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1. [TosicHuTEeNbHAS 3aIIUCKA

Metonuieckue yKa3zaHus IpeIHA3HAUCHBI Ul CTYIEHTOB OYHOI/3a09HOH QOpMBI 00yUeHus,
KOTOPBIMH OHHM MOTYT TOJb30BaThCSA IMPH TOJATOTOBKE K MPAKTUUYECKUM 3aHATHSIM. [IpakTuueckue
3aHATHUS 3TO TUIAHHpyeMas y4ueOHas, yueOHO-HCCIeIoBaTeNbCKasi, a TaKkke HaydHO-HCCIeI0BaTebCKas
pa60Ta CTYACHTOB, KOTOpas BBIIOJHACTCA B ayJUTOPHOC BPEMA IIOA PYKOBOJACTBOM IIPEIIOaaBaTECIIA. B
COCTaBe METOAMYECKHUX YKa3aHUM K MPAKTUYCCKUM 3aHATUAM MPEAyCMOTPEHBl PEKOMEHAALMH IO
MOATOTOBKE K MPaKTHYECKOMY 3aHsThio. [Ipu BBITONHEHNH paOOTHI CTYIEHTHI MOTYT HCIIOJIB30BaTh HE
TOJIBKO METOJUYCCKUEC YKa3aHMUsd 10 PCIICHUIO 3a/lad, HO U APYTHUEC MaTCpUaJIbI y‘Ie6HO-MeTOJJ;I/I‘-IeCKOFO
KOMILIEKCa.
OCHOBHO 1ETTbI0 METOAMYECKUX YKA3aHUH 10 BEITIOTHEHUIO MTPAKTHUECKUX PabOT SIBIISIETCS TIOBHIIICHUE
HCXOJHOTO YpPOBHS BIIAJCHUS HHOCTPAHHBIM SI3BIKOM, JOCTUTHYTOIO Ha MPEAbIAYLIEH CTYNEHU
00pa3zoBaHus, U OBIIAJICHUE CTYJCHTAMH HEOOXOJUMBIM M JOCTATOYHBIM YPOBHEM KOMMYHHKaTHBHOM
KOMIICTCHI WU JI1 pCIICHUA 3a4a4 MCKIIMYHOCTHOTO U MEKKYJILTYPHOT'O B3aI/IMOILCI>'ICTBHH.

Ileapio OoCBOCHMS MUCHHILINHBI «HOCTpaHHBIA S3BIK B cdepe MmpodecCHOHATBEHOM
KOMMYHUKallMW» sBNseTCS (OopMHUpOBaHWE Y CTyAEHTOB KommeTeHnnd YK-4 xak cpencrtsa,
MO3BOJISIONIETO 00ECTICYNTh KOMMYHHUKATUBHO-TI03HABATEIbHBIC MOTPEOHOCTH B c(hepax akaeMUIECKOH,
Mpo(heCCHOHANBHOM U COMANTBHO-TYMaHUTAPHOU JESITEILHOCTH, YIaCTBYS B MEXKKYJIHTYPHOM OOIICHUU.

3amaun OCBOCHUS AWCIMIUIAHBI: OBJIAJICHHE MOHOJOTHYCCKON W AHATIOTHYECKON pEeUblo, OBIIAICHHE
OCHOBaMU IMMCHbMEHHOW PedH, OBIIaJICHHE OCHOBAMHU CAMOOIICHKH YPOBHS C(OPMUPOBAHHOCTH SI3IKOBOY,
pe4eBOll M  COIMOKYJIBTYPHOM KOMIIETEHIIMH ¥ (OpPMUPOBaHUS TOTPEOHOCTH B  S3BIKOBOM
camMo00pa30BaHUH.
B pe3ynbraTe 0CBOEHUS JUCUUILIUHBI 06yan0H11/H‘/'Ic;1 JOJKEH
3HATh!
- OCHOBHI ITEPEBOIa C MHOCTPAHHOTO SA3bIKa B PO ECCHOHAIBEHOM cdepe;

YMETb:

- BBIIIOJIHATE KOPPEKTHBIM MUCBMEHHBIN IEPEBOJ C HHOCTPAHHOTO SI3bIKa HA FOCYJapCTBEHHBIN SI3bIK PD
U C TOCYIapCTBEHHOTO si3bIka PO Ha HHOCTpaHHBIN SI3BIK;
BJIAJICTh:
-)KaHpaM¥u TUCBMEHHOW pedr B MpoeCCHOHATILHO cdepe.



2. INTAH IPAKTUYECKHX (CEMUHAPCKUX) 3AHATHI
IpakTuyeckoe 3aHaTHe Nel. JlekcHyeckMe W CHHTaKCHYeCKHe OCO0EHHOCTH OQHMIHATBHO-
JeJI0BOT0 CTHJISI AHIVINICKOTO sI3bIKA.
OpranuszanuonHast (popma 3aHATHS: TPAAULIMOHHBIN ceMUHAp.
Lens: ¢opmupoBaHue y CTYICHTOB PEYEBOH, S3BIKOBOM M KOMMYHHUKATHBHOM KOMIETEHIMH IS
OCYIIECTBJICHUS JICJIOBBIX KOHTAKTOB.
B pesynbTare ocBO€HUE TEMBI CTYJICHT JIOJKEH
3HATh: OCHOBHBIC I'PAaMMAaTUYCCKUE ABJICHU S, XapPaKTCPHBIC JJId HpO(beCCI/IOHaJ'IBHOI\/'I peuu; JICKCUYCCKUE U
CHHTaKCHYECKHE 0COOCHHOCTH O(HUINATBHO-AETI0OBOrO CTHIISI B AHITIMHCKOM SI3BIKE;
YMETh: ONPEAETATh CTUIECBYIO NPHHAMICKHOCTh AHIJMUCKUX TEKCTOB OQHINAIBHO-AEIOBOIO CTHIIA,
BUJCTH XApPaKTCPHBIC CTUJICBBIC YCPTHI, YUTATh O(bI/IHI/IaJII)HO-I[CHOBBIC TEKCTHI pa3anH0171 CTCIICHU
CIIO)KHOCTH; CTPOHMTh JHAJOTMYECKyl0 W MOHOJOTHYECKYI0 pedb C UCIOJIb30BaHUEM Hanmboee
YHOTPEOUTENbHBIX JIEKCUKO-TPAMMATHYECKUX CPEICTB B OCHOBHBIX KOMMYHHUKATHBHBIX CHTyalUsIX
o(uIanbHOro O0IIEHNS; TOHUMATh AUAJOTHYECKYI0 U MOHOJIOTHYECKYIO PeUb 110 U3yUYEHHOH TeMe.
AKTyaJbHOCTH TEMBI: 00YyCIIOBIEHa HEOOXOIUMOCThI0 oBNageHus YK-4.
Teopernueckas 4acThb:

OdurnmanbHO-1eI0BON SI3BIK KaK OCOOBIH (YHKIMOHATIBHBIA CTHIIb PEYH XapaKTEepPH3yeTcs
HU3BECTHBIMU HWHTCPHAIIMOHAJILHBIMU YC€pTaMU, KOTOPBIC ABJIAIOTCA CICACTBUEM YHUBEPCAJIbHOCTH
pelaeMblx UM 3aad — CIYXHTh WHCTPYMEHTOM JEJIOBOTO OOIIECHHUS, CPEICTBOM AOKYMEHTHPOBAHHS
ounmanbHON ympaBieHuecko u ciayxeOHOH wuH(opmammu. OpxHa U3 caMbIX IOPa3HTEIbHBIX
0COOCHHOCTEH HSTOro CTHIISI — HCIOJb30BaHUE CIIOB B WX KCTUHHOM CJIOBapHOM 3HadeHWH. He
CyHI€CTBYCT BO3MOKHOCTU JId KOHTCKCTHBIX 3HAUCHUN WU JJIsL OILHOBpeMCHHOﬁ pcaim3anuu ABYyX
3HaueHu. CroBa ¢ SMOLMOHAIBHBIMH 3HAUYEHWSMH HE JOJDKHBI ObITh HAWACHHBIMH B JOKYyMEHTE.
Kaxzp1ii TUIT 1eTI0BBIX JOKYMEHTOB UMEET COOCTBEHHBINH HA0Op (pa3 U KInIIe, KOTOPBIE MOTYT Ka3aThCsl
CTpaHHBIMU B Pa3rOBOPHOM aHIJIMHMCKOM sI3bIKE, Hampumep e.g. invoice, book value, currency clause,
promissory mnote, assets (BBICTaBJISITb CUYET, CTOMMOCTb OCHOBHOTO KamHTana, IYHKT BaJIOTHI,
00s13aTeNIbCTBA 110 BEKCEITI0, aKTUBEI, H T.11.).

Hampumep,

o(puIMaTbHbIA CTHIID Heo¢unuansheiii cTunb

Formal style Informal style

commence (Ha4nHaTh) begin, start (HayaTh, Ha4aJIO)

conclude (3akKOHYUTH TOBITOKUTH ) end, finish, stop (koHel, ocTaHABIUBATHCS)

B pasroBopHOM aHTTUICKOM S3bIKE MOXXHO HAOMIONATh MHOXECTBO BBOJHBIX CJIOB: «XOpOIIO, Bl
BUJIUTE, CBOETO POJIa», KOTOPBIC HE MOTYT HCIIOIB30BATLCS B MUCHMEHHOM JICTIOBOM aHTJIMHCKOM SI3BIKE,
N JIOTUYCCKHU U CTUIIUCTUYCCKH. OHI/I HUCKIIIOUYCHBI, HOTOMy YToO HEC HCCYT CMI)ICJ'IOBOﬁ Harpy3KH. I[eJIOBBIC
I[OKyMeHTI)I, HaHpOTI/IB, JOJIXKHBI MCIIOJIB30BAaTh CJIOBA, KOTOpLIC HCpeILaIOT MHOT'O I/IHq)OpMaHI/H/I.

CTuitb, OZIHAKO, HE JOJKECH OBITh CIHMIIKOM MPOCTHIM, TOCKOJIBKY 3TO MOXKET IMOKA3aThCsl HEKYIIBTYPHBIM
U TpyObIM. JIMHIBUCTBI PEKOMEHIYIOT CJCAYIOIINE CTHIMCTUYCCKHE MPHEMBI, KOTOPBIE MOIJIH Obl
clenath COTJIAIICHUS W KOHTPAKThI 0oJiee BEKIUBBIMU: HCIIOJIB30BAHHE CIOXKHO — TOJYMHECHHBIX
MPeUIOKEeHUH, OOollee MPEAOYTUTEIFHO YeM KCIOJB30BAHUE MPOCTHIX IMPEATIOKCHHIA; UCTIOIh30BAHUC
MAaCCUBHOI'O 3ajI0ra Ij1aroja, a He akTUBHOTO; MOJIHbIC ()OPMBI CJIOB, @ HE COKpalleHHbIE (JOPMBI, TaMm, I1Ie
HEOOXOIMUMO.

[IpaBunbHas WHTOHAIMS JOJDKHA OBITh HEWTPANLHOW, JIMIIEHHOW HANBIIICHHOTO SI3bIKa C OJHOMN
CTOPOHBI, W HEO(UIMATHHOTO WM PA3rOBOPHOTO fA3bIKA C Jpyroi cropoHsl. [losTomy,
HECOOTBETCTBYIOIIMI CIIOBAPHBII 3a11ac, UANOMBI, ()Pa30BBIE IIATOJIBI HEIOITY CTUMBI.

O6e I[OFOBapI/IBaIOHII/ICCH CTOpOHI)I HE€ JOJKHBI HCIBIThHIBATH HUKAKUX prHHOCTCﬁ B HOJ'[y‘IeHI/II/I
WHPOPMAIMH, OHH JOJDKHBI OBITh B COCTOSIHUM TMOHSATH TO, YTO HamucaHo. Hemopasymenus Bcerna
BBI3BaHbI HEXBATKOW MBICIU M BHUMAaHHS. JTO MOXKET CIYYHTHCS M3-32 HCIOJIb30BAHHS COKpAICHHH,
YHCCII, HpeILHOFOB B 6OJ'II)HIOM KOJIMYECTBE.

CoxpallieHust MOTYT OBITH OYEHB MTOJIC3HBI, TAK KaK UX JIETKO M OBICTPO MHCATh U yuTaTh. OKUIACTCS, YTO
o0e CTOpOHBI JOJDKHBI 3HATH 3HAYCHHWE COKpalleHud. Eciau oaMH W3 mapTHEpPOB HE YBEPEH, 4TO
COKpalleHHU JIETKO MTPU3HAHBI IPYTOM CTOPOHOM, UX HEJIb3 UCTIOIb30BaTh.

OnmHa W3 caMbBIX T[OPa3HTEIBHBIX OCOOCHHOCTEH JEIOBOTO AHIJIMICKOTO sI3pIKa — IIHPOKOE
WCTOJb30BaHME HEMYHBIX ()OPM TJIaroja, ¥ UX UCCIEOBaHUE MOTIIO OBl OBITh HHTEPECHO UIS TeX, KTO



M3y4YaeT W MPEoaeT aHTITMICKUA si3bIK. CUCTEMa HETMYHBIX ()OPM TJIArojia BKIIOUAeT HHPUHHUTUB, -ing
(GOpMBI B IPUYACTHS. DTO — OOIIETPHHSATAS HCTHHA, YTO OTIJIAr0JIbHbIC ()OPMBI ITUPOKO MCIOIH3YIOTCS B
AHTJIMIICKOM sI3bIKE€ OOIIeHHWA, HO OHH YacTO WCIONB3YIOTCS W B JENOBOH W KOMMEpPYECKOH
KoppecnoHzicHIuu. M3 HamOoiee 4acTo HMCHOJb3yeMBIX OTIJIArOJbHBIX (DOPM B JICJIOBBIX MHUChMax
WCTONb3yeTCs UHPUHHUTHUB,

NHpUHNUTHB Kak JOTIONHEHHE K aKTUBHOMY TJIaroily BCEr/a clielyeT 3a TNIaBHBIM IIarojioM. B nenoBoit
KOPPECTIOHCHITIH 3TO CIICAYIOIIHNE TIaroisl: to agree (coriamarbes), to appear(IosiBIsIThCS), to arrange
(moroBapuBathcs), to continue(rpogomkathcs), to decide (pemars), to expect (oxunaTh), to fail (TepneTs
Heynady), to hesitate (konebatnces), to hope (HamesaTses), to intend (HamepuBatbes), to like (HpaBUTHCS),
to manage (ympamiarbh), to need (Hyxmarbcs), to offer(mpemnarats),to omit(rpomyckars), to plan
(mmanupoBats), to prefer (mpeamounTaTh), to prepare (IMOATOTaBIMBATH), to propose (mpemiarars), to
regret (coxkaneTs), to secure (obeperats), to try (mpoboBaTh), to want (XoTeTb), to wish (xenaTs).
Bompocs! v 3ananus:

1. [TonroToBbTECH K OOCYKACHUIO TECOPETHYECKOTO MaTepUaa.

2. ITpounTaiite U NepeBEIUTE 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.
- I see. May I wait a bit here?

- Do, please.

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

- What is he busy with?

- First he is to see an important visitor.

- What is he to do next?

- Next he is to go to his bank.

- What is he to do in the bank?

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

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

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

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

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

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

9. Discuss the job opportunity that this advertisement gives you

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

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

Use a dictionary to add to these lists

1 stationery

2 eraser

3 an envelope

4. carbon paper

5. adhesive tape

6 ribbon

7 moistener

8 a punch

9. correcting fluid

10. aruler

11. chips

12. a top (bottom) drawer,

13. a left (right) hand drawer

14. a filing cabinet

15. a folder

16. a safe

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



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

There is no money in this safe.

There is no calculator on the shelf.

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

There are no arm-chairs in the reception room.

There are no rulers there.

13. Translate and learn the following conversations.

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

- Oh, yes. I'm sorry, Cindy.

- It's all right, Mr. Clifford.

2) - Cindy, I want to talk to Mr. Lindon. Call him up and make an appointment. -I'm sorry, Mr.
Clifford. I can't reach him by phone. — Send him a telex then. — Our telex is out of order.
- There is another telex in the Sales Department. Send it from there.

- Very well, sir.

3) - There is a visitor to see you, Mr. Clifford. He hasn't an appointment.

- I'm very busy, Cindy. Tell him to come on Tuesday.

- But he says he is your friend. His name is Mr. Brown.

- My God! Is he a dark, smiling man? -Yes.

- See him in. It's William Brown from Australia!

4) — Are there any more visitors to see me, Cindy?

- No, Mr. Clifford, there are none.

- Are there any more letters to type?

- No, there are not. They are all ready.

- Then you can go home, Cindy.

- Thank you, sir. Good-bye.

14. Listening practice.
a) Here are the new words: experienced
businesslike
married
Listen to the tape and fill in the missing words. Each dash stands for a letter.
This is M........ Elizabeth Nippet. .......... is a sales........ She is..........
and businesslike.
She is She ... happily and.......three children.
b) 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) ITo3nakombTech ¢ Muctepom Tumortu JIuagonom. OH skoHOMHCT. OH O4YeHb yMEH U ombiTeH. OH
aKTHBEH U Aen0BUT. OH KeHAT MU UMEET IBOUX JEeTeH.

-Muccuc Jlungon, Bam myx noma? — Jla, OH 1oMa, HO OH OYEHb 3aHSIT.

-Mucc ®munnc, Mucrep Knuddopa y ceda? — [la, on y cebs, Ho oH 3ansT. [lomoxkaure HEMHOTO,
noxaiyicra. — Xopoio. — Bxoaure, nmoxaiyiucra.
2) Ilo3BosbTe mpencTaBuThCs. MeHs 30ByT Jlanmans beiine. S ynpapmsromuii 6ankoM. Ceitdac s He B
Oanke, s B oduce mucrepa Kimddopaa. ¥ mens Baxnas npobdiieMa, KOTOPYIO S TOJDKEH OOCYAHTH C
mucrepom Knuddopaom. Ho mucrep Knuddopa 3ansat. ¥V Hero coemanue ¢ busnecmenamu u3 Poccun.



3) -3apaBcTByiite. Mens 30ByT Dnuc Tpukc. Y MeHs HazHaueHa BcTpeda ¢ mucc @munmc B 10 gacos. —
3axonute, moxkanyicra. S mucc @murmc. HaspiBaiite Mmerss Cuaan. — A s Dnuc. — Tol HaII HOBBIN oQric-
MeHekep, He Tak Ju? Pama ¢ To0o0i#t mo3—Hakomuthes. — Celiuac muctep Kimddopa momxen uaru B
0aHK, a Mbl MOXEM TIOMHTh Yar0. A 3aTEM Thl MOXKEIIh HaYaTh PadoTy.

4) 3aka3bl Ha OPITEXHUKY W KaHITOBaphl MPHUXOIAT U3 pasHbix ¢upMm. Oupme muctepa Knuddopna
HY>KHBI 5 KOMITBIOTEPOB, 4 mukTtodoHa, 11 kanpkymaropos, 500 koHBepTOB, 20 avyek OyMaru, Mamku It
Oymar, KHOTIKHM U CKPETIKH.

5) Oto coBpemenHbli oduc. B Hem HemHOro mMebenu. 3aeck HET OymMaru M AOKyMEHTOB Ha crojax. B
MIPUEMHOM Ha CTOJIe y CeKpeTaps KoMIbroTep. B yriy Tenekc.

6) Mucrep Knuddopa roBoputr cBoemy cekperapro: — EcTh kakue-HHOYIb MHCbMa M TeJErPaMMbl?
[IpuHecute ux croja, moxkanmyiicra. — MHe oueHb HYyXe€H 3TOT aapec. Halinurte ero, moxanmyiicra. —
[lo3Bornute M-py JluHIOHY M MOrOoBOpHTECH O BeTpede. Mol TenedoH cioMaics, W st He MOTY C HUM
CBSI3aThCA.

- Ectb 1mu ko MHe enie moceturenu? [lonpocuTe X MOA0KAATH HEMHOTO.

IIpakTuuyeckoe 3ansaTHe Ne2. Oco0eHHOCTH YNOTPeOJeHUs MOJAJBHBIX IJIAr0J10B B AHIJIMHCKOM

AeJ0BOM CTHJIE.

Opranu3zanonHas GopmMa 3aHATHS: TPaIULIUOHHBIA CEMUHAP.

Lens: ¢opmupoBaHue y CTYICHTOB PEYEBOH, S3BIKOBOM M KOMMYHHUKATHBHOM KOMIETEHLMH IS

OCYIIECTBJICHUS JICIIOBBIX KOHTAKTOB.

B pesynbTare ocBOeHUE TEMBI CTYJICHT JIOJKEH

3HATh. OCOOCHHOCTH YIOTPEOJEHMsI MOJAIBHBIX TIJIarojoB; OCHOBHBIE TpaMMAaTHUYECKUE SIBICHHUS,

XapakTepHble Ui TPO(QECCHOHAIBHOW pedn; JIeKCUYeCKHe W CHHTAKCHYeCKHEe OCOOEHHOCTH

o(pUIMaTbHO-IEIOBOTO CTHIISI B aHTIIMICKOM SI3BIKE.

yMETh: YNOTPEONSATh MOJANbHBIE TJaroisl B O(UIHMAIBHO-IENIOBOM peud Uit  0003HaYeHHUs

JOJDKEHCTBOBAHUSA, TPOCHOBI, Pa3pelleHrs; ONPEeAesaTh CTHJIEBYI0 NPWHAIIC)KHOCTh AHTIUHCKIX

TEKCTOB OQUIIMAIHHO-AETIOBOTO CTWIIA, BHUIETh XapaKTEPHBIE CTHIJIEBBIE YEPTHI; YUTATh O(UIIMAIBHO-

JIeTIOBbIE TEKCThI PAa3IMYHON CTENEHU CI0XKHOCTH; CTPOHUTH ITUATIOTHUECKYIO 1 MOHOJIOTHUECKYIO PEYb C

WCIIOJIb30BaHMEM HanOonee YMNOTPeOMTEIbHBIX JIEKCUKO-TPAMMATHYECKHX CpPEACTB B  OCHOBHBIX

KOMMYHUKAaTUBHBIX  CHUTyalusX  O(HUIHANbHOTO  OOMIEHHWS; TOHWMAaTh  JWAJOTHYECKYyI0 H

MOHOJIOTHYECKYIO PeYb M0 U3YYCHHOU TeMe.

AKTyaJbHOCTH TEMBI: 00yCIIOBJIEHa HEOOXOIUMOCThIO oBNageHus Y K-4.

Teopernueckas 4acThb:

OnHuM W3 HamOollee YacToO WCIOJIb3YEMBIX MOJANBHBIX 3HAYCHUH B JICJIOBOM SI3BIKE SIBIISCTCS
3HAYeHUsI JOJDKeHCTBOBaHUs. Hanbonee ynoTpedusieMbIMU B JAHHOM 3HAYEHUH B AHTJIMHCKOM JICJIOBOM
CTHJIE SBJIAIOTCS IJIarojbl must, to be u to have.

[Ipumeps! yoTpedneHus riaroia must:

- We must be in time not to be late as it’s a very important event. (MbI JOJDKHBI TPUUTH BO BPEMSi, YTOOBI
HE OTI03/IaTh Ha 3TO BAXKHOE COOBITHE).

- I should say you must check it once more. (S cunraro BaM Hy»KHO IPOBEPUTH 3TO €IIE Pa3).

- Besides, your price must depend on the amount of the contract. (Kpome Toro, Bama meHa goiDKHA
COOTHOCHUTBCS C YCIOBHUSIMHU KOHTPAKTa).

AHTIMHACKUI eNOBOH CTHJIb MPEIIHCHIBACT YIMOTPEONIATh IIaroi must TOJNBKO 10 OTHOIICHHUIO K
COOCTBEHHBIM TOJYMHEHHBIM, KOTJIa TOMYEPKUBACTCS 00S3aTEILHOCTh U HEOOXOJIUMOCTD BBITIOJTHEHUSI
TOTO WJIM WHOTO JISHCTBUS WM 3aiaHus. He 3ps 3TOT rinaron 4acTo MCHojib3yeTcs B 3HAYCHUH MPUKa3a,
MOTYEPKUBAsI CTPOTOe TPEOOBaHUE MITM HEOOXOAUMOCTD BEHITIONHEHHUS KaKOT0-JIM0O JIeHCTBUS, HAIPUMED,
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. (BbI 00513aHBI TOATOTOBUTH BCE IOKYMEHTHI Ha MOJITHCH KO BTOPHHUKY ).

B oTHOLIEHUSAX C MapTHEpPAMM AHIVIMMCKUIN AEJIOBOUM CTUIIb NMPEANUCHIBAECT IIOYTH IOIHBIA OTKA3 OT
riaroixa must, KpoMe cIydaeB, KOrJa HEOOXOIWMO TMOMYEPKHYTH KECTKYI0 HEeoOXOAWMOCTh WIIH
HEJOBOJIGCTBO CTaplIMM MApTHEPOM MIIAAMINMH TapTHEpaAMH WJIH BO3MYIIEHHE IPH KaKOM-JIH0O
HEBBINOJIHCHUM 00s13aTenbcTB. Hanmpumep, Tak Bel MOXkeTe ynoTpeouth Gpaszy You must have paid your
debt by the 3th of November. (Bbl 00513aHbI BBIILIATHTE BaIll JOIT K 3 HOSOPs).
3Hast 0COOEHHOCTH [IEJIOBOTO aHTIIMHCKOTO, BBl OyjeTe MOHUMAaTh, YTO B OTHOMIEHHUSIX C TapTHEpaMu
CII/IyeT COCPEOTaunBaThCS Ha riiaroyax to have u to be, Tak kak 0053aHHOCTH BBITIOJTHEHUSI JICHCTBHSI
3BYYHT MEHEE KaTerOPHYHO.

[Tpumeps! ynotpeOnenus riaaronos to have to u to be:



- Are you to come on every Saturday morning? (Bl 00513aHBI IPUXOUTH IO yTpaM B cy000Ty?).

- They are to prepare their report to the next weekend. (OHM IOMXHBI TIOATOTOBUTH CBOHM OTYETHI K
CIIETYIOIINM BBIXOIHBIM).

- Sorry but I have to leave as I’m very busy last time. (IIpocTute, HO MHE 1Opa UATH - B TIOCIICAHEE BPEMs
y MEHsI O4Y€Hb MHOT'O JIeJ).

- Do you have to meet them at the station? (Bam Hy>XHO BCTpETHTh HX Ha CTAHIIHH?)

OnHako He CTOMT 3a0bIBaTh, UTO IUIaroj have to MOXXKET MMETh OTTEHOK HEKEJATEJIbHOI'O ACHCTBUS,
nosToMy cienyroomas ¢paza «So we have to work with you» 3By4uT HOBONBHO TPYOO M aHTTHHCKHI
JIeTIOBOM CTHJIb HE MPelyCMaTpUBAET TAKOTo yIOTPEOISHHUs 3TOr0 I1aroia.

Bo Bcex 3aTpymHHUTENBHBIX Cly4asx, a Jydile Jake W 4Yalle, BaM CTOMT Impuberatb K 0ojiee MATKHM
¢dopmaM yKazaHusl, 3aMEHssl JOJDKCHCTBOBAHHE BBIPAKECHHUSIMU, O3HAYAIONIMMHU TPEATIONIOKECHUE, COBET,
BOIIPOC ¥ T.1. AHIVIMICKUI NENOBOW CTHIIb NMPEAyCMaTpPHBaeT NOHMMaHUE MOJOOHBIX ()pa3 HAa TOH WU
7IBa TOHA JKECTYE UX OPUTHHAIBHOTO 3HAYCHUSL.
3TO CXOIHO U ¢ cuTyanueil B pycckoM s3bike. @paza «He mMoram Obl BB MEpenpoOBEpUTH HAIH JTOXOIHI,
ecnu y Bac OyzaeT Bpemsi. Mbl Obl cMOTTIH OOCYJUTh MX C HAIIUM (PUHAHCOBBIM ITUPEKTOPOM» BOBCE HE
O3HayaeT OyKBaJbHO CIIEIYIOIIEe: «CIENIATe 3TO, €CIH 3aX04eTCs, a €CIIM HE 3aX04YeTCsl, TO M HE HaJ0».
Ha camom nene, mpocs0a mopa3symMeBaeT 4y Th JIM He OBICTPOE ¥ TOYHOE MCIOIIHEHNE YKa3aHHS.

Bompocs! u 3aganust:
1. [ToAroTOBBTECH K OOCYKIIEHUIO TEOPETUIECKOTO MaTepHara.
VYnorpebnenue MomanbHbIX riarojos Can, May, Must, Should, Need u ux 3ameHuTeNnel A1 BhIpaKSHUS
JOJDKEHCTBOBAHUS, MPOCHOBI, paspelieHus B JETOBOH KOMMYHHMKAIIMA Ha aHTJIHICKOM  SI3BIKE.
Bripaxxenne nomkeHCTBOBaHUSA. BripakeHne mpockObl. BeipaxkeHne pazpernieHusl.
BribepuTe npaBUIIbHBIN 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. I am afraid I come to the party next week.
could not
cannot
must not
might not
4. When we went to the forest, we smell burning.

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



can

must

might
8. We

could

can

must

might
9. You have been travelling all day. You

could

must to

must

might

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

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

12. She passed me without speaking. She

could not
cannot
should
might not

have gone away if we had enough money.

be tired.

, know many people.

have been asleep.

have seen me.

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

— She
can
should
must
might'nt

14. — Why did Sarah miss meeting?

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

15. Do not phone me at eight o'clock. I
could not
can
should
might

16. — What time are you going?

— Well, I am ready, so [
could as well
can as well
must as well
might as well

17. She is a very nice person. You
can
are able
must
have

18. I have not phoned Ann for ages. |

have been asleep.

£0 now.

be watching the football match on TV.

meet her.

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. [lepeBemuTe HA AaHTTMHACKAHN S3BIK, YIOTPEOIssl MOAATBHBIN Taroi must.

1. OH, 1OKHO OBITH, OYEHB yCTal.

2. Y Hux naxe ecth sxta. OHH, TOIKHO OBITh, OUEHb OOTATHI

3. Tsl moMKeEH yexaThb 3aBTpa yTpoM?

4. Bwl He JOHKHBI OTTa3/IbIBATh.

5. 51 He mokeH 3a0bIBaTh O CBOEH MaTepu. Sl He mucai e 1enyio BeYHOCTh. CeroHs Be4epoM 5 JOTHKEH
Hamucarth el MUchEMo.

6. DTa KHUTa OYEHb LiIcHHAs. BBl HE TOKHBI €€ TEPSITh.

7. Heyxenu BaM HaJ0 YK€ YXOIUTH?

8. 5 momxeH mpU3HATH, YTO 5 HEIPaB.

3. IlpounTaiiTe U nepeBeaAUTE 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
3. give advice, an opinion or help



. do office work

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

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

. sell or buy for the company, especially abroad

. are responsible for the production

O 0 3O\ L

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) DKCIIEPTHI 110 PHIHOYHBIM OTHOIICHUSM HCCICAYIOT COCTOSHUE PhIHKA JUIS Pa3HBIX TOBAPOB B Pa3HBIX
cTpaHax. OHU aHATU3UPYIOT MOTPEOHOCTH MOKYNATEICH M PEIIaloT, KaAKKe TOBaphl TPEOYIOTCS, KaK MX
JIy4llie peKJIaMUPOBaTh U MPO1aBaTh.

0) Korga s aro-aubOyap MoKymaro, I MEHS BayKHa IleHa, KA4eCTBO M KpacuBbIid au3aiiH. Korma s
4TO-HHOYIb TPOJIAt0, JJII MCHS BKHBI MOTPEOHOCTH TOKyMHATElNsl M HEJOCTATOK MOJIOOHBIX TOBAPOB Ha
PBIHKE.

B) D10 HEOOIBIIas KOMIIAHUS, HO Y HEEe TOBAPHI M3BECTHBI BHICOKUM KAa4€CTBOM M HHM3KOH IICHOM.
OHU TPOU3BOIAT U MPOJAIOT DIIEKTPOTOBAPKI: YTIOTH, MACOPYOKH, MUKCEpHI U T.1. OHU TOHUMAIOT, YTO
3aBOEBBIBATH MOKymarenass Henerko. OHU BKJIAABIBAIOT ACHBIU B MPOU3BOACTBO, MAapKETHHIOBBIC
rccienoBanus, B pekiaMmy. Kpome Toro, y HUX ecth cucteMa cKuAOK. VX TOBapHBIN 3HAK YK€ U3BECTECH
Ha ME&KIYHApOJIHOM phiHKe, OHM UMEIOT JUJICPOB B HECKOJIBKUX 3apYOCKHBIX CTpaHaXx.

IIpakTnuyeckoe 3anaTue Ne3. OcHoBHbIEe MpaBuia opdorpaduu U NyHKTYaUMH aHTJIUICKOTO
SI3BbIKA.

OpranuzanuonHas popma 3aHATUS: TPAJAULIMOHHEIN ceMUHap.
Lenb: ¢dopMupoBaHue y CTYACHTOB PEUEBOW, SI3BIKOBOH W KOMMYHHKATHBHOM KOMICTCHIIUH IS
OCYITICCTBIICHHSI JIEJIOBBIX KOHTAKTOB.
B pesynpTaTte ocBOGHUE TEMBI CTYICHT JODKCH
3HaTh. OCHOBHBIE IpaBwia opdorpaduu ¥ TYHKTyallMd aHIJIMACKOTO S3bIKA; JIGKCHYECKHE U
CHHTaKCHYECKHE OCOOSHHOCTH O(HUIIHATBLHO-AEI0BOTO CTHIIS B aHTJINHCKOM SI3BIKE.
YMETh: MPUMEHSTh Ha MPAKTUKE OCHOBHEBIE TpaBuiia opdorpaduu ¥ MyHKTYallMd aHTIHHCKOTO SI3bIKA;
YUTAaTh O(l)I/IHI/IaJH)HO-I[eJIOBI)IG TEKCTHI pa3n1/1qH0171 CTCIICHU CJIOKHOCTU; CTPOUTH OHUAJIOTHYCCKYIO U
MOHOJIOTHYECKYI0) pPe4Ybh C HCIOJIh30BAHWEM Hamboyee YHOTPEOUTENBHBIX JIEKCHKO-TPAMMAaTHIECKIX
CPEeICTB B OCHOBHBIX KOMMYHHKATHBHBIX CHUTyalnusX OQUIMAIFHOTO OOUICHHS; IMOHHMAaTh
JUAJIOTMYECKYI0 U MOHOJIOTHYECKYIO PEYb 110 U3yYEHHOHU TEME.
AKTyaJIbHOCTH TEeMBI: 00yCIIOBIIEHA HEOOXOIUMOCThIO oBNaaeHus Y K-4.
TeopeTuyeckas 4acThb:
[MPOITMCHBIE BYKBBI
Hcnonp3oBaHue MpONMUCHBIX OYKB B AHIVIMHACKOM S3bIKE TOAYMHSETCS HECKOIBKO WHBIM TpaBUIIaM,
HEXEJU B PYCCKOM.



C npornucHbIX OyKB B aHTIMHCKOM SI3bIKE MUY TCS:
1. [lepBoe c10BO MpeIIOKEHUS.
2. Hurara BayTpH npeanoxenus (God said, Let there be light. - Gen. 1:3).
3. IIpsiMoii Bompoc BHYTpU MPEIJIOKEHHUS, AaXKe eclii OH He Beiaensiercs: kaBerukamu (He usually asks
himself, Am 1 right?).
4. Jlmanoe mectommenwe s (He and I disagree).
5. Nmena coOctBeHHble: (hamuiny, uWMeHa, reorpadudeckne Ha—3BaHus (Adamson, Chapman, John,
Mary, Washington, New Y ork).
6. IlpunararenpHble M Ipyrue 4acTH peyd, oOpasoBaHHble OT uMeH coOctBeHHBIX (English, Russian,
American, Americanism, New-Yorky). Cp., ogHako, riaroj anglicize.
7. Ha3Banus HapoI0B, pac, IieMeH | s13b1k0oB (Japanese, Russians, the Russian language).
8. 3Banus, Tutynsl, qomkHocTH (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. OdunuanbHple Ha3BaHWs HALMOHAIBHBIX/ MEXIYHAPOJHBIX TOCYAapPCTBEHHBIX/YaCTHBIX OpraHU3aluii
n nokymeHToB (The Constitution of the United States, the Fifth Congress, Federal Reserve Bank, Charter
of the United Nations).
10. CymecTtBuTenbHBIE (M 4YacTO NpHiaraTelbHBIE), OTHOCsIMecs K moHsTthio OoxectBa (God, the
Almighty, Allah, Providence, Lord).
11. Ha3Banus mHeit Henenu, mecsren, npa3gaukoB (Monday, March, New Year, Christmas, Fourth of
July, Good Friday).
12. Ha3BaHusi AOroBOPOB, TOCYAApCTBEHHBIX aKTOB, MCTOPHYECKUX COOBITHH, 310X, BoWH (Versailles
Treaty, Mid3le Ages, the Civil War, War of 1812).
13. Ha3anus ctpan cBeta u ux npousognsie (the North, a Northerner).
14. Ha3Banusi nuTepaTypHBIX NpOW3BEACHUH, kKypHanoB, crateid u T.m. (Shakespeare's Macbeth, the
Journal of the American Medical Association).
15. Hazanus Toproseix mapok (Philips, Sony).
16. Ha3Banus yueHsIx creneHei u gonkHocted (A.B., Ph.D., M.D.).
I[MPABUJIA TIEPEHOCA

Kak u B pycckoMm si3bIKe, IEPEHOC B AHIVIMHCKOM BCerja IOAYMHEH cMbIciy cioBa. Ciemyer
oOpaIiaTh BHUMaHUE Ha TO, YTOOBI MEPEHOC HE UCKA3MJI CMBICI CJIOBA WM €T0 TIPOU3HOIIICHHE.
[lepeHoc HEBO3MOXKEH B CIEAYIOLINX CIydasx:
1. He pexoMeHyeTcsi IEPEHOCUTH TIOCIIEAHEE CJIOBO MPEIOKEHHSI Ha CIICAYIOILYIO CTpaHully. Takxe He
PEKOMEHTyeTCsI IEPEHOCUTD Ha CIIEYIONIYIO CTPaHUILy CTPOKY, KOTopast SBISICTCS MociieiHe B ab3arie.
2. Henp3s mepeHOCHTh 3HAKHM TPETNHMHAHMS, a8 TAaKKe COKpalleHHbIe 00O03HAuYeHHsT Mep Beca, JUIMHBI,
BPEMEHH, OTIEISAS UX TEM CaMBbIM OT YHCIUTEIHLHOTO, K KOTopoMy oHH OTHOCATCA (220 km, 500 cm).
3. Henp3st oTnensaTh paMmInio OT HHUIMAIOB.
4. CoOcTBeHHBIC MMEHA HUKOT A He pazaeisitores (Moscow, London, Africa).
5. Cnenyet u3berarth niepeHOCca COCTaBHBIX yacTeil Ha3BaHMi (the Atlantic Ocean, Latin America).
6. Henb3st pa3buBats nepeHocom OykBeHHBIe ab0peBuatypsl (USA, UNO).
7. CiioBa, COCTOSIIHE U3 OJHOTO CJIoTa, HUKOTIa He epenocsaTcs (though, through, height).
8. Cyddukc Tperpero nuna eAUMHCTBEHHOTO YHCINA Tarojia B HACTOSIIEM MPOCTOM BPEMEHH -S, -€S He
MEPEeHOCUTCS Take B TeX CIydasx, Koraa oH obOpasyeT camocrostenbHblid cior (he buys, he sells, he
wishes).
9. OKoHYaHNE MHOKECTBEHHOTO YHCJIa CYIICCTBUTENBHBIX HE MEPEHOCUTCS JaXKe B TeX CIydasx, KOria
oHO 00pasyet camocTtosTenbHbIi cior (houses, boxes).
10. Coueranus OykB, 0003HaYaOLINE OJUH 3BYK, HE Pa3AessIIoTCs IIPH MIEPEHOCe.
[epeHoC BO3MOXKEH B CIEAYIOIUX CITyYasX:
1. Pa3nensrorcst yIBOCHHBIE cOTIacHbBIe (mis-sion, let-ter).
2. PaznensroTes qBe cornacHble, cTodmme psaom (pen-cil, ster-ling).
3. llpedukcer u cypdukcer ornensrores o kopas (dis-like, pro-long, drffer-rent, acknowledg-ment).
4. Cio>kHBIE CIIOBA ACJIATCS HA COCTaBHBIC YacTH (some-times, there-after).
5. CornacHasi MeKAy ABYMs TIIaCHBIMH IIEPEHOCUTCS CO BTOPBIM clIoroM (ma-jor, la-ter).
6. Ileperocsarcs cypduKCh cpaBHUTEIHHOW M MPEBOCXOAHON CTETICHH TpHIIaraTeNIbHBIX (short-er, short-
est).
7. llepenocutcs cydduke -ing npudactus u repynaus (go-ing, play-ing).
TOUKA



1. Kak 1 B pyCCKOM, B aHIJIMIACKOM SI3bIKE TOUKA CTABUTCS B KOHIIEC MPEIIOKCHHUS.
2. B omimume OT pPYCcCKOro, B aHIIMHACKOM SI3bIKC TOYKA CTaBUTCA B KOHIE MPEUIOKCHHS,
BONPOCHUTEIBHOTO 1O (opMe, HO cojepxaiiero He Bompoc, a mpockOy (Will you kindly fill in the
enclosed form and return it directly to us).
3. Kak mpaBwiio, cokpamieHus (32 HCKIIFOUCHHEM Ha3BaHUM TOCYJIap-CTBEHHBIX M MEXKIyHApPOIHBIX
OpraHu3aIiii) OKaHIUBAIOTCS TOUKO# (Mr., Mrs., Dr., pp., Dec, 7 p. M., 30 mins., no. 15).
Takue popmer, kak 1st, 2nd, 3rd, 4th u T. 1., ©CTTONB3yIOTCS O€3 TOUCK.
4. Touka OTAENSIET IeJI0e YHUCIIO OT ACCATHUYHON ApodH, a Takke eHThI oT fAosnapa(12.32 ft., § 15.75).
5. B KOHIIe 3aroJIoBKa TOYKa, KaK MPAaBUII0, HE CTABUTCS.

3AITSITAA
W3 Bcex MyHKTYAIMOHHBIX 3HAKOB 3aIlsTask MPECTABIIACT HAUOOBIIINE TPYIHOCTH KaK JUIsi HHOCTPAHIICB,
TaK M JUI CAMUX HOCUTEJICH S3bIKA.
1. 3amaToll B aHIMIMHACKOM S3bIKE, TAK K€ KaK WU B PYCCKOM, Pa3JICNSIOTCS YaCTH CIOXHOTO H
crnokHonoauuHenHoro npemioxkenus (This decision should in no way diminish your excellent record,
and we will be able to take advantage of your considerable talent). Eciu B cl0XHOIMOIYMHEHHOM
MPEJIOKCHAN UMEETCS HECKOJIBKO MPUAATOYHBIX MPETIOKECHUH, TO BCE OHHU, KaK MPaBHIIO0, PA3IEeNIOTCS
3aMsTHIMU, TIPUYEM 3aIsTasi CTABUTCS U TIepe]T COr30M and.
2. 3amaThIMH BBIICTSIOTCS TaKHE BBOJIHBIC CIIOBAa U BhIpaXkKeHUs, Kak: of course, on the contrary, on the
other hand, consequently, furthermore, moreover, nevertheless, therefore, in the first place, unfortunately
u ap. (The question, however, remains unsettled. Nevertheless, we shall go).
3. 3amsiTas CTaBUTCS MEXKIY OJHOPOIHBIMHU WICHAMH IPEJIOKEHUS, KOTOPhIE HE COCAMHEHBI COMHO3aMH
(Five minutes, ten minutes, a quarter of an hour went by, yet nobody appeared).
4. Ecnu HECKOJBKO OJTHOPOHBIX WICHOB CBA3aHbI OECCOIO3HO, a MOCIEAHUI MPUCOSTUHEH MOCPEICTBOM
cotoza and/ or, TO BCe OJHOPOIHBIC WICHBI Pa3AeisIFOTCS 3aISITHIMU, TPUYEM 3arsiTas, B OTIHYHE OT
MPaBUJI PYCCKOTO sI3bIKa, CTaBUTCA U iepea coro3oM (We are sending you bicycles, cars, motorcycles, and
motorscooters). OTO MPaBHIO OTHOCHTCS M K TEM CIy4YasM, KOTJIa TOCIEIHUNA U3 OJHOPOJHBIX UYJICHOB
BBIpaKeH ci1oBoM etc. (et cetera) (Forks, knives, spoons, etc.).
5. 3amsArtas BbIIENSET TPUIOKCHHE C TOSCHUTEIBHBIMU CIIOBAMH, CTOSIICE IOCIE OIPEACIsIeMOro
cymectBuTenbHoro (St. Petersburg, the second capital of Russia, is a wonderful city).
6. 3ansTas BeIIESAET IpUIacTHBIH 000poT (Seeing the dog approaching, he ran off down the sreet).
7. 3amsaras Beimenser obpamenue (Friends, Romans, countrymen, lend me your ears). OGpamienne B
Hayvaje MUChMa BBIICTSCTCS 3aIlATOM, B OTJIMYME OT PYCCKOTO S3BIKA, IJI€ B TIOJOOHOM CITydae CTaBUTCS
BOCKITUIIATENILHBIN 3HAK.
8. 3amsiTas cTaBUTCS B KOHIIE MUCHMA ITOCTIE 3AKIIOYUTENBHON GOPMYITBI BEXKIIMBOCTH, TIEPE]] MOITHCHI0
(Sincerely yours,).
9. B 0003HaueHusx nar 3amsras otaenseT uucio ot roaa (The contract was signed May 15,1996).
10. 3amsTasi cTaBUTCS BHYTPH MHOTO3HAYHBIX YWCEN JUIS OTJCICHHs Kjacca ThICSY OT COTEH, Kiacca
MWJUJTHOHOB OT cOTeH Thicsd W T. nA. (15, 000, 000). 3amsdtas He cTaBUTCA NpU OOO3HAYEHUU
MHOT03HAYHBIX HOMEPOB JIOMOB, CTPAHHI] KHHT.
Bomnpocs! u 3aianus:
1. [ToaroTOBBTECH K OOCYKIEHUIO TEOPETUIECKOTO MaTepHara.
Opdorpaduueckue TpyaHocTu. TPy IHOCTH B pACCTAHOBKE 3HAKOB MPEITUHAHUS.

2. [IpounTaiiTe u MepeBeIUTE 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. T shall meet Mr. Belov at the airport. I'll reserve a room for him at a good hotel. What else do you
want me to do, Mr. Clifford?"

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

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

4) a) Imagine that your boss has asked you to meet a representative from a foreign firm. You are
at the airport. Come up to the enquiry office and ask the clerk
— when the plane from ... arrives.
— whether it will land on time.
— how late it will be.
— at what exit you can meet passengers off this plane.
b) Mr. Clifford has asked Ms Flipps to buy 2 tickets to Moscow for both of them. Ms Flipps rings up the
enquiry office and asks the clerk
— when the plane to Moscow departs,
— how long it takes to get to Moscow,
— 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 BCTpevaeT pycckoro OusHecMeHa u3 MockBbel Urops benosa. Camoser mpuiieTaet B
3.15 musa. Ona moeneT B a3ponopT B 2 yaca. M3 a3pomnopTa oHa OTBE3ET €r0 B TOCTUHUILY.

0) Buepa Cunamu BcTpewana pycckoro OusHecmeHa w3 MockBel Urops bemoa. Camorner momkeH ObIT
npwierets B 3.15 mgHsA, HO omosman. M3 a’pomopra oHa OTBE3Jla €r0 B TOCTHHHIYY M IIOMOTJIA €My
3apeructpupoBathcsi. Y Hrops Mmano BpeMeHH, M OH Cpa3y JKe Ioexall Ha BCTpPeuy C MHCTEPOM
Kmuddopaom.

B) Ecmu Bl cobupaerecs B AMEpHUKy, BBl TOJKHBI MOTYyYUTh BU3Y, y3HATh, KaKOW Oaraxk MO>KHO
B3SITh C COOOM, 332 Kakue BEIIH BbI JJOJDKHBI IJIATUTH TAMOXKEHHBIH cOOp, CKOJIBKO CTOUT OMIIET.
r) - 51 xouy 3a0poHHpOBaTH HOMEP Ha JBOUX Ha 12-13 ceHTsA0ps ¢ BaHHOM U ¢ TeIeOHOM.

- [loxanyiicra. Bame ums u agpec, noxxanyicra.

IpakTnueckoe 3ansaTue Ne4. [lucbMeHHbII epeBo] 1€JI0BOM KOPppeCHOHAeHINH.
Opranu3zaionHas GopmMa 3aHITHS: TPATUIIMOHHBIA CEMUHAP.
Iens: (GOpMHpPOBAHHE Yy CTYJACHTOB PEYEBOM, S3BIKOBOM M KOMMYHHUKATHBHOM KOMIICTECHIMH IS
OCYIIECTBIICHUS JISIOBBIX KOHTAKTOB.
B pesynbTare ocBOeHUE TEMBI CTYJICHT JIOJKEH
3HaTh: OCHOBBI MEpeBO/a OQHIIMATBHO-ICIOBBIX TEKCTOB, OCHOBHBIC TI'PAMMATHUCCKUE SIBJICHHS,
XapaKkTepHble S MPO(PECCHOHANBLHON pEeuHd; JIEKCHYeCKHE W CHHTAKCHYECKHE OCOOCHHOCTH
o(hUIHATEHO-/ICTIOBOTO CTHIIS B AHTJTHICKOM SI3BIKE.
YMETh: TEPEBOANTH O(PHITHATLHO-ICIIOBEIE TEKCTHI, BHUAETh XapakTepPHBIC CTHJIEBBIE YEPThI, UHTATh
Oo(UIMATTBHO-ZICTIOBbIE  TEKCThl ~ PA3JIMYHONW CTENEHH CIOXKHOCTH, CTPOUTh JUAIOTHYECKYI0 U
MOHOJIOTHYECKYI0 PE4Yb C HCIOJb30BaHHEM Haunbojee YHIOTPeOUTENbHBIX JEKCUKO-IPAMMATHUYECKUX
CPEJICTE B OCHOBHBIX KOMMYHHKATHBHBIX CHTyalUsiX OQUIMATBHOTO OOINCHHS; TOHUMATh
JMAJIOTHYECKYI0 ¥ MOHOJIOTHYECKYIO peUb MO H3Y4YCHHOU TeMe.
AKTyaJIbHOCTh TE€MbI: 00yCIIOBIIEHA HEOOXOIUMOCThIO OoBJaaeHus Y K-4,
TeopeTuyeckas 4acThb:
W3yuute 0CHOBHBIE COKPAIICHUS, UCTIONB3YEMBIE B JIEJIOBON KOPPECTIOH/ICHIIHH:
A/C, a/c, acc. (account current) — TEKyIIUNA CUET
adsd (addressed) — anpecoBano
adse (addressee) — ampecar, moyydareins
ad (advertisement)—pekiamMmHoOe 00bsIBICHHE (MHOX. YUCIIO — ads)
a.m. (ante meridiem) — 110 moNXyAHA
app. (appendix) — mpuoxxeHue
Attn, (attention) — BHEMaHHIO (KOT0-JIN00)
B/E, B.E., b.e. (bill of exchange) — nepeBoaHOit Bekcelb, TpaTTa
B/L, b/1, B.L., b.1. (bill of lading) — xorHOCaAmMeHT
cc., cc (copies) — yKkazaHWe Ha apecaToB KOMHA MUChMa
CEOQ (chief executive officer) — HCHOIHUTENBHBII TUPEKTOP
cf. (confer) — cpaBHuTE
Co. (company) — KOMITaHHS
contr. (contract) — KOHTpPaKT
Corp. (corporation) — KopIoparus
cur. 1. (currency) — Bamora; 2. (current) — TeKymui



CV (curriculum vitae) — kpatkast Onorpadus

dd 1. (dated) — matupoBansusrii; 2. (delivered) — mocraBneHHBII

Dep., Dept. (department) — 1. — otmenr; 2. — MHHHCTEPCTBO

doc. (document) — mgokymeHThI (MHOXK. ynciio — docs.)

doz., dz. (dozen) — mroxuHa

eaon (except as otherwise noted) — ecim He ykazaHo uHade €.g. (exempli gratia, 1aT.) — HaIpuUMep

enc., encl. (enclosed, enclosure) — BIOXE€HHBIH, TPHUIATaEMBIN, BIOKEHHE, PIIIOKEeHNE (K TIHCBMY U T.
I.)

exc., excl. (except, excluding, exception, exclusion) — wnckiIrOuasi, UCKIIIOYEHUE expn (expiration) —
HCTEYCHHE (CPOKA)

fig. (figure) — 1. — nudpa; 2. — pUCYHOK, cCXeMa

FY (fiscal year) — (hmHaHCOBEII TOJ

h. a. (hoc anno, nat.) — B TEKyIIeM roxy

hf. (half) — monosuna

H.Q., HQ, h.q. (headquaters) — rnaBHoe ynpaBnenue (KoMmmnaHuu, opranuzanuu) id. (idem, nar.) — TOT
xKe

1. e., ie (id est, mat.) — TO ecTh

inc., inch (including) — Bxmoyas

Inc., inc. (incorporated) — 3aperucTpupOBaHHBIN Kak IOpHIMYECKOE JTUIO (KOpIiopanus)

info (information) — uHpOpMarms

inv. (invoice) — cueT-(haktypa

10U (I owe you) — nonroBas pacnucka

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

LLC (limited liability company) — KOMIaHHUs ¢ OTPaHHYEHHOW OTBETCTBEHHOCTHIO

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

LOC (letter of commitment) — rapaHTuitHOE THCHMO

mdse (merchandise) — ToBaphI

memo (memorandum) — 3amucKa

M.O., 1.0. 1. (mail order) — mouToBbIi mepeBox; 2. (money order) —aeHEKHBIH NEPEBOA, MIATEKHOE
HOpydYeHue

M.T. (metric ton) — mMeTpudecKasi TOHHa

MYV (merchant (motor) vessel) — ToproBoe (MOTOpHOE) CYTHO

N/A (not applicable) — He npuMeHUMO (HAMp., MYHKT B aHKETE)

N.B., NB (nota bene, maT.) — Ba’xHOE 3aMeUYaHHE

NC, N.C., /c (o charge) — 0OecruiatHo

PA (power of attorney) — J0BEpEeHHOCTb

p.a. (per annum, J1at.) — B TOJ,

par. (paragraph) — a03ar1, maparpad, myHKT

Pic, PLC (public limited company) — OTKpbITas aKIHMOHEpHAs KOMIIAHUS C OrpaHHYCHHOW
OTBETCTBEHHOCTBIO

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

PP, p-p- (per pro, JAatr.) — OT UMEHHU H 10 IOPYUIECHUIO

qv (quod vide, nat.) — cmoTpu (TaM-TO)

R&D (research and development) — Hay4yHO-MCCIIEOBAaTENbCKAE U OMBITHO-KOHCTPYKTOPCKHE PabOTHI
(HUOKP)

ret (receipt) — pacnucka, KBUTaHIUS

rept. (report) — oTueT re (regarding) — OTHOCHUTEIHHO

ref. (reference) — ccpuika

shipt (shipment) — oTrpy3ka, oTpaBka

sig. (signature) — MoAIUCH

tn. (ton) — ToHHA

urgt (urgent) — CpOUYHBIN

V., vs. (versus, J1aT.) — MPOTUB

VAT (value-added tax) — HJIC

V.L.P, VIP (very important person) — oco0o BaskHOe Jn1io V.S. (vide supra, iart.)

