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BBEJAEHUE

Hucnunmuna  «MHOCTpaHHBIH — s3BIK B NMPOQECCHOHAIBHOM cdepe» O0CBauBaCTCs
cTyneHTamu B TeueHue 81 gaca. YacTh 3TOr0 BpeMEHU OTBOJUTCS Ha ayAUTOPHBIE (POPMBI paOOTHI
(mpakTUYECKUE 3aHATHUS ), KOTOPbIE MPOBOATCS MPU HEMOCPEACTBEHHOM YYacTUH MIPErnojaBaTes.

JucuuninuHa opueHTUpOBaHA Ha

- pa3BUTHE HABBHIKOB IMOHMMAaHUS YCTHOM peud OOIIel M JeIOBOM TeMaTHKH, BKIIOYas
MMOHMMAaHUE PEYH HOCUTENEH SI3bIKA U BOCIIPUSATHE PEUU C MEUA-UCTOUYHUKOB;

- TIOHMMaHHE OCOOCHHOCTEH CTHIICH OOIICHHS B paMKaxX JEIOBBIX CUTYAIMi U CUTYyaIHi
IMOBCEIHEBHOIO OOIIEHUS;

- TMPeoJoJICHUE SI3BIKOBOTO 0apbepa W YIydIlleHHe HaBBIKOB Pa3rOBOPHOTO aHTIUHCKOTO
SI3BIKA;

- TOBBILIEHUE I'PAMOTHOCTH YCTHOM U IIMCbMEHHOM peuu;

- pacllupeHHe aKTHBHOIO CJIOBApHOTO 3amaca I0 TeMaTUKe OOIIero U JeJIOBOro
AHTJIMMCKOTO S3BIKA;

- TOBBILIEHUE OOILIEr0 YPOBHS BJIaJICHUS S3BIKOM.

Takum  o0pa3oMm, T1ETbI0O  OCBOCHHS  TUCHUIUIMHBI  «MHOCTpaHHBI  S3BIK B
npodeccuoHaibHOW ~ cdepey»  sBaseTcs  (POPMHPOBAHUE Y  CTYJAEHTOB  HMHOS3BIYHON
KOMMYHHKATUBHOW KOMIIETCHIIUM KaK CPEJICTBA, MO3BOJIIONIETO 00ECIEYUTh KOMMYHUKATHBHO-
Mo3HaBaTeNNbHbIE MOTPEOHOCTH B cepe eNOBbIX OTHOUIEHUN U pelaTh MpakTUYeCKUe 3aJ1a4d B
chepax aKageMHUYECKOW, NPOPECCHOHATBHON U COLHUAIBHO-TYMAHUTAPHOH JIEATENbHOCTH,
y4acTBYSl B MEKKYJIbTYpHOM OOIIEHUH. 3aJauyd OCBOCHHS JHUCLUMUIUIMHBI: OBJIAJCHHE HaBbIKAMU
MOHOJIOTHYECKOW M TUAIIOTMYECKON peun B cdepe NeI0BOro OOMICHHS, a TakKe OCHOBaMH
JIEJI0BOM MMUCHbMEHHOW peyH.

[Ipouiecc n3yvueHus TUCIUIUTMHBI HApaBlieH Ha (OPMUPOBAHUE HIEMEHTOB KOMIETCHIIHIA,
B pe3yibTaTe BBINYCKHUK JODKEH 00yiamaTh oOmeKyiIbTypHON KommereHnuen YK-4:
CIOCOOHOCTh K KOMMYHHUKAIIMU B YCTHOH M MUCHBMEHHOW (hOpMax Ha PYCCKOM U HHOCTPAHHOM
S3bIKaxX JJIs PEIICHMS 3aa4 MEKIMYHOCTHOIO U MEKKYJIBTYPHOIO B3aUMOJEHCTBHSI.

B pesynbrare ocBO€HUS TUCIUILIMHBI 00YYIAOIIHIACS TOJKEH 3HATh 3TUKY MTOBCEIHEBHOTO
U JENOBOro OOIIEHUS, a TakKe MEXKYJIbTypHble OCOOCHHOCTHM NpU JEIOBOM OOIIEHUU Ha
AQHTTIUICKOM  SI3bIKE; TPAMMATHUYECKHE HOPMBI AHTJIHMICKOTO sI3bIKa, HEOOXOAWMBIE IS
IPaMOTHOTO OCYIIECTBJICHUS YCTHBIX M MHUCbMEHHBIX KOMMYHUKAILIUW; OCHOBHBIE OCOOCHHOCTH
oopmieHns 1eN0BOM KOPPECTIOHACHIIUN; YMETh MPUMEHATh Pa3TOBOPHBIM aHIIMUACKUHN S3BIK B
pPa3IMYHBIX CUTYyalUAX JEJOBOrOo OOILIEHHUs, BECTH OOIlleHWe Ha JEJOBYI0 TEMaTHKY;
00pabaTkIBaTh JAETOBYIO KOPPECTIOHICHIINIO HAa AHTJIMICKOM SI3bIKE U BECTHU JICTIOBYIO MEPETHCKY;
BeCTH NMPodeCcCHOHATBHOE OOIIEHNE B PA3JIMUHBIX CUTYAIUAX JCIOBOM ChEpHI.



COJIEP)KAHUE TPAKTUYECKHWX 3AHATUI

IIpakTnueckoe 3anaTne Nel. Jlekcuyeckne M CHHTAKCHYeCKHE 0COOCHHOCTH 0(pMIMAIBLHO-
AEJIOBOT0 CTHJISI AHTJIMHCKOIO0 SI3bIKA.

OprannzannonHas (popMa 3aHATHS: TPATULMOHHBIN CEMUHAp.

Hean: popMupoBaHUE y CTYJICHTOB PEUYEBOM, SA3BIKOBOM U KOMMYHUKATUBHOW KOMIETCHITUH IS
OCYILIECTBIIEHUS 1€JIOBBIX KOHTAKTOB.

B pesysabTare ocBOeHHE TeMbI CTYICHT JA0JIKeH

3HATh: OCHOBHBIC TpaMMAaTHUYECKHUE SIBICHUS, XapaKTepHble [UIsi MPoecCHOHAIBHON peul;
JIEKCUYECKHE M CHUHTAKCHMYeCKHe OCOOEHHOCTH O(UIMATbHO-AEIOBOIO CTUJS B aHTJIMHCKOM
SI3BIKE;

yMeTb: OIpeAeNsaTh CTHIEBYI0 NPHUHAJICKHOCTh AHIIMMCKUX TEKCTOB O(HUIMATIbHO-IIETI0BOTO
CTHJIS, BUACTh XapaKTePHBIC CTHIIEBBIC YEPThHI; YATATh O(PHUIIMATBEHO-IEIOBBIC TEKCTHI PA3THYHON
CTENEHU CII0)KHOCTH; CTPOUTH JHUAJOTUYECKYIO M MOHOJIOTMYECKYIO pE€Yb C HCIOJIb30BAHUEM
HamOoJee YyIoTPpeOUTENbHBIX JIEKCUKO-TPAMMATHYECKUX CPEJICTB B OCHOBHBIX KOMMYHHKATHBHBIX
CUTyalusix O(UIMAIBLHOTO OOIIEHHS; MOHMMATh AMATIOTUYECKYI0 M MOHOJOTHMYECKYI0 pedb IO
U3y4YEHHOH TEME.

AKTYaJIbHOCTb TeMbI: 00yCIIOBIIEHAa HEOOXOIMMOCThIO oBlafieHus Y K-4.

Teoperuyeckast 4acThb:

OdunmanbHO-1eT0BON A3bIK KaK 0COOBIN (PYHKITMOHAIBHBIA CTHIIb PEUU XapaKTePU3yeTCs
W3BECTHBIMU MUHTEPHALMOHAIBHBIMHU YePTaMU, KOTOPBIE SIBJISIOTCS CIEACTBUEM YHUBEPCAIbHOCTH
pelaeMblX WM 3aJad  — CIY)XUTb HHCTPYMEHTOM [I€JIOBOTO  OOLIEHHs, CpPEACTBOM
JOKYMEHTUPOBaHUs O(DUIIMATBHON YIIpaBIeHYeCKOU U ciTy>keOHoU nHpopmanmu. OIHA U3 CaMbIX
MOPa3UTEIBHBIX OCOOCHHOCTEH 3TOr0 CTUIISI — MCIOJIb30BAaHUE CJIOB B UX MCTUHHOM CIIOBApPHOM
3HaueHuH. He cymiecTByeT BO3ZMOXHOCTH JJi KOHTEKCTHBIX 3HAUEHHUI WIH JIJIi OJJHOBPEMEHHOU
peanmzanuu AByX 3HaueHHid. ClioBa € HSMOLMOHAIBHBIMU 3HAYEHUSIMH HE JOJKHBI OBITh
HaWJCHHBIMU B TOKyMeHTe. KakIblif THIT 1€JOBBIX TOKYMEHTOB HMEET COOCTBEHHBIN HAOOp (pa3
W KJIMIIE, KOTOpblE MOIYT Ka3aTbCi CTPAaHHBIMH B PAa3rOBOPHOM aHIJIMICKOM  SI3BIKE,
Hanpumep e.g. invoice, book value, currency clause, promissory note, assets (BBICTaBISITb  CYET,
CTOMMOCTbh OCHOBHOT'O KaIluTajia, MyHKT BAJIIOTHI, 00513aTENbCTBA 10 BEKCEII0, AKTUBBL, U T.11.).

Hanpuwmep,

opHUIINATBLHBIN CTHIIH HeodunmanbHbIit CTHIIH

Formal style Informal style

commence (HAUNHATB ) begin, start (HauaTh, HAYAJIO)

conclude (3aKOHYUTH TTOJIBITOKHTH ) end, finish, stop (KOHEIl, OCTAaHABIINBATHCS)

B pa3roBopHOM aHIIMICKOM $I3bIKE MOMKHO HaONIOAaTh MHOXKECTBO  BBOJHBIX
CIIOB: «xopouto, Bel sudume, ceoe2o poday, KOTOpbIE HE MOTYT HCIOJIb30BAaThCS B MHUCHMEHHOM
JI€JIOBOM AHTJIMHCKOM S3BIKE, Y JIOTUYECKH U CTUIMCTHYECKH. OHM MCKIIOYEHBI, IOTOMY 4YTO HE
HECYT CMBICJIOBOM Harpy3ku. /leinoBble AOKYMEHTBI, HAIIPOTUB, AOJKHBI MCIOJIb30BaTh CIIOBA,
KOTOpBIE MepelatloT MHOTO HMH(POPMAIIIH.

Ctunb, OJHAKO, HE JOJDKEH OBITh CIUIIKOM MPOCTHIM, MOCKOJIBKY 3TO MOXKET MOKa3aThCs
HEKYJIbTYPHBIM U TpyObIM. JIMHTBHCTBI PEKOMEHAYIOT CJIENYIOIINE CTUIUCTHYECKHUE IMPHEMBI,
KOTOpbIe MOTJIM OBl CHeNaTh COTJANICHUS W KOHTPAKThl 00Jiee BEKIUBHIMH: HCIOJIH30BaHUE
CJI0)KHO — TMOJYMHEHHBIX MPEAJIoKeHuH, 0oee MpeArnoYTUTEIbHO YeM HCIOIb30BaHUE MPOCTHIX
MPEJIOKEHUH; UCIONB30BAaHUE MACCHBHOTO 3aJI0Ta Trjarojia, a He aKTHBHOTO; IMOJHBIE (HOPMBI
CJIOB, a HE COKpalIeHHbIC (POPMBI, TaM, T/I€ HEOOXOIUMO.

[IpaBuiIbHAsE UHTOHAIUS JOJDKHA OBITH HEUTPAJIbHOM, JIMIIEHHON HAIIBIIICHHOTO S3bIKa C
OJTHOW CTOPOHBI, U HEODHUIIMAIBHOTO WM PAa3rOBOPHOTO sI3BIKA C JIPYroil cropoHbl. [ToaTomy,
HECOOTBETCTBYIOIIUIN CIIOBAPHBIN 3aIac, HAHOMBI, ()pa30BBIE TIATOIBl HEOMYCTUMBI.

O6e noroBapuBaOIIMECs CTOPOHBI HE MOJKHBI HCIBITHIBATH HUKAKUX TPYIAHOCTEH B
MOJIy4eHUH WH(POPMAIMK, OHH JOJKHBI OBITh B COCTOSHUM TIOHATH TO, YTO HAIMKCAHO.
Henopa3symenust Bcerjja BpI3BaHbl HEXBATKOM MBICIIM M BHUMaHUS. DTO MOYKET CIYYMTBCS HU3-3a
WCIOJIb30BAHUS COKPAILIEHUH, YUCEII, TPEIOTOB B OOJBIIIOM KOJTHYECTBE.

CoxkpaiiieHuss MOTYT OBITh OYEHB MOJIE3HBI, TaK KaK UX JETKO M ObICTPO MUCATh U YUTATh.
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Oskupmaercsi, 4TO0 00€ CTOPOHBI JOJDKHBI 3HATh 3HAUCHHE COKparieHuil. Ecim oauH n3 mapTHepoB
HE YBEpEH, YTO COKPAIIEHHUS JIETKO MPU3HAHBI IPYTOl CTOPOHOM, X HEJb3s1 UCTIOIH30BATh.

OnHa U3 caMbIX MOPA3UTENHHBIX OCOOCHHOCTEH JCIOBOTO aHTIMHCKOTO sI3bIKa — HTUPOKOE
WCIOJIb30BaHNE HETUYHBIX ()OPM IJI1aroyia, U WX KCCIEIOBAHUE MOTJIO OBl OBITh MHTEPECHO IS
TeX, KTO M3y4aeT W IMPENoNaeT aHTIUHCKHUIA s3bIK. CHCTeMa HETMYHBIX (OPM IJIaroyia BKIOYaeT
WH(UHUTUB, -ing GOPMBI U IPUYACTHS. ITO — OOMICTIPUHSATAS UCTUHA, YTO OTTIIArOJIbHBIE (DOPMBI
[IMPOKO MCIIONB3YIOTCS B aHTJIUHCKOM SI3bIKE OOIIEHHSI, HO OHU YacTO UCIIONB3YIOTCS U B ACTIOBOM
1 KOMMEPUYECKOU KoppecmoHAeHnn. M3 Hanbosee 4acTo UCIOIb3YEMBIX OTIIIATOJIBHBIX (GOpM B
JIETIOBBIX MTUChMAX HCIONB3YETCS MHPHUHUTHUB.

MHQUHUTHB Kak JOMOJHEHHE K AaKTUBHOMY TJIaroJly BCEr/ia CIEAyeT 3a TJIaBHBIM
rJarojoM. B JemoBoil KOPPECMOHACHIIUK 3TO CIEAYIONIUE TIAaroJibl: fo agree (COTIIAIIATHCS), 0
appear(NOSIBIATHCA), fo  arrange (IOTOBApUBATHCS), fo continue(IpOAONIKATLCA), to decide
(pematw), to expect (OXUmaTh), to  fail (TepneTs Heydauy), to  hesitate (koebaTbes), o
hope (HanesiThes), to intend (HamepuBaThCs), to like (HpaBUThCS), to manage (YOPaBIsTh), Lo
need (HyXnartbcs), to offer(nipennarartb),fo omit(IpoIycKaTh), fo plan (IaHUPOBATH), fo prefer
(mpenmovnTarth), to prepare (IIOATOTABINBATH), f0 propose (Ipenararhb), to regret (COXaneTh), to
secure (o0Oeperath), fo try (mpoOoBaTh), to want (XOTETh), to wish (KenaTh).

Bonpocsl u 3aganus:
1. Iloozomosvmecw K 00CyHcOeHUI0 MeEOPEeMUYecKo20 Mamepuana.

2. Ilpouumaitme u nepegeoume mexcm.

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

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

This is Mr. Richard Clifford's office. There are two rooms in his office. Miss Flipps is in the
reception room. There is a desk, some bookcases, chairs and armchairs 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 is Mr. Daniel Banes. He is 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 is Mr. Richard Clifford?
5.  Heis a businessman.
6.  What kind of person is he?
7. He is clever and active. He is a very successful man

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

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

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



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

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

He is to meet Mr. Clifford.

He is always busy.

His company is big.

He is in Mr. Clifford's office.

He is to see Mr. Clifford.

He has an important problem to discuss.

He is an important visitor.

6. Learn the following conversations and make your own, on analogy
1) — Let me introduce myself. My name is Daniel Banes, Dan for short.
- Glad to meet you, Mr. Banes.

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

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

- What kind of man is he? — He is clever and reserved.

2) — Is Mr. Clifford free?

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

- Do, please.

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

- What is he busy with?

- First he is to see an important visitor.

- What is he to do next?

- Next he is to go to his bank.

- What is he to do in the bank?

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

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

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

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

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

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

9. Discuss the job opportunity that this advertisement gives you

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

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

Use a dictionary to add to these lists

1. stationery

2. eraser

3. an envelope

4. carbon paper

5. adhesive tape



6. ribbon

7. moistener

8. a punch

9. correcting fluid

10. a ruler

11. chips

12. a top (bottom) drawer,
13. a left (right) hand drawer
14. a filing cabinet

15. a folder

16. a safe

11. Say where certain things can be. Use the model
-I need some paper.
- There is some paper in the left-hand bottom drawer.

12. Say that the thing we are talking about is in some other place
There is no computer in this room. — The computer is in the next room.
There is no paper in the top drawer.

There is no money in this safe.

There is no calculator on the shelf.

There are no letters in the folder. — The letters are...

There are no arm-chairs in the reception room.

There are no rulers there.

13. Translate and learn the following conversations.
1) - Cindy, I need Mr. Lindon's letter badly. It is in a blue envelope. I can't find it.
Isn't there a blue envelope under the papers on your desk?

Oh, yes. I'm sorry, Cindy.

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

14. Listening practice.

a) Here are the new words: experienced
businesslike
married
Listen to the tape and fill in the missing words. Each dash stands for a letter.
This is M........ Elizabeth Nippet. .......... is a sales........ She is..........
and businesslike.
She is............... She ... happily........ and.......three children.



b)ueeren. Listen to the text on the tape. In what ways is it different from the text in the Unit?

1e) VU Listen to what Olga and Victor say about themselves. Answer the questions and then get
ready to talk about yourself.

What is Victor? How old is he? What does he study? Is English necessary for his career? How
well can he speak English already? Why does he want to speak fluent English?

What is Olga? How old is she? What does she study? What can she already do? What is her
typing speed? Why does she want to speak good Business English?

15. Translate into English.

1) IMo3nakombeTech ¢ MucrepoMm Tumoru JluagonoMm. OH skoHOMHUCT. OH OYEHb YMEH M OIIBITEH.
OH aktuBeH U 1en0BUT. OH )KeHAT U UMEET JIBOUX JIETEH.

-Muccuc JIungon, Bam myx goma? — Jla, OH 10Ma, HO OH O4YE€Hb 3aHSIT.

-Mucc @nunrnc, Muctep Kimuddopn y ce6s? — Jla, on y cebs1, Ho oH 3aHAT. [logoxkauTe HEMHOTO,
noxanyicra. — Xopouo. — Bxoaure, noxanyicra.

2) Ilo3BosbTe mpenctaButbes. Menst 30ByT Jlanuans beitne. S ynpasmstromuit 6ankom. Ceifuac s
He B OaHke, s B odpuce mucrepa Kmubdopna. ¥ mMens BakHas mnpobdieMa, KOTOPYIO s JOJIKEH
obcymute ¢ mucrepom Kmuddopmnom. Ho muctep Knumddopa 3amsr. Y Hero comemanue c
6usnecmenamu u3 Poccum.

3) -3apaBcTByiiTe. Menst 30ByT Onuc Tpukc. Y meHs Ha3HadeHa Bcrpeda ¢ mucc @numnmc B 10
yacoB. — 3axoauTe, noxaiyicra. S mucc ®@nunmc. Ha3zpiBaiite MeHst Cunau. — A s Onuc. — Thl
Halll HOBBIM oduc-mMeHemxep, He Tak Jnu? Pama c¢ ToOoi mo3HakoMuthes. — Celiyac Muctep
Kmuddopn nomxen uatu B 6aHK, a MbI MOKEM TIOTUTH Yat0. A 3aTEM Thl MOXKEIIh HA4aTh padoTy.
4) 3aka3pl Ha OPIrTEXHUKY M KaHLTOBApHl MNPHUXOMAT M3 pa3HbIX ¢upMm. Pupme Mucrtepa
Kmuddopna nvyxHbl 5 komneiorepoB, 4 nuktodona, 11 kampkymstopo, 500 xonseptos, 20
nadek Oymaru, marnku Jyis Oymar, KHOIIKU U CKPEIKH.

5) D10 coBpemeHHbI odpuc. B Hem HemHOro mebenu. 3xech HEeT OyMard W JOKYMEHTOB Ha
cToJjlax. B mpuemMHO# Ha cTos€e y cekpeTapsi KOMIIbIoTep. B yriry Tenexc.

6) Mucrep Kmuddopa rosoput cBoemy cekperapio: — EcTh kakue-HHOyap THCbMa |
tenerpammbl? [IpuHecuTe ux croaa, moxaiyiicra. — MHe odeHb HyXeH 3ToT ajapec. Haiinure ero,
noxanyiicra. — [losBoaute M-py JIMHAOHY 1 JOTOBOpHUTECH O BCTpeue. Mol TenedoH ciomarncs,
U 51 HE MOT'Y C HUM CBS3aThCA.

- EcTb 11 k0 MHe emie nocetutenu? [lonpocurte X MogoaaTs HEMHOTO.

IIpakTuyeckoe 3anaTHe Ne2. Oco0eHHOCTH YNOTpedJeHUS MOJAJbHBIX TIJIaroJioB B
AHIVIMIICKOM [1eJI0BOM CTH.JIE.
Opranusanuonnasi Gpopma 3aHATHS: TPAAUIIMOHHBINA CEMUHAP.
Heab: hbopMupoBanme y CTyJCHTOB PEUEBOM, S3BIKOBOM U KOMMYHUKATUBHON KOMITETEHIIUU IS
OCYULIECTBJIEHUS JEIOBBIX KOHTAKTOB.
B pe3yabTare ocBOeHHE TeMbI CTYIEHT I0JIZKEH
3HATh: 0COOCHHOCTH yNOTPeOIeHNS MOJAIbHBIX IJ1aroJioB; OCHOBHBIE PAaMMAaTHYECKUE SBJICHUS,
XapakTepHbIe UIsi TPOQECCHOHATBHOW peYH; JIEKCHYECKHE W CHUHTAKCUYECKHE OCOOCHHOCTHU
o UIHMATBEHO-ETIOBOTO CTUJISL B @HTJIMIICKOM S3BIKE.
yMeThb: YMOTpeONIATh MOJANBHBIC TJIAroibl B O(UIMATHHO-ACIOBONW peud i 0003HAYCHUS
JOJKEHCTBOBAHUS, MMPOCHOBI, pa3pelieHus]; ONPEeNiaTh CTUIEBYIO IPUHAATIC)KHOCTh aHTJIMHCKUX
TEKCTOB O(UIMATHHO-ACTIOBOTO CTHUJISl, BHJETh XapaKTepHBIC CTHJIEBBICE YEPTHI; UYUTATh
Oo(UIMANTBEHO-JIENIOBbIE TEKCThl PAa3JIMYHON CTENEeHH CIOKHOCTH, CTPOUTH JHUAJOTHYECKYI0 H
MOHOJIOTHYECKYI0O pedb C  HCIONh30BAaHHMEM HauOoJee  YyHIOTPEOUTETBHBIX  JIEKCHUKO-
rpaMMaTHYECKUX CPEJICTB B OCHOBHBIX KOMMYHUKATUBHBIX CUTyalUAX O(ULINATHLHOTO OOLICHHUS;
MMOHUMATh JUATOTHYECKYIO0 U MOHOJIOTMUECKYIO peyb MO0 U3YYEHHOU TEME.
AKTYaJIbHOCTb TeMbI: 00yCIIOBIIEHAa HEOOXOIMMOCTHIO oBlafieHus Y K-4.
Teoperuyeckasi 4acTh:

OpnuM u3 Hambosee 4YacTO HMCHOJb3YEMBIX MOJAJIBbHBIX 3HAYEHHH B JI€JIOBOM SI3BIKE
SBIIIETCS. 3HAYCHHS MOJDKEHCTBOBaHMs. HamOomnee ymnoTpeOnsieMblMH B JaHHOM 3HAUYCHUU B
AHTJIMICKOM JIEJIOBOM CTHJIE SIBJISIOTCS IJ1aroyisl must, to be u to have.



Ilpumepsl ynompeodnenusn 2nazona must:

- We must be in time not to be late as it’s a very important event. (Mbl JOTKHBI IPUUTH BO
BpeMs1, YTOOBI HE OIT03/1aTh Ha 3TO BaXKHOE COOBITHE).

- I should say you must check it once more. (51 canutaro BaM HY)KHO MPOBEPUTH ITO €I
pas).

- Besides, your price must depend on the amount of the contract. (Kpome Toro, Bama 1eHa
JOJDKHA COOTHOCUTBCS C YCIIOBUSIMU KOHTPAKTA).

Anenuiickuit  0e10601 cmMub IPEINUCHIBACT YHNOTPEONIATh Tiarol must TOJBKO IO
OTHOIICHHIO K COOCTBEHHBIM TIOJYMHEHHBIM, KOTJa TMOMYEPKUBACTCS O0S3aTEIBHOCTh H
HEOOXOJMMOCTh BBITIOJTHEHUS TOTO WM MHOTO JIEHCTBUS MM 3afaHus. He 3ps 3TOT TJ1aros gacto
UCIIONIb3YETCS B 3HAUEHUHU TMPHKa3a, MOMUEPKUBAs CTporoe TpeOOoBaHUE WIH HEOOXOAMMOCTH
BBITIOJTHCHUSI KAaKOTO-TMOO JCHCTBUS, Hampumep, You must decideto Monday if you
stay at our office or not. You are to prepare all the papers to sign them on Tuesday. (Bbl 00s13aHbBI
MOJITOTOBUTH BCE JOKYMEHTHI Ha TIOIHUCH KO BTOPHUKY).

B oTHOWIEHHAX C MapTHEpAMHU aHIVIMIMCKHUNA ACJIOBOM CTWJIb IIPEANKUCHIBAET MIOYTHU IOJIHBII
OTKa3 OT TJjaroja must, KpoMe CiIy4aeB, KOTJa HEOOXOIMMO TOAYEPKHYTh JKECTKYIO
HEOOXOJUMOCTh WJIM HEIOBOJIBCTBO CTapIlIMM MapTHEPOM MJIAANIMMH [ApTHEPAMU WU
BO3MYIICHHE TIPU KaKOM-JTHOO HEBBIOJHEHHH O0sS3aTeNbcTB. Hampumep, Tak BBl MOXXeTe
ynotpebuts ¢pasy You must have paid your debt by the 3th of November. (Bvl 00s3aHBI
BBITIJIATUTH Balll IOJT K 3 HOSIOPS).

3Hasi 0COOCHHOCTH JIEIOBOTO aHTJIMKWCKOTO, BhI Oy/eTe MOHUMATh, YTO B OTHOIIEHUSX C
MapTHEpPaMH CJIEAYyeT COCpeNoTayrBaThCA Ha Tiarojax to have m to be, Tak kak 00s3aHHOCTH
BBITIOJTHEHUS ICHCTBUS 3BYUHT MEHEE KaTETOPUYHO.

Ilpumepvt ynompeodnenusn 2nazo1086 to have to u to be:

- Are you to come on every Saturday morning? (Bbl 00s3aHBI TIPUXOIUTH MO YTPaM B
cy0060Ty?).

- They are to prepare their report to the next weekend. (OHH TOTKHBI IOATOTOBUTH CBOU
OTYETHI K CIICTYIOIIUM BBIXOIHBIM).

- Sorry but I have to leave as I'm very busy last time. (IIpocTuTe, HO MHE TIOpa UATH - B
nocJeIHee BpeMst Y MEHsI OYeHb MHOTO JIe).

- Do you have to meet them at the station? (Bam Hy>XHO BCTPETUTb UX Ha CTaHIINH?)

OpHako HE CTOUT 3a0bIBaTh, YTO TJAroyl have to MOXXKET MMETh OTTCHOK HEXKENIATebHOTO
neicTBus, mo3ToMy cienyromas ¢pasa «So we have to work with you» 3ByunT noBonbHo rpy0o
Y aHTJIMHACKUH JIEIOBOW CTHIIB HE TIPEIYyCMAaTPUBAET TAKOTO YIIOTPEOICHHS ATOTO TIIaroa.

Bo Bcex 3aTpyIHUTENBHBIX CITydasx, a Jy4llle Jaxke U 4alie, BaM CTOUT mpuderarsb kK Ooee
MSTKHUM ~ (opMam  yKa3aHWs, 3aMeHsisl JIOJDKCHCTBOBAHUE BBIPAKCHHSIMH, O3HAYAFOIIUMH
MIPENIIOJIOKEHUE, COBET, BONPOC M T.A. AHIIMICKUI [J€lI0BOM CTWIb IPElyCMAaTPUBAET
MOHWMaHKE MOJ00HBIX (Ppa3 Ha TOH WIIM JIBa TOHA JKECTYE UX OPUTHHAIHLHOTO 3HAUCHHUSI.

DTO CXOIHO M € CHTyauuel B pycckoM s3bike. @paza «He mornm Obl BB IIepenpOBEPUTH
HaIlli JIOXOJIbI, €CJIK y Bac OyaeT BpeMs. Mbl ObI CMOTJIM OOCYIUTh MX C HAIUM (DMHAHCOBBHIM
JUPEKTOPOM» BOBCE HE O3Ha4YaeT OYKBAJIbHO CIEAYIONIEE: «CIIENalTe 3TO, €CIIM 3aX0UeTCs, a €CIu
HE 3aX04eTcs, TO U He Hajo». Ha camom nene, mpockba moapazymeBaeT 4yTh JIM HE ObICTpoe U
TOYHOE UCIIOJIHEHUE YKa3aHUsI.

Bonpocs! u 3aganus:

1. Iloozomosbmecs K 00CyrHcOeHUIO Meopemu4ecKko20 mamepuaid.

Ynorpebnenue mopaneHbIX riaroioB Can, May, Must, Should, Need u ux 3amenurencii mis
BBIPQXXEHUS JOJDKEHCTBOBAHHUS, IMPOCHOBI, pa3pelieHuss B JIETOBOM KOMMYHHMKAIMM Ha
aHIJIMKACKOM  sI3bIKE. BbIpa)keHHe OKEHCTBOBaHUA. BplpakeHHe mnpockObl. BripakeHue
pa3penieHusl.

Buvioepume npasunvusiii gapuanm.

1. We see the lake from our bedroom window.

are able
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2. — you speak any foreign languages?

must
might
. Iam afraid | come to the party next week.

(98]

could not
cannot
must not

might not
4. When we went to the forest, we smell burning.

o
[ ]

could

o
[ ]

can

o
[ ]

must

Y
@

might
. She spoke in a very low voice, but I understand what she said.

9]

could
can
must

Y Y o o
O O00Q0

might
. I do not know when they will be here. They arrive at any time.

-

[®)

could
can
must

Y Y o =
O O00Q0

might
. I was so tired. | sleep for a week.

~

could
can
must
might

5

have gone away if we had enough money.
could

can

must

O O00O00O*0000

might
. You have been travelling all day. You be tired.

[ °

could

Y
@

must to

Y
@

must

o
[ ]

might

N =

could

. They have not lived here for very long. They , know many people.
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should
must not
might

. The phone rang but I did not hear it. I have been asleep.

could
may
must
might

. She passed me without speaking. She have seen me.

could not
cannot
should

might not

.— Why did not your sister answer the phone?

She have been asleep.
can

should

must

might'nt

.— Why did Sarah miss meeting?

She have known about it.
should not
should
must
might not

. Do not phone me at eight o'clock. I be watching the football match on TV.

could not
can
should
might

.— What time are you going?

— Well, I am ready, so I €0 NOW.

— — — e Y = = = -
eNelleNelcleleNele

—
o0

o Y Y Y
O 0O00n0

—
\O

could as well
can as well
must as well
might as well

. She is a very nice person. You meet her.

can

are able
must
have

. I have not phoned Ann for ages. I phone her tonight.

could
can
must
have

. He cannot come out with us this evening. He to work.
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Y
@

could

Y
@

has

Y
@

must

Y
@

might
A get up early tomorrow, because my train leaves at 7:30.

1

need

Y
@

have to
must

o Y
0 O

might

2. Ilepesedume na anznuiickuil A3vlK, ynompeonas MooanbHulil 214201 must.

1. OH, 1OJKHO OBITH, OUYEHB YCTAJL.

2. Y Hux paxe ecth Ax1a. OHH, TOJHKHO OBITh, OY€HL OOTraTHI.

3. Tl HOKEH yexaThb 3aBTpa yTpom?

4. BbI He ITOJKHBI OIa3ILIBATh.

5. 51 He nokeH 3a0bIBaTh 0 CBOEH MaTepH. Sl He mucain el ey Be4HOCTh. Ceromans
BEUYEPOM s IOJKEH HAIKMCATh €1 MMUChMO.

6. OTa KHUTa OYEHb LIeHHas. Bbl HE TOJKHEBI €€ TEPSITh.

7. Heyxxenu BaM HaJl0 YK€ yXOIUTH?

8. S moJKEH MPU3HATh, YTO Sl HETIPAB.

3. Ilpouumaitme u nepegedume mexcm.

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

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

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

Your friends' opinion A lot of advertising

Novelty Your needs

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

5. Experts

6. Representatives

7. Dealers

8. Investors

9. Shareholders

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

13



. give advice, an opinion or help

. do office work

. 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 0 O L AW

6. Translate and learn the following conversations:

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

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

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

3) — Do you sell your products abroad?

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

7. Listening practice.
Here are the new word-combinations:

to make all the necessary arrangements; to book a ticket; to book a return ticket; to fix a
meeting for to stay for 2 or 3 days

Listen to the tape. Miss Flipps is reading a memo from her boss. He has to go on a
business trip. What does he want Cindy to do? Cindy,
I 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) DKCHepThl MO PBHIHOYHBIM OTHOUICHHSM HCCIECIYIOT COCTOSHHE pBIHKA JJsi Pa3HbBIX
TOBapOB B pa3HbIX cTpaHaX. OHU aHATU3UPYIOT MOTPEOHOCTH TMOKYIMATEJIeH W PEIIaroT, Kakue
TOBapHI TPEOYIOTCSA, KaK MX JIY4Ie peKIaMUPOBATh U IPOJABATh.

06) Korga s yro-uHuOynp moKymaro, Il MEHSI BakKHA 1I€HA, KaYeCTBO M KPACUBBIN JH3aliH.
Korma s uro-HuOyns mponaro, Uisi MEHS BaXKHBI MOTPEOHOCTH TMOKYMaTels U HEAOCTaTOK
MOA00HBIX TOBAPOB HA PHIHKE.

B) Oro0 HeOoubIas KOMIAHKS, HO y Hee TOBaphl U3BECTHBI BBICOKUM KaueCTBOM M HU3KOM
neHoi. OHM TPOU3BOMSAT M MPOJAAIOT AJIEKTPOTOBAPHI: YTIOTH, MSCOPYOKH, MUKCEpHI U T.1. OHU
MMOHUMAIOT, YTO 3aBOEBHIBAThH MOKymaress Helaerko. OHM BKJIQABIBAIOT JIEHBI'H B IMPOHU3BOJCTBO,
MapKEeTHHTOBBIE HCCIEOBaHUsA, B pekiamy. KpoMme Toro, y HHUX €CThb CHUCTEMa CKHUIOK. MXx
TOBApHBIN 3HAK YK€ U3BECTEH Ha MEXAYHApOAHOM pbiHKe. OHH MMEIOT JAUIEPOB B HECKOJIBKHX
3apyOCIKHBIX CTpaHaX.

IpakTuyeckoe 3ansiTue Ne3. OcHOBHbBIE IpaBuJia opporpaduu U NyHKTYallUH AHTJIMHCKOTO
SI3bIKA.

Opranusanuonnas ¢popma 3aHATHS: TPAAUIIMOHHBINA CEMUHAP.

Heab: hopMupoBanme y CTyJEHTOB PEUEBOM, SA3BIKOBOM U KOMMYHUKATUBHON KOMITETEHIIUU IS
OCYULIECTBJIEHUS JEIOBBIX KOHTAKTOB.

B pe3yabTare ocBOeHHE TeMbI CTYIEHT 10JI2KeH

3HATh: OCHOBHbIE MpaBuia opdorpaduu U MyHKTyallUM aHTJIMHCKOIO S3bIKa; JIEKCUUECKHUE U
CUHTAKCUYECKHE OCOOEHHOCTU O(PHUIHATEHO-EIIOBOTO CTUJIS B AHTIIMICKOM SI3BIKE.

yMeTb: MPUMEHATh Ha MPAKTUKE OCHOBHBIC MpaBwuiia oporpaduu u MyHKTyallMd aHTIUHCKOTO
S3bIKQ; YUTaTh OQUIIMAIBLHO-/IETIOBBIE TEKCTHl PA3IUYHON CTEMEHU CIOKHOCTH, CTPOUTH
UAJIOTUYECKYI0 W MOHOJIOTUYECKYI0 pPEuYb C HCIOJb30BaHHEM Haubosee yHoTpeOUTETbHBIX
JIEKCUKO-TPAMMATHUECKUX CPEJICTB B OCHOBHBIX KOMMYHUKATHBHBIX CHTYAIHsIX OQUIIHATEHOTO
OOlIeHHs]; TOHUMATh AUAJIOTHYECKYI0 U MOHOJIOTHUECKYIO Peub M0 U3yYEeHHOU TeMe.
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AKTYaJIbHOCTb TeMbI: 00yCIIOBIIEHAa HEOOXOIUMOCThIO oBlafieHus Y K-4.
Teoperuyeckast 4acThb:

IIPOIINCHBIE BYKBbI
Hcnonb30BaHWe TPONMUCHBIX OYKB B aAHTIIMHACKOM S3bIKE TOMYHHSIETCS HECKOJBKO WHBIM
MIpaBUJIaM, HEXKETTU B PYCCKOM.
C mpornucHBIX OYKB B aHTJIMICKOM SI3BIKE MTUIITYTCSI:
1. IlepBoe c10BO MPEAJIOKEHHUS.
2. lurara BHyTpHu npeanoxenus (God said, Let there be light. - Gen. 1:3).
3. [IpssMoii BOmIpoC BHYTPH MPEIOKEHHUS, TaKe €CJIM OH He Bbiaensercs kaBeiukamu (He usually
asks himself, Am 1 right?).
4. Jlmanoe mecroumenue s (He and I disagree).
5. Nmena coOcTBeHHbIE: daMuianu, UMeHa, reorpaduueckue Ha—3BaHus (Adamson, Chapman,
John, Mary, Washington, New York).
6. IlpunaraTenpHble W ApYrue 4YacTd pedd, oOpazoBaHHBIE OT MMeH cobctBeHHBIX (English,
Russian, American, Americanism, New-Yorky). Cp., ogaako, rnaroxn anglicize.
7. Ha3BaHnust Hapo0B, pac, IIeMeH U a3bIK0B (Japanese, Russians, the Russian language).
8. 3Banus, Tutynsl, fowkHOCTH (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. OdununanbHble Ha3BaHUS HAIMOHAIBHBIX/ MEXAYHAPOIHBIX TOCYAapCTBEHHBIX/YaCTHBIX
opranm3anuii u nokymeHToB (The Constitution of the United States, the Fifth Congress, Federal
Reserve Bank, Charter of the United Nations).
10. CymecTBuTenbHbIE (M 4aCTO MpUiIaraTeibHbIe), OTHOCAIIMECS K MOHATHIO OoxkecTBa (God, the
Almighty, Allah, Providence, Lord).
11. Ha3Banus nHeil Hemenw, Mecsues, npa3anukoB (Monday, March, New Year, Christmas,
Fourth of July, Good Friday).
12. Ha3BaHus J0rOBOpPOB, T'OCYJApCTBEHHBIX aKTOB, HCTOPHUYECKUX COOBITUH, 3IOX, BONH
(Versailles Treaty, Mid3le Ages, the Civil War, War of 1812).
13. Ha3Banus ctpan cBeta u ux npousBojusie (the North, a Northerner).
14. Ha3BaHusi muTepaTypHBIX MPOM3BEICHUN, XypHaIOB, ctateid u T.1. (Shakespeare's Macbeth,
the Journal of the American Medical Association).
15. HazBanus Toproseix Mapok (Philips, Sony).
16. Ha3BaHus yueHBIX cTeneHel u gomwkHoctei (A.B., Ph.D., M.D.).

1IPABHIJIA IIEPEHOCA
Kak u B pycckom si3bIKe, TEpPEHOC B aHMVIMICKOM BCErJa MOMYMHEH CMBICTYy cioBa. Cremyer
oOpaiaTh BHUMaHUE HA TO, YTOOBI IEPEHOC HE MCKA3WII CMBICT CJIOBA WJIM €r0 MPOU3HOILIEHHUE.
IIepeHOC HEBO3MOXKEH B CIEAYIOIIUX CIIydasiX:
1. He pexomeHnayeTcsi mepeHOCUTh MOCIEAHEE CIOBO NMPEAJIOKEHUS Ha CIEAYIOUIYI0 CTPAHUILY.
Takxke He peKOMEHIyeTCsi MEPEHOCHTh Ha CIEAYIONIYIO) CTpPaHUIy CTPOKY, KOTOpas SBISETCS
ocJjiegHer B a03are.
2. Henb3s mepeHOCUTHh 3HAKM TPEMUHAHUS, a TaK)Ke COKpallleHHble O0O3HAueHUs Mep Beca,
JUIMHBI, BPEMEHHU, OTJENSS UX TEM CaMbIM OT YUCIHUTEIBHOT0, K KOTOPOMY OHM OTHOcsTcs (220
km, 500 cm).
3. Henp3s otnensate haMuiIMiO OT HHUIIAATIOB.
4. CoOcTBeHHBIC UMEHA HUKOTAA He pazaenstorcs (Moscow, London, Africa).
5. Cnenyet u3berath nepeHoca COCTaBHBIX yacTeil HazBaHuil (the Atlantic Ocean, Latin America).
6. Henb3s pa3buBath nepenocom OykBeHHbIE a00peBuatypsl (USA, UNO).
7. CnoBa, COCTOSIINE U3 OJTHOTO CJIora, HUKOraa He mepeHocstes (though, through, height).
8. Cyddukc TpeThero nuia eqUHCTBEHHOTO YKCTIa TJIaroja B HACTOSAIIEM MMPOCTOM BPEMEHHU -S, -
€S He MePEHOCHUTCS JTaXKe B TeX Cydasx, Korjaa oH o0pasyer camoctosaTenbHbId cior (he buys, he
sells, he wishes).
9. OkoHYaHHE MHOXECTBEHHOI'O YHCJIa CYIIECTBUTEIbHBIX HE TIEPEHOCUTCS JaKe B TE€X CIydasx,
KorJa oHO o0pasyeT camocTosaTenbHbIi cior (houses, boxes).
10. Coueranus O6ykB, 0003HAYAIOIINE OJIUH 3BYK, HE Pa3ICISIOTCS TIPH IEPEHOCE.
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[lepeHoc BO3MOKEH B CIIEIYIONIUX CIydasK:
1. Pa3nensitorcst yiBOeHHBIE COTIIacHbIE (mis-sion, let-ter).
2. Paznenstores Be cornacHele, crosmme psaoM (pen-cil, ster-ling).
3. Ilpeduxcel u cypdurcsl otaenstorcess ot kopusa (dis-like, pro-long, drffer-rent, acknowledg-
ment).
4. Crnio>kHBIE CIIOBa JIENSITCSI HA COCTaBHBIE YacTH (some-times, there-after).
5. CornacHasi MEXIy ABYMS TJIACHBIMHU TIEPEHOCHUTCS CO BTOPBIM CJIOTOM (ma-jor, la-ter).
6. [TeperocsiTcst cyphUKCH CPABHUTETHHOW M MIPEBOCXOAHON CTENEHH MpuiaraTenbHbixX (short-er,
short-est).
7. Ilepenocutcs cyddukc -ing mpuyactus u repyHaus (go-ing, play-ing).
TOYKA

1. Kak u B pyCCKOM, B aHIVIMICKOM SI3bIKE TOUYKA CTABUTCS B KOHIIE MPEITTOKEHHUS.
2. B oTimuue OT PYCCKOTrO, B AQHTIMICKOM $SI3bIKE TOYKA CTABUTCS B KOHIE MPEATIOKEHUS,
BOIIPOCHUTENILHOTO TI0 (hopme, HO cojaeprkaiiero He Bompoc, a mpock0y (Will you kindly fill in the
enclosed form and return it directly to us).
3. Kak npaBuso, cokpaieHus (3a HCKIIOUEHHEM Ha3BaHUM roCy1ap-CTBEHHBIX U MEXTyHapOIHbBIX
OpraHm3aluii) okaH4uBaroTcs Toukoit (Mr., Mrs., Dr., pp., Dec, 7 p. m., 30 mins., no. 15).
Takue ¢popmsl, kak 1st, 2nd, 3rd, 4th u T. 1., Uconb3yrOTCS 6€3 TOYEK.
4. Toyka OTAEISCT IEJIOC YKCIO OT JSCATUYHON IpOoOH, a Takke IeHThl oT nosuiapa(12.32 ft., $
15.75).
5. B KOHIIE 3aroioBKa TOYKa, KaK IIPAaBUJIO, HE CTABUTCA.

3AITATAA
W3 Bcex MyHKTYallMOHHBIX 3HAKOB 3allsATas MPEACTABISCT HAaWOOIBIINE TPYAHOCTH Kak JUIs
MHOCTPAHIIEB, TaK U JUISl CAMUX HOCUTEIEH S3bIKa.
1. 3ansTol B aHTIIMKACKOM S3BIKE, TaK K€ KaK U B PYCCKOM, Pa3JICISIOTCS YacTH CIOXKHOTO W
cnoxxnonomgunHenHoro mpemnoxxerus (This decision should in no way diminish your excellent
record, and we will be able to take advantage of your considerable talent). Eciu B
CJIO)KHOMIOTYMHEHHOM TIPEIJIOKEHUU HMMEETCS] HECKOJIbKO MPHUAATOYHBIX MPEAJIOKEHUN, TO BCe
OHH, KaK MMPABUJIO, PA3ICISIOTCS 3alATHIME, TPHYEM 3aIisATasi CTAaBUTCS U Mepel Cor30M and.
2. 3ansaThIMU BBIIENSIOTCS TaKUE BBOJHBIE CIIOBAa U BhIpakeHUs, Kak: of course, on the contrary,
on the other hand, consequently, furthermore, moreover, nevertheless, therefore, in the first place,
unfortunately u ap. (The question, however, remains unsettled. Nevertheless, we shall go).
3. 3amdATtas CTaBUTCS MEXAY OJHOPOJHBIMH WICHAMHU MPEUIOKCHHS, KOTOPhIE HE COEIMHEHBI
corozami (Five minutes, ten minutes, a quarter of an hour went by, yet nobody appeared).
4. Ecnu HECKONbKO OJHOPOJHBIX YJICHOB CBS3aHBI OECCOIO3HO, a MOCIETHUN MPUCOCTUHEH
MOCpeACTBOM coro3a and/ or, TO BCE OJHOPOJHBIE WIEHBI DPA3ACISAIOTCSA 3alSATHIMU, MPUYEM
3amsTasi, B OTJIMYME OT MPABUII PYCCKOTO s3bIKa, CTaBUTCS U nepen corozoM (We are sending you
bicycles, cars, motorcycles, and motorscooters). 3To IpaBUIO OTHOCUTCS U K TEM CIIydasiM, KOraa
MOCTIEAHHH U3 OJJHOPOTHBIX YJICHOB BRIpayKeH cloBOM etc. (et cetera) (Forks, knives, spoons, etc.).
5. 3ansiTas BbAENSET MPUIIOKEHUE C MOSCHUTEIBHBIMU CIOBaMU, CTOSIIIIEE MTOCIIE OMPEAETIEMOro
cymectButensHoro (St. Petersburg, the second capital of Russia, is a wonderful city).
6. 3amsATas BwIIEIsSET MpUYAcTHBIA 000poT (Seeing the dog approaching, he ran off down the
sreet).
7. 3ansartas Beigensier obpamienue (Friends, Romans, countrymen, lend me your ears). OGparierue
B Hayalile MUChMa BBIJEISIETCS 3aMsITON, B OTIUYHE OT PYCCKOTO SI3bIKa, TE B MOJOOHOM Clydae
CTaBUTCSI BOCKJIMIATENIbHBIN 3HAK.
8. 3amsTasi CTaBUTCS B KOHIIE MHChMa TOCJE 3aKIIOUYUTENBHON (DOPMYIIBI BEXKJIMBOCTH, MEPE.
noanuckio (Sincerely yours,).
9. B 060o3HaueHmsX gaT 3amsTas oTaenseT uncio ot roga (The contract was signed May 15,1996).
10. 3ansTast cTaBUTCS BHYTPM MHOTO3HAYHBIX YMCEN JJI1 OTAENEHHUs Kjlacca ThICAY OT COTEH,
KJIacCa MUJIJTMOHOB OT COTEH Thicsid U T. 1. (15, 000, 000). 3ansras He cTaBUTCS IPU 0003HAYCHUT
MHOT03HAaYHBIX HOMEPOB JJOMOB, CTPAHUI] KHUT.
Bonpocsl u 3aganus:
1. Iloozomosbmecs K 00CyrHcOeHUIO MeoPemu4uecKko20 Mmamepuaid.
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Opdorpaduueckue TpyaHoctu. TpyqHOCTH B pacCTaHOBKE 3HAKOB MPEMMHAHMUS.

2. Ilpouumaiime u nepesedume mexkcm
MEETING A BUSINESSMAN AND ARRANGING HIS VISIT
Receiving Visitors

Receiving visitors is one of a secretary's daily responsibilities. Secretaries who receive
visitors are called receptionists. In a large company, visitors may report to a reception area and
you will be advised that they have arrived. In a small company, visitors may report directly to
your desk. In any event, it is your responsibility to greet each visitor with a smile and make each
one feel welcome. There are different tasks and procedures involved in receiving visitors
with an appointment and without an appointment. Receptionists should be notified by
executives or their secretaries of all the appointments which have been made each day.
This should be done in advance or at the beginning of each day. Executives should report
their movements (for example, going to see an important client, going to lunch) to a
receptionist throughout the day. If the receptionist has this information, she can receive and
talk to visitors without any hesitancy when they arrive, and there will be no appearance of
inefficiency.

Mr. Clifford has just received a telegram. A businessman from Russia is coming to have
business meetings with him. Mr. Clifford is asking Miss Flipps "Will you help me?" Miss Flipps
says "Of course I will. I shall meet Mr. Belov at the airport. I'll reserve a room for him at a good
hotel. What else do you want me to do, Mr. Clifford?"

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

3. Translate and learn the following conversations:

1) — Airport? When does the plane from Moscow arrive?

— Arrival time is 3.15 p.m. But it is going to be one hour late.

— Thank you.

2) — Hello, this is Grand Hotel. What can we do for you?

— Hello, I want to reserve a room for our guest from Russia.

— When is he coming?

— On the 21st of June. And he will stay for five days. He will need a single room with
a bath.

Yes, we can give him that.

3) — Hello, Mr. Belov. I'm Cindy Flipps. Mr. Clifford's secretary. He asked me to meet
you.

— How do you do, Miss Flipps. Glad to meet you.

