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1. IToscHUTENIBLHAS 3allHCKa

MeToMueckue Yka3aHus MpeHa3HadeHsl I CTYJEHTOB OYHOM/3a0uHOH (popMBI 00yUeHUS,
KOTOPDEIMH OHH MOTYT IIOJBL30BATECS IIpU ITOATOTOBKE K MpakTHUYeCKHUM 3aHATHAM. [IpakTHueckue
3aHATHS 3TO IJIAaHHpyeMad ydeOHas, YUeOHO-HCCeIOBaTeIbCKasd, a Takke HayYHO-HCCIIeI0BaTellbCKas
pabdora CTY/IEHTOB, KOTOpAas BHITONHSIETCS B ayJIUTOPHOE BpeMs IT0J] pPYKOBOJCTBOM IpenojaBarelid. B
COCTaBe METO/IMYECKUX VKA3aHUH K IIPAKTHUYECKHM 3aHITHAM IIpeJIlVCMOTPEHBl peKOMEHJAllu I10
MOJATOTOBKE K IPAKTHYECKOMY 3aHATHIO. [IpH BEITONMHEHHH palOTEl CTY/I€HTE MOT'YT HCIIOJIE30BAThH HE
TOJIbKO METO/IHUEeCKHEe YKa3aHHS IO pelleHHI0 3a7ad, HO H JpYTHe MarepHalksl Y4eOHO-MeTOIUYeCKOTO
KOMILIEKCA.
OCHOBHOMH [ENIBI0 METOUUECKHX YKA3aHWH 10 BBITOTHEHHUIO NTPAKTHUECKHX paboT SBJISIETCS MOBHIIIEHU e
HCXOJHOIO VYPOBHS BJAJIeHHST HWHOCTPAHHBEIM SI3BIKOM, JOCTUTHYTOI'O Ha MpeIbIAVIIEH CTYIeHH
00pa3oBaHUd, W OBJIQJIeHHE CTYJAeHTAMH HeOOXOJHMBIM H JOCTAaTOYHBIM YPOBHEM KOMMYHHKATHBHOH
KOMITETEHITUH /IS penIeHns 3a71a9 MeKINIHOCTHOT O H MEXKKYJIETYPHOI O B3aUMO/IeICTBHUA.

[lenbr0 OCBOEHHMS JUCHHIUIMHEI «MHOCTpaHHBIH $3bIK B c(epe mpodhecCHOHATLHOMH
KOMMYHUKAIHW»  gBIiseTcd (opMHpoBaHHE V CTYJAEHTOB koMIleteHIHHM VYK-4 kak cpejcTsa,
[TO3BOJISIONIET 0 00eCeUYNTh KOMM YHUKAaTHBHO-ITO3HABATEIBHEIE MMOTPEOHOCTH B c(pepax akaleMHUECKOH,
pode CCHOHATLHOM U COIHAJIbHO-TYMAaHUTAPHOMN JIeATEeJIbHOCTH, YUaCTBYS B MEKKYJIbTYPHOM OOIICHHH.

3aaud OCBOEHUS IHCIUIUIMHBI: OBJIaJleHHe MOHOJIOTHYECKON W JIHAJOrHYecKOil peublo, OBJIAJIeHUE
OCHOBaMH IMHCEMEHHOH peuH, OBJIaJleHHe OCHOBAMH CAMOOILIEHKH YPOBHA C(POPMHUPOBAHHOCTH SA3BIKOBOM,
pedeBOH M COIMOKYJIBTYPHOH KOMIETEHIHH W (popMUpOBAHUS TMOTPEOHOCTH B  SI3BIKOBOM
caMO00pa30oBaHUH.
B pesynbrare 0OCBOSHHS JUCIUIUIHHEI 00YYaArOIIHICA JIOKEH
3HATE:
- OCHOBEI [TEPEBOJ1a ¢ HHOCTPAHHOI'O SI3bIKA B ITpo(hecCHOHAILHOM cepe;

YMETh:

- BRIITOJTHATE KOPPEKTHBI MU CBEMEHHEIN MEPEBO]] ¢ HHOCTPAHHOI'O A3BIKA HA TOCYJAPCTBEHHBIH 3Bk PD
U C TOCYJApCTBEHHOTO s3bIka PD Ha HHOCTPAHHBIH S3BIK;
BIA/IETh:
-KaHpaMH MUCBMEeHHOH peud B Npode cCCHOHANTLHOM chepe.
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2. IUNTAH TIPAKTUYECKUX (CEMMHAPCKUX) 3AHATUH
IIpakTHyeckoe 3aHsaTHe Nel. JlekcHyeckHe H CHHTAKCHYeCKHe O0CO0eHHOCTH oO(pHUHAILHO-
JeJOBOI0 CTHJIA AHIJIHHCKOT 0 A3BIKA.
OpranusanuonHad (popMa 3aHSTHS: TPATUIIHOHHBIH CeMHHap.
[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.
Teopernueckad JacTb:

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

1eJIOBOM CTHJIe.

OpranusanuonHad (popMa 3aHSTHS: TPATUIIHOHHBIH CeMHHap.

[lens: (opMmupoBaHHE Y CTYJAEHTOB peUeBOM, S3BIKOBOH W KOMMYHUKATHBHON KOMIIETEHIIUH J1Jis

OCYIIECTBIIEHUS JeJIOBBIX KOHTAKTOB.

B pesynbsrare OCBOEHHE TEMEI CTY/IEHT JOJHKEH

3HaTh: OCOOEHHOCTH VIOTpeONeHHd MOJANBHEIX TJIarojioB; OCHOBHBIE TIpaMMAaTH4YeCKHe SBIIEHUS,

XapakTepHble Ui Mpo(ecCHOHANBLHOW pedd; JIeKCHYeCKHe W CHHTakCHYeCcKHe OCOOEHHOCTH

o(pUHANBHO-/IEJIOBOTO CTUJI B aHTJIMHCKOM SI3BIKE.

YMeTh: VYIOTpeOJiiTE MOJalibHBIe TIJarojitl B O(QHUIMATBLHO-JIENIOBOH pedd g 0003HAYeHUS

JOJDKEHCTBOBAHHUS, IPOCKOBI, paspellleHUd; OIpeelisiTe CTHIIEBYI0 NPUHAINIEKHOCTE AHTIHICKHUX

TEKCTOB O(PUIHAILHO-/IEIOBOrO CTHJIS, BUIAETh XapakTepHbIe CTHJIEBBIE YepThl; YHTATh O(HIHAJILHO-

JIeJIOBEIE TEKCTHI Pa3IMYHON CTENEeHH CIIOKHOCTH, CTPOUTH JHAIOTHYECKYI0 H MOHOJIOTHUYECKYIO pedb C

HCIIONIL30BAHUEM Hauboliee VYIOTPEOUTENBHBIX JIEKCHKO-TPAMMATHUECKUX CpeJICTB B  OCHOBHEIX

KOMMYHUKATHBHBIX  CHTyalUdX  ouOHalbHOTO  OOIIeHWS;  IMOHMUMAaTh  JIMAJOTHYECKVI0  H

MOHOIOTHYECKYIO peub 10 H3YUEeHHOM! TeMe.

AKTYaJIBEHOCTE TEMEL: 00YCIIOBJIEHA HEOOX OJJTUMOCTEIO OBJIajieHHd Y K-4.

Teoperndeckas 4acTs:

OpHuM U3 Hauboliee YacTO HCIOJIB3YEMBIX MOJAIBHBIX 3HAYEHWH B JIEJIOBOM S3BIKE SBIISIETCS
3HAUeHHA JobKeHCTBOBaHUA. Hanbonee ynorpeblisseMbBIMU B JIJaHHOM 3HAYEHHH B AHTJIHIICKOM JIeJIOBOM
CTHJIE SBIISFOTCS TJIaroJisl must, to be u to have.

[TpuMepsl ymorpelieHHd Tiiarojia must:

- We must be in time not to be late as 1t’s a very important event. (MBI JJOJBKHBI TPHATH BO BpeMs, YTOOHI
He OIT03/1aTh Ha 3TO BaKHOE COOBITHE).

- I should say you must check it once more. (f curTaro BaM HYXHO ITPOBEPUTH 3TO €llle pa3).

- Besides, your price must depend on the amount of the contract. (KpoMme Toro, Bama IeHa JI0JKHA
COOTHOCUTBCS C YCIIOBUSIMH KOHTPAKTA).

AHTITHHCKUH JIeNIOBOH CTHJIb NPEJINTHCEIBAET YIIOTPEOATE TJIaroi must TOMBKO IO OTHONIEHHIO K
COOCTBEHHBIM ITOJJUHHEHHBIM, KOI/Ia MOAUYepPKHBAeTCs 003aTeJIbHOCTE H HEOOXOJIUMOCTE BEIITOJHEHHUS
TOTO WJIH WHOTO JIEWCTBUA WIIH 3aaHus. He 3pg 3TOT rmarosi 4acto HCIONB3YeTcsd B 3HaUYeHHH ITpHKasa,
MoUepKHUBasl crporoe TpedboBaHne I HeOOXOJHMOCTE BHITOMHEHHS KakOr0-MTHOO JIeCTBUS, HallpuMep,
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. (Bel 00s3aHEI ITOJITOTOBHTE BCE JIOKYMEHTHI HA IMOJIITUCH KO BTOPHUKY ).

B oTHOMIEHUSAX ¢ MapTHEpaMH AHTJIHICKHN JeOBOHM CTHIIL NMpeNMUCEIBAET IMTOYUTH MOJHEIN OTKA3 OT
rmarojia must, kpoMe CIIy4aeB, KOIJlJa HeOOXOJUMO IOJUEPKHYTh JKECTKYI0 HeOOXOIUMOCTL HITH
HEeJIOBOJBCTBO CTApIINM MapTHEpPOM MIAQNIAMH MapTHepaMH HIH BO3MYVIIEHHE I[pH KakOM-THOO
HEBBIMMOJTHEHUH 00g3aTenbcTB. HampuMep, tak BBl MokeTe yroTpedurs (ppa3zy You must have paid your
debt by the 3th of November. (Bsl 00s13aHBI BEIIIJIATHTE Ball JOJIT K 3 HOS0pH ).
3Has OCOOEHHOCTH JIeJIOBOTO AHTJIMIICKOro, BEI OyjieTe MOHHMAaTh, YTO B OTHOIIEHUSX C MapTHEpaMH
CIEeVET C [ Ha riaronax to have u to be, Tak kak 00S3aHHOCTE BEIIIOJIHEHUS JI€H CTBHS

sy v T
Ceptudpukat: ~ 2C0000043E9ABBEI52205E 7BA500060000043E
Bnanend i PAMEREL Y OTRG OTICEHS, FJALOMOB to have to u to be:
- Are you to come on every Saturday morning? (Bsl 06s13aHEI IPUXOJIUTE 110 YTpaM B cy000Ty?).

Nencteutened: ¢ 19.08.2022 no 19.08.2023



- They are to prepare their report to the next weekend. (OHH JOMKHEI MOJATOTOBUTE CBOM OTYETHl K
CJIeJTYVIOLIUM BBEIXO/IHBEIM).

- Sorry but I have to leave as I'm very busy last time. (ITpocTHTe, HO MHE ITOpa HJITH - B MMOCHEHEee BpeMs
Yy MEHS O4eHb MHOTI'O J1eJI).

- Do you have to meet them at the station? (Bam Hy»kHO BCTpeTUTh HX Ha CTAaHITUU?)

OnHako He cToWT 3a0BIBATh, YTO TJaroji have to MokeT UMeThb OTTEHOK HexeJIaTelIbHOTO JeHCTBHS,
mosTOMY criejavionas (gpaza «So we have to work with you» 3ByuMT JOBONEHO T'pydO W AHTJIMHCKHIMA
JIENIOBOH CTUJIb HE TIpelyCMaTpUBaeT TaKOro yrotTpedlieHus 5TOro riiaroda.

Bo Bcex 3arpyJHUTENBHBIX ClIydasx, a Jydlle Jake W dalle, BaM CTOUT Mpuberars k Oolee MITKUM

(opmaM ykazaHHd, 3aMeHsIs JIOJDKEHCTBOBAHWE BHIPAKCHHUSIMH, O3HAYAIOIIMMH MPEIOIoKeHHe, COBeT,
BOIIPOC M T.JI. AHTTIMICKHI J1eJTOBOH CTHIIb TpeJyCcMaTpuBaeT MOHMMaHHe MoJJOoOHBIX (ppa3 Ha TOH HIH
JIBa TOHA 7KECTUE WX OPHUTUHAILHOTO 3HAYEHHS.
ITO CXO/IHO H C CHTYanueid B pycckoM g3blke. @paza «He Morim OBl BB MEpernpoBepUTh HALM JIOXO/IBI,
eclii y Bac Oyjer BpeMsi. MBIl Obl CMOTJIH OOCY/IMTH X C HAaIUM (PMHAHCOBBIM JTUPEKTOPOM» BOBCE HE
O3HauvaeT OYKBAIILHO CJe/IVIONIee: «c/eliaiiTe 3To, eClid 3aX04eTcs, a eCJIH He 3aX04eTcsd, TO U He HaJo».
Ha camom fienie, npock0a mojipazyMeBaeT 4y Th JIH He ObICTpOe H TOYHOE UCITOJIHEHHE YKa3aHH4.

Bonpockl U 3aJlaHug:
1. TTonroroBbTECH K 00CYKIEHHIO TEOPETUUYECKOTO MaTepHaia.
Vnorpebinenne MojaanbHEIX raaroyioB Can, May, Must, Should, Need n ux 3aMeHuTeleil 119 BEIpaykeHH S
NOJDKEHCTBOBAHUS, TPOCHOBI, paspelieHdus B JeOBOH KOMMYHHUKAIMM HAa aHTJMHCKOM SI3BIKE.
BrIpaxxeHue JOMKEHCTBOBAHNS. BEIpaxkeHHEe NTPpOCKOBL. BEIpakeHHe paspelie NS .
BriOepHTe NpaBUIILHEII 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 AOKYMEHT MNOANMCAH
IANEKTPOHHOW NOANWUCEKO
Ceptudukar: gEEGGGGG-#_SEEABBEBEEEDSE?BAEGGGEG 0004 3E
f
Bna,u,enezl,'. I %@u%ﬂa#ammpmp or a week.

could

cdn
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must
might

8. We have gone away 1f we had enough money.

could
can
must
might
9. You have been travelling all day. You

be tired.

could
must to
must
might

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

could
should
must not
might
11. The phone rang but I did not hear it. I

, know many people.

have been asleep.

could
may
must
might
12. She passed me without speaking. She

have seen me.

could not
cannot
should

might not

13. — Why did not your sister answer the phone?

— She have been asleep.
can
should
must
might'nt
14. — Why did Sarah miss meeting?
— She have known about it.
should not
should
must
might not
15. Do not phone me at eight o'clock. I

could not
can
should
might
16. — What time are you going?
— Well, I am ready, so I
could as well
can as well
must as well
might as well
17. She 1s a very nice person. Y ou

g0 NOW.

can
are able [OKYMEHT noanucaH
must  2NEKTPOHHOW MOANKCHIO
Ceptucbmkat:  2C0000043E9ABBBI52205E7BA500060000043E
Bna,u,eneuﬁavﬁleﬁaymsa TateAHa AnekcaHgpoBHa
18. I have not phoned Ann for ages. |

could
Nencteutened: ¢ 19.08.2022 no 19.08.2023

be watching the football match on TV.

meet her.

phone her tonight.



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

2. 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 J1oihkeH 3a0BIBaTh O cBOed MaTepu. Sl He mucan el menyvio BedHocThk., CeTro/iHS BedepoM i JI0JDKeH
HalmicaTh el MHCEMO.

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

7. Heyxelll BaM HAJ10 YiKe VXOIUTE?

8. 51 moyhKeH NMpU3HAaTh, UTO S HETIPaB.

3. ITpounTaiiTe H NepeBe/IUTE 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 1mportant 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
] own Dnemmshw‘mm a c-:mmpan},f
sell A c%t'?ﬁf rvices by
CepTudiKar: 00043E9A EEEDEE?BAEGUGEMGEMSE

Bnaneneu: ’[I'El‘uj@ %mm .l':"..I'IEHEEIH,EI,pDEHEI
3. give advice, an opinion or help

4. do office work
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. invest their money into a company in order to receive a profit

. are responsible for running a company or some of its departments
. inspect or keep accounts

.sell or buy for the company, especially abroad

. are responsible for the production

O OO =1 Oy LA

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.
OHU MPOU3BOIAT W NIPOJAIOT SIEKTPOTOBAPHL: YTIOTH, MACOPYOKH, MUKCEpHl | T.J1. OHH MOHUMAKOT, 4TO
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 MexIVYHApOJHOM phlHKEe. OHHU UMEIOT JIUJIEPOB B HECKOIIBKUX 3apYOeKHEIX CTpaHax.

IMpakTH4yeckoe 3ausiTHe Ne3. OcHoBHBIE paBujIa opdorpaduu U NYHKTYAUHH AHTJIHHCKOT0
A3bIKA.

OpranuzanuorHad (popMa 3aHATHS: TPATUIIHOHHBIH CeMHHap.
[lens: (opmMupoBaHHE VY CTYJAEHTOB peUeBOi, S3BIKOBOH W KOMMYHUKATHBHON KOMIETEHIIUH JIJis
OCYIIECTBJICHHS J1eJIOBLIX KOHTAKTOB.
B pesynbrare OCBO€HHE TEMEI CTY/IEHT JIOJKEH
3HAaTh: OCHOBHBIE TIpaBWJia opgorpapuu W NYHKTYalUd aHTJIMACKOTO S3bIKA;, JIEKCHUECKHE H
CHHTAKCHYeCKHe 0COOeHHOCTH O(HINAIGHO-/IEJIOBOTO CTHJI B aHTJIMIACKOM S3BIKE.
yMeTh: IIPHMEHSTh Ha IPAKTUKE OCHOBHBIE IMpaBuia opdorpapuu U MYHKTYAHH AaHTJIMACKOTO S3BIKA;
qATaTh O(PHUIHAILHO-IEJIOBEIE TEKCTHl Pa3IMUHONH CTEeleHH CIOKHOCTH, CTPOUTH JUAJOrHYECKYI0 H
MOHOJIOTHUYECKYIO pedb C HCIOJIL30BAHHEM HauOoJiee VYIOTPeOHTENIBHBIX JIEKCHKO-TpaMMaTHYeCKHX
CpPeJICTB B OCHOBHBIX KOMMYHUKATHBHBIX CHTYalUaX O(QHIHAIBHOTO OOILIeHUs; IOHUMATh
JUANOTHUECKVI0O H MOHOJIOTHYECKYIO pedb 110 H3YUeHHOH TeMe.
AKTYaTBHOCTh TEMEL: 00VCIIOBJIEHA HEOOX OJTUMOCTEIO OBJIajieHus Y K-4.
TeopeTnde oRAIVEAT TN Hiﬁél-; o

cepmqjﬂa}:ng%ﬂﬂmamaaaﬂ%5E?Basmﬂemm+}435

BranendICTTOIIEROBAHHE, JDOIHCHEIX, OVKB B AHITTHHCKOM SI3BIKE€ IOJJUHHSAETCA HECKOIBKO WHEIM IpaBHIIAM,
HE}I{E.TIH B PYCCKOM.

FPDHI’ICHBI}{ D}’I{E B AHTJIMHCKOM SI3EIKE HHL’[I}’TCH
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1. TTepBoe CIIOBO MpeJTOMEeHHS.
2. Ilutarta sayTpH npeioxkenus (God said, Let there be light. - Gen. 1:3).
3. IIpgaMoii BOIIpOC BHYTPH MpEJJIOKEHNS, Jlaxke eCli OH He BhIjensgercd kaBblukaMH (He usually asks
himself, Am 1 nght?).
4. Jluanoe Mmectoumenue g (He and I disagree).
5. UMeHa coOcTBeHHBIE: (paMUIHH, UMeHa, Teorpapudeckre 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., ofHako, 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 cTpad cBeTa U UX Ipou3BojHEe (the North, a Northerner).
14. Ha3zBaHus JIHUTepaTypHBIX TPOHM3BeIeHHH, KypHalioB, cratedl W T.1. (Shakespeare's Macbeth, the
Journal of the American Medical Association).
15. Ha3zpanug Toprosulx 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 MepeHOCHTh 3HAKH TPEMUHAHUS, a TaKkKe COKpalleHHble 0003HAYEHUS Mep Beca, JJIMHBL,
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 HUKOT1a He pasjerstores (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 cjiora, Hukorja He nepeHocsaTced (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, 0003HAYAIOIIIHE OJIMH 3BYK, HE pa3/IefIfIOTC IPH MepeHoce.
[TepeHOC BO3MOIKEH B ClieVIONMX CIyYasX:
1. Paznenstorcd y/IBOeHHEIE CcOrJIacHBIe (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. CormacHast MexTY ,IIE}’MSI TJIACHBIMY TTePEHOCUTCS CO BTOPBIM CJIOTOM (ma-jor, la-ter).

6 HE EHDEED}DM [EEIEHHTE.TIBHDH H HpEEDCKD,IIHDH CTEellIcHH HpHJIElTElTEJILHBIK (ShDI"[ er, ShDI"[-
e SNEKTPOHHO oanncb

CepTudukar: " 2C0000043E9ABSBY952205E7BAS00060000043E

Branenel 11 qp@ézlﬁ@mﬁﬂb%aaﬁymﬂﬂganpﬂqaﬂm H repyHaus (go-ing, play-ing).
TOUYKA

l. Kak 1 B PUXCCRDM B AHTJIMHUCKOM SI3BIKE TOUKA CTABHTCY B KOHIIE HIJE,IIJID}I{EHHH.
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2. B oTiMuHe OT pPYCCKOTO, B aHTJMHICKOM S3BIK€ TOUKA CTABUTCS B KOHIE IIPeIJIOKeHUs,
BOIIPOCHUTENILHOTO MO (hopMe, HO cojiepkaliero He Bompoc, a npockdy (Will vou kindly fill in the
enclosed form and return it directly to us).
3. Kak mpaBuio, cokpalleHud (3a HCKIUEHHEM Ha3BaHHH TOCYJap-CTBEHHBIX M MeKVHAapOIHBIX
OpraHu3armil) okaHdHBarTCI TOUKOH (Mr., Mrs., Dr., pp., Dec, 7 p. M., 30 mins., no. 15).
Taxue popmel, kak 1st, 2nd, 3rd, 4th u 1. ., Hcmonb3yroTCS 6€3 TOYEK.
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.