BOHpOCBI n 3aaHusd:



1. IloaroroBbTECh K 00CYKIECHUIO TEOPETUUECKOr0 MaTepHaa.

KakoBbl OCHOBHBIE TpeOOBaHMS, TNpPEIBABIsAEMbIE K JenoBoMy mepeBoay? Kakme rpamMmarnueckue
KaTETOPUH OTCYTCTBYIOT B PYCCKOM S3bIKE TI0 CPABHEHHUIO C aHTJIMHMCKUM, M Kak M30eXaThb TPYIHOCTEH
npu ux nepeoae? Kak mepeBomsATCS TEKCTHI ¢ OOLICTIPHHATHIMH M CIIEHUAIbHBIMH COKpPAIICHUSIMU?
Kakue ¢pa3zsl B TeKcTe mepeBoa ocTaroTcs B IepBoHadaibHoM Buze? (CioBa u (hypasbl Ha APYTOM SI3BIKE,
4eM S3BIK OpUTHHANA; COKpAIleHHbIe (DPUPMEHHBbIE HANMEHOBAHUS TEXHUKH, Ha3BaHMS 3apyOeKHBIX
KYpHAJIOB M Ta3er).

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:
MPEJOCTABUTH JIAHHBIE O YEeM-II.;
MPUHOCUTH U3BUHEHUS 32 YTO-IL.;
HOBEHIINI NpEeNHCKypaHT;

YKa3bIBaTh LICHBI;

MOJIOXKUTENIFHOE pellieHIe BOTIPOCa;

B Cllyyac HEeYIUIaThl;

OBITh IPU3HATEIBHBIM;

obparraem Bamre BHIMaHwme Ha...;
CCBUIAsCh Ha...;

MOCTABIIUK;

YCIIOBHUS TIOCTABKH;

nepeaBaTh JeJI0 B apOUTPaKHBIN CYI;
YCIIOBHSI OILIATHI;

npeasaraTb ToBap;

MPETeH3HUS;

MOJTBEPKICHUE 3aKa3a;

Hallle NIPeUI0KEHNE ASHCTBUTENBHO 10 ...;
TPAHCIIOPTHBIE PACXO/b;
MPeI0CTaBUTh 5% CKUIKY;

OTKa3aThCA OT 3aKa3a;

B ciiyyae Baiiero otkasa...;

B TIPOTUBHOM CITy4ae;

4. Form your own sentences with the English words from the exercises III and I'V.



5. [IpouuTaiiTe U nepeBeIUTE 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) ToBapsl 3TOH KOMIIAaHUM JOCTaBIAIOTCS MO Bcel Poccuu Tpy30BBIM, KEIE3HOAOPOKHBIM U
aBHaTpaHcriopToM. ToBapsl Bcerza A0CTaBISAIOTCS BOBpeMs. KommaHnus HUKOraa He MmojyvaeT »aio0.
XpaHATCA TOBAaphl HA XOPOIIO OOOPYIOBAHHBIX CKJIaAax. DIEKTPOHHOE 000pyJOBaHHE HCIOIB3YETCH,
YTOOBI CJICANTD 32 YITAKOBKOH, MAPKUPOBKOH, MMOTPY3KOU U pa3rpy3Koi TOBapOB.

0) Mucc @numnrc — ommyHbIN cekperapb. Mucrep Kimuddopn ynosnersopen ee paboToi, a Mucc
@dnunmc ynosiueTBopeHa cBouM mosiokeHneM B Kommanuu. Eil maTsat xopomryro 3apruiary, OaroT
OTBETCTBEHHBIC TTOPYYEHUS, BCETa XBAJIAT 33 XOPOLIYIO paboTy.

B) Kax Bawm nonpaBunace Bama noesaka B bocton? — Odenp nmoHpaBmiiack. MeHs BCTpeTHIIN B
a3poIoOPTy, OTBE3IM B XOPOIIYIO T'OCTHHHIY, IOKa3ainu ropoa. Ha cremyromuii IeHb s BCTpETUICA C
pykoBoguTeneM (GUPMBI, MBI OOCYIMJIM BCE BOIPOCHL. MeEHS MNpPeNCTaBUIM BCEM CIELUaINCTaM U
NPUTTIACHIIM Ha JIeTIOBOH JTaHd.

IIpakTnyeckoe 3anaTue NeS5. bpuranckuii 1eJ10Boil I THKET: OCHOBHbIE IPUHIUIBI U IEHHOCTH.
JenoBoii 3Tuker B CIIIA.

OpranuzanuonHas popMa 3aHATHS: TPAAULIIUOHHEIN ceMUHap.
Lenb: ¢dopMupoBaHHe y CTYIACHTOB PEUEBOW, SI3IKOBOM M KOMMYHHMKATHBHOM KOMIICTCHIIUH IS
OCYIIECTBJICHUS JIETTOBBIX KOHTAKTOB.
B pesynbTaTte ocBOE€HUE TEMBI CTYIEHT AODKECH
3HATh: OCHOBBI JIEJIOBOI'O STHUKETA.
YMETh: HA OCHOBE [CIOBOTO OJTHKETAa CTPOUTh JHAIOTMYECKYI0 M MOHOJIOTMYECKYIO pedb C
WCTIOJb30BAHMEM HanmOoJee YIOTPEOUTENBHBIX JICKCUKO-TPaMMATHUYECKUX CPEJACTB B  OCHOBHBIX
KOMMYHUKAaTUBHBIX  CHUTyalusX  O(HUIHANbHOTO  OOMIEHHWS; TOHWMAaTh  JWAJOTHYECKYyI0 H
MOHOJIOTHYECKYIO PeUb 10 H3yUYCHHOH TeMe.
AKTyaJNbHOCTH TEMBI: 00yCIIOBIIEHa HEOOXOTUMOCThIO oBNaaeHus Y K-4.
Teoperuyeckas 4acTb:

HenoBoit >TukeT B BeamkoOpUTaHUM BO MHOTOM OTPEICISICTCS MPUHIUAIAMA W IICHHOCTSIMU
JICJIOBOY KYJIBTYPBI 3TOH CTpaHbl 1 HIMEET CBOM OCOOECHHOCTH.
Kax u3BecTHO, OpuTaHIBI OYEHb BEXIMBHI M OOXOAMTENHHBI. DTO BO MHOTOM OIPENENseT CTHJIb HX
oOmIeHns. bpUTaHIBI MPAKTHKYIOT JaBaTh YKJIOHYHMBBIE OTBETHI HA TPSMBIE BOMPOCHI, JHAJIOTH YacTO
HOCST JBYCMBICICHHBIN xapakrep. UToObI MOHATH, YTO MMEHHO OHH XOTSAT BaM CKa3aTh, HEOOXOIMMO
BHUMATEIHHO CICIUTH 32 MHTOHALIMEH T0JI0Ca U BEIPAXKEHUEM JIHIIA.

B COXHBIX cHTyanusx aHTIMYaHE MPOSBISIOT CACPKAHHOCTH M camooOnamanue. Ho Tak ke
OpUTaHIBI TPEANOYUTAIOT C IOMOPOM IIOAXOIWTh KO BCEM JKM3HEHHBIM CHUTyallusM W OW3HEC - He
uckiroueHue. K ocoOeHHOCTSIM JeTOBOrO 3THKETa B BpuTaHMM MOXHO OTHECTH CIEIyIOIIUE 4YepThl. B
OOIICHNN HYXKHO MPHICPKUBATHCS OINPEIEICHHON NTUCTAHIIUU, TTOCKOJIBKY OpHUTaHIIBI BeChMa TPEMETHO
OTHOCSITCS K TUIHOMY TIPOCTPAHCTBY. [IposBiIcHIEM BEXIMBOCTH OyACT COONMIOACHIE PYKOIIOXKATHS TIPH
MIEPBUYHOM 3HAKOMCTBE. B pasroBope MpUBETCTBYIOTCS MPsSMBIE B3TJSAABRI B Tiaza. OgHAKO HE CTOWUT
3TOTO JIeNaTh CJIWIIKOM JA0iro. JlemoBoe oOmmeHue ¢ OpuTaHIIAMH HE MPEeIyCMAaTPUBAET JUYHBIX
BonpocoB. He cTouT 3a0pIBaTh, YTO OOXOMWTENFHBIE AHTIIMYaHE JOBOJILHO YacTO AAOT MHCTPYKIHH B
BHUJE BOXKIUBBIX Npochd. Tak ke He cleayer 3a0biBaTh Ba)KHbIC MEJOYH. BXozas B moOMelIeHUE
HEO0XOAMMO MPOIYCTUTh CTAPIIEro MO JOKHOCTH. Ha 1eioBoli BeTpeue HempuemMiIieMo JIepKaTh PyKU B
CJIIOXKEHHOM COCTOSIHMM. BpUTaHIbl BOCIPUHUMAIOT 3TO KaK 3HAK CKYKH M HE3aMHTEPECOBAaHHOCTH B JIEJIE.
Tak >xe OpuraHIBl Besiueckn m3beraror umcia 13. OTmpaBisisich K OpUTaHCKOMY TapTHEpY B TOCTH,
JydIiie HEMHOTO OTMO34aTh, YeM MPUNTH 3apaHee. [l0CKoIbKy IpUXOAUTh PaHbIlle HA3HAYEHHOTO BPEMEHHU
CUMTACTCS HEMPWIUYHBIM. VHOT/Ia B MPUTJIAIICHUH HA BCTPEYY MOTYT OBITh MCIOJB30BaHBI CCHUIKH Ha
TO, B KaKOH olleXx e clieayeT nmpuiTh. Kak m MHOTHE eBpOTeHCKIe HApOIbl, OpUTAHITEI aKTHBHO OOPIOTCS
3a MpaBa KXKUBOTHBIX, [IOATOMY HE CTOUT IPUXOIUTH B OJICKIE M3 HATYPATHHBIX MEXOB U KOXKH.



Bpurtanupl BecbMa 3pyIUMpOBaHHBI M MPOQECCHOHANBHBI, 001aaroT BBHICOKOW KyNbTypod. B kpyr ux
HMHTEPECOB YacTO BXOAAT JIUTEpATypa, CIOPT M HCKYcCTBO. B nenoBoi cpeme OpuTaHLBI OTHOCATCS K
CaMbIM KBaJTHU(HUITIPOBAHHBEIM OM3HECMEHAM B MHUDE.

Bputanckas nenoBasi KyJabTypa: OCHOBHBIE TPUHLIUIIBI M [IEHHOCTH.

Bpurtanupl, ocoOeHHO aHTIMYaHe, CIAaBSTCS CBOEH BEXKIMBOCTBIO U OOXOAMTENBLHOCTHIO. JTO OIMH M3
KJIIOYEBBIX MOMEHTOB B OPHTAaHCKON KyJbType M (PyHIaMEHTaJbHBIN acleKkT OPUTAHCKOIO CTHIIL
O0ILeHHUS.

"Stiff upper lip" - B OykBaibHOM mepeBoie "TBepaas BepxHss ryba". DTOT oOpas3HbBI TEpMHUH 4acTo
UCIIOJIB3YETCS IJISl ONMCAHUS TPAAWLUOHHBIX OPUTAHCKMX Ka4deCTB - CIEPXKAHHOCTH M caMooOiagaHus,
KOTOpble OpHUTaHIBl TMPOSBISIFOT B TPYJHBIX CHTyalUsX. B OpUTaHCKOW KyJIbTYype OTKpBITas
JEMOHCTpAIU AMOLUI - TTO3UTUBHBIX WM HETAaTHBHBIX - BCTPEUAETCS OYEHb PEIKO, IO BO3MOKHOCTHU
n30eraiite BpIpaXkaTh CBOM UyBCTBa MMyOsimuHOo. Ha 1e70BBIX BeTpedax 3TOT NPUHLUI 03HAYAET, YTO BALLIH
OpHUTaHCKHE KOJUIET'M HaMEPEHBI HOCTPOUTH TUaJor B aTMocdepe GopMaTbHOCTH U OECTIPUCTPACTHOCTH.
FOMop - kiroueBOi AIIEMEHT BCEX CTOPOH JKM3HU B BennkoOputanuu. BaxkHocTs 4yBcTBa 1OMOpa BO BCEX
CUTyallUsIX, BKJIIOYas JI€IOBOM KOHTEKCT, TPyIHO IepeouneHuTb. KOMOp dYacTo HCHONb3yercs Kak
3alIUTHBII MEXaHU3M, B OCHOBHOM B ()OpME MPOHUH WM CaMOMPOHHUU. VIpOHWYHBIE HOTKH MOTYT OBITh
CKpBITBI, 3aBYaJHMpOBaHbl IOATEKCTOM, YTO TaKXKe SBJIAETCA XapaKTepHOW uepTOod OpUTaHCKOTO
YKJIOHYMBOTO CTHJISI OOLLEHHSI.

Coennnennoe KoponeBcTBO 3HaMEHUTO CBOEH SPKOW HCTOPUEN M CHIBHBIMH TpaaWuLUsIMHU,
c(hOpMHUPOBABIIMMUCS IO/ BIMSTHUEM KOJIOHHWAIBHON HWMIIEPHUH, TPAXXTAHCKON M €BPOIEWCKHUX BOWH, a
TaKk)ke KOHCTUTYLIMOHHON MOHapxwd. YeTBepTas MO BEIMYMHE HAIUS, TOPTYIOMIAs CO BCEMH CTPaHAMH,
BenukoOputanus ObICTpO cTana JUIUPYIOLIMM €BPONCHCKHM LEHTPOM HPEeAlPUHUMATEIBCTBA.
[onnepxuBaemas cTaOMIBHON MONUTUIECKON M AIKOHOMHYECKOH cructemMol, BenmnkoOpuTanus sBiseTcs
MpUBJIeKaTeNIbHOW 0a3oi st 3apyOekHOro OW3Heca, Tpeajaras HIMPOKHE BO3MOXXHOCTH BO MHOTHX
00JIacTAX, B TOM YHUCIIE B HUCCIENOBAaHUAX, pa3pabOTKaX M HOBBIX TEXHOJOTHSX. TeM He MeHee, YTOOBI
YCIIEMHO paboTaTh B OPUTAHCKUX NIEJIOBBIX KPyrax, HYXKHO 3allOMHHTh HECKOJIBKO BaXKHBIX MpPAaBWII, U
MIPUMEHSATH MX KaK 10, TaK U BO BpeMs cBoero Busnta B Coenqunennoe KopoiescTso.

Paboune MOMEHTHI:
- B COOTBETCTBHH C OPUTAHCKMM OM3HEC-IIPOTOKOJIOM, MYHKTYalbHOCTh OYEHb Ba)KHA Ha JI000H Je0BOi
BCTpeYe, IpHEME WIN y)KUHE.
- Ha3Ha4aTh JeJIOBYIO BCTPEUY MPHUHATO 32 HECKOJIBKO JHEH /10 Hee.
- OpuTaHIBl CKJIOHHBI CIEAOBaTh YCTAHOBJICHHBIM MpaBHJaM, IIO3TOMY IPHHSATHE PELICHUS YacTo
CTaHOBUTCSI BECbMA JOJITUM IPOLIECCOM

CrpykTypa U uepapxus B OpHTAaHCKHX KOMIIAHUSX - COBPEMEHHBIC OpPUTAHCKUE KOMITAHUH UMEIOT
OTHOCHUTENIBHO "TOPU3OHTAIBHYIO" HepapXUUECKyIO CTPYKTypy. [IpHHIMIIHANbHOE pa3Tudre MPOBOAUTCS
MEXIY MEHEeIXepaMH M OCTAIbHBIMH CiyXamuMmu. (BHumanue: B aHrimiickoM si3bike, U B bputanuun
COOTBETCTBEHHO CIIOBO "MeHemkep' o3HavaeT "pykoBomuTens'. MeHemkepsl OOBIYHO OTBEUYAIOT 3a
CEpBhE3HBI y4acTOK padOTHl M YHPABIAIOT OTIEIOM, JIeMapTaMeHTOM JINOo Henoi cimyxOoil. [Tostomy
MMOMHUTE, YTO 3TO CJIOBO HE HMMEET HHYEro OOIIEero ¢ POCCHUHCKOW TpaauIlueil Ha3bIBaTh KaXKIOTO
MpoJIaBIa "MeHeKEPOM TOProBoro 3aya").
- B 0CHOBHOM, LIEHTPaJIBHBIM OPraHOM, NPUHUMAIOIIUM PELIeHNUs, ABISIETCS COBET AUPEKTOpoB. Camble
OTBETCTBEHHBIE PEUICHUS Bcerna B BennkoOpuTaHuu NpUHUMAIOTCSI Ha caMoM "Bepxy".
PykoBonutenun B BenukoOpuTaHWM B OCHOBHOM IPEANOYHMTAIOT YCTAHABIMBATH XOpoLIME padouue
OTHOIIIEHUS C MTOTIMHEHHBIMU.
- HavanpHuk 3adacTyio Oeper Ha ce0si poilb TpeHepa, YUHTElNs, co3laBas atMochepy MOJJIEPKKH U
BJOXHOBIISISI CBOMX COTPYIHHKOB Ha BHIITOJTHEHUE PaOOTHI.
- Komanzgnast pabota oueHb Ba)kHa, XOTS M YyBCTBO MHIMBHIYaIbHOM HMIOCHTU(PHUKALUU TOXE OUYCHb
CHJIBHO 10 OTHOILICHHIO KaK K PEeIM3alliH 331a4H, TaK U K COBEPIICHHBIM OITUOKaM.
Henopoii atuker B CILIA
[IpuBercTBUE
CornacHO aMEpHKaHCKOMY JE€IOBOMY OJTHKETy, IPHUBETCTBHE M 3HAKOMCTBO COIPOBOXKAACTCS
pykonoxartueM. B CILIA He nmpuHATO 0OMEHHUBATHCS MOLETYSIMU U 1IETI0BaTh pyKy skeHiuHe. [Tpu Gonee
JpY>KECKOM OOILICHNH, B 3HAK MPUBETCTBHS, aMEPUKAHIIbI IPUBBIKIIA OXJIONBIBATH APYT APYra MO CIIUHE.
OO6parmenne
AMepHKaHIIbI, WMesd [PYXECKHH XapakTep, BCErJa CTPEeMSTCS YyCTaHaBIMBAaTh He(QOpPMaIbHYIO
aTMoc(epy Ha meperoBopax, lo3TOMy MPEANOYUTAIOT OOIIATHCS C JIIOABMHU M0 HMEHU HE3aBHCHUMO OT UX



BO3pacTa U nojoxkeHus. B HeopmanbHOU Oeceie Jrydlie u3derarh MOJUTUYCCKUE U PETUTHO3HBIC TEMBIL.
Jlyunre oOcykaaTh BOIPOCH CEMbH, YBIEUYEHUH, OTIBIXA U CITOPTA.

[Ipurnamenne B TOCTH U IOJapKH

Ecnu amepukanen npuriacui K cede IOMOI, To, CKOpee BCEro, Bbl €My CHMIIATHYHBI, OH Bac 3aMETHI U
oueHus. B 3TOM ciydae MOXKHO NpHWHECTH € COOOH MOAApOK - LBETHl, OYTHUIKY BHHA WM CYBEHHD,
XapaKTepHBIN 171 Ballel cTpaHbl. B memom e, menoBbie nomapku B CIIIA He MpUHATHI, Tak KaK MOTYT
BBI3BAaTh HemoBeprue, W BOCTIPHHATHI Kak B3fATKa (B CLIA neicTBylOT O4YeHb CTpOTHE 3aKOHBHI,
peryaupyroume OTHOIEeHHUS ¢ B3sTKaMu). C Ipyroi CTOPOHBI, HEOOJIBIION CYyBEHUD, C JIOTOTUIIOM BalleH
KOMIIaHWH, OyAeT NPUHAT C YAOBOJLCTBHEM M paclakoBaH mpsiMmo mpu Bac. Co CBOEH CTOPOHBI, B
Ka4yecTBe M0/IapKa aMEepUKaHCKHEe OM3HECMEHbBI MOTYT NMPUTTIACUTh BAaC B PECTOPAH, Ha OTIBIX 32 TOPO/I.
AMepHKaHIIbl B CBOEM OOJIBITUHCTBE MPUACPKUBAIOTCS 30pOBOr0 00pasa KU3HU U, KOHEYHO, TIUTaHMUS,
CTapasiCh CBECTH K MHUHHUMyMY TOTpeOJeHHE TMPOIYKTOB COJEpPXAIUX XOJECTEPHH, IPEeNrodnuTast
¢bpyktel u oBomm. TeM He MeHee, TpaIWIMOHHAS AaMEpPUKAHCKas KyXHS TIOJB3yeTcs OOINBIIOi
MOMYJIIPHOCTRIO cpenu ee skuteneid. Kypenue amMmepukaHIbl He TPUBETCTBYIOT, a MOPO J1aXke OCYKAAI0T,
MI03TOMY KypHUTh B 3TOW CTpaHe 3ampelIieHo MO4YTH OBCIOY.

OTtHoIIeHne KO BpeMEHH

«Bpewms - neHbrm» - emie oJHa W3BECTHAS aMEpHKAaHCKas IMOCIOBHIA. Bompoc 00 3KOHOMHH BpEeMEHHU
OUYCHb BAXKCH JJI1 aMEPUKAHIIEB; 0OJITATh TMOIYCTY - 3HAYUT, TPATUTh BPEMsl, a CJICJIOBATEIBHO JCHBIH.
[ToaTomy Bpemst BCTped 1 MEPErOBOPOB YAIE BCETO OIPAaHUUMBAETCS OJHUM 4acoM. AMEpUKaHeL] CTPOUT
CBOIO JKM3HB 10 PACIHCAHUIO, YETKO CIeaysl eMy KaXaslid eHb. IlynkryansHocts B CLIIA odeHp BaxkHa,
a OMO3/IaHuUs BOCIIPHHUMAIOTCS KaK Tpy0O0CTb.

OTHOILIEHUE K KEHIIIUHE

B amepukaHckoii OM3HEC-KYIbTYpE KEHIIUHBI CYUTAIOTCS PABHBIMH MY>KUYMHAM H IOCTATOYHO YacTO
3aHUMAIOT PYKOBOASIINE NOKHOCTH. B enom B genoBoM mupe CLIA ropasno Gosnblie sKEHIMH, YeM B
JIIO0OW JIpyroi crpaHe. AMepHKaHCKas OM3HEC JIGIU CUMTaeT ceOsl MOJHOLEHHBIM OU3HEC MapTHEPOM,
MMO3TOMY HeE clielyeT OBITh Ype3MEPHO TaTaHTHBIM B OTHOIIIEHUH JIEIOBBIX JKEHIIHH, BOTIPOCHI IMYHOTO
XapakTepa 3/1eCh HEyMECTHBI.

JlenoBoii kocTioM

B CIIIA neiictByeT mpaBmiio: «Hem BbINIE JOIKHOCTh, TeM O(HIMATbHEW KOCTIOM». B nenoBoil »u3Hu
MPUHATHl TOJBKO TEMHBIE KOCTIOMBL [lJI >KEHIMH TPEATIOYTHUTENICH OPIOYHBIA KOCTIOM CIIOKOHHOTO
IBEeTa, a Takke o0yBb Ha KaOiykax He BbImie 4 cM. MeHee XKeCTKhe TpaBmiia, 0ojiee CBOOOIHBIN CTHIIH
OJIeXK /bl IEVCTBYIOT B CIIOPTE, HCKYCCTBE, MOJIE M B UHAYCTPUH pa3BICUECHU.

JHenoBoe oO1ieHne

Henosoit atuker CIIIA He MHOTHM OTIMYAETCS OT €BPOIEHCKOT0, HO €CTh M CBOM OCOOeHHOCTH. s
aMepuKaHIla HEeT HHUYero OOMIHOTO B BONPOCE MAaJO3HAKOMOTO YEJIOBEKa O €ro 3aprJiare, XOTd,
HanpuMep, B ['epMaHnn 3TOT BOIIPOC CUNUTAETCS HEIOMYCTHUMBIM.

B CIIIA HamHOTO TIpoIIe TO3HAKOMHUTECS U 3aBECTH PYKECKHE OTHOIICHHS, 110 CPAaBHEHUIO, HATIPUMED,
¢ SAnonwueii. [ maBHOE, yMETh MPaBUIILHO MPEJCTABUTH ceOs. AMEPHKaHIbI OUYeHb YHEPTUYHBIC, OTKPHITHIC
u apyxenroOHble moau. C HOBBIM 3HAKOMBIM MOYKHO Cpa3y MEpeXOAuTb K JIeNly U TOBOPHTH BIIOJIHE
oTkpoBeHHO. Bripaxenus Let's get down to business - «/laBaiiTe mepetiziem K neixy» - OU4eHb MOMYJISIpPHA
cpenn amepuKkaHIeB. Bo BpeMmsi nenoBoil Oecenpl HE MPUHSATO OTBJIEKAThCS HAa MOCTOPOHHHE Jena -
3BOHKH 110 Tesie(oHy, pa3roBOphl C KOJIETaMu. A BOT BCTAaBJIATH B Pa3rOBOP HIYTKHU IO TEME, CUUTACTCS
MPU3HAKOM XOpPOUIEro TOHA. B cTpaHe rOBOpSAT HA aMEPUKAHCKOM AHTJIMIICKOM, CUMTAas JIOHAOHCKHM
AHTJIMICKUI BRICOKOMEPHBIM BapHAaHTOM TOTO ke A3bIKa. [103TOMy eciu BBl XOTHTE IEpPEeBECTH KaKHe-TO
MaTepuansl Uit cBoux Oyaymmx mapTaepoB B CLIIA, TO CTOMT 3TO AenaTh ¢ yYETOM NAaHHOW S3BIKOBON
0COOEHHOCTH.

AMepHKaHIIbI parMaTUYHbIE JIIOIU, HE OYeHb JIOOSINE CIeA0BaTh TpaauusM. [ HUX Ha TIEpBOM
MeCTe BCEr/ia CTOSIT MHIUBHIYalbHOCTh M TpaBa uelioBeka. JKUTelb 3TOW CTpaHbl HUKOTA HE OyaeT
KaJloBaThCs, M paccKas3blBaTh O CBOMX Heyjaadax. HesaBucnMO OT cUTyanuu amMepHKaHel Bcerna OyneT
BEITJISI/IETH YBEPEHHBIM, 3I0POBBIM, H3IYYAIONIUM YCIIEX.

AMEepHKaHIIbI TOBOPST TOJIBKO TO, YTO JTYMArOT; BOCIPUHUMAIOT JIOOYI0 (hpa3y coOecemHHKa JTOCIOBHO.
OHU MI0X0 TMOHUMAIOT HAMEKU, UPOHUIO; CIIOKHBIE BBICKA3bIBAHUSI WIIM CKPBITHIM CMBICI CJIOB MOKET
COUTBH UX C TOJIKY.

[lepen HauamoMm [AEJOBBIX TMEPETOBOPOB aMEPUKAHIBI MPEANMOYUTAIOT COOpaTh TIOJNHBIA IaKeT
nHpopMaru 00 ydyacTHHKax Oyaymieid BcTpeun. OHHM MOTYT MOMPOCHTH MPHUCIATh CHHCOK JIUI] Baliel
JIeNIeranyy, JOMOTHUTEIHHO 3ampocuB HH(POpMAIIHIO 00 MX 00pa30BaHHUHU, YUETHBIX CTEIICHSX, MMEYaTHBIX
TpyJax u T.1.



AMepuKaHIBl OYeHb 3aKOHOMOCIYIIHBIE TpaxkaaHe. Jake He3HAUMTENbHAs HE3aKOHHAs KOMMepYecKas
orepanys B 3TOI CTpaHe MOXKET CTaTh IPUIMHON TIOPEMHOTO 3aritodeHus. «[loqmodenHasy pemyTanus
¢bupmMBl HaBcerza IMOCTAaBUT KPECT HAa €€ BO3MOXKHOCTH COTpyIHHMuYecTBa ¢ Kommnanued u3 IlIrtaros.
HoBepue B AMepHKe MOXXHO 3aCIyKHTh JIMIIb MHOTOJETHUM, O€3yNpPEUYHbIM TPYAOM, a HEe APYXO0oW u
cBsa3smMu. [109TOMY y aMepHKaHLEB HE CYIIECTBYET HUKAKUX «OCOOBIX» YCIOBHH CAETOK «AJsl CBOMX». B
CTpaHe BO3MOJKHBI TOJIBKO OTKPBITHIE CAEJIKH C JIFOOBIMH ITapTHEpaMu. [ 1aBHOE 111 aMEpUKaHLIEB, YTOObI
MapTHEphl OBUIM TPOYHBIMH M CTAaOWIBHBIMH, Kak B (DWHAHCOBBIX, TaKk M B MPO(hecCHOHATBHBIX
OTHOIICHUSX, a TAK)KE HE TIPOCTO 3apadaThiBad ACHBIHY, a BEJIU COLMAIbHO OTBETCTBEHHBIN OM3HEC.

VY AMepHKaHLIEB CHIIbHBI YyBCTBA HE3aBHCUMOCTH, CAMOCTOSTEIBHOCTH; OHH YMEIOT COPEBHOBATHCS U
BBIMTPBIBATH BCEria U Be3lie. ITO OO0YCIIOBIICHO MPEJICTABICHUSME TPKIAaH CTPAHBI O JJOMUHUPYIOIIEM
nonoxenun CIIIA B Mupe, KOTOpoe 3aKlaAbIBAE€TCS C MaNbIX JIET W JIGKUT B OCHOBE CHCTEMBI
oOpa3oBaHusl.

Eme oauH u3 3/IeMEHTOB YCIEHIHOTO aMEpUKAaHCKOro Ou3Heca - CKopocTb. B Amepuke Bce
MPOUCXOAMT JOBOJBHO OBICTPBIMH TEMIIAMH, BCE JIENAETCS «CErO/Hs», HE OTKIAIbIBACTCS Ha «3aBTPay.
[TosTOMy Ha meperoBopax HY»HO OBITH TOTOBBIM K TOMY, YTO Bac OyAyT TOPOIHTH, MOATAIKHUBATh K
NEUCTBHUSIM, TaK KaK aMEPUKAHIIBl HAIOPUCTHIC, NPSMOJIMHEHHbIE M BCETAa Creuanye On3HEeCMEHBI.
I'maBHOE 1151 HUX - 3TO ycIeX, a KaXKIbIH YCIIEX - 3TO MPEANIOChUIKA Il HOBBIX 00E .

Oco0eHHOCTH BEJEHUsI IEPETOBOPOB

Ecnu amepukaHIBl OpraHu3yioT JEeJOBYIO BCTPEUY, TO 3TO MOJHOCTBIO UCKIIIOYAET APYKECKyIo Oeceny.
BeTpeua Oynmer HachllieHa, MMETh KOHKPETHYIO Lielb, M JJIUTCS He Oonee daca. [Ins aMepHKaHIEB
MEPErOBOPEI - 3TO OTKPBITOE OOCYXKACHHWE, Iellb KOTOPOr0 HAWTH OO0IIMe HWHTEepechl M BHIPabOTaTh
CTpaTeruio Ijsi COTpyIHHYECTBA. YECTHBIE CHENKM M B3aHMMOBBITOAHBIC OTHOILCHHA Oe3 KakoH-Iuoo
«CEeMEWHON APYKECTBEHHOCTHY - BOT HeaJIbHAs KapTHHA OM3HEca U1 aMepHKaHLA.

JlenoBbie MeperoBopbl aMEpUKAHIIBI JIFOOAT HAUMHATE ¢ 00CYXKIIEHHS 00IIEero BOIpoca, ¢ MPOOIeMbI
TpeOyromiel MPUHATHS peleHns (UTO HYKHO JIeNaTh), a 3aTeM MEPEXOAAT K IeTalsIM, CIIOCOOCTBYIOIINM
peanu3anuy IOTOBOPEHHOCTEH (Kak HYKHO CHeNaTh), KOTOPBIM YJIenseTrcs OonbplIoe 3HauyeHHWe Ipu
opranuzauuy Jro0oro nena. IlosTomy K paccMOTpEHHIO aMEpPHKAaHLBI TOTOBST, KaK IIPAaBUIIO, LEJIbIe
«TAKEeTH» TPEeATIOKEeHUH. A BOT Ha POPMAIILHOCTH OHU HE OYAYT TPATHTh CBOE BPEMS.

[eperoBopHbIii polecC aMepUKaHIBl CTApAIOTCsl BECTH B OBICTPOM TeMIle, OeCIIPEephIBHO MOATAIKHUBAs
CBOMX IIApPTHEPOB K CKOpEHIIeMy NPHHATHIO pemieHus. OHM MOTYT Jake HPOSIBISATH arpecCUBHOCTD,
HaBSI3bIBasi CBOU IIPABUIIA UTPHIL.

Bo BpeMmsi 1enoBBIX MEPEroBOPOB aMEpHUKaHIIBI MOTYT MO3BOJUTH ce0€ CHUAETh, 3aKMHYB HOTY Ha HOTY
TaK, 4ToOBl OOTMHOK OJJHOM HOTH JIeXajl Ha KOJICHKE APYTOi HIIHM MOJIOKUTh HOTY HA COCEIHUH CTYJ HIIH
CTOJ. DTO CUMTACTCS HOPMOH B aMEPHKAHCKOW KyJIbTYpe, XOTS HEPEIKO BBI3BIBACT pa3jipaKeHUE y
npeAcTaBUTeIeH APYTUX CTPaH.

Bompocs! u 3aganus:

1. [TonroToBbETECH K OOCYKACHUIO TECOPETHYECKOTO MaTepUaa.

Kynerypable Tpamuiuu anrnuuad. CTpyKTypa W Hepapxusi B OpUTAHCKHMX KOMIAHUAX. DTHUYCCKHE
MIPUHIIMIIBI JIEJIOBOTO OOIIEHUSI ¢ MHOCTPAHHBIM NapTHepoM. Paboune oTHOmeHus B BennkoOpuTanum.
buznec B BenmukoOputanuu. IIpakTnaeckne MOMEHTHI. bputanckuii gemoBow 3tuket (4To Hy)HO B HE
HY)KHO Jenarb). KitoueBble aMepUWKaHCKHE IIEHHOCTH. AMEpPUKAHCKUW CTWIb JIEIOBOTO OOIICHUS.
Kenmmuna u ousuec B CIIIA.

2. Look at these two letters and answer the questions

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

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

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

a) Express your opinion about the following:

Why do women executives wear suits?

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

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



skirt suits / pants suits / dresses mini-skirts / midi-skirts / maxi-skirts flat-heeled shoes / high-heeled shoes
handbag / pockets perfume / no perfume

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

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

- always wears neat dark suits and sober ties,

- likes to wear jeans and sports jackets

- is always smartly and fashionably dressed

- never pays attention to his clothes

- wears shabby or battered clothes

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

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

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

Our receptionist is getting married on Sunday. — She is?

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

He is a travelling agent.

They have already bought a flat.

They will live not far from here.

She showed me her wedding dress yesterday.

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

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

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

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

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?

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

- What colour do you want?

- Navy blue would be fine.

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

- It's only $ 200.

- All right. I'll take it.

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

- Not bad. Why do you ask?

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

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

Keep your promises!

Be objective!

Criticize people in private!

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

12. Translate into English.

3Haete 11 Brl, 4TO Takoe AenoBoi ATHKET? YMeere nu Bbl ycTaHAaBIUMBAaTh KOHTAaKT C MAapTHEpaMu?
Ymeere nu Bel BEIOHpaTh OAEKAY, TOIXOAAIIYIO IS paOOTel U oTabixa? Besknmuser i Ber co cBonMu
corpynnukamu? Het nu y Bac npuBsruku nepebuBath Bamrero cobecennuka? 3agymaitech Hall STUMU
BOIpocaMu. JTo MoMokeT Bam B Bameii padore.

[Ipaktruueckoe 3austue Ne6. Paznuuus B aMepUKaHCKOM U aHTIMCKOM 1e10BOM TEPMHUHOIOTHH.
OpranuzanuonHas popma 3aHATHS: TPAJAUIIMOHHEIN ceMUHaPp.

Lens: dopMupoBaHue y CTYACHTOB pPEUEBOH, S3BIKOBOW W KOMMYHHUKATHBHOW KOMIICTEHITUH JIJIS
OCYILIECTBJIEHUS JEJIOBBIX KOHTAKTOB.

B pesynbTaTte ocBoeHUE TEMBI CTYIEHT AODKEH

3HATh: HEOOXOAMMBIN O0BEM JIEKCHKM Ui OOIeHHs B JaHHOW cdepe; OCHOBHBIE TpaMMaTHUECKUE
SIBICHUS, XapaKTepHbIC IS MPO(PECCHOHATBHON PeuH; JCKCHUECKUE W CHHTAKCHUECKHUE OCOOCHHOCTHU
o(HIIUATBHO-IEIIOBOTO CTUJIS B aHTJIUHCKOM SI3BIKE.

YMETh: ONPEENATh CTHIEBYH) NPUHAIUICKHOCTh AHTIMHCKUX TEKCTOB O(HIIMAIBHO-IEIOBOTO CTHII,
BHIIETh XapaKTEPHBIC CTHUJICBHIC UYEPTHI; YUTATh OQHUIIMATHLHO-IEIOBBIE TEKCTHI PAa3INYIHON CTCIICHH
CJIO)KHOCTH; CTPOUTH JUAJIOTMYCCKYI0 W MOHOJIOTMYECKYH) PEYb C MCIIOJIB30BAaHUEM Haubosee
YIOTPEOUTENBHBIX JICKCUKO-TPAMMATHYECKUX CPEJICTB B OCHOBHBIX KOMMYHHMKATHBHBIX CHUTYaIlHsIX
OHUITHATBHOTO OOIIEHNUS; TOHUMATh THAJIOTHICCKYI0 1 MOHOJIOTHYECKYIO pedb 10 N3YIECHHOU TEME.
AKTyallbHOCTh TeMBI: 00yCJIOBIIeHa HEOOXOAMMOCTHIO OBIaneHus Y K-4.

TeopeTnyeckas 4acTh:



IIpu oGo3Hauenuu aat Ha mucbMme B BA (OpuTaHCKUl aHTIIMICKUI) CTaBUTCS YUCIIO, 3aTEM MECHI] U
nmocnemHAM ykasbiBaeTcst rod: 20/7/99 wmmm 20.7.99. Takoe umcno mpowmsHocutcs July the twentieth,
nineteen ninety nine. B AA (amepWKaHCKOM aHTIMIICKOM) BHadYaje CTaBHTCS MECSI], 3aTeM YHCIO U
nocneaauM roxa; 7/20/99. Ipousnocurcs Takoe yucio July twentieth, nineteen ninety nine.
HaunmvenoBanue uncen Takxe orandaercs B AA u BA.:

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

0 — «zero» (AA) u "nought"/"oh" (BA)

I'oBopst 0 BpemeHH, aMepuKaHIIbl BMECTO past ynoTpeoisitoT after: «It’s ten after eleven».

B ob6macti 3KOHOMHYECKOW TEPMUHOJIOTUH W JIEKCMKH COBPEMEHHOro Ou3Heca B AA NpHCYTCTBYET
OOJIBIIIOE  KOJMYECTBO TPO(ECCHOHANM3MOB, a TaKKe pPACCIOCHUE CIEeIUATBbHON JIGKCHKH Ha
TEPMHUHOJIOTUYECKUE U MTPOPecCHOHABHBIE cIIoU (110 podeccHoHaTN3MaMi TOHUMAIOTCS JIEKCHYECKHE
€MHUIBI B CUTyanusx HeopmanbHoro obmienns). OnrH U3 BEAyIMX COcOO0B 00pa30BaHUs TEPMUHOB
— JIEKCHKO-CEMaHTUYEeCKHi Ha ocHOBe MeTadop. Hampumep:

lame duck («xpomast yTkay) — KOMITaHUS B TSHKEIOM (PMHAHCOBOM TOJIOKEHUH

company doctor — («ZOKTOpP KOMIIaHMW») — ()MHAHCOBBIM KOHCYJIBTAHT, CHCHUAIM3UPYIOIIUICI Ha
aHaJIM3€e M pa3pemieHuy MpodieM KOMITaHUU

big gun advertiser (big gun — «TsDKENas apTHILIEPUD) ) — KPYIHBIA PeKIaMOIATENh

sleeping partner («crsiuii mapTHEP») — HOMUHAIBHBIN ApTHED

sleeping beauty («cmsmas KpacaBH1a») — KOMIAHHS- MOTEHIHAIBHBIA OOBEKT MOTIIOIIEHHS, KOTOPOH
paHbIIE HE ETaT0Ch MPEIOKEHUT)

angel («aHrem») — COCTOSITCNBHBIN YENOBEK, BKIIAIBIBAIONINN COOCTBEHHBIC CpPEACTBA B HAYall0 U
pacupenue OuzHeca

yellow dog contract («koHTpakT XkEnTol cobakm») — o00s3aTenbcTBa pabouero O HEBCTYIUICHUU B
npohcoro3

yellow dog fund («donn xénroii codakm») — CyMMBI, UCTIONIb3yEeMBbIE ISl TOJIKYTIA

bear («MenBenp») — CHEKYJSHT, UTPAIOIIHIA Ha TIOHIKEHUE

bull («OBIK») — CIIEKYIISAHT, HTPAIOIIII HA TOBEIIEHUE (OHPIK.)

B psiay NMHTBOCTHIMCTHYECKHX CPEICTB, XapaKTEPHBIX IS 00pa30BaHUS SKOHOMHUYECKHX M OHM3HEC

TEPMUHOB A A, Ipe/icTaBlieHa METOHUMUSI (TIEPEeHOC MPU3HAKA C YaCTH Ha LIEJI0e):

White collar («0einbrit BOpOTHHYOK» ) — O(MHUCHBIHN CITy> Kamnuii

Pink collar («po30BbIii BOpOTHHYOK») — pabounii cepbl 00CTyKIUBAHUS

Blue collar («roxy06oii BOpOTHUYOK») — HMPOU3BOACTBEHHBIA pabounit

Open collar («OTKpBITBIII BOPOTHUYOK») — JIMLO, paboTaroliee J0Ma 0 CBOOOAHOMY IrpaduKy
B nexcuke coBpemennoro ousneca CIIIA n BenmkoOputanuu NpuCyTCTBYET TaKKe

MEKBapHaHTHAs! CHHOHUMHS TEPMHHOB:

stock — oOBbIKHOBEHHAS akIus (AA)

share — oOpIkHOBeHHAS akIus (BA)

B nporecce cnoBooOpa3zoBaHusl JIEKCHYECKUX JIEPUBATOB OCHOBHBIMH CIIOCO0aMHU B AA SIBIISIIOTCS
ad¢pukcamnus (illiquidity, non-payment), cosocnoxenue (job holder, bill brocker, tax payer), koHBepcus
(off — cymiecTBUTENBHOE CO 3HAUEHHEM «CHMKEHHE KYPCOB BAIIOT NIPOTHUB MPENIIECCTBYIOIIEIO THSY,
go0-between — CyIIeCTBUTENEHOE CO 3HAUCHUEM ‘TIOCPETHHUKK).

Jlekcudeckuii coctaB OM3HEC TEPMUHOIOTUN AA COAEPKHUT HE TaK YK MHOTO 3aMMCTBOBaHHI U3 JPYTUX
A36IKOB. HO OHM NpHUCYTCTBYIOT, M BOT IpHUMEp 3aMMCTBOBaHMS M3 PYCCKOTO S3bIKa: energy czar
(«BIHATETHLHOE JTUITO B 00JIACTH DKOHOMHKW ).

Ha rpammarndeckoM ypoBHe pazinuuus Mexay AA u BA mposBisiroTcst yKe Ha YpOBHE TEPMHHOJIOTHH
(Continuous Tenses B BA u Progressive Tenses B AA). Hocutenu BA ynorpe6insitor The Present Perfect ¢
Hapeuunsmu just, already, yet: «We have already agreed to wait». AMepHKaHIIBI XKe HEPEIKO, OCOOSHHO B
YCTHOH peun, ynoTpeoistor 37eck The Simple Past: «I already met himy.

B AA cymectByet nBe ¢opmsl Past Participle Il y rmaroma get: gottenu got, B To Bpemst kak B BA —
TOJIBKO OJTHA: ZOt.

Konctpyxkmus «have been to», pactipoctpanénnas B bA, moxxeT Bunonsmensthes B AA — «I have never
been in Florida». ®paza «Do youhave a car?» tunuuna mius AA, torga kak B BA Gonbliie TPUHATO
roBoputh «Have you got a car?»

CobuparenbHbIe CYIMIECTBUTEIBHBIC, TAKHE KaK government, committee, team, corporation, crew B bA
MOTYT COTJIACOBBIBATBCS CO CKa3yeMbIM KaK B CIUHCTBEHHOM, TaK W BO MHOXXECTBEHHOM YHCIIE.
AMepuKaHIbI IPEIOYUTAIOT COTJIACOBBIBATH TAKUE CYLIECTBUTEIBHBIE CO CKa3yeMbIM B €MHCTBECHHOM
qHcIIe.



OnpenenéHHblil apTUKIb 4acTo omyckaeTcs B AA mocne «all», Tam, tae B BA o0s3aTensHO ero
ncnons3oBanne: «all day», «all night», «all morning» u np. U HaobopoT, ompenenéHHBIA apTUKIH
nucnons3yercs B AA tawm, rae ero B bA ObITh He HODKHO: «in the summery, «in the spring», «in the fall».
CpaBHUTE BapUaHThl TEPMHHOJIOTHH
AMep. BapyaHT AHIJ. BapuaHT 3Ha4YeHHE
administration Government in power IIpaBuTenbcTBO (IEHCTBYIONINE)

Around (ten)  About (ten) Oxomno (mecstr)

Blue-chip investments First-class investments IlepBokiiaccHbIC HHBECTUITUH
Call loan Short-term loan Kpatkocpounslii 3aiim

Checking account Current accountTexymuii cyer

Claim letter ~ Letter of complaint [MuceMo-pexnamanus

Collect on delivery Cash on delivery Orutata mpu 10CTaBKe
Common stock Ordinary share OObIKHOBEHHAs aKITUs

Corporation law Company law 3akoH 0 KOMIaHUAX

Express man  Carrier [TochubHBIH

Ti fix a meetingTo arrange a meeting HazHawate BcTpeuy

Freight not prepaid Carriage forward be3 ormmaTe! mepeBo3kH
Freight prepaid Carriage paid C omnaroii nepeBo3ku

Freight train ~ Goods train ToBapublit moe3x

Government bonds Government securities ['ocymapcTBenHbIe 1IeHHBIE OymMaru
In good shape In good condition B xoporem cocTostHIR
Investment bank Merchant bank MuBectunmonsslii bank

Law business Practice (law) IlpoueccyansHoe mpaBo

Local taxes Rates MecTHbIe HaIOTH

To operate a business To run a business 3aHUMAaThCS OU3HECOM
Operating costs Running expenses Tekymue pacxosl

ordinance By — law [locranosnenue, ykas

To pass up an offer To decline an offer OTKIJIOHSATH MPETIOKECHIE
Preferred stock Preference share [IpuBunernpoBanHas akuus
President Chairman [Ipe3uneHT (KOMITaHWH )

Right away Immediately Hemennenno

Shipment Consignment [laptus (ToBapa)

Stockholder Shareholder Jepxartenb aKIuii

Stub  Counterfoil Kopermok (yeka)

Tag  Label Orukerka

Tender Offer Ilpemnoxenue

Way back Some time ago HexoTtopoe Bpemst ToMmy Hazaxa

Bomnpocs! u 3ananus:

1. [TonroToBhTECH K OOCYKACHUIO TEOPETHYECKOTO MaTepraa.

N3 uctopurM NOPOUCXOKACHUS aMEPUKAHCKOTO aHTJIMUCKOTO. JIekcuyeckue, TIpaMMaTHUYECKUE,
opdorpaduueckue U (QOHETHUECKUE OTINYHS aAMEPUKAHCKOTO JEJIOBOIO S3bIKa OT OpPUTAHCKOTO
BapHUaHTA.

2. [IpounTaiiTe 1 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) ...7 — The conpany financial policy.
5) ...? — Miss Flipps is.

6) ...7 — After the meeting is over.

7 ...72 — She is taking them down.

8) ...? — In shorthand.

4. Respond to the requests according to the model

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

Translate this letter, please.

Copy this memo, please.

Send off this telegram, please.

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

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

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

I am talking to a visitor.

I am sending a fax.

I am copying documents.

I am correcting mistakes.

I am learning shorthand.

6. Say what Cindy is going to do

a) when the meeting is over,

b) when Mr. Lindon comes to see Mr. Clifford,
¢) 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 I see Mr. Clifford? Is he free?

— I'm sorry he is busy. He is holding a meeting now. / seeing a visitor, etc. /
2) — I'm going to attend a business conference in Moscow.

— Are you really going to Russia?



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

— Well, good luck to you both!

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

— When is he coming?

— At three o'clock.

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

8. Think of your own stories starting with

. It is 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 HosiOpst 2013 roma, 10 wacoB yrpa. Mucrep Kimuddopn ouenp 3amar. OH mpoBOIUT
COBEellaHhe. OTO COBEIIAaHWE OYCHb BaKHOE. MeHeKephl KOMIAHUU OOCYKAAal0T BOIPOCHI
mpousBoacTBa. Mucc @nummc Bexer mpotokon. Ha crmenyromeit Hemenme oHM OymyT oOCYKAaTh
KOMMEpPYECKYIO MONMTHKY KoMmaHnu. OHu cobepyTcs 27 Hos0ps B 10 gacos.

— Yto THI ceituac menaemb, Cunnu? — S mepeBoxky muchbMo MUCTEpy benoBy Ha pycckmii si3bIK. — A
MOTOM 4TO ThI Oyzemb aenars? — OTneyaTaro 3TO MMCHMO M OTIIPABIIo0 ero B MockBy. — KTo 3ToT MucTep
bemnos? — 310 pycckuii OnzaecMer. OH codupaeTcs K HaM IIPHEXaTh.

[MpakTuuyeckoe 3ansaTue Ne7. YcrpoiictBo Ha padory. Co3naHue pe3ome.
OpranuzanuonHas GopmMa 3aHATUS: TPaIULIHOHHBIA CEMUHAP.
Lenb: ¢dopMupoBaHHe y CTYIACHTOB PEUEBOM, SI3IKOBOM M KOMMYHHMKATHBHOH KOMIICTCHIIUH IS
OCYIIIECTBJICHUS JICNIOBBIX KOHTAKTOB.
B pesynbprare ocBOeHHE TEMBI CTYJEHT 10JDKEH
3HaTh: OCHOBHYIO OHM3HEC-TEPMHHOJIOTHIO, MCHOJB3YEMYIO0 IPH yCTpoiicTBe Ha paboTy, COCTaBICHUU
pestoMe, AEIOBBIX MUCEM; OCHOBHBIE TpeOOBaHWS M MpaBmia oGopMIIeHHs] JOKYMEHTAUH M JCTIOBOH
KOppECIOHACHIIMU Ha aHFHI/II>'ICKOM; OCHOBHBIC TpaMMAaTUYCCKUC ABJICHUA, XAPAKTCPHLIC IJIA
podecCHOHATBEHON PEUH.
YMETh: NPUMEHAThH IOJTy4YEHHbIE TEOPETUUECKUE 3HAHMS Ha IPAKTHKE B XOJE OCYLIECTBICHHS JIEJI0BOM
YCTHOM M MUCbMEHHO KOMMYHHKALIMU HA HHOCTPAHHOM S3BIKE; ONPEeISTh CTHIIEBYIO IPHHAIC)KHOCTh
AHMJIMHCKUX TEKCTOB O(QUIMAIbHO-IEJIOBOTO CTWJIS, BHAETh XapaKTEpHBIC CTHUJICBBIE UYEPTHI; YUTATh
O(I)I/IIII/IaHBHO-JICHOBI)Ie TEKCTHI pa3anH0171 CTCIICHHU  CJIOXKHOCTH, CTpOUTHL JUAJTOTHYCCKYI0O U
MOHOJIOTHYECKYI0 pE4Yb C HCIOJb30BaHHEM Haunbojiee YIOTPEOUTENBHBIX JIEKCUKO-IPaMMATUYECKUX
CPEACTB B OCHOBHBIX KOMMYHHKATHUBHBIX CHTyaUusX OQHUIMAIbHOTO OOIIEHMS; IOHHMATh
JIUAJIOTUYECKYI0 1 MOHOJIOTMYECKYIO peyb 110 U3YUYEHHOH TeMe.
AKXTYalbHOCTh TEMBI: 00YCIIOBIIEHa HEOOXOIMMOCTHIO OBJaeHus Y K-4.
TeopeTuyeckas 4acThb:
Cy1ecTByIOT OCHOBHBIE BU/IbI PE3IOME:
XPOHOJIOTHYECKOE Pe3oMe
XpoHoorn4eckoe pe3oMe IpearnoaraeT onucanue GpakroB TpyaoBoit Ouorpaduu (paboThl, yueObl) B
00paTHOM XpOHOJOTMYECKOM TOpAOKe, T.6. HayWMHas C TMOCJeJHero mecta paboThl, Y4eObl.
[IpeumymmecTBO 3TOr0 BUAA pe3toMe I pabOTOJATeNs COCTOUT B TOM, YTO OH MOXKET YBHUIETh B HEM
YEeTKYI0 KapTUHY TPYAOBOW JESITEIBHOCTH 4YeNOBEKa, JUIsi COWUCKaTelsi — OJTO BO3MOXHOCTh
MIPOIEMOHCTPUPOBATH KAPbEPHBIN U MPO(eCCHOHANBHBINA POCT B HeoOxoauMoii chepe aesrensHocTH. OT
JaHHOTO BHJA PE3IOME Jy4lle OTKAa3aThCs, €CIM IOCIEAHsSA IOJDKHOCTH (JIMOO BCEe IOIKHOCTH)



COMCKATeNnss HEe MMEET OTHOIICHHS K IKEeJIaeMOW JOJDKHOCTH NHOO B TpyAoBoW Ouorpaguu MHOTO
«TIPOILYCKOBY - IIEPHOA0OB BPEMEHH, KOTa YeJIOBEK HEe paboTall.
OYHKIMOHAIILHOE pe3loMe
OyHKIMOHATIBHOE pE3IOME, B OTIMYHE OT XPOHOJIOTHYECKOro, HE TpeOyeT yKazaHHs XPOHOIOTHH
Tpy#oBod nesitenbHOCTH. OCHOBHOM yHOp 37ech JenaeTcs Ha NpoQecCHOHANBHBIX HAaBBIKAX H
JOCTHXKEHUAX B Pa3HBIX cepax aesrenbHOCcTH. OYHKIMOHAIBHOE PE3IOME BBITOJIHO IPUMEHSTH B CIy4ae
HAJIM4Hs IIPOITYCKOB» B TPYIOBOW Omorpaduu, mpH >KeTaHWW IMONyYUTh padoTy Oe3 ombITa B JaHHOM
cdepe 1100 pH BO3BPAILICHUN K STOMY HalpaBJICHHUIO ACSTEILHOCTH MOCIE ATUTEIBHOTO TIEpEepHIBA.
KomOunupoBannoe pesrome (pyHKIHOHATBHO-XPOHOJIOTHIECKOE)
JlaHHBIN THIT pe3toMe 0OBeIUHICT OCHOBHBIC YepThl (DYHKIIMOHAIBHOTO U XPOHOJOTHYECKOTO pe3tome. B
HEM TOYEPKUBAIOTCS MPOQECCHOHANBHBIE HABBIKM W JOCTHKECHHUS B Pa3HbIX cepax NesTeIbHOCTH, TIPU
3TOM OCHOBHBIE (haKThl TPyAOBOH Omorpadum H3/araioTcsi B 0OOpaTHOM XPOHOJOTMYECKOM IOpSIKE.
[IpeumymmecTBO 3TOro BUAAa pPE3IOME COCTOMT B TOM, YTO OHO IIO3BOJIIET OOpaTUTh BHUMAaHHUE
paboronmaTenst Ha NpodecCHOHATN3M COUCKATeNsl B pa3HBbIX HAINPaBICHUSX ACATCIBHOCTH W YBUAETH
YETKYIO MTOCIIeI0BATENILHOCTD TPYAOBOH JIESTEIBHOCTH.
Tunosoe pe3romMe 0OBIYHO BKIIIOYAET CICAYIOINE KOMIIOHEHTHI
CURRICULUM VITAE
Date of Birth 27 February 19...
Name . Belova Margaret
Present address 25, 18 Leninsky Prospekt, Moscow

128343, Russia
Telephone number 433-54-48
Marital status  single
Education and qualifications
2000—2010  Specialized Secondary School

23 Tushinskaya Street, Moscow, Russia
Work experience: Johnson Bros Ltd, 35 Ostozhenka Street
July 2010—1June 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 I attended various evening
courses for business and information tech-
nology. My interests include tennis, bad-
mington, swimming and reading.
References: Mr. B. Norman, Assistant Director, Auto
Importers Ltd., 38 Rostokino,
Moscow, Russia
Mrs. A.Bunina, department head of
Johnson Bros Ltd., 35, Ostozhenka Street,



Moscow, Russia
Current salary § 25,000 per annum

Bonpocs! u 3ananus:

1. IloaroToBbTECH K 0OCYXKIESHHIO TEOPETHUECKOTO MaTepraa.

Tumer pestome: xponomormdeckoe (chronological format), dymakmmonansHoe (functional format),
rubpuaHoe (combination format), TapretupoBanHoe (targeted format) m mpaBmima ux odopmiIeHHUS.
CrpykTypa pestome. UTo Takoe pe3loMe W B YeM COCTOMT €ro OCHOBHas (QyHKOui? B uem oTimune
pestome U CV (Curriculum Vitae)? Kakue ¢opmartsl pestome Bam u3BecTHb? Kakoil dopmar pestome
OoJIbIIIe TIOAXOIUT JJISl YeJIOBEKa, KOTOPBIA MHOTO JIET IpopaboTall B 0JHOH chepe nestenbrocTn? Kakoit
¢dopmar pesroMe mojouien Obl CIIENUATIHNCTY C MpepBaHHBIM cTaxkem? Kakoit ¢opmat pestoMe BHIOpaTh
YelI0OBeKy, KOTOPOMY HYy)KHa KOHKpeTHasi paboTa B omnpeneieHHo pupme? B kakoM mopsjike B pe3tome
JIOJDKHBI OBITH PACIIONIOKEHBI AAThI, OTHOCSIINECS K 00pa30BaHUIO M OMBITY PabOTHI?

