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BBEJIEHUE

Meronuueckue ykasaHHs IpeIHa3HA4YeHbl JUId CTYAEHTOB 1 Kypca MarucTpaTypbl 3a04HOU

¢dopMbl 00yUeHHsI, KOTOPHIMA OHU MOTYT MOJBb30BaTHCS MPH MOArOTOBKE K MPAKTHYECKHM 3aHSITHSM.
[IpakTHdeckue 3aHATUS 3TO IJIaHUpyeMas ydeOHas, y4eOHO-MCCIIENOBaTeNbCKas, a TaKKe Hay4dHO-
UCCIIeIoBaTeNbCKasi paboTa CTyIEHTOB, KOTOPasl BHIIOIHAETCS B ayAMTOPHOE BPeMsl 0], PYKOBOJCTBOM
npenoaasarens. B cocTaBe MeTOAMUYECKHX YKa3aHMM K MNPaKTUYECKUM 3aHATHAM MPEAyCMOTPEHBI
PEKOMEHIAIMH 110 NOATOTOBKE K NMPaKTHYeCKOMY 3aHATHIO. [Ipy BbIIOIHEHUH pabOThl CTYIEHTHI MOTYT
UCIIOJIB30BaTh HE TOJIBKO METOJMYECKUE YKA3aHUs 110 PEIEHHIO 3aa4, HO U IpyTrue MaTepuanbl y4eOHo-
METOJUYECKOTr0 KOMILIEKCA.
OCHOBHOH 1I€TIbI0 METOJMUECKUX YKa3aHUH MO BBHITIOTHEHHIO MMPAKTUYECKUX padoT SBISAETCS MOBBIIICHUE
UCXOJHOTO YPOBHS BIAJEHUS HHOCTPAHHBIM S3BIKOM, JOCTUTHYTOTO Ha MpeblAyIledl CTyNeHH
o0pa3oBaHHs, ¥ OBJIAJCHUE CTYAEHTaMH HEOOXOAMMBIM W JOCTaTOYHBIM YPOBHEM KOMMYHHKATHBHOMN
KOMIIETEHIIUH /7S PEIIeHUs 3a7a4 MEKIMYHOCTHOTO U MEXXKYJIbTYPHOTO B3aUMOICHCTBUSL.

Llenbro ocBOeHHs AuMCHUILIMHBEL «[1podeccMoHanbHas KOMMYHUMKaAUMA Ha MHOCTPaHHOM

A3blKe» sBisieTcss (OPMHUPOBAHHE Y CTYAEHTOB kKommereHIMH YK-4 kak cpencTBa, MO3BOJISIOILETO
o0ecrieynTh  KOMMYHHUKAaTHBHO-IIO3HABaTEeNIbHBIE  NOTpeOHOCTH B cdepax  aKaIeMHUECKOH,
npodecCHOHAIBHON M COLMAIbHO-TYMaHUTAPHOM €S TENbHOCTH, YUaCTBYsI B MEKKYJIBTYPHOM OOIICHUH.
3agaud OCBOCHHS AUCIUIUIMHEL: OBJIAJICHHE MOHOJOTHYECKON M JHATOTMUYCCKON PEublo, OBIaJCcHUE
OCHOBaMH MICbMEHHOM peuH, OBJIaZICHUE OCHOBAMH CAMOOIICHKH YPOBHS CQOPMUPOBAHHOCTH SI3BIKOBOH,
peueBOl M COLMOKYJIBTYPHOH KOMIETEHIMH M  (OopMuUpOBaHMS TOTPEOHOCTH B  A3BIKOBOM
caM000pa3oBaHUH.

B pe3ynbTare 0CBOCHUS AUCIUIUIMHBI 00YYaIOLITUICS JOKECH

3HATh:

- OCHOBBI I1€PEBO/Ia C NHOCTPAHHOTO SA3bIKa B IIpodecCHOHAIBHOMN cdepe;

YMETB:

- BBIIOJHATh KOPPEKTHBIA NMHUCHMEHHBIN MEPEBOJ C HHOCTPAHHOTO SI3bIKa Ha TOCYAapCTBEHHBIN A3bIK PO
U C TOCYAAapCTBEHHOTO si3bika P Ha HHOCTPaHHBIH S3bIK;

BJIQ/IETh!

-)KaHpaMHU TUCBMEHHOM peun B podeCCHOHANIbHOM cdepe.



COJEP)KAHUE NIPAKTUYECKUX 3AHATHN
PA3JIEJI 1. O®PUIIUAJIBHO-JIEJIOBOM CTUJIb AHIJIMACKOT O SI3BIKA

IIpakTuueckoe 3anHsitue Nel. Jlekcuyeckme W CHHTAKCHYECKHE OCOOEHHOCTH OQUIIHAIBLHO-
AeJI0BOr0 CTHJISI AHIVINHCKOIO SI3bIKA.
Lens: dopMupoBaHue y CTYIEHTOB pPEUYEBOM, SI3BHIKOBOH W KOMMYHHKATUBHOM KOMIIETCHLIUH IS
OCYILIECTBIICHHUS ICTOBBIX KOHTAKTOB.
B pesynbraTe ocBOeHHE TEMBI CTYIEHT AOJDKEH
3HATh: OCHOBHBIE TPAMMATHYECKHUE SIBICHHS, XapaKTepHbIE A7l MPO(ECCHOHANBHON PeUH; JEKCUIECKHE 1
CHUHTaKCHYECKHE 0COOCHHOCTH O(PHLIHATBEHO-/ICIIOBOTO CTUIIS B @HTJIMHCKOM SI3BIKE;
YMETh: ONPEIEISATh CTHIEBYIO NPHHAJICKHOCTh AHIVIMICKUX TEKCTOB O(HIMAIbHO-IENI0BOIO CTHII,
BUJIETh XapaKTepHBIE CTHJEBBIC YEPTHI; YUTATh OQPHIMANBLHO-AETIOBBIE TEKCTHI DPA3IHMYHON CTEIEeHU
CIIO)KHOCTH; CTPOUTH JAWAIOTHYECKYI0 M MOHOJOTHYECKYI0 pe4yb C HCIOJIb30BaHUEM Haubolee
YIOTPEOUTENBHBIX JIEKCUKO-TPAMMATHUECKUX CPEICTB B OCHOBHBIX KOMMYHHMKAaTHUBHBIX CHTYaIUSIX
oULMaNBEHOrO OOLICHUS; TOHUMATh JTUAIOTMYECKYI0 1 MOHOJIOTHUECKYIO PEUb 10 U3YUCHHON TeMe.
AKTyaJIbHOCTb TEMBI: 00yCIOBIeHa HEOOXOAUMOCThIO OBiaaeHust Y K-4.

Teopernyeckasi 4acTh:

OdunmansHO-AETOBONM  S3BIK  KaK OCOOBIH  (D)YHKIMOHANIBHBIM CTHJIbP PEYH  XapaKTepu3yeTcs
HN3BCCTHBIMU HHTCPHAIMOHAJIBbHBIMHU 4YCpTaMH, KOTOPBIC ABJIAIOTCA CICACTBUEM YHUBECPCAIBHOCTU
pemia€MbIX UM 3aAa4 — CIYXUTb MHCTPYMCHTOM JI€JI0BOIO 06IIICHI/I$I, CpCACTBOM JOKYMCHTUPOBAHUA
OQUIMANBFHOW YIpaBleHYeCKOH U cioyxebHoi wHbopMmammu. OmHa ©3 CcaMbIX MOPa3UTENBHBIX
0CcOOEHHOCTEH 3TOr0 CTWIS — HCIONB30BaHHE CJIOB B HMX HCTHHHOM CIIOBapHOM 3HadeHWHU. He
CYHECCTBYECT BO3MOXHOCTU IJIA KOHTCKCTHBIX 3HAUCHUN WU JJIsL OI[HOBpCMCHHOﬁ pcajim3anu ABYX
3HadeHuil. ClioBa C 3MOLMOHAIBHBIMU 3HAYCHUSAMH HE MOJDKHBI OBITh HAMICHHBIMH B JOKYMEHTE.
Kax b1l THII JeTT0OBBIX JOKYMEHTOB MMEET COOCTBEHHBIN HA00p (pa3 U KIIHIIE, KOTOPbIE MOTYT Ka3aThCs
CTPaHHBIMH B Pa3rOBOPHOM aHTJIMICKOM s3bIKE, HampuMmep e€.g. invoice, book value, currency clause,
promissory mnote, assets (BBICTABIATh CYET, CTOMMOCTh OCHOBHOTO KalHTala, IYHKT BaJIOTHL,
00s13aTeNBCTBA IO BEKCEIII0, AKTUBBI, H T.11.).

Hampumep,

O(UIMATILHBINA CTHIIh HeodunmanbHpiii CTHIL

Formal style Informal style

commence (HAaYnHATD) begin, start (HauaTh, Ha4YaIO)

conclude (3aKOHYUTH MOJIBITOKHTD) end, finish, stop (KoHel1, OCTaHaBIMBATHCS)

B pasroBopHOM aHMIMHCKOM sI3bIKE MOXHO HAOJIOJaTh MHOXECTBO BBOJHBIX CJIOB: «XOpPOINO, BbI
BUJINTE, CBOETO POJIa», KOTOPhIC HE MOTYT HCIOIB30BaThCS B MUCbMEHHOM JICTIOBOM aHTJIMHCKOM SI3BIKE,
1 JIOTUYECCKU U CTUIINCTUYCCKU. OHI/I HUCKJIIFOYCHBI, HOTOMy YTO HEC HCCYT CMBICJ]OBOI\/'I Hany3KI/I. JIGJ'IOBBIC
JIOKYMEHTBI, HAIIPOTHUB, JIOJDKHBI UCIIOJIb30BATh CII0BA, KOTOPHIC MEPEIAI0T MHOTO HH(OPMAIIHH.

Crtuib, OHAKO, HE JODKEH OBITh CIUIIKOM IPOCTHIM, IIOCKOJIBKY 3TO MOKET MOKa3aThCsl HEKYIbTYPHBIM
U rpyObiM. JIMHTBUCTBI PEKOMEHIYIOT CIEAYIOIIUE CTHIUCTUYECKUE IMPHEMBI, KOTOPbIE MOTJIH OBl
cleNiaTh COIMVIAIICHUS W KOHTPAKThl 00JI€e BEKJIMBBIMU: HUCIOJIb30BAHHME CJOXKHO — IOJYMHEHHBIX
MpeUIoKeHH, 0oJiee TPEANOYTHTENHPHO YeM HCIIONB30BaHUE TPOCTHIX MPEUIOKEHUH; HCIIOIb30BaHNE
MACCUBHOI'O 3aJIoTa IJarojia, a He aKTUBHOTO; IOJIHEIE (DOPMEI CIIOB, a HE COKpAIlleHHbIe (POPMEI, TaM, TJIe
HEOOXOINMO.

[IpaBwibHasT WHTOHAIWMS JOJDKHA OBITh HEUTPATbHOW, JUIICHHOW HAMBIICHHOTO SI3bIKa C OJHOMU
CTOPOHBI, ¥ HEO(DHIMATPHOTO WM Pa3rOBOPHOIO sS3bIKa C JIpyrod cropoHsel. [losTomy,
HECOOTBETCTBYIOIIMIA CIOBAPHBIH 3amac, UAHNOMBI, (pPa30BbIe IIIaroiIbl HEIOMYCTHMBI.

O6e ZIOFOBapI/IBaIOHII/IeCﬂ CTOpOHI)I HC JOJDDKHBI HCIIBIThIBATH HHUKAKHUX TPYZIHOCTeﬁ B HOHy‘IeHI/II/I
WH(POPMAIUK, OHHM JOJDKHBI OBITh B COCTOSHHUM IOHATH TO, YTO HamwcaHo. HemopasymeHus Bcerna
BbI3BAHBbI HeXBaTKOﬁ MBICJIN 1 BHUMAHUS. 3TO MOIKET CJ'Iy‘-II/ITI)CSI n3-3a HUCIIOJb30BaAHUA COKpaIlIeHHﬁ,
YHUCeJI, PEAJIOTOB B OOJIBIIIOM KOJHUYECTRE.

CoxkpaiiieHust MOT'YT OBITh OY€HB TIOJIE3HBI, TAK KaK UX JIETKO B OBICTPO MHCATh U YnuTaTh. OXKUIAETCS, YTO
0o0e CTOpPOHBI JOJDKHBI 3HATh 3HAUEHHE COKpaimleHui. Eciivm onuH W3 mapTHEpOB HE YBEPEH, YTO
COKpAILIEHHUS JIETKO MPU3HAHBI IPYTOM CTOPOHOM, MX HEJb3S UCIIOIb30BaTh.

OnHa U3 caMbIX IIOPa3UTEIbHBIX OCOOCHHOCTEH JIEJOBOrO aHIJIMACKOIO s3bIKa — IIIHPOKOE
WCTIOJIB30BaHUE HEIIMYHBIX ()OPM TIIarojia, U MX MCCICIOBAHUE MOTJIO ObI OBITH MHTEPECHO JIIS TEX, KTO
W3y4aeT U MPEoJaeT aHrIMHCKUi 361K, CHCTEeMa HEIMYHBIX (DOPM TJIarojia BKIIOYaeT HHPHUHUTHB, -iNg



(bopMBI B IPUYACTHSL. ITO — OOICTIPUHATAS UCTUHA, YTO OTTJIATOJIbHBIC (POPMBI ITUPOKO HCIIONB3YIOTCS B
AQHTTTUICKOM SI3BIKE OOIIEHHS, HO OHM YacTO WCIONB3YIOTCI W B JIENOBOM M KOMMEPUYECKOH
KoppecnonAeHuuy. M3 Hambonee 9acTO MCIONB3yEeMBIX OTIJIATOJIBHBIX ()OPM B JICTOBBIX IMHUCHMaXx
UCTIONb3yeTCsl MHPUHUTHB.

NHbUHATHB Kak OMOTHEHHE K aKTUBHOMY TIJIarojly BCEr/ia CIeIyeT 3a INIABHBIM IIaroyioM. B menoBoit
KOPPECTIOHACHIINY STO CIEAYIOIIHE TIaroisl: to agree (cormamarscs), to appear(MosiBIATECS), to arrange
(moroBapuBathcs), to continue(nponoikathes), to decide (pemars), to expect (oxuaarte), to fail (TepreTs
Heynady), to hesitate (komebatbcs), to hope (HagesTbes), to intend (HamepuBaThes), to like (HpaBuTHCS),
to manage (ynpaBusaTh), to need (Hyxkmatecs), to offer(mpemmarats),to omit(mpormyckaTs), to plan
(nnanmpoBathb), to prefer (mpenmountats), to prepare (MOArOTaBIMBATH), t0 propose (mpemiarartb), to
regret (coxkaneTs), to secure (o0eperats), to try (mpoOoBaTh), to want (XoTeTb), to wish (kenats).
Bomnpocs! 1 3apanus:

1. I[loarotoBbTECH K 0OCYKACHUIO TEOPETUIECKOTO MaTepHaa.

2. llpounTaiiTe 1 IEpeBETUTE TEKCT.

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 arm—chairs in the reception room. There isn't a type-
writer on the desk, but there is an office computer with a printer instead. Mr. Clifford's company is very
up-to-date.

There are no visitors in the reception room now. There is an important business visitor in the inner office.
It 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. He is a businessman.

6. What kind of person is he?

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

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

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

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

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

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

He is to meet Mr. Clifford.

He is always busy.

His company is big.

He is in Mr. Clifford's office.

He is to see Mr. Clifford.

He has an important problem to discuss.

He is an 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.
- | see. May | 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, | am to meet Mr. Banes at 3 o'clock but | 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 | speak to ...;

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

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

9. Discuss the job opportunity that this advertisement gives you

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

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

Use a dictionary to add to these lists

stationery

eraser

an envelope

carbon paper

adhesive tape

ribbon

moistener

a punch

correcting fluid

10. aruler

11. chips

12. a top (bottom) drawer,

13. a left (right) hand drawer

14. a filing cabinet

15. a folder

16. a safe

CoNoORAWDNE

11. Say where certain things can be. Use the model
-1 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. | 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, | 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 Australial

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.
Thisis M........ Elizabeth Nippet. .......... is asales........ Sheis..........
and businesslike.
She is She ... happily and.......three children.
b) Listen to the text on the tape. In what ways is it different from the text in the Unit?
C) Listen to what Olga and Victor say about themselves. Answer the questions and then get ready to

talk about yourself.

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

What 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) IlosnakombTecs ¢ muctepoM Tumotu Jluamonom. O skoHOMHCT. OH OYeHb yMeH M ombiTeH. OH
aKTHBEH M J1eN0oBUT. OH KEeHaT U UMEET IBOUX JETEN.

-Muccuc Jluagon, Bam myx noma? — Jla, oH 1oMa, HO OH OYCHB 3aHSIT.

-Mucc ®munmne, Mucrep Kimdpdopn y cedsa? — [a, on y cebsi, HO oH 3aHAT. [logoxkuTe HEMHOTO,
nokanyicra. — Xopoio. — Bxonure, noxanyiicra.

2) Ilo3Bonbre nmpeacraButbesi. Mens 30ByT Jdanuanb beitnc. S ynpasnstomuii 6ankom. Ceifuac 51 He B
Oanke, s B opuce mucrepa Kimuddopna. Y MeHs BaxHas mpoblieMa, KOTOPYIO S JOJDKEH OOCYIHTH C
muctepom Kinpdopaom. Ho muctep Kimuddopn 3auar. Y Hero coselranue ¢ OusnecMeHamu u3 Poccun.
3) -3mpaBcTByiiTe. Mens 30ByT Dnuc Tpukc. Y MeHs Ha3HaueHa Bctpeda ¢ Mucce Omunmc B 10 yacos. —
3axomute, moxanyicra. S mucc @nunmc. Hazpaiite mens Cuaan. — A s Omnwuc. — Tl Hanr HOBEIN odwuc-



MeHeKep, He Tak ju? Pama ¢ ToOo# mo3—HakomuThes. — Ceiiuac muctep Kinuddopa aomkeH uatu B
0aHK, a MBI MOYKEM TIOITUTH Yaio. A 3aTeM Thl MOXKEIIb Ha4aTh PadoTy.

4) 3aka3pl Ha OPrTEXHUKY M KaHLTOBAphl MPUXOIAT M3 pasHbiX pupm. Pupme muctepa Kmuddopna
HYXXHBI 5 KOMIIBIOTEPOB, 4 nuktodona, 11 kanpkynaropoB, 500 koHBepTOB, 20 Mauek Oymaru, Hanku AJs
OyMmar, KHOITKH ¥ CKpPEITKH.

5) DOto coBpemenHsIit opuc. B Hem HemMHOro mebenn. 3mech HET OyMarw M JOKyMEHTOB Ha cTojax. B
MIPUEMHOM Ha CTOJIe y ceKpeTaps KOMIBIoTep. B yriy tenekc.

6) Mucrep Kmuddopa roBoput cBoemy cekperapto: — EcTh kakme-HUOyAbp MUChMa W TEJIETPAMMEI?
IIpunecuTe ux cropa, nmoxkanyiicra. — MHe O4eHb Hy»KeH 3TOT anpec. Haiinure ero, moxanyiicra. —
[To3Bonute M-py Jlungony u moroBoputech 0 BeTpeue. Mol TenedoH ciomancs, U st He MOTYy C HUM
CBSI3aThCA.

- EcTtp 11 k0 MHe eme nocetutenu? [lompocure Mx mog0KAaTh HEMHOTO.

IIpakTHyeckoe 3ansaTHe Ne2. Oco0eHHOCTH YNOTpeOaeHUs MOAAJIBHBIX IJIAT0JIOB B AHIJIMIICKOM
JeJI0BOM CTH.Ie.
Lenp: ¢dopMupoBaHue y CTYACHTOB pEYEBOH, S3BIKOBOM M KOMMYHHUKATHBHOW KOMITCTEHIIMH JIJIS
OCYILIECTBIICHHUS ICTIOBBIX KOHTAKTOB.
B pesynbraTe ocBOeHHE TEMBbI CTYIEHT AOJDKEH
3HaTh: OCHOBHBIE TPAMMAaTHYECKUE SIBICHU, XapaKTEePHbIE 1151 NPO(hecCHOHATIBHOM peyun; IEKCHYECKIE U
CHUHTaKCUYECKHE 0COOCHHOCTH O(PHUIIUATEHO-/ICIIOBOTO CTUIIS B @HTJIMHCKOM SI3BIKE;
YMETh: ONpCAC/IATE CTHICBYIO HNPHHAIJICIKHOCTD AHTJIMHACKUX TEKCTOB O(bI/I]_[I/IaJ'IBHO'ILCJIOBOI‘O CTHWJIA,
BUJETh XapaKTepHbIC CTHJIEBBIC YEPTHI; YUTATh OQHIMANBHO-AETIOBBIE TEKCThl PA3IMYHON CTEIEHU
CIIO)KHOCTH; CTPOUTH JAHAIIOTHYECKYI0 M MOHOJIOTHYECKYIO pedb C HCIONb30BaHHEM Haubolee
YHOTpC6I/ITCJH>HI)IX JICKCUKO-TPAaMMATHUYCCKUX CpPCACTB B OCHOBHBIX KOMMYHUKATHBHBIX CUTyalUAX
oduLMaNBEHOro OOLIEHNS; TOHUMATh JUAJIOTMYECKYI0 1 MOHOJIOTHUYECKYIO Pedb M0 M3YYEHHOU TeMe.
AKTyallbHOCTh TeMBI: 00yCIIOBIIEHAa HEOOXO0IUMOCTEIO OBNaneHust Y K-4.
TeopeTnyeckasi 4acThb:

OI[HI/IM us3 HaI/I6OHee HaCTO HCIOJIB3YEMBIX MOJAJIbHBIX 3HAaUCHUN B JCJIOBOM A3BIKE SBJISICTCA
3Ha4YeHUs JoJbKeHCTBOBaHus. Hanbonee ynorpebiseMbIMi B 1aHHOM 3HAYEHUH B aHTJIMHCKOM JIEJIOBOM
CTHJIE ABJISIIOTCS TJIarojisl must, to be u to have.

[Tpumeps! ynoTpebiieHus riarona must:

- We must be in time not to be late as it’s a very important event. (MbI JOIKHBI IPUATH BO BpEeMsI, YTOOBI
HE OTO03/aTh Ha 3TO BaKHOE COOBITHE).

- | should say you must check it once more. (S cunTtaro BaM Hy>KHO ITPOBEPUTH 3TO €IIle pas).

- Besides, your price must depend on the amount of the contract. (Kpome Toro, Bamra 1eHa J0JKHA
COOTHOCHTECSI C YCIIOBUSIMU KOHTPAKTA).

AHTTIMICKUN JENOBOW CTHJIb MPEIIUCHIBACT YMOTPEONATh TIaroil must TOJBKO MO OTHOIIEHHIO K
CO6CTBCHHBIM MOAYMHCHHBIM, KOrJa IMOAYCPKHUBACTCA OGS[SaTeJ'IBHOCTI) u HeO6XOILI/IMOCTL BBIIIOJTHEHU S
TOTO WJIM MHOTO JeicTBUS MM 3amaHusi. He 3pst 3TOT riaros yacto MCHONIb3yeTcs B 3HAUCHUH MPHUKaA3a,
MIOJYEPKHBAsL CTPOTOE TPpeOOBaHUE MM HEOOXOAUMOCTh BBITIOJTHEHHSI KAKOTO-THO0 JIeHCTBUS, HAIIpUMeEp,
You must decide to Monday if you stay at our office or not. You are to prepare all the papers to sign them
on Tuesday. (Bsl 00s13aHBI TOTOTOBHUTH BCE JIOKYMEHTBI Ha TIOAIICH KO BTOPHHKY ).

B oTHOmIEHMSX ¢ MapTHEpaMU aHIVIMHACKUHA EJIOBOM CTWIIb MPEeNNUChIBA€T NOYTH MOJHBIM OTKa3 OT
riarojia must, Kpome clly4aeB, KOIJa HEOOXOJIUMO IOJYEPKHYTh IMKECTKYI0 HEOOXOIUMOCTh WIIU
HEIOBOJILCTBO CTapIIMM HapTHEPOM MIAJIIMMH MNapTHEpaMH WM BO3MYIIEHHE MpU KaKOM-THOO
HEBBINOJIHEHNH 00s13aTebCTB. Hanpumep, Tak BbI MoxkeTe ynotpeouts ¢pazy You must have paid your
debt by the 3th of November. (Bbi 00s13aHbI BBIIIIATUTE Bal J0JT K 3 HOSODS).
3Hasi 0COOEHHOCTH JIEJIOBOTO AHTJIMHCKOTO, BBl OylleTe MOHWMAaTh, YTO B OTHOLICHHUSX C TMapTHEpPaMHU
CIIEyeT COCpeoTaunBaTbesl Ha Tiarojax to have u to be, Tak Kak 00sI3aHHOCTb BBIIOJHEHUSI ACHCTBUS
3BYYHT MEHEE KaTerOpuyHO.

[Tpumeps! yioTpedaenus rinaronos to have to u to be:

- Are you to come on every Saturday morning? (Bsl 00s13aHbI TPUXOIUTH 110 YTPaM B Cy000TY?).

- They are to prepare their report to the next weekend. (OHM IOKHBI MOJATOTOBUTH CBOM OTYETHI K
CJICTYIOIIIUM BBIXOHBIM).

- Sorry but I have to leave as I’'m very busy last time. (ITpocTuTe, HO MHE TIOpPa UATH - B MOCIIETHEE BPEMS
y MEHsI 04€Hb MHOTO J€).

- Do you have to meet them at the station? (Bam HyXHO BCTpETHTh MX Ha CTAHIMN?)



OnHako He CTOWT 3a0bIBaTh, YTO TNAroil have to MOXXET MMETh OTTCHOK HEXeNaTeIbHOTO JIeHCTBUS,
mo3TroMy cuexayiomias ¢paza «So we have to work with you» 3BydnT mOBONBHO TPyOO W aHTIIMHACKHN
JIEJIOBOH CTHJIb HE IPEAYyCMAaTPUBAET TAKOT'O YINOTPEOIECHHS 3TOTO IJIaroa.

Bo Bcex 3aTpyAHHTENBHBIX CIydasx, a JIydlle Jake W yalle, BaM CTOMT mpuOeraTb K 0ojee MATKUM

dbopMaM ykazaHHsl, 3aMEHSIS JIOJDKCHCTBOBAHUE BBHIPAKCHUSMH, O3HAUYAIOIIUMHE MPEOJI0KEHUE, COBET,
BOMPOC M T.J. AHMIMHCKHUHA JETOBOM CTHIIL TpelycMaTpUBaeT MOHUMAaHUe MOJOOHBIX (h)pa3 HA TOH HIIH
JIBa TOHA JKECTYE UX OPUTHHAILHOTO 3HAUCHHSI.
DTO0 CXOJHO M ¢ CHTyalel B pycckoM s3bike. dpasza «He Morim Obl BbI MEpENpOBEPUTH HAIIH JTOXOIH,
ecnn y Bac OyneT BpeMs. MbI OB CMOTTIM OOCYAWTh WX C HAIIMM (DHHAHCOBBIM THPEKTOPOM» BOBCE HE
03HayaeT OyKBaJbHO CIEAYIOIIEE: «CACTaiTe 3TO, €CIIM 3aX0UeTCs, a €CIM He 3aX04eTCsl, TO U HE HaJIo».
Ha camom gmene, npock6a moapazyMeBaeT 4yTh JH HE OBICTPOE U TOYHOE HCTIOJHEHUE YKa3aHHUSI.

BOHpOCI)I U 3alaHUsA:
1. [ToaroToBBTECH K 0OCYKICHUIO TEOPETUICCKOTO MaTepHara.
Ymorpebnenre MonmaibHbBIX TiiaroioB Can, May, Must, Should, Need u ux 3ameHuTeneit Ans BRIpaXKeHUS
JOJIXKCHCTBOBAHMUA, HpOCL6BI, pasp€ui€cHuss B ,E[@J'IOBOIZ KOMMYHUKallUK Ha aHTIIMHACKOM  SI3BIKE.
BripakeHne qomKkeHCTBOBaHUs. BripaskeHre mpockObl. BeipaxkeHue paspelieHus.
Br10epuTe npaBUITbHBIN BapHaHT.
1. We see the lake from our bedroom window.
are able
can
must
might
2. — you speak any foreign languages?
could
can
must
might
3. lam afraid | come to the party next week.
could not
cannot
must not
might not
4. When we went to the forest, we smell burning.

could
can
must
might
5. She spoke in a very low voice, but | understand what she said.
could
can
must
might
6. 1 do not know when they will be here. They arrive at any time.
could
can
must
might
7. 1 was so tired. | sleep for a week.
could
can
must
might
8. We have gone away if we had enough money.
could
can



must
might
9. You have been travelling all day. You be tired.
could
must to
must
might
10. They have not lived here for very long. They , know many people.
could
should
must not
might
11. The phone rang but | did not hear it. | have been asleep.
could
may
must
might
12. She passed me without speaking. She have seen me.
could not
cannot
should
might not
13. — Why did not your sister answer the phone?
— She have been asleep.
can
should
must
might'nt
14. — Why did Sarah miss meeting?
— She have known about it.
should not
should
must
might not
15. Do not phone me at eight o'clock. | be watching the football match on TV.
could not
can
should
might
16. — What time are you going?
— Well, 1 am ready, so | go now.
could as well
can as well
must as well
might as well
17. She is a very nice person. You meet her.
can
are able
must
have
18. I have not phoned Ann for ages. | phone her tonight.
could
can
must
have
19. He cannot come out with us this evening. He to work.
could



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

2. IlepeBeuTe Ha AaHTITMHCKUH S3BIK, YIOTPEOIIss MOJAILHBIN T1aroi must.

1. OH, TOIKHO OBITh, OUYEHB YCTAIL.

2. Y Hux naxe ectb sixta. OHH, JOJDKHO OBITh, OU€HBL OOraThI.

3. ThI JOMKEH yexaTh 3aBTpa yTpom?

4. Bl He TOMKHBI OTNA3/bIBATh.

5. 51 e momkeH 3a0bIBaThH O cBOeH Marepu. S He mucan eif memyro BedHocTh. CerofHs BeuepoM s JTOIDKEH
HaIucaTh € MUCHMO.

6. OTa KHUTa OYCHb LICHHAs. BBl HE TOJDKHEI €€ TepSTh.

7. Heyxxenu BaM Haj0 yKe yXOIUTh?

8. 51 moyKeH npU3HaTh, YTO sl HETIPAB.

3. IlpounraiiTe U mepeBeUTE TEKCT.

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

4. When you buy something which of the following is the most important thing for you? What will
become important if you sell something?
Add your 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
. 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
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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) DKCIepTsl 10 PHIHOYHBIM OTHOLICHUAM HUCCIEAYIOT COCTOSIHUE PhIHKA JUIS Pa3HBIX TOBAPOB B Pa3HBIX
ctpanax. OHM aHATM3UPYIOT MOTPEOHOCTH MOKYMAaTeNel M pelaloT, KaKue TOBapbl TPEOYIOTCS, KaK MX
Jy4llle peKJIaMUpPOBaTh U MPOJaBaTh.

0) Korna s 4ro-HHOYIs TIOKYyTIAIO, I MEHS BaKHA IIeHa, Ka4eCTBO W KpacwBbIi nu3aiiH. Korma s
YTO-HUOYAb NPOJA0, VI MEHA Ba)KHBI MOTPEOHOCTH MOKYMATENsl U HEAOCTATOK MOJOOHBIX TOBapOB Ha
PBIHKE.

B) 3T10 HebOomnbIuas KOMIAHMsS, HO y HEe TOBaphl U3BECTHBI BHICOKAM KAa4YeCTBOM M HU3KOH LIEHOH.
OHM NpOM3BOAAT U MPOJAIOT HJIEKTPOTOBAPHL: YTIOTH, MSICOPYOKH, MUKCEPBI U T.1. OHM OHUMAIOT, YTO
3aBOCBBIBATH IIOKYNATECJIsA HEJICTKO. Onu BKJIaABIBAOT JC€HBI'M B IIPOMU3BOJACTBO, MAapKCTUHIOBBLIC
WCCIIeIOBaHNs, B pekiaMy. KpoMe Toro, y HUX ecTh cucTeMa CKHIOK. VX TOBapHBIN 3HAK yKe M3BECTEH
Ha MEXIyHapoaHOM pblHKe. OHH UMEIOT TWJIEPOB B HECKOJIBKHX 3apyOSKHBIX CTpaHax.

IpakTnyeckoe 3ansitue Ne3. OcHOBHBIE MpaBWJia opdorpaduu U MYHKTYAIIMU AHTJIHIICKOTO
sI3BIKA.
Llens: dopMupoBaHue y CTYOEHTOB pEUYEBOH, S3BIKOBOM W KOMMYHHMKATUBHOM KOMIIETEHLIUH IS
OCYIIIECTBIICHHS JIEJIOBBIX KOHTAKTOB.
B pesynbTare ocBO€HHE TEMBI CTYJEHT JOKEH
3HaTh: OCHOBHBIE TPaMMaTHYECKHE SIBIICHUS, XapaKTEePHbIE /151 NPO(hecCHOHAIBHOMN peyun; IEKCHYECKHe U
CHUHTaKCUYECKHE 0COOCHHOCTH O(PHIINATEHO-/ICIIOBOTO CTHIISL B @HTJIMHCKOM SI3BIKE;
YMETh: OMNpEIENATh CTHICBYIO NMPHHAJJIC)KHOCTh AHTIMHCKUX TEKCTOB O(HINAIBHO-IEIOBOTO CTHIIS,
BUJIETh XapaKTepHbIC CTHJIEBBIE YEPTH; YUTATh OQHIMAIBHO-AETIOBBIE TEKCTHI DPA3IMYHON CTEIEHU
CIIO)KHOCTH; CTPOUTHb JAHAJOTHYECKYI0 M MOHOJIOTMYECKYI0 pedyb C MHCIOJIb30BaHHEM Haubolee
YIIOTPEOUTENBHBIX JIEKCUKO-TPAMMATHYECKHUX CPEJICTB B OCHOBHBIX KOMMYHHKATHUBHBIX CHTYaIUSIX
o(HLIMATEHOTO OOLIEHNST; TOHUMATh TUAIOTHYECKYI0 1 MOHOJIOTHUECKYIO PeUb [0 U3YUEHHOW TeMe.
AKTyaJbHOCTb TEMBI: 00yCJIOBIeHa HEO0OX0AUMOCThIO OBiaaeHust YK-4.
TeopeTnueckasi 4acThb:
[MPOITMCHBIE BYKBbBI
Hcnonp3oBaHue MPONHMCHBIX OYKB B AHTJIMICKOM SI3BIKE MOJAYMHSETCS HECKOJIIBKO HHBIM IIpaBUIIaM,
HEXXEITH B PyCCKOM.
C nponucHBIX OYKB B aHIJIMHCKOM SI3bIKE TTHIITYTCSI:
1. IlepBoe Cc10BO MpeIOKEHHUS.
2. lurara BHyTpH npemioxkenns (God said, Let there be light. - Gen. 1:3).
3. [psiMoit BOompoc BHYTPH TPEIOKEHUS, JTaKe eclid OH He BhiAensercs kaBbrukamu (He usually asks
himself, Am 1 right?).
4. Jlmanoe mecronmenue st (He and I disagree).



5. mena coOcTBeHHBbIC: (pamMuanu, uMeHa, reorpaduueckue Ha—3BaHus (Adamson, Chapman, John,
Mary, Washington, New York).
6. I[lpunararensHble W ApPYTHe 4acTH pedd, oOpasoBaHHbIE OT UMeH coOctBeHHBIX (English, Russian,
American, Americanism, New-Yorky). Cp., omHaxko, rimaron anglicize.
7. Ha3zBanus Hapozl0B, pac, TuieMeH U s13bIKoB (Japanese, Russians, the Russian language).
8. 3Banus, turysl, gomkaoctr (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. OdunnanbHbIe HA3BaHUS HAIIMOHAILHBIX/ MEKIYHAPOIHBIX TOCYAAPCTBCHHBIX/YACTHBIX OpPTraHU3AIMiI
u nokymentoB (The Constitution of the United States, the Fifth Congress, Federal Reserve Bank, Charter
of the United Nations).
10. CymecTBuTeNbHBIE (M YacTO TNpHIAraTelbHBIC), OTHOCAIMECs K moHsTHio OoxectBa (God, the
Almighty, Allah, Providence, Lord).
11. HasBanust aueii Hemenu, mecsies, npasaaukos (Monday, March, New Year, Christmas, Fourth of
July, Good Friday).
12. Ha3BaHus JOTOBOPOB, TOCYJApCTBEHHBIX aKTOB, MCTOPHYECKUX COOBITHH, 310X, BOWH (Versailles
Treaty, Mid3le Ages, the Civil War, War of 1812).
13. HazBanus ctpan cBeta u ux npousoausie (the North, a Northerner).
14. Ha3Banusi JUTEpaTYpHBIX MPOW3BEICHUH, KypHaIOB, ctareit u 1.1 (Shakespeare's Macbeth, the
Journal of the American Medical Association).
15. HazBanust ToproBsix mapok (Philips, Sony).
16. Ha3Banus y4eHbIX cTeneHel u qommkaoctei (A.B., Ph.D., M.D.).
[MPABUJIA TIEPEHOCA

Kak m B pycckoMm s3bIKe, MEpPEeHOC B AHIJIMKACKOM BCErAa MOAYMHEH cMbiciny cioBa. Crienyer
oOpaniath BHUMaHKE Ha TO, YTOOBI MEPEHOC HE MCKA3MII CMBICIT CIIOBA HITH €T0 TIPOU3HOIICHHE.
ITepeHOC HEBO3MOXKEH B CIECIYIONIUX CIyJasX:
1. He pexomenayeTcst mepeHOCUTD MOCIEIHEE CIOBO MPEATIONKECHUS Ha CICAYIONIYIO CTpaHuIly. Taxxke He
PEKOMEH]TyeTCsl IEPEHOCUTh Ha CIIEYIONIYI0 CTPAHHUIYy CTPOKY, KOTOpast sIBJISIETCS Mocie Hel B ad3alle.
2. Henp3s mepeHOCUTh 3HAKW MPEMUHAHUS, a TAKKE COKpAIleHHble 0003HAYCHHS MEp Beca, JUIHMHBI,
BPEMEHH, OTJCIISAS UX TEM CAMBIM OT YHCIIUTEILHOTO, K KOTOpOMY OHHU oTHOCsTCs (220 km, 500 cm).
3. Henb3st oT/IENATH (aMIIIMIO OT MHUITUAJIOB.
4. CoOcTBeHHBIE MMEHA HUKOT/AA He pasaenstorcs (Moscow, London, Africa).
5. Cnenyer n3beratb nepeHoca COCTaBHbIX yacTel Ha3BaHuil (the Atlantic Ocean, Latin America).
6. Henb3st pa3ouBaTh nepeHocoM OykBeHHble a00peruarypsl (USA, UNO).
7. CnoBa, coCTOsIIIME U3 OIHOTO cllora, HUKoraa He nepenocsrcs (though, through, height).
8. Cyddukc TpeThero JIuIa eJUHCTBEHHOTO YKCIa IIarojia B HACTOSINEM MPOCTOM BPEMEHH -S, -€S He
MEPEHOCUTCS JaKe B TEX Ciydasx, Korja oH oOpasyer camoctosreibHbid cior (he buys, he sells, he
wishes).
9. OKOHYaHHE MHOXXECTBEHHOTO YHUCIIa CYNIECTBUTEIBHBIX HE MEPEHOCUTCS JaXe B TEX CIydasx, Korjaa
OHO 00pa3yeT camocTosTenbHbIH cior (houses, boxes).
10. Coueranust OykB, 0603HaUYAIONINE OJIUH 3BYK, HE PA3JIEISIIOTCS IIPH IEpEeHOCe.
[lepeHoc BO3MOXKEH B CIEAYIOMINX CIydasx:
1. PasnensiroTes yaBoeHHbIe cortacHbie (mis-sion, let-ter).
2. Paznensirores [Be coriiacHele, crosmme psimoM (pen-cil, ster-ling).
3. IIpeduxce u cyddukce otnenstores ot kopus (dis-like, pro-long, drffer-rent, acknowledg-ment).
4. CnoxHbIe CJIOBa JeNATCS HA COCTaBHBIC yacT (some-times, there-after).
5. CornacHasi MKy IByMsl IJIACHBIMH [IEPEHOCUTCS CO BTOPBIM ciiorom (ma-jor, la-ter).
6. Tlepenocstcs cyhHUKCHI CPAaBHUTENHHON 1 MPEBOCXOIHOMN CTEIEHH MpHaraTebHbIX (short-er, short-
est).
7. llepenocutcs cypdukc -ing mpuvactus u repynaus (go-ing, play-ing).
TOUKA
1. Kak u B pycCKOM, B aHTJIMHACKOM SI3bIKE TOUKA CTABUTCS B KOHLE MPEIJIOKEHHS.
2. B omaMume OT pPYCCKOro, B aHIJIMKACKOM $I3bIKE TOYKAa CTAaBUTCS B KOHIE NPEAJIOKCHUS,
BOIMPOCUTETHLHOTO TIO0 (opMe, HO cojepkaniero He Bompoc, a npock0y (Will you kindly fill in the
enclosed form and return it directly to us).
3. Kak mpaBuio, coxpamieHusl (3a HCKIIOYEHHWEM Ha3BaHWU TOCYAap-CTBEHHBIX U MEXIYHApPOIHBIX
OpraHu3aINNii) OKaHIMBAIOTCS Toukou (Mr., Mrs., Dr., pp., Dec, 7 p. M., 30 mins., no. 15).



Takue Gopmsl, kak 1st, 2nd, 3rd, 4th u T. 1., KICHOIB3YIOTCS O€3 TOYECK.
4. Touka OTaEISIET LEIIOE YUCIO OT ACCATHUHOM APOOH, a TakxKe eHThI oT gojutapa(12.32 ft., $ 15.75).
5. B KoOHIIe 3aroj0BKa TOYKa, KaK MPaBUIIO, HE CTABUTCSL.

3AITATAA
W3 Bcex MyHKTyalMOHHBIX 3HAKOB 3aIIATas MPECTABISIET HANOOBIINE TPYIHOCTH KaK ISl HHOCTPAHIIEB,
TaK U JJIS1 CAMHUX HOCHUTENEH sI3bIKa.
1. 3amsToii B aHTIMHCKOM S3bIKE, TaK K€ KaK M B PYCCKOM, pa3JCisAIOTCA YacTH CJIOXKHOTO WU
crnoxuonomunuaernoro mnpemioxkenuns (This decision should in no way diminish your excellent record,
and we will be able to take advantage of your considerable talent). Eciu B c10XKHOIIOIYHMHEHHOM
MPEIUIOKCHUH UMEETCS HECKOIBKO MPUAATOYHBIX MPEUIOKCHUN, TO BCE OHH, KaK MPaBUIIO, Pa3ICIIsIOTCS
3aMsTBIMH, TIPUYEM 3aITasi CTaBUTCS U Iepe]] coro30M and.
2. 3ansaTHIMM BBIIEISIOTCS TaKHe BBOAHBIE CIIOBAa M BhIpakeHus, kKak. Of course, on the contrary, on the
other hand, consequently, furthermore, moreover, nevertheless, therefore, in the first place, unfortunately
u 1p. (The question, however, remains unsettled. Nevertheless, we shall go).
3. 3amsTas CTaBUTCA MEXAY OIHOPOMHBIMH YiICHAMHU IPENJIOKEHHs], KOTOPhIE HE COSIMHEHBI COI3aMHU
(Five minutes, ten minutes, a quarter of an hour went by, yet nobody appeared).
4. Ecny HECKOJIbKO OHOPOTHBIX WICHOB CBS3aHBI OECCOI03HO, a MOCIEAHUI TPUCOSANHEH TOCPEICTBOM
coro3a and/ or, TO Bce ONHOPONHBIC WICHBI PA3JENAIOTCS 3alATHIMH, MPHYEM 3amsiTas, B OTIHYHE OT
HpaBHJI PYCCKOTO sI3bIKa, CTABUTCS U riepes corozoM (We are sending you bicycles, cars, motorcycles, and
motorscooters). ITO MPaBUIO OTHOCUTCA U K TeM CIIydasMm, KOrJa MOCIEAHUN M3 OJHOPOJHBIX UICHOB
BEIpaXkeH cIoBoM etc. (et cetera) (Forks, knives, spoons, etc.).
5. 3amdArtas BHIIEISET MPUIOKEHHE C TOSCHUTENBHBIMH CJIOBaMH, CTOSIIEE TOCIE OMpPEeNeNsseMOoro
cymecTBuTenbHoro (St. Petersburg, the second capital of Russia, is a wonderful city).
6. 3amsTas BeIIACIACT IpUYaCTHBIH 0bopoT (Seeing the dog approaching, he ran off down the sreet).
7. Bamstas Beiesnser obpamenue (Friends, Romans, countrymen, lend me your ears). O6parieHue B
Hayvaje MMChMa BBIACISETCS 3alATON, B OTIIMYNE OT PYCCKOTO SI3BIKA, TNl B IMMOJOOHOM CIydae CTaBUTCS
BOCKJIMIIATEILHBIN 3HAK.
8. 3amaras cTaBUTCS B KOHIIE MHCHMA TMOCJE 3aKITIOUYUTENBHON (QOPMYITBI BEKIMBOCTH, TIEpEl MOAMUCHIO
(Sincerely yours,).
9. B 0003HaueHusx naT 3ansras otaensier yucio ot roaa (The contract was signed May 15,1996).
10. 3amsTas cTraBUTCS BHYTPHM MHOTO3HAYHBIX YHCEN JJIS OTIENIEHUS Kjacca THICSAY OT COTEH, Kilacca
MUJUTHOHOB OT COTeH Thicssd u T. A. (15, 000, 000). 3amsitas He cTaBUTCS TpH OO0O3HAUYECHUU
MHOTO3HaYHBIX HOMEPOB JOMOB, CTPAHHI] KHUT.
Bonpock! u 3aanus:
1. [loaroToBBTECH K 0OCYKISHUIO TEOPETUIECKOTO MaTepHaa.
Opdorpaduyeckue TpyagHOCTH. TPYyAHOCTH B paCCTAHOBKE 3HAKOB IPETTMHAHUS.

2. [IpounTaiiTe U nepeBeUTe TEKCT

MEETING A BUSINESSMAN AND ARRANGING HIS VISIT

Receiving Visitors

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

"l want you to take him around the town in my car. Then | 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, | 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
enguiry office and asks the clerk
— when the plane to Moscow departs,
— how long it takes to get to Moscow,
— how much the ticket costs,
— how much luggage they can carry,
— what goods they are to declare,
— what goods they are to pay duty for,
- if she can buy two return tickets for
Dramatize these conversations.

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

registration card:

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

Breakfast at the hotel.

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

transport facilities. Lunch with the Sales and Transport Managers.

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

18.00. At leisure.

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

President's place.

For reference: People to meet: President of the Company, Company Secretary, Managing Director (Mr.
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 BcTpedaeT pycckoro Om3HecmeHa n3 Mocksel Uropsi bemoa. CamoneT mpuieraer B
3.15 nus. OHa noezet B a’ponopt B 2 yaca. M3 asponopra oHa OTBE3€T €ro B TOCTUHUILY.

0) Buepa Cunmm BcTpedana pycckoro omsHecmena n3 Mocksbl Mrops bemoa. Camoner momkeH ObIT
npunetetb B 3.15 mHA, HO omo3man. M3 aspomopra oHa OTBe3Na €ro B TOCTHHUIY M MOMOTIIA €My
3apeructpupoBatbcsa. Y Mrops Maiao BpeMeHH, M OH cpa3y e IoeXal Ha BCTpedy C MHCTEpPOM
Kimuddopaom.

B) Ecmu Bwr cobmpaerecs B AMepHKY, BBl JOJDKHBI TOTYYHTh BHU3Y, Y3HATh, KaKOH Oaraxx MOKHO
B3ATh C COOOM, 32 KaKHe BEIH BBl JOJDKHBI INIATUTh TAMOXKEHHBIN cOOp, CKOJIBKO CTOUT OHIIET.

T) - S Xxouy 3a0poHHPOBaTH HOMEP Ha IBOHX HA 12-13 ceHTSIOps ¢ BaHHOM U ¢ TeIePOHOM.

- [Toxanyiicta. Banie ums u agpec, noxaiyicra.

IIpakTu4yeckoe 3ansaTue Ne4. [lucbMeHHbIN NepeBo/ 1eJ10BOH KOPPeCIOHICHIIUH.
Lenp: ¢dopMupoBaHue y CTYACHTOB pEYEBOH, S3BIKOBOM M KOMMYHHUKATHBHOW KOMITCTEHIIMH JIJIS
OCYIICCTBIICHHUS ICTIOBBIX KOHTAKTOB.
B pe3ynbraTte 0OCBOCHHE TEMbI CTYICHT IOJDKCH
3HATh: OCHOBHBIC I'PAMMATHYECKHE SBJICHUS, XapaKTepHbIE ISl PO(ECCHOHAIBHON PeuH; JISKCHIECKUE U
CHHTAKCHYECKHE 0COOCHHOCTH O(HIINATIbHO-ICIIOBOTO CTUJISI B aHTJIMHCKOM SI3BIKE;
YMETh: OIPEACNATh CTHJICBYIO MPHHAIICKHOCTh AHIIIMICKUX TEKCTOB OQHUIIMATBHO-ACIOBOIO CTHIIS,
BUJICTh XapaKTEePHBIC CTHJIEBBIC YEPTHI, YNTATh O(UIMAIBHO-IEIOBBIE TEKCTHI PAa3IMYHON CTENECHU
CIIOKHOCTH;, CTPOHTH JHAJOTWYECKY0 M MOHOJOTMYECKYI0 pedb C HCIIOJIb30BaHUEM Hamnboiee
YIOTPEOUTENBHBIX JIEKCHKO-TPAMMATHYECKUX CPEACTB B OCHOBHBIX KOMMYHHMKATHBHBIX CHTYalUsX
ouIManbHOro 00IIeHH s; TOHUMATh HATOTHYSCKYIO U MOHOJIOTHYECKYIO peub 10 U3YUYECHHOH TeMe.
AKTyalTbHOCTB T€MBI: 00YyCIIOBIICHAa HEOOXOAMMOCTHIO OBiaaeHus Y K-4.
TeopeTnyeckasi 4acThb:
M3y4nTe OCHOBHBIC COKPAIICHHS, UCII0JIb3yEMbIC B JICIIOBOI KOPPECTIOHIACHIIHH:
A/C, a/c, acc. (account current) — TEKYIIHA CYET
adsd (addressed) — agpecoBano
adse (addressee) — aapecar, moiydyarenb
ad (advertisement)—pexiamaoe 00bsBIICHHE (MHOK. YHCII0 — ads)
a.m. (ante meridiem) — o oy THst
app. (appendix) — npUIOKESHHUE
Attn, (attention) — BHUMaHMIO (KOTO-JIHOO)
B/E, B.E., b.e. (bill of exchange) — mepeBoHOI Bekcenb, TpaTTa
B/L, b/1, B.L., b.l. (bill of lading) — xoHOCamenT
cc., cc (copies) — yka3aHHe Ha aJ[pecaToB KOIUH MUChMa
CEO (chief executive officer) — ucnonHUTENBHBIN IUPEKTOP
cf. (confer) — cpaBuute
Co. (company) — xoMIauus
contr. (contract) — KOHTpakT
Corp. (corporation) — xopropanus
cur. 1. (currency) — Bamora; 2. (current) — texymmi
CV (curriculum vitae) — kpatkas Ouorpadus
dd 1. (dated) — natuposanusrii; 2. (delivered) — mocraBneHHBII
Dep., Dept. (department) — 1. — oTmen; 2. — MHHHCTEPCTBO
doc. (document) — mokymeHTHI (MHOX. drcio — dOcs.)
doz., dz. (dozen) — mroxuHa
eaon (except as otherwise noted) — ecnu He yka3ano unaue e.g. (exempli gratia, nar.) — Hanpumep
enc., encl. (enclosed, enclosure) — BOKeHHBIH, TIPUIATaeMbIi, BIOXKEHHE, TPUIOKEHHE (K MUCbMY U T.
1.)
exc., excl. (except, excluding, exception, exclusion) — wucki04asi, UCKIIIOYEHHE expn (expiration) —
rcTedeHue (CpoKa)



fig. (figure) — 1. — mudpa; 2. — pUCYHOK, cXeMa

FY (fiscal year) — ¢uHaHCOBEIHM TOx

h. a. (hoc anno, naT.) — B TEKyIIIEM TOTy

hf. (half) — monoBuna

H.Q., HQ, h.g. (headquaters) — rmaBHoe ymnpasienue (kommnanuu, opranusanun) id. (idem, nat.) — TOT
xKe

I. e., ie (id est, naT.) — TO ecTb

inc., inch (including) — Bximrovas

Inc., inc. (incorporated) — 3aperncTpupoBaHHEBII KaK OPUIAIECKOE IO (KOPIIOPAIIHS)
info (information) — undopmarus

inv. (invoice) — cuer-akTypa

IOU (I owe you) — moirosast pacIucKa

L/C, lLe., 1/c (letter of credit) — axkkpenuTus

LLC (limited liability company) — xoMmnanusi ¢ OrpaHHYeHHON OTBETCTBEHHOCTHIO

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

LOC (letter of commitment) — rapanTHiiHOE MTHCEMO

mdse (merchandise) — ToBapsI

memo (memorandum) — 3armrcka

M.O., T.0. 1. (mail order) — moutoBsIit mepeBox; 2. (money order) —IeHEXHBIN MEPEBO/I, TUIATEKHOE
HOpy4YCHHUE

M.T. (metric ton) — MeTpuyeckas TOHHA

MV (merchant (motor) vessel) — Toprosoe (MoTopHOE) CyaHO

N/A (not applicable) — ue npumeHrMoO (Hatp., yHKT B aHKETE)

N.B., NB (nota bene, naT.) — BaxxHOE 3aMe4aHKe

NC, N.C., 8/c (o charge) — 6ecriatHo

PA (power of attorney) — noBepeHHOCTH

p.a. (per annum, yaT.) — B roj

par. (paragraph) — a63ari, maparpad, TyHKT

Pic, PLC (public limited company) — OTKpbITas akI[MOHEpHAas KOMIIAaHHS C OrpaHHYCHHOM
OTBETCTBEHHOCTHIO

PO (post office) — mouroBoe otaenenue pp. (pages) — CTPaHUIIBI

pp, p-p- (per pro, 1aT.) — OT UMEHH U T10 TIOPYUESHHUIO

qv (quod vide, nat.) — cmoTpu (Tam-To)

R&D (research and development) — nay4HO-HCClIeIOBaTEIbCKUAE M ONBITHO-KOHCTPYKTOPCKHE PabOThI
(HHOKP)

ret (receipt) — pacmucka, KBUTAHIIUSA

rept. (report) — ortuer re (regarding) — oTHOCHTENBHO

ref. (reference) — ccouika

shipt (shipment) — orrpyska, ornpaska

sig. (signature) — mommch

tn. (ton) — TonHa

urgt (urgent) — cpounsbrii

V., vs. (Versus, yiat.) — npoTHB

VAT (value-added tax) — HJIC

V.1.P, VIP (very important person) — oco6o Baxxuoe smio V.S. (vide supra, nar.)

Bomnpocs! 1 3apanus:

1. [ToaroToBbTECh K OOCYKACHUIO TEOPETHUECKOTO MaTepuaa.

KakoBbl OCHOBHBIE TpeOOBaHHS, MpPEeIbsABIIEMbIE K JeioBoMy mepeBoay? Kakume rpaMMatudeckue
KaTeTOPUH OTCYTCTBYIOT B PYCCKOM SI3BIKE TI0 CPABHEHHUIO C aHTJIIMHCKUM, W KaK U30€XaTh TPYIHOCTEH
npu ux mepeBoae? Kak mepeBOmsITCS TEKCTHI ¢ OOMIEHPHHSTHIMUA M CIICIAAIBHBIMA COKPAIIECHUSIMHA?
Kaxkue ¢pasbl B TeKCTe IepeBojia ocTaroTcs B mepBoHadansHoM Brle? (CiioBa u ppa3sl Ha APYroM S3bIKE,
YeM sI3bIK OPUTMHANA; COKpAallleHHbIe (UPMEHHbIE HAWUMEHOBAHUS TEXHUKHW; Ha3BaHUS 3apyOEKHBIX
KYPHAJIOB M Ta3eT).

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



availability of goods;
method of transportation;
transportation costs;
delivery dates;

to give full details;

in connection with this;

to get in touch with.. .;

we urgently require to perform...;
deadline;

to have to remind,;

on favourable terms;
immediate reply;

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

our detailed catalogue;

to meet the requirements;
to place an order;

to accept the offer;

we regret to let you know;
to offer a substitute;

penal provisions;

3. Give the English equivalents of the following words and word-combinations:
IIPENOCTaBUTH TAHHBIE O YEM-IIL.;
MPUHOCUTH W3BUHEHUS 32 YTO-TL.;
HOBEHIINI NpelCKypaHT;

YKa3bIBaThb LCHEI,

TIOJIO’KUTENIHOE pellieHHe BOIpOca;

B Cllyyae HEYIUIaThl;

OBITH IIPU3HATCIIbHBIM,

obparmaem Bare BHUMaHue Ha...;
CCBUIAsCh HA...;

MOCTABILHUK;

YCIIOBUSI IOCTaBKH;

nepeaaBaTh A0 B apOUTPaXHbIH Cy[;
YCIIOBHSI OILIATHI;

npejiaraTh TOBap;

MIPETEH3NUS;

MOJTBEP)KICHUE 3aKa3a;

HaIlle PeI0KEeHNEe AeUCTBUTEIBHO J0 ...;
TPaHCTIOPTHBIE PACXOBI;
MPEeAOCTaBUTh 5% CKUIIKY;

OTKa3aThCs OT 3aKa3a;

B ciayuae Bamero otkasa.. .

B IPOTUBHOM CJIy4ae;

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

5. IlpounraiiTe n nepeBeaUTEe TEKCT.

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.



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.

a) ToBapel 3TOH KOMIIAaHMH JOCTAaBISIOTCS M0 Bceil Poccum TPy30BBIM, JKENE3HOMOPOKHBIM U
aBuaTpaHcropToM. ToBapbl Bcerja JOCTaBIAOTCS BoBpeMsl. KoMmaHus HUKOra He mojay4aeT »aio0.
XpaHATCSL TOBaphl Ha XOpOIIO OOOpPYIOBAaHHBIX CKJagax. DJIEKTPOHHOE 000OpYIOBaHHE HCIONb3YeTcs,
9TOOBI CJICTUTE 32 YIIAKOBKOH, MApKUPOBKOMH, TTOTPY3KOH M pa3rpy3K0il TOBapOB.



0) Mucc @aunnc — omuuHbId cekperapb. Muctep Knuddopa yaosiaeTBopeH ee paboToi, a MUcC
@nunnc yaoBIETBOpEeHAa CBOMM monoxeHueM B Kommanuu. Eil miaTaT Xopollyro 3apIuiaty, JaroT
OTBETCTBEHHBIE MOPYUYCHHS, BCET/Ia XBAJIAT 32 XOPOILIYIO paboTy.

B) Kakx Bam nmonpaBunace Bama noeznka B boctoH? — OueHp moHpaBuiach. MeHs BCTPETHIN B
a’poOIIOPTy, OTBE3JIM B XOPOILIYyI0 FOCTHHHMILY, MOKaszanu ropoxa. Ha crnemyromuil neHp s BCTpeTmics c
pyKoBoAuTENEM (GHUPMBI, MBI OOCYAWIM BCE BOMNPOCH. MeEHs MNpPEACTaBWIM BCEM CIIELHUAINCTaM U
NPUTTIACHIIM Ha JeJI0BO JaHd.