— Did you have a good flight?

— Yes, quite pleasant.

— Mr. Clifford's car is waiting for us. I'll take you to the hotel.

— Thanks a lot. That's very kind of you.

- I'll help you to register at the hotel. Do you want to have a rest or would you like to meet
Mr. Clifford today? -1 don't have much time at my disposal. I'd like to start work as soon as
possible.

4) a) Imagine that your boss has asked you to meet a representative from a foreign firm.

You are at the airport. Come up to the enquiry office and ask the clerk

— when the plane from ... arrives.

— whether it will land on time.

— how late it will be.

— at what exit you can meet passengers off this plane.

b) Mr. Clifford has asked Ms Flipps to buy 2 tickets to Moscow for both of them. Ms
Flipps rings up the enquiry office and asks the clerk

— when the plane to Moscow departs,

— how long it takes to get to Moscow,
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— 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,

e ————————————— 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:

Grand Hotel, New York, Washington Avenue, Tel:583471926
No. of nights Dates

Single/Double room
With/without bath

| With/without telephone
Name
Address
Telephone

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

Breakfast at the hotel.

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

transport facilities. Lunch with the Sales and Transport Managers.

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

18.00. At leisure.

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

President's place.

For reference: People to meet: President of the Company, Company Secretary, Managing
Director (Mr. Clifford), Chief Accountant, Sales Manager, Transport

Manager.

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

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

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

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

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

6. Translate into English.

a) 3aBTpa CuHIM BCTpeuaeT pycckoro omzHecmeHa u3 Mocksel Urops bemnosa. Camoser
npwieraer B 3.15 ausa. Ona moener B asponoptT B 2 yaca. M3 aspomopra oHa OTBE3ET €ro B
TOCTUHULLY.

6) Buepa Cunnu BcTpeuana pycckoro 6usHecMmeHa u3 Mockssl Uropst benosa. Camorner
ToJDKeH ObLT mpuiieTeTh B 3.15 mHs, HO omo3nan. M3 asponopra oHa OTBE3JIa €ro B TOCTHHUILY U
IIOMOIJIa eMY 3aperucTpupoBaThcs. Y Mrops Mano BpeMeHH, U OH Cpa3y e [oeXajl Ha BCTPEUy C
mucrepom Kmuddopaom.

B) Ecnu Bel cobupaereck B AMEpHKY, BbI JOJDKHBI OJIYYUTh BU3Y, Y3HATh, KAKOH Oarax
MOJKHO B3SITh C COOOH, 3a Kakue BElU Bbl JOJDKHBI IUIATUTh TaMOKEHHBIM cOOp, CKOJIBKO CTOUT
ourer.
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r) -5 xouy 3abpoHuHpoBaTh HOMEp Ha JBOMX Ha 12-13 ceHTIOpss ¢ BaHHOH M C
TeneoHOM.
- [Toxkanyiicta. Baiie ums u agpec, noxanyicra.

IIpakTnueckoe 3ansaTHe Ne4. IlnceMeHHbIN epeBo/ 1e10BOH KOPPEeCHOHICHIIUH.
Opranusanuonnasi Gpopma 3aHATHS: TPAAUIIMOHHBINA CEMUHAP.

Heab: hopMupoBanme y CTyJEHTOB PEUEBOM, SA3BIKOBOM U KOMMYHUKATUBHON KOMITETEHIIUU IS
OCYIIECTBIICHHSI IEIIOBBIX KOHTAKTOB.

B pe3yabTare ocBOeHHE TEMBbI CTYIEHT J0JI/KeH

3HATh: OCHOBBI MEPEeBOJIa OPHUIINATEHO-/IEIOBBIX TEKCTOB; OCHOBHBIE TPAMMATHUYECKUE SIBIICHUS,
XapaKkTepHbIe I MPOPECCHOHATBLHOW pEYM; JIEKCHYeCKHEe W CHHTAKCHYEeCKHEe OCOOCHHOCTH
Oo(pUIHATEHO-/IEIIOBOTO CTUJISI B AHTITUICKOM SI3BIKE.

yMeTh: TEPEBOJIUTH O(UIIUAIBLHO-ACTIOBBIE TEKCTHI, BHIETh XapaKTEPHBIC CTUIICBBIC YEPTHI,
YUTATh OPHUIMATEHO-/IEIOBBIE TEKCTHI PA3IMYHON CTETICHH CIIOXKHOCTH; CTPOUTH JHATIOTUYECKYIO
U MOHOJOTHMYECKYI0O pe4Yb C HCIOJIb30BAaHHEM HamOojee YMOTPeOUTENbHBIX JIEKCHKO-
rpaMMaTHYECKUX CPEJICTB B OCHOBHBIX KOMMYHUKATUBHBIX CUTYallUsX O(UIINATHLHOTO OOIICHHUS;
MOHUMATh TUATIOTUIECKYIO H MOHOJIOTUYECKYIO peYb 110 U3YYCHHOU TeMe.

AKTYyaJabHOCTb TeMbI: 00YCIIOBIIEHAa HEOOXOIUMOCTbhIO OBiaaeHus YK-4.

Teoperuyeckasi 4acTh:

H3yuume ocnogmvie cokpaujeHus, UCnoIb3yemvle 8 0en1080U KOPPEeCHOHOCHYUU:

A/C, alc, acc. (account current) — TEKYIIUI cUET

adsd (addressed) — anpecoBano

adse (addressee) — anpecar, mosydaresnb

ad (advertisement)—peknamMHoe 0ObSIBICHUE (MHOMC. Y0 — ads)

a.m. (ante meridiem) — 1o MOXyIHS

app. (appendix) — TpUIOKCHHE

Attn, (attention) — BHUMaHHUIO (KOTO-JIH00)

B/E, B.E., b.e. (bill of exchange) — niepeBOHOI BEKCEIb, TPATTa

B/L, b/1, B.L., b.1. (bill of lading) — xoHOCaAMEHT

cC., CC (copies) — yKa3zaHHE Ha aJipecaToB KONMUN MUCbMa

CEQ (chief executive officer) — NCTIOMHUTEIBHBIA TUPEKTOP

cf. (confer) — cpaBHUTE

Co. (company) — KoMImaHus

contr. (contract) — KOHTPAKT

Corp. (corporation) — xoprnopanus

cur. 1. (currency) — Bamiora; 2. (current) — TeKyIun

CV (curriculum vitae) — kpatkas 6uorpadus

dd 1. (dated) — natupoBanHslIii; 2. (delivered) — nocraBneHHBIN

Dep., Dept. (department) — 1. — otnen; 2. — MHUHHCTEPCTBO

doc. (document) — noxymeHTBI (MHOdMC. yucio — docs.)

doz., dz. (dozen) — nroxuna

eaon (except as otherwise noted) — ecnu He yKa3aHO WHa4de e.g. (exempli gratia, ram.) —
HaTpuMep

enc., encl. (enclosed, enclosure) — BIOXEHHBIN, MpPHUIATa€MbIi, BIOXKCHHE, MPUIOKEHHE (K
MACHMY U T. T1.)

exc., excl. (except, excluding, exception, exclusion) — uckItouas, UCKIIOUCHHUE eXpn (expiration)
— HWCTEeUeHUe (CpoKa)

fig. (figure) — 1. — uudpa; 2. — pucyHok, cxema

FY (fiscal year) — punaHCOBBI ro1

h. a. (hoc anno, nam.) — B Texymem rony

hf. (half) — nonosuna

H.Q., HQ, h.q. (headquaters) — rnaBHOe ynpaBineHue (KoMmanuu, opranuzanun) id. (idem, 1am.)
— TOT e
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1. e., ie (id est, nam.) — TO ecTh

inc., inch (including) — BxrO4ast

Inc., inc. (incorporated) — 3aperucTpupoBaHHBINA KaK IOPUINIECKOE JHUIIO (KOPIIOPAIIHs)
info (information) — nudopmarnus

inv. (invoice) — cuer-daxrypa

10U (I owe you) — nonrosas pacrmucka

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

LLC (limited liability company) — KOMITaHHS C OTPAaHUYCHHONW OTBETCTBEHHOCTHIO

Ltd., Itd. (limited) — c orpaHUYeHHOW OTBETCTBEHHOCTHIO

LOC (letter of commitment) — TapaHTUHHOE TUCHMO

mdse (merchandise) — ToBaphbI

memo (memorandum) — 3amucKa

M.O., T.0. 1. (mail order) — moutoBbIi mepeBon; 2. (money order) —ICHEKHBIA TMEPEBO/,
IJIaTeKHOE MOPYyUYEHUE

M.T. (metric ton) — mMeTpuveckasi TOHHA

MYV (merchant (motor) vessel) — ToproBoe (MOTOPHOE) CYIHO

N/A (not applicable) — He mpuMeHUMO (Hanp., MyHKT B aHKETE)

N.B., NB (nota bene, nam.) — BaxxHoe 3aMmeuaHue

NC, N.C., B/c (no charge) — 6ecmnaTHo

PA (power of attorney) — noBepeHHOCTh

p.a. (per annum, 1am.) — B TOJL

par. (paragraph) — a03an, maparpad, myHKT

Pic, PLC (public limited company) — OTKpbITas aKUMOHEpPHAas KOMIIAHHMS C OrpaHHMYCHHOMN
OTBETCTBEHHOCTbHIO

PO (post office) — nouroBoe oTAEICHUE PP. (pages) — CTPAHULIBI

pp, P-p- (per pro, nam.) — OT UMEHHU U TI0 TIOPYUICHHUIO

qVv (quod vide, nam.) — cMoTpu (TaM-TO)

R&D (research and development) — naydHO-MCCIEIOBATENBCKUE M ONBITHO-KOHCTPYKTOPCKHE
pabotsl (HUOKP)

ret (receipt) — pacnucka, KBUTAHIIUS

rept. (report) — oT4er re (regarding) — OTHOCUTEIILHO

ref. (reference) — ccoinka

shipt (shipment) — oTrpy3ka, oTIipaBKa

sig. (signature) — TOMAINKCH

tn. (ton) — TOHHA

urgt (urgent) — CpOYHBIN

V., VS. (versus, 1am.) — TPOTUB

VAT (value-added tax) — HJIC

V.LP, VIP (very important person) — 0cob0 BaxxHOE JIUIIO V.S. (Vide supra, 1am.)

Bonpocsl u 3aganus:

1. Iloozomosvmecs K 00CyrHcOeHUIO MeoPemuuecKko20 mamepuaida.

KaxoBbl OCHOBHEIE TpeOOBaHMUSI, IPEABIBIIEMBIC K JeI0oBOMY niepeBoay? Kakue rpaMmarndeckue
KaTeropuu OTCYTCTBYIOT B PYCCKOM SI3bIKE IO CpPAaBHEHUIO C AHTJUHCKUM, U Kak H30eKaTh
TpyaHocTel mpu ux mnepeBoae? Kak mepeBoasTCS TEKCTHI ¢ OOIICTIPUHATHIMU U CIICUATHHBIMU
cokpamennsmu? Kakue (passl B TEKCTE mepeBojia ocTaloTcs B iepBoHavyaibHOM Bue? (CiioBa u
¢dpa3sl Ha APYroMm s3bIKE, YeM SI3BIK OPUTHHANA; COKpalleHHbIe (UPMEHHbIE HAUMEHOBAHHUS
TEXHUKH; Ha3BaHUs 3apyOEKHBIX )KYPHAIIOB U Ta3€T).

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

availability of goods;

method of transportation;

transportation costs;
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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:
MPEAOCTaBUTH JJAHHBIE O YEM-II.;
MPUHOCUTH U3BUHEHUS 32 UTO-I.;
HOBEUIIUHU IIPEUCKYPAHT;

YKa3bIBaTh 1ICHBL;

MOJIOKUTEIBHOE PELICHUE BOIPOCa;

B CJIy4yae HeyIIaThl;

OBITh IPU3HATEIHHBIM;

oOpamaem Bare BHUMaHwue Ha...;
CCBUIAsACh HA...;

MOCTAaBIIUK;

YCJIOBHS TIOCTABKY;

nepeaBaTh A€o B apOUTpaKHbBIN CY/I;
YCJIOBHS OILIATHI;

npeasarath ToBap;

MPETEH3US;

MOATBEPK/ICHUE 3aKa3a;

Halle IPeIIoKeHHEe IEUCTBUTENIBHO J0 ...;
TPAHCIIOPTHBIE PACXOJIbL;
MPeAOCTaBUTH 5% CKUJKY;

OTKa3aThCs OT 3aKa3a;

B ciaydae Bamrero orkasa...;

B IIPOTUBHOM CITy4ae;

4. Form your own sentences with the English words from the exercises III and IV.

5. Ilpouumaitme u nepegedume mexcm.

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 is always promptly delivered.

Tomorrow Igor will be shown around the Company offices. He has big plans for his own
company and he is grateful for a chance to learn.
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6. Find in the text answers to the following questions

How are the Company warehouses run?

How many people are employed there?

What is the electronic equipment used for?

How are the goods loaded and unloaded?

Where are the goods delivered by lorries?

What are ships and planes rented for?

Why is Igor Belov impressed by his visit to the warehouses?
Why 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,

- if any complaints are received by the Company,

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

Ask Miss Flipps

- what commissions she is given at the office,

- how much she is paid for her work,

- if she is satisfied with her position,

- if she is ever praised or reprimanded by her boss.

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

9. Translate and learn the following conversations:
1) — Hello, Mr. Jackson. It's Cindy Flipps. Mr. Clifford wants you to show our Russian guest
around the warehouses tomorrow.
- Does he want to see how the goods are stored? O.K. Tell your boss I'll take him around.
Thanks, Mr. Jackson. We are much obliged to you.

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

You are welcome, Mr. Belov. And now what do you say to a little glass of something in my
office?

You are so kind. Looking around is a thirsty job.

10. Translate into English.
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a) ToBapsl 3TOM KOMIIAHWM JOCTaBIAIOTCS MO Bcell Poccum Tpy30BBIM, KEIE3HOIOPOXKHBIM H
aBuarpaHcnoptoM. ToBapbl Bcerja IOCTaBIsIOTCS BoBpeMs. KoMmanusi HMKOTJa HE MOIy4aeT
xKaoo.

XpaHsaTCS TOBapbl Ha XOpPOIIO OOOPYAOBAHHBIX CKJIalax. OJIEKTPOHHOE O0OpyIOBaHUE
WCIIOB3YETCS, 9TOOBI CIAEAUTH 32 YIIAaKOBKOM, MAPKUPOBKOM, MOTPY3KOW M pa3rpy3KOi TOBapOB.
6) Mucc @nunnc — oTnuuHbI cekperapb. Mucrep Knuddopa ynosnerBopen ee paboToH, a
Mucc Oumnmnc yaoBiaeTBOpeHa cBOUM nosiokeHreM B Kommnanuu. Eif maTat Xxopounyro 3apriary,
JAIOT OTBETCTBEHHBIC MTOPYUCHUS, BCETIa XBAIIAT 32 XOPOIIYIO paboTy.

B) Kakx Bam nonpasunaces Bama noesnka B bocton? — OueHs nmoHpaBwiack. MeHsi BCTpETUIIN
B a3PONOPTY, OTBE3JIM B XOPOIIYIO TOCTUHHUILY, IT0OKa3ainu ropo. Ha cienyromuii n1eHs s
BCTPETHIICS C PYKOBOIUTENIEM (PUPMBI, MBI 00OCYIHIIN BCE BOMPOCHL. MeHs IPeICTaBUIIH BCEM
CHelHalucTaM U MPUTIacHId Ha JIeJI0OBOM JIaHY.

IIpakTnyeckoe 3ansaTHe NeS. BpuTaHCKHMH Ae10BOH ITHKeT: OCHOBHbIe NPUHIMIBI H
nenHocTH. [lenosoi dTuker B CIIA.

OprannzannonHas (popMa 3aHATHS: TPATIULMOHHBIN CEMUHAP.

Hean: popMupoBaHUE y CTYICHTOB PEUYEBOM, SA3BIKOBOM U KOMMYHUKATUBHOW KOMIETCHITUH IS
OCYIIECTBJIECHUS JEIOBBIX KOHTAKTOB.

B pesysabTare ocBOeHHE TeMbI CTYICHT A0JIKeH

3HATh: OCHOBBI JIEJIOBOT'O 3TUKETA.

yMeThb: Ha OCHOBE JI€JIOBOTO 3THUKETa CTPOUTh JUAJIOTMYECKYI0 U MOHOJOTMYECKYI0 DPEUYb C
MCIOJIb30BaHUEM HamOosee YHOoTPEeOUTEIbHBIX JIGKCHKO-TPAMMATHYECKIX CPEICTB B OCHOBHBIX
KOMMYHHMKATUBHBIX CUTyallUsX OQHUIMAIBLHOTO OOIIEHMs; TOHHWMAaTh JUATOTUYECKYIO U
MOHOJIOTHYECKYIO PEUb 10 U3yYEHHOU TEME.

AKTYaJIbHOCTb TeMbI: 00yCIIOBIICHAa HEOOXOIMMOCThIO oBlafieHus Y K-4.

Teoperuyeckast 4acTh:

HenoBoii »TukeTr B BenmukoOpuTaHWM BO MHOTOM OMNPEACISICTCS TNPUHIMIAMH |
[IEHHOCTSIMH JICJIOBOU KYJIBTYPBI 3TON CTpaHbl U UMEET CBOU OCOOCHHOCTH.

Kak n3BecTHO, OpUTaHIIbI OYE€Hb BEXJIMBBI U O0XOJUTENbHBI. DTO BO MHOT'OM OIpEAEsSeT
CTHJIb MX OOIIeHUsl. BpuTaHIbl MPAKTUKYIOT JaBaTh YKJIOHUYUBBIC OTBETHI HA MPSMBIC BOIPOCHI,
JMAJIOTH 4acTO HOCST JBYCMBICICHHBIN XapakTep. UTOOBI MOHATH, YTO UMEHHO OHM XOTAT Bam
CKa3aTb, HEOOXOJUMO BHUMATEIHHO CIEIUTh 32 MHTOHAIIUEH roJioca U BEIPAKECHUEM JTUTIA.

B cnoxHBIX cUTyalMsIX aHTJIMYaHe MPOSBISAIOT CAEPKAHHOCTh U camoobnananue. Ho tak
ke OpUTAHIIBI MTPEATIOYUTAIOT C FOMOPOM MOJAXOAUTH KO BCEM KHU3HEHHBIM CUTYAIMsIM U OM3HEC -
He uckioueHue. K ocobeHHOCTSIM AenoBoro 3THKeTa B bpuTaHuu MOXXHO OTHECTH CIIEAYIOLIUE
4epThl. B 00IIeHNN HYXHO TIPUIEPKUBATHCS OINPEACICHHONW JUCTAHIUHU, MTOCKOIbKY OpPHUTAHIIBI
BECbMa TPEMETHO OTHOCATCA K JUYHOMY HPOCTpaHCTBY. lIposiBieHHMEM BeXIJIUBOCTH OyneT
COOJTFIOICHHE PYKOIOKATHUS TIPU TIEPBUYHOM 3HAKOMCTBE. B pasroBope MpUBETCTBYIOTCS MPSMBIC
B3MIsiAbl B TUaza. OJHAKO HE CTOMT A3TOrO JeNaTh CIMIIKOM J0Jiro. [lenoBoe obiieHue ¢
OpuTaHIIaMHU HE MPEAyCMaTPUBAET JTUYHBIX BOMPOCOB. He cTouT 3a0bIBaTh, YTO 0OXOIUTEILHEIC
aHTJIMYaHe JOBOJIBHO YacTO JAl0T MHCTPYKUMHU B BHJE BEXIMBBIX Ipockd. Tak ke He ciemyer
3a0bIBaTh BaXKHBIE MENOYH. Bxons B moMelleHHe HEOOXOIUMO MPOIMYCTHTH CTapIIero Io
noJbKHOCTH. Ha nenoBoi BCTpeue HENpUeMIIEMO JEpKaThb PYKH B CIO0KEHHOM COCTOSHUH.
bputaHupl BOCHPUHUMAIOT 3TO Kak 3HAaK CKYKM M HE3aMHTEPECOBAHHOCTU B jene. Tak xe
OpuTaHIbl Bessuecku n3beraroT uncia 13. Otnpasisisich K OpUTaHCKOMY MapTHEPY B TOCTH, JTy4YIlIe
HEMHOT'0 0I03/1aTh, YeM MpUiTH 3apanee. [10CKoIbKYy MPUXOIUTh paHbllle HA3HAYEHHOTO BPEMEHU
CUMTAETCs HENMpWINYHbIM. MHOTIAa B NpUIVIalIEeHMH HA BCTpPEYy MOTYT OBITh HCIIOJIb30BAHbI
CCBUIKM Ha TO, B KaKOH onexjie cueayeT npuiitu. Kak u MHOTHE eBpomeicKre HapoIbl, OpUTAHIIbI
aKTUBHO OOPIOTCS 3a MpaBa KUBOTHBIX, I03TOMY HE CTOUT IPUXOJUTH B OACKIE U3 HaTypalIbHbBIX
MEXOB U KOXHU.

bputanipsl BecbMa 3pyAHpOBaHHBI U Mpo(eccroHallbHbI, 00J1aJal0T BHICOKON KYJIbTYPOH.
B kpyr uX MHTEpECOB YacCTO BXOJAT JUTEpaATypa, CIIOPT U UCKYCCTBO. B 1e110Boil cpene OpuTaHIbl
OTHOCSITCS] K CaMbIM KBaJIM()UIIMPOBAHHBIM OM3HECMEHAM B MUDE.
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bpumanckas oenosas kynemypa: oCHO8Hble NPUHYUNDBL U YEHHOCTIU.

BputaHipl, 0COOCHHO aHTIMYaHE, CIABATCS CBOCH BEKIMBOCTBHIO M OOXOIUTEIHHOCTHIO.
OTO OAMH W3 KIIOYEBBIX MOMEHTOB B OpHUTAHCKOW KylIbType W (GyHIaMEHTAIbHBIH AacleKkT
OpUTAHCKOTO CTUIISI OOIICHUS.

"Stiff upper lip" - B OykBampHOM mepeBojie "TBepaas BepxHss ryba’. DToT oOpa3HbIH
TEPMUH YaCTO HCIOJIL3YETCS ISl OMMMCAHUS TPATUIIUOHHBIX OPUTAHCKHUX Ka4eCTB - CACPKAHHOCTHU
U camMooOlafaHus, KOTOpble OpUTaHIBl MPOSBISAIOT B TPYIHBIX CUTyauusx. B OpurTaHckoil
KYJIbTYpP€ OTKPbITasi IEMOHCTPAIUs SMOLUN - TO3UTUBHBIX WM HETATUBHBIX - BCTPEUAETCS OYEHb
penKo, Mo BO3MOXKHOCTH M30eraiite BhIpakaTh CBOM UyBCTBa MmyOinuHo. Ha genoBeIx BcTpeuax
STOT MPHUHIMII O3HA4YaeT, YTO Balld OpPUTAHCKHWE KOJUIETM HAMEpPEHbI IMOCTPOUTH U0l B
aTMochepe GopMaIbLHOCTH U OECTIPUCTPACTHOCTH.

FOmop - kIIr04eBOI 7IEMEHT BCEX CTOPOH XU3HH B BenmukoOputanuu. BaxxHOCTh 4yBCcTBa
IOMOpa BO BCEX CHUTYalMsX, BKJIOYas JEJIOBOM KOHTEKCT, TPYAHO mepeoleHutb. KOMop vacto
UCIOJIb3YeTCsl KakK 3allMTHBII MeXaHW3M, B OCHOBHOM B (popMe HPOHUU WM CAMOUPOHUHU.
HNpoHnyHBIE HOTKH MOTYT OBITH CKPBITBI, 3aBYaTHMpPOBAHBI MOATEKCTOM, YTO TaKXKe SIBISETCS
XapaKTepHOU YepToi OPUTAHCKOTO YKIIOHYUBOIO CTHIIS OOILEHUSI.

Coenunennoe KoposieBCTBO 3HAMEHUTO CBOEH SIPKOM HCTOPUEN U CUIIBHBIMH TPAIULIUSIMH,
c(OpMUPOBABIIUMUCS O] BIMUSHUEM KOJIOHHAIBLHOM HMMIEPHUH, TPAKIAHCKOM W eBpONEHCKUX
BOWH, a TAK)X€ KOHCTUTYLHOHHOW MOHapxuu. YeTBepras MO BEIWYMHE HAlLWs, TOPryrolIas cO
BCEMHU CTpaHamu, BenukoOpuTtaHus OBICTPO cCTajla JHUIUPYIOUIUM E€BPONEHCKUM IEHTPOM
npeanpuHuUMarenscTBa. [lognepkuBaemas CTaOMIBHOM TOJNUTHYECKOW M SKOHOMHYECKOMN
cucteMoii, BenmukoOpuTaHusi SBISICTCS TpPHUBJICKATEIbHON 0a3oi Ui 3apyOekHOro Owu3Heca,
npenjaras IIMPOKHE BO3MOXHOCTH BO MHOTHX OOJACTSX, B TOM YHCJIE€ B HCCIEIOBAaHUSAX,
pa3paboTKax M HOBBIX TEXHOJOTHAX. TeM He MeHee, 4TOObl YCHEeNHO paboTaTh B OPUTAHCKHX
JIEJIOBBIX Kpyrax, Hy>KHO 3alIOMHUTh HECKOJIbKO Ba)KHBIX MPABWII, U MPUMEHSTh UX KaK 70, TaK U
BO Bpemsi cBoero Busuta B Coenunennoe KoponeBcTBo.

PaGoune MOMEHTHI:

- B COOTBETCTBUU C OPUTAHCKUM OU3HEC-TIPOTOKOJIOM, MYHKTYaJIbHOCTh OYEHb Ba)KHA Ha
000 IEI0BOI BCTpede, MpreMe U Y)KUHE.

- Ha3HayaTh JEJIOBYIO BCTpEUy MPUHATO 332 HECKOJIBKO AHEU 710 Hee.

- OpHUTaHIIBI CKJIOHHBI CIIEIOBATh YCTAHOBJICHHBIM MPAaBUIIaM, IIOATOMY IMPUHSATHE PEIICHUS
4acTO CTAHOBUTCS BEChMa JIOJTUM MPOLECCOM

CtpykTypa u uepapxusi B OpUTaHCKHX KOMITAHUSAX - COBPEMEHHbIE OPUTAHCKUE KOMITAHUU
WMEIOT OTHOCUTEJIBHO 'TOPHU3OHTAJIbHYIO" HEpapXuyecKyro CTpykTypy. [IpunnunuanbHoe
pa3nuyuure TMPOBOJUTCS MEXKIYy MEHEIKepaMd M OCTAIbHBIMHU CiyxamuMmu. (BHumanuwe: B
AQHIJIMACKOM  sI3bIK€, W B DpUTaHMM COOTBETCTBEHHO CJOBO 'MeHemxkep'" O3Haydaer
"pykoBoauTens". MeHeKepbl OOBIYHO OTBEYAIOT 33 CEPbE3HBIA Y4aCTOK padOThI U YIPABISIOT
OTZIETIOM, JIerapTaMeHTOM JI00 1enoi ciyx0o0i. [loaToMy MmoOMHHUTE, YTO 3TO CIOBO HE MMEET
HUYETo O0IIero ¢ POCCUHUCKON Tpaaullieil Ha3pIBaTh KAKIOTO MPO/IaBIa "MEHEIKEPOM TOPTOBOTO
3aia").

- B OCHOBHOM, NEHTpaJbHbIM OpPraHOM, NPUHUMAIOUIUM PEIICHHUS, SBISETCS COBET
nupektopoB. Camble OTBETCTBEHHBIE pellleHUs Bcerda B BenukoOpuTaHuM MPUHUMAIOTCS Ha
camoMm "Bepxy".

PykxoBogutenu B BenukoOpuTaHuu B OCHOBHOM MPEANOYUTAIOT YCTAaHABIUBATH XOPOIIUE
paboyrie OTHOLICHUS C MOTYUHEHHBIMHU.

- Havanpamk 3audactyro Oeper Ha ceOs poyib TpeHepa, YUUTENsl, co3uaBas aTMocdepy
MOAJICP>KKH U BJIOXHOBJISISI CBOUX COTPYIHUKOB Ha BBHITIOJHEHHE PAOOTHI.

- Komangnas pabota oueHb Ba)kHa, XOTS W UYBCTBO MHJWBHUIYaJbHOU WICHTHU(PHUKAIUU
TOKE OY€Hb CHJIBHO TI0 OTHOIICHHIO KaK K pean3allii 3a]a4d, TaK U K COBEPIICHHBIM OIMIHOKaM.

Jlenosoti smuxem ¢ CILIIA

[IpuBercTBUe

CormacHO  aMEepUKAHCKOMY  JIEJIOBOMY  OTHKETy, IPUBETCTBUE U  3HAKOMCTBO
conpoBoxaaercss pykonoxkatueM. B CIIA He mpuHATO OOMEHHBATHCS TMOIETYSIMHU U IIEJIOBAThH

24



pyky xenuuHe. [Ipu 6omee apyxeckoM OOIIEHUH, B 3HAK MPUBETCTBUS, aMEPUKAHIIbI TIPUBBIKIN
MOXJIONBIBATh APYT Ipyra Mo CHUHE.

O6pamenue

AMepuUKaHIbl, HuMes JpYKEeCKHUH XapakTep, BCerja CTPEeMsSTCS YCTaHABIMBATH
HepopManpHyIO atMoc(epy Ha TeperoBopax, MO3TOMY MPEATOYUTAIOT OOIIATHCS C JIFOABMU TI0
MMEHHU HE3aBUCHMMO OT MX Bo3pacTa W monoxeHus. B HedopmanbHOll Oecene mydine u3deraTh
MOJINTUYECKHE U peluruo3nbie Tembl. Jlyumie oOcykaaTh BOIPOCHl CEMbH, YBICUEHUH, OTAbIXA U
cropra.

[Ipurnamenue B rocTH U MOAApKU

Ecnu amepukanen npuriacuil K cede TOMOH, TO, CKOpee BCEro, Bbl €My CUMITaTUYHbBI, OH
Bac 3aMETHJI M OLICHWJI. B 3TOM ciydae MOKHO MPUHECTH C CO0OM MOMapOK - IBETHI, OYTHUIKY
BUHA WJIM CYBEHUP, XapaKTEPHBIN 11 Baiiei ctpanbl. B nienom ke, nenosbie nogapku B CIIIA He
MPUHATHI, TaK KaK MOTYT BBI3BaTh HEJOBEpHE, U BOCIPUHATHI Kak B3sATKa (B CIIIA meicTByrOT
OYeHb CTPOTHE 3aKOHBI, PETyJIUPYIOIIMe OTHOIIeHUs ¢ B3sATKamu). C 1Opyroil CTOPOHBI,
HEOOJBIION CYBEHHUP, C JIOTOTHIIOM Ballel KOMITAHWM, OYIEeT MPUHSAT C YJOBOJIBCTBHEM U
pacnakoBaH npsMo npu Bac. Co CBOei CTOPOHBI, B KAUeCTBE MOJIapKa aMepUKaHCKUE OM3HECMEHbI
MOT'YT IPUTJIACUTH Bac B PECTOPaH, Ha OTABIX 32 TOPOJI.

AMepHKaHIbI B CBOEM OOJBIIMHCTBE NPUIEPKUBAIOTCS 3I0POBOrO 00pa3za >KU3HU U,
KOHEYHO, IHTaHUs, CTapasCh CBECTH K MHUHUMYMY HOTpPeOJIEHUE MPOIYKTOB COAEPIKAIINX
XOJIECTEpUH, MPeAnoYnTas PpykThl U oBolU. TeM He MeHee, TPaAULIMOHHASI aMEPUKAHCKAs KyXHS
MOJIb3yeTCsl OOJNBIIONW TOMYNISAPHOCTRIO cpenu ee skureneil. KypeHune aMmepukaHIbl He
MIPUBETCTBYIOT, a MOPON Ja)ke OCYXIAT, IMOATOMY KYypUThb B 3TOM CTpaHE 3allpelieHO MOYTH
MIOBCIOAY.

OTHOILIIEHUE KO BpEMEHU

«Bpems - neHprm» - emie OJHA W3BECTHAs aMepUKaHCKas MocioBHIla. Bompoc 00
SKOHOMMHU BPEMEHU OYEHb BaXKEH JIJISI aMEpHUKaHIEB; O0JITaTh MOIMYCTY - 3HAYUT, TPATUTh BpeMs,
a ciefoBaTelbHO JeHbIU. [103TOMy BpeMs BCTped U MEpEeroBOpPOB Halle BCErO OrPaHUYMBACTCS
OJIHMM 4YacoM. AMEpHUKaHELl CTPOUT CBOIO KU3Hb [0 PACHHCAHUIO, YETKO CIEAYs] €My KayKIbIi
nenb. [lyakryansHocts B CIIIA oueHb BakHa, a OMO3JaHMsI BOCIIPUHUMAIOTCS KaK TPyOOCTh.

OTHOLIEHHUE K KEHIIHE

B amepukaHckoii OM3HEC-KYIbTYpPE IJKEHIIMHBI CUUTAIOTCS pPAaBHBIMH MYXYHHAM U
JIOCTaTOYHO YacTO 3aHUMAIOT PYKOBOISIIME MOJLKHOCTH. B 1menmom B genoBom mupe CIHIA
ropa3zo OoJbllle KEHIIMH, YeM B JIF000H npyroi crpane. AMepuKaHCKas OM3HEC JIeAH CUUTAET
ce0s MOJHOLIEHHBIM OM3HEC MapTHEPOM, MOATOMY HE CleNyeT ObITh Ype3MEpHO TaJaHTHBIM B
OTHOILLIEHUH JEJIOBBIX JKEHILWH, BOIPOCHI JIMYHOTO XapaKTepa 3/1eCb HEYMECTHBI.

JlemoBoit KocTIOM

B CHIA peiictByeT mpaBuio: «Yem BbIIE TOJDKHOCTH, TeM OduIMambHEed KocTiom». B
JIEJIOBOM KM3HU MPHUHSATHI TOJIBKO TEMHbIE KOCTIOMBI. J[JIsl JKEHIIMH MpeanoyYTUTeNIeH OpIOYHbII
KOCTIOM CIIOKOMHOTrO IIBeTa, a Takke OOyBb Ha kabmykax He Bbimie 4 cM. MeHee KECTKue
npaBwia, Oosiee CBOOOJMHBIM CTWIb OAEKABl JIEHCTBYIOT B CIOpPTE, HCKYCCTBE, MOJE U B
WHAYCTPUU PA3BICYEHUN.

JlenoBoe oOmenne

Henosoit stuker CIIA He MHOTMM OTJIMYAaeTCS OT E€BPOIEMCKOro, HO €CTh W CBOM
0CcOOEHHOCTH. [[71s1 aMepuKaHIla HET HU4ero OOMIHOTO B BOIIPOCE MaJIO3HAKOMOTO YEJIOBEKa O €ro
3apruiaTe, XoTs, Hanpumep, B ['epMaHuu 3TOT BOMIPOC CYUTAETCS HEAOMYCTUMBIM.

B CIIA nHamHOro mpoie MO3HAKOMUTBCS W 3aBECTH APYKECKHUE OTHOIICHUS, IO
CpPaBHEHHUIO, HaTrIpuMep, ¢ Anonueil. [ maBHOE, yMETh MPaBUIBHO MPEACTABUTH CEOsl. AMEPUKAHIIbI
OYEHb SHEPrUYHbIC, OTKPBIThIE U JApYyxkenoOHble 0. C HOBBIM 3HAKOMBIM MOXKHO Cpas3y
MEPEXOIUTh K JIeNly ¥ TOBOPHUTH BIIOJIHE OTKPOBEHHO. Bhipaxenus Let's get down to business -
«/laBaiiTe mepelieM K J1eny» - OUeHb MOMYJISIpHA Cpear aMepuKaHiieB. Bo BpeMst enoBoit 6ecebl
HE MPUHATO OTBIEKATHCS HA MIOCTOPOHHHUE JIeJIa - 3BOHKH 10 TenedOHY, Pa3roBOPhI ¢ KOJIJIETaMHU.
A BOT BCTaBJIATH B pa3roBOp LIYTKH IO TEME, CUYATAETCS MPU3HAKOM XOpOUIEro ToHa. B crpane
rOBOpAT Ha AaMEpPUKAHCKOM AaHIJIMKACKOM, CYMTAsl JIOHJOHCKUM AaHITIMICKUA BBICOKOMEPHBIM
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BAPUAHTOM TOTO k€ sA3bIKa. [I03TOMY eciu BbI XOTHUTE NEPEBECTH KAKME-TO MAaTEpUaIbl 11l CBOUX
Ooynyux naptaepos B CILIA, TO CTOUT 3TO AeNaTh C yU€TOM JTAHHOU SI3BIKOBON OCOOCHHOCTH.

AMepHKaHIbl TparMaTHUYHbIE IO, HE OYEHb JIIOOSIINE cleA0BaTh Tpaauusam. s Hux
Ha MEPBOM MECTE BCErja CTOST MHIAMBUIYAJIbHOCTh M MpaBa 4desioBeka. JKurTenab 3Toil CTpaHbl
HUKOT/Ia He OyJeT »KalloBaThCs, U PacCKa3blBaTh O CBOMX Heynayax. HesaBucumMo OT cCUTyaluu
aMepUKaHell Bceria OyIeT BRIMISIIETh YBEPEHHBIM, 3I0POBBIM, U3ITyYAIOLIUM YCIIeX.

AMepHKaHIBl TOBOPST TOJILKO TO, YTO JyMaroT; BOCIPUHUMAIOT IOy (pasy
cobecenHrKa TOCIOBHO. OHU TIOXO TTOHUMAIOT HAMEKH, HPOHHIO; CIIOKHBIC BBICKA3bIBAHUS WITH
CKPBITBIM CMBICIT CJIOB MOKET COUTDH UX C TOJIKY.

[lepen HauasoM JENOBBIX MEPETOBOPOB aMEPHKAHLbI MPEANOYUTAIOT cOOpaTh MOIHBIN
naket uHpopMauu 06 yyacTHuKax Oymymiei Bcrpeud. OHM MOTYT MOMPOCUTH MPUCTATh CITUCOK
JIUI] Ballleil Jeneralnuu, TONOJHUTENBHO 3apocuB MHGOpMaIUio 00 WX 00pa30BaHUH, YUETHBIX
CTENEHSIX, MEYAaTHBIX TPYyAaX U T. 1.

AMepHKaHIbl OYEHb 3aKOHOIOCIYIIHbIE TpaxkaaHe. /laxke He3HauuTenbHas HE3aKOHHAs
KOMMeEpUYECKasi orepanusi B 3TOM CTpaHE MOXET CTaTh NPUYMHOW TIOPEMHOIO 3aKIIOYEHUSI.
«[logmouennasi» penyrauus QUPMBI HaBCerJa IIOCTaBUT KpPecT Ha €€ BO3MOKHOCTH
corpyannuectBa ¢ komnaHued u3 lllraros. JloBepue B AMepuUKE MOKHO 3aCITyKUTh JUIIb
MHOTOJIETHUM, O€3yHnpeyHbIM TPYIOM, a He ApYyxkO00il u cBa3smu. [loaTomy y amepukaHieB He
CYIIECTBYET HHMKAKUX «OCOOBIX» YCIOBHH CHENOK «IIsi CBOMX». B cTpaHe BO3MOXHBI TOJBKO
OTKPBITBIE CAENKU C JIOOBIMU MapTHepaMu. ['aBHOE NI aMepUKaHIIeB, YTOObI MapTHEPHI ObUIH
MPOYHBIMU U CTaOWIHHBIMHU, KaK B (DMHAHCOBBIX, TaK M B MPO(PECCHOHAIBHBIX OTHONICHUSX, a
Tak)Ke He MPOCTO 3apadaThiBalid ACHBIHU, a BEJIU COLIMAIbLHO OTBETCTBEHHBII OH3HEC.

YV AMepuKaHIEB CHJIbHBl YYBCTBA HE3aBUCHUMOCTH, CaMOCTOSITEJIbHOCTH; OHHM YMEIOT
COpPEBHOBATHCSI M BBIMIPHIBATh BCETAAa M Be3Je. JTO OOYCIOBIEHO MPEICTABICHUSMHU TpaXKIaH
cTpanbl 0 nomMuHupytomiem nonoxenun CIIA B mupe, koTopoe 3akiagbIBacTCsl ¢ MallbIX JET U
JISKUT B OCHOBE CUCTEMBbI 00pa30oBaHUsI.

Emte ouH U3 371eMEHTOB YCIIEITHOTO aMEPUKAaHCKOTo OM3Heca - CKopocTh. B AMepuke Bce
MIPOUCXOJUT JOBOJBHO OBICTPHIMH TEMIIAMH, BCE JENAeTCsl «CErOAHs», HE OTKIaJbIBacTCid Ha
«3aBTpay». [loaToMy Ha meperoBopax HYXHO OBITh TOTOBBIM K TOMY, YTO Bac OyIyT TOPOMIUTH,
MOATAJIKUBATh K JCHCTBUSAM, TaK KAaK aMEPHUKAHIbl HAIOPUCThIE, NPSIMOJMHEWHBIE M BCETIa
cremaniye Ou3HeCMeHbl. [ TaBHOE NIt HUX - 3TO YCIIeX, a KaX/IbIH yCIeX - 3TO MPEANOChIIKA JUIs
HOBBIX 100€.

OcoOeHHOCTH BE/ICHUS TIEPETOBOPOB

Ecnu amepukaHIbl OpPraHU3yKOT JEIOBYIO BCTpPEUY, TO 3TO MOJHOCTBIO HCKIIIOYAET
Apy)keckyto Oeceny. Berpeua Oyner HachllieHa, MMETh KOHKPETHYIO LieJb, M JUIMTCS HE Ooiee
yaca. J{1s aMepHuKaHIEB EPETOBOPHI - 3TO OTKPHITOE 00CYXKIeHUE, LIeIb KOTOPOTro HAaUTH 001ue
WHTEPECHl U BBIPA0OTATh CTPATETHIO JJISi COTPYJHUYECTBA. UECTHBIC CHAENKH U B3aMMOBBITO/IHBIE
OTHOIIEHUS 0e3 KaKOH-IN0O0 «CeMEeHOM NPYy>KeCTBEHHOCTU» - BOT HjeajbHas KapTUHa Ou3Heca
JUTsl aMepUKaHIIA.

JlenoBble meperoBopbl aMEpPUKAHIIBI JIIOOSIT HAYMHATH C OOCYXKIEHUsST OOIIEero BOIpoca, C
po0JIeMbl TpeOYIOIIe MPUHATHS PEIICHUs (YTO HYKHO JIENIaTh), a 3aTEM MEePEXOIAT K JIeTallsM,
CIOCOOCTBYIOIIMM peau3aliy JOTOBOPEHHOCTEH (Kak HYXKHO CHENaTh), KOTOPBIM YACISICTCS
00JbIIOE 3HAYEHUE MPU OpraHu3alnuu JToooro aena. [losTomy K paccMOTPEHHIO aMEepUKAHIIBI
TOTOBSIT, KaK MPAaBUIIO, LIEJbIE «ITaKETh» MPEANOKEeHUNH. A BOT Ha (OPMaTbHOCTU OHU HE OyayT
TPaTUTh CBOE BPEMSI.

[TeperoBopHBIN MpoOIlECC aMEPUKAHIIBI CTAPAIOTCS BECTH B OBICTPOM TeMmIlie, OeCTIpEPhIBHO
MOATAJIKUBAs CBOMX MAPTHEPOB K CKOpEMIIeMy NPUHATHIO pelieHusi. OHU MOTYT JlaXke MPOSIBISATh
arpecCUBHOCTb, HABS3bIBAs CBOU IPABUJIA UTPBI.

Bo Bpemst nenoBbIX NEperoBOPOB aMEPHKAHIIBI MOTYT MO3BOJIUTH ceOe CHAETh, 3aKHHYB
HOTY Ha HOTY TaK, 4TOObI OOTHHOK OJHOM HOTH JIeXkaJl Ha KOJIEHKE JIPYroi WIJIM MOJIOKHUTh HOTY Ha
COCEIHMI CTyJd WM CTOJ. DTO CUMTAETCS HOPMOM B aMEPUKAHCKOW KYJbType, XOTS HEPEAKO
BBI3BIBAET pa3/IpakKeHUE y MPEACTaBUTEIEH APYTUX CTPaH.

Bonpocsl u 3aganus:
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1. Iloozomosvmecs K 00CyHcOeHUIO Meopemu4ecKko20 Mmamepuaid.

Kynbrypabie Tpaguiuu anrnudad. CTpyKTypa U uepapxusi B OpUTAaHCKUX KOMITAHHSIX. DTUYECKUE
NPUHLMIIBL  JEOBOrO0 OOIIEHHS C HWHOCTpAaHHBIM MapTHepoMm. PaOoune oTHOUIEHHS B
BenukoOpurtannu. busnec B BenukoOputanuu. [Ipakruyeckre MOMeHTHI. bputanckuil aemoBoit
stukeT (uto Hy)kHO 1 HE HyxHO nenars). KitoueBbsie aMepukaHCKUE IEHHOCTH. AMEPUKaHCKUN
CTHIIb JiesioBoro oomenus. JKenmuna u 6uznec 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 is the way people who work there dress.

a) Express your opinion about the following:

Why do women executives wear suits?

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

b) What do you think a secretary should wear at work? Discuss the following variants:
skirt suits / pants suits / dresses mini-skirts / midi-skirts / maxi-skirts flat-heeled shoes / high-
heeled shoes handbag / pockets perfume / no perfume

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

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

- always wears neat dark suits and sober ties,

- likes to wear jeans and sports jackets

- is 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 is getting married on Sunday. — She is?

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

He is a travelling agent.

They have already bought a flat.

They will live not far from here.

She showed me her wedding dress yesterday.

5. Dramatize a similar conversation between a busy secretary and her talkative friend.
1. Imagine that the Production Department of your company falls behind the time with
some urgent work. Practice giving formal recommendations and informal advice. Complete the sentences:
a)The production manager receives a memo from the managing director. He says: I would suggest
that...
May I recommend that...
I strongly recommend that...
b)The manager talks with his friend who says:
If I were you I'd ...
Why don't you ... ?
You'd better...
How about ...ing ... ?
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6. Read the sentences with the modal verb "must" and their explanations in brackets

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

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

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

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

- deliver the goods on the 14th

- send the letter immediately

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

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

The secretary was late for work the day before.

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

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

The secretary forgot to tell him about a telephone call

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

Could they have forgotten to answer?

The letter couldn't have been lost.

They may have delayed the answer for some reason.

They might have forgotten to post it.

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

Shop person: — Yes, sir, what is it?

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

- What colour do you want?

- Navy blue would be fine.

- Here is an excellent suit. Will you try it on?

- Just the thing. How much is it?

- It's only $ 200.

- All right. I'll take it.

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

- Not bad. Why do you ask?

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

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

Keep your promises!

Be objective!

Criticize people in private!

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

12. Translate into English.

3Haere 1u Bbl, 4TO Takoe nenoBoM ATUKET? Ymeere 1M Bbl ycTaHaBIMBaTh KOHTaKT C
naptHepamu? Ymeere i Bel BEIOMpATh 0J1€K Y, TOAXOIAIIYIO IS pabOTHI U OTABIXa? BexKITHUBEI
nu Bel co cBonMu cotpyaaukamu? Het nu y Bac npuBsruku nepedbuBath Bamero cobecennuka?
3agymaiiTech HaJl STUMHU BollpocamMu. JTo moMoxkeT Bam B Bareii pabore.

IIpakTnyeckoe 3aHaTHe Ne6. Pasauuumsi B aMepPHKaHCKON ¥ AaHIVIMMCKON [JeJI0BOi
TEePMHHOJIOTHH.
OprannzannonHas (popMa 3aHATHS: TPAIULMOHHBIN CEMUHAp.
Hean: dopMHupoBaHUE y CTYJCHTOB PEUYEBOM, SA3BIKOBOM U KOMMYHUKATUBHOW KOMIETCHITUH IS
OCYILECTBIICHHS IEIOBBIX KOHTaKTOB.
B pe3yabTare ocBoeHHEe TeMbI CTYIEHT J0JIKEH
3HATh: HEOOXOMUMBIM O0BEM JIEKCHMKM Il OOlmeHHs B JaHHOM cdepe; OCHOBHBIE
rpaMMaTHYeCKHe SBJICHUS, XapaKTepHble Ui NpOo(EecCHOHANBLHOM peuu; JIeKCHYecKue |
CHHTaKCH4YEeCKHE 0COOEHHOCTH O(HUINATIHHO-/IETIOBOTO CTHIISL B AHTJIMHCKOM SI3bIKE.
yMeTb: OIpeAeNsaTh CTHIEBYI0 NPHUHAJICKHOCTh AHIIMMCKUX TEKCTOB OQHUIMATIbHO-IIETI0BOTO
CTHJISA, BUACTHh XapaKTePHBIC CTHIIEBBIC YEPThHI; YATATh O(PHUIIMATHEHO-IEIOBBIC TEKCTHI PA3IHYHON
CTETEHU CIIOKHOCTH;, CTPOMUTH JWAJOTHYECKYI0O M MOHOJIOTMYECKYIO PeuYb C MCIOJIb30BaHHEM
HamOoJee YyIoTPpeOUTENbHBIX JEKCUKO-TPAMMATHUECKUX CPEJICTB B OCHOBHBIX KOMMYHHKATHBHBIX
CUTyalusix O(UIMAIBLHOTO OOIIEHUS; MOHUMATh AMATOTUYECKYI0 M MOHOJOTHMYECKYIO pedb IO
U3y4YEHHOH TEME.
AKTYaJIbHOCTb TeMbI: 00yCIIOBIICHAa HEOOXOIUMOCThIO oBlafieHus Y K-4.
Teoperuyeckast 4acTh:

[Tpu o603HaueHnn nat Ha mucbMe B BA (OpuTaHCKMI aHTTIUHCKHI) CTaBUTCS YKCIIO, 3aTEM
MecsIl ¥ MocleAHUM YyKasbiBaercss rofa: 20/7/99 wmm 20.7.99. Takoe 4YMCIO MPOM3HOCHUTCS
July the twentieth, nineteen ninety nine. B AA (aMepUKaHCKOM aHTJIMMCKOM) BHAYaJle¢ CTaBUTCS
Mecsl, 3aTeM  4HciIo M mociegHuM  roa:  7/20/99.  IlpoW3HOCHTCS — Takoe  YHCIIO
July twentieth, nineteen ninety nine.

HaumenoBanue uncen takxke ominuaerca B AA u BA.:

320 — «three hundred twenty» (AA) u ‘three hundred and twenty" (bA)

0 — «zero» (AA) u "nought"/"oh" (BA)

["'oBOpst 0 BpeMEHH, aMEpUKAHITBI BMECTO past yIOTPeOISIIOT after: «lt’s ten after eleveny.

