npga gByﬁaB&IC/KIOg BBIC

[loKyMeHT NoAnucaH NpoCToil 3NeKTPOHHOM NOANMUCHI0

NHbopmaums o Bnagenbue:

(efiepanbHOro yHUBEpCUTETa -%I)HOE OCY APCTE
[Jlata nognucannma: 21.05.2025 11:55 00 OBPA3BOBATE
YHUKanbHbI MPOrpaMMHbIA KIKOY:

IET'O ObPA3OBAHUS PO
s EHHOE ABTOHOMHOE
JIbBHOE

O OBPA30OBAHIA

®UO: Web3yxosa TaTbsiHa

[omkHocTb: [upekTop ﬂﬂTl/IFOpCKOFO VIHCTI/I

d74ce93cd40e39275c3ba2f58486412a1c%‘1§£PE>KI[EHHE BbICLIEI]
«CEBEPO-KABKA. QFT(TJT/T DE T[FD

JIbHBIIT YHUBEPCUTET»

IIATUTOPCKUIM UHCTUTYT

MeToanuecKue

(bunuan) CKOY

yKa3aHud

T10 BBITIOJIHEHUIO TTPAKTUUYECKUX
(ceMuHaApCKUX) padOT MO TUCITUTIIIMHE

«MTHOCTPAHHBIU S3bIK B COEP

E [TIPO®ECCUOHAJIBHOU

KOMMYHUKALIUN»
qu1st Hartpaiienust noarotoBku 10.03.01 MudopmanrionHas 6€301macHOCTb
HaIpaBJIeHHOCTH (Mpoduiib) be30macHOCTh KOMIBIOTEPHBIX CUCTEM

[TsTuropck 2025



COJZIEP)KAHUE

[TosgcauTenbHas 3anucka
[Tnan nmpakTHyecKuX (CEMHUHAPCKUX ) 3aHSATHIA
PexomeHniyemast mureparypa



1. IlosicHUTENBbHAS 3aMIUCKA

Metonuyeckue yka3zaHMs IpPEIHA3HAUCHBI Ul CTYIEHTOB OYHON/3a0uHON (hopmbl 0OyueHus,
KOTOPBIMU OHU MOTYT I10JIb30BaThCS MPH MOATOTOBKE K MPAKTUYECKUM 3aHATUAM. [IpakTHueckre 3aHsATHS
9TO IUIaHUpyeMas ydeOHasl, y4eOHO-HUCCIIeNOBATENbCKas, a TaKKe Hay4dHO-HCCIIeIOBaTeNIbCKasi padoTa
CTYJECHTOB, KOTOpasl BBITMOIHAETCS B ayIUTOPHOE BpeMsd MO PYKOBOICTBOM IIpenozasareis. B cocTtase
METOJMYECKUX YKa3aHUN K MPaKTHYECKUM 3aHATHAM MPEeIyCMOTPEHBI PEKOMEHIAINU IO MOATOTOBKE K
MPaKTUYECKOMY 3aHATHIO. [Ipy BBITOMHEHWH PAaOOTHl CTYAEHTHI MOTYT HCIIOJIB30BaTh HE TOJBKO
METOAMYECKHE YKa3aHUsl 10 PEIICHHI0 3afad, HO W JAPYrHe MaTepuanbl y4eOHO-METOANYECKOro
KOMILIEKCA.
OCHOBHO# 1IeTIbI0 METOJMUYECKUX YKa3aHUH 1O BBITIOJIHEHHIO MMPAKTUYECKUX padoT SBISIETCS MOBBIIICHUE
UCXOJHOTO YPOBHA BIQJACHUS WHOCTPAHHBIM SI3BIKOM, JOCTMUTHYTOTO Ha MpEabIIylIed CTyHNEHH
0o0pa3oBaHus, U OBJIAICHUE CTyIEHTaMH HEOOXOAWMBIM M IOCTATOYHBIM YPOBHEM KOMMYHUKAaTHBHOM
KOMIIETEHILIMH JIJIs1 pEIIeHUS 3a7a4 MEKIMUYHOCTHOTO U MEXKYJIBTYPHOTO B3aUMOJICHCTBUSL.

Lenpio 0CBOCHUS AUCHMIUIMHBI «IHOCTpaHHBIH SI3BIK B cepe NpodhecCHOHATBHON KOMMYHHKALIUN
ABysieTcs: OpMHUPOBAaHUE Y CTYyIEHTOB KomreTeHuun YK-4 xak cpencTsa, MO3BOJISIOIETO O00ECHEUUTh
KOMMYHHKAaTHBHO-TIO3HABATENbHBIE MMOTPEOHOCTH B cdepax akaJeMUIecKoi, mpodecCHOHaIbHOW H
COLUANTbHO-TYMaHUTAPHOU AEATEILHOCTH, YYacTBYS B MEKKYJIbTYPHOM OOIIEHHH.
3amaud OCBOEHHWS AMCLUIUIMHBL: OBJAJE€HUE MOHOJOTMYECKOH M IUAIOTMYECKON pPEYblO, OBIAJCHUE
OCHOBaMH THCbMEHHOW peuH, OBJIaICHNE OCHOBAMH CAMOOLIEHKH YPOBHS COPMHUPOBAHHOCTH SI3BIKOBOIA,
peueBoll W  COLMOKYJIBTYpPHOH KOMIIETEHIMM W (OPMHUPOBaHHMS NOTPEOHOCTH B  SI3BIKOBOM
camMo00pa30BaHuM.

B pesynbraTe 0cBOCHUS NUCHUIUIMHBI O0YYaIOLUIUHACS TODKEH
3HATH!
- OCHOBBI ITIEPEBO/Ia C MHOCTPAHHOTO fA3bIKA B MPpodecCHOHAIBHON cdepe;
YMETB:
- BBIIOJIHATh KOPPEKTHBIN MHCbMEHHBIN IIEPEBOJ, C HHOCTPAHHOIO SI3bIKA HA TOCYAAPCTBEHHBIN s3bIK PO
1 C TOCYAApPCTBEHHOTO si3bIka PMD Ha MHOCTpaHHBIN SA3BIK;
BIAJIETh!
-)KaHpaM{ MTUCbMEHHOH peun B IpodeccHoHanbHOU chepe.