PA3JIEJ 2. JEJOBOI DTHKET.

IpakTnyeckoe 3ansiTue NeS. bpuraHckuii 1eJ10BOH ITHKET: OCHOBHbIE MPUHIMIBI U EHHOCTH.
Jenosoii 3tuker B CHIA.
Llens: dopMupoBaHue y CTYICHTOB PEUYEBOH, S3BIKOBOM M KOMMYHHKATHBHON KOMIIETCHLUH IS
OCYILIECTBIICHHUS ICTTIOBBIX KOHTAKTOB.
B pesynbraTe ocBOeHHE TEMBbI CTYIEHT AOJDKEH
3HaTh: OCHOBHBIE TPAMMAaTHYECKHE SIBICHU, XapaKTepHbIC U1l Npo(ecCHOHaIBbHOM peun; IEKCHUECKUE U
CHUHTaKCUYECKHE 0COOCHHOCTH O(PHUIIUATBEHO-/ICIIOBOTO CTUIIS B @HTJIMHCKOM SI3BIKE;
YMETh: ONPEIEISITh CTHIEBYIO NPHHAIICKHOCTh AHTTIMICKHX TEKCTOB O(HLIMAIbHO-IENIO0BOIO CTHII,
BUJETh XapaKTepHbIC CTHJIEBBIC YEPTHI; YUTATh OQHIMAIBHO-AETIOBBIE TEKCThl DPA3IMYHON CTENEHU
CIIO)KHOCTH; CTPOUTH JAHAIIOTHYECKYI0 M MOHOJIOTMYECKYI0 pedb C HCIONb30BaHHEM Haubolee
YIOTPEOUTENBHBIX JIEKCUKO-TPAMMATHUECKIUX CPEJICTB B OCHOBHBIX KOMMYHHKATHBHBIX CHTYaIUSIX
oduLmaNbEHOro OOLIeH)S; TOHUMATh JUAJIOTMYECKYI0 1 MOHOJIOTHUYECKYIO Pedb M0 H3YYEHHOU TeMe.
AKTyaJbHOCTb TEMBI: 00yCIOBIeHa HEOOXOAUMOCTHIO OBNaaeHus: YK-4.
TeopeTnyeckasi 4acThb:

HdenoBoit sTuker B BenukoOpuraHMd BO MHOIOM ONpEAESeTcs NPUHUMOAMHA M LEHHOCTSIMHU
JIeJIOBOM KyJbTYpPBI 3TOM CTPaHbl U UMEET CBOM OCOOEHHOCTH.
Kak u3BecTHO, OpUTaHIBI OYEHb BEXKIMBBI U OOXOTUTEIHHBI. DTO BO MHOTOM OIpENeNsieT CTHUIIb UX
oOmieHus. bpuTaHIBl NMPaKTHKYIOT JaBaTh YKJIOHYHMBBIE OTBETHl Ha IPSIMbIE BOMPOCHI, TUAIOTH YacTo
HOCSIT JBYCMBICIICHHBIN xapakTep. UTOOBI MOHSTH, YTO MMEHHO OHHM XOTST BaM CKa3aTh, HEOOXOIMMO
BHUMATEJILHO CJIEANTH 32 HHTOHAIIKMEH Iojloca U BBIPAKCHUEM JTHIIA.

B COXHBIX CHUTyallMsX aHTIMYaHe MPOSBISIOT CIACPKAHHOCTh M camoobnazanue. Ho Tak xe
OpUTaHIBl NPEANOYUTAIOT C IOMOPOM MOIXOAMTH KO BCEM JKM3HEHHBIM CHUTyalMsAM W OW3HEC - He
uckmouenre. K ocobeHHOCTSIM Z1e0Boro 3Tukera B BpuTaHuM MOXXKHO OTHECTH ClieAyroliue 4epThl. B
OOIIEHUN HYKHO TIPUICPKUBATHCS OMPEEIEHHON TUCTAHIMH, TTOCKOJIBKY OpHUTAHIBI BEChbMa TPEMETHO
OTHOCATCS K JJMYHOMY IpocTpaHcTBy. [IposiBieHreM BeXIMBOCTH OyIeT cOOJI0IeHIE PYKOIIOXKATUS IPU
NEPBUYHOM 3HAKOMCTBE. B pasroBope mpHBETCTBYIOTCS MpsiMble B3IJIsLAbI B ryaza. OQHAKO HE CTOUT
9TOrO JenaTh CIHMIIKOM jaoiro. JlenoBoe oOmieHue ¢ OpuTaHIaMH HE MpeayCMaTpUBaeT JIMYHBIX
BOMpocoB. He crout 3a0bIiBaTh, 4TO OOXOAMTENbHBIC aHTIMYaHE JOBOJBHO YacCTO JAIOT MHCTPYKIMH B
BUE BEXIUBBIX Mpock0. Tak e He cieayer 3a0bIBaTh BaKHbIE MeJIO4YM. BXoas B momelieHHe
HEO0XOIMMO TIPOITYCTUTh CTapIIero Mo J0DKHOCTH. Ha NiesioBoit BcTpeue HenmpreMiieMo JepKaTh PYKH B
CJIO)KEHHOM COCTOSIHMH. BpHUTaHIBI BOCIPHHMMAIOT 3TO KaK 3HaK CKYKH W HE3aMHTEPECOBAHHOCTH B
nene. Tak e OpuraHubl Bestueckd u3beratot yncna 13. OTmnpapisisich K OpUTAHCKOMY MapTHEPY B TOCTH,
JydIle HEMHOTO OI03JaTh, YeM MpUHTH 3apanee. [10ckoIbKy MPUXOAUTh paHbllle HA3HAYEHHOTO BpEMEHU
CUMTACTCS HENMPHIMYHBIM. MlHOT/Ia B TIpUTTIAllIeHHH Ha BCTPEYy MOTYT OBITh MCIOJIb30BaHBI CCHUIKH Ha
TO, B Kakoil ogexe cienyet npuiditi. Kak 1 MHOTHE eBponerckue Hapoabl, OpUTaHIIBI aKTUBHO OOPIOTCS
3a IpaBa JKUBOTHBIX, IOATOMY HE CTOMT HPUXOIUTH B OJEKIE U3 HATYPAILHBIX MEXOB U KOXKH.

BpuraHipl BechbMa 3pyIUPOBaHHBI M MPO(ECCHOHATBHBI, 00JAIAl0T BBICOKON KyNnbTypoil. B kpyr mx
WHTEPECOB YacTO BXOJSAT JIUTEparypa, CIOPT W MCKYCcCTBO. B nenoBoi cpene OpHUTaHIBI OTHOCSATCS K
CaMbIM KBaJIM(QHUIMPOBAHHBIM OM3HECMEHAM B MUpE.

Bpuranckas nenoBast KyJqbTypa: OCHOBHBIC TIPUHIIUIIB M [IEHHOCTH.

Bpuranipl, 0coOEHHO aHTIHYaHEe, CIABSTCS CBOCH BEXJIMBOCTHIO M OOXOJIUTEIHHOCTBIO. DTO OJHMH W3
KJIIOYEBBIX MOMEHTOB B OpPUTAHCKOW KynbType M (yHAaMEHTaIbHBIA acHeKT OpPHUTAaHCKOTO CTHIIS
o0LIEeHuSL.

"Stiff upper lip" - B OykBanbHOM mepeBojie "TBepaas BepxHss ryba". DToT 0Opa3HbIii TEPMUH YacTO
UCTIONB3YETCS ISl OTIMCAHUS TPAJUIMOHHBIX OPUTAHCKUX KauyecTB - CACP)KAaHHOCTH W CaMOOOIamaHus,
KOTOpble OpHUTaHIBl MPOSBISIOT B TPYIOHBIX CHTyanusx. B OpuTaHCKOH KyJIbType OTKpBITas
JEMOHCTpaLus IMOLMH - IO3UTUBHBIX WIM HETaTUBHBIX - BCTPEUACTCA OYEHb PEAKO, [0 BO3MOXHOCTH



u30eraiite BpIpaxkaTh CBOM YyBCTBa ITyOmIHO. Ha /IetoBbIX BCTpevax STOT MPHHITUIT 03HAYAET, YTO BAIU
OpHUTaHCKHE KOJJIETH HaMEPEHBI IIOCTPOUTE AUAIIOT B aTMOchepe GopMaTbHOCTH U OECIIPHCTPACTHOCTH.
KOMop - kiIr04eBOIf BNIEMEHT BCEX CTOPOH H3HU B BennkoOpuranuu. BaxkHOCTh 4yBCcTBa IOMOpa BO BCEX
CUTyallusiX, BKJIOYas JETOBOM KOHTEKCT, TPYOHO TIepeoleHuTb. KOMOp YacTo HCMosib3yeTcsl Kak
3aIIUTHBIA MEXaHU3M, B OCHOBHOM B ()OpME MPOHUHU WM CAMOMPOHHU. VIpOHWYHBIE HOTKH MOTYT OBITH
CKPBITHI, 3aBYaJIMPOBAaHBI MOJTEKCTOM, YTO TaKXe SBISETCS XapaKTepHOW depTod OpHUTaHCKOTO
YKJIOHYUBOT'O CTUJISI OOIICHHUSI.

Coemunennoe KoponeBCTBO 3HAMEHHTO CBOCH SIPKOM HMCTOPHEH M CHIBHBIMH TPaJHIHSIMH,
c(hopMUPOBABIINMHCS IO BIUSHHUEM KOJIOHHATBHOW MMIIEPHH, TPAXTAHCKON W €BPOICHCKUX BOMH, a
TaK)k€ KOHCTUTYLIMOHHOM MOHapxuu. UeTBepTas MO BENIWYMHE HAIMs, TOPTYIOLasi CO BCEMHU CTpaHaMH,
BenukoOputanust OBICTPO CTajla JIMAMPYIOIIMM E€BPONEWCKAM IIEHTPOM MpeaNpUHUMATEIBCTBA.
IlonnepxuBaeMas CTAaOMIIBHON TOTUTHICCKON W SKOHOMHYCCKOW CHCTEMOW, BemnkoOpuTanmst SBISICTCS
NpUBJIeKaTeNbHOW 0a30i A 3apyOexkHoro Ou3Heca, Mpeuiaras MIUPOKHE BO3MOXKHOCTH BO MHOTHX
o0macTsiX, B TOM YHCJE B MCCIEJOBAHUSIX, pa3padOTKaX M HOBBIX TEXHOJOTHAX. TeM He MeHee, YTOObI
yCHemHo paboTaTh B OPUTAHCKHUX JENOBBIX KPyrax, Hy)KHO 3allOMHHUTH HECKOJIBKO Ba)KHBIX MPAaBUI, U
MPUMEHSATH UX KaK 710, TAK ¥ BO BpeMs cBoero Bm3uTa B CoennHeHHOe KoponeBcTro.

Paboune MOMEHTHI:

- B COOTBETCTBUH C OPUTAHCKIM OM3HEC-TIPOTOKOJIOM, ITYHKTYaJIbHOCTh OYEHb Ba)KHA HA JTFOOOH 1eTI0BOit
BCTpeUe, MPUEeMe WIH yKUHE.

- Ha3HayaTh JIEJIOBYIO BCTPEUy MPHUHSTO 32 HECKOJIBKO JHEH 0 Hee.

- OpUTaHIBl CKJIOHHBI CJEJOBaTh YCTAHOBJICHHHIM NPaBHJIaM, IMOSTOMY NPUHATHE PpEHICHUS YacTo
CTaHOBHUTCS BEChMa JIOITUM TPOIIECCOM

CtpykTypa U Wepapxusi B OpUTAaHCKHX KOMIIAHUSIX - COBPEMEHHBbIE OpUTAHCKHE KOMIIAHUH HMEIOT
OTHOCHUTEJIFHO "TOPHU30HTAIBHYIO" HepapXUUECKyI0 CTPYKTYpY. IIpuHIunuansHoe pa3anuue mpoBOIUTCS
MEXIy MEHEPKepaMH W OCTAIBHBIME CiyXamumu. (BHuMaHwe: B aHTTIHIICKOM s3bIKe, W B bputanuun
COOTBETCTBEHHO CJIOBO 'MeHemkep" o3HadaeT "pyKOBOAWTENS"'. MeHemKepsl OOBIYHO OTBEYAIOT 3a
CEpbEe3HBIH yuacTOK paboThl U YMPABISIOT OTIAEIOM, JEMapTaMeHTOM JIMOO Lenoi ciyx6oii. [ToaTomy
MOMHUTE, YTO 3TO CJIOBO HE MMEET HHUYEro OOILIEro C POCCHMCKON TpaaulMeld Ha3bIBaTh KaXJI0To
MpojaBIia "MeHe[KepoOM TOPToBOro 3aina').

- B ocHOBHOM, IIEHTpaTbHBIM OPraHOM, MPUHUMAIOIINM PEIIeHU, SBISIETCA COBET AUpPeKTopoB. Camble
OTBETCTBEHHBIC PEIICHMsI Beeria B BerkoOpuTaHuu NIPUHUMAIOTCS Ha cCaMoM "Bepxy".

PykoBomuTtenn B BenukoOpuTaHMM B OCHOBHOM IMIPENIIOYMTAIOT YCTAHABIUBATh XOpolnue paboune
OTHOIICHUS C TIOTYNHEHHBIMH.

- HavanpHuK 3auacTyro OepeT Ha ceOs poJib TpeHepa, yuuTels, co3jaBas arMochepy MOIIEpPKKH U
BJIOXHOBIISISI CBOMX COTPYAHHUKOB Ha BBHITTOTHEHHE PaOOTHI.

- Komangnas paboTa O4eHb BakHA, XOTS W YYBCTBO WHAMBHIYAJILHOW HIICHTH()HUKAIINH TOXXE OYCHb
CHJIBHO 110 OTHOIIEHHIO KaK K peajn3aliy 3a/1a4M, TaK ¥ K COBEPIICHHBIM OIIHOKaM.

JemoBoii atuket B CIITA

[IpuBercTBUE

CormacHO aMepUKaHCKOMY JEJIOBOMY OSTHKETy, TNPUBETCTBHE W 3HAKOMCTBO COIMPOBOXKIAETCS
pykonoxaruem. B CILIA He npuHATO 0OMEHHBATHCS MOLETYSIMH U LIEJIOBATh PYKY keHIuHe. [1pu Oonee
JIPY’KECKOM OOIICHNH, B 3HAK MPUBETCTBUS, AMEPHUKAHIIBI IPUBBIKJIA MTOXJIONBIBATE APYT APYTa MO CIIHHE.
OO6pamnienne

AMEpUKaHIBl, HMes JPYKEeCKHH XapakTep, BCerJa CTPEeMSTCS YCTaHAaBIUBATh HEPOPMAaIbHYIO
aTMocdepy Ha IeperoBopax, Mo3TOMY MPEANOUYUTAIOT OOLIATHCS C JIIOABMHU M0 UMEHU HE3aBUCHMO OT MX
BO3pacTa U nojoxeHus. B HedopmanbHO# Oecene sryuiie n30eraTb NOJUTUIECKUE U PETUTHO3HBIE TEMBI.
Jlyumre oOcy>kaaTh BOIPOCH! CEMbH, YBIEYEHNH, OTABIXA U CIIOPTA.

[Ipurnamenue B rOCTH U MOJAPKU

Ecnu amepukanen mpuriiacui K cede JOMOH, TO, CKOpee BCEro, BBl €My CUMIIATUUHBI, OH Bac 3aMETUI U
OIleHWJI. B 3TOM cily4ae MOXKHO TPHHECTH C COOOM MOJApOK - LBETHI, OyTHUIKY BHWHA WJIA CYyBEHHD,
XapaKTepHBIN [T Bailei cTpaHbl. B memom jxe, nenosbie monapku B CLIIA He mpHHSTHI, Tak Kak MOTYT
BBI3BATh HENOBEpHE, W BOCHPUHATHI Kak B3ATKa (B CILA #elcTBYIOT OYEHb CTpPOTHE 3aKOHHI,
peryaupyroue OTHOIeHUs ¢ B3siTkamMu). C Ipyroi cTopoHbl, HEOOIBLIONH CYBEHHD, C JIOTOTUIIOM Balllei
KOMITaHUM, OyJIeT MPHHAT C YJOBOJILCTBHEM M paciakoBaH mpsMo mpu Bac. Co CBOEH CTOpOHBI, B
Ka4yecTBe MojIapka aMepHKaHCKre OM3HECMEHBI MOTYT MPUTIIACHTH Bac B PECTOPaH, Ha OTIIBIX 33 TOPO/I.
AMepUKaHIIBl B CBOEM OOJIBIIMHCTBE MPUACPKUBAIOTCS 310POBOT0 00pasa KU3HHU M, KOHEYHO, MMUTaHNU,
CTapasCh CBECTH K MHHHMYMY IIOTpeOJIeHHE TPOAYKTOB COAEPIKAIIUX XOJIECTEPHH, IPENIOounTas



¢pyktel m oBomm. TeM He MeHee, TpaJWIMOHHAS aMEPHUKAHCKas KyXHS MOJb3yeTcsl OObIION
HOIYJISIPHOCTBIO cpeau ee kuTeneil. KypeHue amepukaHiipl He IPUBETCTBYIOT, a IIOPOH JaXke OCYKAAIOT,
MO3TOMY KYpHUTh B 3TOM CTpaHe 3alpelieHo NOYTH MTOBCIOAY.

OTHolIeHne KO BpeMeHU

«Bpewms - neHpru» - elie OJHAa M3BECTHAsl aMEepUKaHCKas IocioBuna. Bompoc 00 3KOHOMHH BpeMEHU
OUYCHb BaXKEH I aMEPHUKAHLEB; OOJNTaTh MOIMYCTY - 3HAYUT, TPATUTh BPEMs, a CIEJOBATEIbHO ACHBIU.
IToaTomMy BpeMst BCTped U MEPETOBOPOB Yallle BCEro OTpaHUYMBAETCA OJHUM 4acoM. AMEpHKaHEeI] CTPOUT
CBOIO JKU3HB [0 PACIUCAHHUIO, YETKO clenyst eMy Kaxasli AeHb. IlynkryansHocTh B CIIIA o4eHp BaxHa,
a OI03JaHMs BOCIIPUHUMAIOTCS KaK rpy0OoCTb.

OTHoOLIeHNE K KEHIIUHE

B amepukaHckoil OU3HEC-KYIbTYpe KEHIIUHBI CUATAIOTCS PABHBIMH MY>KYMHAM U JOCTATOYHO YacToO
3aHUMAIOT PYKOBOISIIME AOJDKHOCTU. B nienom B nenosom mupe CIIA ropasmo Oosnblie KEHIIUH, YEM B
0001 Apyroi ctpaHe. AMepuKaHCKas OM3HEC Jequ CUMTAeT ceOs MONHOLEHHBIM OHU3HEC MapTHEPOM,
MO3TOMY HE CleyeT OBITh YPEe3MEPHO TaJIAHTHBIM B OTHOIICHUH JEJOBBIX JKEHIIWH, BOTPOCH JIUYHOTO
XapakTepa 3/1€Cb HEYMECTHBI.

JlenoBoii KOCTIOM

B CIIA neiictByeT npaBuiio: «Yem BbIIIE TOMHKHOCTB, TEM OQHIMAIBLHEH KOCTIOM». B nemoBoi Ku3Hu
HPUHATHL TOJBKO TEMHbIE KOCTIOMBI. JIJIsl KEHIUMH NPEANOYTUTEICH OPIOYHBI KOCTIOM CHOKOIHOTO
1[BETa, a TaKkke oO0yBb Ha Kabimykax He BbIIe 4 cM. MeHee jkecTkHe TpaBmia, Oojee CBOOOIHBIN CTUIh
OJICK/Ibl ICUCTBYIOT B CIIOPTE, UCKYCCTBE, MOJE U B UHIYCTPHUH Pa3BICUECHUI.

JlemoBoe obiieHme

Hemnosoii atuker CIIIA He MHOTHM OTIMYAeTCS OT €BPONEHCKOro, HO €CTh M CBou ocobeHHOCTH. s
aMepUKaHIla HET HUYero OOHMTHOTO B BOINPOCE MaJO3HAKOMOTO 4YeloBeKa O €ro 3apIuiare, XoTs,
HaIlpuMmep, B FCpMaHI/II/I OTOT BOIIPOC CHUTACTCA HEAOIMYCTHUMBIM.

B CHIA HamHOro npouie N03HaKOMUTBHCS U 3aBECTH APYKECKUE OTHOLIEHUS, [10 CPABHEHUIO, HAIPUMED,
¢ Smonwueii. [ maBHOE, yMETh MPABIILHO MPEACTABUTH Ce0s1. AMEPUKAHIIBI OYeHb SHEPTUIHBIE, OTKPHITHIE
U npyxenroOnsie moau. C HOBBIM 3HAKOMBIM MOXKHO Cpa3y MEpeXOIHTh K Aeldy M TOBOPUTH BIIOJHE
oTKpoBeHHO. Bripakenus Let's get down to business - «/laBaiiTe nepeiigem K Ieiay» - OU€Hb MOMYJISIpHA
cpeau aMmepuKkaHieB. Bo Bpems nenoBoil Oecelbl HE NMPUHATO OTBIEKATHCS HAa IOCTOPOHHHUE JAeja -
3BOHKH TIO Tesie()OHY, pa3roBOPHI C KOJUIETaMU. A BOT BCTaBIISITh B Pa3roBOP IIYTKHU IO TEME, CUUTACTCS
MIPU3HAKOM XOpOIIEro TOHA. B cTpaHe roBoOpsT Ha aMEPUKAHCKOM AaHTJIMHCKOM, CUMTasl JIOHJAOHCKHI
AHIJIMKACKUI BBICOKOMEPHBIM BapUaHTOM TOTO K€ si3bIKa. [103TOMY eciin BBl XOTHUTE TIEpEeBECTH KaKUe-TO
MaTepHaibl Uil cBoux Oyaymmx nmaptHepoB B CLLA, To CTOUT 3TO AenaTh C yU4ETOM JIAHHOH S3BIKOBOI
0COOEHHOCTH.

AMepuKaHIIbl IparMaTHYHbIE JIIOAH, HE OYECHb JIOOAIINE CICA0BATh TpafulMaM. J{J1s HUX Ha TepBOM
MeCTe BCErjaa CTOST WHAWBUAYaJbHOCTh M INpaBa dejoBeka. JKuTenb 3TOH cTpaHbl HUKOrZa He Oyaer
JKAJIOBATHCS, U PACCKa3bIBaTh O CBOMX Heynadax. He3aBHCMMO OT CUTyallMu amepHKaHel| Bcerjaa OyaeT
BBITJIAAICTh YBEPCHHBIM, 3/10POBBIM, U3JIyHarOIIUM YCIICX.

AMepuKaHIIbl TOBOPAT TOJBKO TO, YTO JyMalOT; BOCHPHHUMAIOT Jr00y10 (pasy cobeceHUKa JOCIOBHO.
OHHU TUI0OXO MOHUMAIOT HaMCKHU, UPOHUIO, CJIOKHBIC BBICKA3bIBAHUA HJIN CKprTbIﬁ CMBICJI CJIOB MOXKET
COUTH UX C TOJKY.

Ilepen HavaoM [ENOBBIX NEPErOBOPOB aMEPUKAHIBl MPENNOYUTAIOT cOoOpaTh IOJHBIA MaKeT
uHpopManuu 00 ydacTHukax Oynaymierd Bctpeun. OHM MOTYT MONPOCHUTDH MPHUCIATh CHUCOK JIML Balled
JieNIeraliy, JOMOTHUTENFHO 3alpocHB HHPOpMaIno 00 WX 00pa30BaHUM, YUETHBIX CTEIICHSIX, EUYATHBIX
TpyZax u T.A.

AMepHKaHIIbl OYEHb 3aKOHOIIOCIHYIIHBIE TpaxkaaHe. Jlake He3HAUMTENbHAas HE3aKOHHAs KOMMepuecKas
ornepanus B 3TOU CTpaHE MOXET CTAaThb HpPI‘-IPIHOfI TIOPEMHOI'O 3aKJIFOYCHM. ((HO}IMO‘ICHH&?I)) penyranus
(1)I/IpMBI HaBCCrjga IOCTaBUT KPECT Ha €€ BO3MOXHOCTU COTPYOAHHYECTBA C kommnanuein u3 IllTaTos.
JoBepue B AMepuKe MOXHO 3aCIIy’KUTb JIMIIb MHOTOJIETHUM, O€3ylpeuHbIM TPYJIOM, a He IpYKO0oi u
cBs3siMU. [103TOMY Y aMepUKaHIIEB HE CYNIECTBYET HUKAKUX «OCOOBIX» YCIOBHI CACIOK «JIJIsl CBOUX». B
CTpaHEC BO3MOXKHBI TOJIBKO OTKPBITBIC CACIIKHU C JHO6I)IMI/I napTHEpamMu. I'maBHOE IJ11 aMCpUKaHIICB, qTOOBI
napTHepsl ObUIM MPOYHBIMH M CTaOMJIBHBIMH, Kak B ()MHAHCOBBIX, TaK WM B NPOPECCHOHAIBHBIX
OTHOLICHHUSX, a TAK)Ke He MPOCTO 3apadaThIBANIM IEHBIH, a BEJIM COLMAIBHO OTBETCTBEHHBII OM3HEC.

Yy AMepI/IKaHHeB CUJIbHBI YyBCTBa HE3aBHCUMOCTH, CAMOCTOATCIIBHOCTH,; OHU YMECIOT COPEBHOBATLCA U
BBIMIPBIBATh BCETla U Be3zie. DTO 00YCIOBICHO MPEACTaBICHMSIMU TPAXKAAH CTPaHbl O JOMUHHUPYIOLIEM
nonoxkeHun CIJA B Mupe, KOTOpoe 3akiaIblBacTCs C MAalbIX JIET M JIEKUT B OCHOBE CHUCTEMBI
o0pazoBaHws.



Eme omwH M3 21MEeMEHTOB YCIEIIHOTO aMepUKaHCKOro Om3Heca - cKopocTe. B Amepuke Bce
MPOUCXOANT JAOBOJIIBHO OBICTPBIMU TEMITaMH, BCE JIENAETCS «CETOMHS», HE OTKIIAIBIBACTCS Ha «3aBTPay.
[TosTomMy Ha meperoBopax HYXKHO OBITH TOTOBBIM K TOMY, YTO Bac OYIyT TOPOIUTh, MOATAIKUBATH K
JICHCTBYSIM, TaK KaK aMEpPUKaHI[bl HATIOPHCTHIC, MPSIMOJIMHEHHBIC M BCErja Cremaiye OW3HEeCMEHBI.
I'maBHOE [Tt HUX - 9TO yCTeX, a KaKIBIN yCIeX - 3TO MPEAIOChUIKA TSl HOBBIX MTO0OE]T.

Oco0eHHOCTH BEIEHHUS TIEPETOBOPOB

Ecnu ameprkaHIBl OPraHU3yIOT JEJIOBYIO BCTpPEUY, TO 3TO MOJIHOCTHIO MCKIIIOUAET JPYKECKYIO Oecemy.
Berpeda Oyner HacwlllieHa, UMETh KOHKPETHYIO IIeNlb, W JUIMTCSA He Oornee daca. s amepuKaHIIEB
MIEPETOBOPHI - 3TO OTKPHITOE OOCYXACHWE, IIellb KOTOPOro HaWTH OOIIMe HWHTEpechl W BBHIPaOOTATh
CTpaTeruio i COTPYAHHYECTBA. UECTHBIC CICIKH M B3aMMOBBITOJIHBIC OTHOIICHUS 03 Kakoi-mudo
«CEeMEWHOM JIPYKeCTBEHHOCTHY - BOT HJICaIbHAS KapTHHA OM3HECa [ aMEPHUKAHIIA.

JlenmoBbIe IeperoBOpPHl aMEPUKAHIIBI JTIOOAT HAYMHATH C 00CYXKIEHHUS OOIIEro BOmpoca, ¢ MpoOIeMbl
TpeOyIONIel MPUHATHS PEIICHUS (YTO HYKHO JIeNIaTh), a 3aTeM MEPEXOIST K JETAJSAM, CIIOCOOCTBYHOIIUM
peayiM3anuu JOTrOBOPEHHOCTEH (Kak HYXHO CIeNaTh), KOTOPBIM YAENSAETCS OOJBIIOE 3HAUYCHUE NpPU
opraam3anuu Jro0oro gena. [lo3ToMy K pacCMOTpPEHHIO aMEPHWKAHIBI TOTOBST, KaK IPaBHIIO, IIEIbIC
«ITaKeThD MPeUIOKEHUN. A BOT Ha (HOPMaTbHOCTH OHH HE OYAYT TPaTHTh CBOE BpEMSI.

[leperoBopHBIil MPOIECC aMEPUKAHIIBI CTAPAIOTCS BECTH B OBICTPOM TeMIIE, OSCIPEPHIBHO MOATAIKUBAS
CBOMX TapTHEPOB K CKOpEUIeMy MPHHATHIO pemieHrs. OHW MOTYT Jaxe MpPOSBIATH arpecCHBHOCT,
HaBS3BIBAsI CBOW MIPABHJIIA UTPHIL.

Bo BpEMs ACTIOBBIX MEPCTOBOPOB aMCPHUKAHIbI MOI'YT IO3BOJIMTH CC6C CHUACTh, 3aKMHYB HOI'Y Ha HOT'Y
TaK, 4T0OBI OOTHHOK OJTHOM HOTH JIeKall Ha KOJICHKE JPYTrol WM MOJIOXKHUTh HOTY Ha COCETHHN CTYI HIIH
CTON. DTO CYUTAeTCs HOPMOW B aMEPHKAHCKOW KYIbTYpE, XOTS HEpPEAKO BEI3BIBACT pPa3IpakeHUE Y
MPEJCTaBUTENEH AIPYTUX CTPaH.

Bonpocs! 1 3aganus:

1. [loaroToBRTECH K OOCYKISHUIO TEOPETUIECKOTO MaTepHaa.

Kynbrypubele Tpagumuu anraudad. CTpykTypa W HepapxXusi B OPUTAHCKHUX KOMIIAHUSX. ODTHYECKHE
MPUHIMITEL IEJIOBOTO OOIIEHHsI ¢ MHOCTPaHHBIM NapTHepoM. Paboune oTHomeHus B BenukoOpuTanuu.
buznec B BenmukoOpurtannu. llpaktrnueckue MmoMeHThl. bputaHckuii AenoBoi 3tuker (4to Hyx)HO 1 HE
HYXXHO Jenarh). KitoueBble aMepHKaHCKWE IICHHOCTH. AMEPUKAHCKHA CTWIIb JEJIOBOTO OOIICHHS.
Kenmmnna u ousuec B CIIA.

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.

SN

. 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: | would suggest
that...

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

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

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

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

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

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

- deliver the goods on the 14th

- send the letter immediately

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

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

The secretary was late for work the day before.

- You should have come on time. | 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?

-1 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!
Delegate duties: don't do everything yourself.....
Rules for the secretary: Be polite!
Keep secrets!
Wear clothes suitable for the office!
Speak softly!
Move about the office quietly!
Avoid interrupting your boss!

12. Translate into English.

3naete nu BeI, yTO Takoe nenoBod 3THUKET? YMeere U BBl ycTaHaBIMBAaTH KOHTAKT C MapTHepaMu?
YmMmeere 1 Bel BBIOUpATh 011Ky, MOAXOIAINIYIO Ui pabOThl U oTabixa? Bexiueel a1 Bel co cBouMu
corpyaaukamu? Her nu y Bac mpuBbrukmu nepebuBats Bamiero cobecennuka? 3agymaiiTech Haj 3TUMHU
Bompocamu. JTo momoxet Bam B Bareit pabote.

IIpakTuyeckoe 3ansaTHe Ne6. Pasjimuust B aMepuKaHCKON U aHTJIMICKOM 1e10BOH TEPMUHOJIOTHH.
Lenb: ¢dopMupoBaHUE y CTYACHTOB PEUYEBOH, S3BIKOBOW M KOMMYHUKATHBHOW KOMIICTECHIIUHM ISt
OCYIIIECTBIICHHS JIEJIOBBIX KOHTAKTOB.
B pesynbraTe 0cBOCHHE TEMBI CTYAEHT JOKEH
3HaTh: OCHOBHBIE TPAMMaTHYECKHE SIBICHUS, XapaKTEePHbIE 1151 NPO(hecCHOHATIBHOMN peyun; IEKCHYECKHe U
CHUHTaKCUYECKHE 0COOCHHOCTH O(UITNATLHO-IEIOBOTO CTHIISL B aHTTTUICKOM SI3BIKE;
YMETh: ONPEIEISTh CTHIEBYIO NPHHAJICKHOCTh AHTTIMICKUX TEKCTOB O(HLIMAaIbHO-IENI0BOIO CTHII,
BUJETh XapaKTepHbIE CTHJIEBBIE YEPTHI; YUTATh OQHIMAIBHO-AETIOBBIE TEKCThl DPA3IMYHON CTEIEHU
CJIIOKHOCTH; CTPOUTHh JHMAJOTHYECKYI0 M MOHOJOTHYECKYI0O pedb C HCIOJIb30BaHUEM Haubonee
YIOTPEOUTENBHBIX JIEKCUKO-TPAMMATHUYECKHUX CPEJICTB B OCHOBHBIX KOMMYHHUKATHUBHBIX CHTYaIUSIX
oULIMANBEHOrO OOLIEHNS; TOHUMATh TUAIOTMYECKYI0 1 MOHOJIOTHUECKYIO PeUb 110 U3YUCHHOW TeMe.
AKTyaJbHOCTb TEMBI: 00yCIIOBIeHa HEOOXOAUMOCTHIO OBNaaeHus: Y K-4.

TeopeTnueckasi 4acThb:

[Ipu o6o3naueHun gat Ha nucbMe B BA (OpUTaHCKMI aHTIMICKWIM) CTaBUTCS YHCIIO, 3aT€M MECAL U
nociegHuM ykaseiBaercst rox: 20/7/99 wmmm 20.7.99. Takoe umcio mpomsHocutcst July the twentieth,
nineteen ninety nine. B AA (aMepHKaHCKOM aHTIUIICKOM) BHayaje CTABUTCS MECSI, 3aTe€M YHUCIO U
nociegauM rox: 7/20/99. Ipousnocurcs takoe yucio July twentieth, nineteen ninety nine.
Hanmenosanue uncen takxke otnyaercad B AA u BA.:

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

0 — «zero» (AA) u "nought”/"oh" (BA)

T'oBops 0 BpemeHH, aMmepuKaHIIBl BMECTO past ynorpeousitot after: «It’s ten after eleven».

B o0macTii SKOHOMHYECKOW TEPMHHOJOIMH M JIGKCHKH COBPEMEHHOro Ou3Heca B AA TPHCYTCTBYET
0ONBIIOE  KOJNMYECTBO MPOPECCHOHANN3MOB, a TaKKe pacCcliOCHUE CIENUalbHOH JIGKCHKA Ha
TEPMUHOJIOTHYECKHE U MTPOPECCHOHANBHBIE CIION (0 MpodecCHOHANN3MaMH IOHUMAIOTCS JIEKCUIECKHE
€MHUIIBI B CUTyalusix HeopmManbHoro oOmeHust). OnuH U3 BeAYIIHUX CIIOCOO0B 00pa30BaHUs TEPMHHOB
— JISKCUKO-CEMaHTHUECKUl Ha ocHOBe MeTadop. Hanpumep:

lame duck («xpomas yTka») — KOMITaHHS B TSHKEIOM (DUHAHCOBOM ITOJIOKEHUH

company doctor — («IOKTOp KOMIIaHHW») — (DUHAHCOBBIN KOHCYJIBTAHT, CICHHATU3UPYIOUIMNACS Ha
aHaJIM3€ U pPa3peleHUU NpodiieM KOMIIAaHUU



big gun advertiser (big gun — «rsoxénas apTHILIEPHs») — KPYIHBINA PEKIaMOIATENh

sleeping partner («cnsmmii mapTHEP») — HOMHHAIBHBIN MTAPTHED

sleeping beauty («crsiiasi KpacaBHIa») — KOMITaHHsI- MOTEHIMAIbHBIH OOBEKT MOTIIONIEHHS, KOTOPOi
paHbIle HE JeTaI0Ch IPEIOKCHUN)

angel («aHTem») — COCTOSITETHHBIA YEIIOBEK, BKIJIAIBIBAIONINII COOCTBEHHBIE CPEJCTBA B HAYANIO W
pacimpeHne On3Heca

yellow dog contract («koHTpakT x&nToit cobakm») — 00A3aTEILCTBA PA0OYEro O HEBCTYIUICHHU B
mpodcoro3

yellow dog fund («onx xEnrtoit cobakm») — CyMMBI, UCIIOIB3YEMbIE /IS TIOAKYTIA

bear («<MeaBeb») — CHEKYISHT, UTPAIOIIUI HA TIOHKCHUE

bull («ObIK») — CHIEKYJISHT, UTPAIOIINIT Ha MOBBIIICHHE (OHPIK.)

B psany IMHTBOCTHIIMCTHYECKHUX CPEACTB, XapaKTEPHBIX [UIA 0Opa30BaHUsI SKOHOMUYECKHX U OM3HEC
TEpMUHOB AA, TIpe/icTaBlieHa METOHUMHUS (TIEPEHOC MPHU3HAKA C YaCTH Ha IeTI0e):

White collar («Oesnbiii BODOTHHYOK») — O(QHUCHBIH CITy>KaIIui

Pink collar («po30BbIif BOPOTHHUOKY») — paboumii chepsl 00CITyKUBaHUS

Blue collar («romry00it BOpOTHHYOK») — TPOU3BOICTBEHHBINA pabouuit

Open collar («OTKpBITHII BOPOTHHYOK)») — JTUII0, paboTaroliee IoMa 1o CBOOOIHOMY TpaduKy

B nexcuke coBpemennoro ouszneca CIIIA n BennkoOpuTaHuu MPUCYTCTBYET TAKKE
ME)XBapHaHTHAsl CHAHOHUMHUS TEPMHUHOB:
stock — oObIkHOBeHHAs akiys (AA)
share — oGbikHOBeHHas akius (BA)

B mporecce cnoBooOpa3oBaHus JEKCHUYECKUX IE€PUBATOB OCHOBHBIMH cIloco0amu B AA SBISIOTCS
apdukcanus (illiquidity, non-payment), cioBocnoxkenue (job holder, bill brocker, tax payer), koHBepcHs
(off — cymiecTBUTENIBHOE CO 3HAYCHUEM «CHIDKCHHE KYPCOB BATIOT MPOTUB MPEIIISCTBYIOIICTO JHS,
go-between — cyiecTBUTENBEHOE CO 3HAUCHUEM ‘TIOCPEIHHUKK).

Jlexcuueckwii cocTaB OM3HEC TEPMHUHOIOTHNA AA CONEPKUT HE TaK YK MHOTO 3aMMCTBOBAHUN U3 IPYTHX
S36IKOB. HO OHM TNPHCYTCTBYIOT, ¥ BOT MpHUMEP 3aHMMCTBOBAaHUS W3 PYCCKOIO sI3bIKA: energy czar
(«BHATENHEHOE U0 B 00JIACTH SKOHOMHKI).

Ha rpammaTtnueckom ypoBHe pasnnuus Mexay AA u BA nposBisiioTcs ye Ha ypOBHE TEPMHUHOJIOTHH
(Continuous Tenses B BA u Progressive Tenses B AA). Hocurern BA ymorpe6istor The Present Perfect ¢
HapeunsiMu just, already, yet: «We have already agreed to wait». AMepHKaHIIBI e HepellKo, OCOOCHHO B
YCTHOH peuH, ynotpeoistoT 31eck The Simple Past: «I already met himy.

B AA cymectByer nBe ¢opmsr Past Participle Il y rmaroma get: gottenu got, B To Bpems kak B BA —
TOJBKO OAHA: got.

Konctpykmus «have been to», pacripoctpanénnas B BA, moxer sunonsmenstecs B AA — «I have never
been in Florida». ®paza «Do youhave a car?» tummuHa 1 AA, Ttoraa kak B BA Oounbie mpuHATO
roBopHTh «Have you got a car?»

CoOupaTenbHble CYIIECTBUTEIIBHBIC, TAKME KaK government, committee, team, corporation, crew B BA
MOTYT COTJIaCOBBIBAaTbCA CO CKa3yeMbIM Kak B EIMHCTBEHHOM, TaK W BO MHO)KECTBEHHOM YHCIIE.
AMEpUKaHIIBI MPEIOYUTAIOT COTVIACOBBIBATH TAKWE CYIIECTBUTENBHBIE CO CKa3yeMbIM B €IMHCTBEHHOM
qHce.

OmnpenenéHHbll apTUKIb YacTo omyckaercss B AA mocne «all», Tam, rme B BA o0s3arensHO ero
ucnonb3oBanue: «all day», «all night», «all morning» u np. M HaoOopoT, ompenenéHHBIN apTUKIb
ucnojn3yercs B AA tam, rae ero B BA ObITh He 0/DKHO: «in the summery, «in the springy, «in the fall».
CpaBHHTE BapHAHTBl TEPMHUHOJIOTHN
AMep. BapraHT AHIJ. BApuaHT 3HaUeHHE
administration Government in power TIIpaBurenscTBO (I€iiCTBYIOIINE)

Around (ten)  About (ten)  Oxomo (mecsTn)

Blue-chip investments First-class investments IlepBokiiaccHbIe HHBECTHIIMH
Call loan Short-term loan KpatkocpouHsblit 3aiim

Checking account Current accountTekyuii cuer

Claim letter ~ Letter of complaint [Tucemo-pexnamanys

Collect on delivery Cash on delivery OmnuaTta mpu A0CTaBKe
Common stock Ordinary share OGBIKHOBEHHAS aKIIHs

Corporation law Company law 3akoH 0 KOMITAaHHIX

Express man  Carrier ITockuibHBIN

Ti fix a meetingTo arrange a meeting Hasuauats BcTpeuy



Freight not prepaid Carriage forward be3 omnars! mepeBo3Ku
Freight prepaid Carriage paid C ommaToii mepeBo3Ku

Freighttrain ~ Goods train ~ ToBapHsIii moe3n

Government bonds Government securities 'ocynapcTBeHHBbIE IIEHHBIE OyMaru
In good shape In good condition B xopoimeM cocTosTHUA
Investment bank Merchant bank MuBectunnonubiii bank

Law business Practice (law) IIpormeccyanpHoe mpaBo

Local taxes Rates MecrtHbie Hamorun

To operate a business  To run a business 3aHUMAaThCs OU3HECOM
Operating costs Running expenses Texyrue pacxos!

ordinance By — law [locranoBieHue, ykas

To pass up an offer To decline an offer OTKIIOHATH TIPEAIOKEHUE
Preferred stock Preference share [MpuBunerupoBaHHas aKIus
President Chairman [Mpe3uneHt (koMIaHum)

Right away Immediately Hemennenno

Shipment Consignment  TTaprtus (ToBapa)

Stockholder ~ Shareholder  [lepxarens akuuii

Stub  Counterfoil Koperok (ueka)

Tag  Label Drtukerka

Tender Offer Ilpemnoxenue

Way back Some time ago HexoTopoe BpeMst TOMy Haza

Bonpock! u 3ananus:

1. [ToarotoBhTECH K 0OCYKACHUIO TEOPETHUECKOTO MaTepHala.

W3 wucropun NOpPOMCXOXKICHUA aMEPHUKAHCKOTO AHIJIMKACKOro. Jlekcumueckue, TIpaMMaTHUYECKHE,
opthorpadpudeckne u (HOHETUYECKHE OTINYUS aMEPHKAHCKOTO JEJIOBOTO sI3bIKa OT OpHTaHCKOTO
BapUaHTa.

2. IlpountaiiTe U IEPEBEIUTE TEKCT.

SCHEDULING APPOINTMENTS

Appointments may be made in several ways:

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

2. 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.

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

1) ...? —Holding a meeting.
2) ...7 — Several officials are.
3) ...7 — The agenda.

4) ...? — 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.

| am sending a fax.

| am copying documents.

I am correcting mistakes.

| am learning shorthand.

6. Say what Cindy is going to do

a) when the meeting is over,

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

d) on Sunday,

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

a) after the lesson is over,

b) if the weather is nice on Sunday

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

7. Translate and learn the following conversations and make your own, on analogy:
1) — Can | 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. | 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

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

Ceromust 20 mOs10pss 2013 toma, 10 wacoB yrpa. Mucrep Kmmddopa ogenp 3amst. OH mpoBOAUT
COBCIIaHWE. OTO COBEIIAHWE OYCHb BaXHOE. MEHeMKephl KOMIIAHHK OOCYXIAal0T BOIPOCHI
npousBoAcTBa. Mucc ®mummnc Bemer mpoTtokon. Ha crmenyromeld Hexene oHU OyayT oOCYXKIaTh
KOMMEPUYECKYIO MONUTHKY KoMmtaHuu. OHu cobepytes 27 Hoa0ps B 10 gacos.

— Uro T1HI ceituac nmemaemp, Cuaan? — S mepeBoxXy mucbMo Muctepy benmoBy Ha pycckuii si3pIk. — A
MOTOM 4TO ThI Oyzemib Aenars? — OTedaTaro 5TO THCHMO U OTIpaBito ero B MockBy. — KTo 3ToT Muctep
Bbenos? — D10 pycckuii busnecmen. OH coOupaeTcsi K HaM MpHexarhb.

IIpakTuyeckoe 3ansaTue Ne7. YcrpoiictBo Ha padoty. Co3naHue pe3rome.
Llens: dopMupoBaHue y CTYICHTOB PEUYEBOH, S3BIKOBOM M KOMMYHHMKATUBHOM KOMIIETCHLWH IJIs
OCYILIECTBIICHHUS ICTTOBBIX KOHTAKTOB.
B pesynbraTe ocBoeHHE TEMBbI CTYIEHT AOJDKEH
3HATh: OCHOBHBIE TPaMMAaTHYECKHUE SIBICHHS, XapaKTepHbIE A7l MPO(ECCHOHANBHON Pedr; JEKCUIeCKHE 1
CHHTAaKCHYECKHE 0COOEHHOCTH O(PHLIHATBEHO-IEIOBOTO CTHIIS B aHIJIMICKOM SI3BIKE,
YMETh: ONPEIETSITh CTHIEBYIO NPHHAIICKHOCTh AHTTIMICKUX TEKCTOB O(HLIMAIbHO-IENIO0BOIO CTHII,
BUACTH XapaKTCPHBLIC CTHUJICBLIC YCPThI; YUTAThH O(bI/ILII/IaJ'IbHO-ILCJIOBBIC TEKCThI pa3J'II/I‘IHOI\/'I CTCIICHU
CIIO)KHOCTH; CTPOUTH JWAIOTHYECKYI0 M MOHOJIOTMYECKYI0 pedb C HCIONb30BaHHEM Haubolee
YIOTPEOUTENBHBIX JIEKCUKO-TPAMMATHUECKUX CPEICTB B OCHOBHBIX KOMMYHHMKAaTHUBHBIX CHTYaIUsIX
o(HIMATEHOTO OOIIEHHUST; TOHUMATh TUAIOTHUYECKYI0 1 MOHOJIOTHUECKYIO Pedb M0 U3YYCHHOW TeMe.
AKTyaJbHOCTb TEMBI: 00yCIOBIeHa HEOOXOAUMOCTHIO OBNaaeHus: YK-4.
Teopernyeckasi 4acTh:
Cy1ecTBYIOT OCHOBHBIE BUBI PE3IOME:
XPpOHOJIOTHUYECKOE PE3IOME
XpoHOJOTHYECKOe pe3loMe IpeAroiaraeT onucanue GakToB TpynoBod Oomorpaduu (paboTbl, yueObl) B
00paTHOM XpPOHOJIOTHYECKOM IOpSAKe, T.€. HauyMHas C [OCIEeJHEro MecTa paboTbl, y4eObl.
[Mpeumy1iecTBO 3TOr0 BUAA pe3toMe Uit paboTomaTensi COCTOUT B TOM, YTO OH MOXKET YBUJETh B HEM
YEeTKYl0 KapTHHY TPYJOBOW JEATENFHOCTH UYENOBEeKa, JJIsI COUCKATelsl — 3TO BO3MOXKHOCTh
MPOIEMOHCTPUPOBATH KapbePHBIH U MPO(ECCHOHAIBHBIA POCT B HE0OX0auMoil cdepe nestenbHocTH. OT
JAHHOTO BHUJA pe3lOMe JIy4lle OTKa3aTbCs, €CIM IOCIEAHSAS MOOJDKHOCTH (JIM00 BCE JOIKHOCTH)
COUCKAaTeNsl HE WMMeeT OTHOUICHUS K JKelaeMOoW JIOJDKHOCTH JHOO B TPYIOBOH OHOrpaguu MHOTO
«IIPOIYCKOBY - IEPUOJIOB BPEMEHH, KOT/1a UEIOBEK HE paboTall.
OyHKIIMOHATEHOE PE3IoME
OyHKIMOHATFHOE pe3loMe, B OTJIMYHME OT XPOHOJIOTHYECKOTO, He TpeOyeT yKazaHWsl XPOHOJOTHU
TpynoBOH JesitenbHOCTH. OCHOBHOW YHOp 37ech JeaeTcss Ha MNpoQecCHOHANBHBIX HaBBIKAX M
JOCTIDKEHMAX B pasHbIX cdepax AesTenbHOCTH. OyHKIMOHAIBHOE PE3IOME BBITOJHO IPUMEHSTH B CIydae
HAJIMYUS «IIPOIYCKOB» B TPYAOBOW OMOTrpaduu, MpH KeJaHWW MONYyYHTh paboTy Oe3 OmbITa B JaHHOM
cdepe MO0 MpH BO3BPAIICHUH K 3TOMY HAIIPaBJICHUIO IEATEILHOCTH MOCIE AJTUTEIEHOTO TIepEPhIBAa.
KombunmnposanHoe pestoMe ((hyHKIHOHATBHO-XPOHOJIOTHYECKOE)
JanHpli TUT pe3toMe 00bEAMHSAET OCHOBHBIE YePTHI (PYHKIIMOHAIBHOTO U XPOHOJIOTHYECKOTO pe3tome. B
HEM IMOJYEPKHUBAIOTCA HpO(i)eCCI/IOHaHI)HLIe HaBbIKW U TOCTHXKCHHUA B Pa3HbIX C(bean ACATCIIBHOCTH, IIpU
3TOM OCHOBHBIE (aKThl TPYAOBOW Ouorpaduu uziararorcs B OOpaTHOM XPOHOJOTUYECKOM MOPSIIKE.
[IpenmymiecTBO 3TOro BHJA pE3IOME COCTOMT B TOM, 4YTO OHO IIO3BOJIIET OOpaTWTh BHHUMAaHHE
paboronmatenss Ha MPOPECCHOHAIN3M COHMCKATENsT B PAa3HBIX HANPABJICHUSX JESATEIHHOCTH H YBUJIETh
YETKYIO TIOCIIE/I0BATEIIbHOCTh TPYAOBOH JESTEIEHOCTH.
TumnoBoe pe3toMe 0OBIYHO BKIIIOYAET CIEAYIOMINE KOMIOHEHTEHI
CURRICULUM VITAE
Date of Birth 27 February 19...
Name . Belova Margaret
Present address 25, 18 Leninsky Prospekt, Moscow
128343, Russia
Telephone number 433-54-48
Marital status single
Education and qualifications



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

Responsibilities: Secretarial-work including
typing, shorthand, correspondence, taking
minutes at meetings, copying reports and
minutes from shorthand notes, filing, tabu-
lating data, answering customers' calls,
mail distribution and general office duties
June 2011 present Auto Importers Ltd., 38 Rostokino ,
Moscow, Russia
Type of Company: Car importers
Post; Secretary to Assistant Director
Responsibilities: dealing with all corre-
spondence, taking minutes at' meetings and
writing up Assistant Director's reports,
receiving customers and suppliers, dealing
with all kinds of enquiries; making deci-
sions on behalf of A.D. in his absence;
and representing the company at various
business functions.
Other information: While working | attended various evening
courses for business and information tech-
nology. My interests include tennis, bad-
mington, swimming and reading.
References: Mr. B. Norman, Assistant Director, Auto
Importers Ltd., 38 Rostokino,
Moscow, Russia
Mrs. A.Bunina, department head of
Johnson Bros Ltd., 35, Ostozhenka Street,
Moscow, Russia
Current salary $ 25,000 per annum

Bonpock! u 3aanus:

1. IToaroToBbETECH K 0OCYXIEHUIO TEOPETUIECKOTO MaTepHaa.

Tunsl pesrome: xpoHonorudeckoe (chronological format), ¢ynkummonamsHoe (functional format),
ruOpunHoe (combination format), TaprerupoBannoe (targeted format) u mpaBmia uUx oQopMIICHUS.
Crtpykrypa pestome. UTo Takoe pe3loMe M B YeM COCTOUT €ro OocHOBHas (yHKIusI? B dyem orinuuwme
pestome u CV (Curriculum Vitae)? Kakue ¢opmatsl pestome Bam m3BecTHbI? Kakoil ¢opmar pestome
0oJblIe MOAXOIUT IS YEIOBEeKa, KOTOPBI MHOTO JIET MpopadoTai B oxHOU cdepe aestenbHocTU? Kakoit
dopmar pezrome mojomies Obl CIEUANICTy ¢ NMpepBaHHbIM cTtaxkeM? Kakoill dopmaT pestoMe BBIOpaThH
4eJI0BEKYy, KOTOpOMY HYy>KHa KOHKpeTHas paboTa B omnpezaesieHHON ¢upme? B kakom mopsiike B pestome
JOJDKHBI OBITH PACIIONIOKEHBI 1aThl, OTHOCSIIMECS K 00pa30BaHUIO U OTBITY PabOThI?

2. CoctaBbTe HanboJIee MOAXO/ISIIHAN TS BAC BAPUAHT PE3IOME.

3. Belyunte OCHOBHYIO TEPMHHOJIOTHIO, UCIIOIb3YEMYIO IIPH COCTABJICHUH Pe3loMe.
apply for the post  — momars 3asBiIeHNE O IPHEME HA PaOOTY/MOIKHOCTD

obtain knowledge  — mony4uTh/IPUOOPECTH 3HAHUS

enclose an outline of — npuIOkKUTE (K THCHMY) CBEICHHS O KBATU(DHUKAIIH

one's qualifications

office experience — OITBIT pabOTHI B KOHTOPE
personnel manager — Ha4aaBHMK OTIENa KaapoB (MEHEIKED IO Kaapam)
fairly well — BecbMa HEIUIOXO

be on probation — MPOMTH UCTILITATENBHEBIN CPOK



application — 3asIBIICHHE
curriculum vitae CV, C.V. cv (resume) [ko'rikjulom 'viitai] — cBemenmst 00 yuebe u TpymoBOU
JISATEIIbHOCTH, KpaTKast MpohecCUOHANbHAsT Onorpadus, pe3roMe

4. IlpounTaiiTe ¥ IEPEBEANTE TEKCT.

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

Dear Sirs:

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

I'm 17. | 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. | 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.

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, | 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 | do for you?
P.T.: I read an advertisement of your firm in yesterday's Business Express.
You need a secretary, so | sent my application and now I'm here.
J.K.: Have you worked as a secretary before?
P.T.: I'm sorry to say that | haven't. But in spring | finished secondary school with the  specialty of
secretarial work. So it means that theoretically | should know something.
J.K.: Oh yes, | remember now. That's very good. Do you speak any foreign  languages?
P.T.: Oh, to a certain extent, yes. | 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, | could be on probation for a time
first.



J.K.: Well, yes. | 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 | 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 | 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:

Your job objectives.

Your work experience.

Your education.

Personal information.

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

What kind of a career do you want to make?

What makes you qualified for this job or position?

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

What is your present job?

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

What salary do you expect to receive?

10. What education did you receive?

11. Did you finish with academic honours?

12. What languages do you speak?

13. Are you computer literate?

14, Do you drive a car?

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?

CoNoA~WNE

IMpakTnyeckoe 3ansitue Ne§. ¥YcrpoiicTBo Ha padory. ConpoBoautensnoe nucbmo (Cover letter =
Application letter).

Hens: dopMupoBaHHE y CTYICHTOB PEYEBOH, SI3BIKOBOM M KOMMYHHUKATHBHOM KOMIICTCHIIUH JIS
OCYIIIECTBIIEHHS JIEIOBBIX KOHTAKTOB.
B pesynbTaTe 0OCBOCHNE TEMBI CTYIEHT JIOJIKEH
3HAaTb: OCHOBHBIC I'PaMMAaTUYCCKUC ABJICHUSA, XapaKTCPHBIC JJIA HpO(i)eCCHOHaHBHOfI peUn; JIECKCUICCKUE U
CHUHTaKCHYECKHE 0COOEHHOCTH O(PHUIIHATEHO-/IEIIOBOTO CTUIISL B aHTJIMHCKOM SI3BIKE;
YMETh: ONPEIENATh CTHIEBYIO NMPHHAJICKHOCTh AHTIIMHCKHX TEKCTOB O(HUIMAaIbHO-IENIO0BOIO CTHIIA,
BUICTh XapaKTCPHBLIC CTHUJICBBIC YCPThI, YUTATbH O(i)I/IIII/IaHI)HO-JIeHOBLIe TEKCThI pa3quH0171 CTCIICHU
CJIO)KHOCTH; CTPOUTh JHAJIOTMYECKYI0 M MOHOJIOTHYECKYIO pedb C MCIOJIb30BaHHMEM Hauboiee
YIOTPEOUTENBHBIX JIEKCUKO-TPAMMATHYECKIUX CPEICTB B OCHOBHBIX KOMMYHHKAaTHUBHBIX CHTYaIUSIX
ourmanbHOro 00IEH!s; TOHUMATh JHATOTHYECKYIO U MOHOJIOTHYECKYIO PeUb 110 U3YYEeHHOH TeMe.



AKTyaTbHOCTB TEMBI: 00yCIIOBIIeHAa HEOOXOIMMOCTRIO oBaneHus YK-4,
Teopernueckasi 4acTh:

CompoBoautenbHoe muchMo (Letter of transmittal, Accompanying letter)

COHpOBOI[I/ITeJ'II)HOG MNUCbMO — INHMCbMO, HCIIOJB3YCMOC I OTIPABKU JOKYMCHTOB, HC HMCIOIIUX
anpecHor JacTH. B compoBOAUTEIEHOE TUCEMO MOXET OBITh BKIIFOUEHA AOIOHATEIbHAS WH(OPMAIIHS,
MOACHAIOIas COACPKAHNUEC TEX MATCPHUATIOB, KOTOPBIC COCTABJIAIOT IMPHUIOKECHHUE K HEMY. B sTtoMm ciy4dae
CHa4dajia COO6HIaeTC$I O HaIlpaBJICHUHU JOKYMCHTOB, 3aTCM H3JIaratOTCA NOIMOJIHCHUSA W MMOACHCHUA. OI[HO
IUCBMO MOXET O6T>C,Z[I/IH5{TB HI/ICLMO-HpOCL6y U COIIPOBOJUTECIIBHOE ITMCHMO, HI/ICBMO-COO6H_I€HI/IG u
COIIPOBOAUTEIIBHOC IMHUCHMO HIIH I/IH(I)OpMaI_II/IOHHOC 1 COIIPOBOJIUTEIILHOC IIMChbMa. B stom Clly4yae€, KakK
IMpaBWJIO, CHaydajla MH3JIaracTcs HpOCL6a, COO6HIGHI/IG Wjiin HHOro poaa I/IH(i)OpMaIII/IH, a 3aTeM
COIIpOBOAUTCIIbHAA YaCTh. O0s13aTENbHBIM PCKBU3UTOM COIIPOBOJUTECIILHOI'O MUCbMa SABJIACTCA OTMCTKA O
HaJIMYUU IIPUITOKCHUA.