SATTATAA
13 BceX MYHKTYAIMOHHBIX 3HAKOB 3amsTas IMpe/cTaBiser HanOobIlINe TPY/IHOCTH KakK JIJii HHOCTPAaHIIEB,
TaK U VISl CaMUX HOCUTeJIel S3bIKa.
l. 3angToil B aHITIMIICKOM fA3BIKE, TAK K€ KAK W B PYCCKOM, pa3JeNMioTCs YacTH CJIOKHOTO 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. 3angras cTaBUTCAd MeEXKIAY OJHOPOJAHBIMH WIeHAMH IIPeIJIOKEHUS, KOTOPEIE He COeJUHEHBl 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 3alSTBIMH, NpUYeM 3amdTas, 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
BEIpaykeH 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 COTeH Thicad W T. A. (15, 000, 000). 3amgaras He craBHTCI TpH 0003HAUYCHUH
MHOTO3HAUHBIX HOMEPOB JIOMOB, CTPAHUIL KHHUT.
BorpocH " 3aJJaHus:
1. TTonroroBsTECH K 00CYKAEHHIO TEOPETHUYECKOTO MaTepHaa.
Opporpaduyeckne TpyTHOCTH. TPYJIHOCTH B paCCTAHOBKE 3HAKOB IPEITMHAHUSL.

2. ITpounTaiiTe H NepeBeIUTE TEKCT

MEETING A BUSINESSMAN AND ARRANGING HIS VISIT

Recerving Visitors

Recelving 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 is your
responsibility to greet each visitor with a smile and make each one feel welcome. There are different tasks
and procedures involved in receiving visitors with an appointment and without an appointment.
Receptionists should be notified by executives or their secretaries of all the appointments which have
been made each day. This should be done in advance or at the beginning of each day. Executives should
report thelmmemMeRTemizn example, going to see an important client, going to lunch) to a receptionist
thmu%hcmﬁ{'":[ﬁré: mg?% ”F@&Gnﬁtiﬂnjst has this information, she can receive and talk to visitors without

Ceprucpukar: _ 2C0000043E9A 205E 7BA50006000 ﬂ?]aE _ _ _
snanendly hgsitancyrwhen dhey.arraye, and there will be no appearance of inefficiency.

Mr. Clifford has just received a telegram. A businessman from Russia is coming to have business
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ﬂeﬁCTamIT]élfﬂlcn S ﬁﬁtzl% Eﬁ_b EI'E[&‘?ECllffDrd 1s asking Miss Flipps "Will you help me?" Miss Flipps says "Of course 1



will. T shall meet Mr. Belov at the airport. I'll reserve a room for him at a good hotel. What else do you
want me to do, Mr. Chifford?"

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

3. Translate and 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 itinerary for any other day of his visit.

Breakfast at the hotel.

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

transport facilities. Lunch with the Sales and Transport Managers.

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

18.00. At leisure.

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

President's place.

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

Clifford), UleiefvAcTovEAtHS ales Manager, Transport
ANEKTPOHHOW NOANUCHIO

Eepmdmhg?:n%ggﬂmdSEEABBBBEEEDEE?BAEGUﬂEGﬂGﬂﬂdSE _ _ o
Bnanenedl Shtsi0f  NeW: Y 0k t0 8881 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.
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From New York Mr. Belov is going to a branch of the Company for Foreign Trade in San Francisco.
Miss Clifford 1s going to call their General Manager and ask him to help in arranging this visit.

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

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

6. Translate into English.

a) 3apTpa CHHIU BCTpedaeT pycckoro OusHecMeHa M3 MockBel Mrops benopa. Camolier npuietaer B
3.15 nuga. OnHa noejiet B asporopt B 2 yaca. M3 asporiopra oHa OTBE3€T ero B TOCTHHHILY.

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.

- Iloxkamyicra. Bamre M4 |1 azpec, noxkaiyicra.

ITpakTH4yeckoe 3ausiTie Ned, ITHcbMeHHBIH MepeBo/l 1eJI0BOI KoppecnoH/IeHIH H.
OpranauzanuonHasd (popMa 3aHATHS: TPATUITHOHHBINH ceMHHap.
[lens: ¢gopMHpOBaHHE VY CTYJEHTOB peueBOi, A3BIKOBOH W KOMMYHHKATHBHOH KOMIIETEHIUH J1Jis
OCYIIECTBJICHHUS JISJIOBBIX KOHTAKTOB.
B pesyibrare OCBOEHHE TEMBI CTY/ICHT JOJbKEH
3HAaTh: OCHOBBI MepeBojJla O(GHUIHAIBLHO-/ICJIOBEIX TEKCTOB; OCHOBHBIE TpaMMaTHUYeCKHE SBJIICHHS,
XapakTepHble i Mpo(ecCHOHANBLHON peud; JIeKCHYeCKHe W CHHTakCHYeCcKHe OCOOEHHOCTH
o(pUIHAIIEHO-/IEJIOBOTO CTHJIS B AHIJIMHCKOM SI3BIKE.
YMETh: TMePEeBOAUTh O(PUIHABLHO-/ICJIOBLIE TEKCTHI; BHJETH XapakTepHbIE CTHUJICEBBIE UYepTHI; YHTATh
o(pUIHUaILHO-/ICJIOBBIE  TEKCTHl  pa3/IMUHON CTEMEeHW CJOKHOCTH, CTPOUTh IHAJIOTHYECKVI0 H
MOHOJIOTHUECKYIO pedb € HCIOJIb30BAHHEM HauOojee VYIOTpeOUTENBHBIX JIEKCHKO-TpaMMaTHYeCKUX
Cpe/ICTB B OCHOBHBIX KOMMYHHKATHBHBIX CHTYalmudX o(uIUaTIbHOTO OOIIeHUS; MOHUMATh
JUAIIOr HUEeCKYI0 U MOHOJIOTHYECKYIO pedb 10 H3YUEeHHOH TeMe.
AKTYallbHOCTh TEMEI: 00YCIIOBJIeHA HEOOX OJIUMOCTHRIO OBJIajieHns YK-4.
Teoperuueckas 4acTh:
M3yurTe OCHOBHBIE COKpAIIICeHHUS, HCITONb3YeMbIe B JIEJIOBON KOPPECIIOH JICHIIHH:
A/C, a/c, acc. (account current) — TekyIIHIA cueT
adsd (addressed) — ajipecoBaHo
adse (addressee) — ajipecar, mojaydaTeib
ad (advertisement )—pexiiamMHOe 00OBABJIEHHE (MHOMXK. YHCJIO — ads)
a.m. (ante meridiem) — 710 Moy IHA
app. (appendix) — NpUIIOKEHHE
Attn, (attention) — BHUMaHHIO (KOTO-JTH00)
B/E, B.E., b.e. (bill of exchange) — nepeBo/iHOi1 Bekcelb, TparTa
B/L, b/1, B.L., b.l. (bill of lading) — xoHOCaMeHT
cc., cC (coples) — ykasaHHe Ha aJipecaroB KOIUI MICEMa
CEO (chief executive officer) — HCITOJHUTENILHEIN JUPEKTOP
cf. (confer) — cpapHuTE
Co. (company) — KOMITaHUS
contr. (c -::mtract} — KOHTPAaKT

Corp. (c-:::r H) man arusl

cur. l f o % urrent) — TeKYIIHA
Ceptudy :}:;u:rme.Ea 95:::] DSETBASEIEIGE 0600043E
Bnapen Hrll reaniPadKal 'DHDTIJHCDHH

dd l (dated) — marupoBannsiii; 2. (delivered) — nocraBiieHHBIH
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doc. (document) — JokyMeHTHI (MHOXK. YHCITIO — dOCS.)
doz., dz. (dozen) — mroKHUHA
eaon (except as otherwise noted) — eclin He yka3aHo HHaue e.g. (exempli gratia, JiaT.) — HampuMep
enc., encl. (enclosed, enclosure) — BIIOkeHHEBIH, MpUJIaraeMeblii, BIOKEHHE, IPUJIOKEHHE (K MUCBMY H T.
I1.)
exc., excl. (except, excluding, exception, exclusion) — wuckJIf0O4Yasg, UCKIIOUEHHEe eXpn (expiration) —
HCTEeUeHHE (CpoKa)
fig. (figure) — 1. — mudpa; 2. — pUCYHOK, CXeMa
FY (fiscal vear) — (p@mHaHCOBEI roj1
h. a. (hoc anno, Jiar.) — B TEKYIIEM TOY
hf. (half) — monosuHa
H.Q., HQ, h.q. (headquaters) — rnaBHoe ymnpapjieHre (KoMITaHHH, opranuzanun ) id. (idem, nar.) — ToT
e
L. e., ie (id est, mar.) — TO ecTh
inc., inch (including) — B0 Yas
Inc., Inc. (incorporated) — 3aperucTpUpOBAHHBIN KaK 0 PUIHYECKOE JIUIO (KOPIOoparus)
info (information) — uH(popMaus
inv. (Invoice) — cuer-(hakTypa
IOU (I owe you) — monroBasi pacIiicka
L/C, Le., 1/c (letter of credit) — akkpeUTHB
LLC (limited liability company) — xoMITaHHd ¢ OTpaHUYEHHOH OTBETCTBEHHOCTHIO
Ltd., Itd. (limited) — c orparnueHHOI OTBETCTBEHHOCTHLIO
LOC (letter of commitment) — rapanTHiiHOE IMHCEMO
mdse (merchandise) — ToBaphI
memo (memorandum) — 3amnmcka
M.O., T.0. 1. (mail order) — mouroBslil mepeBo;1; 2. (money order) —JieHekHBIH TepeBO/I, JIaTeKHOE
[MOpYUYeHHE
M.T. (metric ton) — MeTpHYecKas TOHHA
MYV (merchant (motor) vessel) — Toprosoe (MoTOpHOE) CYITHO
N/A (not applicable) — He npuMeHHMoO (HaMp., IVHKT B aHKETE)
N.B., NB (nota bene, JiaT.) — BaxkHO€ 3aMedaHHe
NC, N.C., B/c (o charge) — OecruiatHO
PA (power of attorney) — /10BepeHHOCTh
p.a. (per annum, JiaT.) — B TO/I
par. (paragraph) — a03an, maparpad, IyHKT
Pic, PLC (public limited company) — oOTKkphITas axklHOHEepHas KOMIIAHHUS C OrpaHUYeHHOMH
OTBETCTBEHHOCTHIO
PO (post office) — mouroBoe oTelieHue pp. (pages) — CTPaAHUIILI
PP, p-p. (per pro, 1at.) — OT UMEHH U [0 [TOPYUEHUTO
qv (quod vide, nar.) — cMoOTpH (TaM-TO)
R&D (research and development) — Hay4HO-HCCIIe/IOBATEILCKUE W OMBITHO-KOHCTPYKTOPCKUE pabOTH
(HUOKP)
ret (receipt) — pacnucka, KBUTAH U
rept. (report) — ortder re (regarding) — OTHOCHTEJIBHO
ref. (reference) — cchliika
shipt (shipment) — oTrpy3ska, oTIipaBka
sig. (signature) — MOJITUCH
fn. (ton) — TOHHA
urgt (urgent) — CpOYHBIH
V., V8. (versus, J1aT.) — IIPOTUB
VAT (value-added tax) — HIC
V.LP, VIP (very important person) — oco00 BaykHOe JIUIO V.s. (vide supra, jar.)
AIOKYMEHT MOANWCAH

B o ﬂEﬁép MOAMMChHIO
CepTHdiy 2C0000043E9ABBBIS2205E 7BAS00060000043E
Bnagen W@E@%%M&GWW 10 TCOPCTHHCCKOT'O MaTepHaa.

KEI].{DEBI OCHOEBHEIC TIJEDDEEIHHSI [IpEeIBABJIACMEIC K JICJIOBOMY HEpEED,II}?r‘-' Kakue rpaMMaTHYECKHC

KATETIroOpHH OTCVTCTB T B CCKOM M3BIKEC ITO CPABHECHHEO C HHTHHHCEHM H Kak N30exarh T HOCTEH
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mpH WX mnepeojie? Kak mepeBOASTCS TEKCTH ¢ OOMIEMPHHSTHIMH W CHENUATBHBIMH COKpAlleHUsIMHU?
Kakue (ppassl B TekcTe IepeBoia OCTa0TCd B epBOHAYanbHOM BHe? (ClioBa U (hpassl HA IPYIOM S3BIKE,
yeM SI3bIK OpPUTHHAJIA; COKpallleHHble (PUpMEHHBIE HAUMEHOBAHHS TeXHHUKH; HAa3BaHHUS 3apyOeKHBIX
KYPHAJIOB U Taser).

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

availability of goods;

method of transportation;
transportation costs;

delivery dates;

to give full details;

in connection with this;

to get in touch with...;

we urgently require to perform...;
deadline;

to have to remind;

on favourable terms;

immediate reply;

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

our detailed catalogue;

to meet the requirements;

to place an order;

to accept the offer;

we regret to let you know;

to offer a substitute;

penal provisions;

3. Give the English equivalents of the following words and word-combinations:
[IpeIOCTAaBUTh JJAHHBIE O YEM-JI.;
[IPUHOCUTHh U3BUHEHHS 34 UTO-II.;
HOBEHIIINH MMpeCcKypaHT;

VKa3bIBAThH [IEHHI;

MOJIOKUTENBHOE pelIeHHe BOIIpOoCa;

B ClIy4yae HeYIIAThI;

OBITE TIPH3HATEIIBHBIM;

oOpamraeM Banile BHUMaHHe HaA...;
CCBIJIAsiCh HA...;

[MOCTAaBIIIUK;

VCIIOBHS MTOCTABKH;

rmepesiaBarh JeJi0 B apOUTpaKHBIH CYI;
YCIIOBHS OIUIATHI;

[mpejjiaratb TOBap;

[IPETEH 35,

MOJATBE PyK/ICHHE 3aKa3a;

Hamle Mpe/iokeHHe 1eHCTBUTENBHO JI0 ...}
TPAHCIIOPTHBIE PACXO/IBI;
pe1ocTaBUTh 5% CKUJIKY;

OTKa3aThCsl OT 3aKasa;

B ciiyuae Baniero orkasa...;

B IPOTHBHOM ClIyUae;

AOKYMEHT MNOANMCAH

4, Form wil ' SEHIRHTES R th the English words from the exercises IIT and IV.
Cepudmiat:  2C0000043E9ABBBY52205E 7BA500060000043E

Bnaneneu: llleGayxoea TaTeAHa AnexkcaHgpoBHa

5. IlpounraiiTe U nepeBeJUTE TEKCT.
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Igor Belov is greatly impressed by his visit to the Company warehouses. They are very efficiently run
though only a few people are employed there. Electronic equipment and up-to-date machinery are used to
keep track of the goods, to pack, to mark, to load and unload them.

Goods are delivered all over the American continent by the Company lorries. For overseas delivery ships
and sometimes planes are rented. The cargo 1s always promptly delivered.

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

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 1s 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,
- if the Company is run efficiently.

Ask Miss Flipps

. what commissions she 1s given at the office,

- how much she 1s paid for her work,

. if she 1s satisfied with her position,

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

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

9. Translate and learn the following conversations:

1) — Hello, Mr. Jackson. It's Cindy Flipps. Mr. Clifford wants you to show our Russian guest around the
warehouses tomorrow.

- DDﬂﬂhﬁﬂmmﬂﬂem—lmw the goods are stored? O.K. Tell your boss I'll take him around.

THHHEONP ‘We are much obliged to you.
Ceptucygar:  2CH000 4359&5559522055? AEEI'DEIE mmah
Bnagen J% VOl ME, or showing me around. I'm very much impressed with the order and

efﬁmency here. I'm really grateful for a chance to learn.
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- You are welcome, Mr. Belov. And now what do you say to a little glass of something in my
office?
. You are so kind. Looking around 1s a thirsty job.

10. Translate into English.

a) ToBapel HTOH KOMIAHUH JOCTaBJAIOTCI 10 Bced POCCHH TpPYy30BEIM, KeJIe3HOIOPOKHBIM U
aBHATPAHCIIOPTOM. TOBapEI BCET/1a JOCTABIISIIOTCA BOBpeMs. KoMITaHUA HHKOI/1a HE ITOIyYaeT ajfoo.
XpaHATCd TOBApbl Ha XOpOHIO OOOPYIOBAHHBIX CKIIA/IaX. DIEKTPOHHOe O00OpyJIOBaHHUE HCIONB3YeTcd,
YTOORI CeUTH 3a VIIAKOBKON, MAPKUPOBKOH, ITOTPY3KOH U pasrpy3K0i TOBApOB.

0) Mucc @IuIImc — oTIMYHEI cekperapb. Mucrep Knudopa yaosieTBopeH ee paboToii, a MUCC
@munrce yJIOBIIeTBOpeHa CBOUM MonoxkeHHeM B KoMmmmanuu. Eil miiatdt XOpOIIYIO 3apIijiary, JaroT
OTBETCTBEHHBIE MTOPYUYEHHS, BCErJa XBAJBIT 33 XOPOMIVIO padoTy.

B) Kak Bam moHpaBwiack Bama moesaka B boctoH? — OdeHb moHpaBHiiack. MeHS BCTPETHIIH B
a’poITOPTY, OTBE3NIH B XOPOWMIVIO TOCTHHHUITY, IMOKasald Topo]. Ha crmeayioniuil JIeHb S BCTPETHIICA C
pykoBojuTEeNIeM (UPMBI, MBI OOCYJMIIHM BCe BOIPOCHL. MeHsS MNpeJCTaBUIIA BCeM CHelHaTucTaM H
[IPUTJIACHIIA HA JIeTOBOH JIaH Y.

IIpakTHuYecKoe 3aHATHe NoS. bpUTaHCKHI 1eJIOBOH dTHKeT: 0CHOBHELIE NMPHHIMHIBI H IIeHHOCTH.
Henopon yTuker B CIIA.

OpranuszanuonHas (popMa 3aHITHS: TPaTUI[MOHHLIIN ceMHHAap.
[lens: ¢opMupoBaHHe V CTY/IGHTOB pedeBOil, A3BIKOBOH W KOMMYHHKATHBHOW KOMIIETEHIIMH JIJId
OCVIIECTBJIEHHS JI€JIOBBIX KOHTAKTOB.
B pesynbsrare OCBOEHHE TEMEl CTYIEHT JOJKEH
3HATh. OCHOBEI JISJIOBOTO STHKETA.
yMeTh: Ha OCHOBE JIeJIOBOTO JTHKETa CTPOHTh JHAJOTHYECKYID W MOHOJOTHYECKYIO pedub C
HCIONB30BaHUEM HauOoJiee VYIHOTPEOUTENIBHBIX JIEKCHKO-TPAMMATHYECKHUX CPEeJCTB B OCHOBHBIX
KOMMYHHKATUBHBEIX  CHTValHIX  oUIHaIbHOrO  OONIeHWS;  [MOHHUMATh  JIMAJIOTHYECKVID  H
MOHOJIOTHYECKYVIO pedb 0 H3VUEeHHOH TeMe.
AKTYaJIBEHOCTE TEMEL: 00YCIIOBJIEHA HEOOX OJJTUMOCTEIO OBJIajieHHd Y K-4.
Teoperndeckad 4acThb:

HenioBoi sTHKeT B BelIMKOOpUTAHHU BO MHOT'OM ONpejersiercs NPUHIHUIIAMH H IIeHHOCTSIMH
JIeJIOBOH KYJIBTYPHI 3TOH CTPaHbl U HMEEeT CBOH OCOOEHHOCTH.
Kak W3BecTHO, OpUTAHIEI OYeHb BEXKIMBEI U OOXOMHUTEJBHBEL. DTO BO MHOIOM OIpefeliieT CTHJIb UX
OO0mIeHHs. bpUTAHIEl MPAKTHKYIOT JaBark VKJIOHYHBEIE OTBETHEI HA IpAMEIE BOIIPOCHI, JHAJIOTH YacCTO
HOCAT JIBYCMBICIIEHHBIH Xapakrep. UTOOB MOHATH, YTO MMEHHO OHH XOTAT BaM CKas3arb, HEOOXOIUMO
BHUMAaTeLHO CJIe/IUTh 38 HATOHAIIHEH To/ioca U BEIpakeHHEM JIHIIA.

B CHOXKHBIX CHTYAaIlUgX aHTJIIHYaHe NpOSBILIOT CIAEep:KaHHOCTH H caMooOnaganne. Ho rtak xe
OpHTAHIBl NPEANOYHTAIOT ¢ IOMOPOM TIOJAXOJUTE KO BCEM KH3HEHHBIM CHTYalusM W OH3HeCc - He
uckimodeHne., K 0coOeHHOCTSIM JIEJIOBOr0 3THKeTa B bpUTAaHHH MOKHO OTHECTH CleVyiollue deprthl. B
OOIIIeHUH HYXHO IMPHAEPKUBATHECA ONpeIeNIeHHON JIHCTAHIHH, ITOCKOJIBKY OpHTAHIB BEChbMa TPEMEeTHO
OTHOCATCS K THUHOMY NpocTpaHCTBY. [IposgBlieHHEM BeTHBOCTH OyeT COONIOJIEHHEe PYKOIMOKATHS TTPH
[IEPBHYHOM 3HAKOMCTBE. B pasroBope INMpHUBETCTBYIOTCA IpSMBIe B3TJI/LL B riia3za. OJIHAakKO HE CTOMUT
TOTO JefiaTh CJIHIIKOM JoJiro. JleoBoe oOIIeHHe ¢ OpHTaHINAMH He IMpeaycMarpuBaeT JIMYHBIX
BonpocoB. He cTrout 3a0bIBaTh, 4TO OOXOJUTENIEHEIE AHTJIMYAHE JOBOJIBHO YacTO JIAKOT HHCTPYKIHH B
BHJIe BEKIHBEIX IpOCkD. Tak ke He cleayer 3a0bBaTth BaKHBIE MeNOYH. BXOJd B MOMelleHHEe
HeOOXO/THMO TIPOITYCTHTE CTAPIIETO MO JOHKHOCTH. Ha J1emoBOH BCTpedue HElTpHEMJIIEMO JIEP:KaTh PYKH B
CJIOKEHHOM COCTOSHUH. bpHTAHIBI BOCITPHHUMAIOT 3TO KAK 3HAK CKYKH H HE3aHHTEPECOBAHHOCTH B JIEIIE.
Tak ke OpuraHnbl Bcgdeckd H3beraror uucna 13. Ornpapisisach Kk OpHUTAaHCKOMY TApPTHEPY B TOCTH,
Jydiie HeEMHOTO OIT03/1aTh, UeM IMpUHTH 3apaHee. [ToCkObKY NPUXOJUTE PaHbIlle HA3HAUEHHOTO BpEMEHH
CUMTAeTCd HEeNMPHIWYHBIM. MHOr/Ia B NpHTIalleHnd Ha BCTPEYY MOTYT OBITH HCIOJIB30BAHEI CCHIIKH HAa
TO, B KakO# oJiesk[ie cneayer NpuiTh. Kak 1 MHOTHE eBpollelcKie Hapo/Ibl, OPUTAHIEI AKTHBHO OOPIOTCS
34 npaBa }I{Hlﬂwﬂﬂ"ﬁ HE CTOHUT IPUXOIUTE B OJIeK/1€ U3 HAaTYPAIBHBEIX MEXOB H KOKH.

bpuraH ﬁiﬂ% O(peCCHOHAJIBHEI, 00JIAJIal0T BEICOKOHM KYIBTYPOH. B KpyT HX
Ceptudmkar: 2C0 ﬂﬂdSEEABBEBE A5O0D60000043E T P al YIABTYD Py

BnaﬂeﬂgﬂHTenﬁe@%BgagmHgquﬂgggﬁpmypa CIIOPT W HCKYCCTBO. B J1eNoBO# cpejle OpHUTaHIBI OTHOCITCSH K
CAMBIM KBaTH()HIIUPOBAHHLIM OM3HECMeHaM B MHpe.

bpuTtanckag 5EHDEE{H K .TIBT}’pEl OCHOBHEIC HIJHHI.[HHBI H NCHHOCTH.
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bpHTaHMEl, OCOOEHHO aHTIIWYaHe, CIaBATCHd CBOEH BEKIHBOCTRIO W O0XOUTEITLHOCTBIO. DTO OJUH U3
KJIIOUEBLIX MOMEHTOB B OpHUTAHCKOH KYJIbTYpe H (PYHIAMEHTANBLHBIH acmekT OPHTAHCKOIO CTHII
OOIIIeHHsL.