2. IVIAH IPAKTUYECKHUX (CEMUHAPCKHNX) 3AHSITUM
IMpakTuyeckoe 3anaTue Nel. Jlekcuueckue 1 CHHTAKCHYeCKHe 0COOEHHOCTH O0(PMIINAILHO-1€J10BOT0
CTHJISL AHTJIMHCKOTO S3BIKA.
OpranmnzanonHas GopMa 3aHATHS: TPAJUIIHOHHBINA CeMHUHAD.
lens: dopMupoBaHuE y CTYIACHTOB pPEUYEBOU, SI3HIKOBOM W KOMMYHHKATHBHON KOMIICTCHIIMH IS
OCYILIECTBJICHUS JIEJIOBBIX KOHTAKTOB.
B pesynbTaTe ocBOGHUE TEMBI CTYIEHT JOJKEH
3HaTh: OCHOBHBIC I'PaMMaTUYCCKUC SABJICHHUA, XapaKTCPHBIC 1A HpO(beCCPIOHaHBHOfI peUn; JICKCUYCCKUE U
CHUHTaKCHUYECKHE 0COOEHHOCTH O(QUIINATBHO-IEI0OBOTO CTHIISI B aHTTIMICKOM SI3BIKE;
YMETh: ONpEeNATh CTHIEBYH NPUHAIICKHOCTh AHTIMHCKUX TEKCTOB OQHUIIMAIBHO-AEIOBOTO CTHIIS,
BHJIETh XapaKTEepPHBIE CTWIEBBIE YEPTHI, YUTATh OQHUIMAIHHO-AEIOBBIE TEKCTHI PAa3IUYHON CTETeHU
CIIO)KHOCTH;, CTPOUTH JHAIOTHYECKYI0O M MOHOJIOTMYECKYI0 pedb C HCIOJIb30BaHHEM Haubolee
YHOTPEOUTENBHBIX JIEKCUKO-TPAMMATHYECKUX CPEJICTB B OCHOBHBIX KOMMYHHKATHUBHBIX CHTYaIHSIX
o UIHaIHLHOTO OOMIEHNS; TOHUMATh TUAOTHYECKYI0 1 MOHOJIOTHYECKYIO PeUb 10 N3YYEHHOU TeEMe.
AKTyaJbHOCTh TEMBI: 00YCIIOBJIEHA HEOOXOIUMOCThIO oBnaeHust YK-4.
TeopeTrnueckas 4acThb:

OdunmanbHO-IeI0BOMH SI3BIK KaK 0COOBIN (PYyHKIIMOHATBHBIN CTHIIb PEUX XapaKTEPH3yeTCsl N3BECTHBIMU
HWHTCPHAITUOHAJIBHBIMU YE€PTAMU, KOTOPBIC ABJIAKOTCA CIICACTBUEM YHUBEPCAJIBbHOCTHU PEIIAECMBIX UM 3a1a4
— CHYXHTh HWHCTPYMEHTOM JIEJIOBOI'O OOINEHHS, CpPEACTBOM JOKYMEHTHPOBAHHS O(QHIHAIBLHON
YIpaBIeHUECKOU U ciry>keOHoN nHopMarmu. O1Ha U3 caMbIX TTOPa3UTEIbLHBIX 0COOCHHOCTEH 3TOTO CTHIIS
— WCIIONB30BAaHHWE CIIOB B MX HCTHHHOM CJIOBapHOM 3Ha4deHWH. He cymecTByeT BO3MOXHOCTH ISt
KOHTEKCTHBIX 3HAaUEHHUH NN JJIsL O)Z[HOBpeMeHHOfI pcajm3alu AByX spavennii. CiioBa ¢ SMOIIMOHAJIBHBIMH
3HAYCHUSIMH HE JOJDKHBI OBITh HAaWJIEHHBIMU B JOKyMeHTe. KaKaplii T JEMOBBIX JOKYMEHTOB MMEET
COOCTBEHHBIN HaOOp ¢pa3 W KIUIIIE, KOTOPbIE MOTYT Ka3aThCsl CTPAHHBIMH B Pa3rOBOPHOM aHTIHUHCKOM
s3bIKe, HAIpuUMep e.g. invoice, book value, currency clause, promissory note, assets (BbICTaBJIAThH CUET,
CTOMMOCTb OCHOBHOTO KallMTaia, IIyHKT BaJIOTHI, 0053aTeIbCTBA 110 BEKCENI0, aKTHBBI, U T.1.).

Hamnpuwmep,

OopUITHATHHBINA CTHIIH HeodunnansHelii cTHIL

Formal style Informal style

commence (HAYHHATB ) begin, start (HauaTh, HA4aJO)

conclude (3aKOHYHTH TTOABITOKUTB) end, finish, stop (koHeIl, oOcTaHaBIUBATHCS )

B PasroOBOPHOM AHTIINHACKOM SI3BIKE MOYKHO Ha6JHO,Z[aTI) MHOXCCTBO BBOAHBIX CJIOB: «XOpOIIO, Brr BUIUTCE,
CBOCTO POJIa», KOTOpPbIE HE MOTYT HCIIOJNb30BaTHCS B NMHCHbMEHHOM JI€JIOBOM AHIJIMMCKOM S3BIKE, U
JIOTHYECKU W cTHiaucTHYecKd. OHM UCKITFOUYEHBI, TOTOMY YTO HE HECYT CMBICIOBOI Harpy3ku. JlemoBbie
JOKYMCHTEI, HAIIPOTHUB, JOJIXKHBI UCITIOJIB30BaTh CJIOBA, KOTOPBIC NEPCIAAOT MHOT'O I/IH(I)OpMaIII/II/I.

