, SA3BIKOBOH W KOMMYHHKATHBHON KOMIIETCHIIUH J1Jis
OCYIIIECTBJICHHUS JIEJIOBBIX KOHTAKTOB,

B pesyibrare OCBOCHUE TEMBI CTY/ICHT JOJLKEH
3HATh: OCHOBHBIE TPAMMATHUECKHUE SBJICHHS , XapakTepHbIe /S Mpo(eCCHOHAIbHON peuH; JIeKCHUEeCKHE H
CHHTAKCHYeCKHe 0COOSHHOCTH O(HIHAIEHO-/1eJIOBOTO CTHII B aHTJIMIICKOM S3BIKE;
YMETh: OIpe/e/isTh CTHJIEBYIO IMPHHAISKHOCTh AHTIMICKUX TEeKCTOB O(DUIHAIBLHO-/IEJIOBOTO CTHIIS,
BUJIETh XapakTepHble CTUJIEBBIE UYePThl; YHTATh O(HUIMAIGHO-JEIOBEIE TEKCTHl PAa3TUUHOW CTelneHH
CIIOJKHOCTH; CTPOUTH JIHAJIOTUUECKYID W MOHOJIOTHUECKYID peub C WCIOJb30BaHHEeM Hauboliee
YIOTPEOUTENBHBIX JIEKCHKO-TPAMMATHYECKUX CPEJICTB B OCHOBHBIX KOMMYHHKATHBHBIX CHTYALHSIX
opunHanibHOro OOIMIEHHUS; MOHUMATE JIHAJIOT MYEeCKYI0 M MOHOJIOTHUECKYIO peub 0 H3YUeHHOH TeMe,
AKTYallbHOCTh TEMEI: 00YCIIOBJIeHA HEOOX OJIUMOCTHRIO OBJIajieHns YK-4.
TeoperHueckasi 4acTh:

CoBpeMeHHBIE cpeJIcTBa Mepeiadd HH(popMaluH
1. ®akc (fax, fax machine) cimyxuT /i Mepegadd J1eI0BOH koppecnoHaeHIUH (business correspondence)
o Tesie(POHHOMH ceTH. B cCOBpeMeHHOH /1e/IOBOi MpakTHKe 1Mo (pakcy 0OBIYHO MOCHIIAOT:
- KOMMepUeckue ImpejiioxkeHnd (offers);
— mpaic-mucTHl (price lists);
— pexiiaMHBIe MaTepHualisl (advertising materials);
- mpecc-pemsel (press releases);
— MAICEMEHHEIE 3allpockl (written Inquiries) | T.I1., 8 TAKKE OCYIIECTBILSIOT TEKVIIVIO IEPEIUCKY.
PasMmep (akca OOBIYHO He TpeBBIIACT OJHOH CTPAHUIILI, @ €r0o CTPYKTYpa COOTBETCTBYET CTPYKTYpE
JIENIOBOT'O TTUCHMA.
Dakcel MO MOHYBEOTOSBMT.AO. VX MOXHO HCIIONB30BATH B KAUeCcTBe JOKA3aTe/IbCTBA IIPH pa3pelleHHH

e L gL ST Cump———
Ceptudukar:  2C0000043E9ABEES E7BAS00060000043E

BnanenddO DAKEY. QORIHQ-HE JICPRARQTCS
— OpHTMHAJIBI KOHTPAKTOB (original contracts);

- AKKPE/TUTHBEL (QIEtters of credit);
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— cyera-pakTypsl (invoices) W JIp. BaykHBIE JOKYMEHTBI, KOTOpHIE MEpPEeCBHUIAIOTCS 3aKa3HBIMU
[MUCEMaMH JTHOO Iepe1atoTCs ¢ KYPhEPOM.

2. DnexkrpoHHas mouyra (E-mail) gpisiercds HauOosee MOMYJIIPHBIM H CAMBIM TIPOCTHIM TIPHJIOKEHHEM
rnodalibHON KOMITBIOTEPHOM ceTH Internet, oxmareiBaroiieil Oosmee 100 cTtpaH W JlecITKH MWIJIMOHOB
TONB30BaTeNIeH.

DNIEKTPOHHAY T0YTa MO3BOMIET COKPATHTL PACXOJBl HA JTOCTABKY IMHUCEM W OTIPaBKY (pakcoB, a
TAKKe YIIPOCTUTH OOMEH KOpPpPeCHOHJIeHIUeEN MexK/Iy JeNOBBIMH IapTHepaMH. [JIaBHBEIM HEJOCTATKOM
3JIEKTPOHHOM MOYTHI ABJIsIeTCA cliabas 3alyTa nmepeapaeMoi 1mo Heil HH(popMaruH.