"Stiff upper lip" - B OykBaibHOM mepeBojie "TBepjad BepxHssS ryda"”. Iror oOpaszHBEI TepMHH 4acTo
HCITONIB3YeTC JJI9 OIMHCAHUA TPAJUIHOHHBIX OpPHTAHCKHUX KAUeCTB - CHAEP:KAHHOCTH H caMOoO0JIajaHns,
KOTOpEIE OpHTAHIOEl IPOSBJSIOT B TPYJAHBIX CHTVAUIX. B OpHTAaHCKOH KVYIBTYpE OTKPHITas
JEMOHCTPALHS SMOMUN - ITO3UTHBHEIX WJIH HETATUBHBIX - BCTPEYAeTCsS OYEHL PeJIKO, IO BO3MOKHOCTH
H30eraiTe BEIpakarh CBOH UYBCTBA MyOIHYHO. Ha 1elIOBEIX BeTpeduax 3TOT PHHIUI O3HAYAET, YTO BallIH
OpHTAHCKHE KOJUIETH HaMepeHHI IOCTPOUTHE JUANIOT B atMochepe (opMalbHOCTH U OeCIIpUCTPACTHOCTH.
FOMOD - KITFOUeBOi 3JIeMeHT BCceX CTOPOH »H3HHU B BellnkoOpuTaHuu. BakHOCTH 4yBCTBA FOMOpA BO BCeX
CATYalMsIX, BKJIIOYAS JIENIOBOH KOHTEKCT, TPYJHO IMepeolneHuTh. IOMOp dYacto HCHONb3YeTcs Kak
3AMUTHBI MEXaHW3M, B OCHOBHOM B (pOpMe UPOHHUU WIIH CaMOUPOHHUU. UpOHUUHBIE HOTKH MOT'YT OBITH
CKPBITBHI, 3aBYATHPOBAHEI IOJTEKCTOM, Yr0o Takke SBJISeTcd XapakTepHOH 4YepTod OpPHTAHCKOTO
VKJIOHYHUBOTO CTHIIS OOIIEHUS.

CoennHeHnHoe KopolieBCTBO 3HAMEHUTO CBOeill SApkoil HCTOpHEd W CHIIbHBIMH TpPaJUIIHSIMH,
c(hOpMHPOBABIIMMHUCS [10]] BIUSHUEM KOJIOHHAIBLHON HMIIEPUH, TPAXKTAHCKON W eBpOMeiCKUX BOWH, a
TAKKE KOHCTHUTYIHOHHON MOHapXuu. YeTBepras Mo BeMHUYHHE HALMSA, TOPIYIOMIAs CO BCEMH CTpPaHAaMHU,
BenmukoOpuTaHud OBICTPO CcTalia JTHJHPYIONIAM eBpPONENCKHUM IEeHTPOM IpeJlpHHHMATEILCTBA.
[Tognep:xkuBaeMas cTaOMJIBHON MOJTUTHYECKON W SKOHOMHYECKOH cHUcTeMOil, BemnkoOpHTaHHS SBIISETCS
IPUBJIEKATENLHON 0a30M g 3apyOe:kHOTo OW3Heca, mpejjarasd HIHPOKHE BO3MOXKHOCTH BO MHOTHX
obnacTaX, B TOM YHCIie B HCCIie/IOBAHHUAX, paspadOTKaX WM HOBBIX TEXHOJIOTUAX. TeM He MeHee, UTOOBI
ycrnenrHo paboratsk B OpUTAHCKUX JIENIOBEIX KpyraxX, HY;KHO 3allOMHHUTE HECKOJIBKO BAaKHEIX ITpPaBUIl, H
IPUMEHATh UX KaK JI0, TaK U BO BpeMs cBoero Bu3nuTa B CoeuHeHHoe KopolieBCcTBO.

Paboune MOMEHTHI:
- B COOTBETCTBUH ¢ OpHTAHCKHM OH3HEC-IIPOTOKOIOM, MYHKTVAIBHOCTE OUeHE BakHA Ha JIIOO0H JIeJIOBOH
BCTpede, IIpHeMe HITH Y:KHHE.
- Ha3HA4aTh JeJIOBYIO BCTpeUy NPHHSATO 3a HECKONBKO JHEH 10 Hee.
- OpHUTaAHILI CKJIOHHEI CHeJOBATh YCTAHOBJIEHHBIM MpaBWIaM, ITOITOMY IIpHHATHE pemIeHHS YacTo
CTAaHOBUTCS BeCEMa JOJTHM IIPOIEeCCOM

CTpykTypa U HepapXus B OpUTAaHCKHUX KOMITAHHUAX - COBpeMeHHBIe OPUTAHCKUE KOMITAHHH UMEIOT
OTHOCHUTEJIBHO "TOPU30HTAILHYIO" HEPAPXUUECKYIO CTPYKTYPY. [IpHHIIUIIHANIEHOE pa3inuie TPOBOTHTCS
MeKJY MeHe/DKepaMH W OCTAJbHBIMH CIyKaluMH. (BHHMaHWe: B aHTIMiiCKOM s3blke, U B bpuranuu
COOTBETCTBEHHO CJIOBO "MeHe/kep" o3Hadaer "pykoBojuTelb". MeHekepsl OOBIYHO OTBEYAIOT 34
CepBbE3HBIN YUACTOK padOTEHI H YIPABISIOT OT/JAENOM, JIelapTaMeHTOM JIHO0O0 Ienon ciykooi. [1ostomMy
[MOMHHATE, YTO 5TO CJIOBO HE HMeeT HHYEero OOIIero ¢ POCCHICKON TpaJHIlueill Ha3bIBAaTh KaxkJIoTO
[po/IaBIia "MeHe/HKepOM TOProBporo 3ama").
- B OCHOBHOM, IIeHTpAJILHBIM OPraHOM, TPHUHUMAKOIIHM pelIeHHs, IBISEeTCS COBET JUPeKTOpOB. CaMble
OTBETCTBEHHBIE pellleHUs Bcerja B BeMkoOpUTaHUH MIPHHUMAIOTCA HAa caMOoM "BepxXy'.
PykoBoauTe I B BennkoOpHUTAaHHH B OCHOBHOM ITpe/IIIOYHTAIOT YCTAHABIIMBAThL XOpolIHe pabdoune
OTHOLLIEHUS C NOJUYNHEHHBIM.
- HaganeHuk 3adactyio Oeper Ha cebsd poJib TpeHepa, YUHTels, co3faBasg atMochepy MOJIepKKH H
BJJOXHOBJISS CBOUX COTPY/IHUKOB Ha BEIMOJIHEHHUE padOTHI.
- KomanHasg paGora O4eHb BaKHA, XOTd W YYBCTBO WHAMBHUIYAIBHON HASHTH(IHKAIHUH TOKE OUYEeHb
CHJIEHO ITO OTHOIIEHUIO KaK K pealil3alii 3aJlaui, TaKk U K COBEPIIEHHBIM OIIHOKaM.
Henosoil stukeT B CIITA
[IpuBeTCTBHE
CorjacHO aMepHKaHCKOMY JIEJIOBOMY STHKETY, IPHBETCTBHE W 3HAKOMCTBO COIPOBOIK/IAETCS
pykonokatueMm. B CIIIA He mpHHITO 0OMEHHBATHLCSH ITOLENVIMH U 1eJIOBATh PYKY KeHIuHe. [Tpu Oolnee
JIpPY/KeCKOM OOIIIeHNH, B 3HAK IIPHBETCTBUS, aMEPHKAHIIEI IPUBBIKITH MMOXJIONEIBATE JIPYT JIpyra 10 CIIHHE.
ObpareHue
AMepHukaHIBl, HUMes JPYXKECKHH XapakTtep, Bcerjia CTpeMsATcs VYCTAHaBJIHBAaTh He(pOpMallbHYIO
atMoc(epy Ha TeperoBopax, mo3ToMy MPeIMOYUTAIOT O0MIATHCS C JIF0JBMH IT0 UMEHH He3aBUCHMO OT HUX
BmpaCTa HAveyioseHgnB-ge opMalbHON Oecele TyUIlle H30erarh MONHTHYECKHE H PETUTHO3HEIE TEMEL.

[1e o ?ﬁ;&q’ﬁoﬁ'&%ﬁ DXB.TIE‘IEHHH, OT/JIBIXa | cIopra.
C‘.Epmd:mu 000004 S GNBEBIB220bE TBAS00650000
Bnanend PATTAICIHEC.B, LOGEH, M, JIOAI PKH
Ecm aMepHkaHel] MPUTTIacuil k cede JJOMOH, TO, CKOpee BCero, BBl eMY CHMITaTHYHEL, OH Bac 3aMeTHI H

oneHHuI. B sToM C lIE?IE MOKHO IOPHHECTH ¢ co00H IoIapokK - BECTHI, OVTRIJIKY BHHA HJIH CVBEHH
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XapaxkTepHBIH s Bamieil crpaHsl. B memoM e, JenoBsie mojapkd B CIIIA He MpUHSATH, TAK KaK MOTYT

BBI3BAThL HeJIOBepHEe, W BOCHPHHATHL kak B3dTka (B CIIIA geiicTBYIOT OYeHb CTPOTHE 3aKOHHI,

pPeryJIMPYIONUe OTHOMIEHHS ¢ B3gTkaMu ). C JIpyroi cTopoHBl, HeOOBIIOH CYBEHHP, C JIOTOTHITOM Bamiei

KOMITaHWH, OyJaeT IMPWHAT C V/OBOJBCTBHEM M pacliakoBaH MpsMo Ipu Bac. Co cBoeill CTOPOHEHI, B

KauecTBe MOJapka aMepHKaHCKHe OM3HECMEHEI MOTYT IIPHTJIACHTH Bac B peCcTOpaH, Ha OT/IBIX 3a TOPO/I.

AMepHKaHIIEI B CBOEM OOJIBIIMHCTBE MPHIESPKUBAIOTCS 3/I0POBOro 00pasa »KU3HH H, KOHEYHO, THTaHH4,

CTapasch CBECTH K MHHHMYMY IHOTpeOleHHe IPOJAYKTOB COJAep:KalluX XOJeCTepHH, MNpeIllounTas

GppykTel W oBomM. TeM He MeHee, TpaJHUIMOHHAS aMEpPHKAHCKas KYXHS [I0JIb3yeTcsd OOJbIIOH

MOMYJIIPHOCTRIO Cpe/TH ee xuTeliel. KypeHHe aMepHKaHIIBl He MPUBETCTBYIOT, a MOPOH JIaKe OCY3KJIaloT,

[TOTOMY KYPHTE B 3TOH CTpaHe 3alpeleHo IMOYTH MOBCIOY.

OTHOIIIEHHE KO BpeMEHH

«BpeMmsl - JIeHBI'H» - ellle O/IHA W3BeCTHas aMepHKaHCKas MOocCiIoBHIA. Bonpoc 00 5KOHOMHH BpPEMEHH

OYeHb BaKEH JIJI1 aMepHKAaHIeB; OoNTarh IMOIMYCTY - 3HAYHT, TPATUTE BpeMsd, a CIlieJOBAaTelIbHO JE€HBIH.

[TosTOMY BpeM$ BCTped H MEPETOBOPOB YAIlle BCET0 OTpaHHUUBAETCS OJHHUM YacOoM. AMepHKaHell CTPOUT

CBOIO 3KH3HB 110 paclUCaHUI0, YETKO clie/lysd eMy kaxIblil JeHb. [IyakryansHocTh B CIIIA odeHb BakHA,

a OIMO3/1aHNUS BOCIIPHHHMAIOTCS Kak TPYOOCTE.

OTHONIEeHNE K KEHII[UHE

B aMepukaHCkON OH3HEC-KYJIBTYPE KEHIIHHBl CYATAIOTCS PAaBHBIMHU MY:KUHHAM U JIOCTATOYHO YacToO
3aHUMAKOT PYKOBOJIAIINHE NOKHOCTH. B menoM B nemoBoM Mupe CIIA ropasno Golnblile eHIMH, 4eM B
mMOoOOH Jpyrou crpaHe. AMepHKaHCKas OH3HeC JieJH cuuTaer ceOd IMOJHOLEHHBEIM OH3HEC ITapTHEPOM,
[MOATOMY He clieflyeT OBITh Upe3MepHO TaJIJaHTHEIM B OTHOIIEHHH [EJIOBBIX KE€HIIWH, BOMPOCH JIMYHOTO
Xapakrtepa 3/1eCk HEYMECTHBI.

J1eTOBOH KOCTIOM

B CIIIA neiictByet npaBuiio: «YeM BBIIIE JJOIHDKHOCTh, TeEM Oo(HUIHalbHEN KOCTIOM». B J1eJI0BOil KU3HH

IPHHATEl TOJNIBKO TEMHBIE KOCTIOMEL. [l KE€HIIWH NpeJIOYTHTEIEH OpPIOYHBIH KOCTIOM CIIOKOHHOIO

[BeTa, a Takke o0YBb Ha kabiaykaxX He BeIMe 4 cM. MeHee kecTkHe ITpaBuiia, Oolee CBOOO/IHBIN CTHIIL

OJIe3KIBl JIEUCTBYIOT B CIIOPTE, UCKYCCTBE, MOJIE M B UH/IYCTPHHU pa3BJie UeHHIL.

JlermoBoe o0IIIeHHE

Hemnooil stuker CIIA He MHOTHM OTIHYAaeTCS OT €BPOIEHCKOro, HO €CTh U CBOM OCOOEHHOCTH. JJis

aMEepHKAHIIa HeT HHYero OOHJHOTO B BOINPOCE MAIO3HAKOMOIO 4YeJIOBeKa O €ro s3apijiare, Xotd,

HanmpuMep, B I'epMaHiH 3TOT BOIIPOC CUHTAETCS HEJIOTYCTHMBIM.

B CIIIA HamMHOTO MpoIlle MO3HAKOMHUTECI U 3aBECTH JIPYIKECKHE OTHOIICHUS, 10 CPAaBHEHUID, HAITPHUMED,

¢ Amonuei. I TaBHOE, YMETh MPaBUJILHO ITpeJICTaBUTh ce0d. AMEpPHKAHIIEI OUeHb YHEe PruUHble, OTKPHITHIE

H py:xeao0Hsle MoH. C HOBBEIM 3HAKOMBIM MOKHO Cpa3y MHepeXojUTh K JeJIy U TOBOPUTH BIIOJIHE

OTKpOBeHHO. BrlpaxkeHus Let's get down to business - «/laBaiite nepeiieM k Jiey» - OdeHb ITOMYJILIpHA

cpe/ln aMepukaHneB. Bo BpeMsd JeioBOH Oecelbl He NPHUHATO OTBJIEKATHCA Ha MOCTOPOHHHE Jlefia -

3BOHKH IO TeNie(pOHY, Pa3roBOPHl C KOJUIeETaMH. A BOT BCTABJISATh B PA3rOBOP MIVTKHU IO TeME, CUHUTAECTCS

IPH3HAKOM XOpOoWIero ToHa. B cTpaHe roBopaT HAa aMepHKAHCKOM AHTJIMICKOM, CUHTAas JIOHJOHCKHH

AHTJINICKAHA BEICOKOMEPHEIM BAPHAHTOM TOTO 3Ke A3bIka. [T03TOMY eClii BEI XOTHTE MepeBeCTH KAKHEe-TO

MartepHansl il cBoux Oyaynmx naptHepoB B CIIIA, To cTouT 5TO JiefiaTh C YUeTOM JIaHHOM S3BLIKOBOH

OCOOEHHOCTH.

AMepHKaHIEl TparMaTHYHEIE JIFOIH, HE OUYeHE JIFOOAIIHe clieloBaTh TpaaulusaM. i HUX Ha [TepBOM
MeCTe BCerJia CTOAT WHIWBHIVAIBHOCTH H MpaBa 4YelioBeka. JKUTeNb 3TOH CTpaHbl HUKOra He Oyaer
KaIOBaThCd, W pacckasblBath O CBOMX HeyaadaX. HeszaBUCHMO OT CHTYalMM aMepUKaHel] Bcerja oyier
BBITJISI/IETh YBEPEHHBIM, 3[JOPOBBIM, U3JTYUAIOIIHM VCITeX.

AMepHKaHIIEI TOBOPAT TOJBKO TO, YTO JYMAIOT; BOCIPHHUMAIOT JIIOOVIO (ppa3y cobece/THHKA JOCIOBHO.

OHH TI0XO0 MOHUMAKT HAMEKW, HPOHWIO; CIIOKHBIE BBICKA3BIBAHMS WM CKPBITBI CMBICTT CJIOB MOMKET

COHUTE HX C TOJKY.

[Tepenq HawaqioM JeNOBBIX IIEPETOBOPOB aMepHKaHIBl MpeJNoYHTalT coOparh [MOJHEIN ITakeT

uH(popManuu 00 ydgacTHUKAX Oyayiied Bctpeud. OHHM MOTYT MMOMNPOCHTH MPHUCHATh CIIHCOK JIHI] Bamlei

JieNieramui, JOMOTHUTEILHO 3alpOCHB HH(popManuio 00 HX 00pa30BaHUHU, YUETHBIX CTEIeHIX, MeUaTHBIX

TpY/Jdax | T.J1.

AMepHKaH EKOMEABGIRGAAITOCITYIIHEIE TpaxaaHe. Jaxe He3HAuWTelIbHAd HE3aKOHHAS KOMMeEpUecKas
Copm Eg{gpg&ﬂﬂﬂﬁeﬁﬁ'ﬂ%ﬁ%ﬁﬁmﬂgﬂ%E%E%EHpHtlHHDi»’I TIOPEMHOTO 3aKIioueHus. «IToaMOoUeHHAss» penmyTalus
BnanendP PMBLs HABC @RI, AQGTABHT, KPECT HAa €€ BO3MOKHOCTH COTpYAHHYecTBA ¢ koMmmanued us Illraros.

JHosepre B AMepHKEe MOKHO 3aCIYKATh JIMIIbE MHOTOJIETHHM, Oe3YIpeuHBEIM TPYJIOM, a He JIpYxO00H H

cBA3aIMH. [TooTOM AMEepPHKAHIIEB He CVIIIEeCTBVET HUKAKHUX «OCOOBIX» VCIIOBHH CEIOK «JIJI CBOHXY». B
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CTpaHe BO3MOKHBI TOJIBKO OTKPBITEIE CJICNIKH ¢ JIFOOBLIMU NMapTHepaMH. [JiaBHOE JJisI aMepHKAHIeB, YTOOEI
MapTHepbl OBUIM IPOYHEIMH M CTAaOWIBHEIMH, Kak B (DUHAHCOBEIX, Tak M B MNpo(heCCHOHANBHBIX
OTHOIIIEHHUSX, a TaK:Ke He MPOCTO 3apadarkliBaiv JIeHBI'H, @ BEJIH COIHAIbHO OTBETCTBEHHBII OU3HEC.

Y AMepHKaHIIEB CHWIbHBI UYBCTBA HE3aBHUCHUMOCTH, CAMOCTOSTEIIBHOCTH; OHH YMEIOT COPEBHOBATHCS H
BEIUTPEIBATH BCET/IAa U Be3Jle. DTO OOYCIOBIICHO IMPE/ICTaBIEHHUSIMH I'PaK/IaH CTpaHbl O JOMHHHPYIOIIEM
monoskeHHH CIIIA B MHpe, kOTOpOe 3akjiajJblBaeTcs € MaJblX JiIeT W JIGKUT B OCHOBE CHCTEMBI
00paszoBaHHS.

Ele OQWH M3 3JIEMEHTOB YCIENIHOIO aMepHKAHCKOro OH3Heca - CKOpocTh. B AMepHke Bce
MPOUCXO/IUT JOBOJILHO OBICTPBIMH TEMITAMH, BCe JeJiaeTcd «CeTO/IHS», He OTKIIA/IBIBaeTCd Ha «3aBTpay.
[TosTOMY Ha MeperoBopax HY;KHO OBITH TOTOBBIM K TOMY, UTO Bac OYAYT TOPOMNUTH, MOATAIKHBATH K
NEHCTBHAM, TaKk KAk aMepHKaHIbl HAMOpPHCTBIe, NMPIMOJIMHEHHBIE W BCerja clemamnime OH3HeCMeEHHI.
['JTaBHOE JIJISI HUX - 9TO YCIIeX, a KaK BN YCIeX - 3TO MPeJIMOChIJIKa /171 HOBBIX ITO0E]I.

Oco0eHHOCTH BeJIEHHS IIEPeroBOPOB

EcliH aMepHKaHILl OPTaHU3VIOT JEJIOBYIO BCTpeUy, TO 3TO MOJHOCTBIO HCKITIOUAaeT JIPYKECKYIO Oecely.
Bcrpeua Oyier HachllleHa, HMeTh KOHKPETHVIO IIeJib, M JUTHTCS He OoJiee daca. {ng aMepHKkaHIEB
MeperoBOPEl - 3TO OTKPEITOE OOCYKIEHHE, Ielb KOTOPOro HalTH OOIMe HHTEpechl W BBIpadOTaTh
CTpaTeruto il COTPYJAHWUYECTBA. YeCcTHBIE C/EJIKH W B3aHMOBBITOJHBIE OTHOIIEHHS 0€3 KakOoH-ITHOO
«CeMerHOM IpYKEeCTBEHHOCTH» - BOT HealibHas KapTHHA OH3Heca JIJis aMepHKaHIIA.

JlenoBbIe MeperoBOPEl aMepHKaHILl II00AT HaAUMHATE ¢ 0OCYkKJIEHHST OOIIero BOIpoca, ¢ MpodJieMEl
Tpedvioleil NpUHATHY pellleHHd (4TO HYXKHO JIeliaTh), a 3aTeM Mepexo/IaT K JeTalsdM, CIIOCOOCTBYIONUM
peann3anuu JOTrOBOpeHHOCTeN (Kak HYKHO CJIelaTh), KOTOPBIM VjesieTcs OOoJblloe 3HauYeHHe IIpH
opraHuzanuu Jirodoro jesia. [Io’TOMYy K pacCMOTPEHHIO aMeEpPHUKaHIBI T'OTOBSIT, KAk IPABHIIO, IIEJIBIE
«IMaKeThI» Tpe/iokeHuil. A BOT Ha (pOPMAaILHOCTH OHH He OYJYT TPATHUTh CBOE BpeMH.