CTI/IJ’IL, OJHAKO, HE JOJIXKEH 6I)ITI) CJIMIIKOM HNPOCTBIM, ITIOCKOJIBKY 3TO MOXKCT IMOKAa3aThbCA HCKYJIbTYPHBIM
¥ rpyObIM. JIMHTBUCTHI pEKOMEHAYIOT CIEYIONINE CTHINCTUYECKUE TPUEMBI, KOTOPBIE MOTIIU OBI C/IeTIaTh
COTJIAIIeHUsT ¥ KOHTPAKTHI 00JIe€ BEXIIMBBIMU: HCIOIB30BAHUE CIOXKHO — MOMYMHEHHBIX MPEIIOKEHHH,
0ojiee NPEANOYTHTEIBHO YEM HMCIIOJIL30BAaHUE MPOCTHIX MPEIJIOKCHHUN; HCIIONIB30BAHUE MTaCCUBHOTO
3aJI0ra rj1aroJia, a He ak THBHOTO; ITOJTHBIE )OPMBI CJIOB, @ HE COKpaIlleHHbIe (OPMEIL, TaM, TJIe HEOOXOAUMO.
IIpaBubHAS HHTOHANMS TOJDKHA OBITH HEHTPATBLHOM, TUIICHHON HAIBIIIIEHHOTO S3bIKa C OJTHOW CTOPOHEI,
U HeO(DUIMATIHHOTO WIIM Pa3TOBOPHOTO S3bIKa C APYrod CTOpoHBI. [103TOMY, HECOOTBETCTBYIOIIMIA
CJIOBApHBI 3ammac, IUOMBI, (Ppa30BbIC TIIAT0JIBI HEJIOMYCTUMBI.

O6e poroBapuBaroOIIUecs CTOPOHBI HE JOJDKHBI HCIBITHIBATH HUKAKUX TPYIHOCTEH B MONyYEHHUH
I/IH(bOpMaIII/II/I, OHH JOJI’KHBI OLITh B COCTOSIHHUM IIOHSTH TO, 4YTO HAIIMCaHO. Henopa3yMeHI/I$I BCEraa
BBI3BAHLI HEXBATKOH MBICIM W BHHUMAaHHUS. DTO MOKET CIIYUUTBHCA M3-3a HUCIIOJIB30BaHUA COKpaIU;eHPIfI,
YHCEJl, MPEAJIOTOB B OOJBIIIOM KOJUYECTBE.

CoxpareHust MOTYT OBITh OY€HB TOJIE3HBI, TAK KaK MX JIETKO W OBICTPO MUcaTh U YuTaTh. OXKUIgaeTcs, 9To
o0e CTOpPOHBI JO/DKHBI 3HATh 3HAYCHHE COKpamieHuid. Eciii oauH W3 HapTHEPOB HE YBEPEH, 4TO
COKpaIlleHU JIETKO MPU3HAHBI IPYTOil CTOPOHOM, X HENb35 UCIIOJIB30BATh.

OpHa U3 caMbIX TTOPa3UTENBHBIX OCOOCHHOCTEH IEJI0BOTO aHTIIMHCKOTO SI3bIKa — IIMPOKOE UCIIOB30BaHHE
HCJINYHBIX (1)OpM riaarojia, ¥ UX HCCICIOBAaHHEC MOIJIO OBl OBITH HHTCPECHO IJId TE€X, KTO HU3YYaCT U
MIPETIOIaeT aHTIIMUCKUH s3bIK. CUCTEMa HEMYHBIX ()OPM IJIaroja BKIOYaeT HHPUHHUTHUB, -ing (GOPMBI U
npuyactus. OJTO — OONICTIPHHATAs WCTUHA, YTO OTIJIArOJIbHbIE (OPMBI IIUPOKO HCIIONB3YIOTCS B
AHTJINACKOM SI3BIKE€ OOIICHHWS, HO OHH YacTO WCIOJB3YIOTCI M B JIEJIOBOH M KOMMEPUYECKOU



KOppecnoHJeHIMY. M3 HamboJjiee 4YacTO MCMONB3YEMBIX OTIJIATOJIBHBIX ()OpPM B JICJIOBBIX MHUChMax
UCIOJIb3YeTCS MHOUHUTHB.

NHpUHUTHB KaK JOMOJHEHUE K aKTHBHOMY IJIaroJly BCerjia cieyeT 3a TJIaBHBIM TiiarojioM. B nenoBoit
KOPPECIIOHACHIINH 3TO CIICAYIOIINE TTIaroisl: to agree (cornamarscs), to appear(mosBiaTbes), to arrange
(moroBapuBathcs), to continue(mporomkarees), to decide (pemiats), to expect (oxxunars), to fail (tepners
Heyaady), to hesitate (komebatses), to hope (HagesTres), to intend (HamepuBathes), to like (HpaBUTBCA), tO
manage (ympaBisath), to need (Hyxkmarecs), to offer(mpemmarats),to omit(npomyckars), to plan
(nnmanupoBath), to prefer (mpeamounTaTs), to prepare (IMOArOTABIMBATH), to propose (peyiarars), to regret
(coxarneTts), to secure (obeperats), to try (mpoboBatk), to want (xoteTs), to wish (>kenarsp).

Bomnpocs! u 3ananus:

1. IloaroroBeTech K 00CYKACHUIO TEOPETUIECKOTO MaTepHana.

2. [IpounTaiiTe U IEpEeBENUTE 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) Ilo3nakombTecs ¢ mucrepoM Tumotu Jlmamonom. O skoHOMHCT. OH OYeHb yMeH U omblTeH. OH
aKTHBEH M JeNoBUT. OH JKEHAT U UMEET IBOHX JICTEH.

-Muccuc Jlungon, Bam myx noma? — Jla, oH 1oma, HO OH O4YEHb 3aHST.

-Mucc ®nmunmnc, Muctep Knuddopa y ceba? — Jla, on y cebs, Ho oH 3aHAT. llogoxanre HEMHOTO,
noxaiyicra. — Xopoio. — Bxoaure, moxanyicra.