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

Bompocs! u 3aganus:
1. IloaroroBbeTECH K 0OCYKACHUIO TEOPETUIECKOTO MaTepHara.

Cxema COIIPOBOAUTCIIBHOI'O IMTUCbMaA. OcHOBHEBIC TpC6OBaHI/Iﬂ K HalTMCaHUIO CONPOBOAUTCIBHOI'O MMCbMa.

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, | would like to apply for
the position of ... in your company.

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

C) I am used to working on my own.

d) | 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 | took courses in marketing.

f) Since my present position offers little prospect for advancement, |1 would prefer to be employed in
an expanding organization such as yours.

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

h) Thank you for offering me the post/position of...
i) 1 have pleasure in accepting this position.



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

K) 1 regret to inform you that | am unable to accept the position, since | have received another, more
attractive one.

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

3. IlepeBenuTe HA AaHTTTUHCKUN SI3BIK.

1. Sl BBICOKO IEHIO BO3MOXKHOCTH paboOTaTh € JODKHOW MEpOH OTBETCTBEHHOCTH, ITPOSIBIISISA
COOCTBEHHYIO MHUIHATHBY.
2. B nacrosiee Bpems s Hoayvaro ... B MECSII.

3. UyBcTBYIO, 4TO MO OIBIT pabOTHI B 3TO 00JacTH He OyIeT WCTONB30BaH B MOJTHON Mepe, MO3TOMY
BBIHY>KICH OTKJIOHUTB IPEII0KEHHUE.

3. Tak kak MOs HacTOsAIIAsl JODKHOCTh HE IAST MHE OONBLIMX BO3MOXKHOCTEH ISl MPOJABIKEHHUS, 5
X0Tel Obl padoTaTh B TAKOHM MEPCIEKTUBHOM OpraHu3aluy, Kak Bama.

4. Ccputasice Ha OOBsBICHHE B «..» OT 10 sHBaps, BTOpHHK, s XOTel OBl NPETeHIOBaTh Ha
JIOJKHOCTH ... B Bamel gupme.

5. C HereprieHHeM xay Hadana paboTbl 1 oKTAOpsL.

6. C yZ1oBOJILCTBHEM PHUHUMAIO 3Ty JTOJHKHOCTb.

7. S mpuBBIK paboOTaTh CAMOCTOSTENHHO.

8. C coxanieHHMeM COOOIIa0 BaM, YTO HE MOTY 3aHSATh ATy JOJKHOCTh, TaK KaK MOJYYHJI JAPYroe,
OoJee pUBIIEKATEIBLHOE MIPEIIOKEHHE.

9. Bo Bpemst 00ydeHus AJ1sl TTOMy9YeHHs TOJDKHOCTH, KOTOPYIO sl 3aHUMAI0 B HACTOSIIIIMH MOMEHT, 5
OKOHYUII KYypChl MAPKETHHTA.

10. S HeaBHO yCIBIIIAN OT ... O BAKAHCHHM B BallleM TOPrOBOM OTJIEJe.

11. bnaromapio Bac 3a TO, YTO BB IPEUIOKUIN MHE JIOJDKHOCTD ...

4. Translate into English.

A xouy paboTaTh MEPEBOTINKOM B KaKOW-HHOYh COBMECTHOH KOMMaHUK. 5 X04y pa3ociars pe3iome B
HECKOJIbKO TaKWX KOMIaHWH. Sl HaJeroch, 4TO CMOTY TMOJNYyYUTh MHTEPECHYIO paboTy, MOTOMY YTO A
CIICIUAJIUCT BBICOKOM KBanudukamuu. 5 0eryio roBopro Mmo-aHTJIMHACKA U CHSIHATM3UPYIOCh B TIEPEBOJIC
Ha JIEJIOBBIX TeperoBopax. Sl XOopomio 3Hal0 MHOTHE KOMITBIOTEPHBIE MPOTpamMMbl, HEOOXOAMMBIE B
pabote. Kpome Toro, 51 He xeHAT, BOKY MaIllHY W HE TIPOTHB paboThI, CBI3aHHON C pa3be3aMH.

IIpakTuyeckoe 3ansaTue Ne9. YcrpoiictBo Ha padoty. CobecenoBanue.
Lenp: ¢dopMupoBaHue y CTYACHTOB pEYEBOH, S3BIKOBOM M KOMMYHHUKATUBHOW KOMITCTEHIIMH JIJIS
OCYIIECTBIICHHS JISIIOBBIX KOHTAKTOB.
B pesynbTare ocBO€HHE TEMBI CTYJEHT JOKEH
3HATh: OCHOBHBIE TPaMMAaTHYECKHUE SIBICHHS, XapaKTepHbIE sl MPO(ECCUOHANBHON Pevr; JeKCUIeCKHe 1
CHHTAKCHUYECKHE 0COOEHHOCTH O(PHUIINATBHO-/IEIIOBOTO CTHIISI B aHTIIMHCKOM SI3BIKE;
YMETh: ONpPECAC/IATL CTHUICBYIO HNPHUHAIJICKHOCTD AHTIIMHACKUX TEKCTOB O(l)I/I]_[I/IaJ'IBHO'JleJ'IOBOFO CTHUJIA,
BUICTH XapaKTCPHBLIC CTHUJICBLIC YCPThI, YUTAThH O(i)I/IIlI/IaJ'IBHO-I[eJIOBLIe TEKCThI pa3J'II/I‘IHOI\/'I CTCIICHU
CIIO)KHOCTH; CTPOUTH JAHAJIOTMYECKYI0 M MOHOJIOTMYECKYIO pedb C MHCIOJIb30BaHHEM Haubolee
YIOTPEOUTENBHBIX JIEKCUKO-TPAMMATHYECKUX CPEICTB B OCHOBHBIX KOMMYHHKATHUBHBIX CHTYalUsIX
o@nunaanoro 06II_ICHI/ISI; IMOHUMATh AUAJIOTHYCCKYIO U MOHOJIOTMYCCKYIO PE€Yb 110 H3yquHOI>'I TEME.
AKTyaJbHOCTb TEMBI: 00yCJI0BIeHa HEOOX0AUMOCThIO OBiageHust YK-4.

Teoperuueckasi 4acThb:

K cobecenoBanuio cienyeT TOTOBUTHCS 3a0JaroBpeMEHHO. DTO MOMOXKET MPEOIOJIETh CTpax H
CTpecc, WiH, 10 KpaliHel Mepe, CBeCTH MX J0 MUHUMyMa. Heo0XouMo mpoymMars OTBETHI Ha BOTIPOCH
00 ombiTe padOTHl Ha TeX NOJDKHOCTAX, KOTOphIe BHI yKazanud B pe3tome. O0s3aTesIbHO HYKHO OBITH
TOTOBBIM K CJIEIYIOIIAM BOIIPOCAM:

1. What do you know about our company?

OsznakoMbTech ¢ MH(GOpMaNKedl 0 KOMIIAHUU 3apaHee. Y3HaiTe, I1e KOMIAaHWS UMEET CBOM (PHIIHAIbI,
KaKOBO €€ TOJIOKEHUE HA PBIHKE, KaKHe MEePCIEKTUBBI Pa3BUTHSI BUIUT €€ pPyKoBOJCTBO. [locMoTpuTe Kak
poccuiickre Tak u 3apyO0eKHbIE HCTOUHUKH.

2. Why do you believe we should hire you?

KoneuHo, HE HY)XKHO NpeyBEIMYMBATH CBOHM JTOCTOMHCTBA, HO COBEPLUICHHO HEOOXOANMO MEPEUNCIUTh TE
Ka4yecTBa M HABBIKHM, KOTOPBIE BBITOJTHO OTINYAIOT BAaC OT APYTHUX COMCKATEIEH.



3. Why did you leave your last job?
HI/IKOFI[a HE OT3BIBAaiTECH HETATHUBHO O IIPOMIIBIX pa60Toz[aTen;[x, HWHa4€ y BalI€ro HOBOIo pa6OTOI[aT€J'I$[
MOXXET BO3HHUKHYTH OIIACCHHUEC, YTO Bbl U UM 6yI[eTe AaBaTb OTPULATCIbHYIO XapPaKTCPUCTUKY B PA3HBIX
Kpyrax.
4. In what ways do you need to improve as an employee?
He 6oiiTecs mpu3HAaTh, 9TO Y BaC €CTh U CIIA0BIE CTOPOHBI. DTO TOBOPHUT O TOM, YTO BBl OCBEIOMIICHBI O
CBOHX HEJOCTAaTKaxX U I'OTOBbBI HaA HUMH pa6OTaTI).
5. Scenario (BapuaHT pa3BUTHS COOBITHIA)
MoryT TpeIoKUTh CUTYAIHI0, KOTOpas MOXET BO3HHKHYTHh Ha pabodeM MecCTe, U KOTOPYIO CIIeIAyeT
pa3pCuInThb. HCO6XOI[I/IMO npeaACTaBUTh TO‘lHI)II‘/'I, MOIIArOBLIN IMIyThb pCIICHUSA HpO6J’ICMI)I.
B KOHIIC CO6CC€ILOBaHI/I$I MpeaoCTaBAT BO3MOXXHOCTDL 3a1aTb CBOU BOIIPOCHI:
Do you have any questions for us?
BOHpOCI)I MOT'yT KacCcaTbCd TMCPCICKTUB PpPa3sBUTHA KOMIIAHUH, XapaKTCpa pa6OTI)I (HaanMep,
npeaAyCMOTPCHBI JIU KOMAaHAWUPOBKU WK IEPEE3/] B Ilpyl“OI\/'I peFI/IOH). HpeI[HOJ'IOX(I/IM, 4YTO B HHTepHCTe BbI
HaIn HHq)OpMaHHIO, YTO KOMIIaHUA MMPUHUMACT YJaCTHUE B C)X(CFO,I[HOI}’I BBICTAaBKE, IA€ €€ NMPEACTABIAIOT
HECKOJIbKO COTPYIHHKOB, B OOSI3aHHOCTH KOTOPBIX BXOJUT MPOBEIEHUE MPE3CHTANN I [TOCETUTENeH
BBICTABKM W 3HAKOMCTBO CO CTCHJIOM KOMIaHuu. Mcnonw3ys 3Ty HH(OpMaIMIo, MOXETe 3a1aTh
CIIEAYIOIIHE BOIPOCHI.
Who is chosen to represent the company each year?
Can | work my way up to becoming a representative?
Which topics do these individuals lecture on?

PaGoromarenn Bcerma IEHSAT OCBEIOMIICHHOCTh M HWHTEPEC COWCKATeled K JIF00OHW NeATeNbHOCTH
KOMITaHUMH.
Tem He MeHee, €CTh BONPOCHI, KOTOPBIE HENB3s 3aJaBarTh paboTojaTento. Hampumep, HE CTOUT
CIIpalINBaTh O pa3Mepe 3apad0THON TUTATHI:
What will my salary be?
OO0bIYHO 3Ta MH(OpMaIMs YKa3aHa B OOBSIBICHUU O BakaHcuu. KpoMe Toro, paboTojaTesh MOHUMAET,
YTO 3TO BaXKHBIN JIJI BaCc BOIPOC, TIOATOMY O pa3Mepe 3apabOTHOM IuIaThl paboToAaTe b COOOIIMT BaM
CaM, WJIH K€ BaC MOT'YT CIIPOCHUTDL, Ha KaKYHO 3apIUIaTy BbI IIPETCHAYCTC.
B koHnIe cobecemoBanms BaM coo0IIaT 0 Jate BTOPOro codece1oBaHus (€CIu TaKoe MPeyCMOTPEHO) HITH
0 CpOKax M3BCHICHUA BaC O pCUHICHUN pa60T0aaTen;1.
BOHpOCI:I U 3aaHUA.
1. HOHFOTOBLT@CB K OGCY)K,HeHI/IIO TCOPECTUICCKOTO MaTepuraia.
Kak Bectu ce0st Ha coOecemoBanuu. YacTo 3ajaBaeMbie BONPOCHI Ha COOECEIOBAHWM Ha AHTIIMHCKOM
s3b1ke. Kak CO34aTh XOPOLICEC BIICHATICHUC Y IIOTCHIHUAJIILHOT'O pa6OTO,Z[aTeJ'I${.

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

2.1

— Exuse me, may | come in?

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

— My name is James Smith.

— How old are you?

— | am 20 years old.

— Well, James, where did you work before?

— | worked as a cashier in McDonald’s.

— Are you quit yourself or somebody fired you?

— | 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.
— | 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.

— | started working as a freelance reporter. For the year | 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, | read it on the site.

— Are you satisfied with everything?

— Yes, but | 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, | 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. | am fine and | hope you are quite all
right.

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

Harper- You are quite right It was very smooth. Though when | 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, | think we should get-down to business.

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

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

James-  Well, this 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- | see what you mean, but | 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- | am afraid, | cannot agree to that.

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

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



Harper- Very good, let us consider it settled. | 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.

PA3JEJI 3. IEJIOBAS YCTHAS U IMCBMEHHASA KOMMYHUKAIUS.

IIpakTuyeckoe 3anaTHe Nel0. CTpykTypa Aej0BBIX IHceM. BUIbI 1e10BBIX M CEM.
Uens: dopmupoBaHue y CTYIEHTOB pEYEBOH, S3HIKOBOM M KOMMYHHUKATHBHOW KOMMETEHIIUH IS
OCYILIECTBIICHHUS ICTOBBIX KOHTAKTOB.
B pesynbraTe 0cBO€HHE TEMBI CTYIEHT T0JIKEH
3HATh: OCHOBHBIE TPAMMAaTHYECKHUE SIBICHHS, XapaKTepHbIE AJsl MPO(ECCHOHANBHON PeUH; JEKCUIECKHE 1
CHHTAaKCHYECKHE 0COOEHHOCTH O(PHIIATBLHO-IEJIOBOIO CTHIIS B AHIJIMIICKOM SI3BIKE;
YMETh: ONpEAENATh CTHICBYIO MPHHAJIC)KHOCTh AHTIIMHCKUX TEKCTOB O(HIUaIbHO-IEIOBOTO CTHII,
BUJIETh XapaKTepHBIC CTHJEBBIC YEPTH; YUTATh OQPHIMANTBLHO-AETOBbIE TEKCTHI DPA3IMYHON CTEIEHU
CIIO)KHOCTH; CTPOUTHh [AHAJOTHYECKYI0 M MOHOJIOTMYECKYIO pedb C MHCIOJIb30BaHHMEM Hauboiee
YIOTPEOUTENBHBIX JIEKCUKO-TPAMMATHUECKUX CPEICTB B OCHOBHBIX KOMMYHHMKAaTHUBHBIX CHTYaIUSIX
o(HIIMATEHOTO OOIIEHHUST; TOHUMATh TUAIOTHUYECKYI0 1 MOHOJIOTHYECKYIO Pedb M0 U3yYCHHOW TeMe.
AKTyaIIbHOCTh TeMBI: 00yCIIOBIIEHAa HEOOXO0IUMOCTEIO OBNaneHust Y K-4.

Teopernyeckasi 4acTh:

CTwib HalMCaHUS JCJIOBBIX ITMCEM MCHSCTCA OUCHb 6bICTpO. C KaXAbIM I'OA0M OH CTAHOBUTCS ITPOLIC
U MeHee ouIMaNbHBIM. B Hacrosimee Bpemsl AeJIOBbIE KOPPECIOHIACHTHI HM30ETaloT YMOTpeOJIeHHs
HACBHIILEHHBIX U BUTUEBATHIX (pa3, a MPEANOYUTAIOT MIPOCTOM, KOHKPETHBIN S3bIK, T.K. OHU LIEHAT CBOE
BPEM: U HE XOTAT €TI0 TPATHUTh HAa YTCHHUEC HCHYKXHBIX CJIOB.

Ho XOopoumye MaHEpbl BaAXXHBI HC TOJIBKO B JIMYHBIX KOHTAKTaX, OHW BaXXHBI B ITHUCHME. HOBTOM}/
M00Ee3HOCTh, TOOPOKENATENNFHOCTh JODKHBI MPOHU3BIBATE Ballle MUCHMO. Jt00ask MBICIIbE MOXET OBITh
BBIpa)KE€HA BEXIIUBO, CIEPKAHHO U C JOCTOMHCTBOM. TaKTHYHOCTH, BEKIMBOCTh B JEIOBBIX IMHCbMaxX —
3aJI0T ycrmexa.

Ilo ycraHOBUBIIEHCS TPaIULUU CTPYKTYPA JEI0BOI0 MMChMA BKIIFOYAET:
O0s3arenbHbIe KOMIIOHEHTBI, T.€. YaCTH, KOTOPBIE BCErla JOJDKHBI IPUCYTCTBOBATH B IHCHME:

1. MeYaTHbIN mTamn komnanuu/3aronoBok (Letter Head)

2. nara (Date Line)

3. BHyTpennwuii anxpec (Inside Address)

4, BCTynuTe bHOE OOpamienue (Salutation or Greeting)

5. tekct nuckMa (Body of the Letter)

6. 3akmounTensHast popmyna BexauBoctd (Complimentary Close)

7. moamuck (Signature)

JononHuTeNbHBIE KOMIIOHEHTHI, KOTOPBIE TIPH HEOOXOIUMOCTH MOTYT BXOJIUTH B CTPYKTYpY THChMa!

8. yKa3aHWe Ha WHHIMAIBI YEeJOBEeKa, MHCABIIEro MOJ| JAUKTOBKY, mnn cekperaps (Reference
Initials)

9. yKazaHue Ha npuiokenue k niuceMy (Enclosure, cokp. Encl. wmu Enc.)

10. noctckpuntyM (Postscript, cokp. P.S. unu PS)

11. yKa3aHHe Ha JIMIO, KOTOPOE MO JKEJIaHUIO OTIPAaBUTENS JOJDKHO NMPOYECTh NAHHOE IHCHMO
(Particular Address or Attention Line)

12. yKa3zaHue Ha coaepkanue nucbMa (Subject Heading or Caption)

13. ykazanue Ha ccbulky (Reference Number)

14. yKa3aHHe Ha KOIHH, OTIpaBiieHHbIe B Apyrue anpeca (Carbon Copy Notation, cokp. c.c. 1 cc.)

LETTER HEAD
3ATOJOBOK

3aro0BOK Me4aTaeTcsi TUIOrpad)CKUM CIIOCOOOM, OH COAEP)KHT BEChMa BaXHYIO HMH(OpMAIHIO 00
OTIpaBUTEJIC. HaUMEHOBaHHWE (QUPMbI WJIM OpPraHU3allMd, MOYTOBBIM W TejerpadHbId aapec, HOMEp
tenedoHa, Tenekca u tenedakca. Homep pacueTHoro cuera u apyrue OAaHKOBCKHAE PEKBU3UTHI B JIAHHOM
cly4ae TpPHBOIAUTH He cienyer. Hamuume (akca sBIsSETCS NPU3HAKOM €CTECTBEHHOTO YPOBHS
00eCreYeHHOCTH OPTTEXHUKOH, MO3TOMY OTCYTCTBHE CBeJeHMH O (hakce Ha OJIaHKe MOXKET BBI3BATh
HEZ0YMEHHBIE BOIIPOCHI y MOTydaTes.
Pa3memienue peKBH3UTOB HE WMeEET CTporo permamedtanud. OpHako OOBIYHO HAWMEHOBAHHE
OpTraHM3alliy, TPEANPULTHs, GUPMBI H T.I. JAETCS B BEPXHEM JICBOM WM NPaBOM yriaX, a ajpec,
TeneoH, Telekc W (Qakc B MPOTHBOIOIOKHOM YINIy. BO3MOXHO Takke pacIlojOXKEeHHE ajpeca,



tenedoHa, Telekca u (dakca B HIKHEH 4acTH 3aroiioBka. [1oj] Ha3BaHWEM (QHUPMBI MOXKET OBITh YKa3aH
poIl ee AeATeIbHOCTH. B Ha3BaHUSAX TOPTOBBIX M MPOMBINIICHHBIX MPENNPHUATHN, OAHKOB U T.J. MOXET
mpHUCyTCTBOBaTh ciioBo Limited (cokpamenno L.td.) Hanmpumep:

Mitchell Diesel, Limited

B crmoBe Limited B cokpameHHOM BHJIE 3a10KeHO BbIpaxkenue limited liability company T.e., kommanus ¢
OTPaHWYEHHON OTBETCTBEHHOCTHIO.

WHorna B Ha3BaHUAX (QUpPM BCTpedaeTcs M APYroe COKpalleHue — Inc., 4To COOTBETCTBYET BHIPAKEHUIO
Incorporated , T.e. 3aperucTpupPOBaHHBIN KaK KOPITOPAIH, HAIPUMEP:

International Office Equipment, Inc.

[Tomumo mpenoctasneHus GpakTudeckoil HHGopManuu o GUpMe, 3ar0JI0OBOK ONpeNeIeHHBIM 00pa3oM
XapaKTepu3yeT ee C APYroil CTOpOHBI: HeoObIYHas (opMa 3arojioBKa, ero Ju3aifH, smOneMa (upMsl (a
WHOTJa U €€ JIeBU3), MPUMEHEHNE [[BETHOW KPAaCKH, HCIIOb30BaHNE 0cO00H Oymaru — Bce 3TO CO3/aeT
cBoeoOpasublii 00pa3 ¢upmel. Uutas muceMo, Bel, 0e3ycioBHO, Mpexnae BCEro, MHTEPECYeTeCh €ro
coJepKaHueM, OJHAKO HEBOJIbHO oOpaliaeTe BHUMaHHE U Ha 0(OpMIICHHE 3ar0JIOBKa, KOTOPOMY Cpazy
JlaeTe BHYTPEHHIOIO OIEHKY, MHOT/A TIEPEHOCS Ty OLIEHKY U Ha JAEATEeIHHOCTh caMoi (hUPMEL. Y aadHoe
pacmoioXeHne KOMIIOHEHTOB 3arojIOBKa, €r0 OpWUTHHANBbHAS HMOJeMa CIIOCOOCTBYIOT CO3JIaHUIO
0JIarONPHUSTHOTO BIIEUYATIICHUS O (UPME Y T€X, KOMY HaIPaBJIEHO MUCHMO. 3arojoBOK O(HIIMATBHOTO
MUChMa TIPENICTaBISIeT CO00H (pUPMEHHBIN OJaHK, B KOTOPOM OCTaeTCs yKa3aTh TOJIBKO MaTy HAIHCAHUS
nuchkMa / date line: xoTopoe 0OBIMHO Tmewaraercsi crnpaBa. CyIIEeCTBYIOT pa3jMYHBIE CIIOCOOBI ee
HanucaHus. TpaTuliMOHHBIM OPUTAHCKUM CUUTACTCS CICTYIOLIMI BApUAHT:

15 Feb. 20...

15 February, 20...

15th February, 20...

AMepUKaHCKUH cr1oco0 0003HAYCHHMS JaThl HECKOJIBKO MHOM:

February 15th, 20...

February 15, 20...

[epen uncnuTEenbHBIM, 0003HAYAIONIUM IO, OOBIYHO CTABUTCS 3amsaTas. B mociemHue roael Bce Oonee
3aMETHOM CTAHOBHUTCS TEHACHIMSI K MUHUMAIEHOMY

YHOTPEOICHNIO 3HAKOB TIPEMTMHAHMS B JEIIOBOH KOPPECIIOHACHITNH, TO3TOMY MOXHO BCTPETHUTh U TaKOE
HalKCaHWe JaThl:

4 August 2013.

He pexomennyercs ynoTpeOyiars B 1aTax MUQpPEI BMECTO MECSIIEB, IOCKOIBKY H(PpoBOe 0003HAUEHHE
ATl MOXKET OBITh HMCTOJNKOBAaHO II0-PAa3HOMY B pa3lMYHBIX cTpaHax. Tak, mara 2/5/2013 Oymer
BOCIIPHHSTA TPEJCTABUTE]IEM aMepHKaHCKOW (UpMbl Kak 5 ¢espans 2013 roma, a mpeacraBuTenem
Oputanckoil ¢pupmbl — kak 2 masg 2013 roga. 310 cBA3aHO ¢ OCOOCHHOCTSMH MIPOUTEHHUS AT B Pa3HBIX

CTpaHax:

CHIA

2 | 5 [ 13

MeCHI] JE€Hb rox

BenukoOpuranus

2 [/ 5 [ 13

JICHb MECHI] rom

I[OHyCKaeTCﬂ COKpalllCHUEC Ha3BaHUH HCKOTOPbIX MCCALICB!
January — Jan. July — July
February — Feb. August — Aug.
March — March September — Sept.
April — Apr. October — Oct.
May — May November — Nov.
June — June December —Dec.

[Ipu pabote ¢ xommbroTepoM MexayHapoaHas opranuzanus no Cranmapruzanuu (ISO) pexomenmyer
MIOJTHOCTBIO MU(pOBOe 00O3HAYECHUE JAThl, TIPUUEM CHavaja YKas3bIBaeTCsl TOJl, 3aTeM MECSIl U JICHb,
Hanpumep: 2013-09-06 nnn paxe ciutao 20130906. OnHako moka 3TH OPMBI MIKUPOKOTO MPUMEHEHUS
HE TOITY4HIIH.
INSIDE ADDRESS
BHYTPEHHUMN ALPEC

Anpec nonyyartens MMCbMa WM BHYTPEHHUH aJpec IoMeIaeTcsl Ha JeBOi cTopoHe OJaHKa MUCbMa 1
COAEPKUT YKa3zaHWE Ha TO, KOMY OHO HANpaBlIeHO W MO KakoMy azpecy. [IuceMo MokeT ObITh



HampaBlieHO (upme, W TOorga CHadala yKasbIBaeTCcs €€ HauMEHOBAaHHE, a 3aTeM aJpec B CIEAYIOIIEH
MOCIIEIOBATEIbHOCTH: HOMEp JIOMa WJIH 3[aHHs ¥ Ha3BaHUE YJIHIbI (Ha OAHON CTPOKE), Ha3BaHHUE TOpojIa
(ma gpyroii cTtpoke). 3mech ke, €ciaM HeoOXOOUMO, MOMeLIaeTe MPUHATOEe O0O3HAYCHHE IMOYTOBOTO
paiiona. Ilpu oOpalieHNHM K OpraHW3alii, B Ha3BaHUM KOTOPOW MPUCYTCTBYIOT COOCTBEHHBIC MMEHA,
ajZipec ToJydarens NEJOBBIX MUceM O(OPMIISIIOT B 3aBHCHMOCTH OT CTpPaHbI, B KOTOPOH HMEET MeCTO
TIEPEeTHCKa.
WHorna nepen HazBaHueM (UPMBI IPUHATO CTaBUTH CJIOBO Messrs (cokpaileHne (ppaHIly3cKOro cioBa
Messieurs). DTo nenaeTcs B TOM CiIy4ae, KOTJa B Ha3BaHUH (PUPMBI IPUCYTCTBYIOT (haMIIINN KaKUX-THOO
JIUII, HATIpUMeED:
Messrs John Brown and Co., Ltd
[Tocne aTOrO0 B TOH K€ MOCTIEI0BATENIEHOCTH JACTCS aJpec OpraHu3alim.
Messrs HHKOTZHa HE YHOTpeOmnseTcs MpH OOpalieHnd K 3apernCTPUPOBAHHOW KOMIAHHWH, OyIh TO
nyONMYHAs WM YacTHas KOMIaHMs. PekoMeHayeTcs HampaBlsiTh KOPPECTIOHICHINIO HETIOCPEACTBEHHO
TOMY JOJDKHOCTHOMY JIUILy, AJISl KOTOPOrO OHa TNpeAHa3HadeHa, T.. JUPEKTOPY-PaclopsANUTEINIO,
KOMMEPUYECKOMY JIHUPEKTOPY (3aBeAyIOIIeMy OTAENOM COBITa), YIPABISIIOMEMY JKCHOPTHBIMHU
omepanusMu 1 T.A. B Takom cirydae ykaspiBaeTcs Ha3BaHue Gpupmbl 6e3 oOpamenns K Heir. OHO CTaBUTCS
YacThIO aJpeca TOYHO TaK Ke, KaK Ha3BaHWE YIHUIIBI HIH TOPO/Ia.

B Coenunennsix IllTarax Amepuku ¢opma oOpameHuss Messrs He ymorpebmsercs: Stainway &
Sons, Inc.
Ecnu muceMo anpecyeTcss KOHKPETHOMY JIMILy, TO B JEJIOBOHM IEpemycKe aJpec TOoIydaTelsi MOXKET
0OpMIIATECS CIEAYIOUMM 00pa3oM: — €CJIM MUChbMO aJIPeCOBaHO JODKHOCTHOMY JIMILy B KaKOH-THOO
KOMIIaHUH U TIPY 3TOM HEM3BECTHA €T0 (paMHITHs, TO afpecaT YKa3bIBaeTCs CIeAYIOIIM 00pa3oM:
The Manager
The Hongkong Banking Corporation
- €CJIA XK€ W3BECTHA (aMIuTus TOJDKHOCTHOTO JIMIA, TO OHAa YKAa3hIBAETCS IMEPBOM, MOCIE YerOo MOXKET
OBITH 0003HAUYEHA U JOJKHOCTD:
Mr. Edward W. Hertzfeld, President Hertzfeld
Home Appliances, Inc.
Ykazarh JOKHOCTh 0e3 (paMIIuu JuIa, e¢ 3aHUMAIOIIEro, MOXKHO B TOM CJIydYae, €ClId 3Ta JIOJDKHOCTh
SIBJSIETCA €IMHCTBEHHOW B opranusanuu. Eciu xe Bbl HampapiisieTe NUCbMO JAEJIOBOTO COJIEpyKaHMS
OTJCIFHOMY COTPYAHUKY (HUPMBI, TO CleyeT CHadaja yKazaThb ()aMHJIMIO 3TOTO COTPYIHHKA, 3aTeM
Ha3zBaHWEe (GUPMBI (M, BO3MOXXHO, KaKOro-IMOO ee OTJeNa), MOClie Yero ykKaszaTh €€ IOJHBIM ajpec,
HampuMep:
Mr C.C. Pan
The Standard Oil Company
[luckma MyKYMHAM MOXHO aJpecoBaTh, KaK YKa3aHO, B 3aBUCUMOCTH OT TOTO, KaK CaM YeIIOBEK
OAIMMCHhIBACT CBOU ITUChbMaA.
K HesamMy»XHUM KEHIMHAM W K JEBYIIKaM MOXHO oOpararbes: «Muce». K 3aMyKHUM JKEHIIMHAM —
«Muccuc M(apus) B(payH)» mnpexzae HYKHO OBUIO 00s3aTeNIbHO YyKa3bIBaTh UMS MyXka: «Mmuccuc
T(omac) B(payn). Korma Hen3BeCTHO, 3aMyXHSS WM HE3aMY>KHsS JKCHINMHA, K KOTOpod Bam HyxHO
obOparutbesi, BMecTo «Muce» U «Mmuccuc» crano ymnorpebnarees «Mc». Korma Bbel comneBaetecs,
ynorpebmstiite «Mwuccy». Ecau Bel He yBepeHBI, Kakoro Iojla YelOBEK, KOTopoMy BbI mmmure,
ynotpebsiite «Mucrep».
3areM 1mociie UMEHH OOBIYHO HUACT Ha3BaHUC NOJDKHOCTH, TUTYJIA, Hay‘IHOfI CTeNeHu U T.11. B aToM ciydae
NUCbMEHHBIN JIETOBOH 3THKET TpeOyeT BBINOJIHEHHS CICAYIOIIMX YCJIOBHUH: Ha3BaHHE JOJDKHOCTH
CTaBHUTCS TOJIBKO MTOCTIE MMEHH YeJIOBEeKa Yepes 3alsTyIo:

Mr. John Hunt, Manager Tlocrionuny Jlxony Xanry,
3aBe/IyIOIIEMY

Mr. Mort Monroe, Editor lNocnioguny Mopty Mownpo,
Penaxropy

Ha3BaHUC y‘IGHOfI CTCIICHU IMUIICTCA NMEPEa MMEHEM, BCJIEA 3a KOTOPBIM YEPE3 3aITATYIO MOXKET CJICA0BATH
0003HaYEHUE TOJDKHOCTH.
TTocne COKpAaIeHHOI' O 0003HaYEHUS Haquoﬁ CTCIICHHU TOYKA MOXET HC CTaBUTHCA.
Dr Michael Lurvey, Director  Tokrtopy Maiikiy Jlepsu,
JUPEKTOPY
Prof. Alfry Smith, [Ipod. Andpu Cmur,
Head of the Department 3aBeyIOIIEMY OTIEIOM



B Aurnmum wHorma mociie paMuInu MOXKET CTOSITh CJIOBO Esq., mepes; KOTOpbIM CTOMT 3arstas. B sTom
CiTy4ae Ha3BaHWE JIOJDKHOCTH OOBIYHO MHILETCS C HOBOM CTPOKH:

Dr. Michael Johnson, Esq. [-py Maiikiy J[>o0HCOHY, 3CcKBalipy
Director The British HupexTopy kommnanuu bpuruin
Engineering Co., Ltd. Oumruanpunr Kammanu Jlumure

Ecmm ums KOHKPETHOI'O JIMIJa HEU3BECTHO, TO HAa3BaHUEC JOJDKHOCTH IHIIETCA C OIPECACICHHBIM
APTUKIICM:

The Chief Accountant, ['maBHOMY Oyxrantepy bpuruin
The British Engineering OHIHKAHUPHHT
Co., Ltd. Kammnaunu JIumuren

OpHako Takoe HAITMCAHKUE BO3MOXKHO TOJBKO TOT/a, Korja Bel aOCOMOTHO YBEPEHBI, UTO 3Ta JJOKHOCTh
SIBJISIETCS] €IMHCTBEHHON B MHTEpECYIOLIEH Bac opranu3anuu. Hanpumep:

The Chairman IIpencenarens

The President [Ipe3unent

The Managing Director JupekTop-pacnopsaauTensb

The Chief Accountant ['maBHBII HHXEHED

The Secretary Cekpertapb

Ecnu >xe M3BECTHBI ¥ UM ¥ JIOJDKHOCTB, TO apTUKIIb TIEPe Ha3BaHUEM JIOJDKHOCTH HE CTABHUTCS:

Dr. Michael Johnson, Esq. H-py Maiixiy J[>xoHCOHY,
3CKBaipy

Director Hupexropy

The British Engineering KOMITaHUU BpuTHI DHIHKMHUTHHT,

Co., Ltd. Kammanu JInmures

Ecnu muceMo azpecoBaHO NHIly, Yel TOYHBIM afpec HEW3BECTCH, OHO MOXET ObITh HAIpaBICHO B
OpraHu3alMIo, HaPUMEp, B TOPITIPEICTBO WK Ha pUpMy, KOTOpast MOXKET IepellaTh Uil MEePECiIaTh eMy
3TO MHUCHMO. B Takux ciydasx mepel Ha3BaHWEM OPraHM3allUH, TOPIIPEACTBA, (PUPMBI MULIYTCA CIIOBa
«Care of “ (=in care of), KoTopble 03HA4YAIOT ‘“‘Ha TIONIEUeHHE”, T.€. TIO aJIPecy.

Kak orMeueHo BhIIe, ocie Ha3zBaHusl (UPMBI B aJipece yKa3bIBacTCs HOMEp JI0Ma U Ha3BaHUE YIIUIIbI,
3aTeM Ha3BaHHUE ropoja WK rpaCcTaa.

B ortHomrenun Gonbimx roponoB BenmkoOpuranuu ykazaHue rpadcTB He 00s3aTENbHO, YTO KacaeTcs
HEeOOJIBIINX TOPOIOB, 0003HaUeHUe rpad)cTBa 0053aTEIBHO, 0COOCHHO, TTOCKOJIBKY Ha3BaHUS HEOOJBIINX
rOpoAOB MOBTOPSIOTCA (HampuMep, B BennkoOpuTanuu cymecTByloT aABa Puumonna: onuH B rpadcere
Cyppeii, a npyroii — B rpadcrse Mopkummp).

B BenukoOputanuu Npy HamWCaHWM MOYTOBOTO ajpeca PEeKOMEHAYeTCs NMHcaTh Ha3BaHUE Topoja
NPOINHKCHIO, 3aTeM MEJIKO Ha3BaHHE IrpadcTBa, 3aTeM IOYTOBBIM KOJ )CHCTEeMa KOTOPBIX HEAABHO ObLIa
BBEZICHA B cTpaHe). Hamucanue koma B agpece yCKOpSIET TOCTAaBKY M MO3BOJISIET 00padaThiBaTh MOUTY C
MOMOIIbIO aBTOMATOB.

Koraa nrceMa moceuiaroTes B Jpyrue CTpaHbl, HY)KHO BCET/ia MUCaTh Ha3BaHUE CTPaHBI, JaXKe €CIH 3TO
cronuna crpadsl. CymecTtByeT Hanpumep ,JIonnoH B AHrnmu, a takxke B Kanane, bocton B AHriuu, a
Takke B Amepuke, Tpunonu — B Jlusuu u B JIuBane, bnenraiiep — B lllotnananu u B Manasu.

ITo Toif sxe mpUYKMHE, KOTa MOCHUIAIOTCS THChMa B AMEPHUKY, HY)KHO 0053aTeIbHO YKa3bIBaTh Ha3BaHUE
ITaTa MoCie Ha3BaHMA ropoja, Kak ykasaHo. Ilocie HasBauus ropona Huro-Mopk HyxHO 06s3aTelbHO
yKa3aTb Ha3BaHUE LITaTa! HBm-ﬁOpK nnu Hero-Jlxepeu.

B odunmanpHO# mepenucke BO3MOXKHA Takas CHTyallUs, KOTJIa Bbl TPOCTO HE 3HAeTe, KeM Oyjer
paccMaTpuBaThCsl Balle NHCbMO. B 3TOM ciydae Ha moMoIIb BaM NPUAET JOBOJIBHO TOMYJSApHas B
AHIJION3BIYHBIX CTpaHax (opmyrna:

To whom it may concern —ToMy, KTO HMeeT K 3TOMY OTHOIIEHHWE. DTa (HOpMysia TaKKe IeyaTaeTcs
OTJEJILHOM CTPOKOM MOJ1 aIpeCcOM IOTy4aTessl.

B CILIA B nmenoBoii mepenucke craparoTcs u3derarb 0€3MTUYHOrO OOpalIeHUs Jake B TOM cllydae, eciu
MOJTy4aTellb THChMa — HE3HAKOMBIH YeTIOBEK U M3BECTHO JIUIIb €TO UMSL.

OPENING SALUTATION (GREETING)

BCTYIIUTEJIBHOE OBPAIIEHUE

BerynurensHoe  oOpamieHue  mpeAcTaBiseT  co0oi  OOIIENpUHATYIO — CTaHAapTHYIO  Qopmy,
SBTISIFOIYIOCS. HEOTHEMJIEMOM YacThiO JTHKETa JIeoBOro nuchMa. OHO MOMeENIaeTcs Ha JIeBOM CTOpOHE
OsaHKa IMCbMa U MUILETCS Ha OTAENBbHOW CTpoKe. B 1enoBoil KoppecHOHAEHIIMH NMPHHATO HECKOJIBKO
¢dopm oOpalleHu, pa3IHYaroIIUXCcsl CBOEH «TOHAIBHOCTHIO». B mucbMax K ¢upMaM U OpraHu3alisIM
O0OBITHO YIOTPEOIISAIOT clieayromue GOPMYIIb:



Dear Sirs, (3T0 oOpaimeHne XapakTepHO IJIA MEPENUCKH B BeamkoOpuTaHWH, TOCIE HEro CTaBHTCA
3armsTas)

Gentlemen: (ucnonb3yercs npu nepenucke B CIIA u Kanane, mociie Hero cTaBUTCS IBOCTOUHE)

Ctporo oduimasbHO 3By4aT BhIPAKCHUS:

Sir: Sirs:

Madam: Mesdames:

Menee opuIMaTbHO BOCIPUHUMAKOTCS CIICIYIOIINE (OPMBI OOPAIICHHIA:

Dear Mr. Allen Dear Messrs Allen

Dear Mr. Cooper and Cooper:

Dear Mrs. Allen Dear Messrs Allen

Dear Mrs. Cooper and Cooper:

B asramiickux IMUCbMax, KaK IIpaBHJIo, yr[OTpe6J'IHIOTCH CJICAYIOIIUEC BCTYIIUTE/IbHBIC 06paH_ICHI/IHZ

Dear Sirs, — IIUCBMO aJPECOBAHO B KOMITAHUU B LIEJIOM.

Dear Sir, — MUCHMO aIPECOBAHO MY KUMHE.

Dear Mr. Brown  — mrcbMo agpecyeTcs XOpoIio 3HaKOMOMY
JOJDKHOCTHOMY JIMIY — MYKYHHE.

Dear Madame, — IUCHMO aJIPECYETCS KEHIUHE WITH JICBYIIKE.

Dear Mrs.Brown, — mmcbMo agpecyeTcs XOpoIio 3HaKOMOMY
- JOJDKHOCTHOMY — >KEHILIHE.
Dear Ms.Freizer, — nucbMo agpecyercst XOpoIio 3HaKOMOMY
JIOJDKHOCTHOMY JIMILY — HE3aMYKHEH JKEeHILUHE.
Dear Sir/Madame, — mucbeMo aapecyercst JOIDKHOCTHOMY JIHILY,
" aBTOpPY HCU3BCCTHO, ABJIACTCA JIN
JIOJ>KHOCTHOE JIMLIO MYKYMHOM WM JKEHIIMHOM.
B aMepuKaHCKHU X IHCbMaXxX UCIOIB3YIOTCS CIEAYIOLINE BCTYIUTENbHbBIE O0paIeHHS:
Gentlemen:

Dear Sirs: MIUCHMO aJPECOBAHO
Dear Gentlemen: KOMITAHUH B 1[E€JIOM
Dear Mr. Brown MMUCBMO aJPECOBAHO
Dear Mrs.Brown: ONpPEAEICHHBIM J10JK-
Dear Miss Brown: HOCTHBIM JIML[aM

BODY OF THE LETTER
TEKCT MUCBbMA

OCHOBHOE cOzep/KaHUE MUChbMA — TEKCT — HAXOAWUTCSA B 3aBUCHUMOCTH OT IIEJIEH €ro HalMCaHUs.
OpHaxko, B 1000M ciydae, B IepBOM ad3alie nucbma GOpMHUPYETCsl BCTYNUTENbHBINA KOMIUIMMEHT. Takoi
BCTYIHUTENBHBIH KOMIUIMMEHT MOXET BBIPaXKaTh OJaroJapHOCTh 32 MHUCHMO (€CIH HampaBisieTcs OTBET),
MPU3HATEIHHOCTh 3a IIArd, HAlpaBJeHHbIE HA B3aMMHOE COTPYAHMYECTBO (TaKXKe, €CIU 3TO OTBETHOE
1ocjanue), OjaroxenaTeaIbHOE COOOMIEHUE O TOM, YTO ajapecaT SBISETCS W3BECTHBIM B CBOEH OTpaciu
OpEANpHUITHEM, OpTraHu3anuei, GupMord U T.JI. (€CIU MUCHMO TOCBUIAETCS BIEPBBIE), COOOIICHUE O
pasocTH, KOTOpasi BOZHUKAET NMPH BO3MOKHOCTH HAIIPAaBUTh TaHHOE MUCHMO UMEHHO B 3TOT a/Ipec U T.J.
Jaxe B cimydae, Korja MUCbMO HOCUT B IIEJIOM HETATUBHBIM XapaKTep M MOXET CBUAETEIHCTBOBATH O
paspblBe JalbHEWIIed KOPPECHOHAEHIMH, BCTYNUTENbHBIA KOMIUIMMEHT JOJDKEH 00s3aTelIbHO
MPUCYTCTBOBATh.

[locne BCTYNHUTENBHOTO KOMIUIMMEHTa (POPMHUPYIOTCS OCHOBHBIE TIOJIOXKEHUSI, BBITEKAIOIINE U3 LN
nuceMa. Eciu 310 cyry6o uHpopMaTHBHOE THCEMO O XapakTepe AESTeNbHOCTH OTIPABUTENS, TO KPAaTKO
W3JIAraeTcsi WCTOPHS BO3HMUKHOBEHHS TPEANPHUSATHS, OpPraHu3alud WIH (QUPMBI OTIPABHUTENS, HX
pasBUTHS, CYNIHOCTh JIESATEIBHOCTH B HACTOsIIeEe BpeMs (POJib Ha PBIHKE, OOBEMBbI peallu3allid |
HEKOTOPBIH JPYrol CTaTUCTHYECKHH MaTepual, He SBIISIOLIMKCS KOMMepueckod Tainoil.) Ilocne uero
bopMyHpyeTcs peAIoKeHHe O COTPYIHUYECTBE, IPOIake MapTHH TOBAPOB, OKa3aHUE YCIYT U T. .
Ecin muchMO HOCHT OTBETHBIM XapakTep, TO B 3aBUCHMOCTH OT MEPBOHAYAIHHOTO ITOCIAHUS OT
3apy0e>KHOH CTOPOHBI, BO3MOKHBI OTBETHI Ha TIOCTABJICHHBIE B IUCHME BOIPOCHI, BHICKA3bIBACTCSI MHECHHE
0 BO3MOXHOCTH JallbHEHIIEro COTpyJHHYECTBa JIMOO OO0 OTCYTCTBMM TaKOM BO3MOXHOCTH,
OTIPEETISIOTCS BCTPEYHBIE MTPEATIOKEHHS.

Ecinu nuchbMo HOCHUT XapakTep pearrpoBaHMs Ha OTKPOBEHHO HEIPY)KECTBEHHYIO aKI[MI0O MHOCTPAaHHOI'O
napTHepa — HECOOJIOACHHE CPOKOB IUIATE)KA, HEBBIMOJIHEHHE B3SITHIX Ha ce0sl 00S3aTENbCTB, APYyTHE
JeHCTBUS, YIIEMIAIOLINE IIpaBa OTEUYECTBEHHOH CTOPOHBI, TO BCTYIHUTENbHBIH KOMIUIMMEHT MOXHO



HECKOJIbKO MPUTYIIUTE. [locie 3Toro ciemyer BoIpasuTh HEIOYMEHHUE 10 MTOBOY I€UCTBUI MHOCTPAHHOU
CTOPOHBI W COXaJeHHe O mpowuciienmeM. lIpm 3TOM OIEHKAa CIyYUBIIETOCS W BBIBOJBI, JTaXKe
HaIpaBJICHHBIC HA MOJIHBIA pa3phiB OTHOIICHUH, HE JOJDKHBI HOCUTh PE3KOro Xapakrepa. B aTom ciaydae
YMECTHBI 00OpPOTHI THIIA: «C COYKAJICHWEM BBIHYXJICHBI MPEPBaTh HAIIM JAJIbHCUIINEC KOHTAKTBD), «K
HaIlIeMy COXKaJICHHIO, 3TO MOBJIEYET 332 COOON HEOOXOAUMOCTh OOpaIIeHus B CyAe0HbIe OPTaHbD) U .

OO0mass xapakTeprCcTHKa OCHOBHOM 4YacTH MAENOBOTO IMHChMa JOJDKHA OTBEYaTh TPEeOOBAaHUSAM
B3BCIIICHHOCTH, KPAaTKOCTH, TOCTYIMHOCTH W OJHO3HAYHOCTU MOHUMAHUS TEKCTAa. TEKCT JIOJKEH OBITh
pa3duT Ha CMBICIOBEIE a03allbl, 4TO 00JerdaeT 00pabOTKy KOPPECTIOHIACHIINA 1 BOCTIPHATHE COICPIKaHUS
tekcta. [Ipn moaroroBke Tekcra Hamboiee ImenecooOpa3HO HCIIONB30BATh YCTOSBIIHECS MHCEMEHHBIC
IITAMITbI, KOTOPbIE CHOCOOCTBYIOT JIYYIIEMY IMOHUMAaHHMIO TEKCTa, €ro YHU(UKAIMUA B ONPEACICHHON
CTCTIICHH CBHJICTCIILCTBYET O BBIXOAC OTIPABHTENS THChbMa Ha COOTBETCTBYIOIIMN  YPOBEHBb
MexayHaponHoro oOmenus. [luceMo, Ha HETPaIWIIMOHHOM «HENEJIOBOM» sI3BIKE, TpH BCei
0e3yKOPU3HEHHOCTH JIMHTBHCTUYECKOTO O(GOPMIICHHUSI CO3/aCT BUAMMOCTH HeENMpodeccHoHamu3Ma ero
WCTIOJTHUTENIS, YTO CPa3y K€ CKAXKETCS Ha OTHOIICHUM K IMOTCHIMAIbHOMY TapTHepy. [losTomy, Bce
MPHU3BIBEI K «HETPAIUIIMOHHOMY, HEM30MTOMY INTaMIIaMH SI3BIKY» B JaHHOM CIIy4ae COBEPIICHHO
HEyYMeCTHBI. VI3MUIIIHEe TOBOPUTH O TOM, YTO TEKCT IMHCHMa JTOJDKEH OBITh BEIUMTAH HA MPEIMET HATHYIUS
opdorpapuueckux ONMOOK U OTIEYaTOK — OHU a0COJIFOTHO UCKITFOUAKOTCS !

B 3aximoueHne OCHOBHOW YacTH TMHUChMa JOJDKEH COAEPIKATHCS 3aKITFOYUTENBHBIA KOMIUTUMEHT.
Takoil KOMIULTMMEHT TPHU3BaH BHECTH BOCXOJSAIIMHA JIEMEHT B (PHMHAJIBHYIO YacTh MUChMa U IOMOYb
c(hopMHUPOBaThH O3UTUBHOE MHEHHUE O TIHCHME U €T0 aBTOPax.

Tak, TpaAMUMOHHBIM SABJISIETCA BBIPAKCHUE HANCK/bl Ha NAJIbHEHIIEE COTPYIHUYECTBO, HA TO, YTO
W3NOKeHHas wH(OpMaIlus B THChbME OyIeT IMOJIe3Ha W TMOCTYXXUT B NANbHEUIEM IS PacIIupeHus
B3aMMHBIX CBsI3eil. B 3aBHCHMMOCTH OT YPOBHA MOATOTOBKHW NHCbMa, Ba)XHO BKJIIIOYHTH (bpa3y TUIIa
«IIOJIB3YACH ClIy4daceM, C€lI€ pa3 NPpUMUTC Hallll YBEPCHHA B TOTOBHOCTU HaﬂbHeﬁHIeFO B3aUMOBBIT'OJHOI'O
COTPYTHUYECTBAY, «MBI C HAJIEXK/IOW CMOTPUM Ha TEPCIIEKTHBHI HAIIETO JTATBHEUIIIETO COTPYAHIIECTBA»
u 1.0. Ecnm muceMoO aapecyeTcs IONydaTeNnto, ¢ KOTOPBIM elle He ObUIM YCTaHOBJICHBI JEJOBBIE
KOHTAKTbI, TO 3aBCPIIUTL OCHOBHYIO 4YaCTb MOXKHO YBCPCHHOCTBIO B TOM, YTO HPCAJIOXKCHUA,
U3JI0KECHHBIE B MHUCHME, ObUTH MHTEPECHBIMU, HAACKION Ha CKOPOE MOIYUYCHUE OTBETA M YCTAHOBJICHUE
PETYIAPHBIX KOHTAKTOB B Oy TyIIEM.

)Ian(e €CIIH MHUCHhMO HOCHUT HeTaTHUBHBIN XapaKTEp U O03HA4YacT pa3pbiB JACJIIOBbBIX KOHTAKTOB, HC CJIICAYCT
n30erarh 3aKII0YUTEILHOI0 KOMIUIUMEHTA. B 3TOM citydae MOkHO chopMyJIMpoBaTh 00jiee aOCTPaKTHBIN
3aKJTFOYUTENBHBI KOMIUTMMEHT M CBECTH €ro K (pa3aM THIIA «OJHOBPEMEHHO MBI CBUIETEIHCTBYEM
CBOIO OTKPBITOCTH TSI IETIOBOTO COTPYIHUYECTBA B OyAyIiem». B 3ToM cirydae npu Bceli HeTaTUBHOCTH
COJICP)KaHUsl TUChbMa IOJIYYaTeNII0 JAeTCs IIAHC B CIy4ae M3MEHCHHWS CBOCH IMO3WMIIMH, YCTPAHEHUS
HEeJPY>KECTBEHHBIX JIEHCTBHIA W T.I. BEPHYTHCS K JIEJIOBOMY COTPYJHHYECTBY C OTIpaBuTeleM. XOT,
€CTeCTBEHHO, B IIOCIIEAHEM CIIy4ae 3aKIFOUUTENbHBI KOMIUIUMEHT B OOJIBIIEH CTENeHH SBISIETCS
MPU3HAKOM XOPOILEro TOHA, YEM JIEUCTBUTENBHON HAJEKION Ha NPE/ICTOAIIEE COTPYIHUYECTBO.

Bo MHOruX ciydasx nepes 3aKIYUTeIbHBIM KOMIUTMMEHTOM B ITUChbME MPUCYTCTBYET d)pas3a, B KOTOPOH
cooOmaercs HoMep TenedoHa, paMuaus W IOHKHOCTH JIMIA, KOTOPOE MOTJIO OBl OTBETHTh Ha BCE
BO3HUKAIOIUE BOMPOCHL. [Ipu 3ToM Takas (pa3a TakkKe CTPOMTCS B MAaKCHMAJBHO J0OpOKeIaTeIbHOM
TOHE» IIpHU HeO6XO)Z[I/IMOCTI/I HE OTKa3bIBaliTE B BO3MOXXHOCTH ITO3BOHHUTH HameMy MCEHCDKEPY IO
BONPOCAM peallu3allid U YTOYHUTHh BCE BO3HUKAIOIIWE BOMPOCHD). 3JeCh K€ YKa3bIBaCTCS HOMEP
TenedoHa.

COMPLIMENTARY CLOSE

SAKIIIOYUTEJIbBHA S ®OPMYJIA BEXJIMBOCTU

B nenoBoii nepenrcke npuHATa onpeselieHHas Gopma 3aBepIlieHus MEChbMa WIH TeJleKca, T.e. BCiel 3a
OCHOBHBIM TEKCTOM ITHChbMa CJIAYET 3aKIouuTebHas (hopMyJia BeKIMBOCTH, KOTOpas pacroJaraercs B
npaBoii yacTu Jucra. [1o cBoeMy CTHIIIO M TOHY 3aKITFOUUTENbHBIE (DOPMYITBI BEXKIMBOCTH JIOJDKHBI OBITH
TapMOHUYHBIMH OOPAIIEHUIO H OCHOBHOMY TEKCTY MHCHbMa. Tak, eciii MUChbMO HAYMHAETCS CIIOBAMU:

Dear Sirs, YBaxkaeMble Trocroja!
Gentlemen: TlNocrona!

TO MPEANOYTUTEILHBIMEA OYIYT 3aKIIOYUTEIbHBIE (POPMYJIBL:
Sincerely yours Hckpenne Bai

Yours faithfully C yBaxxeHHEM

Hawubonee pactipocTpaHEHHBIMU SBIISIOTCS CIEAYIOMHE (DOPMYITBI BEKIUBOCTH:
Yours faithfully,
Yours truly, Crporo



Yours very truly, ouIIHAIBEHO

Very truly yours,

Yours very sincerely,

Yours sincerely, OdunmanbHoO

Sincerely yours,

Very cordially yours,

Yours cordially, Menee

Cordially yours, ouIHIaITHEHO

JIt0OGOTIBITHO OTMETUTH CIEMYIOIIYI0 TOHKOCTh B OTTEHKax 3HadeHWi: eciu B mucbMax u3 CIHA Yours
ABJISIETCSl TEPBBIM KOMITOHEHTOM codetaHus Yours faithfully, To oTHomenue k aapecaty MeHee
oduLManbHOe, & €CIM BTOPHIM KOMIIOHEHTOM 3aKIIOUUTENFHON (POpMYJIBI, TO 3TO HEHABA3YHMBHII HAMEK
Ha HEOOXOIMMOCTh CyOOpAMHAITIH.

Kak yxke oTmeuanoch, aMEpHKaHIbl CKJIOHHBI CHIXATh (DOPMATBHOCTh KOPPECHOHACHIMH M YacTo
HAuYMHAIOT JIEJNOBBIE MUCbMa C OOpamleHHs 1O WMEeHH. B 3ToM ciyuae 3akirouuTenbHas Qopmyia
BEXJIMBOCTH UMEET MEHEe OULINAIBHBIN XapakKTep:

Yours sincerely Nckpenne Bain
Yours truly Hckpenne Bam
Very truly yours Hckpenne Barn

Opnaxo Takue GopMyisl 6osee TpaIUIIHOHHBI IS HeO(DUITHATBHBIX TTHCEM.
WHorna B 3aKII0YUTENEHYIO (POPMYITY BEKIUBOCTH BXOJIST J0OABICHUS:
We hope to hear

from you soon Haneemcst Ha OBICTpBIiA OTBET
We look forward
to hearing from you C HeTeprieHHEM KJIEM OTBETa

ITocne 3akarounTenbHOI (POpMyYIIBI BEKIMBOCTH BCETIA CTABUTCS 3aIISITas.

SIGNATURE

INOAIINCH

JenoBrle cbMa MOJIMUCHIBAIOTCS. OT PYKH YepHHIIAMH, YETKO H pa30opuuBo. [loamuck Bceraa ToHKHA
ObITh oamHakoBa 1o crumo. [lon mnoamucelo OOBMHO TeyaTaeTcss (QaMuiIusg W JOJKHOCTD
MOJIMHUCHIBAIONIETO TUCbMO. [loJ 3aKIIOUMTENBHON (QOPMYJIONH BEXIJIMBOCTU (BBINIE TOZIMKMCH)
MPONHUCHBIMU OYKBaMH Ie4YaTaeTcs Ha3BaHue (PUPMBI HITH OPraHU3aI|H, 32 KOTOPYIO aBTOP MOJIHUCHIBAET
MHUCHMO.

Ecnu aBTOp moamuceIBaeT OT UMEHH U 110 MOPYYCHHIO KOMIIAHUHU WM APYTOro JIMIA, YIOTPEOIsIoTCs
cinoBa the per pro = p.pro = p.p. (short of procurationem) «mo JOBEPESHHOCTH» IEpe] Ha3BaHUEM
KOMITaHUH WK paMmineil. 3To COKpaIieHus OT JIATUHCKOTO BRIPaKEHHS “‘TI0 JOBEpeHHOCTH . UesoBek,
NOJNHUCHIBAIOLIINHA MHCHMO 3a KOro-IuM00, YNOJHOMOYHMBAETCS Ha 3TO OQHUUIHAIBHBIM IOPUANYECKUM
JIOKYMEHTOM (JIOBEPEHHOCTHIO).

Wuaue ynotpebisercs Beipakenue “For” “3a u ot umeHu” nepe haMuIMeH JiMiia Wi nepel Ha3BaHueM
¢upmbl. Ecay nmuchbMoO NOANMCHIBaETCA JULOM OT MMEHH KOMIIAHMH, OHO JOJDKHO OBITh HAIllUCaHO B
TIEPBOM JIMLIE MHOXKECTBEHHOTO YHUCIIA.