[TeperoBOpHEIN MpOIeCC aMepHKAHILI CTAPalOTCS BECTH B OBICTPOM TeMIle, OeCIpepBIBHO MOATAIKABAs
CBOHX IIAPTHEPOB K CKOpeHlIeMy IMpHHATHIO pemieHHd. OHH MOIYT Jiaxke IPOYBIILSTH arpeCCHBHOCT,
HAaBS3bIBAas CBOW ITpaBUJIa UTPHI.

Bo BpeMs IeJIOBBIX IMEPErOBOPOB aAMEPHUKAHIEI MOT'YT IO3BOJIMTE cede CHJIeTh, 3aKWUHYB HOT'Y HA HOT'Y
TaK, YTOOBI OOTHHOK O/THOH HOTH JieKaJl Ha KOJIEHKE JPYTOH I MOMOKHATE HOTY Ha COCETHUH CTYII HITH
CTOJI. DTO CUHTAETCS HOPMOW B aMEpPUKAHCKOW KYJIBTYpe, XOTS HEPEeIKO BEIZBIBACT pasjipaxeHHe V
[Ipe/ICTaBHTENIeH JIPYTHX CTPaH.

BornpocH # 3aJaHus:

1. ITonroToBsTECH K 00CYK/IEHHIO TEOPETUYECKOTO MaTepHala.

KynbrypHBle TpagulMu aHrindaH. CTpykTypa W HepapXusd B OpPUTAHCKHX KOMITAHHUAX. DTHUECKHE
IPUHIUITEL J1eJIOBOrO OOIIEHUS ¢ WHOCTPAHHEIM MaprHepoM. Paboune oTHomieHHS B BelHkOOpHTAHUH.
busHec B BemmkoOpuTanuu. IlpakTHueckue MoMeHTHL. BpHUTanckuil JienoBoil stHkeT (4ro HYKHO U HE
HYKHO Jleliath). KimroueBBle aMepHKkaHCKHEe I[EHHOCTH. AMEPHKAHCKHI CTHIEL JIeJIOBOTO 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 1mportant thing for women in business i1s 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 / EEﬁIIHEHi-IHD perfume

a lDt of ¢ metics / no cosmetics expensive jewellery / pretty trinkets / no jewellery
CepTudii zcmimang 522 EETBAEGGGEWGEMS

£§DEHE
c) Whlch boss wcmld you like to work for: The one who

alwavys wears neat dark suits and sober ties,
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- likes to wear jeans and sports jackets

- 1s always smartly and fashionably dressed

. never pays attention to his clothes

- wears shabby or battered clothes

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

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

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

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

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

He 1s a travelling agent.

They have already bought a flat.

They will live not far from here.

She showed me her wedding dress yesterday.

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

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

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

May I recommend that...
[ strongly recommend that...
b) The manager talks with his friend who says:
If I were 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 vou 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 conbdrethaoarbewn lost.

They maf%@%@l‘é EPRE AR wer for some reason.

CepTudoukar: 2205E7BAS00060000043E

T. = 2C00 E&:gEQﬂBEiE
Bnapenedy: Ey@éﬂ Ve QIE&QJJQJAJ@FHDH 1t.

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

Shop person: — Yes, sir, what 1s 1t?

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

- What colour do you want?

. Navy blue would be fine.

. Here 1s an excellent suit. Will you try it on?
- Just the thing. How much i1s 1t?

. It's only $ 200.

- All right. T'll take it.

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

. Not bad. Why do you ask?

- Y ou must have forgotten how frightened yvou 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 pe-:::ple in private?

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

12. Translate into English.

3Haete M Bel, 4TO Takoe Ael0BOH sTHKeT? YMeere M BBl yCTAHABIHBATL KOHTAKT C ITapTHepaMu?
VYMmeere i Bel BEIOWpaTh 0JIew1y, MOAXOMIIYIO /i1 paboTel U oT/IbiIXa? BeMBE JIH BBl CO CBOMMH
corpyaHukaMu? Her mm v Bac npuskruku nepebupars Bamero cobeceqauka? 3agymMmaitecs HaJl STUMH
BOIIpocaMu. 210 moMoxket BaMm B Bamien padore.

[TpakTHYeckoe 3aHsATHE N6, Pasaus B aMepHKaHCKOW W aHTJIHHCKOH J1eJIOBOH TePMHUHOJIOTHH.
OpranuszanuonHas (popMa 3aHSTHS: TPATUIIMOHHBIIT ceMHUHAp.
[lenb: ¢gopMHpOBaHHE VY CTY/JIEHTOB peuUeBOi, A3BIKOBOH W KOMMYHHKATHBHON KOMIIETCHIIUH J1Jis
OCVII[ECTBJIEHUS JeIOBBIX KOHTAKTOB.
B pesynbsTrare OCBOEHHE TEMEI CTY/IEHT JOJDKEH
3HaTh: HeOOXOJMUMBIIH 00beM JieKCHKH it OOIIeHWs B JlaHHOHW cdepe; OCHOBHBIE TpaMMaTHUECKHE
SIBJIEHUS, XapakTepHbIe IS TMpo(phecCHOHANBHON pedd; JIeKCHYeCKHe M CHHTaKkCHYecKHe OCOOeHHOCTH
o(pUIHAITEHO-/1eJIOBOTO CTHJIS B AHTJIMHCKOM SI3BIKE.
YMETh: OIpe/esTh CTHIIEBYVIO MPHHAIISKHOCTh AHTIMICKUX TEeKCTOB O(QUIIHAIBLHO-/IEIOBOTO CTHIIS,
BHJIETh XapakTepHbIE CTHJIEBBIE UepThl; UHTaTh O(UIHAJLHO-JENOBBIE TEKCTHl Pa3IMYHON CTeleHH
CIOKHOCTH; CTPOHUTH [HANOTHUYECKYI0O W MOHOJIOTHYECKYID pedb C HCIONb30BaHueM Hauobosee
VIOTPEOUTENNBHBIX JIEKCHKO-TPAMMATHUYECKHX CPeJICTB B OCHOBHEIX KOMMYHUKATHBHBEIX CHTYalUIX
o(punHanbEHOro O0IIEHHS; MOHUMATh JJHAJIOT HYECKYI0 H MOHOJIOTHUECKYIO pedb 110 H3YUeHHOH TeMe.
AKTYallbHOCTh TEMBI: 00YCIIOBJIeHA HEOOXOJJUMOCTBRIO OBJIajieHns Y K-4.
Teoperndyeckas dyacTs:

[Tpu oGo3HaueHHH J1aT HA MHCbMe B BA (OpuTaHckuil aHTIMHCKUIT) cTaBUTCS YUCIIO, 3aTeM MecsI U
MOCTETHAM YKA3bIBAETCS TON: 20/7/99 nwm 20.7.99. Takoe umcno mpousHocHurces July the twentieth,

I]lI]EtEEI] EH'I'IEDL'EI-"IM HMEIJHEEIH CKOM EIHTJIHHCEDM} BHAUAJIE CTABHTCA MECHI, 3d4TcM YHCIO H
HDC.TIE H gﬁﬁww HOCHTCH TAaKOE HHCJIIO Jlll}’ tWEI‘ltlEth? nineteen I’l.lI"lEt}’ nine.
Ceptudmkar: 000043E9ABBBY52205E7BAS00060000043E

Bnaﬂeﬂeﬁam@g%Hggmm@m@mwmemﬂ B AA 1 BA.:
3200 — «three hundred twenty» (AA) u ‘three hundred and twenty" (BA)

0 — «zero» SAA) 1 "nought"/"oh" (BA)
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["oBOpS O BpeMeHH, aMepHKaHIEl BMecTO past yriorpedistor after: «It’s ten after eleven».

B o0mactH 3>KOHOMHYECKOH TEPMHHOJIOTHH H JIEKCHKH COBpPeMEHHOIo OH3Heca B AA MPHCYTCTBYET
OOJIBIIOE KOJIMYECTBO IMpO(EeCCHOHATU3MOB, a TaKKe pacclioeHHe CIelUaIbHOH JIeKCHKH Ha
TEPMHHOJIOTHYeCKUe U ITpo(ecCHOHANBHBIE CIIOH (1101 Mpo(ecCHOHAITM3MaMU MOHUM al0TCs JIEKCHUECKHE
¢/IMHULIBI B CUTYalUsaX HedopManbHOTO 00meHud ). OMH U3 BeAYIIHMX crtoco0oB 00pa3oBaHUsS TEPMHHOB
— JIEKCHKO-CeMaHTHUeCKHIl Ha ocHOBe MeTadop. Hampumep:

lame duck («xpoMas yTka») — kKOMIIaHUS B THKENOM (PHHAHCOBOM IOJIOKEHHH

company doctor — («IOKTOp KOMIaHHH») — (PUHAHCOBBLIH KOHCYJIGTAHT, CIEUAH3UPYIONIHIICS Ha
aHaln3e " paspenleHUH MpodlieM KOMIIaHHH

big gun advertiser (big gun — «Tsxkénag apTHIUIEpUS») — KPYITHBINA pexjiaMo;1aTelb

sleeping partner («CIsIIM i TapTHEP» ) — HOMHUHABLHBIH TapTHED

sleeping beauty («cngmiasg kpacaBUIa») — KOMITAaHHUS- NTOTEHIHAJBHEIT OOBEKT IOIJIONIEHUS, KOTOPOi
paHbIlIe He JIeNanoch NnpeioKeHHH )

angel («aHrem») — COCTOSTENBHBIH UeNOBEK, BKJIAJBIBAIONINI COOCTBEHHBIE Cpe/ICTBA B HAYAJIO W
pacmupeHue On3Heca

yellow dog contract («xoHTpakT )éntoil cobaku») — obsg3arenbcTBa pabodero O HEBCTYIUIEHHH B
mpo(pcor03

yellow dog fund («donp xEnToil cobaku») — CYMMBI, HCITOJIBL3YEMBIE JIS ITOIKYIIa

bear («MenBe/Ib») — CHEKYIISHT, UT'PAIOIIUil Ha TOHWKEHHE

bull («OBIK») — CcHIEKVIISHT, HT'PAOIIHil Ha MTOBEILIEHHE (O K. )

B psaay JUHTBOCTHJIMCTHYECKHX CPEJICTB, XApPaKTEPHBIX IS 00pa3oBaHUS SKOHOMHUECKHX W OH3HeC

TEPMUHOB AA, ITpejicTaBjieHa METOHUMHS (TTIepeHOC MTPHU3HAaKa ¢ YaCcTH Ha IeJioe );

White collar («Geblii BOpOTHHUOK» ) — O(UCHEIN CITY KalIAi

Pink collar («p030BEIi1 BOPOTHHYOK» ) — padounii cpephbl 00CITYKUBAHUS

Blue collar («romy60oii BOpOTHHYOK» ) — ITPOU3BO/ICTBEHHEIN pabouuid

Open collar («OTKpBITEIIT BOPOTHHYOK» ) — JIHI0, padoTaroriee JioMa 1o ¢cBoOOTHOMY TpapHky
B nekcuke coppeMeHHoro ouzHeca CIIA u BenmnkoOpUTaHUH MPHUCYTCTBYET TAKKE

MeKBapHaHTHAas CHHOHUMHS TEPMHUHOB:

stock — oObIkHOBeHHas akmus (AA)

share — oObIkHOBeHHad akus (BA)

B nporecce cinoBooOpa3zoBaHus JIEKCHUECKHUX JIEPUBATOB OCHOBHBIMH cTioco0aMHu B AA IBIISIFOTCS
appuxcanug (illhiquidity, non-payment), cioBocioxkenue (job holder, bill brocker, tax payer), koHBepcus
(off — cymrecTBUTENBEHOE CO 3HAUEHUEM «CHIHKEHWE KYPCOB BAJIIOT IMPOTHB IIPe/INISCTBYIONIETO JTHSD,
go-between — cylIecTBUTEIBHOE CO 3HAUYCHHEM ‘TTOCPETHHKK).

Jlekcudeckuil cocraB OM3HEC TEPMHUHOJIOTHHA AA COJIEPKHUT HE Tak VK MHOTO 3aUMCTBOBAHHH U3 APYTHX
S3BIKOB. HO OHH TIPHCYTCTBYIOT, W BOT IPUMEP 3aHMCTBOBAHHS H3 PYCCKOTO S3bIKA: energy czar
(«BITUATENILHOE JIUIO B OOJIACTH SKOHOMHUKHY ).

Ha rpamMmmarHdeckoM YpoBHe pasinuugd Mexay AA U BA NmpogBigroTcs yke Ha YPOBHE TePMHHOJIOTHH
(Continuous Tenses B BA u Progressive Tenses B AA). Hocurenn BA yrorpednstor The Present Perfect ¢
HapeunaMu just, already, yet: «We have already agreed to waity. AMepHKkaHIBI ke HepeJKo, OCOOEHHO B
YCTHOH peun, ynorpeOsiorT 3/1eck The Simple Past: «I already met him».

B AA cymecrsyer aBe (popMmel Past Participle II v rmaroma get: gottenu got, B TO BpeMs kak B BA —
TOJIbKO OJIHA: ZOot.

Konctpykmus «have been to», pacnpoctpanéntas B BA, Mmoxker BUou3MeHIThCS B AA — «I have never
been in Florida». ®paza «Do youhave a car?» turmmaHa a8 AA, Torja kak B BA 0oJiblie TpUHSTO
ropoputh «Have you got a car?»

CobOuparenbHBIe CYIIECTBUTEIBHEBIE, TAKHE Kak government, committee, team, corporation, crew B BA
MOI'YT COIJIACOBBIBATHCA CO CKa3yeMBIM KAk B €JUHCTBEHHOM, Tak W BO MHOXECTBEHHOM YHCIIE.
AMepHKaHIBl IPEMOYUTAIOT COTJIACOBBIBATh TAKHE CYIIECTBUTENIBHBIE CO CKa3YeMbIM B €HHCTBEHHOM
quclie.

OmnpenenéHuslil apTUKIL YacTo omyckaercs B AA mociie «all», tam, rjie B BA o0g3arelbHO ero
ucronb3oBanue: «all day», «all night», «all moming» u np. U Haobopor, omnpelenéHHBI apTHUKIb
HCITOB3Y e TECBVEHA eaycAR ero B BA OBITE He JI0JbKHO: «n the summer», «in the spring», «in the fall».

cormn BB SSE H SO
Bnaﬂene'ﬁ'menﬂe%aﬁwz%ﬁ%rﬂm&a%’g SHaueHHe
administration Government in power IIpaBUTEILCTBO (JeHCTBYIONIHE)

Around (ten)  About gten) Oxkoro (J1ecaTH)
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Blue-chip investments First-class investments IlepBoxkiiacCHBEIe HHBECTHIIUH
Call loan Short-term loan KparkocpouHslii 3aiiM

Checking account Current accountTexkyIuii cder

Claim letter ~ Letter of complaint [TuceEMO-pexiaMarms

Collect on delivery Cash on delivery Onuiara IMpH JOCTaBKe
Common stock Ordinary share OOGBIKHOBeHHAs aAKIIHA

Corporation law Company law 3akoH 0 KOMIIaHHIX

Express man  Carrier TToCBIILHBIH

Ti fix a meetingTo arrange a meeting HasHadark BcTpeuy

Freight not prepaid Carriage forward be3 omiaTel nepeBo3KH
Freight prepaid Carriage paid C ormnaroii mepeBo3kH

Freight train  Goods train TorapH&Iil moes;n

Government bonds Government securities T'ocyjapcTBeHHBIE I[IEeHHBIE OyMaru
In good shape In good condition B XoponieM cOCTOSHHUH
Investment bank Merchant bank MuBectHiinoHHEIT badk

Law business Practice (law) TlIponeccyaibHOeE MpaBo

Local taxes Rates MecTHEIE HalIOr

To operate a business To run a business 3aHUMaThCs OM3HECOM
Operating costs Running expenses Texyime pacxXo/sl

ordinance By — law ITocTaHOBIIEHHE, VKa3

To pass up an offer To decline an offer OTKJIOHATE TIpeJIOKEeHNE
Preferred stock Preference share [TpuBHIeTHpOBAHHASA AKIIHS
President Chairman IIpesuieHT (KOMITAaHUH )

Right away Immediately  HemeneHHO

Shipment Consignment ITaptus (ToBapa)

Stockholder  Shareholder  epskaTens akiuii

Stub  Counterfoil Kopemoxk (deka)

Tag  Label Dtuxerka

Tender Offer TlIpennoxkeHue

Way back Some time ago HekoTopoe BpeMs TOMY Ha3a/l

BornpocH # 3aJaHus:

1. ITonroToBsTECH K 00CYK/IEHHIO TEOPETUYECKOTO MaTepHala.

M3 HCTOPHH TIPOUCXOK/JCHHUS aMEepPHKAHCKOIO aHTMHickoro. JlekcHuyeckue, TpaMMaTHYeCKHUe,
opporpajudeckie H (POHeTHUECKHE OTINYUS aMEPHKAHCKOIO JIeJIOBOr0 fA3blKa OT OpHUTAHCKOTO
BapHaHTA.

2. ITpounTaiiTe H NepeBe/IUTE 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 is recorded both
on your calendar and on his or her desk calendar. (In many offices where a large number of daily
appointments are made, all appointments are recorded in a separate appointment book or calendar rather
than on the desk calendars.)

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

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

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

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

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

town visitgrsichyernandarilhese should be entered on the calendars in pencil, since they are subject to
SNEKTPOHHOW MOAMMCHIO

change.
Ceptudukar: 2G0000043E9ARBBIS2205E7BA500060000043E _ _ _ _
Branend¥IL. %CL&EQ; 1&M§ﬁg&@pmtmg now. He 1s the Chairman of the meeting. Several officials of the
Company are attending 1t. Now they are discussing the agenda. The meeting 1s very important. They are

-::r-ingD to discuss the company's financial policy.
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Later they are to report it at the annual conference of the shareholders. Miss Flipps 1s going to type the
minutes of the meeting as soon as 1t 1s over. She i1s taking down the minutes now. She 1s taking them
down in shorthand.

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

1) ...7 — Holding a meeting.

2) .7 — Several officials are.

3) .7 — The agenda.

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

6) .7 — After the meeting is over.

7) .7 — She 1s taking them down.

8) ...7 — In shorthand.

4. Respond to the requests according to the model

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

Translate this letter, please.

Copy this memo, please.

Send off this telegram, please.

5. Say that somebody 1s only going to do what you are doing

We are discussing this problem. — And they are only going to discuss 1t. We are holding a meeting.
We are entertaining our clients.

[ am looking through the mail. — And she i1s 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 1s over,

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

d) on Sunday,

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

a) after the lesson 1s over,

b) 1f the weather is nice on Sunday

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

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

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

— I'm sorry he 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 is he coming?

— At toreeerclooknvcaH

- Y%'EW]?W%%%‘?‘? see off, Eg-:ming on, leaving /
Ceptucmkar: 2C0000043E9ABBBISZ265E 7TBA500060000043
Bnaneneu: llleGayxoea TaTeAHa AnexkcaHgpoBHa

8. Think of your own stories starting with

. It1s 10 o'clock now. Cindy 1s looking through the mail. Then she is going to ...
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. It is Monday today. Mr. Lindon is going to see Mr. Clifford and talk to him about...
. Do vou want to know what I am going to do when ...

9. Listening practice.

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

Every ..... or so Mr. Clifford recetves a memo from the Company's Advertising ......... What ........ the
Advertising Manager do? He 1s in charge of the ........ Department. This .............. informs people of the
Company's goods and services. It designs the Company's logo and marketing slogans, TV, radio
and .......... commercials, wall posters to persuade potential .......... to buy from the Company. Advertising
1s a science and the Company tries to hire the ...... specialists in this field.

10. Translate into English.

Ceromas 20 HosiOps 2013 roma, 10 wacoB yrpa. Mucrep Knuddopn odens 3ansit. OH TIPOBOJIHT
COBelllaHWe. ITO COBellaHHe OYeHb BaxkHoe. MeHeDxephl KOMIAHHH OOCYXKIAIOT BOIPOCH
npors3BojictBa. Mucc @numnmc Bejer OpoTokod. Ha cregyiomnied Henele OHH OyIyT 0OCYkIaTh
KOMMEPUECKVIO IMOJIMTHKY koMIaHnuu, OHH cobepyres 27 Hog0pg B 10 gacos.

— Yto 1B ceifuac nenaemb, CUHIAU? — 51 nepeBomkY MUCBMO MUCTEPY belloBY Ha pYCCKHH S3bIK. — A
[TOTOM 4TO THI Oy/Ielb Aenark? — Orheyararn 37O MHCBMO U OTIIPaBIiio ero B MockBy. — KTo 3TOT MHCTED
benos? — 3To pycckuil OuzHecMeHn. OH cobupaeTcd kK HaM IIpHEXaTh.