2) [o3BonbTe npeacraButbess. Mens 30ByT Jdanmanb beiinc. S ynpasnstomuii 6ankoM. Ceituac 51 He B
Oanke, 51 B oduce mucrepa Kmuddopma. Y mens Baknas mnpobiemMa, KOTOPYIO s TOJDKEH OOCYAHTH C
mucrepom Kimddopaom. Ho mucrep Knmuddopn 3ansar. ¥ nero copemanue ¢ 6uzHecMeHamu u3 Poccnu.
3) -3apascTByiite. Mens 30ByT Onuc Tpukc. Y MeHs Ha3HadeHa BcTpeda ¢ mucc @numnmc B 10 wacos. —
3axomuTte, moxanyicra. S muce @nurmc. HaspiBaiite meHs Cuaan. — A st Onuc. — ThI Halll HOBBIHA oduc-
MeHeJKep, He Tak nu? Pana ¢ To06o# mo3—Hakomuthes. — Ceituac muctep Kmuddop nomkeH uaru B 0aHk,
a MBI MOKEM TOIUThH Yar0. A 3aTeM Thl MOXEIIb Ha4aTh padoTy.



4) 3aka3bl Ha OPITEXHUKY M KaHI[TOBAPHI IPUXOAT U3 pa3HbIX pupm. Dupme muctepa Knuddopaa HyKHbI
5 koMIBIOTEPOB, 4 nuKTO(OHA, 11 KambkyaTopoB, 500 xorBepToB, 20 Mavek Oymaru, marnku s Oymar,
KHOIIKH ¥ CKPEITKH.

5) D10 coBpeMmeHHbIN oduc. B HeM HemHOro Mebenu. 3mech HET OymMaru M JJOKyMEHTOB Ha cTojax. B
MPUEMHOM Ha CTOJIe y CeKpeTapsl KoMIbloTep. B yriy Tenexc.

6) Muctep Kimmddopa roeoput cBoemy cekperapto: — EcTh kakue-HHOyAb NMHUCbMa W TEIICTPAMMBI?
Ilpunecute ux cronga, noxaiyicra. — MHe Oo4YeHb HYy)KE€H 3TOT ajapec. Haligure ero, noxamyiicra. —
[To3Bonute M-py JluHmoHy u mporoBoputech 0 BCTpede. Mol TenedoH ciomalcs, U s He MOTYy C HUM
CBSI3aThHCA.

- Ectp i1 k0 MHe eme noceturenu? [lonpocure ux moaoxaaTh HEMHOTO.

IIpakTuyeckoe 3ansaTHe No2. Oco0eHHOCTH yNOTpeOJIeHNs] MOJATbHBIX IJ1aroJioB B AaHIJIHIICKOM

HdeJ10BOM CTHJIe.

OpranuzanyoHHas Gopma 3aHATHS: TPAAUIHUOHHBIA CEMHHAp.

Henb: ¢opmupoBanue y CTYyISHTOB pPEUYEBOH, S3BIKOBOM M KOMMYHHMKATHBHOM KOMIICTCHLUH IS

OCYILIECTBJICHUS [I€JIOBBIX KOHTAKTOB.

B pesynbraTe 0CBOCHHE TEMBI CTYICHT JOJDKCH

3HaTh: OCOOCHHOCTH YMOTPeONeHUs] MOAAJbHBIX TJarojioB; OCHOBHBIE TI'paMMaTHUYECKHE SBJICHUS,

XapakTepHble 17151 TPO(ECCHOHATBHON PEUH; JIEKCHUYECKUE U CHHTAKCUIECKHE OCOOCHHOCTH O(QULINaTBEHO-

JIETIOBOTO CTHJISI B aHTJIMHCKOM SI3BIKE.

YMETh: YNOTPEONIATh MOJAalbHBIE TJaroibl B O(QHUUUATBHO-IENIOBOH peud A1 00O3HAYEHUS

JOJDKEHCTBOBAHUS, IPOCHOBI, Pa3pelleHNs; ONPEACISATh CTUIEBYIO IPUHAUICKHOCT aHTJIMHCKUX TEKCTOB

o(uIManbHO-1€JI0BOTO CTWJIS, BUIETh XapaKTEpHbIE CTWIEBBIE YEPThI; YUTaTh O(UIMAIBHO-IEIIOBbIE

TEKCTBl PAa3UYHONW CTENEHU CIIOKHOCTH; CTPOUTH JUAIIOTHYECKYI0O M MOHOJIOTHYECKYI0 pPedb C

UCIIOJIb30BaHMEM HanOonee YyMoTPeOUTENIbHBIX JIEKCHKO-TPAMMATHUYECKHUX CPEACTB B  OCHOBHBIX

KOMMYHHMKAaTUBHBIX CUTyalusaX opruInagbHOro oOIeH s, TOHUMATh AUATOTHYECKYI0 U MOHOJIOTHYECKYTO

peYb 10 U3YYEHHOU TEME.

AKTyaJIbHOCTh TEMBI: 00YCIIOBIIEHa HEOOXOTUMOCThI0 oBnaaeHus YK-4.

Teopernueckas 4acThb:

OnHuM u3 HauboJIee 4acTo UCIOJIb3YEMBbIX MOJATIbHBIX 3HAUYCHUH B I€JIOBOM SI3BIKE SIBIIICTCSA 3HAUCHUS
JOJDKeHCTBOBaHMs. Hanbonee ymoTpeOisieMbIMH B JIaHHOM 3HAUYEHHHM B AHIJIMHCKOM JIEIOBOM CTHIIC
SIBIITFOTCS TIarojisl must, to be u to have.

[Ipumeps! ynotpeOieHus riiaroyia must:

- We must be in time not to be late as it’s a very important event. (MblI TOJKHBI IPUATH BO BpEMsI, YTOOBI
HE OMO03JaTh Ha 3TO Ba’KHOE COOBITHE).

- I should say you must check it once more. (S cauraro BaMm Hy>KHO TTPOBEPHTH 3TO €IIIe pa3).

- Besides, your price must depend on the amount of the contract. (Kpome Toro, Bamia IeHa JOJDKHA
COOTHOCHUTBCS C YCIIOBHSMHU KOHTPAKTA).