Wy MOKHO BBIpa3HUTh 3TO HHAYE:

€CJI MTMCbMO IMUILIETCSA OT NEPBOTO JIMIA MHOXKECTBEHHOT'O YHUCIIA, TO MOCTE 3aKII0OUYUTEIbHON (HOPMYJIIBI
BEXXJIMBOCTH CJIEAYeT neyaTtats Ha3Banue Gpupmsl (B/O) ¢ mpemorom “3a”, 3atem noanuck. Hampumep:

Yours faithfully, C yBaxxeHuewM,

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

(I.Pavlova) (M.ITaBnoBa)

Director Hupexrop

Nnu

Yours faithfully , C yBaxxeHHEM

Per pro. THE ORIENTAL Ot umenu Opuenran Tperiaunr Ko. JItn
TRADING CO.LTD

F. Howard ®. lN'oBapn

Secretary Cekperapb

REFERENCE INITIALS
YKA3AHUE HA MHUITUAJIBI ABTOPA



OTCTYHI/IB IBa HWHTEpBaJia OT IOAIIMCU B JIEBOW YacTH IIHMCHMA IIPOCTABIAOTCA HWHHUIHAJIBI aBTOpa U
CEKpETapss HWJIN MAIINHUCTKH. I/IHI/ILII/IaJ'II:I aBTOpa I€4YaTaroTCia IIPOINCHBIMU 6yKBaMI/I, HHUIINAJIbI
HCIIOJIHUTCJIA — CTPOYHBIMHU. I/IHI/IHI/IaJ'IBI aBTOpa U UCIOJHUTCIIA pasaCIA0TCA 3HAYKaM1 / Nin
Hanpuwmep:

Sincerely Yours,

Edward P. Graham

Secretary
EPG / km
ENCLOSURE
VKA3AHUME HA ITPUJIOXEHME K ITMCBEMY
YacTto K ACJIOBOMY MHUCbMY MOTYT IpWIaratbCqa pasjindHbIC NJOKYMCHTHI. B stux clIydadax HeO6XOILI/IMO
caciaaTthb YKa3aHI/Ie Ha IMPUIOKCHHUE K HI/ICLMy. 3TO y1<a3aHI/Ie I1e4aTacTCda B JICBOM HMXKHECM yriny BCJICO 3a
WHHUIHWAJIaM1 aBTOpa NMCbMa U UCIIOJTHUTCIIA. HaanMep,

Sincerely Yours,

Henry Powell
Director
HP : vd
Enclosure : Insurance Policy
in triplicate
Nckpenne Bau,
I'enpu Ilaysnn Jupexrop
I'TI: B

IIpunoxenue: CTpaxoBOU MOJIAC

B 3-x sxzemmusipax
Hapsny ¢ momHo# dopmoii cioBa Enclosure ynorpebmnsiercs u ero cokpamenue — Encl. Ecin umeercs
HECKOJIbKO IPUJIOKEHHUH, TO YKa3bIBACTCA UX YUCIIO.
2 Enclosures:

2 NIPUIIOKEHUS

2 encl.
PexomeHnnyem nepedncinTs JOKyMEHTHI, IpuiaracMele K nucbMy. IIpu nepeuuciennn Bce ciaoBa, KpoMme
MIPEJIJIOrOB MUIIIYTCS C 3arJIaBHOM OYKBBI.

Hanpuwmep,
4 Encl.: Invoice 4 Ipunoxenus: Cuet-pakrypa
Insurance Policy CtpaxoBoii moJsuc
Certificate of Origin Ceprudukar IpOUCXOXKICHUSI
Capitan’s Receipt Pacriucka xkanurana
POSTSCRIPT
[MOCTCKPUIITYM

OOBIYHO B JENOBOW IEpEeNnHcKe MOCTCKPUNTYM He BcTpedaercs. OH WHOTIA, TpaBja, BCTpedyaeTcs B
KOMMEPYECKUX MUChMaX, KOTJa MUIIYIIMA X0YEeT 0CO00 BBIICIUTH BOMPOC, OOCYXKIAAEMbIii B MHUCHME.
ITOCTCKPUIITYM HauyWHAETCS ¢ JABYX 3arjaBHBIX JaTHHCKMX OykB P.S. wiam PS (= mar. post scriptum
“Ilocne HamMCaHHOTO”) W pacHojaraeTcsi B JICBOH YacTH NUChbMa WM YKa3aHHsS Ha TPUIOKEHUE.
ITocTckpunTym, Kak mpaBuiio, HE MOJIUCHIBACTCS, B €M0 KOHIIE aBTOP MPOCTO CTABUT CBOU MHUIIUAJIBI.
Penko, HO B JKM3HHM BCTPEYAIOTCS HEMPEIBHIICHHBIE OOCTOSTEIBCTBA, KOTJA IMHUCHMO YK€ TOTOBO K
OTIIpaBKe, HO IPOUCXOUT COOBITHE, O KOTOPOM HENMPEMEHHO HYXHO coo0muTh. Hanmpumep:

Sincerely yours,
Henry Davis

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

Hckpenne Bam
I'enpu [leiiBuc
Yrpapistomuii OTaeI0M
COpiTa
I'l|ac
I1.C. Hair aupexTop mormai B KaracTpody. r.Aa.



PARTICULAR ADDRESSORATTENTIONLINE

YKA3AHUE HA JIMIO, KOTOPOE IIO JXEJIAHWIO OTIIPABUTEJIA AOJDKHO ITPOYECTDH
JAHHOE ITMCbMO

OOBIYHO pacmojaracTcsi Ha JBE CTPOKM HW)KE BHYTPEHHEIO ajpeca. PacmpocTpaHEHBI CleqyroIue
(hOpPMBI HATTHCAHUS:

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
Ota CTpOKa IMpPHU3BIBACT K OCO60My BHUMAHUIO OIPECACICHHOI'0 4YCJIOBCKA, 4YaCTO C LCJIbIHO YCKOPCHHA
paccMOTpEHUs NMUCHMa.
SUBJECT HEADING OR CAPTION
YKA3AHUE HA COAEPXXAHUE ITMCbMA
OOBIYHO TeyaTaeTcs Ha JBE CTPOKH HIDKE BCTYHUTEIBHOTO 06paHIGHI/I$1. Ero Bcerga BEIAENSIOT, YTOOBI
nerde ObUTO Pa3dHMpaTh MMOUTY W HAMPABISITH MUChMA aapecaraM, HallpuMep:
Subject : Personnel Changes
Subject : Your Retirement Plan
SUBJECT : Your Retirement Plan
Re : Your Order of July 14, 1989
Price Reductions
Re B nepeBosie 03Ha4aeT “OTHOCUTENBHO, KacaTEIbHO
REFERENCE NUMBER
YKA3AHUE HA CCBIJIKY
Js obnmerdenus MEePENUCKU U COKpalleHHUs BPEMEHHU Ha ITOHCK HEOOXOaUMOM JOKYMEHTAIUU JCJIOBas
KOppPECHOHACHIIUA OOBIYHO HMEeT CBOW pEerucTpalioHHBIA HoMmep. Homep nokymeHTa, Ha KOTOpBIi
CCbLIACTCA aBTOP IMMUCbMaA, UJCT OCJIC CJIOB
Our Reference : (Our Ref. No)
Your Reference : (Your Ref. No)
KOTOPBIC, KaK IpaBUJIO, MAIIYTCA PSAAO0M CO CTpOKOﬁ AaTbl WX Hal BHYTPCHHUM aApCCOM.
Ecmn JaHHas I/IH(I)OpMaL[I/IH OTCYTCTBYCT, TO aBTOp MHUCbMa MOXCT CCbUJIATBCA HA HOMCP JOKYMCHTA B
HauaJje TekcTa nucbma, Hanpumep:
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.
CARBONCOPY NOTATION
YKA3AHUME HA KOIINH, OTTIPABJIEHHBIE T10 IPYTUUM AJIPECAM
ECHI/I, KpoM€ aapecara, KOIIMKW NMMCbMa IOJIydaT APYTHUE JIUIa, TO TaKasd IOMETKa AOJDKHaA OBITH caciIaHa
Ha OJJUH-ZIBA MHTCPBAJla HUKC YKAa3aHUA HAa NPHUIIOXKCHUC K ITUCbMY. HaanMep:
Copy to Mr. M. G. Emhart
C.C.: The Bank of Osaka, Ltd., Kobe
The Osaka Chamber of Commerce and Industry
LOCATION OF BUSINESS LETTER PARTS
PACIIOJIOXKEHUE YACTEU ITUCbMA
B aHriuicKoM NHCHBMEHHOM JCJIOBOM 3THKETE HET €IMHOro o0pa3lia pPacIoiOKEHHs BCEX YacTel
nucbma. CYI_LICCTByeT HECKOJIBKO (l)OpM, 13 KOTOPbIX HaubOoee yHOTp€6I/ITeJ'IBHLIMI/I ABJIAKOTCA OBC.
1. bnounas ¢popma (Block form ). OcHoBHast 0coO€HHOCTB 3TOH (POPMBI AETOBOrO MUCHMa 3aKII0YAETCs B
TOM, 4TO BCE €T0 YacTH, 32 HCKIIFOUEHUEM aJipeca OTIPaBUTENS, 3aKIIFOUATEIbHON (POPMYITBI BEXKINBOCTH
" IMOAITUCH, HAYMHAIOTCA HEIMOCPEACTBEHHO OT Kpas JICBOT'O ITOJIA; 6pOC36TCH B I'Jla3da TakKXX€ OTCYTCTBHUE
KpaCHOﬁ CTPOKH B HA4YaJIC KaXXJA0Iro a63aua.



2. CymectByeT u apyras ¢dopma pacIioIoKeHHS IHUCAMEHHOTO MaTepualia, KOoraa CTPOKH ajpeca
OTIIPAaBUTENS W JiaTa, a TaKXkKe ajpeca Moyydarelds W 3aKIIOYUTENbHOW (OopMysbl TeyaTaroTcsi C
orcrymamu. OCHOBHOW TEKCT TNHCBbMa TaKXKe IedaraeTcs ¢ ab3alHbIMU OTCTynamu. OTta ¢dopMma
Ha3bIBaeTcs “3youatoii” (indented wim step form)

B xoMMepUeckoil KOppecoOHICHIIMN CYNIECTBYIOT U JPYTHe CIIOCOObI KOMIO3HITMOHHOTO O0(OopMITCHUS
JIENIOBOTO MHchMa. HekoTopble M3 HHUX — HEOOBIUHBIE, OPOCKHE — HCIHOJIB3YIOTCS IUIS TOTO, YTOOBI

IMPUBJICYb BHUMAHUC YHUTATCIIA K (bopMe nmuceMm, coacprralmux I/IH(i)OpMaHI/IIO PCKIIAMHOI'0 XapaKTepa.

EXAMPLES OF WRITTEN COMMUNICATIONS
ONPUMEPB IUCBMEHHBIX IITAMIIOB

1 HAYAJIA TIMCBMA
Mb1! nostydunu Bame nucsmo or. ..

biarogapum 3a MUCbMO OT ...
brnarogapum 3a Baiue nucemo

or 15 mas...

Bonsioe cracu6o 3a Barre mucsmo

bb110 OYeHb NPUATHO Y3HATh, UTO. ..

51 Obu1 OBI OYCHB OJ1aroapeH,
eciu Obl BHI. ..

B otBet Ha Barie nuceMo oT... (pock0y). ..

ITo Bameit mpocs0e MbI BeicTamy Baw. ..

Pagsl cooOmuTs BaMm, 4ro...

[Tunry ¢ Tem, 9TOOBI BEISICHUTS (3aKa3aTh). ..

MpbI O4eHb 3aMHTEPECOBAHBI B. ..
Ccrinasics Ha Bamr 3aka3
Xorenock 06l 100aBUTH, YTO. ..

MBI 04eHb pajibl y3HATh, 4YTO BbI
3aMHTEPECOBAINCH HALIUM ...

Xorenock Ob1 00paTuTh Bare
BHUMAHUEC HAa...

[oxanyiicta, cooOmmTe cBOH
yKa3aHUs I10 JOCTaBKe

HO,Z[TBep)K)_'[aeM Halll 3aKa3 OT...

Bamie nucbeMo ¢ IpuUII0)KeHnEM
(yxa3anuem, mpock00ii o...)
PaccMOTPEHO

B orBeT Ha Batie nucbMo oOT. ..

B noareepxaenue Hamrero (Mx)
TeneOHHOrO pa3roBopa (mepe-
TOBOPOB, COCTOSIBIITUXCSI B ... )
coo0Iaem, 4To...

OPENING PHRASES
We have received your letter of...

We thank you for your letter of...
We thank you for your letter
of 15th May...
Many thanks for your letter
It was good to hear that...
I should be grateful if you would...
In reply to your letter of ...(request)...
At your request, we sent you...
We are pleased to tell you that...
I am writing to inquire (order)...
We have considerable interest in...
With reference to your order

We should like to add that...

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

We should like to draw your
attention to...

Please let us have your
instructions for shipping

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...



Cchplnasich Ha HaIlle MUChMO OT. .. With reference to (Referring to) our

cooO1raem, 4To... letter of... we wish to inform you that...

BHOBB ccputasich Ha ... With further reference to...

Pazpr coobmuts Bam, 4T0. .. We are pleased (We are glad) to inform you
that...

We have pleasure in informing you that...

K coxasneHuto, BEIHY K ICHBI We are sorry (We regret) to have to
HAanOMHUTHL Bawm, 4To... remind you that...

W3 Bamiero nucsma Ml y3Hauu, 4To. .. We learn from your letter that...

B cBs13u ¢ HaIIMM MTUCHMOM OT ... In connection with our letter of....

Y B TIOATBEPKICHUE TETIETPaMMBI OT ... and in confirmation of our cable of...

M5l ¢ yAMBICHHEM Y3HAIH U3 We are surprised to learn from your
Barirero tenekca. .. telex...

CBA3YIOUIUE 2JIEMEHTEHI IIMCBMA  BINDING PHRASES

MBbI BbIpakaeM yBEpEHHOCTb B TOM, 4TO... We express confidence that...
MBI COBEPITICHHO YBEPEHHI. .. We are sure (confident) that...
OHOBPEMEHHO XOTEJH OBI At the same time we would like
HanoMHUTHL Bawm, 4To... to remind you that...
CuntaeM HEOOXOTUMBIM We find (consider) it is necessary
(BaxkHBIM, 11€71€CO00PA3HBIM) OTMETHTb. .. (important, reasonable) to note...
[TomuMoO BBITIIEYKA3aHHOTO. .. Apart from the above...
B nononHeHue K BhIlIeyKa3aHHOMY. . . Further to the above...
M1 ObITH OBI pajibl UMETh BO3MOXKHOCT. .. We would welcome the opportunity...
[TosB3ysACh BO3MOKHOCTHIO We are taking the opportunity
HAIIOMHUTB, YTO... to remind you that...
Camo cobotii pazymeercs. . . It is self understand. ..

It goes without saying...

O6pamntaem Barire BHMMaHMe Ha We wish to draw our attention to
TOT (axT, 4To the fact that...
We would like you to note that...
We wish to bring to you notice that...

BBuay BBIIEH3IOKEHHOTO. . . In view of the above...
B cBs3m ¢ aTHM. .. In this connection...
B cBs3u ¢ Barieii mpoch00ii. .. In connection with your request..
B cBsi3u ¢ BEIIEHU3ITI0KEHHBIM. . . In connection with the above
[erno B ToM, 4TO... The matter is...

The point is...

B cnoxusmmuxcst 00CTOATENbCTBAX. . . In the circumstances...



Tlo Bamiemy MHEHHUIO. ..
B cootBercTBUM ¢ Bamieit nmpock0oii. ..

B Bamem muceMe BrlI 3asaBisere,
YTO0...

Janee Bor nuimere

bosee toro...

Tem He MeHee. ..

B nepByto ouepens. ..

DaKTUYECKH. . .

Kpowme Toro...

B nononHeHue Kk HalIeMy MUCHMY OT...

MEI BBIHYKIE€HBI HATOMHUTh
Bawm, 4ro...

HNmeeM ynoBoJIbCTBUE MIPEMIIOKUTH Bam. ..

Bawm, HecoMHEHHO, H3BECTHO, UTO...
OueBuaHo, BaM u3BecTHO, 4TO...

[TpunaraeM KOMUIO MUCbMa (DUPMBEI. . .
IO TIOBOJY... (B CBSI3H C)....

ITpocuM NpUHSTE BO BHUMaHHUE
(yuects), 4TO...

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...

BbIPAXKEHUSL, NCITOJIB3YEMBIE B KOHIIE ITMCBEMA

CLOSING PHRASES
Mgl O6yieM npu3HATENBHBI 32
OBICTpEIl OTBET. ..

ITpocum obpariarbes K HaM,
ecim Bam notpebyetcs

MOMOIIIb (COJeCTBHE). ..

Haneemcst monyunts Bamn
OTBET B OJIMKaiieM Oy TyIiem. . .

Me1 xotenu Obl 3aBepuTh Bac...

Haneemcs nonnepxats
COTpYIHMYECTBO ¢ Bamu...

Bynem mpusHaTensHBI 3a ObICTpOE
BBIMIOJIHEHUE HAIIIETO 3aKa3a

We early reply will be appreciated...

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

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

We wish (would like) to maintain
cooperation with you

Your prompt execution of our order
will(would be) appreciated



MBI He 3aMEIJINM CBS3aThCS C We shall not fail to contact (to get

HAIIUMH OPTaHU3aAIIMI in touch with) our organizations
(TIpOEKTHBIMH OpraHU3aIHAMHY, (design organizations,
3aBOJIAMHU-TIPOU3BOIUTEIISIMH) manufactures)

Bomnpocs! 1 3apanus:

1. [loaroToBhTECH K 0OCYKIECHUIO TEOPETUIECKOTO MaTepHaa.

CTpyKTypa AEJI0BOro MUCHhMA!

1. 3aronoBok.

2. Jlata muceMa.

3. HaumeHoBaHue U afpec Mmoiyvaress ucbMa (BHYTPEHHHH ajapec).

4. IlpuBeTcTBHE.

5. OCHOBHOM TEKCT IUCHMA.

6. akirounTenbHas GopMyIia BEKIUBOCTH.

7. Ilopnuce.

8. YkazaHue Ha MpHUIIOKEHHE (E€CIIN UMeeTcs).

[lomesnrpie BeIpaxkeHust B nenoBoil mepermcke (Helpful Expressions in Business Correspondence):
IMpocsObr  (Requests), Breipaxkenune cooOmenus, Beipaxenue Hamexasl (Expressing Hope),
brnaromapuocts (Gratitude), M3sunenust (Apologies), Bripaxenune neynoierBopenus (Expressing
Dissatisfaction), OTBeTs! Ha Bonpocs! U npeanoxenus (Responding Questions and Proposals).

2. OTBETHTE HA BOIIPOCHI:

1). Ha3oBure OpUTaHCKMII M aMEPUKAHCKHI JKBUBAJICHTHI pycckoil ab0peBuatypbl OOO (00mecTBO C
OrpaHUYEHHOH OTBETCTBEHHOCTBIO).

2). Kak B Ha3zBaHuu (GpUPMBI OTpakaeTcsi TO, YTO OHA MPEACTaBISET COOON MapTHEPCTBO ABYX WiH Oolee
nronein?

3). Uto yka3siBaeTcs B 3arOJIOBKE MTUChMa?

4). O 9eM TOBOpUT HOMEP JOKyMeHTa?

5). I'ne u xak yka3piBaeTcs Aata nucbma?

6). Kak numercs BHyTpeHHUH ajpec (aapec nomyuyarens)?

7). Kakne BexxnuBbie (opMbI 0OpaleHus (M B KaKUX CIy4asx) YKa3bIBalOTCA nepes] pamrumnei agpecara?
8). Hanmmmre mpon3BoibHBIN BapuaHT aapeca nonydarens B CLIA, BenukoOpuranuu, Kanazae, onHoit
u3 ctpad EBporsl.

9). Uro mummercs B HayanbHOM ab3are muchbMma? JlaiiTe CBOW BapWaHT HadalbHOTO ab3ama MHCHMA,
KOTOpO€E BbI IIUILIETE B OPraHU3ALMIO 110 MEXIYHApPOIHOMY OOMEHY CTYAEHTaMHU C MPOCHOOH COOOIIUTH
BaM YCJIOBHUSI y4acTHsi B TporpamMe JIeTHET0 oOMeHa M BO3MOXKHOCTH TOpPa0OTaTh B JIETHEM Jiarepe B
CIIA?

3. BrinosHuTe 3a1aHus.

1. CocraBbTe MUCHLMO-3aMPOC OT CBOCH OPTaHU3AINUH O BO3MOXXHOCTH ITOCTaBKH CIIOPTHBHOM 00YBU
JUUISL FOHOILIEH U IEBYIIIEK.
2. Hanummure oTBeT Ha 3ampoc O MOCTaBKe CIIOPTHBHOW OOYBHM € MOATBEP)KICHHEM TOTOBHOCTH

OKa3aTh IOMOIIb W TIOINBITKOH YOEAWTh HOBOI'O KJIHEHTAa B MEPCIICKTUBHOCTH OTHOIICHUH C Barlei
KOMITIaHUEH.

3. CrhenaiiTe 3aka3 Ha TApTUIO TOBapa C MOATBEPKICHUEM YCIIOBHH IUIaTexa, 0OpaTHB BHUMAaHUE
MOCTAaBINKA Ha CITOCOO YITaKOBKHU.
4, OOpatutech B (pupMy, MOCTABJISIONIYIO 000pyIOBaHME [T TIPOM3BOICTBA MeOeIH, C TIPOChOOit 0

MpeAOCTABJICHUN BO3MOXXHOCTHU MHNOJYYWUTH HUX HNPOAYKIIUIO B KPCIAUT. y6eI[I/ITe IIOCTaBIIMKAa B Baleh
HAACKHOCTHU KakK IMapTHEPA.

5. CocTaBbTe MHCHMO-3aMPOC O BO3ZMOXXHOCTH M YCIIOBUSX TPAHCIOPTHPOBKHU T'py3a IO >KEIIC3HOU
Jiopore.

6. Coolure cBOEMY KIMEHTY-UMIOPTEPY OO0 OTHpaBKE Ipy3a aBTOMOOWIBHBIM TPaHCIIOPTOM,
YKa3aB J€Tajid YIIaKOBKH, BEC, CTOMMOCTD U ITPOYUE ACTAIN COHpOBOZIPITGHBHOfI JOKYMCHTalWU.

7. [TopyuunTe cBOeMy OaHKY cZenaTh MePEUHCICHNE 3a TApTHIO 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?



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

What should you remember about enclosures?

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:

No o

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

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

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

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

B Anrnmio:

A) Ha Qupmy «Cwmut u Can Jlumuren», Jlonmon C.B.5, Keun Bukropus 25, Ha uMs MeHemKepa IO
IKCTIOPTY;

b) na pupmy «Jlonmon Meran» B Jlonnone H.B.7, no ynuue Jleitn 37, Ha uMs cekpeTaps;

B) nHa dupmy «/xon Bpayn», myOnnunas xommanus, B JIoHIOHE (CeBEpPO-BOCTOUHBIA CEKTOp 5), MO
ynute XonbopH, oM Ne27, r-ny Jx. bpayny;

I') B Manuectep, 15, yn. Pex Poya, nom Ne37, va dupmy bpayn bpazes;

1) B Jlusepnynsb, 16, yin. dapeun Poan, nom Ne64, dupme «Becren Metan Ko Jlumurten», r-xe Matu
HapBuH;

E) B Becrdopa, rpadcrBo Xemnmup, yi. bur Poyn, nom Ne33, ¢pupme «Cmut u Can JItn». Baumanuro r-
Ha bpayHna.

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

A) B aHIJIMICKYIO MTyOJIMYHYIO KOMIIaHUIO;

b) B aMeprKaHCKYI0 KOPIOPALHUIO;

B) cexperapro — xeHIINHE;

I') cekpeTapro KOMIIaHUH;

) muccuc J1. JI>KOHCOH;

E) mucc E. I'pus;

2K) r-ny Croky (B aMmepuKaHcKoi Gopme);

3) r-uy CMHTY, KOTOPOTO BBI XOPOIIO 3HAETE;

W) cexperapro (B amepukaHckoi pupme).

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

A) TTucsmo Hammcaso 25.4.2012, ¢pupme «Bpayn Bpases JIta» no aapecy: Aurmus, rpaderso Mopkump,
yiuua Aneaep Poyz, nom Ne21, mo moBony Bamiero 3anpoca ot 15.4.2012.

Hammmure, 9aro B nononaenne k Bamemy muceMy ot 15.4.2013 Bbr xoTenu 061 cOOOUTUTE €11e KOoe-KaKue
cBeieHUs. B 3akiroueHue BbIpasWTe HAJEKAY, UTO YCTaHOBHUTE € (UPMOW IUIOJOTBOPHBIE JENIOBBHIE
OTHOILICHUS.

b) IMucemo Hammcano 21.11.2013, dupme «Jlom Koy (myOnmunas xommnanus) mo ajapecy: HortuHrewm,
ymua bumon Poyn, nom Nel5, mo moBoay ux 3ampoca ot 1.11.2013. OtBetbTe, 4TO BBI ¢ YI0BOIBCTBHEM
MOCBUTAETE UM MOCIEAHUN KaTaJIOT U IPEHCKYpaHT.. .. .

B 3akitoueHHe HANMIIUTE, YTO Bbl OKHIACTEC B3aUMOBBITOAHON TOprosiu ¢ ux (upmoi. He 3a0yapre
yKazaTh IpUJIOKEHHE Ha 8 TNCTax.

B) [Tucemo nanmcano 15.12.2013 ¢upme «bpayn Mertan Ko» B AHriuto, 4To0bl 0HO OBLIO MPEJaHo I-HY
Cmury.

Anpec: Jlonmon (ceBepHblii cexTop 6), ynuma Xairedt Bect Xwmn, mom Ne 32, oTHocHTENhHO
obopymoBanus 1mo koHtpakty Ne 51. Hammmure, 9T0 ¢ cokaneHneM Bam MpUXOAUTCS COOOITUTH MY,
4TO...

B 3akmrouenue nomnpocure ero cpouyHo Bam OTBETUTS.



IIpaktuuyeckoe 3ansaTue Nell. ConuajbHO-ClIy:ke0HAS NMepenucKa.
Llens: dopMupoBaHue y CTYICHTOB PEUYEBOH, S3BIKOBOM M KOMMYHHKATHBHON KOMIIETCHLUH IS
OCYILIECTBIICHHUS ICTOBBIX KOHTAKTOB.
B pesynbraTe ocBO€HHE TEMBI CTYIEHT JOJDKEH
3HATh: OCHOBHBIE TPAMMAaTHYECKHUE SIBICHHS, XapaKTepHbIE A7l MPO(ECCHOHANBHON PEeUH; JEKCUIECKHE 1
CHUHTaKCHYECKHE 0COOEHHOCTH O(PHIIATBLHO-IEJIOBOTO CTHJIS B AHIJIMICKOM SI3BIKE;
YMETh: ONPEIEISTh CTHIEBYIO NPHHAJICKHOCTh AHIVIMICKUX TEKCTOB O(HIMAIbHO-IEI0BOIO CTHII,
BUJICTh XapaKTepHBIC CTHIEBBIC YEPTH; YUTATh OQHIMANBLHO-AETOBbIE TEKCTHI DPA3IMYHON CTEIEHU
CIIO)KHOCTH; CTPOUTH JAUAJIOTHYECKYI0 M MOHOJIOTMYECKYI0 pedb C HCIONb30BaHHEM Haubolee
YIOTPEOUTENBHBIX JIEKCUKO-TPAMMATHYECKHX CPEICTB B OCHOBHBIX KOMMYHUKATHBHBIX CHTYaIHSIX
o(HLIMATEHOTO OOILIEHUST; TOHUMATh TUAIOTHYECKYI0 1 MOHOJIOTHYECKYIO Pedb M0 U3yYCHHOW TeMe.
AKTyaJIbHOCTb TEMBI: 00yCJIOBIeHa HEOOXOAUMOCTHIO oBNaaeHus: YK-4.
Teopernyeckasi 4acTh:

Buasl nenoBoil KOppecnoHAEHINN

Kaxmoe nenoBoe MUCbMO MUIIETCS C ONpPEAEICHHON IIeNbl0, BBIpakalollee HaMEpeHHe aBTopa, T.€.
nepenaTh WIHA MONydnuTs nHpopMaimio. C OmpeneNeHHOl T0oIel YCIOBHOCTH BCE MHOXKECTBO JIETIOBOM
KOPPECIOHACHIIMN MOXKHO pa30uTh Ha rpymnmsl. [lepByro rpynmy o0pa3yroT 1enoBble MMChbMa, CBSI3aHHbIE
C pacmpocTpaHeHHeM uWHpopManuu. JlenoBas JeSTENbHOCTh MPENIoiaraeT pacnpoCTpaHEHUE
UHQOpPMAlMK B CBS3M C pPa3IMYHBIMA NPUYMHAMH: HEOOXOIMMOCTBIO Tepeqadd o(UIHaIbHOM
nHpopMaruy (MHPOPMAIIMOHHBIE MMHCHMa), HEOOXOAUMOCTEI0 WHGOPMHUPOBAHUS MTAPTHEPOB IO OH3HECY
U 3aMHTCPECOBAHHBIX CTOPOH B IPOBCACHUU TEX WM HHBIX MepOHpI/IﬂTI/Iﬁ Win O CYHCCTBCHHBIX
CO6I>ITI/I$[X B C(bepe HUX HUHTCPECOB (HI/ICI)Ma'I/I3Be]_[ICHI/I$1, IMUCbMa-NpuriallieHus, nucbMa-yBE€aAOMIICHU,
MUChMa-COO00IIEHNs ), HeOOXOIMMOCTHI0 HHPOPMHUPOBAHMSI TAPTHEPOB U MOTCHIIMANBHBIX MOKYTIAaTeNeH U
norpebuTeneil 0 MpeJoCTaBIsIeMbIX TOBapax M yciayrax (MUChbMa-TIPEAJIOKEHUS, PEKIaMHbIC IHChMa).
Kax IIpaBuJIO, ACJIOBBIC MMCbMa HaHHOﬁ Tpynnbl HOCAT I/IHI/IHI/IaTI/IBHLJﬁ XapakTep.
Bropyio rpymnmy oOpa3yrT JCNOBBIC THCHbMa, CBS3aHHBIE C OOpAICHUSMU K TEM WM HHBIM
OpraHuzalysaM, NpeanpusiTHsM, ¢upmam (B TOM 4YMCIE€ W HapTHEpaM MO0 OHM3HECY) B CBSI3U C
MpUOOpETEeHHEM TOBapOB, OKa3aHUEM YCIYT WM BBIIIOJHEHHEM TE€X WM MHBIX NeHCTBHHA. DTH MHchMa
MOT'YT HOCUTb KakK HHHHHaTHBHBIﬁ XapakTep, TaK U ABJIATHCA CJICACTBUCM IMOJYUCHHA IACJIOBBIX IMTHUCEM,
OTHECEHHBIX K Mpenblayliedl rpymnmne. TpeTslo Tpynmy o0pa3yloT [eNIOBble NHChbMa, SBIISIOIIAECS
OTBETAaMM Ha IOJyYeHHBbIC NPEAJIOKEHUS M MpochObl. YeTBepras rpymnma AEJIOBBIX IHCEM CBA3aHA C
HEOOXOJUMOCTBIO pa3pellieHrss BO3HHKAIOIIUX B TMPOIECCE JIENIOBOrO B3aHMMOJCHCTBHS CIIOPOB |
NPOTHBOPEYMH M OTPAKAIOT PA3JIMYHYI0 CTENEHb M INIyOMHY NMpeTeH3uil (0T muceM-HallOMUHAHUH 110
nuceM-TpeOOBaHUIl M PEKIaMAalMOHHBIX TNUceM). B maATyio rpynmy BXOAST NHCHbMA, CBS3aHHBIE C
BBIpOKEHHEM JIMYHOTO YyYacTUsl 10 pa3lUYHBIM ToBojaM. He oTpakas COOCTBEHHO JENOBYIO
JACATCIIBHOCTh, OTH IIMChbMa CHOCO6CTBYIOT nmoAACpKaHHIo HeO6XOI{I/IMI)IX KOHTAaKTOB, cCoO31aBas
HEOOXOIUMYIO 3THUECKYIO U IICUXOJIOTHYECKYIO CpEy BelleHHs On3Heca.
HNudopmarmonHoe nmuckmo (Informative note)
WudopmaimonHoe THCbMO — JEJIOBOE THCHMO, COJepiKallee CBeAeHUs O(UIMAIbHOTO XapakTepa.
WndopmannonHsle nuckMa 0OBIYHO HOCST THIIOBOM XapakTep M, KakK MPaBHJIO, PacChUIAIOTCS OpraHaMu
BJIACTH U YNPABJICHUS Pa3IWYHBIX YPOBHEH MOABEIOMCTBEHHBIM OPTaHU3alMSM WM OpPTraHU3alMAM,
JeSITeIbHOCTH KOTOPBIX KacaeTcs cojepikamiascs B HUX wHpopmanus. B mHOOpMAIMOHHBIX MHChMax
MOTYT OYyKBaJIbHO MPHUBOAUTHCS T€ WM UHBIE MOJIOKEHHS MPABOBBIX TIOKYMEHTOB, MOTYT COJEPIKAThCS
PEKOMEHIIAINH, TPEIUIOKEHUST U Pa3bsICHEHUs] 10 WX NPUMEHEHHUIO B ONpENEeNIEHHBIX CHTyauusix. B
OTJIENBHBIX CIIy4asx WH(OPMAaIMOHHBIE MMChMa MOTYT COAEP)KaTh MPUIOKEHHUS (COOCTBEHHO MPaBOBHIE
JOKYMCHTbBI, METOJAUYCCKUEC YKA3aHUA U Pa3bACHCHUA U T.H.).
O6pem nHGOPMAIIMOHHOTO MUChMa KoJIeOJIeTcs OT OAHOro ad3ama 10 AByX-Tpex cTpaHul. Kak mpasuio,
WHQOPMAIMOHHBIE TMChMa TTIOANUCHIBAIOTCS PYKOBOJAMUTENIEM PACCHIIAIONIEH X OpraHU3aInH.
ITucemo — coobmienue (Notification)
[Iucemo-coobiieHne — JeI0BOEe MUCHMO, COJEpIKallee CBEACHMS O KaKMX-IH0O cOOBITUSAX M (aKTax,
NpPEACTAaBISIIONINX HHTEpeCc, Kak Uil aBTopa, Tak M Ans azapecara. [luceMo-cooOmieHne 0OBIMHO
HauuMHAeTCs C OOOCHOBaHWS WM HEMOCPEICTBCHHO C H3JIOKEHUsT coolOmaeMoil HHGOpPMAIUU C
HCTIOJIb30BaHNEM OJJHOM U3 CIIEAYIOIINX KIIFOUEBBIX (pas:
We inform you that ... JoBoaum 1o Baiero cBeaeHus, 4To ...

Coobmraem Bawm, 410 ...



We consider it is necessary to make CunraeMm He0OXOIUMBIM ITOCTABUTH Bac

you aware of... B U3BECTHOCTH O...
You are no doubt aware that... Bam, HECOMHEHHO, U3BECTHO, YTO. ..
You may know that... OueBuano, BaM u3BecTHO, 4TO. ..

[Ipu cocraBieHUM NHCEM-COOOIIECHUH, SBIASIOIIMXCS OTBETaMHM Ha IPOCHOBI WM 3ampochl, AOIKHO
cOOJIIONAThCS SI3BIKOBOE COOTBETCTBHE: B TEKCTE OTBETA CIEAYET HCIIOJIB30BaTh T€ JKE SI3BIKOBBIC
000pOTBI M JIEKCHKY, KOTOpBIE HCIONB30Bajl aBTOp MPOCHOBI WM 3ampoca, MpU YCIOBHH, YTO OHH
KOPPEKTHBI B SI3bIKOBOM OTHOLIECHUH.

IIucemo — yBetoMIICHHE

[TuceMo-yBeJOMIIEHHE — JAETI0BOE MUCHMO, COZEpiKaliee OpUIHAIbHYI0 WHPOPMALUIO O KaKOM-JINOO
MEpOTPHUITHU WU ACUCTBHAX, MMEIOMIMX OTHOIICHHE K aapecaTy. llmcbMo-yBenoMieHHne OJHM3KO IO
Ha3HAUYCHUIO M  COJNEPXKAHMIO IHUCbMY-COOOLICHMIO, IMCbMY-M3BEIIECHUIO WJIM IPUITIALICHHUIO.
YBepomiieHHs MOTYT MyOJIMKOBaThCS B CPEACTBAX MAacCOBOM MH(OpMAIMU JAJIsl OMOBEIIEHHS OONBLIOrO
Kpyra 3anHTepPECOBaHHBIX JHILI. Yalle Bcero B MuCbMax-yBeJJOMICHHUIX HCIIONB3yeTCs KItoUueBas ¢pasa:
We notify that VYBenommiseM, 9To ...

ITucemo — u3BeImEeHNe

[MuceMo-u3BenIeHue — ciy)e0HOe MUCHMO, cozieprKaliee HHQOpMaLHIo 00 OpraHnu3allK U IPOBEACHUH
Pa3IMYHBIX MYOIWYHBIX MEPOIPUITHN (COBEIIaHWH, CEMHHApPOB, BBICTABOK, KOH(EpeHIWH © T.IL.).
[Mucrma-n3BemeHusT pacCchUIAOTCS MUPOKOMY KPYTY OpTaHW3alWH, yUpeKAeHuH, QUpM u IpeanpusTHil
AJId UX OPHUBJICUYCHUA WK IMPUTVIAIICHHUA K YYAaCTUIO B YKAa3aHHBIX MCPOIPUATHUAX. B 3aBucumoctu ot
OCOOCHHOCTEH IMPOBOJUMBIX MEPONPHUATHI WIM CHeNU(pUKA OTHOIICHUH ¢ ajgpecaTaMH ITHChbMa-
W3BEIIECHUS MOTYT MO0 TOJIBKO COOOIIATh O MPOBOAMMOM MEPONPHUITHH, BPEMEHU U MeCTEe IPOBEICHHUS,
nu00 OJHOBPEMEHHO TpHUINIalIaTh K YYacTHIO € HWHPOpPMUpOBaHHEM 00 YCIOBUSAX YYacTHS B
MEPOTIPHUSITUU U COAEPKATH APYTYI0 BCIOMOTATEIbHYI0 HHPOPMAITHUIO.

[Mucemo-npurnamenne (Invitation)

[TuceMo-npurnamene — AEIOBOE NMUCHMO, CoAepikaiiee MHPOPMALUI0 O KAaKOM-THOO MPOBOIUMOM
MEPOIPUATUH U NIPUTTIALICHUE aapecaTy IPUHATL B HEM y4acTHE

[Mpurnamenus MoryT ogopMIsiTbcs Kak Ha OnaHke THChMa, TaK W B MPOM3BOJBHOM (opmare c
Pa3INYHBIMU 3JIEMEHTaMHU XYy10’KECTBEHHOTO 0(OPMIICHHUS.

B muchMax-mpuriaieHnsaX, Kak MpaBHiio, MCIOJIb3YeTCs JIMUHOEe oOpallieHne K aapecary: Dear ... u
KITFOUEBBIM TJIar0JIOM SIBIISIETCS TJIaro invite.
... invites you to take part in .... ... IpUrIamiaetT Bac npuHATH yyacTue B...

We invite you to visit our exhibition... Tlpuraamiaem Bac moceTuTh Haly BHICTaBKY...
[TuchMa-TipuramieHus, HanpaBisieMble B BBIIICCTOSIINE OPTaHU3AIMU, OPTaHbl BIACTH M YIPABIICHHUS,
W3BECTHBIM JIMIIAM, JIOJDKHBI TIOAMUCHIBATHCS PYKOBOAMTENIEM opranu3anui. OHH PacChUIAIOTCS MO MOYTE
WIN KyphepCKOW CBS3bI0, HO HE JOJDKHBI MEPeIaBaThCs MO KaHaIaM BIIEKTPOCBS3H (B YAaCTHOCTH, IO
KaHajgaM (DaKCUMUIIBHO#M CBsi3M). Pacchbuika MpuUIIalieHWs B KOMUM IO TOYTe WM IO KaHaiam
(akCUMHIIBHOW CBSI3M JIONMYCTHMa B TOM Cilydyae, €CJIH IMPOBOAMMOE MEPONPHUATHE HOCHT paboumii
xapaktep (COBEIIaHWe, 3aceJaHue KOJUICTHH, KOMHCCHH, COBETa) HWIIM OPraHU3aTOPbl MEPONPUSITHS
3aMHTEPECOBAHbl B IPHBICYCHUH K HEMY KaK MOXKHO OOJIBIIEr0 KOJMYECTBA YYACTHUKOB (HAy4dHbIC
KOH(EPEHIINH, CUMITO3UYMbI, CEMUHAPBI U IIP.).

Pexitamuoe mucemo (Advertising)

W3BecTHO, 4TO OCHOBOW BCSKOW TOPrOBIM SBISETCS pekiama. [lo9TOMy OJHMM M3 IIAroB K
YCTaHOBJICHHUIO MPOYHBIX JICIIOBBIX KOHTAKTOB SIBJISICTCSI OOMEH PEKJIAMHBIMU MaTE€pUAIaMH C IEIbIO 1aTh
KaK MO)KHO 0oJiee MOJIHOE MPE/ICTAaBICHUE O TOW MPOAYKIMHU (MH(pOpMALuH, yCiyrax), KOTopas MOXET
CTaTh OCHOBOM Oy/IyIlero napTHEpCTBaA.

HawuGosee momyssipHbIM, TPOCTHIM U JOCTYIHBIM CPEICTBOM peKJIaMbl ObLIa M OCTACTCS TevaTHas
OPOJYKIMS — MPOCHEKThbI, KaTaJOTH, PEKIAMHBIC JIMCTOBKH W OpOIIOPBI, Mpecc-penu3bl U np. B
PEKIIAMHOM MTUCBbME KEJTATeIBbHO MPOSIBUTH U3BICKAHHYIO BEXKIIMBOCTb.

W3BecTUTh J€I0BOTO MapTHEPa O BBHICBUIKE TEX WM MHBIX MATEPHAIOB (MPUIOKEHUEM K MHChMY WU
OTJICIbHON 0aHAEPOJIbI0) MOYKHO CICAYIOIIUM 00pa3oM:

We are attaching some [IpuBoMM HEKOTOPYHO HHQOPMAIIHIO O...
information about...

I enclose the description of... [Mpunararo onucaHue

I am enclosing a folder with Ipusararo MOAMIKMBKY ¢ HHPOPMAIHE
information on our new ... 0 HAIINX HOBBIX ...

Our new trade list will be available Harr HOBBII TIEpeueHb TOBapOB



in a week and we are making anote  Oyzmer roToB uepe3 HeIEIIO,

to send you one as soon as it comes 1 MBI BEIIIIEM BaM dK3eMIumsp,

off the press. KaK TOJIBKO OH BBIMIET U3 [I€YaTH.
We would like to draw your attention Xotum obpatuth Bamie BHuManue Ha
to the attached press release announcing [IpHJIaraeMBbIi TIPECC-PENn3, KOTOPHIM

the launch of... products and services. bl u3BeraeM o HaIei TPOIYKIHN
W ycllyrax B 00JIacTH ...

Our new catalogue will be published Harir HOBBIH KaTaior Bckope OymeT
soon, and | shall send you a copy M3JaH, ¥ 5 BBIILIIO BaM sx3eMIusp,
when it appears. KaK TOJIbKO OH TIOSIBUTCSL.
As you requested, we are enclosing ITo Bartreit mpocr0e mpuaraem

a copy of our latest catalogue. 9K3EMILIAP HAIIETO ITOCIEIHETO KaTalora.
Enclosed you will find the latest [Ipunaraercst caMmblii MOCIENHUN NEpEeYeHb
listing of our products. Haleil HOBOM MPOAYKIHH.

I will send you our catalogues 51 6yny BeICHUTaTh Bam Hamu

on a regular basis. KaTaJIOT PEryJISIPHO.

[Mucemo-npocrba (Request)

[Mucema-ipockOBI — JIENOBBIE MHCHhMA, UMEIOINE PAa3HOOOPa3HYI0 TeMaTHIEeCKYIO HallPaBIeHHOCTh, OHU
MOTYT COCTaBIIATHCS TPAKTHUECKHA IO BCEM HAIMPABICHUSAM JIESITENFHOCTH opranm3anud. llucemo-
MPOCK0a MOXKET COCTOATH TOJIBKO U3 OJHOM MM JIBYX dacTell. B mepBoM citydyae oHO HaYMHAETCs (hpa3ou:
We hereby (kindly) request... [Ipocuwm ...

Bo BTOpOM CiTyyae oHO comep>KUT OOOCHOBaHHE MPOCKOBI M U3TIOXKEHHE caMoil TpochObl. OOOCHOBaHME
MPOCKOBI 0OBIYHO HAYMHACTCS C KIIFOYEBBIX (hpas:

Taking into consideration B cBsi3u c...

Due to the fact

In connection with

With reference of

According with/to B cootBeTcTBHY C
a U3JI0KEeHNE TIPOCHOBI ¢ (hpassbr:
We kindly request you to provide [Tpocum Bac npeocraButh JaHHbIC

o ... information about...

[Tpocsba MoKeT GOpPMYITHPOBATHCS U O€3 NCIIOIB30BAHMS IJIarojia «IPOCHUTHY, HAIPUMEP:

We hope for a positive solution... HaneeMcs Ha TOIOXKHUTENLHOE

of the problem peleHre Bompoca ...

[Ipockba, Kak cocTaBHas YacTh NMHUCbMa, MOXKET NPUCYTCTBOBATh M B JPYIMX BUJAX JEJIOBBIX ITHCEM,
HarpruMep B CONMPOBOIUTENBHBIX, FAPAHTHHHBIX U Ap. IIncemMo-nipock6a TpedyeT nuchmMa-oTBeTa.
IInceMo-3as1BKa

[MuceMo-3asiBKa — 3TO Pa3HOBHJIHOCTh NHCHMa-NPOChObl. OOBIYHO MHChMa-3aBKH HE TPEOYIOT
NHCBMEHHOTO OTBETa. B OTBET Ha MHMCHMO-3asBKYy IOJydYaTelIeM OCYIIECTBISFOTCS OMpe/IeICHHbIC
JEHCTBUSL TI0 pean3alliil 3asBICHHON MPOCHObI: BKIIOYCHHE YKAa3aHHBIX B 3asBKE JIMI[ B YHCIIO
YYaCTHUKOB KaKOT0-IMOO MEPONPHUSATHS, BBICBIIKA HEOOXOJMMBIX MaTepHaliOB WIM W3AaHWN W T.M. B
TEKCTE 3aBKH OOBIYHO MCTIONB3YIOTCS TE K€ S3bIKOBbIE 000POTHI, YTO M B MUCbMaX-IPoch0ax.
I'apanTuitnoe nucemo (Letter of guarantee, letter of assurance)

lapanTtuiiaple MUCbMa — 3TO JICJIOBBIE ITUCHMa, COJEpKallue 00s3aTeNIbCTBA OIUIATHI, BBIMOIHEHUS
paboT, Bo3BpaTa KpeauTa U T.N. B KadecTBe ajpecaToB rapaHTHHHBIX MHCEM BBICTYNAOT OpPraHU3allMU
WM KOHKPETHBIE JIHIIA.

lapanTuitHoe TMUCBMO OJTHOBPEMEHHO SBISIETCS M IHCHMOM-TIPOCKOO0i. FOpuamyeckyro 3HaYMMOCThH
rapaHTUHHOMY TIHCHhMY TIPUIAET MCTIONB30BAHME TAKMX YCTOHUUBBIX S3BIKOBBIX 000POTOB, KaK

We guarantee payment Omutary (TIpeoCcTaBIeHUE YCIYT. )

(service delivery) rapaHTupyeM

B rapantuitHoM nuchbMe yKa3bIBaroTcs OaHKOBCKHE (TIaTEXKHbIC) PEKBU3UTHI €T0 COCTABUTEIIS.
[Mucemo-3ampoc (Inquiry)

[Tucemo-3ampoc (inquiry, WM enquiry) KOMIaH!s IOCBUIAET, KOTAa X04eT:

— MOJIyYUTh MOAPOOHY0 HH(OpMaIKio 0 ToBapax (goods-,

— y3HaTh, UIMEIOTCS JIM OHM B HaymuuH (availability of goods);

— YTOYHHUTD BpeMsi 1 cpoku noctaBku (delivery dates);



— MOJIy4uTh MH(pOpPMaNHI0 00 YCIOBHMSIX IOCTAaBKM M ckuikax (terms and discounts), crmocooe
TpancnoptupoBkH (method of transportation), ctpaxoBanum (insurance);

— MOJTyYUTh HH(POPMAIIHIO O IIeHaX Ha ToBaphl (prices of goods);

— moytyduTh Katanoru (catalogues) u oOpasisl ToBapa (samples of goods), u T. 1.

IIpn HanmMcaHWM MHCEM-3aIlPOCOB CIEAYET Kak MOXHO OoJjee moApoOHO M3I0XKHUTh CyTh BOIpoca (to give
full details), gro mo3BonuT Bamemy nenoBomMy mapTHEPY COKPATHTh BpeMs Ha COCTaBJICHHE OTBETA.

B cnyuae, ecu Bel oOpamiaeTech ¢ 3alpocoM B TaHHYIO KOMITAHUIO TIEPBEI pa3, B MUCHMO JKEIaTeIbHO
BKITFOUUTH CIICYIONIHE TTYHKTHI:

1. VYka3aHue Ha UICTOYHUK HH(POPMAIMU O JTAHHOH KOMITAaHWH U €€ TOBape.
2. CyTb Bompoca.

3. Kparkue cBenenus o Bamieit koMmnanuu.

4. Beipaxkenue HaJiexK (bl HA COTPYAHUYECTBO.

[lpuuem coBceM He 00s3aTeNbHO CTPOrO MNPUACPKUBATBCA JaHHOW TmocienoBaTenbHOCTH. [lpu
MOBTOPHOM 3aIlpoce B MMCbMO OOBIYHO BKIIIOYAETCS TOJNBKO BTOpOW MyHKT. Kak 1 OONBIIMHCTBO APYTHX
JeJIOBBIX IHCEM, IMUCbMO-3allpOC, KaK MpPaBWIO, NeyaTaeTcss Ha (UPMEHHOM OJaHKe, Ha KOTOPOM
yKa3aHbl Ha3BaHUE KOMIIAHUM-OTIIPABUTES 3aIIpoca, €€ MOYTOBBIN aapec, HoMepa TeseoHOoB U dakxca.

B 3anpocax 0OBIYHO HCIIONIB3YIOTCS CIASAYIONINE KITUIIIE:

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

Quiote 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

We send for your consideration our...

May we draw your attention

[Ipocum cooOuUTH

IIpocum BrIcIaTH

Mei ObLIH OBI pajibl, €CJIM ObI HAM
cooO0mnn

Mps1 ObITH OBI TTPU3HATEIHHEI OTYYHUTh

Ba (mpeiickypaHr)

Mei Oynem Onaronapssl, eciiu Bl
J00€3HO BBILUINTE HAM CBOW KaTayuor
Mp1 unTEpecyemcs

MBE1 HaMEpEHBI 3aKyIIUTh

VYkaxkure 1neHsl (YCIoBusi)

Ccputasice Ha Bamry pexnaMy B ...

Ccpuasce Ha Bamry pexnamy
Mp! x0Tenu ObI MOTyYUTh
rH(OPMAITHIO O...
B cBsi3u ¢ aTUM
MBI IpoyYUTaIM Ballly PeKJiamy B...
Mp! y3HaIM 0 IPOAYKLHUH

Balllell KOMIIAHUU U3...
Mgl x0oTenu ObI KYIIUTh
(MMImopTHpOBaTH U T. 11.) ...
Bonsbioe criacn6o 3a Bale IUCEMO
Mp! ObLTH OYEHB pajibl TOTYYUTh
Bamre nucsmo
bnarogapum Bac 3a Bam 3anpoc
Mp1 npusHaTenbHbl 3a Bame nucemo

[Ipunaraem k cemy

Pasp! BeIciaTh Bam

Panp! BeICTIaTH BaM B OTBET Ha Ballle
MUCHMO (3ampoc)

CcrLrasich Ha Ballle MHUCHBMO OT ...

Kaxk BoI MMpoOCUJIK B BalllIEM NMHUCBMCE OT...

CortacHo Baremy 3anpocy
[MockinaeM Ha Bale pacCMOTpEHHE

Ilo3BoiBTE O6paTI/ITB Bamre Buumanme Ha. ..



Please inform us (let us know)
as soon as possible...
We are distributors (importers,
retailers, etc.) of...

We would like to get in touch with

manufacturers (suppliers)...
There is a large market here

for your products.
We look forward to your early reply.
Your prompt answer would
be appreciated.
ITucemo-tipemmoxxenwne (Offer)
[TuceMoM-ipeanioxenreM noctaBmuk (the Supplier) oObIYHO OTBeuaeT Ha mMHUChbMO-3ampoc. OTBevas Ha
o0mui 3ampoc, OH ONaroAapuT 3a MPOSBICHHBIA MHTEPEC W OOBIYHO TpHIIAraeT MpercKypaHTH (price-
lists), karanoru (catalogues) wmu ycinoBus THIoBoro morosopa (typical Contract). OTBeT Ha cienUaIbHBIN
3anpoc npeaycMaTpuBacT OTBETHI Ha BCE BOIIPOCHI TOTECHIIMAJIBHOT'O KJIMCHTA.
CtpyKTypa nuchbMa-TpeIoKeHH:

[Ipocum cooOmuTE HaM
KaK MOXHO CKOpee ...
MeI siBIIsIeMCS. TUCTPUOBIOTOPAMH
(uMmopTepaMu, MPOAABLAMHU U T.IL.)...
M1 OBI XOTENH yCTAHOBUTH KOHTAKT
C TIPOU3BOAUTEIIAMH (TIOCTABIIUKAMH).
Bamm uznenus HainyT y Hac
CBOETO MOKYTIaTesl.
C mereprienuem xzaem Bamero orsera.
Bynem npusHatenbHbI

3a OBICTPBIN OTBET.

1. [ToBop HarmcaHus.

2. OTBeTHI Ha BONIPOCHI MOTEHIINATBHOTO 3aKa3UHKa.
3. JlononHuTeNbHBIE IPEIIIOKEHHUS.

4. Bripaxkenue Hazie)xxIpl Ha 3aKas3.

OtBedass Ha BOMPOCHI, CIEAyeT JaTh TOYHOE OINMCAaHHE TOBApa, MO BO3MOKHOCTH CONPOBOIHUTH €ro
dboTomaTepualiaMid W/WIKM PUCYHKaMH W/Wiau oOpasuamu (samples). Ilpu ompenencHum neHsl (price)
YUUTHIBAIOTCS BO3MOXKHBIE cKuAKH (discounts). OTAenbHO pemiaroTcsi BOMPOCHl pacxXolloB Ha YHaKOBKY
(packing), TpaHCHOPTHBIX pacxojoB (transportation costs), ycioBuii moctaBku (terms of delivery) u
omaTthl (terms of payment).
[MucpMa-ipe/IoKEeHUs TTOCHUTAIOT TarKke 0e3 MpPEeAlIeCTBYIOMIETO 3alpoca, €l IMOCTABIIUK JKelaeT
NpUBJIeYh BHUMAaHHE TOTCHUUAIBHBIX KIMEHTOB WM HAaWTH HOBBIX 3aKa3YMKOB Ha KOHKpPETHEIC
npoAyKTel (special products) mmum umx accoptument (range). Tmepmoe mupemroxkenue (firm offer)
npeaycMaTpuBaeT 0coOble YCIOBHSI, HAapUMep, KoHeuHbIH cpok (deadline) momyueHus 3aka3a ¥ CUCTEMY
CKUIOK B 3aBHCUMOCTH OT KOJMYECTBA TOBApa M JPYTUX YCIOBH.
B npetoskeHns X 00bIYHO UCTIONIB3YIOTCS TAKOTO poa (pasbl-Kiuiie.
On favourable terms we offer you... Ha BBITOIHBIX YCIIOBHSX... TIpeiaraeM Bam
We have pleasure in offering you, C yIoBOJIBCTBHEM TIpeaaraeM Bawm,
subject to acceptance by telex,... npu ycnoun Bamero akienra

TEIEKCOM

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

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

Ora odepra fenaercs Ipu yCIOBUU
Bamrero HeMeIJIEHHOTO OTBETA. . .
Me1 npennnaraem Bam ToBapsl, mpu
ycioBuM Bamrero noarsepxaeHus
B TEUEHHE ... THEU

C 1aThl JaHHOT'O MHChMa

MBI 1epKuM 3Ty 0depTy OTKPBITOR
I akuenrToBanusg Bamu f1o...

C ynoBoJbCTBUEM IIpeanaraeM Bam

0e3 00513aTEILCTB. ..

Ota odepra nenaercs 0e3 Kakoro-

00 0053aTeNbCTBA C HAIIIEH CTOPOHHI.

Ota odepTa nercTBUTEIbHA JIUITH B

TOM CcIIy4ae, eCJIM TOBap elle He OyaeT
MIPOJIaH Mo nojay4yeHuu Bamero oreera. ..

Ora oepTa maeTcs Ha TOT Cliydaid,
€CITH MallliHa eIe He OyeT mpoaaHa
o mojy4eHun Barero otsera. ..
Ham ObL10 MIPHUATHO y3HATH O



your interest in...

We are most pleased

that you want to buy...

We are glad to say that

We can reserve you ...

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

We take pleasure in sending

you the desired samples and offer...
As to your inquiry of... we

are informing you that...

We enclose our catalogue with

the latest price-list.

Our detailed catalogue will
demonstrate the wide range

of our products

Bareit 3auHTEpeCOBaHHOCTH B ...
MEI 0YeHB TOBOJIBHBI,

YTO BBl OKETAIH KYIIUTD ...

MBI pazibl COOOIIHUTS,

YTO MOKEM OCTAaBUTH 33 BAMH ...
Br11o ouens mro0e3Ho ¢ Bameii

CTOPOHEI MPOSIBUTH TAKOM
HWHTEpEC K HaIlei padore...

C yIIoOBOIBCTBHEM ITOCHLTaEM BHIOpAHHBIE

BaMH 00pa3ibl U TpejIaraem ...
Ha Bamr 3anpoc oT... Mbl
coobmraem Bawm, uTo ...

MpI mpusiaraeM Haiil KaTajior

C HOBEHUIIUM NPEUCKYPaHTOM.
Hamr monpo0OHsIit mpefickypaHT
yOemuT Bac B pa3HOOOpa3uu
HAaIIeTO aCCOPTHMEHTA.

Our proposal is valid till...

We deliver our goods on CIF terms.
The price covers packing and
transportation expenses. 1 TPAHCIIOPTHBIE PACXOABL.

We can give you a 5 per cent MBI MOKEM TPEIOCTaBUTh

discount. BaM 5 % ckuiky.

As you can see from our price-list, Kaxk BuHO 13 HalIero mpeickypanra,

our prices are at least 3 % lower HAIITH [ICHBI TI0 KpaitHei Mepe

than market prices. Ha 3% HIDKE PHIHOYHBIX.

| especially call your attention to... 51 ocobeHHO 0Opaliaro Bailie BHUMaHUE Ha...

Besides the above mentioned goods Kpome ynoMsiHyTBIX BBIIIE TOBAPOB

our company also produces (see ...) Haia GupmMa MPOU3BOIMT TAKKE (CM....)

The model... will meet most Juis Bammmx 1eneit Bam nydiie

of your requirements. BCET0 MOLONAET MOJEIIb...
We ask you to consider our proposal MBbI ITpocuM Bac eiiie pa3 00CyanuTh

once more and let us know Hallle PEUIOKEHNE U COOOIINUTH HaM,

if we can expect your order. MOKHO JIM PacCUUTHIBATH HA MOJyYCHHE 3aKa3a.
| encourage you to order as soon S mpomry Bac OvicTpee opopMHUTE 3aKa3,

as possible as the quantity of this TaK KaKk KOJMYECTBO 3TOrO TOBapa

product available at our warehouse Ha CKJIajIe OrPaHUYCHO.