IIpakTH4yecKkoe 3aHATHe Ne7/. YerpolcTBo Ha padory. Co3jaHHe pe3loMe.
OpranuzanuonHad (popMa 3aHATHS: TPAJUIIHOHHBIH ceMHHap.
[lens: (opmMupoBaHHE VY CTYJAEHTOB peUeBOi, S3BIKOBOH W KOMMYHUKATHBHON KOMIETEHIIUH JIJis
OCVYIIECTBJIEHHS J1eJIOBLIX KOHTAKTOB.
B pesynbrare OCBO€HHE TEMEI CTY/IEHT JIOJKEH
3HATh: OCHOBHYIO OHW3HEC-TEPMHUHOIIOTHIO, HCIONB3YEMYIO IPH YCTPOICTBE Ha padoOTy, COCTABJIIEHUH
pe3roMe, JIeJIOBBIX IMUCEM; OCHOBHBIE TpeGOoBaHHM M NpaBuia Oo(OpPMIIEHHS JIOKYMEHTAIlUU W J1eJIOBOM
KOPpPECHOHJEHIINH Ha aHTJHICKOM; OCHOBHBIE TpaMMarHyeckHe SBIEHHS, XapaxkTepHEIEe I
mpoge CCHOHAJIbHOM peuH.
yMeTh: NMPHUMEHATE MOJIYUeHHBIE TeOpeTHUeCKHe 3HAHHI Ha NMPakTHKe B XOJe OCVILIEeCTBIIEHHS JIeJIOBOH
VCTHOH U MMUCEMEHHOH KOMMYVHUKAUH Ha HHOCTPAHHOM $3BIKE; OIpeIeliITh CTHIIEBYIO IPHHAIJIEKHOCTH
AHTJIMICKUX TEKCTOB O(HUIMALHO-/IEJIOBOTO CTHJISI, BUJIETh XapakTepHBIE CTHJIEBHIE UYEPTHI, YHUTATh
o(pUIHANILHO-/IEJIOBBIE  TEKCTHl  Pa3/IMUHON  CTEMEeHW CJIOKHOCTH, CTPOUTH JIHANIOTHYECKVI0O H
MOHOJIOTHUECKVIO peub C HCIOJIL30BAHHEM HaHOoJee VIIOTPEOHTENILHEBIX JIEKCHKO-IpaMMaTHYeCKHX
Cpe/ICTB B OCHOBHBIX KOMMYHHUKATHBHBIX CHTYalnuaX o(uIuaibHOrO OOIIeHUS; MTOHUMATh
TUANTOTHUECKYI0O H MOHOJIOTHYECKYIO pedb IT0 H3YUEeHHOI TeMe.
AKTYallbHOCTh TEMEIL: 00YCIIOBJIeHA HEOOX OJIUMOCTERIO OBJIajieHns YK-4.
Teopernueckasd 4acTh:
CyIIecTBYIOT OCHOBHBIE BHJIBI pe3OMe:
XPOHOJOTHYECKOe pe3roMe
XPpOHOJIOTHUECKOE pe3foMe TIpeJojiaraeT omucanue (pakToB TpyJ10BOH Oworpaduu (padotsl, y4eOHI) B
O0paTHOM XpPOHONOTHYECKOM MOp4Jike, T.e. HA4YWHAd C I[IOCJIe[JHETO Mecta padoThl, YYeOLl.
[IpenMy1IIecTBO 3TOTO BH/Ia pe3toMe i paboroaarelis COCTOMT B TOM, UTO OH MOXKET YBH/IETh B HEM
YeTKYI0 KapTHHY TPY/JAOBON [JesSTEJIBHOCTH YeliOBeKa, IS COHCKarelidi — 53TO0 BO3MOKHOCTH
[IPOJIEMOHCTPHPOBATh KapbepHBIH U NTpo()eCcCHOHAIBHBIH pocT B Heo0X0 Mo chepe nedrenbHOCTH. OT
JAHHOTO BHJA pe3loMe JyYIlle OTKa3aTbCs, €ClHd IOCeHsIS JOJHKHOCTh (JIM00 BCe JOJHKHOCTH)
COUCKATeIl He HMeeT OTHOLUEHHS K KellaeMOil JOGKHOCTH JIHOO B TpyAoBOH OHOrpaMd MHOIO
«IIPOITYCKOB» - IIEPHO/IOB BpeMeHH, KOr'Jla YelioBek He padorall.
DOYHKIIHOHATBHOE pe3roMe
OYHKIIHOHAJIEHOE pe3ioMe, B OTJIHYHEe OT XPOHOIOTHYEeCKOro, He Tpedyer VkasaHud XPOHOJIOTHH
TPYIOBOH JesteibHOCTH. (OCHOBHOW ymop 37ech JielaeTcs Ha TMpo(pecCHOHANBHBIX HAaBBIKAX U
NOCTHKEH WE% neaTenbHOCTH. OYVHKIIHOHANLHOE Pe3lOMe BERITOTHO IPUMEHSTE B CIIyUae

HaJTHIHS HIF?-EF » OBOIl OHorpadguu, MpH kelaHUU MOIYUUThL paboty Ge3 omelTa B JaHHOMH
Ceptudukar: 2C0000043E9ABEBI52205E 7BAS0006000004 3E

BnanendPe PG BARQTHRY BQ3BPAMISHHEN K 5TOMY HAIPaBJIEHHIO JIeITEILHOCTH MTOCTIE JUIUTENBHOTO MEPEPHIBA.
KoMOHHHpOBaHHOE pe3toMe ((PYHKIIHOHAIBHO-X POHOJIOT HYECKOE )
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JlaHHBI THIT pe3foMe O0O0beIMHSeT OCHOBHEIE UepTH (PYHKITHOHANBLHOTO M XPOHOIOTHUECKOTO pe3toMe. B
HeM IO JYEPKUBAIOTCH IMpo(ecCHOHATbHBIE HABBIKH U JIOCTHIKEHUS B pa3HBIX cepax AedTeJbHOCTH, ITPH
3TOM OCHOBHBIE (PaKTHI TPYJIOBOH OWorpapuu wuszmararoTcd B o0OpaTHOM XPOHOJOTHYECKOM MOpSJIKe.
[TpeMMyIIIECTBO 3TOTO BHJA pe3lOMe COCTOMT B TOM, YTO OHO I[T03BOJIIeT OOpaTtHTh BHHMAHHE
paGoronarenss Ha Mpo)eCCHOHANIU3M COHUCKATENIS B Pa3HBIX HAMpaBJeHHSX JeATeJIbHOCTH W VBHIETh

HeTKYIO MOCIIe/I0BATe/IbHOCTh TPYI0BOH J1eITEIbHOCTH.
TunoBoe pe3toMe 0OBIYHO BKIIOUAET CIIEeAVIOINE KOMITOHEeHTEI
CURRICULUM VITAE
Date of Birth 27 February 19...
Name . Belova Margaret
Present address 25, 18 Leninsky Prospekt, Moscow
128343, Russia
Telephone number 433-54-48
Marital status single
Education and qualifications
2000—2010  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:

hronological format), ¢yHknHoHansHOE (functional format),

] HD‘,IH'DTWI HHID TE DIJETI’I eCKOI'O MEITEIJHEUIE[
Tumy DI BT (c

Eepmd:mua'r EC. 00043 Er’-"-.BB EEDSET 'EI'EI'EIEEI EIEIEI43

Bnaﬂenﬂﬂpm&% €a ﬂﬁé&&.ﬂﬂ ngl’lﬂt

tapreTupoBaHHoe (targeted format) W mpapuiia WX o(opMIIEHHS.

Crpykrypa pestoMe. Uto Takoe pes3loMe W B 4eM COCTOMT ero ocHoBHas (yHknus? B deM oriamuue
3toMe 1 CV (Cumculum Vitae)? Kaxkue (opmatel peszroMe BaM H3BecTHBI? Kakoil (gopmart pestoMe

EL-'ICTE HPE
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OOoJIbIIe MOIX OUT JIJIsl YEJIOBEKA, KOTOPBII MHOTO JieT IpopadboTal B ojfHOH chepe NestenbHocTH? Kakoid
(opmar pesroMe mojgomen Obl CIIENUATMCTY C NpepBaHHBIM ctakeM? Kakoil (popmar pestome BEIOpaTh
UeJIOBEKY, KOTOPOMY HYKHA KOHKpeTHas padora B ompejesieHHOH (pupMe? B kakoM mopsjike B pe3roMe
JIOJKHEI OBITH PACITOJNIOXKEHBI JIAaTH, OTHOCSIIHECS kK 00pa30BaHUIO U OIMBITY pabOTHI?

2. CocraBbTe HauboJee MOAXOAAIIHIA IS BaC BAPHAHT Pe3lOMe.

3. BelyuuTe OCHOBHYIO TEPMHUHOJIOTHIO, HCTIONBL3YEM VIO IIPH COCTABIIEHHH Pe3lOMe.
apply for the post  — mojarhk 3asBJeHUe O [pHeMe Ha padoTy/T0JKHOCTD

obtain knowledge  — moiyunTh/IpHOOPECTH 3HAHUS

enclose an outline of — MpUJIOKHUTE (kK MUCBEMY) CBEJICHHS O KBaJM(PUKAIIUH

one's qualifications

office experience — OIEIT pabOTHl B KOHTOpE

personnel manager — HadaJlbHUK OT/ENA KAJIPOB (MEHEeKED MO KaJpam)
fairly well — BECbMa HEIIOX0

be on probation — MPOHTH UCIBITATEIILHEIH CPOK

application — 3asBJICHUE

curriculum vitae CV, CV. cv (resume) [ko'rikjulam 'vi:ital] — cBejgeHuss ob6 yuebe W TpY/IOBOMH
NesSTeNIbHOCTH, KpaTkas npodeccHoHaibHas OHorpadus, pesrome

4. [TpounTaiiTe U IepeBeJUTE 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 1s 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?
- nmtf-i'l-ﬁ'ﬂdmﬂ!: -:mﬁtable and pleasant.

7. Drama COHVRLS tween Olga and a young girl who 1s just starting a secretarial course. Talk
CepTvdMKar: zcgumm EABBEBEEEDSE?B EGIDIDEEIDG 043E

BrnanenehoOU 18.201g,10, n, about job prospects, etc.
8. Read and translate:
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Paula Tanner is interviewed by Mr. Joel Klaus, the Personnel Manager of Woodex, the company
exporting wood
J.K.: Good morning, Miss Tanner. Please take your seat. I'm Joel Klaus,
Personnel Manager. What can I do for you?
P.T.: I read an advertisement of your firm in yesterday's Business Express.
You need a secretary, so I sent my application and now I'm here.
J.K..: Have you worked as a secretary before?
P.T.: I'm sorry to say that I haven't. But in spring I finished secondary school with the  specialty of
secretarial work. So it means that theoretically I should know something.
J.K.: Oh yes, [ remember now. That's very good. Do you speak any foreign languages?
P.T.: Oh, to a certain extent, yes. I know fairly well English, a little Finnish and German.
J.K.: That's not bad. We really need Finnish very much.
P.T.: Oh, I can continue my studies in Finnish. I'll go to some evening classes.
JK.: Fine.
P.T.: If you can't take me on as a secretary, I could be on probation for a time
first.
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 is. You see,
we need a curriculum vitae as well and two photographs.
P.T.: T'll bring them as soon as I can.
J.K.: That's good. Can vou 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-byve.
J.K.: Good-bye.

9. Writing practice.

When vou 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 1s a
possible plan for your resume:

1. Y our job objectives.

Y our work experience.

Y our education.

Personal information.

References.

e

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 vou 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 you 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 vou drive a car‘”’
15. Wi Emn rstatus?

16 sy R?

epTUdUKaT: EEGGGGG E9ABGHY 2205E 7BA500060000043E

Bnanen ? Iﬁa&’ LN EB&EI&L&H overti lTlE

18. Are you willing to travel?

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

IIpakTHueckoe 3ausiTue Ne8. VerpoiicTBo Ha padory. ConpoBoaureibHoe nmucbMo (Cover letter =
Application letter).

OpranuszanuoHHad (popMa 3aHATHS: TPAJUIIHOHHBIH ceMHHap.
[lenb: ¢GopMHpOBAaHHE VY CTYJIEHTOB peueBOi, SA3BIKOBOH W KOMMYHHKATHBHON KOMIIETCHIIUH J1Jis
OCYIIIECTBICHUS JeIOBBIX KOHTAKTOB.
B pesyiibraTte OCBOEHHE TEMEI CTY/IEHT JOJKEH
3HaTh: OCHOBHYIO OHM3HEC TepMHUHOJIOTHIO, HCITONIB3YEM VIO IPH COCTABJIEHHH JeIOBBLIX MHCEM, OCHOBHEIE
TpedoBaHHU W IMpaBwia Oo(pOpPMIICHHS JOKYMEHTAMd W JIEJIOBOM KOPPECHOHJeHIIUH Ha AHTJIHICKOM;
OCHOBHBIE TpaMMaTHUeCKHE SBJICHHUS, XapakTepHble Ui Npo(eCCHOHANLHONH pedH; JIeKCHUeCKHe |
CHHTaKCHUeCKHEe 0COOeHHOCTH O(PUIHAIEHO-/EJIOBOTO CTUIIS B aHTJIMICKOM SI3BIKE.
YMETh: OIpe/eNisTh CTHJIEBVIO MPHHAIISKHOCTh AHTIMICKUX TEeKCTOB O(DUIIHAIBLHO-/IEJIOBOTO CTHIIS,
BHJIETh XapakTepHble CTUJIEBBIE YePThl; YHTATh O(HIMAJILHO-JEIOBEIE TEKCTHl PAa3UUHON CTelneHH
CIIOXKHOCTH; CTPOHUTH JIHAJOTHUECKYID W MOHOJIOTHYECKYID pedb C HCIONB30BaHueM Hauodosee
VIOTPEOUTENIBHBIX JIEKCHKO-TPAMMATHUYECKHX CPeJICTB B OCHOBHEIX KOMMYHHUKATHBHBEIX CHTYalUIX
opuHanbHOro oOIIEHUS; MOHUMATh JHAJIOTMUECKYI0 H MOHOJIOTHYECKYIO pedb IO U3YUEeHHO TeMe.
AKTYaJIBEHOCTE TEMEL: 00YCIIOBJIEHA HEOOX OJJTUMOCTEIO OBJIajieHHd Y K-4.
Teoperndeckas 4acTs:

CornpoBouTeNbHOe MUCEMO (Letter of transmittal, Accompanying letter)

ConpoBouTe/ibHOe MUCBMO — IMHCEMO, UCIONB3YeMOe IS OTIPaBKU JIOKYMEHTOB, HE WUMEROIIHX
aJipecHO# gacTH. B cOnmpoBOUTENBLHOE MUCEMO MOKET OBITH BKJIFOUEHA JOIMOJIHUTENIbHAsS WH(OpMaIus,
MOSICHAIOIIAY CO/IepkaHue TeX MarepHalioB, KOTOPhIe COCTABIMIOT MPUIIOKEHHE K HeMY. B 3TOM ciydae
CHaJajia cooOmaercs O HalpaBJieHUH JIOKYMEHTOB, 3aTeM W3/IararoTcs JOMOJIHEHHUS U MmosgcHeHus. OaHO
MUCBMO MOMKET OOBEJUHSTH MUCHEMO-IIPOCKOY W COINPOBOJUTEIIEHOE MHCEMO, ITHCEMO-COOOIIeHHE H
COIPOBOIUTENIBHOE MMUCHEMO WM WH()OPMAIMOHHOE H CONPOBOJUTENILHOE MHChMa. B 3TOM cliydae, kak
MpaBHJIO, CHavalia wu3jaraercs Ipockda, cooOlIeHHe HWIH WHOro pojaa wuHHpopMmamus, a 3areM
COIpoBOUTENIbHAA YacTh. O0S3aTe/IbBHEIM PEKBH3UTOM COIPOBOJIUTENILEHOIO ITHUCHEMA SBJISIETCS OTMETKA O
HAJIMYUH IPUITOKEHHS.

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 i1s 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 d-:::esn ﬂitﬁS‘II:hﬂﬂIﬂl-EhufﬂE You can ask for an interview appointment time, stating that you will

be ha p’%oger's -:mﬂ'lce when convenient. Make it easy for the reader to follow-up by
CepTuduiar: GﬂﬂdSEEAB BB EEDEE?BA 0000043E
BnanendTOVIGLAE, YOUL ggggg&m er and e-mail address.

Sincerely

Name
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Enclosure
Bonpockl U 3aJ1aHuA :
l. TToaroTOBETECH K OOCY /IEHHIO TEOPETHUECKOTO Marepuaria.

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.

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

o) [ am at present earning ... per month.

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

1) Ihave pleasure in accepting this position.

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

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

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

3. TlepeBe/iMTe HA AHTTIHICKUI S3BIK.

1. 51 BBICOKO IEHIO BO3MOKHOCTH padoTaTh C JIOHKHOH MepoH OTBEeTCTBEHHOCTH, IPOSBIISS
COOCTBeHHYIO HHHUITMATHBY.
2. B HacrodIee BpeMs g MOMYYar ... B MeCHIL.

3. UyBCTBYIO, UTO MOH OIBIT pabOTHL B 5TOI 00JiacTH He OV/IeT UCIOJIB30BaH B IOJIHON Mepe, IMO3TOMY
BEIHYK/IEH OTKJIOHHTH ITpeIIOKEHHE.

3. Tak kak MO HacToAIIAd JODKHOCTh He JlaeT MHe OONBIINX BO3MOXKHOCTEH JIJISI IPOJIBUKEHHS, S
XoreJi OBl padoTark B TakOH IEepPCIIeKTHBHOH OpraHu3alin, kak Bamia.

4. Cchutasice Ha oOBsBJIeHHE B «..» OT 10 sgHBaps, BTOpHUK, 8 XoTell OBl IpeTeH/I0BaTh HAa
JIOJDKHOCTS ... B Bameid gpupMme.

3. C HeTeprneHUeM k1Y Hadana paborsl 1 okTa0ps.

6. C yI0BOJMBCTBHEM MPUHHUMAO 3TV JTOIKHOCTb.

7. 4 IpUBEIK padboOTaTh CaMOCTOATEITBHO.

8. C coxalieHMeM cooOIIaK BaM, 4TO He MOT'Y 3aHATh STV JOJDKHOCTh, TAK KaK IMOJYYHI JIPYToe,

-

DOJIEC MTPHBJICKATCIIEHOC ITPEIJIOKCHHC.

9. Bo BpeMs 0o0OydeHHs 71 MONYYeHUS JOJDKHOCTH, KOTOPYIO I 3aHUMAK0 B HACTOSIIMHA MOMEHT,
OKOHYHII KYPCE MAPKETHHTA.

10. 51 HeTaBHO YCIIBIIIAN OT ... O BAKAHCHH B BallleM TOPrOBOM OT/ICJIE.

11. Bnarogapro Bac 3a 10, 4YTO BEI MIPEUTOKIINA MHE JIOKHOCT ...

4. Translate into English.

4l Xxouy pabdborarhk MepeBOIUUKOM B KAKOM-HUOVIL COBMECTHOH KOMITAHUH. f XOdy pas3ociark pes3roMe B
HECKOJIBKO TAKHX KOMITAaHWI. 1 HAJEeI0Ch, Yr0 CMOrY IONVUHTE WHTEPECHVIO padory, MOTOMY YTO
CITEITUAJIMCT BBICOKOH KBaTH(pUKAHHU. A OGeryio ToBOPIO MO-aHTJIMIACKH U CHENUATM3HPYIOCh B IEPEBOJIE
Ha JIEIOBBIX Meperopopax. Sl XOpomio 3HAal0 MHOTHE KOMIIBIOTEPHEIE NPOrpaMMEI, HEOOXOJIUMEIE B
padore. KpoMe TOTO, 4 HE K€HAT, BOKY MalIHHY H HE IMPOTHB padOThI, CBI3aHHON ¢ pa3bhe3JaMHu.

AOKYNH egkoe 3anaTe N9, VerpoiicrBo Ha padoTty. CobeceoBanue.

ﬁ%ﬁ%ﬁﬁﬁTHﬂf T:PS%HH [IHOHHBIN CEeMHH ap.

O raﬂmfﬁgﬁﬁ
CepTudukar: EEG&GG 43E9ABSE 7BA5000600000

Branenckl€MB e HPOBAHHE a¥np &Y IEHTOB  PeueBOil, A3BIKOBOH W KOMMYHHMKATHBHOH KOMIIETEHIUH JIJist
OCYIIeCTBJICHHS JIeJIOBLIX KOHTAKTOB.

B pesvikrare OCBOEHHE TEMEI C CHT JTOKCH
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3HaTh: OCHOBHVIO  OHW3HEC-TepMHHOIOTHIO, HCIONB3YeMYIO TIpU  codece/IOBaHWH; OCHOBHEIE
rpaMMaTHYECKHE SIBJIEHUS, XapakTepHbIe IS MPo(eCCHOHANILHON pedl; JIEKCHYECKHe U CHHTAKCHUeCKHe
0COOCHHOCTH O(UITHATIBHO-/IEJIOBOI'O CTHJIS B AHTJIMHCKOM S3BIKE.

yMeTh: BeCTH coleceJOBaHHe IIpU [IpHeMe Ha padoTy; onpedensiTh CTHIEBYIO IPHUHAJIIEKHOCTh
AHTJIMICKUX TEKCTOB O(HUIMALHO-/IEJIOBOTO CTHJISI, BUJIETh XapakTepHBIE CTHJIEBHIE UYEPTHI, YHUTATh
o(pUIHANILHO-/IEJIOBBIE  TEKCTHl  Pa3/IMUHON  CTEMEeHW CJIOKHOCTH, CTPOUTH JIHANIOTHYECKVI0O H
MOHOIIOTHYECKVIO pedYbk C HCIIONL30BAHHEM HauOoJiee VIIOTPEOUTENBHBIX JIEKCHKO-TpaMMAaTHYeCKHX
Cpe/ICTB B OCHOBHBIX KOMMYHHUKATHBHBIX CHTYalnuaX o(uIuaibHOrO OOIIeHUS; MTOHUMATh
JTUAIOTHYeCKYI0 H MOHOJIOTHYECKYIO pedb MO U3YUeHHOH TeMe.

AKTYallbHOCTh TEMEIL: 00YCIIOBJIeHA HEOOX OJIUMOCTERIO OBJIajieHns YK-4.

Teoperndeckas 4acTs:

K cobeceloBaHUIO clie/lyeT TOTOBUTHCS 3a0JIarOBpeMeHHO. DTO IMOMOXKET MPeojoNieTh CTpax U
cTpecc, WiH, 10 KpaiHel Mepe, CBECTH HX 10 MUHUMYMa. HeoOX0IMMO MpoIyMaTh OTBETHI Ha BOITPOCHI
00 ombITe paboOTHl Ha TeX JIOJHKHOCTAX, KOTOPHE BBl ykazalid B pestoMe. O0s3arelbHO HYKHO OBITh
TOTOBEIM K CJIeIYVIOIIUM BOIIPOCaM:

1. What do you know about our company?
O3HakoMbTeCh ¢ MH(popManueil 0 KOMIIAHUH 3apaHee. Y3Haiite, I7le KOMIIAHUS UMeeT CBOH (PUITHAIIEI,
KaKkOBO ee ITOMOKEeHHE Ha PBIHKE, KaKHe MepPCIeKTUBEI Pa3BHTHA BHINUT €€ PYKOBOJCTBO. [TocMOTpHTE Kak
pOCCHICKUE TaK H 3apy0eKHbIe HCTOUYHUKH.
2. Why do vou believe we should hire you?
KoHe4HO, He HY:KHO NIpeyBeNHUHBATh CBOU JJOCTOHHCTBA, HO COBEPIIEHHO HEOOXOAHMO MMePeUHCIIUTE Te
Ka4eCcTBAa U HABBIKH, KOTOPHEIE BHITOJHO OTJIMYAIOT BAcC OT JIPYIHX COHCKATEJIeH.
3. Why did you leave your last job?
Huxkor/ia He oT3BIBaiiTeCh HETATHBHO O MPONUTEIX paborojaTelisaX, HHade Y Ballero HOBOTro padboro/iare s
MOKET BO3HHKHYTE OITaceHWe, 4TO BRI U UM Oyjere JaBarhk OTPHIATENLHYIO XapakTepPHCTHKY B pa3HBIX
KpyTax.
4. In what ways do you need to improve as an employee?
He OoiiTechk NMpH3HATh, UTO Y Bac €CTh U cliadble CTOPOHEI. DTO TOBOPUT O TOM, YTO BBl OCBEJOMJIEHEI O
CBOHMX HeJJOCTAaTKaX U T'OTOBEI HAJl HHMH padoTark.
5. Scenario (BapuaHT pa3BUuTHSI COOBITHIT)
MoryTt npeioKHTE CHTYalHIO0, KOTOpas MOKeT BO3HHKHYTE Ha paboueM MecTe, U KOTOPYIO CleyeT
paspenmtb. HeoOX0IUMO TIpe/ICTaABHTH TOUHBIH, ITOMIATOBBII IYTh PEHIEHUS TPOOJIEMHEL.
B kOHIle cobeceJOBAaHHUS TIpeJOCTABAT BO3MOKHOCTE 3a/1aTh CBOU BOIIPOCHI:
Do you have any questions for us?
Bompockl MOryT KacarbCsl MEPCIeKTHB pa3BUTHS KOMIIAHHH, Xapakrepa padorel (Hampumep,
IpeYCMOTPEHEI JIH KOMaHIHPOBKHU WIH Iiepees]] B Ipyroi pernoH). IpeanonoxumM, 4ro B MHTEpHETE BEI
HaNUTl HH(pOpMAaIUio, YTO KOMITAaHUS MIPUHUMAET YYacTHE B €XKeTOJHOH BBICTABKE, TT[e €€ MPe/ICTABISIOT
HECKOJIBKO COTPY/JIHHKOB, B 00S3aHHOCTH KOTODBIX BXOJUT NPOBE/IeHHE IMpe3eHTAlUd I MoceTHTeNeH
BBICTABKM M 3HAKOMCTBO CO CTEHJIOM KOMIIaHWUH. HMcronib3ys 51y HH(OPMAIHIO, MOXKETe 33/1aTh
Cle/IVIOI[HUe BOIIPOCHI:
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 NeHAT OCBEJOMIIEHHOCTH W WHTEpEeC COHCKareled K 00O JIesSTeTbHOCTH
KOMITAaHWH.
TeM He MeHee, ecTh BONPOCHEl, KOTOpEIE HeNb3d 3ajaBarbk padorojarento. Hampumep, He CTOUT
CITPALIUBATE O pasMepe 3apadoTHOM IUIaTH
What will my salary be?
OO0syHO 5Ta HH(pOpPMANHY YKa3zaHa B 0OBABIIEHWH O BakaHCHH. Kpome Toro, paborojareiihb MOHUMAET,
4qTO 3TO BAXHBIH JIJIS BAc BOIIPOC, IMO3TOMY O pasMepe 3apaldoTHOH IUiaTel padoroJarelib COOOMIHT BaM
caM, WJIH ;K€ Bac MOTYT CIIPOCHTH, HA KakyIO 3apIUiaTy BBl IPEeTEHIYETE.
B koHIIe codeceqoBaHUS BaM COOOIIAT O JIate BTOPOro codeceoBaHUs (€CIH Takoe IMPeIYCMOTPEHO) UITH
O CPOKaX HEBEHNEHI I GHGIOAPEICHIH padoToJaTe .