AHTIMHACKUI 1€OBOM CTWIb MPEANHCHIBACT YHOTPEOIATh IJIaros must TOJIBKO MO OTHOLICHHIO K
COOCTBEHHBIM MOJUYMHEHHBIM, KOIJa MOJUYEPKHUBAETCS 0053aTEIbHOCTh M HEOOXOAMMOCTDH BBIIIOTHEHUS
TOTO WM WHOTO JICHCTBUS WM 3aiaHus. He 3pst 3TOT Iilarosl 4acto MCIONB3YeTCsl B 3HAYCHUH MPUKa3a,
MOTYEPKHUBAs CTPOroe TpeOoBaHKUE MIIM HEOOXOANMOCTh BBHIIIOJTHEHUS KaKOro-IM00 IeiicTBUs, Hanpumep,
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. (Bbl 00s13aHBI TOATOTOBUTH BCE JIOKYMEHTHI Ha TIO/IUCH KO BTOPHUKY).

B oTHOwmIEHMSIX ¢ mapTHEpaMu aHTIMHACKUHA N€JIOBOM CTHUJIb NMPENNUCHIBAECT MOYTH MOJHBIM OTKa3 OT
riarojia must, KpoMe CciydaeB, KOrja HEOOXOOUMO IOTYEPKHYTh MKECTKYI0 HEOOXOOUMOCTh WIIH
HEJIOBOJILCTBO CTapliMM TapTHEPOM MIIAJIIUMH TapTHEpaMH WM BO3MYIICHHE TPH KaKOM-ITHOO
HEBBITIOJIHEHUH 00s13aTenbcTB. Hanpumep, Tak Bel MOkeTe ynorpeduts gpaszy You must have paid your
debt by the 3th of November. (Bb1 00s13aHbI BBIIIIATHTE BaIll JOIT K 3 HOSOPS).
3Has 0COOCHHOCTH JIEJIOBOTO AHIJIMICKOIO, BBl OyJleTe MOHMUMATh, YTO B OTHOUICHUSIX C MapTHEPaMH
CIIElyeT COCpeloTaunBaThCsl Ha Tiaarojiax to have u to be, Tak kak 0OSI3aHHOCTB BBITIOHEHUS JCHCTBHS
3BYYHT MEHEe KaTerOpHUYIHO.

[Ipumepsr yoTpebiieHus Taarosos to have to u to be:

- Are you to come on every Saturday morning? (Bbl 00513aHbI IPUXOIUTH 10 YTpaM B cy000Ty?).

- They are to prepare their report to the next weekend. (OHM HOMKHBI MOATOTOBUTH CBOM OTYETHI K
CJICAYIOIINM BBIXOIHBIM).



- Sorry but I have to leave as I’'m very busy last time. (ITpocTuTte, HO MHE TOpa UATH - B ITOCIEAHEE BPEMSI
Yy MEHS 0O4€Hb MHOTO JIeT).

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

OnHako He CTOMT 3a0BIBAaTh, YTO TJIarojl have to MOKET MMETh OTTEHOK HEXKEIATEIHHOrO ICHCTBHS,
nostoMy creayromas ¢pasza «So we have to work with you» 3ByunT nOBONBHO rpy00 M aHTIMHACKUI
JIEJIOBOM CTHITh HE MPeIyCMaTPUBAET TAaKOTO YIOTPeOISHHS 3TOTO TIaroa.

Bo Bcex 3aTpyAHUTENBHBIX CIydYasx, a Jiydllle Jake W 4Yalle, BaM CTOUT MpuOeratb K Ooyee MSTKAM

(dbopmaM ykazaHMsI, 3aMEHSS JODKCHCTBOBAHUE BBIPAKCHUSIMH, O3HAYAIOIIUMH IIPEIIIONI0KEHHE, COBET,
BOMPOC U T.J. AHTIIMICKHIA IeTTOBOM CTHIIb IPpeAyCcMaTprUBaeT MOHMMaHUe ITOT00HBIX (pa3 Ha TOH HITH J1BA
TOHA JKECTUYE WX OPUTUHAILHOTO 3HAYCHUSI.
OTO0 CXOAHO U C cCUTyaluel B pycckoM si3bike. dpaza «He Moriu Obl BBl IepenpoBEpUTh HAIIX JT0XO/BbI,
ecnu y Bac OyneT BpeMsi. Mbl Obl CMOTTIM OOCYAMTH WX C HAIIUM (PMHAHCOBBIM TUPEKTOPOM» BOBCE HE
O3HauaeT OYKBAJIBHO CIIEAYIOIIEE: «CAENalTe 3TO, €CIIH 3aX0UETCs, a €CM He 3aX04eTcs, TO U He HaJIo».
Ha camom zene, mpock6a oapa3zyMeBaeT 4yTh JIM He OBICTPOE M TOYHOE UCIIOIHEHHE YKa3aHuUsl.

Bomnpock! u 3ananus:
1. [ToAroTOBHTECH K OOCYKIEHUIO TEOPETUUECKOTO MaTepHaa.
Ynorpebnenne MonanbHbIX TiaronoB Can, May, Must, Should, Need u ux 3amenuTeneii 11 BeIpakeHUS
JIOIHDKEHCTBOBAHMS, TIPOCHOBI, pa3pellieH s B IeTI0BOM KOMMYHHKAIIMY HA aHTJIIMICKOM sI3bIKe. BripaskeHue
JIOJDKEHCTBOBaHMA. Bripaxkenne npocs0bl. Beipaxxenne pasperienus.
BribepuTe nMpaBUIbHBIN BapUAHT.
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
7.1 was so tired. | 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. I
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, [ 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. |
could
can
must

have been asleep.

£0 NOw.

be watching the football match on TV.

meet her.

phone her tonight.



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. IlepeBemuTe Ha AHTIIMHCKUHN SA3BIK, YIOTPEOIISIST MOJATBHBIHN TI1arol must.

1. OH, TOJI’KHO OBITh, OUEHB YCTAJL

2.V Hux gaxe ecTb sfxTa. OHU, JOJDKHO OBITh, OUEHb OOTAaTHI.