2. CocTaBbTe HaubOJIEE TOIXOASAIIM VIS BAC BAPUAHT PE3IOME.

3. BelyunTe OCHOBHYIO TEPMHUHOJIOTHIO, HCIOJIB3yEMYIO TIPH COCTABICHHHU PE3IOME.
apply for the post — momats 3asiBIIeHHE O TIpEEeMe Ha padOTy/IOKHOCTD

obtain knowledge = — nmonyunTh/mpHOOpPECTH 3HAHUS

enclose an outline of — IPUIIOKUTH (K MUCHMY) CBEACHUS O KBATU(PHUKALIUH

one's qualifications

office experience — ONBIT pabOTHI B KOHTOPE

personnel manager — Ha4YaJbHUK OT/EJa KaJpoB (MEHEDKEP 110 Kaapam)
fairly well — BeChMa HEIUIOXO

be on probation — MIPONTH UCTIBITATENBHBIN CPOK

application — 3asIBJICHUE

curriculum vitae CV, C.V. cv (resume) [ko'rikjulom 'viitai] — cBegeHus o0 yuebe w TPyHOBOIA
IEeATENBHOCTH, KpaTKas mpodeccrnoHanpHas onorpadus, pe3rome

4. IlpounraiiTe 1 NEpeBeTUTE 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. T have just finished a secretarial course in the Kislovodsk Branch of Moscow Commercial
Academy. We've been taught everything a secretary should know: filing, using office equipment, typing,
shorthand writing as well as Business English and Business Etiquette. I have had no office experience but
I'm willing to 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, I think.

4) - Does your department need a new typist?

- We don't want either typists or secretaries. What we want is a new boss.
5) - Neither my friends nor my parents think much of my new job.

- The important thing is whether you like it.



6) - Our new engineer is both talented and handsome.
- He is not only talented but also very experienced.
7) - Our company owns a big restaurant as well as a hotel in the centre of the town.
- What made you go into a hotel business?
- Why not? It's both profitable and pleasant.
7. Dramatize a conversation between Olga and a young girl who is just starting a secretarial course. Talk
about things she is going to learn, about job prospects, etc.
8. Read and translate:
Paula Tanner is interviewed by Mr. Joel Klaus, the Personnel Manager of Woodex, the company
exporting wood
J.K.: Good morning, Miss Tanner. Please take your seat. I'm Joel Klaus,
Personnel Manager. What can I do for you?
P.T.: I read an advertisement of your firm in yesterday's Business Express.
You need a secretary, so I sent my application and now I'm here.
J.K.: Have you worked as a secretary before?
P.T.: I'm sorry to say that I haven't. But in spring I finished secondary school with the specialty of
secretarial work. So it means that theoretically I should know something.
J.K.: Oh yes, I remember now. That's very good. Do you speak any foreign languages?
P.T.: Oh, to a certain extent, yes. | know fairly well English, a little Finnish and German.
J.K.: That's not bad. We really need Finnish very much.
P.T.: Oh, I can continue my studies in Finnish. I'll go to some evening classes.
JK.: Fine.
P.T.: If you can't take me on as a secretary, I could be on probation for a time
first.
J.K.: Well, yes. I think that in the beginning you'll have to learn quite a lot.
P.T.: I'm willing to do that.
J.K.: Well, now... where have I put your application... Oh, here it is. You see,
we need a curriculum vitae as well and two photographs.
P.T.: I'll bring them as soon as I can.
J.K.: That's good. Can you start next Monday?
P.T.: Oh yes, of course.
J.K.: Well then. I'll see you next Monday at 9 sharp.
P.T.: Thank you. Good-bye.
J.K.: Good-bye.

9. Writing practice.

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

1. Your job objectives.

Your work experience.

Your education.

Personal information.

References.

wnkwn

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?

What education did you receive?

Did you finish with academic honours?
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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?

IIpakTuyeckoe 3ansaTue Ne8. Yerpoiicteo Ha padoty. ConpoBoauresibHoe nucbMo (Cover letter =
Application letter).

OpranuzaionHas opmMa 3aHATHS: TPaIULUOHHBIA CEMUHAP.
Lemp: ¢dopMupoBaHue y CTYACHTOB pPEUYEBOW, SI3BIKOBOM W KOMMYHHKATHBHON KOMIETEHIIUH IS
OCYIIIECTBIICHHUS IETIOBBIX KOHTAKTOB.
B pesynbrare ocBoeHUE TEMBI CTYJEHT TOJHKEH
3HaTh: OCHOBHYIO OM3HEC TEPMHHOJIOTHIO, HCIOIb3YEMYIO MPH COCTABICHUH AEJOBBIX MHCEM, OCHOBHBIC
TpeOOBaHMsI U TIpaBWwiIa OPOPMIICHHUS JOKYMEHTAIIMH W JEJIOBOH KOPPECHOHICHIINA Ha aHTJIHHCKOM;
OCHOBHBIE TpaMMAaTHYeCKUE SBICHUS, XapakTEepPHbIC IS MPOPECCHOHAILHONW pedud; JEKCHYECKHE H
CHUHTAaKCHYECKHE OCOOCHHOCTH O(HUIMATBLHO-IETI0BOTO CTHIIS B aHTJIMHCKOM SI3BIKE.
YMETh: ONPEENATh CTHIEBYH NPUHAIUIKHOCTh AHTJIMICKHX TEKCTOB O(HIIMAIBHO-IEIOBOTO CTHII,
BUIACTH XApPaKTCPHBIC CTUJICBBIC YCPTHI, YUTATh O(i)I/IIII/IaJII)HO-)Z[eJIOBBIe TEKCTHI pasjquoﬁ CTCIICHU
CIIO)KHOCTH; CTPOHUTh JHAJOTMYECKYl0 W MOHOJOTHMYECKYI0 pedb C UCIOJIb30BaAHUEM Hanboee
yHOTpeOUTENBHBIX JIEKCHKO-TPAMMATHYECKAX CPEICTB B OCHOBHBIX KOMMYHHKATHBHBIX CHTYAITHSIX
ouIHaTbHOTO OOIIEHNUS; TOHUMATh JUAIOTHIECKYIO0 M MOHOJIOTHYECKYIO pedb 10 U3YUCHHOH TeMe.
AKTyaJIbHOCTh TeMbI: 00yCIIOBIIEHAa HEOOXOIUMOCThIO OBJaaeHus Y K-4,
Teopernueckas 4acThb:

CompoBoautenpHoe TUchkMO (Letter of transmittal, Accompanying letter)

COHpOBOIII/ITeHBHOC IMUCbMO — NHCBbMO, HCIOJB3YEMOC JIA OTIIPABKU HTOKYMCHTOB, HC HMCIOHIUX
aJipecHol JacTu. B compoBoaHMTENbHOE MUCEMO MOXKET OBITH BKIIFOUEHA JIOTIOJIHUTENbHAS HH(pOopManus,
MOSICHAIOIAST COAEP KaHNE T€X MaTepUaOB, KOTOPHIE COCTABISIFOT MPHUIIOKEHHE K HeMy. B aTom cirydae
CHayaia cooOIaeTcs o0 HalpaBICHWU JTOKYMEHTOB, 3aT€M M3JIaraloTcs AOMOJHEHHS U nosicHeHus. OHo
MUCBMO MOXET OOBEUHATh MHCHMO-TIPOCKOY W COIMPOBOJUTENBHOE IMUCHMO, MHUCBMO-COOOIICHHE W
COIIPOBOJIMTENBHOE MUCHMO WM MH(MOPMAIMOHHOE U COMPOBOAMUTEIHHOE MUChMa. B 3TOM ciydae, kak
MpaBWJIO, CHAYaja W3jaraercs IMpockda, COOOIIeHWE WJIM HWHOTO pojaa WHopMamws, a 3areM
COMPOBOAUTCIIbHAA YaCTh. O6ﬂ3aTeJ'II)HI>IM PEKBU3UTOM COIIPOBOJUTCIILHOTO MUCbMA SBJISICTCA OTMETKA O
HaJIMYUU MMPUITOKCHUA.

MODEL OF COVER LETTER
Your Address

City and Province

Postal Code

Y our phone number

Date of writing

Mr./Ms. Employer's Name

Employer's Title

Company name

Company Address

City, Province

Postal Code

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

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



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

Closing — Use an appropriate closing to pave the way for the interview. Refer to your attached resume so
that it 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

BOHpOCBI n 3a1aHus:
1. HO,I[FOTOBBTGCL K O6CY)KI[6HI/IIO TCOPETUICCKOT0 MaTEpUraa.

Cxema COIMPOBOJUTCIIBHOIO IMUCHhMaA. OcHOBHBIE Tpe6OBaHI/IH K HalMMCaHUIO COITPOBOJUTCIILHOIO IMUChMaA.

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

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

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

c) I am used to working on my own.

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

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

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

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

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

1) I have pleasure in accepting this position.

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

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

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

3. [lepeBeauTe HA aHTIMICKUH S3BIK.

1. Sl BBICOKO IEHIO BO3MOXXHOCTH padOTaTh C JODKHOW MeEpOW OTBETCTBEHHOCTH, IIPOSBIISS
COOCTBEHHYIO UHHUIIHATHUBY.
2. B HacTosmiee Bpems s mostydaro ... B MecCsIl.

3. UyBCTBYIO, YTO MOH OMBIT pabOTHl B 3TOH 00JacTH He OyIEeT WCIONb30BaH B MOJIHOW Mepe, MOITOMY
BBIHYKJICH OTKIIOHUTH NPEAIOKEHHE.

3. Tax KaK MOs HACTOSIILAs] JOJDKHOCTh HE AAaeT MHE OOJBIIMX BO3MOXKHOCTEH AJIs NPOJBIKEHHUS, 51
X0Ten Obl paboTaTh B TAKOW NMEPCIEKTUBHON OpraHu3aliy, Kak Bama.

4. Ccputagce Ha 0OBsiBIEHHE B «...» OT 10 sHBaps, BTOPHHK, sI XOTel Obl NpEeTeHIOBaTh Ha
JOJDKHOCTS ... B Ballen pupme.

5. C HeTeprnieHHeM Ky Hayayia padoTel 1 OKTAOpA.

6. C yZ0oBOIBCTBHEM MIPUHUMAIO 3TY JTOJIKHOCTb.

7. S npuBbIK paboTaTh CAMOCTOSITEILHO.

8. C coxaneHueM cOOOIIal0 BaM, YTO HE MOTY 3aHATH 3Ty JOJDKHOCTb, TaK KaK MOJIYYWI APYroe,
Oosee MpHUBIEKATEIbHOE IPEUIOKEHUE.

9. Bo Bpems o0yueHus 11 MOTYYIEHUS] JOJDKHOCTH, KOTOPYIO 51 3aHMMAI0 B HACTOSIILUII MOMEHT, 5
OKOHYMJI KypChl MAPKETHHTIA.

10. $1 HepaBHO ycCIIBIIIAT OT ... 0 BAKAHCHUHU B BAIllEM TOPrOBOM OTHEIIE.

11. bnarogapro Bac 3a T0, YTO BbI IPEIOKUIN MHE JOIKHOCTD ...

4. Translate into English.
S xouy paboTaTh MEPEBOYUKOM B KaKOW-HUOYAb COBMECTHOW KOMMAaHUU. Sl X0uy pa3ociarh pe3roMe B
HECKOIIbKO TaKWX KOMITaHWH. §I HaZeroch, YTO CMOTY MOJYYHTh MHTEPECHYIO paboTy, MOTOMY 4YTO s



CHEIMAINCT BBICOKOW KBaJTU(pUKAIMK. 51 OETJIO TOBOPIO MO-aHTJIMHCKU M CHCIMATU3UPYIOCh B IIEPEBOJIC
Ha JENOBBIX TeperoBopax. Sl XOpoImro 3Hal0 MHOTHE KOMIBIOTEpHBIE IMPOTPaMMBI, HEOOXOAWMEIE B
pabote. Kpome Toro, 5 He )KE€HAT, BOXKY MAIIMHY U HE MTPOTUB pa0OTHI, CBI3aHHON C pa3be3JaMiL.

IIpakTu4yeckoe 3anaTHe Ne9. YcerpoiictBo Ha padoty. CobecenoBanue.
OpranmzanonHast GopMa 3aHATHSA: TPATUIHOHHBINA CEMHUHAP.
Lens: dopMupoBaHue y CTYACHTOB pPEUEBOH, S3BIKOBOW W KOMMYHHUKATHBHOW KOMIICTEHITUH JIJIS
OCYIIIECTBJICHHS JICTIOBBIX KOHTAKTOB.
B pesynbrare 0CBOCHHE TEMBI CTYICHT JOJDKEH
3HaTh: OCHOBHYIO  OHM3HEC-TCPMUHOJIOTHIO, HCIIOJIB3YyeMyI0 TpPH  COOECeJOBAaHWH, OCHOBHBIC
rpaMMaTHYECKHE SBJICHNUS, XapaKTepHbIe s TPo(ecCHOHATBHOM peuu; JIEKCHIECKHE U CHHTAKCUIECKUE
0COOEHHOCTH O(PUIHATBEHO-/IEIOBOTO CTUIISI B QHTJIMICKOM SI3BIKE.
YMeTb: BECTH co0ecelOBaHME IpH IpHeMe Ha padoTy; ONpeAeNATh CTUIIEBYIO IIPHHAUIC)KHOCTD
AHTJINMCKUX TEKCTOB O(i)I/IHI/IaJ'II)HO-ILCJIOBOFO CTWJIA, BUACTH XapPAaKTCPHBLIC CTUJICBBIC YC€PThI; YUTATH
Oq)I/IHI/IaIH)HO-ILCJ'IOBI)Ie TCKCThI pa3anH0ﬁ CTCIICHHU  CJIOXKHOCTH, CTpOUTL JUAJIOTHYCCKYI0O U
MOHOJIOTHYECKYIO pedb C HCIIOJIb30BAaHMEM HanOoliee YIOTPEOUTEIBHBIX JIEKCHKO-TPaMMAaTHYECKUX
CPeICTB B OCHOBHBIX KOMMYHHKATHBHBIX CHTyalUsX O(HIMANGHOTO OOIICHUS, IOHMMATh
JHMAIOTHYECKYI0 ¥ MOHOJIOTHYECKYIO peUb M0 H3Y4YECHHOU TeMe.
AKTyaJIbHOCTh T€MBI: 00YCIIOBJIEHa HEOOX0AMMOCTBIO oBnaeHust YK-4.
TeopeTuyeckas 4acThb:

K cobGecenoBannio cienyeT roTOBUTHCA 3a0JarOBPEMEHHO. JTO TMOMOXKET MPEOJONIETh CTpax U
CTpecc, WM, 10 KpailHeH Mepe, CBECTH MX 10 MHUHUMYyMa. Heo0XoauMo mpogyMaTh OTBETHI Ha BOIPOCHI
00 ombiTe pabOTHl HAa TEX JODKHOCTSX, KOTOPHIE BBl yKazanu B pestome. O0s3aTenbHO HYKHO OBITH
TOTOBBIM K CIICIYIOIIUM BOIIPOCAM:

1. What do you know about our company?
O3HakoMbTeCh ¢ MH(pOPMAIMEH 0 KOMIIAHUH 3apaHee. Y3HalTe, Il KOMIIaHHS HMEET CBOM (PHIIHAIIBI,
KaKOBO €€ MOJIO’KCHNE Ha PBIHKE, KAKNE MEPCIIEKTHBEI Pa3BUTHS BUINT €€ pyKOBOACTBO. [locMoTpuTe Kak
poccHiickue Tak 1 3apy0eyKHbIe HCTOYHUKH.
2. Why do you believe we should hire you?
KoneuHo, He HY)XHO NpeyBEIMINBATh CBOM JOCTOMHCTBA, HO COBEPIICHHO HEOOXOANMO MEePEUHCINTD Te
Ka4ueCTBa M HABbIKH, KOTOPBIC BBITOAHO OTJIMYAIOT BaC OT APYTHUX COHMCKaTeNeH.
3. Why did you leave your last job?
Hukorzaa He oT3pIBaiiTeCh HETATUBHO O MPOLUIBIX PadOTONATEIISAX, HHAYE Y BAIIEro HOBOTO paboToaaTess
MOJKET BOSHHKHYTH OIIACEHHE, YTO BBl M MM OyJeTe JaBaTh OTPUIATEIBHYIO XapaKTEPUCTUKY B Pa3HBIX
Kpyrax.
4. In what ways do you need to improve as an employee?
He OoiiTeck mpu3HaTh, 9TO y Bac €CTh M Cla0ble CTOPOHBI. JTO TOBOPUT O TOM, YTO BB OCBEJIOMIICHBI O
CBOUX HEAOCTAaTKaX U IrOTOBbI HaJJ HUMU paGOTaTL.
5. Scenario (BapuaHT pa3BuTHs COOBITHIA)
MoryT NnpeayioXXnuTh CHTYAIHIO, KOTOpas MOXKET BOHHKHYTH Ha pabodeM MecTe, M KOTOPYIO CIEIyeT
paszpennTh. Heo0X011Mo mpeICTaBUTh TOUHBIH, ITOMIArOBBIi Ty Th PEIEHHUS IPOOIEMBL.
B xoHIIe cobecenoBaHus MPEAOCTABIT BO3MOXKHOCTD 33/1aTh CBOM BOITPOCHI:
Do you have any questions for us?
Bompockl Moryt kacaTtbcs TEPCHCKTHUB DPa3BUTHS KOMIIAHWH, XapakTepa paboTel (Hampumep,
MpeyCMOTPEHBI JI1 KOMaHAWPOBKY WJIH TIepee3]t B Apyroi pernoH). [Ipeamnonoxnm, aro B UHTEepHETE BBHI
HalUTH HHPOPMALIUIO, YTO KOMITAHUS TIPHHUMAET yYacTHE B €KETOJHOH BBICTABKE, I/IE €€ MPEICTABISIOT
HECKOJIbKO COTPYAHHUKOB, B 00S3aHHOCTH KOTOPBIX BXOIMT IPOBEICHUE MPE3CHTAUI IS MTOCETUTENeH
BBICTABKM M 3HAKOMCTBO CO CTEHIOM KoMmaHuu. Mcmonb3ys 3Ty HHGOOpPMAIHIO, MOXETe 3a1aTh
CJIeIyIOIIUE BOIIPOCHI:
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?

PabGoronarenu Bcerna LEHAT OCBEIOMJICHHOCTh M MHTEPEC COMCKATeNleill K JI000i AesTeIbHOCTH
KOMITaHUH.
Tem He MeHee, e€CThb BOMPOCHI, KOTOpPbIC HEJb3sl 3aaaBaTh paborojarento. Hampumep, He CTOHT
CIIpaIIMBaTh O pa3mMepe 3apabOTHOI MIAThL:
What will my salary be?



OOb14HO 3Ta MH(DOPMAIUs yKa3aHa B OOBSBICHUM O BakaHcuu. Kpome Toro, paboromaresib MOHUMAET,
YTO 3TO BaXKHBIM TSI BaC BOMPOC, MTO3TOMY O pazMepe 3apaboTHOH TuIaThl paboToAaTenh COOOIIUT BaM
caMm, WIH e Bac MOTYT CIPOCHTb, Ha KaKyIO 3apIUIaTy BBl IIPETCHTyETe.

B konue cobecemoBanus BaM cooOLIAT O AaTe BTOPOTo codeceoBaHMs (€CIH TaKoe MPEeLyCMOTPEHO) HITH
0 CpOKax M3BEILECHHUS Bac O PELICHUH PadOTOJATENA.

Bonpocs! u 3ananus:

1. [ToAroTOBBTECH K OOCYKIIEHUIO TEOPETUIECKOTO MaTepHara.

Kak Bectn cebs Ha cobecemoBanuu. YacTo 3amaBaeMble BONPOCH Ha coOecelOBaHMHM HA aHTIIUICKOM
s3pike. Kak co3marhk Xopoliee BriedaTIeHne Y TOTEHIIMALHOTO paboToMaTes.

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

2.1

— Exuse me, may I come in?

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

— My name is James Smith.

— How old are you?

— I am 20 years old.

— Well, James, where did you work before?

— I worked as a cashier in McDonald’s.

— Are you quit yourself or somebody fired you?

— I quit myself. The work distracted me.

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

— That’s right.

— You must understand that we need skilled workers.

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

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

-He is 45.

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

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

— Oh sure. His name is George Smith.

— Thank you so much.

— Thank you.

— Have a nice day!

— Bye!

— Bye!

22

— 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 I grew up to be an assistant editor. My
specialization is economic news, interviews with key persons of companies.

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

— Yes, I read it on the site.

— Are you satisfied with everything?

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

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

3. Read and translate:
BUSINESS TALKS



Ronald James of New York Sun Corporation discusses with Olaf Harper of Olaf and Co., London the
delivery of the machine.

James- Good morning, I am happy to see you. We haven't met for ages. How are you?

Harper- Good morning, Mr. James. I am glad to see you too. I am fine and I hope you are quite all
right.

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

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

James- O, it is nasty. We hate it, but it can't be helped.

Harper- Weil, I think we should get-down to business.

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

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

James- Well, this is how we see it. We can deliver the machine in 10 weeks and install it 4 weeks after
that.

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

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

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

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

Harper- I am afraid, | cannot agree to that.

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

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

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

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

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

IIpakTuyeckoe 3anaTre Nel0. CTpyKTypa Ae10BbIX IHceM. BHABI Ae10BBIX MHCEM.

OpranmzanuonHast popma 3aHATHS: TPAAUIIMOHHBIN ceMUHAp.
Lenb: ¢dopMupoBaHue y CTYIACHTOB PEUEBOW, SI3BIKOBOM M KOMMYHHMKATHBHOM KOMIICTCHIIUH JIJIs
OCYIIECTBJICHUS JIEJTOBBIX KOHTAKTOB.
B pe3ynbTaTte ocBO€HUE TEMBI CTYIEHT AODKEH
3HaTh: OCHOBHYIO OM3HEC TEPMUHOJIOTHIO, UCIIOIB3yEeMYIO TPH COCTABJICHHUH JIEIOBBIX IHCEM, OCHOBHBIC
TpeOOBaHMsS W MpaBwia O(QOPMIICHHUS IOKYMEHTAIMU W JICJIOBOM KOPPECHOHJCHIIMM HA aHTIMICKOM;
OCHOBHBIC TPAaMMATHYECKHE SIBJICHHS, XapaKTepHBIC I TPOPECCHOHAIBLHOW pPEUM;, JECKCUYECKUE U
CHHTaKCUYIECKNE 0COOCHHOCTH O(HUITHATBHO-ACIIOBOTO CTHIIS B aHTJIMACKOM SI3BIKE.
YMETh: ONPEICNIATh CTHJICBYIO NPHUHAIICKHOCTh AHTJIMMCKHX TEKCTOB O(HIIMATIBHO-ICIOBOTO CTHII,
BHUJIETh XapaKTEPHBIC CTHJIEBBIE YEpPThI, YUTATh O(QUIIMAIBEHO-JIEIIOBBIE TEKCTHl PA3IUYHON CTETICHU
CIIO)KHOCTH; CTPOWUTH JHAJOTHYECKYID W MOHOJOTMYECKYI) pedYb C HCIIOJNIb30BaHUEM Haubosee
YIOTPEOUTENBHBIX JIEKCUKO-TPAMMATHYECKUX CPEJICTB B OCHOBHBIX KOMMYHHUKATHBHBIX CHUTYaIIHASIX
o(HIUATBHOTO OOIEHUS; TOHUMATh JUAJIOTHIYECKYI0 U MOHOJIOTHUECKYIO pedb [0 U3YYCHHOH TeMe.
AKTyallbHOCTh TeMBI: 00YyCJIOBIIeHa HEOOXOAMMOCThIO OBIaneHus Y K-4.
TeopeTuyeckas 4acThb:

CTuib HalUCaHUS JCJIOBBIX ITMCEM MEHSETCS 0YCHB OBICTPO. C KaXKIbIM TOJIOM OH CTAHOBUTCS MPOIIIS
U MeHee oduIManbHBIM. B Hacrosimee Bpems IeNIOBbIE KOPPECHOHICHTHI W30€raloT ynoTpeOieHus
HACBHIIICHHBIX W BUTHEBATHIX ()pa3, a MPEeArIOYnTaIOT POCTOH, KOHKPETHBIHN SI3BIK, T.K. OHH IEHST CBOE
BpEMs 1 HE XOTST €Tr0 TPATUTh Ha YTEHNE HEHYKHEIX CJIOB.

Ho xopoume maHepbl BaKHBI HE TOJIBKO B JMYHBIX KOHTaKTax, OHU BaKHbl B muckMe. [losTomy

M00E3HOCTh, MOOPOKENATENFHOCT JIOJDKHBI IPOHHU3BIBAThH Balle MUCHhMO. JIF00ask MBICIE MOXKET OBITh



BBIpaKEHA BEXKJIUBO, CIECPKAHHO U C JOCTOMHCTBOM. TaKTHYHOCTH, BEKIIUBOCTh B JICJTOBBIX MHUCHMaX —
3aJIoT ycrexa.

[lo ycTaHOBUBIIECS TPAAUIIUN CTPYKTYpa JEIIOBOTO MAChMAa BKIIFOYAET:

OO0s13aTeNbHBIC KOMIIOHEHTHI, T.€. YaCTH, KOTOPBIC BCET A JOJDKHBI IPUCYTCTBOBATh B IUCHME:

I. MeYaTHBIN mTaMn koMnanuu/3aronoBok (Letter Head)

2. nata (Date Line)

3. BHyTpeHHn# agpec (Inside Address)

4. BCTynHTenbHOe oOpamienue (Salutation or Greeting)

5. tekcr ucbMa (Body of the Letter)

6. 3aKimounTeNbHas popmydia Bexxiuoctd (Complimentary Close)

7. nonnuch (Signature)

JIONOMHUTENBHBIC KOMIIOHEHTHI, KOTOPBIE MPU HEOOXOAMMOCTH MOTYT BXOJUTh B CTPYKTYPY MHUCHMA!

8. yKa3aHWe Ha WHHIMAIBI YellOBEeKa, MUCABIIErO MOJ JTUKTOBKY, win cekperaps (Reference
Initials)

9. yKa3aHue Ha npuiiokenne K nucbMy (Enclosure, cokp. Encl. wim Enc.)

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

11. yKa3aHWe Ha JIMIO, KOTOPOE IO JKEIaHHI0 OTIPABUTENS JODKHO MPOYECTh JAHHOE MHCHMO
(Particular Address or Attention Line)

12. yKazaHue Ha cojiepxkanue muchbMa (Subject Heading or Caption)

13. ykazanue Ha cchuiky (Reference Number)

14. yKa3aHHe Ha KOIWH, OTIIpaBicHHBIC B ApyrHe anpeca (Carbon Copy Notation, COkp. ¢.C. HITH cC.)

LETTER HEAD
3ATOJOBOK

3aroioBoOK IedaTaercsi TUNOrpacKuM CrocoOOM, OH COAEPKUT BEChbMa BRKHYIO MHPOPMAIUIO 00
OTIpaBUTeJe: HaWMMEHOBaHWE (DUPMBI WM OpTaHW3allMd, TIOYTOBBIA M TenerpadHbBId aapec, HOMEp
TenedoHa, Tenekca u tenedakca. Homep pacuetHoro cyera u Ipyrue 0AaHKOBCKHUE PEKBH3HUTHI B JAHHOM
cllyyae TpPUBOIUTH He cienayeT. Hamuume ¢akca sBIsieTCs NPU3HAKOM €CTECTBEHHOTO YPOBHS
00ecIe4eHHOCTH OPITeXHHUKOH, MO3TOMY OTCYTCTBHE CBEICHHH O (hakce Ha OJlaHKE MOXET BBI3BAThH
HEIOYMEHHBIE BOIIPOCHI Y IOJTyYaTeIsl.
PasMmerieHre peKBH3MTOB HE HMEET CTpOroi periameHtanud. OJHAKO OOBIYHO HAaUMEHOBAaHUE
OpTaHM3alvy, TPEANPUATHs, GUPMBI U T.J. JAeTCSs B BEPXHEM JIEBOM WJIM TPaBOM yrIjax, a ajpec,
TeneoH, TeleKC W (akc B IMPOTHBOMIOIOXKHOM Yriay. Bo3MOXHO Tarkke pacroyioKeHHe ajpeca,
tenedona, Tenekca U (axkca B HWKHEH 4acTH 3arosioBka. [lon Ha3BaHHeM (GUPMBI MOXKET OBITH yKa3aH
pOI ee JeAaTeNbHOCTH. B Ha3BaHHMAX TOPTOBBIX M MPOMBINIICHHBIX MPEINPUSITHH, OAHKOB U T.Jl. MOXKET
MpHUCYTCTBOBATh cjioBo Limited (cokparenno Ltd.) Hanmpumep:
Mitchell Diesel, Limited
B cnose Limited B cokpameHHOM Bue 3aoxeHo BeIpakeHue limited liability company T.e., komnanus ¢
OTPaHMYCHHOW OTBETCTBEHHOCTHIO.
WHorna B Ha3BaHMAX (UPM BCTpEHaeTCsl M APYroe COKpalleHHe — Inc., 4TO COOTBETCTBYET BBIPAKECHUIO
Incorporated , T.e. 3aperuCTPUPOBAHHBINA KaK KOPIIOpAIHS, HATPUMED:
International Office Equipment, Inc.

[Momumo npenocraBnenus ¢pakTuueckor HHGpopManuu o Gpupme, 3aroJI0BOK ONpeeIeHHBIM 00pa3oM
XapaKTepHu3yeT ee ¢ Jpyroid CTOPOHBI: HeoObIuHast GopMa 3arojioBKa, ero Iu3aiiH, smOnema ¢upMsbl (a
WHOTJIAa U ee JIeBU3), IPUMEHECHUE IIBETHON KPacKH, MCIOJIb30BaHUE 0co00i Oymarn — BCe 3TO CO3JaeT
cBOeoOpasHbli 00pa3 ¢upmbl. Unras muchmo, Bbl, Ge3ycioBHO, Mpexkie BCEro, MHTEPECYeTeCh €ro
CoJep)KaHHEM, OJHAKO HEBOJBbHO oOpalaeTe BHUMaHUE U Ha 0(hOpMIIEHHE 3ar0JIOBKa, KOTOPOMY Cpasy
JlaeTe BHYTPEHHIOIO OIICHKY, MHOT/A MIEPEHOCS 3Ty OIEHKY M Ha JEATeIbHOCTh caMol GUPMBL. Y TauHOoe
pacIioioxXeHHe KOMIIOHEHTOB 3aroJIoBKa, €ro OpUTMHallbHas 3MOJieMa CHOCOOCTBYIOT —CO3JaHHIO
OJIarONpHUSATHOTO BIIEYATICHUS O (PUPME y TeX, KOMY HAIPABJICHO MUCHMO. 3aroJioBOK O(HUIIUAIIEHOTO
MUCHhMa MPEJCTaBiIsIeT co00M (PUPMEHHBIN OJIAHK, B KOTOPOM OCTAeTCS YKa3aTh TOJIBKO JATy HAMUCAHUS
muchkMa / date line: xoropoe 0OBIYHO medaTaeTcst crpaBa. CyIIECTBYIOT pa3lWYHBIE CIIOCOOBI €e
Hanucanus. TpagurOHHBIM OPUTAHCKHM CUMTACTCS CIEAYIOMINN BapHAHT:

15 Feb. 20...

15 February, 20...

15th February, 20...

AmepukaHcKuii ctocod 0003HaYeHus 1aThl HECKOJIBKO HHOM:
February 15th, 20...



February 15, 20...

[lepen uncnauTensHbIM, 0003HAYAIOIUM T'0Jl, OOBIYHO CTaBUTCS 3amsTas. B mocienHue roasl Bce Oonee
3aMETHOM CTAHOBUTCS TEHACHIMSA K MUHUMAJIbHOMY

YHOTPEOJIEHUIO 3HAKOB MPENUHAHUSA B JIEJIOBOM KOPPECTIOHACHLIMH, [T03TOMY MOXHO BCTPETHTh U TaKOoe
HaIMCaHue JaThl:

4 August 2013.

He pexomennyercs ynoTpebnsiTe B gatax nupsl BMECTO MECSIIEB, MOCKOIBKY IHU(pOBOe 0003HAUEHNE
JaThl MOXKET OBITh HCTOJIKOBAaHO IIO-pa3HOMY B pa3lIMYHBIX CcTpaHax. Tak, mata 2/5/2013 Oyzer
BOCIIPHHSATA MpPEACTaBUTENIEM aMepukaHCKoW ¢upmbl kak 5 ¢espans 2013 roma, a mpeacTaBUTENIEM
OpuTaHckoi ¢GupMbl — Kak 2 Mast 2013 roga. ITo CBA3aHO ¢ OCOOCHHOCTSAMH IPOUYTCHHUS JaT B Pa3HbBIX

CTpaHax:
CIIA

2 /5 / 13

MecsI| JICHb roj

Benukobpuranus

2/ 5 /[ 13

JICHb Mecsll  TOJ

JlommyckaeTcsi COKpalieHue Ha3BaHUi HEKOTOPBIX MECSIICB:
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 paborte ¢ kommbrOTepoM MexayHapoaHas opranuzanms nmo Cranmapruzanuu (ISO) pekomeHngyet
MOJIHOCTBIO LM(POBOe 0003HAUYEHHE NaThbl, IPUUYEM CHAuYaJla yKa3bIBA€TCS IO, 3aTEM MECSI W JICHB,
Hampumep: 2013-09-06 umu gaxxe ciutao 20130906. OmHako moka 3TH GOPMBI IMHPOKOTO TPUMECHEHHS
HE MOy YHITH.
INSIDE ADDRESS
BHYTPEHHUU AJPEC

Anpec noxydaress micbMa WIM BHYTPEHHHUN aIpec MOMEIIAeTCs Ha JIEBOH CTOpOoHE OJaHKa MUChMa U
COACP)KUT yKa3zaHHE Ha TO, KOMY OHO HAampaBlIeHO M MO KakoMmy azapecy. IIMcbMO MoOXeT OBITH
HampaBlieHO (UpMe, W TOTJa CHadaja yKa3blBaeTCs € HauMEHOBAaHME, a 3aTeM aJpec B CIEAyIoLIeH
MOCTIEIOBATENIFHOCTH: HOMEpP A0Ma WIIM 3/IaHUS U Ha3BaHWE yIUIlBI (Ha OJHON CTpOKE), Ha3BaHHE ropojia
(Ha nmpyroil crpoke). 3mech ke, eclid Heo0XOoAnMO, ToMelaeTe NPUHATOEe 0003HAYEHHE IOYTOBOTO
paiiona. Ilpu oOpameHny K OpraHu3alvy, B Ha3BaHHM KOTOPOH NPHCYTCTBYIOT COOCTBEHHBIE MMEHA,
azZipec MOIydaTesisl IEJIOBBIX MHCEM O(QOPMISIOT B 3aBHCHMOCTH OT CTPaHbl, B KOTOPOH MMEET MECTO
Mepernucka.
WHorna nepen HazBaHueM (DUPMBI MIPHHSATO CTaBHUTH CIOBO Messrs (COKpalieHue (QpaHIy3CKOro CioBa
Messieurs). D10 AeaeTcs B TOM ClIydae, KOoraa B Ha3BaHUH (PUPMBI IPUCYTCTBYIOT (haMUITHH KaKUX-JIN0O
JIMLL, HAallpUMep:
Messrs John Brown and Co., Ltd
[ocne aToro B TOM ke MOCIeI0BATENFHOCTH AAETCSI aApec OpraHu3altu.
Messrs HUKOTJa HE YHOTpeOmseTcs mpu OOpamieHHMH K 3aperuCTPUPOBAHHON KOMITAHWH, OyIlb TO
MyOJIMYHAS VI YacTHAs KOMIaHHs. PEKOMEHIIyeTCsl HalpaBiiaTh KOPPECTIOHICHIIHIO HETIOCPEICTBEHHO
TOMY JOJDKHOCTHOMY JIMIly, AJsl KOTOPOTrO OHA MpeJHa3Ha4yeHa, T.C. IUPEKTOPY-PacCIOpsAHUTENIO,
KOMMEPUYECKOMY JAUPEKTOpY (3aBelylolleMy OTAEIOM CcObITa), YIPaBISIOMEMY SKCHOPTHBIMHU
orepanysiMy U T.4. B TakoMm ciydae yka3piBaeTcsi Ha3BaHue QupMbI 0e3 oOparieHust K Heil. OHO CTaBUTCS
4acThIO ajjpeca TOYHO TaK e, Kak Ha3BaHMe YJIUIbl WK TOpoa.

B Coenunennpix llltarax Amepukn ¢gopma oOpamienus Messrs He ynorpednsercs: Stainway &

Sons, Inc.
Ecnu muceMo agpecyercss KOHKPETHOMY JIMIYY, TO B JICIOBOW IEPENUCKE aApec MOJIydaTelss MOXKET
oopMIATECS ClieAyIomUM 00pa3oM: — €ClIM MUCHMO aAPECOBAHO JOJDKHOCTHOMY JIMILy B KakOH-THOO
KOMITaHUH U TIPH 3TOM HEU3BECTHA €ro (paMuius, TO afpecaT YKa3bIBaeTCsl CIEAYIONM 00pa3oM:
The Manager
The Hongkong Banking Corporation



- €CITM K€ W3BECTHA (paMWIIMSl MOJDKHOCTHOTO JIMIA, TO OHA YKa3bIBACTCS MEPBOH, MOCIE YEr0 MOXKET
OBITh 0003HAYCHA U JIOJDKHOCTH!

Mr. Edward W. Hertzfeld, President Hertzfeld

Home Appliances, Inc.

VYkazaTb JOIKHOCTH 0e3 (aMWINK JIUIA, €€ 3aHUMAIOIIEro, MOXKHO B TOM clydae, €ClId 3Ta JOJDKHOCTD
SIBIISIETCSl €MHCTBEHHOW B opraHu3anuu. Ecnm ke Brl HampaBisieTe MHCHMO AETOBOTO COAEPIKAHUS
OTACTHHOMY COTPYAHUKY (PHPMEBI, TO CIEAyeT CHayala yka3aTh (aMUIUI0 3TOrO0 COTPYJTHHKA, 3aTeM
Ha3BaHHE (GHUPMBI (M, BO3MOXKHO, Kakoro-mubo ee OTxaena), Mocjie Yero ykasaThb ee IOJNHBIA ajpec,
HanpuMep:

Mr C.C. Pan

The Standard Oil Company

[Mucema MyXYrHaAM MOXXHO aJpecoBaTh, KaK yKa3aHO, B 3aBHCHMOCTH OT TOTO, KaK CaM YelIOBEK
MOMTUCHIBAET CBOU THICHMA.

K HezamyXHMM KEHIIMHAM M K JEBYIIKaM MOXKHO oOpamatbes: «Muccy. K 3aMyXHHUM JKeHIIMHAM —
«Muccuc M(apusi) B(payn)» mpexzae HyXHO ObUIO 00s3aTelbHO yKa3blBaTh UMs Myxka: «Muccuc
T(omac) B(payn). Korma HensBecTHO, 3aMy)KHSS WM HE3aMY’KHSS JKCHIMHA, K KOTOpod Bam HyxHO
obpaTuThCs, BMecTo «Mmce» n «Mmuccucy cramo ynorpedbmsatees «Mcy». Korma Bwr comHeBaerecs,
ynotpebnsaiite «Mucc». Ecam Bl He yBepeHBI, Kakoro IMoja 4elIoBeK, KOoTopomy Bpl mnumure,
ynotpebsiite «Mucrepy.

3areMm mocie UMEHU OOBIYHO WIET Ha3BaHUE JOJDKHOCTH, THTYJIA, HAYYHOW CTENeHH! U T.11. B aToM cityuae
MUCEMEHHBIA JICTIOBOH ATHKET TpeOyeT BBITIONHEHHS CIEIYIOMMX YCIOBUI: Ha3BaHUE JOJDKHOCTH
CTaBUTCS TOJBKO ITOCIIE IMEHHU YeJIOBeKa Yepe3 3aIlsTyo:

Mr. John Hunt, Manager lNocnoguny Ixony Xanry,
3aBeIyIOLIEMY

Mr. Mort Monroe, Editor lNocnioguay MopTty MoHpo,
Penakropy

Ha3BaHHE YUYCHOW CTEIICHU MUINETCS Tepe/l UMEHEM, BCie]] 32 KOTOPBIM Yepe3 3alsaTy0 MOXKET CIIe/I0BaTh
0003HaUCHUE JTOJIKHOCTH.

[Mocne cokpareHHOro 0003HAYEHUS HAYYHOU CTENEHH TOYKa MOXKET HE CTABHUTHCA.

Dr Michael Lurvey, Director  JlokTopy Maiikiy Jlepsu,

TUPEKTOPY
Prof. Alfry Smith, ITpod. Andpu Cmur,
Head of the Department 3aBEAYIOIIEMY OTIEIOM

B Anrnmm nHOTHa TIOCTe (haMUJIMHM MOXKET CTOSITh CIOBO Es(., mepea KOTOpBIM CTOWT 3amsaTas. B aTom
CiIy4ae Ha3BaHUE JOHKHOCTU OOBIYHO MHIIETCS C HOBOM CTPOKH:

Dr. Michael Johnson, Esq. H-py Maiikiy JI>KOHCOHY, 3CKBaiipy
Director The British Hupexropy kommanuu bpuTum
Engineering Co., Ltd. Oumxunupunr Kamnanu Jlumuren

Ecin vMsa KOHKpETHOrO JHUIla HEU3BECTHO, TO HA3BaHHWE JOJKHOCTU THIIETCA C OMpeIeICHHBIM
apTUKIIEM:

The Chief Accountant, I'maBHOMY OyXTanTepy bpurumr
The British Engineering OHIKUHUPHUHT
Co., Ltd. Kammnanu JIumuren

OnHako Takoe HalKMcaHHe BO3MOXHO TOJIBKO TOI'JZIa, Korza Bl aGCOMOTHO yBEpPEHBI, YTO 3Ta JOKHOCTD
SIBJISIETCS €IMHCTBEHHOM B MHTEpeCyroUleil Bac oprann3anuu. Hanpumep:

The Chairman IIpencenarenn
The President [Ipe3unent
The Managing Director JupexTop-pacmopsauTensb
The Chief Accountant I'nmaBHBI HHKEHED
The Secretary CekpeTtapb
Ecnn e n3BecTHbI ¥ UMA U IOJDKHOCTD, TO apTHKIIb IIEpe] Ha3BaHUEM JOJDKHOCTU HE CTABUTCS:
Dr. Michael Johnson, Esq. J-py Maiikny J[»oHcoHY,
3CKBapy
Director Hupexropy
The British Engineering KoMIaHuy bpuTtuin DHIKUHUTHHT,

Co., Ltd. Kammnaunu Jlumuren



Ecnun mucemo anmpecoBaHo mWily, 4eld TOYHBIM aJpec HEM3BECTEH, OHO MOXKET OBITh HAIPaBJICHO B
OpTaHW3aIMIO, HATIPUMED, B TOPTTIPEACTBO WA Ha (PUPMY, KOTOpast MOXKET IepeaTh WIN MepeciaTh eMy
3TO MUCHMO. B Takux ciywasx mepe] HazBaHHEM OpraHU3aIllH, TOPTTIPEACTBA, GUPMBI MUAIIYTCS CIIOBA
«Care of ““ (=in care of), KOTOpbIC 03HAYAIOT “Ha MOIICUEHUE”, T.C. TIO AAPECY.

Kak oTmedeHo BbIlIe, IOCe Ha3BaHUs (PUPMBI B aJIpece YKa3bIBAeTCS HOMEpP JOMa M Ha3BaHWE YIIUIIHI,
3aTeM Ha3BaHHe ropoja uiu rpadceraa.

B orHomennn Gonbimx roposioB BenmnkoOpuranun ykazanue rpadcTB He 00s3aTEIBHO, YTO Kacaercs
HeOOJBIITUX TOPOIOB, 0003HAaUEHHE TpadCcTBa 00A3aTEIEHO, 0COOSHHO, MTOCKOIBKY Ha3BaHUs HEOOIBIIIX
TOPOJIOB TOBTOPSIOTCS (Hampumep, B BenmnkoOputanuu cymecTByroT nBa PuumoHna: omuH B rpadcrse
Cyppeit, a 1pyroii — B rpadcrae Mopkummp).

B BenukoOpuTaHuy NMpH HANMCAHUH MMOYTOBOTO aJpeca PEeKOMEHIYETCsS MUcaTh Ha3BaHHE Topona
MPOMUCHIO, 3aTEM MEJKO Ha3BaHHE TpadCTBa, 3aT€M TOYTOBBIA KOJl )CUCTEMa KOTOPHIX HEJaBHO ObLia
BBeJleHa B cTpaHe). Hamucanne koma B ajipece yCKOPSIET MOCTAaBKY M IMO3BOJISIET 00padaThIBaTh MOUTY C
MOMOIIBIO aBTOMATOB.

KOFHa MMUChbMa MOCBUIAIOTCA B APYIrUC€ CTPAaHbI, HY’>KHO BCCrJa NMCAaTh HAa3BaHUC CTPAHbI, JaXKE €CJIN 3TO
cromuua crpanbl. Cymectsyer Hanpumep ,JIonnoH B Anriuu, a takxke B Kanane, bocron B AHriuy, a
Takxe B AMepuke, Tpunonu — B JIlusuu u B JIuBane, bienraitep — B lllotnannuu u B Manasu.
[o To¥ ke mpuuYMHE, KOrJa MOChUIAIOTCS MUChMa B AMEPHKY, HY)KHO 00s13aTeIbHO YKa3bIBaTh Ha3BaHUC
1ITATa MOCJIe HA3BaHMs ropoja, kKak ykaszaHo. Ilocie HasBanms ropoaa Hero-Mopk HykHO 06s3aTeIbHO
YKa3aThb Ha3BaHHE IITATA: HBIO-ﬁOpK unu Hero-Ixepcu.
B o¢unmanbHOW mepenvicke BO3MOXKHA Takash CHUTyalWsi, KOTJa BBl TPOCTO HE 3HAeTe, KeM OyjaeT
paccMaTpuBaTbCs Balie MHUCHMO. B 3TOM cilydae Ha TOMOINb BaM MPHIET JIOBOJBHO TOMYJSpHAas B
AHTJIOS3BIYHBIX CTpaHaX (hopMyra:
To whom it may concern —ToMy, KTO MMEET K 3TOMY OTHOIIeHHE. DTa (opMyna TakkKe medyaraerTcs
OT/ICJIBHOW CTPOKOM MO aAPECOM IMOTy4daTess.
B CIIIA B nmenoBoil mepenucke craparoTcs n30erats OE3NMMYHOTO OOpaIeHus TaXKe B TOM CITydae, eCiu
MOJTy4JaTellb MIChMa — HE3HAKOMBIN YeJI0BEK W M3BECTHO JIUIIH €TO UMSI.
OPENING SALUTATION (GREETING)
BCTYIOUTEJBHOE OBPAIUIEHUE

BerynurensHOe oOpalieHne TpeacTaBiIseT co00H OOMETPUHATYIO CTaHTApPTHYIO (GopMy,
SIBIISIFOIIYFOCS. HEOTHEMJIEMOH YacThIO ATHKETa JIeJIoBOro muchbMa. OHO TIOMEIaeTcsl Ha JIEBOW CTOPOHE
OJlaHKa MMChMa W MHUIIETCS Ha OTACIBLHOW CTPOKe. B NenoBoil KOPPECTIOHACHIIUN MPHHSATO HECKOIBKO
(dbopM oOpaleHnii, pa3IMJYaroNIuXCcs CBOSH «TOHAIBHOCTBIO». B mmchMax k (upmaM M opraHU3alusM
OOBIYHO YIOTPEOIIAIOT ClIeAyIoNUe (GOpPMYyIIbL:
Dear Sirs, (3T0 oOpalieHue XapaKTepHO Ui MEPENUCKd B BenukoOpUTaHUH, MOCIE HEr0 CTaBUTCS
3arsTas)
Gentlemen: (ucmonb3yetcs npu nepenncke B CLIIA n Kanane, mociie Hero cTaBUTCS IBOETOYHE)
Ctporo oduIHaTBHO 3ByYaT BBIPAKEHHUS:

Sir: Sirs:

Madam: Mesdames:

Menee opHUITHAIBHO BOCTIPUHUMAIOTCS CleAyomue GopMbl 0OpaIIeHHIA:

Dear Mr. Allen Dear Messrs Allen

Dear Mr. Cooper and Cooper:

Dear Mrs. Allen Dear Messrs Allen

Dear Mrs. Cooper and Cooper:

B aHTrawWiickHuX MUChMax, KaK IPaBUIIO, YIOTPEOISIOTCS CISYIOIINE BCTYTUTEIbHBIC O0PAICHHS

Dear Sirs, — MIUCHEMO aJIPECOBAHO B KOMITAHUH B IIEJIOM.

Dear Sir, — MHACHMO aJIPECOBAHO MYKUUHE.

Dear Mr. Brown  — IMCBMO aJpecyeTcsi XOpOILIO 3HAKOMOMY
JOIHDKHOCTHOMY JIMITY — MYKYHHE.

Dear Madame, — IIMCBMO AJIPECYETCS KEHIIMHE WU I€BYLIKE.

Dear Mrs.Brown, — nMcbMO agpecyercss XOpOIIo 3HAKOMOMY
- TOJKHOCTHOMY — JKEHILUHE.
Dear Ms.Freizer, — muceMo ampecyeTcs XOpOIIo 3HaKOMOMY
JIOJDKHOCTHOMY JIMIly — HE3aMYy KHEH JKECHIUHE.
Dear Sir/Madame, — nucsMo agpecyeTcs JOKHOCTHOMY JIHILY,
1 aBTOPY HEU3BECTHO, SIBJISIETCS JIU



JIOJ>KHOCTHOE JIMIO MY>KUMHOU WITM KEHIIUHOM.
B amepwuKkaHCKWU X IHCEMax HCMOIB3YIOTCS CIEMyIOIINE BCTYTUTENbHBIC O0PaeHHS:
Gentlemen:

Dear Sirs: MUCHMO aJIPECOBAHO
Dear Gentlemen: KOMIIAaHHWH B II€JIOM
Dear Mr. Brown MMHCHMO aIPECOBAHO
Dear Mrs.Brown: OIIPEIEIICHHBIM JOJIK-
Dear Miss Brown: HOCTHBIM JIMIIAM

BODY OF THE LETTER
TEKCT IUCBMA

OcHOBHOE coOlepKaHUE MUCbMa — TEKCT — HAXOAWUTCS B 3aBUCHMOCTH OT LieJieil ero HamMCaHHSL.
Onnako, B 11000M citydae, B IepBoM ab3alie muchbMa (OPMUPYETCS] BCTYIHUTEIbHBINH KOMIUIMMEHT. Takoi
BCTYNHUTENbHBIN KOMIUIMMEHT MOXKET BbIpakaTh OJarofapHOCTh 3a MUCBMO (€CTM HaIlpaBIIseTCsl OTBET),
MPU3HATEIBHOCTD 3a IIard, HAIpaBICHHBIE Ha B3aMMHOE COTPYIHHYECTBO (TakXkKe, €Cli 3TO OTBETHOE
[ociIaHue), OJaroxenaTenbHOE COOOIIEHHE O TOM, YTO aApecaT SIBJISETCS W3BECTHBIM B CBOCH OTpaciu
TIPEANPUATHEM, OpraHm3arue, ¢upMord W T.A. (€CIM MHUCHMO TIOCHUTACTCS BIEPBBIE), COOOIIEHUE O
pafocTH, KOTOpasi BOZHUKAET MPHU BO3MOXKHOCTH HANpaBUTh JAHHOE MUCHbMO UMEHHO B 3TOT apec U T.A.
Jaxxe B ciydae, Korja MMCbMO HOCHUT B IIEJIOM HEraTUBHBIM XapakTep M MOXET CBUAETENbCTBOBATH O
paspeiBe JanpHEHIIEH KOPPECTIOHACHIINHN, BCTYHNHUTENBHBI KOMIUIMMEHT JIOJDKEH 00s3aTeNbHO
MIPUCYTCTBOBATh.