BD poc ﬂEﬁgh NOANMCHIO
CepTudi 2C0000043E9ABBBI52205E 7BA500060000043E
Bnanen W@E@%%M&GWWW TCOPCTHYCCKOI'O MaTcpHalia.

KEI].{ BeCTH ce0d Ha codece/joBaHHH. YacTo 3a7aBaeMble BOITPOCHL Ha cobeceTOBAaHHH Ha AHTJIHHCKOM

a3bplke. Kak cO3/1aThb XO DH_IEE BIIeYaT/ICHHC y MOTCHIOHAIBHOTO IJEIDDTD,IIEITE.TIH
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2. Read and translate. Find some questions for this candidate.
JOB INTERVIEW

2.1

— Exuse me, may I come in?

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

— My name is James Smith.

— How old are you?

— I 'am 20 years old.

— Well, James, where did you work before?

— I 'worked as a cashier in McDonald’s.

— Are you quit yourself or somebody fired you?

— I quit myself. The work distracted me.

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

— That’s right.

— You must understand that we need skilled workers.

— It seems to me, that I won't get this job. But, I think that there 1s a good candidate for this place!
— Who are you talking about?

— My father knows the machines well. Moreover, he has a lot of free time!
— Okay, how old 1s your father?

-He 1s 45.

— Hmm ... I think we’ll call you back later.

— Okay. Be sure to call. Here 1s his number: §1341341313.
— I need to write down his name and surname.

— Oh sure. His name 1s George Smith.

— Thank you so much.

— Thank you.

— Have a nice day!

— Bye!

— Bye!

2.2

— Hello Anna.

— Hello.

— You are applying for an editorial job.

— Yes.

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

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

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

— Yes, I read 1t on the site.

— Are you satisfied with everything?

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

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

3. Read and translate:
BUSINESS TALKS
Ronald James of New York Sun Corporation discusses with Olaf Harper of Olaf and Co., London the
delivery of the machine.
James- Good moming, 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. [OKYMEHT EDD.HI-"IGAH

Eepmd:rgrgal;l;lE%Eﬂﬂﬂ%ﬁ?ﬂaﬂﬁ5EEE%%?:%EEﬂ%%ﬂ%BEEry good trip. _

Bnanenddal Pelssa X AH BFE,HUTE, Itwas very smooth. Though when I left London, 1t was rather warm, but here
in New York the weather 1s not very good.

James- Oh, it 1s nasty. We hate it, but it can't be helped.
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Harper- Weil, I think we should get-down to business.

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

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

James- Well, this 1s how we see 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 is pretty normal in this kind of operation.

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

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

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

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

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

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

IpakTHueckoe 3ausaTe Nel(. CTpykrypa ae10BbIX MHceM. BHIBI 1e/I0BBIX MHCEM.

OpranuzanuonHas (popMma 3aHITHS: TPaTUI[MOHHLIIT ceMHUHAap.
[lens: ¢opMupoBaHHe V CTY/IGHTOB pedeBOil, S3BIKOBOH W KOMMYHHKATHBHOW KOMIIETEHIIMH JIJIs
OCVIIECTBJICHHS J1€JIOBEIX KOHTAKTOB.
B pesynbrare OCBOCHHE TEMBI CTY/IEHT JIOJLKEH
3HATh: OCHOBHVIO OM3HEC TEPMHHOJIOTHIO, HCITOJIb3YEM VIO TIPU COCTABJIEHHH JIEJIOBBIX MMHCEM, OCHOBHBIE
TpeOoBaHUS MW IMMpaBwia o(pOpMIICHHS JOKYMEHTAIMH W JIEJIOBOH KOPpEeCHOHeHIIMN Ha aHTJIHIICKOM;
OCHOBHBIE TpaMMaTH4YeCKHe $SBJICHHS, XapakTepHble Ui Npo(ecCHOHANLHOH peduH; JIeKCHYeCKHe |
CHHTAaKCHYeCKHe 0COO0eHHOCTH O(DUIHAJIEHO-/IeJIOBOTO CTHJII B aHTJIMIICKOM SI3BIKE.
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.
Teoperndeckas 4acTh:

CTHJIb HANTMCAHUA JISJIOBHIX ITHCeM MeHseTcd 0ueHb OBICTpO. C Ka/IBIM I'0JIOM OH CTAHOBUTCA IIPOIIEe
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 BEKIHBO, CAEPKAHHO H ¢ JOCTOMHCTBOM. TakTHYHOCTH, BEXJIHBOCTH B JI€JIOBBIX ITHCBMAaX —
3aJI0T yerexa.

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

1. e A MEH IINrMIAGeeM TaH K/ 3aronoBok  (Letter Head)
G¥ [IRANKCBbIO

2, "
Ceprucigar: 20000004 3ESABOBIB20BETBAS 0060000043¢:
Bnagenety meﬁg}iymm&‘pu side A dI'ESS}
4. BCTYIUTENILHOE oOpaleHne (Salutation or Greeting)

5. TEeKCT IMTHChMa 2(GB-::zn:;ly of the Letter)
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6. saKJTrounTelbHas (popMyna BexxJIMBocTH (Complimentary Close)

7. MOJITUCE (Signature)

JOTIONTHUTENILHBI € KOMIIOH @HTBI, KOTOPBIe ITPH HEOOXOTUMOCTH MOTYT BXO/IUTh B CTPYKTYPY MHCHMa:

8. yKazaHWe Ha WHHI[HAJBl YeJioBeKa, NMUCcaBIIero IOl JUKTOBKY, WIH cekperapd (Reference
Initials)

9. yKazaHue Ha puiokeHHe k mMUceMY (Enclosure, cokp. Encl. wmm Enc.)

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

11. yKazaHue Ha JIUI0, KOTOPOe [0 KEeJIaHWI0 OTIIPaBUTENS JOMKHO IMPOYECTh JIAHHOE IHCHBMO
(Particular Address or Attention Line)

12. VKazaHHe Ha cojiepkanne mucbMa (Subject Heading or Caption)

13. ykazanue Ha cchliky (Reference Number)

14, VKa3aHue Ha KOIMUU, OTIIpaBJieHHBIe B Ipyrue ajpeca (Carbon Copy Notation, cokp. ¢.c. WIH ccC.)

LETTER HEAD
3ATOJIOBOK

3aroyoBOK IedaTtaeTrcs THIOrpackiuM croco0oM, OH COIEPHUT BechbMa BaxHYI0 HH(popMaui o0
OTIIpaBUTENiE: HAUMEHOBaHWe (ZUpMBI WIH OpraHH3alyy, MOYTOBBIA M TejerpadgHblii aapec, HOMeED
Tesie(poHa, Tenekca U tenedaxkca. HoMep pacueTHoro cueTa W Jpyrue OAHKOBCKHE PEKBU3HTHI B JJAHHOM
cliydae IMpUBOJAUTL He cieayer. Hanuuwe (axkca SBISeTcS MPH3HAKOM €CTECTBEHHOTO VPOBHS
00eCceuyeHHOCTH OPTTeXHHUKOH, MOSTOMY OTCYTCTBHE CBeJleHHH o (pakce Ha OJlaHke MOKET BBI3BATh
HeJJOYMEHHBIE BOIPOCHI YV ITOTyJaTeis.
PasMellleHue peKBU3UTOB HEe HWMeeT CTporoil periaMeHtandu. OjHako o0OBYHO HaWMEHOBAHHE
OpraHu3aluu, mpeJnpudaTid, (UPMBI U T.J. JaeTcs B BepXHEM JIEBOM HJIM IPAaBOM VrJax, a ajpec,
tenie(poH, Teliekec W (pakc B TPOTHBOMOJIONKHOM VIUIY. BO3MOKHO Tamkke pacloliokeHHue ajipeca,
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 ¢
OrpaHUYEHHOH OTBETCTBEHHOCTHIO.
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), IPHMeHeHHe [BETHOH KpacKH, UCITOJIb30BaHUe 0co00i OyMarn — Bce 3TO CO3J1aeT
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 €€
HanmvcaHus. TpaMIHOHHBIM OPHTAHCKHM CUMTACTCS CIIeIVIONIHA 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

HAITHCAHHCJURYBEHT MNOANMMCAH
4 Au OHHOW NoANMCbIO

ust
CepTuduKar: %EGGGGG-SLSEEABBEBEEEDEETBA?_GGGEGDGDDLISE _
Bnanenedd€ PEKOMEHAYETCA VHQIRSOMTE B laTaxX NU(PEl BMECTO MecsIeB, IIOCKOIBKY IH(POBOe 0003HAYEHHE

JnaTthl MOkeT OBITh HMCTOJIKOBAHO IMO-Pa3sHOMY B pPa3IMYHBIX crpaHaX. Tak, jgara 2/5/2013 Oyner

BOCIIPHHSTA TTPe/ICTABHTE M amMmepukaHckoil (pupMel kak S5 (espans 2013 roga, a npeacTaBuTeNieM
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OputaHckoil (pUpMBI — Kak 2 Mas 2013 rosa. 910 CBA3aHO ¢ OCOOSHHOCTIMHU MPOUYTEHUS JIaT B pa3HBIX

CTpaHax:
CIIIA

2 /5 /13

MecAIl JIEHb rojl

BermkoOpHTaHUS

2/ 5 / 13

JIeHb Mecal  Toj

HornyckaeTcs cokpalrleHHe Ha3BaHWi HeKOTOPBIX MeCSIIeB:
January — Jan. July — July

February — Feb. August — Aug.

March — March September — Sept.

April — Apr. October — Oct.

May — May November — Nov.

June — June December —Dec.

[Ipn paGote ¢ koMIbeOTepoM MexayHapoaHas opranuszanus mo Cranjgapruszanuu (ISO) pexoMeHayer
MOJIHOCTBIO MU(poBOe 00O3HAUeHUE JIaThl, MPUYEM CHadajia YKa3bIBaeTcs TOj, 3aTeM Mecdl U JIeHb,
HanpuMep: 2013-09-06 nimm paxe cinurao 20130906, OnHako moka 3TH (POPMEI TIHPOKOTO MPHMEH eHHS
He ITOJIYUHITH.
INSIDE ADDRESS
BHYTPEHHUU AOPEC
AJlpec noiydarens MUCbMa WM BHYTPEHHHUH ajJipec MoMellaeTcs Ha JieBOH CTOpOHe OliaHKka IMHCchMa U
COMIePKUT VYKa3zaHHe Ha TO, KOMY OHO HAIpaBJeHO M MO kakoMy ajapecy. ITHCBMO MoOkeT OBITh
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
MepermucKa.
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
JTULI, HAIIpUMEDP:
Messrs John Brown and Co., Ltd
[Tocre 3TOro B TOH e MOCie/IoBaTelIbHOCTH JlaeTcs aJpec OpraHu3anuim.
Messrs HHkOTJa He VIorpeOigercd IIpH OOpalleHHH K 3aperHCTPHPOBAHHON KOMIIAHHH, OVAB TO
myOIMYHAasg WIH JacTHad koMITaHHS. PexoMeHyercd HaMpaBsTh KOPPECHOHASHIUIO HeIloCcpe/ICTBEHHO
TOMY JIOIGKHOCTHOMY IHITY, JJiSI KOTOPOrO OHA IMpeJIHasHaueHa, T.e. IHPeKTOPY-pacIops/IHTeNIO,
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 TAakK ke, KaKk Ha3BaHHe YIIHIBI WIH Iropoja.
B CoenuneHnbx llItarax AMepuku (opma oOparnenus Messrs He yrnorpedisiercs: Stainway &
Sons, Inc.
Eciii MHCBMO ajipecyercs KOHKPETHOMY JHIY, TO B JIeJIOBOH Iepelmucke ajpec IMONy4daTelid 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 0003HAYEHA U JJOTKHOCTE:
Mr. Edward W. Hertzteld, President Hertzfeld
Home Appliances, Inc.
Vkazarb JOMHKHOCTE Oe3 (paMIINH JIHIa, ee 3aHUMAroIero, MOKHO B TOM Cliydae, eclid 3Ta JOKHOCTh
SIBJISIETCS a;[ummmﬂmﬁnm ragpusanui. Ecmm xe BBl HampasisieTe IMHCBMO JEJIOBOTO COJIepKaHUS
Cepruty STACTRHON 359%% HDMEI, T SEC.TIE,II}’ET CHaJvajia ykaszathb (paMWIHIO 3TOTO COTPYIHHKA, 3aTeM
Bnanendia3BabE  DIPMEL- Eﬁcgqﬂgggpgma Kakoro-imbo ee otjelia), moclie 4ero ykasarh ee IIONHBIH ajpec,
HalpuMep:
Mr C.C. Pan
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The Standard Oil Company

[lnceMa MV:KUYHHAM MOKHO aJIpecoBarh, KAK VKA3aHO, B 3aBHCHMOCTH OT TOr'O, KAaK CaM YeJIOBEeK
MO/ ITHCEIBAET CBOH IMMUCEMA.

K He3aMyXHHUM KeHIIWHAaM H K JIeBYIIKaM MO;KHO oOpamarbed: «Muce». K 3aMyKHHUM KeHIIHHAM —
«Muccuc M(apust) B(payH)» mpexae HYKHO ObUIO 00sg3aTelbHO YKasbBaTh UM Myxa: «MuHCCHC
T(omac) B(payH). Korna HewsBeCcTHO, 3aMYKHSIS HMIIM He3aMV)KHSIS JKeHIWHA, K KOTOpoH BaMm HYKHO
oOpatHuThCsa, BMecTto «Mmucey M «Muccuce» crano yrnorpedmatecs «Mce», Korga Bel cOMHeBaerech,
ynorpediigiure «Mucce». Ecii BB He yBepeHB, KakOro Imojia 4YeloBeKk, KOTOPOMY BBl ITHIINTE,
yrorpeonaure « Mucrep».

3areM 1oclie UMeH! 00BIYHO HJ1eT Ha3BaHHe JOJHKHOCTH, TUTYJIA, HAYYHOH cTeleHH U T.I1. B sToM ciyyae
MICEMEHHBIH JIeJIOBOH S3THKeT TpeOdyeTr BBIMOJNHEHHS CHeIVIONIHX VCIOBHH: Ha3BaHHE JOJKHOCTH
CTABUTCS TOJIBKO ITOCTIe UMEHH YelioBeKa depes 3alsaTyIo:

Mr. John Hunt, Manager ['ocnmonuny /HxoHY XaHTy,
3aBe/IVIOLIEMY

Mr. Mort Monroe, Editor ["ocnioyimay Mopry MoHpo,
Penaktopy

Ha3BaHHe YUeHOH CTEMeH! MAMIeTCS Mepej] HMMEHeM, BCJIe]] 3a KOTOPBIM depe3 3alsITYI0 MOKeT CJieJOBATh
o003HAaYeHHe JIOMHKHOCTH.

[Tocne cokpanieHHoro 0603HaYeHNUs HAYYHOH CcTeleHH TOUYKa MOYKeT He CTaBUThCH.

Dr Michael Lurvey, Director  doktopy Maiikny Jlepeu,

JTHPEKTOPY
Prof. Alfry Smith, [Tpod. Andppu Cmur,
Head of the Department 3aBeJIVIOIEMY OT/ICJIOM

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 KOHKPETHOTO JIHI]a HEM3BECTHO, TO Ha3BaHHe JODKHOCTH THUIIETCS C OIlpeJielIeHHBIM
apTHKJIEM:

The Chief Accountant, ['maBHOMY OyXranrepy bpHuTui

The British Engineering OHDKUHUPUHT

Co., Ltd. Kammanu Jinmure

OnHAaKo Takoe HamuCcaHHe BO3MOKHO TOJBKO TOT/Ia, Korja Bel aOCONMOTHO YBepeHBl, 9TO 3Ta JIOJDKHOCTE
SBIIETCS €/IHHCTBEHHON B HHTEpeCYIONel Bac oprannzanun. 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,
CKBapy

Director HupexTopy

The British Engineering KOMITaHU W BpuTHI DH/KUHUTHHT,

Co., Ltd. Kammaau Jlmmure g

Eclii MHCBMO aJipecOBaHO JIHILY, Yell TOUHBIH ajipec HEeM3BECTeH, OHO MOKeT OBITh HAalpaBJieHO B
OpraHHU3aL U0, HAIlPUMED, B TOPIIIPEACTBO WIH Ha (PUPMY, KOTOpas MOKET IepelaTh WM IepeciiaTh eMy
3TO MUCHMO. B TakuxX cliydasx mepej Ha3BaHWeM OpraHU3aluu, 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 Ha3BaHHe TOpojia WK rpadcrsa.

B GTHGmemwmwm o/10B BelnnkoOpuTaHuu ykazaHue rpadctB He o0A3aTelIbHO, UTO KacaeTcs

HEDDHBH]ﬁgiEFEg]A? lﬁ CcHHE T El(l)CTEEi DDH&EITE.TIBHDp DCDDEHHD, [MOCKOIBKY Ha3BaHHA HeOOJILIIHX
Ceptudmkar: 2C0000043E BEEEDEETBAEGUGEﬂGGDG 3E

BnanendOPOAQB, IQBTORSIORGS LHaHpEMep, B BelmkoOpuTaHiH CYIIECTBYIOT JiBa PHUMOH/a: O/MH B rpadcrse
Cyppeii, a gpyroii — B rpactBe Mopkmup).
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B BemukoOpuTaHUH IIpH HAMHCAHWH MTOYTOBOTrO ajpeca pexoMeHJyercs MMHCcaTthk Ha3BaHHE Topoja
[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 AaBTOMATOB.

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
Taoke B AMepuke, Tpumnomm — B JIusuu u B JIupane, binenraiiep — B lllotnanauu u B 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
aHTJIOSA3BIUHBIX cTpaHax (Gopmyria:
To whom it may concern —ToMy, KTO UMeeT K 3TOMY OTHOIIEHHE. DTa (PopMyla Takke IMedaTaeTcs
OT/JeNILHOH CTPOKOH ITOJ aJipecoM MoJTydaTeisl.
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

BerynrensHOe oOpalileHde MmpejictaBisger co0Oi  OOMeNpHHATYIO CTaHAapTHVIO (hOpMY,
SBJISFONIYIOCS HEOThEMJIEMOH YacThiO STHKETa JIeJIoBOro micbMa. OHO MoMelaercs Ha JIeBOH CTOPOHE
OllaHka MHChMAa W IMHIIETCS Ha OT/IeNIbHON cTpoke. B J1eI0BOH KOPPECIIOHIEHIIHH MPHHSATO HECKOJBKO
(opm oOpanieHnil, paziMuarOIIUXCd CBOeH «TOHANIBHOCTBHIO», B muchbMax k (pupMaM W opraHu3arusam
OOBIYHO YIIOTPEOISIOT CleyIone (POPMYIIHL:
Dear Sirs, (7T0 oOpallleHHe XapakTepHO JIJid MepenucKkd B BellMkoOpHTAHUU, IOCIIE HETO CTaBUTCH
3arTas )
Gentlemen: (ucnons3yercd npu nepemnucke B CIIA u Kanajie, moclie Hero cTaBUTcCs JIBOETOUHE)
Crtporo opHUIHaIBHO 3BYYAT BEIPAKEHHS ;

Sir: SIrs:

Madam: Mesdames:

MeHee o(pUIHaIBHO BOCIPHHHUMAOTCA clieyronime (GopMbl o0parlieHui:

Dear Mr. Allen Dear Messrs Allen

Dear Mr. Cooper and Cooper:

Dear Mrs. Allen Dear Messrs Allen

Dear Mrs. Cooper and Cooper:

B aHrnu#ckH X NACEMax, Kak MMPAaBUIio, YIIOTPEOISIOTCS CleIVIONIHe BCTYIIHTENbHEIE O0pallleHHs:

Dear Sirs, — [MUCBEMO aJIpeCOBAHO B KOMITAHHH B I1€JIOM.

Dear Sir, — MUCBMO a/IpecOBaHO MY;KUHHE.

Dear Mr. Brown  — ITHCBEMO aJipecyercs XOpouIo 3HAKOMOMY
JTOJ>KHOCTHOMY JIHILY — MY>KUHHE.

Dear Madame,  — MHCBMO aJipecyeTcs eHIIHHEe HIIH JICBYIIKE.