3. Thl 1OJKEH yexaThb 3aBTpa yTPOM?

4. Bl He TOIHKHBI ONa3/bIBaTh.

5. 51 He gomKeH 3a0BIBaTh O CBOEH MaTepH. Sl He mucan e ey BeYHOCTb. CeroIHs BeUuepoM s JOJKECH
HaNKCaTh €il MICHMO.

6. DTa KHUTA OYCHb IICHHAs. BBl HE TOJKHEI €€ TePSTh.

7. Hey>xenu BaM Hasl0 yKe yXOAUTh?

8. 51 moyKeH mpU3HaTh, YTO sl HETIPAB.

3. [IpounTaiiTe U NepeBeIUTE 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
4. do office work
5. invest their money into a company in order to receive a profit
6. are responsible for running a company or some of its departments



7. inspect or keep accounts
8. sell or buy for the company, especially abroad
9. are responsible for the production

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 IO PHIHOYHBIM OTHOIICHUSM HCCIIEITYIOT COCTOSIHUE PhIHKA ISl Pa3HBIX TOBAPOB B Pa3HBIX
crpanax. OHM aHANIU3UPYIOT MOTPEOHOCTH MOKYyMATeNied U PEelIaloT, KaKue TOBapbl TPeOYIOTCS, KaK UX
JIydIlie peKJIaMUPOBATh U TPOIaBaTh.

0) Korza st 4ro-HHOY/Ab TOKyMa0, JJIsi MCHSI Ba)KHA IIeHA, KAUeCTBO M KpacuBbIi nu3aiiH. Korna s
4TO-HUOYIb MPOJAI0, ISl MEHSI Ba)KHBI OTPEOHOCTH MOKYMATENsl U HEIOCTATOK MOJOOHBIX TOBAPOB Ha
PBIHKE.

B) OT1o0 HebombIIas KOMIAHUs, HO Y Hee TOBAaphl M3BECTHBI BHICOKMM Kaue€CTBOM M HH3KOW LIEHOM.
OHU TPOM3BOIAT M MPOJAIOT AIIEKTPOTOBAPHI: YTIOTH, MSICOPYOKH, MUKCEPHI U T.J. OHM MOHUMAIOT, YTO
3aBOEBbIBaTh IOKymaTteis Henerko. OHHM BKJIQJABIBAIOT JICHBIM B HPOU3BOJICTBO, MApKETHHIOBBIC
uccieioBanusl, B pekiiamy. Kpome Toro, y HUX ecTh CHCTeMa CKUIOK. MIX TOBapHbIi 3HAaK yXKe M3BECTEH Ha
MEKIyHApOIHOM pbIHKe. OHH MMEIOT AMJIEPOB B HECKOJIBKHX 3apyOeKHBIX CTpaHAX.

IIpakTuyeckoe 3ansaTue Ne3. OcHoBHBIE paBuJia opporpadpuu M NyHKTYAIUH AHTJIHIICKOTO
sI3bIKA.

OpranuzarnionHas GopMa 3aHATHS: TPAJUIIMOHHBINA CEMUHAD.
Ienms: dopMupoBaHWE Y CTYIACHTOB pPEUYEBOH, SI3BIKOBOH W KOMMYHHKATHBHON KOMIICTCHIIMH JIS
OCYIIIECTBJICHHUS JETOBBIX KOHTAKTOB.
B pe3ynbpTaTe ocBOEHUE TEMBI CTYIEHT AODKECH
3HATh: OCHOBHBIE TmpaBwia opdorpadur ¥ MyHKTyallMd aHTIUHCKOTO $3bIKA; JIEKCHYECKHEe U
CHUHTAaKCHYECKHE 0COOEHHOCTH O(UITHAIEHO-TIEIOBOTO CTHJIS B aHTJIMICKOM SI3bIKE.
yMETh: IPUMEHATh Ha MPaKTUKE OCHOBHBIC NpaBuia opdorpaduu M MyHKTYAI[UH aHTIUHCKOTO S3bIKA;
YUTaTh O(MUIIMAIBEHO-JIEIIOBBIE TEKCTHl PA3IMYHON CTENEHH CIIOKHOCTH; CTPOHUTH HAIOTHYECKYIO U
MOHOJIOTHYECKYI0 pedb C WCIOJIB30BAHMEM HambOosIee YHMOTPeOUTENBHBIX JIEKCHKO-TPaMMaTHIECKUX
CPEICTB B OCHOBHBIX KOMMYHHUKATHUBHBIX CUTYaIUAX O(DUIIMATBHOTO OOIICHHUS; TOHUMATh TUAIOTUYECKYIO
1 MOHOJIOTUYECKYIO PeUb [0 U3yUYEHHOH TEME.
AKTyaJTbHOCTh TEMBI: 00yCIIOBIIeHa HEOOXOTUMOCTRIO OoBaieHus YK-4.
TeopeTuueckas 4acThb:
ITPOITMCHBIE BYKBBbI
Hcnonp3oBaHne TMPOMHUCHBIX OYKB B AHTIMHCKOM SI3BIKE ITOMYMHSIETCS HECKOJIBKO WHBIM IIPaBHIIAM,
HEXKEJH B PyCCKOM.
C nponucHbBIX OYKB B aHIJIMHACKOM SI3BIKE MUY TCS:
1. ITepBoe ClIOBO NpEIIOKEHUS.
2. lurara BHyTpH npemnoxkenns (God said, Let there be light. - Gen. 1:3).