[Tocne BCTynmUTENHHOTO KOMIUIUMEHTA (DOPMHUPYIOTCSI OCHOBHBIC MOJIOKCHUS, BHITEKAIOLINE U3 LIETH

nuceMa. Ecin 310 cyry0o nHdopmMaTrBHOE MUCHMO O XapaKTepe AEesTENbHOCTH OTHPABUTENS, TO KPATKO
W3JaraeTcsl WMCTOPHsI BO3HUKHOBEHHS MPENNPUSATHS, OpPTaHM3alUd WX (GUPMBI OTIPABUTEINS, HX
pasBUTHS, CYIIHOCTh JESTENbHOCTH B HacTosimiee BpeMs (pojb Ha PBIHKE, 00BEMBI peaiu3anud |
HEKOTOPBIN IPYToil CTATHCTUYECKUH MaTepwal, He SBIAIONIMKACS KOMMepUYeckoil TaitHoii.) Ilocie wero
(bopmynupyercs NpeIokeH!e 0 COTPYAHUYECTBE, IPOJaKe NapTUH TOBAPOB, OKa3aHHUE YCIIYT U T...
Ecin muceMO HOCHUT OTBETHBIM XapakTep, TO B 3aBHCHMOCTH OT IE€PBOHAYAJIBHOIO IOCHAHHUS OT
3apy0eXHOIl CTOPOHBI, BO3MOXHBI OTBETHI Ha MOCTABJICHHBIE B IINCHME BOMIPOCHI, BHICKA3bIBAETCS MHEHHUE
O BO3MOXHOCTH JalbHEHIIEro coTpyAHHYecTBa JHOO 00 OTCYTCTBUM TaKOM BO3MOXHOCTH,
OTIPENIEISIOTCS] BCTPEUHBIE MTPE/I0KEHHS.
Ecnu nuceMo HOCUT XapakTep pearnpoBaHUs Ha OTKPOBEHHO HENPYKECTBEHHYIO aKIMI0 MHOCTPAHHOTO
napTHepa — HECOOJIOJCHHE CPOKOB IUIATE)Ka, HEBBIIIOJHEHUE B3ATHIX Ha ce0s 00s3aTeNbCTB, Ipyrue
NEUCTBHA, YIIEMIISIOIINE TpaBa OTEYECTBEHHOW CTOPOHBI, TO BCTYMUTENIBHBIH KOMIUIMMEHT MOYKHO
HECKOJIBKO NPUTYIINTh. [Tocie 3Toro cienyeT BeIpa3uTh HEJOYMEHUE IO MOBOAY AEHCTBUI MHOCTPAHHOU
CTOPOHBI M COXaJleHHe O mpoucumenmeM. [Ipm 3TOM oOLEHKa CIy4YMBLIETOCS W BBIBOABI, IaxKe
HalpaBJICHHbIC HA MOJIHBIN Pa3phlB OTHOIIECHWUMH, HE JOJKHBI HOCUTh PE3KOro xapakrepa. B aTom ciydae
YMECTHBI O0OpOTBHI THIA: «C COXKAJEHHEM BBIHYXKICHBI IMpepBaTh HAIlM JIaNbHEUIINE KOHTAKTBD), «K
HallleMY COXKaJIeHHIO, 3TO MOBJICUET 32 CO00H HEOOXOAUMOCTh OOpaleHus B cy1eOHbIe OPTraHb» U JIp.

OOmass xapakTepUCTHKa OCHOBHOIM 4YaCTH [ENOBOIO IMCbMa JOJDKHA OTBEYATh TPEOOBAaHHUAM
B3BELICHHOCTH, KPAaTKOCTH, HOCTYIHOCTH M OJHO3HAYHOCTH IIOHUMAHUS TEKCTAa. TeKCT IOJbKeH OBITh
pa3ouT Ha CMBICIIOBBIE a03allbl, YTO 00serdaeT 00paboTKy KOPPECHOHACHIIMY U BOCIIPUATHE COACPIKAHHS
tekcta. [Ipn moarotoBke Texcra HauOoJiee 1enecooOpa3sHO HCIONB30BATH YCTOSBIIMECS MUCHMEHHBIC
IITaMITbl, KOTOpPbIE CIOCOOCTBYIOT JIydllleMy MOHHMAaHHIO TEKCTa, €ro YHHU(HUKAIMH B ONpeleseHHON
CTETICHW CBUJETEIBCTBYET O BBIXOJE OTIPABHUTENS NHCbMAa Ha COOTBETCTBYIOIIMH ypPOBEHb
MEXIyHapogHoro oomenus. IluceMo, Ha HETPagULMOHHOM «HEAEIOBOM» SI3bIKe, NP BceH
0€3yKOPU3HEHHOCTH JIMHIBUCTUYECKOIO O(GOPMIIEHHUS CO3AAaCT BHIUMOCTb HENpOo(ecCHOHAIM3Ma €ro
WCTIOJHUTENSI, YTO Cpa3y e CKaXeTcsd Ha OTHOLIEHWH K MOTEeHIHaJIbHOMY mapTHepy. Ilostomy, Bce
MPU3BIBEI K «HETPAJAUIIMOHHOMY, HEU30MTOMY INTaMIaMH S3bIKY» B JaHHOM CIIydae COBEpIICHHO
HeyMecTHBI. V3/MIIHe TOBOPUTH O TOM, YTO TEKCT IMHChMa AOJDKECH OBbITh BEIYUTAH HA MPEAMET HAJUYUS
opdorpadrgecknx ommuOOK M ONEeYaTOK — OHH a0COJFOTHO UCKITIOYArOTCS !

B 3axmoueHne OCHOBHOM yacTH MUChbMa JIOJMKEH COJIEPKAThCS 3aKITIOUHUTENbHBIM KOMIUIMMEHT.
Takol KOMIUIMMEHT NPU3BaH BHECTH BOCXOSAILIMH 3J€MEHT B (UHAJIBHYIO 4acTh MHChbMa U MOMOYb
chopMupoBaTh NO3UTUBHOE MHEHUE O MIMCHME U €r0 aBTOpax.

Tak, TpaAWIMOHHBIM SBISIETCS BBIpAXCHHE HAAEKABl Ha NalbHEWIee COTPYIHHYECTBO, HA TO, UTO
U3J0KeHHas MHQoOpMalus B MHChbME OyAeT MoJie3HAa M TOCIYKUT B JAajbHEHIIEM Ui pacIIUpeHHS
B3aMMHBIX CBsi3edl. B 3aBHCMMOCTH OT ypOBHS HOATOTOBKM INMCbMa, Ba)KHO BKJIIOUWTH (pa3y THIa



«TOJB3YSCH CIydaeM, ellle pa3 MPUMHTE Halllhd YBEPEHUs B TOTOBHOCTH JAIBHEHINIET0 B3aUMOBBITOJTHOTO
COTPYIHHYECTBAY, «MBI C HAICKIOH CMOTPHUM Ha TEPCIIEKTHBHI HAIIETO MAIBHEHIIET0 COTPYIHUIECTBAY
u 1.0. Ecnmm mmceMo anmpecyeTcs MOMydaTenlto, C KOTOPBIM elle He OBLIM YCTaHOBJICHHI JENIOBBIC
KOHTaKThl, TO 3aBEPUINTh OCHOBHYIO YacTb MOXHO YBEPEHHOCTHIO B TOM, UYTO MPEIIOKCHUS,
W3JIOKEHHBIE B MUCHhME, ObLTH MHTEPECHBIMHU, HAJISKION HA CKOPOE MOJYUYCHHE OTBETa U YCTAaHOBJICHUC
PETYIAPHBIX KOHTAKTOB B Oy TyIIIEM.

Jlaxke eciii MMICHMO HOCHWT HETATUBHBEIN XapaKTep W 03HAYAeT Pa3phbIB JCIOBHIX KOHTAKTOB, HE CIEAYET
n30erarth 3aKIIYUTEIHPHOTO KOMILTUMEHTA. B 3TOM citydae MOXHO c(hOpMyIHpPOBaTh OoJiee aOCTPaKTHBIN
3aKIFOYUTENFHBI KOMIUIMMEHT W CBECTH €ro K ()pa3aM THIIA «OJHOBPEMEHHO MBI CBUACTEIHCTBYEM
CBOIO OTKPBITOCTH JIJISI IETIOBOTO COTPYAHMUYECTBA B Oyayriem». B aTom ciydae mpu BCeil HETaTUBHOCTH
Coep)KaHMsI TUChMa IMOJIYYATeNI0 NaeTCs IAHC B Cllydae M3MEHEHUS CBOEH MO3WIMU, YCTPAHCHUS
HEJPY>KECTBEHHBIX JEWCTBUU W T.Nl. BEPHYTHCA K JEIOBOMY COTPYAHHYECTBY C OTHpaBUTENEeM. XOT,
€CTECTBEHHO, B TIOCJIENHEM CIydae 3aKIFOYUTENbHBI KOMIUIUMEHT B OOIBIIEH CTENeHH SIBISETCA
MPU3HAKOM XOPOIIEro TOHA, YEM JEHCTBUTEIIBHON HA/IEKI0M Ha MPEACTOSIIEE COTPYAHUUYECTBO.

Bo MHoOrHX ciy4asx nepej 3aKIFUNTSIbHBIM KOMIDIMIMEHTOM B IIMCbME MPHUCYTCTBYET (pasa, B KOTOPOH
coobmraercs HOMep TenedoHa, haMHUIUSA W JOJKHOCTH JIMIA, KOTOPOE MOTJIO Obl OTBETHTH Ha BCE
BO3HHUKatome Bompockl. [Ipu 3ToM Takas (paza Takke CTPOUTCS B MAaKCHMAIBHO JOOpOKEITaTETHhHOM
TOHE» TPU HEOOXOIUMOCTH HE OTKAa3blBaTE B BO3MOXKHOCTH IO3BOHUTH HAIIEMy MEHEDKEpY IO
BOIIpOCaM pealu3alid U YTOYHUTH BCE BO3HUKAIOUINE BOMPOCHI». 31ECh XKE YKA3bIBACTCS HOMED
Tenedona.

COMPLIMENTARY CLOSE

SAKJIFOUUTEJIBHA S ®OPMYVYIJIA BEXIIMBOCTU

B nenmoBoili mepenucke MpUHATA ONpeneeHHas ¢popMa 3aBepIlIeHrs IChMa WM TeJeKca, T.e. BCIIe 3a
OCHOBHBIM TEKCTOM IMHUChMa CIICYET 3aKII0UnTeNIbHAs (PopMyia BeKIMBOCTH, KOTOpas pacroyiaracrcs B
npaBoy yacTu JucTa. [1o cBoeMy CTHIIIO U TOHY 3aKITIOYUTEIbHBIC (DOPMYIIBI BEXKIUBOCTU JIOJIKHBI OBITh
TapMOHUYHBIMHU OOPAIICHNIO0 U OCHOBHOMY TEKCTY MUChMa. Tak, eciu MMIChbMO HAaYWHAETCS CJIOBAMHU:

Dear Sirs, VBakaemele rocnozaa!
Gentlemen: Tl'ocnopal

TO TPEIIOYTHTEIILHBIMU OYIyT 3aKITIOYUTEIbHBIC (POPMYITBL:
Sincerely yours Hckpenne Bamr

Yours faithfully C yBaxkeHHEM

Hawubonee pacnpocTpaHeHHBIMU SIBIISIOTCS CEAYIOMNE GOPMYJITb BEKIHBOCTH:
Yours faithfully,

Yours truly, Crporo

Yours very truly, ounmansHO

Very truly yours,

Yours very sincerely,

Yours sincerely, OdunuansHo

Sincerely yours,

Very cordially yours,

Yours cordially, Memnee

Cordially yours, oduIHaTbHO

JIt060MBITHO OTMETUTH CIICAYIOIIYIO TOHKOCTh B OTTEHKaX 3HaueHui: ecid B mucbMax u3 CLUA Yours
SIBJISICTCSI TIEPBBIM KOMITOHEHTOM codueTtanus Yours faithfully, To oTHomenme k ampecary MeHee
ounmanbHOE, a €CIM BTOPHIM KOMIIOHEHTOM 3aKIIOYUTENILHON (POPMYIIBI, TO 3TO HEHABS3YHMBBIM HAMEK
Ha HE0OXOIUMOCTb CYyOOpIUHALIUH.

Kak yxe oTmedanoch, aMepWKaHIBI CKJIOHHBI CHIKATh (DOPMANBHOCTh KOPPECIIOHACHIMH W YacTo
HAYMHAIOT JIEJIOBBIE MUCBMa C OOpaimeHust 1Mo UMEHU. B 3ToM ciydae 3akimoudtenbHas (opmya
BEKIIMBOCTH UMEET MeHee O(PUITNaIbHBIN XapaKkTep:

Yours sincerely Uckpenne Bam
Yours truly Nckpenne Bamr
Very truly yours HUckpenne Bam

Opnako Takue GopMyIibl OoJiee TPAIUIUOHHBI JUT HEO(PUIIMATBHBIX TTHCEM.
WHorna B 3aKIIOYUTENHHYIO (OPMYITY BEXKITHBOCTH BXOJAT TOOABICHHS :
We hope to hear

from you soon Haneemcst Ha ObICTPBIH OTBET

We look forward



to hearing from you C HeTepricHHEM KJIeM OTBeTa

[ocne 3akmrounTenbHON (HOPMYITBI BEXIMBOCTH BCETJa CTABUTCS 3arsTasl.

SIGNATURE

NoAIM1Ch

JlenoBbie MUChbMa TOAMUCHIBAIOTCA OT PYKH YEpHWIAMH, Y€TKO u paz0opuuBo. [loamuck Bcerna qoimkHa
ObiTb ommHakoBa Mo crwio. llog moamuceio 00blMHO mevaTaercss GamMuiaMsg M JOJDKHOCTD
oANMHCHIBaOmero mucebMo. [lox  3akmounTenpbHOW (QOpMYIIOi BEXIHMBOCTH  (BBINIE  TIOJITHCH)
MPONUCHBIMHU OYKBaMU IevaTaeTcsl Ha3BaHUe (pUPMBI WIM OPraHU3aluH, 32 KOTOPYIO aBTOP MOJINHCHIBAET
MHUCHMO.

Ecnu aBTOp monuChIBaET OT KIMEHH H IO MMOPYUYCHUIO KOMITAHUH WIIH JPYTOTO JIAIA, YIOTPEOISIFOTCS
cinoBa the per pro = p.pro = p.p. (short of procurationem) «mo IOBEpEHHOCTH» TMEpea Ha3BaHHUEM
KOMIIaHWH WM (aMIiTiel. ITO COKpAIIeHUs OT JIATHHCKOTO BBIPXKEHUS “TI0 JoBepeHHOCTH . Yenogek,
MOJMMCHIBAIONIMN MHUCBMO 32 KOTO-TH00, YIOJIHOMOYHMBAETCS HA 3TO OQHIHMANBHBIM OPUANYECKUM
JIOKYMEHTOM (JIOBEpEHHOCTBIO).

Wnaue ynotpebmsiercs Beipaxkenue “For” “3a u oT umeHu” nepes hamMuiIrei Inla Win nepej Ha3BaHueM
¢bupmbl. Ecayu MUCbMO MOAIMCHIBAETCS JIMIOM OT MMEHM KOMIIAHMM, OHO JOJDKHO OBITH HAIMCAaHO B
HEPBOM JIMLE MHOXKECTBEHHOTO YHCIIA.

Wnu MOXHO BBIpa3uTh 3TO HHAYE!

€CIIM IMCHMO THIIETCS OT MEPBOTO JIMLA MHOXECTBEHHOTO YUCIIA, TO MOCTE 3aKII0UYUTEIBHON (HhOPMYIIBI
BEXJIMBOCTH CJIEyeT NeuaTarh Ha3BaHue ¢upmel (B/O) ¢ mpemnorom “3a”, 3arem noanuck. Hanmpumep:

Yours faithfully, C yBaxkeHuewm,

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

(I.Pavlova) (W.I1aBnoBa)

Director Hupexrop

Nnn

Yours faithfully , C yBaxkeHHEM

Per pro. THE ORIENTAL Ot umenu Opuenran Tpetiauar Ko. JItg
TRADING CO.LTD

F. Howard ®. lNoBapn

Secretary Cekpertapb

REFERENCE INITIALS
YKA3AHUE HA MHULINAJIbI ABTOPA
OtcTynuB ABa MHTEpBala OT MOANMCH B JIGBOW YacTW MHCbMAa MPOCTABIAIOTCS MHHULMAIBI aBTOpa H
CeKpeTapsl WIM MAalIMHUCTKW. VIHWIMabel aBTopa MEeYaTaroTCsl MPONHCHBIMH OYyKBaMH, WHHUIHAJIBI
WCTIOJIHUTEJISI — CTPOYHBIMH. MIHHIIMAIBI aBTOpaA M UCTIOHUTEINS PA3ISNISIOTCS 3HAUKAMU / HITH
Hampumep:
Sincerely Yours,
Edward P. Graham
Secretary
EPG / km
ENCLOSURE
YKA3AHUE HA IMTPUJIOXKEHUE K ITMCBMY
YacTo K Ae0BOMY HMHCHbMY MOTYT NMPUJIAraThCsl pa3iMyHbIe TOKYMEHTHL. B 3THX ciiyyasx HEoOXOOMMO
clleNnaTh yKa3aHue Ha MPUIOKEHHE K MAChMY. DTO yKa3aHUe TeYaTaeTcs B ICBOM HIDKHEM YTITy BCIEH 3a
WHHIIMAIAMH aBTOpa NIUChMa U ucrioiHuTels. Hanpumep,
Sincerely Yours,
Henry Powell
Director
HP : vd
Enclosure : Insurance Policy
in triplicate
Hckpenne Bau,
I'enpu ITaysmn J{upexrop
I'TL: B
[Ipunoxenue: CTpaxoBOu MOJIHC
B 3-x sx3emmuispax



Hapsiny ¢ monHoii opmoit cioBa Enclosure ynorpebnsiercs u ero cokpaimenue — Encl. Eciu umeercst
HECKOJIBKO TPHIIOKEHUH, TO YKa3bIBACTCS X YHUCIIO.
2 Enclosures:

2 MpUIIOKEHUS
2 encl.:
PexoMenyeM mepeyrcinTh JOKyMEHTHI, IpHiiaraeMele K miucbMy. [Ipy mepedncienin Bce CioBa, KpoMe
MIPEIIOTOB TTUIITYTCS C 3aTJIABHON OYKBBI.

Hampumep,
4 Encl.: Invoice 4 Ipunoxenus: Cuet-gpaxrypa
Insurance Policy CrtpaxoBoii OJHC
Certificate of Origin CepTudukar nporucxXoxICHHs
Capitan’s Receipt Pacriucka xanmurana
POSTSCRIPT
MNOCTCKPUIITYM

OOBIYHO B JIENOBOH MEpenrcKe MOCTCKPUNTYM He Bcrpedaercs. OH WMHOIZA, MpaBaa, BCTpedaeTcs B
KOMMEPUECKHX MHUChMax, KOTJa MUINYIIHA XOYeT 0cO00 BBIIEIUTH BOMPOC, OOCYKIAaEeMbI B MUCHME.
[TocTcKkpuUNTYM HauMHAETCS C IBYX 3aryIaBHBIX JAaTHHCKUX OykB P.S. wm PS ( = mat. post scriptum
“Ilocne HamMCAaHHOTO’) W pacloyiaraeTCs B JICBOW 4YacTU INMHChMa WIM yKa3aHUS Ha MPUIOKCHUE.
[MocTckpunTyMm, Kak MpaBUIIO, HE TIOIITUCHIBAETCS, B €r0 KOHIIE aBTOP IMPOCTO CTABUT CBOM MHUIUAIIBI.
Pe}IKO, HO B XH3HHU BCTPCHAIOTCA HCHIPCIABUICHHBIC O6CTO$ITC.HBCTB8,, Korga mucbMO YK€ T'OTOBO K
OTIIPaBKe, HO TPOUCXOUT COOBITHE, O KOTOPOM HENPEMEHHO HY>KHO coo0muTh. Hanmpumep:

Sincerely yours,
Henry Davis

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

Hckpenne Bam

I'enpu JleitBuc

VYpapinsitouuit 0TAeI0M

C6pITa
'] ac
I1.C. Ham nupekrop momai B KaTacTpody. r.a.
PARTICULAR ADDRESSORATTENTION LINE
YKA3AHHUE HA JIMLO, KOTOPOE IIO XEJIAHUIO OTIIPABUTEJIA JOJDKHO ITPOYECTD
JAHHOE TTMCbMO
OObBIYHO pacrionaraeTcss Ha JIBE€ CTPOKM HWXKE BHYTPEHHETO ajpeca. PacmpocTpaHEHBI ClieAyrome
(hOpMbI HATTUCAHUS
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 MPU3bIBAET K OCOOOMY BHHUMAHHIO ONPECIIEHHOIO YeNIOBEKa, YacTO C IIENBI0 YCKOPEHHS
paccMOTpeHus IHCHMa.
SUBJECTHEADING OR CAPTION
YKA3AHHUE HA COAEPXXAHUE ITMCBEMA
OOBIYHO TI€UaTaeTcs Ha JIB€ CTPOKH HIDKE BCTYNMHTENBHOTO OOparneHnus. Ero Bcerga BBIACTSIOT, 9TOOBI
yierde OBIIO Pa3dUparTh MOUTY W HAMPABIATH MUChMA ajjpecaTaM, Halmpumep:
Subject : Personnel Changes
Subject : Your Retirement Plan
SUBJECT : Your Retirement Plan
Re : Your Order of July 14, 1989
Price Reductions
Re B nepeBoze 03HauaeT “OTHOCUTENBHO, KACATEIBHO™



REFERENCE NUMBER

YKA3AHUE HA CCBIJIKY

JInst oOerdeHust epenycKy U COKPAIIEHHs BPEMEHN Ha MOMCK HEOOXOAMMOH TOKyMEHTAIlHH JeI0oBast
KOppECHOHICHIIUA OOBIYHO HMMEEeT CBOM perucTpalMoHHbI HoMep. Homep mokymeHTa, Ha KOTOpBIH
CCBUIAETCS aBTOP MHUChMa, UAET MOCTe CIOB

Our Reference : (Our Ref. No)

Your Reference : (Your Ref. No)

KOTOPpBIE, KaK MPaBUIO, MUIIYTCS PSIOM CO CTPOKOW AaThl MM HAJ BHYTPEHHHUM a/IpECOM.

Ecnu nannas mH(pOpMaIyms OTCYTCTBYET, TO aBTOpP IMHChMa MOKET CChUIAThCS Ha HOMEpP JOKYMEHTa B
HauaJle TeKcra 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

YKA3AHUE HA KOITMHA, OTITPABJIEHHBIE 10 APYT'M AZIPECAM

Ecmu, kxpome azipecaTa, KOMH NHChMa MOJYYaT JPYTUe JIHIA, TO TaKas MOMETKa JOJDKHA OBITh clieaHa
Ha OJIMH-/[Ba HHTEpBaJla HWKE YKa3aHUs Ha TPUIIOKEHHE K nmuchMy. Hanpumep:

Copy to Mr. M. G. Emhart

C.C.: The Bank of Osaka, Ltd., Kobe

The Osaka Chamber of Commerce and Industry

LOCATION OF BUSINESS LETTER PARTS

PACIIOJIOXKEHUE YACTEN MHMCHMA

B anrnmiickoM NHUCEMEHHOM MEJIOBOM JTHKETE HET €AMHOrO 00paslia pacIlojioKEHHs BCeX dYacTei
nucbMa. CyIIecTByeT HECKOIBKO JOPM, M3 KOTOPBIX HanboJee yHoTpeOUTeTbHBIMHU SIBIISIFOTCS JIBE.

1. biounas ¢opma (Block form ). OcHoBHast 0coO€HHOCTB 3TOi (HOPMBI AETOBOrO MHCHhMa 3aKII0YAETCS B
TOM, YTO BCE €TO0 YacCTH, 32 UCKIIIOUCHNEM aJipeca OTIIPABUTEIS, 3aKIIOUUTEIEHON (POPMYITBI BEXKIUBOCTH
W TIOJIIIMICH, HAYMHAIOTCSI HETIOCPEACTBEHHO OT Kpas JIEBOTO MOJIsl; OpocaeTcs B Tla3a TaKKe OTCYTCTBHUE
KpacHOW CTPOKH B Hayajie Kaxxa0ro adb3aua.

2. CymectByer M apyras (opma pacrojioKeHHs IHCbMEHHOIO MaTepHaia, KOrja CTPOKH azpeca
OTHpAaBUTEISl M JlaTa, a TaKkKe ajapeca MOoJydaTesiss W 3aKIIOYUTEIbHOW (POpMYIIBI TMEYaTaroTcsl C
orctynamMu. OCHOBHOW TEKCT IUChbMa TakKKe IedaTaercsl ¢ ab3alHBIMH OTCTymaMu. Jrta (opma
HazbIBaeTcs “3yOuaroit” (indented wiu step form)

B koMMepueckoit KOppecOHICHIMH CYNIECTBYIOT U APYTHe CIIOCOOBI KOMIO3UIIMOHHOTO O(OPMIICHHS
JIeTIOBOTr0 MUChbMa. HekoTopble M3 HUX — HEOOBIUHBIE, OPOCKHE — HCHONB3YIOTCS Ui TOTO, YTOOBI
MpUBJIEYs BHUMAaHUE YUTATENS K PopMe MUceM, COAEpKaIIMX HHPOPMAIHIO PEKIIaMHOTO XapaKTepa.
EXAMPLES OF WRITTEN COMMUNICATIONS

IIPUMEPBI INCBbMEHHBIX HNITAMIIOB

JUJII HAYAJIA TIMCBMA
MpI nonyuunu Baiie mucsMo or. ..

Bbrmaromapum 3a nmucemo oT ...
bnarogapum 3a Baie nucsmo

oT 15 mas...

Boabmoe criacu6o 3a Barmie nucsMo

bri0 oueHb IIPUATHO y3HATh, 4YTO...

41 ObwT OBI O4YEHB Onarogapes,
eciu Obl Bol. ..

B otBet Ha Barre nucemo or... (Ipock0y)...

ITo Bameit nmpocs0e Mbl Boicnanu Bam. ..

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...



Panwt coobuuts Bam, uro. .. We are pleased to tell you that...

[Tumry ¢ TeMm, 9TOOBI BELSICHUTH (3aKa3zath)... | am writing to inquire (order)...
MBI OYeHb 3aHTEPECOBAHBI B. .. We have considerable interest in...
Cchunasics Ha Bam 3aka3 With reference to your order
Xorenock ObI 100ABHUTH, UTO. .. We should like to add that...
MBI oueHb pafipl y3HaTh, 9TO Bl We are very gratified to learn
3aWHTEPECOBAIIICH HAIIUM ... that you are interested in our ...
Xotenock 0bl 00paTuTh Barre We should like to draw your
BHUMAaHHE Ha... attention to...
[MoxanyiicTa, cooOIUTE CBOU Please let us have your
yKa3aHUs TI0 JOCTaBKe instructions for shipping
[MoaTBepxaaeM Ham 3aKas OT... This is to confirm our order of...
Barmre mrcesMo ¢ mpuiiokeHueM Your letter enclosing (stating
(YxazaHueM, mpocb0oii 0...) that..., asking us to do....,
paccMOTpeHo requesting us to do...,) has
been considered (given proper attention)
B otset Ha Bare nucsmo oT. .. In reply (in response) to your letter of ...
B nmoaTBepxaenue Hamero (Kx) In confirmation to our (their) telephone
TeneOHHOTo pasroBopa (mepe- conversation (talks, held in ...) we
TOBOPOB, COCTOSIBIIIUXCSA B ...) inform you that...

coo0I111aeM, 4To...

Ccbutasich Ha Halle OUCbMO OT. .. With reference to (Referring to) our

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

BHOBB cchlTasch Ha ... With further reference to...

Panwt coobuuts Bam, uro. .. We are pleased (We are glad) to inform you
that...

We have pleasure in informing you that...

K coxaneHuto, BEIHY XK ICHBI We are sorry (We regret) to have to
HanmoMHUThH Bawm, uro... remind you that...

W3 Bamero nuckMa MBI Y3HAIH, 9TO. .. We learn from your letter that...

B cBs3u ¢ HaIIUM MHUCEMOM OT ... In connection with our letter of....

¥ B MTOATBEPXKACHHE TEICTPAMMEI OT ... and in confirmation of our cable of...

MBI ¢ yIUBICHHEM Y3HAIH U3 We are surprised to learn from your
Bamero tenekca... telex...

CBJA3VYIOIIME SJIEMEHTBI IIMCBMA  BINDING PHRASES
MBI BBIpaXXaeM YBEpPEHHOCTb B TOM, YTO... We express confidence that...

MBI COBEPIICHHO YBEPEHHI. .. We are sure (confident) that...



OnmHOBpEMEHHO XOTeH OBl
HarmroMHHTE Bawm, dTo0...
Cunraem HEOOXOIUMEBIM

(BaXKHBIM, 11€JIECO00PA3HBIM) OTMETHTh. ..

[TomMuMO BBIIIEYKA3aHHOTO. ..

B JAOIOJIHCHHUC K BBINICYKA3aHHOMY...

Mgl ObITH OB pajibl UMETh BO3MOXKHOCTb. . .

HOHLSYHCL BO3MO>KHOCTBIO
HaAIIOMHUTB, 4YTO...

Camo co0oit pazymeercs. ..

O6pamtaem Bame BHumanue Ha
TOT (pakt, 4TO

BBuay BBIIEU3I0XKEHHOTIO. ..

B cBsi3u ¢ aTUM. ..

B cBs3u ¢ Barmeit mpocs00ii. ..

B cBA3M ¢ BBIIEU3I0KEHHBIM. ..
[eno B ToMm, 4ToO...

B croxxuBImxcst 00CTOATENBCTBAX. . .
[lo BameMy MHEHHIO. ..

B cootBeTcTBHM ¢ Barmeit npocs00ii. ..

B BameMm nucsMe Brl 3asBaseTe,
4TO...

Hanee Bol numere

bonee Toro...

Tewm He meHee. ..

B nepByto ouepensb. ..

DaKTUYECKH. ..

Kpowme Toro...

B nononxenue x HaleMy MUCbMY OT...

MpbI BBIHY A IEHBI HATOMHUTD
Bawm, urto...

NmMeeM ynoBONBCTBUE NPEIIOKUTE Bam. ..

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

We find (consider) it is necessary

(important, reasonable) to note...

Apart from the above...

Further to the above...

We would welcome the opportunity...

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

It is self understand...
It goes without saying...

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

In connection with the above

The matter is...
The point is...

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

As requested by you..

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

Further you write. ..
Moreover...
Nevertheless...
First of all (In the first place)
In fact (In actual fact/ Actually/Virtually)
Besides. ..
Further to our letter of...
We have to remind you that...

We have pleasure in offering you..



Bam, HecOMHEHHO, U3BECTHO, YTO. .. You are no doubt aware that..

OueBuHo, BaM M3BeCTHO, YTO... You may know that..

[MpunaraeM KONuIO MUCHEMa (PUPMBHI. . . We enclose (are enclosing) a copy of
T10 TIOBOJY... (B CBSI3H C).... a letter from... about...(in connection)
[IpocuMm NpUHATE BO BHUMaHHE Please note that...

(yuecTs), 9TO...

BBIPAXKEHW S, NCITOJIb3YEMBIE B KOHIIE ITMCbMA

CLOSING PHRASES

Mei OyeM npu3HATEILHBI 32 We early reply will be appreciated...
OBICTPBIN OTBET...

[Ipocum oOpammaTbes K HaMm, If we can be of any assistance please
eciu Bam notpedyercs do not hesitate to contract us...
MTOMOIIIb (COAeHCTBYUE). ..

Hapneemcst momyuuts Bam We are looking forward to hearing
OTBET B OIKaiIeM Oy IymieM. .. from you...
We expect your early reply...
We expect to hear from you in the
nearest future

Mer1 xoTenu OBI 3aBepuTh Bac. .. We would like to assure you...
Haneemcs noanepxatb We wish (would like) to maintain
COTpPYIOHHYECTBO ¢ Bamu... cooperation with you

Bynem npusHatensHbl 3a ObicTpOE Y our prompt execution of our order
BBITIOTHEHME HAIIIETO 3aKa3a will(would be) appreciated

MpI He 3aMeJIJTUM CBSI3aThCs C We shall not fail to contact (to get
HAIIIMHU OPTaHU3AIUIMHI in touch with) our organizations
(TIPOEKTHBIMU OPTaHHU3AIUIMH, (design organizations,
3aBOJIAMH-TPOU3BOAUTEIISIMH ) manufactures)

Bompocs! u 3aianus:

1. [ToaroTOBHTECH K OOCYKIEHUIO TEOPETUIECKOTO MaTepHara.

CtpyKTypa ASIOBOTO MHCHhMA:

. 3aroJIoBOK.

. Jlata nucepMma.

. HammenoBanwe u anpec momyvarens nuckMa (BHYTPEHHHHN ajipec).

. IIpuBercTBue.

. OCHOBHOM TEKCT NHUCHMA.

. 3axnmrounTensHas GopMyTia BEKITHBOCTH.

. Ilonmuce.

. YKa3aHue Ha MpujIoKeHue (€CIu UMEETCs).

[Tone3nsie BoIpakeHns B aenoBoi mepenucke (Helpful Expressions in Business Correspondence):
IIpocsbbr  (Requests), Bripaxkenme coobmenus, Bruipaxkenne Hagexasl (Expressing Hope),
BnaropapHocts (Gratitude), M3Bunenus (Apologies), Bripaxxenne ueymosnetBopenust (Expressing
Dissatisfaction), OTBeThI Ha Bompock! u npepioxkenus (Responding Questions and Proposals).

2. OTBEeTHTE HA BOIIPOCHI:

1). HazoBuTe OpuTaHCKMN M aMEpUKAHCKUIN JKBUBAJICHTHI pycckoil abOpeBuatypsl OOO (oOmmiecTBO ¢
OTPaHUYCHHOH OTBETCTBEHHOCTEIO).

2). Kak B Ha3BaHMM (UPMBI OTpaKaeTCs TO, YTO OHA MPENCTaBIAET cOO0M MapTHEPCTBO ABYX WM Ooee
monei?

3). Uto yka3spIBaeTCs B 3ar0JIOBKE MHUCHEMa?

OO DN bW~



4). O uem roBOpPHUT HOMEp JTOKyMeHTa?

5). I'me u xak yka3siBaeTcs gata mucbMa?

6). Kak numrercst BHyTpeHHHH afpec (aapec moirydaress)?

7). Kakue BexxnuBbie (hopMbl oOpaieHus (M B KaKUX cIy4asx) YKa3bIBaroTcs nepen gpaMunneii agpecara?
8). Hanmummre npousBonbHBINA BapuaHT aapeca nonydatens B CIIA, Benukoopuranuu, Kanane, onHoit
U3 cTpad EBporibl.

9). Uro mummercs B HavanbHOM ab3ame mucbMa? JlaiiTe cBOM BapHaHT HadalbHOTO ad3ama MUChMa,
KOTOpOE BBl IIMIIETE B OPraHU3aAIMIO N0 MEKAYHAPOAHOMY OOMEHY CTyIEHTaMH ¢ MPOChO0i coOOmHUTh
BaM YCJIOBUSI y4acTHsl B IPOTpaMMe JIETHEr0 oOMeHa W BO3MOXKHOCTH TOPa0OTaTh B JIETHEM Jarepe B
CIIOA?

3. BeimosauTe 3a1aHus.

1. CocTaBbTe MUCHEMO-3aIIPOC OT CBOEH OPraHM3alUU O BO3MOXKHOCTH TIOCTaBKU CIIOPTHBHON 00yBH
JUTsI FOHOLLIEH U I€BYLICK.
2. HanumuTe OTBET Ha 3ampoc O MOCTAaBKE CIIOPTUBHOW OOYBU C TOJTBEPXkJICHUEM T'OTOBHOCTHU

OKaszaThb nomMomb " HOHLITKOI;'I y6eILI/ITI> HOBOI'O KJIIMCHTA B HCpCHeKTI/IBHOCTI/I OTHOHIGHI/II\/'I C Bameﬁ
KOMITaHHEMN.

3. CrenaiiTe 3aka3 Ha MapTHUIO TOBapa C MOATBEPKICHUEM YCIIOBUU IIaTeXa, OOpPaTHB BHUMAaHWE
MOCTAaBIINKA HAa CIIOCO0 YITaKOBKH.
4. OO0parutech B pUpMy, MMOCTABISIONIYI0 000PYI0OBaHUE ISl POU3BOACTBA MeOEIH, C TPOCKOOoit 0

MIPEIOCTABICHUN BO3MOXHOCTH TIOJMYYUTh WX TMPOAYKIHIO B KPEAWT. Y OEIUTEe IMOCTABIIMKA B BaIlcH
HaJIe’)KHOCTHU Kak MapTHepa.

5. CocTaBbTe MUCBMO-3aIIPOC O BO3MOYKHOCTH M YCJOBHSX TPAHCIIOPTHPOBKH I'py3a IO YKEJIC3HOU
aopore.

6. Coo0mute cBOEMY KIMEHTY-UMIIOPTEpY 00 OTIpaBKe Tpy3a aBTOMOOMIBHBIM TPaHCIOPTOM,
yKa3aB JIETalH yIIaKOBKH, BEC, CTOMMOCTb M IIPOYHE JICTATH COMPOBOJUTENEHON JOKYMEHTAITUH.

7. [Topyunte cBoeMy OaHKY caenaTh HepeyrCcIIeHHE 3a TapTHIO TOBapa.

4. Answer the following question:

L. What are the parts of the Business letter?

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

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

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

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

6. What should you remember about enclosures?

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

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

5. Write the adequate complimentary closes to the following opening salutations:
Dear Sir,

Dear Sir:

Messrs

Dear Mr. Brown,

Dear Madam,

Gentlemen:

Dear Mrs. Popov,

Dear Mrs. Brown:

Dear Dr Harris

6. Write the following dates in English:

3.1.2012, 9.3.2010, 24.4.2011, 23.VL. 2011,
5.2.2012, 22.V. 2013, 29.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 Anrnuto:

A) Ha upmy «Cwmut u Can Jlumuren», Jlonmon C.B.5, Keun Buxropus 25, Ha uMs MeHeIkepa 10
9KCIOPTY;

b) na pupmy «Jlonmon Meran» B Jlonmone H.B.7, mo ynuie Jleitn 37, Ha uMs cekperaps;

B) na dupmy «lxon Bpayn», myGnnunas xommnanus, B JIOHZOHE (CeBepO-BOCTOYHBIM CEKTOp 5), MO
yiune XonbopH, 1om Ne27, r-ny k. bpayny;



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

1) B Jlusepmynb, 16, yn. Japsunr Poax, mom Ne64, pupme «Becren Metan Ko Jlumuteny, r-xe Matu
HapBuH;

E) B Bectdopa, rpadero Xemmmup, yi. bur Poyn, nom Ne33, dupme «Cmut u Can JIta». Bunmanuto r-
Ha bpayHna.

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

A) B aHTTIMHCKYIO MyOIUYHYIO KOMITAHHUIO;

B) B amepukaHCKyI0 KOPIIOPALHIO;

B) cekperapio — xKeHIIMHE;

I') cexperapro KoMIaHuw;

1) muccuc J1. JIxxoHCOH;

E) mucc E. I'pus;

) r-ny Ctoky (B amepuKaHCcKoi opme);

3) r-uy CMHTY, KOTOPOTO BBl XOpOIIIO 3HAETE;

W) cexperapio (B aMepHKaHCKOH hupme).

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

A) Tucemo Hammcano 25.4.2012, dupme «Bpayn Bpases JItay mo agpecy: Anrmus, rpaderso Mopkump,
ynuna Ansaep Poya, nom Ne21, mo noBoay Bamero 3ampoca ot 15.4.2012.

Hammmmre, uro B gononnenue k Bamemy nucemy ot 15.4.2013 Bel xotenu ObI COOOIINTE ele Koe-Kakne
cBelleHMs. B 3akioueHre BhIpa3uTe HANAEXKIy, YTO YCTAHOBUTE C (PUPMON TUIOAOTBOPHBIC IEIOBHIE
OTHOILICHUS.

B) Ilucemo namucano 21.11.2013, ¢upme «Jlom Ko» (mybnmunas xommanus) mo agpecy: Horrtunrem,
ynuua bumon Poyn, nom Nel5, mo noBoay ux 3anpoca ot 1.11.2013. OtBerbTe, uTo BBI C Yya0BOIBCTBHEM
MOCHUIAETE UM MOCJIEIHUM KaTajor U MPEeUCKypaHT.. .. .

B 3akmoueHHMe HaNMIIMTE, YTO BBl OXKHJACTE B3aMMOBBITOJIHOW TOPToBIU ¢ uX (upmoii. He 3a0yapte
yKa3aTh MPUIOKEHHE Ha § JHCcTax.

B) [Tucemo Hammcano 15.12.2013 ¢pupme «bpayn Metan Ko» B AHrimio, 9To061 OHO OBLITO MPEAAHO T-HY
Cmury.

Anpec: Jlonmon (ceBepHblii cektop 6), ymuna Xaiireit Bect Xwmwi, mom Ne 32, OTHOCUTENIBHO
obopynoBanus 1Mo KoHTpakTy Ne 51. Hamummre, 9ro ¢ coxkaseHneM Bam mpuxoauTcs COOOIIHUTH €My,
9T0...

B 3axmrouenue nmonpocure ero cpo4yHo Bam oTBETHTSH.

IIpakTuyeckoe 3ansaTue Nell. ConuanabHo-cyxe0HAsA NepenucKa.
OpranuzanuonHast popMa 3aHATHS: TPAAULIIMOHHEIN ceMUHap.
Lenp: ¢dopmMupoBaHue y CTYACHTOB PEUEBOW, SI3BIKOBOM W KOMMYHHKATHBHOM KOMMETEHIIUH IS
OCYIIIECTBJICHUS JIEJTOBBIX KOHTAKTOB.
B pesynbTate ocBOGHUE TEMBI CTYICHT JODKCH
3HaTh: OCHOBHBIC TPAMMAaTHYECKHE SBIICHUS, XapaKTepPHbIE IS MPOPECCHOHATFHON PEeUH; IEKCHIECKHE U
CHHTaKCHYECKHE OCOOEHHOCTH O(HUIIHATHFHO-AETI0BOTO CTHIIS B AaHTJINHACKOM SI3BIKE.
YMETb: ONPEACIATh CTUICBYIO MPHHAUICKHOCTh AHIJIMHCKUAX TEKCTOB O(MHUIIMAIBHO-/ICIIOBOTO CTHIIA,
BUJICTh XapaKTEPHBIC CTWJICBBIC YEPThI, YUTATh O(QUIIMAIBEHO-JICIIOBBIC TEKCTHl Pa3IUYHON CTETICHU
CIIOXHOCTH, CTPOUTH JHAJOTUYECKYyI0 M MOHOJIOTHMYECKYI0O peYb C HWCIOIh30BaHUEM Hamboee
YIOTPEOUTEBHBIX JICKCUKO-TPAMMATHYECKUX CPEJICTB B OCHOBHBIX KOMMYHHKATHBHBIX CHTYaIIHASIX
oHIUATBHOTO OOIEHUS; TOHUMATh JUAIOTHIECKYI0 M MOHOJIOTHYECKYIO pedb [0 U3YYCHHOH TeMe.
AKTyaNbHOCTH TeMBI: 00yCIIOBIIeHa HEOOXOTUMOCThIO oBNaaeHus Y K-4.
TeopeTuyeckas 4acThb:
Buel 1enoBoil KOppeCIOHACHIIUN

Kaxxnoe menoBoe mUCbMO MHMIETCS C OMPENEICHHON HEeJbio, BRIpaXKalollee HaMepeHHe aBTopa, T.e.
nepenaTh WK MONydnuTh nHpopMmarmio. C ompeaeneHHON J0ojei YCIOBHOCTH BCE MHOXKECTBO JIETIOBOM
KOPPECHOHCHIIMK MOXKHO pa30uTh Ha rpynnbl. [lepByro rpynmy o0pa3yroT elI0BbIe MUChMa, CBI3aHHBIC
C pacnpocTpaHeHueM uHGpopMmaruu. JlemoBas JeSTENBHOCTh TPEINOJaracT paclpoCTPaHCHUE
vHGOpPMAIIMK B CBS3M C Pa3TUYHBIMA TIPUYMHAMH: HEOOXOIMMOCTBIO TMepenadnd OQHUIHaTbHON
nHpopmarn (MH(GOPMaIMOHHBIE TUChMa), HEOOXOUMOCTHI0 HH(POPMHUPOBAHHUS TAPTHEPOB O OU3HECY
U 3aUHTEPECOBAHHBIX CTOPOH B MPOBEACHUU TEX WM HHBIX MEPONPUATHH WM O CYIIECTBEHHBIX
COOBITHSIX B cpepe MX WMHTEpecOB (ITUChbMa-W3BEUICHHS, MUChMAa-TIPUIIANICHIS, THChMa-yBEIOMIICHUS,



MUCHMa-COOOIIEHHUS ), HEOOXOTUMOCTEI0 HHPOPMUPOBAHHUS TAPTHEPOB M MMOTECHIMAIBHBIX MOKYTIaTeIeH U
noTpeduTeNell 0 MPeOCTaBISIeMbIX TOBapax M yciyrax (IMUChMa-TIPeNIOKEHHs, PEKIaMHBIC MHChMA).
Kak npaBuio, je0Bbie MHChMa JAHHOW TPYIIIBI HOCAT MHUITMATHBHBIN XapakTep.

Bropyio rpymnmy o00pa3yroT JENOBbIe IMHChMA, CBS3aHHBIE C OOPAlICHUSIMU K TEM WIH WHBIM
OpraHu3alusaM, NpeAnpusTHsIM, (Gupmam (B TOM 4YHCIC W TapTHepaM 1O OW3HECY) B CBS3H C
MpUOOPETEHNEM TOBApPOB, OKa3aHHEM YCIYT HMJIM BBITIOJIHEHHEM TeX WM WHBIX JCHCTBHHA. DTH MHChMa
MOT'YT HOCHUTH KakK I/IHI/IHI/I&TI/IBHBIﬁ XapakTep, TaKk U ABJIATHCA CICACTBUEM IOJTYUYCHUA ACIOBBIX NHCEM,
OTHECEHHBIX K mpeapaymed rpynmne. Tperpio Tpymnmy o0pa3yroT ACNOBBIE IMUChMA, SBISIOIIAECS
OTBETaMU Ha TOJyYEeHHBIC TPEUIOKEHUS W MPOCchObl. YeTBepras Tpymia AENOBBIX MHCEM CBS3aHA C
HEOOXOAMMOCTBIO PAa3pPEIICHUsI BO3HUKAIOUIMX B MPOIECCE JEJIOBOI0 B3aMMOJCHCTBHUS CIIOPOB U
MPOTHBOPEUNI M OTPAXKAIOT PA3IUYHYIO CTENeHb W TIyOMHY MpeTeH3uid (OT MUceM-HallOMUHAHUK 10
MUCceM-TpeOOBaHU M pPEKIaMAalMOHHBIX MHCEM). B TSTYyr0 rpymnmy BXOIST IMUChbMA, CBS3aHHBIC C
BBIpOKEHHEM JIMYHOTO Y4YacTHs MO pas3iu4yHbIM moBojgaM. He oTpaxas cOOCTBEHHO JENOBYIO
JCATCIbHOCTh, J3TH IIMChbMa CHOCO6CTBYIOT MMOAACPKAaHUTO HCO6XOI[I/IMI)IX KOHTAaKTOB, cCoO3JaBasd
HEOOXOAMMYIO ITHYECKYIO U TICUXOJIOTUIECKYIO CPe/y BEACHUS OU3HEeca.

HNudopmarmmonnoe nucsMo (Informative note)

NudopmaryionHoe MHChMO — JETIOBOE MHCHMO, COJEpIKalllee CBEICHHsS OQHIMAILHOTO XapakTepa.
Nudopmarpionssie mucbMa 00BIYHO HOCST THUIIOBOHM XapaKTep W, KaK MPaBUJIO, PACCHLIAIOTCS OpraHaMu
BIIACTH W YIIPABIICHUS Pa3IMYHBIX YPOBHEH MOJBEIOMCTBCHHBIM OpPTaHH3AIWsIM WM OpPTaHH3aIHsiIM,
NeSITETFHOCTH KOTOPBIX KacaeTcsl coepikamasicss B HUX WHpopMmanus. B nHOOpPMAIMOHHBIX THCHMAax
MOTyT 6y1(BaIIBHO MIPUBOAUTHECA TC WM HWHBIC ITOJIOKCHUA IPAaBOBBIX JOKYMCHTOB, MOT'YT COJACPKATHCA
PEKOMEHJAINH, TPEUIOKEHUSI U Pa3bsICHEHHS [0 WX IPUMEHEHHUIO B ONpECNICHHBIX CUTyanusx. B
OTACTBHBIX CIyYasx WHPOPMAIHOHHBIC MUCbMa MOTYT COACPKATh MPUIIOKEHHS (COOCTBEHHO MPABOBBIC
HOKYMCHTBI, METOANYCCKNEC YKa3aHUA U Pa3bACHCHUA U T.H.).

O0beM nHGOPMAIIMOHHOTO MUChMa KOJIEOJIeTCs: OT OJJHOTO ad3ara J0 AByX-Tpex crpanull. Kak npasuo,
WH(QOPMAIOHHBIC MUCHMA MOAMUCHIBAIOTCS PYKOBOIUTENIEM PACCHUTAIONICH X OpraHU3aI[HH.

[Tucemo — coobmenue (Notification)

[Mucemo-cooOIIeHHe — AEI0BOE MUCHMO, COJIEPIKAICE CBEICHUS O KAaKUX-TMOO COOBITHSIX U (aKTax,
MPEJICTABIIAIONIMX HWHTEpPEC, Kak Ui aBTopa, Tak W Uil ajapecara. [IMcbMO-cooOIieHHue OOBIYHO
HaYMHAEeTCs ¢ OOOCHOBAaHWS WM HEMOCPEICTBEHHO C W3JIOKEHUS CO0O0IaeMoil HWHQOpPMAIUH ¢
HCIOJb30BAaHMEM OJIHOM U3 CIICAYIONINX KIIOUYEBBIX Ppa3:

We inform you that ... JoBoaum g0 Bamero cBeneHus, uTo ...
Coobmraem Bawm, 4To ...

We consider it is necessary to make CuntaeM HeOOXOAMMBIM ITOCTaBUTH Bac

you aware of... B U3BECTHOCTH O...

You are no doubt aware that... Bam, HecCOMHEHHO, U3BECTHO, UTO. ..

You may know that... OueBugHo, Bam n3BecTHO, 4TO. ..

[lpu cocraBneHHH MUCEM-COOOIICHUH, SBISIONIMXCS OTBETaMH Ha IMPOCHOBI MM 3aIllpoChl, JOJHKHO
COOMIOAATHCST S3BIKOBOE COOTBETCTBHE: B TEKCTE€ OTBETAa CIIEAYET WCIIONIB30BaTh TE IKE S3BIKOBBHIC
00OpOTHI M IIEKCHKY, KOTOPBHIE HWCIIOIB30BAl aBTOP IMPOCHOBI WIIM 3ampoca, NpW YCIOBHH, YTO OHHU
KOPPEKTHBHI B SI36IKOBOM OTHOIIICHHUH.

[Iucemo — yBepomienue

[TuceMo-yBejoMIIeHHE — JIEJIOBOE MHCBMO, cojlepxkaiiee oQUIHaIbHyI0 HHPOPMALHUIO O KaKOM-JTHOO
MEPONpPUATHH WIH JEHCTBUSIX, UMEIONINX OTHOIICHHWE K azapecary. llumcpMo-yBenomienne ONMHM3KO MO
HAa3HAYEHUI0O M COJAEPKAHHIO MUChbMY-COOOIICHHWIO, THCHMY-U3BEIIEHUIO WM IPUTJIAIICHUIO.
VYBenomIeHnsT MOTYT ITyOJIMKOBATHCS B CPEICTBAX MAacCOBOW MH(OPMAIMK AJISl ONOBEIICHHS OOJIBIIOr0
Kpyra 3auHTEepEeCOBaHHBIX JUII. Yalle Bcero B MIChMax-yBEAOMIICHUSAX UCIIONB3yeTcs KirtodeBas (pasa:
We notify that YBenomisieM, UTo ...

IInceMo — u3BeleHNE

[Incemo-u3BemeHne — ciry’ke0HOe MMUCHMO, cCoJieprKaliee HHGOpMaIio 00 OpraHu3aIy 1 TPOBEICHUT
Pa3IMYHBIX MYOIWYHBIX MEPONPHUATHH (COBEIIaHWI, CEeMHWHApOB, BBICTABOK, KOH(MEpPEHIWH M T.IL.).
[MucpMa-u3BeleHNsT PacChIAOTCsl IMUPOKOMY KPYTy OpraHM3alui, yupekaeHnd, GUpM U npeanpusThid
JUId MX TIPUBJIEUEHUS WM NPUIVIAIIEHHS K YYacTHUIO B YKa3aHHBIX MeponpusaTHsx. B 3aBucumoctu ot
0COOCHHOCTEH MPOBOAWMBIX MEPONPHUATHH WM CrHeluUKA OTHOIICHWH C ajpecaTaMH IHCHhMa-
M3BEIIEHHS MOTYT JIMOO TOJIBKO COOOINATh O MMPOBOAMMOM MEPOTPUATHH, BpEMEHH M MECTE MPOBEACHHUS,
n100 OJHOBPEMEHHO MpHINAMIaTh K YYacTHIO ¢ HHOOPMHpPOBaHHEM OO0 YCIOBHAX YYacTHI B
MEPOIPHUATUH U COAEPKATh APYTYIO0 BCIOMOTaTEIbHYI0 HHPOPMALIHIO.