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.

Hawe npennoxxenue A€MCTBUTENBHO JO ...
Me1 nocrapnsieM Ha ycnoBusix CU®.
IleHa BKIIFOYAET yIIaKOBKY

Me1 ObuTH OBI OYEHB PaIbl HOTYYHUTh
OT Bac 3aKa3 Kak MOKHO CKopee.
Ecnu Bac He ycTpauBaeT Hae
NPEIOKEHHUE, TPOCUM COOOIINTh
HaM O MPUYHHE.

We are looking forward to hearing C HeTepIIeHHEM JKIEM OTBETA.

from you soon.

[Mucemo-3akas. [loareepxnenne u otkinoneHne 3aka3oB (Order. Acknowledgement (Confirmation) and
Refusal of Orders)

s toro 4roObl caenaTh 3aka3 (to place an order) Ha 3aKymKy T€X WM HHBIX TOBAapOB OOBIYHO
3aMoNHSIOT CIIelMajbHble OaHKu 3aka3oB (order forms), B KOTOPBIX yKa3bIBaeTCsl KOJIMYECTBO (quantity)
u3nenuit, ux onucanue (description), meHa (price), ycioBus ormartel (terms of payment), gara moctaBku
(date of delivery), ckunku (discounts) u T.11. B psige ciydaes, koraa HeOOXOIUMO MPOSCHUTH OT/EIbHBIC
MYHKTHI 3aka3a (to make certain points quite clear), mumiercsi cOmpoBOAUTENbHOE MUCBMO (covering
letter), kK KoTOpOMY mpHaraeTcs OJaHK 3aKasa.

Ecmu IIponasen (Seller) wim [TocraBmmk (Supplier) ToBapa B COCTOSHUH BBIITOIHHUTH 3aKa3, OH MTOCHUIAET
ITokymarento (Buyer) moateepskaenue 3akasa (order acknowledgement, or confirmation), koropoe variie
BCErO TPEJCTaBIseT co00il komumio 3aka3a (order copy, or duplicate), moamucannyto IIpomasiiom.
OOBIYHO TIOATBEPIKICHHE 3aKa3a MPUIIaraeTcs K CONPOBOIUTENBFHOMY HHCBMY, B KoTopoM IIpomaser



BhIpaKaeT OJaroJapHOCTh 3a 3aKa3, a Takke cooOmraer ITokymarento O TeX WM WHBIX H3MEHEHHSX
(M3MEHEHHH TIeH, CPOKOB ITOCTaBKH H T. I1.).

Ecimu Tpomasen mu6o TTocTaBiuk ToBapa mo KaKuM-Iu00 MpUIMHAM HE B COCTOSHUU BBITMIOJIHUTD 3aKas3,
oH nu00 oTKa3biBaeTcs OT 3akaza (to refuse (to reject, to decline) the order), nmubo mnpeanmaraer
aZIeKBaTHYIO 3aMeHYy (substitute) ToBapy, KOTOPOTO HET B HAJMYWH.

Kiuine u BbIpaskeHHs TUCEM-3aKa30B:

In reply (response) to your letter B otBer Ha Bame nucemo (¢axc) or ...,
(fax) of (dated) ..., we thank you for ... MBI Oiaromapum Bac 3a...
We are pleased to enclose our MmeeM y10BOIbCTBHE TIPUIOKUTH K
Order No. ... JTAaHHOMY MUCHbMY Hai 3aka3 No ...
We enclose (are enclosing) our order for ... MB&I punaraeM Hau 3aka3 Ha...
We accept your offer and have pleasure MB&I IpHHMMaEM Ballle TIPEAIOKEHNE 1
in placing an order with you for ... UMeeM YJOBOJILCTBHE Pa3MECTUTh
y Bac 3aKka3 Ha...
Please confirm that you can supply... [TpocuM NOATBEPANTH, YTO BBI
MOYETE MMOCTABUTb...

Please send the copy of this order B kauecTBe moATBEpKICHUS 3aKa3a
to us, duly signed, as an MIPOCUM BBICJIATh HAM TTOIIHCAHHYIO
acknowledgement. Bamu komuro 3akasa.

Please supply/send us... [Tpocum MOCTaBUTb...

Knuiie u BeIpaskeHus MUceM-TIOATBEPKICHUHN 3aKa30B:

Thank you very much for your Braromapum Bac 3a Bami 3aka3 Ne ... ot ...
order No ... of (dated) ...
As requested we enclose (are enclosing) Kak BbI mpocHiIy, MBI IpHIaracm

the copy of your order, duly signed, KOIIHIO 3aKa3a, MOIIUCAHHYIO

as an acknowledgement. HaMH, KaK IMOATBepsKAeHIe Barero 3akasa.
We confirm that delivery will MBI moaATBEpIKAAEM, YTO IOCTaBKa OyeT

be made by... NpoM3BeaeHa K ... (TaKO#-TO aaTe).

We hope that you will have a good Haneemcst, 4to BbI Oy1eTe UMETh XOPOIIHi
turnover, and that we will be dealing 000pOT, 1 MbI Oy/IeM COTPYIHUYATH C
with your company in the future. Ballleil KOMIAHWEH U B TaNbHEHIIIEM.
Delivery will be made in conformity [TocraBka Oy/eT Mpou3BeICHA B

(accordance) with your instructions. COOTBETCTBHH C BalllHMH HHCTPYKIIUSMH.
Kinuie n BBIpa’XXCHU:A, UCIIOJIB3YEMBIC ITPU OTKIIOHCHUU 3aKa30B:

We are sorry (we regret) to let you K coxxaneHuto BBIHYKIEHBI COOOIIHUTh
know (to inform you) that we cannot BaM, YTO MBI HE MOKEM BBIIOJIHUTE Balll
execute your order because of... 3aKa3 1o MPUYUHE ...

The goods you ordered are no ToBapa, KOTOPBI BbI 3aKa3aJiH,

longer available. OOJIbIIE HET B HATUYHH.

We can offer you a substitute. MoskeM MpeIoKUTh BaM 3aMEHY
IMucemo — Hanmomunanue (Reminder letter)

[TucpMoO-HATIOMUHAHHE — JICNIOBOE IHCHMO, HCIIOJBb3yeMOE IIPH HEBBIMOJIHEHUH OpraHU3allneii-

MMapTHECPOM B3ATBIX Ha cebs 00s3aTEILCTB HIIH OPUHATBIX A0I OBOpCHHOCTGﬁ. KiroueBeIMH (bpaBaMI/I
TaKHX IMHUCEM SABJISIOTCS:

We are sorry (We regret) to have to K coxanenuto, BBIHYXI€Hbl HATOMHUTH Bawm, 4To.. .-
remind you that...
We have to remind you that... MBI BBIHYX/IEHBI HATIOMHHUTD
Bawm, 4ro0...
We wish to draw our attention to Oo6parraem Bame BauMaHue Ha

the fact that... ToT dakr, uro

We would like you to note that...

We wish to bring to you notice that...

TekcT mUChbMa-HATOMUHAHUS MOXKET BKJIFOUATh B CeOs JBE YaCTH: CChIIKH HAa OQUIIHATBHBIN JOKYMEHT, B
KOTOPOM  3apMKCHUPOBAHbI 00S3aTEIbCTBA CTOPOH WIJIM OOCTOSTENbCTBA, B CBSI3M C KOTOPHIMHU
opraHu3aiys 00s3aHa MPEANPUHSITh ONpPEICICHHbIC JCHCTBHS, U MPOCHOY BBIOIHUTH B CBS3U C ITUM
omnpeeieHHbIC AeUCTBHS. JJOBONBHO YaCcTO TaKHe MUChbMa COACPIKAT TONBKO COOCTBCHHO HATIOMHHAHUE.
B OTHmenpHBIX Cilydasx MHChbMO-HAIOMHHAHHE MOYET COJCpKaTh TPEThIO YacTh: MPEMYNPEKICHHE O



BO3MOXXHOCTH TPUMEHEHUsI OTPE/ICICHHBIX CAHKIUIA MPH HEBBHITIOJHEHUM aqpecaToM B3STHIX Ha ceOs
00s13aTeILCTB, HAIPUMED:

In case of your refusal... B ciyuae Bamero otkasa...
Should you refuse...

In the case of your failure to make B ciy4ae HeyriaTh
payment(s)

Should you fail to make payment(s)

ITucemo-tpebosanue (Require, Dunning letter)

[Tucema-TpeGOBaHMS COCTABIAIOTCS B CHTYAIMAX, KOT/Ia OpraHU3anusI-apTHEP HE BHIITOIHSACT B3ATHIC HA
cebs1 00s3aTeNnbCTBA WIIM BO3JIOKEHHbIE Ha Hee (yHKuuu. [lo cpaBHEHHMIO ¢ CHUTyauusiMH, KOTJa
HAMpaBJISIOTCS MUCbMa-HAIOMUHAHUS, 37IeCh HEBBIMONHEHHE O0S3aTENbCTB HOCUT CHCTEMAaTHUECKUi
XapakTep WM UMEET MECTO UTHOPUPOBAHHUE BHICTABIISIEMBIX MPETEH3UH. 3a49acTyl0 MUCEMY-TPeOOBaHHIO
NpeIecTBYeT MMChbMO-HanloMuHanue. [Incbma-TpeboBaHus, KaK MPaBUiIo, UMEIOT CIOXKHYIO CTPYKTYPY.
B Hux o0s3arenbHO M3NAraroTcd YCIOBHS 3aKIIOUYEHHBIX JIOTOBOPEHHOCTEH €O CCHUTKOM Ha
COOTBETCTBYIOIME TOKYMEHTHI, OIMCHIBACTCS CIOKMBINASCS B CBSI3M C MX HEBBHITOJHEHHEM CHTYAIHs,
dopmynupyeTrcs TpeOoBaHHE O HEOOXOJUMOCTH BBHITIONHEHUS O0S3aTeNbCTB M YIPO3bl MPHUMEHEHUS
CaHKIMU B aJjpec KOPPECTIOHICHTA, €CJIN 00s13aTeNbCTBa He Oy IyT BHITIOTHEHBI.

KiroueBpiMu ¢pazamu B mUChMax-TpeOOBAHUSX MOTYT OBITH:

We urgently require to perform CpouHo TpeOyeM BBIIOJIHUTD

(send, grant, pay)... (BBICTIATH, IPEIOCTABUTD, IEPCUUCITUTB)...
We require fulfil the obligations TpebyeM BBITOIHUTH B3STHIC

under the agreement. Ha ce0st 0053aTeNbCTBA.

So far (Up till now) we have JTo cux 1Mop MbI HE TIOJTYyYHJIH OTBETA. . .

received no replay.

We cannot accept your point Mpe1 He cornacHbl ¢ Bamei Toukoit
of view for the following reasons... 3peHUs 10 CIEAYIONUM IIPUYHUHAM. ..
In case of your refusal... B cnydae Barero otkasa. ..

Should you refuse...
Yrpo3bl B a7ipec KOPPECOHICHTa MOTYT (hOPMYJIMPOBATHCS CIEAYIOIIUM 00pa3oM:

Otherwise, you will be presented B nportuBHOM ciiyuae Bam OyayT
to the penal provisions. NpeIbSIBICHBI IITPa(HbIC CAHKIINH.
Otherwise the case will be submitted B npotuBHOM ciydae neino Oyaer
to arbitration. nepenaHo B ApOUTPaXKHBIH CY/I.

[peren3uonnoe (pekinamaipionHoe) nucbMo (Claim)

[Iperen3nonHble (pEKIaMallMOHHBIE) IHMChMa COCTABIAIOTCA B CIIy4asX, €CIM IpPH HCIIOJIHEHUH
JIOTOBOPOB OJIHA U3 CTOPOH HapyIIaeT B3sAThle Ha ce0s 00s13aTenbcTBa. Bo MHOTHX Cilyyasx Takue mucbMa
MOSIBIISIFOTCS  TIOCTIE TOTO, Kak OBbIIM OCTaBlieHBl 0€3 OTBETa NHChMa-HAIIOMHUHAHUS WM IUChbMa-
TpeboBanus. llenp mpereHzum (pexinamanuyi) — BO3MECTHUTH IOTEPH, IOJNYYCHHBIE B pe3yibTare
HapyLIeHUs YCIOBHIA JoroBopa. TeKcT npeTeH3nu (pekjaaMalin) BKII0YaeT B ceOst:

- OCHOBaHME JUIs NPEIbABICHUS MPETEH3MH (CChUIKA Ha JOTOBOP, 3aKIIOYEHHBIH MEXAYy CTOpPOHAMH,
rapaHTUHHOE MUCHMO WU WHBIE 00sI3aTENbCTRA);

- IPEeAMET MPETEH3UH (TOJKHO OBITH YKa3aHO, KaKOe 00s13aTeIbCTBO HAPYLICHO U B KAKOW Mepe);

- JIOKa3aTeNbCTBa (CCBUIKM Ha JOKYMEHTHI, TOATBEPKAAIONINE HAPYIIEHHE JOTOBOPHBIX 0053aTENBCTB
BUHOBHOW CTOPOHOW);

- KOHKpETHBIE TpeOOBaHMS COCTABUTENS TNpPETeH3WH (TpeOOBaHHWE 3aMEHBl HEKAYECTBEHHOTO TOBapa,
TpeOOBaHHE YLIEHKM TOBapa, TpeOOBaHHME CKHIKMA C OOIIeld CTOMMOCTH MapTUM TOBapa, TpeboBaHHE
pacTop>KeHUs] KOHTPAKTa UK BO3MEIICHUS YOBITKOB | JIP.).

[IpunoxeHns M K MPETEH3MH MOTYT OBITh TaKUE JOKYMEHTHI, KaK aKT dKCIEPTH3bl, aKT HECOOTBETCTBUS
TOBapa MO KOJWYECTBY M KauecTBY, PEKIaMAIOHHBIA aKT, TPaHCIOPTHBIE IOKYMEHTBI M Jp., B
3aBUCHMOCTH OT IpenMeTa npeteH3un. Hanpumep:

We present you a claim... [MpenbsiBiasieM Bam npereH3uro. .
In accordance with the above, please B COOTBETCTBHHM C M3I0KEHHBIM TIPOCHM
send us new consignment stock. Bac ornpaBuTh HaM HOBYIO MAPTUIO TOBapa

ITucemo — mozapasnenue (Letter of congratulation)



[Muchbma-mo3ipaBiieHUs] HANMPABISIOTCS B TOPKECTBEHHBIX — CIIydasX: OQUIHANBHBIA MPa3IHUK,
npoQecCHOHANTBHBIN NPa3JHHUK, 3HAYUTEIEHOE COOBITHE B )KU3HHU JOJDKHOCTHOTO JIUIIA MM OpPraHH3alluH
(BpyueHHe Harpajbl, 100MJIeH, NPUCYKICHHE TIOYETHOTO, HAYYHOTO 3BaHMUs, CTEIICHH, W30paHKe B KaKOu-
n0o opraH u 1p.), 3HaUMMble COOBITHSI B YacTHOM >ku3HU. [lo3apaBneHus numryTcst Ha OJaHKe MUCbMa
OpraHu3alMy WIK Ha CIEIMANTBHBIX OJaHKax mo3apasieHuil. [1o3apaBienue, MOArOTOBICHHOE HA OlIaHKe
MUCHMa, JIOJDKHO COJIepXKaTh O(QOPMIICHHBIH B COOTBETCTBUM C TPEOOBAHUSAMH CTaHAApPTa PEKBU3UT
«Anpecar». Ilo3mpaBnenuss MoryT odopmisiTbes Ha Oymare pasiudHOW IIBETOBOH TaMMBI C
YKpalIeHUsIMH B BUJIC OPHAMEHTOB W BOJISTHBIX 3HAKOB, UMEIOIIEH OOJBINYIO TUIOTHOCTh, ¥ BKIIA/IBIBATHCS
B CIENHANbHBIC TANKu-ajipeca. B mocieaHeM cilydae Mo3ApaBlieHHE COJEPXKHUT TOJIBKO OOpamieHue K
JUIy WA KOJUIEKTUBY. IIpM KOJIEKTMBHOM ajpecaTe M MpH HAMpaBICHHH NHUChMAa-TO3IpaBICHUS
IOPUINYECKOMY JIMILY To(aMHUIIbHOE U IOMMEHHOE oOpalleHre He ucnonb3yercs. [lucbma-no3apasieHus
BCETJIa JIOJDKHBI OBITh TTOIIMTHUCAHBI.

ITucemo — Gmaromapuocts (Note of thanks)

[Mucemo-6narogapHocTs (0JAarOAAPCTBEHHOE MUCHMO) — JIEJIOBOE MHMCHMO, HAmpaBisieMOe aapecary
(opranuzanuu, TOHKHOCTHOMY JIHITY WJIH MPaXJIAHUHY) C BBIPAKCHHUEM OJaroJJapHOCTH 32 COBEPIIICHHBIC
JICHCTBUS MM OKa3aHHBIC YCITYTH.

ITo CpPaBHCHUIO C IPYTYUMU BUAAMU ACTIOBLIX MHUCEM 6HaI‘OI[apCTBCHHBIC nucbma O6I)I‘-IHO COCTaBJIAKOTCA B
Oonee ceobomHOM Popme. KimtoueBpIMU (ppazamMu TaKUX MUCEM SIBIISTFOTCS:

We thank you for ... brarogapum 3a...

Let me thank you for... [Mo3BonbTe Bac mobnaronapurts 3a ..

[Tucemo-cobone3noBanue (Letter of condolence)
[MnceMo-co00Ie3HOBaHHE — TIHCHMO, HAMpaBlsIeMOE B TPAruvyeCKUX WM MEYAIbHBIX >KU3HEHHBIX
cUTyanusx (CMepTh, HECYACTHBIH CiTydail, CTUXUITHOE OECTBHE U AP.) AJIS BBIPAKECHUS YUACTHS:
We regret (We are sorry) to learn from M5l ¢ coKaJICHHEM y3HAITU U3
your letter of... that... Bamero nmucema or ..., 9ToO...
We express to you our Bripaxkaem Bam Hamm nckpeHnHue
sincere condolences... C00O0JIC3HOBAHHSL. ..
[Mucemo — n3BuHEeHKE (Apologies)
[TuceMO-M3BMHEHNE — JIEJIOBOE MHUCHMO, aBTOP KOTOPOTO TPHWHOCUT W3BUHEHHS ajpecary 3a
NpUYMHEHHBIE Heya00cTBa. [TuchMa-u3BUHEHMSI, KaK PAaBUIIO, HAUUHAIOTCS CICAYIONIMMHU (pazamMu:
We offer apologies for the delay in [Ipocum M3BHHEHUS 32 HEKOTOPYIO
answering your letter 3anepxky ¢ oTBeTOM Ha Baie nmucsmo

We apologize for... [Noxamny¥icTa, mpuMUTE HAITK U3BUHEHUS 3. . .

Please accept our apologies for...

B cooTBeTcTBUM ¢ TPEOOBAaHUSIMH STUKETA JEIOBOIO OOIICHHUS B MUChME TPEOYETCS OOBSICHUTH IPUYHHY,
MPHUBEIIYI0 K BOSHUKHOBEHHUIO MPOOJIEMHOW I ajpecaTa CUTYallid, a B KOHIIE NMHUChbMa MOBTOPHUTH
¢dpa3y ¢ U3BUHEHHUSIMH, HO He OyKBaIBHO, a B WHOU (hOPMYITUPOBKE.

PexomenmarensHoe muckmo (Letter of recommendation)

PexkoMenaTenbHOE MMCHMO — MHUCHMO, B KOTOPOM JIA€TCS XapaKTEPUCTHKA KOHKPETHOTO YEIOBEKa JIJIst
yCcTpoiicTBa ero Ha pabory, oOyueHWe u JAp. PekoMmeHaarenbHbIE MHCHhMa BCETJa COJACPIKAT
OJIaroNpHSITHBIE OT3BIBBI O XapaKTEPU3YeMbIX, B CBS3M C Y€M MHOTHE CIEIHAIUCTBI MO YIPaBICHUIO
MEPCOHAJIOM CYHMTAIOT TaKWE IMHUChbMa CYOBEKTHBHBIMHM, TE€M HE MEHEE, OHH HMMEIOT OINpeeiCHHOS
3HaueHWEe TIpU OLEHKE KaHAWJaTa, IoMoras co37arh oOIllee TpEACTaBICHHEe O COUCKATele.
PexoMeHaaTenpbHOE MUCEMO, KaK MPABUIIO, MTUIIETCS HA OJJaHKE KOMITAHUU — TIOCJIEIHET0 MecTa paboThI
COMCKaTess, MOIMUCHIBACTCS DPYKOBOJIUTEIEM KOMIIAHMUA WJIM APYTdM JOJDKHOCTHBIM JjiHioM. Jlis
MOTEHIIHAIIBHOTO paboToAaTe sl PEKOMEHIATeIbHOE IMHUChbMO — 3TO, CKOpee, T'apaHTHUs TOro, YTO
COMCKaTelb IEHCTBUTENHHO padoTal B TaHHOW KOMIIAHWUY, BBITIOJIHS ONPE/ICIICHHBIA KPYT 00s3aHHOCTEH
¥ OCTaBWJI KOMITAHHMIO, COXPAaHHUB O cebe XOopollee BlieuaTieHHe. PekoMeHIaTensHOe MICHhMO JOJIKHO
COCTOSITh U3 CIICAYIOIINX Pa3eiiOB;

- BBEJIEHHE, B KOTOPOM KpaTKO U3JararoTcs OOCTOSATENCTBA 3HAKOMCTBA aBTOpa THChMa C
PEKOMEHTyEeMBIM MM JIUIIOM;

- CBEJICHHUS O PEKOMEHAYEeMOM JHIle (CBeAeHUS 00 00pa3oBaHWM, YPOBHE MOATOTOBKH, KBAUTH(PUKAIIAH,
ombITe pabOTHI, NIENOBBIE M JIMYHOCTHBIE KadecTBa), MPU 3TOM OCO0O BBINEISIOTCS T€ €r0 4YepThl U
CIIOCOOHOCTH, KOTOpBIE MOTYT OBITH HaWOoJiee TOJNE3HBI PabOTOAATEII0 B TOW OpraHU3aIlMH WU
JIOJDKHOCTH, KyZla COMCKATeIh CTPEMHUTCS TOTIACTh;



- 3aKJIFOYMTENIbHAS 9aCTh, B KOTOPOH aBTOP MIPOCHT TMOTy4yaTelsi 03HAKOMUTHCS C PE3IOME COMCKATENS MITH
€ro KpaTKUMU aHKETHBIMHU JTaHHBIMH W Ha3HAYWTH BCTPEIY ISl COOECEIOBAHMUS;

- KOMIUIUMEHTApHAs 4aCTh, B KOTOPOU aBTOP BhIPaXKaeT CBOO MPU3HATEIHLHOCTb.

EcTth HeckoNbKO OTpacieil JeSATeIbHOCTH, II¢ PEKOMEHAAIMU 00s3aTeIbHBI MOYTH 0€3 MCKITFOYCHUH:
OXpaHHBII OW3HEC, MEAWIMHA, HayKa, paboTa ¢ meTbMH (HSHHU, TYBEPHAHTKH U T.1.). B ocTampHBIX
CITy4asx MCIIOIb30BAHNE PEKOMEH/IATENbHBIX TUCEM 3aBHCHUT OT KOHKPETHOU CHUTYaIlnH.

Bormpocsr u 3a1anus:

1. [loaroToBRTECH K OOCYKIECHUIO TEOPETUIECKOTO MaTepHaa.

Buapr nenoBeix mucem (OTBeT Ha mpuriamenue. biaromapcTsenHoe nuchMo. Pexmamanms. IIperensms.
Hasnauenust nenoBoii Berpeuu. [luchma: mpuriamieHus, mpockObl, 01arolapHOCTH, COOOJC3HOBAHMS,
COXKaJICHHUs, COUYBCTBUs). Peknamariiu u nperen3uu. OTBETHI Ha pekinamany. KaTeropuu pexiiaMarmii.
2. BemomHuTe 3a7aHMS U OTBETHTE HAa BOIPOCHI:

1). O3HaKOMHBIIIUCH CO CTPYKTYPOH MUChMa U 00pa3laMH MUCEM MEXTyHAPOHOTO 00pasiia, HAMUIINTE
Ha JiucTe OymMard PEeKBH3WTHI MHUCHhMa B TIOPSJKE WX cieaoBaHus. [laiiTe aHTIMICKUE SKBHBAJICHTHI
Ha3BaHUU PEKBU3UTOB.

2). Kak HaunHaeTCs 1 3aKaHYUBAETCS MMCHMO, €CITi (haMIITHS U UM afjpecaTa BaM HE H3BECTHHI?

3). C kako# IIeJbI0 Ha CISAYIONICH CTPOKE Mocie oOpallleHHs CTaBHWJICS COKpaileHHe Re: m 4To OHO
ob6o3HavaeT?

3. 3amaHus v BOIPOCH 7151 JOPMHUPOBAHHS U KOHTPOIIS BIIAJICHISI KOMITETCHITUSAMU:

Hanuimute cBoMM napTHepaM 10 OM3HECY KpaTKHe MUChMa:

- C TIO3JIPaBJICHUEM 10 OBOJIY YCIICIIHOTO YYACTHS B BHICTABKE;

- C BBIp@XKEHUEM COOO0JIE3HOBAHUS 110 TIOBOAY KOHUHMHBI T€HEPAILHOTO JUPEKTOPA;

- ¢ 0J1aroIapHOCTHIO 3a MPUEM BAIlIUX COTPYTHUKOB BO BPeMsI U KOMaHIUPOBKH;

- C U3BMHECHHEM 32 3aJepKKy TIOCTaBKM TPOAYKLMH, BBI3BaHHYI (HOpC-MaKOPHBIMU
00CTOATEILCTBAMY;

- C TIpUTJIAIIEHUEM TIPUHSATH YIacTHe B TOPKECTBax 1o nmoBoay 20-netus Bamieit pupmsr;

- C peKOMeHJaIMel Ballero KOJUIETH ISl y4acTusl B TIEPErOBOPHI MO MHTEPECYIoUIed 00e Ballu
(bUpMBI TEMATHKE.

IIpakTuyeckoe 3ansaTue Nel2, CiyxeOHble 3aIMCKH, COO0IIEHUSI M0 QaKcy, IJIEKTPOHHAS MOYTA.
Lenb: ¢dopMupoBaHUE y CTYACHTOB pPEUEBOH, S3BIKOBOW M KOMMYHUKATHBHOW KOMIICTEHIIUH JIs
OCYIIECTBIICHHS JISIIOBBIX KOHTAKTOB.

B pesynbTaTe 0CBOCHHE TEMBI CTYIEHT JIOJIKEH
3HATh: OCHOBHBIE TPaMMAaTHYECKHUE SIBICHHS, XapaKTepHbIE sl MPO(ECCUOHANBHON pevr; JeKCUIeCKHe 1
CHHTAKCUYECKHE 0COOEHHOCTH O(PHUIIMATBHO-/IEIIOBOTO CTHIISI B aHTIIMHCKOM SI3BIKE;
YMETh: OMpPEIENATh CTHIEBYIO NPUHANISKHOCTh AHTIUHCKUX TEKCTOB O(UIIMAIBHO-IIEIOBOTO CTHIIS,
BUJIETh XapaKTepHBIE CTHIIEBBIC YEPTHI; YUTATh OQPHIMATLHO-AETOBbIE TEKCThI Pa3MYHON CTETIeHU
CJIO)KHOCTH; CTPOWTH JUAIOTHYECKYI0 M MOHOJIOTMYECKYI0 pedb C HCIONb30BaHHEM Haubolee
YHOTPEOUTENBHBIX JIEKCHKO-TPAMMATHYECKHX CPEACTB B OCHOBHBIX KOMMYHHUKATHUBHBIX CHUTYaIHSIX
o(HIIMATEHOTO OOIIEHHUST; TOHUMATh TUAIOTHYECKYI0 1 MOHOJIOTHYECKYIO Pedb M0 U3yYCHHOW TeMe.
AKTyaJbHOCTb TEMBI: 00yCIIOBIeHa HEOOXOAUMOCTHIO OBNaaeHus: Y K-4.
Teopernueckasi 4acThb:

CoBpeMeHHBIE Cpe/ICTBa MTepeaayr HHPOPMaLH
1. dakc (fax, fax machine) ciyxut i nepenaun aeyioBoi koppecnonaeHnuu (business correspondence)
1o TeneoHHOM ceTH. B coBpeMeHHOI J1e10BOoi pakTUKe 1Mo (pakcy 0OBIYHO MOCHUIAIOT:
— KoMMepueckue npeioxkenus (0ffers);
— npaiic-nmuctsl (price lists);
— pexnamusie Matepuais! (advertising materials);
— npecc-penussl (press releases);
— MMChbMEHHBIE 3alpochl (Written inquiries) W T.I., a TaKXKe OCYIISCTRBIISIIOT TEKYIIYIO MEPENUCKY.
Pasmep (akca OOBIYHO He TPEBBINIACT OJHOW CTPAHMIIBI, & €r0 CTPYKTypa COOTBETCTBYET CTPYKTYpe
JIEJIOBOTO NMUCHMA.
®daxkchl MOAMMBAIOTCS B JIeN0. X MOXKHO MCIOIB30BaTh B KAYECTBE JIOKA3aTENIbCTBA MPH pa3pelIeHUU
MPOTUBOPEYNI MEXITy JIeTIOBBIMU TTAPTHEPAMH.
ITo dhakcy 0OBIYHO HE TIEPETAIOTCS:
— opuruHaibl KoHTpakToB (Original contracts);
— akkpenuTnssl (letters of credit);



cuyeta-hakTypel (invoices) W Ap. BaXXHBIE TOKYMEHTHI, KOTOPBIC IEPECHUIAIOTCS 3aKa3HBIMU
NHCBMaMH JTHOO0 TIePeatoTcs C KyphepoM.

2. DnextponHas mouta (E-mail) sBnsercst Hanbonee MOMyNSpPHBIM U CaMbIM MPOCTHIM TMPHIOKECHUEM
rio0anbHON KOMIMBIOTEpHON ceTH Internet, oxBaTbiBaromieii 6osnee 100 cTpaH M AECATKH MHIJUIMOHOB
MIOJIb30BATEINEH.

DNeKTpOHHAsl MOYTa TO3BOJSIET COKPATHTh PACXOIbl HA JOCTAaBKY IMCEM M OTIPaBKy (akcoB, a
TaKXe YMPOCTHTh OOMEH KOPPECHOHACHIMEH MEXKAY NESIOBBIMH MapTHEpaMH. | JTaBHBIM HEZOCTaTKOM
AJIEKTPOHHOM TIOYTHI SBIIIETCS cabast 3aIIuTa IepeaaBacMoin 1o Hel HHpOpMaITiH.

[pocreiimmm penteHueM U OOJNBIIMHCTBA HEOONBIINX KOMIAHUH M OM3HECMEHOB 3allafHBIX CTPaH,
MO3BOJIAIONIEE MM THOJYYUTh JOCTYH K Internet, sBISIOTCS KOMIBIOTEp ¢ MoaeMoM (modem) wu
kommytupyemoe (dial-up) coemunenue c y3moBbIM KommbioTepoMm (host) mo TtenedoHHOUM NHMHUM.
Bo3moxHOCTE TOmAacTh B ceTh, HaOpaB HOMep TenedoHa Y3IOBOrO KOMITBIOTEPA, HEMOCPEICTBEHHO
BXOJAIIIIET0 B Internet, Mpe0CTaBISIOT MECTHBIE MTOCTABIINKU CETEBBIX YCIyT (service providers).
TexHUUECKH DHIEKTPOHHAS MoYTa — OOMEH HHU(POBBIMH COOOLICHUSMH MEXIY aapecamMH BHIA
[momp30Barens | (@[ uHTEpHET-TIPOBAiiAEp |.[IOMEH]. Homen - COKpAIIeHHE CTpaHBI 15071
OpTraHU3aMOHHOTO THIA (OOBIYHO COm).

Tunel opranu3anuii. AHDIOTOBOpAIIMEG (0COOGHHO aMEPHUKAHCKHE) TPEIIPUATHS  UMEIOT
npoduipHBIe ToMeHbI. Anpec biff@math.utoronto.ca Oymer o3HadaTh, YTO €ro MOIB30BaTENb, T-H budd,
pabotaer Ha MaTtake TOPOHTCKOTO YHUBEPCHUTETA.
com  KopHnopauus
edu  obOpasoBarenbHOE YUPEKICHUE
govV  TpaBHUTEIBCTBEHHBIN OpraH
mil BOCHHOE BEIOMCTBO
net MHTEPHET-KOMITAHHUS
org OpraHu3aIys
[Tanka 31€KTPOHHON MOYTHI
JenoBble cooOlIeHnss HAYMHAIOTCS CO CTaTUCTUKU: to (mosy4arens), from (OTmpaBHUTENb) W WHOTIA CC
(xormm). CkpbITBIE KOITMHM 0003HauaroTes Kak bee. ['maBHoe — subject (Tema) kak 3aronoBok nrcbMa. OHa
JIOJDKHA TOYHO OTHCHIBATH cojiepkaHue. CpouHble COOOIIEHHST MOKHO TIOMEYaTh KPACHBIM (pIIasKKOM.
O-TI0YTOBOE BCTYILIEHUE
JenoBele coobmennst HaunHaroTest ¢ Dear. .. u 3akanunBatotcst Best wishes wnu (Best) regards. B Tekcre
aBTOp YTO-TO YTBEP)KAAeT, COOOIIAET, CIpAlIMBaeT, OTBEYaeT, oOcyxknmaer, mpocutT... CyTh ciemyer
u3J1araTh B IIepBoM ab3arie.

[Tpumepst hopMaTbHOTO BCTYIIIICHUSI:

Following our meeting / phone conversation, ...B npogo/okeHne Haliel BCTpedn/ IeperoBopa, ...
With reference to ...  Co ccpuiKoOif Ha ...

Regarding our ... OTHOCHTEIBHO ...

I’m writing to confirm ... [Tumry moaTBEpAUTS ...

Te3ucel yacTo M3Marar0T MOPSAKOBBIM CIIHCKOM, a ITOJPOOHOCTH MPHIIATaloT.

D-TI0YTOBOE 3aBEpIIECHHUE

[Mpumepst hopManbHBIX 3aBEpIICHUT:

For additional information, please ... 3a moapoOHOCTAMH, TOXKATYHCTA, ...

We look forward to doing business with you  Byzxewm paasl coTpytHHYECTBY ¢ BAMU

JlenoBeie cOOOIIEHUST TOXKE COAEPIKAT OJIOKU Toinucu (UMs, TOJDKHOCTh, TenedoH, ¢akc, aapec), HO
yaie OrpaHUYMBAIOTCS JIMIIh YKa3aHHeM aBTopa. JIMIIHUM OyaeT W MOBTOPSATH YXKE aBTOMATHYCCKH
MIPUCBaNBaEMbIH IEKTPOHHBIN ajpec.

CoxkpallleHus1, HCII0JIb3YEMbIE B 3JICKTPOHHBIX MHUChMaX

AAMOF As A Matter Of Fact B cymHocTH

AFAIK As far as | know HACKOJIBKO 51 3HAIO

BTW By TheWay «cratu

CuU see you yBugumcst

F2F  face to face HaeIuHe

FOAF Friend of a Friend U3 TPETBUX PYK

FYA For Your Amusement «k Bamieil pagocTa

FYI  For Your Information «x Bamemy cBeeHHIO

HSIK How Should | Know? mnonsrus He nMero



IMO  In My Opinion mo MoeMy MHEHHIO

IMHO In My Humble (Honest) Opinion 110 MOEMY CKPOMHOMY MHEHHUIO
IOW  In Other Words nusiMu ci1oBaMu

IWBNI It Would Be Nice If  xoporo 651

KIS  Keep It Simple rosopu mporre

NRN No Reply Needed OTBET HEOOA3aTENECH

0S Operating system orepanruoHHas CHCTeMa

OTL Over The Line cBepx momoxeHHOrO

OTOH On The Other Hand ¢ apyroii cTopoHsI

R Received IOJTyYEHO

TFS  Thanks For Sharing  cmacu6o 3a ccbuiky

TIA  Thanks in Advance 3apaHee Garomapex

WOBTAM Waste of Bloody Time and Money MOTEPsl BPEMEHU U JICHET
WRT With Respect To C YBOKEHHEM K

Bonpocs! 1 3aganus:
1. [ToaroToBhTECH K 0OCYKACHUIO TEOPETUIECKOTO MaTepHaa.
[IpaBuna odopmienus coyxebnoit 3amucku. CocraBisromme QakcoBoro coobmenus. [Ipasmma
HAIMCAaHUSA AIIEKTPOHHOTO co00IIeHUs. COKpAIeHHS, UCIIOIb3yEMbIE B AIIEKTPOHHBIX COOOIICHHX.
2. Brimonaure 3agadus:
1). CocraBbTe (akc ¢ COOOIICHHEM O NEPEUYMCICHHU JCTIO3UTA 33 MPOXKUBAHKE B TOCTHHUIIE BaIllMX
YYaCTHUKOB KOoH(pepeHInH (HrupM- TapTHEPOB, a TAKXKe O 1aTe X NPUOBITH Ha KoH(epeHiuio B [Ipary.
2). Hanmmute cooOIieHne mo IeKTPOHHOM 1Mo4Te ¢ MPOck00il paccMOTpPeTh BO3MOXKHOCTh O BBIICICHUH
Bam ¢uHaHCOBOIM MOMOIIH JJIsl YYaCTHs B CUMIIO3UYME, OPTKOMHUTET KOTOpOro oToOpan Bamr gokian mst
BBICTYIJICHUS B OTHOM CEKLHUU.
3). CocraBbTe (hakcoBOE COOOIIEHNE OPTaHU3ANMUOHHOMY KOMHTETY TOPTOBO-TIPOMBIIIJICHHON BEICTABKH
¢ mpock0oil 3a0pOHUPOBATH 7 OJHOMECTHBIX HOMEPOB B TOCTHHHIIE JUIS WICHOB Balledl TPYIIbI U3
pacuera He 6osee 50 nomapos CLIA B CyTky Ha YeoBeKa.
4). TloaTBepauTe TO 3IEKTPOHHOW TOYTE MOJydeHWe HWH(pOpManuUyd OT MapTHEpPOB Mo OwmsHecy 00
OTIIpaBKe MapTHH Ipy3a. He 3a0yabTe 3aMoIHUTD CTPOKY «TeMa COOOIIECHHSD».
5). CoobmuTe mapTHepam Mo OuW3HECY 00 M3MEHEHHMM Balllero 3JCKTPOHHOrO ajapeca ¢ 1-ro gucia
CJIEITYFOIIIEr0 MecsIla B CBS3H C peOpraHu3aInell yCiayr TeJIeKOMMYHHKAIINH B BallleM PETHOHE.
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!
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 12th June concerning Paraffin Wax. We are pleased to inform you
that today we have sent you, by parcel post the following samples of Paraffin Wax:

Grade A = Melting point 52 -54 C

Grade B = Melting point 51 -52 C
We can offer you 100 tons of Paraffin Wax grade A at the price of $ 50 per English ton and 100 tons of
Paraffin Wax Grade B at $ 45 per English ton. Both prices include delivery. Shipment can be made within
three weeks of receipt of your order. The Terms of payment and other conditions are stated in the
enclosed copy of our General Conditions forming an integral part of our Sales Contract. This offer is
subject to the goods being unsold on receipt of your reply.
Please let us hear from you as soon as possible.



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. | have heard from my friend Mr. Bill
Eastman, a student at Duke University's Fugua 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. | have,
in particular, worked for American Airlines, the Federal Aviation Administration, and Kurth&Company,
Inc., an aviation consulting firm where | 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. | 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 1S) 748-3037. | 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.
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. | 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 | am enclosing a copy of our invoice.
We look forward to receiving your payment by return.
Yours sincerely,
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 | do in my present position is that of a PA. | deal not with the
routine work of a secretary, but also represent the Assistant Director at small meetings and functions, and
| am delegated to take a number of policy decisions in his absence.
Your advertisement asked for knowledge of languages. My English is fluent and | have kept up my
French. | 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. | have just completed a one-
month course at the City College in addition to the previous courses | attended when | was with Johnson.
| am particularly interested in the situation you are offering, as | would like to become more involved
with computer technology. | 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, | am used to working with
technicians in the field of computers. | 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:

— noctaBka Ha ycioBusax CIF, Capatos;

— neHa 60 1omapoB 3a eUMHULLY TOBapa;

— LIBET: YEPHBIN, CEpbIi U CUHU;



— pasmepsl: L u XL;
— (dhopma oraTa: Oe3HATMIHBIA pacyeT.

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:

- OIMUMIIHUTE OCHOBHBIC TCEXHHUYCCKHUE XapaKTCPHUCTHKU I/I3I[CJ'II/H71, KOTOpPBIE IIPOMU3BOOUT 100
I[I/ICTpI/I6I>}OTOpOM KOTOPBIX ABJIACTCA Bama KOMIIaHMH;

- OTMETHTE T€ OCOOECHHOCTH PISIICHHP'I, KOTOpB&BIC, 110 BameMy MHCHHIO, BBII'OJHO OTIMYAKOT UX OT
AHAJOTUYHBIX TOBAPOB Balinx KOHKYPEHTOB;

- YKaXHuTe, Ha KaKOW CpPOK CIyXObl paccuuTaHpl Bamm w3menws, KakoBa MPOOIKUTEIHHOCTh
rapaHTUHMHOIO CPOKa, Kakylo NOJJEpKKy Bailla KoMIaHus OKa3bIBaeT MOJIb30BATENAM 3THUX HW3JEJIHH,
CKOJIBKO I/IS,I[GJ'II/IFI 1 B KaKH€ CpOKHU Bama xoMnaHusa roroBa mocTaBUTh TIOKYIIaTEIIO.

HpaRaneCRoe 3anaTue Nel3. Bponnponaﬂne MeECT B TOCTHHHILIC. BpOHI/IPOBaHI/Ie ONJIeTOB IJIA
IyTelecTBHUIA.
Lenb: ¢dopMupoBaHUE y CTYACHTOB PEYCBOH, S3BIKOBOM M KOMMYHUKATUBHOW KOMIICTECHIUM JJIst
OCYIICCTBJICHUA NCITOBBIX KOHTAKTOB.
B pesynbpTaTe 0CBOCHUE TEMBI CTYACHT JOJIKEH
3HATh: OCHOBHBIE TPaMMaTHYECKUE SBJICHHS, XapaKTepHbIe I Po(ecCHoHaIbHON pedn; IEKCHIECKIE U
CHUHTAKCUYECKHE 0COOCHHOCTH O(HIIMATBHO-IEIIOBOTO CTUJISI B AHTJIMHCKOM SI3BIKE;
YMETh: ONpCAC/IATL CTHICBYIO HNPHHAAJICIKHOCTD AHTIIMHACKHUX TEKCTOB O(bI/I]_[I/IaJ'II)HO-ILeJIOBOFO CTWJIA,
BUACTL XapaKTCPHBIC CTHUIICBBIC YCPThI; YUTATH O(i)I/ILII/IaJ'ILHO-L[eJ'IOBLIQ TEKCTHI paSHHqHOﬁ CTCIICHU
CJIO)KHOCTH, CTpPOUTH JUAJIOTUYECKYI0O W MOHOJOTHMYCCKYIO pPE€Yb C HCIOJbB30BAHUEM Hauboiee
ynOTpCGI/ITeHBHHX JICKCUKO-TPAaMMATUYCCKUX CpEACTB B OCHOBHBIX KOMMYHUKATHBHBIX CUTyalUAX
O(I)PILIHaJ'ILHOFO 06]].[6HI/I$I; MNOHHUMATh AUAJOTHYCCKYIO U MOHOJIOTMYCCKYIO PE€Yb 110 H3y‘leHHOﬁ TEME.
AKTyaJIbHOCTh TeMBI: 00yCIIOBIIEHA HEOOXOIUMOCTEIO OBianeHus YK-4.
TeopeTnyeckasi 4acThb:

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. | 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
. 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
. Asking questions or Inquiring:

w

SN



Could I ask you, a question, Sir?
Do you need anything else, sir?
May | have your first name?
May | have your name, please?
Your initials, please?
May | have your room number?
May | have your signature here, sir?
May | know who I am talking to?
May | ask who the next is?
May | be of your service, madam?
May | recommend our XXX to you, sir?
May | help you with that, madam?
Is there anything else I can do for you, madam?
. 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!
. Apologizing:
I am terribly sorry, sir.
Excuse me
I am awfully sorry
| 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
. Answer to apologizing:
Itis OK
No problem
No problem at all
That is all right
It does not matter
It is nothing
. 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
. Answering Thanks:
You are welcome
It’s my pleasure
My pleasure
With pleasure



Thank you
. 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’1l look into the matter
I’ll be with you in a moment
It won’t be too long, sir
Please take it easy, madam
. Directing to a destination:
Come with me, | 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
. 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’1l be happy to do it
Yes, | will
My name is X, if there is anything we can do for you, just let us know
. Declining any offer:
I am terribly sorry sir, | 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
. 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
. 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
. 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
. Expressing concern:
Are you ok, sir?
Is everything all right?
Are you all right, sir?
I hope you did not hurt yourself
. Agreeing on anything:
Certainly sir
Definitely
That’s true
Absolutely, sir
. When you don’t understand something:



- Could you repeat please?

- I am sorry, sir. [ don’t get your point.

- Could you speak more slowly?

- 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, | have to go. Nice talking with you

- We all look forward to serving you again

- Hope you enjoyed staying with us

BOHpOCI)I H 3aaHUA:

1. [loaroToBBTECH K 0OCYKISHUIO TEOPETUIECKOTO MaTepHraa.

[leperncka mo opraHu3anmuM pa3MemnieHus. YacTHBIA 3ampoc O OpPOHUPOBAaHWH MECT B TOCTHHHUIIE.
KopniopatuBHblii 3ampoc o OpoHHpoBaHUM MecT B roctuHuIe. [Ipockba 0 pesepBupoBaHNH Ouiera Ha
camorert. [Ipocs6a o pesepBupoBanny OmiieTa Ha TIoe3[, mapoxo/. [lepenmcka mo opraHu3aIy MOE3AKH.

2. [IpounTaliTe U IEpPEBEIUTE TUAJIOT.

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 | 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 | 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, | 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. | guess you understand our policy.

Agent: May | 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 | 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.

3. [lepeBenute BoipakeHus. [locTpoiiTe TUAIOTH, UCTIONB3Ys JaHHBIC Ppasbl.
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 | 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 I haven’t got any record of that.

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

IIpakTu4yeckoe 3ansaTue Nel4. IleperoBopsl Kak Aeji0Basi KOMMYHUKALUS.
Lenb: ¢dopMupoBaHUE y CTYACHTOB PEUEBOHM, S3BIKOBOW M KOMMYHUKATUBHOW KOMIICTCHIIMM JIJIS
OCYIICCTBJICHUA NCITOBBIX KOHTAKTOB.
B pesynbpTaTe 0CBOCHUE TEMBI CTYACHT JOJIKEH
3HATh: OCHOBHBIE TPaMMAaTHYECKHE SBJICHMS, XapaKTepHbIE I MPo(ecCHOHaIbHON pedr; IEKCHIECKIe U
CUHTAKCUYECKHE OCOOEHHOCTHU O(bI/IHI/IaJH)HO-I[CJ]OBOFO CTHJISA B aHTJIMMCKOM SI3BIKE;
YMETh: ONpCAC/IATL CTHICBYIO HNPHHAAJICIKHOCTD AHTIIMHACKHUX TEKCTOB O(bI/I]_[I/IaJ'II)HO-ILeJIOBOFO CTWJIA,
BUACTL XapaKTCPHBIC CTHUJICBBIC YCPThI; YUTATH O(I)I/ILII/I&J'ILHO-L[QJ’IOBLIC TEKCTHI paSJIPI‘lHOfI CTCIICHU
CJIO)KHOCTH, CTpPOUTHL JUAJIOTUYECKYI0O W MOHOJIOTMYCCKYIO pPE€Yb C HUCIHOJIb30BAHUEM Hauboee
ynOTpe6I/ITeHBHHX JICKCUKO-TPAaMMATUYCCKUX CpEACTB B OCHOBHBIX KOMMYHUKATHBHBIX CUTyalUAX
O(I)PILIPIaJ'ILHOFO 06H.[6HI/I$I; MNOHHUMATh AUAJIOTHUYCCKYIO U MOHOJIOTHYCCKYIO PE€Yb I10 H3yquHOfI TEME.
AKTYyaJbHOCTb TEMBL: 06ycn0BJIeHa HEOOXOANMOCTBIO OBanenus YK-4.

TeopeTnyeckasi 4acThb:

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.
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:

. On behalf of ... I would like to welcome you to ...

. It's my pleasure to welcome you to ...

. 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:

. I will now hand you over to Mr. Brown___ , who is ...

. I will now hand the floor over to Mr. Adams , who is ...

. Now let me hand the meeting over to my colleague, Ms. Jones , who ...
General outline of a proposal:

. May | ask, please, what your proposal is in connection with our company?
. 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 | fully understand your point.
. What exactly do you mean by ... ?

. Could you be more specific?

Defining a proposal more specifically:

. It involves ...

. It covers ...

. It includes ...

. It leaves out ...

Reassuring:

. Let me reassure you that ...

. I can promise you that ...

. 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:

. Can we summarize your position up to this point?

. Would you care to summarize your position up this point?
Confirming a negotiating position:

. Is that an accurate summary of where you stand?



. Would you say that is a fair representation of your position?
Probing / Looking for options:

. Just for the sake of argument, what if ...

. Can | ask a hypothetical question? Suppose that ...

4. Bargaining

Signalling the start of bargaining:

. We've looked at what you have proposed, and we are ready to respond.
. After serious consideration, we are prepared to respond to your proposal.
Responding to a proposal:

. Regarding your proposal, our position is ...

. Our basic position is ...

. 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:

. May we offer an alternative? We propose that ...

. We'd like to make an alternative proposal. We propose that ...

. 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?

. Let's take a closer look at this problem.

. I would like to analyze this situation and get to the bottom of the problem.
Asking for concessions:

. In return for this, would you be willing to ...?

. 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).
. I'm sorry, but we must respectfully decline your offer.

Asking for further information:

. Would you like to elaborate on that?

. Could you go into more detail on that?

6. Closing

Checking:

. Let's just confirm the details, then.

. Let's make sure we agree on these figures (dates / etc.).

. Can we check these points one last time?

Delaying:

. We would have to study this. Can we get back to you on this later?

. We'll have to consult with our colleagues back in the office. We'd like to get back to you on it.
Accepting:

. We are happy to accept this agreement.

. This agreement is acceptable to us.

. I believe we have an agreement.

Bomnpocs! 1 3apanus:

1. [loaroToBBTECH K 0OCYKICHUIO TEOPETUIECKOTO MaTepHaa.

OcHOBHBIE (PYHKIIMM W TOJXOABI K TMEpPEeroBopHoMy mporeccy. CTparermueckue Ied U MPUHIIUITEI
BEJICHMsI [IEPErOBOPOB. DTalbl U TaKTHUYECKHE MPUEMBI BEJCHHS MEPErOBOPOB. 3aBepllieHHe Mpoiiecca
MIEPETOBOPOB, PE3YJIbTATHI 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... . | want to make it clear that.... Why don't we ... ?
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...? | 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, | think that would be satisfactory to us. I'm afraid we can't accept that. | 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 | 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.

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.

IIpakTHyeckoe 3ansaTHe Nel5. IlpoBenenue npe3eHTanuiil ¥ BHICTYNJIEHUH.
Llens: dopMupoBaHuEe y CTYJICHTOB PEYEBOW, S3HIKOBOM W KOMMYHHUKATHBHON KOMITETCHITUH JIJISI
OCYILECTBIICHUS JEJIOBbIX KOHTaKTOB.
B pesynberaTe 0cBO€HHE TEMBI CTYIEHT T0JKEH
3HATh: OCHOBHBIE TPaMMAaTHYECKHUE SIBIICHHS, XapaKTepHBIE JJIsl MPO(ECCUOHANBHON Pevr; JeKCUIeCKHe 1
CHUHTaKCHYECKUE 0COOEHHOCTH O(PUIIHATIBLHO-IEJIOBOI0 CTHJISA B AHIVIMICKOM SI3BIKE;
YMETh: ONpPEAETATh CTHICBYIO NMPHHAIICKHOCTh AHTIIMHCKHX TEKCTOB O(HUIMaIbHO-IEIOBOTO CTHII,
BUJIETh XapaKTEpHbIC CTHIEBBIE YEPThl; YUTATh OQHIMAIBHO-AEIOBbIE TEKCThl PA3IMYHON CTEIEHU



CJIOKHOCTH, CTpPOUTH JUAJTOTHUYECKYI0O W MOHOJIOTHYCCKYIO pPE€Yb C HUCIHOJB30BAHUEM Hauboiee
yHOTpe6I/ITCJ'IBHLIX JICKCUKO-TpaMMaTUYECKUX CPEACTB B OCHOBHBIX KOMMYHHUKATHBHBIX CHUTyallUAX
O(l)I/IHI/IaJ'II)HOFO 06HI€HI/I$I; NMOHUMATh AUAJOTUYCCKYIO U MOHOJIOTMYCCKYIO PE€Yb 110 H3y‘leHHOﬁ TEMCE.
AKTyaJbHOCTD TEMBI: 00yCIOBIeHa HEO0OX0AUMOCTHIO oBNaaeHus: YK-4.
TeopeTuyeckasi 4acThb:
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 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.

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 ‘[ 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.

BOHpOCBI H 3a1aHUA:

1. [loaroToBBTECH K 0OCYKICHUIO TEOPETUIECKOTO MaTepHaa.

HpeZICTaBHeHI/Ie 06651 B MCXKKYJIBTYPHBIX KOMMYHUKAIUAX. PCKOMCHZIaHI/II/I 110 MMOATOTOBKE IMPE3CHTAIUN
n BbicTymuieHus. CTpyKkTypa mpe3eHTauuu. BceTyrieHwe, mpefcTaBieHHE TpoOJIeMbl, OOBSICHEHHE
CYIIHOCTH HpO6J’ICMBI C 0H0p0f/i Ha WUTIOCTpAUWu, NpCAJIOKCHUA 110 PCIICHUIO HpO6J’IeMBI, O606H.I€HI/I€,
3aKJIFOUYCHUC.

2. HquHTaﬁTe, MEPEBCANTE TCKCT U3 TeopeTI/I‘{eCKOﬁ YaCTH U BBIIIOJHUTC CICAYIOIINUC 3aIaHUA

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?

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.

IIpakTuyeckoe 3anaTHe Nel6. TesedonHbie pa3roBopnbl. DiaeKTPOoHHBIN oduc. UHTEpHET.
Lenp: ¢dopMupoBaHue y CTYACHTOB pEYEBOH, S3BIKOBOW M KOMMYHHUKATHBHOW KOMITCTEHIIMH JIJIS
OCYHICCTBJICHUS AC€JIOBBIX KOHTAKTOB.

B pe3ynbraTe 0CBOEHUE TEMBI CTYACHT JAOJIKEH
3HATh: OCHOBHBIE TPaMMaTHYECKUE SBJICHHS, XapaKTepHBIE I MPO(HEeCCHOHANTBHON pedr; IEKCHIECKHe U
CHUHTAKCHYECKHNE OCOOEHHOCTH O(I)I/II_II/IaJ'ILHO-,Z[CJ'IOBOFO CTWJISL B aHTJIMICKOM SI3BIKEC,
YMETh: ONpCAC/IATE CTHICBYIO HNPHHAIJICIKHOCTD AHTIIMHACKUX TEKCTOB O(bI/I]_[I/IaJ'II)HO-ILCJIOBOFO CTHWJIA,
BUACTH XapaKTCPHBLIC CTHUJICBLIC YCPThI; YUTAThH O(bl/ILII/IaJ]I:HO-ILCJIOBBIC TEKCThI pa3anHoﬁ CTCIICHU
CJIOXKHOCTHU; CTPOUTH OJUHAJTOTHYCCKYH0O U MOHOJIOTHYECKYIO p€Yb C HUCIIOJb30BaHUEM HauOolee
YHOTpC6I/ITCJH>HbIX JICKCUKO-TPAaMMATHUYCCKUX CpPCACTB B OCHOBHBIX KOMMYHUKATHBHBIX CUTyalUAX
oHIMANEHOTO OOMIEHHUST; TOHUMATh JUAJIOTHYECKYI0 K MOHOJIOTHUYECKYIO pedb MO N3YYeHHOH TeMe.
AKTyallbHOCTh TeMBI: 00yCIIOBIIEHAa HEOOXO0IUMOCTEIO OBNaneHust Y K-4.
Teopernyeckasi 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 |
speak to Mr. Banes?

— 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 | 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 | 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-1-L-K-I-N-S.

— Yes, that's it.

— I'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!” — Amo. 51 Gbl XOTeN MOrOBOPUTH C T-HOM I 'puUHOM,
noxkainyiicra!

Can I have a word with him? — Mo)xHO MHE TIOTOBOPHUTH C HUM?

Could you put me through to Mr. Green, please? — CoenuHuTe MeHs, MOKaIy#cTa, ¢ T-HOM [ pHHOM.
Who's this, please? — Kto y tenedona?

Who's speaking? — Kto rooput?

Mr. Green speaking. — 'oBopwur r-u ['puH.

Is that Mr. Green? — Oro r-u I'pun?

Speaking. — Cayrraro.

You've got the wrong number. — Bel OImOIuCh HOMEPOM.

Sorry, you must have the wrong number. — M3punuTte, Bol, 10KHO OBITH, OITHOINCE HOMEPOM.
It's the wrong number. — 310 He TOT HOMED.

Sorry to have bothered (troubled) you. — M3sunwnTe 3a 6€CIIOKONHCTBO.

The line is engaged/busy/occupied. Can you hold on? — Homep 3anst. Bel MoxxeTe He  Bemiath TpyOKy?
The line is dead. — JTunus HercnipaBHa

The line is clear. — Jluaust cBo6o1HA

I'll see if he is in. — S mocMoTpIO, HA MECTE JIH OH.

I'm afraid he's out at the moment. — ITo Moemy, ero ceiivac Her.

I'm afraid he is not available. — Borocs, ero ceituac Her.

Will you leave a message? — Ilepenars eMy 4TO-HHOYIb?

Could you take a message? — Bor He Morim ObI TTepeaaTs eMy Koe-4To?

telephone / switchboard operator -renedonnct(ka)

telephone charges / bill — maTa 3a TenedoHHbIe pa3roBops!

pick / take up the receiver — cusaTh TpyOKy

ring off / hang up- monoxuTe TPyOKY

hold the line / wire — ne kmagure TpyoKy

to ring smb back — nepe3sonuts

to answer a call — orBeuaTh Ha 3BOHOK

to make an appointment — Ha3zHauyath BcTpedy (Ie0BYIO)

receptionist — cexperaps (BeAyIInii MPHEM ITOCETUTENEH); PETUCTPATOP; aAMUHUCTPATOP CAYKOBI TIpHeMa
Y pa3MeneHus (B TOCTHHHUIIE)

Bomnpocs! 1 3apanus:

1. [ToaroTOBBTECH K OOCYKIICHUIO TEOPETHUECKOTO MaTepHaa.