B oOnactu axoHomuueckou — mepMuHOIOUU U IEKCUKU — COBPEMEeHHO020  Ou3Heca B AA
MPUCYTCTBYET OOJbIIOE KOJIWYECTBO MPO(ECCHOHATU3MOB, a TAKXKE PACCIOCHUE CIEIHalIbHOMN
JICKCUKH Ha TEPMUHOJIOTMYECKHE U MpodeccuoHambHble ciion (moJ mpodeccuoHanu3mMaMu
MMOHUMAIOTCS JIEKCUYECKHUE eIMHUIBI B CUTYaIUsIX HeQopMalbHOro ooueHus). OnuH U3 BeAyInuX
croco00B 00pa30BaHuUsl TEPMHUHOB — JICKCUKO-CEMaHTUYECKUI Ha OcCHOBe MeTadop. Hanpumep:

lame duck («xpomast yTKa») — KOMITaHHS B TSOKETOM (PTHAHCOBOM IOJI0KEHUH

company doctor — («moxTOp KOMIIAaHUN») — (bUHAHCOBBIN KOHCYJIBTaHT,
CHeHATM3UPYIOIIUNCS HA aHATIM3€ U Pa3pelIeHUH MPo0IeM KOMITaHUU

big gun advertiser (big gun — «TspKENAst APTUILIEPUS») — KPYIHBIN peKIaMo1aTeNb

sleeping partner («cusImuii MapTHEP») — HOMUHAIBHBIN MAPTHEP

sleeping beauty («cusimmasi ~ KpacaBUIla») —  KOMITAHHS-  TOTCHIHUATBHBIA  OOBEKT
MTOTJIONICHUS, KOTOPOU paHbIlle HE ACNIaToCh MPEITI0KESHUN )

angel («aneen») — COCTOATENbHBIM 4YEJOBEK, BKJIAJBIBAIONINI COOCTBEHHbIE CpPEICTBA
B HAYaJio U paciiupeHue 6uszHeca

vellow dog contract («koHTpakT  XENTOH  cobakm») —  00s3aTeNbCTBA  paboyero
0 HEBCTYIUICHUH B MPOCOI03

vellow dog fund («bona %ENToit co6aKm») — CyMMBI, UCIIOJIb3yEeMBbIE JISI TIOJKYIIa

bear («menBenb») — CHEKYISIHT, UTPAIOITUN HA TTOHMKCHUE
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bull («OBIK») — CIIEKYJISIHT, UTPAIOIINI Ha MOBBINIIEHNE (OUPK.)

B psimy TUHTBOCTUIIMCTHYECKUX CPENICTB, XapaKTePHBIX I 00pa30BaHUS SKOHOMUYECKIX
1 OM3HEC TePMUHOB AA, TIpeICTaBIeHa METOHUMHS (TIEPEHOC TIPU3HAKa C YaCTH Ha IeJ10¢e):

White collar («6enblit BODOTHUYOK») — O(QHUCHBIN CITy>KaIHii

Pink collar («po30BbIii BOPOTHUYOKY») — pabounii chepbl 00CTyKUBAHHS

Blue collar («rony0oif BOpOTHUYOK») — MPOU3BOICTBEHHBIN paboumit

Open collar (<OTKPBITBIA BOPOTHUYOK») — JIUIIO, paboTaroliee JaoMa I10 CBOOOTHOMY
rpaduxy

B nekcuke coBpemennoro 6msneca CIIA u BenmukoOpuTaHuu IprCyTCTBYET TaKKe

Me)XBapuaHTHasi CHHOHUMUS TEPMUHOB:

stock — oObIKHOBeHHAsI akIus (AA)

share — oObikHOBeHHas akius (BA)

B mporecce coBooOpa3oBaHus JEKCHMYECKUX JIEPUBATOB OCHOBHBIMH croco0amu B AA
SIBJISTFOTCS adpukcanus (illiquidity, non-payment), CJIOBOCJIO’KECHHE
(job holder, bill brocker, tax payer), KOHBEPCHS (0ff — CYIIeCTBUTEIHHOE CO 3HAYCHUEM
«CHIKEHHE KYpCOB BAIIOT NMPOTHUB MPEALIECTBYIOIIETO ITHS», go-between — CyIIECTBUTEIBHOE
CO 3HAUEHUEM ‘TIOCPETHUKK).

Jlexkcuueckuit  coctaB  OW3HEC TEPMHUHOJOTHH AA  COACPKUT HE TaK YK MHOTO
3aMMCTBOBAaHUW U3 APYTrUX SI3bIKOB. HO OHM TPUCYTCTBYIOT, W BOT MpPHUMEpP 3aWMCTBOBAHUS
13 PYCCKOTO sI3BIKA: energy czar («BIUATEIHHOE JTUIIO0 B 00JIACTH DKOHOMUKH).

Ha rpammaTnueckoM ypoBHE pazinnuus Mexay AA u BA nposBISIIOTCS YK€ Ha YpPOBHE
tepmubonioruu  (Continuous Tenses B BA wu Progressive Tenses B AA). Hocutenm BA
ynotpebnsitor The Present Perfect ¢ mapeuwsimu just, already, yet: «We have already agreed
to wait». AMEpHUKaHIIBI )KE€ HEPEAKO, OCOOEHHO B YCTHOUW peur, ynoTpeOssaroT 3aech The Simple
Past: «I already met him».

B AA cymectByer nBe dopmbl Past Participle Il y rmarona get: gottenu got, B TO BpeMs
kak B BA — Tonbko oaHa: got.

Kouctpykmus «have been toy, pactipoctpanéHHasi B BA, MOKET BUIOU3MEHAThCS B AA —

«I have never been in Florida». ®paza «Do youhave a car?» Tunnana st AA, Torna kak B BA
00JIbIlIe TPUHSTO TOBOPUTH «Have you got a car? »

CobuparenbHbie CYIIIECTBUTEIILHEIE, TaKue
Kak government, committee, team, corporation, crew B BA MOTYT COI'JIACOBBIBATHCS
CO CKa3yeMbIM KaK B €IUHCTBEHHOM, TaK | BO MHOXECTBEHHOM dHCJE. AMEpPHUKaHIIbI
MPENOYNUTAIOT COTIACOBBIBATh TAKHE CYIIECTBUTEIBHBIE CO CKa3yeMbIM B €IMHCTBEHHOM YHCIIE.

OmnpenenéHHbIN apTUKITL 9acTo ormyckaeTcs B AA nocne «all», Tam, rae B BA ob6s3aTensHO
ero wucrnoib3oBanue: «all dayy, «all night», «all morning» w np. W HaobopoTt, ompenenéHHbIN
apTUKIIb HCIONb3yeTcsi B AA TaMm, Trme ero BDBA ObITh He IOKHO: «in the summery,
«in the spring», «in the fally.

CpaBHUTE BapUaHThI TEPMHUHOIOTHH

AMep. BApHaHT AHII. BApDHAHT 3HaueHne

administration Government in power [IpaBUTETHCTBO (IEHCTBYIOIINE)
Around (ten) About (ten) OxkoJo (mecsaTn)

Blue-chip investments First-class investments [TepBoKIIaccHbIE MHBECTULIMH
Call loan Short-term loan KpaTtkocpounslii 3aiim
Checking account Current account Texymuii cuer

Claim letter Letter of complaint [TuceMo-pexamanus

Collect on delivery Cash on delivery Omutata pu J0CTaBKe
Common stock Ordinary share OOBIKHOBEHHAS aKIUs
Corporation law Company law 3aK0H O KOMITAaHHSIX

Express man Carrier [TocbuTbHBIN

Ti fix a meeting To arrange a meeting Haznauats BcTpeuy

Freight not prepaid Carriage forward bes onnatsl nepeBo3ku
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Freight prepaid
Freight train
Government bonds

In good shape
Investment bank
Law business
Local taxes

To operate a business
Operating costs
ordinance

To pass up an offer
Preferred stock
President

Right away
Shipment
Stockholder

Stub

Tag

Tender

Way back

Bonpocsl n 3aganus:

Carriage paid
Goods train
Government securities

In good condition
Merchant bank
Practice (law)
Rates

To run a business
Running expenses
By — law

To decline an offer
Preference share
Chairman
Immediately
Consignment
Sharecholder
Counterfoil

Label

Offer

Some time ago

C oriaroii nepeBo3Ku
ToBapHbIl TOE31

I'ocynapcTBeHHBIE LICHHBIE
Oymaru

B xopomiem cocTossHun
MuaBecTuinoHHBIN bank
IIponeccyanbHOE IpaBo
MecTHbIE HAJIOTH
3aHUMAaThCs OM3HECOM
Texymue pacxoasl
[loctaHnoBieHue, yKa3
OTKJIOHSTD MPEATIOKEHUE
[IpuBusierupoBaHHas aKus
[Ipe3unent (koMmaHnum)
Hememeano

[TapTus (ToBapa)
JlepxaTenp akuui
Kopemok (ueka)
OTUKETKA

[Ipennoxenue

Hexoropoe BpeMs ToMy Ha3azx

1. Iloozomosvmecs K 00CyHcOeHUI0 MEOPEeMUYEeCcKo20 Mamepuana.

N3 ucropum mpOUCXOXKICHUS aMEPUKAHCKOTO aHrIuMKCKOro. Jlekcuueckuwe, rpaMMaTHYECKHE,
opdorpadudeckue u GOHETUUECCKHE OTIMYUS aMEPUKAHCKOTO JIEJIOBOTO sI3bIKa OT OPUTAHCKOTO

BapHaHTa.

2. Ilpoyumaiime u nepesedoume mexkcm.

Appointments may be made in several ways:

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

SCHEDULING APPOINTMENTS

appointment book or calendar rather than on the desk calendars.)

2. You 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, Your 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. You or your employer may schedule tentative appointments with out-of-
town visitors by mail. These should be entered on the calendars in pencil, since they are
subject to change.

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

Later they are to report it at the annual conference of the shareholders. Miss Flipps is going
to type the minutes of the meeting as soon as it is over. She is taking down the minutes now. She
is taking them down in shorthand.
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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) ...2 — The conpany financial policy.
5) ...7 —Miss Flipps is.

6) ...7 — After the meeting is over.

7) ...7 — She is taking them down.

8) ...7 — In shorthand.

4. Respond to the requests according to the model

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

Translate this letter, please.

Copy this memo, please.

Send off this telegram, please.

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

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

meeting.

We are entertaining our clients.

I am looking through the mail. — And she is only going to look through the mail.
I am talking to a visitor.

I am sending a fax.

I am copying documents.

I am correcting mistakes.

I am learning shorthand.

6. Say what Cindy is going to do

a) when the meeting is over,

b) when Mr. Lindon comes to see Mr. Clifford,
c) 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 is over,

b) if the weather is nice on Sunday

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

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

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

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

—  Are you really going to Russia?

— Yes,  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 three o'clock.

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

8. Think of your own stories starting with
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o Itis 10 o'clock now. Cindy is looking through the mail. Then she is going to ...
« Itis Monday today. Mr. Lindon is going to see Mr. Clifford and talk to him about...
« Do you want to know what I am going to do when ...

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

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

10. Translate into English.

Ceromns 20 HosiOpst 2013 roma, 10 wacoB yrpa. Mucrep Knudbdopa ouens 3ansat. OH mpoBOIUT
COBEI[aHUE. DTO COBEIIAHME OYCHb BaKHOE. MeEHeKephl KOMIIAHUU OOCYKIAIOT BOIPOCHI
npou3BojicTBa. Mucc ®@nunmc Beaer nmpotokod. Ha crnenyronieir Hepene oHn OyayT oOCyKaaTh
KOMMEpUYECKYIO MOIUTUKY KoMnanuu. Ouu cobepyres 27 Hosi0ps B 10 yacos.

—Yro TbI ceriuac aenaeib, Cuaau? — S nepeBoxy nucbMo MUCTEPY benoBy Ha pycCKUit SI3bIK. —
A moToM 4To ThI Oyzens Aenath? — OTnedarao 3To MUCEMO B OTIPAaBIIo ero B Mocky. — KTo
aToT MucTep benos? — Oto pycckuii OuzHecmeH. OH coOupaeTcst K HaM MPUexaTh.

IpakTuyeckoe 3ansiTue Ne7. YcrpoiictBo Ha padory. Co3naHue pe3rome.
OprannzannonHas (popMa 3aHATHS: TPAIULMOHHBIN CEMUHAp.
Hean: dopMupoBaHUE y CTYACHTOB PEUYEBOM, A3BIKOBOM U KOMMYHUKATUBHOW KOMIETCHITUH IS
OCYIIECTBJIEHUS JEIOBBIX KOHTAKTOB.
B pe3yabTrare ocBoeHHe TeMbI CTYIEHT J0JIKEH
3HATh: OCHOBHYIO OHN3HEC-TEpMUHOJIOTHIO, WCIOJIb3YyEMYIO0 TIpU YyCTPOWCTBE Ha padory,
COCTaBJICHUM pE3IOMEe, JCNOBBIX IHCEM; OCHOBHbIE TpeOOBaHUS M TMpaBuia OQPOPMIICHUS
JOKYMEHTAllul M JI€JIOBOM KOPPECHOHJCHLIMM Ha AaHTJIMHUCKOM; OCHOBHBIE TI'paMMaTHYECKHE
SIBJICHUS, XapaKTepHbIE 17151 MPOodeCcCHOHATBHON PEeyH.
YMeTh: IPUMEHSThH MOJTYYEHHbIE TEOPETUUYECKUE 3HAHUSI HA MPAKTUKE B XOAE OCYIIECTBICHUS
JIeJIOBOM YCTHOM M MHChMEHHOM KOMMYHHMKAIIMU Ha HHOCTPAHHOM SI3BIKE; ONPEAEISATh CTUIIEBYIO
MPUHAJICKHOCTh AHTJIMACKUX TEKCTOB OQUIIMATBLHO-EIOBOTO CTUJISI, BHJIETh XapaKTEPHBIE
CTHJIEBBIE YEPThI; YNTATh OPUIIMATEHO-EIOBbIE TEKCThI PA3TUYHOMN CTETIEHU CIOKHOCTH; CTPOUTD
JIUAIOTUYECKYI0 W MOHOJIOTHYECKYIO pPeuYb C HCIONh30BaHHEM Hamboliee yHOoTpeOUTETbHBIX
JIEKCUKO-TPAMMaTHUECKUX CPEJCTB B OCHOBHBIX KOMMYHUKATHBHBIX CUTyalUsIX OQHUIIHAIBHOTO
OOIICHMSI; TOHUMATh IUATOTHYECKYIO0 U MOHOJIOTHUECKYIO PeUb M0 U3yYCHHOU TEME.
AKTYaJbHOCTb TeMbI: 00yCIIOBIIEHAa HEOOXOIUMOCThIO oBlasieHus Y K-4.
Teopernyeckasi 4acTh:
Cy111ecTBYIOT OCHOBHBIE BUJIBI PE3IOME:
XpoHonocuueckoe pesrome

XpOHOJIOTHYECKOE pE3oMe TpearnoiaraeT omnucaHue (aKToB TpyAoBol Ouorpaduum
(paboTbl, y4eObl) B OOpaTHOM XPOHOJIOTUYECKOM MOpsAKe, T.e. HAUYMHAs C IOCJICAHEr0 MecTa
paboThl, yueOsnl. [IpenmyriecTBo 3TOT0 BHIa pe3roMe sl paboTomaressi COCTOMT B TOM, YTO OH
MOXET YBUJIETh B HEM YETKYIO KapTHUHY TPYIOBOM JNEATEILHOCTH YEJIOBEKA, /Il COMCKATENS — 3TO
BO3MOKHOCTBH TPOJIEMOHCTPUPOBATh KaphEePHBIA M MPO(ECCHOHATBHBI POCT B HEOOXOIUMOMN
chepe nesrenbHOoCcTA. OT TaHHOTO BHJIA PE3IOME JIYUILIEe OTKA3aThCsl, €CIIA MOCIESIHSS JOKHOCTb
(0o Bce MOMKHOCTH) COMCKATENsi HE MMEET OTHOIICHUS K JKETaeMOM JOJDKHOCTH JHOO B
TPYAOBOI OHOrpaduu MHOTO «IIPOITYCKOBY - TIEPHOJIOB BPEMEHH, KOT/1a YeJIOBEK He paboTal.
DyHKYUOHAIbHOE pe3tome

OyHKIMOHATBHOE PE3IOME, B OTIMYHME OT XPOHOJIOTMYECKOTO, HE TpeOyeT YyKa3aHus
XPOHOJIOTUU TPYAOBOW AesTenbHOCTH. OCHOBHOM YIIOp 3/1€Ch JeiaeTcsi Ha MpodecCuoHaIbHbIX
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HaBBIKAX W JOCTIDKEHHSIX B PasHBIX cdepax nesTeabHOCTH. DyHKIMOHATHLHOE PEe3IOME BBITOIHO
MPUMEHSITh B CIydae HaJUYUs «IIPOITYCKOB» B TPYIOBOW Oworpaduu, mpu KelaHUU TOTYIUTh
paboty 6e3 omnbITa B TaHHOU cepe TUOO0 Mpu BO3BPAIICHUH K 3TOMY HAIPAaBICHUIO ACSITEIBHOCTH
1ocJye JUIMTENLHOTO TIEpephIBa.

Kombunuposanrnoe pesztome ((hynkyuonanvHo-xporoaocuieckoe)

JlaHHBId THUO  pe3loMe OOBEAMHSET OCHOBHbIE 4YepThl  (YHKIMOHAIBHOTO U
XPOHOJIOTUYECKOTO pe3tome. B HeM mouepkuBaroTcs mpohecCHOHATbHBIC HABBIKH U JJOCTHKEHUS
B Pa3HBIX c(epax AesTeNbHOCTH, IPH 3TOM OCHOBHBIE (haKThl TPYIOBON OHOTpaduu U3IararoTcs B
00paTHOM XPOHOJIOTUYECKOM TMOpsaKe. [IpernMyIIecTBO 3TOro BUaa pe3toMe COCTOMT B TOM, YTO
OHO TIO3BOJISIET OOpaTUTh BHUMaHWE paboTomaTeNs Ha MPodeCcCHOHAIM3M COMCKATENs B Pa3HBIX

HaIIpaBJICHUAX ACATEIBHOCTU U YBUAECTh YETKYIO IIOCIIE0BATEIBHOCTD TPYIOBOM JEATENbHOCTH.
TunoBoe pe3rome 00BIYHO BKIIIOYAET CIAEAYIOIINE KOMIIOHEHTHI
CURRICULUM VITAE

Date of Birth

Name .
Present address

Telephone number

Marital status

Education and qualifications
2000—2010

Work experience:
July 2010—June 2011

June 2011 present

Other information:

References:

27 February 19...

Belova Margaret

25, 18 Leninsky Prospekt, Moscow
128343, Russia

433-54-48

single

Specialized Secondary School

23 Tushinskaya Street, Moscow, Russia
Johnson Bros Ltd, 35 Ostozhenka Street
Type of Company: Retail Chain Stores
Post: Junior Secretary

keépz)néibilities: 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

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. in his absence;
and representing the company at various

business functions.

While working I attended various evening
courses for business and information tech-
nology. My interests include tennis, bad-
mington, swimming and reading.

Mr. B. Norman, Assistant Director, Auto

Importers Ltd., 38 Rostokino,
Moscow, Russia
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Mrs. A.Bunina, department head of
Johnson Bros Ltd., 35, Ostozhenka Street,
Moscow, Russia

Current salary $ 25,000 per annum

Bonpocsl u 3aganus:

1. Iloozomosvmecs K 00CyHcOeHUI0 MeEOPemudecKo2o0 Mamepuana.

Tuner pestome: xponosiorudeckoe (chronological format), ¢dynknmonansaoe (functional format),
ruOpuaHoe (combination format), TaprerupoBannoe (targeted format) u npasuna ux odopmiIeHuUsI.
CrpykTypa pestoMe. UTo Takoe pe3roMe U B YeM COCTOUT €ro OCHOBHAs GyHKIUa? B yem ornnumne
pestome u CV (Curriculum Vitae)? Kakue ¢opmarsl pestome Bam u3BecTHbI? Kakoii ¢opmar
pestoMe OoJIbIlle TOAXOAMUT U1 YesIOBEeKa, KOTOPBIM MHOTO JIeT mpopaboTan B oaHOU cdepe
nesrenbHocTu? Kakoit ¢opmar pestome moporien Obl CIEMUATUCTY C NPEPBAHHBIM CTaKeM?
Kakoit ¢dopmar pesrome BbIOpaTh 4YEIOBEKYy, KOTOpPOMY HY)KHAa KOHKpeTHas paboTa B
ompeneneHHo ¢(upme? B kakom mopske B pe3loMe JOJDKHBI OBITh PacIOIOKEHBI JaThl,
OTHOCSIIHUECS K 00Pa30BaHMIO U OTBITY paOOTHI?

2. Cocmagvme naubonee noOX00AwUIl 0113 864c 6ApUAHN pe3lome.

3. Bolyuume ocno6uyo mepmunonozuio, UCHOIb3YEMYI0 RPU COCIABIEHUU Pe3loMe.
apply for the post — momartp 3asBIeHHE O MprUeMe Ha padbOTyY/JOIKHOCTh

obtain knowledge = — momy4uTH/IPUOOPECTH 3HAHUS

enclose an outline of — MpUIOKUTH (K MUCbMY) CBEIEHUS O KBaTU(PUKAITUN

one's qualifications

office experience — OTIBIT PaOOTHI B KOHTOPE

personnel manager — Ha4aabHUK OTHEJA KaJAPOB (MEHEIKEP IO Kajapam)
fairly well — BEChbMa HETUIOXO

be on probation — IPONTH UCTIBITATEIbHBIA CPOK

application — 3asBJICHUE

curriculum vitae CV, C.V. cv (resume) [ko'rikjulom 'vi:tai] — cBegenus o6 ydeGe U TpyAOBOM
NesATeTLHOCTH, KpaTKas podeccuoHaibHas onorpadusi, pesrome

4. IIpouumaiime u nepesedume mexcm.

Meet Olga Petrova. She is 17. She has finished a secretarial course and she is going to
look for a good job. She has a good command of English and she thinks she can work as a
secretary in a joint venture.

She has just learnt about such a position and is writing a letter to apply for it:

Dear Sirs:

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

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

I 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.
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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 is a new boss.
5) - Neither my friends nor my parents think much of my new job.

- The important thing is whether you like it.

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

He is not only talented but also very experienced.

7) - Our company owns a big restaurant as well as a hotel in the centre of the town.
What made you go into a hotel business?
Why not? It's both profitable and pleasant.

7. Dramatize a conversation between Olga and a young girl who is just starting a secretarial
course. Talk about things she is going to learn, about job prospects, etc.

8. Read and translate:
Paula Tanner is interviewed by Mr. Joel Klaus, the Personnel Manager of Woodex, the company
exporting wood
J.K.: Good morning, Miss Tanner. Please take your seat. I'm Joel Klaus,

Personnel Manager. What can I do for you?
P.T.: I read an advertisement of your firm in yesterday's Business Express.

You need a secretary, so I sent my application and now I'm here.
J.K.: Have you worked as a secretary before?
P.T.: I'm sorry to say that I haven't. But in spring I finished secondary school with the specialty

of secretarial work. So it means that theoretically I should know something.

J.K.: Oh yes, I remember now. That's very good. Do you speak any foreign languages?
P.T.: Oh, to a certain extent, yes. I know fairly well English, a little Finnish and German.
J.K.: That's not bad. We really need Finnish very much.
P.T.: Oh, I can continue my studies in Finnish. I'll go to some evening classes.
J.K.: Fine.
P.T.: If you can't take me on as a secretary, I could be on probation for a time

first.
J.K.: Well, yes. I think that in the beginning you'll have to learn quite a lot.
P.T.: I'm willing to do that.
J.K.: Well, now... where have I put your application... Oh, here it is. You see,

we need a curriculum vitae as well and two photographs.

P.T.: I'll bring them as soon as I can.
J.K.: That's good. Can you start next Monday?
P.T.: Oh yes, of course.
J.K.: Well then. I'll see you next Monday at 9 sharp.
P.T.: Thank you. Good-bye.
J.K.: Good-bye.

9. Writing practice.

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

1. Your job objectives.

36



Your work experience.
Your education.
Personal information.
References.

Nk

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

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

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

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

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

6.  What is 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 you drive a car?

15. What is your family status?

16. Do you have children?

17. Are you willing to work overtime?

18. Are you willing to travel?

19. Do you have any health problems?

20. Whom can you ask for references?

IIpakTnueckoe 3anaTHe Ne8. YcrpoiictBo Ha padory. ConpoBoaurenbHoe nmucbmo (Cover
letter = Application letter).

OprannzannonHas (popMa 3aHATHS: TPAIULMOHHBIN CEMUHAp.

Hean: dopMupoBaHUE y CTYJCHTOB PEUYEBOM, SA3BIKOBOM U KOMMYHUKATUBHOW KOMIETCHITUH IS
OCYILIECTBIIEHUS JI€JIOBBIX KOHTAKTOB.

B pe3yabTare ocBOeHHe TeMBbI CTYACHT J0JIKeH

3HATh: OCHOBHYIO OW3HEC TEPMHUHOJIOTHIO, HCIOJIb3YEMYIO IIPU COCTABJICHUU JEJIOBBIX IHCEM,
OCHOBHBIE TPeOOBaHUS U MpaBuia OQPOPMIICHHS JOKYMEHTAIMH U JIeIOBOM KOPPECTIOHICHIIMH Ha
aHTJIUICKOM; OCHOBHBIE I'paMMaTHYECKHE SIBICHUS, XapaKTepHbIe AJis1 MPOo(hecCHOHATBLHON peyn;
JICKCUYECKUE M CHUHTAaKCHUYECKHE OCOOCHHOCTH O(HUIMAIBHO-JIEIOBOTO CTWIS B aHTIHICKOM
SI3BIKE.

YMeTh: ONpPEACATh CTHIEBYIO MPHHAUICKHOCTh AHTIIMICKUX TEKCTOB O(UIIMAIBHO-ETOBOTO
CTHJIS, BUACTh XapaKTepHbIE CTHJIEBBIC YEPThI; UNTATh O(PUIIMATBHO-IEIOBBIE TEKCThI Pa3IMUHOMN
CTENEHU CJIOKHOCTH; CTPOMUTH IHMAJOTMYECKYI0O M MOHOJIOTMUECKYIO PEYb C MCIIOJIb30BaHUEM
HauboJsee ynoTpeOUTENbHbIX JIEKCUKO-TPAMMAaTHYECKUX CPEJICTB B OCHOBHBIX KOMMYHHUKATHUBHBIX
CUTyalusax O(UIMAIBHOrO OOLICHMS; MOHUMATh JAUATOTMYECKYI0O U MOHOJIOTMYECKYIO peyb IO
W3Yy4YECHHOU TEME.

AKTYyaJbHOCTb TeMbI: 00YCIIOBIIEHAa HEOOXOIMMOCTbhIO OBiaaeHus YK-4.

TeopeTnyeckasi YacTh:

ConpoBoaurensHoe nucbsMo (Letter of transmittal, Accompanying letter)

ConpoBoAUTENbHOE MUCBMO — MHUCHMO, HCIOJIb3YyeMO€ JUIsl OTIPaBKU JTIOKYMEHTOB, HE
UMEIOIIMX aJpecHOl dYacTu. B compoBoguTenbHOE MUCBMO MOXKET OBITh  BKJIIOYEHA
NOTIONIHUTENbHAsT UHGpOpMalus, TMOSICHSIONIas CoJep)KaHWe TeX MaTepuaioB, KOTOpbIE
COCTABIISIIOT TPWIOKEHHE K HeMmy. B 3ToM ciydae cHawanma cooOmiaercs O HarpaBlIeHUH

37



JOKYMEHTOB, 3aT€M H3JIararoTCs JIOMOJHEHHUS W MosicHeHHS. OJHO MUCBMO MOXET OOBEIUHATH
MUCBEMO-TIPOCEOY ¥ CONPOBOAUTEIBHOE IMHCHMO, MUCHBMO-COOOIIEHHE U COMPOBOIUTEIBHOE
MACBMO WM WH(OPMAIMOHHOE M CONPOBOJUTENBHOE MHChMA. B 3TOM ciydae, Kak IMpaBuIIo,
CHayaJla M3Jlaraetcs IMpochOa, COOOIICHHWE WM MHOrO pojJia HHPOpMaIMsa, a 3aTeM
COIPOBOUTENIbHAS YacTh. OO0S3aTENBHBIM PEKBHU3UTOM COIPOBOJUTEIBHOIO MUChMA SBIISCTCS
OTMETKA O HAIMYHUH MIPUIOKCHHUS.

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 is an
opportunity to outline your qualifications and skills as they relate to the job. Use resume words
(e.g. planned, organized, completed) to describe your skills.

Closing — Use an appropriate closing to pave the way for the interview. Refer to
your attached resume so that it doesn't get lost in the shuffle. You can ask for an interview
appointment time, stating that you will be happy to come to the employer's office when convenient.
Make it easy for the reader to follow-up by providing your telephone number and e-mail address.

Sincerely

Name

Enclosure

Bonpocsl u 3aganus:

1. Iloozomosvmecw K 00CyHcOeHUI0 MeEOPEemuYecKo20 Mamepuana.

Cxema conpoBOIUTENBbHOTO MuchMa. OCHOBHBIE TPeOOBaHMUS K HAIMCAHUIO COMPOBOAUTEIHLHOTO
IIucbMa.

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) Irecently heard from ... that there is a vacancy in your sale department.

c¢) I am used to working on my own.

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

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

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

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

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

1) Ihave pleasure in accepting this position.
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7) I am looking forward to commencing, work on October 1.
k) I regret to inform you that I am unable to accept the position, since I have received another,
more attractive one.
1) I feel that my experience in this field would not be used to its full capacity in above
position. Therefore I have to decline.

3. Ilepesedume na anenuiicKuii A3biK.

1. 51 BBICOKO LIEHIO BO3MOXHOCTh PabOoTaTh € JOJDKHON MEpO OTBETCTBEHHOCTH, MPOSIBIISIS
COOCTBEHHYIO UHHUIINATHBY.

2. B nacrosiee Bpems s MoJayvaro ... B MECHII.

3. UyBCcTBYIO, 4TO MOW OMBIT PabOTHI B ATOM 00JacTH HE OYIET MCIOJIB30BAH B IMOJHOM
Mepe, IO3TOMY BBIHYkJAEH OTKJIOHUTh MPEIJIOKEHHE.

3. Tak kak MOs HacToOsIas JODKHOCTh HE JaeT MHE OOJBIINX BO3MOXKHOCTEH IS
MIPOJIBMKCHHUS, 51 XOTEN ObI paboTaTh B TAKOM NMEPCIICKTUBHONW OpraHu3aIiiy, Kak Barma.

4. Ccputasice Ha 00BSBICHUE B «...» OT 10 THBaps, BTOPHUK, 51 XOTeJ Obl MPETEHI0BaTh Ha
JOJDKHOCTS ... B Baten gpupme.

5. C nerepnenueM 1y Hayana padoTsl 1 OKTSIOpsL.

6. C yI0BOJIBCTBUEM MPUHUMALIO 3TY JTOJHKHOCTD.

7. 1 mpuBBIK pabOTaTh CAMOCTOSTEIBHO.

8. C coxkaneHueM cooOIIao BaM, YTO HE MOTY 3aHSTh 3Ty JOJIKHOCTh, TaK KaK MOJIY4HII
apyroe, 0oJiee MPUBJIEKATEIBHOE MPEII0KEHHUE.

9. Bo Bpems 0OydeHUSs 1)1 MOTyUEHUS TOJDKHOCTH, KOTOPYIO 51 3aHUMAal0 B HACTOS TN
MOMEHT, 51 OKOHYMJI KypChl MAPKETHHTA.

10. 51 HegaBHO yCHBIIAI OT ... O BAKAHCUU B BallleM TOPTOBOM OTJIETIE.

11. biarogapro Bac 3a TO, UTO BbI IIPEUIOKHMINA MHE JIOJIKHOCTD ...

4. Translate into English.

A xouy paboTaTh MEPEeBOTIMKOM B KAaKOW-HUOYIh COBMECTHOW KOMMaHWHU. Sl X04y pa3ociarh
pe3roMe B HECKOJIbKO TaKUX KOMMIaHUH. S HaJe0Ch, YTO CMOTY MOJYYUTh HHTEPECHYIO padoTy,
MMOTOMY YTO s CIEIHAINCT BBICOKOW KBanmudukamuu. $1 Oeriio roBOpr IMO-aHTIWHUCKU H
CHEIUAIU3UPYIOCh B TMEPEeBOJE Ha JEJIOBBIX NEperoBopax. S Xopouio 3HaW MHOTUE
KOMIIBIOTEpPHBIE MPOTpamMMbl, HeoOXoauMbIe B paboTe. Kpome Toro, s He KeHAT, BOKY MallHHY
U HE IPOTHUB pabOoThI, CBA3aHHOW C pa3be3aaMu.

IIpakTnueckoe 3ansaTue Ne9. YcrpoiictBo Ha padoty. CobecenoBanue.
Opranusanuonnasi Gpopma 3aHATHSA: TPAAUIIMOHHBINA CEMUHAP.
Heab: hopMupoBanue y CTyJEHTOB PEUEBOM, SA3BIKOBOM U KOMMYHUKATUBHON KOMITETCHIIUU IS
OCYULIECTBJICHUS JEIOBBIX KOHTAKTOB.
B pesyabTare ocBOeHHE TeMBbI CTYACHT J0JIKeH
3HATh: OCHOBHYIO OW3HEC-TEPMHMHOJOTHIO, HCIOJIb3YEMYIO MpHU coOece0BaHNUU; OCHOBHbIE
rpaMMaTUYeCKHE SIBICHUS, XapakTepHble Ui TNPO(PECCHOHATBHON peuyH; JEeKCHYECKHe |
CUHTAaKCUYECKHE 0COOEHHOCTH O(PHUIIHAIEHO-EIOBOTO CTUJIS B AHTJIMIICKOM SI3BIKE.
yMeTh: BECTH coOeceZloBaHUE MPHU IpueMe Ha paboTy; ONpelesiaTh CTHIEBYIO MPUHAIICKHOCTh
AHTTIUICKUX TEKCTOB O(QUIHUANIBHO-AEIOBOIO CTWJIS, BUAETh XapaKTepHBIE CTUJIEBBIE YEpTHI;
YUTaTh O(PHUIMATHHO-/IEIOBBIE TEKCThI PA3IMYHON CTEIEHH CI0KHOCTH; CTPOUTH TUAIOTHYECKYIO
U MOHOJIOTMUECKYI0 pPEYb C HCIIOJIb30BAaHMEM Haubojee yHOTpeOUTENbHBIX JIEKCHUKO-
IrpaMMaTHYECKUX CPEJICTB B OCHOBHBIX KOMMYHUKATUBHBIX CUTYallUsX O(QUIINATHLHOTO OOIICHHUS;
ITOHUMATh JUAJTOTHYECKYIO0 U MOHOJIOTHYECKYIO peUb IO U3YYEHHOU TEME.
AKTYyaJbHOCTb TeMbI: 00YCIIOBIIEHAa HEOOXOIUMOCTBIO OBiaaeHus YK-4.
Teoperuyeckasi 4acTh:

K cobecenoBanmio cienyeT TOTOBUTHCS 3a0JIarOBPEMEHHO. DTO IMOMOXKET MPEOJI0JIETh
CTpax M CTpPECC, WM, MO KpaiHedl Mepe, CBeCTH UX 10 MHUHMMyMa. HeoOxoammo mpoaymarh
OTBETHl Ha BOIPOCHI 00 OMbITe PabOTHI HA TEX JOJDKHOCTSIX, KOTOPbIE BbI YKa3aliH B pe3lOME.
O06s13aTEIbHO HYHO OBITH TOTOBBIM K CJEIYIOIIMM BOIIPOCaM:
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1. What do you know about our company?

O3HakoMbTeCh C HHPOPMAITUEH 0 KOMIIAaHUH 3apaHee. Y3HaiTe, I/ie KOMIaHUs HMEET CBOU
¢bunnanel, KakoBO €€ IIOJIO)KEHHE Ha pBIHKE, KaKue TMEepCIeKTUBbl pPAa3BUTUSL BUIUT ee
pykoBoAcTBO. [TocMOTpHTE KaK pOCCHIICKHE TaK U 3apyOeKHBIE HCTOYHHKH.

2. Why do you believe we should hire you?

KoHeuHo, HE HY)XHO MpEyBENTUYNBATH CBOU JOCTOMHCTBA, HO COBEPIICHHO HEOOXOIMMO
MEPEYUCIIUTD T€ Ka4eCTBa U HABBIKU, KOTOPHIE BHIFOJIHO OTJIMYAIOT BaC OT JAPYTUX COMCKATENEH.

3. Why did you leave your last job?

Hukorna He oT3bIBaliTeCh HEraTUBHO O MPOLLIBIX pabOTOAATENSIX, HHAYE Y BAIIEr0 HOBOTO
paboTonaTenss MOXKET BO3HHMKHYTh OIACEHUE, YTO Bbl U MM OyJeTe JaBaTb OTPULATEIIbHYIO
XapaKTePUCTHUKY B Pa3HBIX Kpyrax.

4. In what ways do you need to improve as an employee?

He Ooiitech mpu3HATh, YTO Y Bac €CTh M ClIa0ble CTOPOHBL. DTO TOBOPUT O TOM, YTO BBI
OCBEJIOMJICHBI O CBOMX HEIOCTaTKaxX W TOTOBBI HAJl HUMHU pabOTaTh.

5. Scenario (Bapuanm passumus cobvimutl)

MoryT npeanoXuTh CHUTYyallMI0, KOTOpas MOXKET BO3HUKHYTh Ha paboueM MecTe, U
KOTOPYIO cliefyeT pa3peumuTh. HeoOXonuMo MmpeAcTaBUTh TOYHBIHM, MOIIATOBBINA MYyTh PELICHUS
poOJIEMBI.

B koHI1e cobecetoBaHus TPEIOCTABIT BO3MOXHOCTD 33/1aTh CBOU BOIIPOCHI:

Do you have any questions for us?

Bompockl Moryt KkacaTthCsl TEpPCIEKTHB Pa3BUTHS KOMIIAHWH, XapakTepa padoThl
(Hampumep, IpeaTyCMOTPEHbI T KOMaHIMPOBKHU WJIM Tepee3s] B Apyroi peruon). [Ipeamnonoxum,
yro B MHTEepHETE BbI HANLIM HWHPOPMAIUIO, YTO KOMITAHHUS MPUHUMAET y4acTHE B €KETOIHOMN
BBICTaBKE, TJl€ €€ MPEJICTaBJISAIOT HECKOJbKO COTPYAHHKOB, B OOS3aHHOCTH KOTOPBIX BXOIUT
MPOBEJICHUE TPE3CHTAIMA JJIsi MOCETUTENIeH BBHICTABKA M 3HAKOMCTBO CO CTCHJIOM KOMITAHUH.
Hcnonb3ys 3Ty nHbOpMaInio, MOKeTe 3a7aTh CIEAYIOUINE 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?

PaGoTomarenn Bcerma IMEHAT OCBEJOMIICHHOCTh W HMHTEPEC COUCKATENed K JIF00OM
NeSITeIbHOCTH KOMITaHUH.

Tem He MeHee, eCTh BOIPOCHI, KOTOPbIE HENb3s 3a/aBaTh padoroaarento. Hampumep, He
CTOUT CHpaIINBaTh O pa3Mepe 3apaboTHON TIATHI:

What will my salary be?

OO6b14HO 3Ta MH(OpPMAIHS YKa3aHa B 00bsIBIIEHUH 0 BakaHcHH. Kpome Toro, paboTtoaarens
MOHUMAET, YTO 3TO BaXHBIM AJI1 Bac BONPOC, MO3TOMY O pa3Mepe 3apadOTHOM IIaThl
paboTtomarenb COOOUIMT BaM caM, WM K€ Bac MOTYT CIPOCHTh, HAa KaKyl 3apIuiaTy BbI
MIPETEeH IyeTe.

B xonme coOecemoBanus BaMm cOOOMmIaT O JaTre BTOPOro coOecenoBaHUs (€CIHU TaKoe
MPEyCMOTPEHO) UM O CPOKAX U3BEILIECHUS BaCc O PEeICHUH paboTOIaTeNs.

Bonpocsl u 3aganus:

1. Iloozomosbmecs K 00CyrHcOeHUIO MeopemuuecKko20 mamepuaia.

Kak Bectm cebs Ha cobecemoBanmu. YacTo 3amaBaeMble BOIMPOCHI Ha coOeceloBaHUU Ha
aHrauiickoMm s3bike. Kak co3mate xopoliee BreyaTieHue y MOTEeHIIMAIbHOTO paboToaTens.

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?
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— 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 [ won't get this job. But, I think that there is a good candidate for this
place!

— Who are you talking about?

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

-He is 45.

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

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

— Oh sure. His name is 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 is exactly what we need. Do you know the conditions that we offer?

— Yes, I read it on the site.

— Are you satisfied with everything?

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

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

3. Read and translate:

BUSINESS TALKS
Ronald James of New York Sun Corporation discusses with Olaf Harper of Olaf and Co., London
the delivery of the machine.
James- Good morning, I am happy to see you. We haven't met for ages. How are you?
Harper- Good morning, Mr. James. [ am glad to see you too. I am fine and I hope you are quite
all right.
James- Thank you. I hope you had a very good trip.
Harper- You are quite right It was very smooth. Though when I left London, it was rather warm,
but here in New York the weather is not very good.
James- Oh, it is nasty. We hate it, but it can't be helped.
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.
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James-  Well, this is how we see it. We can deliver the machine in 10 weeks and install it 4
weeks after that.

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

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

Harper- When we mentioned speedy delivery, we expected you to deliver the machine in 6
weeks at the latest and to install 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- I am afraid, I cannot agree to that.

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

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

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

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

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

IMpakTnyeckoe 3ansaTue Nel(. CTpykTypa neioBbIX muceM. Buabl 1e10BbIX M CEM.
OprannzannonHas (popMa 3aHATHSA: TPAIULMOHHBIN CEMUHAP.

Hean: popMupoBaHUE y CTYJICHTOB PEUYEBOM, SA3BIKOBOM U KOMMYHUKATHBHOW KOMIIETCHITUH IS
OCYUIECTBJIEHUS JEIOBBIX KOHTAKTOB.

B pe3yabrare ocBoeHHEe TeMbI CTYIEHT J0JIKEH

3HATh: OCHOBHYIO OW3HEC TEPMHUHOJIOTHIO, HCIOIB3YEMYIO TIPH COCTABJICHUU JEIOBBIX IHCEM,
OCHOBHBIE TpeOOBaHMsI U MpaBuiIa 0POPMICHUS JOKYMEHTAIMH U J1eJI0BOM KOPPECIIOHACHIINN Ha
aQHTTUICKOM; OCHOBHBIC TpaMMAaTHYECKHE SIBICHUS, XapaKTepHbIE A MPO(hEeCCHOHATLHOW peyn;
JIEKCUYECKHE M CHHTAKCHMYeCKHe OCOOEHHOCTH O(UIMATbHO-AEIOBOIO CTUJS B AHTVIMHCKOM
SI3BIKE.

yYMeTb: OIpeAeNsaTh CTHIEBYI0 NPHUHAJICKHOCTh AHIIMMCKUX TEKCTOB O(HUIMATIbHO-IIEI0BOTO
CTHJIS, BUACTHh XapaKTePHBIC CTHIIEBBIC YEPTHI; YATATh O(PHUIIMATHEHO-IEIOBBIC TEKCTHI PA3IHYHON
CTETIEHU CIIOKHOCTH; CTPOMUTH JHUAJOTMYECKYI0O M MOHOJIOTMYECKYIO PeuYb C MCIOJIb30BaHHEM
HamOoJee YIoTPeOUTENbHBIX JIEKCUKO-TPAMMATHYECKUX CPEJICTB B OCHOBHBIX KOMMYHHKATHBHBIX
CUTyalusix O(UIMATBLHOTO OOIIEHUS; MOHMMAaTh AMATOTUYECKYI0 M MOHOJOTHYECKYIO pedb IO
U3y4YEHHOH TEME.

AKTYaJbHOCTb TeMbI: 00YyCIIOBIICHAa HEOOXOIUMOCThIO oBlafieHus Y K-4.

Teoperuyeckast 4acTh:

Crtunb HanmucaHHs JENIOBBIX MHUCEM MEHsieTca Oo4eHb ObIcTpo. C KaXKIbIM TOJOM OH CTAaHOBHUTCS
mpomie U MeHee OQUIMANBbHBIM. B Hacrosimee BpeMs IelIOBbIE KOPPECHOHIEHTHI W30eraroT
ynoTpeOaeHUs HAChIIIEHHBIX U BUTHUEBATHIX (hpa3, a MpeAnOYUTaIOT MPOCTOM, KOHKPETHBIHN S3bIK,
T.K. OHU IIEHAT CBOE BPEMSI U HE XOTAT €ro TPATUTh HA YTEHUE HEHY>KHBIX CIIOB.

Ho xopomme MaHepsl BaxHbI HE TOJBKO B JIMUHBIX KOHTaKTaX, OHM BaKHbI B muchMe. [loaTomy
TM00E3HOCTh, TOOPOKENATeTLHOCTh OJIKHBI IPOHU3BIBAThH Ballle MUCHMO. JIt00ast MbICIh MOKET
OBITh BBIpa)KE€HA BEXKIIMBO, CIIEPKAHHO U C IOCTOMHCTBOM. TaKTUUYHOCTH, BEXKIUBOCTH B JI€JIOBBIX
MUChbMax — 3aJI0T ycrexa.

ITo ycTanoBuBIIEHCS TpaJuIIMU CTPYKTYPA 1€JI0BOI0 MUChMA BKIIIOYAET:

OO0s13aTeNbHBIE KOMITOHEHTHI, T.€. YaCTH, KOTOPBIE BCETa IOJDKHBI IPUCYTCTBOBATH B MIHCHME:
MeyaTHBIN mtaMi kommanuu/3arosioBok (Letter Head)

nara (Date Line)

BHyTpeHHU# aapec (Inside Address)

BCcTynuTensHOE oOpamienue (Salutation or Greeting)

tekcT muchMa (Body of the Letter)

Nk W=
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6. 3axmrounTenbHas hopmyna BexsmBocTH (Complimentary Close)
7. mommuch (Signature)
JlononnumenvHvle KOMNoHeHMbl, KOMOpble Npu HeoOXO00UMOCMU MO2YM 6X00UMb 8 CMPYKMYpPY
nucbma:
8.  yKazaHHMe Ha MHUIMAJbI YeJOBEeKa, MUCABIIEro MOJ ITUKTOBKY, min cekperaps (Reference
Initials)
0. yKazaHue Ha npmioxeHue kK nucbmy (Enclosure, cokp. Encl. mnmm Enc.)
10. mocrckpuntym (Postscript, cokp. P.S. nnm PS)
11. yka3zaHue Ha JHIO, KOTOPOE MO KEIAHUIO OTHPABUTENS JOHKHO MPOYECTh JAaHHOE MUCHMO
(Particular Address or Attention Line)
12. yka3anue Ha copepxkanue nuckMa (Subject Heading or Caption)
13. yka3zanue Ha ccouiky (Reference Number)
14. ykazaHue Ha KOIIUH, OTIpaBiieHHBIE B Apyrue aapeca (Carbon Copy Notation, cokp. c.c. uiIu
cc.)

LETTER HEAD

3AI'OJIOBOK

3aroJo0BOK MevyaTaeTcsi TUIOrpadCKUM CIocoOOM, OH COAEPKUT BeChbMa BaXKHYI MH(OpMAIUIO
00 oTmpaBuTeNe: HaMMEHOBaHHE (UPMbI WM OpraHU3allMM, MOYTOBBIA W TenerpadHbIil aapec,
HoMep TenedoHa, Tenekca u Tenedakca. Homep pacuerHoro cuera u apyrue OaHKOBCKHE
PEKBU3UTHl B JAaHHOM Cly4ae MPUBOAWUTH He ciexyeT. Hamuume ¢axca sBisiercs npu3HaKoM
€CTECTBEHHOTO YPOBHS 00ECIIEUEHHOCTH OPITEXHUKOH, MOATOMY OTCYTCTBHE CBEACHUH O (akce
Ha OJJaHKE MOJKET BBI3BAaTh HEJOYMEHHBIE BOIIPOCHI Y TIOTy4YaTels.
Pa3zmMerienne pekBU3UTOB HE MMEET CTporod pernameHTanuu. OnHAaKo OOBIYHO HAMMEHOBAHUE
OpraHu3aluu, NpeanpusiTus, GUPMBbI U T.J. 1a€TCS B BEPXHEM JIEBOM WJIM [IPaBOM YTIJIax, a aJipec,
TenedoH, Teaeke U (pakc B MPOTHBOIOJIOKHOM yriry. Bo3MOXKHO Takke pacroyioskeHHe ajapeca,
tenedoHa, Tenekca U ¢gakca B HIDKHEH 4yacTu 3arojioBka. [lox HazBaHnmeMm (QUpMBI MOXKET OBITH
YKa3aH poJl e IeATeIbHOCTH. B Ha3BaHUSIX TOPTOBBIX U MPOMBINUICHHBIX IPEANPUATHI, 0AHKOB U
T.Jl. MOJKET IPUCYTCTBOBaTh ciioBO Limited (cokpamienno Ltd.) manmpumep:
Mitchell Diesel, Limited
B cnoBe Limited B cokpameHHOM Buje 3aliokeHO BbIpakeHue limited liability company T.e.,
KOMIIaHHUS C OTPAaHHYEHHOI OTBETCTBEHHOCTBIO.
WNuorna B Ha3BaHUSX (GUPM BCTpEYaeTCs M JAPYroe COKpalleHHe — Inc., YTO COOTBETCTBYET
BhIpakeHUIO Incorporated , T.e. 3aperucTpUpOBaHHBIN KaK KOPIIOPALIUs, HAIPUMeEP:
International Office Equipment, Inc.
[Tomumo mpenocraBieHus (akTuueckoil uHpopManmuu o ¢GupmMe, 3aroJIoBOK ONpPEACTICHHBIM
o0pa3oM XapakTepuzyeT €€ C JPYyroil CTOpOHBI: HeoObuHas ¢opMa 3arojioBKa, €ro IHU3aiH,
smbiema ¢upMbl (2 MHOTZIA M €€ JAEBU3), IPUMEHEHHUE I[BETHOM KPAaCKH, HCIIOJIb30BAaHHE 0CO00I
Oymarn — BCE OTO cO37aeT CBOeoOpasHblii oOpa3 ¢upmbl. Uurtas nmcbmo, Bei, 6e3yciioBHO,
MIPEX/Ie BCEro, MHTEPECYETEeCh €ro COJepKaHUEM, OJHAKO HEBOJIBHO OOpallaeTe BHUMaHUE U Ha
odopmileHHEe 3arojioBKa, KOTOPOMY cpa3y JaeTe BHYTPEHHIOIO OIIEHKY, MHOTAAa MEPEeHOCS 3Ty
OLIEHKY U Ha JIeATeNIbHOCTh caMOil pUpMBI. Y TauHOE PACIIONOKEHHE KOMIIOHEHTOB 3ar0JI0BKa, €ro
OpUTHHaJBHAs dMOJIeMa CIIOCOOCTBYIOT CO3/JaHUIO0 OJIATOTIPHUATHOTO BIICUATICHHS O (hUpMeE y TeX,
KOMY HAIIpaBJIEHO MUCHMO. 3aroJIoBOK O(QHUIMAIHLHOIO MUChMa MPEACTABISAET COO0H (PUPMEHHBII
0JIaHK, B KOTOPOM OCTAaeTCsl yKa3aTh TOJbKO JaTy HanucaHus nucbma / date line: koropoe 0OBIYHO
nedataercss crpaBa. CyIIecTBYIOT pa3IUYHbIe CIOCOOBI €€ HamucaHus. | paguiiMOHHBIM
OpUTAaHCKUM CUMTAETCS CJIEAYIOINN BapHAHT:
15 Feb. 20...
15 February, 20...
15" February, 20...
AMepuKaHCKHH c1mocod 0003HaYCHUS AaThl HECKOJIBKO WHOM:
February 15", 20...
February 15, 20...
[lepen uncnuTenbHBIM, 0003HAYAIOLINM T'OJl, OOBIYHO CTaBHUTCSA 3amsATas. B mocienHue roasl Bce
0oJsiee 3aMETHOIN CTAaHOBUTCS TEH/IEHIIUS K MUHUMAJIbHOMY
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yIOTpeOIEHUIO 3HAKOB MMPEMUHAHUS B AETIOBOH KOPPECHOHACHIINH, TOATOMY MOXKHO BCTPETUTH U
TaKoe HAaIMCAHUE JIaThl:

4 August 2013.

He pexomennyercss ynorpeOisTh B JaTax IH(pPBI BMECTO MECSIEB, IMOCKOJIBbKY IU(PPOBOE
0003HaUeHHE JaThl MOXKET OBITh HMCTOJKOBAaHO IO-pa3HOMY B pAa3IMYHBIX CTpaHax. Tak, marta
2/5/2013 Oyner BOCTIpHHSTA IPEICTABUTEIIEM aMepUKaHCKOM Gpupmbl kKak 5 ¢eBpans 2013 rona, a
npeacTaBuTeneM OputaHckoi pupmbl — kak 2 mast 2013 roga. 310 CBSI3aHO ¢ OCOOEHHOCTSIMU
MPOYTEHUS JaT B Pa3HBIX CTpaHAaXx:

CHIA

2 /5 /13

MecsIII JIeHb rof

BeankoOpuranus

2 /5 / 13

NIeHb Mecsl  Troj

JlommyckaeTcsi COKpallleHUe Ha3BaHUM HEKOTOPBIX MECSLIEB:
January — Jan. July — July
February — Feb. August — Aug.
March — March September — Sept.
April — Apr. October — Oct.
May — May November — Nov.
June — June December —Dec.