[TpocrelmuM penieHHeM 7SI OONBIIMHCTBA HEOONBNIHX KOMITAHWH W OH3HECMEHOB 3ala/IHBIX CTpaH,
[MO3BOJIAIONIEE WM IMOJNYUHUTH JOCTYN K Internet, SBIASIOTCS KOMIBIOTED ¢ MojieMoM (modem) H
koMMyTUpyeMoe (dial-up) coenuHeHHe C VY3JIOBEIM KOMITbIOTEpOM (host) 1o Teled)oHHON JTHMHHUH.
BO3MOKHOCTE Tonactek B ceTh, HabpaB HoMep TeliepoHA Y3JIOBOTO KOMITBLIOTEPA, HEMOCPEJCTBEHHO
BXO/IIIero B Internet, mpe0CTaBIIIOT MeCTHBIE ITOCTABIIUKH CETEBBIX YCIYT (service providers).
TexHuyeckd HliekTpoHHAS Iouyra — o0OMeH NU(POBBIMH COOOIIEHUSIMH My ajJpecaMu BHUa
| mob30BaTeNsb |(@)| MHTEpHET-TIpOBaiijiep |.[ momeH). HoMmeH - COKpalleHH e CTpaHBI HJTH
OpraHu3alUOHHOr O THIIA (OOBIYHO com).

Tunel opranuzanuii. AHTJIOTOBOpAIIME (OCOOEHHO aMepHUKAHCKHE) TIpeNpUATHI HWMET
nmpo(uibHBIE JJoOMeHBl. Alpec biffl@math.utoronto.ca GyaeT o3HauaTh, UTO €ro MOJIB30BaATENb, I-H BU(),
paboraer Ha Mat(pake TOPOHTCKOTO VHHUBEPCUTETA.
com  KOPHOpaLHs
edu  oOpaszoBaresibHOE yUpexkJIeHHe
gov  MpaBUTEJBCTBEHHBIH OpraH
mil BOEHHOE BEeJJOMCTBO
net HHTEPHET-KOMITaHUS
org Opra”Hu3anus
[ITanka 5JIeKTPOHHOI MTOYTEI
JenoBele cOOOIIEHNS HAUMHAIOTCA CO CTATHCTHKH: to (mosiydaresib), from (ormpaBuTeNb) U MHOT/IA CC
(koM ). CkpBITEIE KOIMHH 0003HaYatoTcd kak bee. I'maBHoe — subject (TeMa) kak 3aroioBok miceMa. OHa
JI0JbKHA TOYHO OIMHUCHIBATE cojiep:kaHue. CpouHble COOOIMIEHNS] MOKHO ITOMeUaTh KPACHBIM (PIIaKKOM.
-MIOUTOBOE BCTYIIEHUE
HenoBele coobnienns HaunHatoTed ¢ Dear... u 3akaHunBaroTcs Best wishes win (Best) regards. B Tekcre
aBTOP YTO-TO VTBEp:KJIaer, cooOIlaer, ClpalIuBaeT, oTBedaeT, oOcyxkjaer, npocHrt... Cyre creayer
H3J1arath B mepBoM adsarie.

[TpuMepsl (hOpMaNBLHOTO BCTYIUICHUS :
Following our meeting / phone conversation, ... B npojomhkeHre Hamleil BCTpedn/ Ieperosopa, ...

With reference to ...  Co cchlikoi Ha ...
Regarding our ... OTHOCHUTENBHO ...
[’m writing to confirm ... [Tumy moATBep/UTh ...

TesHchl YacTO U3MIATar0T MOPSIKOBBIM CITUCKOM, a TTOJPOOHOCTH ITPHJIATAIOT.
-MOUYTOBOE 3aBeplIeHHE

[Tpumepsl (hopMalibHBIX 3aBepIIeHH:

For additional information, please ... 3a mogpoOHOCTIMH, TOKANVICTA, ...

We look forward to doing business with you  Byjaem pajibsl COTpy/IHHUECTBY C BaMHU

HenoBele cOOOIEHNUS TOXKe cojiep:kaT ONOKH TMOAMHCH (UMSI, JOIBKHOCTh, TeliedoH, (akc, aapec), HO
qalle OrpaHUYMBAIOTCA JIHMIIL VKa3zaHHeM aBTopa. JIMmHHM OyaeT W IOBTOPATH YiKe aBTOMAaTHUYECKH
MTPUCBANBAEeMBIH JIEKTPOHHEIH aJIpec.

CokpalleHHs, UCTIOJIb3YeMEIe B JIEKTPOHHBIX ITHCBEMax

AAMOF As A Matter Of Fact B cymHOCTH

AFAIK As far as I know HACKOJIBKO 9 3HAIO

BTW By The Way kcratu

CU see You YBU UM CS

F2F  faceao/faee nogwaamiHe

FOAF_ FAST O AR ps perpmx PVK
CepTudukar: ~2C0000043E9AB8E952205E /BA500060000043E

Bna,u,enEE:Y AL”EGE}QgB}'ﬁ%H%‘H}IU&%IHS&ELE K BamIleH IJHIIUCTH
FYI  For Your Information «k BamemMy cBeJIeHHIO

HSIK How Should I Know? DOHSTHS HEe HMEIO
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IMO In My Opinion Mo MOeMY MHEHHIO

IMHO In My Humble (Honest) Opinion 10 MOEMY CKPOMHOMY MHEHUIO
[OW  In Other Words HHEIMH CIIOBAMH