IToarororka k TeneponHOMY paszroBopy. Kak orBeTuTh Ha 3B0HOK. Kak NMpuHSATH 1 niepenaTh COOOIICHHE.
Kak mepecnpocuts. [lone3Hbie BeipaxkeHust i TenehOHHBIX pa3roBopoB. Kak octaBuTh coOOIIEHNE Ha
aBTOOTBETYMKE. BrIOOp cTmiis oOIIeHuss B Tene)OHHOM pasroBope. MHTEpHET B JKM3HM COBPEMEHHOI'O
ob1mecTBa u B OM3HECE.

2. Beimonaure 3agaHus:



1) OctaBbTe cOOOIIEHNS HA aBTOOTBETYMKE CBOMM TapTHEpaM I0 OM3HECY B CIICAYIONTUX CUTYAITHIX:

2) Practice leaving messages on the answering machine of your business partners:

1. you are calling to confirm your arrival time;

2 you are calling to ask their parking lot location;

3 you are calling to invite them to a press conference;

4, you are calling to let them know how many people will be present at the reception;

5 you are calling to remind them of their promise to bring sample of product for tomorrow’s

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 | 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. It'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) - | hear you are going to work in a joint venture. Have you already learnt English?

— Unfortunately I'm only just learning English. | speak English poorly. And | 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 2307 -No, 213.

— 213. O’kay, I'll tell him.

3) — It's Mr. Livingston calling.

— Sorry | can't hear you. Say it again, please.

— Mr. L-i-v-i-n-g-s-t-0-n.

— Oh, Mr. Livingston, Mr Clifford is expecting you at 4.

— I'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) Mucrep Kmuddopn tompko uro nonpocun CHHIW HUCHPaBUTH OMMOKU B mporokoine. OHa B3sia
NPOTOKOJ 1 ynTaeT ero. OHa ye 3aMeTHsIa U HCIIPaBUIIa JIBE OLIMOKH.

0) S cobupatroch paboTarb Ha COBMECTHOM mpeanpusituu. IlosToMy s AOMKHA TOBOPHUTH IIO-
aHTnuiicku. SI OBl XOTena TOBOPUTH MOo-aHTIHUiiCKK Oernio. Ho s ToipKO Haudama m3ydaTrh 3TOT SI3BIK.
Ceifgac s TOBOPIO Ha HEM IUIOXO.

B) - Amo!

- MI3BuHUTE, HE BemIaiTe TpyoKy, moxanyicra... Cekperapb muctepa Kimuddopmaa cioymaer.



- Muctep Kinuddopa mpocuin MeHs mo3BoHUTh. Most haMuinst CBEHCOH.

- Mucrep Ceencon u3 Hopeerum?

-Jla, IpaBUIIBHO.

-Muctep Knuddopa oxxuaaer Bam 380HOK. CoeTUHSIO.

T) - A0, MO’KHO TTIOTOBOPHTH ¢ MUCTEPOM JIMHIOHOM?

- K coxxanenwro, ero ceituac HeT. MoXkeT OBITh, BB XOTUTE €My YTO-HUOYAb IepenaTs?

-/la, moxxamyiicta. Y MeHs Ha3HaueHa ¢ HUM BCTpeua 3aBTpa B 3 yaca, HO 5 He

cMmory npuiTd. He cMor 061 OH co MHOM BCTPETUTHCS Mocne3aBTpa? S mo3BOHIO

CETO/IHS BEYEPOM.

- A MOXHO y3HaTh Bame ums?

- O, m3Bunute. Mucc Kapana u3 Kanassl.

- Sl mepenam emy Bamry npocs0y, mucc Bane.

1) CoBMecTHbBIE TpEANIPHUATHS Ha TeppuTopun Poccnu — 3TO MpEANpHsITUS X y4acTHEM POCCUHCKUX U
3apyOeXHBIX MapTHEpoB. Jlons poccuiickoro xamurana AoJDKHA ObITh He MeHee 51 mpouenrta. Takue
MPENNPUATHAS TOMYHHAIOTCA POCCHHCKOMY 3aKOHOMATeNbCcTBY. OHH mouexar o0s3aTeTbHOMY
CTPaxOBaHUIO, BHITNIAYMBAIOT HAJIOTH, O0ECIIEUYMBAIOT YCIOBUS TPyZa, OIUIATYy M COIMAIBHBIE TapaHTHU
CBOUM CITYKaIl[FM.

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.

IIpakTHyeckoe 3ansaTie Nel7. Padota ¢ ncrounukamMu uHpopManum (TeKyueil mpeccoi,
NHCbMaMHU, TeJIerpaMMaMHU, PEKJIAMHbIMH NPOCIIEKTAMM).
Lemnp: dopMupoBaHue y CTYACHTOB pEYEBOH, S3BIKOBOW M KOMMYHHUKATUBHOW KOMITCTEHIIMH JIJIS
OCYIICCTBJICHUA ACITOBBIX KOHTAKTOB.
B pe3ynbTaTe 0CBOEHNE TEMBI CTYACHT JOJIAKEH
3HATb: OCHOBHBIC I'PAMMATUYCCKUC SABJICHUS, XaPAKTCPHBIC JJII HpO(l)eCCI/IOHaJ'IBHOI?I peyu; JICKCUICCKUC U
CHUHTaKCUYECKHE 0COOCHHOCTH O(PHIINATEHO-/ICIIOBOTO CTHIISL B @HTJIMHCKOM SI3BIKE;
YMETh: ONpPECAC/IATL CTHUICBYIO HNPHUHAIJICKHOCTD AHTIIMHACKUX TEKCTOB Oq)HHHaHBHO-JleJIOBOFO CTHUJIA,
BUACTL XapaKTCPHBIC CTHUIICBBIC YCPThI; YUTAThH O(I)I/ILII/IaHLHO-L[CJ'IOBLIC TCKCThI pa3J’II/I‘lH0ﬁ CTCIICHU
CJIOKHOCTH, CTpPOUTb [JUAJIOTUYCCKYHDO U MOHOJOIMYCCKY0O pPC€Yb C HUCHOJIb30BAHUCM Hauboee
ynOTpCGI/ITeHBHHX JICKCUKO-TpaAaMMAaTUYCCKUX CpPECIACTB B OCHOBHBIX KOMMYHUKATHBHBIX CHUTyalUAX
O(I)I/ILII/IEIJ'IBHOFO 06H.[6HI/I$I; MNOHHUMATh AUAJOTHUYCCKYIO U MOHOJIOTMYCCKYIO PE€Yb 110 I/I3y‘leHHOI71 TEMC.
AKTyaJbHOCTb TEMBI: 00yCJI0BIeHa HEOOX0AUMOCThIO OBiaaeHust YK-4.
TeopeTnyeckasi 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. | deal with people and incoming mail. Dealing with people is one
of the most important parts of my job. I find it very enjoyable. | 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. | 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 | 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 [kaerikta'ristiks] — xapakrepHbie 4epTbl, 0COOCHHOCTH
loyalty — BeprOCTB

trustworthy ['trAstwa:01] — Ha/Ie)KHBIH, 3aCITyKUBAIOIIHNA JOBEPHS
relationship — orHomeHus

involve — Bosiekars (3a co0oit)

responsibility — oTBeTcTBEHHOCTE

conscientiousness [konfi'enfasnas] — 1006p0OCOBECTHOCTh

prompt — orepaTHBHBIH, OBICTPHII

flexible — serko npucnocabauBarOIIUIACS, THOKHI

confidentiality [konfiden[i'elsti] — koH}UIEHIIMATEHOCTH

key factor — ocHoBHOI (hakTOp, KIFOUEBOH (haKTOp

be dedicated ['dedikeitod] — 6bITE TpeTaHHBIM

initiative [i'nifativ] — nHUIMaTHBA

act — nelicrBoBaTh, NOCTYIATh

handle — cripaBisiThest

summary — KpaTkoe M3J10KEHHE

take minutes — BecTr TIPOTOKOJT

professionalism [pro'fef(9)nslizm] — mpodeccnonanusm

tense — HanpsHKEHHBIN

work under deadline pressures — paboTaTs HaIIPsHKEHHO, C YUETOM CPOKOB
be of great value ['vaelju] — ObITh IEHHBIM

presentation [prezen'teifn] — ymeHue ce0s mpenoHeCcTr
appropriately [o'proupristli] — coorBeTcTBYIOIIMM 00pazom

deal with — umets meno (¢ yemM-n60, KEM-ITHO0)

input on the computer — BBOIUTH JaHHBIE B KOMITBIOTED
incoming mail — Bxoasias moyra

walks of life — chepsr xuzHn



outnumber — IpeBOCXOANTE YHCIEHHO

get through — no3BouuTHCS

annoy — paszapaxarb

frustrating [frAst'reitin] — paccTpauBaromuii, pa3apaxaroniui,
attire [o'taio] — Hapsm, omexaa

immaculate [1'makjulot] — Oe3ynpednsrit

jewelry ['dzu:olri] — roBenupHBIC U3AENHUS, YKPALICHUS
well-groomed — yxosxeHHBII

necklace — oxepenbe

match — mogxonurs

nail-varnish ['neilva:nif] — max mis HorTei

heavy make-up — MHOTO KOCMETHKH

perfume ['pa:fju:m] — apomar, 3anax, 6aroyxaHue, JyXu

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.

Bonpock! u 3ananus:
1. [loaroToBRTECH K OOCYKISHUIO TEOPETUIECKOTO MaTepHaa.

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?

c) 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?
0) 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 gquestion to
discuss.

- All right, Cindy. Show himin.

2) — Mr. Clifford, do you have to go to the bank today? — No, I don't. | can go to the bank tomorrow.

3) — Can | 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 | 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 | type his correspondence, make appointments for him, talk to the
visitors and take telephone calls. | also do the filing. At the meetings | 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............ VSRR PRRTI then. There was............ ONE...oveeerenns in it was
- IR , some shelves,............. chairs, Qevererrererineens and AN type-writer in
RIS

There nothing else.

Mr. Clifford............... [0 T then.....coeeine did everything..........

IIpakTuueckoe 3ansaTue Nel8. buznec-koMmmyHuKamnus B AelictBun. busnec-iany. CBerckast
Oecena.



Hens: dopMupoBaHHE y CTYICHTOB PEYEBOM, S3BIKOBOM M KOMMYHHUKATHBHOM KOMIICTCHIIUH JIS
OCYHICCTBJICHUS ACJIOBBIX KOHTAKTOB.
B PE3YIbTATC OCBOCHNUE TEMBI CTYACHT JOJIKCH
3HATh: OCHOBHBLIC T'PaMMAaTUYCCKUC ABJICHUA, XapPAKTCPHBIC JIA HpO(beCCI/IOHaJlI)HOI\/'I peun; JCKCUIYCCKUC U
CHUHTAKCHYECKHNE OCOOEHHOCTH OCI)I/IHI/IaJ'IBHO-I[CJ'IOBOFO CTWJISL B aHTJIHICKOM SI3BIKEC,
YMETh: ONPEACIIATE CTHUJICBYIO NPHUHAIJICKHOCTD aHTIIMHACKUX TEKCTOB OCI)I/IHI/IaJ'IBHO-,I[eJ'IOBOFO CTHIIA,
BUACTL XapaKTCPHBIC CTHUJICBBIC YCPThI; YUTATH Oq)I/IHI/Ia.]'II)HO-I[eJIOBLIe TEKCThI pa3J'IH‘lH01>i CTCIICHU
CJIOXKHOCTHU; CTPOUTH OJUHAJIOTHYCCKYH0O U MOHOJIOTHYECKYIO p€Yb C HUCIIOJIb30BaHUEM Hauboiee
yHOTpe6I/ITCJ'IBHLIX JICKCUKO-TpaMMaTU4YECKUX CPEACTB B OCHOBHBIX KOMMYHHUKAaTHBHBIX CHTYalUsAX
O(l)I/IHI/IaJ'II)HOFO 06HICHI/I$I; NMOHUMATh AUAJIOTHUYCCKYIO U MOHOJIOTMYCCKYIO PE€Yb I10 H3y‘IGHHOI>'I TEME.
AKTyaJbHOCTb TEMBI: 00yCIOBIeHa HEO0OX0AUMOCTHIO oBNaaeHus: YK-4.
TeopeTnueckasi 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 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.

* 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 — MmexxkyIBTYpHOE OOIIEHHE

interpersonal interaction — MeXIIMYHOCTHOE B3aMMOJIEHCTBHE

diverse background — pasauunbie, HecxoaHbIE (DOHOBBIC 3HAHUS

verbal — cioBecHsri

nonverbal — oTHOCSIIHICS K HECIIOBECHOM HH(DOPMAIMHU, HECTOBECHBIN
multiple — pazHooOpa3HbIii

identifiable — pasniurmerit

preference — npeanourerne

revert — oOpamarscsi BHOBb, 00pamaThCs

context — curyarnus, OKpyxeHue, cpena, (OKpyXkaroiias) 00CTaHOBKa, 00CTOSATEIILCTBA, COCTOSHUE
pace — ckopocCThb, TEMII

rational — panmoHaIbHBIH, 11eJIeCO00Pa3HbIN

emotive — SMOLIMOHAJILHBIN

assertiveness — yBepeHHOCTB B cebe

age — cTapocCTh, MPEKIOHHBIH BO3PACT, CTAPIIIEe MOKOJICHHE

assumed — nperonaraeMplid, 10MyCKaeMbIi

unambiguously — HeIBYCMBICTIEHHO, OJHO3HAYHO

disrespectful — neBexxnmBBIit

precisely — TouyHO, B TOYHOCTH

understanding — ocMBICIEHYE, TIOHMMAaHHE, TIOCTHKEHHE

beating around the bush — moaxomuTs k A€My u3maneka, rOBOPUTH OOMHSAKAMH, XOIUTh BOKPYT JIa OKOJIO
directness — OTKpOBEeHHOCTB, TPIMOTA

equate — mpupaBHUBATh, CYUTATH PABHBIM

CONVeY — BeIpakaTh, TlepeiaBaTh

subtle — HeyOBUMBIIA, €1Ba pa3INYNMBbIH

indirectness — ykiioHYMBOE MOBEICHUE, BBOAAIICE B 320y K/ ICHHE
politeness — BeKIMBOCTD, YITHBOCTE, 00XOAUTETLHOCTD

speech pattern — xapTrHa peYeBBIX CUTHAIOB, MOJEb PEYEBOTO OOIICHHS
engagement — gesTenbHOE YIacTHE, B3aUMOICHCTBIC

reflection — pasmeiierne, 06 yMbIBaHUE; Pa3ayMbe



thoughtfulness — riay6oxomeiciie

status — oO1IecTBEHHOE IOJI0KEHHE, TIOJIOKEHNE B 0011IECTBE/KOMITAHH N

ritualize — cobmromats 0Ops B!

Convention — Tpaaunus, rmpaBujia NOBEACHUS; YCJIOBHOCTDb

linear — mpssMosTHHERHBII

take turns — menaTh (4To-IM00) IO OUEpENH, NEHCTBOBATE IIOOYEPEIHO

people-oriented — oprueHTHPOBAHHBIH Ha MOBECHUE JTIOACH

passionate — rmoaBep;KEHHBIN CTPACTAM, IBUIKHHM, CTPACTHBIH

morale — MopaibHO€e COCTOsTHIE, OOIINI HACTPOI

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 — HaBBIKY U CTHIN OBEAECHUS

reduce — ocabiIsITh, IOHMWKATH, COKPAIIATh, YMEHbIIIATH

confusion and miscommunication — 3amenraTeabCTBO/MyTaHHIIA U OMIMOKH B IIPOIIECCE OOICHUS
tips — moackasku

host culture — poanas/6a3oBas KyinbpTypa

do research — u3y4utsb

background noise — hoHOBBIE TOMEXH, TOCTOPOHHUIA IITyM

crowd — Tonma

specific setting — cenmansHas 06¢cTaHoOBKa, 0COOBIM 00pa30M OPraHM30BAHHOE BPEMSI M MECTO JEHCTBUS
lighting — ocBerenue, ceer

space setup — opraHu3ariysi IPOCTPAHCTBA

sensitivity — BoCIpHUMYHBOCTD, CIIOCOOHOCTH K OBICTPOMY PEarkpOBaHUIO



be patient — zamactuce TepriennemMm

tempo — remn peun

tolerate — momyckatb; TepneTh, MO3BOJIATH, pa3pellaTh

ambiguity — 1ByCMBICTICHHOCTh TOJIKOBAHHS, HEICHOCTh

make Sense — UMeThb CMBICI, ObITh TOHATHIM

encounter — mepBoIi OMBIT (OOIIEHHS ¢ YeM-JIH00), TTIEPBOE 3HAKOMCTBO, HECOKUTaHHASI BCTpeUa
resolve — paspemats (mpodiemMy), HCIIPaBIISATh, PeIIaTh

point of being irresolvable — sramn, HaunHast ¢ KOTOPOro YTO-TUOO CTAHOBUTCS HEPA3PEIIMMbIM
collective pronoun — cobupartensHOE MECTOUMEHNE

defuse — cHATB OCTPOTY, CriIaXXKUBaTh, CIYCKaTh Ha TOPMO3axX

refer to people by hame — oGparaThbCst K JTFOIIM 110 UMCHH

comments — KOMMEHTapUH, CYXKICHHS

areas of agreement — Bonpochl, 1o KOTOPBIM BO3MOYKHO COTJIAIIICHUE; Chepa Coriaacus
outweigh — mepeBemmnBaTh; OBITH O0OJIeE BAKHBIM

isolate — BEIOpATh, BBIACTHUTH

benefit — usBnekars moB3y, BHITOLY

Bonpock! u 3ananus:

1. [loaroToBRTECH K OOCYKISHUIO TEOPETUIECKOTO MaTepHaa.

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
background

body language

business letter
communication
communication skills
complaint

complementary close
context

conversation

convey

destination address
enclosure

intercultural communication
interlocutor

interpersonal interaction
memo

message

miscommunication nonverbal communication



opening

postscript

printed letterhead
reference

request

response

return address
salutation

tempo

to communicate in writing
to communicate orally
to discuss an issue

to keep a record

to resolve

to take turns

to tolerate

verbal communication
ZIP code

PA3JIEJI 4. PABOTA B COEPE HH®OPMAILIMOHHBIX TEXHOJIOT A

IpakTuyeckoe 3ausaTue Nel9. Cnenuanuctsi B chepe IT.
Lenb: ¢dopMupoBaHUE y CTYACHTOB PEUEBOHM, S3BIKOBOW M KOMMYHUKATUBHOW KOMIICTCHIIMM JIJIS
OCYIIECTBJICHUS JICTOBBIX KOHTAKTOB.
B pesynbpTaTe 0CBOCHUE TEMBI CTYACHT JOJIKEH
3HATh: OCHOBHBIE TPaMMaTHYECKUE SBJICHUS, XapaKTepHbIE I MPO(HEeCCHOHANTBHON pedr; IEKCHIECKIE U
CHUHTAKCUYECKHE 0COOCHHOCTH O(HIINATBHO-IEIIOBOTO CTUJISI B AHTJIMHCKOM SI3BIKE;
YMETh: ONpCAC/IATL CTHICBYIO HNPHHAAJICIKHOCTD AHTIIMHACKHUX TEKCTOB O(l)I/I]_[I/IaJ'II)HO-IleJIOBOI‘O CTWJIA,
BUJIETh XapaKTEePHBIE CTWIEBBIE YEPTHI; YUTATh OQHUIIMAIHLHO-IETOBBIE TEKCTHl Pa3INYHOW CTETIeHU
CJIOKHOCTH; CTPOHWTHh JUAIOTHYECKYI0 M MOHOJOTHYECKYI0 peuYb C WCIIONBb30BaHUEM Hamboee
ynOTpCGI/ITeHBHBIX JICKCUKO-TPAaMMATUYCCKUX CpEACTB B OCHOBHBIX KOMMYHUKATHBHBIX CUTyalUAX
OQUIHATFHOTO OOIICHUS; TOHUMATh TUAJIOTHYECKYI0 K MOHOJIOTHUYECKYIO PEYb 10 U3YIEHHOW TEME.
AKTyaJIbHOCTh TeMBI: 00yCIIOBIIEHAa HEOOX0IUMOCTEIO OBNaneHust Y K-4.

TeopeTnyeckasi 4acThb:
What is an I'T Professional and what does one do?

When you hear the title IT professional, do you have an understanding what it actually means? Or, what
he or she does? If you are a professional of any kind, you are engaged or qualified in a profession that
requires special education, skill or training. All three are necessary requirements for an IT professional to
tackle today’s computing world.

IT professionals characterize or conform to the ethical or technical standards of a profession. Technical
standards move forward in every industry. But the speed of the IT industry arguably moves at a more
broad and rapid pace.

IT, also known as information technology, indicates the transfer or other use of information through
computers or computer systems. IT professionals do a number of different tasks. They are the people who
test, build, install, repair, or maintain the hardware and software associated with complex computer
systems in one or more locations.

Some companies will hire several IT professionals throughout the world in order to maintain their wide
range of networks of computer systems. The nature of the internet allows IT professionals to do their jobs
from any location. But in certain instances, like when there is a hardware issue, the IT professional will
need to physically alter the broken system.

Once an IT professional is employed, he or she will constantly be acquiring new IT skills and training.
This is because not every company that IT professionals service will use one coding language, one
operating system, one database tool or one methodology.



https://www.dynamixsolutions.com/technology-expertise/

What an IT professional does can be difficult and requires a significant level of knowledge and skill.
However, a college degree is not always a necessary qualification. Many IT professionals do in fact earn
degrees from universities and colleges as a way to increase their likelihood of securing a good job.

There are many different types IT professionals that exist. Each type focuses on more than one element
of computer system analysis or maintenance. For example, a programmer is an IT professional who
creates computer platforms and programs by writing computer code. This particular position is often
entry-level, but senior programmers take on more responsibility as they move up. These responsibilities
include being in charge of their teams and fixing a damaged program or one that isn’t functioning

properly.
What does a Network Administrator do?

A network administrator is responsible for keeping an organization’s computer network up-to-date and
operating as intended. Any company or organization that uses multiple computers or software platforms
needs a network admin to coordinate and connect the different systems. Seems simple enough—but
there’s another common IT job title that may trip you up: systems administrator.

So, is a network administrator the same thing as a systems administrator?In short—not really. But the
lines can blur depending on the work environment. Careers in IT can sometimes take a page from the
rules of Whose Line Is It, Anyway?—“Where the titles don’t matter and the duties are made up!” While
that’s clearly a bit of an exaggeration, in many smaller organizations, the terms “network administrator”
and “systems administrator” are often interchangeable as they cover the same tasks. That being said, the
differences between network and systems administrators become much clearer in large organizations. The
best way to differentiate between the two is to examine the type of work they do—so let’s dive in.

The duties of a network administrator will vary considerably depending on the organization they work
for. Some work as broad, jack-of-all-trades generalists who cover everything from hardware setup to
troubleshooting servers while others have a much narrower focus.

Here are some sample network and systems administrator job duties. In environments where the duties of
network administrators and systems administrators are split and more clearly defined, the italicized duties
align more with systems administrators:

Configuring network hardware like servers, routers and switches;
Upgrading and repairing computer networks;
Troubleshootingnetworkissues;

Assisting network architects with the design of network models;
Deployingandupdatingsoftware;

Managing servers and their operating systems;

Implementing security measures and basic testing;

Managing cloud and physical network storage.

Bonpocs! u 3aganus:
1.ITepeBeauTe cieayomnme cjoBa u cjioBocoyeTanus u3 texcra What does a Network
Administrator do?

network administrator

systems administrator
interchangeable
ajack-of-all-trades generalist
hardware setup

anarrow focus

toconfigurate network hardware

troubleshooting network



to implement security measures

to managing servers
up-to-date network

2. Complete these definitions with jobs from the box

SwWw N

3. Jessica Martin is a new IT Support team leader. She writes an email to introduce herlT Support
team. Complete the email with: am, is, are, their, our, my

Dear Colleagues Es

My name (1) Jessica Martin and | (2) the IT Support leam 1

leader. The IT Support team members (3) Mahmoud Al Banawy

EN Ibrabim and Guido Pittert. Mahmoud (4) our network administrator

Ell and Guido (5) sysiem maintenance officers. (6) job is 1o

keep our systems going. (7) JOD 15 10 support you ‘

(8 contact number (9) 675 567 567

Best regards

Jessica Martin -
v
—

4. You are a new Network Administrator in a company, write an email to your colleagues to
introduce yourself, give your contacts.

5. Make a short oral summary of the text «What is an IT Professional and what does one do» (5-7
sentences).
6.Tell the rest of the group about your dream job. Use your notes to help you.

Example: My dream job is... . Idesign/solve/analyze....

IpakTuueckoe 3anaTHe Ne 20. OCHOBHbIE YaCTH KOMIILIOTEPA
Hens: dopmupoBaHHE y CTYICHTOB PEYEBOM, S3BIKOBOM M KOMMYHHUKATHBHOW KOMIICTCHIIUH JIs
OCYILECTBJICHUS EOBBIX KOHTAKTOB.
B pesynbpTaTe 0CBOCHUE TEMBI CTYACHT JOJIKEH
3HATh: OCHOBHBIE IPaMMaTHYECKHE SBJICHMS, XapaKTepHbIe I Mpo(ecCHoHaIbHON pedn; TEKCHIECKIE U
CHHTAKCUYECKHE 0COOCHHOCTH O(PHUIIMATBHO-IEIIOBOTO CTHIISI B aHTJIMHCKOM SI3BIKE;



YMETb: OIPEAENATh CTHJIEBYIO NPHHAUICKHOCTh AHIVIMICKAX TEKCTOB OQHINAIBHO-AEIOBOTO CTHIIA,
BUJICTh XapaKTEePHBIC CTHJIEBBIE YEPTHI, YNTATh O(UIMAIBHO-IEIOBBIE TEKCTHI PAa3IMYHON CTEHNECHU
CIIOXHOCTH; CTPOMUTb JHUAJOTMYECKYH0 U MOHOJOTMYECKYI0 pedb C HCIOIb30BaHUEM Hauboree
YIOTPEOUTENBHBIX JIEKCUKO-TPAMMATHUYECKIUX CPEICTB B OCHOBHBIX KOMMYHHKAaTHUBHBIX CHTYaIUSIX
oumansHOro O0IIEHNS; TOHUMATh JHATOTHYECKYIO 1 MOHOJIOTHYECKYIO pedb 110 H3YYECHHON TeMe.
AKTyaJbHOCTb TEMBI: 00yCIIOBJIeHa HEOOXOAUMOCThIO OBNaeHust YK-4.

Teoperuyeckasi YacTh:
What is a computer?

A computer is an electronic machine which can accept Storage devices (hard drives, DVD drives or flash dr
ata in a certain n, process the data, and give orovide 2 permanent storage of
the resuits of the processing in a specihied format a Disk drives are used 10 read and write da
informatior Inputdevices-r sble datatog o the

rst. data is fed into the compute proee v The of ry. The  § MIMON INDUT Oy .~ e o

hen the Broaram is run. th nouter performs aset of  ouse and the keyboard Output devices =nabl:

) ' dr extractitnen neg produ from the systi

Q. 1 monitor
printer

A [ f

ftware. Hardware is any electronic or mechanical part og
you can see or touch. Software is a set of instructions POt S0y

illed a program. which tells the computer what t

\ere are three basic hardware s¢ the central
processing unit (CPU), main memory and peripherals

nAC + mact infliisntial Fcamonne
D & mo £ 1 )

Expenses Balance
(e.g. payroll,
services,
publicity)

iIncome

(e.g. sales,
stocks,
interest)

Bonpocel u 3ananus:
1. Read the text «What is a computer? », translate it. Make a short oral summary of the text (5-7
sentences).

2.Find the name of the element of this computer system in the text «What is a computer? ».




In pairs, label the elements of this computer system.

3. Match these words from the text (1-9) with the correct meanings (a-i).
1 software a theln =5

O 0 N OV WU & W N
o " n Qa

4. Work in pairs. Make a list of acronyms. Ask and answer questions.
Example: A: What does HTML stand for/mean?
B: It stands for/means ....

IpakTuyeckoe 3ansaTHEe Ne 21. BHyTpeHHsIsl cCTEMa KOMIIBLIOTEpa
Uens: dopmupoBaHWe y CTYIEHTOB PEYEBOM, S3BIKOBOW M KOMMYHHUKATUBHOW KOMIIETCHIIUH IS
OCYIIECTBJICHUS JICTOBBIX KOHTAKTOB.
B pesynbpTaTe 0OCBOCHHE TEMBI CTYIEHT TOJDKEH
3HATh: OCHOBHEIE I'PAMMAaTHYECKUE SBIICHHUS, XapaKTepHbIE I IPo(ecCHOHaIbHON pedr; IEKCHIECKHUE U
CHHTAKCHUYECKHE 0COOCHHOCTH O(DHUIINATBHO-IEIIOBOTO CTHIISL B aHTITUHCKOM SI3BIKE;
YMETh: ONpEIENATh CTHICBYIO NPHHAIC)KHOCTh aHTIMHCKUX TEKCTOB O(HIINAIBHO-IEIOBOTO CTHIIS,
BUJICTh XapaKTEPHBIE CTWJIEBBIE YEPTHI; YUTATh OQUIIMAIHLHO-IEIOBBIE TEKCTHI Pa3jINMYHOW CTEICHU
CJIIOHOCTH; CTPOUTHh JHAJOTHYECKYd) M MOHOJIOTHYECKYI0 pedyb C HCIOJIb30BaHUEM Hauboee
YIIOTPEOUTENBHBIX JIEKCUKO-TPAMMATHYECKHUX CPEJICTB B OCHOBHBIX KOMMYHHKATHUBHBIX CHTYaIUSIX
o(HIIMANLHOTO OOIIEHHUST; TOHUMATh TUAJIOTHYECKYI0 1 MOHOJIOTHUYECKYIO pedb M0 N3YYeHHOH TeMe.
AKTyaJIbHOCTh TeMBI: 00yCIIOBIIEHAa HEOOXOIUMOCTEIO OBNaneHus Y K-4.

TeopeTnyeckast 4HacTh:

What is inside a PC system?
A computer is made up of different components like the motherboard, processor, display, RAM, etc. Each

component has to do its own set of jobs in coordination with other components to make the computer
work correctly. Let’s see what are the internal components of a computer.



Motherboard

The basic building block of a computer, whether it’s a laptop or a desktop, is a green colored printed
circuit board called Motherboard. All the other components are connected to it and use various circuits
and interfaces to communicate with each other. For a desktop computer, you only have to open one screw
in order to gain access to what is inside the computer. But for a laptop computer, it’s tedious and
frightening job.Motherboard houses various components like memory slots, sockets, chipset, clock
generator, expansion slots, storage connectors, etc.

Processor

You might have heard it an uncountable number of times that a processor or a CPU (Central Processing
Unit) is the brain of a computer. Often, in the case of desktops, people confuse the CPU with the cabinet.
But it’s a small chip placed on the socket of the motherboard and is responsible for all the calculations
and input/output operations to be done in order to process the data. Modern computers have small-sized
CPU chips known as Microprocessors.

A microprocessor houses the two components of a processor, processing unit and the control unit, on a
single small IC. Modern microprocessors come as single core or multi-core. A multi-core microprocessor
such as the Intel Core i7, have more than one processing units (cores) present on a single chip.

The basic task a processor has to perform can be divided into three categories:

elt gathers the necessary program data to be processed. For this, the data is first shifted from the
hard drive to the RAM of the computer then to the CPU.

eThe CPU then processes the data on the basis of some rules and regulations, known as Instruction
Set, it already knows.

eFinally, the processed data is ready. It then follows the steps the programmer has included in the
program. For example, the processed data can be displayed on the screen or saved to the hard
drive.

Cache

It is a memory supplement used by the CPU while it’s busy with the processing jobs. Cache memory
contains the data which is often required by a CPU like the program instructions. It is easier for the CPU
access the cache memory first than going for the larger ones. Cache memory is way faster than RAMSs and
hence it’s costlier. So, the size of the cache memory is kept very limited.

The cache memory is present on the CPU chip itself.

Cache memory comes in levels like L1 cache, L2 cache, and L3 cache. The CPU first searches for the
required data in L1, then L2, then L3, and L4 if it exists. Finally, if none of the cache memories are able
to provide the required data, it will access the RAM. Cache memory is very vital to a computer. A
computer with a faster processor and less cache will perform worse than a slower processor with more
cache. But this doesn’t mean that a 20-year-old processor puffed with excess cache could outperform a
present-day processor.

RAM

Random Access Memory is one of the vital parts of a computer. If you take out the RAM chip out of your
computer, it won’t start. It is faster than the hard drives and is used to store program data which is
currently used by the CPU. But RAM suffers from short-term memory loss. What does it mean? It holds
data only when it receives power. Once you turn off your computer all the data will be lost. That’s the
reason it can’t be used as a permanent storage solution in a computer.



The RAM chips we use on our laptop and desktops differ in size. The reason is to make the memory chip
compact for the laptops. But they have the same functionality and powers. Dynamic RAM integrated
circuits, known as Dual-Inline Memory Module (DIMM), are mounted on green colored PCB and then
called as DIMM chips. Memory variants like DDR, DDR2, DDR3, DDR4, etc. differ in the number of pin
counts they have.

Before DIMMs, SIMMs used to exist. The key difference between the two is the number of pin counts.
SIMMs have half the number of pins than DIMMSs. However, the number of pins will appear the same if

you take a casual look on them. A keen observation would lead to a conclusion that the pins on either side
of a SIMM are connected to each other which is not the case with DIMM.

Also, the SIMM supports a 32-bit data bus while DIMM supports 64-bit data bus. This allows the flow of
more data in the case of DIMM. The modern 64-bit CPUs would require an installation of two SIMMs
chips.A single DIMM would be sufficient for that. Hence, the SIMMs became obsolete with time.

Bonpocel u 3a5anus:
1. Read and translate the text «What is inside a PC system? », give your own definitions to the
terms: motherboard, RAM, CPU, cache memory, processing unit, control unit, DIMM.

2. Complete the diagram of a PC system, look in the text for help.

3. Match the sentence halves 1-8 to a-h.
1. Hanka is creating a) the software.

2. Philip is inserting anb) a check-up.

3. Raob is troubleshooting c) a file.

4. We are running d) a device.

o1

. Betty is connecting e) CDs.
6. They are burning f) image.

4. Write three sentences saying what you and your colleagues are doing at the moment in your
work or study.Use Present Continuous.



5. Work in a group of 3-4 students. Make a list of all the computer hardware you use in your work
or study.

IIpakTuyeckoe 3ausiTue Ne 22, YcerpoiicTBa BBoAa U BbIBOAA HHGOPMAIIHH

Llens: dopMupoBaHue y CTYOEHTOB pPEUYEBOM, SI3BIKOBOM W KOMMYHHKATUBHOM KOMIICTEHLIUH IS
OCYILIECTBIICHHUS ICTOBBIX KOHTAKTOB.
B pesynbraTe ocBOeHHE TEMBI CTYIEHT JOJDKEH
3HATh: OCHOBHBIE TPAMMAaTHYECKHUE SIBICHHS, XapaKTepHbIE AJsl MPO(ECCHOHANBHON PeUH; JEKCUIECKHE 1
CHUHTAaKCHYECKHE 0COOEHHOCTH O(PHIIMATBLHO-IEJIOBOTO CTHJIS B AHIJIMIICKOM SI3BIKE;
YMETh: ONPEIETSATh CTHIEBYIO NPHHAICKHOCTh AHIVIMICKUX TEKCTOB O(HIMAIbHO-IENI0BOIO CTHII,
BUJIETh XapaKTepHBIC CTHIEBBIC YEPTH; YUTATh OQHIMANBLHO-AETIOBBIE TEKCTHI DPA3IHMYHON CTEIEHU
CIIO’)KHOCTH; CTPOUTH JAUAIIOTHYECKYI0 M MOHOJOTHYECKYI0 pedyb C HCIOJIb30BaHHUEM Haubolee
YIOTPEOUTENBHBIX JIEKCUKO-TPAMMATHUECKUX CPEICTB B OCHOBHBIX KOMMYHHMKATHBHBIX CHTYaIlHsIX
o(HIMATBEHOTO OOIIEHHUST; TOHUMATh TUAIOTHUYECKYI0 1 MOHOJIOTHUECKYIO Pedb M0 U3yYCHHOW TeMe.
AKTyaJbHOCTb TEMBI: 00yCIOBIeHa HEOOXOAUMOCThIO OBaaeHus1 YK-4.
Teoperuyeckasi YacTh:
Input and output devices

An input device sends information to a computer system for processing, and an output device
reproduces or displays the results of that processing. Input devices only allow for input of data to a
computer and output devices only receive the output of data from another device.

Most devices are only input devices or output devices, as they can only accept data input from a user or
output data generated by a computer. However, some devices can accept input and display output, and
they are referred to as 1/O devices (input/output devices).

For example, as you can see in the top half of the image to the right, a keyboard sends electrical signals,
which are received by the computer as input. Those signals are then interpreted by the computer and
displayed, or output, on the monitor as text or images. In the lower half of the image, the computer sends,
or outputs, data to a printer, which will print the data onto a piece of paper, also considered output.

Input devices

An input device can send data to another device, but it cannot receive data from another device.
Examplesofinputdevicesincludethefollowing.
o Keyboard and Mouse - Accepts input from a user and sends that data (input) to the computer.
They cannot accept or reproduce information (output) from the computer.
e Microphone - Receives sound generated by an input source, and sends that sound to a computer.
e \Webcam - Receives images generated by whatever it is pointed at (input) and sends those images
to a computer.
e Scanner
e Game controller

Output devices

An output device can receive data from another device and generate output with that data, but it
cannot send data to another device. Examplesofoutputdevicesincludethefollowing.

e Monitor - Receives data from a computer (output) and displays that information as text and
images for users to view. It cannot accept data from a user and send that data to another device.

e Projector - Receives data from a computer (output) and displays, or projects, that information as
text and images onto a surface, like a wall or a screen. It cannot accept data from a user and send
that data to another device.

e Speakers - Receives sound data from a computer and plays the sounds for users to hear. It cannot
accept sound generated by users and send that sound to another device.

BOHpOCbI U 3aJaHUA:

1. Read and translate the text« Input and output devices».Label the pictures 1-8 with the words
from the text.


https://www.computerhope.com/jargon/i/inputdev.htm
https://www.computerhope.com/jargon/p/processi.htm
https://www.computerhope.com/jargon/o/outputde.htm
https://www.computerhope.com/jargon/i/io.htm
https://www.computerhope.com/jargon/i/input.htm
https://www.computerhope.com/jargon/k/keyboard.htm
https://www.computerhope.com/jargon/m/mouse.htm
https://www.computerhope.com/jargon/m/micrphon.htm
https://www.computerhope.com/jargon/w/webcam.htm
https://www.computerhope.com/jargon/o/output.htm
https://www.computerhope.com/jargon/m/monitor.htm
https://www.computerhope.com/jargon/p/projecto.htm
https://www.computerhope.com/jargon/s/speaker.htm

[
2. Complete the sentences, describing devices.

O N s W N -

3. In pairs choose one of the input devices and describe its functions and features. Try to guess
which device your partner is describing.

4. Complete the text about the mouse with these verbs:click, double-click, drag, grab, select, move,
control.

Mouse actions
A mi use allows you
move around the screer ] i
movements with the arrow key nt
take much longer, As
on your desk, the pointer on the
same direction. The pointer u
arrow, Or a pointing nand, gepenaing
doing
A mouse has one or more butt
the computer. For example {
insertion point or choose a menu opt -
] )
(pres d a f )
outton, and the option that
The mouse NSO used t
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Hens: dopMupoBaHHEe y CTYICHTOB PEYEBOM, S3BIKOBOM M KOMMYHHKATUBHOW KOMIICTCHIIUM IS
OCYIIECTBIICHHS JIEIIOBBIX KOHTAKTOB.
B pesynbpTaTe 0cBOGHHE TEMBI CTYACHT JOJIKEH
3HATh. OCHOBHBIC TPAMMATHUYCCKUE SBJICHUS, XapaKTepHBIC I MPOGECCUOHANIBHON peun; TCKCUIESCKUE U
CHHTAKCHUYECKHe 0COOEHHOCTH O(PHIINATbHO-/IEIOBOTO CTHIISI B @HTIIMHCKOM SI3BIKE;
YMETh: OMNpPENENATh CTHIEBYIO NPUHAMICKHOCTh AHTIUHCKAX TEKCTOB O(MHIIMAIBHO-IEIOBOTO CTHIIS,
BUJICTh XapaKTCPHBIC CTUJICBBIE YEPTHI; YUTATh OQUIIMATHLHO-ICIOBBIE TEKCThI Pa3IMYHOW CTEIICHU
CIIOKHOCTH; CTPOUTHh JHAJOTHYECKYl0 W MOHOJIOTHYECKYI0 pedb C HCIONb30BaHHEM Hamboiee
YHOTPEOUTENBHBIX JIEKCHKO-TPAMMATHYECKHX CPEACTB B OCHOBHBIX KOMMYHHKATHBHBIX CHTYAIIHSIX
OUIMATLHOTO OOIICHUS; TOHUMATh TUATOTHYECKY0 K MOHOJIOTHUYECKYIO Peyb M0 U3YYCHHOW TEME.
AKTyaJIbHOCTh TeMBI: 00yCIIOBJICHA HEOOXOIUMOCTEIO OBaneHus YK-4.

TeopeTuyeckasi 4acThb.

Computer Hardware

Computer hardware is the physical components that a computer system requires to function. It
encompasses everything with a circuit board that operates within a PC or laptop; including the
motherboard, graphics card, CPU (Central Processing Unit), ventilation fans, webcam, power supply, and
SO on.

Although the design of hardware differs between desktop PCs and laptops due to their differences in size,
the same core components will be found in both. Without hardware, there would be no way of running the
essential software that makes computers so useful. Software is defined as the virtual programs that run on
your computer; that is, operating system, internet browser, word-processing documents, etc.

Although a computer can function only when both hardware and software are working together, the speed
of a system will largely rely on the hardware used.

When building up a new computer, or simply replacing old parts, you may need to know the specific
hardware in your computer. The purpose of this guide is therefore to help you understand the inner-
workings of your computer.

Hard Drive

The hard drive is a storage device responsible for storing permanent and temporary data. This data comes
in many different forms, but is essentially anything saved or installed to a computer: for example,
computer programs, family photos, operating system, word-processing documents, and so on.

There are two different types of storage devices: the traditional hard disk drive (HDD) and the newer
solid state drives (SSD). Hard disk drives work by writing binary data onto spinning magnetic disks
called platters that rotate at high speeds, while a solid-state drive stores data by using static flash memory
chips.

Graphics Processing Unit (GPU)

Especially important for 3D rendering, the GPU does exactly what its name suggests and processes huge
batches of graphic data. You will find that your computer’s graphics card has at least one GPU. As
opposed to the basic on-board graphic capabilities that PC motherboards supply, dedicated graphics cards
interface with the motherboard via an expansion slot to work almost exclusively on graphic rendering.
This also means you can upgrade your graphics card if you want to get a bit more performance from your
PC.

Not only this, but modern GPUs fulfil a broad computational workload beyond just rendering, making
them an extension to the central processing unit.

Power Supply Unit (PSU)



A power supply unit, commonly abbreviated as PSU, does more than just supply your computer with
power. It is the point where power enters your system from an external power source and is then allocated
by the motherboard to individual component hardware. Not all power supplies are made equally however,
and without the right wattage PSU your system will fail to work.

A modern computer will generally need a PSU that’s rated between SO0W — 850W to effectively power
all hardware, although the size of the PSU will depend entirely on the power consumption of the system.
Computers that are used for highly intensive tasks such as graphic design or gaming will require more
powerful components and thus will need a bigger PSU to cater to this additional need.

Without the right amount of power, components won’t be able to run effectively and the computer might
experience crashes or simply fail to boot at all. It’s recommended to have a power supply that more than
covers your system usage. Not only do you guard yourself against system failure, you also future-proof
yourself against needing a new PSU when you upgrade to more powerful PC components.

Understanding your computer and its hardware components can prove very useful when the time comes
to upgrade or replace any parts, or when building a computer. Should a problem arise with the internal
workings of your computer, you will have a better understanding of the importance of each component,
the need for them to be in good working condition and how to go about solving any issues.

BOl'lpOCI)I U 3aJaHUA:

1. Read and translate the text«Computer Hardware». Answer these questions:
-What does RAM stand for?

- What is the main function of computer’s processor?
-What are the main parts of CPU?

-What does GPU stand for?

2.Read the advertisement and translate and translate the technical specification in Russian:

Dell Inspiron 9200

O Intel Core 2 Duo processor at 2,4GHz
O 2048MB RAM, expandable to 4GB
o
(o

S500GHE hard driwve Y

‘ Comes with Windows Vista Home Premium \/
|

3. Look at the list of term in the box and put each one in an appropriate place on the word tree
below. The first one has been done for you.



processor ROM expandable memory ALU DIMMs hard drive
RAM computer brain byte DVD system clock keyboard
mouse gigahertz printer megabyte webcam registers

4. A friend has asked you to recommend him a computer that suits his needs. He needs to be
able to access the Internet, play games and work with graphics, music and video files. Write an
email describing its technical features and saying why you recommend it.

IIpakTnyeckoe 3ansaTHe Ne 24. VYcrpoiictBa XxpaHeHuss uHbopmanun. MarsuTHbie
HOCHUTEJIN
Hens: dopMupoBaHue y CTYICHTOB PEYCBOM, S3BIKOBOW M KOMMYHUKATUBHOW KOMIICTEHIUM ISt
OCYIIIECTBIICHHS ICIIOBBIX KOHTAKTOB.
B pesynberaTe 0cBOEHHE TEMBI CTYAEHT T0JKEH
3HaTh: OCHOBHBIE IPAMMATHYECKHE SIBJICHNUS, XapaKTepHbIE IS TPO(PECCHOHAIBHOM Pedr; JIEKCHIECKUE U
CHHTAaKCHYECKHE OCOOEHHOCTH O(HIINATbHO-/IEIOBOTO CTUJISL B AHTJIMHCKOM SI3BIKE;
YMETh: ONPEAENATh CTHIEBYIO NMPHHAICKHOCTh AHTIIMHCKHX TEKCTOB O(HUIMAaIBHO-IEIOBOIO CTHIIS,
BUJICTh XapaKTEPHBIC CTHJIEBBIE YEPTHI, YNTATh O(UIMAIBHO-IEIIOBBIE TEKCTHI PA3JIMYHON CTEHNEHU
CIIOKHOCTH;, CTPOMTh JHAJOTMYECKY0 M MOHOJOTMYECKYI0 pedb C HCIOIb30BaHHEM Hauboiee
YIOTPEOUTENBHBIX JIEKCUKO-TPAMMATHYECKIUX CPEICTB B OCHOBHBIX KOMMYHHKAaTHUBHBIX CHTYallUsIX
oHLMANBEHOTO OOLIEHNS; TOHUMATh JUAJIOTMYECKYI0 K MOHOJIOTHUYECKYIO Pedb MO U3YYEeHHOH TeMe.
AKTyaJ bHOCTb TEMBI: 00yCIIOBJIeHa HEOOXO0UMOCThIO OBNIaeHus1 Y K-4.

TeopeTnyeckast 4acThb:



Magnetic storage

sentences:

Maanetic storage devices store data by magnetizing
particles on a disk or tape

A floppy disk is so called because it consists of a
flexible sheet of plastic, coated with Iron oxide-~ a
magnetizable material. A floppy disk drive spins at 360
revolutions per minute (rpm), so it's relatively slow
However, a hard drive spins at over 7
stores data on

200 rpm and

a stack of metal
rotating disks
called platters
This means you
can store much
more data

and retrieve
Information

The Inside of a hard drive

much faster

New disks need to be formatted before you can

use them, unless they come preformatted from

the manufacturer. When the disk is formatted, the
operating system (Q5%) organizes the disk surface into
circular tracks and divides each track into sectors. The
05 creates a directory which will record the specific
location of files, When you
save a file, the OS moves

the read/write head of the
drive towards empty sectors,
records the data and writes
an entry for the directory
Later on, when you open
that file, the OS looks for its
entry in the direc Lory, moves
the read/write heads to the
correct sector, and reads the
hle in the RAM area, However, formatting erases any
existing hles on a disk, so do not format disks on which
data that you don't want to lose is stored

The OS allows you to create one or more partitions
on your hard drive, in effect dividing it into several
logical parts. Partitions let you Install more thar
operating system (e.g. Windows and Linux

computer. You may also decide to split your hard drive
because you want to store the OS and programs on

one partition and your data files
istall the O

affecting the data partition

n another; i

VOuU Lo ren

The average time

read/
write heads to move and
find data is called seek
time (Or access time)

required for the

and it Is measured in loshiba !

milliseconds (ms); most mini hard drives are

hard drives have a seek In smali gaagers
PDA risrwell

time of 7 10 14 ms. Don't

onfuse this with transfer rate
mit data from the disk to the C}

the average spes
required to trar

measured in megabytes per second

How to protect your hard drive

Bonpoce! u 3aganus:
1. Read and translate the text «Magnetic storage».
2. Read the text again and decide whether these sentences are true or false. Correct the false

Don't hit or move the ¢ mputer while the hard dnve
IS spinning. Hard drives are very sensitive to vibration
and shocks, especially when they are operating; wt
the read/write head touches the rotating disk, it can
scratch and damage the disk surface. This is knowr
head crash

You shouldn't turn your computer off and on quick
Wait at least ten seconds to ensure that thy

stopped spinning

Check yvour hard drive requiarly for logical and phy:
errors. 1o check and repair a drive, you cat ) dish
diagnosls utility like Windows ScanDisk

To minimize the risk of data loss or corruption
should install an up-to-date virus scanner, You shoul

also back up your hard drive

reqularly

1. A hard drive spins at the same speed as a floppy disc drive.

2. If you format a hard drive that has files on it, the files will be deleted.

3. Hard drives cannot be partitioned to run separates operating systems on the same disc.

4. Seek time and transfer rate mean the same thing.

5. Disk drives are not shock resistant, especially in operating mode.
3. Complete the sentences with the words from the box.

when a problem occurs, without

e




capacity storage archiving hold secondary

-

There are basically three types of magnet device avallable to th mpu
user - hard drives, diskettes and tape
The fa3s'f PPy disk nly 4MB

1

Hard drives can hundreds of times more data than Hoppy disk

A portable hard drive is a good choica for storage

i A WN

Maanetic tapes are used for information that you no longer need 1o use

4. Precautions. Match the instructions (1-6) with the pictures (a-f).

Do not expose discs to the heat or direct sunlight.

Check for viruses before opening the files you receive from the Web or via email.
Make backup copies of your files.

Don’t shake or move your computer violently while your hard drive is spinning.
Keep your discs away from water and humidity.

Hold discs by the edges or by one edge and the centre hole.

1.
2.
3.
4.
5.
6.

I[IpakTnyeckoe 3anaTHe Ne 25. VYcrpoiictBa xpaHenusi uHpopmammu. Ontuyeckue
HOCHTEJIH
Lenb: ¢opMupoBaHue y CTyIEHTOB pPEYEBOM, SI3BIKOBOW MW KOMMYHHKATUBHOW KOMIETEHLIMH ISt
OCYIIIECTBIICHHS JEJIOBBIX KOHTAKTOB.
B pesynberaTe 0cBOEHHE TEMBI CTYAEHT T0JKEH
3HaTh: OCHOBHBIE TPAMMaTHYECKHE SIBICHUS, XapaKTEePHbIE 1151 NPO(ecCHOHATIBHON peyun; IEKCHYeCKHe U
CHHTAaKCHYECKHE OCOOEHHOCTH O(HIINATBHO-/IEIOBOTO CTUJISL B aHTJIMHCKOM SI3BIKE;
YMETb: OIpPEAENATh CTHIEBYIO NPHHAIICKHOCTh AHINIMHCKUX TEKCTOB OQHINAIBHO-AEIOBOTO CTHII,
BUJETh XapaKTepHbIC CTHJIEBBIE YEPTHI; YUTATh OQHUMAIBHO-AEIOBBIE TEKCTHl DPA3IMYHON CTENEHU
CJIO)KHOCTH; CTPOUTHh JHAJIOTMYECKYI0 M MOHOJIOTMYECKYIO pedb C MHCIHOJIb30BaHMEM Hauboee
YIOTPEOUTENBHBIX JIEKCHKO-TPAMMAaTHYEeCKUX CPEACTB B OCHOBHBIX KOMMYHHMKAaTHBHBIX CHTYalUsX
oHLMANBEHOTO O0LIEHNS; TOHUMATh JUAJIOTMYECKYI0 K MOHOJIOTHYECKYIO pedb M0 U3YYEeHHOH TeMe.
AKTyaJbHOCTb TEMBI: 00yCJIOBIeHa HEO0X0AUMOCTBIO oBNaaeHus: YK-4.

TeopeTnyeckast 4acThb:

Optical Disk Drive



An optical disk drive (ODD) uses a laser light to read data from or write data to an optical disc. These
include CDs, DVDs, and Blu-ray discs. This allows you to play music or watch movies using pre-
recorded discs. Computer software also often comes on one of these discs, so you need an optical drive to
install software. Most modern drives allow you to write to an empty disc, S0 you can create your own
music CDs or create a backup copy of important data.

Components

An optical disk drive uses a laser to read and write data. A laser in this context means an electromagnetic
wave with a very specific wavelength within or near the visible light spectrum. Different types of discs
require different wavelengths. For compact discs, or CDs, a wavelength of 780 nanometers (nm) is used,
which is in the infrared range. For digital video discs, or DVDs, a wavelength of 650 nm (red) is used,
while for Blu-ray discs a wavelength of 405 nm (violet) is used.

An optical drive that can work with multiple types of discs will therefore contain multiple lasers. The
mechanism to read and write data consists of a laser, a lens to guide the laser beam, and photodiodes to
detect the light reflection from the disc.

The optical mechanisms for reading CDs and DVDs are quite similar, so the same lens can be used for
both types of discs. The mechanism for reading Blu-ray discs, however, is quite different. An optical
drive that works with all types of discs will therefore have two separate lenses: one for CD/DVD and one
for Blu-ray.

In addition to the lens, an optical drive has a rotational mechanism to spin the disc. Optical drives were
originally designed to work at a constant linear velocity (CLV) - this means that the disc spins at varying
speeds depending on where the laser beam is reading, so the spiral groove of the disc passes by the laser
at a constant speed. This means that a disc spins at around 200 rotations per minute (rpm) when the laser
is reading near the outer rim of the disc and at around 500 rpm when reading near the inner rim.

This constant speed is very important for music CDs and movie discs, since you want to listen to music or
watch a movie at the regular speed. For other applications, however, such as reading or writing other
types of data, working at this speed is not needed. Modern optical drives can often spin much faster,
which results in higher transfer speeds. When you see an optical drive reported as a 4x drive, for example,
this means it can spin at four times the base speed (i.e., between 800 and 2,000 rpm).

An optical drive also needs a loading mechanism. Two general types are in use:
1. A tray-loading mechanism, where the disc is placed onto a motorized tray, which moves in and
out of the computer case.
2. Aslot-loading mechanism, where the disc is slid into a slot and motorized rollers are used to
move the disc in and out.
Tray-loading mechanisms for optical drives in desktop computers tend to be rather bulky.

For laptops, the tray-loading mechanism is much smaller.




Typical tray-loading optical drive for laptop computers

Different Types of Discs

The earliest optical disc used in computer systems was the CD. This allowed you to play regular music
CDs on your computer. Specifically for use in computers, however, CD-ROMs (Compact Disc Read-
Only Memory) were developed. These are like regular CDs but contain read-only media, such as data
files or software.

The CD-ROM became a widely used method to distribute software. Since the optical drives were used
only for CDs, it was often called a CD-ROM drive. The maximum storage capacity of a typical CD-ROM
is around 700 MB.

The next type of optical disc that came on the market was the DVD. Intended initially for movies, they
were quickly adopted in computer systems as well. The standard capacity of a DVD is 4.7 GB. More
recently, Blu-ray discs came on the market and have a standard capacity of 25 GB. Both DVD and Blu-
ray also exist in a double layer (DL) format, which effectively doubles their capacity.

Bomnpocs! u 3ananus:
1. Read and translate the text «Optical Disk Drive». Answer the questions:
1. What do CD and DVD stand for?
2. What is the main advantage of using DVDs instead of CDs?
3. What are pros and cons of optical discs and magnetic discs?

2. Translatethe words and expressions into Russian, make your own sentences using these words
and expressions:

Optical disc, laser beam, backward-compatible, read-only media, constant speed, wavelength, tray-
loading mechanism, slot-loading mechanism.

3. Look at the extracts from the text and put the words in italics into the right column of the table.

1 therefore

2 Furthermore

3 However, !

4 Asaresult h VB, whereas

5 In addition, a

Indicating addition Making contrasts Explaining the results or

 effects of something

4. Choose the correct word in brackets to complete the sentences.



I[pakTnyeckoe 3ansitue Ne 26. KomnbiotepHasi rpadgmka u au3aiin

Lenb: ¢dopMupoBaHUE y CTYACHTOB pPEUYCBOHM, S3BIKOBOM M KOMMYHUKATUBHOW KOMIICTCHIIMM JIJIS
OCYILECTBIIEHUS JEJIOBBIX KOHTaKTOB.
B pesynpTaTe 0CBOCHUE TEMBI CTYACHT JOJIKEH
3HATh: OCHOBHBIE TPaMMaTHYECKUE SBJICHUS, XapaKTepHbIE I MPO(heCCHOHATBHOMN pedr; IEKCHIECKHe U
CHUHTaKCUYECKHE 0COOCHHOCTH O(PHIIUATBEHO-/ICIIOBOTO CTUIISL B @HTJIMHCKOM SI3BIKE;
YMETh: OMpPENENATh CTHIEBYIO NPUHAMIEKHOCTh AHTIUHCKUX TEKCTOB O(MUIIMAIBHO-IEIOBOTO CTHIIS,
BUJIETh XapaKTEePHBIE CTWIEBBIE YEPTHI; YUTATh OQHUIMATHHO-IEIOBBIE TEKCTHl Pa3jINYHOW CTEIeHU
CJIIOKHOCTH; CTPOUTHh JAHMAJOTHYECKYl0 M MOHOJOTHYECKYI0 pedb C HCIOJIb30BaHHEM Hanboiee
YIOTPEOUTENBHBIX JIEKCUKO-TPAMMATHYECKHX CPEJICTB B OCHOBHBIX KOMMYHHUKATHUBHBIX CHTYaIUSIX
OQUIHATFHOTO OOIICHUS; TOHUMATh TAAJIOTHYECKYI0 K MOHOJIOTHUYECKYIO peYb 110 U3YYCHHOU TeMeE.
AKTyaJbHOCTb TEMBI: 00yCIIOBIeHa HEOOXOAUMOCTHIO OBNaaeHus: Y K-4.

TeopeTnyeckasi 4acThb:

Computer graphics

Computer graphics means drawing pictures on a computer screen. What's so good about that? Sketch
something on paper—a man or a house—and what you have is a piece of analog information: the thing
you draw is a likeness or analogy of something in the real world. Depending on the materials you use,
changing what you draw can be easy or hard: you can erase pencil or charcoal marks easily enough, and
you can scrape off oil paints and redo them with no trouble; but altering watercolors or permanent
markers is an awful lot more tricky. That's the wonder of art, of course—it captures the fresh dash of
creativity—and that's exactly what we love about it. But where everyday graphics is concerned, the
immediacy of art is also a huge drawback. As every sketching child knows too well, if you draw the first
part of your picture too big, you'll struggle to squeeze everything else on the page.... and what if you
change your mind about where to put something or you want to swap red for orange or green for blue?
Ever had one of those days where you rip up sheet after sheet of spoiled paper and toss it in the trash?