Dear Mrs.Brown, — MHCBEMO aJipecyeTcs XOponIo 3HAKOMOMY
- JIOJGKHOCTHOMY — 7KEHIIHHE.
Dear Ms.Freizer, — IIHCBEMO aJIpecyeTcs XOpOMIo 3HAKOMOMY
JTOJKHOCTHOMY JIHIY — He3aMyKHEH ;keHIIHHE.
Dear Sir/Madame, — mUCEMO ajipecyeTcs JIOJDKHOCTHOMY JIHILY,
W aBTOPY HEU3BECTHO, BIISICTCS JIH
JTOJIKHOCTHOE JINIIO MYKYNHOH WITH 7KE€HITHHOM.
B aMepHKaHC K H X ITHCBMaxX HUCIONL3VIOTCA CIIeIVIONIHEe BCTYIMUTEIIEHEIE O0OpaIleHu, :

Gentlemen:

Dear Sirs: [MHCBMO aJIpeCcOBaHO

Dear Gentlemen: KOMITAHHH B IeJIOM
NOKYMEHT NMOAMNWCAH

Dear Mr %FWHHHGH noan

CCOBAHO
Ceptuchmkat: 2C0000043E9AB8B952205E7BAS0006000004
Bnanen@earmmm MEHEEHQMHEHEHHHM O -

Dear Miss Brown: HOCTHEIM JTHIIAM

BODY OF THE LETTER
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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
BCTYIMUTEIBHBIH KOMIUIMMEHT MOKET BBIPaXaTh 0J1aro/lapHOCTh 3a IMUCHBMO (€CJIH HalpaBJigeTcsl 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
peJnpuITHEM, OpraHu3auuei, (UpMoOid M T.J. (€CIH MHCBMO ITOCHIJIAeTCd BIIEPBBIE), COOOIIEHHE 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 510 cyry6o uH(popMaTuBHOE IMTUCBMO O XapakTepe JIesITeIbHOCTH OTIPABHUTENS, TO KPATKO
H3JIaraeTcs WCTOPHS BO3HWUKHOBEHUS TIPEANPHUSATHS, OpraHu3alud WIH (PUPMBI OTIPABUTENS, WX
pa3BUTHS, CYIIHOCTh JeATEILHOCTH B HAacCTOfAIlee BpeMs (poiib Ha pBEIHKE, 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.
EcllH MHCHEMO HOCHT OTBETHBIM XapakTep, TO B 3aBHCHMOCTH OT II€PBOHAYANILHOIO ITOCIHAHHUS OT
3apyOekHOM CTOPOHBI, BO3MOKHEI OTBETEI HAa MOCTABJICHHEIE B ITHCBEME BOITPOCEHI, BEICKA3LIBAETCS MHEHIE
O BO3MOKHOCTH [IaJlbHEHNIEro COTpyIHHYEecTBA JMHMOO 00 OTCYICTBHH TakOil BO3MOKHOCTH,
OIpeIeNSI0TCA BCTPEYHEBIe Tpe/IT0KeHUS.
Ecli MICEMO HOCHT XapakTep pearHpoBaHHS Ha OTKPOBEHHO HEJIPYKECTBEHHVIO aKIHIO0 WHOCTPAHHOT O
maprHepa — HeCcOONMI0JIEHHEe CPOKOB IUIATE:KA, HEBBIMOJIHEHHWE B34ITBIX Ha cedsd o00g3arelbCTB, JIpYyTHE
NeHCTBHA, VIIEMJIONIHE MpaBa OTEUYeCTBEHHOH CTOPOHBI, TO BCTYIMHUTENIBHBIH KOMIIIHMEHT MOKHO
HECKOJIIEKO IMIPHTYIIHTE. [lociie 3Toro cneayer BEIpasiTh HEJIOYMEHHE IT0 ITOBOJIY JIeHCTBHII HHOCTPAHHOU
CTOPOHEI W coOxkalieHHe o MpoucmieqmeM. I[Ipm »ToM OIleHKa CIIYUHBIIErOoCsS W BBIBOJBI, Jaxe
HalpaBlIeHHLIE HA MONHEIN pa3pEB OTHOLIEHUH, He JJOJHKHEI HOCHTE Pe3KOro xXapaktepa. B sToMm ciiyuae
YMECTHBl OOOpPOTHl THIIA: «C COKANeHHEM BBIHYKIECHBI IIpepBarh HANIH JIaJIbHEHNINE KOHTAKTBI», «K
HalleMy COKaJEHUIO, 3TO MOBJIeYeT 3a OO0 HeOOXOJUMOCTE OOpallleHHs B CYIeOHEBIe OpTaHED H JIP.

O0mas xapakTepHCTHKAa OCHOBHOH 4YacTH JIeIOBOrO IMHMChbMa JIOMHKHA OTBedYaTh TPeOOBAHUSAM
B3BEIIEHHOCTH, KPATKOCTH, JIOCTYITHOCTH W OJHO3HAYHOCTH ITOHUMAHHUA TekCTa. TekCT JoJKeH OBITh
pa3sOUT Ha CMEICTIOBEIE a03albl, YTO obIeryaer o0padboTKy KOPPECIOHACHIIUH U BOCHPHSITHE COJEeDKaHUS
Tekcra. [IpH MOAroToBKE Tekcra HamdoJiee IeJieco00pasHO HCIONL30BATh YCTOSBIIHECS IHCHEMEHHEIE
[ITAMITBI, KOTOPBIE CITOCOOCTBYIOT JIyUIlIeMY MOHHUMAHHUIO TEKCTa, ero YHU(HKAUW B OMpe/elieHHOH
CTEIIEHH CBHJETENILCTBYET O BEIXOJE OTHpaBHTENIS IMHCBMa HA COOTBETCTBVIOIIHII VPOBEHB
MexIyHapogHoro ooOmieHnsa. IIMCeMO, Ha HeTPaJUIIHOHHOM «HEJEeIOBOM» f3BIKe, IIpH BceH
0e3YKOPU3HEHHOCTH IJIMHIBHCTUUECKOTO O(OPMIIEHHS CO3/1acT BHIUMOCTH Helpo(eCCHOHAIHU3Ma €ero
HCITONTHUTEJIA, YTO Cpa3y ’Ke CKaKEeTCs Ha OTHOIIEHHH K NOTeHIHaNbHOMY mnaptHepy. llosromMmy, Bce
MPU3EIBEL K «HETPAJUIHOHHOMY, HEW30HUTOMY MITAMIIAMH S3BIKY» B JIAaHHOM CIIy4ae COBEpHIeHHO
HeyMeCTHEL. M3MHIIHe TOBOPUTE O TOM, YTO TEKCT ITHCBMAa JOJKEH OBIThH BEIUHTAH HA [IpeIMeT HaTHUHs
oporpapudeckux OMMUOOK H ONEUYATOK — OHH a0COIOTHO UCKJITI0YAt0TCS !

B 3aximrodyeHNe OCHOBHOM YacTH ITHCBEMAa JIOMKEH COJEPKAThCH 3aKIIOUHTEIBHBII KOMIUTHMEHT.
Takoii KOMIUTMMEHT IPU3BaH BHECTH BOCXOJMIIMI 2JieMeHT B (PHHAJIBLHYIO YacTh NMUCbMA M ITOMOYbL
c(hopMHpPOBATH MTO3UTUBHOE MHEHHE O IMMUCbME U ero aBTopax.

Tak, TpaJUHOHHEIM SBISIETCS BBIpAKEHHE HaJeK/Ibl Ha JalibHeillee COTPYJHHYECTBO, HA TO, 4TO
H3JIoKeHHas WH(popManus B MUckMe OyjieT IoJie3Ha W IMOCHY:KUT B JIaJIbHeHIeM i1 paclIHpeHus
B3aMMHBIX CBSI3eil. B 3aBHCHMOCTH OT YpPOBHS MOJrOTOBKH IMHCBMa, BAKHO BKJIIOYUTH (Ppa3y THIIA
«IIOJIE3VACE CITyUaeM, elle pas IpHUMHTe HalllH VBEPEHHS B TOTOBHOCTH JANBLHEHNIET O B3aHMOBLIT OJJHOT O
COTPYTHHYECTBA», «MBI C HAJIeKI0i CMOTPHM Ha MMepCIeKTHBEl HANIETO JalbHeHIIero corpyiHuIecTBa
H 1.J. Ecii muceMo ajgpecyercd MONYUaTeNniO, ¢ KOTOPBIM elle He OBUIM YCTAaHOBIIEHBI JIEJIOBEIE
KOHTAKTBI, TO 3aBEepPHIHTE OCHOBHVYIO YacTh MOXKHO YBEPEHHOCTBIO B TOM, UTO MpeIIOKEeHUA,
H3JI0KeHHEIE B IMHCEME, OBUTH HHTEPECHBIMH, HAJIEKJOH Ha CKOpOe MOJIyUeHHe OTBETa W YCTAaHOBJIEHHE
PET VI pH BIKOKPHAIKTORI B! [IIEM.

Cepruch K Eﬂ%%ﬂ%ﬁ@%@%ﬁﬂﬁﬂﬂﬂ%ﬁgﬂ%ﬁd%g Xapakrep W 03HAa4aeT pasphlB JEJIOBBIX KOHTAKTOB, He ClieJIyeT

Bnanendi30C TAEE, 3AKHOUMT EARHQLQ, KQMITTUMEHTA. B 5TOM cliydae MOKHO C(HOpMYIHPOBATE 00Jiee aOCTPAKTHEIH
3AKJIIOUATENILHBI KOMIUTMMEHT W CBECTH ero K (hpazaM THIIA «OJIHOBPEMEHHO MBI CBHJIETEJILCTBYEM

CBOK) OTKPEITOCTE 114 JICJIOBOTO CO HAYeCTBA B O eM». B 5TOM clivuae IIpHd BCell HETaTHBHOCTH
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COJlepKAHMUS TUCHMa IMOJIVUATENII0 JlaeTcsl IaHC B caydae HM3MeHeHHWS 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 XOPOIIIETo TOHA, 9eM JICHCTBUTENIbHON HaJleK10H Ha Mpe/ICToAIIee COTPY/IHUUECTBO.

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
BO3HHUKAIOIIMe BOMpockl. IIpu sToM Takas (paza Takke CTPOUTCS B MAKCUMAaJILHO J100poKesiaTe/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 onpejefieHHas (popMa 3aBeplleHHs MUChbMa WIIH Teliekca, T.e. BCIe] 3a
OCHOBHBIM TEKCTOM THChMa CJIe/lyeT 3axiounTe/ibHas (popMylia BexJIMBOCTH, KOTOpas pacrojaraercs B
nmpaBoil gactH Jicta. [1o cBoeMy CTHIIIO U TOHY 3aKIIOUHTENIbHBIE (DOPMYJIBI BEXJIUBOCTH JIOJDKHBI OBITH
rapMOHUYHBIMH OOpallleHu0 1 OCHOBHOMY TEKCTY MU chbMa. Tak, eclid MICEMO HAYMHAETCS CJIOBAMH:

Dear Sirs, VBakaeMsble rocno;jia!
Gentlemen: [Nocmmona!

TO TIPEIMTOUTHTEJILHBIMHU OVIVT 3aKJIIOUUTETbHBIE (DOPM YIIBI:
Sincerely yours WUckpenne Bam

Yours faithfully C yBaykeHHEM

HauOornee pacrpocTpaHeHHBIME SBISIOTCS ClieTVIOMe (POpMYJIIbl BEKITHBOCTH ;
Yours faithfully,

Yours truly, Ctporo

Yours very truly, o(pHIHATTBEHO

Very truly yours,

Yours very sincerely,

Yours sincerely, O¢unuansHo

Sincerely yours,

Very cordially yours,

Yours cordially, MeHee

Cordially yours, o(hUIIHATTEHO

JIt0OOOMBITHO OTMETHTE CJIe/TVIONIYI0O TOHKOCTE B OTTeHKaX 3HadeHuWii: ecid B nmuckMax U3 CIIIA Yours
SBJISIETCS MEPBBIM KOMIIOHeHTOM codetanust Yours faithfully, To orHomenwe k ajpecary MeHee
opHUIUAlIEHOE, a eCJIM BTOPEIM KOMITOHEHTOM 3aK/IIOUHTE/IEHON (POPMVIIBL, TO 3TO HeHABS3UHBLIN HaMeK
Ha HeOOXOTUMOCTE CYOOpIHHAIIHH.

Kak yke oTrMedanoch, aMepHUKaHIIbl CKJIOHHBI CHIDKATh (POPMaJIbHOCTB KOPPECIOHJEHIIHH W YacTo
HAuUMHAKOT JIeJIOBBle IMUChbMa ¢ oOpalleHHd Mo UMeHH. B sToM ciiydae 3airounTelibHasg (GopMmylia
BEKJIMBOCTH UMeeT MeHee oI alibHBIH XapakTep:

Yours sincerely Uckpenne Bar
Yours truly MckpenHe Bam
Very truly yours Hckpenne Bamr

OnHako Takue GopMyisl fosiee TPAJUIIMOHHBI J1Ji HEO(PUIUATILHBIX TTHCEM.
MHor/1a B 3aKII0YATENILHYIO (POPMYITY BEJIMBOCTH BXOJIAT JT0OaBIIEHUS :
We hope to hear

from you soon HaneeMcsd Ha OBICTPBIH OTBET
We look forward
to hearing from you C HeTepIleHHEM KIeM OTBETa

ITocne zakmoOUYuTEILHON EI)DIJM}’.TIBI BCHIIHBOCTH BCCI'/Ia CTABHUTCH 3alldTad.

SIGNATURE

TTIOTINCE

,HE.TIDEBIE IMHCEMA IMOJIMHCBEIBAKOTCA OT PYVKH HCpHHIAMH, YCTKO H IJElSﬁDp'—]HED. HD,IIHHCB BCET' 1a JOJLKHA
OBITE OJTHEEOER T TOONTWCEHITHO, HD,II IMOIMHCBRO OOBIUHO TITeyaraercd d)EMHJIHH H JOJKHOCTE

MOJIITHCEIBA GOMICEKG TTon  sakmoduTensHOi (popMysioil  BeKJIIMBOCTH  (BEIIIE  ITOJIITHCH)
Ceptudpukaf: 2C0000043E9ABEBIS2205E 7BA500060000043E

BnanenddPOTTHCHBIMEQYKBAME JEUATACTCA Ha3BaHHe (PMPMBI WM OpraHU3alliH, 3a KOTOPYIO aBTOP IOJIIMHCHIBAET
ITHCBMO.
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Ecnu apTop MOJMHUCEIBAET OT HMEHH U MO MOPYUEHHIO KOMITAHWHA WU JpYTOro JIHIa, VIOTPeOISI0TCS
ciioa the per pro = p.pro = p.p. (short of procurationem) «I10 JOBepeHHOCTH» Iiepe]] Ha3BaHHEM
KOMTIAaHHH WM (paMHJIHeH. 9TO COKpallleHHd OT JIATHHCKOTO BBIPXKEHHUS “II0 JIOBEPEHHOCTH . UelloBex,
MOJIMUCHIBAIONIMI MUCBMO 3a KOr'O-JIMOO, YIOJHOMOYHBAETCS HA 3TO0 O(PHUIHAILHBEIM HOPHINYECKHM
JIOKYMEHTOM (JIOBEPEHHOCTHIO).

Wnade ynorpebisiercd Belpaxkenre “For” “3a u or uMeHH™ miepe/] (haMHIIHEH JTHIA WK Tepe] HasBaHHeM
pupMEl. EciH MHCBEMO MOJAMHUCHIBAETCS JIMIIOM OT UMEHH KOMITAHHH, OHO JIOJKHO OBITH HAIlMCAaHO B
[IepBOM JIHIle MHOKECTBEHHOT'O UHCIIA.

m1 MOKHO BBEIPAa3sHTE 3TO HHAYE:

€CJIH MUCHMO IUIIETCS OT MEePBOro JIMIA MHOKECTBEHHOTO YHCHA, TO MOCHe 3aKIIUATEILHOH (hopMYIIE]
BEKJIMBOCTH CJIe/TyeT Medararhb HazBaHue (pupMel (B/O) ¢ npeyioroM “3a”, 3areMm nojamnucsk. Hampumep:

Yours faithfully, C yBasKeHHEM,

For V/O *“Prodintorg” 3a B/O “TIpopuaTopr”

(I.Pavlova) (U.ITaBnoga)

Director Hupekrop

m

Yours faithfully , C yBakeHUEM

Per pro. THE ORIENTAL Ot umenn Opuenran Tpeiuar Ko. JIita
TRADING CO.LTD

F. Howard ®. 'orapy

Secretary CekpeTaphb

REFERENCE INITIALS

YKA3SAHUWE HA MHUITUAJIBI ABTOPA

OrcTyNHUB JBa WHTEpPBAlla OT IMOJMHUCH B JIEBOM YacTH MUCHEMA IIPOCTABIMIOTCS WHUIHANL aBTOpa H
cekperapsd WIH MaIIMHHCTKH. MHHOHANBEl aBTropa medararoTcd IIPONHCHBIMH OVkBaMHU, HWHHIIHAJIEL
HCIIOJTHUTEJISI — CTPOYHBIMH. MHUIIHANEI aBTOPA H UCIIOTHUTEIIS pa3/IelITIoTCs 3HAUKAMU / HITH

Hanpumenp:
Sincerely Yours,
Edward P. Graham
Secretary

EPG / km

ENCLOSURE
YKA3AHHWE HA ITPUJIOKEHUE K ITMCEMY
YacTo k JeTOBOMY IMHCBMY MOT'YT IPHJIAraThkCs pasindHble JOKYMEHTHL. B 3THX ciydasx HeoOXOIUMO
cenarh VkasaHHue Ha NpUJIoKEHNE K IMHCEMY. DTO VKa3zaHHe MevaraeTcsd B JIEBOM HIGKHEM VIV BClie 3a
HHHUIMAJIAMH aBTOpa NUCEMa U HCmoIHATeN. HanpuMmep,

Sincerely Yours,

Henry Powell

Director
HP : vd
Enclosure : Insurance Policy

in triplicate
Hckpenne Barr,
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 MPUIIOKEHUH, TO YKa3bIBaeTCs UX YHCIIO.
2 Enclosures:
2 IpUITOKEeHUS

2 encl.:
PexoMmeH I CHHIOKYMEHTHI, [IpHjiaraeMele K MUcbMY. [IpH mepednciieHuH BCe CIIOBA, KPOME
peIorg Ol OVKBBEL.
Ceptudirar:’ 2C0000043E9ABSBYI52205E 7BA500060006043E
Bna,uenelﬂl.an%%sa TateAHa AnekcaHgpoBHa
4 Encl.: Invoice 4 TTpunoxenus: Cuer-(pakrypa
Insurance Polic CTpaxoBoil monmc
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Certificate of Origin CeprHHukaT TPOUCX OKICHUS
Capitan’s Receipt Pacnucka kamuraHa

POSTSCRIPT
I[TOCTCKPUIITYM
OOBIYHO B JIENIOBOH TMeperHcke MOCTCKPHITYM He Bcrpedaercd. OH WHOTA, IMpaBja, BCTpeudaeTcs B
KOMMeEpUYeCKHX MHChMax, KOrja MHIIVIIHI XodeT 0co00 BBIIEHTH BOIPOC, 00CYKJIaeMEIl B ITHCHEME.
[TocTCKpUIITYM HadWHAeTCH ¢ JBVX 3arjiaBHBIX JIaTHHCKUX OvkB P.S. wmm PS ( = mar. post scriptum
“Ilocrie HamMCaHHOTO ) W pacmonaraercd B JIEBOH YacTH IMHCbMa WIIH VYKa3aHUd Ha IIPHIOKEHUE.
[TocTCKpUNITYM, Kak ITPAaBUIIO, He MOJMUCKHIBAETCS, B €T0 KOHIIE aBTOP MPOCTO CTABUT CBOHU HHHUITHAIIEL.
Pe/iko, HO B KH3HH BCTPEUAIOTCS HENpeJBHICHHEIE OOCTOSTENLCTBA, KOT/Ia MHCBMO VKe TOTOBO K
OTIpaBKe, HO MPOUCX OJIUT COOBITHE, O KOTOPOM HEIIpeMEeHHO HYKHO cooOUINTE. Hampumep:

Sincerely yours,
Henry Davis

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

HckpenHe Bami

I'enpn [leiBUC

YIpaBJSIOLMA OT/1e/IOM

CoOnlTa
[T | 5c
I1.C. Ham gupexTop morman B karactpody. I".I.
PARTICULAR ADDRESS ORATTENTION LINE
YKA3AHHUE HA JIMIIO, KOTOPOE IT1O JXEJIAHUIO OTIIPABUTEJIA OOJDKHO ITPOYECTD
JAHHOE TTMCBMO
OOBIYHO pacrmojiaraercs Ha JIBe CTPOKH HIKE BHYTPEHHEro ajpeca. PacrpocTtpaHeHBl cClieIVIOIIHe
(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 IMPHU3BIBAET K OCOOOMY BHHMAHHIO OIpE/IeNICHHOI0 YellOBEKa, YacTO C IEeIb YCKOPEeHHU
paccMOTpeHUS MUCHEMA.
SUBJECT HEADING OR CAPTION
YKA3AHHWE HA COOEPKAHUE TTMCBMA
OOBIYHO MeyaTaeTcs Ha JIBe CTPOKH HIKe BCTYMHTEIBHOrO oOparieHus. Ero Bcerja BBIJIENSIOT, YTOOHI
nerde OBLJIO pa3OHpark MOUTY W HAIPABJTh MUCEMa ajipecaraM, HallpuMep:
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
Hnst oblierdeHus NMepernuck U COKpalleHUus BpeMeHH Ha MOUCK HeOOXOJIUMOHN JOKYMEHTAIlUH J1elioBas
KOppEeCITOH/IEHIIHS OOBIYHO HMEeT CBOW perucTrpallHOHHBIA HOMep. HoMmep JokyMeHTa, Ha KOTOPBIH
CCEIIAeTCs aBTOp IMUCEMA, HeT ITOclie CIIOB

Our Referenoeyme&um cﬁaﬁcﬂﬁ)
Your RefSPERT M YOI REP

Cepridbikar 20000004 SEBABEBSSP05E TEASO00BD000043E
BnanendSOTORRIE, KAKTHRABIAQ. JAIUYECS PSAJIOM CO CTPOKOH JIaThl MITH HAJl BHYTPEHHHM aJIpecoM.

Ecnmn janHag HH(I]_)DIJMEH_[HH OTCYTCTBYET, TO aBTOP IMHCBEMa MOMKET CChBLUIATBECA Hd HOMCED JOKYMCHTA B

Haydallc TCKCTa I[THCEM a HEinHMEp
Nencteutened: ¢ 19.08.2022 no 19.08. 2023



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 vears between us.

Gentlemen:

Thank you for your letter of February 28 under your reference

513/0240 regarding the European Production Conference.

CARBON COPYNOTATION

YKA3AHHWE HA KOTIMH, OTTIPABJIEHHBIE 11O IPYTUM AJIPECAM

Eciu, kpoMe ajpecara, KOIMHU MMACHEMa MOJYYaT JAPYrue JIUIa, TO Takas [MoMeTKa JI0JbKHA OBITh cjleliaHa
Ha OJINH-/IBa MHTEPBAJIa HWKE YKA3aHHUS Ha NIPHUJIOKEeHHE K MUcbMY. 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 TTMCHMA

B aHrimiickoM NHCBMEHHOM JIEJIOBOM STHKETe HeT eJUHOTO o0paslla pacholmkeHHS BceX dJacrei
miuceMa. CyIIeCcTBYeT HECKONIbKO (POPM, U3 KOTOPBIX HauboJiee YIIoTpeOUTEIIbHEIMH SBIISFOTCS JIBE.