[Mucemo-npurnamenue (Invitation)

[TuceMo-TipurIaeHne — JAeI0BOe IHChbMO, CoJepikaliee MHPOPMANUI0 O KaKOM-JIHOO TPOBOIMMOM
MEpONPHUATHH U NIPUTIIAICHHE aJ[pecaTy MPUHSITH B HEM YJ4acTHe

[Mpurnamennss MOryT oQOpPMIIATBCS Kak Ha ONaHKe MUCbMa, TaK M B MPOHM3BOJBHOM (opmare c
Pa3INYHBIMU 3JIEMEHTaMH XYyJOKECTBEHHOTO 0OPMIICHUS.

B nuceMax-npuriameHusx, Kak MpaBUIIO, MCIIONB3YETCsl JUYHOE oOpamieHue K axpecaty: Dear ... u
KITIOYEBBIM TJIAr0JIOM ABIISIETCS TIIaroy invite.
... invites you to take part in .... ... Ipurnamaer Bac NpuHATEL y4acTue B...

We invite you to visit our exhibition... Ilpurnamaem Bac nocetuTs Halry BBICTaBKY...
[MuceMa-nipurinanieHusi, HalpaBisieMble B BBIIIECTOSIIIE OPraHU3alli, OPraHbl BIACTH U YIPaBICHHS,
W3BECTHBIM JIMIAM, JOJDKHBI MTOAMUCHIBATECS PYKOBOIUTEIEM opraHu3anni. OHU pacChUIaloTCs 10 1MoUTe
WIH KypPbepCKOW CBSI3bI0, HO HE JIOJDKHBI MepefaBaThCs MO KaHalaM 3JIEKTPOCBS3U (B YaCTHOCTH, IO
KaHajgaM (DaKCHMWJIBHOM CBs3WM). Pacchuika mpWriameHds B KOMWW IO TOYTE MM IO KaHallaM
(aKCUMUIBHOW CBSI3M JIONyCTUMa B TOM Clly4yae, €Cld IPOBOAMMOE MEpPONPHITHE HOCUT pabouuii
Xapakrep (CoBellaHHWe, 3aceflaHhe KOJUIETMH, KOMHCCHH, COBETa) WM OPraHu3aTOpPbl MEpPONPHSTHS
3aWHTEPECOBAHBl B IPHUBIICYCHHH K HEMY KaK MOXHO OOJBINET0 KOJIMYECTBA YYAaCTHHKOB (HAyJIHBIE
KOH(epeHITNH, CAMIIO3MYMBI, CEMHHAPHI H JIp. ).

Pexmnamuoe nucemo (Advertising)

W3BecTHO, 4YTO OCHOBOIl BCSAKOW TOProBiIM sBisieTcsl peknama. lloaToMy OAHMM H3 IIAroB K
YCTaHOBJICHUIO TIPOYHBIX JICJIOBBIX KOHTAKTOB SIBIISIETCS OOMEH PEKJIaMHBIMU MaTepUallaMH C 110 aTh
KaKk MOXHO 0oJiee MOHOE MPEACTABICHUE O TOM MPOAYKINHU (MHGOpMANUU, YCIIyTrax), KOTOpas MOXKET
CTaTh OCHOBOM OyIyIero napTHepCTBa.

Haubonee momymisipHBIM, MPOCTBIM W JIOCTYITHBIM CpPEICTBOM pPEKJIaMbl ObLIa W OCTAeTCS IedaTHas
MPOAYKIHMS — TPOCHEKThI, KAaTaJOTH, peKJIaMHbIe JHCTOBKM M OpOIIOPHI, Mpecc-pesu3bl u mp. B
PEKJIAaMHOM MUCHME YKEJIaTeIbHO POSBUTH U3BICKAHHYIO BEXKITUBOCTb.

W3BecTnTh MEMOBOTO MapTHEpPa O BBICBUIKE TEX WM MHBIX MaTepHaioB (MPUIOKEHHWEM K MUCHMY HITH
OTJIENIbHOM OaHIEPOITHI0) MOYKHO CJIEIYIOIINM 00pa3oM:

We are attaching some [IpuBoMM HEKOTOPYIO UHGOPMAITHIO O...
information about...

I enclose the description of... [Ipunararo onucanwe

I am enclosing a folder with IIpunarato moAmuBKyY ¢ WHOOPMATIHECH
information on our new ... 0 HalllUX HOBBIX ...

Our new trade list will be available Hamr HoBBII IepedyeHb TOBApOB

in a week and we are making a note OyJIleT TOTOB Yepe3 HEeeIo,

to send you one as soon as it comes W MBI BBIIIUTEM Bam sx3emmsip,

off the press. KaK TOJBKO OH BBEIMIET U3 IEYATH.
We would like to draw your attention XotuMm oOpatuts Barie BHIMaHue Ha
to the attached press release announcing MpUIaraeMblii Ipecc-pesn3, KOTOPhIM

the launch of... products and services. MbI U3BeIaeM O HAIIECH MPOLYKIMN
Y yCIyrax B O0JIacTH ...

Our new catalogue will be published Harr HOBBIHN KaTaor Bckope OyaeT
soon, and I shall send you a copy W3JIaH, ¥ 5 BRIILTI0 BaM sx3eMIuisp,
when it appears. KaK TOJIBKO OH TOSIBUTCSL.

As you requested, we are enclosing [To Bameit mpocr6e mpuaraem

a copy of our latest catalogue. 9K3EMILISIP HAILIETO MOCIIETHETO KaTaJora.
Enclosed you will find the latest IIpunaraercst caMmblil MOCIEAHUI TIEpPEYEHb
listing of our products. HaIIeld HOBOH MPOTYKITHH.

I will send you our catalogues A 6yny BeICBUIaTh Bam Hatm

on a regular basis. KaTaJOTH PETYIISIPHO.

[Mucemo-nipocrda (Request)

[Trncepma-poch0Bl — JET0BBIE MMChbMA, HMEIOLIHNE Pa3HOOOPa3HyI0 TEMAaTHYECKYIO HAlPAaBIEHHOCTh, OHU
MOTYT COCTaBJISTBCS NPAKTHUECKH IO BCEM HAMpaBlICHHAM JACATEIbHOCTH OpraHu3anuu. [lucbMo-
pocb0a MOXKET COCTOSATH TOJBKO U3 OJHOHM WM ABYX 4YacTel. B mepBom ciydae oHO HaunHaeTcs (pasoii:
We hereby (kindly) request... IIpocum ...

Bo BTOpOM cirydae oHO coAepKUT 000CHOBaHHE MPOCKOBI M W3JIOKEHHE caMoi TpochObl. O60CHOBaHNE
MPOCHOBI OOBIYHO HAYMHAETCS C KIIIOYEBBIX (pas:

Taking into consideration Bcpsuc...



Due to the fact
In connection with
With reference of

According with/to B coorsercTBUHE C
a M3JIOKEHHUE MPOCHOBI ¢ (hpasbl:
We kindly request you to provide [Ipocum Bac npemocTaBuTh TaHHBIE

0 ... information about...

[Ipocbba MoxeT hopMyIHPOBaTHCA U O€3 HUCIOIB30BAaHUSI IIarojia «IpOCUTHY», HAPUMEDP:

We hope for a positive solution... Haneemcs Ha nonoxxurensHoe

of the problem peleHue Bompoca ...

[Ipockba, Kak cocTaBHas 4acTh MUCbMa, MOXKET MPHCYTCTBOBATh M B JIPYTHX BHJIAX JEIOBBIX ITHCEM,
HaIrpuMep B COIPOBOIUTENBHBIX, TAPAaHTUHHBIX U J1p. [InceMo-npockba TpedyeT mucbMa-oTBeTa.
[Tucemo-3asBKa

[MuceMo-3asiBkKa — 3TO Ppa3HOBUAHOCTh MUCHMAa-NPOckObl. OOBYHO THCHhMa-3asiBKH HE TPeOYIOT
MUCBMEHHOTO OTBeTa. B OTBET Ha NHMCHMO-3asBKY IOJydYaTeJeM OCYIICCTBISIOTCS ONpeAciIeHHbIE
NEHCTBUSL 110 peann3aliy 3asBICHHON NPOCHOBI: BKIIOUCHHWE YKA3aHHBIX B 3asfBKE JIMI B YHCIO
YYaCTHHKOB KaKOTO-JINOO MEpONPHSTHS, BBICBUIKA HEOOXOIMMBIX MaTepHaloB WM M3IaHWH W T.. B
TEKCTE 3asBKU OOBIYHO MCIIONIB3YIOTCS T€ XK€ S3BIKOBBIE 000POTHI, YTO U B MHCHMax-Mpoch0ax.
I"apanTuiinoe nuceMo (Letter of guarantee, letter of assurance)

lapaHTHifHBIE TIICBMa — 3TO JICJNIOBBIC IHCHMA, COJCPIKAIINE O00S3aTENbCTBA OIUIATHI, BBIMONHEHUS
pabot, Bo3BpaTa KpenuTa M T.II. B kKadecTBe ajipecaToB TapaHTHIHBIX IHMCEM BBICTYIAIOT OPTaHU3AINU
WIIM KOHKPETHBIE JIMIIA.

apaHTHifHOE MUCEMO OJHOBPEMEHHO SIBIAETCS M MUCBMOM-TIPOCBOOil. IOpuamyeckyro 3Ha4MMOCTB
rapaHTUHHOMY MUCHMY TPHIAET UCTIONB30BAHNE TAKUX YCTOWYHBBIX SI3BIKOBBIX 000POTOB, KaK

We guarantee payment Omutaty (IpeaocTaBiIeHUE YCIYT.)

(service delivery) rapaHTHpyeM

B rapanTuifHOM nucbMe yKa3bIBalOTCS OaHKOBCKHUE (TIIATEKHBIE) PEKBU3UTHI €r0 COCTABUTEIIS.
[Mucemo-3amnpoc (Inquiry)

[Mucemo-3amnpoc (inquiry, Win enquiry) KOMIaHusl MOChUIaeT, KOra X04eT:

— MOJIYYIHTH MTOAPOOHYI0 HH(pOpMaITHio 0 ToBapax (goods-,

— y3HaTh, UMEIOTCS JTM OHU B Haiwunu (availability of goods);

— YTOUHUTH BpeMs 1 cpoku noctaBku (delivery dates);

— NOJIy4YNUTh MH(pOpMaLuio 00 ycIOBMSX HOCTaBKM M ckuikax (terms and discounts), crmocobe
TpancnoptupoBku (method of transportation), crpaxoBanuu (insurance);

— MOJIy4uTh UH(OPMAITHIO O IIeHaX Ha ToBaphl (prices of goods);

— MOJTyYuTh Katanoru (catalogues) u oOpasiiel ToBapa (samples of goods), u T. 1.

[Tpn HanMCcaHWM MUCEM-3aIPOCOB CIIEAYET KaK MOKHO 0oJiee OAPOOHO U3JIOKHUTE CYyTh Bolpoca (to give
full details), uTo mozBonuT Baremy 1enoBoMy mapTHEpy COKpaTHUTh BpeMsl Ha COCTaBJICHHE OTBETA.

B cnyqae, eciu Ber oOpaiaerecs ¢ 3arpocoM B JaHHYIO KOMITAHHIO TIEPBBI pa3, B MHUCHMO KeNlaTeIbHO
BKJTIOYHTH CIIEAYIONIHE ITyHKTHI:

1. YkazaHnue Ha HCTOYHUK WH(OPMAIINH O TaHHON KOMIIaHUH B €€ TOBape.
2. CyTs Bompoca.

3. Kpatkue ceenenus o Bameit komnanum.

4. Bripaxkenue HafexX1bl HA COTPYITHUYECTBO.

[lpuyem coBceM He 00s3aTeIbHO CTPOTO TPHICPKHUBATHCS JAHHOW MOCIeNOBaTeIbHOCTH. [IpH
MTOBTOPHOM 3aIIpOCe B THCEMO OOBIYHO BKJIFOYAETCS TOJBKO BTOPOM MyHKT. Kak u OOJBIIMHCTBO IPYTHX
JIENIOBBIX TIHCEM, IMHUCHMO-3alPOC, KaK MpaBWUJIO, TedaTaeTcs Ha (QUpPMEHHOM OJaHKe, HA KOTOPOM
yKa3aHbl Ha3BaHUE KOMITAHUH-OTIPABUTEIISI 3aIIpoca, ee MOYTOBBIN afapec, HoMepa TenedoHoB u dakca.

B 3anpocax 0ObIYHO UCITONB3YIOTCS CAEAYIONINE KITUILIE:

Please inform us IIpocum cooOmuUTH

Please send us IIpocum BBICTATH

We should be pleased if you could Mei ObLIH OBI PaJibl, €CIIM OBl HAM
inform us coo0mmIn

We shall be obliged to Mp&1 6buTH OBI IPU3HATETHHBI TTOJTYIHTh
receive your(price-list) Bamr (mipeiickypanT)

We shall be grateful if you will Mp1 6ynem Onarogapssl, eciii Bei

kindly send us your catalog 7100€3HO BBILUIMTE HAM CBOH KaTajor



We are interested in

We are in the market for

Quote prices (terms)

With reference to your
advertisement in...

Referring to your advertisement
We have an inquiry for

In connection with this ...

We read your advertisement in...

We have heard of your
products from ...

We are interested in buying

(importing, etc.) ...

Many thanks for your letter

We were very pleased to

receive your letter

We thank you for your inquiry

We are obliged for your letter

We attach (enclose)

We are pleased to send you

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

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

According to your inquiry

We send for your consideration our...

May we draw your attention

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

We would like to get in touch with

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

for your products.
We look forward to your early reply.
Your prompt answer would
be appreciated.
[Mucemo-npemnoxenue (Offer)

MpE1 uHTEpECYyEMCS

Mpb1 HaMepEeHBI 3aKyIIUTh
Ykaxxute 1eHsI (YCI0BHUsA)
Ccoinasics Ha Barmry pexinamy B ...

Ccrinasich Ha Bammy pexmamy
Msr xoTenu OBl TOTYYHUTh
MH(QOPMALHIO O. ..
B cBs3u ¢ aTuM
Mpbl ipounTay Bally pekiiamy B...
MBI y3HQIIM O IPOAYKLIMA

Ballel KOMIaHWH U3...
MBp! xoTenu Obl KyIHUTh
(MMmopTHpOBATh U T. IL.) ...
Bonbioe cnacn6o 3a Bamie MUCbMO
Mp! ObLTH O4€Hb pajibl HOIY4YHUTh
Bamre nucsMo
biaronapum Bac 3a Bamu 3anpoc
Me1 mpusHaTenbHbI 3a Barie nucsmo

IIpunaraem k ceMy

Panp! BLIcHaTh BaMm

Panpl BeICIIaTh BaM B OTBET Ha BaIlle
MICHEMO (3a1poc)

Ccpuasicey Ha Balie MMCHMO OT ...
Kak BbI npocuiy B BalieM MUCbME OT...

CornacHo BalieMy 3anpocy
ITocenaeM Ha Bale pacCMOTpEHUE
ITo3BonbTe 00paTuTh Bame BHIMaHuE Ha. ..

[Ipocum cooOmuTh HAM
KaK MOYXHO CKOpEe ...
Me1 siBRIsieMCsI TUCTPUOBIOTOpaMHU
(uMmopTepaMu, MPoJIaBLAMH U T.IL.)...
MpI OBl XOTEITU YCTAaHOBUTH KOHTAKT
C TIPOU3BOIUTEISIME (ITOCTABIITHKAMH ).
Bamm uznenus HailnyT y Hac
CBOETO MOKYTIATEIs.
C HerepnenueM xxaeMm Barmiero orsera.
Bynem npusHaTenbHbL

3a OBICTPBIN OTBET.

[MucemoMm-nipetoskenneM nocTtaBmuk (the Supplier) 0ObraHO OTBedaeT Ha muchMo-3arpoc. OTBedas Ha
o01uii 3anpoc, oH OMaroJapuT 3a MPOSBICHHBIM WHTEpeC W OOBIYHO MpWIIaraeT NpercKypaHTHl (price-
lists), katanoru (catalogues) uinu ycinoBust TUIIOBOro gorosopa (typical Contract). OTBeT Ha crieUaIbHBIN
3aIpoC NMPEayCMaTPUBACT OTBETHI HA BCE BOIIPOCH! IOTEHINAIBHOTO KINCHTA.

CTpyKTypa mHChbMa-TIPEAI0KEHHS:

1. [ToBon HanMcaHus.

2. OTBeTHI Ha BOPOCH NOTEHIIMAIBHOTO 3aKa34nKa.
3. JlomonHuTeNbHBIE IPETOKEHUSI.

4. BripaxeHnue Haex bl Ha 3aKas3.

OtBeyass Ha BOMPOCHI, CIEAYeT JaTh TOYHOE OMMCAHHE TOBapa, [0 BO3MOXXHOCTH CONPOBOIUTH €T0
(doTomaTepranaMi W/HIM pUCYHKamu w/win oOpasmamu (samples). IIpu ompenenennu meHsl (price)
YUUTBIBAIOTCS BO3MOXKHBIE CKuaKH (discounts). OTAEIbHO PEHIAlOTCS BOMPOCH PACXOAOB HA YIAKOBKY



(packing), TpaHCIOPTHBIX pacxojaoB (transportation costs), ycimoBuii mocraBku (terms of delivery) u
oratsl (terms of payment).

[MuceMa-npeIIocKeHusT TOChIIAIOT TaKkKe 0e3 MPEeIIIeCTBYIONIEro 3ampoca, €CIU MOCTABIIUK JKEIaeT
MpUBJICYh BHHUMAHHWE TOTCHIHMAIBHBIX KJIMEHTOB WM HANTH HOBBIX 3aKa3uWKOB HA KOHKPETHBIC
npoayktel (special products) miam wux accoptumeHT (range). Teepaoe mnpemnoxenue (firm offer)
TIpeIyCMaTpUBAET 0COOBIC YCIOBHS, HapuMep, KOHEIHBIH cpok (deadline) momydeHus 3aka3a U CHCTEMY

CKHUJIOK B 3aBUCHMOCTHU OT KOJIMYECTBA TOBApA U JPYTUX YCIOBUM.
B npemoxeHusx 00BIYHO MCTIONB3YIOTCS TAKOTO pojia (ppasbl-KIIuIie.

On favourable terms we offer you...
We have pleasure in offering you,
subject to acceptance by telex,...

This offer is made subject to your
immediate reply

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

this letter ...

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

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

This offer is made without

Ha BBII'OAHBIX YCJIOBUAX... IIpEJIaracm Bam

C ynoBonscTBHEM IpeanaraeM Bam,
npu ycioBuM Baiero akuenra

TCICKCOM

Ota oepTa nemaeTcs mpu yCIOBUU
Bamero HemeJIeHHOTO OTBETA. ..
Me1 npeutaraem Bam ToBapsl, ipu
yciaoBuM Bariero noarBepkieHus
B TCUCHUE ... THCH

C JIaThl JAHHOTO IHCHEMa

MBI gepKuM 3Ty 0QepTy OTKPHITOH
JUIS akienToBanus Bamu no...

C ynoBoibsCTBUEM TIpeiiaracM Bam

0e3 00s3aTeNnbCTB. . .

Orta odepra genmaercs 6e3 KaKoro-

engagement/obligation on our part 100 00sI3aTENILCTBA C HAIIICH CTOPOHBI.

This offer is subject to the goods Orta odepTa neiicTBUTENbHA JIHITH B
being unsold on receipt of your TOM CIIy4ae, eClId TOBap emle He OyeT
reply ... IpOJaH 10 noidyueHuu Barero orsera. ..

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

We were pleased to learn
your interest in...

We are most pleased

that you want to buy...

We are glad to say that

we can reserve you ...

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

Ota odepTa gaeTcs Ha TOT CIIyvai,
€cIIi MallliHa e1e He OyAeT nmpoaaHa
10 nojy4YeHuu Bamero orsera...
Hawm 6bL10 IpUATHO y3HATH O
Baiueli 3aMHTEpECOBAaHHOCTH B ...
MB51 04eHB JOBOJIHHEL,
YTO BBl OKENAIU KYIUTb ...
Mgl pasbl COOOIINTE,

YTO MOKEM OCTAaBUThH 32 BAMH ...

Bbruto ouens nro6e3no ¢ Bameit
CTOPOHBI MTPOSBUTH TAKOU
UHTEpEeC K Halel padoTe...

C yZIOBOJBECTBHEM ITOCHUTAEM BHIOpPAHHBIE
BaMH 00pa3Lbl U MPEJIaraem ...
Ha Bam 3anpoc oT... MbI
coobiraeM Bawm, uTo ...
MBI npunaraeM Hai KaTajaor
C HOBEMILINM MIPEHUCKYPAHTOM.
Harmr monpoGHbIit ipefickypaHT
yOemuT Bac B pa3HOOOpasuu
HAaIIer0 aCCOPTUMEHTA.

Hame mpeoxenne AeHCTBUTENBHO [0 ...
Mg moctaBisieM Ha yeiaoBuax CUD.
[lena BKIIFOYaET ynakoBKY

We take pleasure in sending

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

are informing you that...

We enclose our catalogue with

the latest price-list.

Our detailed catalogue will
demonstrate the wide range

of our products

Our proposal is valid till...

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

We can give you a 5 per cent MBgI MOKeM IPelOCTaBUTh

discount. BaM 5 % CKUIKY.

As you can see from our price-list, Kak BumHO 13 Hamero npeicKypaHTa,



our prices are at least 3 % lower
than market prices.

I especially call your attention to...
Besides the above mentioned goods
our company also produces (see ...)
The model... will meet most

of your requirements.

We ask you to consider our proposal
once more and let us know

if we can expect your order.

I encourage you to order as soon

as possible as the quantity of this
product available at our warehouse
is limited.

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

HaIIY LIEHBI 110 KpaliHEeH Mepe
Ha 3% HIKE PHIHOYHBIX.
S1 ocoberHo obpararo Bamie BHUMaHHUE Ha...

Kpome ynoMsiHyThIX BhIIIIE TOBAPOB

Hama GpupMa IpOU3BOAUT TaKKe (CM....)

s Bamux 1ieseit Bam Jiydiie

BCETO MOJOUIET MOJIENb...

MpI ipocuM Bac erie pa3 o0CyauTh

Hallle MPE/UIOKEHUE U COOOIIUTh HaM,

MOJKHO JIM PaCCUUTHIBAThH Ha MOJyUYEHHE 3aKa3a.
A npony Bac ObicTpee 0hOPMUTH 3aKa3,

TaK KaK KOJIMYECTBO 3TOT'0 TOBapa

Ha CKJIaA€ OrPaHUYCHO.

Mgl ObUTH OBl OYEHB Paabl IOTYYUTh
OT Bac 3aKa3 KaK MOYKHO CKOpee.

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

Ecnu Bac He ycTpauBaeT Hale
MpeasIoKEeHNE, TPOCHM COOOIUTD
HaM O IPUYHHE.

We are looking forward to hearing C HeTepreHHEM KIIeM OTBETA.

from you soon.

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

s toro utoObl crenath 3aka3 (to place an order) Ha 3aKkymnKy TeX HJIM HHBIX TOBAapOB OOBIYHO
3aIOJIHSIOT CIeIHalIbHbIC OaHkH 3aka3oB (order forms), B KOTOPBIX yKa3bIBaeTCs KOJIHMUECTBO (quantity)
m3nenuit, ux onmcanue (description), meHa (price), ycnoBus omiaTel (terms of payment), qata mocTaBKA
(date of delivery), ckunku (discounts) u 1.11. B psize cirygaes, korja HEOOXOAMMO MPOSICHUTH OTACIBHBIC
MYHKTH 3aka3a (to make certain points quite clear), mumeTcs conmpoBOAWTENBHOE MHCBMO (covering
letter), Kk KoTOpOMy Ipujaraercsi OaHK 3aKas3a.

Ecmu IIpomaser (Seller) nmu IloctaBmuk (Supplier) ToBapa B COCTOSSHAH BBIITOJTHUTD 3aKa3, OH IOCHUTAET
[oxymaremo (Buyer) moarsep:xnenue 3akasza (order acknowledgement, or confirmation), koropoe yarme
BCero mpejcTaBiseT coboil komuio 3akaza (order copy, or duplicate), moamucanuyro IIpomasiiom.
OOBIYHO TOATBEPXKICHUE 3aKa3a MPUIAracTcs K COMPOBOAUTEILHOMY IMUCBMY, B koTopoM IIpomaser
BBIpaKaeT OJaroJapHOCTh 3a 3aka3, a Takke cooOmaeT [lokymaTenmo o TeX Wi HHBIX HW3MEHCHIHX
(M3MEHEHUH IIeH, CPOKOB ITOCTABKH U T. IL.).

Ecnu Tponasen nu6o IToctaBiiyk ToBapa Mo KaKUM-THOO MPHYUHAM HE B COCTOSIHUM BBITIOJHUTH 3aKas3,
oH 10O oOTKa3bpIBaeTCs OT 3aka3a (to refuse (to reject, to decline) the order), mmbo mpemmaraer
aJIcKBaTHY0 3aMeHy (substitute) ToBapy, KOTOPOTO HET B HAJIMYHH,

Kruiie u BeIpaskeHUs MMceM-3aKa3oB:

In reply (response) to your letter

(fax) of (dated) ..., we thank you for ...

We are pleased to enclose our

Order No. ...

We enclose (are enclosing) our order for ...
We accept your offer and have pleasure

in placing an order with you for ...

B otBet Ha Bame mucemo (¢akc) ot ...,
MEI O6narogapumM Bac 3a...
HmeeM ynoBONBCTBHE MPUIIOKHUTD K
JaHHOMY MTUCBbMY Hal 3aka3 Ne ...
MBI npunaraeM Hall 3akas Ha...
Ml IMPpUHUMACM Balli€ NPECIJI0OKCHNUE U
MMEEM YAOBOJIbCTBUE PA3MECTHTD
y Bac 3aKa3 Ha...
IIpocuM nMoATBEPAUTH, YTO BBI
MOXETE TIOCTaBUTb...
B kauecTBe moaTBepKICHNS 3aKa3a
MIPOCHM BBICJIATh HAM IMTOAMHUCAHHYIO

Please confirm that you can supply...

Please send the copy of this order
to us, duly signed, as an
acknowledgement. Bamu konmro 3akasa.

Please supply/send us... [Ipocum mocTaBuUTh...

Knuiie u BeipaykeHUs] TUCEM-TIOATBEPKICHUN 3aKa30B:

Thank you very much for your Bbrnaromapum Bac 3a Bamr 3aka3z Ne ... ot ...
order No ... of (dated) ...

As requested we enclose (are enclosing) Kax Bs1 mpocuiu, Mbl ipuiaraem



the copy of your order, duly signed, KOITUIO 3aKa3a, MOJIITUCAHHYIO

as an acknowledgement. HAaMH, KaK MOATBepxkIcHHe Baiero 3akasa.

We confirm that delivery will MBI oITBEpIKAAEM, UTO ITOCTaBKa OyIeT

be made by... MIPOU3BE/ICHA K ... (TAKOW-TO AaTe).

We hope that you will have a good Haneemcsi, 4To BbI OyieTe HIMETh XOPOIIHN
turnover, and that we will be dealing 000pOT, ¥ MBI OyZIEM COTPYIHAYATH C
with your company in the future. Balei KOMIaHUEH U B TaTbHEHIIIEM.
Delivery will be made in conformity [TocraBka Oynet npousBeneHa B

(accordance) with your instructions. COOTBETCTBHH C BallUMHU MHCTPYKLUSAMHU.
Knie u BeIpaeHus1, UCIOJIb3YyeMBbIC MIPU OTKIIOHEHUH 3aKa30B:

We are sorry (we regret) to let you K coskajieHHIO BBIHYXKICHBI COOOIINUTh
know (to inform you) that we cannot BaM, YTO MbI HEC MOXXEM BBIITOJTHHUTH Balll
execute your order because of... 3aKa3 1Mo MPUIHHE ...

The goods you ordered are no ToBapa, KOTOpHIH BHI 3aKa3aiy,

longer available. 0O0JIbIIIC HET B HAJIMYHH.

We can offer you a substitute. MoskeM TpeasIoKUTh BaM 3aMEHY
[Tucemo — HamomuHauue (Reminder letter)

[TuceMo-HamoMUHAHKE — [JEJI0OBOE IUCbMO, HCIOJIb3yeMOe IpH HEBBIOJIHEHUH OpraHu3alueii-

MapTHEPOM B3STHIX Ha ce0si 00A3aTeNnbCTB WM HPUHSTHIX JoroBopeHHOcTed. KiroueBeiMu ¢pazammu
TaKHX IHCEM SIBIISTFOTCS:

We are sorry (We regret) to have to K coxanennro, BRIHYKICHBI HAIIOMHUTH Bam, 9To0.. .-
remind you that...
We have to remind you that... MBI BEIHY X /I€HBI HATOMHUTH
Bawm, 4rto...
We wish to draw our attention to Oo0parraem Barie BHUMaHUE Ha

the fact that... ToT daxT, gyTo

We would like you to note that...

We wish to bring to you notice that...

TekcT mucbMa-HaMOMUHAHHS MOXKET BKJIFOYATh B ce0s1 JIBE YaCTH: CCHUIKU Ha O(UIUATBHBINA JOKYMEHT, B
KOTOpOM 3a(pMKCHPOBaHBI 0053aTeNbCTBA CTOPOH MIU OOCTOSITENBCTBA, B CBSI3U C KOTOPBIMH
OopraHusanuvs 00s13aHa OpEaANPUHATE ONPEACIICHHBIC )IeﬁCTBHSI, u HpOCL6y BBIIIOJIHUTH B CBS3U C 3TUM
ONpeJieNICHHbIC JICUCTBUS. JJOBOJBHO 4acTO TaKue MHChMa COJEPKaT TOJIBKO COOCTBEHHO HAIlOMHUHAHHE.
B oThenbHBIX ciydasx MUCbMO-HAalOMHHAHHUE MOXKET COJEpPKaTh TPEThIO YacTh: MPEAYNPEKICHUE O
BO3MOXXHOCTH IMPUMCHCHUA OIIPCACICHHBIX CaHKHI/Iﬁ IIpY HEBBIIIOJIHCHUU aApeCaTOM B3ATBIX Ha celst
00513aTeNbCTB, HAIPUMED:

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

In the case of your failure to make B ciyuae Heymnatsl
payment(s)

Should you fail to make payment(s)

[Tucemo-TpedoBanue (Require, Dunning letter)

[Mucema-TpeOOBaHMS COCTABISIOTCS B CUTYAIUAX, KOTJIa OPTaHU3alUs-TIApTHEP HE BBHIMTOJHSACT B3AThIC HA
ce0s 00s3aTeNbCTBA WM BO3JIOKCHHbIE Ha Hee (QyHKImH. [lo cpaBHEHHWIO C CHTyalMsMH, KOTJa
HaIlpaBJIAOTCA NHCbMa-HAallOMUHAaHUA, 3€Ch HEBBIIIOJTHCHHUC 00s13aTENIECTB HOCUT CHCTEMATHYECKHUI
XapakTep WM UMEET MECTO HTHOPHPOBAHHE BHICTABIISIEMBIX MPETEH3HMH. 3a4acTyi0 MMChMY-TPEOOBaHUIO
MpeIecTBYeT MHUCbMO-HarmoMuHaHue. [lucbma-TpeOoBaHus, Kak MPaBIIIO, HIMEIOT CIIOXKHYIO CTPYKTYPY.
B Hux 00s3aTenbHO U3NATalOTCS  YCIOBHS 3aKIIOYCHHBIX JIOTOBOPEHHOCTEH CO CCBUIKOW Ha
COOTBETCTBYIOIIUEC OOKYMCHTBI, OIMUCBIBACTCA CJIOXKUBIIAACA B CBA3M C UX HCBBIIIOJHCHUEM CHUTYyalluA,
(dbopMymupyeTcs TpeOoBaHHE O HEOOXOAMMOCTH BBITOJHEHHUS 0053aTEIbCTB M yrpO3bl MPUMEHEHUS
CaHKIHUH B aJipec KOPPECHOHICHTA, eCci 00513aTehCTBA HEe OYIYT BHITOTHCHBI.

KiroueBsiMu ¢pazamu B TUChbMax-TpeOOBaHUSIX MOTYT OBITh:

We urgently require to perform CpouHO TpeOyeM BBIIOJIHUTh
(send, grant, pay)... (BBICHATH, IPEAOCTABUTD, ICPECUUCITUTD). ..
We require fulfil the obligations TpeGyeM BBITOTHNATE B3ATHIE

under the agreement. Ha ce0s1 00s3aTeNbCTBA.



So far (Up till now) we have Jo cux mop Mbl He TTOTYYHITH OTBETA. . .
received no replay.

We cannot accept your point Mel He coracHbl ¢ Bameil Toukoit

of view for the following reasons... 3peHHs 10 CIAEAYIOIUM IPUYHHAM. . .
In case of your refusal... B cimygae Bamrero oTkasa...

Should you refuse...

VYTpo3kl B aipec KOppecroHAeHTa MOTYT YOpMYIHPOBATHCA CIEAYIOIUM 00pa3oM:
Otherwise, you will be presented B nporuBHOM cniyyae Bam OynyT

to the penal provisions. MPEAbSBICHBI ITPadHBIC CAHKIIIH.
Otherwise the case will be submitted B npotuBHOM ciydae gerno Oyner

to arbitration. nepenaHo B ApOUTpakHBIH CyI.

[Iperensnonnoe (pexnamarmonHoe) nucbMo (Claim)

[Iperen3nonnble (peKiaMalMOHHBIE) MMUCbMa COCTABISIFOTCS B CIIydasX, €CIM MpU HCIOTHEHUH
JIOTOBOPOB OJTHAa U3 CTOPOH HapylIaeT B3sAThIE Ha ce0st 00s13aTeNbCTBa. Bo MHOTHX cilydasx Takue MUChbMa
HOSABISIFOTCS TIOCIE TOro, Kak OBUIM OCTaBJI€Hbl 0€3 OTBETa NUChbMA-HAIIOMUHAHUSA WIM IHChMa-
TpeboBanus. llenp mpereHsuu (pexiamManuy) — BO3MECTUTh IIOTEPH, IIOJIyYCHHbIE B pe3yJbTarTe
HapyILIeHUs YCIOBHA AoToBOpa. TeKCT mpeTeH3un (peKinaMannin) BKI4aeT B ceOs:

- OCHOBaHME IJIsi MPEABSBICHUS NPETEH3WH (CChUIKA Ha JOTOBOP, 3aKIIOYCHHBIH MEXAY CTOPOHAMH,
rapaHTUIHOE TICEMO WM MHBIE 0053aTeIbCTBA);

- IpeJIMET MPETEH3UH (JIOJHKHO OBITh YKa3aHO, KaKoe 00s3aTeNIbCTBO HAPYIICHO U B KaKOW Mepe);

- JOKa3aTeNbCTBa (CCBUIKM Ha JAOKYMEHTBI, MOITBEP)KIAIOIINE HAPYLICHWE JOTOBOPHBIX 00S3aTEIILCTB
BUHOBHOW CTOPOHOM);

- KOHKpPETHBIE TpPeOOBaHUs COCTABUTENs NMpeTeH3uH (TpeOoBaHWE 3aMEHBl HEKaueCTBEHHOT'O TOBapa,
TpeOOBaHNE YIEHKH TOBapa, TpeOOBaHWE CKUIKH C OOLICH CTOMMOCTH HapTHH ToBapa, TpeOOBaHHE
pacTop)KeHHsI KOHTPAKTa MM BO3MEILECHHS YOBITKOB U IIp.).

[TpunokeHUsIMU K IPETEH3UU MOTYT OBITh TaKHUe JOKYMEHTBI, KaK aKT SKCHEPTHU3bl, aKT HECOOTBETCTBHS
TOBapa MO KOJMYECTBY M KauyecTBY, PEKIAMAMOHHBIA aKT, TPAHCHOPTHBIE JOKYMEHTHI W [p., B
3aBUCHMOCTH OT MpeaMeTa npeteH3un. Hanpumep:

We present you a claim... [IpenpsBisiem Bam npereH3wuro...
In accordance with the above, please B cooTBeTcTBHH € M3I0KEHHBIM ITPOCUM
send us new consignment stock. Bac oTnpaBuTh HaM HOBYIO MAPTHIO TOBapa

[Tucemo — no3apasnenue (Letter of congratulation)

[MuceMa-mio3ipaBiieHUsT HANPABISIFOTCS. B TOPXKECTBEHHBIX — CIyYasx: O(UIMANbHBIA Tpa3IHUK,
npodecCHOHANBHBIN NPa3HUK, 3HAYUTEFHOE COOBITHE B KU3HH JTOJHDKHOCTHOTO JIMIA WIIM OpTaHU3aIuU
(BpyueHue Harpajpl, FOOWICH, MPUCYKIACHUE MIOYECTHOTO, HAYYHOTO 3BaHMUs, CTEIIEHH, N30paHKe B KaKoii-
00 OpraH W Jp.), 3HAYUMbIC COOBITUSI B YacTHOM ku3HH. [103paBieHus] MUIIyTcs Ha OJIaHKe MUChMA
OpTaHM3alliy WM Ha CIeHUaTbHBIX OJlaHKax mo3apasieHuid. [lo3npaBieHue, MOAroTOBICHHOE Ha OJIaHKe
MUCHbMa, JTOJDKHO colepXaTh O(GOpMIICHHBIH B COOTBETCTBUHM C TPEeOOBAaHHSAMH CTaHAAPTa PEKBH3HUT
«Anpecat». IlozmgpaBnenns ™MoryT odopMIsIThca Ha OyMare pas3iHYHOW I[IBETOBOW TaMMBI C
YKpalIeHUsIMH B BUJIC OPHAMEHTOB U BOJSHBIX 3HAKOB, HMEIOIIEH OOJBIIYIO TNIOTHOCTD, U BKJIAJIBIBATHCS
B CIeUUalbHBIE TanKu-aapeca. B mocnenHem ciydae MO3ApaBIEHUE COAEPIKHUT TOJBKO OOpalieHue K
ULy WIK KoJjulekTHBY. [IpM KOJUIEKTMBHOM ajpecare W NpPH HaMNpaBICHHHM NHCHMa-MO3IPaBICHUS
OPUIUIECKOMY JUITY TTOo(haMITbHOE ¥ TTIOMMEHHOE 00parieHue He Ucmoib3yercs. [IncbMa-mo3apaBieHus
BCETJIa JIOJDKHBI OBITh TIO/IMTUCAHBIL.

[Mucemo — 6marogaprocts (Note of thanks)

IMuceMo-6maromapHocth (6arogapcTBEHHOE MUCHMO) — JIENIOBOE MHChMO, HAmpaBlsieMOe aJpecary
(opraHu3zanyu, JOJHKHOCTHOMY JIUILY WM TPaXKJIaHUHY) C BEIpaKEHHEM OJIaroJJapHOCTH 338 COBEPIICHHEIE
JEUCTBHSI WM OKa3aHHBIE YCITYTH.

Io cpaBHEHHIO C APYTHMH BHJIAMH JICIIOBBIX THCEM OJ1arofapCTBEHHbBIC MUChMA OOBIYHO COCTABIISIFOTCS B
6omee cBoboaHOM hopme. KimroueBBIMU (hpazaMu TaKUX IHCEM SIBIISTIOTCS:

We thank you for ... Bnaronapum 3a...

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

[Tucemo-cobonesnoBanwme (Letter of condolence)
[Mucemo-cobomne3HoBaHHE — MHCHMO, HAMPABISEMOE B TPArvyeCKHX WIH TEYAIbHBIX >KH3HEHHBIX
cUTyaIusx (CMepTh, HECUACTHBIN ClTydail, CTHXUHHOE OCJICTBUE U JAP.) JUIS BEIPAKCHUS YIACTHSL:



We regret (We are sorry) to learn from MBI ¢ coxalleHUEeM y3HAIH U3

your letter of... that... Bamero nmucbMma or ..., 9TO...
We express to you our Bripaxxaem Bam Hatm uckpeHHue
sincere condolences... c000JIe3HOBAHHUSL. ..
[Mucemo — uzBuneHue (Apologies)
[TuceMo-n3BUHEHHE — JIETIOBOE IIMCBMO, AaBTOpP KOTOPOTO TPHHOCHT W3BHHEHHS ajpecary 3a
NpUYUHEHHBIC HEY100cTBa. [IMChbMa-N3BUHEHHMS, KaK TIPABUIIO, HAYMHAKOTCS CIICAYIONMMH (hpazamu:
We offer apologies for the delay in IIpocum u3BUMHEHHA 32 HEKOTOPYIO
answering your letter 3a1epxKy ¢ oTBeTOM Ha Baie mucsmo
We apologize for... [MoxanylicTa, IPUMHUTE HAIIWM U3BHHEHUS 34. . .

Please accept our apologies for...

B cootBercTBHE ¢ TpeOOBaHUSAMHU STHKETA JISIOBOTO OOIIEHHS B TICbME TPeOyeTcs: OOBICHUTD MTPUUYUHY,
NPUBEANIYI0 K BO3HHKHOBCHHIO TPOOJIEMHOHN IS ajpecaTa CUTyallMd, a B KOHIIE MHChMa TOBTOPUTH
¢dpasy ¢ U3BUHEHUSAMH, HO HE OYKBaJIbHO, a B MHOW (YOPMYIIHPOBKE.

PexomennmarenpHoe mucbMo (Letter of recommendation)

PexomennaTensHOE MHCHMO — MUCHMO, B KOTOPOM JIa€TCsl XapaKTEPUCTHKAa KOHKPETHOTO YEIOBEKa IS
ycTpoiictBa ero Ha pabory, oOydueHue u JAp. PexoMmeHpaTenpHble MHCbMa BCerga CcoAepiKaT
OnaromnpusTHBIE OT3BIBBI O XapaKTEPU3YEMbIX, B CBS3H C YeM MHOTHE CIIEHUATHCTHI M0 YIPaBJICHHIO
MEPCOHAJIOM CYMTAIOT TaKWe IMMChMa CYOBEKTUBHBIMH, T€M HE MEHee, OHH HMEIOT OIpeaesieHHOe
3HaYeHWE TP OICHKE KaHJWaaTa, IOMoras co3gaTh oOmiee NpPeACTaBIeHHE O COMCKaTele.
PexomennaTenbHOE MUCHMO, KaK MPaBUIIO, MUIIETCS Ha OJIaHKE KOMIIAHWU — MOCJIEIHETO MecTa paboTh
COWCKATEJS, TOANUCHIBAETCS PYKOBOAWTENEM KOMIIAHUM WA JPYTMM JIOJDKHOCTHBIM JHIOM. Jlms
MOTEHIUAIBLHOTO paboTonarens peKOMEHAaTeNbHOe MHCBMO — 93TO, CKOpee, TapaHTHs TOTro, 4YTO
COHMCKATeNb JCUCTBUTENBHO PadoTall B IJAHHON KOMITAHUH, BBITTOJHSIT ONPEACICHHBIN KPYT 00s13aHHOCTEH
M OCTaBWJI KOMIIAHHIO, COXPAaHWB O cebe Xopollee BIleYaTieHne. PexoMeHaaTenbHOe MHCHMO JIOJDKHO
COCTOSATD U3 CIEYIONIUX Pa3/IeIOB:

- BBEJCHHE, B KOTOPOM KpaTKO H3JIararoTcsi OOCTOATENLCTBA 3HAKOMCTBA aBTOpa MHCbMa C
PEKOMEHyEMBIM UM JIULIOM;

- CBEICHHUS O PEKOMEHIYeMOM JHIle (CBeACHHUS 00 0O0pa30BaHHWM, YPOBHE MOIATOTOBKH, KBaTH(UKAIIHH,
OTbITe PabOTHI, JENOBBIE M JMYHOCTHBIE KAadecTBa), MPH ATOM 0CO0O0 BBLAETSIOTCS T€ €ro 4YepThl U
CIIOCOOHOCTH, KOTOpBIE MOTYT OBITh HamOoJiee IMOJIe3HBI Pa0OTOJATENI0O B TOW OpraHU3alUy MU
JOJDKHOCTH, KyJ1a COUCKATENb CTPEMUTCS MTOTIACTh;

- 3aKJTIOYUTENIbHAS 9acCTh, B KOTOPOW aBTOP MPOCUT MOTYyYaTesl 03HAKOMHUTHCS C PE3IOME COMCKATENs HITH
€ro KpaTKUMHU aHKeTHBIMH JAHHBIMHU M HA3HAUUTh BCTPEUy AJIs cOOeceI0BaHNUS;

- KOMIUTHIMEHTapHAs 9acTh, B KOTOPOW aBTOP BBIPAIKAET CBOIO MPHU3HATEIHHOCTD.

EcTtp HeckompKO OTpacieil AesTeNbHOCTH, T/ie PEKOMEHIAINH O0S3aTeNbHBI MOYTH 0e3 HMCKIFOYCHHA:
OXpaHHBIH OW3HEC, MeIulMHA, Hayka, padoTa ¢ NeTbMHU (HSHH, TYBEPHAaHTKH W T.JA.). B ocTanbHBIX
CJIydasix MCIIOJIb30BaHUE PEKOMEHIAaTEIbHBIX MHCEM 3aBUCUT OT KOHKPETHOM CHUTYyalny.

Bomnpocs! u 3aianus:

1. [ToaroTOBBTECH K OOCYKIEHUIO TEOPETUIECKOTO MaTepHara.

Bugp!r nenoseix nmucem (OTBer Ha mpuriameHue. biarogapcrsennoe muceMo. Pexnamanusa. lperensus.
Haznauenus nmenoBoii Bcrpeuw. [Iucema: mpuriamenusi, mpocbObl, OnarogapHOCTH, COOOJE3HOBAHM,
COJKaJIeHUs], cCOTyBCTBHS). Pexnamanuy u nperensun. OTBeTH Ha pexyamanun. Kareropun pexiamariuii.
2. BemonHuTe 337aHUA U OTBETHTE HA BOMPOCHI:

1). O3HaKOMUBIINCH CO CTPYKTYpPOH MHChMa M 00pa3IaMy IMHCEM MEXIYHApOIHOTO 00pa3iia, HAITUIIIUTE
Ha JMcTe OyMarw PEeKBU3WTHI NMHChMa B TOPSAIKE WX CieqoBaHus. JlaliTe aHTIUICKHE SKBUBAJICHTHI
Ha3BaHUI PEKBU3HUTOB.

2). Kak HaunHaeTcs ¥ 3aKaHUYMBAETCS IUCHMO, €Cii (haMUIIHsl U UMS apecara BaM He W3BECTHBI?

3). C xakoil meipi0 Ha CIEMYyIOIIEH CTPOKe IMociie OOpalleHHs CTaBWIICSA COKpamieHue Re: um 4To OHO
o00o03HaudaeT?

3. 3agaHust ¥ BONIPOCHI Isl (POPMHUPOBAHMS U KOHTPOJISI BIaIeHHUST KOMITETCHIIUSIMH:

Hanummre cBouM napTHepaM 1o OM3HECYy KpaTKHe MUChMa!

- C TI03IpaBIIEHUEM 10 ITOBOJY yCIIEITHOTO YYacTHS B BEICTABKE;

- C BBIp@XKEHUEM COOO0JIE3HOBAHMUS 110 TIOBOIY KOHYMHBI T€HEPATbHOTO IUPEKTOPA;

- ¢ O1arogapHOCTHIO 32 MPHEM BalllUX COTPYIHHKOB BO BpeMsi 1 KOMaHJUPOBKH;



- C U3BMHCHMEM 3a 3a/IepKKy TIOCTaBKM MPOAYKIHMH, BBI3BaHHYIO (OpC-MasKOPHBIMH
00CTOSITENbCTBAMU;

- C NIPUIJIALIEHUEM IPUHSTH Y4acTHE B TOpXKecTBax 1o noBoxy 20-netus Bamei GupMsl;

- C peKOMEHJAlMEeH Ballero KOJUIETH Ul Y4acTHs B MEPEroBOpHI 10 WHTEPECYIOUIeH o0e Bamun
(UpMBI TEMATHKE.

IpakTuueckoe 3anaTue Nel2. Ciayxe0Hble 3aNIMCKH, CO00IIEeHUs M0 PaKCy, JIEKTPOHHAS MOYTA.
OpranuzanuonHas popma 3aHATHS: TPAJAUIIMOHHEIN ceMUHap.
Lenb: ¢dopMupoBaHue y CTYACHTOB PEUYEBOW, SI3BIKOBOM W KOMMYHHMKATHBHOM KOMIETCHIIUHM IS
OCYIIIECTBJICHUS JICIIOBBIX KOHTAKTOB.
B pesynbrare ocBoeHUE TEMBI CTYJCHT TOJKEH
3HaTh: OCHOBHYIO OW3HEC-TEPMHHOJIOTHIO, HCIONB3YEMYIO MpU HAMHMCAHWK CIYXEOHBIX 3aIUCOK,
COOOIIEHUI TOCPEACTBOM DSJICKTPOHHBIX CPEJICTB OOIICHUS; OCHOBHBIC TpaMMAaTHYCCKHC SIBIICHHS,
XapaKkTepHble s NPOPECCHOHANBHOH peud; JIeKCHYeCKHE W CHHTAKCHYeCKHE OCOOEHHOCTH
o(uIMaTbHO-EIOBOTO CTHIISL B aHTIIMHCKOM SI3BIKE.
YMETh: ONpEACTSITh CTHICBYIO MPUHAIICKHOCTh AHTIHMHUCKUX TEKCTOB O(PHUIMAIBLHO-JCIOBOIO CTHIIA,
BUJIETh XapaKTepHbIC CTHIEBBIC YEPTHI; YUTATh O(PUIIUATBHO-JIEIIOBBIE TEKCTHI Pa3UYHON CTENEeHU
CIIO)KHOCTH; CTPOHMTh JHAJOTMYECKyl0 W MOHOJOTHMYECKYI0 pedb C HCIOJIb30BaHUEM Haubosee
YHOTPEOUTENBHBIX JICKCUKO-TPAMMATHYECKAX CPEJICTB B OCHOBHBIX KOMMYHHKATHBHBIX CHUTYaIUSIX
ouIraTbHOTO OOIIEHUS; TOHUMATD JUATOTHIECKYI0 U MOHOJIOTHYECKYO PeUb [0 U3yUEHHOH TeMe.
AKTyallbHOCTh TeMBI: 00YyCJIOBJIeHa HEOOXOANMOCTHIO OBIaneHus Y K-4.
Teopernueckas 4acThb:

CoBpeMeHHBIE CpelICTBa Niepeiaun HHGopMaruu

1. dakc (fax, fax machine) ciryxuT ajs nepeaayuu neaoBoit koppecnonaeHuu (business correspondence)
o tenedoHHol ceTu. B COBpeMEHHOI JIe/IOBOM MPAKTHUKE M0 (PaKCy OOBIYHO MOCHUIAIOT:
— KoMMepdeckue npemioxenns (offers);
— npaiic-mucTsl (price lists);
— pexnamuble MaTepuaibl (advertising materials);
— npecc-penusbl (press releases);
— MMACBMEHHBIEC 3aIlpoCchl (Written inquiries) u T.IT., a TaKXKe OCYIIECTBIIIOT TEKYIIYIO IEpPEIHCKY.
Pazmep ¢akca oObIYHO HE MpPEBHINIAECT OJHOM CTPaHUIBI, a €r0 CTPYKTypa COOTBETCTBYET CTPYKTYype
JIETIOBOTO MUCHMA.
dakcpl MOAMMBAOTCA B AeN0. X MOXHO HCIONB30BaTh B KAYECTBE JIOKA3aTENIbCTBA MPH pa3pelIeHUH
MIPOTHUBOPEUUI MEXKY JCIOBBIMHU MTAPTHEPAMH.
Mo dakcy oObIYHO HE MepeaaroTCs:
— OpHUTHHAIBI KOHTpakToB (original contracts);
— akkpeauTushl (letters of credit);
— cuera-pakTypbl (invoices) W JAp. BaXKHBIC JOKYMEHTBI, KOTOPBIE IEPECHUIAIOTCS 3aKa3HBIMU
MHMCbMaMHU TUO0 TIEPENAIOTCS C KYPBEPOM.
2. DnextponHas nouta (E-mail) sBisercs Hambonee MOIMyNSPHBIM M CaMBIM TPOCTBIM TPHIIOKEHUEM
NI00aIbHON KOMTIBIOTEpHOU ceTH Internet, oxBarteiBatomeii 6omee 100 cTpaH W IECATKH MUJUTHOHOB
MOJIb30BaTENEH.

DJNEeKTPOHHASA T0YTa MO3BOJIAET COKPATUTh PACXOJbl HA JIOCTABKY MHCEM M OTHPaBKy (pakcos, a
TaKXe YMPOCTHTh OOMEH KOPPECIIOHJICHIINEH MEeX]y JENOBBIMU MapTHepamMH. [ TaBHBIM HEIOCTATKOM
3JIEKTPOHHOM MOYTHI ABJSETCA ciadas 3aIInTa ImepeaBaeMoi 1Mo Heil nHpopManuu.

[Ipocreiimum perierreM At OONBIIUHCTBA HEOOIBIINX KOMIIAHUN M OM3HECMEHOB 3allafHBIX CTpPaH,
MO3BOJIAIONICE MM TOJNYyYUTh AOCTym K Internet, sBISrOTCA KOMMbHOTEp ¢ MojaemoMm (modem) u
kommyTHpyemoe (dial-up) coeaumHenue c y31moBbIM KomImbloTepoM (host) mo TeneoHHON JWHHH.
Bo3moxHOCTE TOmacTe B ceTh, HaOpaB HOMeEp TeledoHa Y3JIOBOTO KOMIIBIOTEPA, HEMOCPEICTBEHHO
BXOZsIIero B Internet, mpeIoCTaBIIIOT MECTHBIC TOCTABIIHKK CETEBBIX YCIIYT (service providers).
TexHUYecKH OSICKTPOHHAs TOYTa — OOMEH IU(PPOBBIMH COOOINCHUSAMH MEXIYy aJIpecamMH BHJIA
[rosIb30BaTENb | MHTEPHET-TIpOBaiiep |.[ IOMEH]. Jlomen - COKpallEHHE CTpaHbl I
OPraHU3alMOHHOTO TUIA (0OBIYHO com).