That's why many artists, designers, and architects have fallen in love with computer graphics. Draw a
picture on a computer screen and what you have is a piece of digital information. It probably looks
similar to what you'd have drawn on paper—the ghostly idea that was hovering in your mind's eye to
begin with—but inside the computer your picture is stored as a series of numbers. Change the numbers
and you can change the picture, in the blink of an eye or even quicker. It's easy to shift your picture
around the screen, scale it up or down, rotate it, swap the colors, and transform it in all kinds of other
ways. Once it's finished, you can save it, incorporate it into a text document, print it out, upload it to a


https://www.explainthatstuff.com/papermaking.html
https://www.explainthatstuff.com/howpaintworks.html

web page, or email it to a client or work colleague—all because it's digital information. (Find out more
about the benefits of digital in our main article about analog and digital.)

Raster and vector graphics

All computer art is digital, but there are two very different ways of drawing digital images on a computer
screen, known as raster and vector graphics. Simple computer graphic programs like Microsoft Paint and
PaintShop Pro are based on raster graphics, while more sophisticated programs such as CorelDRAW,
AutoCAD, and Adobe Illustrator use vector graphics. So what exactly is the difference?

Raster graphics

Stare hard at your computer screen and you'll notice the pictures and words are made up of tiny colored
dots or squares called pixels. Most of the simple computer graphic images we come across are pixelated
in this way, just like walls are built out of bricks. The first computer screens, developed in the mid-20th
century, worked much like televisions, which used to build up their moving pictures by "scanning” beams
of electrons (tiny charged particles inside atoms, also called cathode rays) back and forth from top to
bottom and left to right—Iike a kind of instant electronic paintbrush. This way of making a picture is
called raster scanning and that's why building up a picture on a computer screen out of pixels is called
raster graphics.

Vector graphics

There's an alternative method of computer graphics that gets around the problems of raster graphics.
Instead of building up a picture out of pixels, you draw it a bit like a child would by using simple straight
and curved lines called vectors or basic shapes (circles, curves, triangles, and so on) known as
primitives. With raster graphics, you make a drawing of a house by building it from hundreds, thousands,
or millions of individual pixels; importantly, each pixel has no connection to any other pixel except in
your brain. With vector graphics, you might draw a rectangle for the basic house, smaller rectangles for
the windows and door, a cylinder for the smokestack, and a polygon for the roof. Staring at the screen, a
vector-graphic house still seems to be drawn out of pixels, but now the pixels are precisely related to one
another—they're points along the various lines or other shapes you've drawn. Drawing with straight lines
and curves instead of individual dots means you can produce an image more quickly and store it with less
information: you could describe a vector-drawn house as "two red triangles and a red rectangle (the roof)
sitting on a brown rectangle (the main building)," but you couldn't summarize a pixelated image so
simply. It's also much easier to scale a vector-graphic image up and down by applying mathematical
formulas called algorithms that transform the vectors from which your image is drawn. That's how
computer programs can scale fonts to different sizes without making them look all pixelated and grainy.

3D graphics

Real life isn't like a computer game or a virtual reality simulation. The very best CGI (computer-
generated imagery) animations are easy to tell apart from ones made on film or video with real actors.
Why is that? When we look at objects in the world around us, they don't appear to be drawn from either
pixels or vectors. In the blink of an eye, our brains gather much more information from the real-world
than artists can include in even the most realistic computer-graphic images. To make a computerized
image look anything like as realistic as a photograph (let alone a real-world scene), we need to include far
more than simply millions of colored-in pixels.

Really sophisticated computer graphics programs use a whole series of techniques to make hand-drawn
(and often completely imaginary) two-dimensional images look at least as realistic as photographs. The
simplest way of achieving this is to rely on the same tricks that artists have always used—such things as
perspective (how objects recede into the distance toward a "vanishing point" on the horizon) and hidden-
surface elimination (where nearby things partly obscure ones that are further away).


https://www.explainthatstuff.com/howthewebworks.html
https://www.explainthatstuff.com/analog-and-digital.html
https://www.explainthatstuff.com/television.html
https://www.explainthatstuff.com/atoms.html
https://www.explainthatstuff.com/virtualreality.html
https://www.explainthatstuff.com/how-film-cameras-work.html

If you want realistic 3D artwork for such things as CAD (computer-aided design) and virtual reality, you
need much more sophisticated graphic techniques. Rather than drawing an object, you make a 3D
computer model of it inside the computer and manipulate it on the screen in various ways. First, you build
up a basic three-dimensional outline of the object called a wire-frame (because it's drawn from vectors
that look like they could be little metal wires). Then the model is rigged, a process in which different bits
of the object are linked together a bit like the bones in a skeleton so they move together in a realistic way.
Finally, the object is rendered, which involves shading the outside parts with different textures (surface
patterns), colors, degrees of opacity or transparency, and so on. Rendering is a hugely complex process
that can take a powerful computer hours, days, or even weeks to complete. Sophisticated math is used to
model how light falls on the surface, typically using either ray tracing (a relatively simple method of
plotting how light bounces off the surface of shiny objects in straight lines) or radiosity (a more
sophisticated method for modeling how everyday objects reflect and scatter light in duller, more complex
ways).

BOl'lpOCbI U 3a1aHUA:
1. Read, translate the text« Computer graphics». Answer the questions:

1. What are the differences between raster graphics and vector graphics?
2. Which computer graphics programs are mentioned in the text?
3. What does CAD stand for?

2. Match the words (1-6) with the definitions (a-f):

1 resolution a Spe 1al effects that can be applied 1o pictures

2 j[agged b atechnique that generates realistic reflections shadows and huﬂlths
3 fiters C Qeometncal ngures with special properties

4 v'v'v’("lr?”l" d (r'r-."):lw,‘ Or uneven

S rendering e the number of pixels in an image

6 fractals f the drawing of a model by using features like edaes or contour lines

3.Look at the computer graphics (a-d) and discuss these questions:

1. Which is these computer graphics are three-dimensional (3-D)?

2. What are the advantages of creating 3-D images?

3. Which types of professional might use the computer graphics (a-d)?

4. Who else uses computer graphics in their jobs? How do they use them?


https://www.explainthatstuff.com/virtualreality.html
https://www.explainthatstuff.com/how-computer-models-work.html

4. Choosing graphics software. Work in pairs. Student A chooses a task from the list (1-6) and
describes it. Student B chooses the most appropriate software and gives reason for his or her
choice. Use Useful language for help.

Useful language:

If I need to ..., what computer software would you recommend?
For that kind of task, the best thing would be...

It allows you to ... and ...

I would not recommend it, because...

A good program of this type is...

IpakTnyeckoe 3ansitue Ne 27. MyabTumenuna

Uens: dopmupoBaHue y CTYISHTOB pPEYEBOM, S3BIKOBOM M KOMMYHWUKATUBHOW KOMIICTECHIIUM ISt
OCYILECTBJICHUS IEOBBIX KOHTAKTOB.

B pesynbpTaTe 0OCBOCHHE TEMBI CTYIEHT TOJDKEH

3HATh: OCHOBHBIC IPaMMaTHUECKUE SBICHHS, XapaKTEPHBIC I MPO()ECCUOHANBHON peur; ISKCUISCKHE U
CHHTAKCHUYECKHE 0COOCHHOCTH O(DHUIINATBHO-IEIIOBOTO CTHIIS B aHTITUHCKOM SI3BIKE;

YMETh: ONpPEICNSITh CTHICBYIO NPHHAIC)KHOCTh aHTIMHCKUX TEKCTOB O(HIINAIBHO-IEIOBOTO CTHIIS,
BUJICTh XapaKTEPHBIC CTWJIEBBIC YEPThI, YUTATh O(QUIMATBHO-JCIOBBIC TEKCThI PAa3UYHON CTETICHU
CIIO)KHOCTH; CTPOUTH JAUAJIOTHYECKYI0 M MOHOJOTHYECKYI0 pedb C HCIOJIb30BaHUEM Hamboiee



YIIOTPEOUTENBHBIX JIEKCUKO-TPAMMATHYECKHUX CPEJICTB B OCHOBHBIX KOMMYHHKATHUBHBIX CHTYaITUSIX
Oo(HIMATEHOTO OOMIEHHUS; TOHUMATh THATIOTHYECKYI0 1 MOHOJIOTHUYECKYIO peYb MO H3YYEHHOU TeMe.
AKTyaJIbHOCTh TeMBbI: 00YCIIOBJICHA HEOOXOIUMOCTEIO OBaneHus YK-4.

Teopernyeckast 4acTh.

Bomnpocs! 1 3axanus:
1. Readand translate the text«Multimedia magic» and match the headings (1-4) with the gaps at the
start of each paragraph (a-d):

1. Sound, music, MIDI

2. Products full of pictures, action and sound
3. Creating and editing movies

4. The potential of multimedia

2. Correct the technical mistakes in these sentences:



3. Discuss in a small group of 3-4 students which applications of multimedia would you use for:

1. Creating virtual reality

2. Distance learning

3. A business presentation

4. A touch screen information kiosk
5. A MMS mobile phone

4. Writing a summary. Summarize the text«Multimedia magic» in 90-100 words.
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BBEJIEHUE

OCHOBHOW IIENBI0  CAMOCTOSITENILHOW  PabOTBI  CTYACHTOB SIBJISICTCSI  MOBBIIICHUE
HCXOJIHOTO YPOBHS BJIQJI€HUS WHOCTPAHHBIM SI3BIKOM, JIOCTUTHYTOTO Ha MPEABIAYIIEH CTYNEHU
06p2130BaHI/IS'I, nu OBJIAACHHUC CTy,[[GHTaMI/I H€O6XOI[I/IMBIMI/I JOCTAaTOYHBIM ypOBHeM
KOMMYHHUKATUBHON KOMIIETCHITUU ISl PEHICHUS 3a7a4 MEXIMYHOCTHOTO M MEXKKYJIbTYPHOTO
B3anMOJIeicTBYs. V3ydeHrne HHOCTPAHHOTO SI3bIKA MMPU3BAHO TAKKE 00ECIICUHTh:
® TIOBBIIICHUE YPOBHsI Y4€OHOM aBTOHOMHUH U CITOCOOHOCTH K CaMOOOpa30BaHHMIO;

L] paSBI/ITI/Ie KOTHUTHUBHBIX U UCCJICOOBATCIIBCKUX yMCHPIfI,
e pa3BuTHE UH(POPMAIIMOHHOHN KYIbTYPHI,
® pacIIMpeHre Kpyro3opa 1 moBbIlIeHHe 00IIeH KyIbTyphl CTYJEHTOB.

CamocrosiTenpbHass paboTa CTYIEHTOB 3aHMMAeT Ba)KHOE MECTO B y4yeOHOH Hay4dHO-
MCCJIEI0BATENbCKOM JEATEIbHOCTH CTYIEHTOB. be3 caMoCTOsSITeNIbHOW paOOThl HEBO3MOXHO HE
TOJIBKO OBJIaJICHUE JIOO0OW BY30BCKOM AMCIMILTUHON, HO U (hOpMHpOBaHHE CIEHHUATUCTA KaK
npodeccuonasia. B mMpoKOM CMBICIIE TOJ CaMOCTOSITEIbHOW paboTOM cieayeT MOHUMATh
COBOKYITHOCTb BCEU CAMOCTOSITEIbHOMN JAESITEIbHOCTH CTYACHTOB, Kak B y4eOHOIl ayAuTOpUH, TaK
U B HEe, B KOHTAKTE C MPENoJAaBaTesIeM U B €r0 OTCYTCTBHE.

YcuneHue poiM CaMOCTOSITENBHON paboOThl CTYJEHTOB O3Ha4yaeT MPUHIMIIHATBHBINA
MEPECMOTp OpraHU3aIuu y4eOHO-BOCIHMTATEILHOTO Ipollecca B BYy3€, KOTOPBIA JOJDKEH
CTPOUTHCS TaK, 4TOOBI Pa3BUBATh YMEHHUE YUYUTHCA, (OPMUPOBATH Y CTYACHTA CIIOCOOHOCTU K
CaMOpPAa3BUTHUIO, TBOPUECKOMY IPUMEHEHUIO TMOJYYCHHBIX 3HAHUH, crmoco0aM ajamnTalud K
po¢eCCHOHAIBHON JEATEIHPHOCTH B COBPEMEHHOM MHPE.



1. OBIIASI XAPAKTEPUCTUKA CAMOCTOSTEJBbHOM PABOTHI
OBYYAIOHIETI'OCA

ITox camoctositenbHOM paboToit cryneHtoB (CPC) moHMMaercss COBOKYIMHOCTh BCEH
CaMOCTOSITEIILHOM JIeATeIbHOCTH CTYJCHTOB, KaK B yUeOHON ayTMTOPUH, TaK U 3a €€ MpeaeiiaMu,
B KOHTAKTE C MPENoJIaBaTeIeM U B €r0 OTCYTCTBHUE.

[lenb camMoOCTOATENHHOM PaOOTHI CTYACHTA — HAYYUTHCS OCMBICICHHO U CaMOCTOSITEIHHO
paboTath ¢ y4eOHBIM MaTepHalloM M Hay4dHOH MHGopMaiueil, oBianeTrs (pyHaaMeHTaIbHBIMU
3HAaHWSIMH, YMCHUSMH W HaBbIKaMH B cdepax axKaJIeMHuecKoi, mpodeccCHOHATbHOU U
COLIMAJIbHO-TYMAaHUTApPHON  JESATENBHOCTH, C(HOPMUPOBATh OCHOBBI CaMOOpPraHW3aluu U
CaMOBOCITUTaHUS C TE€M, YTOOBI MPUBUTH YMEHUE B JATBHEHUINIEM HETPEPHIBHO MOBBIMIATH CBOIO
po(eCCHOHAIBHYIO KB (DHUKAITHIO.

3amauamu CPC sBisitoTes:

— cHUCTEeMaTH3allis U 3aKpelyieHUE MOJNYyYEHHBIX TEOPETHUECKUX 3HAHUUW W MPaKTHYECKHX

YMEHUU;

— yrayOJieHre U pacliupeHne TEOPETHUECKUX 3HAHUM;

— (hopmupoBaHUE YMEHUI HCIIOIB30BATh YICOHO-CIIPABOYHYIO JIUTEPATYPY;

— Dpa3BUTHE [IO3HABATENIbHBIX CIHOCOOHOCTEl W AaKTUBHOCTU CTYACHTOB: TBOPYECKOU

WHUITUATHBBI, CAMOCTOSTEILHOCTH, OTBETCTBEHHOCTH U OPTaHU30BAHHOCTH,

—(opMHUpOBaHUE  CaMOCTOATEIBHOCTH  MBIIUICHUS, CIIOCOOHOCTEH K  CamMOpa3BUTHIO,

CaMOCOBEPILIEHCTBOBAHUIO U CAMOPEATIU3aLINN;

— pa3BUTHE UCCIIEOBATEIbCKUX YMEHUII;

— WCIOJIh30BAaHUE MaTepuana, COOPAaHHOTO U IMOJYYCHHOTO B XOJI€ CAMOCTOSATEIBHBIX 3aHATUN

Ha MPAKTUYECKUX 3aHATHIX, 1151 3 (EKTUBHON MOATOTOBKH K 3a4eTaM U IK3aMEHaM.
OCHOBHBIMHU BUJAMH CAMOCTOSTEIHHONU PaOOTHI CTYJICHTOB SIBJISIOTCS:

— camocmosimenbHoe uzydenue 1umepamypbol,

[{enb: caMOCTOSATENBHO ACTATHLHO U3YYHTh TEMBI, TPEIICTABICHHBIC B pa0oUeii mporpamMmme.

3amaun: MpuUOOpeTeHre HaBbIKa PA0OTHI ¢ MUCTOYHHKAMHU M JIUTEPATYpOH; YMEHHUs TPaMOTHO

COCTaBJISITh KOHCIIEKTHI M TIOJIb30BATHCSI UMU; BBISBIISATEH PA3IMYHBIC TOYKH 3PEHUS HA MPOOIeMy

U CTETICHb e pa3padO0TaHHOCTHU B JIUTEPATYpeE.

— n002omoeKka K npakmuueckum 3ausmusm  (BBIIOJHEHUE JIOMAIHUX 33aJaHuil) U K

co0eceT0BaHuIO 110 WHINBUYyaTbHBIM 33JIaHUSM;

Lenb: yrnybneHnue 3HaHUS y4eOHOTO MaTepuana.

3amaun: OCBOWTH OTJEIbHBIC BOMPOCHI B paMKax H3ydaeMOW JIWCIMIUIMHBI, TPAMOTHOCTB,

MOCIIEIOBATENbHOCTh U PAIMOHATLHOCTh HW3JIOKEHUS TIOATOTOBICHHOTO MaTrephana BO BpeMs

TIPAKTUIECKOTO 3aHSTHSI.

-cocmaeienue 210ccapus no meKcmy.

[{enb: cocTaBUTH 0a3y HOBBIX JIEKCHYCCKUX CTUHHII.

3agaun:

* CaMOCTOSTEIbHAS ITOATAITHAS OTPA0OTKA YICOHBIX DJIEMEHTOB;

* pa3BHUTHE MPAKTUYECKUX YMEHUI;

* (opmupoBaHWEe YMEHUH HCIIONB30BaTh WHPOPMAIMOHHBIE WCTOYHHKH: CIPABOYHYIO H

CHEIHANIBHYIO JINTEPATYPY.

[Ipuctynas Kk €aMOCTOSITEIbHOMY H3YYEHHI0 JHUTEPATYpbl MO Yy4eOHON MUCHUIUIMHE
«MHOCTpaHHBIN S3bIK», HEOOXOAMMO: O3HAKOMHUTHCS C pabouell mporpaMmoii; B3SITh B
OnbnMoTeke pPEeKOMEHJOBAaHHbIE YYEOHMKHM W YyueOHbIe MOCOOHWS; TMONYYHTh Yy BEAYIIETO
mperojaBaresis B 3JCKTPOHHOM BHUJAEC METOJMUYECKAE PEKOMEHJAIMU K MPAKTHYSCKUM U
CaMOCTOSITENIbHBIM Pa0oTaM; 3aBECTH HOBYIO TETPadb AJII KOHCIIEKTUPOBAHHS TEOPETHUECKOTO
MaTepHuasa v BHITTOJTHEHUS TPAKTUYECKUX 3aJaHUN.

Jis u3ydeHws NUCHUIUIMHBI TIpeJUIaraetcss CIHCOK OCHOBHOM W JIOTIOTHHUTEIHHOU
muteparypel. OCHOBHas JHTeparypa MpeaHa3HaueHa sl 00s3aTeTbHOTO  H3YYCHHS,



JIOTIOJTHUTEIIbHAS — IIOMOXKeET 0oJjiee TTyO00KO OCBOUTH OT/IEIbHbBIE BOIPOCH! B paMKaX W3ydaeMon
JUCLUTIIINHBI.

B xone mnmoaroroBkM K NPaKTHYeCKMM 3aHATHAM CTYICHT O053aH OCYLIECTBIISTH
KOHCIIEKTUpOBaHWE Yy4yeOHOro Marepuaia, oco0oe BHHMMaHHe, oOOpamjass Ha TEOpHIo,
(OpMyYITHPOBKH, PACKPBIBAIOLINE COACPKAHUE TEX WIM HHBIX T'PAMMATHYECKUX U S3BIKOBBIX
noHsATHH. B pabounx KOHCIEKTax >KelaTeIbHO OCTaBISAThH MOJS, Ha KOTOPBIX CIEAYeT JejaTh
MIOMETKH, JIOTIOJIHATH MaTepual, (OpMyIMPOBATH BBIBOBI U MPAKTUYECKHE PEKOMEHIAINH.

CamocTtosTenbHas paboTa CTYACHTOB HaJ MaTepHaloM Y4eOHOW MUCHUIUIMHBI SIBJISETCS
HEOTHhEMJIEMOIl YacThi0 y4yeOHOro Imporecca M JODKHA TPEAIoiaraTh yriayOsieHue 3HaHUS
yueOHOro Marepuaja, M3J1araéMoro Ha AayAUTOPHBIX 3aHATHAX, M  [pUOOpEeTeHHe
JIOTIOJTHUTEIIBHBIX 3HAHUM 110 OTJEJIbHBIM BOIIPOCAM CaMOCTOSITENBHO.

KoHcneKkT TeMbl — NMCbMEHHBIN TEKCT, B KOTOPOM KpPAaTKO U IMOCJIEI0BATEIbHO H3JI0KEHO
coJiepKaHue OCHOBHOTO MCTOYHMKA MH(popMauu. KoHCIEKTHpOBaTh — 3HAYUT MPUBOIUTH K
HEKOEMY TMOpSAKY CBEIEHMs, IOYEpIHYTble M3 OpuruHana. B oOcHOBe mpouecca JExKUT
CUCTEMAaTU3aLUs
MPOYMUTAHHOTO WJIM YCIBIIIAHHOTO. 3allMCU MOTYT JI€JaThCid KaK B BUJE TOYHBIX BBIICPKEK,
IIUTAT, TaK U B popMe CBOOOTHON TIOJauM CMBICTIA.

NupuBuayanbHble 3aJaHUsl MPU3BAHBI PACHIMPUTH KPYro3op CTYIEHTOB, YIIyOUTh HUX
3HAHMS U Pa3BUTh YMEHUS UCCIIEOBATEIbCKOM 1€ATENbHOCTH, IPOSIBUTH 3JIEMEHTHI TBOPUYECTBA.

CobleceqoBanme — CpeICTBO KOHTPOJIS, OpPraHM30BaHHOE Kak clenuaibHas Oecena
MPENOJABaTeNsl €O CTYJEHTOM Ha TEMBbI, CBS3aHHBIE C HW3y4aeMOM JUCLHUIUIMHON, U
paccuMTaHHOE Ha BBIICHEHHE O00beMa 3HAHMU O0ydYarollerocs IO OIpeNeleHHOMY pasJelny,
Teme, mpobaeme u T.11.

I';moccapuii - cnoBapb, KOTOPBIM MMOMOTAae€T OCBAMBATh HOBBIE JIEKCUYECKHE E€IMHMIIBI 10
teme. B rioccapuii HeoOXOAMMO 00aBIATH CIEIHATBHYI0 TEPMUHOJIOTHIO, aO0OpeBHATypHl U
COKpalleHus, (ppa3zeoqornueckue eJUHULBI U TIp.

Kaxxnprit BUs1 caMocTOATENbHON paboThl UMEET OIpeiesieHHbIE (HOPMBI OTYETHOCTH.

B xoze BBINOJIHEHUS CaMOCTOSTEIBHON pabOThl CTYAEHT JOJKEH MPOAEMOHCTPUPOBATH
c(OpMHUPOBAHHOCTh KOMIIETEHIIUU:

Kon DopMyIHpOBKA:

VK-4 CrniocobeH MpUMEHSTh COBPEMEHHbIE KOMMYHUKATHBHBIE TEXHOJOTHH, B
TOM 4YHCJIE Ha WHOCTPAaHHOM(BIX) s3bIKe(ax), Uil aKaJeMHYeCKOro M
po¢eCCHOHATILHOTO B3aUMOICHCTBUS

2. METOJAWYECKHAE PEKOMEHJAIIMU K CAMOCTOSTEJIbHOM PABOTE
2.1. CamocTosiTe1bHAA padoTa HaJ (POHETHKOI HHOCTPAHHOIO SI3BIKA

Omnpeneanrech ¢ BapHaHTOM AHIJIMIICKOro. BapnmaHTOB aHIIIMIICKOIO MPOW3HOIIEHHUS CYIIECTBYET
MHOTO: KaHAQJCKUH, aBCTPATUUCKHM, cpeaHeaTIaHTHIecKuid W T. A. OIHAKO CcaMBIMU TOMYJISIPHBIMH
SBIISAIOTCA OPUTAHCKUN W aMEpHUKaHCKUH aHrimmickuid. [Ipon3HommeHne B 3THUX JIBYX Pa3sHOBUAHOCTSIX
OJIHOTO SI3bIKA OTIIMYAETCS I0BOJBHO CHIIBHO.

IIpoananu3upyiite cBo peub. Boibepure KakoH-HUOYAb ayqHO- WINM BHJIECOPOJIHMK C TEKCTOM 3aIHCH.
ITocnymaiite, Kak IPOU3HOCUT €ro HOCUTENb. I1ociie 3TOro NpouTUTE TEKCT CAMOCTOATEIBHO U 3aIUILINTE
Ha JuKkTo(oH. [Ipocnymaiite cBOH rojoc u CpaBHUTE C PEUbI0 HOCHUTEIIS, ONPEACINTE, KAKHE 3BYKH BBI
NPOM3HOCHTE HEBEpHO. BOT Haj 3TUMM caMbIMU 3ByKaMH Mbl M TIpejjiaraeM BaM mopabotars. EcTb emie
ONWH WHTEPECHBIM W HANEXKHBIA CIIOCOO TMPOBEPUTH CBOE MPOW3HOIICHHE —  Pecypc
https://speechpad.pw/prononce.php. OH M03BOJISET OIEHUTh, HACKOJIBKO XOPOIIO M TOYHO 3BYYHT Balla
peub. CailiT paboTtaeT KoppekTHO uepe3 Opayzep Google Chrome. IIpocTo BKJIIOUMTE TapHHUTYPY,
HaXMHTE KHOTMIKY “Start recording” m mpomsHecuTe J11000€ CIOBO WM NPEeUIoKeHHe. B HIKHEM OKOIIIKe
mporpaMma MoKakeT BaM, HACKOJIBKO TOYHO BBl IPOM3HECIN 3BYKH B MPOIIEHTHOM COOTHOIIeHHHU. Ecim
KaKOW-TO 3BYK BBI IIPOU3HOCHUTE IJIOXO0, TO YBUJUTE: IpOrpaMma pacro3Haja COBCEM JIpyroe cioBo. Bam
cpa3y CTaHET NMOHATHO, KaKWe 3BYKHM y Bac IOJy4aloTCs, a HaJl KaKUMHU CTOUT MOTPYAWUThCA. A eciu



https://speechpad.pw/prononce.php

MOCTaBHUTh TAIOYKY BO3ie ciioBa Recording, mporpamMma 3amuiier Bamly pedb, Bbl MOXKETE MPOCIYIIATh,
KaK 3ByYUTE CO CTOPOHBI.

[IpaBunbHOE aAHTIMHCKOE TMPOU3HOIICHHE — 3TO KAPTUHKA-TA3J, COCTOsIas U3 4 BaKHBIX
JJIEMEHTOB: MPABWIBHON apTUKYJSIUK, yIApPCHUs, WHTOHAIIMM U CBS3HOCTU peuyu. UTOOBI KapTHHKA
coOpanack W BBITIISZIENIa KPACHBO, HEOOXOMUMO paboTaTh HaJ BCEMH €€ COCTaBJISIONIMMH, BEOb Y
KKIOTO M3 HUX €CTh CBOE Ba)KHOE MecCTO. MTak, 4ToObBI yIydIUTh aHTIUICKOE MPOU3HOIICHHUE, BaM
HEOO0XO0aUMO OyIeT:

- BopipaGoTaTh NpaBMJIBHYI0 APTHKYJALNMIO. APTUKYISIHAS — STO TIOJOXKEHHE W JBWKEHHE BCEX
opraroB pedn. OT MPaBUIBHON apTHKYJISAIMH HAMPSIMYIO 3aBUCUT YE€TKOCTh Mpom3HomIeHns. [lonoxkenne
OpPTraHOB Peud IPU Pa3roBOpPE Ha Pa3HBIX S3bIKAX OTIMYACTCS, MOITOMY, YTOOBI aHIJIMACKUN HE 3Bydas
MO-PYCCKU, HEOOXOJAUMO MPUYUYUTH Ce0s MPABUIBHO PACIIONIaraTh s3bIK U T'yObI MPU MPOU3HECCHUU TEX
WJTH WHBIX 3BYKOB.

- Cnexutnb 3a ynapenueMm. HeBepHO mocTaBiieHHOE B CIIOBE yJapeHHE MOKET COUTH C TOJIKY HOCHUTENeH
SI3BIKA U CTATh MPUUYUHON HemoHuMaHus. OTCI0/a BBIBOJ: CICAUTE 3a peublo. Eciiu He yBepeHbI B KaKOM-
TO CJIOBE, 0OPAaTUTECHh K OHJIAWH-CIIOBAPIO M TIOCITYIIANTE, Ha KaKOH CIIOT HY)XHO JIeNlaTh yIapeHre B TOM
WIH WHOM CIIOBE. AMEpHUKaHel] WM OpuTaHel MOTYT MPOCTHTh BaM HE COBCEM BEPHOE MPOU3HOIICHUE
coueTanus /th/ wim pycckoe /p/, HO HEPaBUILHOE YAAPEHUE MOKET CTATh IPUYHMHON HEITOHUMAHHUSI.

- PaGorarp Hag nHTOHAUMeli. [IpaBuiibHAs MHTOHAIMSA U JIOTHYECKOE yIapeHue — eIle OJWH KU K
TOMY, KaK YJIyYIIUTh MPOU3HOIICHNE HAa aHTIIMHCKOM SI3bIKE. YUYHTECh WHTOHAIIMHA Y HOCUTEINEH S3bIKa:
CIyIIaiiTe ayAHO3aluChd U CMOTPUTE BUACO PA3UYHOM TEeMAaTHKH, MOBTOPSHTE (pasbl 3a CHHKEPaAMH.
WHocTpaHIlbl OTIMYAIOTCS 3KCIPECCUBHOW MaHEpPOW OOIEHUS, HAM OHAa HWHOIJIA Ka)XeTCs HEMHOI'O
CTPaHHOW W W3JHIIHE SMOIMOHAIBHON. OHAKO €CIIM BbI XOTUTE TOBOPHUTH ITO-aHTIIMHACKHA O€3 aKIeHTa,
TO MHTOHALIUSI — 3TO TO, HaJl YeM HY>KHO IOPadOTaTh.

- PaGoraTrs Haja cBsI3HOCTBHIO peun. B oObIuHON Oecese MBI HE TPOM3HOCHM PEUb IO CXEME «CIIOBO-
nay3a-ciIoBO-Tay3a». MBI TOBOPHM CBSI3HO, CIIOBAa CIIMBAIOTCA B EAMHOE MpeiokeHne. B pasroBope
OKOHYAHHE IPENBIIYIIEro CIIOBa CIMUBACTCS C HAYaJIOM TOCJEIyIOIIEro, 3TO IMO3BOJISIET PEYH 3BY4YaTh
€CTeCTBEHHO M IUIaBHO. Tak MbI 3HaeM, 4TO OyKBa, TOYHEE 3BYK /r/ B KOHIE CIIOBa B OPUTAHCKOM
BapHaHTE aHTJIUHCKOro OOBIYHO He mpousHocutrcs. Hampumep, B cioBe car (MmamuHa). OQHAKO €Ciu
MOCIIe CJIOBA, 3aKaHYMBAIOIIErOCs Ha 3Ty OYKBY, CTOMT CJIOBO, Ha4HMHAIOIIEecs C TIAcHOH, TO /r/
npoumsHocurcsi. Hanpumep, B npeuioskennn The car is here (mamuna 31eck). Jlenaetcs 310 Kak pas Juist
0oJiee MIaBHOTO 3BYYaHHUS PEUH.

Kak yay4muTs NpoOU3HOILeHHEe HA AaHTIJIMICKOM
PabGoraiiTe Haq HaBbIKOM ayaupoBaHusi. UeM Jydilie Bbl TOHUMAETe aHTIMUCKUIN SI3bIK HA CIyX, TeM
nyd4ie OyZeT Balle MPOU3HOIIeHNEe. Y MHOTHX JIFOIeH BO3HUKAIOT CIIOKHOCTH C TIPOM3HOIIIEHUEM KaK pa3
W3-32 HEJIOCTATOYHOW paboThI ¢ ayupoBaHWeM. UeM Yarie BB CITylIaeTe MHOCTPAHHYIO PEeUb, TEM YeTde
paznuuaeTe 3ByKH. JJOBOJIBLHO 4acTO OIMMOKHU B IMTPOU3HOIIICHUH CBS3aHBI C TEM, YTO MBI IMEEM HEBEPHOE
MIPEJICTaBIEHNE O TOM, KaK 3BYYHT CJIOBO MJIH 3BYK. UTOOBI 0OOCHOBAThH 3TY TOUKY 3pEHUS, IPUBEIEM
NPOCTOM TpUMep: TOCHyIllaiTe pedb TIyXuxX Jrojaedl. OHM TpPOM3HOCIT ClIoBa Tak, Kak cede 3To
MIPEJICTABIISIOT, BElIb HE WMEIOT (PU3MYECKOH BO3MOXKHOCTH YCIBIIIATH, KaK JIOJDKHO 3BY4YaTh CIIOBO.
HNmeHHO mMO3TOMYy HX peub OBIBacT JOBOJILHO CIOXKHO pa3zo0path. OO0s3aTeNbHO MOCBAIIANTE
ayJpoBaHuto XoTs 061 10-15 MUHYT B JieHb, TOT/Ia Y BAC HE BO3HUKHET BOIPOC, KaK Pa3BUTh aHTIHICKOE
MIPOU3HOILICHHE.

Y4yuTe TPAHCKPUIIIUIO AHTJIMIICKOT0 A3BIKA.

Y4ure ciioBa npaBuibHO. BKItounTe OHIAH-CI0Baph U NPOCIIYLIANTE HECKOJIBKO pa3, KaK MIPOU3HOCUT
€ro HOCHTENb $3bIKa, WIH OTKPOWTE OOBIYHBINA CIIOBAPh W MPOUYTHTE (POHETUYECKYI) TPAHCKPHUIIIIHIO.
Takum 00pa3oM, BBl Cpa3y K€ BBIyYHUTE BEPHOE MPOM3HOIICHHWE CIOBA — 3TO HAMHOTO TPOINE, YeM
3ay4YHTh OITMOOYHBIN BapUaHT, a 3aTeM MePEYINBATHCS.

Yuraiite Beayx. UteHue — 3aHATHE, KOTOPOE MOMOXKET BaM COBMECTUTH IPUATHOE C MOJE3HBIM. Bo
BpeMsl UTEHMsI BCIyX BbI JIeJIa€T€ CaMO€ Ba)KHOE — MCIOJb3YETE€ CBOM TEOPETUYECKHUE 3HAHUS O
MIPOM3HOIIIEHUH Ha mpakTuke. He Toponurech, cTapaiiTech 4e€TKO M MPaBWIILHO MPOTOBAPUBATH KaXkI0€
CJIOBO, & €CITU 3BYK BaM TPYJHO JaeTCs, IOBTOPUTE €r0 HECKOJIBKO pa3, MoKa He To0heTech Ooyee-MeHee
MPUWINYHOTO 3BYYaHUs. A €ClId BCTPETHIIM HOBOE CJIOBO, CMOTPUTE MPEIbIAYIINI TyHKT.

Hcnoanb3yiite ckoporoBopku. IlompoOyiite BBIOpaTh HECKOJIBKO CKOPOTOBOPOK, B  KOTOPBIX
OTpabaTHIBAIOTCS TPYIHBIC MJIST BAC 3BYKH M YMTAWTE WX €KEIHEBHO — 3TO 3aiMET BCETO 5-7 MUHYT B
nenb. ITogbopka ckoporoBopok ¢ 03syukoii http://engblog.ru/50-difficult-tongue-twisters

CMmoTrpuTe cnenuajibHble od0yuyawiue Buaeo. B MuTepHeTe ecTh MHOTO BUACOPOJIUKOB, B KOTOPBIX
HOCHTENb S3bIKa TIOJPOOHO paccKa3bIBaeT, KaK MPaBUIHHO MPOU3HOCUTH T€ WIIM MHBIE 3BYKH. [Ipu sToM



http://engblog.ru/50-difficult-tongue-twisters

HEKOTOpBIE CITUKEPHI JIAXKE BKIIIOYAIOT B CBOE BHJICO CXEMBI, M300paKalolie MPaBUIbHOE MOJI0KEHUE
opranoB peu. [10 TaKHUM poJTMKaM MOYKHO pa3o0paThesl, K&k TOYHO JIOJDKEH 3BYYaTh TOT WM HHOH 3BYK.
BpuTtaHCcKOMY MPOU3HONIICHUIO MOYKHO YUUTHCS:
https://www.youtube.com/playlist?list=PLD6B222E02447DC07 ,

amepukanckoMy — https://www.youtube.com/channel/UCvn_XCI_mgQmt3sD753zdJA.

IloapaxkaiiTe peun HocuTeseil si3bIka. BriOepuTe HMHTEpEeCHOE BHUICO WM ayAWO W IOCTapanTech
JIOOUThCS 3BYYaHHs, Kak y aukropa. [logpakaiiTe KakIoW MEJIOYW: MaHEpE pPa3roBopa, WHTOHAIIUH,
aKIeHTy, JeNaiiTe Jormyeckue naysbl M yaapeHus. IlycTh 370 W OyJeT cHadaia 3By4aTh CTPAHHO H
HEeCTECTBEHHO ISl BAlllMX YIICH, 3aTO MMEHHO TaKWM CIIOCOOOM IPOINE BCEro JOOHUTHCS BEPHOTO
AHTJIUHACKOTO MIPOU3HOIIICHUSI. Hus o0OyueHust y00HO HCIIOJIb30BaTh caiT
http://www.englishcentral.com/videos — TaM MPEACTaBICHBI COTHU THICSY BUICO Pa3HOOOpPA3HOM
TEMaTUKW W JUIUHBL. Bce oHM conmepar cyOTHTPBI, pa30UThI MO COOTBETCTBYIOIIUM TeMaM U YPOBHSIM
cinoxHocTH. [locne mpocMoTpa BaM MpesioKaT HECKOIBKO YIPaKHEHUH, CPEIU KOTOPBIX eCTh 1 padoTa ¢
MIPOU3HOIIICHUEM — HYXHO MPOU3HOCHTH (Dpa3bl M3 BUACO 33 JUKTOPOM. YUHUTHCS y HOCUTEIEH s3bIKa
MOHO ¥ Ha http://www.engvid.com/. Beibepute pasaen “Pronunciation” u OTKpoWTe st ce0st CEKPEThI
MPaBUIbLHOM aHINIMMCKOMN peyH.

2.2. CamocrosiTeqibHast pa0oTa Ha/l JIEKCUKOIl HHOCTPAHHOIO A3bIKA
3anuMaiiTech Ha 00y4YaIOIIMX CalTAX!
http://esl.fis.edu/ B monpa3snene First words cioBa ans ypoBHeit Beginner u Elementary pa3outsr mo
TeMaTHKaM. bosbIas yacTh yrpakHEeHHUi npejcTaBieHa B BUe BU3yajabHoro ciosaps. Ilmroc B ToM, yTo
BaM HE AT NEPEBOJ, HA PYCCKHU S3BIK, IIOSTOMY B MAaMATH BO3HUKHET ACCOLMALMA: ONpPEIEIICHHAs
KapTHHKA CBs3aHa CO CJIOBOM Ha aHIJIMIcKoM si3bike. Kpome BH3yanbHBIX yNpakHEHUH, Bbl HaleTe He
MEeHee HHTEpECHbIe pPa3BHUBAIOIIME 33JaHMs Ha IOMCK CHHOHMMOB M aHTOHHMOB K CJOBY, a TakKxke
3a1aHUSA-BOIIPOCHI, IPOBEPSIOIINE BAIllA 3HAHUS JICKCHKH TOW WJIH WHOW TEMATHKH.
http://www.learnenglish.de/
Ha caiite BbI MOXkeTe HalTH (QIAII-KAPTOYKH B IEKTPOHHOM BUE M YYUTH aHTJIMHCKHUE CIIOBA OHJIAWH:
MPOTPecCUBHO U yaoOHO. BaMm mpemnararor Tpu 3Tama M3ydeHUs HOBBIX clioB: CHauasa BB IPOCTO
CMOTpPHTE Ha CJIOBA U CTapaeTeCh 3alIOMHUTH MX MPH MOMOILU acCOLMAalUK ¢ KapTUHKOU. IloTrom Bam Ha
HEKOTOpOe BpeMs IMOKAa3bIBAIOT KapTHUHKY, @ BBl MbITA€TECh BCIIOMHUTH clI0BO. Ha TpeTbeM 3Tame BBI
TECTHpPYeTe CBOM 3HAHHUSA: MUILINUTE PAOM C KAPTUHKOM CJIOBO Ha aHTJIMHCKOM f3BIKE.
http://englishspeak.com/
IIpeacraBieHO HECKOJIBKO PA3lesIOB Uil U3yUeHHs Hanbojee yHoTpeOsieMbIX CIIOB, & TAKXKE Pa3lelibl C
pasroBOpHBIMH (h)pa3aMu, TJie Bl MOXKETE€ YYUTh HOBBIE CIIOBa B KOHTEKCTe. Bce ciioBa 03BYYeHEI
HOCHUTEIISIMHM, YYUTE UX U MOBTOpsiiTe 3a aukTopoMm. Ilocime 3toro mepexomute B pazaen 1000 Most
Common English Phrases. 3necb Bl MOXeTe U3y4aTh HOBBIE CJIOBAa B KOHTEKCTE.
http://freerice.com/
3/1ech BaM JIalOT TOJIBKO OJIHO YIPaKHEHHE: HEOOXO0AMMO yKa3aTh, 4TO 03HAYAET TO MM UHOE CIIOBO, MPH
3TOM NpEAJIaraloT YeThlpe BapuaHTa OTBeTa. 10 ecTh (PakTHYEeCKH BaM HY)KHO MOA0OpaTb CHHOHHUM K
CJIOBY.
Oo0benuusiiTe ca1oBa mo Temarnke. OOBIYHO XOPOIIO 3aMOMHHAIOTCS TPYIIIBI CJIOB, OTHOCSIIMXCS K
onHoi Teme. IlosTomy crapaiirech pa3OuTh cioBa Ha rpynmbl 1o 5-10 mwTyk ¥ yuuth ux. DddekT
Pectopdda: yenoBeuecknit MO3r U3 IpymIbl 0OBEKTOB JYUILIE BCETO 3alIOMHUHAET TOT, KOTOPBHIA 4eM-TO
BbIIeNsieTcs. Vcnomnp3yiiTe 3TO MOJ0XKeHne cebe Bo OJaro: B TPYIITY CIOB OJTHOM TEMATHKH «BHEAPHUTE
Yy»XECTPaHIa» — BIUIINTE CIOBO HECBA3aHHOM TeMaTuku. Hanpumep, yuute cinoBa no teme «OpyKTsi»,
n00aBbTE K HUIM OJJHO CJIOBO M0 TeMe « TpaHcropT», Bally 3aHATHS CTaHyT elle 3 deKTUBHEE.

TemaTu4eckuii cJi0OBapb

IIpencrasisier cobOoit TeTpaab WM ONOKHOT IS
3alKCH Bamiero OYAyIIero CJIOBapHOrO 3amaca —
lexical notebook. Takyro TeTpaib HYKHO cpa3y ke

TemMaTnyeckuii cnosapb

S g Weather
Eh . pa30uTh Mo TeMam, HampuMmep: padboTa, eaa, YyBCTBa,
?’ Good / Bad weather  Cold/ Hot weather = Dry / Wet weather YacTv Tejna W T. I. Ha Kakmoe CII0BO JKEIaTeNbHO
=>» OTBOAWTH | CTpaHWIly WJIM XOTS OBI MOJIOBUHY — B
£  Weather forecast — npoz+03 noz0d 3aBUCHUMOCTH OT (opmara TeTpaad W BEIUYUHBI
F. Weather station — mMemeocmaHyus Ballero Mmo4cpka.
=»
@ To be under the weather — HegaxcHO cebsa 4yscmBsosams

|
i Weather permitting — npu 6nazonpusmHod no2ode
=» The weather can change quickly.
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Ecin cnoBo wMeeT HECKONbKO 3HAYEHHH, >JKENAaTelbHO Hamucarh 3-4 pa3HBIX OIpeleIeHNUs.
TpaHCKpUTITHS — TI0 KENAHUIO, €CITH BaM YA00HO ee ynuTarh. OmnpesieieHue cI0Ba Ha aHTTHICKOM SI3bIKE
— YMECTHO, €CJH Balll YPOBEHb 3HAHUS CPeAHUN M BbIIe. Tak BBl 3a0HO BBIyYUTE €lI€ HECKOJIBKO
MOJIE3HBIX CIIOB M3 ompeneneHus. CioBa, codertaromecs co cinoBoM (collocations). ITocmorpure Ha
KapTHUHKY C IPUMEPOM, TaM BBI BUANTE cioBocoderanusi bad weather, hot weather, weather forecast u .
1. OTH BBIPXEHHUS JIyHIlle 3alTOMHSITCS BaM, YeM J[Ba OTOPBAHHEIX JIPYT OT Jpyra ciioBa. K Tomy ke, BbI
He omuOeTech B COUETaHUH CIIOB. Heckoyibko mpuMepoB YHOTpeOIeHHs STOrO CIOBa B MPEJIOKEHHH,
MPUYEM JKEJIATENFHO HamucaTh XOTS Obl M0 OJHOMY IPHMEpPy Ha KaXJIO0e 3alrCaHHOE OIpeesIeHue
cioBa. CHHOHMMEI ¥ aHTOHHUMEI K cJIOBY. ITHOMBI ¢ ymoTpe6ieHrneM 3Toro CII0Ba, €Clii Balll YPOBEHb HE
Hwke Intermediate m BBl coOupaeTech NOMOJIHHUTH CBOM CIOBapHBIA 3amac TOJNE3HBIMU SIPKUMH
BhIpaKeHUSAMUA. HO HYXHO NpHIEpXKHUBATHCS MEpBI, HE CTOWT BBIUCHIBATH BCE HIUOMBI, KOTOpBIC
CBsI3aHbl ¢ BamuM cjoBoM. JloctarouHo ofgHOM miu AByX. KapTuHka — mo sxenanuto. HekoTopsim
JIOJSIM TIOMOTAeT TakoW MpHeM: NMpHU M3YYEHHU CJIOBAa OHM PHUCYIOT KapTMHKY K Hemy. Tak Jekcuka
HauMHAET aCCOLMUPOBATHCS C ONPEAeSICHHBIM BU3yaJbHBIM 00pa30M M 3alIOMHUHAETCSI MPOILE.
Pucyiite mind map (MHTe/UIEKT-KapTy). BBI JIeTKO BBIyYHTE aHTIUICKUE CIOBa OHOW TEMATHKH,
€CJIM HapucyeTe MHTEJUIeKT-KapTy wim mind map.

Bath towel ) ﬁ' MIHT‘ [
L%J )—J Takasi cxema HarjasHO IIOKa3bIBaeT, K KaKOH TeMe

OTHOCSTCS CIIOBa. A IIOKa BHI €€ puUCYy€TE, JICKCHUKa

( » Bathroom = »
Tablecloth Blanket OTJIOXKHUTCHA B IIaMSITHU.

— - Oo0pamaiiTe BHUMAHHE HAa TNPUCTABKH MU

Dining room tabdle | Dining room Bedroom '_‘Lmj
Loz — /g : T cypdukchol
L A Bo BpeMs uTeHusl 3a0CTpsiiTe BHUMaHUE Ha TOM,
erwe | /—L—g‘—\ e J Kak TMpH TOMOIIM MPUCTaBOK U cy(hdukcos
G G G 00pa3yroTcs HOBBIE CIIOBA U3 YK€ 3HAKOMBIX BaM.

OTO MOMOXKET BaM «IOYYyBCTBOBaTb» s3bIK. Ilpu
MOMOIIA 3TOTO TMPOCTOTO MpPHEMa BO BpeMs YTEHHUS BBl OyIeTe M3ydaTh CIIOBOOOpa3OBaHHUE, MOWMETe
IMPUHOUIIBI TOCTPOCHHA HOBBIX CJIOB. BHOCH@ILCTBI/II/I 9TO INPUT'OAUTCA BaM: BCTPECTUB HE3HAKOMOC CJIOBO,
BbI CMOJKETE JI0rafiaThCsl O €ro 3HaYeHUH Oe3 clioBapsl, UCX0/I U3 KOHTEKCTa U CBOETO OIIBITA.

Haiiqute ¢pa3oBrie riaaroiabl. M3ydenne GppazoBbIX TIaroioB B OTPEIBE OT KOHTEKCTa OECIONE3HO: 3TH
CJIOBA HC IEPCBOAATCA KakK O6LI‘IHI)IC TJ1aroJibl. HaﬁﬂHTe HUX B TCKCTC, BBIIIUIINUTEC ce6e MMPpEAJIOKEHUC C
($pazoBBIM TIAr0JIOM, TOCMOTPUTE, KaKYIO pOJb OH BBIMONHsET B TekcTe. [lompolyiiTe cocTaBuTh ere
HECKOJIKO TTOJ00HBIX TPEIJIOKEHUH, HO yXKe OT CBOEro Jdia. Tak BBl BBIyYHUTE HOBYIO JIEKCHKY B
KOHTEKCTE U He 3aIyTaeTech C €e yImoTpeOIeHuEeM.

Hcnoab3yiiTe cioBapb CHHOHMMOB. BBl MOXKeTe JOMOJHUTH CBOIO MHTEIUICKT-KApTy WM OOBIYHBIN
CJIOBaph cieayromuM odpa3oM. HaxomuTe CHHOHUMBI K HOBBIM CIIOBaM H MUIIATE WX PAIOM, TIPHA 3TOM
Cpely HUX JOJDKHO OBITh XOTS Obl 1-2 3HAKOMBIX BaM CIIOBA, TOTJa 3alIOMHUTH HOBYIO JIEKCHKY OynmeT
mpouie. MosxHO 3a0AHO BBIIMUCBIBATHE WU AHTOHHWMbI, HCKOTOPLIM JIOASAM y,}lOGHO YUuUTh Cpa3y TaKue
rpynmel cinoB. HaliTh CHHOHMUMBI W QHTOHMMBI K CJIOBaM BaM IIOMOXeET clioBapb Merriam-Webster
(http://www.merriam-webster.com/).

Onumurte kaptunky. [lompoOyiite mepeckazaTh TEKCT, IS/ HA WIUTIOCTPAIMIO M WCIIONB3YS HOBBHIE
cinoBa. He o00s3aTenpHO YETKO MPHUIAEPKUBATHCS CIOKETHOW JIMHUM, TJIaBHOE — 3aJ€HCTBOBATh Kak
MOKHO OOJblile HOBOW JIEKCHKH. TakvMM HEXHUTPBIM CIIOCOOOM MOXKHO JIETKO PACHIMPHUThH CIIOBApHBIN
3arac aHIIUICKOro A3bIKa.

CocTaBbTe HOBBIH paccka3. [locne m3ydeHnss HE3HAKOMBIX CJIOB MOMPOOYHTE COCTaBUTH CBOM pacckas,
UCIIOJIb3YSl BCIO HOBYIO JIEKCHKY. Ecnu BBl He JOOMTE NPUAYMBIBATb HCTOPHH, MOXETE MPOCTO
nepeckasaTh TO, UTO MPOYUTAIH, HO C HEKOTOPBIMU M3MEHEHUsIMU. [1yCTh MON0KUTENBHBIN repoi CTaHEeT
OTpHIIATENFHBIM U HA000POT.

2.3. CamocTosiTe1bHAsA padoTa HAJ TPAMMATHKON HHOCTPAHHOIO SI3BIKA
3anuMaiiTech Ha 00y4yalOIMX caiiTax:
http://learn-english-today.com/
Kpatkoe aHriosseraaoe nmocodbue mo rpammarrake. HecMoTpst Ha TO, 4TO BCsl HH(GOpMAIUS TTPEICTaBICHA
Ha aHTJIMMCKOM S3bIKE, COBETYEM IONpPOOOBaTh YYUTHh I'paMMAaTHKy Ha 3TOM pecypce: BCE IpaBHiia
N3JI0KCHBI KpaTKO " IIOHATHO, 663 JII/IHIHCﬁ TeopI/m.
http://www.englishlearner.com/
CaiiT ¢ TecTaMu IO TpaMMaTHKeE I HAYMHAIOIIUX Ha aHTJIIHHCKOM si3bike. [lompoOyiiTe MpOoUTH TECTHI C
MOMETKOM Beginner, B HUX 3a/jaHNs OPUEHTHPOBAHBI HA HAYAJLHBIN YPOBEHD 3HAHUH.
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JIBa MOX0KUX aHTJIOSI3BIUHBIX CaliTa ¢ TECTAMU IO rpaMMaTHKE Ha aHTJIMICKOM SI3bIKE ISl HAUWHAOIIKX.
PaboraiiTe ¢ HUM aHAJIOTUYHO: BBIMOJHANWTE 3aJJaHusI TI0 TEM TeMaM, KOTOPBIC YXKe U3y4ld, pa3oupaiire
OIMMOKH ¥ MPH HEOOXOTUMOCTH IIOBTOPSINTE TCOPHIO.

IpakTuKyiiTECh.

e [lepeBoanTe TEKCTHI C PYCCKOTO HAa AHTJIMACKHM, BBITTOJHIMTE YIPaKHCHHS W3 YUCOHHMKA H
WntepHer-pecypcoB, cTapaiiTech dHamie YHOoTpeONsiTh pa3HOOOpa3Hble TpaMMaTHYECKHUE
KOHCTPYKIIMU B Pa3roBOpHON peud. [oBeauTe HABBIK MX MCIOIB30BaHMS JO aBToMaTtu3Mma. He
OTpaHWYMBANTECh TPUMEpPaMH M3 OXHOro ydueOHWKa. IIpuaymbpIBaiiTe CBOM TIPHUMEPHI
YHOTpeOIeHNs apTUKIIS, BpEMEH, aKTHBHOTO ¥ TACCHBHOTO 3aJIOTOB, a TAK)KE MPOXOAUTE OHJIAIH-
TECTBl Ha Pa3HBIX caiitax. MHOro pa3HOOOpa3HBIX TECTOB MOXXHO HaWTH Ha caite
http://esl.fis.edu/.

e He oOs3arensHO 3yOpUTh HAW3yCTh NpaBWiIa B TOM BHJIE, B KaKOM OHHU IPEJACTABJICHBI B
y4eOHHNKE, TJIIABHOE — TIOHSATh W 3allOMHUTH TPABWIIBHOE YIOTpeOIIeHHe TOW WM WHOU
KOHCTPYKITHH.

e 3ameuareibHBI calT http://www.engvid.com/ mpemaraer BaM IIpeKpacHBIE BHICOPOJIHKH,
KOTOpbIE TOMOTaloT pa3odpaTbcs ¢ rpaMMaTHKoi. HecoMHeHHOe MpenMylecTBO pecypca —
JieTKas mojiaya MaTepraia U 0ObsCHEHUS! HOCHTEIIEH S3bIKa.

o IlompoOyiiTe monb3oBaThes ciaoBapeM http://www.lingvo.ru/. On npuMmeuareseH TeM, 4TO HAeT
MIPUMEPHI UCIIOB30BAHUS CIIOB, HO BBl MOXKETE HCIIONIb30BaTh €ro mo-apyromy. Hampumep, BB
yumrte Bpems Present Continuous: BBeIUTE B OKOIITKO ITporpaMmel “I am writing” (MoxHO JTt000#t
JIpyro 4acto ymorpeOnaseMblii riaroj). I[IporpamMma TyT ke BBIIACT BaM HECKOJIBKO COTEH
MIPUMEPOB, COJIEPIKAIINX ATH CI0Ba. Tak Bb YBUANTE, B KAKOM KOHTEKCTE, C KAKIMH HAPEUUSIMHU,
B KaKHX CITydasx dalie Bcero ynorpebmnsercs Bpems Present Continuous.

e MOXHO yYUTh TpaMMaTHKy B CTHXax, pU(PMOBAaHHBIE (HOPMYIHPOBKH JETKO 3aIIOMHUHAIOTCS.
ITonpoOyiiTe BHIyYNTHh HETPABWIIBHBIE TJAroiibl aHTIUHCKOTO SI3bIKA 1O 3a0aBHBIM aBTOPCKUAM
CTHIIIKaM, 3TO HE MPOCTO JIETKO, HO elle U Beceo!

e l3yuenmue nr000¥ rpaMMaTHYECKON KOHCTPYKIMHM HAYHMHAETCS C TOTO, YTO MBI JTOJKHBI HAUTH
(mpounTaTh, YyCHBIIATH) OIMUCAaHWE OTOW KOHCTPYKIMH, TO €CTh y3HaTh, 4YTO OHa
o3HadaeT. O3HAKOMHUBIITUCH C €€ 3HAYEHUEM U IOCTPOCHHEM, MBI JOJDKHBI €€ 3allOMHUTh. J[is
3TOI'0O HAM HCO6XO}II/IMO BBITIOJIHUTDH OIIPCJACIICHHBIC YIIPAXKHCHUA Ha MEXaHNYCCKOC 3aKPCIIJICHUC
9TOM CTPYKTYpHI, TaK Ha3bIBaeMble «IPWLIbD (OT aHrimiickoro cioa “drill”, urto o3HauaeT
«TPEHUPOBOYHOE YIPAKHEHUE» / «IIpaKTHUYeCKask 0TpaboTkay). Ilociaennunii mar - 3o orpaboTKa
BBIyYEHHOHI I'PAMMAaTUYECKOW KOHCTPYKIIMH B pedyd. be3 3Toro mara Haile 3HaHHE KOHCTPYKLUHU
OCTaHEeTCs TOJILKO Ha Oymare.

2.4. CamocTosiTeJIbHASI PA00Ta HAJX ayAUPOBAHHEM

CaymaiiTe pa3ju4YHble ayINOMATEPHABI PETYJISIPHO.

ChayuraiiTe ayauOypOKH, MOJKACTBI, TMECHU, CMOTPUTE (QHIbMbI U CEpHabl HA AHTJIHICKOM S3bIKE

(opueHTHpYHTECh HAa CBOM YpOBeHb 3HaHMi). [J1aBHOE — MOA00paTh YBICKATENbHBIA Ui cebs

Marepuai. [lompoOyiite mpoOyauTh B cebe WHTEpec, MOMOOUTh aydupOBaHUE, TOTNAa 3aHUMATHhCS UM

OyJeT HaMHOTO IIPOIIIE.

WN3yuaiiTe aHIVINICKUI A3bIK M0 (PUIBMaM U CepUAaIaM - 3TO JTOCTABUT BaM MAacCy YJIOBOJIbCTBUSI U

MIOMOYKET MOHUMATh aHTJIMICKHUIT 361K Ha ciyX: https://ororo.tv/en u https://show-english.com/

CaiiThl ¢ ay1H03aMUCSIMU:

- http://www.eslfast.com/ B kaxxaom pasjene ecTh TeMaTHYeCKue Mojpasienbl. Beibupaiite HeOombINe
HUCTOPUH WJIM JHAJIOTH Ha Pa3rOBOPHBIC TEMbI, OTKPHIBAWTE COOTBETCTBYIOIIYIO CTpaHuily. B
OTKPBIBIIIEMCS] OKHE B BEPXHEH YaCTH dKpaHa BbI YBUANUTE TTAHENb YIIPABICHHS ayIHOMPOUTPHIBATEIIEM,
a HIKe BaM OyJIeT MPe/ICTaBIICH TEKCT.

- http://www.esl-lab.com/ Ha caiite ectb HeckoybKO pa3zienoB. [lepBblif, KOTOPBIH CTOUT WU3y4YUTh, —
General Listening Quizzes. B Hem ecTh Marepuwanbl TpeX YpOBHEH: JIETKUH, CPEIIHHI, CIIOKHBIH.
BriOupaiiTe moaxoasmmii BaM B OTKPBIBANTE YPOK IO 3aMHTEPECOBABIIICH Bac TEMe.