IIpu pabore ¢ kommbioTepoM MexayHaponaHas opranuzamnus mno Cranmaptusanuu  (ISO)
PEKOMEHIYeT TOJTHOCThI0 MU(pPOBOE 00O3HAUEHWE AAThl, MPUYEM CHAaudana YKa3bIBae€TCs IO/,
3aTeM Mecsdll U JeHb, Hanpumep: 2013-09-06 unu maxke ciautHo 20130906. OgHako moka 3T
(OpMBI MIUPOKOTO TPUMEHEHUS HE TIOTYIHIIH.
INSIDE ADDRESS

BHYTPEHHUU AIPEC
Anpec moJydarensi MUChbMa WIM BHYTPEHHHM aapec TMOMEIIaeTcs Ha JICBOM CTOpOHE OJiaHKa
MMChMa U COJIEP’KUT yKa3aHWE Ha TO, KOMY OHO HAaIIPaBJICHO U 10 KakoMy azapecy. [TucbMo MoxeT
ObITh HampaBlieHO (UpMe, U TOrJla CHayalla yKas3blBaeTCsl €€ HalMEHOBaHME, a 3aTeM aJpec B
CIIEyIOIIel TMOCIeOBAaTeIbHOCTH: HOMEp JOMa WM 3/IaHWs W Ha3BaHWE YIUIBI (Ha OTHOM
CTpPOKE), Ha3BaHHWE Tropoaa (Ha IpPYyroil CTpoke). 31ech ke, eCau HeoOXOAMMO, IMOMeIacTe
npuHATOe 0003HAYCHHE IOYTOBOTO paikioHa. [Ipu oOpamieHuyd K OpraHu3alud, B Ha3BaHUU
KOTOPOI MPUCYTCTBYIOT COOCTBEHHBIE UMEHA, aJIpec MOJIydaTess IeJIOBbIX MUceM o(QOpPMIISIOT B
3aBHCHMOCTH OT CTPaHbl, B KOTOPO UMEET MECTO MEePEIUCKa.
WNHorpa nepen Ha3BaHueM (UPMBI PUHSITO CTaBUThH CI0BO Messrs (cokpanieHne (ppaHIy3cKoro
cioBa Messieurs). DTo jgenaercss B TOM ciydae, KOr/la B Ha3BaHUU (DUPMBI MPHUCYTCTBYIOT
(haMuIMu Kakux-J1u0o JINII, HallpuMep:
Messrs John Brown and Co., Ltd
[Tocrne 3TOrO B TOM %€ MOCIEI0BATEILHOCTH JAETCSl aipec OpraHu3alluu.
Messrs HUKOT/Ia He ynoTpeOssieTcss Mpu oOpallieHu K 3aperucTpUpOBaHHON KOMIaHUU, OyIb TO
nyOiauyHas WM YacTHas KOMIMaHus. PekoMeHayeTcss HampaBisTh KOPPECHOHICHINIO
HEMOCPEACTBEHHO TOMY JOJDKHOCTHOMY IIMIly, JUIS KOTOPOTO OHAa TMpeAHa3HaueHa, T.e.
TUPEKTOPY-PACTIOPSIUTENIO, KOMMEPUYECKOMY TUPEKTOPY (3aBEAYIOIIEMY OTIEJIOM COBITa),
VIPAaBISIONMEMY SKCIOPTHBIMH ONEpalusMu U T.0. B TakoM ciydae yKa3bIBaeTCsi Ha3BaHUE
¢bupmbl 6e3 obpamieHus kK Heil. OHO CTaBUTCS YacThIO a/ipeca TOYHO TakK kK€, KaK Ha3BaHUE YJUIIbI
WJIM TOPO/IA.
B Coenunennpix Illtarax Amepuku gopma obpamenuss Messrs He ynoTpebisercs: Stainway &
Sons, Inc.
Ecnu nmuceMo agpecyeTcsi KOHKPETHOMY JIMILY, TO B A€IOBOM MEPENHCKe aJipec MoIyqaTess MOXKeT
oopMIIATBCS CIEIYIOIHM 00pa3oM: — €CIIM MUChMO aIPECOBAHO JOJDKHOCTHOMY JIMITY B KaKOH-
au00 KOMIAHUM U MpPH 3TOM HEU3BECTHA ero ¢aMuius, TO agpecaT yKa3bIBaeTcs CIeAYIOLUIUM
obpa3zom:
The Manager
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The Hongkong Banking Corporation

- €CIM K€ W3BeCTHa (haMuiIusi HOKHOCTHOTO JIMIIA, TO OHA YKa3bIBACTCS TMEPBOM, MOCIE HYero
MOET OBITh 0003HAaUYeHAa M JOJKHOCTD:

Mr. Edward W. Hertzfeld, President Hertzfeld

Home Appliances, Inc.

VYkazarh JOMKHOCTh 0e3 (aMuiInu Wi, €€ 3aHMMAIOIIero, MOXHO B TOM cliydae, e€ClH d3Ta
JOJKHOCTB SIBJISIETCS] €IMHCTBEHHOM B opranu3auuu. Ecnu ke Bbl HanpaBiiseTe mUChMO JI€II0BOTO
COJIEpKaHusl OTACIHLHOMY COTPYAHHKY (UPMBI, TO CIIeyeT CHadala yka3aTh (DaMUIIMIO STOTO
COTpY/JHMKA, 3aTeM Ha3BaHWE (UPMBI (M, BO3MOXHO, KaKOTO-THOO €€ OT/Jena), Mocie 4Yero
yKa3aThb ee MOJHBIN aJpec, HapuMep:

Mr C.C. Pan

The Standard Oil Company

[TuceMa My»X4MHAM MOKHO aJI[pecoBaTh, KaK yKa3aHO, B 3aBHCHMOCTH OT TOTO, KaK CaM YeJIOBEK
MOJINKCHIBAET CBOM MHCHhMA.

K He3amyXHHM >KEHIIMHAM U K JEBYIIKaM MOXXHO oOpamarhes: «Mucc». K 3amyxHUM
xeHmmHaM — «Muccuc M(apust) b(payH)» mpexae HYy)KHO ObLTO 00s3aTEIBHO YKa3bIBaTh MM
myxa: «Muccuc T(omac) B(payn). Korna HensBecTHO, 3aMy»XHsISI MITM HE3aMY>KHSS JKEHIIMHA, K
KoTtopoii Bam HyxHO 0oOpatuThesi, BMecTO «Mucc» u «MHCCHC» CTallo yMmOTpeOIaTbes: «Mcoy.
Korna Bl comHeBaerecs, ynotpebisiite «Muccy. Ecau Bel He yBepeHbI, Kakoro moja 4eloBex,
KotopoMy BeI mummmTte, ynotpebisiite «Mucrepy.

3areM mociie UMeHU OOBIYHO MIET HA3BaHHUE JOJHKHOCTH, TUTYIIA, HAYYHOU CTEIEHH U T.1. B aTOM
cllydae MUCHMEHHBIM [EIOBOIM 3TUKET TpeOyeT BHINOJHEHHUS CIEAYIOIIUX YCJIOBUN: Ha3BaHHE
JOJHKHOCTHU CTaBHUTCS TOJILKO MOCIIE MMEHH YEJIOBEKA Yepes3 3arsTyIO:

Mr. John Hunt, Manager lNocnoauny />xony XaHTy,
3aBeyIOIIEMY

Mr. Mort Monroe, Editor IN'ocioguny Mopty Momnpo,
Penakropy

Ha3BaHME YYCHOW CTENEHU IHUILETCS MEepea MMEHEM, BCIEA 3a KOTOPBIM 4epe3 3aIsTyI0 MOXKET
CclieIoBaTh 0003HAYEHUE JTOJIKHOCTH.

I[Tocne cokxparieHHOro 0003HaYeHNSI HAYYHOH CTETIEHN TOYKa MOKET HE CTABUTHCHL.

Dr Michael Lurvey, Director ~ lokropy Maiixiy Jlepsu,

TUPEKTOPY
Prof. Alfry Smith, ITpod. Andppu Cmur,
Head of the Department 3aBEAYIOIIEMY OTACIIOM

B AHrnuum uHorza nocie GpaMuINE MOXET CTOATh CI0BO Esq., mepen KOTOpbIM CTOUT 3arsTas. B
3TOM Clly4ae Ha3BaHUE JOJKHOCTH OOBIYHO IHILETCSA ¢ HOBOW CTPOKHU:

Dr. Michael Johnson, Esq. J-py Maiikiry JI>KOHCOHY, SCKBaipy
Director The British Jupexropy kommnanuu bputuin
Engineering Co., Ltd. OnpxuaupuHr Kamnanu Jlumuren

Ecnu uMs KOHKPETHOrO JIMIa HEU3BECTHO, TO HAa3BAHUE JOJKHOCTH IUILETCS C ONpPEeIeHHBIM
apTUKIIEM:

The Chief Accountant, ['maBHOMY Oyxrantepy bputui
The British Engineering OHJKUHUPUHT
Co., Ltd. Kamnanu JInmuren

OpHako Takoe HalKCaHUE BO3MOXKHO TOJBKO TOTJa, KOorja Bbl abCONIOTHO YBEpEHBI, YTO 3Ta
JIOJKHOCTB SIBJISIETCSI €IMHCTBEHHOW B MHTEPECYIOIIEH Bac opranu3amnuu. Hanpumep:

The Chairman [Ipencenarens
The President [Ipesunent
The Managing Director JlupekTop-pacnopsaAuTens
The Chief Accountant ['maBHBIN UHXKEHED
The Secretary Cekperapb
Ecnu sxe U3BECTHBI U UM U JOJKHOCTB, TO apTUKJIIb TIepe/l Ha3BaHUEM JOJDKHOCTH HE CTaBUTCA:
Dr. Michael Johnson, Esq. J-py Maiikiy /I)KOHCORY,
ACKBalpy
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Director Jupexropy
The British Engineering KOMIIaHUM bputuim DHIKUHUTHHT,
Co., Ltd. Kamnanu JInmuren
Ecnu nmuceMo ajgpecoBaHo JMIy, Y€il TOYHBIN aJipec HEM3BECTEH, OHO MOXKET OBITh HAIpaBJICHO B
OpraHM3aluio, HampuMmep, B TOPIOPEICTBO WM Ha (QUPMY, KOTOpas MOXKET MepenaTh WIH
nepeciiaTh eMy 3TO MUCbMO. B Takux ciydasix mepes Ha3BaHHWEM OpraHM3alud, TOPITIPE/ICTBA,
¢bupmbl mumytest cnoBa «Care of “ (=in care of), KoTopble 0O3Ha4alOT “Ha MOMEYECHHE’, T.€. IO
azapecy.
Kak oTmeueHo Bbile, mociie Ha3BaHUS (UPMBI B aJpece yKa3blBaeTCs HOMEp J0Ma U Ha3BaHUE
YIIMLIBI, 3aT€M Ha3BaHHE ropojia Wiu rpadcraa.
B otHomenun OGonbiux ropojoB BenmkoOputanum ykazaHue rpadcTB HE 0053aTENbHO, YTO
KacaeTcsi HeOOJBIINX TOPOJIOB, 0OO3HaueHHWe TpadcTBa 00s3aTEIHHO, OCOOCHHO, IMOCKOJIBKY
Ha3BaHUS HEOOJIBIIMX TOPOAOB MOBTOPSIOTCA (HampuMmep, B BelnkoOpuTaHuu CymiecTBYIOT ABa
Puumonza: oxue B rpaderse Cyppeit, a npyroit — B rpaderse Mopxkmmp).
B BenukoOputanuu npu HamMCaHUU OYTOBOTO aJipeca peKOMEHAyeTcs MUcaTh Ha3BaHHE ropojia
MPOIKCHIO, 3aT€M MEJKO Ha3BaHue Tpad)cTBa, 3aTEM MOYTOBBIN KOJ )CHCTEMa KOTOPBIX HEIaBHO
Obula BBeJeHa B cTpaHe). Hamumcanue koma B ajpece YCKOpSET IOCTaBKY M I103BOJISET
00pabaThIBaTh MOUTY C MMOMOIIBIO aBTOMATOB.
Korpa mucema mochutaloTcsi B Apyrue CTpaHbl, HY)KHO BCET/la MHCAaTh HAa3BaHHME CTPaHbI, Jake
eciau 310 cronmia crpanbl. CymectByer Hanpumep ,Jlongon B AHriuu, a takxke B Kanane,
bocton B Anrnum, a takke B Amepuke, Tpunonu — B Jlusuu u B JluBane, bnenraiiep — B
Motnagauu 1 B Masnasu.
ITo TO# >ke mpUuYMHE, KOTAa MOCBHUIAIOTCA MHCbMa B AMEpPUKY, HY’KHO 00S3aTeNIbHO YKa3bIBaTh
Ha3BaHME INTATa TOCIE HA3BAHHS ropoja, Kak ykasaHo. Ilocme HasBaums ropoga Hiro-Mopk
HYKHO 00643aTENBHO yKa3aTh Ha3BaHue mrata: Hero-Hopk i Helo-[xepcH.
B odunmanbHoll nepenucke BO3MOXKHA Takasi CUTYyallMsl, KOT/la Bbl IPOCTO HE 3HAeTe, KeM OyneT
paccMaTpuBaThCs Balle MUCbMO. B 3TOM citydae Ha mOMOIIs BaM MPHJIET TOBOJIBHO MOMYJIsIpHAs B
aHTJIOSI3BIYHBIX CTpaHax (Gopmyrna:
To whom it may concern —ToMy, KTO HMMeeT K 3TOMY OTHOIIEHHE. JTa (opMmyia TaKxke
MeYaTaeTcs OTACIbHON CTPOKOM MO aApECOM MOJTydaTesl.
B CIIA B nenoBoii mepenucke crapaiorcs u3derarb 0e3IMYHOr0 oOpaleHus Jake B TOM Cilydae,
€CJIM TIOJTy4yaTellb MMChMa — HE3HAKOMBIHN YeI0BEK M U3BECTHO JIMIIB €T0 HUMSL.

OPENING SALUTATION (GREETING)

BCTYIHUTEJNBHOE OBPAIIEHHUE

BerynuTtensHoe oOpaleHue TMpeacTaBiseT co0OH  OOLIEHPUHATYIO CTaHAAPTHYIO (QopMmy,
SBJISIFOLYIOCS. HEOTHEMJIEMOM YacThIO 3THKETa N1€J0BOro nucbma. OHO MOMENIAeTcsl Ha JIEBOM
CTOpoHe OJlaHKa MUChbMa W TNHIIETCS Ha OTACIbHOW CTpoke. B 1enoBoit KoppecnoHACHIUH
MIPUHATO HECKOJBKO (popM 0OpaleHnid, pa3Inyaronuxcsi CBOeH «TOHAIBHOCThIO». B mucbmax k
¢upMam 1 OpraHu3aUsAM OOBIYHO YIOTPEOIISAIOT CleaAyIomue GOpMYIIbL:
Dear Sirs, (3To oOpaineHre XapaKTepHO IS NEepenucku B BemukoOpuTaHWHU, MOCIIE HETO
CTaBUTCSA 3arsiTas)
Gentlemen: (ucronb3yetcst mpu nepenrcke B CIIIA u Kanane, mociie Hero cTaBUTCS JBOCTOUYHE)
Crporo opuraabHO 3By4aT BHIPAKCHUS:

Sir: Sirs:

Madam: Mesdames:

Menee obunMagTbHO BOCTPUHUMAIOTCS CAeAyIomue GopMbl 0OpalieHmii:
Dear Mr. Allen Dear Messrs Allen

Dear Mr. Cooper and Cooper:

Dear Mrs. Allen Dear Messrs Allen

Dear Mrs. Cooper and Cooper:

B anmrnwumiickuX NuchMax, Kak MPaBUIO, YHOTPEONIAIOTCS CIEIYIOIME BCTYIUTEIbHBIC
oOparieHus:

Dear Sirs, — IIUCHbMO aJPECOBAHO B KOMITAHUU B L[EJIOM.

Dear Sir, — MUChMO aJPECOBAHO MYKUYHUHE.
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Dear Mr. Brown  — nucbMo azipecyercsi XOpOoIIo 3HaKOMOMY
JOJKHOCTHOMY JIUIY — MY>KUHHE.
Dear Madame, — MMAUCHMO AJPECYETCS KEHIIUHE WK IEBYIIKE.
Dear Mrs.Brown, — nuceMo ajgpecyercs XOpOouo 3HaKOMOMY
- IOJDKHOCTHOMY — KEHIIUHE.
Dear Ms.Freizer, — nuceMo agpecyeTcst XOpOoIo 3HAKOMOMY
JIOJDKHOCTHOMY JIMIY — HE3aMY)KHEH KEHITUHE.
Dear Sir/Madame, — nuceMo agpecyeTcst JOTKHOCTHOMY JIUILY,
Y aBTOPY HEU3BECTHO, SIBJISIETCS JIU
JIOJGKHOCTHOE JIMIO MY>KUYMHOW WIIH JKEHIIMHOM.
B aMmepHuKaHCKU X TUChMaX UCHOIB3YIOTCS CIEAYIONIHE BCTYMUTEIbHBIC OOpAICHUS:
Gentlemen:

Dear Sirs: MHUCHMO aJIPECOBAHO
Dear Gentlemen: KOMITaHUHU B IIETIOM
Dear Mr. Brown MUCHMO aJPECOBAHO
Dear Mrs.Brown: OIIPEEIIEHHBIM T1OJIK-
Dear Miss Brown: HOCTHBIM JIMIAM

BODY OF THE LETTER
TEKCT NUCHMA

OcHOBHOE coziep’)KaHHE MHCbMa — TEKCT — HAXOJAUTCS B 3aBUCUMOCTHU OT II€JIEH €ro HalucaHusl.
Opnako, B 11000M ciiydae, B IepBoM ad3alie nmucbMa (OpMUPYETCS BCTYNUTENbHbBIN KOMIUIUMEHT.
Takoif BCTYNUTENbHBIA KOMIUIMMEHT MOXET BBIpaXaTb OJaroJapHOCTh 3a MHCbMO (eciH
HaIpaBIIAETCS OTBET), MPU3HATEIBHOCTH 3a IIard, HalpaBiIeHHbIE HA B3aUMHOE COTPYJHHUYECTBO
(TakKe, eclIM 3TO OTBETHOE IIOCIaHHE), OJarokenaTesibHOe COOOIIEHHE O TOM, YTO ajpecar
SBIIIETCS M3BECTHBIM B CBOEH OTpaciu NpeAnpusTheM, opraHuzaunued, Gupmoil u T.4. (ecau
MUCHMO TIOCBLIAETCS BIIEPBBIC), COOOILICHUE O PATOCTH, KOTOpas BO3HUKACT MPH BO3MOKHOCTH
HaIlpaBUTh JTaHHOE IIMCbMO MMEHHO B ATOT ajJpec u T.A. Jlaxke B ciiydae, KOrja MUCbMO HOCUT B
LIEJIOM HEraTUBHBIM XapakTep M MOXKET CBUICTEIbCTBOBATH O pPa3pblBE JaJbHEUIIEH
KOPPECHOHIEHIIUH, BCTYIUTEIbHbII KOMILUTUMEHT JIOJIKEH 0053aTeIbHO IPUCYTCTBOBATb.
[Tocne BCTyNMHMTENBHOTO KOMILTUMEHTA (POPMHUPYIOTCS OCHOBHBIC TMOJIOKEHHSI, BBITEKAIOIIUE M3
uenu nucekMa. Ecim 310 cyry6o wuHGOpMaTHBHOE MUCBMO O XapakTepe [esTeIbHOCTH
OTIIPaBUTEJSA, TO KPAaTKO M3JIaraeTcs UCTOPHsSI BOSHMUKHOBEHMS NMPENINPUATHS, OpraHU3aluu WU
GbupMbl OTHpaBUTENS, UX Pa3BUTHUA, CYIIHOCTb JEATEIHHOCTH B HacTosIiee Bpems (posib Ha
pBIHKE, 00BEMBI peaTu3allii U HEKOTOPBIM PYroil cTaTUCTUYECKUH MaTepuall, He SBISIONIMNACS
KoMMepueckol TaiiHou.) [Tocie uero popmynupyercst mpeayioxkeHre 0 COTPYTHUYECTBE, MTPOIaKe
[IapTUH TOBApOB, OKAa3aHUE YCIYT U T.J.
Ecian nucbMO HOCUT OTBETHBIM XapakTep, TO B 3aBUCHMOCTH OT NEPBOHAYAIBHOIO MOCIAHUS OT
3apy0eKHOW CTOPOHBI, BO3MOKHBI OTBETHI Ha IOCTABJICHHbIE B MUCHME BOIIPOCHI, BHICKA3bIBAETCS
MHEHHE O BO3MOXHOCTH JalbHEHIIEro COTpyAHHYECTBA JIMOO 00 OTCYTCTBUU TaKoil
BO3MO>XHOCTH, OIIPEJIEIISIFOTCS] BCTPEUHbIE MPEJIOKEHHUSL.
Ecim nmucbMO HOCUT XapakTep pearMpoBaHMs HAa OTKPOBEHHO HEIPYKECTBEHHYIO aKIIUIO
MHOCTPAHHOTO TapTHepa — HECOONIO/IEHHE CPOKOB IIIaTeXa, HEBBIOJHEHHE B3ATHIX Ha ce0s
00s3aTeNbCTB, JApyrue JCHCTBHUS, YUIEMIAIONIME IpaBa OTEYECTBEHHOW CTOPOHBIL, TO
BCTYNUTEIbHBIM KOMIJIMMEHT MOXHO HECKOJIBKO NpUTYWIUTh. Ilocne 3Toro ciemyer BbIpa3suTh
HEJIOYMEHHE IO MOBOAY JACHCTBHII MHOCTPAHHOW CTOPOHBI M COXajeHue o npoucuenmeM. [Ipu
9TOM OLIEHKA CJIyYMBLIETOCS U BBIBOJIBI, 1K€ HAIIPABJICHHBIE HA NOJHBIN pa3pblB OTHOLIECHUH, HE
JOJKHBI HOCUTh PE3KOro XapakTepa. B aTom ciydae ymMecTHBI 00OpOTHI THIA: «C COXKaJECHUEM
BBIHY/ICHBI IIPEPBATh HAIIM AAJbHEHIINE KOHTAKTBI», «K HAIEMY COXAJIEHHIO, 3TO MOBJIEYET 3a
co0o0l He0OXOAMMOCTh 0OpaIIEHUS B CYZCOHBIC OPTaHb» U JIP.
OOmiast xapakTepuUCTHKa OCHOBHOM 4YacTH JEJOBOTO MUChMa JOJDKHA OTBEYaTh TPEOOBAHHIM
B3BEILIEHHOCTH, KPAaTKOCTH, JOCTYITHOCTH U OJHO3HAYHOCTH MOHMMAHUS TEKCTAa. TEeKCT IOJIKEH
OBITH pa30HUT HA CMBICIIOBBIE a03allbl, YTO o0serdaeT 00paboTKy KOPPECHIOHCHIIMU U BOCIIPUATHE
colepkaHusi Tekcra. [Ipm MOAroToBke TeKcTa Hambojee Ie1eco00pa3HO  HCIOIb30BaTh
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YCTOSIBILIMECS] MUCbMEHHBIE MITAMIIbI, KOTOPBIE CIIOCOOCTBYIOT JIydllleMy MOHUMAaHHUIO TEKCTa, €ro
VHU(UKALUNA B ONPEACICHHONW CTEMEHH CBUICTEIHLCTBYET O BBIXOJE OTIPABHUTENS MHChMa Ha
COOTBETCTBYIOIIMH YPOBEHb MEXIyHapoaHoro oomeHus. IluceMo, Ha HETPagUIIIOHHOM
«HEIETIOBOMY SI3bIKE, NMPHU BCEH O0€3yKOPHU3HEHHOCTH JIMHTBHCTHYECKOTO O(GOPMIICHHS CO3JacT
BUIUMOCTb HempogecCHOHaI3Ma €ro UCHOJHUTENSA, YTO Cpa3y K€ CKa)XeTCsl Ha OTHOLIECHUH K
NOTEHIMATbHOMY MapTHepY. [losToMy, Bce NpPU3BIBBI K «HETPAAMLHUOHHOMY, HEH30UTOMY
HITAMIIAMHU SI3bIKY» B JIaHHOM CJIy4ae COBEPILIEHHO HEyMECTHBI. M3iHIllHE TOBOPUTH O TOM, YTO
TEKCT MHChMa JIOJDKEH OBITh BBIYMTAH Ha MpeaMeT Hamuuus opdorpaduyueckux ommbOOK u
OI1eYaTOK — OHU aOCOTIOTHO UCKITIOYaroTCs!
B 3axioueHne OCHOBHOW 4YacTH MHUCHbMa JOJKEH COJEPKAThCS 3aKIFOYUTEIbHBIA KOMIUIMMEHT.
Takoil KOMIUIMMEHT MPHU3BaH BHECTH BOCXOJAIIMKA JJIEMEHT B (PUHAIBHYI) YacTh MHChMa M
MOMOYb CPOPMHUPOBATH TO3UTUBHOE MHEHHUE O IUCbME U €ro aBTOpax.
Tak, TpaAMIIMOHHBIM SIBIISIETCS BRIPAKCHIE HAJICK bl HA JallbHEHIIIee COTPYIHUYECTBO, Ha TO, UYTO
U3NI0’KeHHasl nH(GOpMalKs B MUCbMe OYJeT Mojie3Ha U MOCIYXUT B AajJbHEHIIeM JUIsl paciIupeHUs
B3aMIMHBIX CBsi3el. B 3aBUCHMOCTH OT ypOBHS MOJTOTOBKHM MHCHhMa, BaXXHO BKJIFOYHTH (Ppaszy TUMa
«ONB3YySICh CIIlydaeM, elle pa3 MpPUMHUTE Halld YBEPEHHs B TOTOBHOCTH JajbHEHIEro
B3aMMOBBITOJHOTO COTPYIHUYECTBA», «MBI C HAJEKIOH CMOTPUM Ha TEPCHEKTUBHI HAIIETO
JalbHENIIero coTpyaHuuecTa» u T.4. Eciu nucbMo agpecyercs mojiydarenito, ¢ KOTOPBIM ellle He
ObUIN YCTAHOBJICHBI JIEJIOBBIE KOHTAKTHI, TO 3aBEPIINTh OCHOBHYIO YaCTh MOKHO YBEPEHHOCTBIO B
TOM, YTO MPEIJIOKEHHUS, U3JIOKEHHbIE B NMHCbME, ObUIM WHTEPECHBIMH, HAIEKIOM Ha CKOpoe
MOJTyYeHHE OTBETAa U YCTAHOBJICHHE PETYJISIPHBIX KOHTAKTOB B OYAYIIEM.
Jlaske eciyd MUCbMO HOCUT HETAaTUBHBIA XapakTep U O3HAYAET Pa3pbIB JEJIOBBIX KOHTAKTOB, HE
clieayeT u30eraTh 3aKIOYUTENBHOTO KOMIUTMMEHTa. B aToM ciyyae MOXHO copMymupoBaTh
0os1ee aOCTPaKTHBIN 3aKITIOYUTENbHBIN KOMIZTUMEHT U CBECTH €ro K (pa3aM THUIA «OJHOBPEMEHHO
MBI CBHJIETEIIbCTBYEM CBOIO OTKPBITOCTH ISl JIEJIOBOTO COTPYIHHMYECTBAa B Oyaymem». B stom
cllydae TpH BCE HEraTMBHOCTH COJEpKaHHUs MHCbMa IOJy4aTelaro JaeTcs IIaHC B Ciydae
M3MEHEHHSI CBOCH MO3UIMH, YCTPAHEHUS HEIPYKECTBEHHBIX ICHCTBUH M T.JA. BEPHYTbCA K
NIEIOBOMY COTPYAHHUYECTBY C OTIpaBUTENEM. XOTsS, €CTeCTBEHHO, B TIOCJEIHEM Ciy4yae
3aKJIFOUYUTEIBHBIA KOMIUTAMEHT B OOJIBIICH CTETICHH SBISICTCS MPU3HAKOM XOPOIIETO TOHA, YeM
JNEWCTBUTENbHOU HAICKIOM HA MPEICTOSIIEE COTPYAHUYECTBO.
Bo mMHOrMX crmyyasx mepej 3aKIIOYUTENFHBIM KOMIUIMMEHTOM B MUChME MPUCYTCTBYET ¢pasa, B
KOTOpOi cooOmaercs Homep TenedoHa, damuwims ¥ JOHKHOCTH JIMIA, KOTOpPOE MOTJIO Obl
OTBETUTh Ha BCE BO3HHUKawIMe Bompochl. llpm sToM Takas ¢pasa TakkKe CTPOUTCS B
MaKCHUMaJIbHO J100pO’KeIaTeIbHOM TOHE» MPU HEOOXOJUMOCTH HE OTKa3bIBailTe B BO3MOXKHOCTH
MO3BOHUThH HAIIEeMy MEHEKEpY I0 BOIpPOCaM peaju3allii W YTOYHUTHh BCE BO3HMKAIOIIUE
BOIIPOCHD». 3/1€Ch e yKa3bIBaeTcs HoMmep TenedoHa.
COMPLIMENTARY CLOSE

SAKJIFOYUTEJIBHAA ®OPMYJIA BE)K/IHBOCTHU
B nenoBoil mepenucke npuHsATa onpenencHHas ¢opMma 3aBepIICHHsS MUChbMa WIM TeJeKca, T.e.
BCJIE/l 32 OCHOBHBIM TEKCTOM MHCHbMa CJENYeT 3aKIIouuTeNbHas (GopMyla BeKIHUBOCTH, KOTOpas
pacmonaraercss B MpaBoi YacTu Jmcra. [lo cBOeMY CTHIIIO U TOHY 3aKIIOYHTEIbHBIC (HOPMYIIBI
BEXJIMBOCTHU JOJDKHBI OBITH TAPMOHUYHBIMH OOpAILIEHUIO0 U OCHOBHOMY TEKCTY nuchMa. Tak, eciu
MMCHEMO HAYMHAETCS CJIOBAMH:

Dear Sirs, VBaxkaemsble rocrnojal
Gentlemen: T'ocropa!

TO TIPEANOYTUTEIBPHBIMUA OyIYT 3aKIIOYUTEIIbHBIC (DOPMYJIBI:
Sincerely yours Hckpenne Bam

Yours faithfully C yBaxxenueM

Haubonee pacipocTpaHeHHBIMU SIBIISIOTCS CIEAYIOMINE (OPMYIIbI BEKIUBOCTH:
Yours faithfully,

Yours truly, Ctporo
Yours very truly, opuIaIEHO
Very truly yours,

Yours very sincerely,
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Yours sincerely, OdunmanpaO
Sincerely yours,

Very cordially yours,
Yours cordially, Menee
Cordially yours, ouIuaILHO

JIt060IBITHO OTMETUTH CIEAYIOIIYI0 TOHKOCTh B OTTEHKaX 3Ha4eHuil: ecnu B nmucbmax u3 CILIA
Yours sBisieTCs MEepBBIM KOMIOHEHTOM codeTaHusi Yours faithfully, To oTHomenue x agpecary
MeHee o(QHIMaNbHOE, a €CIM BTOPHIM KOMIIOHEHTOM 3aKJIIOYUTEIbHOH (OpPMYIBI, TO 3TO
HEHAaBsI3YMBHII HAMEK Ha HEOOXOAUMOCTh CYOOpIUHAIINH.

Kak yxe oTMe4anock, aMepHKaHIIbl CKIIOHHBI CHUKATh ()OPMAITbHOCTh KOPPECTIOHICHIIMU U YaCTO
HAYMHAIOT JIEJIOBBIE MHChMa ¢ OOpalleHus 1Mo UMeHH. B 3ToM ciyudae 3aximouuTenbHas Gopmyia
BEXKIIMBOCTH MMEET MEeHee O(QUITHATTbHBIN XapaKTep:

Yours sincerely Hckpenne Bam
Yours truly Hckpenne Bam
Very truly yours Hckpenne Bam

Opnnako Takue GopMyIibl 60Jee TPaIUIIMOHHBI 1JIs1 HeO(UIIUATBHBIX THCEM.
WHorza B 3aKII0UUTENBHYIO (HOPMYITY BEXIIMBOCTH BXOAT J00ABICHUS:

We hope to hear
from you soon Haneemcs Ha ObICTpBIN OTBET
We look forward
to hearing from you C HeTeprieHUEM KJEM OTBETa

[Tocne 3akm0unTENbHON (POPMYIIBI BEKIMBOCTH BCET1a CTABUTCS 3arlsTasl.

SIGNATURE

HONITHCH

JlenoBble MHUCHbMa MOJMUCHIBAIOTCA OT PYKH YEPHUIAMH, YETKO U pa3dopuuBo. [loamucek Bcerma
JOJKHA OBITH OMHAKOBa 1Mo cTuito. [loa moanuchio 00bIYHO meyaTaeTcs GaMuIns U JOKHOCTh
MOJAMKUCKHIBAIONIET0 TUCHMO. [loa 3aKimrounuTenbHOH (QOpMYIOi BEXKIMBOCTH (BBILIE TMOMIIMKCH)
MPONMUCHBIMU OyKBaMM TIedaTaeTcsl Ha3BaHME (UPMBI WM OpraHU3allH, 32 KOTOPYIO aBTOP
MIO/IMKCHIBACT MHUCHMO.
Ecnu aBTOp moamuchiBaeT OT MMEHM M 1O TOPYYEHHIO KOMIIAHWM WM JPYroro Juia,
ynotpebmnsitorest cioBa the per pro = p.pro = p.p. (short of procurationem) «o moBEepeHHOCTH
nepes Ha3BaHWEM KOMIAHUU WU (pamiiiei. ITo COKpaIleHHs] OT JIATUHCKOTO BBIPAXKEHHS “‘TIO
noBepeHHOCTH . UenoBeK, MOAMUCHIBAIONINN MHCHMO 32 KOTO-TH00, YIIOJTHOMOYHBAETCS HA 9TO
opUIIHATBLHBIM IOPUANIECKUM JOKYMEHTOM (JIOBEPEHHOCTHIO).
WNnaue ynotpebnsierca Boipakenue “For” “3a m oT umeHn” mepes ¢pamMuiIueil Juna win nepes
Ha3BaHueM ¢GupMbl. Eciii MUCbMO MOANMUCHIBAETCS JIULIOM OT MMEHH KOMIAaHHH, OHO JOJDKHO
OBITh HAMCAHO B TIEPBOM JIUIIE MHOKECTBEHHOTO YHUCIIA.
Wy MOKHO BBIpa3UTh 3TO HHAYE:
€CIIM MHCHMO THINETCS OT MEPBOTO JIMI[a MHOKECTBEHHOTO YHWCIIA, TO TOCIE 3aKIIOYUTEIHHOM
dbopMyIBl BEXKIMBOCTH ClieAyeT meuyataTh HasBanue ¢upmbl (B/O) ¢ mpemmorom “3a”, 3atem
noamnuck. Hanmpumep:

Yours faithfully, C yBaxxeHHeM,

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

(I.Pavlova) (M.ITaBnoBa)

Director Hupexrop

N

Yours faithfully, C yBaxxeHHEM

Per pro. THE ORIENTAL Ot umenu Opuentan Tpeitgunr Ko. JItg
TRADING CO.LTD

F. Howard ®. T'oBapna

Secretary Cekperapb
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REFERENCE INITIALS
YKA3ZAHUE HA MHUITMAJIBI ABTOPA
OTcTynuB JiBa MHTEpBaja OT MOJANKCH B JICBOW YaCTH MUChMa MPOCTABIISIOTCS WHUIIAAIBI aBTOPa
U CeKperaps WIM MAIIUHUCTKA. MHUIManbl aBTOpa TNeYaTaloTCs MPONUCHBIMH OyKBamH,
WHUIMAIBl UCTIOJHHUTENS — CTPOYHBIMH. VHWIHAIBI aBTOpa W HWCHOJNHUTENS Pa3JIeisIFOTCS
3HAYKaMH / WA
Hanpuwmep:

Sincerely Yours,
Edward P. Graham
Secretary
EPG / km
ENCLOSURE
YKA3AHUE HA [TPUJIOKEHUE K ITUCHMY
YacTto K [ENOBOMY NHCBMY MOTYT TPHJIAraThCsl pPa3UYHbIC JOKYMEHTBL. B 3TuX ciaydasx
HGOGXOZ[I/IMO CACIaTh YKAa3aHUC Ha MPHIIOKCHUC K IMMUCBMY. 910 YKa3aHueC IMe4aTacTCd B JICBOM
HIDKHEM YTITy BCJIE] 32 HHUAIIMAIAaMH aBTOpa MUChMa U UcnoaHuTeNs. Hampumep,
Sincerely Yours,
Henry Powell
Director

HP : vd
Enclosure : Insurance Policy
in triplicate

Hckpenne Bam,

I'enpu [Haysnn Jupexrop
I'Tl: B
[Ipunoxenue: cTpaxoBOM MOJIUC

B 3-x sk3emmspax
Hapsiny ¢ momno# ¢opmoii cioBa Enclosure ymorpe6msiercss u ero cokpamenue — Encl. Ecnu
UMEETCS] HECKOJIbKO TPUIIOKEHUH, TO YKa3bIBACTCS UX YUCIIO.
2 Enclosures:
2 NIpUIOKEHUS

2 encl.:
PekoMeHnyeM mepeuncinTh JOKYMEHTHI, pUiaraeMele K mucbMy. [Ipu nepeunciennn Bce ClioBa,
KpOMe€ IMPEAJIOTOB MUILYTCS C 3arJIaBHON OYKBBI.

Hamnpumep,
4 Encl.: Invoice 4 Tlpunoxenus: Cuer-haktypa
Insurance Policy CrpaxoBoii nonuc
Certificate of Origin Ceprudukar mpoucxoxaeHH
Capitan’s Receipt Pacnincka kanurana
POSTSCRIPT
HOCTCKPUIITYM

OOBIYHO B J€NIOBOM MepenucKke MOCTCKPUNTYM He BcTpedaercs. OH MHOTIa, MpaB/aa, BCTpevyaeTcs
B KOMMEPUYECKHUX MHChMAaX, KOTJa MUINYIIUI X04eT 0c000 BBIASIUTH BOMPOC, 0OCYXIaeMbIi B
nucbMe. [locTckpunTyM HauWHAETCs ¢ JIBYX 3arjaBHBIX JaTHHCKUX OykB P.S. mmm PS (= nmar.
post scriptum “Ilocne HamMCcaHHOTO”) U pacIoyiaraeTcs B JICBOM YacTH MUChMa MJIM YKa3aHUs Ha
npuwiokenue. IlocTckpunTyM, Kak MpaBUiio, HE TOJIIMUCHIBAETCS, B €ro KOHIIE aBTOP MPOCTO
CTaBUT CBOW MHUITHAIIBI.
Penko, HO B JKM3HM BCTpeYarOTCsl HEMPEABUICHHbIE 00CTOSITELCTBA, KOTIa MUCHMO YKe TOTOBO K
OTIIPaBKE, HO MIPOUCXOTUT COOBITHE, 0 KOTOPOM HEMPEMEHHO HYXHO coo0muTh. Hampumep:
Sincerely yours,
Henry Davis
Sales Manager
HD | ac
P.S. Our Director has had an accident. H.D.
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Uckpenne Bam

I'enpu JleliBuc

VYpaBnsromuii 0OTAeI0M

COrpITa
'] |ac
I1.C. Ham gupexrop momnan B karactpody. I'.JI.

PARTICULAR ADDRESS ORATTENTION LINE
VKA3AHUE HA JINLO, KOTOPOE 110 KEJIAHUIO OTIIPABUTEJIA JIOJDKHO
IIPOYECTHh JIAHHOE [IHCHMO

OOBIYHO pacrionaraeTcsi Ha JIB€ CTPOKH HIDKE BHYTPEHHEro aapeca. PacmpocTpaneHsl cienyrorime
(hopMBI HaITMCAHMUS:
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
OTta CcTpoKa MpH3BIBaCT K 0COOOMY BHUMAHHMIO ONPEICICHHOTO YeJIOBEKa, YacTo C IEINbI0
YCKOPEHHUS PACCMOTPEHUS ITHChMa.
SUBJECT HEADING OR CAPTION
YKA3AHUE HA CONEP)KAHUE [TUCHMA
OOBIYHO TevaTaeTcs Ha JBE CTPOKHM HUKE BCTYMUTEIBHOTO oOpaimieHus. Ero Bcerna BBIACTSIOT,
4TOOBI JIerye ObUIO pa30upaTh MOYTY U HANPABISATH MHCbMA aJipecaTaM, Harpumep:
Subject : Personnel Changes
Subject : Your Retirement Plan
SUBJECT : Your Retirement Plan
Re : Your Order of July 14, 1989
Price Reductions
Re B nmepeBojie 03HauaeT “OTHOCUTEIBHO, KACATEIBHO
REFERENCE NUMBER
YKA3AHUE HA CCAUIKY
Jlnst o0nerdeHusl TepenucKH W COKPAILCHUsT BPEMEHU Ha TIOMCK HEOOXOJWMOW TOKYMEHTAIlUU
JIeTIoBasi KOPPECHOH/ICHIINSI 0OBIYHO MMEET CBOM perucTpaunoHHbIi HoMep. Homep mokymeHTa,
Ha KOTOPBIN CCHUTAETCSI aBTOP MHCHhMa, HIIET IOCIIE CI0B
Our Reference : (Our Ref. No)
Your Reference : (Your Ref. No)
KOTOpBIE, KaK MPaBHUJIO, TUIIYTCS PSAOM CO CTPOKOM JaThl WIIM HaJl BHYTPEHHUM aPECOM.
Ecmu nmanHass wHpOpMamus OTCYTCTBYET, TO aBTOpP MHChMa MOXKET CChUIAThCS Ha HOMEp
JOKyMEHTa B HayaJie TeKcTa nucbMa, Hanmpumep:
Dear Sirs,
We refer to your letter of December 2, 1990, ref. 519|57300, and are pleased to learn from the last
paragraph that your corporation is quite willing to continue and develop the friendly trade
relationship, which has already existed so many years between us.
Gentlemen:
Thank you for your letter of February 28 under your reference
513/0240 regarding the European Production Conference.
CARBON COPY NOTATION
YKA3AHUE HA KOIIUU, OTIIPABJIEHHBIE 110 IPYT'UM AJ[PECAM
Ecnu, xpome aznpecara, KOMUM MUChMa MOITyYaT APYTUe JIMLA, TO Takas MMOMETKA JOJHKHA OBITh
CllelaHa Ha OJIMH-IIBa MHTEPBaJla HIDKE YKa3aHUs Ha MPUJIOKEeHUE K THcbMy. Hampuwmep:
Copy to Mr. M. G. Emhart
C.C.: The Bank of Osaka, Ltd., Kobe
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The Osaka Chamber of Commerce and Industry
LOCATION OF BUSINESS LETTER PARTS
PACIIOJIO)KEHUE YACTEH ITHCHMA
B aHrnumiickoM nucbMEHHOM JIETOBOM ATHKETE HET €AMHOr0 00paslia pacroyioKeHHs BCeX yacTei
nuchbma. CyIIecTByeT HECKOJIbKO (GOpM, M3 KOTOPHIX HAWOOJEe YIOTPEOUTEIBHBIMH SIBIISIOTCS
IBE.
1. brnounas ¢dopma (Block form ). OcHoBHass 0coOeHHOCTH 3TOW (HOPMBI JIETOBOTO MHCHhMa
3aKJII0YAeTCsl B TOM, UYTO BCE €r0 YacTH, 32 UCKIIIOUCHHUEM ajjpeca OTIPABUTEIS, 3aKIIOUYUTEIHHON
(GbopMysBl BEXIMBOCTH W TOMAMUCH, HAYMHAIOTCS HETOCPEACTBEHHO OT Kpasl JIEBOTO TIOJS;
OpocaeTcs B TJ1a3a TaK)Ke OTCYTCTBHE KPACHOM CTPOKH B Hadaie KakI0ro ad3ara.
2. CymectByeT u apyrast opMa pacrnoioXeHus: MMCbMEHHOT0 MaTepuaia, KOrjaa CTPOKH aapeca
OTIPABUTENS W JIaTa, a TAKXKe ajpeca TMOJIydaresst ¥ 3aKIIOYUTEIBHON (OPMYIIbI TIeUaTaroTCs C
orctynamu. OCHOBHOW TEKCT MHMChMa TAKXKe IedaTaeTcs ¢ ab3alHbIMM OTCTyHnamu. JTa dopma
Ha3biBaeTcs “3yduaroit” (indented wmmm step form)
B xomMmepueckoil KOPPECHOHIACHIIMU CYILIECTBYIOT M JAPYIHE CIOCOOBI KOMITO3UIIMOHHOTO
oopmieHns nenmoBoro mucbma. Hekotopbie U3 HUX — HEOOBIYHBIE, OPOCKHE — HCITOB3YIOTCS IS
TOro, 4YTOOBI TNpPHBICYL BHUMAaHUE 4YHUTaTeNsl K (opMmMe MHCEM, COJepXKalluxX HH(POPMAIUIO
PEKIIaMHOTO XapakTepa.
EXAMPLES OF WRITTEN COMMUNICATIONS
HPUMEPHI HUCHODMEHHBIX IITAMIIOB

JIA HAYAJIA ITHCHhMA OPENING PHRASES

Mpg1 nosyaunu Barre mucbmo oT... We have received your letter of ...
bnaronapum 3a muchbMo OT ... We thank you for your letter of...
brnarogapum 3a Bare nucbmo We thank you for your letter

ot 15 mas... 0f]5th May...

Bonwmmoe criacu6o 3a Bamre nucbmo Many thanks for your letter

Br110 04eHBb IPHUATHO Y3HATH, UTO... It was good to hear that...

51 6611 OBI OUEHBb OJ1aroJapeH, 1 should be grateful if you would...
ecnu Obl BHI. ..

B otBet Ha Bamie nmucemo oT... (mpock0y). .. In reply to your letter of ...(request)...
[To Bameit mpocb6e MbI BbICTanu Bawm... At your request, we sent you...
Panpr coobmmts Bam, uro... We are pleased to tell you that...
[Tumry ¢ Tem, 9TOOBI BBISICHUTH (3aKa3ath)... I am writing to inquire (order)...
Mp&I OueHb 3aMHTEPECOBAHHI B... We have considerable interest in...
Ccpinasice Ha Bamr 3aka3 With reference to your order
XoTtenock OBl J0OABUTH, UTO. .. We should like to add that...

Mp&1 oueHb pajipl y3HaTh, 9TO Bl We are very gratified to learn
3aMHTEPECOBAIIMChH HAILIUM ... that you are interested in our ...
Xorenock Okl 0OpaTuTh Bare We should like to draw your
BHHMAaHHUC Ha... attention fo...

[Toxanyiicta, cooOIIUTE CBOM Please let us have your

yYKa3aHUs 10 JIOCTaBKE instructions for shipping
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[TonTBepskmaem Hau 3akas oT. ..
Baire nucsMo ¢ npuitoxkeHueM
(yka3zaHuem, mpocrOou o...)
paccMOTpeHO

B orBer Ha Bamie nucbmo oT. ..
B moaTBepxkaenue Hamero (ux)
TeneOHHOTo pa3roBopa (mepe-
TOBOPOB, COCTOSIBIIIUXCA B ...)

cO00IIIaeM, UTO...

CcpUragch Ha HAIIE TUCHMO OT. ..
coob1aeM, 4ro. ..

BHOBE ccplTasch Ha ...

Paner coobmute Bam, uTo. ..

K coxanenuto, BEIHYK/I€HbI
HarroMHHUTE Bam, 4ro...

N3 Bamiero nucbma Mbl y3HAIIH, YTO. ..

B ¢Bs3m ¢ HanIUM MMCHMOM OT ...
" B IOATBCPKACHUC TCIICTPAMMBI OT ...

MBI ¢ yauBIEHUEM y3HAIIU U3
Bamero tenekca...

This is to confirm our order of...

Your letter enclosing (stating

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

requesting us to do...,) has

been considered (given proper attention)
In reply (in response) to your letter of ...

In confirmation to our (their) telephone

conversation (talks, held in ...) we
inform you that...

With reference to (Referring to) our
letter of ... we wish to inform you that...

With further reference to...

We are pleased (We are glad) to inform you that. ..

We have pleasure in informing you that...

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

We learn from your letter that...

In connection with our letter of....
and in confirmation of our cable of...

We are surprised to learn from your
telex...

CBA3YIOINUE SJIEMEHTDBI IIMCBMA  BINDING PHRASES

MBI BbIpa)kaeM YBEpEHHOCTb B TOM, YTO...

MBI COBEpPIIIEHHO YBEPEHBL. ..

OHOBPEMEHHO XOTENN OBI
HarloMHHUTH BamM, 4To0...
CunraeM HEOOXOUMBIM

(BayKHBIM, 11€71€CO00Pa3HBIM) OTMETHTb. . .

IToMUMO BBIILIEYKA3aHHOTO. ..

B AOIMMOJIHCHHUC K BBINICYKA3aHHOMY...

Mp! O6b1UTH OBI pajibl UMETh BO3MOXKHOCTb. . .

ITonb3ysch BO3MOKHOCTBIO
HAIlOMHMTB, 4TO...

Camo coboii pazymeercs. ..

We express confidence that...

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...
Apart from the above...

Further to the above...

We would welcome the opportunity...

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

It is self understand...
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Ob6pamaem Bamre BHUMaHue Ha
TOT (haKT, 4YTO

BBuy BBIIEU3II0KEHHOTO. . .

B cBs3u ¢ aTuM...

B cBs3u ¢ Bamieit mpock00i...

B cBI3U C BBIIEU3I0KEHHBIM. . .
[eno B ToMm, 4TO...

B croxuBmmxcs o0CTOSTENbCTBAX. ..
Ilo BameMy MHEHHUIO. ..