Tunel opraHuzanuif. AHDIOTOBOpPSAIIHE (OCOOEHHO AaMEpHUKAHCKUE) TPEIIPHSITHS HMEIOT
npodmbHBIE JoMeHEI. Anpec biffi@math.utoronto.ca Oymer o3HagaTh, UTO €T0 MOJIB30BATENh, T-H budd,
pabotaet Ha MaT(hake TOPOHTCKOTO YHHBEPCUTETA.
com  KOpIopanus



edu  oOpazoBarenbHOE YUpeKACHUE
gOV  TMpaBHUTEIbCTBEHHBII OpraH

mil BOCHHOE BEJIOMCTBO
net HHTCPHCT-KOMITAHUS
org OopraHu3anus

[ITanka >7eKTPOHHOMN MOYTHI

JlenoBeie COOOIEHNST HAYMHAIOTCSA CO CTAaTUCTUKH: to (Toiydarens), from (OTIpaBUTENb) M WHOTIA CC
(xomum). CKpbIThIe KonMK 0003HavatoTcs Kak bee. [maBHoe — subject (Tema) Kak 3aroinoBok nuckma. OHa
JOJKHA TOYHO ONMCHIBAThH cozepkanue. CpoyHble COOOLIEHUS] MOKHO IOMEUYaTh KPAaCHBIM (hIIaXKKOM.
D-TI0YTOBOE BCTYIICHUE

JenoBeie cooOuienus HaunHatoTest ¢ Dear... u 3akaHuuBarotcst Best wishes wmu (Best) regards. B Tekcre
aBTOp YTO-TO YTBEPIKAAeT, cOOOINaeT, CHpamIuBaeT, OTBEYaeT, 00cyxknmaer, mpocut... CyTb ciemyer
u3JaraTh B IIEpPBOM ab3arie.

[Tpumeps! hopMaTbHOTO BCTYIICHUS:

Following our meeting / phone conversation, ... B npomomkenue Haieli BCTpedn/ neperosopa, ...

With reference to ...  Co ccbuikoii Ha ...

Regarding our ... OTHOCHUTENBHO ...

I’m writing to confirm ... [Mumry moaTBEpaUTS ...

Tesuchl 4acTo U3MaraoT NOPSAIKOBBIM CIIHCKOM, a IIOAPOOHOCTH MPHUIIAraroT.

D-TI0YTOBOE 3aBepIICHNE

[Tpumeps! hopMaIbHBIX 3aBEPIICHHIA:

For additional information, please ...  3a moapoOHOCTAMU, OKATYHCTA, ...

We look forward to doing business with you  Bynem paapl cOTpyaHHYECTBY C BaMH

JlenoBbie COOOIIEHHST TOXKE colepKaT OJOKM MOANMUCH (MM, AOJDKHOCTh, TenedoH, ¢akc, aapec), HO
Yarie OTPaHWYMBAIOTCS JIMIIb yKa3aHHEM aBTopa. JIMIIHWM OyJeT W MOBTOPATH YXKe aBTOMAaTHYECKH
MpUCBauBaeMblid SJIEKTPOHHBIN ajpec.

CokpalteHus, UCIOIb3yeMble B 2JIEKTPOHHBIX MHCHMax

AAMOF As A Matter Of Fact B cymHocTH

AFAIK As far as | know HACKOIIBKO S5 3HAIO

BTW By The Way  kcratu

CuU see you yBUAUMCS

F2F face to face HaeauHe

FOAF Friend of a Friend W3 TPEThUX PYK

FYA For Your Amusement x Barmieit pagoctu

FYI For Your Information k Bamemy cBeJeHHIO

HSIK How Should I Know? moHsTHS HE HMEIO

IMO  In My Opinion mo MoeMy MHEHHIO

IMHO In My Humble (Honest) Opinion 10 MOEMY CKPOMHOMY MHEHUIO
IOW  In Other Words nHbIME cTOBaMU

IWBNI It Would Be Nice If  xoportmo Obr

KIS  Keep It Simple rosopu mporie

NRN No Reply Needed OTBET HeoOs3aTelICH

oS Operating system oTiepaIrinoHHas CUCTeMa

OTL  Over The Line cBepx NOJI0XKEHHOTO

OTOH On The Other Hand ¢ apyroii cTopoHsI

R Received MOJTy4eHO

TFS  Thanks For Sharing  cmacu0o 3a cChUIKY

TIA  Thanks in Advance 3apaHee OyarojgapeH

WOBTAM Waste of Bloody Time and Money MoTepst BpEMEHH U JCHET
WRT With Respect To C YBOKCHHEM K

Bompocs! u 3apanus:

1. [ToaroTOBBTECH K OOCYKIEHUIO TEOPETUIECKOTO MaTepHara.

[IpaBuna odopmienus ciyxebnoit 3amucku. CoctaBistoniue (akcoBoro cooOmenus. [IpaBuia
HAIMCaHUS AIIEKTPOHHOTO coo0meHus. COKpalleHus, UCIOIb3YEMbIE B 3JICKTPOHHBIX COOOIIEHUSIX.

2. BrimonauTe 3agaHus:



1). CocraBpTe (hakc ¢ COOOIICHHUEM O IMEPEUUCIICHUM JICTIO3UTA 3a MPOXKMBAHUE B TOCTHHHIIC BaIllMX
YYACTHUKOB KOH(pEepeHINU (PUpM- MapTHEPOB, a TAKXKE O JaTe X NPHUOBITH Ha KoHpepeHnuto B [Ipary.
2). Hammmare cooOrmieHre o 3JeKTPOHHOM MOYTe ¢ IMPOCKOOH pacCMOTPETh BO3MOYKHOCTD O BBIICIICHHH
Bawm ¢uHaHCOBOI TOMOIIM AJIS Y9acTHs B CHMIIO3HyMe, OPTKOMUTET KOTOporo otoOpai Bam nokman mist
BBICTYIUJIEHHA B OJTHOW CEKLIUH.
3). CocTaBbTe hakcoBOE COOOIICHIE OPTraHU3AMMOHHOMY KOMHUTETY TOPTOBO-TIPOMBIIIJICHHOW BBHICTABKH
¢ Tpoch0Ol 3a0pOHHUPOBATH 7 OJHOMECTHBIX HOMEPOB B TOCTHHHIIEC JUIS YICHOB Ballled TPYIBI W3
pacuera He O6osee 50 mosmapoB CLIA B cyTku Ha denoBeKa.
4). TlopTBepauTe 1O AJIEKTPOHHOM MOYTE MOJMydYeHHE WHQOpPMAIUK OT MapTHEPOB MO Ou3Hecy o0
OTHpaBKe mapTuu rpy3a. He 3a0ypTe 3aN0IHATH CTPOKY «TeMa COOOIICHHS.
5). CooOmuTe mapTHepaMm 1o OW3HECY 00 M3MEHEHHM Balllero 3JSKTPOHHOrO ajapeca ¢ 1-ro ymcia
CIICTYIOIET0 MECSIIa B CBSI3H C PEOpPraHu3aliel yeayr TeIeKOMMYHHKAIMK B BallleM PErHOHE.
3. Read and translate the business letters. Define the type of business letter. Answer to these letters.
1.  Gentlemen:
With reference to 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 Paraftin Wax:
Grade A = Melting point 52 -54 C
Grade B = Melting point 51 —52 C
We can offer you 100 tons of Paraffin Wax grade A at the price of § 50 per English ton and 100 tons of
Paraffin Wax Grade B at $ 45 per English ton. Both prices include delivery. Shipment can be made within
three weeks of receipt of your order. The Terms of payment and other conditions are stated in the
enclosed copy of our General Conditions forming an integral part of our Sales Contract. This offer is
subject to the goods being unsold on receipt of your reply.
Please let us hear from you as soon as possible.
Yours faithfully
J. Smith
Encl.

4. Dear Mr. Marinin:

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

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

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

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



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

Yours sincerely,

Marie Diamond
5. Dear Sir,
We read your advertisement in the 'Pet Magazine' of 25th December. We are interested in buying your
equipment for producing pet food. Would you kindly send us more information about this equipment:
— price (please quote CIF price)
— dates of delivery
— terms of payment
— guarantees
— if the price includes the cost of equipment installation and staff training.
Our company specializes in distributing pet products in Russia. We have more than 50 dealers and
representatives in different regions and would like to start producing pet food in Russia. If your
equipment meets our requirements, and we receive a favourable offer, we will be able to place a large
order for your equipment.
Your early reply would be appreciated.
Yours faithfully
A. Smirnov
Export-Import Manager
6. Dear Mr. North,
Thank you very much for y our enquiry. We are of course very familiar with your range of vehicles and
are pleased to inform you that we have a new tine of batteries that fit your specifications exactly.
The most suitable of our products for your requirements is the Artemis 66A Plus. This product combines
economy, high power output and quick charging time and is now in stock.
I enclose a detailed quotation, specifications and delivery terms. As you will see from this, our prices are
very competitive. I have arranged for our agent Mr. Martin of Fillmore S.A. to deliver five of these
batteries to you next week, so that you can carry out the laboratory tests. Our own laboratory reports,
enclosed with this letter, show that our new Artemis 66A Plus performs as well as any of our competitor's
product and, in some respects, outperforms them.
If you would like further information, please telephone or telex me: my extension number is 776. Or you
may prefer to contact Mr. John Martin, his telephone number is 01 77 99 02.
I look forward to hearing from you.
Yours sincerely,
Fred Stock

7. Dear Sirs,

In response to your letter of 17th March, we thank you for sending us your catalogues of men's silk shirts.
We are sure there will be a great demand for them in Russia.

We are enclosing our Order No. 142, and would ask you to return its duplicate to us, duly signed, as an
acknowledgement.

Yours faithfully

A. Serov

Encl. Order No. 142

8. Dear Mr. Serov,
Thank you for your letter of 21th of March, 2012. We are pleased to acknowledge your order for 400
men's silk shirts and enclose the copy of it, duly signed, as requested.
Delivery will be made immediately on opening a letter of credit with our bank for the amount of $4212.
We hope our shirts will be in great demand in Ukraine and you will be able to place large orders with us
in the future.

Yours sincerely,
Alfred Smithers
Sales Manager



9. Dear Mr. Carson,
According to our records payment of our invoice No. 3823, sent to you in April, has not yet been made.
As specified on all our estimates and invoices our terms of payment are 30 days. Your invoice has now
been outstanding for 90 days. In the case of unsettled debt of this duration it is our company policy to
take legal action.
We would naturally prefer not to have to go so far. Would you please send us a check by return. In case
you have lost or mislaid the original I am enclosing a copy of our invoice.
We look forward to receiving your payment by return.
Yours sincerely,
Pierre Lacoste
Credit Controller
10. Dear Mrs. Hastings,
I would like to apply for the position advertized in The Moscow Times on June 16 for a Personal
Assistant to the Sales Manager.
As you see from my CV, much of the work I do in my present position is that of a PA. I deal not with the
routine work of a secretary, but also represent the Assistant Director at small meetings and functions, and
I am delegated to take a number of policy decisions in his absence.
Your advertisement asked for knowledge of languages. My English is fluent and I have kept up my
French. I have accompanied the Assistant Director on his business trips acting as an interpreter and
translator for him.
I am also familiar with the latest developments in Information Technology. I have just completed a one-
month course at the City College in addition to the previous courses I attended when I was with Johnson.
I am particularly interested in the situation you are offering, as I would like to become more involved
with computer technology. I am quite familiar with many of the software products that ICS manufacture
for offices.
As well as my secretarial skills and experience of running a busy office, I am used to working with
technicians in the field of computers. I have a genuine interest in computer development and the people
involved in the profession.
Please let me know if there is any further information you require. I look forward to hearing from you.
Yours truly,
Margaret Belova
Encl.CV

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

— noctaBka Ha ycnoBusix CIF, Capatos;

— 1ieHa 60 J10J1apoB 3a €AMHUILY TOBAPA;

— LIBET: YEPHBIN, CEPBIM U CUHU;

— pasmepsl: L u XL;

— (hopma orurara: Oe3HATUIHBINA pacyerT.

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:

- OIMIINTE OCHOBHBIC TEXHUYECKHE XapaKTEPUCTUKU W3JEIHH, KOTOpPBIE IIPOM3BOAMT JIHOO
JIUCTPUOBIOTOPOM KOTOPBIX sBJsieTcs] Bama kommanus;

- OTMEThTE T€ 0OCOOCHHOCTH H3IEeNUi, KOTOpble, 0 BalieMy MHEHUIO, BHITOJHO OTIMYAIOT MX OT
AHAJIIOTHYHBIX TOBapOB BaImx KOHKYpEHTOB;

- VKaXUTE, Ha KaKOW CpPOK CIyXObl paccunTaHbl Bamm wu3menws, KakoBa IMPOJOJIKHTEILHOCTD
TapaHTHHHOTO CpOKa, KaKylo MOAACPKKY Bamia xoMmaHusi okas3bIBacT MOJB30BATENSM 3THUX HW3ACIIHH,
CKOJIbKO M3/EMI U B KaKue CPOKU Baita KoMIanusi roroBa HOCTaBUTh MOKYIATEIIIO.



IIpakTnuyeckoe 3ansaTue Nel3. BpouupoBanue Mect B roctuHuiie. bponuposanue 0u1eTOB IS
NyTelecTBU.
OpranuzaionHas (popMa 3aHATHS: TPAIULIHOHHBIA CEMHUHAP.
Lens: dopMupoBaHue y CTYACHTOB pPEUEBOH, S3BIKOBOW W KOMMYHHUKATHBHOM KOMIIETEHITUH IS
OCYIIIECTBJICHUS JICIIOBBIX KOHTAKTOB.
B pe3ynbrare 0CBOCHHE TEMBI CTYICHT JOJKEH
3HaTh: OCHOBHBIC TPAMMATHYECKHUE SBJICHHS, XapaKTEPHBIE UL POPECCHOHATBHON PeUr; JIEKCHYECKUE 1
CHHTaKCHYECKHE 0COOCHHOCTH O(QHUINATEHO-AEIOBOTO CTHIIS B QHTJIMHCKOM SI3BIKE.
YMETh: ONPCAC/IATh CTWICBYIO INPUHAAJIC)KHOCTDH AHTIINHCKUX TEKCTOB O(i)I/IHI/IaJ]bHO-I[eHOBOI‘O CTHUJIA,
BUJICTh XapaKTEPHBIC CTHWIEBBIC YEPThI; YUTATh OQHINAIBHO-IETOBBIE TEKCTHI PA3IMYHONW CTEICHH
CIIO)KHOCTH; CTPOUTH JHAIOTHYECKYI0 M MOHOJOTHYECKYI0 pedb C HCIOJIB30BaHHEM Hambosee
yHOTpe6I/ITeJII)HI>IX JICKCUKO-TPAMMATHYCCKUX CPEACTB B OCHOBHBIX KOMMYHHMKATUBHBIX CHTYyaAIUIX
ouMaTbHOTO OOIIEHUS; TIOHUMATh AUATIOTHIECKYI0 U MOHOJIOTHYECKYIO PeUb 10 U3yUYEHHOH TeMe.
AKTyallbHOCTbh TeMBI: 00yCJIOBIIeHa HEOOXOANMOCThIO OBIaneHus Y K-4.
TeopeTuyeckas 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. I am here to help you. Anyway, today we
will learn some Basic English words and expressions depending on various situations.
1. For Addressing:
- Mr. — To address any Gentleman (Both married and non married)
- Mrs. — To address any Woman (Only married)
- Miss — To address any Woman (Only Unmarried)
- Ms. — To address any Woman (Both married & Non married)
Note: Whenever you are not sure whether your lady guest is married or not then the safest approach is to
address her as Ms. But sometimes it has been found that very few Lady guests become irritated at your
addressing. So, if possible it is better to ask “How should I address you, Sir/Madam?”
2. Greetings:
- Good morning, Sir/ Madam
- Good afternoon, Sir/ Madam
Good afternoon, Sir/ Madam
. Welcoming any one:
- Welcome to XXX hotel
- We are glad to see you Mr. X
- Thanks for your coming Mr. X
- We are honored to get the chance to serve you sir
4. Asking questions or Inquiring:
- Could I ask you, a question, Sir?
- Do you need anything else, sir?
- May I have your first name?
- May I have your name, please?
- Your initials, please?
- May I have your room number?
- May I have your signature here, sir?
- May I know who I am talking to?
- May I ask who the next is?
- May I be of your service, madam?
- May I recommend our XXX to you, sir?
- May I help you with that, madam?
- Is there anything else I can do for you, madam?
5. Wishing your Guest:
- Have a pleasant stay in the XXX Hotel, sir
- Have a pleasant stay with us, madam
- Have a nice day

W



- Have a pleasant evening

- Have a good weekend!

- Have a good day

- Enjoy your stay/day

- Happy New Year!

- Merry Christmas!

- Happy Birthday!

6. Apologizing:

- I am terribly sorry, sir.

- Excuse me

- I am awfully sorry

- I beg your pardon, sir

- Excuse me for interrupting

- Sorry to have bothered you

- I am sorry. A guest is waiting for me.
- I am sorry to have kept you waiting, sir
- I am sorry. The house is fully booked
7. Answer to apologizing:

- Itis OK

- No problem

- No problem at all

- That is all right

- It does not matter

- It is nothing

8. Thanking any one:

- Thank you

- Thank you very much

- Thank you for telling us

- Thank you for your compliment

- Thank you for coming

- Thank you for calling

- Thank you for waiting

- Thank you for being so understanding
- That’s very kind of you

- Thank you very much

9. Answering Thanks:

- You are welcome

- It’s my pleasure

My pleasure

With pleasure

- Thank you

10. Assuring your guests:

- Don’t Worry, sir

- Take it easy

- Don’t worry, madam. We’ll see to it
- Don’t be afraid sir

- I’1l look into the matter

- I’1l be with you in a moment

- It won’t be too long, sir

- Please take it easy, madam

11. Directing to a destination:

- Come with me, I will show you the way
- Follow me please

- Let me show you

- This way, please

- Go down to the lobby

- Please take the lift to the 5th floor and turn right



- Turn left/right at the first corner

12. Show eagerness to serve:

- I am always at your service sir

- Feel free to call me, sir

- Very good, sir. I’ll be glad to help

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

- Yes, I will

- My name is X, if there is anything we can do for you, just let us know
13. Declining any offer:

- I am terribly sorry sir, I cannot accept it

- It is out of our rule sir, I can’t help you sir

- That’s very kind of you, but no, thank you

- I’m afraid we cannot do that

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

- I will try my level best, but can’t guarantee you, sir
- I will try, but not sure enough

- I’m sorry we cannot guarantee, but we’ll do our best
- I’m sorry, sir. I’'m afraid I’'m not sure, but I’ll ask some one for you
- If you wait a moment, sir, I’ll try to find it out

15. Expressing happiness:

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

- It is great sir

- I am very fortunate sir

16. Expressing sorry:

- I am shocked to hear it, sir

- I’'m sorry to hear that

- It’s a great pity

- I am really sorry sir

17. Expressing concern:

- Are you ok, sir?

- Is everything all right?

- Are you all right, sir?

- I hope you did not hurt yourself

18. Agreeing on anything:

- Certainly sir

- Definitely

- That’s true

- Absolutely, sir

19. When you don’t understand something:

- Could you repeat please?

- I am sorry, sir. I 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, I have to go. Nice talking with you

- We all look forward to serving you again

- Hope you enjoyed staying with us

Bomnpocs! u 3ananus:

1. TloaroToBBTECH K 0OCYXKIESHUIO TEOPETHUECKOT'O MaTepraa.



[epenucka mo opraHu3amuu pasmenieHus. YacTHBIH 3ampoc 0 OpOHUPOBAHWMM MECT B TOCTHHHIIC.
KopnopatusHslii 3anpoc 0 OpoHMpOBaHMM MeCT B roctuHuie. IIpocs0a o pesepBupoBaHMM Ounera Ha
camouiet. IIpocs6a o pe3epBupoBanuu Ouiera Ha noesn, napoxo. Ilepenrcka mo opraHn3anuy NOE3KH.

2. IIpounraiiTe 1 nepeBeIuTe TUAIIOT.

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

Guest: “I want to make a reservation”

Agent: Ok sir. How should I address you?

Guest: [ am Robert Temple.

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

Agent: | am terribly sorry. Mr. Temple. All our rooms are booked on XXX date. If you wish then I can
put your reservation on waiting list or would you like me to recommend another hotel?

Agent: OK. Mr. Temple, will you travel alone or not?

Agent: Mr. Temple, currently we have deluxe room, suit and studio room to accommodate your family.
(If you have different types of rooms vacant then give some options to guest.)

Agent: How should I spell your name sir?

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

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

Guest: Yes, you are right.

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

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

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

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

Guest: Yes, that’s great.

Agent: OK sir. For transportation facility, both fax or telephone and credit card guarantees are required.
Once we received confirmation from you, our concierge will contact you and make all the arrangements.
Agent: So, Mr. Temple now I am going to repeat your reservation details. You like to be checking in on
XXX and your checking out date is XXX. You preferred non-smoking, twin bedded supreme room for
you and your family. Room rent is XXX USS$ 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. llepeBenure BoIpaxenus. llocTpoiiTe quanoru, UCONB3Ys NaHHBIE (Pa3bl.

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

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

- Can you please spell your name please?

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

- Who made the reservation?

- Shall I make a reservation for you?

- What was the date of the reservation?

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

- Is this a new reservation or a confirmation call?

- Do you remember the name of the reservation clerk?

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

- In whose name was the reservation made?

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

- When was the reservation made?

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



- When did you make the reservation?

- When was it made?

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

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

IpakTnyeckoe 3ansitue Nel4. IleperoBopbl Kak /1ej10Basi KOMMYHHUKALHSI.
OpranuzaionHas (popMa 3aHATHS: TPAIUIHOHHBIA CEMHUHAP.
Llenb: QopmHupoBaHME Yy CTYICHTOB DPEYEBOW, S3BIKOBOHM M KOMMYHUKATUBHOW KOMIICTCHIIUH JUIS
OCYIIIECTBJICHUS JICIIOBBIX KOHTAKTOB.
B pesynbrare ocBoeHUE TEMBI CTYJCHT TOJKEH
3HaTh: OCHOBHYIO OW3HEC-TEPMHUHOJIOTHIO, HCIIOJIB3yEeMYI0 IIPH BEICHUH IEPEeroBOPOB; OCHOBHBIC
rpaMMaTHYECKHE SBJICHNUS, XapaKTepHbIE Ul TPO(HECCHOHATBHON Peyun; JISKCHIECKHE U CHHTAKCHUECKHE
0COOCHHOCTH O(DUIINATBHO-ISIIOBOTO CTUJIS B aHTJIMHCKOM SI3BIKE.
YMETb: BECTH MEPErOBOPBI; OMPEACISATh CTHICBYIO IPHHAICKHOCTh AHTIIMUCKUX TEKCTOB O(pHIUAIBHO-
JEJIOBOTO CTWJIS, BHICTh XapaKTepHbIE CTHJIEBBIE YEPThl; YHUTaTh O(UIHATBLHO-/IEIOBBIE TEKCTHI
Pa3IMYHON CTETIEHH CIIOKHOCTH; CTPOUTH AUAJIOTMYECKYI0 U MOHOJIOTHYECKYIO pedb C HUCIIOIb30BaHUEM
HanboJiee YMOTPEOUTENBHBIX JIEKCHKO-TPAMMATHYECKHX CPEICTB B OCHOBHBIX KOMMYHHKATHBHBIX
CUTyallMsX O(MUIMAIBHOTO OOIICHUS; IMOHUMATh JHAJIOTHYECKYI0 W MOHOJIOTHYECKYI0 pedb IO
H3YYEHHOU TeMe.
AKTyallbHOCTh TeMBI: 00YyCJIOBJIeHa HEOOXOANMOCTHIO OBIaneHus Y K-4.
Teopernueckas 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 I 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 I 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 I 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! u 3aianus:

1. [ToaroTOBBTECH K OOCYKIEHUIO TEOPETUIECKOTO MaTepHara.

OcHOBHBIE (DYHKIIUM H TOAXOJBI K IMEPEroBOpHOMY mpoleccy. CTpaTerHyecKue MeTd M MPUHIIUIBL
BEJICHUS MEPErOBOPOB. DTalbl M TAKTUYECKUE MPUEMBI BEACHHS MEPErOBOPOB. 3aBEpIICHHE IMpolecca
MIEPErOBOPOB, PE3yIbTATHI U aHATIH3.

2. Speech patterns in speech situations

Look through the following phrases used in a business discussion and do the following assignments:

Can we start Let's get down to business. I've asked you here to ... Could I ask you for your view on this
matter? What is your position on ...? The point is that... . I want to make it clear that.... Why don't we ... ?
I'm certain that... . Could I interrupt for a moment? What I'm trying to say is that.... Do you really mean to
say that...? I think we should stick to the point. So, what you seem to be suggesting is .... Let's run over
the main points again. Would your company consider ... ? Would an offer of... interest you? What... did
you have in mind? Yes, I think that would be satisfactory to us. I'm afraid we can't accept that. I can't give
you my final decision until.... We can agree on a condition that...

- Find the phrases which can be used to start a discussion with, to ask for somebody's opinion, to express
one's opinion, to clear up a point, to make an offer, to accept or to decline an offer.

- Find the phrases which can be used to start the following sentences ...



- to discuss our export and import policy,

... the prices and the terms of delivery are not satisfactory to us, ... an offer of six thousand dollars? ... it
will help to increase sales.

- Make up short conversations in which you can use the other phrases.

the Russian market. But in order to agree to your proposals we should know more about your company.

- Why don't you send someone to Russia to see how we work?

- In fact I was thinking of going there myself... .

- Oh, Mr. Clifford, we'll be delighted to have you as our guest.

- That's settled then. And now [ 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.

IIpakTnyeckoe 3ansaTue NelS. IlpoBenenne npe3eHTanyii M BLICTYIJICHMIA.

OpranuzanuonHas GopmMa 3aHATUS: TPaIULIHOHHBIA CEMUHAP.
Lens: dopMupoBaHue y CTYACHTOB pPEUEBOH, S3BIKOBOW W KOMMYHHUKATHBHOW KOMIIETEHITUH IS
OCYILIECTBIICHUS I€TIOBBIX KOHTAKTOB.
B pesynbpTare ocBoeHUE TEMBI CTYJIEHT JOJKEH
3HaTh: OCHOBHYIO OHM3HEC-TEPMHHOJIOTHIO, HUCTIOIB3YyEMYIO MPH MPOBENECHUHN MPE3CHTAIN M JEIOBBIX
BBICTYIUICHUI, OCHOBHBIE TI'DaMMaTHYECKHE SIBICHUS, XapaKTepHbIe Uil NPO(ECCHOHANBHOW pevu;
JIEKCUYECKHE M CHHTAKCUYECKHE 0COOEHHOCTH O(UIIHAIbHO-IEIIOBOTO CTHIIS B @HTJIMHCKOM SI3BIKE.
YMETh: NPOBOAWUTH NPE3CHTAIlMM U JAEIOBBIE BBICTYIUIEHHUS; ONPEAEIATh CTHIEBYIO NPUHAAJIEKHOCTD
AQHMJIMHACKUX TEKCTOB O(MUIMAIbHO-JEIIOBOTO CTWIIS, BUJIETh XapaKTEpHBIE CTHJICBBIE UYEPTHI; YHTAThH
o(uIMaTbHO-ENOBBIE  TEKCTHI  PA3IMYHOH CTENEHH CIIOKHOCTH; CTPOUTH JUAJOTHYECKYI0 U
MOHOJIOTHYECKYIO PE4Yb C MCIOJb30BAHHEM HauOojee yHOTPeOUTENbHBIX JIEKCHKO-IPaMMAaTHUECKUX
CPEACTB B OCHOBHBIX KOMMYHHMKATHUBHBIX CHTyaUusiX OQHUIMAIbHOIO OOILEHMSA; IOHUMATh
JTUAJIOTHYECKYIO0 M MOHOJIOTHYECKYIO pedb 110 U3yYEHHOH TeMe.
AKTyaJbHOCTH TEMBI: 00yCIIOBIEHa HEOOXOIUMOCThIO oBNageHus YK-4.
TeopeTuyeckas 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.

Bormpocs! u 3aganus:

1. IloaroroBeTECh K 0OCYKICHUIO TEOPETUIECKOTO MaTepHaa.

[pencraieHue cedsi B MEXKKYJIBTYPHBIX KOMMYHHUKANUAX. PEeKOMEHAAIMHN 1O TOATOTOBKE MPE3CHTAIHN
u BbicTymuieHusi. CTpyKTypa mpe3eHTalud. BCTymuieHue, mpeacraBicHHe MpoOsieMbl, OObSCHEHHE
CYITHOCTH MPOOJIEMBI C OTIOPOH Ha WILTIOCTPAINH, MPEUIOKEHUS TI0 PEUISHHIO MPOo0IIeMbl, 0000IIIeH e,
3aKITIOYCHHE.

2. TlpounTaiiTe, IEPEBEIUTE TEKCT M3 TEOPETUUCCKOW YACTH U BBITIONIHUTE CIICAYIOIINE 33 JaHUs

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.

IIpakTuueckoe 3ansaTue Nel6. Tenedonnbie pa3roBopsul. JiaeKTPOHHBII oduc. UHTEpHeET.
OpranuzaronHas opMa 3aHATHS: TPAIUIIHOHHBINA CEMUHAP.
Llenb: QopmupoBaHME y CTYICHTOB pPEYEBOW, S3BIKOBOH M KOMMYHUKATUBHOW KOMIICTCHIIUH JUIS
OCYIIIECTBJICHHS JICTIOBBIX KOHTAKTOB.
B pesynbTare ocBO€HUE TEMBI CTYJICHT JIOJKEH
3HaTh: OCHOBHBIC IPAMMAaTHUYECKHUE SBIICHUS, XapaKTepHbIE I TPO(QeCcCHOHATFHON peduu; IEKCHUECKIe U
CHHTaKCHYECKHE 0COOCHHOCTH O(HINATBHO-AETOBOTO CTHIIS B aHTIIMHCKOM SI3BIKE.
YMETb: BECTH Tele(OHHbIE NEPETOBOPHI; ONPEIEISATh CTUICBYIO PHHA/UICKHOCTh aHIIINICKAX TEKCTOB
0(UIHATTBHO-ZICTIOBOTO CTWIIS, BUJETh XapaKTEPHbIC CTHJICBBIC YEPThHI, YATATh O(UIMATBLHO-ICIOBbIC
TEKCThl PA3JIMYHOW CTENCHU CIIOKHOCTH; CTPOUTh JHUAJOTHYECKY0 U MOHOJIOTHMYECKYH0 pedb C
UCIIONb30BAaHUEM HamOoJiee YIOTPEOUTENBHBIX JICKCHKO-TPAMMATHYECKUX CpPEICTB B  OCHOBHBIX
KOMMYHHKATHBHBIX ~ CHUTyallsIX  O(QHIMAIBHOTO  OOIIEHWSA; IOHMMATh  JHAJOTHYECKYI0 H
MOHOJIOTHYECKYIO PeYb M0 U3yYCHHOU TeME.
AKTyaJIbHOCTh T€MBI: 00YCIIOBJIEHa HEOOX0AMMOCTBIO oBnaeHust YK-4.
TeopeTuyeckas 4acTh:
TELEPHONING

One cannot imagine life without using media means and telephone is one of the most accessible of
them. Telephone is the quickest way of communication and is most frequently used under pressure of
time. It is used, as a rule, to get or pass on information. We use telephone in public and private
conversations. It often replaces correspondence, requiring great efforts and time. The telephone may be
one of the most powerful, efficient and cost-effective business tools you have at your disposal. If things
start out badly on the phone, they may never progress beyond the first call.
Most of the important characteristics of telephone conversation are of course exactly the same as those of
conversation which takes place face to face. There are, however, a number of differences: people cannot
see each other and so place a great amount of reliance on the way you speak. You must pronounce your
words very clearly or your listeners will misunderstand you. Telephone manners and etiquette are critical
components of a professional image. Speaking a foreign language over the phone impose certain skills in
understanding and keeping up the conversations, such skills are to be worked out and developed through
the whole period of foreign language learning. The telephone is one of the most important business
instruments used in an office, so it is essential that it is used skillfully. A pleasing voice, resonant, low,
well-controlled and firm, is a decided asset and should be developed. To save time in the opening and
closing of telephone conversations the following common set phrases are given below:

Mister Clifford has just asked Miss Flipps to ring up Mr. Banes and make an appointment with him for
the next day. Miss Flipps has dialed Mr. Banes office and is talking to his secretary.

— National Bank. What can we do for you?

— Good morning. This is Mr. Clifford's secretary from the Company for Foreign Trade. Could I
speak to Mr. Banes?

— I'm sorry, he is out at the moment. Would you like to leave a message? It's his secretary speaking.
— Mr. Clifford has asked me to arrange an appointment with Mr. Banes for tomorrow.

-Then I can help you. Just a moment, I'm looking in the diary. Is ten o'clock all right for Mr. Clifford?

— Yes, thank you.

— What shall I tell Mr. Banes his business is about?

— It's about the Company financial policy.

— Thank you. Good-bye.

— Good-bye.

As soon as she puts down the receiver the telephone rings again.

— Hello, Mr. Clifford's office.

— Could I speak to Mr. Clifford, please?

— I'm sorry, he's out right now. Would you like to leave a message?

— Yes. I'd like him to call me as soon as possible. My telephone number is 5-7-4-5-1-4-3-0.

— That was 5-7-4-5-1-4-6-0. -No, 3-0. -5-7-4-5-1-4-3-0.



— That's right.

— And can I have your name and business, please?

— Oh, sorry. Mr. Clifford is expecting my call. My name is Mr. Pilkins.

- So that's B for Box...

— No, P for Paper.

— Sorry, P-I-L-K-I-N-S.

— Yes, that's it.

— 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!" — Ammo. S ObI X0Ten MOTOBOPHUTH C T-HOM ['pwHOM,
noxxanyiicra!

Can I have a word with him? — Mo>xHO MHE TOTOBOPUTH C HUM?

Could you put me through to Mr. Green, please? — CoenuHauTe MeHs, MOXKaNyHCcTa, ¢ T-HOM [ puHOM.
Who's this, please? — KTo y Tenedona?

Who's speaking? — KTo roBoput?

Mr. Green speaking. — ['oBopuT r-0 I'pun.

Is that Mr. Green? — Oto r-H ['pun?

Speaking. — Ciymaro.

You've got the wrong number. — BbI o1mn6ncs HoMepom.

Sorry, you must have the wrong number. — V3Bunure, Bbl, 10715KHO OBITH, OIIMOIUCH HOMEPOM.
It's the wrong number. — 9T0 He TOT HOMED.

Sorry to have bothered (troubled) you. — M3BuHuTE 32 0ECIOKONCTRO.

The line is engaged/busy/occupied. Can you hold on? — Homep 3ansit. Bel MokeTe He  BemiaTh TPyOKy?
The line is dead. — JIunus HencnpaBHa

The line is clear. — JIuaus cBoGogHa

I'll see if he is in. — 5l mocMoOTpIO, HA MECTE JIH OH.

I'm afraid he's out at the moment. — I[To Mmoemy, ero ceiiuac HerT.

I'm afraid he is not available. — borocs, ero ceiiuac HeT.

Will you leave a message? — [lepenats eMy 4To-HHOYAH?

Could you take a message? — Bel He Mornu ObI IiepeaaTs eMy Koe-4To?

telephone / switchboard operator -tesieonuct(ka)

telephone charges / bill — rutaTa 3a TeneoOHHBIC Pa3roBOPEI

pick / take up the receiver — cHATH TPyOKy

ring off / hang up- monoxute TpyoOKy

hold the line / wire — He kmaauTe TPyOKY

to ring smb back — nepe3BoHUTH

to answer a call — oTBeyaTh Ha 3BOHOK

to make an appointment — Ha3Ha4aTh BCTpedy (IEIOBYIO)

receptionist — cekpeTapb (BeIyIUi IPHEM IIOCETUTENCH); PETUCTPATOP; AAMHHHCTPATOP CITYKOBI IpreMa
Y pa3MenieHus (B TOCTUHHUIIE)

Bomnpoch! u 3ananus:

1. [ToaroTOBBTECH K OOCYKIIEHUIO TEOPETUIECKOTO MaTepHaa.

[oxroroska k TenedoHHOMY pa3roBopy. Kak oTBeTUTh Ha 3BOHOK. Kak MpUHATE U epenaTh COOOIIEHIE.
Kak mepecripocuts. [lonesHsie BhipaxkeHUs sl TeTeOHHBIX pa3roBopoB. Kak ocTaBUTh cooOIIeHNE Ha
aBTOOTBeTUHKEe. BBIOOp cTHiIs 0OMIeHMs B TeleOHHOM pa3roBope. MIHTEpPHET B KH3HU COBPEMEHHOI'O
oOriecTBa u B Ou3Hece.

2. BemmonnauTe 330aHAA:

1) OcraBbTe COOOIIEHNS HAa aBTOOTBETYHKE CBOMM MapTHEpaM o0 OM3HECY B CIEAYIOIINX CHTYaIUsX:
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
meeting.

3. Respond to the requests according to the model

Call the Bank, please. - ButI have already called there.
Send off the letters, please.

Make an appointment with Mr. Banes, please.

Type the minutes, please.

Find that file for me, please.

Switch off the computer, please.

4. Say that you have already done something

I'm reading the minutes. - And I have already read them.
I'm duplicating the agenda.

I'm correcting mistakes in the protocol.

I'm cleaning the desk.

I'm sending a telex.

I'm watering the flowers.

5. 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) - I hear you are going to work in a joint venture. Have you already learnt English?

— Unfortunately I'm only just learning English. I speak English poorly. And I would like to speak it
fluently.

2) — Just a minute. Hold the line, please. Mr. Clifford's office.

— Hi, Cindy. Tell Richard we'll have the meeting in Room 213.
— Could you repeat the number? Room 230? -No, 213.

— 213. O’kay, I'll tell him.

3) — It's Mr. Livingston calling.

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

— Mr. L-i-v-i-n-g-s-t-o-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 Kmuddopa tomapko uto mompocun CHHIM UCIPaBUTh OMMUOKKM B mpotokoie. OHa B3suia
MPOTOKOJ 1 ynTaeT ero. OHa yxe 3aMeTriIa U UCIpaBHiIa IBE OLINOKH.

0) Sl cobupatoch paboTaTh HAa COBMECTHOM mpedanpustud. llosTomy s mOMKHAa TOBOPUTH IO-
aHrmicku. 1 Obl XOTela TOBOPHUTH IMO-aHIIMHCKH Oerno. Ho s Tonmpko Havanma u3y4aTh 3TOT S3BIK.
Ceifuac s TOBOPIO Ha HEM IIJIOXO.

B) - Aumo!

- 3BunMuTE, HE Bemaiite TpyOKy, moxkanyicta... Cekperaps muctepa Kimuddopaa ciymraer.

- Mucrep Kimuddopa npocuin MeHst mo3BoHUTh. Most pamunust CBEeHCOH.

- Muctep Cencon u3z Hopserun?

-Jla, npaBuIIBHO.

-Mucrep Knmuddopxa oxnunaer Barn 380HOK. CoeTuHSIIO.

r) - Ao, MO>XKHO MTOTOBOPUTH ¢ MUCTEPOM JIMHIOHOM?

- K coxanennto, ero ceituac Het. Moxet ObITh, BBl XOTUTE €My YTO-HUOY/b NI€peaatTh?



-Jla, moxxanmy¥icra. Y MeHs Ha3HaYeHa ¢ HUM BCTpeya 3aBTpa B 3 yaca, HO s He

cMmory mipuiiti. He cMor ObI OH O MHOM BCTpPETUTHCS Mocie3aBTpa? S mo3BoHi0

CETOJHsI BEYEPOM.

- A MOHO y3HaTh Bate ums?

- Oi1, m3sunute. Mucc Kapana u3 Kanazgg!.

- Sl mepenam emy Bamry npocks0y, mucc MBane.

n) CoBMecTHBIE TpeANpUATHS Ha TeppuTopuu Poccnn — 3TO MpeanpusiTHs X yYacTHEM POCCHHCKHX U
3apyOexHbIX HapTHepoB. [loist poccuiickoro kamuTaia HojbkHa ObITh He MeHee 51 mponenrta. Takue
NOPEANPHUATUS. TOAYMHAIOTCS POCCHHCKOMY 3akoHoAarenbcTBY. OHM  moaiexkar o00sS3aTeIbHOMY
CTPaxOBaHUIO, BHIIIJIAYMBAIOT HAJIOTH, 00ECIEUNBAIOT YCIOBHS TPY/a, OIJIaTy M COLUANbHbBIE TapaHTHH
CBOUM CITY’KaII[HM.

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.

IIpakTuyeckoe 3anaTHe Nel7. Pagora ¢ ucrounnkamMu nHopManuu (TeKyueil nmpeccoi,
NHCbMAaMHU, TeJlerpaMMaMu, PeKJIAMHBIMH MPOCNEKTAMHU).
Opranu3zaronHas GopmMa 3aHITHS: TPATUIIMOHHBIA CEMUHAP.
Iens: (opMHpOBaHHE Yy CTYJIEHTOB PEYEBOM, S3BHIKOBOM M KOMMYHHKATHBHOM KOMIIETEHIMH IS
OCYIIECTBIICHUS JICIOBBIX KOHTAKTOB.
B pesynbTate 0CBOCHUE TEMBI CTYICHT TOJKEH
3HATh: OCHOBBEI PabOTBHl C pPa3MIUYHBIMH MCTOYHHKAMH HH(MOPMAIMH; OCHOBHBIC TIPaMMaTHUYECKHE
SIBJICHUS, XapaKTepHbIEe T MPO(PECCHOHATBHON PeuH; JEKCHYECKHE W CHHTAaKCHYECKHE OCOOEHHOCTH
o(hUIHATHEHO-/IEIOBOTO CTHIIS B AHTJIHICKOM SI3BIKE.
yMeTh: 00palbaThiBaTh pa3IMYHbIC HCTOYHHKH WHQOPMAIMH; YHTATh O(PHUIUAILHO-ICIOBBIC TEKCTHI
Pa3INIHOM CTENEHU CI0XHOCTH; CTPOMTH JHAJIOTHYECKYIO ¥ MOHOJIOTHYECKYIO PEUb C UCIOIb30BAHHEM
Hanbojee YHMOTPEOUTENBHBIX JIEKCHKO-TPAMMATHYECKUX CPEACTB B OCHOBHBIX KOMMYHHKATHBHBIX
CUTyalusiX O(HIUAIBHOIO OOIICHUS; TOHUMATH JUAIOTUYECKYIO W MOHOJOTHYECKYIO pEYb IO
HU3y4YEHHOU TeMe.
AKTYyaJbHOCTh TEMbI: 00YCIIOBIEHA HEOOXOIUMOCThIO oBNafeHus YK-4.
TeopeTHueckas 4acTh:
WHAT ARE THE SECRETARY'S TASKS?

You must know your boss's whereabouts and timetable so as to provide satisfactory answers and
make appointments. You must know how to answer the telephone, make long distance and international
calls, send faxes, telexes and E-mail. Often you have to book hotel rooms, theatre tickets and look after
official visitors. You have to write a lot of correspondence — business letters, reports, memos, invitations,
condolences, etc. Typing is essential and shorthand useful.

WHAT CHARACTERISTICS ARE IMPORTANT FOR SECRETARIES?

1. Loyalty:  Secretaries must be absolutely trustworthy. No relationship in business involves a
higher degree of trust and responsibility between two persons than the secretary — boss team.
2. Conscientiousness: It is important for secretaries to be prompt and flexible. Quite often they

may have to work long hours. Confidentiality is another key factor. Secretaries must take pride in their
work and be dedicated to their boss.

3. Initiative: The secretary should be able to act for the boss in his/her absence. True initiative on
the secretary's part is the ability to know when to act on one's own and when to do as directed.



4, Ability to write:  Every secretary should be capable of handling routine correspondence, reports,
summaries and take good minutes at meetings.
5. Professionalism: Business can be tense and people are often under a lot of stress. A secretary
who can work under deadline pressures and produce high quality work is of great value.
6. Good dress and presentation: This involves looking and behaving appropriately. People's first
impression is important. Their ideas about the company/organization are influenced by the staff’s
appearance.
AN EXPERIENCED SECRETARY SPEAKS ABOUT HIS/HER JOB

"I'm a secretary at a large business. I deal with people and incoming mail. Dealing with people is one
of the most important parts of my job. I find it very enjoyable. I also input on the computer, send telexes
and faxes.

I meet people from all over the country, all over the world, and all walks of life, which makes it the
most interesting part of my job. They can be very nice. I think the nice ones outnumber the irritating ones.
It's a people-oriented job. It's communication, whether it's in person or on the telephone and that can be
fun. Sometimes you have problems getting through, sometimes you get a wrong number, but it's all part
of the job. You don't often get annoying people face to face. You get more of them on the phone, because
people feel they can say things over the phone that they perhaps wouldn't say to your face. So I don't find
people too frustrating in person.

As a secretary you must always be professional-looking, your clothes should be immaculate. It's
better to wear skirts than trousers. Your attire should be fresh and clean. It's best to wear simple jewelry —
small earrings, a matching necklace and rings. Hands should be well-groomed and you can wear white or
soft coloured nail-varnish. Your shoes should be well-polished, not worn or dirty. Your hair should be
clean and neat. Heavy make-up is not recommended. You should always look fresh, and use just a little
perfume."

NOTES ON THE TEXT

characteristics [kaerikta'ristiks] — xapakTepHbIe YepThl, 0COOEHHOCTH
loyalty — BepHOCTB

trustworthy ['trAstwa:01] — Hae)KHBIH, 3aCITy>KUBAIOIINI TOBEPHS
relationship — oTHOIIEHUS

involve — BoBJIeKaTh (3a co00i1)

responsibility — 0TBeTCTBEHHOCTH

conscientiousness [konfi'enfosnos] — 10OPOCOBECTHOCTH
prompt — onepaTuBHBIN, OBICTPBII

flexible — merko nprcnocadIMBaOUIUICS, THOKUI
confidentiality [konfiden/i'zeloti] — koHpUICHINATEHOCTD

key factor — ocHOBHOI1 pakTOp, KITHOYEBOH hakTOp

be dedicated ['dedikeitod] — ObITh IpeaHHBIM

initiative [i'nifativ] — HHUIIMATHBA

act — IefCTBOBATh, IOCTYNATh

handle — cipaBasATECS

summary — KpaTKoe H3JI0KeHNE

take minutes — BeCTH MPOTOKOI

professionalism [pra'fef(a)nalizm] — nmpodeccruonanuzm

tense — HaNpsKEHHBINA

work under deadline pressures — paboTaTh HanpsHKEHHO, C YIETOM CPOKOB
be of great value ['valju] — ObITb LIECHHBIM

presentation [prezen'teifn] — ymeHue ce0s mpenoHeCTH
appropriately [o'proupriatli] — cOOTBETCTBYIOIIUM 00pa3oM
deal with — umeTs aemno (¢ yeM-u60, KeM-1100)

input on the computer — BBOJUTH JaHHBIE B KOMITHIOTEP
incoming mail — BXopsmas mo4ra

walks of life — cdepsl xu3HHI

outnumber — MPEBOCXOJUTH YUCICHHO

get through — 1o03BOHHUTHCS

annoy — pasapaxarb

frustrating [frAst'reitin] — paccTpanBaromui, pa3apa’karomiuii,
attire [o'taio] — Hapsia, omexnaa



immaculate [i'maekjulot] — 6e3ynpednsiit

jewelry ['d3u:o1ri] — roBenmmpHBIE U3IENHA, YKPAIIICHUS
well-groomed — yxosxeHHBIH

necklace — oxepenbe

match — HoaXoauTh

nail-varnish ['neilva:nif] — mak mrst HOTTEH

heavy make-up — MHOTO KOCMETHKH

perfume ['pa:fjuim] — apowmar, 3anax, 61aroyxanue, TyxXu

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.

Bonpocs! u 3ananus:
1. [ToAroTOBBTECH K OOCYKIIEHUIO TEOPETUIECKOTO MaTepHara.

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?

1) What can you do well?

g) What do you have to do at your classes today?

8. Translate and learn the following conversations:

1) — Mr. Clifford, Mr. Banes is here. He wants to talk to you. He says he has an important question to
discuss.

- All right, Cindy. Show him in.

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

3) — Can I go home a bit earlier today, Mr. Clifford?

- Yes, you can. But you must send off these letters first.

9. Reading with a dictionary

Read another text about secretary's duties. Write out word combinations which describe things this
secretary does. Find in the text words and word combinations which mean the same as the following:

to have a lot of things

to do business engagements

to answer the telephone

to type letters

I have a lot of responsibilities at work. My boss, Mr. Keller is often away from the office and I am to
make his travel arrangements.

I book all the trains, planes and hotels, fix up his meetings and sort out the papers he needs to take with
him. When Mr. Keller is not away I type his correspondence, make appointments for him, talk to the
visitors and take telephone calls. I also do the filing. At the meetings I usually take the minutes. And I'm
also responsible for circulating memos to other members of the staff.

So, you see, I'm very busy most of the time at work.

10. Listen to the text on the tape and fill in the missing words
In what way is this text different from the text in unit three?

........ years ago Mr..........and.........of  his..............started  a.......of their own. Mr.
Clifford............ U then. There was............ ONe.....cevnees in ite......... was
- TR , some shelves,............. chairs, R and =Y o RO type-writer n
NiS..viiiiiiecieeiei,

There nothing else.

Mr. Clifford............... 1010 SO then......ccocenee. did everything..........

IIpakTuueckoe 3ansaTue Nel8. busnec-kommyHukanus B aeiicreuu. buznec-n1anu. Ceerckas
Oecena.
Opranu3zaionHas GopmMa 3aHATHS: TPaIULUOHHBIA CEMUHAP.
Hens: ¢opmupoBaHHe y CTYOCHTOB pEYEBOH, S3BIKOBOM M KOMMYHUKATHBHOM KOMIETEHIHMH IS
OCYIIIECTBJICHUS JIJIOBBIX KOHTAKTOB.
B pesynbTare ocBO€HHE TEMBI CTYJIEHT JOKEH



3HaTb: OCHOBBI pa6OTI)I C Ppa3jIn4YHbIMHU HUCTOYHUKAMU I/IH(i)OpMaHI/II/I; OCHOBHBIC T'paMMAaTHYCCKHC
SIBIICHUS, XapaKTepHbIC s MPOPECCHOHANBLHON peYH; JEKCHYSCKHE U CHHTAKCHYECKHE OCOOCHHOCTH
o(UIHAaTHEHO-/IEIIOBOTO CTHIISI B AHTJIHICKOM SI3BIKE.
YMETh: BECTH JICJIOBYIO CBETCKYIO Oecely; CTPOHMTh JMAJOTMYECKYH0 U MOHOJIOTMYECKYI0 pedb C
UCIIOJIb30BAaHUEM Hamboliee yMOTPEOUTEIbHBIX JIEKCUKO-TPAMMATHYECKUX CPEICTB B  OCHOBHBIX
KOMMYHHKATUBHBIX  CHUTyallHsaX  OQUIMATbHOTO  OONICHWS;  TOHMUMATh  JIHAIOTUYECKYI0 H
MOHOJIOTHYECKYIO PEUB 10 U3yUYEHHOH TEME.
AKXTyaJTbHOCTh T€MBI: 00YCIIOBJIEHa HEOOX0AMMOCThIO oBnaieHnst YK-4.
TeopeTtrueckas 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 — MEXKyJIbTYpPHOE OOIIIEHHE

interpersonal interaction — Me>KIMYHOCTHOE B3aUMOJACHCTBHE

diverse background — paznuunbie, HecXoHBIE (POHOBBIC 3HAHUS

verbal — cioBecHbIH

nonverbal — OTHOCSIIMICS K HECTIOBECHON MH(POPMAaLIUH, HECTIOBECHBIH
multiple — pasHOOOpa3HBI

identifiable — pazmuauMbIi

preference — npeamourenue

revert — oOpamaTbcsi BHOBb, 00paIaThCs

context — cUTyanus, OKpy>XeHue, cpesia, (OKpysKkaromiasi) 00CTaHOBKa, 00OCTOSTEIbCTBA, COCTOSTHHE
pace — CKOpOCTb, TEMIT

rational — palOHaNIBHEIH, IleTIeco00pa3HbIi

emotive — SMOIIMOHAIBHBIH

assertiveness — yBepeHHOCTh B ce0e

age — cTapocCTh, MPEKJIOHHBIN BO3PACT, CTapIlee MOKOJICHUE

assumed — npeanonaaraeMblii, 10MyCKaeMbIi

unambiguously — HeZIByCMBICTIEHHO, OZJHO3HAYHO

disrespectful — HeBEKITUBEII

precisely — TouHO, B TOYHOCTH

understanding — ocMbICIeHIE, TOHUMaHHE, TOCTHKCHHE

beating around the bush — moaxoauTk K ey U3maaeKa, TOBOPUTH OOMHIKAMHU, XOIUTH BOKPYT J1a OKOJIO
directness — OTKpOBEHHOCTB, MPSIMOTA

equate — IpUpPaBHUBATh, CYUTATH PABHBIM

convey — BbIpaXkaTb, IIepeaaBaTh

subtle — HEYIOBUMBIH, €/1Ba pa3THYNMBIH

indirectness — yKIIOHYMBOE MTOBEJICHNE, BBOALICE B 320y K IeHHE
politeness — BeKIIMBOCTD, YYTHBOCTh, 00XOIUTEILHOCT

speech pattern — KapTHHA PEYEBBIX CUTHAJIOB, MOJIETb PEYEBOT0 OOIICHHS
engagement — eITEIbHOE y4acTHE, B3aUMOJICHCTBHE

reflection — pa3MbIlieHUEe, 00yMBIBAHUE; PA3AyMbe

thoughtfulness — rimy6oxomeIcIe

status — 00IIEeCTBEHHOE OJIOJKEHNE, MTOJI0KEHHE B 00IIECTBE/KOMITAHUN
ritualize — cobmogaTh 0OPsABI

convention — TpaaWIKs, IPaBUJIa IOBEICHHUS; YCIOBHOCTD



linear — mpsAMOTMHEHHBIH

take turns — nenath (4T0-IM00) IO OYEpear, AEUCTBOBATH TOOYEPETHO

people-oriented — opreHTHPOBAHHBIN Ha TIOBEICHUE JTIOACH

passionate — moJBep>KEHHBII CTPACTAM, MUKW, CTPACTHBIN

morale — MOpabHOE COCTOsIHUE, OO HACTPOIt

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 — HaBBIKM U CTHIIN IIOBEAEHUS

reduce — ocnabnATh, HOHMKATh, COKPALIATh, YMEHBIIATh

confusion and miscommunication — 3aMemaTeNbCTBO/MyTaHHIIA U OIIMOKH B TIpoIiecce OOIIeHHUS
tips — MOJICKa3KH

host culture — pognas/6a3oBas KyabTypa

do research — m3yuurs

background noise — poHOBBIE TOMEXH, TOCTOPOHHUH IITYM

crowd — Tonmna

specific setting — cnerimanbHast 06CTaHOBKa, OCOOBIM 00pa30M OpraHN30BaHHOE BPEMS U MECTO JIEHCTBHSA
lighting — ocBemenue, cBeT

space setup — opraHu3anus NpoCTPaHCTBA

sensitivity — BOCIPUMMUYUBOCTB, CHOCOOHOCTD K OBICTPOMY pearupoBaHUIO

be patient — 3amacTHCh TepIIEHUEM

tempo — TeM1n peun

tolerate — orycKaTh; TEpIETh, MO3BOJATH, pa3pellaTh

ambiguity — IBYCMBICIIEHHOCTb TOJIKOBAaHHS, HEACHOCTD



make S€NS€ — UMCTh CMBICII, OBITH ITOHSITBIM

encounter — MepBbIi OMBIT (OOIIEHUS ¢ YeM-T100), IEPBOEC 3HAKOMCTBO, HEOXKUIaHHAS BCTpeUa
resolve — pazpemrats (mpoOieMy), UCTIPaBIIATh, PEIIATh

point of being irresolvable — aTarm, HaurHAast ¢ KOTOPOTO YTO-JIMOO CTAHOBUTCS HEPa3pelInMbIM
collective pronoun — cobupaTeabHOe MECTOMMEHHE

defuse — CHATBH OCTPOTY, CTIIAKUBATH, CITyCKATh HA TOPMO3aX

refer to people by name — oOpamarbes K JIOIIM 110 IMEHH

comments — KOMMEHTApHH, CYXKICHUS

areas of agreement — BOIIPOCHI, MO KOTOPHIM BO3MOKHO COTJIAIICHHE; chepa COrTacusl
outweigh — mepeBemuBaTh; ObITH 00JICe BaKHBIM

isolate — BBIOpaTh, BHIACTHTH

benefit — u3BIEKaTH MOJB3Y, BHITOIY

Bompocs! v 3ananus:

1. IToaroToBBTECH K 0OCYXKISHUIO TEOPETHUECKOT'O MaTepraa.

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. It’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
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message

miscommunication nonverbal communication
opening
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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
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Crnncok peKOMEHyeMOM JINTEPATYPhI



BBEJEHHUE

OCHOBHOW IIENIBI0  CAMOCTOSITENIBHOM PabOThl  CTYACHTOB SBISETCS IOBBIIICHHE
HCXOJIHOTO YPOBHS BJIAJICHHUS WHOCTPAHHBIM SI3BIKOM, JOCTUTHYTOTO HA MPEIBIAYIICH CTyIeHU
o0Opa3oBaHMs, M  OBJAJEHUE CTYACHTAMH HEOOXOIUMBIMH  JOCTAaTOYHBIM  YPOBHEM
KOMMYHHUKATHBHOM KOMIIETEHIIMM JUIS PEIICHHs 3a7ad MEXKIMYHOCTHOTO W MEXKYJIbTYPHOTO
B3auMoieiicTBUA. M3yueHre HHOCTPaHHOTO S3bIKa MPU3BAHO TAK)KE 00ECTICUUTh:

MOBBILICHUE YPOBHS yueOHONH aBTOHOMHUU M CIIOCOOHOCTH K CaMOOOPa30BaHHUIO;
pa3BUTHE KOTHUTHBHBIX U HCCIIEOBATEIbCKUX YMEHHIA;

pa3BUTHE UHPOPMALMOHHON KYJIbTYpPHI;

paciIpeHre Kpyro3opa u MoBbllIeHHE O01Iel KyJIbTypbl CTYI€HTOB.