- http://www.talkenglish.com/listening/listen.aspx Ypoku mnpeacTaBieHbl i TPeX YPOBHEH 3HAHUIL:
0a30BbIi, CpEIHUI U TPOABUHYTHIN. TeMaTnka pasHOOOpa3Hasi, B OCHOBHOM MPEICTABICHBI THAIOTH W3



http://englishteststore.net/
http://agendaweb.org/
http://esl.fis.edu/
http://www.engvid.com/
http://www.lingvo.ru/
https://ororo.tv/en
https://show-english.com/
http://www.eslfast.com/
http://www.esl-lab.com/
http://www.talkenglish.com/listening/listen.aspx

Ku3HW. M3 ATHX TOAOOpOK HE JMITHAM OyIeT 3allOMHHTH I1apy IECATKOB ¢dpa3 — BCE OHH
HCIIOIB3YIOTCS B COBPEMEHHOM aHTIIMMCKOM PeUHn.
CaiiThl ¢ MOAKACTAMH HA AHTJHMIICKOM: J100aBbTe ceOe B 3aKJIaJKU U TMOCEIIaiTe XOTs OBl Mapy pas B
nenemo: http://www.audioenglish.org/,
http://www.bbc.co.uk/worldservice/learningenglish/general/sixminute/,
http://learningenglish.voanews.com/programindex.html,
http://www.listen-to-english.com/index.php?cat=podcasts,
http://www.dailyesl.com/,
http://www.privateenglishlessonlondon.co.uk/category/learn-english-online.
CHauana ciymaeM KOpoTKre 00yJarolue ayino3aiic B MEAJICHHOM TeMIIe, IOTOM IepexoIuM K Ooree
CJI0XXHBIM, HOepcaarolmuM CCTCCTBCHHYIO PCUb. Brr Y3HACTC OCO6€HHOCTI/I IOPOU3BHOIICHUA 3BYKOB,
MOCTAHOBKM yJapeHusi B CJIOBaX, HWHTOHAIIMH, PACCTAHOBKM JIOTHYECKUX TMay3bl W YJIApEHHUU.
COBpCMCHHbIC IIOAKAaCThI O3BYYHMBAKOTCA HOCUTCIISIMU A3bIKaA — 06I)I‘-IHI)IMI/I JJIOJbMHU,
pa3roBapuBarOmiiMU I'paMOTHO. BbI cMokeTe 3alIOMHUTH I10JIE3HBIE (bpasm U HUCIIOJIL30BaTh UX B CBOEU
p€4u, 3HadA, 41O CO6€C€I[HI/IK-I/IHOCTpaHeLI TOYHO ITOMIMET Bac. Bbl IIPUBBIKACTC K pa3HbIM aKICHTaM B
aHTJIMIACKOM s13bIKe. CHavasa pedb HEKOTOPBIX HHOCTPAHIIEB MOKKETCS BaM CTPaHHBIM Ha0OpOM 3BYKOB.
OmHako €ciid BBI 6YZ[€T6 3aHUMATLCA II0 TaKUM ay,unod)afmaM MOCTOSIHHO, MOCTEIIEHHO CMOXETE
MIPUBBIKHYTH K OOJBITUHCTBY aKIICHTOB W Oyjaere Oe3 Tpyna NMOHMMATh WHOCTpaHIeB. UTOOBI 3HATH, B
KaKAX CIydasx IpHeMIIEMO YIOTpeOJeHHe TOro WM HWHOTO CIIOBA, CIIYIIAWTE ITOIAKACTHI
COOTBETCTBYIOIICH TeMaTuKu. Hampumep, BBl u3yyuinu Temy “Shopping”, HailnuTe ayino Ha 3Ty TeMy H
CIyIIAiTe, KaK HOCUTENM fA3bIKa HUCIOJB3YIOT M3YUEHHbIE BaMu clloBa. M3 ayauo3anucu Bbl NOMMETE, €
KakKuMH CJIOBaMH COYCTACTCd HOBasd JICKCHMKA, B KAaKOM KOHTCKCTC OHa HCIIOJIb3YETCH. Bo BpEMA
HpOCJ’IYIHI/IBaHI/ISI ImoaKacTa BbI y3HaCTC, B KAKOM KOHTCEKCTC U KaK MMCHHO I/ICHOJ]I)?;yeTCS[ TO UIJIIN UHOC
B'pCMSl HUJIN aCIICKT F'paMMaTI/IKI/I. BHOCJ’ICILCTBI/II/I Bbl CMOXKETC CaMOCTOATCIIBHO COCTABUThH HpCILJ'IO)KCHI/IH,
aHaJIOTUYHBIC YCIbINIAHHBIM.
Haiinute nisi ced6s1 onTUMAJBHBIN cmocod padoTnl ¢ moakacTtoMm. CIyIraecM IOIKACT M IIBITaeMCS
MOHSTh MakCUMyM HH(popManuu u3 Hero. Eciu 310 TpyaHO caenarb, momnpoOyiTe yIOBUTh OCHOBHYIO
MBICJIb 3aIIUCH. HaXOZ[I/IM TCKCT IIOJKACTa, YUTacM €ro, BBINIMCHIBACM HC3HAKOMBIC CJI0Ba U KOHCprKHI/II/I.
Pa361/1paeMc;1 C HE3HAKOMOM BaM JIEKCHUKOU U FpaMMaTI/IKOfI Tak, IITO6I;I Bbl TOYHO IIOHSJIM KaXXI0€
npeiokenne Tekcra. CHOBa BKITIOYAeM ayHO3aINCh U MbITAEMCS YIIOBUTH Ha CIIyX YK€ 3HAaKOMBIN BaM
TekcT. [lepeckaspiBaeM ycIbIIaHHOE, CTapasch MOApakaTh peun AuKTopa. PabGoraiite ¢ HE3HAKOMBIMU
CJIOBaMH W TpaMMAaTU4YCCKUMU KOHCTPYKIUSMU. BrimicriBaiite NpEAIOKCHNUA C HE3HAKOMBIMU BaM
O60p0TaMI/I n CJI0BaMu, pa36HpaI>'ITe05, MMO4YCMYy HCIIOJIB3YCTCSA MMCHHO TAaKOC CJIIOBO HJIM KOHKPCTHAsA
KOHCTpyKIHs. [locie 3Toro nonpoOyiTe COCTaBUTh HECKOJBKO MOXOKUX NpeyIokeHni. Kak ToIbKO BbI
Ha4aJIx XOpOoLIO IMOHHUMATh MPOCTBIC IMOAKACTBI, MEPCXOJUTE Ha 60]’[66 CJIOKHBIC, C 6LICTpLIM TEMIIOM
peun, 60J'II>].H€ﬁ IpOAOJDKHUTCIIbHOCTBIO U HOBOMU JIEKCUKOMU.
UTOoOBI y3HATh, HACKOIBKO XOPOIIIO BBl CTAJIM MOHUMATh AHTJIUHCKUAN Ha CIIyX, U IPOBEPUTH CBOI HABBIK
mpaBonurcanus, NoCETUTE OJIUH U3 CaiToB C OHHaﬁH-}IHKTaHTaMH Ha aHTJIUUCKOM SI3BIKE:
http://www.dictationsonline.com/
http://www.rong-chang.com/eslread/eslread/dict/contents.htm
https://www.englishclub.com/listening/dictation.htm
http://breakingnewsenglish.com/dictation.html
http://www.learnenglish.de/dictationpage.html
3aHuMaiiTech MO ayIMOKHUTaM. AyAMOKHUTH— OTJIWYHBIM pecypc Uid pPa3BUTHS HaBbIKa
Ay IUpOBaHUs. BO3I>MI/ITC TCKCT 3aIllUCU U I'II/ITa,I\/'ITe €ro I1Ipo CCGH napauiCjibHO C JUKTOPOM. MI/IHYT quepes
10-20 BbI ITPUBBIKHUTC K TEMITY p€UH U I'OJIOCY CIIMKEpa, BaM 6y,Z[CT JICTYC pacCllOo3HaBaTh CJIOBA Ha CIIyX.
3aKkpoiTe TEKCT U cIymaiTe aynno3anuch. MoxkeT ObITh, Bl HE MOWMETE KaXKJI0€ CIOBO, HO 3aMETHTE,
YTO YJIaBIIMBAETEe OOJBIIYIO YaCTh TOTO, YTO TOBOPUT JUKTOP. A €CJH CIyIIaTh KHUTY KaKIBIH JI€Hb, TO
gyepe3 HEKOTOpOe BpeMs BBl OyJieTe CIIOKOHHO 0OXOIUThCsA 0e3 TekcTa. Vcmonmb3yiTe Bce TEXHUYCCKUE
JOCTHXKCHUA, I/ICHOJIB3YI71TC (1)yHKIII/HO 3aMCIIJICHHOT'O BOCHpOI/IBBe)IeHI/ISI LITOGBI yMeHLmaﬁTe CKOpOCTI)
BOCHpOI/ISBeJIeHI/IH, IIOKA HEC CTAHECTC ynaBJ'II/IBaTB petn) JIHKTOpa.
- http://www.librophile.com/#!/audiobooks/popular/free
- http://www.voicesinthedark.com/content.php?iContent=50
- http://freeclassicaudiobooks.com/
- http://www.audiobooktreasury.com/

2.5. CamocTosiTeJibHAsI pad0oTa HAJl TOBOPEeHHEM


http://www.audioenglish.org/
http://www.bbc.co.uk/worldservice/learningenglish/general/sixminute/
http://learningenglish.voanews.com/programindex.html
http://www.listen-to-english.com/index.php?cat=podcasts
http://www.dailyesl.com/
http://www.privateenglishlessonlondon.co.uk/category/learn-english-online
http://www.dictationsonline.com/
http://www.rong-chang.com/eslread/eslread/dict/contents.htm
https://www.englishclub.com/listening/dictation.htm
http://breakingnewsenglish.com/dictation.html
http://www.learnenglish.de/dictationpage.html
http://www.librophile.com/#!/audiobooks/popular/free
http://www.voicesinthedark.com/content.php?iContent=50
http://freeclassicaudiobooks.com/
http://www.audiobooktreasury.com/

Kak MokHO yalne of0maiiTech Ha aHIVIMHCKOM C TIperojaBaTelieM, OJHOTPYNITHUKAMH Ha Kypcax,
JPY3bSAMH, H3YYAIOUIUMH S3BIK, WHOCTpPAHIIAMH. TaK BB CMOXKETE YCIBIIIATH <OKUBYIO» pedb W
MIPUBBIKHYTh K TOMY, YTO QHIJIMMCKHI MOXXET 3ByYaTh MO-Pa3HOMY, BEJb y KaXIOr0 4YejIOBEeKa CBOC
MIPOU3HOIICHUE, aKIICHT.

Y4yurech AymMaTh HAa aHIJIMHCKOM si3bIke. KoTnia ynTaeTe WM CaymaeTe Kakoi-Tn0o TEKCT, He HYKHO
MBICIIEHHO TIEPEBOJUTH €T0 Ha PYCCKHU S3bIK. Ba)XHO BBIOMPATh MHTEPECHYIO ISl BAC WH(MOPMAITHIO: BB
YBJICUETECH [TOBECTBOBAHUEM M HE OyJ/IeTe OTBICKAThCSI Ha JOCIIOBHBIN MIEPEBOI.

O0s13aTeTbHO TIPOTOBAPUBANTE CBOM MBICIIH BCIIYX: OT OJHUX MBICIEH TOBOPUTH HE HAYUHIITHCS, HO €CITH
BBI 3aBeJIETE MPUBBIYKY PETYJSIPHO AyMaTh Ha aHTJIMHACKOM, TO M TOBOPHUTH BBl HA HEM CMOXKETE, KaK Ha
POIHOM SI3BIKE.

PasroBapusaiite ¢ kem-uu0yab. Hanpumep, pacckaxutre cBoeMy OTPa)KEHHUIO B 3epKajie, KaK y Bac
JieJia, 9TO TIPOU30IIIO 32 IeHb. BO3MOXKHO, TPEeAIOKEHHE TTOTOBOPUTH C 3€PKATIOM ITOKAKETCSI CTPAHHBIM,
HO TIOJIB3bI TIPUHECET MHOTO0. 3€pKajo MOXET OBITh JIy4Ille YeJIOBEKa MO HECKOJIbKUM IMpUYnHaM. Bbl
MOJXKETEe CKa3aTh CBOEMY OTPaKCHHIO BCE, YTO XOTUTE M JIymaere. Bel He OoWTECh CKa3aTh YTO-TO
HenpaBuwiIbHO. OYeHb 9acTO M3YYarOIIUX SI3BIK TPECIIeyeT CTpax CHeNaTh OMMUOKY. DTO MPUBOIUT K
TOMY, YTO YEJIOBEK HE TOBOPHUT COBCEM. A C 3€pKaJIOM 3TOT CTPaxX YXOAWT: BPSI JU KTO-TO CTECHSETCS
CBOETO OTPAKCHUSI.

OnucepiBaiiTe KapTUHKU. Bo3pmuTte mo0yro kapTHHKY. OHa MOXKET OBITH CBsS3aHA C TEMOM, KOTOPYIO
BBl M3y4aeTe, MOXET ObITh Ha OTBIEUYEeHHYIO TeMy. IlocrapaiiTeck omucarh, 4T0O Ha HEH HM300pakeHO.
I'oBopuTe BCE, YTO CMOXKETE MPUAYMaTh: KTO U300paXkeH, UTO OH JICJIACT, KaKUe MPEJAMEThI Bbl BHJIUTE,
€CTh JIM BTOPOCTCIICHHBIC ACTAJIM, HPABUTCA BaM KapTHUHKA UJIN HCT. Ecan Bam YPOBCHb 3HAHUM BBICOKHM
YW HaBBIK TOBOPEHHUS PAa3BUT XOPOIIO, aHATU3UPYHTE MPOW3BENeHUS HCKyccTBa. He CTOMT CHIBHO
BJIaBaThCs B MOAPOOHOCTH, HECKOJIBKUX MPEIIOKCHUIN OyIeT JOCTATOYHO.

3anuceiBaeM cBOii rojioc. BriOeprre Kakyro-HHOYAb OOIIEpa3srOBOPHYIO TeMy, HAIpHUMeEp pacckas o
Bameil moOnMoi KHuTe. BKITFounTe AUKTOGOH W 3aIUIINTE CBOM royioc. [lociae 3Toro BKIFOYHUTE 3aIHCh
¥ BHUMATENIbHO TipociymaiTe ee. OOparure BHIMaHUe, B KAKMX CIy4asX Y BaCc BOHHKAET 3aMHHKA, TJIe
Bbl 3aTATHUBACTC I1ay3y, HACKOJIBKO 6I)ICTpa$[ Y BacC peyb, XOpoHICC MPOU3HOMICHUC H IPABUIBHOC
WHTOHHUPOBAHHC. OOBIYHO IMEPBLIC 3alluMCU I HU3Yydaroliux AHTJIMHACKUM — WCIBITAHUE HE JJIsA
C1a00HEPBHBIX: BO-TIEPBBIX, MBI HE TPUBBIKIH CIIBIIIATH C€0S CO CTOPOHBI, BO-BTOPBIX, AHTJIOS3BIYHAS
peub Ha MEePBBIX CTYNECHSX 00YYEHUs 3BYYHT CTPAHHO M HEMOHSATHO. MbI peKOMEHIyeM BaM B35Th ce0sl B
pyku (Bce ¢ ITOrO HAuMHAIM) W MPOJOJDKUTH MOJOOHBIC 3aHATHS. A Yepe3 Mecsil-ApYroidl CpaBHHTE
TIEPBYIO0 W TIOCIEHNUE 3alMCU: Pa3HHIA OYJEeT pa3uTesbHas, U 3TO BOOAYIIEBHT Bac Ha JallbHEHIINe
MOJIBUTE B N3YYCHUH aHTIIMHACKOTO S3bIKA.

Mumem moctel. [lonpoOyiiTe Hanmucath HEOOJBIIOW paccka3, UCIOJB3YS ClIoBa WK (hpa3bl, KOTOPHIC
XOTHUTE «aKTUBUPOBaThY». ECiM Bail ypoBeHb 3HAHUI JJOBOJIBHO BBICOK, BAM CKYYHO ITHCATh YUYEHHUUECKUE
YVIpaXXHEHHUsS B TETPAJKy, W BbI JIABHO JKa)XJEeTe CBOSH MHUHYTHI CJaBbl, OTIPABISHTECh HA MPOCTOPHI
Wurepnera. [enatite 3anucu B Twitter, Ha Facebook, Ha crene Bronrakrte, 3aBeaurte Osor. [Iummre Ha
AHTIIMHACKOM SI3BIKE KOPOTKHE 3aMCTKH, CTATbH C UCIIOJIb30BAHUEM HOBEIX CJIOB.

O6maemcs:i ¢ nHocTpanuamu. CoBeTyeM HaWTHU Jpyra MO NEPENHCcKe Ha OJHOM M3 ATUX CaWTOB:
penpalworld.com, interpals.net, mylanguageexchange.com. Ilummure emy JIMHHBIE THChbMa, a TEpe.
OTHpaBKOfI CIe u quTanTe BCJIYX — TIOJIE3HO M JIsI IMPOU3HOUICHHWA, W JJId aKTUBAIlUKW CJIOBAPHOTO
3amnaca.

YuuMm HauW3ycTh CTHXH H MeCHH. 3yOpekKa — 3aHsITHE CKyYyHOE, IPYroe JeJo, €CIIU Bbl pa3y4HBaeTe
WHTEpPECHBIE BaM CTHXH WM TIECHH HAW3yCTh. JTO HWHTEPECHO, IOJE3HO I OOIIEro pa3BUTHS H
oOoraleHus CJI0BapHOTo 3arnaca. PudMoBaHHBIE CTPOUKH 3aIIOMHHAIOTCS JIerde OOBIYHBIX TEKCTOB, TaK
YTO U HOBasl JICKCHKA OBICTPEE OTIIOKUTCS B aKTHBHYIO YaCTh BAIIETO CIOBAPSL.

2.6. CamocTosiTEILHAA PA00Ta HAX YTEHHEM
I[MapanyiejibHOEe YTeHHMEe — HTO YTEHHE OJIHOTO M TOr0 € TeKCTa Ha JBYX S3bIKax: POJHOM H
n3ydyaeMoM.Tem, KTO TOJBbKO Hayaj YYUTh aHIJIMHACKUI, HET CMbIC/Ia YUTATh NapajlielibHble TeKCThI. Bl
MOKa HE CMOYKETE COMOCTaBUTh IPAaMMATUYECKHE KOHCTPYKIIMU U YACTH PEYM B Pa3HbIX si3bikax. [loaTomy
JIOKIUTECh XOTs Obl ypoBHs Elementary, 0ocBOWTE OCHOBBI TPAMMATHKH U TOJBKO ITOTOM MPHUCTYIANTE K
yTeHuto. Kak Toabko BBl JOCTUTIN ypoBHs Intermediate, mepexoauTe K YTCHHIO KHHT IOJHOCTBIO Ha
AHTJIMCKOM SI3BIKE. DTO MOXKET OBITh KaK aJanTHpOBaHHAs JUTEpaTypa, TaK W KHUTH B OpPUTHHAIIEC.
3HaHWE MPABWI YTCHHSI — 00513aTeILHOC YCIOBHE ISl HCIIOIB30BaHNUS METOAA MapalICIbHBIX TEKCTOB.
Bceernma BeiOMpaiiTe TOT TEKCT, KOTOPBIH BBl ¢ yIOBOJLCTBUEM IPOYHTAIN OBl MU IEpEeYUTANIH ObI Ha
pycckoMm s3pike. CrymmaiTe ayaMo3amuch TEKCTa. TakkKe MOXKHO BOCIIOIB30BATHCS CITCIIHATHLHBIME



nporpaMMamu ¢ TexHosorueir Text-To-Speech, mampumep http:/neospeech.com/. B okoImko MOXHO
BBecTH JIOOyI0 (pady, W TMporpaMMa O3BYYHUT €€ TOJIOCOM HOCHTENsS SI3bIKa C TIPaBUIBHBIM
NPOM3HOIICHNEM W MHTOHanued. Yuraiite (pasy Ha PyCCKOM M CONOCTABISIHTE C MPEIIOKEHHEM Ha
AHTJIMKACKOM YTOOBI pa3o0paThCsl B CTPYKTYpe NpeanoxeHus. Tak, Bbl mpountaete ¢pasy Ha PYCCKOM H
aBTOMAaTUYEeCKH OyZeTe COMOCTAaBIATh AHTIIMHCKHAE CJIOBA C PYCCKUMH, pa3doMpaThCsi B CTPYKType
MPEIOKEHHS, ITO TIOMOYKET BaM Pa3BUTh YyYBCTBO S3bIKA U SI3BIKOBYIO JIOTAJIKY.

Bribepute yaobusle pecypcenl: https://sites.google.com/site/aglonareader/home/lang-ru Ilporpammy s
YTeHHUS MapajuleIbHOTO TEeKCTa, a TaKKe TPWIOKEHHE MOXKHO CKadaTh OecIIaTHO. DTO HWHTEpecHas
pa3paboTka, KOTOpass IIOJICBEYMBAECT COOTBETCTBYIOIIME OTPHIBKM B TMapaUIeIbHBIX TEKCTax.
https://studyenglishwords.com/ - 6ecruiaTHbI# caliT, HA KOTOPOM MOKHO YHTATh MapPaUICIbHBIC TEKCTHI
Ha aHIJIMICKOM SI3BIKE, COXPaHATh CJIOBA M3 HUX B COOCTBEHHBIM 3JICKTPOHHBIM CIOBAPUK U YYHUTH B
CcBOOOHOE BpEMSI.

UreHue BCJAYX HA AHTJINHCKOM SI3bIKE!

1. YUuraiiTe MENTIEHHO, YETKO U BBIPA3UTENILHO IPOroBapyuBanTe KaX /bl 3ByK U KaX/10€ CJIOBO, JealiTe
nay3sl. Ecnu BeI OyJieTe THaThCS 32 CKOPOCTHIO, TO MHOTOTO HE J0OheTech. Jlaske eciii CKOpOCTh BBl U
HapaOoTaeTe, TO MPOW3HOIICHWE, WHTOHAIWS, KpacUBBIE 3BYKM — BCE OTO yHAeT B Hukyzda. s
BBIPA3UTEIBHON pedr B MEPBYIO OYEPEb HY)KHO XOpoIllee MPOU3HOIIEHUE U MpaBUiIbHAs MHTOHAIMA. A
CKOPOCTb TTOSIBUTCSI CO BpEMEHEM caMa, OHa HapabaThIBaeTCs TPAKTUKOM.

2. IlpounTaiiTe TEKCT W TOJHKO IOTOM HWINHWTE HOBBIC clioBa. He 3a0ObIBaiiTe, UTO MPH YTCHHH BCIIYX
ObIBacT CIOXHO IMOHATH coJepkaHue Tekcra. CHauvana IOJHOCTHIO YHTAWTE TEKCT, HE oOpaiast
BHUMAaHUs Ha He3HakoMble cioBa. CTapaliTech yIOBUTH TNIABHYIO MBICIIb U MOHSATH, O 4eM TekcT. [Tocre
TOTO KaK BbI TIPOYUTANN TEPBBINA pa3, MOXKHO YK€ padoTaTh C HE3HAKOMBIMH CIIOBAMH: MCKATh 3HAYCHUS
B CJIOBape, CMOTpETh, KakK MPOM3HOCATCA. YTOOBI pacIIUpUTh CIOBapHBIA 3amac, y4YUTe HOBEIC
BBIPQKEHHUS, TTOBTOPSIUTE CIIOKHBIE W TPYTHONMPOM3HOCHMBIE cioBa. UTOOBI BaM OBUIO Jierde 4MTath,
HEOOXOMMO BBIOUPATh KHUTY, COOTBETCTBYIOIIYIO BAallleMy YPOBHIO 3HAHHIA.

3. OOpamaiiTe BHIMaHHE Ha TpaMMaTHKy. Uutas mpo cebdsl, MOXHO Oeriio IMpoCMOTPETh TEKCT, He
BaBasCh B TMOAPOOHOCTH cojepkaHus. UnTas aHTIMHCKUAN TEKCT BCIYX, Bbl HUKYyJla HE TOPOIHTECH,
MOATOMY MOJKETE YBHJETh, KaK YHNOTPEOJSIOTCS BpeMEHa W apTUKIM. 1O ecThb BBl 3allOMHUHACTE
MIPaBIIILHBIC MOJIEIIA UCTIOIH30BAHUS TPAMMATHYECKUX ITPABHIL

4. Yuraiite He MeHnbmie 10 MuHYT B JeHb. Pasymeercsi, yemM Oonbliie Bbl OyJeTe YuTaTh BCIYX Ha
AHTJIMACKOM sI3bIKe, TeM Jydine. OnTuMmanbHblii BapuaHT — 30 MuUHYT B JeHb. Ho ecim mumiHero
BpPEMEHH y Bac HET, CTapaifTech BBIACIATH XOTs Obl 10-15 MUHYT. DTO HYKHO Kak pa3 JAJsl TOrO, YTOObI
Ballla pe4b CO BPEMEHEM CTasla OBICTPOH M IIaBHOW. BaM He Hallo MpUAYMBIBATH pedb HA XOAY, KakK B
pasroBoOpe, Bbl YMTAETE TPAMOTHO HAIMCAHHBIM TEKCT M CIielyeTe 3a X0J0M Mbiciu. Ecnm Bbl Oynere
YUTAaTh BCIyX HE MEHBIIE Tojlydyaca B J€Hb, TO 4Yepe3 MECHI-IPYyroidl 3aMeTuTe, Kak CHIBHO
peoOpasniach Balla pedb: 3BYKH CTAIM YeTKUMU, YIIUTH CIIOBA-IIapa3uThl U HEJIOBKHE 3aMHHKH.

5. Uwraiite pa3Hble TeKCThl. YUTaliTe Xy/I0KECTBEHHBIE MPOU3BEICHHS, CTUXU, HAYYHbIC MyOJIUKAIIHH,
CTaThH B Ta3eTax M KypHanax. PasHooOpa3Hble TEKCThI TOMOTYT Pa3BUTh HABBIK YTCHHUS CO BCEX CTOPOH.
Jist Kaykoro TeKcTa Oy IyT pa3Hble TEMITbI PEYX U May3bl, HHTOHAIHSL.

Hurepuer-pecypchl:
http://www.rong-chang.com/nse/ 3ToT caiiT momoWAeT T 3aHATHI HaYMHAIOIINM C YpoBHEeM Beginner
u Elementary. Bce TekcThl KOpOTKHUE, B HUX UCIIONB3YOTCS MPOCTHIE CJI0BA U AJIEMEHTapHAask IpaMMaTHKa
— Tpu BpeMeHu rpymibl Simple. [TonpoOyiiTe unTath X0Ts ObI 2-3 TEKCTa €KEAHEBHO, 3TO 3aliMET BCETO
5-10 munayT. TeMBbl TEKCTOB pa3HbIE, YACTO OHHU MPEACTABIAIOT cOOON HeOombpimMe IIyTKH. Bee cioBa
nmoo0paHbl TakKUM 00pa3oM, YTOOBI W3YYaIONIUi HE MPOCTO YWTA TEKCThl Ha AHTIMICKOM, HO U
pacimpsl CBOM JIeKCHMUYecKuid 3amac. Tak, BBl CMOXETE BBIYYHTh IE€pPBbIe (hpa30BbIC TJIATOJIBI, YacTO
yrnoTpebsieMble CJIOBa U BhIpakeHUs. K KaIoMy TEKCTY MpUIIaraeTcst ayIHo3aIuch.
http://www.english-online.at/index.htm SToT pecypc co3man CreUaabHO st H3yYaroNuX aHTIIHHACKHUMA
s3bIK ¢ ypoBHeM Pre-Intermediate u Bbime. TekcThl HE OYEHB JTMHHBIC, 3aTO HACHINIEHBI MOJE3HBIMU
BBRIpOKCHUSIMH ¥ ciloBaMd. CTaTbu pa3HONW TEeMAaTHKWA aJalnTHPOBAHBI CHEIUATBHO JUISI YUAIIHXCS:
WCIIOJNIB3yeTCsa HanboJee JyacTo yrnoTpediseMas JeKCUKa W HECIO)KHbIE TPAMMAaTHYEeCKHEe KOHCTPYKIIHU.
Ha nanHbIil MOMEHT Ha caliTe AOCTYMIHBI JUIsl YTEHUSI HECKOJBKO COTEH TEKCTOB pa3HOM TemaTuku. Bee
OHH JIOBOJILHO MHTEPECHBI, TaK YTO JAHHBIM PECYPC COACPKUT ONTHUMAJIBHYIO ITPOMOPIUI0 O0yUEHUS U
pasBiieueHusi. Bo Bcex CTAaThsX BBl YBHJHUTE CJIOBA, BBIJCICHHBIC JKUPHBIM MIPUPTOM. ITO JIEKCHKA,
KOTOPYIO BaM TpeiJiaraloT u3y4yuTh. Ilocie TekcTa cTaThbd Bbl HaljieTe aHTJIO-aHTJIMHCKHUI CJOBaph C
STUMH CJIOBaMH. TakuM 00pa3oM, CalT BBITOJHSAET BAXKHYH (DYHKIIUIO — BBl MOXKETE M3y4YaTh Ha HEM
HOBYIO JIEKCUKY B KOHTEKCTE.
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http://short-stories.co.uk/ A 3ToT caiiT momoaeT BceM IIOOUTENSIM XYI0KECTBEHHOM JINTEPATYpPhl. 3/1€Ch
HET aJaNTHPOBAHHBIX TEKCTOB WJIHM CIIOBapel, TOJNBKO paccKa3dbl AaHTJIOA3BIYHBIX aBTOPOB B
HeW3MeHeHHOM Bune. Ha caifte mpeactaBiensl 8 MOMyJIsPHBIX JKAHPOB: JETCKas JIUTEpaTypa, NCTCKTHUB,
(haHTaCcTHKA, yKACKI, OMOP, IOKYMEHTAJIbHAS [TPO3a, POMaH, Hay4YHas (paHTacTUKa. ECIii BBl HAXOIUTECH
Ha ypoBHe Pre-Intermediate, mompoOyiiTe Ha9aTh YUTATh NETCKUE PACCKA3BI.
http://easyenglisharticles.com/ Dto emre omuH pecypc ¢ TEKCTAMM IS M3YYAIOIINX AHTIHHACKUM SA3BIK.
CaiiT OpuEeHTHPOBAH Ha ydalmxcs ¢ ypoBHeM Pre-Intermediate u Bbime. Bce crathu Ha 3TOM caiite
aJanTHPOBAHBI IS YUAIUXCS: B TEKCTaX COMAEPKUTCS TOJIBKO Hamboyiee 4acTo ynorpedisemMast JTeKCHKa
Y TpaMMaTHKa CPEIHEr0 YPOBHS CIIOKHOCTH. TEeKCTHI B OCHOBHOM IIPEJICTABIISIOT TOCIETHIE MHPOBBIE
HOBOCTH, HO €CTb W  pa3Hble CTAaTbU-COBETHl IO  HM3YUYCHUIO HMHOCTPAHHOTO  SI3BIKA,
CaMOCOBEPIIECHCTBOBAHUIO U T. I. CaMble CBEXKHE HOBOCTU CO BCErO MHUpa B aIalITUPOBAHHOM BapHuaHTe!
OOpatuTe BHHMaHHE: TIOCIE KaXJAOH CTaTbl €CTh CIIHUCOK CJIOB, PEKOMEHAYEMBIX K H3yYCHHIO.
[MompoOyiiTe yranaTh MX 3HaUYE€HUE U3 KOHTEKCTA, 3TO, KaK MPABUIJIO, BEChbMa ITOJIC3HAS JJIs M3YUYCHHS
JIEKCHKA.

http://www.infosguares.com/readingcomprehension/ Ha sTom caiiTe IpeacTaBIE€HO BCETO HECKOJBKO
JIECSITKOB TEKCTOB, OJJHAKO OH JOCTOWH Balllero BHUMaHWA. Pecypc momoiier amns 3aHATHH YIeHHUKaM C
ypoBHeM Intermediate u Beimie. Pecypc oTnmuaercs OT MpeAbIIyIIMX CAMTOB TeM, YTO Ballla 3ajJaya
TeNeph — HE MPOCTO MPOYUTATh TEKCT W TOHSATH OCHOBHYIO MBICIh, a YIIOBUTHh JaKe MeTbYalline
netanu. Ha Bkiamke ¢ o000l cTaTbell BbI HalJieTe HE TOJIBKO CCBUIKY Ha caM TEKCT, HO M TECT Ha
MPOBEPKY MOHUMAaHHS TPOYUTAHHOTO. [109TOMY MBI COBETYEM 0OpaTUTh BHUMAaHHE HA 3TOT PECYpPC BCEM,
KTO TOTOBHUTCA K 3K3aMCHY IIO aHFJ'IHfICKOMy A3BIKY, BC€Ab BBl MOXCTC «OTPCICTHPOBATH» HA 3TOM
pecypce cekmuio Reading. 3amada aToro caiita — MpoOBEpPHUTH, HACKOIBKO XOPOIIO BBl IOHUMAETE TEKCT.
[ToaTOMy MBI peKOMEHAYEM 3aHUMATHCSA HAa 3TOM CAalTe MPUMEPHO pa3 B MECSAIl, & B OCTAILHOE BpeMs
YUTATh JPyTrue cTaThu. TakuM 00pa3oM, Bbl OyjeTe BUIETh, HACKOJIBKO OBICTPO PAa3BHBACTCS BAlll HABBIK
YTEHHS Ha aHTJIMICKOM SI3bIKE M HACKOJFKO BBl BHUMATENHBI TP YTCHUH.
http://web2.uvcs.uvic.ca/courses/elc/studyzone/330/reading/  Dtor cafiT  CX0K ¢ TPEIOBIIYIIUM:
HEOOJIBIIIOE KOJMYECTBO MATEPHUAJIOB C JIMXBOM KOMIICHCUPYETCS HAJMYMEM pa3HbIX YIPaKHCHUH,
MIPOBEPSIOIIMX TIOHUMAHKUE TEKCTa. 3/1eCh MOXHO 3aHUMAThCsl ¢ ypoBHeM Pre-Intermediate u BbIIe.
http://dreamreader.net/ ItoT pecypc 3aHHTEpECYET TeX, KTO JIIOOUT YMTATh Pa3HbIe O3HABATEIbHbIC H
pasBiiekatenbHble cTaThi B IHTepHeTe. CallT mojoiiaer yyanmmces ¢ ypoaeM Elementary u Bbline.
Boubliie Bcero TeKCTOB Ha 3TOM caiiTe nmpejcTasieHo B pasaenax Fun English u Academic English.
[IpenecTh cTaTeit B TOM, YTO HAITMCAHBI OHU XOTh M MTPOCTHIM, HO JKUBBIM SI3BIKOM. A paccMaTpHBaeMbIE B
CTaThsIX TEMBI aKTYaJIbHBI M OCBEIIAIOT CaMble pa3HbIe CTOPOHBI JKU3HU: OT S3bIKa Tena 10 Gact-pyaa, oT
HJIO no «xomaubux» uanoM. K kaxxjoMy U3 TEKCTOB MpUiIaraeTcs psiji BOIPOCOB, TOMOTAIOIINX
MIPOBEPUTH, HACKOJIBKO XOPOIIIO BHI MIOHSUIA IPOYUTAHHOE. BRI MOKETE HEe TPOCTO YUTATh CTATHIO, HO U
MOCITyIIaTh ee.

2.7. CamocTosiTeIbHAA padoTa HaJ MHCHMOM

U3yuaiiTe mpaBuia HANMCAHUS CJIOMKHBIX CJOB. 3alMOMHHUTH TPABOIUCAHWE MHOTHX CIIOB OyjeT
npolle, eciy 3HaTh MpaBuia, 1O KOTOpbIM OHW mwminyTcs. Hampumep, B crathe «Silent letters.
HemnpousHocumblie OYKBbI B QHIIIMICKOM SI3bIKE» YE€TKO U MOHITHO OOBSCHSIOTCS MPaBHiIa YIIOTPEOICHNUS
HEMPOM3HOCUMBIX OYKB. M3ydnTe 3Ty CTaThio, M Y Bac y)Ke He BO3HUKHET JKeJlaHHs HamucaTh nowledge
Bmecto knowledge http://engblog.ru/silent-letters. Takxke coBeTyeM O3HAKOMHUTBCSI M CO CTaThei
«Opdorpadusi aHTIMICKOTO sI3bIKa», B HEHW MPEJICTABICH CHHCOK TIOJE3HBIX MAaTepHajoB st
COBepIIICHCTBOBaHUS mpaBonvcanus http://engblog.ru/spelling.

Hcnons3yiiTe mpueM M3 MKOJbI. BcrioMHUTE, KOTJ]a MBI COBEpIIANM OMIMOKY B JIMKTaHTE, YYHTEIh
3aCTaBJISUT HAC MPOMHUCHIBATE ¢loBO 5-10 pa3. OH menan 3TO HE W3 JKENAaHUS HAKa3aTh YUCHUKA, a IS
TOTO, YTOOBI B HAIIICH MAMSTH MIPOYHO 3aKPEMIJIOCH MPaBUILHOE HamucaHue ciosa. [lompoOyiiTe nenath
AQHAJIOTUYHO M C TIPABONMCAHUEM AHTIMHCKUX CJOB: KaK TOJBKO OIIUOJINCH, BO3BMHTE TETPAIKy M
HAIUIIUTE OHITHE TIPABUIBHO HECKOJIBKO pa3. BBIMONHSISI Takoe yrpaKHEHHE, Bbl BKIHOUaeTe B paboTy
MEXaHHUYECKYI0 NaMsTh, a 3TO 3HAYUTEIHHO O0JierdaeT 3arlOMHHaHWE cjioBa. MalleHbKas XUTPOCTb:
MHorue (GUIONIOrH ¥ JIMHTBHCTBI COBETYIOT OTKAa3aThCS OT MPONMUCHBIX OykB. OHM PEKOMEHIYIOT
neyaraTh CJIOBO Ha KJIaBHAType WJIM MHCaTh €ro Ie4YaTHbIMH OykBaMH. B Xome 3KCIepuMeHTOB
BBISICHWJIOCH, YTO TI€YaTHbIe OYKBBI HMEIOT 4YETKYI (opMy, MO3TOMY MO3Ty TpOIIE 3allOMHHTh
HamucaHue ciioBa. YTo Kacaercsl MPOMUCHBIX OYKB, TO MOYEPK OBIBACT Pa3HbINA, U (PAKTHUECKU KaXKIbIi
pa3 Mbl THIIeM OyKBY HEMHOT'O HO-APYromMy. DTO YCIOXKHsET Bocupustue uHpopmanuu. [lompoOyiite
neyaTarh, a He IUCaTh, BO3MOXHO, 9TO IMEHHO TO, YTO BaM HY)KHO.
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IIpakTukyiiTech, MPaKTUKYiiTeCh M ellle Pa3 MPaKTHKYHTech. UTOOB HAyYHUTHCS BOAUTH MAIIHHY,
BaM HY)KHO KaK MOYKHO 4Yalle CaAMThCS 3a PyJib, @ YTOOBI MUCATh I'PAMOTHO, HY’KHO KaK MOXKHO Yalle
caiuThCcs 3a CTON W mucath. llompoOyiTe aenaTe pa3lUuHBIE 3alUCH Ha AHTJIMHCKOM  SI3BIKE,
MPaKTUKOBATHCS MOXKHO TakK: BeauTe AHEBHHK, a Jydille MONpoOyiTe 3aBecTH OJOT Ha aHTIMHCKOM
a3bike B MHTepHeTe. CaMOBBIpaKCHUE U TEIUIbIe KOMMEHTapUM YUTaTelel BOOAYILEBST Bac HA HOBBIC
nogsuru. [lenaere nomamnee 3aganue? HanumumTe win HanedaTaiTe €ro, a He MPOCTO OTMETHTE HYKHbIE
OTBEeTHl B yueOHHKe. J[e10 3T0 TpymoeMKoe, HO OKynuTcs ctopuueil. [lonpaBunace uHTEpecHas nuraTta
WM WIMOMAa Ha aHTIMHCKOM si3bike? He xommpyiiTe ee cebe Ha KOMITBIOTED, a HaNedaTaiTe BPYYHYIO.
DTO OTAWYHBIA MPHEM, COBMEINAONINI B cebe n oOydeHue, M pas3BiedeHne. Beibepute MHTEpECHYIO
kHury unu 6mor B Mutepnere. ExenHeBHO mepenuchiBaiiTe 1-2 cTpaHMIBI TEKCTa, MPUYEM CJIOBO B
CJIOBO. DTO OAMH M3 CaMbIX ACHCTBEHHBIX METOOB yiyulieHus spelling.

3ajgeiicTByiiTe 3ligeTH3M. DiifeTn3M — ¢oTorpaduueckas namsITh, KOTOpas OTBEYAeT 3a 3alIOMHHAHUE
3pUTENBHBIX 00pa30B. 3aJeHCTBOBAaTh €€ Jydlle BCEro MpHU HM3YYEHHH HOBOTO cjoBa. BHUMarenbHO
CMOTpPUTE Ha HEro, MocTapailTech 3allOMHUTH ero (GopMy, MOpSIOK OYKB, 3aTeM 3aKpOWTe Iyasza M
nocTapaiTech MPENCTaBUTh €r0 — Yy Bac B HaMATH OTJIOKUTCS 3PUTEIBbHBIA 00pa3 HOBOTO MOHSTHS.
OfHOBPEMEHHO C MPOCMOTPOM IIPOM3HECHUTE CIIOBO, YTOOBI 3TH 3BYKHM acCOLUMHPOBAINCH y Bac C
KOHKPETHBIM MPaBWIBHBIM HAlUCAHWEM. BBIMOIHANWTE 3TH ACHCTBHS NPHU KaXKIOM MOBTOPCHUH, TOTIA
yhnpakHeHHEe ObICTPO MPUHECET CBOU IUIOIBL.

CeepsiiTech co ciaoBapeM. Korja nuiere cjioKHOE CIOBO, HE MOJAraiiTech TOJBKO HA CBOIO MAMSITh,
npoBepsiiTe HamucaHue B cioBape. Jlydimie mucath MEAJICHHO, 3aTO NPaBWIBHO, 4YeM OBICTPO U
HerpaMoTHO. He mepexuBaiiTe, Tociie HECKOJIBKUX «IIOATJISBIBAHUID BBl 3alIOMHHUTE CJIOBO M OyneTe
YBEPEHHO MHUCATh €T0 0e3 BCAKHUX MOJCKA30K.

CocTtaBbTe cOOCTBEHHBIH ca0Bapb. B JHUHBIA cloBaph BKJIIOYMTE TOJIBKO T€ CJIOBAa, HaMKMCaHUE
KOTOPBIX BBI3BIBACT y Bac TPYIHOCTH. Pa0oTaiiTe ¢ ITHM «IETHIIEM» KaKk OOBIYHO TPH H3YUYCHUH
AHIVIMMCKOM JIEKCHUKH: 4acTO MPOCMAaTpHUBATE, MOBTOPSUTE, MEPEBOAUTE C PYCCKOrO HAa aHTIMUCKHIA
(Jryuizie Bcero NMCbMEHHO). DTO MIOMOXKET BaM JIETKO BbIyYUTh IPABONMCAHNUE AHITIUICKOTO SI3BIKA.
Bcenomuute 06 ygdexre Pectopdd. Jlyumie Bcero Ham 3anomuHaetcst ”HPOpMAIHs, BBIACISIOMIASACS U3
o0mieit maccel. Mcnonb3yiite adhdekt cede Bo Oiaro. Kak crienark ciioBo 3anoMuHarommmMces? Boinennre
€ro U3 JIPYrux CJIOB B NPSIMOM CMBICIE — IIPHU TOMOIIM SIPKOM PydYKH MM LBeTHOro mpudra. Mosr
BBIJICJIUT 3Ty UHQOPMAIMIO U3 OCTAIBHBIX CIOB W 3allOMHHT. [loMHHTE, BeJb B IIKOJIE HAC 3aCTaBIISIH
JlenaTh aHAIOTMYHO Ha ypPOKax PYCCKOTO S3bIKa: CIIOBapHbIE CJIOBAa MBI BBIJIEISUIM PAa3HOIBETHBIMU
pyukamu. MarneHbkast XUTpocTh: HekoTopble menaroru COBETYIOT HE MPOCTO BBIACISATH CIOBO, HO M
nucath Kakaylo OyKBY pa3HbIM IBeTOM. Bpemenu Ha Hamucanue yiiner Oojblie, padoTaTh C MOHATHEM
BbI OyJieTe JIONbIIE, MO3TOMY U 3allOMHHUTCS OHO ObicTpee. OO0s3aTeNbHO MOMPOOYHTE HA MPAKTHKE 3TO
IPOCTOE yIPaKHEHHUE.

Padoraiite ¢ Microsoft Word. Vcronb3yiiTe aBTOMaTH4eCcKyt0 TIPOBEpKY opdorpadvu HE TONBKO 10
MpsIMOMY Ha3zHA4eHWIO, HO W JuIsl oOyueHus. Kak TOJIbKO yBHAWTE, YTO MporpaMMma HCIpaBHiia Kakoe-
100 CIIOBO, COTPUTE €ro M HAMUIIMTE BPYYHYIO TPABUIILHBIA BapHAHT. DTO HEMHOTO YBEJIUYHUT BPEMS
paboTHI C TOKYyMEHTOM, HO OYZIEeT MOJIE3HBIM yIpaxkHeHueM 1is spelling.

YuraiiTe Kak MOkHO 4amle. Kak 3amoMHUTH JUII0O HOBOTO 3HaKoMoro wiu kosuiern? HyxHo wame c
HUM BUJIETHCSA. 3alIOMHHATh HAIMCAHHWE CIOB MOXKHO M HY)KHO aHAJIOTUYHO: CTapaiiTech BCTPEUAThCS C
HUMH 4acto. [Ipome Bcero 3To OyAer aenarb, €Ciid Bbl OyJeTe YMTaTh pa3HOOOpa3HbIE aHTJIOS3bIYHBIC
CTaTbl M KHUTHU. OTOT MpHUEM, MOXKaJIyH, CaMblii MHTEPECHBIH M HEHaBS3UUBBIA, BEOb BBl YUHTE
NPaBOINKCaHUE ABTOMATUYECKU BO BPEMS UYTCHUSI.

TecTupyiite cBon 3HaHusi. B MHTepHeTe MOXXHO HAlTH MHOrO Pa3HOOOpa3HBIX TECTOB M OHJIAWH-
3aJaHul, KOTOpbIE MOMOTYT BaM COBEPIICHCTBOBATh HABBIK MPABONMCAHMS HA AHTJIHICKOM S3BIKE.
Hanpuwmep, MHOI'O pa3zHo00pa3HbBIX TECTOB MOXXHO HalTH Ha ITUX cairax:
https://howtospell.co.uk/spellingquiz.php, http://eslus.com/LESSONS/SPELL/SPELL.HTM.

Hrpaiite B npaBu/ibHbIe UIPbI. V3yueHne aHMIMHACKOTO s13bIKa JIOJDKHO OBITH ISl BAC YBJICKATEIbHBIM.
A caenaTh ero TakKMM MOMOTYT pa3HOOOpa3Hble O0ydJaromue OHIaH-Urpel. X MOXHO MCTOIB30BaTh B
nepepbIBe MEXJIy YIPAKHEHUSIMH: BBl 3JI0POBO PA3BIEYETECh M B TO K€ BPEMs MPOJOIDKUTE YUUTh
aHruiickuit. [Tourpath ¢ MONMB30H MOXKHO Ha caltax http://www.wordgames.com/, http://www.merriam-
webster.com/word-games, http://www.funbrain.com/spell/.

H3yunte npaBuaa yreHusi. Eciiu Bbl Oyzere 3HaTh NMpaBuiia YTEHUs aHTJIMHCKOTO s3bIKa, BaM OyjeT
JIeTYe J0raJiaThCsl, KaK MUCaTh HE3HAKOMOE CIIOBO, MCXOJs M3 ero 3Byudanus. Spelling bee - urpa mus
TrpaMOTHBIX JfoieH. XOTHTE TMPOBEPUTH CBOM 3HAHUSA? XOTHUM OTMETHTb, YTO MPABOMUCAHUE BBHI3HIBACT
TPYAHOCTH Jlake y HOcUTeseH s3blka. IMeHHO o3aToMy B AMEpHKE €CTh Pa3/InuHble KOHKYPChI, KOTOPBIE
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MIpHU3BaHBI IPOBEPSITH TPaMOTHOCTH JIF0AeH, HanpuMmep Spelling bee. OTo copeBHOBaHUE, B X0/1€ KOTOPOTO
JIFOASIM Ha3bIBAIOT PA3IMYHbIE CJIOBA, @ OHU JOJKHBI IPOU3HECTH 10 OyKBaM, KaK MHUIIYTCS 3TH IOHITHS.
Kro caenan ommbky — BbIObIBacT. Ha kak10M 3Tarne KOHKypca JaroTcsi Bce 00JIee CIIOKHBIE CIIOBa, MOKa
HE OCTaHEeTCsI OAMH MoOenuTeNb. BriepBrle KOHKypce ObLT poBeaeH B AanekoM 1925 roay u ¢ Tex mop He
tepsieT nomyisipaocTH. Cefigac Spelling bee TpoBOIAT B pa3HBIX CTpaHAX MHUpA.

3. METOAMYECKHUE PEKOMEHJALIHWHA 11O U3YYEHHUIO TEOPETHYECKOI'O
MATEPHUAJIA

N3yuenune moOoro paszena cienyeT HauuHaTh C O3HAKOMJIEHHS C BONPOCAaMM IUIaHA
u3ydeHust TeMmbl. Ilpu H3ydyeHHMM TEOpeTHMYecKoro marepuana HeoOXOAMMO HCIO0JIb30BaTh
PEKOMEH/IYEMYIO OCHOBHYIO M JIOIOJHUTENIbHYIO JIUTEpaTypy Ul JIy4LIEro YCBOEHUS
MaTepuaia.

OcBauBaTh TEOPHUIO CIIEIYET B COOTBETCTBUU C TOW IOCIEAOBATEIBHOCTBIO, KOTOpas
IIPEJICTaBJICHA B IUIAHE CAMOCTOSTENIBHBIX U IPAKTUYECKUX 3aHATUH.

Metoauka paboThI C IUTEPATYpOl NMpeAyCMaTpUBAET BEACHHUE 3allMCH IPOYUTAHHOTO B
BUJE IUIAHA-KOHCIIEKTA, OIOPHOIO KOHCIEKTa W T.J. OTO TO3BOJUT CHEJNaTh 3HAHUA
CHCTEMHBIMH, 3a(UKCHPOBATH M 3aKPEMUTh UX B TAMSTH.

KoHcnekT — coxHbIi c110co0 U37105KEHUSI COJIePKaHUs KHUTH WM CTaTbU B JJOTMUYECKON
noce0BaTenbHOCTU. KOHCIIEKT akKyMyIupyeT B ce0e Mpeaplayliue BUbl 3alUCH, TI03BOJISET
BCECTOPOHHE OXBATUTH COJEP/KAHUE KHUIM, CTATbM, TEKCTa, I'PAMMATUYECKOrO0 MarepHaa.
[ToaToMy ymMeHHE COCTaBIAThH IUIAH, TE€3UCHI, JI€NaTh BBIIUCKU U JIPYTHe 3alUCU ONPENEIIeT U
TEXHOJIOTHIO COCTaBJICHMSI KOHCIIEKTA.

MeTtoauyeckue yKa3aHus 110 COCTABJICHUIO KOHCIIEKTA
1. BHuUMAaTEIBHO MNPOYUTANTE TEKCT. YTOYHUTE B CIPABOYHON JMTEpaType WM CJIOBape
HEeNoHsATHbIEe cyioBa. llpu 3ammcu He 3a0yabTe BBIHECTH CIPAaBOYHBIE JAaHHbIE Ha IOJSA
KOHCIIEKTa;
2. Beiienure riaBHOE, COCTaBBTE IIJIAH;
3. Kpartko cpopmynupyiite OCHOBHBIE ITOJIOKEHUS TEKCTa;
4. 3akOHCHEKTUpYHTE MaTepuan, 4YeTKO Cleays NyHKTaM IuiaHa. lIpW KOHCHEKTHpOBAaHUU
CTapalTeCh BBIPA3UTh MBICIb CBOMMH CIIOBaMU. 3aIIACHU CIELYET BECTH YETKO, SICHO.
5. I'pamoTHO 3anuceiBaiiTe nUTaThl. LIUTHpYS, yUUTHIBAaNTE JJAKOHUYHOCTD, 3HAYUMOCTD MBICIIH.

B Texcre KOHCIEKTa KeNnaTelbHO NIPUBOAUTH HE TOJIBKO TE€3HCHBIE MOJIOKEHHS, HO U UX
nokazatenbeTBa. [Ipu odopmieHnH KOHCIEKTa HEOOXOJUMO CTPEMUTHCS K €MKOCTH Ka)10To
npeUiokeHusl. MBICIM  aBTOpa KHUTHM ClEAyeT u3jaraTb KpaTko, 3a00TACh O CTHIE U
BBIPA3UTEIbHOCTH HAIMCAHHOTO. J{J1s1 yTOUHEHUS U I0NOJHEHHsI HE0OXO0IUMO OCTABJISITh MOJIS.

Iporieypa mpoBepKM KOHCHEKTa BKIIIOYAET B ceOs IepeyeHb BOMPOCOB 0a30BOro MU
MIOBBIIIEHHOTO YPOBHEH 17151 COOECe0BaHUSL.

MeTtoanyeckue peKOMEHAALMHU 110 NPEeACTABJICHHIO H 0()OPMIICHHIO
pe3yJbTaToB codece10BaHUS

CobecenoBanmne mpeaCcTaBIsSeT COOOH MHAMBHUIYAIbHYIO Oecely ¢ KaKIbIM CTYIEHTOM
M0 TPEUIOKEHHBIM BOIIPOCaM € TMOCIEAYIOEH OLIEHKOW HMX MOAroToBKU. Llenbro maHHOM
(bopMBl 3aHATHS SIBJISETCS OCYILECTBIEHHE TEKYIIero KOHTPOJS 3HaHUil mo Teme. B 3anmaum
co0ece0BaHNs BXOAUT MPHUOOPETEHNE HaBbIKa pabOThI C ICTOYHUKAMU U JIUTEPATYPO; YMEHHS
IPaMOTHO COCTaBJISITh KOHCIIEKTHI M MOJIb30BAaThCS UMHU; BBISIBIIATH Pa3JIMYHbIE TOUKH 3pEHUS Ha
poOJIeMy U CTETIeHb €€ pa3pabOTaHHOCTH B JIUTEpaType.

CobecenoBanue mpenmnoyaraeT  o0s3aTelbHOE  KOHCIIEKTUPOBAaHME TEKCTa WM
rpaMMaTHYeCcKOro MaTepuana, a Takke MpopadoTKy Bcel MpeIoKEHHON JINTEpaTyphl 0 TEME.

Bonpocsl qyia cobecejoBaHuss U KpUTepUH olieHuBaHus mpuBereHbl B POC naHHOM
JTUCIUTUIAHBI.

4. METOAUYECKHE YIVCA3AHI/I$I mo BI@I[AM PABOT,
NPEAYCMOTPEHHBIX PABOYEU TIPOT'PAMMOMU JUCHUITJIUHBI
4.1. lToaroroBKa K NPAKTHYECKUM 3aHATUAM



Memooduyeckue ykazanus no n0020mosKe K NPAKmu4ecKum 3aHamusm.

K camocTosTensHOi paboTe OTHOCHUTCS IOJATOTOBKA K IPAKTHYECKOMY 3aHATHIO H
BBIIOJIHEHNE JOMAIIHETO 3aIaHUs.

JloManiHee 3ajJaHUEe COCTOMT M3 HHIAMBUAYAIBHBIX 3aJlaHUi, TpOIEaypa IPOBEPKU
KOTOPBIX BKIIIOYAeT B CeOsl TMEepedYeHb MPAKTUYECKUX YIOPAKHEHUH U BOMPOCOB  JUIS
cobeceIoBaHNUs.

HToroBslii NPOIyKT caMOCTOSATEILHOI PadoThl: HHIUBUyaTbHOE 3aJaHUE.
CpecTBa M TEXHOJIOTHH OIEHKH: COOeCeIOBaHuE.

4.2. MeToan4yeckne yKa3aHHsi 10 COCTABJIEHUIO IJIOCCAPUS 0 TEKCTY

[Tomo6HO MFOOOMY CIOBAPIO TIIOCCAPUN COCTOUT M3 AaBTOHOMHBIX JICKCUYECKHUX €IHHHII,

PacoJIOKEHHBIX:

- o andaswury;

- 10 Mepe MOSBJICHUS TEPMUHOB B TEKCTE WJIU 3aJJaHUU;

- B COOTBETCTBUU C TEMOM U3y4aeMOro pasjena JUCIUIINHBI.

Jl5is cocTaBiieHus Ti10ccapus MO 33/IaHHOM TeMe HY)XHO HalWTu MHGOPMAIUIO C Pa3HBIX
UCTOYHUKOB (ceTb «MHTEepHET», SHIMKIONENH, IPAKTUYECKUE [TOCOOUs, yueOHas JInTeparypa),
M3YYUTh €€ U COCTaBUTh B PYKOIIMCHOM BAPUAHTE WJIU MOJIb3YsACh TEKCTOBBIM MPOLECCOPOM.

PaGora nomkHa OBITH TmpencTaBieHa Ha Oymare d¢opmara A4 B TEUYaTHOM
(KOMITBIOTEPHOM) UJIM PYKOTIMCHOM BapUaHTE.

Kaxnas nexcuueckas eAuHMIIA 3alUCBHIBAETCS Ha OTHENIBbHOM cTpouke. B coctaB ee
XapaKTEPUCTUKHU JIOJDKHBI BXOAUTh HE TOJIBKO KpPAaTKOE TOJIKOBAaHWE, HO M KOMMEHTapHH,
IIPUMEpBI, MOSICHSIONINE LIUTAThl, CCHUIKM HA JIUTEpaTypy. I 1aBHBIM OTIMYHEM IJIOCCapus OT
OOBIUHBIX clIoBapel sBiseTcs (OPMUPOBAHKE €TO B KAYECTBE €AMHOTO KOMIUIEKCa HHPOpMaIuu
B COOTBETCTBUH C MCCJIEIOBATEIBCKON WIIM IPAKTUYECKOMN 3a/1a4eid.

PexomeHnganum mo cOCTaBJICHHUIO IJIOCCAPHSA:
* I'1aBHOe MpaBWJIO rJjioccapusi — J0CTOBepHOCTh. [losicHeHue AO0KHO Haubosiee TOYHO
OTpaXkaTb CyTh JEKCUYECKON E€IUHUIIBI.
* [TosicHeHue 10/1KHO OBITH KOPPEKTHBIM U MOHATHBIM. Henb3s 1crosnb30BaTh OTKPOBEHHbBIE
YKaprOHU3MBI, HO U CJIMIIKOM CJIOKHBIM Hay4HBIM TEKCT MOKET TOJBKO 3aIlyTaTh MOJIb30BATEIIS.
* YuurhiBaTh Bce BapHMaHTbl. Eciu OOUH M TOT XK€ TEPMUH MOXKET HMETh HECKOJIbKO
paBHO3HAYHBIX 3HAYEHWH, HY)KHO YYMTHIBaTh BCE BapHaHThl, U HAa KOHKPETHBIX IPHUMEpax
IPUBOJUTH 3HAYEHNE TEPMUHA B TOM MJIM HHOM KOHTEKCTE.
HToroBnlii NPpOAYKT CAMOCTOATE/IBLHOM PadOThI: CIIOBapHAs CTAThs.
CpencTBa M TeXHOJIOTHM OLIEHKH: cOOEceIoBaHueE.
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