B cootBercTBUU ¢ Bamieii mpock00i. . .

B Bamem nucbeMe BrI 3asBisere,
9TO0...

Hamee Bol muiere

bonee Toro...

Tem He MeHee...

B nepByto ouepens. ..

DaKTHYECKH. ..

Kpowme Toro...

B nononHeHnue k HaleMy MUcbMY OT. ..

MBI BBIHYXI€HBI HAITOMHUTh
Bawm, uTo...

HNmeeM yn0BOJILCTBHE NPEASIOKUTH Bam. ..

Bam, HecoMHEHHO, H3BECTHO, YTO...
OueBugHo, BaM m3BecTHO, 4TO...

[Tpuiaraem KOmuro mucbMa (GUPMEL. . .
10 TIOBOJLY. .. (B CBSI3H C)....

HpOCI/IM IPUHATH BO BHUMAHUC
(yuecTs), 49TO...

It goes without saying...

We wish to draw our attention to

the fact that...

We would like you to note that...

We wish to bring to you notice that...
In view of the above...

In this connection...

In connection with your request..

In connection with the above

The matter is...
The 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..

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

Please note that...

BbBIPAJKEHNA, HCIIOJIB3YEMBIE B KOHUE ITHCHMA

CLOSING PHRASES

Mps1 6ynem npu3HaTeNIbHBI 3a

We early reply will be appreciated...
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OBICTPBII OTBET. ..

[Tpocum oOpamiarbes K HaM, If we can be of any assistance please
ecnu Bam motpebyercs do not hesitate to contract us...
MTOMOIIIb (COACHCTBUE). ..

Haneemcs monyunts Bam We are looking forward to hearing
OTBET B Omkaifiem Oyaymiem. . . from you...

We expect your early reply...

We expect to hear from you in the

nearest future
Mpr1 xoTtenu Ob1 3aBepuTh Bac. .. We would like to assure you...
Haneemcs nmognepxatsb We wish (would like) to maintain
COTpYAHMYECTBO ¢ Bamu... cooperation with you
Bynem npuzHatenbHBI 332 OBICTPOE Your prompt execution of our order
BBITIOJITHCHHE HAIIIETO 3aKa3a will(would be) appreciated
MBI He 3aMeTM CBSI3aThCS C We shall not fail to contact (to get
HAIIUMH OpraHU3alusIMU in touch with) our organizations
(TpOEKTHBIMH OPTaHU3AIUSIMU, (design organizations,
3aBOJJaMU-TIPOU3BOUTEIISIMH ) manufactures)

Bonpocsl u 3aganus:
1. Iloozomosvmecs K 00CyHcOeHUI0 MeopemudecKo2o0 Mamepuana.
CrpyKkTypa 1€710BOr0o MUChMa:

1. 3arosnoBokK.

2. JlaTa mucema.

3. HammeHoBaHuUe U aJipec moixydarens nuchma (BHYTPEHHUN aapec).

4. ITpuBetcTBUE.

5. OCHOBHOM TEKCT MUCHMA.

6. 3akmrounTenbHas (popmysia BEKIUBOCTH.

7. loanuce.

8. Yka3aHue Ha puiIoKeHue (€CIIi UMEETCs ).
[Tonesnsle BeIpakeHUs B enoBoi nepenucke (Helpful Expressions in Business Correspondence):
[IpocwObl (Requests), Bwipaxxenue cooOmenus, Broipakenue Hamexawsl (Expressing Hope),
bnaronapuocts  (Gratitude), W3Bunenust (Apologies), BovlpaxkeHne HEyAOBJIECTBOPEHUS
(Expressing Dissatisfaction), OTBETbI Ha BOIPOCH M TpeioxeHus (Responding Questions and
Proposals).
2. Omeemvme na 6onpocwi:

1). Ha3oBuTe OpUTaHCKHMI M aMEPUKAaHCKHH 3KBHBAJEHTHI pycckoir abbpeBuarypsr OOO
(0OI1IECTBO C OrPAaHMYECHHON OTBETCTBEHHOCTHIO).

2). Kak B Ha3BaHUM (UPMBI OTpa)KaeTcs TO, YTO OHA MPEACTABISAET COOON MapTHEPCTBO
JIBYX WJIK OoJiee JTFoACH?

3). Uto yka3bIBaeTcs B 3ar0JIOBKE MUChMa?

4). O yeM TOBOPUT HOMEP JOKyMeHTa?

5). I'me u kak yka3biBaeTcs gara nucbMa’?

6). Kak numercss BHyTpeHHHM afpec (aapec moiayqaresns)?

7). Kakue BexuBbele (popMbl oOpamieHus (M B KAaKHX CIIydasX) YKasbIBalOTCA Iepen
dbamunuent agpecara?

8). Hanmmmre mpou3BonbHBIA BapuaHT azapeca nonydarens B CIIA, BenuxoOpuranuu,
Kanane, oqHoit u3 crpan EBporibl.

9). Uto numiercs B HauanbHOM ab3are muchkMa? JlaliTe cBOM BapHaHT HavalbHOrO ad3ama
MMChMa, KOTOpPOE BBl MHUILIETE B OPraHU3alHUI0 M0 MEXAYHApOAHOMY OOMEHY CTYIEHTaMH C
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MpochOOK COOOIUTH BaM YCJIOBHUSI Y4acTHsl B IporpamMme JIETHEr0o OOMEHa M BO3MOKHOCTH
nopabotats B JieTHeM jarepe B CIIIA?
3. Boitnonnume 3adanus.

1. CocraBpTe NHCHMO-3aIIpOC OT CBOCHW OpraHM3allMd O BO3MOXKHOCTU MOCTaBKU
CIIOPTUBHOM O0O0YBH JIJIsl FOHOIIIEH U JICBYIIICK.

2. Hamummurte OTBET Ha 3alpoc O IOCTAaBKE CIOPTUBHOW OOYBH C HOATBEPXKICHUEM
TOTOBHOCTH OKa3aTh IOMOIIb M TIOMBITKOM yOEOuTh HOBOTO KIMEHTa B MEPCHEKTUBHOCTH
OTHOILIEHUH C Balllell KOMIIAaHUEH.

3. Cpenaiite 3aka3 Ha MapTHIO TOBapa C MOJATBEPKICHUEM YCIOBUHU IUIaTexa, oOpaTuB
BHHUMaHHE NIOCTaBIUKA Ha CIIOCO0 yIaKOBKHU.

4. Ob0parurech B GpupMy, MOCTABISIONIYI0 000pyIOBaHKE IS MPOU3BOJCTBA MeOENH, C
Mpock00il O MPEeJOCTaBICHUH BO3MOXHOCTU MOJYYUTh MX MPOAYKIMIO B KpeauT. Yoemute
MOCTABIIIMKA B BaIllei HAJIE:KHOCTHU KaK MMapTHEpa.

5. CoctaBpTe MUCHMO-3aIIPOC O BO3MOXKHOCTU M YCJIOBUSAX TPAHCHOPTHPOBKHU Tpy3a IO
YKEJIE3HOM J0pOore.

6. CooOmmTe CcBOEMYy KIHEHTY-UMIOpTepy 00 OTmpaBKe Trpy3a aBTOMOOWIBHBIM
TPAHCIOPTOM, yKa3aB JE€Tali YIIaKOBKH, BEC, CTOUMOCTb U MPOYHE AETAIN COMPOBOIUTEIHLHON
JOKYMEHTAI1H.

7. TlopyuuTe cBoeMy OaHKY clieNaTh MepeunciieHIe 3a MapTUIo TOBapa.

4. Answer the following question:
1. What are the parts of the Business letter?

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

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

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

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

6. What should you remember about enclosures?

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

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

this?
5. Write the adequate complimentary closes to the following opening salutations:
Dear Sir,
Dear Sir:
Messrs
Dear Mr. Brown,
Dear Madam,
Gentlemen:
Dear Mrs. Popov,
Dear Mrs. Brown:
Dear Dr Harris
6. Write the following dates in English:

3.1.2012, 9.3.2010, 24.4.2011, 23.VI. 2011,

5.2.2012, 22.V. 2013, 29.VIL. 2013, 5.8.2013,

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

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

A) Ha ¢upmy «Cmut u Can Jlumuten», Jlonnon C.B.5, Keun Bukropus 25, Ha ums
MEHeJ[Kepa 110 SKCIOPTY;

b) na pupmy «Jlonnon Metan» B Jlonnone H.B.7, mo ynuue Jleitn 37, Ha umst cekpetaps;

B) na ¢upmy «JIxon bpayn», myOnuunas kommanusi, B JIOHIOHE (CE€BEPO-BOCTOUYHBIN
cekTop 5), mo ynuue XoabopH, nom Ne27, r-ny JIx. bpayny;

I') B Manuecrep, 15, yn. Pex Poya, mom Ne37, na pupmy bpayn bpazes;

1) B JluBepnynb, 16, yi. lapun Poan, nom Ne64, pupme «Becten Meran Ko Jlumurteny, r-
e Maru JlapBuH;
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E) B Becrdopa, rpadcrBo Xemmmup, yia. bur Poyn, nom Ne33, dbupme «Cmut u Can JItoy.
Buumanuto r-na bpayna.

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

A) B aHTTIHICKYIO TyOINYHYIO KOMITAaHUIO;

b) B amepukaHCcKy0 KOpHOpAIHIo;

B) cexperapro — xeHIIMHE;

I') cekperapio KOMIaHWH;

1) muccuc /1. [>KoHCOH;

E) mucc E. I'pus;

2K) r-ny Ctoky (B amepuKaHCKO# Gopme);

3) r-uy CMUTY, KOTOPOT'O BBl XOPOLIO 3HAETE;

W) cexpeTapro (B aMepUKaHCKOUN Gpupme).

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

A) IIucemo nHamucano 25.4.2012, ¢upme «bpayn bpaze3 Jlta» mo ampecy: AuHrms,
rpadcrBo Mopkump, ymuua Ansaep Poyn, nom Ne21, mo moBoxy Baurero 3anpoca ot 15.4.2012.

Hamnumure, uro B gomonHenue k Bamemy nucbmy ot 15.4.2013 Ber xoTenu Obl COOOIIHTH
elle Koe-Kakue CBeJeHUs. B 3akilioueHue BBIpA3UTE HAACKIY, YTO YCTAHOBUTE C (hupMoii
IJI0JJOTBOPHBIE /I€TIOBbIE OTHOIICHUS.

Bb) IMucemo nammcano 21.11.2013, ¢upme «Jlom Ko» (mybOnmdHas koMmaHus) MO aapecy:
Hortunrewm, ynuma bumon Poyn, nom Nel5, mo moBoay mx 3ampoca ot 1.I11.2013. OtBetbTe, 4TO
BrI ¢ y10BOIBCTBUEM MTOCHUIAETE UM MOCIECIHUM KaTAJIOr U IPEUCKYPAHT.. .. .

B 3axnroueHue HanmuImmMTe, YTO BBl 0KUAACTE B3aMMOBBITOJHOM TOProBin ¢ ux pupmoii. He
3a0ybTe yKa3aTh MPUIIOKEHUE Ha § JTNCTaX.

B) IMucemo namucano 15.12.2013 ¢upme «bpayn Meran Ko» B AHrHI0, 94TOOBI OHO OBLIO
npenaHo r-uy Cmury.

Anpec: Jlonmon (ceBepHBI cekTop 6), ynuna Xadredt Becr Xwmwi, gom Ne 32,
OTHOCUTENIbHO 00opynoBaHus 1Mo KoHTpakTy Ne 51. Hammmmute, uto ¢ coxaneHuneMm Bawm
MPUXOAUTCS COOOIIUTH EMY, UTO. ..

B 3akmroueHne nonpocuTe ero cpouHo Bam OTBETUTS.

IMpakTuyeckoe 3ansaTue Nell. CounajabHO-c/1y:;KeOHAasl Mepenucka.
OprannzannonHas (popMa 3aHATHS: TPATULMOHHBIN CEMUHAP.
Hean: dopMupoBaHUE y CTYJICHTOB PEUYEBOM, SA3BIKOBOM U KOMMYHUKATUBHOW KOMIETCHITUH IS
OCYHICCTBJICHHUA ACIIOBBIX KOHTAKTOB.
B pe3yabrare ocBoeHHe TeMbI CTYIEHT J0JIKEH
3HATh: OCHOBHBIC TpaMMAaTHUECKHUE SIBICHHS, XapaKTepHbIe [UIsi MPo(ecCHOHAIBHON peuH;
JIEKCUYECKHE M CHHTAKCHMYeCKHe OCOOEHHOCTH O(UIMAIbHO-AEIOBOIO CTUJS B AHTJIMHCKOM
A3BIKE.
yMeTb: OIpeAeNsaTh CTHIEBYI0 NPHUHAIKHOCTh AHIIMMCKUX TEKCTOB O(HUIMATIbHO-IIEI0BOTO
CTWJIA, BUACTH XapaKTCPHLIC CTHJICBLIC YCPThI; YUTATh O(bI/II_[I/IaJIBHO-,Z[GHOBBIG TEKCThI pa3quH0171
CTETIEHU CIIOKHOCTH; CTPOMUTH JHWAJOTHYECKYI0O M MOHOJIOTMYECKYIO PeuYb C MCIOJIb30BaHHEM
Han60nee yHOTpCGHTGHBHBIX JICKCUKO-TPAMMATHUYCCKUX CPCACTB B OCHOBHBIX KOMMYHHUKATHUBHBIX
CUTyalusix O(UIMAIBLHOTO OOIIECHUS; MOHMMATh AMATOTUYECKYI0 M MOHOJOTHMYECKYIO pedb IO
U3y4YEHHOH TEME.
AKTYaJIbHOCTb TeMbI: 00yCIIOBIIEHAa HEOOXOIUMOCThIO oBlafieHus Y K-4.
Teoperuyeckast 4acTh:

Buowt oenosoii koppecnondenyuu

Kaxnoe neinoBoe MUCHbMO MHILIETCS C OMPENEICHHOM LIENbI0, BBIPAXKAIOIIEE HaMEpeHUE
aBTOpa, T.C. MepejaTh WX MoaydyuTh uHpopmanuio. C ompeneaeHHON J0Jel YCIOBHOCTH BCE
MHOKECTBO JICIIOBOM KOPPECTIOHACHIINA MOXHO pa30UTh Ha TPpymIbl. [lepsyro epynny oOpa3yroT
JIeNIOBbIE THCbMa, CBSI3aHHBIE C pacrnpocTpaHeHueM uHpopmauuu. JlenoBas aesTENbHOCTh
npeamojaract pacrnpoCTpaHCHUC I/IHq)OpMaI_II/II/I B CBsA3H1 C pPa3JIMYHBIMH IIPpHYXHAMUH!
HEOOXOOUMOCTBIO  Tepefaun odurnuanpbHOW HHPOpManuu (MHGOPMAIMOHHBIE THCHMA),
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HEOOXOIUMOCTHI0O MH(GOPMHPOBAHUS TAPTHEPOB 1O OW3HECY W 3aWHTEPECOBAHHBIX CTOPOH B
MIPOBEACHUH TEX MJIM MHBIX MEPOIPHUATHI WU O CYIIECTBEHHBIX COOBITHIX B Chepe X HHTEPECOB
(muchMa-u3BEIICHNS, MHChMa-TIPUTJIANICHUS, THChMa-yBEIOMJICHUS, IHUCHhMa-COOOIICHU),
HEOOXOIUMOCThIO  HMH(POPMHPOBAHHUS IAPTHEPOB M  IOTCHIMAIBHBIX  IMOKyHaTeled u
noTpeduTenell 0 MPEIOCTaBIsEMbIX TOBapax W yciayrax (MHUChbMa-TPEIOKEHUs, pPEKJIaMHbBIC
nucbMa). Kak mpaBuiio, neioBbie TUChbMa JaHHOM TPYIMIIbI HOCAT WHUIIMATUBHBIA XapaKTep.

Bmopyro epynny 006pa3yroT aenoBble MUChMa, CBSI3aHHBIE C OOPAIICHUSIMHU K TEM WJIM WHBIM
OpraHu3aysaM, MPEaIpUATUsAIM, ¢upMaM (B TOM YHCIE M IapTHEpaM IO OW3HECY) B CBS3U C
MpUOOpETEHNEM TOBApPOB, OKa3aHUEM YCIYT WM BBIMOJHEHHWEM TEX WJIM WHBIX JCUCTBUH. DTH
MHACbMa MOTYT HOCHTh KaK WHUIIMATUBHBIA XapakTep, TaK W SBIATHCS CIICACTBHEM IOJYYCHUS
JIEIOBBIX THCEM, OTHECEHHBIX K MpeAbIayIled rpymnme. Tpemsto epynny o0pa3yloT IEIOBBIC
MHACHhMa, SIBIISIOIIMECS OTBETaMH Ha TOJYUYCHHBIC TIPEIJIOKEHHS U TIPOChObl. Yemesepmas epynna
JIEIOBBIX MMHCEM CBs3aHa ¢ HEOOXOJMMOCTHIO Pa3pellCHHs] BO3HHKAIOIIMX B IIPOIIECCE JCIIOBOIO
B3aUMOJICHCTBUS CIIOPOB W TMPOTHUBOPEUMA M OTPAXKAIOT PANTUYHYIO CTENEHb WU TIyOUHY
MPETeH3Uil (0T MUCEM-HAIOMUHAHWN 10 MUCEM-TpEOOBaHUN M pEKIaMAIlMOHHBIX THceM). B
nAMy 2pynny BXOMIST THCHhMa, CBSI3aHHBIE C BBIPAKEHUEM JIMYHOTO YYaCTHS IO Pa3IMYHBIM
moBogaM. He orpaxkas COOCTBEHHO JICJIOBYIO JCSATEIBHOCTh, 3TH IHChbMa CIIOCOOCTBYIOT
MOAJICPKAHUI0O  HEOOXOMMMBIX  KOHTAaKTOB, CO3/JaBasi  HEOOXOJUMYIO  OTHYECKYHO |
MICUXOJIOTHYECKYIO Cpely BEJACHHUS OM3Heca.

Hngpopmayuonnoe nucomo (Informative note)

HNHpopMallMOHHOE TTHCHMO — JISJIOBOE IMHChMO, COJICPIKAIlee CBEICHHS O(PHUIINATHLHOTO
xapakTepa. MHpopManroHHBIE THCbMa OOBIYHO HOCST THIIOBOW XapakTep M, KaK IPaBHUIIO,
pacchUIalOTCS OpraHaMd BJIACTH M YOPABJICHHUS PA3JIMYHBIX YPOBHEH I10JBEIOMCTBEHHBIM
OpraHu3alysIM WM OPTraHW3alusIM, JEATeILHOCTH KOTOPBIX KacaeTcs colepiKallascsi B HUX
nHpopMmanusg. B mHDOpMAIMOHHBIX HHUCHbMax MOTYT OYKBaJbHO NPHBOJUTHCS TE WM HHBIC
MOJIOXKEHUS TIPABOBBIX JTOKYMEHTOB, MOTYT COJIEPKaThCsl PEKOMEHJAIUM, TPEIJIOKCHUS |
Pa3bICHCHUS 110 HMX NPHMCHCHUIO B OIPEACICHHBIX CHTYallusX. B OTAEIbHBIX Clydasx
WH(pOpPMaIMOHHBIE TTUChMa MOTYT COJIEpXaTh MPUIIOKEHHS (COOCTBEHHO MPABOBBIC JTOKYMEHTHI,
METOJAMYCCKUE YKA3aHUSI U Pa3bsICHCHUS U T.I1.).

O06bemM HHPOPMAITMOHHOTO MUChMa KOJIEOJIEeTCsl OT OJHOTO ab3alria 10 IBYX-TpeX CTPaHHII.
Kak mpaBuio, nHpOpMaMOHHBIE TMHChMa IMOANUCHIBAIOTCS PYKOBOJIUTEIIEM PACCHUIAIONIEH WX
OpraHu3aIyHy.

TTucvmo — coobwenue (Notification)

[TucbMo-coo0ITIeHNE — JIeTTOBOE MUChMO, COJIEpIKAIee CBEACHUS O KaKUX-TNOO0 COOBITHSIX
1 ¢dakKTax, NpeICTaBIIONIMX HHTEPEC, KaK JIJIs aBTOpa, Tak M JuIA ajapecaTa. [IncbmMo-cooOmieHne
OOBIYHO HAYMHACTCSI C OOOCHOBAHMS WM HEMOCPEACTBEHHO C W3JIOKEHHUS COoo0ImaeMoin
nH(OPMAIIUY C UCTIOIH30BAHUEM OJHON U3 CICIYIOIINX KIFOYEBBIX Ppa3:

We inform you that ... JoBoaum o Bamrero cBeneHus, 4to ...
Coobmraem Bawm, gTo ...

We consider it is necessary to make CunrtaeM HEOOXOIUMBIM ITOCTaBUTL Bac

you aware of... B M3BECTHOCTD O...

You are no doubt aware that... BaM, HECOMHEHHO, H3BECTHO, YTO. ..

You may know that... OueBuaHo, Bam u3BecTHO, 4TO...

[Tpu cocraBieHNM MUCEM-COOOICHHM, IBISIOUIMXCS OTBETaMU HA MPOCHOBI WU 3aMpOChl,
JOJKHO COOJTFOIAThCS SI3BIKOBOE COOTBETCTBHE: B TEKCTE OTBETA CIIEyeT HCIOIb30BaTh TE KE
SI3BIKOBBIE OOOpPOTHI M JIEKCHKY, KOTOpBIE HCIIOJIb30BaJl aBTOpP MNPOCHOBI WM 3ampoca, MpU
YCJIOBUH, UTO OHH KOPPEKTHBI B S3bIKOBOM OTHOIICHHH.

Iucomo — ygedomnenue

[MuceMo-yBeOMIIEHNE — AENOBOE MUCHMO, Cojepxkaliee OQUIUANTbHYI0 WH(DOPMALIUIO O
KaKoM-TM00 MEpONpHUsITHH WIM JEeHCTBUSAX, HMMEIOIIMX OTHOIIeHHe K azapecaTy. [lucbmo-
yBEIOMJICHHE OJIM3KO TI0 HA3HAYCHUIO U COJICPKAHUIO TUCHMY-COOOIIECHUI0, MTUChMY-H3BEIICHUIO
WIM TIPUTJIAIIEHUI0. YBEIOMIIEHHS MOTYT MyOJIMKOBAThCS B CPEICTBAX MAacCOBOM HH(pOpMAIIU
JUISL  OTIOBEIIEHUS OOJIBIIOTO Kpyra 3auHTEPECOBAHHBIX JMIl. Yamie BCero B MHChbMax-
YBEAOMJICHHSIX HUCIIONIb3YyeTCs KitoueBast ppaza:
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We notify that

Tucomo — ussewenue

[TucbMo-u3BeIIeHNE — CITy)kKeOHOE MTUCHhMO, CoJiepkaiiee HHpopMannuo 00 OpraHu3auu
U TPOBEACHHUH PA3IMYHBIX MYOIWYHBIX MEPOMPUATUH (COBEIIaHUN, CEMHHApPOB, BBICTABOK,
KoH(pepeHnmii W T.1.). [lucbMa-W3BelIeHUs PACCHUIAIOTCS IMUPOKOMY KpYTy OpraHHM3allui,
yupexaeHuid, GUpM U TPEONPUSTANA UIsi MX TPHUBJICUCHHS WA TPUTTIAIICHUS K YJacTHIO B
YKa3aHHBIX MEPOINpHUATHIX. B 3aBHCHUMOCTH OT 0COOEHHOCTEH MPOBOAMMBIX MEPONPUATUN HIIN
cnenupuKA OTHOIICHHWHA C ajpecaTaMd MUChbMa-H3BEIICHHUs MOTYT JHOO TOJBKO COOOIIATh O
MIPOBOAMMOM MEPONPUITUH, BPEMEHH U MECTE MPOBEJEeHUs, JINO0 OJHOBPEMEHHO MpUIJIalIaTh K
y4acTuio ¢ MHPOPMUPOBAHHEM OO0 YCJIOBHUSX Yy4YacTHsl B MEPOIPHUSTHU U COJEPKaTh APYTYIO
BCIIOMOTaTENbHYI0 HH(GOPMAITHIO.

Hucvmo-npuznawmenue (Invitation)

[MuceMo-npurnamenne — JeI0BOE MUCHMO, COJepIKaliee HHPOPMAIUI0 O KaKOM-THOO
MIPOBOAMMOM MEPONPUITUH U IPUTIIALLIEHUE aipecaTy MPUHATH B HEM ydacTue

[Mpurnamenus MoryT ohoOpMIsThCS KaKk Ha ONaHKe MHUCHbMAa, TaK U B TPOU3BOJIHHOM
dbopMate ¢ pa3IMUHBIMH 3JIEMEHTAMH XYyJJ05KECTBEHHOTO 0(hOpMIICHUSI.

B nmuceMax-npurianeHusx, Kak MpaBuio, UCIONB3YETCs JTUYHOE OOpaleHne K ajJpecary:
U KJIIOYEBBIM TJIarojIoM SIBJISIETCS TJIaroi invite.

... invites you to take part in .... ... Ipurnamaer Bac npuHsTL y4acTHe B...

We invite you to visit our exhibition... [Tpurnamaem Bac moceTuts Hally BBICTaBKY...
[MuceMa-nipuriameHus, HampaBIsieMble B BBIMIECTOSAIINE OPTaHU3AINH, OPTaHbl BIACTH U
yIpaBlIeHUs, U3BECTHBIM JIMLIaM, JOJKHBI MOJIMMUCHIBATHCS PYKOBOJIUTENEM opraHuzauuud. OHu
pacchUIalOTCs MO TMOYTE WIM KYphEepPCKOM CBSI3bIO, HO HE JIOJKHBI MEPENaBaThCs MO KaHajaM
ANEKTPOCBSI3U (B YACTHOCTH, MO KaHajnaM (GaKCUMUIbHOW cBsi3u). Paccbuika mpuriameHus B
KOMUU TIO0 TIOYTe WM MO KaHajlaM (PaKCUMUIBHOW CBSI3M JOMYCTHMa B TOM CcCllydae, €CIu
MIPOBOAMMOE MEPOINpPUITHE HOCUT pabouuii Xapakrep (COBEIIaHWE, 3aceldaHHe KOJUIETHUH,
KOMMCCHH, COBETA) WJIM OPraHu3aTOPbl MEPONPUSATUS 3aMHTEPECOBAHBI B MPUBJICUCHUU K HEMY
KaKk MOXHO OOJbIIEro KOJWYECTBA YYAaCTHUKOB (HAay4Hble KOH(EpeHIUH, CUMIIO3UYMBI,
CEMUHApBI U Jp.).

Pexnamnoe nucomo (Advertising)

N3BecTHO, 4TO OCHOBOM BCSAKOW TOPrOBIU SBIIAETCA pekiiaMma. [1oaToMy OqHUM U3 IIaroB K
YCTaHOBJICHUIO MPOYHBIX JEJOBBIX KOHTAKTOB SIBISIETCS OOMEH PEKIAMHBIMU MaTepualaMu C
[eNbI0 JaTh KaK MOXKHO OoJiee TOJHOE TMpeACTaBIeHHE O TOW MNpoayKiuu (MHPOpMAaIuy,
yciryrax), KOTopast MOJKeT CTaTh OCHOBOM OyAyYIIIEro mapTHEPCTRA.

Haubonee momynsipHbIM, TPOCTBIM M JAOCTYITHBIM CPEICTBOM pEKJIamMbl ObLIa M OCTaeTCs
nevyaTtHas MNPOAYKLHS — IMPOCHEKThl, KaTaJord, PEeKJIaMHble JHCTOBKM U OpONIIOpPHI, Mpecc-
penusbl U np. B pekiiaMHOM NUCbMe JKeIaTeIbHO MPOSIBUTH U3BICKAHHYIO BEKIUBOCTD.

W3BecTuTh 1€I0BOT0 MapTHEpa O BHICBUIKE TEX HJIM MHBIX MaTEpHUaoB (MPHUIIOKEHHEM K
MUCHEMY WJIH OTACIBEHON 0aHAEPOIIbI0) MOKHO CIEAYIOLUM 00pa3oM:

We are attaching some [TpuBOIMM HEKOTOPYIO MH(OPMALIHIO O...
information about...

1 enclose the description of...

I am enclosing a folder with

information on our new ...

Our new trade list will be available

VYBegomMirsiem, 4To ...

Dear ...

[Ipunarato onvcanue

[Ipunarato noAmMBKY ¢ HHGOpManuei
O HAIlIUX HOBBIX ...

Hamu HOBBINM nepeyeHb TOBAPOB

in a week and we are making a note

to send you one as soon as it comes

off the press.

We would like to draw your attention

to the attached press release announcing
the launch of... products and services.

Our new catalogue will be published
soon, and I shall send you a copy

OyIeT TOTOB Yepe3 HEeIeto,

¥ MBI BhIIIIJIEM Bam sx3eMrusp,

KaK TOJIbKO OH BBIMJET U3 MEeYaTH.
XotuM 00paTuTh Bamie BHUMaHMe Ha
IpUJIaraeMblil mpecc-penu3, KOTOPbIM
MBI M3BEIllaeM O Halllel MpOoayKIUU

W yclIyrax B 00JIacTH ...

Harn HOBBIIT KaTanmor Bckope Oyner
U3JIaH, U 1 BBIILTI0 BaM sx3emruisp,
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when it appears. KaK TOJIbKO OH IOSIBUTCA.

As you requested, we are enclosing [To Bameii mpocb0e npuiaraem
a copy of our latest catalogue. AK3EMIUISAP HAIIETO MOCIEIHETO KaTaora.
Enclosed you will find the latest [Ipunaraercs caMblii MOCIETHUN TIEPEYCHD
listing of our products. HaIleil HOBOM MPOAYKITHH.
I will send you our catalogues S 6yny BeicbUTaTh Bam Hatm
on a regular basis. KaTaJIOTH PEryJspHO.
TTucvmo-npocvba (Request)
[Tucema-npochObl — J€JIOBBIE MHCHbMA, HMEIOIIME Pa3HOOOPa3HYI0 TEeMaTHYECKYIO

HaIpPaBJIEHHOCTb, OHM MOTYT COCTaBIISATHCS MPAKTUUYECKH IO BCEM HAIPABICHUSAM JESTEIbHOCTH
opranuzaiuu. [TucbMo-npocs6a MOKET COCTOSATH TOJILKO M3 OIHOM MM JBYX yacTeil. B mepBom
cllydae OHO HaunHaeTcs Gppas3oii:

We hereby (kindly) request... Ilpocum ...

Bo BTOpOM ciydae OHO COAEPKUT 0OOCHOBAHHME MPOCHOBI M M3JI0KEHHWE CaMOM TTPOCHOHI.
ObocHOBaHME MPOCHOBI OOBIYHO HAYMHACTCS C KIIFOUEBHIX (hpas:

Taking into consideration B cBazu c...

Due to the fact

In connection with

With reference of

According with/to B cooTBercTBHM C
a U3JI0KCHHUE TIPOCHOBI ¢ (Ppasbl:
We kindly request you to provide [Tpocum Bac mpegoctaBuTh JaHHBIC

0 ... information about...

[Tpockba MoxeT popMynrupoBaThes U 0€3 UCIONb30BAHUS TJIaroia «npocumsy, HalpuMep:

We hope for a positive solution... Hagneemcst Ha monmoxkuTenbHOE

of the problem perieHue Bompoca ...

[Ipockba, kak cocTaBHash 4YacTh MHCHbMAa, MOXET MPHCYTCTBOBATh W B JIPYIHX BHUAAX
JIEJIOBBIX MHUCEM, HAIIPUMEP B COMPOBOAUTENBHBIX, FapaHTUIHBIX U 1p. [IucbMo-nipochba TpedyeT
MMChMa-OTBETA.

Ilucomo-3asexa

[MuceMo-3asiBka — 3TO Pa3HOBUAHOCTH MHUCHMA-MPOCHOBI. OOBIYHO TMHCHMA-3asiBKU HE
TpeOyIOT MUCHbMEHHOI'O OTBETa. B OTBET Ha NHCHMO-3asBKY IMOJIy4aTeJIeM OCYIIECTBISIOTCS
oTpe/ieNieHHbIC IEHCTBUS MO PeaTU3aINK 3asBICHHOW MPOCHOBI: BKIIFOUCHNE YKAa3aHHBIX B 3asBKE
JIUI] B YMCIIO YYaCTHHUKOB KaKOTO-TMOO MEPOINPUSITHS, BHICHUIKA HEOOXOIMMBIX MaTEpHUAaIOB WU
U3aHui U T.M. B TekcTe 3asBKM OOBIYHO HCIIONB3YIOTCS T€ K€ S3BIKOBBIE OOOPOTHI, YTO U B
MUChMax-MPochOax.

TI'apanmuiinoe nucomo (Letter of guarantee, letter of assurance)

["apanTuiiHble mMUCbMa — 3TO JEJIOBBIE MUCHbMA, COAepXkaliue o0sf3aTeNbCTBA OILIATHI,
BHITIOTHEHUST paboT, BO3BpaTa KpeauTa W T.. B KadecTBe ajgpecaToB TapaHTUWHBIX MHUCEM
BBICTYNAIOT OPraHU3aIMH UM KOHKPETHBIE JIUIA.

lapaHTHITHOE MHCHMO OJHOBPEMEHHO SBJSETCA WU IMHUCBMOM-IIPOChOOH. HOpuanueckyro
3HAYUMOCTh TapaHTUHHOMY MHUCHMY IMPUIAET HKCIIOJIb30BAHUE TAaKUX YCTOWYHMBBIX SI3BIKOBBIX
000pOTOB, Kak

We guarantee payment Omnuary (TpeocTaBiieHUe yCIyT.)

(service delivery) rapaHTHpyeM

B rapaHTHifHOM TIMChME YKa3bIBAIOTCS OaHKOBCKHE (IUIATEXKHBIC) PEKBH3UTHI €ro
COCTaBUTEISI.

Hucemo-3anpoc (Inquiry)

[IuceMo-3anpoc (inquiry, nnv enquiry) KOMIAHUS OCBUIAET, KOTAA XOUET:

— TOJYYUTh MOAPOOHYI0 HHGOPMAITHIO O TOBAapax (goods-,

— y3HaTh, UMEIOTCS JIM OHU B HaNMW4uH (availability of goods);

— YTOYHHUTH BpEMsl M CPOKHU TOCTaBKH (delivery dates);

— TOXy4duTh WH(pOpMAIMIO 00 YCIOBUSAX INOCTaBKU U CKHUIKaxX (terms and discounts),
crioco0e TpaHCOPTUPOBKH (method of transportation), CTpaxoBaHUU (insurance);
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— TOJY4YuTh HH(OPMAIHIO O IIeHaX Ha TOBAPHI (prices of goods);

— MOJIY4HTh Katanoru (catalogues) n oOpa3isl ToBapa (samples of goods), u T. 1.

[Tpu HanmucaHUM MUCEM-3aIPOCOB CIENYyeT KaKk MOXHO Oosiee MOAPOOHO M3JIOXKUTh CYTh
Borpoca (to give full details), uro mo3BonuT Baremy nenoBoMmy mapTHEpy COKpAaTUTh BpeMs Ha
COCTaBJICHHE OTBETA.

B ciyuae, ecu Bl oOpariiaerech ¢ 3arrpocoM B JaHHYIO KOMIIAHUIO MEPBBII pa3, B MUCbMO
KEJlaTebHO BKIIIOYUTH CIEAYIOLIUE MMYHKTHI:

1.  VYka3zanue Ha UCTOYHMK MH(OPMAIMH O JAHHON KOMIIAHUU U €€ TOBape.

2. Cyrb Bompoca.

3.  Kparkue cBenenus o Bameir komnanum.

4.  BeIpakeHue HaJeXk /bl HA COTPYIHUYECTBO.

[TprueM coBceMm He 00S3aTENBHO CTPOTO MPUIEPKUBATHCA JAHHOW IMOCIIEI0BATEILHOCTH.
[Ipu moOBTOpHOM 3ampoce B MUCHMO OOBIYHO BKIIOYAETCS TOJNBKO BTOpOi MyHKT. Kak u
OOJIBIIMHCTBO APYTUX JIENOBBIX MUCEM, MUCbMO-3aIPOC, KaK MPaBUIIo, IeyaTaeTcst Ha pupMeHHOM
OnaHKe, Ha KOTOPOM yKa3aHbl Ha3BaHWE KOMIAHHM-OTIIPABUTEINS 3alpoca, €€ MOYTOBBIN ajpec,
HOoMepa TenedoHoB U (akca.

B 3anpocax 00bIYHO HCIOJIB3YIOTCS CICAYIOIIHE KInIIe:

Please inform us
Please send us

We should be pleased if you could

inform us

We shall be obliged to

receive your(price-list)

We shall be grateful if you will
kindly send us your catalog
We are interested in

We are in the market for
Quote prices (terms)

With reference to your
advertisement in...

Referring to your advertisement
We have an inquiry for

In connection with this ...

We read your advertisement in...

We have heard of your
products from ...

We are interested in buying

(importing, etc.) ...

Many thanks for your letter

We were very pleased to

receive your letter

We thank you for your inquiry

We are obliged for your letter

We attach (enclose)

We are pleased to send you

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

Referring to your letter of ...
As requested in your letter of ...

According to your inquiry

[Tpocum cooOmUTH

IIpocum BeICIIATH

Mp1 ObuTH OBI pajibl, €cii ObI HaM
CoO00IIINIIN

Mps1 ObuTH ObI PU3HATENHHBI TOTYIUTh

Bam (npefickypanr)

Mps1 Oyaem OnaronapHsl, eciu Bbr
1100€3HO BBIILIUTE HAM CBOM KaTajior
Mpg1 uHTEpEecyeMcs

M5! HaMepeHBbI 3aKyIIUTh
YkaxuTte 1eHsbl (yCIOBHUSA)
Ccputasch Ha Bamny pekinamy B ...

Ccputasch Ha Bamy pexnamy

Mgl xoTenu Obl MOJTYYUTh
uH(GOPMAIIHIO O. ..

B cBs3u ¢ aTUM

Mp&I npouynTaNy Bally pekjiamy B...
MpI y3HaIU 0 IPOAYKIIUH

BAallIEW KOMITAHUU HU3...

MpI xoTenu Obl KYIUTh
(MMITIOPTUPOBATH U T. I1.) ...
bonbioe criacu6o 3a Baiie mucbMo
Mpsi1 ObUTH OYEHB PajIbl TOTYYUTH
Bamre nucemo

bnaronapum Bac 3a Bamur 3ampoc
MpbI ipu3HaTenbHbI 3a Baie nucsMo

[Ipunaraem k cemy

Panpr BeIcaTs BaMm

Pasbl BeICTIaTh BaM B OTBET Ha Ballie
UCHMO (3arpoc)

Ccpurasgch Ha Ballle TUCHMO OT ...

Kax BEI IMPOCUJIK B BalllIEM IMHUCbME OT...

CornacHo Baiiemy 3ampocy



We send for your consideration our ...

May we draw your attention

Please inform us (let us know)
as soon as possible...
We are distributors (importers,
retailers, etc.) of...
We would like to get in touch with
manufacturers (suppliers)...
There is a large market here
for your products.

We look forward to your early reply.

Your prompt answer would
be appreciated.

[ToceutaeM Ha Balle pacCCMOTPEHHE
[To3BonbTe 0OpaTuTh Bamie BHMMaHue Ha. ..

[Ipocum cooOIMUTL HAM

KaK MOKHO CKOpEe ...

Mpi siBIIsieMcsl AUCTPUOBIOTOPAMU
(uMmopTepamu, IpOJaBIaAMHU U T.I1.)...
MpiI ObI XOTETTM YCTAaHOBUTH KOHTAKT

C TIPOU3BOAUTEIISIMH (ITOCTABITUKAMM ).
Bamm n3znenust HaliyT y Hac

CBOETO MOKYyIaTeIs.

C "erepnieHueMm xjaem Baiiero oTsera.
bynem npusHaTenbHbI

3a OBICTpPBIN OTBET.

Iucomo-npeonosrcenue (Offer)

[TucbMOM-TIpeJIOKEHUEM TTOCTABIIUK (the Supplier) 0OBIYHO OTBEYAET HA MMMCHMO-3aIpPOC.
OtBeuass Ha oOWIMII 3ampoc, OH OJaroJapuT 3a MPOSBICHHBIA MHTEPEC M OOBIYHO IPHIIATaeT
npercKypaHThl (price- lists), xatanoru (catalogues) wiav yclOBUsS THIIOBOTO AoroBopa (typical
Contract). OTBeT Ha cHeLUalbHBIA 3alpoc IPEAyCMaTpUBAET OTBETHI HA BCE BOMNPOCHI
MOTEHIIUAJIBHOTO KIIMEHTA.

Cmpykmypa nucoMa-npeonodceHus:

1. IloBox HamucaHUsI.

2. OtBeTbl Ha BONPOCHI MOTEHIIMAIBHOTO 3aKa34HKa.
3. JlomoJIHUTEIbHBIE TPEIOKEHHUS.

4. BeIpaxkeHHE HAJCK/bI HA 3aKa3.

OtBeyasi Ha BOMNPOCHI, CIEAyeT JaTh TOYHOE OIMMCAaHUE TOBapa, MO BO3MOXHOCTHU
CONPOBOUTH €ro (oToMaTepualaMu W/WIM PUCYHKamMHu u/uinm obpasuamu (samples). Ilpu
OTpEJICTICHUU TIEHBI (price) YUUTHIBAIOTCS BO3MOXKHBIC CKUAKHU (discounts). OTACIBHO PEIIAOTCS
BONIPOCHI PAcXOJIOB Ha YIMAKOBKY (packing), TPaHCIOPTHBIX PACXOJOB (transportation costs),
YCIIOBHH TIOCTaBKU (terms of delivery) u onnatsl (terms of payment).

[Mucema-npe/UIo’keHUsT  MOCBUIAIOT Takke 0e3 MPeaIIecTBYIOEro 3ampoca, eciu
MOCTABIIMK JKEJIAeT TNpUBJIEYb BHUMAHUE MOTCHLIMAJIbHBIX KIUEHTOB WM HAaWTH HOBBIX
3aKa34MKOB Ha KOHKPETHBIE MPOIYKTHI (Special products) ninmu ux acCOpTUMEHT (range). TBepnoe
npeiokeHue (firm offer) mpemycMaTpuBaeT 0OCOOBIE YCJIOBHS, HampuMep, KOHEUHBIH CPOK
(deadline) monydenus 3aka3a U CUCTEMY CKHJIOK B 3aBUCHMOCTH OT KOJIMYECTBA TOBAapa U JPYTrUX
YCJIOBHU.

B npeonostcenuax o6b14HO UCNONLIVIOMCA MAKO20 po0ad (hpasvi-KauuLe.

On favourable terms we offer you... Ha BeITOHBIX yCnOBHSX... TpeaiaracM Bam

We have pleasure in offering you,
subject to acceptance by telex,...

This offer is made subject to your
immediate reply

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

this letter ...

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

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

This offer is made without
engagement/obligation on our part

C ynoBosbcTBUEM TIpearacM Baw,
pu ycinoBuu Bamrero akuenra
TENEKCOM

Orta odepra nenaercs Npu ycioBUU
Bamero HemeyieHHOro OTBETA. . .
MpeI ipeyiaraem Bam ToBapel, mpu
ycioBuM Barero noarsepxkaeHus

B TEUEHUE ... JTHEU

C 1aThl JAHHOTO MUChMa

Mp1 nepxuM 3Ty 0hepTy OTKPHITOU
IUIA aKknenToBanug Bamu no...

C ynoBonbscTBUEM NpeaiaraeM Bam
0e3 0053aTebCTB. ..

Ota odepTta nenaercs 6€3 Kakoro-
1100 00s3aTeNbCTBA C HAIIEH CTOPOHBI.



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

reply ...

This offer is made subject to the
machine being free on receipt
of your reply...

We were pleased to learn
your interest in...

We are most pleased

that you want to buy...

We are glad to say that

we can reserve you ...

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

We take pleasure in sending

you the desired samples and offer...

As to your inquiry of... we
are informing you that...
We enclose our catalogue with
the latest price-list.
Our detailed catalogue will
demonstrate the wide range
of our products
Our proposal is valid till...
We deliver our goods on CIF terms.
The price covers packing and
transportation expenses.
We can give you a 5 per cent
discount.
As you can see from our price-list,
our prices are at least 3 % lower
than market prices.
1 especially call your attention to...
Besides the above mentioned goods
our company also produces (see ...)
The model... will meet most
of your requirements.

We ask you to consider our proposal

once more and let us know

if we can expect your order.

I encourage you to order as soon
as possible as the quantity of this

product available at our warehouse
is limited.

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

If you are not happy with our proposed

please let us know why.

We are looking forward to hearing
from you soon.

Ota odepTa NeUCTBUTENHHA JIUIID B
TOM CIIydae, €M TOBap elle He Oyaer
MpoJiaH 1o nojay4yeHuu Baiero oTsera...

Ota odepTa 1aeTcs Ha TOT CiTydan,
€CIIM MaIlIMHA elle He OyJeT mpoiaHa
10 TToTy4yeHnu Bamiero oTsera...

Ham 6bu10 IpUATHO Y3HATH O

Bamieit 3auHTEpEeCOBAaHHOCTH B ...

MBg1 0YeHB TOBOILHEI,

YTO BbI MTOXKEJIATU KYIUTb ...

MBI pasibl COOOMUTS,

YTO MOXEM OCTABUTH 34 BaMU ...

bruto ouens nobe3no ¢ Bameit
CTOPOHBI IIPOSIBUTH TAKOU

WHTEpEC K Hariei padoTe...

C yIoBOILCTBHEM TIOCHUTIaeM BhIOpaHHBIC
BaMH 00pa3Ilbl ¥ MpeJjIaraem ...

Ha Bam 3anpoc oT... Mbl

coobmaeMm Bawm, uTo ...

MpbI nipusiaraeM Hail KaTajor

C HOBEUIIINM MPEHCKYPAHTOM.

Hamr moapoOHeIii mpefickypaHT

yOenuT Bac B pa3HOOOpa3uu

HaIlIero aCCOPTUMEHTA.

Hame npennoxenue nelicTBUTENBHO 10 ...
Mt nocrasisiem Ha ycnoBusix CUOD.
[lena BKJIIOYaET ynakoBKY

Y TPAaHCIIOPTHBIE PACXOIBI.

MBI MOXEM MPEI0CTaBUTh

BaM 5 % CKUIKY.

Kak BuHO U3 Haliero npencKypaHTa,
HAILIX LIEHBI 10 KpaHEW Mepe

Ha 3% HUXe PHIHOYHBIX.

51 ocobenHoO oOpariaro Balie BHUMaHUE Ha...
Kpome ynoMsiHyTBIX BbIIIE TOBAPOB
Haia GpupMa MpoU3BOJUT TaKXKe (CM....)
Jlns Bamux 1eneu BaM Jydiie

BCETO MOAOMIET MOJENb...

Mp&1 ipocuM Bac erie pa3 o0CyauTh
HAIlIe TIPEITIOKEHUE U COOOIINTH HaM,

MOKHO JIM paCCYHUTHIBATh HA IMOJTYYCHUE 3aKa3a.

S mpomry Bac OsicTpee 0(hOpMHUTH 3aKa3,
TaK KaK KOJIMYECTBO ITOTO TOBapa
Ha CKJIaJie OTPAHUYEHO.

Mpi ObLTH OBI OYCHB PaIbl TOTYYUTh
OT BacC 3aKa3 KaK MOKHO CKOpee.
Ecnu Bac He ycTpauBaer Haie
MpeIoKEeHUE, MPOCUM COOOIIUTD
HaM O IPUYHHE.

C HeTepneHueM KJ1eM OTBETA.
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Hucemo-3akaz. Iloomeeprcoenue u omxnonenue 3akazoe (Order. Acknowledgement
(Confirmation) and Refusal of Orders)

st Toro 4ToOBl cuenathk 3aka3 (to place an order) Ha 3aKynKy Te€X WU WHBIX TOBAapOB
OOBIYHO 3aMOJNHAIOT CIEeUUaNbHble ONAaHKU 3aKa30B (order forms), B KOTOPBIX YKa3bIBaeTCA
KOJIMYECTBO (quantity) U3ACINMA, UX ONMUCAHUE (description), IeHa (price), YCIOBUS OIUIATHI (terms
of payment), nata noctaBku (date of delivery), ckunku (discounts) u 1.11. B psine cmydaes, koraa
HEO0OXO0MMO TIPOSICHUTH OTEIbHBIC MTYHKTHI 3aKa3a (fo make certain points quite clear), numercs
COIIPOBOJIUTENEHOE IUCBMO (covering letter), Kk KOTOpOMY Ipuiaraercsi OJaHK 3aKasa.

Ecmu Tlponasent (Seller) wnm IloctaBmuk (Supplier) ToBapa B COCTOSIHUW BBITIOJIHUTH
3aka3, oH mnoceutaet [lokymarento (Buyer) moaTBepkaeHHUE 3akaza (order acknowledgement, or
confirmation), KOTOpOE€ 4dallle BCEro INpPEJICTaBIIIeT co0OM Komuio 3akasza (order copy, or
duplicate), mnonnmucannyio IlpomaBiiom. OOBIYHO TOATBEpPXKIACHUE 3aKa3a TMpujaraerca K
COIMPOBOIUTENILHOMY MHCHMY, B KoTopoM [IpojaBer] BeipaskaeT 01arolapHOCTh 3a 3aKa3, a TaKXKe
coobmaet [TokynaTennto o TeX WM WHBIX U3MEHEHUSIX (M3MEHEHUH 1IeH, CPOKOB MTOCTABKH U T. I1.).

Ecmu TlponmaBen nu6o IlocTaBmmk ToBapa Mo KaKUM-IMOO MPUYMHAM HE B COCTOSHUU
BBITIOJIHUTH 3aKa3, OH JMOO OTKa3bIBACTCS OT 3aKasza (fo refuse (to reject, to decline) the order),
b0 mpeIaraeT afeKBaTHYIO 3aMeHy (substitute) ToBapy, KOTOPOTO HET B HATUYIHH.