CamocrosTenbHas paboTa CTYJICHTOB 3aHMMAET BaXHOE MECTO B y4eOHOIl HaydyHO-
HCCIIEI0BATEIbCKON JIESTEIbHOCTH CTYAEHTOB. be3 camocTosTenbHOW paboThl HEBO3MOXKHO HE
TOJIBKO OBJaJieHuE JH000N BY30BCKOM AMCLMILIMHONW, HO M (POPMUPOBAHUE CIEIUAINCTA KaK
npodeccuoHansa. B MIMpPoOKOM cMbIcie MOJA CaMOCTOATENBHOW pPaboTON cieayeT MOHMMAaTh
COBOKYITHOCTB BCEH CAMOCTOSATENBHOU JIESITeTbHOCTH CTYACHTOB, KaK B yUeOHOU ayIUTOPHH, TaK
U B HEe, B KOHTAKTE C MPENoaBaTeeM U B €r0 OTCYTCTBHE.

VYcunenue poiau caMOCTOSITENIBHOM paboThl CTYJIEHTOB O3HAa4yaeT NPUHLIMIHAIbHBIN
NEPEeCMOTP OpraHu3ali y4yeOHO-BOCIMTATENLHOIO IIpollecca B By3€, KOTOPBIH JODKEH
CTPOUTHCS Tak, YTOOBI pPa3BHBATh YMEHHE YUHUTHCS, (POPMHPOBATH Yy CTYJEHTA CIIOCOOHOCTH K
CaMOpPa3BUTHUIO, TBOPUECKOMY INPUMEHEHUIO NOJIYYEHHBIX 3HaHMH, crocobaM ajanTtaluu K
poeCCHOHATILHOM IEATETFHOCTH B COBPEMEHHOM MHPE.

EEREEE



1. OBIIASI XAPAKTEPUCTUKA CAMOCTOATEJBHOM PABOTBI
OBYYAIOHIETI'OCHA

[Tox camoctositenbHON pabotoit cryaeHtoB (CPC) moHMMaeTrcss COBOKYITHOCTH BCEH
CaMOCTOSITETTFHOU JIEATEIILHOCTH CTYACHTOB, Kak B Y4eOHOU ayJUTOPHH, TaK U 32 €€ MpeIeIaMH,
B KOHTAKTE C MPENoJaBaTesIeM U B €ro OTCYTCTBHUE.

Llenp camocToATEeTLHONW pabOTHI CTYACHTA — HAYYUTHCS OCMBICICHHO U CaMOCTOSITENEHO
paboTaTh ¢ y4eOHBIM MaTepuajoM W HaydyHOW WHMOpMaIued, oBlIaaeTh (yHIaMEHTAIbHBIMU
3HAHUSMH, YMEHUSMH ¥ HaBbIKAMH B cdepax akaJeMU4YecKo, TpodecCHOHATHLHOU U
COLIMATbHO-TYMAaHUTAPHON  J€STENbHOCTH, CQOPMUPOBATH OCHOBBI CAMOOPraHMU3ALMU U
CaMOBOCITUTAHMSI C TEM, YTOOBI IPUBUTH YMEHHUE B JAIBbHEUIIIEM HETPEPHIBHO MOBBIMIATH CBOIO
podeccHoHaNbHYI0 KBaTU(PUKALUIO.

3agauamu CPC sBasgroTcs:

— CHUCTeMaTH3alhsl W 3aKPEIUICHHE TMOJYYCHHBIX TEOPETHUYECKUX 3HAHMM W TMPAKTUYECKHUX
YMEHU;
— yriayOJieHre U pacuIMpeHue TEOPETUYECKUX 3HAHMUI;
— (hopMHpOBaHKE YMEHHUI UCIIOJIB30BAaTh YIEOHO-CIIPABOYHYIO JIUTEPATYPY;
— pa3BUTHE TO3HABATENbHBIX CIOCOOHOCTE MW AKTUBHOCTH CTYJEHTOB: TBOPYECKOM
WHUIMATUBBI, CAMOCTOSITETFHOCTH, OTBETCTBEHHOCTH U OPTaHU30BAHHOCTH;
—(popMUpOBaHHE  CaMOCTOSITEIbHOCTH  MBINIICHUS, CIIOCOOHOCTEH K  CaMOpPa3BHUTHIO,
CaMOCOBEPILICHCTBOBAHUIO U CAaMOPEATTN3aLINH;
— pa3BUTHE UCCIIEIOBATENBCKUX YMEHUM;
— HCIOJIb30BaHUE MaTepuasia, COOpPAaHHOTO M MOMYYEHHOTO B XOJI€ CaMOCTOSITENIbHBIX 3aHATHIA
Ha MPAKTUYECKUX 3aHITHIX, IS 2P (HEKTHBHOM MOJTOTOBKH K 3a4€TaM U dK3aMEHaM.
~ OCHOBHBIMHU BUJAMH CAMOCTOSITEIBHON paOOTHI CTYACHTOB SIBISIOTCS:
. CamMocmosmenbHoe uzyienue 1umepamypol,
[enb: caMOCTOATENBHO JAETATBLHO U3YYUTh TEMBI, IIPE/ICTABICHHbBIE B pabouell mporpamme.
3amauyn: npuoOpeTeHue HaBblKa PAOOTHl ¢ UCTOYHHKAMHU W JIMTEPATYPOH; YMEHHUS TPaMOTHO
COCTaBJISITh KOHCIIEKTHI M TIOJIb30BATHCSI MMH; BBISIBIIATH Pa3JIMUYHbIC TOUKH 3pEHUS Ha MPoOIemMy
_ ¥ CTEIEHb €€ pa3pabOTaHHOCTH B JIMTEPATYPE.
. nooeomoska K npakmuyeckum 3auamusm  (BBIIIOJIHEHHWE JOMAIIHUX 3aJaHui) U K
co0eceI0BaHuIO M0 UHIUBUIAYAJIbHBIM 33/JaHUSM;
Lens: yrny6nenue 3Hanus y4eOHOT0 MaTepuara.
3amaun: OCBOWTH OTENbHBIC BOMPOCHI B paMKax H3y4aeMOW UCHUIUIMHBI; TPaMOTHOCTb,
TIOCJIEIOBATENbHOCTh W PALMOHAIBLHOCTh U3JIOKEHUSI TMOJAIOTOBJIEHHOTO MaTepuajla BO BpeMs
MPAKTUYECKOTO 3aHSTHSL.
-cocmaenenue 210ccapus no mekcmy.
[enb: cocTaBUTH 0a3y HOBBIX JIEKCUYECKUX STUHMUII.
3anaumn:
* CaMOCTOSITENIbHAS MTO3TAIHASL 0TPAO0TKA yUECOHBIX IJIEMEHTOB;
* pa3BHUTHE NPAKTHYECKUX YMEHUI;
* (opMmupoBaHHE YMEHHI HWCHOJIB30BaTh HH(POPMAIMOHHBIE WCTOYHUKU: CIPABOYHYIO U
CHELMATIbHYIO JINTEPATYDPY .

[Ipuctynas kK caMOCTOSITEJIbHOMY M3YYEHHMIO JHMTEpPaTypbl 10 Y4eOHON IUCHUIUIMHE
«VlHOCTpaHHBIA S3BIK», HEOOXOAMMO: O3HAKOMUTBHCS C pabouell NporpaMMoii; B3sTh B
OuOIMOTEKE PEKOMEH/JIOBAaHHbIE YYEOHHKM U YyueOHbIE IOCOOUS; IOJIYyYUTh Y BEIYyIIEro
IIpernojaBaTeisi B DJJEKTPOHHOM BHJAE METOJWYECKHME DPEKOMEHIAUUM K IPaKTUYECKUM U
CaMOCTOSITENIbHBIM pa0oTaM; 3aBECTH HOBYIO TE€Tpajb JJIsl KOHCIEKTUPOBAHUS TEOPETUUYECKOIO
MaTepuaia U BBIIIOJHEHUS IPAKTUYECKUX 3alaHuM.

Jnst u3ydeHMs] JUCUUIUIMHBI TpeJularaercs CIHUCOK OCHOBHOM M JIONOJHUTEIbHOU
murepatypel. OCHOBHasi JMTeparypa IpelHa3HauyeHa Juid  00sA3aTeIbHOIO  U3y4YeHMs,



JOTIOJTHUTENbHAS — MOMOXKET Oo0Jiee TITyOOKO OCBOUTH OT/ENbHBIE BOIIPOCH B PAMKAX M3y4aeMOi
JVCIIUTUTAHBI.

B xoze moAroToBKM K NPAKTHYECKHM 3aHATHUAM CTYAEHT O0s3aH OCYIIECTBISTH
KOHCIIEKTUpOBaHHWE Y4yeOHOro Mmarepuaia, oco0oe BHHMMaHME, oOOpaimas Ha TEOopHIo,
(OpMYIMPOBKH, PACKPBIBAIOILINE COJEPKAHUE TEX WJIM HHBIX T'PAMMATHUECKUX U S3BIKOBBIX
MOHATHH. B pabo4ynx KOHCHEKTax >KeNaTeIbHO OCTAaBJIATH TOJsI, HA KOTOPBIX CIEAYET IeaTh
MIOMETKH, JIOTIOJIHATH MaTepuall, OpMyIMPOBATH BBIBO/BI U MPAKTUUYECKUE PEKOMEHIAIHH.

CamocrosTenpHas paboTa CTYJCHTOB HaJl MaTEpUAIIOM YYeOHOH TUCIMIUIMHBI SIBISICTCS
HEOThEMJIEMOI 4acThi0 y4eOHOro IMpolecca M JOJDKHA MpearnojiaraTh yriayOleHue 3HaHUS
y4eOHOTO MaTepualia, HW3JaraeMoro Ha ayAWTOPHBIX 3aHATHAX, W  TNPHOOpPETCHHE
JOTIOJTHUTENBHBIX 3HAHUH MO OTJENIBHBIM BOIIPOCAM CaMOCTOSITEIBHO.

KoHcnekT TeMbl — TUCBMEHHBIN TEKCT, B KOTOPOM KPAaTKO M IMOCIIEIOBATEIHHO H3II0KEHO
coJiepKaHuEe OCHOBHOI'O MCTOYHHMKA MH(popMmanuu. KoHCeKTHpOBaTh — 3HAYUT MPUBOAUTH K
HEKOEMY TIOPSIKY CBEIEHHs, IOYEpIHYThIle W3 OpHWIMHaja. B oOcHOBe mporecca JIeKUT
cucTeMaTH3anus
MPOYMTAHHOTO WJIM YCIBIIIAHHOTO. 3allMCH MOTYT JIENIaThCsl KaK B BHUJIE TOYHBIX BBIJICPIKEK,
LIUTAT, TaK U B popMe CBOOOIHON MOJauu CMBICIIA.

NuauBuayajbHble 3aJaHusl TPU3BAaHBl PACHIMPUTH KPYro30p CTYIEHTOB, YIIyOUTh HX
3HAHUS U Pa3BUTh YMEHUS HCCIIEI0BATEIbCKOM IeATEIbHOCTH, IPOSBUTH 3JIEMEHTHI TBOPUECTBA.

CobeceoBanne — CpeICTBO KOHTPOJIS, OPTaHM30BAHHOE Kak CIeNUalbHas Oecena
IpernojiaBaTessi CO CTYAGHTOM Ha TEMBbl, CBS3aHHbIE C M3y4aeMOW JUCHUIUIMHOW, U
paccunTaHHOE Ha BBISICHEHHE OObeMa 3HaHW OOydaromierocss MO OINpeNeIeHHOMY pasfeny,
Teme, mpodemMe u T.11.

I'noccapwmii - cioBapb, KOTOPBI MTOMOTaeT OCBaMBATh HOBBIC JICKCUYECKUE EIIUHUIIBI IO
teme. B rioccapuii HeoOX0AMMO 100aBIATH CHELHATIBHYI0 TEPMUHOJIOTHIO, aO0OpeBHATyphl U
COKparteHus, (hpa3eoorndecKue eAMHUIIBI U TIp.

Kaxip1ii BUj caMoCTOATENbHOM paboThl UMEET onpeeeHHbIe (POPMBI OTYETHOCTH.

B Xozme BBIMONHEHHSI CaMOCTOSATENBHOW pabOTHI CTYIEHT IOJDKEH IMPOJEMOHCTPUPOBATH
c(OPMHPOBAHHOCTh KOMIIETCHIIUU:

Kon DopMYJIHPOBKA:
YK-4 CriocobeH MpUMEHATh COBPEMEHHBbIE KOMMYHUKAaTHUBHBIC TEXHOJIOTHH,
B TOM YHCJI€ Ha MHOCTPAaHHOM(BIX) S3bIKe(aX), I aKaAeMUYECKOTO U
PO eCCHOHAILHOTO B3aUMOIACHCTBUS

2. METOJJMYECKHUE PEKOMEHJIAIIMA K CAMOCTOSATEJBbHON PABOTE
2.1. CamocTosiTeibHasi padoTa HaJ (POHETHKOIl HHOCTPAHHOIO A3bIKA

Omnpenesurech ¢ BAPUAHTOM AHIVIMHCKOr0. BapHaHTOB aHIVIMHCKOTO MPOM3HOLIEHHS CYIIECTBYET
MHOTO: KaHaJCKNH, aBCTPAIMHCKUM, CpelHEaTIIaHTHUeCKUd U T. A. OJHAKO CaMbIMU MOIYJIIPHBIMHU
SBIISIFOTCS. OpPUTAHCKWN W aMepHKaHCKWI aHrimiickuid. [IpoW3HOIIEHHE B 3THX ABYX Pa3HOBUIHOCTSIX
OJIHOT'O sI3bIKa OTJINYAETCS JOBOJIBHO CUJIBHO.

IIpoananu3upyiite cBo peyb. BeiOepute Kakoi-HHMOYIb aynO- MM BUACOPOIHK C TEKCTOM 3aIHCH.
ITocmymaiite, Kak MPOU3HOCHUT €ro HOCUTEND. [locie 3TOro NpodTUTE TEKCT CaMOCTOSATENBHO U 3aIIAIINTE
Ha qukTodoH. [Ipocnymaiite cBO# Toioc U CpaBHUTE C PEUbi0 HOCHTEINS, ONPEACIUTE, KAKUE 3BYKH BbI
MIPOM3HOCHTE HEBEPHO. BOT Hal STUMHK caMbIMHU 3ByKaMH MBI U MpeiaraeM BaM nopaborats. EcTh ere
OOUH MHTEPECHbIM M  HAIEXHBIH crnoco0 MPOBEpUTh CBOE IPOU3HOLIEHHE —  PEcypc
https://speechpad.pw/prononce.php. OH MO3BOISIET OIEHUTH, HACKOIBKO XOPOIIO M TOYHO 3BYYHT Balla
peub. CailiT paboraer KoppekTHO yepe3 Opaysep Google Chrome. IIpocTo BKJIIOUHTE TapHUTYPY,
Ha)KMHUTE KHOTKY “Start recording” u npousHecuTe JiI000€ CI0BO WIIM NpeAToKEeHHE. B HIKHEM OKOIIKe
IporpamMma MoKakeT BaM, HACKOJBKO TOYHO BBl MPOU3HECIH 3BYKH B TPOIIEHTHOM COOTHOIIeHWHU. Ecin
KaKOM-TO 3BYK BbI IIPOU3HOCUTE IIJI0XO0, TO YBUAUTE: IIporpaMMa paclio3Hajaa COBCEM ApYyroe ciioBo. Bam
Cpa3y CTaHET MOHATHO, KaKWe 3BYKH y Bac IMOJY4YarOTCs, a HaJ KAKMMH CTOUT MOTPYIOUTbCA. A eciu




MOCTaBHUTh TAIOUKY BO3ie clioBa Recording, mporpamma 3amuiieT Bairy pedb, Bl MOXKETE MPOCIYIIATh,
KaK 3ByYUTE CO CTOPOHBI.

[IpaBuiibHOE aHTJIIMHCKOE MPOU3HOUIEHWE — 3TO KapTHUHKA-TasJ, cocTofAmas u3 4 Ba)KHBIX
9JIEMEHTOB: NPAaBWJILHOW apTHKYJSLUH, YJapeHHs, UHTOHAMU M CBSI3HOCTH peud. UToObl KapTHHKA
coOpanach M BBITJISIENA KpacuBo, HeoOXoanmMo paboTaTh HaJ BCEMH €€ COCTAaBISIOMIMMH, BEIOb Y
KaXIO0TO M3 HHUX €CTh CBO€ Ba)KHOE MecTo. MTak, 94TOOBI yNy4IINTh aHTIIMHACKOE MPOM3HOIIECHUE, BaM
HE0OX0MUMO OyIeT:

- BoipaGoTaTh NPaBUIbHYI0 APTHKYJSIUMIO. APTHKYJISLUS — 3TO TOJOXKEHHE M JBIKEHHE BCEX

opranoB peuu. OT MpaBUIBHON apTUKYJIALWN HAPSIMYIO 3aBHCUT YETKOCTh Mpou3HoteHus. [lonoxenne
OpPraHOB PEYM IPH Pa3rOBOPE HA PA3HBIX SA3bIKAX OTIUYACTCS, MIOATOMY, YTOOBI aHTVIMMCKUI HE 3Bydal
MO-PyCCKH, HEOOXO0AUMO MPUYUYHTH CeOsl MPABUIBHO paCIofiaraTh S3bIK M IyOBI MPH MPOM3HECEHUH TEX
WJIM UHBIX 3BYKOB.
- Caenutsb 32 ynapenneM. HeBepHO MOCTaBIIeHHOE B CIIOBE yJIapeHHUE MOXKET COMTH C TOJKY HOCHTeNeH
SI3BIKA U CTATh MPUYMHON HermoHuMaHus. OTCI0a BEIBO: CIIEIUTE 3a peublo. Ecian He yBEpeHBI B KAKOM-
TO CIIOBE, OOpaTHTECh K OHJIAWH-CIOBAapIO U MOCIyIIAiTe, Ha KAaKOW CJIOT HY’KHO AeJaTh ylapeHHe B TOM
WM WHOM CJIOBEe. AMEpHKaHeI Wik OpHTaHeI] MOTYT MPOCTUTh BaM HE COBCEM BEPHOE MPOU3HOIIECHUE
coueranus /th/ wim pycckoe /p/, HO HEPABWIBHOE yIapSHUE MOXKET CTaTh MPUIMHON HETIOHUMAaHHUS.

- Pagorarp nHan unronanueii. [IpaBunbHas HHTOHALUS U JIOTHYECKOE YAAPEHUE — €MIe OJMH KoY K

TOMY, KaK yJIy4IIUTh MPOM3HOLICHHE Ha aHTJIMMCKOM fA3bIKE. YUHWTeCh MHTOHALUK Y HOCHUTENECH S3bIKa:
CIIyIIaiTe ayAno3aliCH W CMOTPHUTE BUAEO PA3IUYHON TEMaTHKH, MOBTOPSITE (pas3sl 3a CHHKEpaMHU.
WNHocTpaHIbl OTAMYAIOTCS JKCIPECCHMBHONM MaHEpoil OOIIeHHs, HaM OHa HMHOTJA Ka)KeTCS HEMHOTO
CTpaHHOW W HM3JIMIIHE dMONMOHAIBHOU. OIHAKO €CIM BBl XOTHTE TOBOPUTH IMO-aHTIIMHCKU 0€3 aKIIeHTa,
TO MHTOHAIIUS — 3TO TO, HAJ YeM HYKHO IOpadoTaTh.
- PaGotaTth Hax cBSI3HOCTHIO peun. B 00buHOI Oecene MBI HE MPOU3HOCHM PEYb MO CXEME «CIIOBO-
ray3a-cjoBo-Tay3a». Mbl TOBOPHUM CBS3HO, CJIOBa CIMBAIOTCS B €JIMHOE TpejajiokeHue. B pasroBope
OKOHYaHHE TPEBIAYIIET0 CJIOBa CIMBACTCS C HAYaJIOM IMOCIEAYIONIET0, ATO TO3BOJISIET PeYd 3BYdYaTh
€CTCCTBEHHO W TUTaBHO. Tak MBI 3HaeM, 4yTOo OyKBa, TOYHEEC 3BYK /I/ B KOHIIC CIIOBa B OpHUTAaHCKOM
BapuaHTe aHIIMHCKOro OOBIMHO HE Mmpou3Hocutcsi. Hampumep, B croBe car (Mammuna). OQHAKO eciu
Mocjie CJ0Ba, 3aKaHYMBAIOIIErocsi Ha 3Ty OYKBY, CTOMT CJOBO, HauMHaromleecs C TJacHOW, To /r/
npousHocutces. Hampumep, B mpemioxennn The car is here (MammHa 37ech). Jlemaercst 3T0 kKak pa3 s
0oJ1ee TUTaBHOTO 3ByUYaHUs PEYH.

Kak yay4ymuThs Npon3HoLIeHre Ha aHTJIHICKOM
PaboraiiTe Hax HABBIKOM ayaMpoBaHusi. YeM sydiie Bbl TOHMMAETe aHIIMHCKUIN S3BIK Ha CIyX, TEM
nydiie OyJeT Ballle IMPOU3HOIICHUE. Y MHOTHX JIFOJICH BO3HUKAIOT CIOXKHOCTHU C MTPOM3HOIICHHEM KaK pa3
M3-32 HEJJOCTATOYHOM paboThI ¢ aynupoBaHueM. UeMm dalre Bbl CIyIIaeTe HHOCTPAHHYIO pedb, TEM YeTue
pazimuaeTe 3ByKH. JJOBOJIBHO 4acToO OMIMOKH B IPOU3HOIICHUH CBSI3aHBI C TEM, YTO MBI IMEEM HEBEPHOE
MIPEJICTaBIIEHUE O TOM, KaK 3BYYHT CJIIOBO WM 3BYK. UTOOBI 000CHOBATH ATy TOUKY 3pEHUS, TPUBEICM
MPOCTON TpHUMeEp: TMOocHymaiTe peub TiIyxuxX moged. OHM TNPOH3HOCAT cJoBa Tak, Kak cede 3To
MMpeaACTaBIAOT, BEAb HC HMMCIOT (bH?;I/I‘IGCKOﬁ BO3MOKHOCTH YCJIbIIIATh, KaK JOJDKHO 3BYy4YaTb CJIOBO.
NMeHHO mMOATOMY HX pedb OBIBaeT JJOBOJBHO CIOXKHO pa3o0OpaTh. OO0s3aTeNbHO ITOCBAIMIANTE
ayIupoBaHMIo XOTs O 10-15 MUHYT B JIeHB, TOT/Ia Y BaCc HE BO3HUKHET BOIIPOC, KaK Pa3BUTh aHTIINHCKOE
MIPOU3HOILIECHHE.

YuuTe TPAHCKPUNLIMIO AHIJIMICKOrO SI3bIKA.

Yuure ciioBa npaBuIbHO. BKIIOUNTE OHIANH-CI0Baph U MPOCIYIIAWTE HECKOJIBKO pas3, KaK IPOU3HOCUT
€ro HOCHTENb S3bIKa, WJIM OTKPONTE OOBIYHBIN CIOBaph M MPOYTHUTE (HDOHETUUECKYIO TPAHCKPHIILIHUIO.
Taxum 00pa3om, BBl cpa3y e BBIyUHTE BEpHOE NPOM3HOILICHHE CJIOBA — 3TO HAMHOIO NpOLIE, YeM
3ay4HTh ONMIMOOYHBIM BapHAHT, a 3aTeM NIepeydnuBaThCS.

Yuraiite Beayx. UteHne — 3aHsATHE, KOTOPOE MOMOXKET BaM COBMECTUTH MPHUATHOE C MOJIe3HbIM. Bo
BpeMsl YTEHHs BCIyX BBl JIelaeTe caMo€ Ba)XKHOE — MHCIIOJIb3YeTe CBOM TEOPETUYECKHE 3HAHUS O
MTPOM3HOIIEHNH Ha TIpakTHKe. He TopommTech, crapaiiTech 4eTKO M MPaBUIHLHO MPOTOBAPHUBATH KaXKI0E
CJIOBO, a €CJIM 3BYK BaM TPYJHO JTaeTCs, IIOBTOPUTE €r0 HECKOIBKO pas, MoKa He J00bheTech Oojiee-MeHee
MMPUWJINYHOI'O 3ByYaHMUs. A ecin BCTPETUJIM HOBOC CJIOBO, CMOTPUTEC HpeI[I)IILYHH/II‘/'I ITYHKT.

Hcnoab3yiite ckoporoBopku. IlonpoOyiiTe BBIOpaTh HECKOJIBKO CKOPOTOBOPOK, B KOTOPBIX
0TpabaTBIBAIOTCS TPYAHBIC UIS BaC 3BYKH M UYHUTAHTE MX ©KETHEBHO — 3TO 3alMET BCETO 5-7 MUHYT B
nenb. [Tombopka ckoporoBopok ¢ 03By4Koi http://engblog.ru/50-difficult-tongue-twisters

CMmoTpuTe cnenuanbHble o0ydaromue Buaeo. B lHTepHETE €cTh MHOIO BHAEOPOJIMKOB, B KOTOPBIX
HOCHTEJb S3bIKa MOAPOOHO pacCcKa3blBaeT, KaK MPABHILHO MPOU3HOCHUTH T€ WX HHBIE 3BYKH. [lpn 3TOM




HEKOTOPBIE CHHKEPHI JIaKe BKIIOYAIOT B CBOE BHUICO CXEMBI, N300paXKarollie MpaBHIbHOE MOJOKEHUE
opraHoB peud. [1o Takum pormmkaM MOYKHO Pa300paThCs, KaKk TOYHO JIOJDKEH 3By4aTh TOT WJIA WHOU 3BYK.
BpuraHckOMy NPOU3HOIIEHUIO MOYXKHO YUUTHCSI:

https://www.youtube.com/playlist?1ist=PL. D6B222E02447DC07 ,

amepHuKaHcKoMy — https://www.youtube.com/channel/UCvn_XCl mgQmt3sD753zdJA.

MoapaxkaiiTe peun HocuTesell sa3bIKa. BriOepure MHTEpECHOE BHACO WIM ayauO WM TIOCTApalTeCh
MOOUThCS 3By4YaHUs, KaKk y AukTopa. llompakaliTe Ka)XmoW MEIOYHM: MaHepe pasroBOpa, MHTOHAITUH,
aKIEHTy, JeNaiiTe JIorTuh4eckne may3bl U ynapeHus. Ilycte 3To m Oyaer cHavanma 3By4aTh CTPaHHO U
HEECTECTBEHHO /Ui BalllMX YIIEH, 3aTO MMEHHO TaKUM CIIOCOOOM TIpOIIE BCETO JTOOUTHCS BEPHOTO

AHIJIMHCKOT O [IPOU3HOLLEHUSI. st o0ydeHus y100HO HCII0JIB30BaTh cait
http://www.englishcentral.com/videos =~ — TaM NpeJCTaBICHbl COTHU THICSY BHUACO Pa3zHOOOpazHOU

TEeMaTUKH U JUIMHBL Bce OHM comepkaT CyOTHTpBI, pa30MThI 10 COOTBETCTBYIOIIUM TeMaM U YPOBHSIM
crnoxxHocTH. Tlociie mpocMoTpa BaM MPeIoKaT HECKOJIBKO YIIPaKHEHHH, CpeI KOTOPBIX €CTh M paboTa ¢
MPOU3HOIICHHEM — HY)XHO TPOU3HOCHTH (Ppas3bl M3 BUJICO 32 TUKTOPOM. YUUTHCS Y HOCHTENCH S3bIKa
MoOKHO 1 Ha http://www.engvid.com/. Beibepute pazgen “Pronunciation” u oTKpoiTe Al cesi ceKpeThl
MPaBUJIbHOM aHTTTUHCKON peyn.

2.2. CamocrosiTeIbHAsi pa00Ta HAJ JTeKCHKOH HHOCTPAHHOIO A3BIKA
3annMaiiTech Ha 00y4YAIOIINX caliTax:
http://esl.fis.edu/ B mompaznene First words crmoBa mist ypoBreit Beginner u Elementary pa3zoutsr mo
TeMaTHKaM. boJblias 4acTh yOpa)KHEHUI NPEACTABICHA B BUJIE BU3YaJIbHOTO cioBaps. [limroc B ToM, 4To
BaM HE JAIOT MEPEBOA HAa PYCCKUH SA3BIK, MO3TOMY B MAMSTH BO3HHUKHET acCOLMALMS: ONpeAeICHHas
KapTHHKa CBs3aHa CO CIIOBOM Ha aHIJIMICKOM s3bIke. Kpome BH3yalnbHBIX YIPaXHEHHUH, Bbl HalieTe HE
MCHEC HHTCPCCHBLIC pa3sBUBAIOIIME 3aJlaHUd Ha IOMCK CHMHOHMMOB M aHTOHHMMOB K CJIOBY, a TaKiKe€
3aJaHusA-BONIPOCHI, NPOBEPAIOIINE Balllkd 3HAHUSA JICKCUKHU TOM WJIN MHOM TEMATHKU.
http://www.learnenglish.de/
Ha caiite BB MOXeTe HAWTH (IIDII-KAPTOYKH B AIEKTPOHHOM BHJE U YUUTh aHTIHMICKHE CIIOBA OHJIAWH:
nporpeccuBHO W yaoOHO. Bam mpemiaraioT Tpu STama u3y4eHUs HOBBIX ciioB: CHadaja BBl IIPOCTO
CMOTpHUTE Ha CJIOBa U CTapaeTech 3allOMHUTh UX MPH MIOMOIIX acCOLUalny ¢ KapTuHkol. [lotoM Bam Ha
HEKOTOpOEe BpeMsl MOKa3bIBAIOT KapTHHKY, a BBl IbITAETECh BCIOMHUTH clI0BO. Ha Tperhem sTame BbI
TECTUPYETEC CBOU 3HAHUA: ITMIINUTE PAIOM C KapTHHKOfI CJIOBO Ha aHTJIMMCKOM SI3BIKE.
http://englishspeak.com/
[IpeacraBneHO HECKONBKO Pa3lesioB AJsl U3ydeHUs1 Hauboiee yrnoTpeOsseMbIX CIIOB, a TAKKE Pas3lelibl C
pasroBOpHbIMH (pazaMu, TAe Bbl MOXKETE YYUTh HOBBIC CJIOBa B KOHTEKCTe. Bce ciioBa 03BydYeHBI
HOCHUTENISIMH, YYHUTE UX M TOBTOpsAWTEe 3a nukropoM. Ilocme storo mepexoaute B pazzen 1000 Most
Common English Phrases. 3neck Bbl MOkeTe H3ydaTh HOBBIE CIIOBA B KOHTEKCTE.
http://freerice.com/
31ech BaM 10T TOJIBKO OJIHO YNPasKHEHUE: HE0O0OXO0AUMO YKa3aTh, YTO O3HAYAET TO WIIM UHOE CIOBO, TIPU
OTOM IMpeIararoT 4€ThIp€ BapuaHTa OTBCTA. To ecTb (baKTI/ILIeCKI/I BaM HYXXHO HOI[O6paTI: CHHOHHUM K
CIIOBY.
O0benunsiite cioBa nmo reMaTuke. OOBIYHO XOPOILIO 3alIOMUHAIOTCS TPYIIIBI CJIOB, OTHOCSIIMXCS K
onHoit teme. [losTomMy crapaiiTeck pa3duTh cioBa Ha rpynmbl mo 5-10 mwTyk u yuuts ux. DPQext
Pectropdda: genoBeueckuii MO3T U3 IpyNIbl OOBEKTOB JIy4llle BCETO 3a[IOMHHAET TOT, KOTOPBIA YE€M-TO
BeIIeNsieTcs. Mcnonp3yiiTe 310 monokeHne cede Bo Gyiaro: B TPYIITY CJIOB OJHOM TEMAaTHKH «BHEAPHUTE
Yy’KE€CTpaHLa» — BIMILIUTE CIOBO HECBA3aHHOW TeMaTtuku. Hanpumep, yuure ciioBa o reme «@pyKTbl»,
100aBbTE K HUM OJIHO CJIOBO 10 TeMe « TpaHcnopTy, Balllu 3aHATHS CTaHyT emie 3¢ dexkTuBHee.

TemaTu4eckuii cji0Bapb
TeMaTUUeCKWIA cnoBapb [pencrarnser coboW TeTpaab WM OJOKHOT JIJIs
3allUCH Balero Oyaymiero CIOBapHOro 3armaca —

=» nasmE lexical notebook. Takyro TeTpagp HyXHO Cpazy xe
é: pa36I/ITI> 10 TeMaM, HallpUMEP: pa60Ta, €aa, 4yBCTBa,
é: Good / Bad weather  Cold / Hot weather  Dry / Wet weather YacTd Tella U T. II. Ha Kaxxgoe ciIoBO KellaTelIbHO
?- OTBOJUTEL | CTpaHWIy WIIM XOTSI OBI IMOJOBHUHY — B
£  Weather forecast — npozro3 nozodel 3aBHCHMOCTH OT (opMara TeTpand W BEIWIHHBI
g:. Weather station — memeocmaoHUUA BallIero nmo4epka.

S.-t' To be under the weather — HesaXHO ceba HysCmaEoBams

i Weather permitting — npu dnazonpurmeol nosode

::. The weather can change quickly.



Ecin cnoBo wuMeeT HECKOJNBKO 3HAYEHHWH, JKelaTelnbHO HamucaTh 3-4 pasHBIX OIpeNeeHus.
TpaHckpunuus — 110 XeJaHUIo, €CM BaM ynoOHO ee yntaTh. OmpenesieHre CIoBa Ha aHTJIMHCKOM SI3bIKE
— YMECTHO, €CJM Balll YPOBEHb 3HAHHS CPEAHUI W BblmIe. Tak Bbl 3a0AHO BBIYYHTE €IIE€ HECKOJBKO
MOJIC3HBIX CJIOB W3 ompenenenus. ClioBa, coueraromuecs co cioBoMm (collocations). [TocMmotpute Ha
KapTUHKY C IPUMEPOM, TaM Bbl BUIUTE cloBocoueTanus bad weather, hot weather, weather forecast u T.
. DT BBIPAXEHUS JIydlle 3allOMHATCS BaM, YeM JIBa OTOPBAaHHBIX APYT OT Apyra ciosa. K Tomy ke, BbI
HEe OImMOeTecCh B COYETaHUM CIIOB. HECKOJIBKO MPUMEPOB YMOTPEOJICHHS 3TOTO CJIOBa B MPEUIOKEHH,
NpUYeM >KelaTeIbHO HamucaTh XOTS Obl MO OAHOMY NpUMeEpY Ha KaXI0€ 3alHMCaHHOE OIpeeIeHHE
ciioBa. CHHOHMMBI 1 aHTOHUMBI K CIIOBY. MIIMOMBI € yOTpeOJIeHHEM 3TOrO CJI0Ba, €CIM Balll ypOBEHb HE
Hiwke Intermediate m BBl coOupaeTech IOMOJHUTH CBOW CIIOBAPHBIA 3amac MOJE3HBIMH SPKHUMU
BEIpaKeHUAMU. HO HYXHO TNpHIEPKHUBATBCS MEpBl, HE CTOUT BBIIHCHIBATH BCE HIAMOMBI, KOTOpBIE
CBs3aHbl C BamuM cjoBoM. [locratouHo oxHoW mim AByX. KaprtuHka — mo sxemanuro. HekoTopbiM
JIOASM IOMOTaeT TaKoW MpHeM: IPU M3YUYCHUH CJIOBa OHM PHUCYIOT KapTHHKY K Hemy. Tak JieKcuka
HaYMHAET aCCOLMHPOBATHCS C ONMPEIETICHHBIM BU3YalIbHBIM 00pa30M U 3aIIOMHUHACTCS TPOILIIE.
Pucyiite mind map (uHTe/1eKT-KApTy). BBl Jerko BblydnTe aHTIUHCKHE CIOBA OJHOW TEMATHKU,
€CJIM HapuCyeTe WHTEUIeKT-KapTy wiu mind map.

( Bath towel ) ( Toilet ( Wirror o
%l_) )—J Takast cxema HarisaHO MOKAa3bIBACT, K KAKOH TeMe

OTHOCSTCS ClIoBa. A IIOKa BEI €€ pUCyCTE, JICKCUKA

Tableclath b Bathroom X
% k " 9& OTJIOKUTCS B MMAMSITH.

- : , OOpamaiiTe BHMMaHHe HAa TMPUCTABKU H
Dining raom table '—- Dining room Bedroom ——M

/ \ cyppurchl
pa— . e Bo Bpemst uTeHMs 3a0CTpsANTE BHUMAHHE Ha TOM,
Lo | f]\ E KaKk MpH TIOMOIIM MPUCTaBOK U cyddukcos
G G G 00pa3yroTcs HOBBIE CIIOBA U3 YK€ 3HAKOMBIX BaM.

OTO MOMOXKET BaM «IOYYBCTBOBaTH» A3bIK. Ilpu
MTOMOIIIA 3TOTO TIPOCTOTO NMPHEMa BO BpeMs YTEHHs BBl Oy/leTe M3ydaTb CIOBOOOpa3OBaHHE, NOWMETe
MIPUHLIUIIBI TIOCTPOCHUS HOBBIX CJIOB. BIOCIENCTBUM 3TO MIPUTOJUTCS BaM: BCTPETUB HE3HAKOMOE CIIOBO,
BBl CMOXETE JIOTaIaThCsl O €r0 3HaYeHUH 0e3 cI0Bapsl, HCXOAS U3 KOHTEKCTa M CBOETO OIBITA.

Haiinute ¢ppa3osbie riarobl. M3ydeHne ¢ppa3oBbix I7arojoB B OTPEIBE OT KOHTEKCTa OECIONe3HO: STH
CJIOBa HE TEPEBOJATCS Kak OOBIYHBIE THarosbl. Haifiaure ux B TeKcTe, BHIMUIINTE ceOe MpPEeIOKEHUE C
(hpa3oBBIM TJIATOJIOM, TIOCMOTPHUTE, KaKyl0 POJIb OH BEHIMOJHAET B Tekcte. [lompoOyiite cocTaBuUTh emie
HECKOJIBKO IMOJOOHBIX TNPEUIOKEHUH, HO YK€ OT CBOEro Juna. Tak BBl BEIyYUTE HOBYIO JIEKCHKY B
KOHTEKCTE U HE 3aIlyTaeTeCh C €€ YIIOTpeOICHHEM.

Hcnoab3yiiTe ci1oBapb CHHOHMMOB. BBl MOXeTe JOMOIHUTH CBOIO MHTEIUIEKT-KapTy I OOBIYHBIN
CJIOBAph CICAYIOIIUM o6pa30M. HaXOIII/ITe CHUHOHHUMBI K HOBBIM CJIOBaM W NHUUIIUTEC UX PAOOM, IIPU 3TOM
CpeIy HHUX JOJDKHO OBITH XOTs OBbI 1-2 3HAKOMBIX BaM CIIOBa, TOTJa 3allOMHUTh HOBYIO JIEKCHKY OynmeT
mporie. MOXXHO 3a0[JHO BHINMKMCHIBATD U aHTOHWMBI, HEKOTOPHIM JIOASM yAOOHO YYHTH Cpa3zy TaKue
rpynmnsl cioB. HaliTh CHHOHMMBI M aHTOHMMBI K CIIOBaM BaM TIOMOXET clioBapb Merriam-Webster
(http://www.merriam-webster.com/).

Onumute KapTuHky. [lompoOyiiTe mepecka3aTh TEKCT, IS HA WITIOCTPAIIMIO M UCTIONB3YS HOBBIE
cnoBa. He o0s3aTenpHO 4YETKO MPHUAEPKUBATHCS CIOKETHOW JIMHWM, TJIIABHOE — 3a/IeHCTBOBATh Kak
MOYKHO OONblIe HOBOW JEKCUKU. TakMM HEXUTPBIM CIOCOOOM MOKHO JIETKO PacIIMpPUTH CIIOBApHBIN
3arac aHIIMHACKOTO SI3bIKa.

CocTraBbTe HOBBIIT paccka3. [locie n3ydeHns He3HAKOMBIX CIIOB IMONPOOYHTE COCTaBUTH CBOM pacckas,
HCIIOJIb3Ysd BCIO HOBYIO JICKCHUKY. Ecim BB He J'IIO6I/ITe MNPpUAYMBIBATE HUCTOPUH, MOKCETC IIPOCTO
Nepeckas3arb TO, YTO MPOUYHUTANIH, HO C HEKOTOPBIMHU U3MEHEHUAMU. I1yCTh ONO0KUTENBHBIN T€PO CTAHET
OTPHIIATEIHHBIM B HA00O0POT.

2.3. CamocrosiTeIbHAsi paboTa HAJ TPAMMATHKOH MHOCTPAHHOTO A3bIKA
3anumajiTech Ha 00y4aKOIIMX caliTax:
http://learn-english-today.com/
Kpatkoe anrnosissranoe nmocobue mo rpammaruke. HecMoTpst Ha To, 4To Best HHGOpManus mpeacTaBieHa
Ha aHTJMHACKOM S3bIKE, COBETYeM MOIMpoOOBaTh YYHTh IpaMMaTHKy Ha STOM pecypce: Bce MpaBHiia
M3JI0KEHBI KPATKO M TIOHATHO, 0€3 JIMIITHEH TeOpHHu.
http://www.englishlearner.com/
Caiit ¢ TecTaMu IO TpaMMaTHKe 751 HAYMHAIOMINX HA aHTIIMHCKOM s3bIke. [lonpoOyliTe mpoHTH TECTHI C
noMeTKol Beginner, B HUX 3a1aHusl OpPUCHTUPOBAHbI HA HAYaJIbHBIH YPOBEHb 3HAHUM.




http://englishteststore.net/

http://agendaweb.org/
JIBa MOX0XKMX aHIJIOA3BIYHBIX CaiiTa ¢ TECTaMHU 10 IPaMMAaTHKE Ha aHIJIMHACKOM SI3BIKE JUIS HAUMHAIOIIHUX.

PaboTaliTe ¢ HUM aHATOTUYHO: BBITIONHANTE 3aJaHUs IO TEM TeMaM, KOTOphIE YK€ U3yUHITH, pa3oupaite
OLIMOKYU U IPY HEOOXOAUMOCTH MOBTOPSIITE TEOPHIO.
IIpakTukyiiTeck.

® JlepeBoauTe TEKCTHI C PYCCKOTO Ha AHTIIMHCKWI, BBIOJIHSIMTE YIpakHEHUS W3 Y4eOHHKA H
WntepHeT-pecypcoB, crapaidTech dalle YHOTPeOISATH pa3HOOOpasHblE TIpaMMaTHYEeCKue
KOHCTPYKIIMM B pa3rOBOPHON peun. JloBeAWTE HaBBIK WX HCIOJNB30BAaHUS 10 aBToMatu3Mma. He
OTpaHMYMBAWTECh MpUMEpaMH U3 OJHOrO Yyd4eOHHWKa. [lpuaymbIBaiiTe CBOM TNPHMEPEI
ynoTpeOIeHus apTUKJIsL, BpeMeH, aKTHBHOTO U ITACCHBHOTO 3aJI0I'0B, a TAK)KE MPOXOAUTE OHJIalH-
TeCThl Ha pa3HBIX caiWrax. MHOro pa3HOOOpa3HBIX TECTOB MOKHO HaWTH Ha caire
http://esl fis.edu/.

® He oOs3aTenbHO 3yOpUTh Hau3ycTh MpaBWiIa B TOM BHJIE, B KaKOM OHHU MpPEICTaBICHBI B
y4eOHUKE, TJIaBHOE — IMIOHATh W 3allOMHUTH NPaBUIBHOE YNOTpeOJeHHe TOH WM HHOU
KOHCTPYKITUH.

® 3aMmeuaTenbHBIN calT http:/www.engvid.com/ mpeasaracT BaM TNpPEKpacHbIE BUACOPOIIHKH,
KOTOpbIE IOMOTAIT pa3obparbcsi ¢ rpamMmarukoid. HecomMHeHHOe IpenMmyInecTBO pecypca —
JIeTKas rmojiada MaTeprana u OObSICHEHUS! HOCUTENEH SI3bIKa.

¢ [lompoObyiite monp3oBaThCs cioBapeM http:/www.lingvo.ru/. OH mpuMedaTeneH TeM, YTO JaeT
MIpUMEpPBI UCIOIB30BAHMS CIIOB, HO BBl MOXKETE UCIOJIB30BaTh €ro mno-apyromy. Hampumep, Bb
yuute Bpemst Present Continuous: BBeJUTE B OKOIIKO Iporpammsl “I am writing” (MOXHO J1r000#
Ipyroi 4Yacto ymnorpebnsiemblii riaroin). [IporpamMma TyT e BbIIACT BaM HECKOJBKO COTEH
MIPUMEPOB, COIEPKAIINX 3TU CI0Ba. Tak Bbl yBUANUTE, B KAKOM KOHTEKCTE, C KAKUMHU HapeUHsIMH,
B KaKuX CJIyyasx daiie Bcero ynorpeobisercs Bpems Present Continuous.

® MOXHO yYUTh TpPaMMaTHKy B CTHXaX, pU(QMOBaHHbIC (OPMYIUPOBKH JIETKO 3allOMHUHAIOTCS.
[TompoOyiiTe BBIyYUTHh HENpPaBHIBHBIC INArojbl aHTIHHCKOrO f3bIKa 1O 3a0aBHBIM aBTOPCKUM
CTHIIIKaM, 3TO HE TIPOCTO JIETKO, HO eIle U Beceso!

* 3ydyeHue M000W rpaMMaTHYECKON KOHCTPYKIMHM HAYWHAETCA C TOTO, YTO MBI JOJDKHBI HAMTH
(mpouMTaTh, YCHBIIATH) OINUCAHUE OTOM KOHCTPYKIMH, TO €CTh Yy3HaTh, 4YTO OHA
o3HadaeT. O3HAKOMUBLINCH C €€ 3HAYEHHEM M MOCTPOEHUEM, MBI JOJDKHBI €€ 3alOMHUTH. [
3TOTO HaM HEOOXOAMMO BBITIOJIHUTE OTIPE/IeNICHHbIEC YIIPAKHEHUST Ha MEXaHHUECKOe 3aKperieHIe
3TOH CTPYKTYpHI, TaK Ha3blBaeMble «IpHIUIbD» (OT aHrimiickoro ciosa “drill””, uro o3HawaeT
«TPEHUPOBOYHOE YNPAKHEHHE» / «IpakTH4YecKas oTpaboTkay). Ilocieanuil mar - 3170 oTpaboTKa
BBIyYCHHOH IpaMMaTHYECKOM KOHCTPYKIHU B peuu. be3 3Toro mara Hamie 3HaHHE KOHCTPYKIIMH
OCTaHeTCsI TOJILKO Ha Oymare.

2.4. CamocTosiTeJIbHAsA padoTa HAJl AyTHPOBAHHEM

CaymaiiTe pa3inyHble ayIHOMAaTePHAJbI PEryJisipHo.

Canywaiite ayanoypoKH, TOAKACTBI, MECHH, CMOTPUTE (UIBMBI M CepHajbl Ha AHTJIMHCKOM SI3bIKE

(opueHTHpYyiiTeCh Ha CBOW ypOBEeHb 3HaHHWH). [JaBHOe — mnogoOpaTh YBJIEKAaTeNbHBIA Uit ceds

Marepuai. [lompoOyiite mpoOyauTs B cebe MHTEpecC, MOMIOOUTh ayANpOBAaHUE, TOTAA 3aHUMATHCS UM

Oy/ZieT HaMHOT'O TIPOIIIE.

H3yuyaiite aHrauiickuii A3bIK M0 GUIBMAM U CepHAJIaM - 3TO JOCTABUT BaM MAacCy YJIOBOJBLCTBUS U

MTOMOXXET TOHNMATh aHTJIMHCKUH S3bIK Ha ciryX: https://ororo.tv/en u https://show-english.com/

CaiiThl ¢ ay1M03anUCAMU:

- http://www.eslfast.com/ B kaxxaom pasjerne ecTh TeMaTHYeCKHUE TMOJpa3ieibl. BeiOupaiite HeOObIIMe
UCTOPUM WM JHUAJIOTd HA pPAa3rOBOPHBIE TEMbl, OTKPBIBAHTE COOTBETCTBYIOIIYIO CTpaHuLy. B
OTKPBIBIIEMCS] OKHE B BEPXHEH 4acTH SKpaHa Bbl YBUIUTE NIAHEIb YIIPABICHUS ayAUONPOUTPBIBATEIIEM,
a HUKe BaM OyJIeT NPEICTaBIICH TEKCT.

- http://www.esl-lab.com/ Ha caiite ectb Heckombko pa3nenoB. IlepBblil, KOTOPBI CTOUT H3Y4HUTh, —
General Listening Quizzes. B HemM ecThb Marepwaibl TpeX ypPOBHEW: JIETKHHA, CPEeIHUM, CIOKHBIM.
Bri6upaiite moaxosmuii BaM U OTKPBIBAMTE YPOK 110 3aMHTEPECOBABIIIEH Bac TEME.

- http://www.talkenglish.com/listening/listen.aspx Ypoku mpeacTaBieHbl A TPeX YPOBHEH 3HAHMIM:
0a30BbI{, CpelHUI U NPOABUHYTHIN. TemMaTnka pa3HOOOpa3Hasi, B OCHOBHOM NPEACTABICHBI IUAJIOTH U3
Ku3HH. W3 9TUX MOXOOpPOK He JHMINHMM OyJeT 3aloMHUTh Tapy JecsITKoB ¢(pa3 — Bce OHH
WCIIOJIB3YIOTCS B COBPEMEHHOM aHTJIMUCKOMN peuu.




CaiiThl ¢ MoAKACTAMHU HA AHIVIMICKOM: j100aBbTe ceOe B 3aKJIaJKU U TOCEIIAanTe XOTs Obl Mapy pas B

Henenmo: 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.

CHayana ciyniaeM KOpOTKHE 00yJarolye ayJu03alrcy B MENICHHOM TEMIIe, TIOTOM TIepeXouM K Oolee
CJIOKHBIM, TIEpEJAIOIIUM €CTECTBEHHYIO pedb. Bbl y3HaeTe OCOOCHHOCTH MPOU3HOIICHHS 3BYKOB,
IIOCTAaHOBKM YyIapC€HUsA B CJIOBAX, MWHTOHALWH, PpPAaCCTAHOBKU JIOTUYCCKHUX IIay3bl H yz[apeHHﬁ.
COBpeMeHHBIe IIOAKACThI O3BYUYHMBAaIOTCA HOCHUTCIISIMU SA3bIKa — OOBIYHBIMU JIIOAbMH,
pa3roBapHBarOIIMMHU TPAMOTHO. BBl CMOKeTe 3alOMHUTH IMOJIe3HbIe (Dpa3bl U MCIOIB30BaTh UX B CBOSH
pedn, 3Hasl, 9YTO COOECETHUK-HHOCTPaHel TOYHO TOHWMeET Bac. BBl mpuBBIKaeTe K pa3HbIM akIeHTaM B
AHIJIMHCKOM s13bike. CHavana peub HEKOTOPHIX HHOCTPAHIIEB MOKAXXETCSI BAM CTPAHHBIM HA0OPOM 3BYKOB.
OpHako eciiu Bbl OyJeTe 3aHUMAThCs 110 TaKUM aynuodaiijiaM IMOCTOSHHO, TOCTEIICHHO CMOXKETE
MIPUBBIKHYTHh K OOJBITMHCTBY aKIICHTOB M Oymere Oe3 Tpyla IMOHWMAaTh MHOCTpaHIeB. YTOOBI 3HATH, B
KaKuX CcIydasx [pueMieMo yrmoTpebjeHne TOro WM WHOTO CJOBa, CIyIIaiTe TOIKaCThI
COOTBETCTBYIOIICH TeMaTuku. Hanpumep, Bol u3yumim temy “Shopping”, HaiiiuTe ayimo Ha 3Ty TeMy U
CIIylIaiiTe, Kak HOCUTENH SI3bIKa MCTIONB3YIOT U3YUCHHBIC BaMU coBa. M3 aynuoszamucu Bbl MOWMeETe, C
KakuMHK CJIOBaAaMH COYE€TACTCAd HOBAaA JICKCHKA, B KaKOM KOHTCKCTC OHa HUCIIOJIB3YyCTCH. Bo BpEMs
IMpocCIylIuBaHus IOJKacTa Bbl Y3HACTC, B KAKOM KOHTCKCTC M KaK MMCHHO HCIIOJIB3YCTCA TO WM HHOC
BpEMsI WIIH acleKT TPaMMAaTHUKHA. BIIOCIEICTBIY BBl CMOXKETE CAMOCTOSTEIIBHO COCTABUTH MPEIOKECHHUS,
AQHAJIOTUYHBIE YCIBIIIAHHBIM.