3. [Ipsamoii Bonmpoc BHYTpH MpeIUIOKEHHs, Jake eclii OH He Bblaemsiercs: kaBerukamu (He usually asks
himself, Am 1 right?).
4. JImanoe mecroumenue s (He and I disagree).
5. Umena cobcTBeHHBIC: (paMmiIny, IMeHa, reorpaduueckie Ha—3Banus (Adamson, Chapman, John, Mary,
Washington, New York).
6. IlpunararenpHbIC W OPyTHE YacTH pedH, oOpa3zoBaHHBIE OoT mMeH coOctBeHHBIX (English, Russian,
American, Americanism, New-Yorky). Cp., oaHako, riaroi anglicize.
7. Ha3zBaHus Hapo10B, pac, IuieMeH U s3bIKoB (Japanese, Russians, the Russian language).
8. 3Banus, Tutynsl, nomxHOCTH (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. OdunmansHbie Ha3BaHUS HAIMOHAIBHBIX/ MEXKTyHAPOTHBIX TOCYIapPCTBEHHBIX/9aCTHBIX OpTraHU3aIlHii
u nokymeHToB (The Constitution of the United States, the Fifth Congress, Federal Reserve Bank, Charter
of the United Nations).
10. CymecTtBuTenbHble (M YacTO NpWiIaraTesbHbIE), OTHOCALIMECS K MoHATHIO OokectBa (God, the
Almighty, Allah, Providence, Lord).
11. Ha3Banus nHel Hepenu, Mecsies, npa3aaukos (Monday, March, New Year, Christmas, Fourth of July,
Good Friday).
12. Ha3BaHus NIOTOBOPOB, TOCYIHApCTBEHHBIX aKTOB, MCTOPUYECKHX COOBITHI, 510X, BOMH (Versailles
Treaty, Mid3le Ages, the Civil War, War of 1812).
13. Ha3Banwust ctpaH cBeTa u ux npousBonHbie (the North, a Northerner).
14. Ha3Banus nuTepaTypHBIX IPOU3BEICHUH, )KypHaJIOB, cTateil u T.11. (Shakespeare's Macbeth, the Journal
of the American Medical Association).
15. HazBanwust Toproseix Mapok (Philips, Sony).
16. Ha3Banus y4eHbIX creneHelt u qomkHocrel (A.B., Ph.D., M.D.).
IMPABWJIA ITEPEHOCA

Kak 1 B pycckoM si3bIKe, TIEPEHOC B aHTIIMICKOM BCEr/ia MOYMHEH CMBICTyY ciioBa. Cienyer oopaliaTh
BHUMaHHUE Ha TO, YTOOBI IEPEHOC HE MCKA3MJI CMBICII CIIOBA WIIM €TO IPOU3HOIICHHE.
[Teperoc HEBO3MOXKEH B CIIEAYIONINX CITyJasX:
1. He pexomeHyeTcsl IEpeHOCUTH TIOCTIEIHEE CIIOBO MPEAIOKEHIS Ha CISAYIONIYIO CTPaHUITy. Takxe He
PEKOMEH/IyeTCs MEPEHOCUTh Ha CIICIYIONIYIO CTPAHUILy CTPOKY, KOTOpast sIBJIsIETCS MOCIeHel B ab3alle.
2. Henp3s mepeHOCUTHh 3HAKH TpPEMUHAHMS, a TAaKXKE COKPAIICHHbIE OOO03HAYECHUsS Mep Beca, JIIHHBI,
BpPEMEHH, OTICIISIS KX TEM CaMBIM OT YHCIUTEIIEHOTO, K KOTOpoMy OHHU oTHOCATCS (220 km, 500 cm).
3. Henb3st oTaensath paMuiIvio OT HHUITUAIIOB.
4. CobcTBeHHBIC MMEHa HUKOT A He paszenstorcs (Moscow, London, Africa).
5. Cnemyet n3zberaTh mepeHoOCa COCTaBHBIX yactel HazBaHuil (the Atlantic Ocean, Latin America).
6. Henb3s pa3ouBath nepeHocoM OykBeHHbie a00peBuarypsl (USA, UNO).
7. CnoBa, cocTosilIKe U3 OJHOTO cliora, HUKoraa He nepenocarcs (though, through, height).
8. Cyddukc TpeThero nuia eIMHCTBEHHOTO YHCIA TJIArojia B HACTOSIIEM MPOCTOM BPEMEHH -S, -€S He
MIEPEHOCHUTCS JTaXKe B TEX CIIydasx, Koraa oH oOpa3yer camoctosrenbHBIH cior (he buys, he sells, he
wishes).
9. OKoHYaHHE MHOXECTBEHHOTO YHCJIa CYLIECTBUTEIbHBIX HE MEPEHOCUTCS JaXKe B TE€X CIydasx, KOraa
OHO 00pasyeT camocTosiTenbHbIN cior (houses, boxes).
10. Coueranus OykB, 0003HAYAIONTNE OJIUH 3BYK, HE PA3JICISIFOTCS TIPH IIEPEHOCE.
[lepeHOC BO3MOKEH B CIEAYIOMINX CITydasix:
1. PaznensroTes ynBoeHHbBIE corilacHble (mis-sion, let-ter).
2. PaznensiroTcst ABE COTIIACHBIE, CTOSIITNE psioM (pen-cil, ster-ling).
3. [Ipeduxce u cyddukce oTnensorcst oT kopust (dis-like, pro-long, drffer-rent, acknowledg-ment).
4. CrioxHBIE CIIOBa JIETATCS Ha COCTaBHBIE YacTH (some-times, there-after).
5. CorracHas MEXIy IBYMS TJIACHBIMH IIEPEHOCUTCS CO BTOPHIM ciioroM (ma-jor, la-ter).
6. [Tepenocsitcst cyhUKCH CpaBHUTEILHON U MPEBOCXOIHON CTETIEHU MpuilaratenbHbiX (short-er, short-
est).
7. Ilepenocurcs cyddukc -ing npugactus u repyHans (go-ing, play-ing).
TOUKA
1. Kak 1 B pyccKoM, B aHTJIMHCKOM $SI3bIKE TOYKA CTABUTCS B KOHIIE TIPEAIOKCHUSI.



2. B oTnuime oT pycCKOro, B aHTJIMKACKOM S3bIKE TOYKA CTABUTCS B KOHIIE IPE/IOKEHUS, BOIPOCUTEIIBHOTO
o (opmMe, HO cofiepIKaIero He Borpoc, a mpocs0y (Will you kindly fill in the enclosed form and return it
directly to us).
3. Kak npaBuio, cokpamieHus (3a HCKIIOYEHHEM Ha3BaHMM TOCYyJap-CTBEHHBIX M MEXTyHapOJIHBIX
OpraHM3alni) OKaHYUBAIOTCS TOUKOH (Mr., Mrs., Dr., pp., Dec, 7 p. m., 30 mins., no. 15).
Taxne hopmer, kak 1st, 2nd, 3rd, 4th u T. 1., HCTTONB3YIOTCS O€3 TOUEK.
4. Touka OTIEISAET IeJI0e YHCIIO OT JAECATHUHOM ApobH, a Tarke meHTs! oT gotapa(12.32 ft., $ 15.75).
5. B xoHIIe 3arojioBKa TOYKa, KaK IMPaBUIIO, HE CTABHUTCS.