1. briounast (hopma (Block form ). OcHoBHaS ocoOeHHOCTE 5TOi (hOPMEI JeJIOBOr0 MUChMa 3aKIiouaeTcs B
TOM, UTO BCE €0 YacTH, 3a HCKIIIOYEHHEM ajipeca OTIPaBUTEIIS, 3aK/IFOUUTEIILHOH (POPMYIILI BEKITHBOCTH
H ITOJIMHCH, HAYMHAIOTCS HEMOCPEJCTBEHHO OT Kpas JIeBOTO MoJisl; OpocaeTcs B IJia3a TakkKe OTCYTCTBHE
KPAaCHOH CTPOKH B HadaJie Kax/J10ro adzara.

2. CymectByer W japyrad ¢opMa pacroliokeHHs IMHCBMEHHOTO MaTepHalia, KOorjla CTPOKH ajpeca
OTIpaBUTENS W Jlata, a Takke ajpeca IMoliyuaTeas W 3aKkIIoudTeIbHOH (POPMYIIBI TMeYaTarTcs C
orcrynaMd. OCHOBHOH TekCT IMHCBMA Takke Iledataercsd ¢ ad3alHBIMH OTCTyIaMH. Jta ¢opma
HasbIBaeTcs “3yduaToii” (indented wmu step form)

B koMMepueckoi KOPpPECIOH/IeHIIHH CYIIECTBYIOT H JIPYTHE CITOCOOB KOMITO3HIITHOHHOTO O(OpMIIeHHS
nenoBoro mucbMa. Hekoropble W3 HHX — HeOOBIYHBIE, OPOCKHE — HCIOJB3VIOTCS JIJII TOTO, YTOOBI
MpUBJIeYb BHUMaHH e udTaresisl k (popMe MHceM, cofieprkaliux HH(POpMaIlHio pexIaMHOr 0 XapakTepa.
EXAMPLES OF WRITTEN COMMUNICATIONS

ITIPUMEPBI MUCBMEHHBIX IHNITAMITOB

JJI5 HAYAJIA TIMCBEMA OPENING PHRASES

M&I TtoJTyunid Bamie muceMo oT. .. We have received your letter of...

biaroapuM 3a IMHUCBMO OT ...
braromgapnuM 3a Bamie muceMo
or 15 Mad...

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

bonbmoe cracu0o 3a Bamie MUCEMO Many thanks for your letter

BELIIO OYeHB I[IPHATHO Y3HATh, 4UTO...

51 Ow17T OBl OUEHE OJIaroJlapeH,
eci1 OEI BHI. ..

B orBer Ha Barmie muceMo OT... (TpockOy)...

[To Bamen nmpocrs0e MEI BEICTTATH BawM. ..

Paner coobnuTh BaM, 4To0...

[Tumy ¢ TeM, 4TOOBI BBISICHUTB (3aKa3aTh)...

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

We have considerable interest in...

Ceprudomkar: 2C0000043E9ABEBOS52205E7BAS00060000043E

BrnagendlcpIrivsfenata BamadaeasHapossa With reference to your order

[eiicenrnQTedICEs OFb 10 0aRiEEh; UTO. .. We should like to add that...



MEI OUeHB paJbl V3HATh, UTO BEI

3AHHTCPCCOBAIIHCE HAITHM . ..

XoreJiock OBl 00paruTh Bamie
BHUMAHHE HA...

[Toxkanyiicra, COOOIIUTE CBOH
VKA3aHHUs 110 JIOCTABKE

[TonTBepiK/1aeM HaI 3aKas OT...
Barie mUCEMO ¢ IPIIOKEHUEM

(VkazaHueM, Ipock0oil o0...)
pPaccCMOTPEHO

We are very gratified to leamn
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)
B orBer Ha Barie micsMo OT... In reply (in response) to your letter of ...
B nojrBepk/eHre Haero (1x)
TeJie()OHHOI' O pa3roBopa (Iepe-
TOBOPOB, COCTOSIBIIIUXCA B ...)
COOOIIaeM, UToO...

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

Ccrnasich Ha Hamle MHCBMO OT. ..
coo0IIaeM, 4ro...

With reference to (Referring to) our
letter of... we wish to inform you that..,
BHOBE CCBLIASACH HA ... With further reference to...

Paner coobnuTh BaM, 4To0...
that. ..

We are pleased (We are glad) to inform you
We have pleasure in informing you that...

K COKAIICHHIO, BEIHYKJ/ICHEI
HAallTOMHHTE BEIM? qTo...

We are sorry (We regret) to have to
remind you that...
13 Bamero nucsMa Mbl Y3HAIH, UTO. .. We learn from your letter that...

In connection with our letter of....
and 1n confirmation of our cable of...

B CBSI3H ¢ HAIIUM ITHCEMOM OT ...
H B MOJATBCPWICHHEC TCIICT paMMEIL OT ...

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

CBA3SVIOIIHUE SJIEMEHTBI ITMCBEMA  BINDING PHRASES

MBI BEIpaaeM YBEPEHHOCTh B TOM, UTO. .. We express confidence that...

MBI COBEPIIIEHHO YBEPEHHL. .. We are sure (confident) that...

At the same time we would like
to remind you that. ..

We find (consider) it is necessary

(important, reasonable) to note...

OnHOBpeMEHHO XOTENTH OFI
HaIlOMHHTEL Bam, dro...

CunraeM HeOOXOIIMEBIM

(BaKHBIM, ITeJIecO00pa3HBIM ) OTMETHUTh. ..

AOKYMEHT MNOANMCAH
SANEKTPOHHOW NOAMNWUCLIO

Ceprba IMEMBBEILENIAZAHHOLA  500060000043E

Bnaneneu: llleGayxoea TaTeAHa AnexkcaHgpoBHa

B nomonHeHHe K BBEINICYKA3AHHOMY ...

Apart from the above...

Further to the above. ..

Nencteutened: ¢ 19.08.2022 no 19.08.2023



MEI OBLTH OBI pajJibl IMeTh BO3MOKHOCTD. ..

HD.TIBE}’HCB BOSMOKHOCTEIO
HAITOMHHTE, 9TO...

Camo coboil pazymeercs. ..

Obparraem Baile BHUMaHHE Ha
TOT (paKT, 4TO

BBHTY BEIIIEH3IOKEHHOTO. ..

B CBS3H C 5THM. ..

B cBg3u ¢ Banreil mpock00H. ..
B CB43H ¢ BEIICH3IOKEHHEIM . . .
Jleno B TOM, 4TO...

B crioxuBImIMXCHd 00OCTOSTENIBCTRAX. ..
[To BameMy MHEHHIO. ..

B coorBeTrcTBHH ¢ Banieil mpock00H. ..

B BameMm muceMe BEI 3agBiigeTe,
qTo. ..

Iamee BuI mumere

bonee Toro...

TeM He MeHee...

B niepyo odepels. ..

DakTHYECKH. ..

Kpowme Toro...

B mormonHeHHe K HalleMy ITHCBEMY OT...

MEI BEIHY#%/I€HEI HATOMHHUTE
Bam, dro...

IIMeeM yIOBOJNILCTBHE MPEITIOKUTE BaM. ..

Bam, HecOMHeHHO, H3BECTHO, UTO. ..

OueBniHO, BaMm HU3BecTHO, 4TO. ..

We would welcome the opportunity...

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

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

We wish to draw our attention to
the fact that. ..
We would like you to note that...
We wish to bring to you notice that. ..
In view of the above...
In this connection...
In connection with your request..
In connection with the above

The matter 1s...
The point is...

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

As requested by you..

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

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

You may know that..

[TprnaraeM KOIMHIO MUCHMa (PHPMEIL. ..

1O MOBO TV ACHAVEBA 31PE MICAH
DgHE OHHOW NOANMWUCEID

CepTuchukat:  2C0000043E9ABBBIS2205E7BA500060000043E
Branend IpO CHMFIPHHATE B O BHEMAFHE

(ydecTsh), 4ToO...

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

Please note that. ..
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BBIPAJKEHWA, UCTIOJIB3YEMBIE B KOHIIE ITUCBEMA

CLOSING PHRASES

Mgl Oy1eM IIpU3HaTeNIbHEI 3a We early reply will be appreciated. ..
OBICTPBIIl OTBET...

[TpocuM oOpamarbCs K HaM, If we can be of any assistance please
eciii Bam nmorpebyeTcs do not hesitate to contract us...
[TOMOIIb (COeHCTBHE). ..

Hameemcd nmonyuurs Bam We are looking forward to hearing
OTBET B ONMMsKaIIeM OyIYIIEM. .. from you...
We expect your early reply...
We expect to hear from you in the
nearest future

Mgl XoTenn Ovl 3aBepHUTH Bac... We would like to assure you...
HaneeMcs mojyjiepxarb We wish (would like) to maintain
COTpY/IHHUeCTBO ¢ Bamu. .. cooperation with you

ByneM Mpu3HaTeJIbHE 3a OBICTpOE Your prompt execution of our order
BBITTOJTHEHU € HAIIETO 3aKasa will(would be) appreciated

MBI He 3aMe/IJTHM CBSI3aThCA C We shall not fail to contact (to get
HallIMMH OpPTaHU3allHIMHU in touch with) our organizations
(MMpOEKTHBIMH OPraHU3alUsIMH, (design organizations,
3aBO/IaMH-IIPOH3BOTUTEIISIMH ) manufactures)

BornpocH # 3aJaHus:

1. ITonroToBsTECH K 00CYK/IEHHIO TEOPETUYECKOTO MaTepHala.

CrpykTypa Jel0oBOro MuchkMa:

1. 3aronoBokK.

2. Jlata macEMa.

3. HanmeHoBaHHe U ajipec MoJiyuarelis MUckMa (BHYTpeHHHU ajipec).

4, TIpuBeTCTBHE,

5. OCHOBHO#H TEKCT IMHCHEMA.

6. 3aximounTe/IbHasd (opMYIia BeKIMBOCTH.

7. ITonmucs.

8. Ykazanue Ha MpHIOKeHHe (eClid HMeeTCs ).

[TonesHnele BeIpakeHUs B JiermoBoil mepermcke (Helpful Expressions in Business Correspondence):
[TpockOBl  (Requests), Brelpaxkenne cooOlienud, Brelpaxenue Haaexasl (Expressing Hope),
bnarogaprocts (Gratitude), W3suHeHus (Apologies), BrelpaxkeHune HeyoBJleTBopeHHs (ExXpressing
Dissatisfaction), OtBeTsl Ha Bonpocsl U Ipe/iokeHus (Responding Questions and Proposals).

2. OTBeTHhTE Ha BOMPOCHT:

1). HazoBute OpUTaHCKHUIT W aMepHKaHCKHH SKkBHBalleHTHl pycckoil ab0peBuarypel OO0 (obmiecTBO C
OT'paHHYEHHOHN OTBETCTBEHHOCTERIO ).

2). Kak B HazBaHUH (PUPMEI OTpaKaeTcd TO, YTO OHA Ipe/icTaBiiger co00i MapTHEPCTBO JIBYX WK Oojee
moneit?

3). Uto yka3blBaeTcs B 3arojioBKe MICEMa?

4). O yeM TOBOPUT HOMED JJOKYMeHTa?

5). I'me 1 kak ykaselBaeTcs jara nmucbMma?

6). Kak nmumiercs BHYTpEHHHUH ajipec (ajipec rojayuaresis)?

7). Kakue BexJiuBsie (popMEI oOpallleHHs (M B KAKUX clIy4dasx) VKaselBaroTcd nepel paMuiei aapecara?
§8). Hamumure mpon3BOJIbHEI BapuaHT afpeca monydarens B CIIA, Benuxobpurannu, Kaname, oqHOM
H3 cTpaH ERPOIEEHT NOANMCAH

9). Uto STl 'Y TR M a03ane muceMma? JlaiiTe cBOl BapHaHT HadaJibHOro ads3ama IMHCcBEMa,
Ceptudikar: 2C0000043E9AB8BI52205E /BAS00060000043E

Bnaﬂeﬂé‘mﬂmaﬁ&MﬁEMM@HﬂEHHHm IO ME}K,I],}’HEIPD,IIHDM}’ DﬁMEH}’ CT}’,IIEHTEMH C HpDCEﬁDﬁ CDDﬁH.[HTE
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3. BeImotHUTE 33/ 1aHHS.

l. CocraBbTe MUCBLMO-3aAIPOC OT CBOEH OpraHu3alHH O BO3MOMXHOCTH ITOCTABKH CIIOPTHBHON 00YBH
JUIS FOHOIIEH U JIeBYIIEK.

2. Hamumure OTBET HaA 3alpoc O IMOCTAaBKe CIIOPTHBHOM OOYBH C MOJTBEpPkJIEHHEM TOTOBHOCTH
OKa3aTh TOMOIIL W IOMLITKONH YOeIuTh HOBOTO KIMEHTA B MEpPCIeKTUBHOCTH OTHOIICHWH C BamIei
KOMITaHHEH.

3. CrenaiiTe 3aka3 Ha IApTHIO TOBapa ¢ IOJATBEPIKJIeHHEM YCIIOBHH IjIaTe)ka, oOpaTHB BHUMaHHE
[TOCTABIIIMKA HA CIMIOCO0 YITAKOBKH.

4. O6paturech B (pUPMY, TTOCTABJSIONIYVIO 000pYJ0BaHUE IS MIPOU3BOJICTBA MeDeliH, ¢ Mpock00il 0
[IPe/IOCTABIIEHUH BO3MOMKHOCTH TOJIVUUTHL HUX TPOAVKIIUIO B KpeauT. YOeauTe MOCTAaBIIMKA B Ballei
HaJleKHOCTH Kak [apTrHepa.

5. CocraBbTe MHUCHMO-3AMPOC O BO3MOKHOCTH M YCIIOBHUSX TPAHCIIOPTHPOBKH T'py3a IO KeJIe3HOi
nopore.

6. Coo0mure cBoeMY KIHEHTY-UMIIOpTEPY 00 OTIpaBke Tpy3a aBTOMOOHJIBHBIM TPAHCIIOPTOM,
YyKa3aB JIeTalld YIIaKOBKH, BEC, CTOUMOCTD U [POUK e JIeTalu COIMTPOBOIUTE/IBHON JIOKYMEHTAIHH.

7. [TopyunTe cBOeMY OaHKY c/leliaTh IepedurclieHre 3a apTHIo TOBapa.

4. Answer the following question:

1. What are the parts of the Business letter?

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

3. What 1s the difference of writing the inside address in English and in Russian?

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

5 What 1s the main principle of dividing the letter into paragraphs?

6. What should you remember about enclosures?

7 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 Str,

Dear Sir:

Messrs

Dear Mr, Brown,

Dear Madam,

Gentlemen:

Dear Mrs. Popov,

Dear Mrs. Brown:

Dear Dr Harris

6. Write the following dates in English:

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

5.2.2012, 22.V. 2013, 29.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 AHTIHIO:

A) Ha pupmy «Cmur u Can Jlumure», Jlongon C.B.5, KeuH Bukropus 25, Ha UMg MeHexkepa I10
SKCIIOPTY;

b) Ha pupmy «JloHj0H Metan» B Jlonone H.B.7, o yimne Jleitn 37, Ha uMs cexkperaps;

B) Ha pupmy «/LxoH bpayH», nyObnnuHasg komiaHusg, B JIOHJOHe (CeBepO-BOCTOUHBIH cexkTop 5), mo
yimuie XondopH, n1oM Ne27, r-uy Ix. bpayny;

[') B Mandgecrep, 15, yi. Pea Poya, 1om Ne37, Ha pupmy bBpayH bpazes;

) B Jlusepnynb, 16, yin. Japsun Poan, n1oMm Ne64, pupme «Becren Meran Ko Jlumuren», r-xe Matu
JapBUH;

E) B Becropn, rpadcrBo Xemmmup, yi. bur Poya, nom Ne33, pupme «Cvut u Can JIta». BHUMaHHIO T-
Ha bpayHa.

8. Write t Wﬁ@ﬂi}umﬂmm and the complimentary closes if the letters are written:

Eepmd}hua) EEDGGDMSEQQH 2205E7B EGUGEEIDEIDDLISE 0;
Bragendd) B @MERHKARCKVIOAKQPIQRALIIO;
B) cexperapio — keHIIUHE;

') cexperapro KOMIAHWU;
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) muccuc 1. J1:;KOHCOH;

E) mucc E. I'puH;

) r-ay Croky (B aMepukaHCKOH (popme);

3) r-uy CMHUTY, KOTOPOT' O BEI XOPOIIIO 3HAETE;

1) cexperapto (B aMepHKaHCKON (pUpMme).

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

A) ITuceMo HammcaHo 25.4.2012, pupme «Bpaya Bpases JItay» mo aapecy: AHraus, rpadperso Hopkmmup,
yimna Aneaep Poya, 1oM Ne21, mo moBojy Bamiero 3ampoca ot 15.4.2012.

Harmmiure, uro B JonmojaHeHHe k Bamiemy micbkMy ot 15.4.2013 BeI XoTenu Obl COOOIIUTE €I KOe-KaKHe
CBe/IeHUs. B 3axilfoueHHe BEIpasuTe HaJek/y, 4TO YCTAaHOBUTE ¢ (hbUpMOH IUIOOTBOpHEIE JIeJIOBEIE
OTHOIIICHH.

b) IMucemo Hammcano 21.11.2013, ¢pupme «Jlom Ko» (myOnmuyHag koMmaHus) mo ajpecy: HorruHrem,
yiuna bumon Poy, nom NelS, mo moBojay ux 3anpoca ot 1.11.2013. OrBethbTe, uTO BEI ¢ Y0BOJILCTBHEM
[TOChIJIaeTe UM TTOCTIe/THUI KaTalior U MpeicKypaHT.. .. .

B sak/itodeHHe HAMMHUIIATE, YTO BBl OKHJlaeTe B3aHMOBBITOJHON TOproBiu ¢ uX (upmoil. He 3abyabre
yKa3ath MpUJIOKEeHH e Ha 8 JIHCTax.

B) ITucemo Hamucado 15.12.2013 ¢pupme «bpayda Metan Ko» B AHTIHIO, UTOOEI OHO OBLIO IpeJIaHo T-HY
CMHTY.

Anpec: JloHmoH (ceBepHBIl cexktop 6), ymuma Xaiireiit Becr Xwuimn, goM Ne 32, OTHOCHTENBHO
obopyaoBaHug Mo koHTpakTy Ne 51, Hanmummre, dro ¢ coxkajieHneM BaM mpHXOAUTCS COOOIIUTEL €MY,
qro...

B 3akifoueHHe MOMPOCHTE ero CpouHO BaM OTBETHUTS.

ITpakTHyeckoe 3ausiTie Nell. ConuajibHO-cly:KeOHas MepenucKa.
OpranuszanuonHas (popMa 3aHITHS: TPaTUI[MOHHLIIA ceMHUHAap.
[lens: ¢opMupoBaHHe V CTY/IGHTOB pedeBOil, A3BIKOBOH W KOMMYHHKATHBHOW KOMIIETEHIIMH JIJId
OCVIIECTBJIEHHS JI€JIOBBIX KOHTAKTOB.
B pesynbsrare OCBOEHHE TEMEl CTYIEHT JOJKEH
3HAaTh: OCHOBHEIE IpaMMaTHYeCKHe SBJIEHHS, XapakTepHEIe IS Mpo()eCcCHOHAIBLHOM peuH; JIeKCHUeCKHe H
CHHTaKCHUYeCKHEe 0COOeHHOCTH O(PUIHAIIBEHO-/IEJIOBOTO CTHJI B aHTJIMHCKOM SI3BIKE.
YMETh: OIPE/ENiSTh CTHIEBVIO MMPUHA/JIEKHOCTh AHTJIMHCKUX TEKCTOB O(HUIHAIBHO-/IEJIOBOTO CTHIIS,
BUJIeTh XapakTepHbIe CTHJIEBBIE UepThl; YHTaTh O(HUIHAILHO-JIENOBBIE TEKCTHI Pa3IMYHON CTeleHH
CIOKHOCTH; CTPOHUTH JHANOTHYECKYID W MOHOJIOTHYECKVIO pedub ¢ HCHOJB30BaHHeM Haubolee
VIOTPeOHTENBHEIX JIEKCHKO-TPAMMATHUYECKHX CpeJICTB B OCHOBHBIX KOMMYHHKATHBHBIX CHTYaUAX
opuHanbHOro o0IIEeHUS; MOHUMATh JHAJIOTHUEeCKYI0 H MOHOJIOTHYECKYIO peub 110 U3YUEeHHOH TeMe.
AKTYaTBHOCTh TEMEL: 00VCIIOBJIEHA HEOOX OJTUMOCTEIO OBJIajieHus Y K-4.
Teoperndeckasd 4acTs:
BuJIEI 1eT0BOH KOpPpeCITOH/IeHIIHA

Kax/10e JelioBoe MHCHEMO ITHIIETCS C OIpe/iefieHHON [eNIBI0, BBIpa)karolllee HaMepeHHe aBTopa, T.e.
mepeaarb WM MOIyudTh WH(popManuio. C ompe/ieieHHON J1oliell YCIIOBHOCTH BCe MHOKECTBO JIeJIOBOMH
KOPPECITOH/IEHIIHH MOKHO pasOUTh Ha Ipynnel. [lepByio rpynmy oOpasyioT JeNOBEIe MHCEMAa, CBI3aHHEBIE
C pacnpocrpaHeHueM uWH(popManuu. JleloBag JeATeNBHOCTL Ipejojiaraer pacrpocTpaHeHue
HH(pOpPMAIIMH B CBSI3H C Pa3IMUHBIMU  MPHUAHAMH: HeOOXOJUMOCTBIO Mepejladd  o(pHIUaATIbLHOH
uHpopManuu (HH(pOpPMAaUMOHHBIE TTHCEMa), HEOOXO/IMMOCTEH HH(P)OPMUPOBAHUA MTAPTHEPOB 10 OU3HECY
H 3aWHTEPECOBAHHEIX CTOPOH B MPOBEJCHHH TE€X HWIJIH HHBIX MEPOINPHATHH HIH O CYIIECTBEHHBIX
COOBITHAX B clpepe WX WHTEPECOB (IMHCBMa-H3BEIeHUs, MHChbMa-TIpUTIaNIeHus, THCEMa-yBeIOMICHHS,
[TUCEM a-COOOIIEHHS ), HEOOXOUMOCTEI0 HH()OPMUPOBAHUS [MAPTHEPOB H MOTEHIUAJILHEIX MMOKYITaTellel U
morpeduTenedl o MpegocTaBiisieMbIX TOBapaxX W ycayrax (MUcbMa-Mpe/ioKeHHUs, pexJIaMHbIe ITUChMA ).
Kak mpaBuJio, JeJIOBBIe MUCHEMA JAHHOH TPYIITEI HOCST HHUIIHATHBHEIA XapakTep.
Bropyro rpynomy o0pasyioTr JIeJIOBBIe MHChbMa, CBA3aHHBIE C OOpalleHHSIMH K TEeM HIIH HWHBIM
OpraHu3anusM, MpeAnpuaTusM, (GpupMaM (B TOM UHClie W TaprHepaM Mo OW3HECY) B CBS3U C
[IPHOOpEeTC HTEMEFTE AKA3aHUeM YCIIYT WIH BBIITOJITHEHHEM TeX HWIH WHBIX JIEMCTBUH. DTH IHCBMA
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