Haiigute nusi ce0 onTHUMAJBHBINA cnocod padoTsl ¢ moakacToM. CiyiiaeM MOJAKACT U TBITaeMCS
MOHSTh MAaKCUMYM WH(pOpPMaluu U3 Hero. Eciam 3To TpyAHO caenaTh, MONPOOyHTe yIOBUTH OCHOBHYIO
MBICITh 3anicH. HaXoauM TEeKCT MOoIKacTa, YUTaeM ero, BHIMACHIBAEM HE3HAKOMBIE CIIOBA M KOHCTPYKIIWH.
PazbupaemMcst ¢ He3HAKOMOH BaM JIGKCHKOW W TpaMMAaTHKOW TakK, YTOOBI BBl TOYHO TOHSUIH KaKIO€
MMPEAJIOKECHUC TCKCTA. CHOBa BKJIIOYaEM AyJIU03aIlliuCh U NbITACMCA YJIOBUTH Ha CIIYX YiKE 3HAKOMBIA BaMm
TekcT. [lepeckaspiBaeM yCIBIIIAHHOE, CTapasCh MOJPaKaTh Peud AUKTOpa. PadoTaiiTe ¢ HE3HAKOMBIMHU
CIIOBaMH W TPaMMaTHYECKHMH KOHCTPYKIHUSMH. BBIMHCHIBaiiTe TpeaiokeHUs] ¢ HE3HAKOMBIMH BaM
000OpoTaMu W CJIOBaMH, pa3OMpanTech, MOYEMY HCIOJIB3YETCs WMEHHO TaKOe CIIOBO WMJIM KOHKpPETHas
KoHCTpyKIH. [locie 3Toro monpoOyiTe COCTABUTh HECKOJIBKO TOXO0XKHUX MPEToKeHHH. Kak TOJIBKO BB
HaYajgy XOpOIIO NMOHMUMATh MPOCTHIC TOJKACTHI, IEPEXOIUTe Ha Ooliee CIOXKHBIC, C OBICTPHIM TEMIIOM
pedn, 0obIIeH MPOAOKATEIFHOCTHIO M HOBOM JICKCUKOM.

Urto0b! y3HATh, HACKOJIBKO XOPOIIO BB CTAJM MOHUMATh aHTIIMMCKUIA HA CIyX, U MIPOBEPUTH CBOM HaBBIK
MIPaBOIMUCAHHUS, TIOCETUTE OJINH M3 CATOB C OHJIAWH-TUKTAHTAMHI HA aHTJIMHACKOM 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 N0 AayIHOKHHUTAM. AYJIWOKHUTH— OTJIWYHBIA pecypc Ui pa3BUTHUS HaBbIKA

ayaupoBaHus. Bo3pMHTE TEKCT 3allUCH M YMTAlTE €ro npo ceds mapamienbHo ¢ AMKTOPOM. MUHYT depes
10-20 BBI MPUBBIKHUTE K TEMITY PEUH U TOJIOCY CIHUKEpa, BaM OyJIeT JIerde pacrio3HaBaTh CJIOBa HA CITyX.
3aKkpoiiTe TEKCT M ciymiaiTe aynuo3anuch. MoxeT ObITh, BBl HE MOMMeETe Ka)KI0e CIOBO, HO 3aMETHUTE,
YTO yJaBJIMBacTe OOJBIIYIO YACTh TOTO, YTO FOBOPUT AUKTOP. A €CIIM CIIyIIaTh KHUTY KaKAbIH JA€Hb, TO
gyepe3 HEeKOTOpoe BpeMsl Bbl OyneTe CIOKOMHO 00XxoauThest 06e3 Texcra. Mcrnonb3yiite Bce TEXHUUECKHE
JOCTHIKCHUSI, MCTIONBb3YHTEe (PYHKIMIO 3aMEIJICHHOTO BOCIPOU3BEICHUS YTOOBI YMEHBLIAWTE CKOPOCTh
BOCIIPOU3BECHMUSI, I0KA HE CTAHETE YJIaBIMBAaTh PeUb JUKTOPA.

- http://www.librophile.com/#!/audiobooks/popular/free

- http://www.voicesinthedark.com/content.php?iContent=50
- http://freeclassicaudiobooks.com/

- http://www.audiobooktreasury.com/

2.5. CamocTosiTe1bHAsi padoTa HaJ rOBOPEHUEM
Kak mokHO yame o0miaiiTech Ha aHIVIMICKOM C TIperojaBaTesieM, OJHOTPYIITHUKAMH Ha Kypcax,
IpYy3bsIMH, M3YYaIOMIMMHU SI3bIK, MHOCTPaHUAMH. Tak Bbl CMOXETE YCJBIIATH <OKUBYIO» pedb H



IPUBBIKHYTh K TOMY, YTO AHIVIMHCKUM MOET 3BydYaTb II0-PAa3HOMY, BEJb y KAKJIOIO YEJIOBEKA CBOE
MTPOU3HOIIIEHUE, aKIICHT.

Yuurtech AyMaTh Ha aHIJIHIiCKOM si3bIKe. Korma unTaere wim cirymraere Kakohi-mu0o0 TEKCT, He HY>KHO
MBICJICHHO MEPEBOJUThH €TI0 Ha PYCCKUH s3bIK. BaskHO BBHIOMpPATh MHTEPECHYIO ISl BaC MH(POPMAIIHIO: BbI
yBJIEYETECh TIOBECTBOBAHUEM U HE OY/IETE€ OTBIICKATHCS HA JJOCIOBHBIN MEPEBO/I.

O0s13aTeTFHO POTOBAPUBANTE CBOM MBICITH BCIYX: OT OAHHUX MBICICH TOBOPUTHh HE HAYUHIIILCS, HO €CIH
BbI 3aBEJIETE IPUBBIUKY PETYJIIPHO AyMAaTh HA AHIJIMICKOM, TO U TOBOPUTH Bbl HA HEM CMOXETE, KaK Ha
POJTHOM SI3BIKE.

Pa3roBapuBaiiTe ¢ keM-unOyab. Hanpumep, pacckaxute cBOeMy OTPaKCHHIO B 3epKajie, KaKk y Bac
JIeJ1a, YTO MPOMU30IILIO 3a JIeHb. BO3MOXKHO, MPe/I0KEHUE TIOTOBOPUTH C 3€PKAJIOM IMOKAXKETCs CTPAHHbBIM,
HO TOJIb3bI MPUHECET MHOI0. 3E€pPKaJI0 MOXKET OBbITh JIyYllle YeJOBEeKa [0 HECKOJBKHM MpUYuHaM. Bbl
MOJKETE CKa3aTh CBOEMY OTPaXKEHWIO BCE, YTO XOTHUTE W aymaere. Bel He OouTech CKa3aTh YTO-TO
HenpaBuiIbHO. OUeHb YacTO M3YYAIONIMX S3BIK IMPECIeAyeT CTpax CAeaTh OIMMOKY. DTO MPUBOIUT K
TOMY, YTO YCJIOBEK HE TOBOPHUT COBCEM. A C 3€pKaJiOM 3TOT CTPaX YXOJUT: BPSJ JIU KTO-TO CTCCHSICTCS
CBOETO OTPaXKCHUSI.

OnuceiBaiiTe KApTUHKU. Bo3pMuTe m00yr0 KapTHHKY. OHa MOXKET OBITH CBsI3aHA C TEMOM, KOTOPYIO
BBl M3y4aeTe, MOXET ObITh Ha OTBIeUeHHYI0 Temy. llocTapaiiTech ommcaTh, 4TO Ha HEHW M300pa’KEHO.
l'oBopuTe BCe, 4TO CMOXKETE MPUAYMaTh: KTO U300paKeH, YTO OH JCJIACT, KaKHE MPEIMEThI Bbl BUINTE,
€CTh JIU BTOPOCTEIICHHBIC JICTAJN, HPABUTCS BaM KapTHHKA WM HET. Eciu Bain ypoBeHb 3HAaHUI BHICOKHIA
M HaBBIK TOBOPEHHUS PA3BUT XOPOIIO, aHAIM3MPYWUTE MPOM3BEACHUS HCKyccTBa. He CTOMT CHIIBHO
BIIaBaThCS B MOAPOOHOCTH, HECKOJIBKUX MPEIIOKECHIM Oy IeT JOCTATOUHO.

3anucpiBaeM cBoii rosoc. BriOepute kakyro-HHOYAb OOIIEPa3rOBOPHYIO TEMY, HAlPUMEP pacckas o
Bariei ro0uMoii kaure. BrmrounTte mukTodoH  3anmumuTe ¢Boi ronoc. [locime 3Toro BKIIOUNTE 3ammch
1 BHUMATCJIBbHO Hpocnymaf/'ITe c€. OGpaTI/ITe BHUMAHUEC, B KaKUX CIIy4dasX y BaC BO3SHUKACT 3aMHHKaA, I'/IC
Bbl 3aTATMBACTC I1ay3y, HACKOJIBKO 6I)ICTpa}I Yy BaC pc€yb, XOpOoUICEC MPOHU3HOMICHUEC W MNPAaBUIIBHOC
nHTOHUpOBaHWe. OOBIYHO TEepBBIC 3aMUCH U M3YYAIONIMX AaHTJIMACKANA — WCIBITAaHUE HE IS
CITA0OHEPBHBIX: BO-TIEPBBIX, MBI HE MPHUBBIKIH CIBIIIATE CE0S CO CTOPOHBI, BO-BTOPBIX, aHTJIOS3bIYHAS
peub Ha MEPBBIX CTYNCHSAX 00yYeHHs 3BYYHT CTPAHHO M HEMOHITHO. MBI PEKOMEH/yeM BaM B3sITh ceOs B
pykH (BCE C 3TOTO HAUWMHAIM) U TPOJOJDKUTH MOJOOHBIC 3aHATHS. A depe3 MeCsl-IPYrod CpaBHHUTE
MEPBYIO0 W TIOCTIEHUE 3aIUCH: pasHUIla OyneT pa3uTenbHas, W ATO BOOAYIIEBHT Bac Ha JajlbHEUIIHE
IMOABUTC B U3YUYCHUUN AHTJINICKOTO SI3BIKA.

Humem moctei. [lonpoOyliTe Hamucath HEOONBIIONW paccKa3, UCHONB3Ys CIOBa WIN (pasbl, KOTOPHIC
XOTUTE «aKTUBUPOBaTh». ECi Balll ypoBeHb 3HAHUI JIOBOJIBHO BBICOK, BAM CKYYHO IHCATh YYCHUYECKHE
YIPOKHEHUS B TETPAJKy, W Bbl JJABHO JKAXKJETE CBOEH MHUHYTHI CJIaBbl, OTIPABISHUTECh HA IPOCTOPHI
Wurepnera. Jlenaiite 3anucu B Twitter, Ha Facebook, Ha ctene BkonTakte, 3aBeaute Osior. [Iummre Ha
AHTJIMICKOM SI3bIKE KOPOTKHE 3aMETKH, CTaThU C UCIIOJIh30BAaHHEM HOBBIX CJIOB.

Oo6maemcst ¢ uHocrpanuamu. CoBeTyeM HaMTH Jpyra Mo Mepernucke Ha OJHOM U3 OTHUX CaWTOB:
penpalworld.com, interpals.net, mylanguageexchange.com. [lummre emy UIMHHBIE MUCHMa, a MeEpes
OTHpaBKOfI ClIc u YyHUTanTe BCJIYyX — IMOJIC3HO W I MPOU3HOIICHUA, U [JISI aKTUBALUU CJIIOBAPHOI'O
3araca.

YuuMm HaU3yCTh CTHXH U NecHH. 3yOpekKa — 3aHATHE CKYYHOE, JPYTOe JENI0, eClId Bhl pa3ydnBacTe
WHTEPECHBbIE BaM CTUXH M TIECHH HaW3yCTh. OTO HMHTEPECHO, IOJIC3HO Ui OOINEro pa3BUTHS U
oOoraiieHus: CJIOBApHOTO 3araca. PUPMOBaHHBIE CTPOYKH 3alIOMUHAIOTCS JIeTde OOBIYHBIX TEKCTOB, TaK
YTO W HOBAs JICKCHUKaA 6BICTpee OTJIOKUTCA B aKTUBHYIO 4aCTh BallI€ro CjIoBaps.

2.6. CamocTosiTe1bHAsA paboTa HAJ YTEeHHEM
I[MapannelbHoe YTeHHMe — 3TO YTCHHWE OJHOIO W TOTO JK€ TEKCTa Ha JABYX S3BIKAX: POTHOM H
nzydyaemom.Tem, KTO TOIBKO Hayald YYUTh aHTJIMMCKWNA, HET CMBIC/IA YHUTATh NapajuiesibHble TEKCThl. Bbl
IIOKAQ HEC CMOXKETEC COIIOCTABUTH FpaMMaTI/I'-ICCKI/IC KOHCprKHI/II/I 1 9aCTu peqn B pa3HI>IX A3bIKaX. HOZ—)TOMy
JOXIUTECh XOTsl Obl ypoBHs Elementary, ocBo#iTe OCHOBBI IpaMMAaTHKHU W TOJIBKO ITOTOM MPUCTYIANTE K
gTeHnio. Kak TOMpKO BRI JOCTUIIH YpoBHs Intermediate, mepexonuTe K YTCHHIO KHUT TOJHOCTHIO Ha
aHFHHﬁCKOM SI3BIKEC. 9TO MOXKET 6BITB KaK aZIaHTI/IpOBaHHaSI JmTepaTypa, TaK U KHHUTU B OpI/H‘I/IHaﬂe.
3HaHUE TPaBUIT YTEHUST — 00sI3aTEILHOE YCIOBHE JJIsl MCIIOJIB30BaHUSI METO/a MapaslIeIbHBIX TEKCTOB.
Bcerna BeiOMpaiiTe TOT TEKCT, KOTOPBIA BbI C yJIOBOJILCTBHEM MPOYUTAINA Obl WIHM TEpEUYUTANIH Obl Ha



pycckom si3pike. CrymiaiiTe aynmos3anuch TEKCTa. Takke MOXKHO BOCIOJB30BaThCs CIEIMATbHBIMU
nporpammamMu ¢ TexHosorue Text-To-Speech, mampumep http:/neospeech.com/. B okomko MoXHO
BBecTH Jr00yr0 ¢pa3y, M mporpaMma O3BYUUT €€ TIOJIOCOM HOCHUTENS $3bIKa C IIPAaBUIbHBIM
MPOM3HOIICHHEM M HMHTOHauued. YuTaiite Qpady Ha PycCKOM M COIOCTAaBISIHTE C MPEAJIOKECHUEM Ha
AHIJIMHCKOM YTOOBI pa3o0parbesi B CTPYKType MpeuioskeHus. Tak, Bbl mpouuTaeTe (pasy Ha PYCCKOM H
aBTOMAaTH4ECKH OyneTe COIOCTaBJIATh AHIJIMHCKHE CJIOBA C PYCCKUMH, pa3OuparbCsi B CTIPYKType
MPEUIOKEHNUS, 3TO TIOMOXKET BaM Pa3BUTh YyBCTBO SI3bIKA U S3BIKOBYIO JIOTA/IKY.

Bribepute ynoOHbIe pecypcesl: https://sites.google.com/site/aglonareader/home/lang-ru IIporpammy mmnst
YTEHHUsI MApaJICTIbHOTO TEKCTa, a TAaKKe MPUIOKEHHE MOXHO CKadaTh OecryiaTHo. DTO HHTEpecHas
pa3paboTKa, KOTOpas IIOJICBEYMBAECT COOTBETCTBYIOIIME OTPBHIBKM B TApaNICNbHBIX TEKCTax.
https://studyenglishwords.com/ - GecruiaTHbIH caliT, HA KOTOPOM MOYKHO YHTAaTh MapajuielIbHbIe TEKCThI
Ha aHTJMICKOM S3bIKE, COXPAHITH CJIOBA M3 HUX B COOCTBEHHBIM AJICKTPOHHBIA CIOBAPUK U YUYHUTH B
CBOOOTHOE BpEMSI.

YrteHue BCIyX HA AHTJIMIICKOM fI3BIKE:

1. UnraiiTe MeJJICHHO, YETKO M BBIPA3UTEIBHO MTPOrOBapUBaiiTe KaXKAbIN 3BYK U KaXKI0€ CIOBO, JesaiiTe
nay3bl. Ecnu Bbl OynieTe rHaThCsl 32 CKOPOCTBIO, TO MHOTOrO HE JoOberech. Jlaxe eciiu CKOPOCTb Bl U
HapaboTaeTe, TO IPOU3HOLICHWE, MHTOHALMS, KpacuBble 3BYKM — BCE€ 3TO yHAeT B HuKyzaa. s
BBIPA3UTENBHON peun B NMEPBYIO OYepeb HY>)KHO XOpollee MPOU3HOIIEHUE U MTpaBUJIbHAs MHTOHALUA. A
CKOPOCTb MOSIBUTCSI CO BpEMEHEM caMa, OHa HapaOaThIBaeTCsl MPaKTHKOM.

2. IlpounTaiiTe TEKCT W TOJIBKO TOTOM HWIIUTE HOBBIE ciioBa. He 3a0bIBaiiTe, 4TO MPH YTEHUH BCIyX
ObIBaeT CIIOXKHO TOHITH cojepkanue Tekcra. CHavana IOJIHOCTHIO YHTATEe TEKCT, HE olpamas
BHUMAaHMs Ha HE3HAKOMbIe ciioBa. CrapaiiTech YJIOBHUTH IJIaBHYIO MBICIb U MOHATH, 0 4eM TeKcT. ITocre
TOrO Kak Bbl IPOYMTAIIM MEPBBINA pa3, MOXKHO yKe padoTaTh C HE3HAKOMBIMH CJIOBAMH: MCKATh 3HAUCHUS
B CJIOBape, CMOTPETh, Kak TNpou3HOcATCS. UTOOBl pacHIMPUTH CIIOBApHBIM 3alac, yYUTe HOBBIC
BBIPOKCHHS, TIOBTOPSITE CIIOKHBIE M TPYAHONPOU3HOCHUMBIE clioBa. UTOOBI BaMm OBLIO JIerde 4YWTAaTh,
HEOOXOJMMO BBIONPATh KHUTY, COOTBETCTBYIOLIYIO BallleMy YPOBHIO 3HAHHM.

3. OOpamaiiTe BHIMaHHE Ha TpaMMaTHKy. Ywrtas mpo cebs, MOKHO OErjo IMPOCMOTPETh TEKCT, HE
BJIaBasiCh B MOJPOOHOCTU cojepkaHus. UuTas aHTIUICKUI TEKCT BCIyX, BBl HHKYJA HE TOPOIMTECH,
MOJTOMY MOJKETE YBHIETb, KaK YIOTPEOJSIOTCS BpeMeHa M apTHKIW. 10 ecTh BBl 3allOMUHAeTe
MIPABUIILHBIE MOJENIN UCTIONB30BAHUS TPAMMATHYECKIX TIPABHIL.

4. Yuraiite He menpie 10 muHyT B JeHb. Pasymeercs, yem Oonblne BBl OyaeTe YuTaTh BCIyX Ha
aHIJIMICKOM s13bIKe, TeM Jydmie. OnTuManbHbld BapuanT — 30 MHHYT B JeHb. Ho ecnm mumiHero
BPEMEHH y Bac HET, crapaiiTech BbLACHATH XOTS Obl 10-15 MuHYT. DTO HY)XHO Kak pa3 Ui TOTro, 4YTOObI
Ballla pevyb CO BPEMEHEeM cTajia ObICTpOi W TUTaBHOW. Bam He Hajo mpuIyMbIBaTh pedb HA XOIy, KaK B
pasroBope, BBl YMTAETEe TPAMOTHO HAIMCAHHBIA TEKCT W ClelyeTe 3a XOJ0M MbiciH. Eciu Bbl Oynere
YUTaTh BCIyX HE MEHbIIE [oJlydaca B JEHb, TO Yepe3 MECSI-IpPyroldl 3aMeTuTe, KaK CUJIbHO
npeo0pa3niiack Bala peyb: 3BYKH CTaJIM YETKUMH, YIIH CI0Ba-11apa3uThl U HEJIOBKHE 3aMHUHKH.

5. Ywraiite pa3Hble TeKCThl. UnTaiiTe XyH0)KECTBCHHBIC NMPOM3BEICHHS, CTUXH, HAYYHBIC IyOIMKAIIUH,
CTaThH B Ta3eTax W XypHasiaxX. Pa3HOoOOpa3HbIe TEKCTHI IOMOTYT pPa3BUTh HABBIK YTEHHUSI CO BCEX CTOPOH.
Jist KasKA0To TeKCTa OyAyT pa3Hble TEMIIbl PEUH U M1ay3bl, HHTOHALIUS.

HutepHeT-pecypcehl:
http://www.rong-chang.com/nse/ TOT caiT mofOWAET ISl 3aHATHI HAYMHAIOIIUM C YpoBHeM Beginner
u Elementary. Bce TekcThl KOPOTKHE, B HUX HUCIIOJIB3YIOTCSI IPOCTHIC CIIOBA M JIEMEHTapHasi TpaMMaTHKa
— Tpu Bpemenu rpynnsl Simple. [lormpoOyiiTe untaTh X0TS OBI 2-3 TEKCTa €KETHEBHO, 3TO 3aiiMET BCETO
5-10 munyT. TeMbl TEKCTOB pa3HbIe, YACTO OHHU IPEICTABISIFOT cO00H Hebonbinne myTKH. Bee cioBa
noJo0paHbl TakMM 00pa3oM, YTOOBI M3yYarollMil HE MPOCTO YMTaJl TEKCThl HAa AHTJIHMHCKOM, HO H
pacumpsul CBOM JIeKCMYeckuid 3amac. Tak, Bbl CMOKETE BBIYUMTh HEpBble (hpa3oBble IJIAroJibl, 4acTo
ynotpeOsieMble coBa 1 BeIpakeHus. K kak1oMy TeKCTy MpHuiiaraercsi ay Juo3aruch.
http://www.english-online.at/index.htm DTOT pecypc co3naH CHEUAIBHO I U3yYaIONINX aHTITMACKUN
s3bIK ¢ ypoBHeM Pre-Intermediate u Bbime. TekcThl HE OYEHB JUIMHHBIC, 3aTO HACBIIIEHBI IOJIE3HBIMU
BBIpQXXECHUAMHA U ciioBaMH. CTaThbM pa3HOM TEMAaTHKH AaJalTHPOBAHBI CIEHUAIBHO JUIS YYalIUXCS:
UCTIONIb3yeTCsl HauboJjiee 4acTo yrnorpedisemMas JIEKCHKa M HECIIOKHBIE TPaMMaTHYeCKue KOHCTPYKIIHU.
Ha nanHBIf MOMEHT Ha caiiTe HOCTYIHBI AJISl YTEHUS] HECKOJBKO COTEH TEKCTOB pa3HOW TemaTWku. Bee
OHH JI0OBOJIBHO MHTEPECHBI, TaK YTO JAHHBIA PECypc COAEPKUT ONTHMANBHYIO IPONOPLUI0 O0YUYEHUS U
pasBiedeHus. Bo Bcex CTaTpbiax BBl YBUAWTE CJIOBA, BBIACIEHHBIE XHUPHBIM IIPHUPTOM. DTO JEKCHKA,
KOTOPYIO BaM NpeJlaratoT M3yduTh. [lociie TekcTa cTaTby Bl HaliieTe aHIIO-aHIVIMHCKUHN CIIOBAaph C



THMH clloBaMHU. TakuMm o0pa3oM, CalT BBITIOJHSET BaKHYIO (DYHKIHIO — BBl MOXKETE M3y4aTh Ha HEM
HOBYIO JICKCHKY B KOHTEKCTE.

http://short-stories.co.uk/ A 3TOT caliT moIOMIET BCeM JIOOUTEIAM XYI0’KECTBEHHOH JTUTEpaTyphl. 31eCh
HET aJanTUPOBAHHBIX TEKCTOB WJM CIOBaped, TOJNBKO PAaccKa3bl aHTJIOSA3BIYHBIX aBTOPOB B
HeM3MEHEHHOM Buze. Ha caliTe mpeacTaBieHbl 8 MOMYJISPHBIX JKAaHPOB: AETCKasl IUTEPaTypa, NETEKTUB,
(aHTacTHKa, y’KaChl, IOMOp, IOKYMEHTaIbHAas IIp03a, poMaH, Hay4Has (¢aHTacTUka. Eciau Bbl HAXOJUTECH
Ha ypoBHe Pre-Intermediate, monpoOyiiTe HaYaTh YUTATH AETCKAE PACCKA3HI.
http://easyenglisharticles.com/ DTo eme oAWH pecypc ¢ TEKCTaMH JAJsl W3yYarolluX aHTJIMHCKUN SI3BIK.
Caiir opueHTHpOBaH Ha yuamuxcs ¢ ypoBHeM Pre-Intermediate m Bwime. Bece cratbum Ha 3TOM caiite
aIaNITUPOBAHBI ISl YUAIIUXCS: B TEKCTAX COACPIKUTCS TOJIBKO HanOoJIee YacTo ynorpeodisiemas JICKCHKa
W TpaMMaTHKa CPEJHEro YPOBHS CIOKHOCTH. TEKCTHI B OCHOBHOM IIPEJICTABISIIOT MOCTICTHIE MHUPOBEIC
HOBOCTH, HO €CTb W  pa3Hble CTaTbU-COBETHl 10  HW3YyYCHHIO  HHOCTPAHHOTO  SI3BIKA,
CaMOCOBEPIICHCTBOBAHMIO U T. II. CaMble CBEXHE HOBOCTH CO BCEro MHpa B aJlalTHPOBAaHHOM BapHaHTe!
OOpatuTe BHMMaHHE: TOCIE KaKIOH CTaTbl €CTh CIIMCOK CJIOB, PEKOMEHAYEMBIX K H3YyYCHHIO.
[TompoOyiiTe yragate MX 3Ha4Y€HHE M3 KOHTEKCTa, 3TO, KaK MPaBHUJIO, BECbMa TOJIC3HAS Ui M3Y4CHUs
JICKCHKA.

http://www.infosquares.com/readingcomprehension/ Ha »ToM caliTe TpencTaBIeHO BCETO HECKOILKO
JIECATKOB TEKCTOB, OJIHAKO OH JOCTOMH Ballero BHUMaHHA. Pecypc momoiaer Ass 3aHATHI yUYeHHKaM C
ypoBHeM Intermediate u Bbie. Pecypc oTnmuaercs OT MpenblaylIMX CalTOB TEM, YTO Balla 3ajaya
Tenepp — HE TPOCTO TPOYHUTATh TEKCT W IMOHSATH OCHOBHYIO MBICNIb, & YJIOBUThH JaXe Melbuaiiime
neranu. Ha Bxiazke c yto00i craTheil BBl HaiiieTe HE TOJBKO CCBIJIKY HAa CaM TEKCT, HO M TECT Ha
MIPOBEPKY MOHUMAaHMS MPOYUTaHHOTO. [[03TOMY MBI COBeTyeM 00paTHUTh BHUMAaHUE HA 3TOT PECYPC BCEM,
KTO TOTOBUTCS K JK3aMEHy IO aHTJIMICKOMY SI3bIKY, BEIb Bbl MOXETE «OTPENeTHPOBATH» Ha 3TOM
pecypce ceknmto Reading. 3amada Toro caiita — MpoBEpUTh, HACKOIBKO XOPOIIO BbI IOHUMAETE TEKCT.
[TosTOMY MBI pEeKOMEHJIyeM 3aHUMATBLCSl Ha STOM caiiTe MPUMEPHO Pa3 B MECSI], a B OCTaJIbHOE BPEMsI
YUTaTh JPyrue cTaTbd. TakuMm oO0pa3oM, Bel OyJeTe BUAETh, HACKOJIBKO OBICTPO pa3BUBACTCS Balll HABBIK
YTEHUsI HA aHTJIMICKOM $3bIKE U HACKOJIBKO Bbl BHUMATEJIbHBI IPU YTCHUU.
http://web2.uvcs.uvic.ca/courses/elc/studyzone/330/reading/  DTOT CalT CXOXK C  HPEIBIIYIIUM:
HEOOIbIIOE KOJIMYECTBO MAaTEpUAOB C JIMXBOH KOMIICHCHUPYETCS HaJIMYMEeM pas3HBIX YHpaKHEHHH,
MIPOBEPSIONINX TOHMMAHKE TeKCTa. 31eCh MOKHO 3aHUMAThCs ¢ ypoBHeM Pre-Intermediate u BpItIIE.
http://dreamreader.net/ 3TOT pecypc 3auHTEpeCyeT TeX, KTO JIIOOUT YUTaTh pa3HBIC TTO3HABATEIIHHBIC U
pasBiekaTenbHble cTaTbu B MHTepHeTe. CallT nmojgoiaeTr yuyammMmcs ¢ yposHeM Elementary u Bbime.
Boustblie Bcero TeKCTOB Ha 3TOM caiiTe npezcTaBieHo B pazaenax Fun English u Academic English.
[Ipenecth cTareit B TOM, YTO HAITMCAHBI OHU XOTh M IIPOCTHIM, HO JKUBBIM SI3IKOM. A paccMaTprBacMbIe B
CTaThsIX TEMbI aKTYaIbHBI M OCBELIAIOT CaMble Pa3HbIe CTOPOHBI KHM3HHU: OT sI3bIKa Teja 10 gacr-dynaa, ot
HJIO no «xomaubux» uanoM. K kaknomy U3 TEKCTOB MPHIIAraeTcs psifi BOIPOCOB, HOMOTaIOLINX
MIPOBEPUTH, HACKOJILKO XOPOILO BbI OHSUIM NPOYUTaHHOE. BBl MOKeTe He MPOCTO YMTATh CTaThIO, HO U
MOCITyIIAaTh ee.

2.7. CamocTosiTeJIbHASA padoTa HAJl MHCHbMOM

M3yuaiite mpaBuja HANMMCAHUS CJOKHBIX CJI0B. 3allOMHUTH IPABONNCAHHUE MHOTHX CIIOB OyzaeT
npolie, ecid 3HaTh IpaBWia, MO0 KOTOpbIM OHM mwmirytcs. Hampumep, B crathe «Silent letters.
HernponsHocumblie OyKBBI B aHTTTHHCKOM SI3BIKE» YETKO M MOHSTHO OOBSICHSFOTCS MpaBUiia YIOTPEOICHUS
HENPOM3HOCUMBIX OyKB. M3yunTe 3Ty CcTaThlo, M y Bac y)Ke HE BO3HUKHET jKeJaHWs HammucaTs nowledge
BMecto knowledge http://engblog.ru/silent-letters. Takxke coBeTyeM O3HAKOMHUTLCS M CO CTaThel
«Opodorpadusi aHIIMHACKOTO s3bIKa», B HEH MPEICTaBICH CIUCOK IIOJIE3HBIX MaTEPHAIOB IS
COBEpIIICHCTBOBAHUS IIpaBonucanus http://engblog.ru/spelling.

Hcnoanb3yiiTe mpueM W3 HIKOJbI. BCOMHHTE, KOT/Ia Mbl COBEpIIANN OIMHOKY B JUKTAHTE, YYUTENb
3aCTaBIsLT HAC MPOMUCKHIBAThH CIOBO 5-10 pa3. OH genan 3TO HE U3 JKEJIaHUS HaKa3aTh YUCHHKA, a IS
TOTO, YTOOBI B HAIIICH MaMSITH MPOYHO 3aKPEMUIIOCH PaBHIIbHOE HamucaHue cioBa. [lompolyiite nenath
AQHAIOTMYHO M C IIPABONHMCAHWEM AHIJIMICKUX CIIOB: KaK TOJBKO OIIMOJINCH, BO3BMHUTE TETPAIKy M
HAIMAIIWUTES MOHATUC IIPABUJIBHO HECKOJIBKO pas. Brimonnsas takoe YHOpaKHCHUEC, Bbl BKIIIOUACTC B pa60Ty
MEXaHUYECKYIO MaMsiTh, & 3TO 3HAYMTEIBHO OOJIeryaeT 3allOMUHAHHME CJoBa. MayeHbKas XUTPOCTB:
MHorue (uIonOrH W JMHTBHUCTHI COBETYIOT OTKa3aThCs OT IPOMHUCHBIX OykB. OHHM PEKOMEHIYIOT
rnéyaratb CJIOBO Ha KJIaBHATypE WM MHUCAaThb €I0 INCYaTHbBIMU 6yKBaMI/I. B XO0J€ DOKCIICPUMEHTOB
BBISICHWIOCh, 4YTO TI€YaTHbIE OYKBBI HMMEIOT YETKYyI (OpMy, IMOITOMY MO3TY IMpOILIEC 3allOMHHUTH
HarMcaHue cioBa. YTo KacaeTcsl MPONUCHBIX OYKB, TO MOYEPK ObIBACT pa3HbIM, U (AKTUUSCKU KasKIbli



pa3 Mbl UIIeM OYKBY HEMHOTO IMO-APYroMy. DTO YCIOXHSET Bocupusthe nHpopmaruu. [lompolyiite
revaraTh, a He MACaTh, BOSMOXKHO, ’TO UMEHHO TO, YTO BaM HYXKHO.

I[IpakTukyiiTech, NpakTHKYTech U ellle pa3 MPaKTHKYHTech. UTOOBI Hay4YNWTHCS BOJUTH MAIIHHY,
BaM HY)KHO KaK MOXHO Yallle CaJuTbCs 3a Pyib, a YTOOBI MUCATh TPAMOTHO, HY>KHO KaK MOKHO 4Yalle
camuThCs 3a cTon W mucarb. [lompoOyiiTe nenath pasiuuHbIC 3alMCH HAa AHIJIMKACKOM  SI3BIKE,
MPAaKTHKOBAaThCS MOXKHO Tak: BenwTe AHEBHHK, a JIydile MOMPOOYWTE 3aBECTH OJNIOT Ha AHTIIMHCKOM
s3pike B MHTepHeTe. CaMOBBIpaXeHHE M TEIJIble KOMMEHTAPUHU YHTATeNIel BOOJYNIEBAT BaCc HAa HOBBIC
noasuru. Jlenaere goMamnHee 3aganue? Hanumure unu HameyaTaite ero, a He IpOCTO OTMETHTE HYKHBIC
OTBeTHI B yueOHUKe. [[eno 310 Tpymoemkoe, HO oKynuTcs cropulieii. [loHpaBuiace nHTEpecHas 1HUTaTa
WM WAMOMa Ha aHTIUHCKOM s3bike? He kommpyiite ee cebe Ha KOMIIBIOTEp, a HaledaTaTe BPYIHYIO.
OT0 OTIIMYHBIA IpHUEM, COBMEIIAOINUNA B cebe M OOydeHHe, U pa3BiieycHHe. BbIOepUTEe MHTEPECHYIO
kHATY uiau Onmor B MHTepHere. EskemHeBHO mepenuchiBaiiTe 1-2 CTpaHUIBI TEKCTa, MPUYEM CIIOBO B
CJIOBO. DTO OJIMH U3 CAMBIX JEHCTBEHHBIX METO/IOB yiyuiieHus spelling.

3aneiicTByiiTe SiiAeTH3M. DiifieTn3M — Qororpaduueckasi maMsaTh, KOTOpasi OTBEYAET 3a 3alIOMUHAHKE
3pUTENBHBIX 00pa30B. 3a/eiicTBOBATH €€ JIydllle BCEro NPH H3yYCHHHM HOBOTO ClioBa. BHHMMaTelIbHO
CMOTpHUTE Ha HEro, MOCTapalTech 3alOMHUTH ero (opmy, mopsmok OyKB, 3aTeM 3aKpoWTe Tia3a |
MOCTapaTech MPEJCTaBUTh €r0 — Yy BAaC B MaMATH OTJIOXHUTCA 3PUTENbHBIH 00pa3 HOBOTO MOHATHS.
OnHOBpEMEHHO € MPOCMOTPOM MPOM3HECHTE CJOBO, YTOOBI ATH 3BYKH ACCOLMHUPOBAIUCH y Bac C
KOHKPETHBIM MPaBUIbHBIM HAlKCaHUEM. BBIMOTHSANTE 3TH ACHCTBUS MpU Ka)XAOM MOBTOPEHUH, TOTA
yIpaxxHeHne OBICTPO MTPUHECET CBOM TITOJIBI.

CaepsiiTech co cjaoBapeM. Korma mummeTe CIOXHOE CIOBO, HE TOJAraiTech TOJIBKO HA CBOIO MAMSTH,
MpoBepsiiiTe HamucaHue B cioBape. Jlydiie mucath MENJIEHHO, 3aTO MPAaBHIBHO, 4YeM OBICTPO U
HerpamoTHO. He mepexwuBaiite, 1mociie HeCKONBKHUX «IOJTIISABIBAHUI BBl 3aIIOMHUTE CIOBO W Oynere
YBEPEHHO MMUCaTh €ro 0e3 BCIKUX MOJICKA30K.

CocTaBbTe COOCTBeHHBIN cil0Bapb. B JW4HBIN cloBaph BKIIIOYHTE TOJBKO TE CJOBA, HAIMCaHHE
KOTOPBIX BBI3BIBAET y Bac TPYyAHOCTH. PaboTaiiTe ¢ 3THM «AeTHIIeM» KaK OOBIYHO TPH H3YYCHUU
AQHIJIMHACKOM JIEKCHKHU: 4YacTO IPOCMATpPUBANTE, MOBTOPSWUTE, MEPEBOAUTE C PYCCKOrO HA AHTIUHCKUN
(Jryu1mie Bcero NMCbMEHHO). DTO IOMOKET BaM JIETKO BBIYyYHUTb MIPABOMUCAHNE aHTJIMHCKOTO S3bIKa.
Bcenomuure 06 3¢ dexre Pecropdd. Jlyumie Bcero Ham 3anomMuHaeTcsi HHGOpManys, BbLACSIOMAsICS U3
obmeit maccel. Mcmonb3yiite 3¢dekt cedbe Bo Oaro. Kak caemars ciioBo 3anoMuHaomuMes? Beigennre
€ro M3 JPYTUX CJIOB B MPSMOM CMBICIE — TIPU TOMOIIN SAPKOW PYYKH WM LBETHOTro ImpudTa. Mosr
BBUICTIUT 3Ty WH(OPMAIUIO U3 OCTAIBHBIX CIOB W 3allOMHUT. [[OMHUTE, BeJb B IIKOJE HAC 3aCTaBIISLTH
JIeNlaTh aHAJIOTUYHO Ha YPOKaxX PYCCKOrO S3bIKA: CIOBAapHBIE CIIOBA MbI BBLICSUIA Pa3HOLBETHBIMU
pyukamu. ManeHbkass XUTpOCTb: HekoTopble memarord COBETYIOT HE IMPOCTO BBIACIATH CJIOBO, HO H
nmUcaTh Kakayo OyKBY pa3HbIM IIBeTOM. BpeMeHn Ha HamucaHue yitneT Oosnblie, paboTaTh ¢ MOHSTHEM
BBI Oy/ieTe JIOJbIIe, MO3TOMY U 3alIOMHHUTCS OHO ObicTpee. O0s3aTeNbHO MONMPOOYHTE Ha MPAKTHUKE 3TO
MPOCTOE yTpakHEHHE.

Padoraiite ¢ Microsoft Word. Vcronbs3yiiTe aBTOMaTHUECKYIO MPOBEPKY opdorpaduu HE TOIBKO MO
NpsSMOMY Ha3HA4YCHUIO, HO U JUId oOydeHUs. Kak TONBKO yBHIMTE, YTO MporpaMma HCIpaBHia Kakoe-
00 CIIOBO, COTPHUTE €r0 M HAINMIINTE BPYYHYIO MPAaBHIBHBIA BapHaHT. DTO HEMHOTO YBEIHYUT BpPEeMs
paboTHI ¢ TOKYMEHTOM, HO OyIeT MOJIe3HBIM yIpakHeHueM ais spelling.

YuraiiTe kKak MO:KHO 4ame. Kak 3alOMHUTH JUII0 HOBOTO 3HAKOMOro wiu Kosuieru? HykHo warie c
HUM BHJETbCA. 3allOMHHATh HAMMCAHHUE CJIOB MOKHO M HYKHO aHaJOTUYHO: CTapalTech BCTPEUaThCA C
HUMHA dacTo. [Ipormie Bcero 3To OyIeT AenaTh, €Cau BBl OyJeTe YUTAaTh Pa3sHOOOpa3HBIC AHTIIOS3BIYHBIC
CTaTbl W KHUTHU. DTOT MpHEM, TOXayd, caMbli WHTEPECHBIH M HEHABA3YMBBIA, BEIb BBl yUUTE
MIPaBOMUCAHNE aBTOMATHYECKN BO BPEMS UTCHHSL.

TecTupyiite cBou 3Hanusa. B MHTepHETE MOXXHO HalWTH MHOTO Pa3HOOOpa3HBIX TECTOB W OHJIAWH-
3aJlaHi, KOTOpble TOMOTYT BaM COBEPIICHCTBOBATh HABBIK IPABOMUCAHMUA Ha AHIJIMICKOM S3BIKE.
Hampumep, MHOT'O pa3HooOpa3HbIX TECTOB MOXKHO HalTU Ha ITUX cafrax:
https://howtospell.co.uk/spellingquiz.php, http://eslus.com/LESSONS/SPELL/SPELL.HTM.

Hrpaiite B npaBWibHbIEe UTPHI. 3ydeHne aHTITUICKOTO SI3bIKA JOJDKHO OBITH IS BaC YBIEKATEIbHBIM.
A cjenaTh €ro TakMuM MOMOTYT pa3HOOOpa3Hbie 00y4YaONIUEe OHJIAWH-UIPBl. X MOXHO HCIOJIb30BaTh B
nepepsiBe MEXAYy YHNPaXHEHMSIMHU: BBl 370POBO pa3BJieyeTech M B TO K€ BpeMs IMPOJODKUTE YUHUTh
aaTuiickuid. [lonrpats ¢ mMONIb30M MOKHO Ha cairtax http://www.wordgames.com/, http://www.merriam-
webster.com/word-games, http://www.funbrain.com/spell/.

H3yuurte mpaBuiaa ureHusi. Eciou BbI Oyjere 3HaTh NpaBUjia YTCHUS aHTIIMHCKOTO s3bIKa, BaM OyneT
JIeTYe JI0ra/laThCs, KaK MUCcaTh HE3HAKOMOE CJIOBO, MCXO/s U3 ero 3By4aHus. Spelling bee - urpa mus




IPaMOTHBIX JIIOAEH. XOTUTE MPOBEPUTh CBOM 3HAHUSI? XOTUM OTMETUTh, YTO MPABONMCAHUE BBHI3BIBAET
TPYJHOCTH J1aXKe y HOCUTeENEH s13bIka. FIMEHHO T03TOMY B AMEpHKE €CTh Pa3InYHbIE KOHKYPCBI, KOTOpPBIE
IIPU3BaHbl IPOBEPSTH I'PAMOTHOCTS JItoJeH, Hantpumep Spelling bee. 910 copeBHOBaHuE, B X0[1€ KOTOPOT'O
JIO/ISIM Ha3bIBAIOT Pa3IMYHbIC CII0BA, 8 OHU JIOJKHBI MPOU3HECTH 10 OyKBaM, KaK MUIIYTCS ATH MOHSTHS.
Kro caenan ommbOky — BbIObIBaeT. Ha Kak7joM 3Tare KOHKypca JaloTcs Bce 0oJiee CI0KHBIE CIIOBA, TTOKa
HE OCTaHeTCs OJMH MoOennTeNb. BriepBrie KOHKYpC OBIT IPOBEIEH B HainekoM 1925 romy u ¢ Tex mop He
Tepsiet momyssapHocTH. Ceituac Spelling bee mpoBoasAT B pa3HBIX CTpaHax MHpa.

3. METOAUYECKHUE PEKOMEHJAIIUU 11O U3YUYEHUIO TEOPETUYECKOI'O
MATEPHAJIA

N3yuenue moboro pasjena cieiyeT HAYMHATH C O3HAKOMIIEHHUS C BOIIPOCAaMM IUIaHA
u3yueHust TeMbl. [Ipu u3ydeHHMHM TEOPETHYECKOro MaTepuaja HEeoOXOJUMO HCIOJIb30BaTh
PEKOMEH/YyEMYI0 OCHOBHYIO U JIOTIOJIHUTENbHYIO JIMTEpaTypy [Uld JIy4lero YCBOEHUS
MaTepuaia.

OcBauBaTh TEOPHUIO CIEAYET B COOTBETCTBMM C TOH IOCIENI0BATEIbHOCTBIO, KOTOpPAs
IIPEJICTaBJICHA B [IJJaHE CAMOCTOSTENbHBIX U IPAKTUUECKUX 3aHATHUI.

Mertonuka paboThl ¢ IUTEpaTypoil MpeaycMaTpuBaeT BEJEHHUE 3allUCH POYUTAHHOIO B
BUJE IUJIaHA-KOHCIIEKTA, OIIOPHOTO KOHCIEKTa U T.J. OTO IO3BOJMT CHAENaTh 3HAHMS
CHCTEMHBIMHU, 3a()UKCUPOBATh U 3aKPENUTh UX B IAMATH.

KoHcneKT — CI0KHBIA cr1oco0 N3I0KEHUs COJePKAHNS KHUTH WM CTaThU B JIOTHYECKOM
nocjae0BaTeNnbHOCTH. KOHCIEKT akKyMyJIupyeT B cebe IpeblayIiye BUAbI 3allUCH, 1103BOJISET
BCECTOPOHHE OXBATUTh COJEP’KAHUE KHUTH, CTATbU, TEKCTa, I'PaMMaTHYECKOIO0 MaTepuaia.
ITosTOMy yMeHME COCTaBISAThH IUIaH, TE3HUCHI, JIeaTh BBINUCKU U APYTHE 3allUCU OINpelessieT U
TEXHOJIOTHI0 COCTABJIECHHS KOHCIIEKTA.

MeTtoanyeckune ykazaHusl 10 COCTABJICHHIO KOHCIIEKTA
1. BHuMmaTenbHO NpOYUTANTE TEKCT. YTOUYHHTE B CIPABOYHOW JIMTEpAType WM CIOBape
HernoHATHble cioBa. Ilpum 3amucu He 3a0yAbTe BBIHECTH CIPABOYHBIE JIaHHBIE Ha IOJSA
KOHCIIEKTa;
2. Beiienure riaBHoe, COCTaBbTE IUIAH;
3. Kpartko cpopmynupyiite OCHOBHBIE ITOJIOKEHUS TEKCTA;
4. 3aKOHCHEKTHPYHTE MaTepuai, 4YeTKO Clefys IyHKTaM IulaHa. [Ipy KOHCIEKTHMpOBAaHUU
CTapalTeCh BbIPa3UTh MbICIb CBOUMHU CIIOBaMU. 3aIIUCH CIIEYET BECTH UYETKO, SICHO.
5. I'pamoTHO 3anuceiBaiiTe nuraThl. LIUTUPYs, yUnTHIBAlTE TAKOHUYHOCTh, 3HAUUMOCTh MBICIIH.

B Texcre KOHCIEKTA kKelaTelnbHO NPUBOAUTH HE TOJIBKO TE3UCHBIE MOJIOKEHUS, HO U UX
nokasaresnbeTBa. [Ipu opopmileHMH KOHCIEKTa HEOOXOIUMO CTPEMHTBCS K €MKOCTH KasKIOoro
npeuiokeHus. MBICIM  aBTOpa KHUTH CIEAyeT H3/aratb KpaTko, 3a00TsICh O CTWIE H
BBIPA3UTEIbHOCTH HAITUCAHHOTO. JIJ11 yTOUYHEHUS U JOTIOJIHEHUS HE00XO0AUMO OCTaBJIATh OJIS.

[pouienypa mpoBepKH KOHCHEKTa BKIIFOYaeT B ceOs MEpedyeHb BOMPOCOB 0a30BOrO |
HOBBIILIEHHOTO YPOBHEH IS COOeCe1I0BaHUs.

MeTtoauyeckue peKOMeHAAMH 110 NPeACTABJCHNIO H 0(hopMIIeHH IO
pe3yJbTaTOB co0eceI0BAHUS

CobeceroBaHue MpeaCTaBIseT COOON MHAMBUIYAIbHYIO Oecelqy ¢ KaKIbIM CTYJCHTOM
[0 TPEAJIOKEHHBIM BOIPOCaM C MOCIEIYIOIEH OIEHKOM MX MOAroToBKH. llenmbpro naHHOM
(bopMBl 3aHATUS SBISETCS OCYIIECTBICHHE TEKYIIErOo KOHTPOJIA 3HAaHMU 1o Teme. B 3amaun
cobece]oBaHUS BXOAUT IIPUOOPETEHNE HABbIKA PAOOTHI ¢ MCTOYHUKAMU U JINTEPATYpOH; yMEHUS
IPaMOTHO COCTaBJIATh KOHCIIEKTHI U MOJIb30BaThCSI UMU; BBIABIATH Pa3jIMUHble TOUKU 3pEHUS Ha
Ipo0JeMy U CTEeNEHb ee pa3padOTaHHOCTH B JIUTEPATYpeE.

CobecenoBanue mpeanonaraeT o00s3aTelbHOE  KOHCIEKTUPOBAaHME TEKCTa WM
rpaMMaTH4YeCKOro MaTepuana, a Takxke popadoTKy BCeH MPEI0KEHHOM JINTepaTyphl 110 TEME.

Bonpocel 1y cobGecenoBanusi U Kputepuu oueHuBaHus npuBeaeHsl B ®OC manHOM
JUCLUIUINHBIL.

4. METOAUYECKHUE YKA3AHUSA 11O BUIAM PABOT,



NPELYCMOTPEHHBIX PABOUYEM ITPOT'PAMMOM JUCIATIIAHBI
4.1. IToaroroBKa K NPAKTHYECKUM 3aHATUAM
Memoouueckue ykazanusi no no020moeke K npakmuyeckum 3aHAmusm.

K camocTosaTenbHOl paboTe OTHOCHUTCS MOATOTOBKAa K IMPAKTUYECKOMY 3aHSTHIO U
BBITIOJTHEHUE TOMAILIHETO 3aJaHMs.

JlomanrHee 3aJaHUEe COCTOMT W3 WHAMBHAYAJIbHBIX 3aJlaHHUM, Npoleaypa MHpOBEPKU
KOTOPBIX BKJIOYaeT B ceOsi TepeueHb NPAKTHUECKUX YHPAKHEHUHM M  BOMPOCOB IS
cobeceoBaHMUA.

HToroBniii NpoAYKT cAaMOCTOATEIbHON Pa0d0ThI: HHIUBUAYAIbHOE 3aJaHHE.
CpencTBa M TeXHOJIOTHM OLIEeHKH: cOOECeI0BaHUE.

4.2. MeroanuyecKkue yKa3aHusl 110 COCTABJICHHUIO IJI0CCAPHS 110 TEKCTY

[TooOHO r060MY ClIOBapIO TIIOCCApPUN COCTOUT M3 aBTOHOMHBIX JISKCHUECKUX €IMHUII,

PacIoyIOKEHHBIX:

- 1o andasury;

- 110 Mepe TOSBIICHUSI TEPMUHOB B TEKCTE WJIU 3aJaHNU;

- B COOTBETCTBUU C TEMOM MU3y4aeMOro pas/ena JUCIUILINHBL.

Jlns cocTtaBieHus rioccapus M0 3aJaHHOW TeMe HYKHO HallTh MH(OpMAIHIO C Pa3HbIX
UCTOYHUKOB (ceTb «HTepHET», SHIMKIIONEIUH, TPaKTHUECKue nocoOus, yueOHas aureparypa),
U3YYHTh €€ U COCTaBUTh B PyKOMMMCHOM BapHaHTE WU MOJIb3YSACh TEKCTOBBIM IIPOLECCOPOM.

PabGora nomkHa OBITH T@peicTaBlieHa Ha Oymare d¢opmara A4 B TeYaTHOM
(KOMITbIOTEPHOM) WJIM PYKOIIMCHOM BapUaHTe.

Kaxxnas nexcuueckass eQUHMIIA 3alMCBIBAETCS HA OTHENIBHOM cTpouke. B cocrtaB ee
XapaKTePUCTUKHU JOJDKHBI BXOAWTH HE TOJIBKO KpaTKOE TOJKOBaHME, HO M KOMMEHTapHH,
IIPUMEPBI, MOSICHSAIOUINE LUTAThl, CCBUIKM Ha JIMUTEPaTypy. I JTaBHBIM OTJIMYMEM TJOCcCapusi OT
OOBIUHBIX ciI0Bapeil sABiseTcsl GOPMUPOBAHUE €r0 B KAUECTBE €IMHOT0 KOMIUIEKCa HHPOpMAIH
B COOTBETCTBUU C MCCIIEN0BATENBCKON MIIM IPAKTUUYECKON 3aJaueH.

PexoMeHanum 1o coCcTaBJICHUIO IJIOCCAPUS:
* I'1aBHOe MpaBWJIO TJIoccapusi — JA0CTOBepPHOCTh. [losicHeHHe NOKHO Haubojiee TOYHO
OTpaXkaTh CyTh JIEKCUUECKON €MHUIIBI.
* IlosicHeHHe 10JIKHO OBITh KOPPEKTHBIM U MOHATHBIM. Henb3s HCnoab30BaTh OTKPOBEHHBIE
KAPTOHMU3MBbI, HO U CJIMIIKOM CJIOKHBIM HayUHBIM TEKCT MOKET TOJBKO 3aIyTaTh MOJIb30BATEIS.
* YuuThIBaTH BCe BapHaHThl. EciM OIMH M TOT XK€ TEPMHUH MOXET HMETh HECKOJIBKO
pPaBHO3HAYHBIX 3HAYCHHWH, HY)KHO YYHMTBIBATH BCE BAPHAHTHI, W HAa KOHKPETHBIX IMPHMEPax
NPUBOINUTH 3HAUCHHE TEPMUHA B TOM MJIM MHOM KOHTEKCTE.
HToroBbiii MpoaAYKT CAMOCTOATEIbLHOM Pad0ThI: CIIOBapHAs CTaThs.
CpeacTBa M TeXHOJIOTHM OLEHKH: cOOeceI0BaHHeE.
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