Kanie u BoIpa:keHUs NUCeM-3aKA30B:

In reply (response) to your letter B otBet Ha Bame nucemo (daxkc) or ...,
(fax) of (dated) ..., we thank you for ... MbI Onarogapum Bac 3a...
We are pleased to enclose our Hmeem ynoBOJIBCTBHE TPUIOKHUTD K
Order No. ... JTAaHHOMY NMHChMY Hall 3aka3 Ne ...
We enclose (are enclosing) our order for ... MpI npuiaraeM Hai 3akas Ha...
We accept your offer and have pleasure MpbI mpuHUMaeM Ballie MpeyIoKEeHNe U
in placing an order with you for ... UMEEM YJOBOJIBCTBHE PA3MECTUTh
y Bac 3aKka3 Ha...
Please confirm that you can supply... [IpocuM moATBEPAUTH, YTO BBI
MOYKETE TOCTaBUTb...
Please send the copy of this order B kadecTBe moaTBEpKICHUS 3aKa3a
to us, duly signed, as an MIPOCHUM BBICIIATh HaM MOATTMCAHHYIO
acknowledgement. Bamu xonuto 3akasa.
Please supply/send us... [IpocuM MOCTaBHTS...
Kituiire v BeIpaXeHUsT THCEM-TIOATBEPIKICHHU 3aKA30B:
Thank you very much for your bnaromapum Bac 3a Bam 3aka3 Ne ... ot ...
order No ... of (dated) ...
As requested we enclose (are enclosing) Kax Bb1 mpocuiu, MbI ipusiaraem
the copy of your order, duly signed, KOITHIO 3aKa3a, MOAIMMCAHHYIO
as an acknowledgement. HaMH, KaK OATBep KAeHue Bamero 3akasa.
We confirm that delivery will MpbI HOATBEPKIaEM, UTO ITOCTaBKa Oy/eT
be made by... MPOM3BEJICHA K ... (TaKOW-TO /Jate).
We hope that you will have a good Haneewmcsi, 9To BbI OyieTe UMETh XOPOIINN
turnover, and that we will be dealing 000poT, 1 MBI OyIeM COTPYIHHYATH C
with your company in the future. Ballleii KOMITAHKCH M B TaJIbHCUIIIEM.
Delivery will be made in conformity [TocTaBka OyaeT mpousBeacHa B
(accordance) with your instructions. COOTBETCTBUHU C BAIIUMU UHCTPYKLIUSAMU.
Knuie u BeIpakeHus1, HCIIOIb3YEeMbIE TTPH OTKIIOHEHUH 3aKa30B:
We are sorry (we regret) to let you K coaneHuIo BBIHYXJICHBI COOOITUTH
know (to inform you) that we cannot BaM, YTO MBI HE MOKEM BBITIOJHUTD BaIll
execute your order because of-.. 3aKa3 Mo MPUYHHE ...
The goods you ordered are no ToBapa, KOTOPBIN BBl 3aKa3allH,
longer available. 0OJIBbIIIC HET B HATUYHH.
We can offer you a substitute. MoxeM NpeoKUuTh BaM 3aMEHY

Iucomo — nanomunanue (Reminder letter)
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[IncbMO-HAaNIOMMHAHWE — JEJIOBOE IIUCBbMO, HCIIOJIb3YEMOE NP  HEBBIIOJHEHUH
OpraHmu3ale-mapTHEpOM B3SATHIX Ha ceOs 00s3aTeNbCTB WU TPHUHATHIX JOTOBOPEHHOCTEH.
KitoueBbiMH (ppazaMu TaKUX MHCEM SBIISIOTCSA:

We are sorry (We regret) to have to K coxanenuto, BEIHYKJIeHbI HAMOMHUTH Bam, yTo.. .-
remind you that...
We have to remind you that... MBI BBIHYKZICHbI HATOMHHUTh
Bawm, uTo...
We wish to draw our attention to O6pamaem Bamie BHUMaHue Ha

the fact that... mom axm, umo
We would like you to note that...
We wish to bring to you notice that...

Tekct mHUChbMa-HAIOMHUHAHUS MOXKET BKJIIOYAaTh B ceOS JBE YacTU: CCHUIKA Ha
opUIHMANBHBIA  JTOKYMEHT, B KOTOPOM 3adUKCHpPOBAHBI  00s3aTENIbCTBA CTOPOH  WIIH
OOCTOSITENILCTBA, B CBSI3W C KOTOPBIMH OpraHu3aius o0s3aHa TPEANPUHITH OINpeaeICHHBIE
NEUCTBHS, U MPOCHOY BBIMOJTHUTH B CBSI3M C STUM OMpeelieHHbIe NeHCTBUSA. J[OBOJBHO 9acTo
Takye MHUChMa COJEPXKAT TOJIBKO COOCTBEHHO HANlOMHHAaHHWE. B OTHENBHBIX CIy4asx MHCHMO-
HAITIOMHHAHUE MOET COJEPKaTh TPEThIO YacTh: MPEAYINPEKICHHE O BO3MOKHOCTH MMPUMEHEHUS
OTIPENICICHHBIX CAHKIUA TPH HEBBINIOJHCHUU aJpecaToM B3STHIX Ha ce0s 00sS3aTeNbCTB,

Harpumep:

In case of your refusal... B cnygae Bamrero otkasa...
Should you refuse...

In the case of your failure to make B cnyqae HeymnaTh
payment(s)

Should you fail to make payment(s)

ITucomo-mpebosanue (Require, Dunning letter)

[Tucema-TpeOOBaHMSI COCTABISIIOTCS B CHTYallMsX, KOTJIa OpTaHW3alUsA-TIApTHED He
BBITIONTHSIET B3SIThIE Ha ceOst 00s3aTehCTBA WIIM BO3JIOKEHHBIE Ha Hee pyHKIH. [lo cpaBHEHHIO ¢
CUTYyallUsIMH, KOTJIa HANpPaBJSIOTCS MHAChMa-HAIIOMUHAHHUS, 3/1€Ch HEBBITIOJHEHUE 00s3aTEIhCTB
HOCHT CHCTEMAaTHYEeCKHI XapaKkTep WIH HMEET MECTO UTHOPHPOBAHUE BHICTABIISIEMBIX MPETCH3UH.
3ayacTyro MUChMY-TpeOOBaHUIO MPEAIIECTBYET MUCbMO-HanloMuHaHue. [Incema-TpeOoBaHus, KaKk
MPABWIIO, IMEIOT CIIOKHYIO CTPYKTYpy. B HHX 00s3aTeNbHO H3JIaraloTCsl YCIOBHS 3aKIIOUYCHHBIX
JOTOBOPEHHOCTEH CO CCHUIKOW Ha COOTBETCTBYIOIIUE JOKYMEHTHI, OIMMCHIBACTCS CIIOKHBILASCS B
CBS3M C WX HEBBINIOJHEHUEM CHTYyalus, (QopMyaupyeTcss TpeOOBaHHE O HEOOXOAUMOCTH
BBITIOJIHEHUST 00S3aTENLCTB M YTPO3bl NMPUMEHEHHUsI CAHKIMA B ajpec KOPPECIOHICHTA, €CIU
00s13aTeNTLCTBA HE OYTYT BBHITIOTHEHBI.

KiroueBbiMu pazamu B mUCbMax-TpeOOBAHUSIX MOTYT OBITh:

We urgently require to perform CpouHo TpeOyeM BBITIOIHUTH

(send, grant, pay)... (BBICTIATh, IPEOCTABUTD, IEPEUUCITHT)...
We require fulfil the obligations TpebyeM BBITIOJIHUTH B3SITHIC

under the agreement. Ha ce0st 00s13aTeNnbCTRA.

So far (Up till now) we have J1o cux mop MbI HE TTOTYYHIIH OTBETA. ..

received no replay.

We cannot accept your point MbI He cornacHbl ¢ Baieit Toukoit

of view for the following reasons... 3peHUs 0 CIECIYIOIIUM IPUYHUHAM. . .
In case of your refusal... B cnyqae Bamero otkasa...

Should you refuse...

YTpo3sl B apec KOpPEeCOHIEHTa MOTYT ()OPMYIIMPOBATHCS CIEAYIOIIAM 00pa3oMm:

Otherwise, you will be presented B nporuBHOM citiydae Bam OyayT

to the penal provisions. MPEABSIBICHBI ITPAQHBIC CAHKITUH.
Otherwise the case will be submitted B npotuBHOM ciiyyae aeino Oyaer

to arbitration. nepeaaHo B ApOUTpakHBIN CY/I.
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Ilpemen3uonnoe (pexnamayuonnoe) nucomo (Claim)

[Iperen3nonHble (peKjIaMallMOHHBIC) MUChMAa COCTABJISAIOTCS B Cy4asX, €CIHH MpHU
WCIIOJIHEHUH JOTOBOPOB OJHA M3 CTOPOH HapylIaeT B3ATble Ha ceOs o0si3aTenbeTBa. Bo MHOTHX
Cllydasix Takue MHChMa MOSBISIOTCS MOCIE TOTrO, Kak OBLIM OCTaBJICHBI O€3 OTBeTa MUChMa-
HAallOMHMHAHUA WM NUcbMa-TpeboBanus. Llenb npeteHsuu (pexiamannn) — BO3MECTUTH MOTEPH,
MOJIyYEHHBIE B PE3yJIbTaTe HAPYIICHUS YCIOBUW MOTOBOopa. TEeKCT MpeTeH3uu (peKiaMariui)
BKJIIOYAET B ceOsl:

- OCHOBaHHUE IJIsl TMPEAbSBICHUS MPETEH3UU (CChUTKA HAa JOTOBOP, 3aKIFOUYEHHBIN MEXKIY
CTOPOHAaMH, TapaHTHIHOE MUCHbMO WJIM HHBIE 00513aTENIbCTBA);

- TIpEAMET MPETEH3UHU (JIOJDKHO OBITh YKa3aHO, KaKoe 00s3aTeIbCTBO HAPYIIEHO U B KaKOM
Mepe);

- JI0Ka3aTeiabCTBa (CCHUIKM Ha JOKYMEHTHI, MOJATBEPXKIAIOLINE HApyIIEHHWE JOTOBOPHBIX
00513aTeTLCTB BUHOBHOW CTOPOHOM);

- KOHKpETHBbIE  TpeOOBaHUs  COCTABHTENsS  NPETeH3UM  (TpeOOBaHUE  3aMEHBI
HEKaYeCTBEHHOT'O TOBapa, TpeOOBaHUE YIIEHKH TOBapa, TpeOOBaHHME CKHUIKH C OOIIEH CTOMMOCTH
MapTUHU TOBapa, TPeOOBaHME PACTOPKEHUSI KOHTPAKTa WIJIM BO3MEIICHUS YOBITKOB U Jp.).

[IpunoxkeHussIMA K TPETEH3UHU MOTYT OBITh TaKHe JOKYMEHTBI, KaK aKT JKCIIEPTHU3bI, aKT
HECOOTBETCTBUSI TOBapa IO KOJMYECTBY M KauyecTBY, PEKJIaMAallMOHHBIM aKT, TPaHCIOPTHHIE
JOKYMEHTBI U Ip., B 3aBUCKUMOCTH OT MpeaAMeTa mpereH3un. Hampumep:

We present you a claim... [Ipenssasisiem Bam nperensuio. ..
In accordance with the above, please B cooTBeTcTBUU C N3T0KEHHBIM TPOCUM
send us new consignment stock. Bac oTnpaBuTh HaM HOBYIO ITAPTHIO TOBapa

ITucomo — nozopasnenue (Letter of congratulation)

[TuchMa-mo3paBIeHAUsT HAMPABISIOTCS B TOPXKECTBEHHBIX — CIyYasx: OQHIIMATbHBIN
Mpa3aHHK, TPo(hecCHOHATBHBIN MPa3AHNUK, 3HAYUTEIFHOE COOBITHE B KU3HU JIOJDKHOCTHOTO JTUIIA
WIH OpraHM3anuu (BpydeHHUE Harpajpl, 00WICH, MPUCYKICHHE IMOYETHOrO, HAYYHOTO 3BaHUS,
CTeTeHH, M30paHue B KakKOW-TMOO oOpraH MW Jp.), 3HAYUMBIC COOBITUS B YaCTHOW KHU3HHU.
[To3npaBiieHust muIIyTcss Ha ONaHKe MHChbMa OPTraHWU3AllMM WIM Ha CHEIHAJbHBIX OJaHKax
no3apaeneHuii. [lozapaBrneHue, MOATOTOBIEHHOE Ha ONaHKE MHCHbMA, MJODKHO COJIEpKATh
o(opMIICHHBI B COOTBETCTBHH C TPEOOBAHUSIMU CTaHAAPTA PEKBU3HT «ApecaT». [1o3mpaBieHust
MOTYT 0(OPMIISATHCS Ha Oymare pa3IMyHOM [BETOBOM raMMBbl C YKPAIICHUSIMHU B BU/IE€ OPHAMEHTOB
U BOJSHBIX 3HAKOB, MMEIOMICH OOJBIIYIO TUIOTHOCTh, M BKJIAJBIBATHCS B CIECIHAJBHBIC TTAITKH-
anapeca. B mocrnemHeM ciydae TO3JApaBICHHE CONEPKUT TOJBKO OOpalleHne K JUIy WIH
KOJUICKTHBY. [IpM  KOJUIEKTUBHOM ajpecare W TpPU HANPABICHUH IHChMA-N03APaBICHUS
IOpUANYECKOMY JUIly Mo(aMHUIbHOE W TOWMEHHOE OOpalleHue He Hcmoib3yercsa. [luceMma-
MO3/IpaBJICHUS BCET/Ia JOJDKHBI OBITh MTOIITUCAHEI.

Iucomo — onazooapuocms (Note of thanks)

[Tucbmo-61arogapHocTh (OarogapCTBEHHOE MUCHMO) — JCJIOBOE MHChMO, HAITPABIISIEMOE
aapecary (opraHu3alvu, JOMKHOCTHOMY JIUITY WJIA TPaXKJIaHUHY) C BRIPAKCHHEM OJIaroJapHOCTH
3a COBEpILICHHBIE JICHCTBHS MIM OKa3aHHBIE YCIYTH.

[To cpaBHEHHIO C APYrUMU BUIAMH ACIOBBIX MUCEM OJIarogapCTBEHHBIC MUCbMa OOBIYHO
COCTaBJISIIOTCS B Oosiee cBoOoaHOM popme. KimtoueBbiMu (ppazamu TaKUX TTUCEM SBIISFOTCS:

We thank you for ... brnarogapuwm 3a...

Let me thank you for... [To3BonbTe Bac moGnarogaputs 3a ..

Hucvmo-cooonesnosanue (Letter of condolence)

[TncbMO-c000I€3HOBAHNE — IMHChbMO, HAIPaBIsSEMOEC B TPAarM4yeCKUX MM IEYaTbHBIX
KU3HEHHBIX CHUTyalusX (CMepTh, HECYACTHBIM Ciy4yad, CTHXHWHOE O€IcTBHE W Ap.) s
BBIPKCHUS yUACTHS:

We regret (We are sorry) to learn from MBI ¢ coxaieHHEM y3HAIH U3
your letter of... that... Bamrero nuceMma oT ..., 9ToO...
We express to you our Bripaxxaem Bam Hamm uckpeHHue
sincere condolences... c000JIe3HOBAHUHL. ..

ITucbMo — u3BnHenue (Apologies)
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[TucbMO-M3BUHEHNE — JIEIOBOE MHUCHMO, aBTOP KOTOPOTO MPUHOCUT U3BUHEHHSI aJIpecaTry
3a IIPUYHMHCHHELIC HCYI[O6CTB3.. HI/ICBMa-I/ISBI/IHCHI/I}I, KakK IMpaBUJIO, HAYMHAIOTCA CICAYOIIUMU
dbpazamu:

We offer apologies for the delay in [IpocuM U3BUHEHHS 32 HEKOTOPYIO
answering your letter 3aepKKy ¢ oTBeTOM Ha Bariie mucbMo
We apologize for ... [ToxanyiicTa, MPUMHUTE HAIIK U3BUHEHUS 34. ..

Please accept our apologies for ...

B coorBeTcTBHM ¢ TpeOOBaHUSIMH JTHKETA JACIOBOrO OOIICHHS B IMHChbME TpeOyeTcs
OOBSICHUTH MPUUYUHY, IPUBEALIYI0O K BO3HUKHOBEHUIO MPOOJIEMHON ISl ajipecara CUTYyallud, a B
KOHIIE MUChbMa MOBTOPUTH (Ppa3y ¢ U3BUHEHUSIMHU, HO HE OYKBAJIbHO, a B MHON ()OPMYIIHPOBKE.

Pexomenoamenvnoe nucomo (Letter of recommendation)

PexoMeHgaTensHOE MUCEMO — MUCHMO, B KOTOPOM JIa€TCSl XapaKTEPUCTUKA KOHKPETHOTO
YesoBeKa JJIsl YCTPOMCTBa ero Ha pabory, oOyduenue u 1p. PekoMmeHaarenpHble MHUChMa BCETAa
COJIEpKaT OJIaromMpHUsATHBIC OT3BIBBI O XapaKTEPU3YEMbIX, B CBSI3U C YeM MHOTHE CIICIIUATHCTHI 10
YIPaBIEHUIO MEPCOHAJIOM CUUTAIOT TaKUe MHCbMa CYObEKTHUBHBIMU, TEM HE MEHEE, OHH UMEIOT
OTIpe/IeTICHHOE 3HAYEHWE IMPHU OILEHKE KaHIWaTa, MOMOras co3JaTh OOIlee MpEeICTaBICHUE O
couckarene. PekoMeHaaTenpHOE NUCHMO, Kak MPaBUJIO, MHUIIETCS Ha OJaHKE KOMIAHUHM —
MOCIIEAHETO MeCTa pabOThI COMCKATENs, MOIMUCHIBACTCS PYKOBOJAUTEIEM KOMIIAHUU I JAPYTUM
JOJKHOCTHBIM JTUIOM. JIJ1 moTeHIanbHOoro padoToaaresns peKOMeHIaTelbHOe MUChMO — 3TO,
CKOpee, TapaHTHs TOTO, YTO COMCKATENh JICUCTBUTEIHHO paboTall B JAHHOW KOMIIAHHUH, BBITIOTHSIIT
ONpeeNieHHbIH Kpyr 0O0si3aHHOCTE M OCTaBWJI KOMIIaHUIO, COXpaHUB O cebe Xoporiee
BIieyatiieHue. PekoMeH1aTebHOE MIChMO JOHKHO COCTOSITh U3 CIEAYIOUIUX Pa3/elioB:

- BBEJICHUE, B KOTOPOM KPaTKO U3JIaraloTcsi 0OCTOATEIHCTBA 3HAKOMCTBA aBTOPA MHUChMa C
PEKOMEHTYyEMBIM UM JIUIIOM;

- CBEIICHHUSI O PEKOMEHIyeMOM Jinie (CBeaeHus o0 oO0pa3oBaHWU, YPOBHE IOITOTOBKH,
KBaJIM(DUKAINH, ONIBITE PAOOTHI, IETIOBBIE U JIMYHOCTHBIE KAYeCTBA), IPU TOM 0CO00 BBIJEISIFOTCS
T€ €ro 4epThl U CIMOCOOHOCTH, KOTOPhIE MOTYT OBITh HambOoJjee MOJIe3HBl PaboTomaTeNto B TOU
OpraHH3aIN¥ U TOJDKHOCTH, Ky/la COUCKATENh CTPEMUTCS TIOTACTh;

- 3aKJIIOYMTENbHAS YacTh, B KOTOPOW aBTOP MPOCHUT IOJIydaTesl 03HAKOMUTHCA C pe3toMe
COUCKATENISl WIIA €ro KPaTKUMU aHKETHBIMU JAHHBIMHU M Ha3HAYUTH BCTpEUy Ui coOece0BaHuUs,

- KOMILTUMEHTapHas 4acTh, B KOTOPOW aBTOP BbIPa)kaeT CBOIO MPU3HATEIbHOCTD.

EcTh HECKONBKO OoTpaciieil NesTeNbHOCTH, TNIe PEKOMEHAANNU O00sA3aTeIbHBl MOYTH Oe€3
WCKJIFOYCHHI: OXpaHHBIN OU3HEC, MEIHMIIMHA, HayKa, padoTa ¢ 1eTbMH (HSHH, TYBEPHAHTKHU U T.1.).
B ocTanmpHBIX Cciy4asx HCIOJNB30BAHHE PEKOMEHIATENbHBIX IMHCEM 3aBHUCHT OT KOHKPETHOMN
CUTYaIUH.

Bonpocsl u 3aganus:

1. Iloozomosbmecs K 00CyHcOeHUIO MeoPemuuecKko20 mamepuaid.

Buner nenoBeix mwucem (OTBer Ha mpuriamieHue. braromapcTBeHHOe TUChMO. Pekmamarius.
[Iperensus. Haznauenus aenoBoit BcTpeur. [luchbma: mpuriarmeHus, mTpockObl, 0arogapHOCTH,
cOOOJIe3HOBAHUSI, COXKAJICHUs, COUYBCTBHsI). Pexnamanuu u npereH3nu. OTBETHI HA peKIaMaIiu.
Kareropuu pexnamarui.

2. Boinonnume 3a0anus u omeemovme Ha 60NPOCHL:

1). O3HaKOMHUBIINCH CO CTPYKTYpOH THChMa W OOpa3llaMH IHCEM MEXTYHAPOIHOTO
oOpa3iia, HAMUIIUTE HA JIUCTE OyMard PEeKBU3HWTHI MHUChMa B TMOPSIKE WX ciemoBaHus. [laiite
AHTJIMMCKUE YKBUBAJICHTHI HA3BaHUW PEKBU3UTOB.

2). Kax HaumHaeTcsi M 3aKaHYMBAETCS MHCHbMO, eclii (aMHIUS U UMS agpecaTa BaM He
W3BECTHBI?

3). C kaxoii 11eNbI0 Ha CIIEAYIOUIeH CTPOKeE Mociie 00palieHns CTaBUIICs cokpaieHue Re: n
YTO OHO 0003Ha4aeT?

3. 3aoanusn u eonpocwt 013 Popmuposanus u KOHMPOJA 61A0CHUA KOMNEMEHUUAMU:
Hanummre cBoMM mapTHepam no 6uM3Hecy KpaTKHUe MuchMa:

- C MO3/paBICHUEM I10 TIOBOAY YCIICITHOTO YYaCTHs B BHICTABKE;

- C BbIpaX€HHEM CO00JI€3HOBAHMSI 110 TOBOJY KOHUMHBI T€HEPATIbHOTO TUPEKTOPa;

67



- ¢ 0JIarolapHOCTBHIO 3a MPUEM BAIIUX COTPYIHUKOB BO BpPEMs 1 KOMaHIUPOBKH;

- C M3BMHEHHMEM 3a 3a/ICPXKKY IOCTaBKH MPOAYKLIHH, BBI3BAHHYIO (HOpC-MaKOPHBIMU
00CTOATEILCTBAMH;

- C MpUTJalleHueM IPUHATh Y4acTHe B TOP)KEeCTBaxX 1o moBoay 20-ietus Bameil GUpMBI;

- C peKOMEHJIanueil Balero KOJUIery sl y9acTus B IIEPEroBOPHI 110 HHTEpECYoe 00e
Bally (PUPMbI TEMATHKE.

IIpakTnueckoe 3anaTne Nel2. CaykeOHble 3alHCKH, cO00MIeHUsI 1O (akcy, TeKTPOHHAS
noyTa.
OpranusanuonHasi Gpopma 3aHATHS: TPAAUIIMOHHBINA CEMUHAP.
Heab: hopMupoBanme y CTYJECHTOB PEUEBOM, S3BIKOBOM U KOMMYHUKATUBHON KOMITETEHIIUU IS
OCYILIECTBIICHUS JI€JIOBBIX KOHTAKTOB.
B pe3ysabTare ocBoeHHEe TeMbI CTYIEHT J0JIKEH
3HATh: OCHOBHYIO OM3HEC-TEPMUHOJIOTHIO, UCIIOIb3YEMYIO MPU HAMKUCAHUU CIYKEOHBIX 3aIHCOK,
COOOIIEHUH TTOCPEACTBOM AIEKTPOHHBIX CPEICTB OOIICHHS; OCHOBHBIC TPAMMATHYECKUE SBIICHHSI,
XapakTepHble ISl TpodeCcCHOHAIbHOW peuM; JIEKCUYECKHE W CHHTAaKCUYECKHE OCOOEHHOCTH
Oo(UIHATEHO-IEIIOBOTO CTUJISI B @HTITUICKOM SI3BIKE.
yMeTb: OIpeAeNsaTh CTHJIEBYI0 NPHUHAJICKHOCTh AHIIMMCKUX TEKCTOB OQHUIMATIbHO-IIETI0BOTO
CTHJISA, BUACTHh XapaKTePHBIC CTHIIEBBIC YEPThHI; YATATh O(PHUIIMATHEHO-ICIOBBIC TEKCTHI PA3IHUIHON
CTETIEHU CIIOKHOCTH; CTPOMUTH JHUAJOTHYECKYI0O M MOHOJIOTMYECKYIO PeYb C HCIOJIb30BaHHEM
HamOoJee YyIoTPpeOUTENbHBIX JIEKCUKO-TPAMMATHUECKUX CPEJICTB B OCHOBHBIX KOMMYHHKATHBHBIX
CUTyalusix O(UIMATBLHOTO OOIIEHUS; MOHUMATh AMATOTUYECKYI0 M MOHOJOTHMYECKYI0 pedb IO
U3y4YEHHOH TEME.
AKTYaJIbHOCTb TeMbI: 00yCIIOBIICHAa HEOOXOIUMOCThIO oBlafieHus Y K-4.
Teoperuyeckast 4acTh:

CoBpeMeHHBIE cpeCcTBa Nepeaavyu HHpopManun

1. @akc (fax, fax machine) cnyXuT Ui TIepeadn IEJIOBON KOppECTOHACHIUU (business
correspondence) o tenepoHHOU ceTh. B coBpeMeHHON IeNoBOW MpakTUKE MO (akcy OOBIYHO
MOCHUTAOT:

— KOMMEpYECKHE MPEIIOKEHUS (offers);

— Tpaiic-ucThl (price lists),

— peKJaMHBIE MaTepuaisl (advertising materials);

— Tpecc-penussl (press releases);

— TIMCBMEHHBIC 3aIPOCHl (Written inquiries) W T.I., a TaK)K€ OCYIIECTBIAIOT TEKYIIYIO
nepernucky. Pa3mep ¢akca OOBIYHO HE TMPEBBINIACT OJHOW CTPAHUIBI, a €ro CTPYKTypa
COOTBETCTBYET CTPYKTYpE JAETOBOrO MUCHMA.

®daxkcel MOAMMUBAIOTCS B AeN0. X MOXXHO MCHOJIBF30BaTh B KAYECTBE OKA3aTEIbCTBA MPU
pa3peleHny TPOTUBOPEUH MEXAY A€TOBBIMU apTHEPAMH.

[To dakcy 0OBIYHO HE TIepeaaroTCs:

— OpUTHHAJIBI KOHTPAKTOB (original contracts);

— akkpenutussbl (letters of credit);

— cueta-QakTypsl (invoices) W JAp. BaXKHBIE JIOKYMEHTBI, KOTOpBIE IEpPECHLIAIOTCS
3aKa3HBIMH MUCbMaMU JTHOO MEePEAAI0TCS ¢ KYPhEPOM.

2. Snexmponnaa nouma (E-mail) sBnsercs HauOosiee MONYISPHBIM U CaMbIM MPOCTHIM
NPUIIOKEHUEM TI00anbHOW KoMIbloTepHOU cetu Internet, oxBarbiBatomeir 6onee 100 ctpan u
JECSITKU MILJTHOHOB TIOJIb30BaTENEH.

DNEeKTpOHHAsl TMOYTa IMO3BOJIIET COKPATHTh PAcXOAbl HA JOCTAaBKY IMUCEM U OTIPABKY
(bakcoB, a Tak)Ke yIpOCTUTh 0OMEH KOPPECIIOHACHIIUEN MEXTy 1eJI0BBIMU NapTHepaMHu. [ TaBHbIM
HE/I0CTAaTKOM 3JIEKTPOHHOW MOYTHI SIBJIIETCS ci1adast 3aluTa rnepeaaBaeMoil no Heit HH(GopMarum.

[IpocreiimumM pemeHrnemM i OOJBITMHCTBA HEOOJBIIMX KOMITAHUM W OM3HECMEHOB
3aMmagHbIX CTPaH, MO3BOJISIIOIIEE UM TIONYYUTh JOCTYN K [Internet, SIBISIFOTCS KOMITBIOTEP C
MOAEMOM (modem) 1 KOMMYyTUpyeMoe (dial-up) COeTMHEHHE C Y3JIOBBIM KOMIBIOTEPOM (h0st) TI0
TeneoHHON nMHUH. BO3MOXHOCTH TONMAacTh B CETh, HaOpaB HoMmep TenedoHa Y3I0BOTO
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KOMIIBIOTEPA, HEMOCPECTBEHHO BXOMAILIEro B Internet, mMperoCTaBisSIOT MECTHBIE MOCTABIIUKHU
CETEBBIX YCIYT (Service providers).

TexHUYEeCKH 3JIEKTpOHHAs MouYTa — OOMEeH MUGPOBBIMH COOOIICHUSIMU MEXAY aJpecaMu
BUJa [HOJB30BaTENb |(@[UHTEpHET-IpoBaliaep].[noMeH]|. JloMeH — COKpalleHue CTpaHbl WU
OpraHU3aIMOHHOTO TUIA (0OBIYHO com).

Tunvl opeanuzayuii. AHTIOTOBOpPAILIME (OCOOCHHO aMEPHUKAHCKHE) MPEANPHUSATHS HUMEIOT
npoduiabHbIe JOMEHbL. Anpec biff@math.utoronto.ca 6yner o3Ha4aTh, 4TO €T0 MOJIH30BATENb, T-
H budd, padboraer Ha matdake TOPOHTCKOTO yHUBEPCUTETA.

com KOpHopanus
edu 00pazoBaTeNbHOE YUpPEKICHHE
gov [IPAaBUTEILCTBEHHBIN OpraH
mil BOEHHOE BEIOMCTBO

net MHTEPHET-KOMITaHHS

org OpraHu3anus

IIanka 31eKTPOHHOM NMOYThI

JlenoBpie COOOIICHHWS HAYMHAIOTCSA CO CTAaTUCTHKH: fo (TONydaTelnsb), from (OTIpaBUTENb) |
uHoraa cc (koruu). CKpbIThIE KONMUM 00O03HaudarTcs Kak bcc. I'maBHoe — subject (Tema) Kak
3arojoBOoK nmuchkMa. OHa MOHKHA TOYHO OMHUCHIBATH cojepxkanue. CpodHble COOOUMICHHUS MOXKHO
MOMEYaTh KPaCHBIM (hIa’KKOM.

J-M0YTOBOE BCTYIJIEHHE

JlenoBeie cooOieHNsT HaYMHAIOTCS ¢ Dear... u 3akaHuuBaioTcs Best wishes vunm (Best) regards. B
TEKCTE aBTOP YTO-TO YTBEP)KAAET, COOOIIACT, CIIPAIIUBACT, OTBEYACT, 00CYkKAAeT, MPOCHUT... CyTh
CIIeJTyeT u3Jiarath B epBOM abd3arre.

Ilpumepuvt popmanvhozo écmynnenus:

Following our meeting B nmpodondicenue  mawen — ecmpeuu/
/ phone conversation, ... nepezosopa, ...

With reference to ... Co ccoixoti Ha ...

Regarding our ... OmnocumensHo ...

I’'m writing to confirm ... Tuwy noomseepoumo ...

Te3ucel yacTo u3naraT NOPSIKOBBIM CIIUCKOM, a MOAPOOHOCTH NMPUIIAratoT.
I-noumoeoe 3aeepuienue
[Tpumepst popMaTbHBIX 3aBEPIICHHN:

For additional information, please ... 3a noopobnocmamu, noxcanyicma, ...

We look forward to doing business with
Jou byoem paodwvr compyonuuecmay ¢ eamu

JlenoBbie cOOOIIEHHs TOXKE coepkaT OJOKHU MOANUCH (M3, JOJIKHOCTD, TenedoH, dhakc, aapec),
HO 4Yalle OrpaHWYMBAIOTCS JIMIIL yKa3aHUEM aBTopa. JIumHwM OyaeT W TOBTOPATH YyXKe
ABTOMATUYECKH MPUCBANBAEMbIN 3JIEKTPOHHBIN ajipec.

Cokpawienus, ucnovzyemsle 8 31eKMPOHHBIX RUCOMAX

AAMOF As A Matter Of Fact 8 cywHocmu
AFAIK As far as [ know HACKOJILKO 51 3HAI0
BTW By The Way Kcmamu

CcU see you VEUOUMCSL

F2F face to face HaeouHe

FOAF Friend of a Friend U3 mpemuvux pyK
FYA For Your Amusement K autell padocmu
FYI For Your Information K 8auiemy cee0eHuio
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HSIK How Should I Know? NOHAMUA He UMelo

IMO In My Opinion no Moemy MHEeHUIo
IMHO glpiri\i/f)}rll Humble - (Honest) 1O MOeMy CKPOMHOM) MHEHUIO
0ow In Other Words UHBIMU COBAMU

IWBNI It Would Be Nice If Xopouto ovl

KIS Keep It Simple 2060pu npouje

NRN No Reply Needed omeem Heobsa3ameeH
oS Operating system onepayuoHHas cucmema
OTL Over The Line C8epX NONOAHCEHHO20
OTOH On The Other Hand ¢ Opy20ll CMOpPOHbL

R Received NONY4eHO

TFS Thanks For Sharing cnacubo 3a CColiKy

TIA Thanks in Advance 3apanee ba1a200apen
WOBTAM ﬁgflfy of Bloody Time and nomepsi 6pemMeHu U 0eHez
WRT With Respect To C ysaoicenuem K

Bonpocsl 1 3aganus:

1. Iloozomosvmecs K 00CyrHcOeHUIO Meopemu4ecKko20 mamepuaid.

[TpaBuna odopmuenus ciyxe6HON 3amucku. Cocrapistomue ¢pakcoBoro coodmenus. [Ipasuna
HamuCaHUsl  3JEKTPOHHOro coodmeHusi. CokpalleHus, HCHOJIb3yeMble B  AJIEKTPOHHBIX
COOOIICHHUSX.

2. Boinonnume 3a0anus:

1). CocraBbre (hakc ¢ coOOIIEHHEM O TEPEUUCICHUH JeTo3uTa 3a MPOXKHUBAHUE B
TOCTUHUIIE BAlllUX YYACTHUKOB KOH(pEpeHUIHH (HUPM- TaPTHEPOB, a TAKXKE O J1aTe UX MPUOBITUS HA
koHdpepenmumio B [Ipary.

2). Hamumurte cooOiieHre mo 3JIeKTPOHHON MOYTe ¢ MPOChOOH PacCMOTPETh BO3MOKHOCTh
o BbaeneHun Bam (uHaHCOBONM momouM A y4acTUs B CUMIIO3MYME, OPIKOMUTET KOTOPOTO
otoOpas Bamr qokmnam fj1st BEICTYIIICHUS B OJHOM CEKITUH.

3). CocraBpTe (pakcoBoe COOOLICHHE OPTraHU3AIMOHHOMY KOMHTETY TOPTOBO-
MIPOMBIIIJICHHONW BBICTaBKH C MPOChOOH 3a0pOHUPOBATH 7 OJHOMECTHBIX HOMEPOB B TOCTHHUIIE
IUIsL 4JICHOB Balllel rpynimbsl U3 pacuera He 6osiee 50 nqomutapoB CIA B cyTku Ha 4eoBeKa.

4). TlonTBepauTe MO SJACKTPOHHOW TOYTE MONyYeHHE HMHQPOPMAIUM OT IMAPTHEPOB IO
6usHecy 00 oTmpaBke nmapTuu rpysa. He 3a0yapTe 3aoiHUTD CTPOKY «TeMa COOOIICHUS».

5). Coobmute mapTHepam 1o 6u3Hecy 00 U3MEHEHUHU BaIllero JIEKTPOHHOTO ajapeca ¢ 1-ro
qucaa CIEQYyIOUIero Mecslla B CBSI3M C peopraHu3alMeld yCiIyr TeleKOMMYHHKAIMM B BallleM
peruoHe.

3. Read and translate the business letters. Define the type of business letter. Answer to these
letters.

1.  Gentlemen:

With reference to your advertisement in “Omni” vol.1 No 6 we should be pleased to
receive your price-list of Cobra telephone. Please state what discount you allow for quantities and
cash payment.

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

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

4. Dear Mr. Marinin:

I am a first-year student in the M.B.A. program at the Wharton Business School in
Philadelphia.

I understand that you are heading the independent Russian airline. I have heard from my
friend Mr. Bill Eastman, a student at Duke University's Fuqua School of Business that you might
wish to have an American M.B.A. student work with your airline this summer as an intern. I am
very interested in the possibility of such an internship during the summer of 2013.

My professional experience has given me an in-depth knowledge of the air transportation
industry. I have, in particular, worked for American Airlines, the Federal Aviation Administration,
and Kurth&Company, Inc., an aviation consulting firm where I was Manager of Airline Analysis.
My responsibilities included the study of schedules, fares, equipment selection, and financial
results. Notably, 1 prepared numerous feasibility studies for both jet and turboprop routes,
including passenger and cargo flights, for proposed transatlantic and transpacific services.

I wish to place this experience at the disposal of your airline. I believe strongly that my
knowledge of the deregulated air transportation industry in the United States could be quite
beneficial to your carrier.

I have enclosed a copy of my resume. If my background and qualifications are of interest to
you, please telephone me on (2 IS) 748-3037. I would be interested in meeting you in mid-April in
New York to discuss further the possibility of such a summer position, and your requirements.

I look forward to hearing from you soon.

Yours sincerely,
Marie Diamond

5. Dear Sir,

We read your advertisement in the 'Pet Magazine' of 25th December. We are interested in
buying your equipment for producing pet food. Would you kindly send us more information about
this equipment:

— price (please quote CIF price)

— dates of delivery

— terms of payment

— guarantees

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

Your early reply would be appreciated.

Yours faithfully
A. Smirnov
Export-Import Manager

6. Dear Mr. North,

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

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

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

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

I look forward to hearing from you.

Yours sincerely,
Fred Stock

7. Dear Sirs,
In response to your letter of 17th March, we thank you for sending us your catalogues of
men's silk shirts. We are sure there will be a great demand for them in Russia.
We are enclosing our Order No. 142, and would ask you to return its duplicate to us, duly
signed, as an acknowledgement.
Yours faithfully
A. Serov

Encl. Order No. 142

8. Dear Mr. Serov,

Thank you for your letter of 21th of March, 2012. We are pleased to acknowledge your
order for 400 men's silk shirts and enclose the copy of it, duly signed, as requested.

Delivery will be made immediately on opening a letter of credit with our bank for the
amount of $4212.

We hope our shirts will be in great demand in Ukraine and you will be able to place large
orders with us in the future.

Yours sincerely,
Alfred Smithers
Sales Manager

9. Dear Mr. Carson,

According to our records payment of our invoice No. 3823, sent to you in April, has not
yet been made. As specified on all our estimates and invoices our terms of payment are 30 days.
Your invoice has now been outstanding for 90 days. In the case of unsettled debt of this duration it
is our company policy to take legal action.

We would naturally prefer not to have to go so far. Would you please send us a check by
return. In case you have lost or mislaid the original I am enclosing a copy of our invoice.

We look forward to receiving your payment by return.

Yours sincerely,
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Pierre Lacoste
Credit Controller

10. Dear Mrs. Hastings,

I would like to apply for the position advertized in The Moscow Times on June 16 for a
Personal Assistant to the Sales Manager.

As you see from my CV, much of the work I do in my present position is that of a PA. I
deal not with the routine work of a secretary, but also represent the Assistant Director at small
meetings and functions, and I am delegated to take a number of policy decisions in his absence.

Your advertisement asked for knowledge of languages. My English is fluent and I have
kept up my French. I have accompanied the Assistant Director on his business trips acting as an
interpreter and translator for him.

I am also familiar with the latest developments in Information Technology. I have just
completed a one-month course at the City College in addition to the previous courses I attended
when I was with Johnson.

I am particularly interested in the situation you are offering, as I would like to become
more involved with computer technology. I am quite familiar with many of the software products
that ICS manufacture for offices.

As well as my secretarial skills and experience of running a busy office, I am used to
working with technicians in the field of computers. I have a genuine interest in computer
development and the people involved in the profession.

Please let me know if there is any further information you require. I look forward to
hearing from you.

Yours truly,
Margaret Belova
Encl.CV

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

— nocraBka Ha ycnoBusix CIF, Capatos;

—  1eHa 60 nonnapoB 3a €AMHUILY TOBapa,

—  UBET: YEPHBIH, CEpbId U CUHU;

—  pasmepsl: L u XL;

—  ¢opma omaTa: 6€3HATUIHBIA pacyer.

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

6. Write in English the letter-advertising of your goods with enclosure of price-list and
catalogue.

7. Write in English the letter-claim due to payment delay.

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

- ONWIIWTE OCHOBHBIE TEXHUYECKHUE XAPAKTEPUCTHUKU HU3JEIUN, KOTOpbIE MPOU3BOJIUT
160 AUCTPUOBIOTOPOM KOTOPBIX sIBIsieTcs Baiia koMnanus;

- OTMEThTE T€ OCOOEHHOCTHM W3JIEIHi, KOTOphle, MO Bamemy MHEHWIO, BBITOIHO
OTJINYAIOT UX OT aHAJOTUYHBIX TOBAPOB Banmx KOHKYpEHTOB;

- YKaXuTe, Ha Kakoh CpoK CiIyxObl paccuuTanbpl Bamm wu3nenws, KakoBa
MIPOJIOJKUTENIBHOCT TapaHTUHMHOTO CpOKa, KaKyl MOANEpkKKYy Bama kommaHusi OKa3bIBaeT
MOJIB30BATEISIM 3TUX M3JEJWN, CKOJIBKO M3JEIUMA M B Kakhe Cpoku Bama komnaHus rorosa
ITOCTaBUTH MOKYIATENIO.
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IpakTuyeckoe 3ansitue Nel3. bponunpoBanue Mect B roctuHuue. bpounposanue 0usieToB
JJIA My TeeCcTBUi.
Opranusanuonnasi Gpopma 3aHATHSA: TPAAUIIMOHHBINA CEMUHAP.
Heab: hopMupoBanme y CTyJEHTOB PEUEBOM, S3BIKOBOM U KOMMYHUKATUBHON KOMITETEHIIUU IS
OCYILIECTBIICHUS JI€JIOBBIX KOHTAKTOB.
B pe3yabTare ocBoeHHEe TeMbI CTYIEHT J0JI:KeH
3HATh: OCHOBHBIE TpaMMaTHUECKHUE SIBJICHHS, XapaKTepHble UIsi NMpo(ecCHOHAIbHON peul;
JMEKCUYECKUE W CHUHTAKCHMYECKHEe OCOOEHHOCTH O(UIIMATBHO-AETIOBOIO CTUJS B aHTJIMHCKOM
SI3BIKE.
yMeTb: OIpeAeNsaTh CTHJIEBYI0 NPHUHAJICKHOCTh AHIIMMCKUX TEKCTOB OQHUIMATbHO-IIETI0BOTO
CTHJISA, BUACTHh XapaKTePHBIC CTHIIEBBIC YEPTHI; YATATh O(PHUIIMATHEHO-IEIOBBIC TEKCTHI PA3THIHON
CTETIEHU CIIOKHOCTH; CTPOMUTH JUAJOTHYECKYI0O M MOHOJIOTMYECKYIO PeYb C MCIOJIb30BaHHEM
HamOoJee YyIoTpeOUTENbHBIX JIEKCUKO-TPAMMATHUECKUX CPEJICTB B OCHOBHBIX KOMMYHHKATHBHBIX
CUTyalusixX O(UIMATBLHOTO OOIIEHUS; MOHMMATh AMATOTUYECKYI0 M MOHOJOTHMYECKYIO pedb IO
U3y4YEHHOH TEME.
AKTYaJIbHOCTb TeMbI: 00yCIIOBIICHAa HEOOXOIMMOCThIO oBlafieHus Y K-4.
Teoperuyeckast 4acTh:

People from all round the word work in the glamorous hotel industry. There are more than
50% Non-English Speaking Hoteliers and Restaurateurs work in different hotels, restaurants,
pubs, coffee shops etc. Hotel industry is all about serving your guest. While serving properly you
have to communicate. So, if you are non-English speaking personnel then do not be afraid. I am
here to help you. Anyway, today we will learn some Basic English words and expressions
depending on various situations.
1. For Addressing:
- Mr. — To address any Gentleman (Both married and non married)
- Mrs. — To address any Woman (Only married)
Miss — To address any Woman (Only Unmarried)
- Ms. — To address any Woman (Both married & Non married)
Note: Whenever you are not sure whether your lady guest is married or not then the safest
approach is to address her as Ms. But sometimes it has been found that very few Lady guests
become irritated at your addressing. So, if possible it is better to ask “How should I address you,
Sir/Madam?”
2. Greetings:
- Good morning, Sir/ Madam
Good afternoon, Sir/ Madam
- Good afternoon, Sir/ Madam
3. Welcoming any one:
Welcome to XXX hotel
We are glad to see you Mr. X
Thanks for your coming Mr. X
- We are honored to get the chance to serve you sir
4. Asking questions or Inquiring:
- Could I ask you, a question, Sir?
- Do you need anything else, sir?
- May I have your first name?
- May I have your name, please?
- Your initials, please?
- May I have your room number?
- May I have your signature here, sir?
- May I know who I am talking to?
- May I ask who the next is?
- May I be of your service, madam?
- May I recommend our XXX to you, sir?
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- May I help you with that, madam?
- Is there anything else I can do for you, madam?
5. Wishing your Guest:
- Have a pleasant stay in the XXX Hotel, sir
- Have a pleasant stay with us, madam
- Have a nice day
- Have a pleasant evening
- Have a good weekend!
- Have a good day
- Enjoy your stay/day
- Happy New Year!
- Merry Christmas!
Happy Birthday!
6 Apologizing:
- I am terribly sorry, sir.
- Excuse me
- I am awfully sorry
- I beg your pardon, sir
- Excuse me for interrupting
- Sorry to have bothered you
- I am sorry. A guest is waiting for me.
- I am sorry to have kept you waiting, sir
- I am sorry. The house is fully booked
7. Answer to apologizing:
- It is OK
- No problem
- No problem at all
- That is all right
- It does not matter
It is nothing
8 Thanking any one:
- Thank you
- Thank you very much
- Thank you for telling us
- Thank you for your compliment
- Thank you for coming
- Thank you for calling
- Thank you for waiting
- Thank you for being so understanding
- That’s very kind of you
- Thank you very much
9. Answering Thanks:
- You are welcome
- It’s my pleasure
- My pleasure
With pleasure
- Thank you
10. Assuring your guests:
- Don’t Worry, sir
- Take it easy
- Don’t worry, madam. We’ll see to it
- Don’t be afraid sir
- I’ll look into the matter



I’11 be with you in a moment
It won’t be too long, sir
Please take it easy, madam

11. Directing to a destination:

Come with me, I will show you the way

Follow me please

Let me show you

This way, please

Go down to the lobby

Please take the lift to the 5th floor and turn right
Turn left/right at the first corner

12. Show eagerness to serve:

I am always at your service sir

Feel free to call me, sir

Very good, sir. I’ll be glad to help

Certainly, madam. I’ll be happy to do it

Yes, [ will

My name is X, if there is anything we can do for you, just let us know

13 Declining any offer:

I am terribly sorry sir, I cannot accept it

It is out of our rule sir, I can’t help you sir
That’s very kind of you, but no, thank you
I’m afraid we cannot do that

14. Answering any Request (When you are Uncertain):

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

I will try, but not sure enough

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

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

15. Expressing happiness.

My pleasure. I’'m happy everything was to your satisfaction
I’m glad to hear that

It is great sir

I am very fortunate sir

16. Expressing sorry:

I am shocked to hear it, sir
I’m sorry to hear that

It’s a great pity

I am really sorry sir

17. Expressing concern:

Are you ok, sir?

Is everything all right?

Are you all right, sir?

I hope you did not hurt yourself

18. Agreeing on anything:

Certainly sir
Definitely
That’s true
Absolutely, sir

19. When you don’t understand something:

Could you repeat please?
I am sorry, sir. [ don’t get your point.
Could you speak more slowly?
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- I’'m sorry, I don’t quite understand. Should I get the manager?

- Pardon?

20. Finishing Conversation

- Good bye, and have a nice trip

- Have a nice day

- See you

- Thank you for coming

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

- We all look forward to serving you again

- Hope you enjoyed staying with us

Bonpocsl u 3aganus:

1. Iloozomosvmecw K 00CyHcOeHUI0 MeEOPemudecKo20 Mamepuana.

[Tepenucka mo opranu3aiuu pasmenieHus. YacTHBIN 3ampoc 0 OpOHUPOBAHUU MECT B TOCTHHHUIIC.
KopnoparuBHslii 3aripoc 0 6poHUpPOBaHUU MeCT B roctuHuIle. [Ipockba o pe3epBupoBaHuy OmieTa
Ha camodet. [Ipocb0a o pezepBupoBanuu OmieTa Ha 1moesfi, napoxo. [lepenucka no opranu3zauu
MOE3/IKH.

2. Ilpouumaiime u nepesedume ouanoz.

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

Guest: “I want to make a reservation”

Agent: Ok sir. How should I address you?

Guest: | am Robert Temple.

Agent: Ok Mr. Temple, are you our priority Club Member? (Ask to ensure about guest).

Agent: [ am terribly sorry. Mr. Temple. All our rooms are booked on XXX date. If you wish then
I can put your reservation on waiting list or would you like me to recommend another hotel?
Agent: OK. Mr. Temple, will you travel alone or not?

Agent: Mr. Temple, currently we have deluxe room, suit and studio room to accommodate your
family.

(If you have different types of rooms vacant then give some options to guest.)

Agent: How should I spell your name sir?

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

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

Guest: Yes, you are right.

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

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

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

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

Guest: Yes, that’s great.

Agent: OK sir. For transportation facility, both fax or telephone and credit card guarantees are
required. Once we received confirmation from you, our concierge will contact you and make all
the arrangements.

Agent: So, Mr. Temple now I am going to repeat your reservation details. You like to be checking
in on XXX and your checking out date is XXX. You preferred non-smoking, twin bedded
supreme room for you and your family. Room rent is XXX US$ per night which included
complimentary breakfast. You also pay in advanced for transportation service. Your confirmation
number is XXX.

Guest: Yes, you are right.

Agent: Thanks you, Mr. Temple for choosing XXX hotel. Certainly you take the right decision.
So, Mr. Temple see you on XXX. Have a nice day.
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3. Ilepeseoume evipasrcenusn. [locmpoitme ouanozu, ucnonwv3ysa oannvie gpaszol.

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

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

- Can you please spell your name please?

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

- Who made the reservation?

- Shall I make a reservation for you?

- What was the date of the reservation?

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

- I’'m afraid we have no record of a reservation for that date in your name.

- Is this a new reservation or a confirmation call?

- Do you remember the name of the reservation clerk?

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

- In whose name was the reservation made?

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

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

- When did you make the reservation?

- When was it made?

- I’m sorry, but [ haven’t got any record of that.

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

IIpakTnyeckoe 3ansaTne Nel4. [leperoBopsl Kak 1e10Basi KOMMYHUKaLHS.
Opranusanuonnasi Gpopma 3aHATHSA: TPAAUIIMOHHBINA CEMUHAP.

Heab: hopMupoBanue y CTyIEHTOB PEUEBOM, S3BIKOBOM U KOMMYHUKATUBHON KOMITETEHIIUU IS
OCYILIECTBIICHUS JI€JIOBBIX KOHTAKTOB.

B pe3yabTaTe 0CBOeHHE TeMbI CTY/IEHT JA0JIKeH

3HATh: OCHOBHYIO OM3HEC-TEPMUHOJIOTHIO, UCTIOIb3YEMYIO NPU BEICHUH MEPErOBOPOB; OCHOBHBIE
rpaMMaTUYECKHE SIBICHUS, XapakTepHble Ui TNPO(PECCHOHATBHON peuyH; JEKCHYECKHe |
CUHTAKCUYECKHE 0COOEHHOCTH OPUIINATIEHO-EIOBOTO CTUJIS B AHTJIMICKOM SI3BIKE.

yMeThb: BECTH IIE€PErOBOPBI, OMPEACTATh CTHJIEBYIO TPHHAUICKHOCTh AHTIUICKHX TEKCTOB
Oo(pUIHATEHO-JIETIOBOTO CTUJIS, BHJETh XapaKTEpHBIE CTUJIEBBIC YEPThI, YUTATh OQUIIUATBHO-
JICJIOBBIE TEKCThI PAa3IMYHON CTEMEHU CIIOKHOCTU; CTPOUTH AUATIOTUYECKYIO U MOHOJIOTHYECKYIO
peub C HCIOJNIb30BaHUEM HamOoJee YINOTPEOUTENbHBIX JEKCUKO-TPAMMATHUYECKUX CPENICTB B
OCHOBHBIX KOMMYHHUKATHUBHBIX CUTYalUSIX O(QUIHAIBHOTO OOLICHHS; TOHUMATh AUAJIOTHYECKYIO U
MOHOJIOTUYECKYIO peydb M0 N3YUYEHHOU TeMe.