IWBNI It Would Be Nice If  xopoiio OBl

KIS  Keep It Simple ropopu mpoiie

NRN No Reply Needed OoTBeT Heobs3aTelieH

OS Operating system olepanuoHHas CHCTeMa

OTL Over The Line cBepX MONOKEHHOTO

OTOH On The Other Hand ¢ apyroii ctopoHHI

R Received MOJTY4eHO

TFS  Thanks For Sharing  crmacu0o 3a CCBUIKY

TIA  Thanks in Advance 3apaHee OnarojiapeH

WOBTAM Waste of Bloody Time and Money [moTepsl BpeMeHH | JIeHeT
WRT With Respect To C VBaKEHHEM K

BorpocH " 3aJJaHus:
1. TTonroroBsTECH K 00CYKAEHHIO TEOPETHUYECKOTO MaTepHaa.
[TpaBuiia odopmueHus ciay:xeOHOH 3amucku. Cocrapisonme (axkcoBoro cooOumenus. ITpapuia
HammcaHUs 3JIeKTPOHHOTO coobIIeHns. CokpallleHHs!, HCTIOJIb3YeMBbIe B 3JIEKTPOHHBIX COOOIIIEHUSIX.
2. BeinmonHUTE 3a1aHHS:
1). CocraBbTe (paxc ¢ COOOIIEHHEM O TEPEeUHCIeHHH JIeTIO3HTa 3a MPOKHUBAHME B TOCTHHHIE BallHX
VYACTHHKOB KOH(pepeHIIHH (PHPM- [TAPTHEPOB, a TaKkxke 0 Jare UX NpuOsITHA Ha koH(pepeHIuto B [Tpary.
2). Hamummre coolIIeHHe 1Mo 3JIEKTPOHHOM Imodre ¢ Npock00il paccMOTpeTh BOSMMKHOCTE O BBIJIEJICHHH
BaM ()MHAHCOBOM MOMOIIIH JIJI1 YYaCTHS B CUMIIO3UYMeE, OPrKOMUTET KOTOpOTo oToOpas Banr gokmian s
BEICTYIJIEHHUS B OJTHOM CeKITHH.
3). CocraBbTe (pakcoBOe cOOOIIEHHE OPraHU3AMOHHOMY KOMHUTETY TOPrOBO-IIPOMBINIUIEHHON BHICTABKH
c npock0oil 3a0pOHHUpPOBATE 7 OJITHOMECTHBIX HOMEPOB B TOCTHHHIIE JJI UJEHOB Bamleil TPYIIBLL U3
pacuera He OoJiee 50 qonmapos CIIA B cyTkW Ha YeJIOBeKa.
4). TlogTBepaHuTE MO HJIEKTPOHHOW IMMoYTe MOJyYeHHe HWH(pOpMAIMd OT IMapTHEpOB Mo OH3Hecy 00
OTIIpaBke MMapTuH rpysa. He 3a0yabTe 3al0JHUTE CTPOKY «Te€Ma COOOIICHHS ».
5). Coobmure maprHepaMm Mo Ou3Hecy 00 W3MEHEHHH Ballero S3JIeKTPOHHOIO ajpeca ¢ 1-ro uucnia
CJIeJIVIOIIEro MecsIa B CBSI3H C peopraHu3amnueil yeiyr TeJiekOMMYHUKAI[UH B BallleM perHOHe.
3. Read and translate the business letters. Define the type of business letter. Answer to these letters.
1. Gentlemen:
With reference to vour advertisement in “Ommni™ vol.1 No 6 we should be pleased to receive your price-
list of Cobra telephone. Please state what discount you allow for quantities and cash payment.

Y ours faithfully

John Burton

2. Dear Mr. Burton!
We were very pleased to receive vour inquiry in reply to our ad in “Omni”. As requested, we enclose our
price-list of Cobra telephones and four leaflets which contain all technical details about the model 1023.
We have quoted our best terms 1n the attached list. May we use this opportunity to draw your attention to
Intenna cordless telephone (CP-485) with intercom and Cobra phone (ST-622) with speaker-phone.

Sincerely vours,
Michael Smith

3. Dear Sirs,
We thank vou for your enquiry of the 12th June concerning Paraffin Wax. We are pleased to inform you
that today we have sent you, by parcel post the following samples of Paraffin Wax:

Grade A = Melting point 52 -54 C

Grade B = Melting point 51 52 C
We can offer you 100 tons of Paraffin Wax grade A at the price of $ 50 per English ton and 100 tons of
Paratfin Wﬂﬂf@madelﬁmwﬁ:ﬁlﬁ er English ton. Both prices include delivery. Shipment can be made within

three_weék 2@ Dgquz r order, The Terms of payment and other conditions are stated in the
Coprupmear 2C0 [IIEIIMSEBAB BYS 060000043

Bnanen&NClOSEE COPY.Q Hgymeémgmg onditions forming an integral part of our Sales Contract. This offer is
subject to the goods being unsold on receipt of your reply.

Please let us hear from L you as soon as possible.
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