AKTYaJIbHOCTb TeMbI: 00yCIIOBIICHAa HEOOXOIUMOCTHIO oBlafieHus Y K-4.

Teoperuyeckasi 4acTh:

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

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

1. Opening the Negotiations

Welcoming:
o On behalf of ... I would like to welcome you to ...
o It's my pleasure to welcome you to ...
o Welcome to ...

Suggesting a procedure:
. I would like now to begin by suggesting the following procedure (agenda).

° To start with, I think we should establish the overall procedure.

. As our first order of business, can we agree on a procedure?
Checking for agreement:

. Does that fit in with your objectives?

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

. Does that seem acceptable to you?

. Is there anything you'd like to change?

. Is this okay with you?
Giving the discussion leadership to a colleague:

o I will now hand you over to Mr. Brown ___, who is ...

° I will now hand the floor over to Mr. Adams , who s ...

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

o May I ask, please, what your proposal is in connection with our company?

o What in general terms are you looking for here?
Dealing with digressions:

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

. Can we deal with ... first?

2. Clarifying Proposals

Reviewing the previous session:

. At our last meeting, we discussed ...
Perhaps you will recall that during our last discussion, we decided that ...
Moving on to the next point:
Could we now move on to the next subject, which is ...
Let's go on to the next subject, shall we?
Putting forward future possibilities:

. We foresee ...
. We envisage ...
. We see ...
Seeking clarification:
. Could you clarify one point for me?
. I'm not sure I fully understand your point.
. What exactly do you mean by ... ?
. Could you be more specific?
Defining a proposal more specifically:
o It involves ...
. It covers ...
o It includes ...
o It leaves out ...
Reassuring:
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o Let me reassure you that ...

o I can promise you that ...

o Have no doubts that we will ...
Going Beyond Positions to the Underlying Interests
Asking why:

. Why would you want to ...?

. What would you do with ...?

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

. Why couldn't you ...?

. What would be wrong with doing this?

. Why would you object to ...?

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

o Can we summarize your position up to this point?

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

o Is that an accurate summary of where you stand?

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

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

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

4. Bargaining
Signalling the start of bargaining:

o We've looked at what you have proposed, and we are ready to respond.

o After serious consideration, we are prepared to respond to your proposal.
Responding to a proposal:

o Regarding your proposal, our position is ...

o Our basic position is ...

o As far as your proposal is concerned, we think that ...
Making and qualifying concessions:

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

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

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

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

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

5. Entering the Critical Phase
Identifying obstacles:

. The main obstacle to progress at the moment seems to be ...

. The main thing that bothers us is ...

. One big problem we have is ...
Analyzing an obstacle:

. What exactly is the underlying problem here?

o Let's take a closer look at this problem.

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

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

o We feel there has to be a trade-off here.
Declining an offer:
. I'm afraid your offer doesn't go far enough.
. Unfortunately, we must decline your offer for the following reason(s).
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. I'm sorry, but we must respectfully decline your offer.
Asking for further information:

o Would you like to elaborate on that?
o Could you go into more detail on that?
6. Closing
Checking:

o Let's just confirm the details, then.

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

o Can we check these points one last time?
Delaying:

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

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

o We are happy to accept this agreement.

o This agreement is acceptable to us.

o [ believe we have an agreement.
Bomnpocsl u 3aganus:
1. Iloozcomosvmecs K 00CyHcOeHUIO Meopemu4ecKko20 mamepuaid.
OcHoBHBIC (YHKIIMM M TOAXOABI K MEpPeroBopHoMmy rmpoieccy. CrTparerndyeckue Mead u
NPHUHIUIBl BEJCHHUS TIEPETOBOPOB. DTallbl M TaKTUYECKHE NPUEMBI BEJICHUS IIEPETOBOPOB.
3aBepIleHUE MPoIecca MEPEroBOPOB, PE3yIIbTAThI U aHAJIH3.

2. Speech patterns in speech situations

Look through the following phrases used in a business discussion and do the following
assignments:

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

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

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

- to discuss our export and import policy,

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

- Make up short conversations in which you can use the other phrases.

the Russian market. But in order to agree to your proposals we should know more about your
company.

- Why don't you send someone to Russia to see how we work?

- In fact I was thinking of going there myself... .

- Oh, Mr. Clifford, we'll be delighted to have you as our guest.

- That's settled then. And now I want you to meet our Sales Manager, Mr. Kennet. He is waiting
for us. This way, please.

2. Mr. Belov is having a telephone conversation with his companion in Russia. He reports the
most important points of his talk with Mr. Clifford.

What do you think they are? Start your answer with "Mr. Clifford said that...".

3. Miss Flipps always asks Mr. Clifford's visitors what they want to talk to Mr. Clifford about. She
puts their answers down on her pad and then reports them to Mr. Clifford.
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Act as Miss Flipps. Start with "Mr. ... said that...".

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

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

arise;

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

Mr. Jackson: has learnt about a new piece of equipment. Wants a commission to go and see it at
work:

Mr. Kennet: is worried about a decrease of sales to Canada. Will show some figures and discuss
them;

Mr. Scott: lives in the neighbourhood and wants to place a complaint about the noise at night;

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

wholesale.

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

4. Combine the two sentences according to the model:

The discussion was started. Then the manager came.

The discussion had been started before the manager came.

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

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

The offer was declined. Then he consulted his boss.

IIpakTnueckoe 3ansaTue NelS. IIpoBenenne npeseHTanuii ¥ BbICTYIVICHUIA.
Opranusanuonnasi Gpopma 3aHATHSA: TPAAUIIMOHHBINA CEMUHAp.
Heab: hopMupoBanme y CTyJEHTOB PEUEBOM, SA3BIKOBOM U KOMMYHUKATUBHON KOMITETEHIIUU IS
OCYILIECTBJICHUS JI€JIOBBIX KOHTAKTOB.
B pe3yabTaTe 0cBOeHHMe TeMbI CTY/IEHT J0JIKeH
3HATh: OCHOBHYIO OW3HEC-TEPMHUHOJIOTHIO, HCIIOJIBb3YyEMYIO TMpHU MPOBEACHUU NPE3CHTALUNA U
JCNOBBIX  BBICTYIUICHHW; OCHOBHBIE  TpaMMaTHUYeCKUe  SBICHUS,  XapakTepHbIE IS
poeCCUOHABPHON PEYH; JICKCUIECKHNE U CHHTAKCHYECKHE 0COOCHHOCTH O(UIIMAIBHO-CIIOBOTO
CTHJISL B QHTJIUHCKOM SI3bIKE.
yMeTbh: TPOBOJUTH TIPE3CHTAMH U JENOBbIE BBICTYIUICHHS;, ONPENEISITh CTUJIEBYIO
MPUHAJICKHOCTh AHTJIMACKUX TEKCTOB OQUIIMATBLHO-EIOBOTO CTUJISI, BHJIETh XapaKTEPHBIE
CTHJIEBBIE YEPThI; YNTATh O(PUIIMATEHO-EIOBbIE TEKCThI PA3TUYHOMN CTETIEHU CI0KHOCTH; CTPOUTD
JMAJIOTHYECKYI0 M MOHOJIOTHUYECKYIO peYb C HCIOJIb30BaHMEM Hambonee ymnoTpeOUTEeNbHBIX
JIEKCUKO-TPAaMMaTHYECKUX CPEJCTB B OCHOBHBIX KOMMYHUKATHBHBIX CUTyalUsIX OQHUIIHAIBHOTO
OO0IIEeHUS; TOHUMATh JUATOTUYECKYIO0 1 MOHOJOTMUYECKYIO Peyb 110 H3yYeHHOH TeMe.
AKTYaJIbHOCTb TeMbI: 00yCIIOBIIEHAa HEOOXOIMMOCThIO oBNafieHus Y K-4.
Teoperuyeckast 4acTh:
HOW TO OVERCOME CROSS CULTURAL COMMUNICATION IN BUSINESS

In global companies, effective cross-cultural communication enables businesses to run
more smoothly. By acknowledging the potential problems that can occur and taking proactive
steps to minimize conflict, you can help your employees work together better. Adjusting behavior
takes time, so be sure to provide opportunities for your employees to learn about each other’s
cultures and habits before problems arise. Set expectations throughout your company that
additional effort might be required to understand each other. Foster engagement in thoughtful
consideration instead of jumping to hasty conclusions that lead to volatile, unproductive conflicts.

Step 1

Run meetings to expose your employees to other cultures. Introducing employees who will
be working together in a non-threatening environment enables a good working relationship long
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term. Learning about another culture’s language, rules and norms for acceptable behavior helps
prepare your employees to deal with situations as they arise. Changing preconceptions can lead to
more conducive working relationships.

Step 2

Conduct activities to demonstrate how dependent we are on language. For example,
dedicate a day to being silent. Have each employee develop a contract stating what they hope to
learn, how long they will remain silent (what exceptions can be made) and how they plan to cope
without speaking all day. After experiencing a day with limited communication, participants can
typically relate to being in a foreign environment more easily.

Step 3

Provide workshops, tips and techniques for communicating effectively in cross-cultural
work environments. People act according to the values of their own culture. Others from another
culture might interpret behavior differently. Practicing such strategies as active listening
(paraphrasing what is said to ensure understanding can be achieved) and using multiple forms of
communication, such as written, audio and visual, can enhance employee involvement in assuring
that conflicts do not arise because of cultural misunderstandings due to lack of awareness.

Step 4

Coach employees to mediate conflicts related to cultural misunderstandings. Provide
opportunities for employees to respond to situations from viewpoints different than their own.
Divide a group of people into pairs to conduct role-playing exercises that allow participants to
acknowledge culture difference exist. Encourage each pair to think about a conflict they have
experienced recently due to cultural differences. Have each participant describe what they might
find offensive or unusual. Let each participant suggest how the problem would be handled in their
own culture. Together, have the participants develop a resolution to the problem. Have each pair
report to the larger group on their experiences.

How do cultural differences affect communication?

People living in different cultures have different habits, values and ways of expression.
These differences are cultural differences which cause problems when people communicate. The
following points can highlight more about such differences:

1. Body movements: Our body sends non-word messages through hands, fingers, eyes,
head, face and so on. These non-word messages have different meaning in different cultures, such
as:

Handshake: Americans like to greet by firm of handshake while Chinese do not like much
touching to greet. Rather they bow to greet people.

Eye contact: In U.S.A people maintain eye contact while speaking to provide importance.
Whereas, in Indonesia, looking directly at people considered to be disrespectful.

Fingers: Use of two fingers to show victory sign is a symbol of success in U.S.A. The
same symbol has a vulgar meaning in Australia. In Japan such sign represents money. Even the
use of “thumbs up” means “things are well” in England and U.S.A but it has a negative meaning
in Nigeria.

Head movement: Up and down movement of the head means “Yes”and a side to side
movement of the head means “No” in U.S.A. whereas, up and down movement of head means
“No” and side to side movement of head means “Yes” in Bulgaria.

Smile: A smile is viewed as a positive sign in American culture but considered as a sign of
weakness in African cultures. So, all cultures use body movements during communication but in
different ways.

2. Space: Space is viewed differently by different cultures. In some cultures, people
maintain distance in other cultures, people want to be close. For example, North Americans
maintain two feet distance while speaking. But Arabians stand close while speaking. Americans
view space as a “Right” but Arabians view space as “Indecent”.

3. Time: Some cultures regard time as an important factor everywhere but some other
cultures view time in a more relaxed way. People from U.S.A, U.K or Europe maintain time
efficiently; whereas

Arabians are late to show that they are busy.
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4. Religion: Religion is an important socio-cultural factor and guides way of living and
future thinking. It affects consumption, business and attitude. For example: Trading of liquor is
restricted in muslim countries but open at western world. Moreover “Interest” on loan is
prohibited in Islamic banking but very common in commercial Banking.

5. Social values: Social view differs from culture to culture in the following areas:

Living style: Some cultures lead luxurious life while others may not. Arabians give
emphasis on luxurious life and spend huge during life time. They view luxury as a status whereas
Japanese are hard worker and save more and more for future.

Class status: In many cultures, questions on occupation, income and job title are asked
without any hesitation. But cultures which support human equality avoid such questions. In
Bangladesh, people feel free to talk about status but English man hesitates to talk about it.

Addressing people: In many cultures, people are addressed by their first name whereas in
many cultures, this trend is a symbol of disrespect. In U.S.A, subordinate addresses: their superior
as, “Mr. Park”. However in Bangladesh, subordinate commonly uses the term “Boss”.

Role play: The role of women varies widely by culture. In Thai and American culture,
women play major role in business. Whereas, in many Arab countries, women still do not play any
important role in business.

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

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

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

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

Bomnpocsl u 3aganus:

1. Iloozomosvmecs K 00CyrHcOeHUIO Meopemu4ecKko20 mamepuaia.

[IpencraBnenue ce0s B MEXKKYJIbTYPHBIX KOMMYHHUKAIMSIX. PeKoMeHJalMu IO IOATOTOBKE
MPE3CHTAIMH 1 BBICTYIUICHUs. CTPYKTYpa npe3eHTalu. BeTyuienue, mpeacTaBieHne mpooIeMel,
OOBSICHEHHE CYIIHOCTH MPOOJIEMBbl C OMOPOH Ha WUTIOCTPALMU, MPEUIOKEHHS 10 PELICHHIO
npo0JieMbl, 00001IIeHNE, 3aKITIOYCHHE.

2. IIpouumaitme, nepesedume mexKcm U3 meopemuyecKoll YACMU U GbINOIHUME Clledyloujue
3a0anus
2.1. Read and translate the article.
2.2. Answer the questions.

A. What enables businesses to run more smoothly?

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

C. Should companies provide workshops, tips and techniques for communicating
effectively in cross-cultural work environments?
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D. What are cultural differences? Give examples of cultural differences.

E. Do you agree that cultural differences affect communication?
2.3. Prepare a short summary of the text. Focus on the most interesting facts.
2.4. Compare social values of your country and Great Britain.
2.5. Retell the article.
2.6. Discuss these questions:

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

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

IIpakTnueckoe 3ansaTne Nel6. TenedoHnHbie pa3sroBopbl. JIeKTPOHHBbIN opuc. UHTepHeT.
Opranusanuonnasi Gpopma 3aHATHSA: TPAAUIIMOHHBINA CEMUHAP.
Heab: hopMupoBanme y CTyJEHTOB PEUEBOM, SA3BIKOBOM U KOMMYHUKATUBHON KOMITETEHIIUU IS
OCYIIECTBIICHHS IEIIOBBIX KOHTAKTOB.
B pe3yabTaTe 0cBOeHHMe TeMbI CTY/IEHT JA0JIKeH
3HATh: OCHOBHBIC TpaMMAaTHYECKHE SBJICHUS, XapaKTEpHbIC sl TPo(ecCHOHANBHON peuw;
JICKCUYECKUE M CHHTAKCHUYECKHE OCOOCHHOCTH O(HUIMAIBHO-IEIOBOTO CTWIS B aHTIHICKOM
SI3BIKE.
yMeTh: BECTH TelIe()OHHBIE MEPErOBOPHI; OMPEACTATh CTHIIEBYIO MPHHAUICKHOCTh aHTIUHCKUX
TEKCTOB  O(QUIMATBLHO-ACIOBOTO CTWJIS, BHJIETh XapaKTepHBbIC CTHIEBBIC YEPTHl; YHTATh
o(uLMaNbHO-IENOBBIE TEKCTHI PA3IMYHOW CTEMEHU CIIOKHOCTU; CTPOHUTH JHAJIOTHYECKYIO H
MOHOJIOTUYECKYI0 pedb C  HCIOJNBb30BaHHEM HauOojee  yIMOTPEOUTENBHBIX  JICKCHKO-
rpaMMaTHYECKUX CPEJICTB B OCHOBHBIX KOMMYHUKATUBHBIX CUTYallUsX O(QUIIMATHLHOTO OOIICHHUS;
MOHUMATh TUATIOTUYECKYIO H MOHOJIOTUYECKYIO peYb 110 U3YYCHHOU TeMe.
AKTYyaJbHOCTb TeMbI: 00YCIIOBIIEHAa HEOOXOIUMOCTBIO OBiaaeHus YK-4.
Teoperuyeckasi 4acTh:

TELEPHONING

One cannot imagine life without using media means and telephone is one of the most
accessible of them. Telephone is the quickest way of communication and is most frequently used
under pressure of time. It is used, as a rule, to get or pass on information. We use telephone in
public and private conversations. It often replaces correspondence, requiring great efforts and
time. The telephone may be one of the most powerful, efficient and cost-effective business tools you
have at your disposal. If things start out badly on the phone, they may never progress beyond the first
call.

Most of the important characteristics of telephone conversation are of course exactly the
same as those of conversation which takes place face to face. There are, however, a number of
differences: people cannot see each other and so place a great amount of reliance on the way you
speak. You must pronounce your words very clearly or your listeners will misunderstand you.
Telephone manners and etiquette are critical components of a professional image. Speaking a foreign
language over the phone impose certain skills in understanding and keeping up the conversations,
such skills are to be worked out and developed through the whole period of foreign language
learning. The telephone is one of the most important business instruments used in an office, so it is
essential that it is used skillfully. A pleasing voice, resonant, low, well-controlled and firm, is a
decided asset and should be developed. To save time in the opening and closing of telephone
conversations the following common set phrases are given below:

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

—National Bank. What can we do for you?
— Good morning. This is Mr. Clifford's secretary from the Company for Foreign Trade. Could I
speak to Mr. Banes?
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—I'm sorry, he is out at the moment. Would you like to leave a message? It's his secretary
speaking.

— Mr. Clifford has asked me to arrange an appointment with Mr. Banes for tomorrow.
-Then I can help you. Just a moment, I'm looking in the diary. Is ten o'clock all right for Mr.
Clifford?

— Yes, thank you.

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

—It's about the Company financial policy.

— Thank you. Good-bye.

— Good-bye.

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

— Hello, Mr. Clifford's office.

—Could I speak to Mr. Clifford, please?

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

— Yes. I'd like him to call me as soon as possible. My telephone number is 5-7-4-5-1-4-3-0.
— That was 5-7-4-5-1-4-6-0. -No, 3-0. -5-7-4-5-1-4-3-0.

— That's right.

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

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

- So that's B for Box...

—No, P for Paper.

— Sorry, P-I-L-K-I-N-S.

—Yes, that's it.

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

—Thank you. Good-bye.

—Good-bye, sir.

USEFUL PHRASES

Hello. I'd like to speak to Mr. Green, please!" — Ammo. S Obl XOTen MOroBOpUTH C T-HOM I 'puHOM,
no)xanyiicra!

Can I have a word with him? — Mo>xH0 MHE TOTOBOPUTH ¢ HUM?

Could you put me through to Mr. Green, please? — CoeAMHUTE MEHS, MOKATYHCTA, C T-HOM | pHHOM.
Who's this, please? — Kto y renedona?

Who's speaking? — Kto roopur?

Mr. Green speaking. — ['oBopurt r-H ['puH.

Is that Mr. Green? — Oto r-H ['pun?

Speaking. — Ciymaro.

You've got the wrong number. — BbI omm0mmcs HoMepoM.

Sorry, you must have the wrong number. — i3Bunute, Bb1, 10/KHO OBITH, OIMOIMCH HOMEPOM.

It's the wrong number. — 310 HE TOT HOMEp.

Sorry to have bothered (troubled) you. — MI3BuHHTE 32 GECMOKOIMCTBO.

The line is engaged/busy/occupied. Can you hold on? — Homep 3ansT. Bel MoXkeTe He  Belarsh Tpyoky?
The line is dead. — JIuaus HeucnpaBHa

The line is clear. — JIuaus cBoOoHA

I'll see if he is in. — Sl mocMoTprO, Ha MECTE JIN OH.

I'm afraid he's out at the moment. — ITo Moemy, ero ceityac HeT.

I'm afraid he is not available. — borocs, ero cefiuac Her.

Will you leave a message? — [lepenars eMy 4To-HHOYTH?

Could you take a message? — Bbl He MO ObI TIepeiaTh eMy Koe-4To?

telephone / switchboard operator -tenedonucr(ka)

telephone charges / bill — nmnara 3a TenedoHHBIC pa3roBOPHI

pick / take up the receiver — CHITH TpyOKYy

ring off / hang up- monoxuTek TpyoKy
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hold the line / wire — He kIanuTe TPyOKY

to ring smb back — mepe3BOHUTH

to answer a call — oTBeuaTh Ha 3BOHOK

to make an appointment — Ha3HauaTh BCTpedy (0e108)10)

receptionist — cekpeTapb (8edywuii npuem nocemumeneil), PETHCTPATOP; AIMHUHUCTPATOP
CIIy’KOBI IpUEMa M pa3MelieHus (6 cocmunuye)

Bomnpocsl 1 3aganus:

1. Iloozomosvmecs K 00CyHcOeHUIO Meopemu4ecKko20 Mmamepuaida.

[ToaroroBka k TenedoHHOMY paszroBopy. Kak oTBeTuTh Ha 3BOHOK. Kak MpuHSATH U mepenaTh
coobmenue. Kak mepecnipocuts. Ilonme3nsie BbIpakeHHs i TeiaedOHHBIX pa3roBopoB. Kak
OCTaBUTh COOOIICHHE HA aBTOOTBETYHMKE. BBIOOp CTWis 0OmIeHHs B TeleQOHHOM pa3roBOpeE.
HNHTepHeT B ®KU3HU COBPEMEHHOT0 00111ecTBa U B OU3HECE.

2. Boinonnume 3a0anus:

1) OcrtaBbTe COOOIIEHUS HA ABTOOTBETYMKE CBOMM IapTHEpaM MO OH3HECY B CIEIYIOIIUX
CUTYaIUsX:

2) Practice leaving messages on the answering machine of your business partners:

1. you are calling to confirm your arrival time;

you are calling to ask their parking lot location;

you are calling to invite them to a press conference;

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

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

TIENVRN

3. Respond to the requests according to the model

Call the Bank, please. - But I have already called there.
Send off the letters, please.

Make an appointment with Mr. Banes, please.

Type the minutes, please.

Find that file for me, please.

Switch off the computer, please.

4. Say that you have already done something

I'm reading the minutes. - And I have already read them.
I'm duplicating the agenda.

I'm correcting mistakes in the protocol.

I'm cleaning the desk.

I'm sending a telex.

I'm watering the flowers.

5.1t's 12 o'clock now. Say what Miss Flipps has already done today and what she is only going
to do.

6. Translate and learn the following conversations:

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

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

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

— Hi, Cindy. Tell Richard we'll have the meeting in Room 213.

—  Could you repeat the number? Room 230? -No, 213.

—  213. O’kay, I'll tell him.

3) — It's Mr. Livingston calling.

—  Sorry I can't hear you. Say it again, please.
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— Mr. L-i-v-i-n-g-s-t-o-n.
— Oh, Mr. Livingston, Mr Clifford is expecting you at 4.
—  T'll be there. Bye.

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

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

8. Listening practice.
Listen to Miss Flipps talking about yesterday's meeting. Is it the meeting described in Unit 4?

9. Translate into English.

a) Muctep Kimuddopa Tonpko uro monpocun CHHIN UCTIPABUTH OITMOKHU B MpoTokoJie. OHa B3siya
MPOTOKOII ¥ ynTaeT ero. OHa yxe 3aMeTHIIa U UCIpaBUia 1B OMINOKH.

0) S cobuparock paboTaTh Ha COBMECTHOM MpeanpusaTuu. [103ToMy si TOKHA TOBOPHUTH I0-
aHrMicku. S ObI XOTena TOBOPHUTH MO-aHTIIMHCKU Oerno. Ho s Tonbko Hauvama m3ydaTh 3TOT
s13bIK. Celuac s TOBOPIO Ha HEM ILI0XO.

B) - Aso!

- M3BuHMTE, HE BemalTe TpyOKy, moxkanyiicta... Cekperaps muctepa Knuddopma coymaer.

- Mucrep Knuddopza npocun menst mo3BoHuTs. Most hamunus CBEHCOH.

- Mucrep Csencon u3 Hopeerun?

-Jla, IpaBUIIBHO.

-Muctep Kimuddopa oxumaer Bamr 380HOK. COeTUHSIIO.

r) - AJIJI0, MOKHO TTOTOBOPUTH ¢ MUCTEPOM JIUH1I0HOM?

- K coxxanenuto, ero ceituac HeT. MOKeT OBbITh, BBl XOTHTE €MY YTO-HUOYIb TepeaTh?

-Jla, moxainyiicra. ¥ MeHs Ha3Hau€Ha C HUM BCTpeya 3aBTpa B 3 yaca, HO s He

cMmory npuiiTi. He cMor 661 OH CO MHOM BCTPETUTHCS TTociie3aBTpa? S mo3BoHIO

CETO/IHSI BEUEPOM.

- A MOxHO y3HaTh Bamie ums?

- Oi1, m3suauTe. Mucc Kasana 3z Kanazagl.

- Sl mepenam emy Bamry mpoce0y, mucc MBane.

n) CoBMmecTHbIE Npeanpusitus Ha Tepputopuu Poccun — 3TO mOpeanpusitus X Yy4yacTHEM
POCCHICKHX | 3apyOeKHBIX MapTHEPOB. J[0s poccuiickoro Kanurasia JI0JbKHA ObITh HE MeHee 51
npoieHTa. Takue npeanpusTus MOTUUHSIIOTCS POCCUUCKOMY 3aKOHOAATENbCTBY. OHHM MOAJIEkKAT
00513aTeTbHOMY CTPAaXxOBAaHHIO, BHIMIAYMBAIOT HAJIOTH, O0ECIIEUYMBAIOT YCIOBUA TPyJa, OIJIaTy U
COLIMAJIbHBIE TAPAHTHHN CBOUM CITY>KAIlIUM.

10. Telephone Rules to Be Remembered

* Be prompt in answering the telephone,

* Avoid being misunderstood — speak directly into the mouthpiece and pronounce words and
numbers distinctly.

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

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

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

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

» Be brief, courteous and businesslike.

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

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

IIpakTnueckoe 3ansaTue Nel7. PaGora ¢ mcrounnkamu mHpopManuu (Tekylled mHpeccoi,
MHCbMAaMH, TeJIerPAMMaMH, PeKJIAMHBIMHU MPOCIIEKTAMH).
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Opranusanuonnasi gpopma 3aHATHS: TPAAUIIMOHHBINA CEMUHAP.
Heab: hopMupoBanme y CTyJEHTOB PEUEBOM, S3BIKOBOM U KOMMYHUKATUBHON KOMITETEHIIUU IS
OCYIIECTBIICHHS IEIIOBBIX KOHTAKTOB.
B pe3yabTaTe 0CBOeHHE TeMbI CTY/IEHT J0JIKeH
3HATh: OCHOBBI Pa0OTHI C Pa3IMYHBIMU UCTOYHHKAMHA WH(QOPMAIIMU; OCHOBHBIC TPAMMATHUCCKUE
SBIICHUSI, XapakTepHble JUIsI MPO(EeCCHOHAIBHOW pPEYH; JIeKCHYECKHe W CHHTAKCHYECKHE
0COOEHHOCTH O(UIHATHLHO-IEIIOBOTO CTHJISI B AHTJIMHCKOM SI3BIKE.
yMeThb: 00pabaTbiBaTh pa3JIMYHbe WCTOYHMKH WHGPOPMALMU; YUTaTh O(PHIMATBHO-IEIOBBIE
TEKCTBHI PA3JIMYHON CTETNICHU CIIO)KHOCTH; CTPOUTH JHUATOTHYECKYI0 U MOHOJIOTHYECKYIO pedb C
UCTIOJIb30BaHUEM HanWOoJee YIMOTPEOUTENBHBIX JIEKCUKO-TPAMMATHUECKUX CPEJCTB B OCHOBHBIX
KOMMYHHUKATHBHBIX ~CUTYallMsIX O(QHUIMAIBHOTO OOLICHHs; IOHMMAaTh JHUAJIOTHYECKYI0 U
MOHOJIOTHYECKYIO pedb M0 N3YUYEHHOU TeMe.
AKTYyaJbHOCTb TeMbI: 00YCIIOBIIEHAa HEOOXOIUMOCTbhIO OBiaaeHus YK-4.
Teoperuyeckasi 4acTh:

WHAT ARE THE SECRETARY'S TASKS?

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

WHAT CHARACTERISTICS ARE IMPORTANT FOR SECRETARIES?
1. Loyalty: Secretaries must be absolutely trustworthy. No relationship in business involves a
higher degree of trust and responsibility between two persons than the secretary — boss team.
2. Conscientiousness: It is important for secretaries to be prompt and flexible. Quite often they
may have to work long hours. Confidentiality is another key factor. Secretaries must take pride in
their work and be dedicated to their boss.
3. Initiative: The secretary should be able to act for the boss in his/her absence. True initiative
on the secretary's part is the ability to know when to act on one's own and when to do as directed.
4. Ability to write:  Every secretary should be capable of handling routine correspondence,
reports, summaries and take good minutes at meetings.
5. Professionalism: Business can be tense and people are often under a lot of stress. A secretary
who can work under deadline pressures and produce high quality work is of great value.
6. Good dress and presentation: This involves looking and behaving appropriately. People's
first impression is important. Their ideas about the company/organization are influenced by the
staff’s appearance.

AN EXPERIENCED SECRETARY SPEAKS ABOUT HIS/HER JOB

"I'm a secretary at a large business. I deal with people and incoming mail. Dealing with
people is one of the most important parts of my job. I find it very enjoyable. I also input on the
computer, send telexes and faxes.

I meet people from all over the country, all over the world, and all walks of life, which
makes it the most interesting part of my job. They can be very nice. I think the nice ones
outnumber the irritating ones. It's a people-oriented job. It's communication, whether it's in person
or on the telephone and that can be fun. Sometimes you have problems getting through, sometimes
you get a wrong number, but it's all part of the job. You don't often get annoying people face to
face. You get more of them on the phone, because people feel they can say things over the phone
that they perhaps wouldn't say to your face. So I don't find people too frustrating in person.

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

NOTES ON THE TEXT
characteristics [karikto'ristiks] — xapakTepHbIe 4epThl, 0COOCHHOCTH
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loyalty — BepHOCTH

trustworthy ['trAstwo:01] — HaIeKHBIH, 3aCITy>KUBAIOLIHIA JJOBEPUS
relationship — oTHOIIEHNS

involve — BoBiiekath (3a co00it)

responsibility — oTBeTCTBEHHOCTH

conscientiousness [kon/i'en[osnas] — 100pOCOBECTHOCTH
prompt — orepaTUBHBINA, OBICTPHII

flexible — nerxo npucnocabnuBarMuUAcs, THOKUN
confidentiality [konfiden/fi'eloti] — koHbUAEHTIATEHOCTH
key factor — ocHOBHOI (hakTOp, KIIFOUEBOH (haKTOp

be dedicated ['dedikeitod] — ObITH IpeTaHHBIM

initiative [i'nifotiv] — nHMIIMaTHBA

act — 1eliCTBOBATh, IOCTyNaTh

handle — ctipaBnaTbCs

summary — KpaTkoe M3J10)KeHue

take minutes — BeCTH IPOTOKOJI

professionalism [pra'fef(o)nalizm] — npodeccrnonanusm
tense — HaNIPSKEHHBIN

work under deadline pressures — paboTaTh HalpsHKEHHO, C YYETOM CPOKOB
be of great value ['valju] — ObITh IECHHBIM

presentation [prezen'teif/n] — ymeHue ceds npenoaHecTH
appropriately [o'proupriotli] — cooTBeTCTBYIOIUM 00pa3zom
deal with — umets neno (¢ yem-1160, KeM-Tu00)

input on the computer — BBOIUTH JTaHHBIE B KOMITBIOTEP
incoming mail — Bxoasmias noura

walks of life — ceprr sxu3nn

outnumber — NpeBOCXOAUTH YUCIEHHO

get through — 103BOHUTHCA

annoy — pa3apaxarb

frustrating [frAst'reitin] — paccTpauBaromuii, pa3apakaroniui,
attire [o'taio] — Hapsan, oxexaa

immaculate [i'mekjulot] — 6e3ynpeunsbrit

jewelry ['d3zu:olri] — roBenupHbIC U3MENNS, YKPALLICHHS
well-groomed — yX0o>KeHHBII

necklace — oxepeinbe

match — moagxoauth

nail-varnish ['neilva:nif] — nak s HorTeH

heavy make-up — MHOr0 KOCMETHKH

perfume ['pa:fjuim] — apomar, 3anax, 6maroyxanue, Tyxu

Cindy Flipps comes to the office at 9 o'clock. She always comes to the office on time. She is never
late. She has a lot of things to do. She looks through the mail and tells Mr. Clifford what the letters
and telegrams are about. She keeps the business diary and reminds Mr. Clifford about his business
engagements. She answers the telephone and makes telephone calls. She meets visitors and shows
them into Mr. Clifford's inner office. She types his letters and sends them off. Sometimes she

helps Mr. Clifford to entertain his clients.
Miss Flipps is very helpful. Mr. Clifford cannot do without her.

Bonpocsl u 3aganus:
1. Iloozomosvmecw K 00CyHcOeHUI0 MeEOPemudecKo20 Mamepuana.

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



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

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

5. Ask for additional information about the time

a) of the actions in the text

Model: When does Cindy type letters?

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

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

b) of Cindy's past actions

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

6. What does Mr. Clifford ask Cindy to do sometimes? Match parts of his requests

Remind me the mall, please.

Look through Mr. Banes into my room, please.
Type this telegram, please.

Show about this meeting, please.

Send off this agreement, please.

Call the telephone, please.

Answer Mr. Lindon, please.

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

Listen to their talk and finish the sentences following it

Young man — Can we go today?

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

Y.m. — Do you really have to go?

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

Y.m. — Then can we go on Sunday?

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

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

7. Answer the questions

a) What does a secretary do every day?

b) What does Cindy have to do today?

¢) Why can't Mr. Clifford do without her?

d) Cindy can type well, can't she?

e) Cindy can work the computer, can't she?

f) What can you do well?

g) What do you have to do at your classes today?

8. Translate and learn the following conversations:

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

- All right, Cindy. Show him in.
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2) — Mr. Clifford, do you have to go to the bank today? — No, I don't. I can go to the bank
tomorrow.

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

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

9. Reading with a dictionary

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

to have a lot of things

to do business engagements

to answer the telephone

to type letters

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

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

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

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

........ years ago Mr.............and...........of his.................started a..........of their own. Mr.
Clifford............ Bt e then. There was............ Oone............... in

Weerereeenn, Was Q... , some shelves,............. chairs, a......ccccuuuee.... and an........ceeevveeeennn. type-writer
110 1 LT

There  nothing else.

Mr. Clifford............... 1170 JOUURR then................... did everything..........

IIpakTuyeckoe 3ansaTue Nel8. buznec-komMmmyHukanus B AeiictBuu. busnec-nany. CBerckas
oecena.
OprannzannonHas (popMa 3aHATHSA: TPAIULMOHHBIN CEMUHAP.
Hean: popMupoBaHUE y CTYICHTOB PEUYEBOM, SA3BIKOBOM U KOMMYHUKATUBHOW KOMIETCHITUH IS
OCYIIIECTBIICHUS JICTIOBBIX KOHTAKTOB.
B pe3yabTare ocBoOeHHEe TeMbI CTYIEHT J0JIKEH
3HATh: OCHOBBI pa0OTHI C PA3TUYHBIMU UCTOYHHKAMH WH(DOpPMAIIMK; OCHOBHBIE TPAMMAaTHYECKUE
SBIICHUS, XapaKTepHble A Npo(ecCHOHATBHOM peuM; JEKCUYeCKHe U CHHTAaKCHYECKHe
0COOCHHOCTH O(UIIMATHHO-AETIOBOTO CTUIISI B aHTJIMHCKOM SI3BIKE.
yYMeTb: BECTH JI€JIOBYIO CBETCKYIO Oecely; CTPOUTh AUAJIOTHUYECKYI0O U MOHOJOTHYECKYIO pedb C
UCIOJIb30BaHUEM HamOosee YHOoTPEeOUTETbHBIX JIGKCHKO-TPAMMATHYECKHX CPEICTB B OCHOBHBIX
KOMMYHHMKATUBHBIX CUTyallUsX OQHUIMAIBLHOTO OOIIEHMs; TOHHMMAaTh JUAIOTUYECKYIO U
MOHOJIOTHYECKYIO PeUb M0 U3yYCHHOU TEME.
AKTYaJIbHOCTb TeMbI: 00yCIIOBIIEHAa HEOOXOIUMOCThIO oBlafieHus Y K-4.
Teoperuyeckast 4acTh:
INTERCULTURAL COMMUNICATION

1. Intercultural communication can be defined as any interpersonal interaction between
persons belonging to different cultural or social groups, which differ from one another because of
diverse backgrounds, communication behaviors, communication interpretations, and word
meanings. Intercultural communication interactions include both verbal and nonverbal messages.

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

- low context and high context;

- being direct or indirect when speaking;

- working at a slow pace or a rapid pace;

- being formal or informal,

- rational and emotive;

- working collectively or as individuals;

- encouraging group harmony or individual assertiveness;

- respecting age or respecting youth.

3. Low Context:

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

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

4. High Context:

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

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

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

5. Direct:

* What one means is stated in a direct manner; no “beating around the bush.”

* Directness is equated with honesty and respect for the other person and the other person’s

time.

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

6. Indirect:

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

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

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

7. Faster Paced:

* Speech patterns are rapid, indicating engagement and intelligence.

* Immediate answers to questions are expected.

8. Slower Paced:

* Speech patterns are slower, indicating reflection and thoughtfulness.

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

9. Formal:

» Communication is governed by strict rules regarding such things as forms of address
based on age, status, topics.

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

* The values of status and hierarchy are supported.

10. Informal:

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

» Communication is less bound to specific conventions. More flexibility in what is said, to
whom one can speak, and under what circumstances.

* The values of fairness and equity are supported.

11. Rational:

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

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

* Discussion remains objective and not personalized.

* Preference is for “taking turns” when talking.
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* There is less variation in tone or gestures.

* When announcing a decision, an interlocutor focuses on facts or information.

12. Emotive:

* Focus is on feelings. Communication tents to appear more people-oriented and
passionate. The emphasis is on the person, so great importance is attached to feelings. Issues,
ideas, and the person are not separate. Disagreement, if done at all, is done carefully and often
indirectly because the person and idea are not separate — disagreement with ideas is an attack on
the person.

* Sharing one’s values and feelings about the issues is highly valued.

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

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

LEXIS
intercultural communication — MeXKyJIbTypHOE OOIIICHHE
interpersonal interaction — MEXJIMYHOCTHOE B3aUMOJICHCTBIE
diverse background — paznuunble, HecX0IHbIE (DOHOBBIE 3HAHUS

verbal — cioBecHbIi

nonverbal — oTHOcAIMICS K HECTOBECHONH MH(POPMALINHU, HECIIOBECHBIH

multiple — pa3HOOOpa3HBIIA

identifiable — paznuuumbIit

preference — mpeanouyreHne

revert — oOparaThCsi BHOBb, 00paIaThCs

context — cHUTyalus, OKpyKeHHe, cpea, (OKpykaroriasi) oOCTaHOBKa, OOCTOSTEIbCTBA,

COCTOSTHUE

pace — CKOpOCTb, TEMIT

rational — paroHaIBHBIN, 1EIeCO00pa3HBIN

emotive — SMOLIMOHAJIbHBII

assertiveness — yBEpeHHOCTh B ce0e

age — CTapoCTh, MPEKJIOHHBII BO3pacT, cTapiiee MOKOJICHHUE

assumed — npenanogaraeMbii, 10MyCKaeMbIi

unambiguously — HeIByCMBICIICHHO, OHO3HAYHO

disrespectful — HeBeXITUBBII

precisely — TouHO, B TOUHOCTH

understanding — ocMbICIeHIE, TOHUMAHHUE, TTIOCTHKCHIE

beating around the bush — mogxomuTs K neny u3maneka, TOBOPUTH OOMHSKAMH, XOIUTh

BOKPYT J1a OKOJIO

directness — OTKPOBEHHOCTD, IIPSMOTA

equate — mMpUpPaBHUBATh, CAUTATH PABHBIM

convey — BBIpaXxarb, IIepe/IaBaTh

subtle — HEYJIOBUMBIH, €1Ba pa3IMUUMBbIiI

indirectness — YKJIOHYMBOE IMOBEICHHE, BBOAIIEE B 3a0TyKICHHE

politeness — BeXJIMBOCTh, YYTHBOCTh, O0XOUTEILHOCTh

speech pattern — KapTHHA PEYEBBIX CUTHAJIIOB, MOJCIH PEYEBOTO OOIICHHSI

engagement — IeATEILHOE y4acTHE, B3aUMOJICHCTBUE

reflection — pa3MebInieHne, 00 TyMbIBaHUE; Pa3lyMbe

thoughtfulness — riybokombicme

status — 0OIIECTBEHHOE MOJIOKEHHUE, MOJIOKEHNE B 00IIESCTBE/KOMIIAHUHT

ritualize — coGmronate 0OpsABI

convention — TpaauIKs, IPaBUIIa TOBEJCHHS; YCIOBHOCTD

linear — mpsAMOTTMHEWHBII

take turns — genatp (4T0-1M00) IO OUEPEIH, JECHCTBOBATH MOOYEPETHO

people-oriented — opreHTHPOBAHHEIN HA TOBEICHUE JIIOICH

passionate — oIBEp>KEHHBIN CTPACTSIM, MBIIKHIA, CTPACTHBIN
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morale — MopasTlbHOE COCTOSTHUE, OO HACTPOM
DEVELOPING INTERCULTURAL COMMUNICATION SKILLS

1. There are basic intercultural communication skills and behaviors that one can use to
reduce confusion and miscommunication when communicating with others from various
backgrounds and cultures. The following tips will improve your intercultural communication
interaction skills.

2. Be prepared and learn all you can about the host culture of your opponents before
negotiations begin. Do research about other culture’s communication habits, styles and behaviors.
This means learning about the behaviors as they relate to formality, status, nonverbal actions, the
use of language, and the like.

3. Make sure communication interactions take place in a quiet space or room away from
large crowds, activities, and loud background noises. When communicating with people of a
different culture, it is important to be able to concentrate on the communication interaction.

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

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

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

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

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

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

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

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

LEXIS
skills and behaviors — HaBBIKHM M CTHJIM TTOBEICHUS
reduce — ocnabJISATh, MIOHWKATh, COKpAIIaTh, YMEHbIIIATh
confusion and miscommunication — 3aMeNIaTeIbCTBO/ITyTAHHUIIA W OITHOKH
B IpOIIECCE OOIICHUS
tips — MOJCKa3K1
host culture — pognas/6azoBas KyJIbTypa
do research — u3yuuTpb
background noise — ¢oHOBBIE TOMEXH, TOCTOPOHHHH IITYyM
crowd — Tonma
specific setting — cneruanbHas 00CTaHOBKA, 0COOBIM 00pa3oM OpPraHM30BAaHHOE BpeMs U
MECTO JIEUCTBHUS
lighting — ocBemenue, cBeT
space setup — opranusaiys IpocTpaHCTBa
sensitivity — BOCIPUHUMYHBOCTb, CIIOCOOHOCTD K OBICTPOMY pearupoBaHUIO
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be patient — 3armacTuch TeprieHUEM

tempo — TeMII peuun

tolerate — momyckaTh; TepIETh, TO3BOJIATH, pa3pemiaTh

ambiguity — IBYCMBICJIEHHOCTb TOJIKOBAHUS, HECHOCTh

make sense — UMETh CMBICH, OBITh TOHATHIM

encounter — MepBbI ONBIT (OOIIEHUS ¢ YeM-IIM00), MEPBOE 3HAKOMCTBO, HEOKUAHHAS
BCTpeua

resolve — pa3pemars (pobiaeMy), UCIPABIATh, PEIIaTh

point of being irresolvable — »Tam, HaumHAs C KOTOPOTO YTO-TUOO CTAHOBHUTCS
Hepa3peluMbIM

collective pronoun — coOuparenbHOe MECTOMMEHNE

defuse — CHATH OCTPOTY, CTJIQKHUBATh, CITyCKaTh HA TOPMO3ax

refer to people by name — oOpamaTtscs K JTIOASIM 110 UMEHHU

comments — KOMMEHTApUH, CYKJICHUS

areas of agreement — BOIpOCHI, IO KOTOPHIM BO3MOHO COTJIAIIEHUE; cepa Cormacus

outweigh — nmepeBemuBaTh; ObITh 00JIE€ BAXKHBIM

isolate — BEIOpaTh, BBIACIUTH

benefit — u3BIEKATH MOB3Y, BBITOTY
Bonpocsl u 3aganus:
1. Iloozomosvmecs K 00CyxHcOeHUIO Meopemu4ecKo20 mamepuaid.

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

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

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

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

5. What communication is called “intercultural”?

6. What does the style of communication depend on?

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

2. Agree or disagree

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

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

3. Intercultural communication covers only verbal interactions.

4. 1t’s better to avoid using collective pronouns in business interactions.

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

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

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

KEY WORDS
area of agreement nonverbal communication
background opening
body language postscript
business letter printed letterhead
communication reference
communication skills request
complaint response
complementary close return address
context salutation
conversation tempo
convey to communicate in writing

destination address
enclosure

intercultural communication

to communicate orally
to discuss an issue
to keep a record

96



interlocutor to resolve

interpersonal interaction to take turns

memo to tolerate

message verbal communication
miscommunication Z1P code

Tema Nel9. ®@opmbl 1e10BOro o0mieHusi: Oecena, coBelniaHue, Tejde@OHHBIH Pa3roBop,
nepenucka. IlpodgeccuonajbHasi TepMHUHOJIOTHSA.

Lesan: oBnageHHEe OCHOBAMU JEJIOBOTO OOLICHMS HAa HWHOCTPAHHOM S3bIKE B YCTHOW U
MUCHMEHHOM (oOpMe, paclIMpeHHe aKTHBHOTO CIIOBAPHOTO 3amaca MO TeMaTHKe OO0Iero u
JIETIOBOTO aHTJIMHCKOTO SI3bIKA 110 MPOQUIIIO.

3HaTh:

- OCHOBHBIE CIOCOOBI pa0OTHI HAJ[ I3LIKOBBIM U PEYEBBIM MaTEPHAIIOM;

- JIGKCUKO-TPaMMaTUYECKUH MHHHMYM II0 TeMe B 00ObeMe, HEeOOXOauMOM i paboThl C
WHOSI3BIYHBIMH TEKCTaMHU B TIPOIIECCE COIMOKYIBTYPHOU U MPO(ECCUOHATHHON KOMMYHUKAIIHH.
Ymersn

- y4acTBOBaTh B JTUCKYCCHMHM Ha TEMbI, CBS3aHHBIE C H3y4aeMOW CIEIMATbHOCTBHIO; 3a1aBaTh
BOTIPOCHI ¥ OTBEYATh Ha HUX;

- 3aMKCHIBATh M MHTEPIPETUPOBATH OCHOBHBIC (DAaKTHI M3 MPOPECCHOHATHHO-OPUESHTHPOBAHHBIX
TEKCTOB.

- YUTATh U NIEPEBOJUTH TEKCTHI MPOPECCHOHATHLHON HAMTPABIIEHHOCTH HA MHOCTPAHHOM SI3BIKE;

- OCYIIECTBIIATH MPOPECCHOHATHHYI0 KOMMYHHKAIIMIO HA HHOCTPAHHOM SI3BIKE;

- COCTAaBIISITH JICTOBYIO IOKYMEHTALIHUIO.

-OCYHIECTBIISITh MTPOGECCHOHATFHYI0 KOMMYHHUKAIIMIO Ha MHOCTPAHHOM SI3BIKE.

AKTYyaJabHOCTb TeMbI: 00yciioBiieHa HeoOxoaumocThio oBinagenneM OK-3,0I1K-1 u OIIK-12.
Teopernyeckas 4acThb:

VOCABULARY TO USE

Means of communication, frequently, negotiations, appropriate signatures, legal evidence, set
phrases, an asset, relevant papers, transaction, a natural process, identification, abbreviations,
figures, names, quantities, dates, necessary, correctly, especially, prevention, misunderstanding
Types of oral communication

BUSINESS CONVERSATION. The purpose of the meeting between two or more business
partners - to discuss, to solve certain issues, establish commercial relations, and so on.

The ability to listen to the person, to understand it is a great art, so during a business conversation
preference for those interviewees who perceive carefully to those views and the evidence of his
partner and speak only on the merits, carefully observing his reaction, and adjusting accordingly.
Based on the dependence of the effectiveness of the conversation from the behavior and character
of its members, such vilenovych highlights any business conversation:

1. Establish the place and time of the meeting (preliminary agreement about the conversation on
"their", "alien" or "neutral" territory).

2. Way coming in contact. The etiquette rules of a "conversation" dictates "owner" of the territory
and in neutral territory, the initiative belongs to the person who came first: it's a greeting, gestures,
initial phrase to mobilize the attention of the interlocutor.

3. The statement of purpose (the purpose of the conversation is supplied in the form of problems
to be solved, or how a specific task).

4. The fixing arrangement and out of contact. The sides summarize the conversation, record
(preferably in writing) mutual obligations and allocate the initiative for implementation of adopted
decisions.

There are several kinds of business conversations, depending on the purpose and nature of the
task.

THE RULES OF TELEPHONE TECHNIQUES

People engaged in business in tourism have to use various means of communication: telephone
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conversations, personal contacts (meetings, business talks), letters, telegrams, faxes and so on.
Telephone is the quickest way of communication and is most frequently used under pressure of
time, also within the country and various companies. It is used to receive or pass on information.
Negotiations are often carried out over the phone. Important telephone conversations are to be
confirmed by letter with the appropriate signatures to provide legal evidence of the agreement
achieved. To save time in the opening and closing of telephone conversations set phrases are quite
common. Using the telephone in business can be an asset. If we are making the call we can
prepare what we want to say. This saves a lot of time and money on the cost of the call. So we
need to be organized, to have all relevant papers at hand and our conversation rehearsed if
necessary. We must list the points we wish to cover, otherwise they can be easily forgotten. A call
may take only a few seconds or minutes, and may seem an easy transaction and a natural process.
But you must agree that it has to be wellplanned, and practiced to be successful. Before making a
telephone call you should:

1. Decide what you are going to say.

2. Make a list of points to be raised.

3. Be ready with all relevant papers.

4. Be prepared with alternatives.

5. Have paper and pen at hand.

6. Be organized with all relevant files, etc.

When you call, first, give your name slowly and clearly. Identify yourself and your position in the
company. Then, make sure you’re talking to the right person After that, say what you are calling
about, don’t expect the other person to guess this or work it out. You should be brief, remember
that the other person may have other things to do than to talk to you on the phone. If the line is
bad, say, that you’ll call back at once. Then ring back and start the call again. Speak slowly and
clearly, but in a friendly voice and smile because the other person can hear you smile. While
talking don’t use technical terms or abbreviations, as the other person may not understand these as
well as you do. All the important information, like figures, names, quantities, dates and so on must
be pronounced slowly and carefully. This information may be repeated if necessary. Make sure
that the other person has noted it down correctly, especially numbers, which are the most difficult
thing to understand over the phone. Don’t interrupt the other person until he finishes speaking,
even if you think you know what he wants to say. They will take it as very rude. Never phone
during the other person’s lunch hour or just before they’re about to stop work for the day. If you
phone to another country, find out what time it is in the other country before you call. Note down
all the important information you’re given by the other person if you don’t want to waste the
phone bill calling up again. If you do all this you will prevent misunderstanding.

Bonpocsl u 3aganus.

Assignment 1.1. Answer the following questions on text 1:

. What means of communication do people use in business?

. Which is the quickest means of communication and why?

. Where is the telephone used?

. What is required if negotiations are carried out over the phone?

. What provides legal evidence of the agreement achieved?

. What is used to save time in the opening and closing of telephone conversations?

. Do we have to prepare what we have to say for the telephone conversation?

. What saves a lot of time and money on the cost of the call?

9. Why do we need to be organized?

10. Why should we have all relevant papers at hand?

11. Why is it important to have our conversation rehearsed?

12. Why must we list the points we wish to cover?

13. How long does a call usually take?

14. What is the first rule of the preparation for a talk?

15. What must you give first when you call?

16. Why is it necessary to identify yourself and your position in the company?

17. Why should you make sure you’re talking to the right person?

0 JONWn h~ W -
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18. Must you say what you are calling about?

19. Why should you be brief?

Assignment 1.2. Find the following words and word combinations in the text and translate

them into Russian:

To be engaged in business

to use various means of communication

to be the quickest way of communication

to be frequently used under pressure of time

to be carried out over the phone

to be confirmed by letter

to provide legal evidence

to save time

to be quite common

to be an asset

to make a call

to be organized

to have all relevant papers at hand

to list the points

to be well-planned, organized and practiced

to be successful

to talk on the phone

to call back

to use technical terms or abbreviations

to be pronounced slowly and carefully

to interrupt the other person

to note down all the important information

to waste the phone bill

to prevent misunderstanding

Assignment 1.3. Find the Russian equivalents in the text
1. AKTHB, HaJTUYHBIA KaIATal

JlaThl

IMoamuce

Y CTONYUBBIE BBIPAXKEHUS

Cokpanienue

Ocob6enHo

3aK0OHHOE CBUAETEILCTBO

Henonumanue

9. TNonxonmsamuit

10. Umerouuit oTHOLIIEHUE

11. Cnenka

12. IleperoBopsl

13. ITpaBUIIbHBII

14. Yucna

15. HeoOxonumo

16. Imena

17. IlpenoTBpanieHue

18. Yacto

19. Pacno3nanue

20. CpenctBa cBsi3U

e A i

Tema 20. /denoBoe oOmenue no teaedony. Tumosbie ¢paspl, ynorpedsiiomuecs: Npu
JeJIOBBIX TeJIe(DOHHBIX MeperoBopax. 3anpoc nHpopManuu no reaedony

He.m,: OBJIAICHUEC OCHOBaMH JCJIOBOIO OGLLICHI/IH Ha HWHOCTPAHHOM S3BIKC B yCTHOﬁ u
MUCbMEHHOW (opMe, paclIMpeHre AaKTHUBHOTO CIIOBApHOIrO 3amaca IO TeMaTuKe OOIIero M
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JIETIOBOTO aHTJIMHCKOTO SI3bIKA 110 TIPOQHUITIO.

3HaTh:

- OCHOBHBIE CIIOCOOBI paOOTHI HAJl SI3BIKOBBIM U PEYEBBHIM MaTEPHUATIOM;

- JIEKCHKO-TPAMMAaTHYECKUH MHHHMYM IO TeMe€ B 00beMe, HEOoOXOAMMOM Uii pPabOThl C
WHOSI3BIYHBIMH TEKCTAMH B TIPOIIECCE COMMOKYIBTYPHOH U MPOQecCHOHATBHON KOMMYHUKAITUH.
YmMmers:

- Y4acTBOBAaTh B JUCKYCCHM HAa TEMBI, CBS3aHHBIC C HM3y4aeMOW CIICIMAIILHOCTHIO; 3a]1aBaTh
BOIIPOCHI U OTBEUYATh HA HUX;

- 3aIlUCBhIBaTh M WHTEPIPETHPOBATH OCHOBHBIC (haKThI M3 MPOo(ecCHOHATBHO-OPUEHTHPOBAHHBIX
TEKCTOB.

- OCYIIECTBIATH MPO(EeCCHOHATBHYI0 KOMMYHUKAIIMIO HA MHOCTPAHHOM SI3BIKE;

AKTYaJIbHOCTb TeMbI: 00ycioBieHa HeoOxoauMocThio oBiagenneM OK-3,0I1K-1 u OIIK-12.
Teopernyeckas 4acThb:

Telephone conversation

Telephone is the quickest way of communication. It is most used under pressure of time within the
country or between different countries. Quick development of technologies brought cellular (cell)
phones to the market. Cellular phone systems enable businessmen to conduct business by phone
from everywhere. Businesspeople are able to do all kinds of over the phone. They are able to
receive information and messages. They can make and confirm appointments. Managers can
phone in orders and dictate work to their offices. Some phones make it possible to access
computer data and Internet. Mobile phones can be used in cars, airports and other public places.
Mobile communication makes it possible for businesspeople to use the time more productively
and be always in touch.

Making telephone calls is not always easy — especially if don’t know the person on the other end
of the line very well. In all cases- answering or making a phone call people should be tactful,
efficient, helpful and very polite.

There are some rules of conducting the telephone conversation in English. First you should
identify yourself, request your correspondent and explain the purpose of you call. At the end of
conversation don’t forget about thanks and final greeting. Some set expressions can be used for
these purposes. When secretary answers the phone, he says: “What can I do for you?”, you ask:
”Can I speak to Mr. Ivanov, please?” To introduce yourself you can say: “This is Mr. Brown
speaking”. If the person you need is in, she says: “Wait a minute/ Hold on, please. I’'m putting you
through. Go ahead”. If the person you need is out, she says: “I'm afraid, Mr. Ivanov is not
available at the moment.” You can say in reply: “Could you leave a message?” or “Can you ask
him to phone me back?”

Active vocabulary:

Way of communication- crioco0 oOreHust

To be used under pressure of time- HCTIOMB30BaTHCS BBUY OTCYTCTBUSI BPEMEHHU

To conduct business by phone- Bectu nena no tenedgony

Make and confirm appointments- nenaTh ¥ MOATBEPKAATh HA3HAYCHUS

To use the time more productively — ncnosnap3oBath BpeMs 601ee IpoyKTHBHO

To be in touch- 6ITH B IIpenienax 10CATaEMOCTH, OBITh B Kypce

To identify yourself — npencraButhcst (1o Tenedony)

I’m putting you through- coenunsro

To be not available at the moment — B 1aHHBIIf MOMEHT OTCYTCTBYET

To phone smb. back- nepe3BoHUTH

Bonpocel u 3a5anus.

Task I. Answer the questions:

1. Is the telephone conversation suitable when you are under pressure of time?

2. Why cellular phones become so popular among businesspeople?

3. Is it possible to access internet and conduct business using phones?

4. Is it necessary to use set expressions while having business conversation by phones?

5. Should you be tactful and efficient on the phone?

6. What are the main advantages and disadvantages of business communication by phone?
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Task II. Are the sentences true or false? Correct the false statements:

1. Telephone is the most inconvenient way of communication.

2. Quick development of technologies makes possible to conduct business by phone from
everywhere.

3. You cannot make and confirm appointments and phone in orders and dictate work to their
offices.

4. Mobile phones are forbidden to use in public places.

5. It is good that the person doesn’t see you on the other end of the phone line.

6. There are no rules of conducting the telephone conversation.

7. Don’t forget to thank the person you speak to and final greeting at the end of conversation.

8. When the secretary answers the phone, she says: “What do you want!”

IIpakTuyeckoe 3ansaTue Ne21.

Tema 21. Inanoru mo npogecCHOHATBHO-/1€J10BOI TeMaTHKe: CTPYKTYpa KOMIIAHUHU, HA0O0P,
0TOOp M HaeM CJIy:KalMX.

I_[e.m,: OBJIAACHHUEC OCHOBaAMHU JCJI0OBOT'O OGH.[CHI/IH Ha HWHOCTPAHHOM S3BIKC B YCTHOﬁ )41
MUCbMEHHOW (opMe, paclIMpeHre AaKTHUBHOTO CIIOBApHOIrO 3amaca IO TEeMaThKe OOIIero M
JIIIOBOTO aHTJIMICKOTO SI3BIKA IO MPOQUIIIO.

3HaTth:

- OCHOBHBIE CTIOCOOBI paOOTHI HAJl I3bIKOBBIM U PEYEBBIM MAaTEPUATIOM;

- JIGKCUKO-TPaMMaTUYECKUH MHHHMYM II0 TeMe B 00ObeMe, HEeOOXOauMOM i paboThl C
HHOA3BIYHBIMH TCKCTAMHU B MPOLIECCE COI.IHOKy.HBTypHOﬁ u HpO(l)eCCI/IOHaJIBHOI\/'I KOMMYHUKAIIUH.
Ymers:

- Y4aCTBOBAaTb B JUCKYCCHM Ha TCEMbI, CBSA3aHHBLIC C H3yqaeM01‘/’1 CIICHUAJIBHOCTBIO, 3aaaBaThb
BOIIPOCHI U OTBEUYATh HA HUX;

- 3allUCBIBaTh U MHTEPIPETHPOBATH OCHOBHBIE (DAaKTHl U3 MPO(PECCHOHATBHO-OPUEHTHPOBAHHBIX
TEKCTOB.

- OCYIIECTBIIATH NPOPECCHOHATBHYI0 KOMMYHHUKAIIMIO HA HHOCTPAHHOM SI3BIKE;

AKTYaJIbHOCTb TeMbI: 00ycioBieHa HeoOxoaumocThio oBiagennem OK-3,0ITK-1 u OIIK-12.
Teopernyeckas 4acThb:

— accounts department — Oyxrajnrepus
— board of directors — COBET JTPEKTOPOB
- chairman / chairperson - npejacenarenb
— chief executive officer — TNaBHBIA  HCIOJHUTENBHBIA  JUPEKTOP  KOMIAHUU
— director — TUPEKTOD, YJICH COBETa JTUPEKTOPOB
— executive  officer / manager —  ynpaBIfIOIIMKA  AeTaMHM,  PYKOBOJHUTEIb
— headquarters — mTab-KBapTUpa
— managing director — IUPEKTOP-paCHOPSIAUTENb, HCIOJHUTEIBHOE JUIIO0 KOMIIAHUU
— marketing department — oTnen MapKUPOBKH TOBapOB
— organization chart — OpraHHU3al[MOHHBIN IU1aH KOMIIaHUH
— personnel department — oTnen KaJIpoB
— president — IIPE3UJIEHT, BBICILINI aZIMUHHCTPATOP
— production department — MIPOU3BOCTBEHHBII oTen
— purchasing department — oTaen 3aKyTOK
— research and development department (= R & D department) — OnbITHO-KOHCTPYKTOPCKHN OTAEI
— sales department — oTIeN cObITa
- shareholder - aKIMOHED, MaiIIuK, JepiKaTeib aKIAH

— vice president — BUIE-TIPE3UICHT, 3aMECTUTEIh TPE3UICHTA

OOBIYHO MUHU-IKCKYPCHS ISl TOCTEH HauMHAeTcs ¢ “Omorpaduu’ KOMITAHUU — HAYMHAs C J1aThl
OCHOBAHUS PaCCKa3bIBAIOT O CAMBIX Ba)KHBIX ITalax: NEJICHHIX, OObEIUHEHUSIX, PACIIUPEHUSX,
KITIOYEBBIX MTPOEKTAX M KPYIHBIX JTOCTHKCHHUSX.

Company was founded/established/set up in... — xommanusi OblTa OCHOBaHa B... Merge —
o0benuHeHue, nornomienne Subsidiary — mouepnsis ¢pupma Affiliate branch/division — dumman
Sold off — pacnponasats Split into — nenenue.

[Tocne MCTOPHUYECKUX AOCTONMPHUMEYATEIBHOCTEH TMEPEXOAUM KO JTHIO CETOAHSIITHEMY — MOXHO
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pacckazartb O TOM, YeM 3aHMMAaETCsl KOMITaHUS, TIPU TOM aKIEHTHUPYs BHUMaHHE Ha KIIOUYECBBIE
MOMEHTHI: OCHOBHOE IMPOM3BOJICTBO; Hanboyiee MOMYISIpHbIE Y KIUEHTOB BUJBI TOBAPOB/YCIIYT;
TEKyIUE 3a/I1a4d W TUIaHBI Ha Oyayiiee 1Mo MOKOPEHUIO PBIHKOB. B o0rieM, roBOpuM 0 TOM, 4TO
JOJHKHO 3aWHTEPECOBATh TOCTEH, MPHUILIEAIINX HA Ballle MPEANPHUITHE.

To produce/make/manufacture — mpou3BoauTh, M3rotaBnuBaTh To supply — mocrasusate To launch
— BHEJPATH, 3aIlyCKaTh B MPOu3BOACTBO To research — uccienoBats To develop — pazBuBate To
roll out — BeIMTycKaTh HOBBIM MPOAYKT B Mpoaxy Pioneer — HOBBII, HOBAaTOPCKHUM, YHUKATbHBIH.
He 3a0piBaeM pacckazath O pemyTanuu (QUPMbl — KOHEYHO, BBl Ba)KHBI, HYKHBI, aKTHUBHBI,
WHUIIMATUBHBI, BCSIYECKH pa3BUBAaETECh W COBEPUICHCTBYETECh, CTPEMUTECh K HOBOMY |
OeckoHeuHO yimydinaere crapoe. Hermmoxo Obuto ObI OATBEPIUTH KPACHUBBIEC CIIOBA M PEaTbHBIMU
pe3ynbTaTamMu, KelnaTeabHo B udpax.

Market leaders — muaepsr peiaka Key player — kimtoueBoit urpok To expand — pacmupstees To
grow up — pactu Annual profit — ronosas npu6sute Turnover — o6opor In excess of a plan — uro-
TO, C/ICJTAHHOE CBEPX IUIaH.

Ecnu moceTuTensM BakKHO, MOXHO paccka3aTb O PYKOBOJCTBE, 00 OTIeNax M IMOJpa3JesieHHsIX,
OpTraHU3aIiK TPY/Aa U KOPIIOPATUBHBIX MOPSIKAX.

President/Director/CEO (Chief Executive Officer) — pykoBoauTens opranumzanuu Managing
director — ynpaBnsromui, ucnoaHUTENbHBIA aupekTop Overall responsibility — komnexkTuBHas
OTBETCTBEHHOCTh Day-to-day operation — Tekymias MpPOW3BOACTBEHHAS JCSATEILHOCTD
Department/Subdivision — nonpasnenenue, otaen To consist from — coctosTs u3... To include —
BKII04aTh Activity/Occupation/Performance — nesTenbHOCTb.

l'oBopss 00 otnmenax, pasneneHUH OOsS3aHHOCTEH W (QYHKIIMOHANE COTPYIHUKOB Baliei
OpraHH3aIfK, MOKHO YIIOMSIHYTh 00 OTBETCTBEHHOCTH M B3aMMOJICHCTBHUH JTIOACH MEXIYy COOOi,
pacckaszarb 0 TOM, KaKoBa JIOTHKA H MTOCIIEI0BATEIbHOCTh BEICHHS JICIT.

To report to... — moguuHsATHCA, HOKIanbBaTh To deal with... — Bectu gena c... To connect with...
— CBsI3BIBAThCA C... In charge of... — oTBeTcTBeHHBIH 3a uTO-1MO0 TO Co-Operate — COTpyAHUYATD,
oowsenuHsTECS To be responsible for...- OBITh OTBETCTBEHHBIM 32 YTO-TO.

Bonpocsl u 3ananus.

Task I. Use phrases bellow and retell about history of your company.

Task II. Translate into English:

1. On 3aHUMAET JOJKHOCTh MEHeKEPa o IIPOJIaXKaM.
Ot10 obecrieunBaeT 3¢ pexTuBHYIO CUCTEMY paboTHL.
B Hauen OpraHu3aruu HET YIIPaBIECHYECKUX OTZEIIOB.
Bure-npe3suieHT Mo MapKeTHHIy MMEeT B INpPsIMOM IMOAYMHEHWU MEHEIKEPOB IO IMPOJaKaM.
Cucrema KOMMYHHKAIUU JOJIKHA OBITDH Oonee 3P PEKTUBHOM.
Crnenuanuct o HEepCOHATY HE y4acTBYeT B IIPOM3BOJICTBE.
Jt0 3ajaya HE MOETO YPOBHSL.
CKOJIBKO MPO/IaBIIOB B BanIei KOMIaHuu?
Yro BKJIIOUAET JEeSITEbHOCTD YIPaBIECHYECKOIO nepcoHana?
Moii Ou3HeC pactet B pa3Mepax.

51 oTnaro mpuKasbl, Thl MPUHUMACIID UX.

Dialogue: Job Interview

Employer: Good morning! How are you?

Candidate: Fine, thank you very much.

Employer: We made this appointment to speak about your personality traits and your professional
skills. Please, tell us about yourself.

Candidate: 'm a very friendly person. Love to people helps me at solving different problems. I am
responsible and diligent. I'm really good at working with personal computers and I'm very
interested in programming (software engineering). When I was a university undergraduate I was
twice awarded the second prize in the database programming competition.

Employer: Can you explain us, why should our company hire you?

Candidate: 1 can work very well with other people, because I'm a real team player. My
qualification and professional skills help me to get any job done.

Employer: You mean you have never had a confrontation with your colleagues at your last place

102



of work?

Candidate: No I haven't. I always resolved difficult problems without confrontation. I'm a very
hard worker.

Employer: Tell us about you main negative and positive traits.

Candidate: I am outgoing optimist. I like people and I enjoy being around them. What about my
negative traits... Well, I like to discuss the newest gadgets with my friend Paul very much,
because they are a very important part of my life. Often we are fully unmindful of time and
depress our relatives.

Employer: Maybe this side of your character exercises significant influence on your private life
but it cannot be bad for your professional abilities.

1.Read and translate the dialogue and make you own.

2.Translate into English:

-MbI Ha3HAYMIIM 3Ty BCTpEUy, YTOOBI MOTOBOPUTH O Bammx JIWYHOCTHBIX KadecTBax U o Bameii
npodeccuoHabHON KBanuukaruu. [loxkanyiicra, pacckakute HaM O cebe.

- 51 ouens npyxemoOHBIN yesnoBeK. JIFOOOBb K JIIOSIM IOMOTAeT MHE peIIaTh pa3Hble MPOOIEMBI.
51 OTBETCTBEHHBIN U WUCIIOJIHUTEIBHBIN. Sl IEHCTBUTENHHO XOPOIIO Pa30MPalOCh B MEPCOHATBHBIX
KOMIIBIOTEpaxX M OYCHb 3aMHTEPECOBaH B MporpammupoBanuu. Korna s OblT CTYJJEHTOM CTapIIUX
KypCcOB YHUBEpPCHTETa, MHE [JBaXAbl MPHUCYXKJalld BTOPOE MECTO B KOHKypce IO
IpOrpaMMUPOBaHUIO 6a3

-Bb1 MOkeTe HaM OOBSICHUTH, TIOUEMY Hallla KOMIaHus JoJKHA B3sATh Bac Ha paboTy?

-5l ouenp xopomio ymero paboTarh ¢ APYIrMMHU JIFOJbMH, TIOCKOJIBKY s HACTOSIIUI KOMaHIHBIN
UTPOK (YMEI paboTaTh B KOJUIEKTHBE). Mosi KBaM(PUKAIKMSI U MOH MPO(eCcCHOHATbHBIC HABBIKU
MO3BOJISIIOT MHE CIIPABIISATHCS € 1000 paboToii.

Tema 22 [IucbmeHHOe cooOmIeHHEe 00 0COOEHHOCTAX OPraHU3alUU M PYKOBOJACTBAa padoToil
KOMIIaHUH.

Heab: oBmameHue OCHOBAMHU JIEJIOBOrO OOIICHHS HA WHOCTPAHHOM SI3BIKE B YCTHOH U
MUCbMEHHOW (opMe, paclIMpeHre AaKTHUBHOTO CIIOBApHOIrO 3amaca IO TEeMaTuKe OOMIIero M
JIEIIOBOTO aHTJIMICKOTO SI3BIKA IO MPOQUIIIO.

3HaTh:

- OCHOBHBIE CTIOCOOBI paOOTHI HAJ SI3LIKOBBIM U PEYEBBIM MATEPHATIOM;

- JIGKCUKO-TPaMMaTUYECKUH MHHHMYM II0 TeMe B 00ObeMe, HEOOXOauMOM i paboThl C
WHOSI3BIYHBIMH TEKCTaMHU B TIPOIIECCE COIMOKYIBTYPHOU U MPO(ECCHOHATHHON KOMMYHUKAIIHH.

- mpaBuiia 0OPMIICHHS U BEJICHUS 1€TI0BON KOPPECTIOHICHIIUN

YmMmern:

- 3aMMChIBaTh M UHTEPIPETUPOBATH OCHOBHBIE (DAaKTHI U3 MPOPECCHOHATBHO-OPUEHTHPOBAHHBIX
TEKCTOB.

- COCTaBIISITh JAENOBYIO IOKYMEHTALIUIO.

AKTYaJIbHOCTDb TeMbI: 00ycioBIeHa HeoOXxoauMocThio oBiageHnem OK-3,0I1K-1 u OITK-12
Teopernyeckas 4acThb:

NudopmanmoHHOE TUCHBMO — 3TO POJ JIEJIOBOH JOKYMEHTAIlMHM, KOTOpas CIYKUT IS
yBEIOMJICHHS TAPTHEPOB, 3aKa3YMKOB, KOHTPAreHTOB, a TAaK)Ke WICHOB KOJUIEKTUBA O KaKUX-TH00
HOBOCTSIX, U3MEHEHHSIX, JOCTIKEHUSAX W IP. CTOPOHAX JAEATeIbHOCTH opranu3armu.Hamvcanue
MH(POPMAIIMOHHBIX TOCIAHUM — HEO0OXOoJuMasi 4acTh pabOTHI IS TPEICTaBUTENICH OW3HEC-
CTPYKTYpP ¥ TOCYJaPCTBEHHBIX YUPEKICHHIA.

[lepenncka kak ¢(opMa NUCBMEHHOTO JEJIOBOTO OOIIEHUS AETUTCS Ha JENOBYI0 M YacTHO-
opunmaneHyro. JlenoBas mepemmcKa OCYIIECTBISCTCS MEXKAY OPUANYECKUMH  JTUIIAMH
(mpeAnpuATHUSMHU, OpTaHU3ALMAME, YUPEXKICHUAMU, GUpMaMH) U ITOMOTAeT pellaTh Ba)KHEHIIINE
BOIMPOCHI UX YKOHOMHUKO-TIPABOBO JeSATeNbHOCTH. B yacTHO-0pUIIMaNbHOM Mepenucke OJHUM U3
YYaCTHUKOB 00s53aTeNbHO SBISETCS YaCTHOE JHUI0, a JPYrUM — Iopuaudeckoe auino. Jlemosas
MepenucKa OCYIIECTBISICTCS MOCPEACTBOM JIEJIOBOW KOPPECIOHACHIIUA —PAa3IMYHBIX BHJIOB
JICTIOBBIX TIUCEM U COOOIICHUH ((paKCUMHIIBHBIX, SJIEKTPOHHBIX, TeJIeTpadHbIX, TEICKCHBIX U T.1.).
1.1. OcobenHocTH 0(UITUATHHO-AETOBOTO CTUIIS

OTAMYATENIEHOW  YepTOM  JCJIOBOM  TMEPENHCKH, B  OCOOCHHOCTH  JICTIOBBIX  ITHCEM,
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ABIIAETCS OPUIMATIBHO-EIOBOM CTHIIb U3JIOKEHUSI €€ COJAepkKaHMs, KOTOPBIA XapaKTepu3yeTcs
CIIETYIOIIUMU OCOOCHHOCTSIMHU:

-MOJ4epKHYTast 0(UINATBHOCT U BEKIUBOCTD;

-aJIpECHOCTb, T.€. HATMYHE COCTABHUTENS (OTIPABUTENS) MUCbMA U ajipecaTa (MoIydaTens);
-TeMaTu4ecKkasi OrPaHUYEHHOCTh JENIOBOM KOPPECHOHJEHIMU, B KOTOPOH, Kak MpaBHIIO,
paccmarpuBarores 1-2 Bonpoca;

-HEeUTPAIIbHOCTh TOHA (OTCYTCTBUE 3MOIIMOHATILHO U AKCIIPECCUBHO OKPALICHHBIX CIIOB);
-KOMITO3UIIMOHHOE U JIEKCHYECKOe eTMHO00pa3ue colepKaHms;

~-TOYHOCTb U SICHOCTh BBIPA)KEHUSI MBICIIH;

-JJAKOHUYHOCTh U KPATKOCTh;

-IIUPOKOE YIMOTPEOICHNE YCTOWYMBBIX CIIOBOCOYETAHUIN U S3BIKOBBIX 000POTOB (KIUIITHMPOBAHHBIX
bpas);

-MCI0JIb30BaHUE CIEIUATBHON TEPMUHOJIOTUY;

-HCTI0JIb30BaHKUE CPEJICTB JIOTHUECKON CBS3H.

1.2. IlenoBoe mUChbMO

INTERCITY BANK

1
58 Jalan Thamrin - Jakarta - Indonesia
Telephone 376019 - Telex 6756
4

Mr. S. Basuki

Jakarta Furnishings  Your ref: SB/sl 2
7 Talan Arjunna Our ref: PL/fh/246

Jakarta
30 May 20--3

Dear Mr Basuki, 5

Re: Order 2789 10

I am writing in connection with your letter of 24 February concerning the above order for some
office furniture.

Unfortunately, we have not yet received the filing cabinets, which were a part of this order. We
would be grateful if you could deliver these as soon as possible or refund

money. 6

We look forward to hearing from you.

Yours sincerely, 7

Peter Long

Mr. Peter Long

Manager 8

Encl.: Copy of invoice 11

HenoBoe mucemo (business letter) Ha aHTTUHCKOM S3BIKE OOBIYHO COJEPKHUT CIEIYIONINE
oba3amenvHble yacmu.:

1. The Letterhead [Tanka (BKJTIOYAOIIAst MECTO HAITMCAHMS TTHMChMa)
2. The Reference Line VYka3aHue Ha CChUIKY

3. The Date JlaTa oTnipaBieHus MUChMa

4. The Inside (Reader’s) Address Bayrtpennuii agpec
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5. The Greeting / Salutation Oopartenne / puBETCTBHE

6. The Body of the Letter Coneprxanue mucbma
7. The Complimentary Close 3akmounTenbHas GopMysia BEXINBOCTH
8. The Signature Block brok noanucu

K Heo0s13aTeIBLHBIM YACTAM ITHUCHMA OTHOCATCS:

9. The Attention Line VYka3aHue Ha KOHKPETHOI'O ajipecara

10. The Subject Line VYkazanue Ha o0Iee coepkaHue muchma
11. The Enclosure VYka3aHue Ha IPUIIOKEHUS

12. CC Notation YkazaHue Ha pacChUIKY KOMUH

OcHogHble npaguna cocmaenenus 1€I0BbIX NUCEM CIIEAYIOIINUE:

1) DBonbIIMHCTBO mHMCEM MNMIIYTCS Ha OJaHKaX, COAEP)KAIIMX HA3BaHUE M PEKBU3UTHI
OpraHu3aI|H, IS TOTO YTOOBI ajpecaT cMor 0e3 JONOJHHUTENbHBIX YCHWINK J1aTh Ha HETO OTBET.
VM ¥ 1OIKHOCTB OTIPABUTENS YKAa3bIBAIOTCS TOJIBKO B KOHIIE ITMCHhMA.

2) VYka3aHuMe Ha CCBUIKY MOMKET NPEACTaBIATh COOOH NOPSAKOBBIM HOMEp MHUCbMA WU
ab0peBuaTypy, HalIpUMep, MHULHMAJIBI OTIPABUTENS U CEKpeTaps,

[1€4aTaBIIEr0 MUCHMO.

3) CymiecTBYIOT ClAeAyIOIINe BApUAHTHI HAaNMCaHus naThl: Oputanckuii (BE) —

1September, 2010 / Ist September, 2010u amepukanckuii (AE) — December 1, 2010 / December
Ist, 2010. Ha3anme wmecslma Jydile mOucaTh CJIOBOM, T.K. OJHa W Ta K€ JarTa,
Hanpumep, 01/09/20108 6puTaHCKOM BapuaHTE BOCIIPHHUMAETCS KaK

Icenmsaops 2010 2., a B amepukanckoM — 9 sneaps 2010 e.

4) Agnpec mnomywaTens paclojlaraercs cjeBa B CIEAYIOLIEM INOpPSAKE: HMMsI C BEXKIUBBIM
obpamenuem (Mr./Miss/Mrs./Ms.), NOTXKHOCTb, OTAEN, Ha3BaHUE (UPMBI, aapec (IoM, YJIHUIIa,
ropoj, mrar/rpadcrBo, uaaekc (postcode (BE) / ZIP code (AE), crpana). OmuOKky B HallMCaHUU
azipecata MOT'YT OBbITb BOCIIPUHATHI KaK HEYBaXKCHHUE.

5) Tekcr nmucbMa AETUTCA Ha a03albl, KaXIbIH U3 KOTOPHIX BBOJUT HOBYIO TeMy. B nenoBom
MHUChbME CIEYET paccMaTpuBaTh 1-2 Bompoca.

6) 3aximounTenbHass (OpMyNa BEXJIMBOCTH 3aBHUCHT OT HCIOJIB30BAHHOIO B Hayalle MUChMa
oOparieHust 1 COOTBETCTBYET PycCKoil dpaze «Hckpenne Bawy.

Dear Sir(s)/ Dear Madam/ Dear Sir or Madam, Yours faithfully,

Dear Mr. White/ Dear Ms./Miss/Mrs. Brown, Yours sincerely, (BE)
Yours truly (AE)
Respectfully yours (AE)

Ecnu anpecar o4yeHb XOpOIIO 3HAKOM aBTOpPY IHChMa, MOXKHO HCIONB30BaTh (ppasel “Best
wishes v “With best regards” .

7) baok nmoanucu BKIIOYAST JIMYHYIO OJIKICH aBTOpa MUChbMA U €€ paciu(poBKy (IOJTHOE UM U
JOJDKHOCTH, TIPU HEOOXOAMMOCTH — Ha3BaHUE OT/IETIA).

8) Ilpy HamucaHuM B KOMIAHMIO MM OTHAE] IO BO3MOXKHOCTH YKa3bIBa€TCs JIMIO, KOTOPOMY
aJpecoBaHO MUCHbMO, Hanpumep, Attn. Production Manager.

9) Vkazanue Ha ofImiee cojaep)kaHHe MUChbMa oOyerdaer copTHpoBKy muceM. Ctpoka 0o
MOYEPKUBAETCS, TUOO BBIIEISACTCS KUPHBIM IIPUPTOM.

10) Tlpm HamuyuuM OPHIOKEHUN Tocie OJoKa MOANMHMCHA THUIIETCS Ha3BaHWE MPUIIOKEHUS,
KOJMYECTBO JIUCTOB U AK3EMILISIPHOCTb.

11) B caydae ecnaum OTHPAaBIAIOTCA KONMUM IHCbMa JIpYIrMM  aapecaTaM, CTaBUTCS
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COKpallleHHe “‘cc” M yKa3bIBalOTCS UX UMEHA.
Bonpocsl u 3axanus.
Task I. WRITING. Ilepeseoume na anznuiicKuil A3vlK:

Or: r-H J>xoH JIbtouc,
reHepaIbHbIN JTUPEKTOP
XoBepHU JItn
4567 Cueiik CTpHT,
Oaxnenn, Kamudopuus
Kowmy: XoBapn Crennu
9034 Kanbon CTpHUT,
Can dpaHIUCKO, Kamudopnus,
CIIA 90345
01 OKTSIOps 2015 roja

VBaxkaeMmelii r-H CTCHIH,

02 oxtsi6ps 6ymet 10 net Bameit pabotel B XoBepHu JITa. 3a mepuos cBoeit padboTel Bel mokazanu
ceOs BepHBIM U KBATU(UIHUPOBAHHBIM COTPYAHHKOM C BBICOKHM MOTCHIIHATIOM. MBI
npusHarenbHbl Bam 3a Bam Bkiiag B ycrnex Hamledl KOMIIAHUM M XOTUM Mo3apaBuTh Bac ¢ 10-
JIETHEW TOJOBIIMHOM.

C YBAKCHUEM,
J>xoH JIbtouc,
['enepanbHbIl TUPEKTOP.

IIpakTnyeckoe 3anaTne Ne23. Buabl komnanuii 1 opranusanuii OpranusanuonHas gopma
3aHAITHSA: TPAAUIMOHHBINA ceMUHAP.

Lenb: popmupoBaHue y CTyIEHTOB PEYEBOM, SA3BIKOBOM U KOMMYHHKATHBHOW KOMITETEHITUH IS
OCYILIECTBIICHUS JI€JIOBBIX KOHTAKTOB.

B pesynbrate ocBoeHUE TEMBI CTYACHT J0JKECH

3HATh: OCHOBHBIE TI'pPaMMAaTUYECKUE SIBJICHUS, XapaKTepHbIe Uil MpOo(ecCHOHATBLHOU peul;
JICKCUYECKUE M CHHTAaKCHUYECKHE OCOOCHHOCTH O(HUIMAIBHO-JIEIOBOTO CTWIS B aHTIHICKOM
SI3BIKE;

YMETh: ONPEACNATh CTUJIEBYIO IMPHHAUICKHOCTh AHIIMHCKUX TEKCTOB O(UIMAIBHO-IETOBOTO
CTHJIS, BUACTh XapaKTepHbIE CTHJIEBBIC YEPThI; UNTATh OPUIIMATBEHO-IEIOBBIE TEKCThHI Pa3IMUHOMN
CTENEHU CIIO)KHOCTH; CTPOUTH AMAJOTMYECKYI0O M MOHOJOIMYECKYI0 peub C HCIOJIb30BAHUEM
HauboJsee ynoTpeOUTENbHbIX JIEKCUKO-TPAMMAaTHYECKUX CPEJICTB B OCHOBHBIX KOMMYHHUKATHUBHBIX
CUTyalusax O(pUIMAIBHOrO OOLICHMS; MOHUMATh JAUATOTMYECKYI0O U MOHOJIOTHUYECKYIO peub IO
WU3Yy4YECHHOU TEME.

AKTyalTbHOCTb TeMBI: 00yCIIOBIIEHa HEOOXOAUMOCTBIO OBiafeHus YK-4.

Teopernyeckas 4acThb:

TYPES OF COMPANIES AND ORGANIZATIONS

STARTING UP

A. Discuss these questions:

1. Would you like to work for a big international company or a small

local one? Explain why or why not.

2. How important are the following in showing a person’s status in an

organization?

* a reserved parking space

* an office with a window

* a uniform

* a personal business card

* your own office
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* a company car
* your name on your door

* having a secretary

» taking holidays when you like

» the size of your desk

* more than one seat in your office

» flying business class

* a company credit card

* having fixed working hours

B. Which of the words below can describe: A) good qualities of an
organization; B) bad qualities of an organization.

bureaucratic caring centralized conservative

decentralized democratic dynamic hierarchical

impersonal market-driven professional progressive

29

Can you add any others?

C. Study some useful phrases.

I work for a large, multinational company.

We manufacture components for our car production plants in Europe.
The company has operation in over fifty countries.

We export to Eastern Europe and the Far East.

The domestic market accounts for about 40 per cent of our total
production.

The company was founded in 1960.

We have over sixty employees.

What’s your annual turnover?

What does IABS stand for?

D. Read the dialogues and fill in the missing phrases.
Manufacture, headquarters, work for, operations, multinational company,
areas of business, side of business

A manufacturing company

A: So, who do you 1

9

B: I work for a large 2

called DAK Group. We have five

main 3

— construction, heavy industry, shipbuilding, motor

vehicles and telecommunications.

A: And which 4

do you work in?

B: The motor vehicles division. I work in our Belgian factory. We

5

components for our car production plants in Europe.
A: Where are DAK 6

?

B: In Seoul. But the company has 7

in over fifty countries and

thirty factories all over the world.

Diversify, design and assemble, accounts for, specialize
Products and markets

A: What does your company do exactly?

B: We 1

a wide range of electric generators for hospitals,
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hotels and small factories. We 2 in medium-sized generators but

we’re hoping to 3 into larger models next year.
A: And who do you sell to?
B: We export to Eastern Europe and the Far East. The domestic market

4

about 40 per cent of our total sales.

Annual turnover, employ, technical people, workforce
Company size

A: How many people does your company 1

?

30

B: We have sixty employees. We have about forty factory workers and
2

and the rest are admin and sales staff. We started off with only

ten people so our 3

has grown a lot. What’s your 4

?

B: It was just over two million euro last year.

A new factory, a small workshop, a German company

Company background

A: How long has the company been in business?

B: For over forty years. The original company — Davies Engineering —
was founded in 1960 by Davies brothers in 1

near Manchester. They

closed down the workshop in 1980 and opened up

2

in Leeds.

A: When did it become IABS? B: In 1997 — when it was bought
by 3

. They set up two more businesses in the UK.

A: What does IABS stand for?

B: International Air Braking System.

E. Write down the questions from the dialogues for the following
responses.

Example:

Who do you sell to?

We sell mainly to domestic packaging companies.
a)

An electronics company called Eurotron.

b)

We design jet engines.

c)

We have over 1 000 employees worldwide.

d)

I work for a small, three-owner software company.
e)

We manufacture machined parts to the customers’ designs and
specifications.

f)

Just over two million dollars a year.
F. Complete the sentences with a proposition.
1. We produce components the car industry.
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2. Exports account 70 per cent of total sales.

3. We have factories all the world.
4. We specialize top-of-the-range cars.
5. We’re trying to diversify more expensive models.

IMpakTnyeckoe 3ansaTue Ne24. Crpykrypa Komnanuu.

Lenb: popmMupoBaHue y CTyIEHTOB PEYEBOM, SA3BIKOBOM U KOMMYHHKATUBHOW KOMITETEHITUH IS
OCYULIECTBJIEHUS JEIOBBIX KOHTAKTOB.

B pe3ynbpTare ocBoeHHE TEMBI CTYACHT JI0JKEH

3HATh: OCHOBHBIE TI'pPaMMATUYECKUE SIBJICHUS, XapaKTepHble Uil NPO(EecCHOHATBLHOU peul;
JIEKCUYECKHE M CHHTAKCHMYeCKHe OCOOEHHOCTH O(QUIMATbHO-AEIOBOIO CTUJS B aHTJIMHCKOM
SI3BIKE;

YMETb: OMNPEIeNATh CTUIEBYIO MPHUHAJICKHOCTh AHTJIMHCKUX TEKCTOB OQHUIIMATIBbHO-IEI0BOTO
CTHJIS, BUACTh XapaKTePHBIC CTHIIEBBIC YEPTHI; YATATh O(PHUIIMATHEHO-IEIOBBIC TEKCTHI PA3IHIHON
CTENEHU CII0)KHOCTH; CTPOUTH IHAJOTUYECKYI) U MOHOJIOTHYECKYIO pe€4b C HCIOJIb30BAHUEM
HauOoJee yoTpeOUTENbHBIX JIEKCUKO-TPAMMATHYECKUX CPEJICTB B OCHOBHBIX KOMMYHHKATHBHBIX
CUTyalusix O(QUIMAIBLHOTO OOIIEHHS; MOHMMATh AMATOTUYECKYI0 M MOHOJOTHMYECKYI0 pedb IO
MU3y4YEHHOH TEME.

AKTYalTbHOCTh TEMBI: 00yCIIOBIIEHA HEOOXOAMMOCThIO OBaneHus YK-4.

Teopernyeckas 4acThb:

READING A. You are going to read an article about the company Philips. Before reading the text
about Philips, decide whether you think these statements are true (T) or false (F)? 1. It is the
world’s second biggest electronics company. 2. It has produced over 100 million TV sets. 3. Its
headquarters are in Amsterdam. 4. It was the first company to produce compact discs. 5. It is
active in a small number of specialized businesses. 6. It provides the lights for famous landmarks
such as London’s Tower Bridge. Read the text and check your answers. The Philips story The
foundations of the world’s biggest electronics company were laid in 1891 when Gerard Philips
established a company in Eindhoven, the Netherlands, to manufacture light bulbs and other
electrical products. In the beginning it concentrated on making carbon filament lamps and by the
turn of the century it was one of the largest producers in Europe. Developments in new lightning
technologies fuelled a steady programme of expansion and, in 1914 it established a research
laboratory to stimulate product innovation. In the 1920s, Philips decided to protect its innovations
in X-ray radiation and radio reception with patents. This marked the beginning of the
diversification of its product range. Since then, Philips has continued to develop new and exciting
product ideas like compact disc, which it launched in 1983. Other interesting landmarks include
the production of Philip’s 100-millionth TV set in 1984 and 250-millionth Philishave electric
shaver in 1989. The Philips Company Philips headquarters are still in Eindhoven. It employs
256,400 people all over the world, and has sales and service operations in 150 countries. Research
laboratories are located in six countries, staffed by some 3,000 workers. It also has an impressive
global network of some 400 designers spread over twentyfive locations. Its shares are listed on
sixteen stock exchanges in nine countries and it is active in about 100 businesses, including
lighting, monitors and shavers; each day its factories turn out a total of 50 million integrated
circuits. The Philips People Royal Philips Electronics is managed by the Board of Management,
which looks after the general direction and long-term strategy of the Philips group as a whole. The
Supervisory Board monitors its general course of business of the 39 Philips group as well as
advising the Board Management and supervising its policies. These policies are implemented by
the Group Management Committee, which consists of the members of the Board of Management,
chairmen of most product divisions and some key officers. The Group Management Committee
also serves to ensure that business issues and practices are shared across the various activities in
the group. The company creed is “Let’s make things better”. It is committed to making better
products and systems and contributing to improving the quality of people’s work and life. An on
travels around the world, whether passing the Eiffel Tower in Paris, walking across London’s
Tower Bridge, or witnessing the beauty of the ancient pyramids of Giza, you don’ have to wonder
any more who lit these world famous landmarks, it was Philips. B. Read “The Philips Story”
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again. Why are these dates important? 1891 1914 the 1920s 1983 1984

IIpakTuyeckoe 3ansaTue Ne25. PaGoTra u 0TBETCTBEHHOCTb.

Lenb: popmMupoBaHue y CTyIEHTOB PEYEBOM, SA3BIKOBOM U KOMMYHHKATUBHOW KOMITETEHITUH JJIS
OCYILIECTBIICHUS JI€JIOBBIX KOHTAKTOB.

B pe3ynbrate 0ocBOEHHE TEMBI CTYACHT JOKECH

3HATh: OCHOBHBIE TI'pPaMMAaTUYECKUE SIBJICHUS, XapaKTepHble Uil MPO(EecCHOHATBLHOU peul;
JMEKCUYECKUE W CHUHTAKCHYECKHEe OCOOEHHOCTH O(UIIMATBHO-AETIOBOIO CTUJS B aHTJIMHCKOM
SI3BIKE;

YMETb: OMPEIeNATh CTUIEBYIO MPHHAJICKHOCTh AHTJIMHCKUX TEKCTOB OQHUIIMATIBbHO-IEI0BOTO
CTHJISA, BUACTHh XapaKTePHBIC CTHIIEBBIC YEPTHI; YATATh O(PHUIIMATHEHO-IEIOBBIC TEKCTHI PA3IHIHON
CTETIEHU CIIOKHOCTH; CTPOMUTH JMAJOTHYECKYI0O M MOHOJIOTMUECKYI0 pedb C HCIOIb30BaHUEM
HauOoJee ymoTpeOUTENbHBIX JTEKCUKO-TPAMMATHYECKUX CPEJICTB B OCHOBHBIX KOMMYHHKATHBHBIX
CUTyalusix O(UIMAIBLHOTO OOIIECHHS; MOHMMATh AMATOTUYECKYI0 M MOHOJOTHMYECKYI0 pedb IO
U3y4YEHHOH TEME.

AKTYalTbHOCTB TEMBI: 00YCIIOBIIEHA HEOOXOAMMOCThIO OBIaneHus YK-4.

Teopernyeckas 4acThb:

VOCABULARY

A. Match the words from the box with the corresponding heading:

a) What do you do?

b) General responsibilities

c¢) Working hours

d) Pay and conditions

e) Jobs

f) Living the company

9

work for/in sacked meet clients dismissed

salary carpenter nine-to-five job get sick pay

run self-employed resigned be employed by

surgeon do shiftwork paid holiday full-time job

in charge of attend meetings retire work overtime

mechanic pay income tax pay rise do flexitime

part-time job handle attend meetings architect

responsible for personnel manager minimum wage deal with

B. Match the verbs on the left with the nouns on the right. Use each

verb once only.

1. earn a) overtime

2. work b) meetings

3. deal with c) a shop

4. attend d) complaints

5.run e) £2,000 a month

C. Rewrite these sentences starting with the words given. The meaning

must stay the same.

Example I'm a banker.

I work in banking.

1. What do you do?

WHhat's ..o

2. I'm employed by the government.

TWOTK oo

3. I .earn $50,000.

4. .. 1 get £20,000 from my teaching job and another £10,000 from writing.
My total ...ooovveiieiieieee e
5. .. In my job I look after all the computers in the building.
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My job involves .

6. I'm responsible for one of the departments
I'min.........coo

D. This is part of a conversation with a teacher about her job. Write the
missing questions.

A ? B: I start at nine and finish at four.
At ? B: Yes, a bit. On certain courses I work until 5.30.
Al ? B: 12 weeks. That's one of the good things.
Al ? B: Yes, we do, but we have to have a doctor's note.
E. Write down one job that would probably be impossible for these

people.

10

1. Someone who didn't go to university doctor

. Someone with very bad eyesight (= cannot see very well)

. Someone who is always seasick on a boat

. Someone who understands nothing about cars

. Someone who will not work in the evening or at weekends

. Someone who is afraid of dogs

. Someone who is afraid of heights and high places

. Someone who is terrible at numbers and maths

9. Someone who doesn't like to see blood (= the red liquid in your body)
10. Someone who is a pacifist (= is anti-war)

F. You have just bought a piece of land and you are planning to build a
house on it. Write down at least six people from the opposite page that you
may need to help you. What would you need their help for?

Example A bricklayer to build the walls.

G. Find the logical answer on the right for each of the questions on

the left.

1. Why did they sack her? a) Because she was 60.

2. Why did they promote her? b) Because she was late for work every
day.

3. Why did she apply for the job? ¢) Because she needed more training.
4. Why did she retire? d) Because she was out of work.

5. Why did she resign? e¢) Because she was the best person in the
department.

6. Why did she go on the course? f) Because she didn't like her boss.
H. Complete the table. Use a dictionary to help you.

verb general noun person

manage ...management ... .......ccccvueeieenieennn

PIrOMOLE ..o

530010) (o)A USSP /

TESIZN wvveeeveeeiieeeveee e,

115171 COURRR

03O\ L B~ WIN

READING

A. Have you ever heard of Richard Branson? Read this article about

the way he works. Is there anything unusual about his management style?
Do you think you would like to work for him?

11

B. Work with a partner. Look at the facts about Branson and ask and
answer questions about how he works. Use these question forms to help
you.

What...? How...? How many...?

Where ...? Does he ...? How much ...?
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When...? Has he...? What sort of ...?

Why ...? How often ...?

Richard Branson's

10 SECRETS OF SUCCESS

Richard Branson became famous as a 'hippy' businessman in the 1960s

when he set up a record company. Today he runs the successful Virgin
airline and he's still breaking many of the traditional rules of management

So how does he do it?

1. He regularly works an eleven-hour day, starting around eight and

finishing around seven at night.

2. He spends a lot of time talking to people on the telephone but he never
sends memos.

3. He rarely holds board meetings. He makes decisions on the phone or on
the tennis court.

4. He has a good memory and he writes people's names on his hand so he
doesn't forget them.

5. He invites every single one of his 10,000 employees to a party at his

home in Oxfordshire every year. The last party cost around £100,000.

6. He continually questions his employees about every aspect of the

business and he tries to pick holes in their arguments to find out whether their
ideas will work.

7. If he becomes annoyed in meetings, he leaves the room. He hardly ever
loses his temper.

8. He employs people he likes personally. This is more important to him

than qualifications.

9. He has had several business failures in the past and nearly went

bankrupt several times but he has always survived. He puts his success down to
good ideas, good people, and good luck.

10. He didn't go into business to make money. He went into business

because he wanted a challenge.

Read the text and see if the writer's ideas are the same as yours.

F. The text has eight main sub-sections. Match the cartoons to the

sections.

13

MEN and women do things differently. There are, of course, exceptions to
every generalisation, including this one.

Cristina Stuart is a managing director of Speakeasy Training, a

consultancy that runs courses for men and women working together. Here she
describes a few key differences between the sexes in the workplace.

1. Working together

The male approach to business is competitive, direct and confrontational.

The end justifies the means.* Personal status and a focus on the individual are
important.

The female method is collaborative. Collective action and responsibility

are more important than personal achievement. Lateral thinking*, as well as
goodwill and the well-being of the individual, are also of great importance.

2. Tackling problems

The male approach is to go to the heart of the problem, without taking into
account secondary considerations. The female preference is to look at various
options.

3. Body language

Male body language tends to be challenging. Female body language tends
towards self-protection. A stereotypical female pose is sitting cross-legged; the
male sits with legs apart to give an impression that he is in control.
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Male behaviour can include forceful gestures for example banging a fist on
the desk for effect. The female style does not usually include aggressive
gestures.

4. Language

The male way of speaking does not encourage discussion. Women tend to
welcome others' opinions and contributions more.

5. Conversation

Men like to talk about their personal experiences and achievements or
discuss 'masculine' topics such as cars or sport. Women tend to talk about staff
problems and personal matters.

6. Meetings

If a woman does not copy the male confrontational style, she is often
ignored.

7. Selt-promotion

Men find it easy to tell others about their successes. Women tend to share
or pass on the credit for a success.

8. Humour

Men's humour can be cruel — a man's joke usually has a victim. Female
humour is less hurtful. A woman often jokes against herself

CAVEAT Many men have a female style of working. Equally many
women have a male approach. As Ms Stuart says many of the current
management theorems — flatter organisations®, empowerment, managing by
consensus® — have a female style to them.

14

* the end justifies the means: it doesn't matter what methods you use; success is the only important
thing

* lateral thinking: thinking in a creative way, making unusual connections

* flatter organisations: organisations in which there are fewer managers and
people have equal status

* managing by consensus: managing by getting everyone to agree

G. According to the text, which of these phrases are typically used by
men and which by women?

Example:

'It's very simple. The point is ..."

Men because 'the male approach is to go to the heart of the matter'.

1. 'But we need to take account of...'

2.'You look worried. What do you think about the new plan?'

3. 'That's rubbish!'

4. '] built the department from nothing.'

5. 'Thanks for your kind words, but this really was a team effort.'

6. 'It was so funny. He looked ridiculous!'

H. Work in groups and discuss the questions.

1. What is the style of male and female managers in companies in your
country? Are they similar to the ones outlined in the text?

2. Do you think there is a difference in style between men and women or
is any difference usually because of personality?

3. Do you know any men who have a 'female' style of working? or
women who have a 'male' style of working?

4. Do you find it easier to work with men or women? Why?
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