3AITATASA
W3 Bcex MyHKTYalMOHHBIX 3HAKOB 3aIlATasl MPEACTABISCT HAUOObIIUE TPYIHOCTH KakK JJis1 HHOCTPAHIIEB,
TaK U JIJIsl CAMUX HOCUTEJICH SI3bIKA.
1. 3amsaToli B aHTJMHCKOM SI3bIKE, TaK JK€ KAaK W B PYCCKOM, pasfesIOTCS YacTH CIOXKHOTO |
cnoxuonoarHeHHOT0 Tpemtokenns (This decision should in no way diminish your excellent record, and
we will be able to take advantage of your considerable talent). Eciiu B ¢J105KHOIOTMMHEHHOM TPEJIOKESHUU
HAMEETCsI HECKOIIbKO MPUAATOYHBIX MPEATIOKEHHA, TO BCE OHH, KaK MPaBUJIO, PA3JCIIOTCS 3alsThIMHU,
MPUYEM 3aMsTasi CTABUTCS U Tepe]] coro3oM and.
2. 3amsThIMH BBIJCIAIOTCS TaKHE BBOJHBIC CIIOBA M BhIpaxkeHHs, Kak: of course, on the contrary, on the
other hand, consequently, furthermore, moreover, nevertheless, therefore, in the first place, unfortunately
u n1p. (The question, however, remains unsettled. Nevertheless, we shall go).
3. 3amsTasi CTaBUTCS MEX]Y OJHOPOJHBIMH WICHAMH TPEJIOKEHHUSI, KOTOPhIE HE COSIWHEHBI COI3aMU
(Five minutes, ten minutes, a quarter of an hour went by, yet nobody appeared).
4. Ecnu HECKOJBKO OJHOPOHBIX WICHOB CBS3aHbI OECCOIO3HO, a MOCICTHUNA MPUCOCTUHEH MOCPEICTBOM
coro3a and/ or, To Bce OTHOPOJHBIC YIICHBI Pa3JICIISIFOTCS 3aMAThIMU, TIPHYUEM 3aISTasl, B OTIHYUE OT MPaBUIT
pyccKoro si3bika, CTaBUTCS W mepen cowo3om (We are sending you bicycles, cars, motorcycles, and
motorscooters). DTO MPaBUIO OTHOCUTCS U K TEM CIydasM, KOTJa TOCIECIHUN U3 OJHOPOJHBEIX UYJICHOB
BBIpaXKeH cJIoBoM etc. (et cetera) (Forks, knives, spoons, etc.).
5. 3amstas BBIAETSACT NPUIOKEHHE C MMOSCHUTEIBHBIMU CIIOBAMH, CTOSIIEE IIOCIE OMNPEACIIeMOro
cymectBuTenbpHOro (St. Petersburg, the second capital of Russia, is a wonderful city).
6. 3amaras BeIIENeT NpudacTHEI 000poT (Seeing the dog approaching, he ran off down the sreet).
7. 3amsaras BeinenseT oopamenwne (Friends, Romans, countrymen, lend me your ears). OGpaiienne B Hagaie
NICbMa BBIIENSACTCS 3aISITOM, B OTIMYHE OT PYCCKOTO S3bIKA, I/Ie B MOJOOHOM Cllyyae CTaBUTCS
BOCKJTMI[ATENbHBIN 3HAK.
8. 3amsTast CTaBUTCS B KOHIIC MHChMa TIOCIE 3aKIIIOYUTELHON (POPMYIIBI BEXKIIMBOCTH, TEPe]] MOJITUCHIO
(Sincerely yours,).
9. B o6o3HaueHusx nat 3amsras oraenser uncio ot roaa (The contract was signed May 15,1996).
10. 3amsaras cTaBUTCA BHYTPH MHOTO3HAYHBIX YHCEN JJIS OTJENCHHs Kiacca ThICSY OT COTEH, Kiiacca
MUJUTHOHOB OT COTEH ThIcsd | T. 1. (15, 000, 000). 3amsrast He cTaBUTCS TPU 0003HAYCHUH MHOTO3HAYHBIX
HOMEPOB JIOMOB, CTPAHHUI[ KHUT.
Bompoch! 1 3aaHuis:
1. IToaroToBBTECH K OOCYKICHUIO TEOPETUUECKOTO MaTepHaa.
Opdorpaduueckne TpyaHocTu. TpyTHOCTH B paCCTaHOBKE 3HAKOB MPETIMHAHUSI.

2. IlpounTaiite U nepeBeauTe 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 I will. I shall



meet Mr. Belov at the airport. I'll reserve a room for him at a good hotel. What else do you want me to do,
Mr. Clifford?"

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

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

4) a) Imagine that your boss has asked you to meet a representative from a foreign firm. You are
at the airport. Come up to the enquiry office and ask the clerk
— when the plane from ... arrives.
— whether it will land on time.
— how late it will be.
— at what exit you can meet passengers off this plane.
b) Mr. Clifford has asked Ms Flipps to buy 2 tickets to Moscow for both of them. Ms Flipps rings up the
enquiry office and asks the clerk
— when the plane to Moscow departs,
— how long it takes to get to Moscow,
— 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 CuHaM BCTpevaeT pycckoro ousnecMena u3 Mocksel Mrops benosa. Camoner npuneraer B 3.15
nust. OHa moe/ieT B adponopT B 2 yaca. M3 aspornopTa OHa OTBE3ET €ro B TOCTHHHUILY.

0) Buepa Cunam BcTpedana pycckoro om3HecmeHa u3 MockBel Mropst benoa. Camoiner mopkeH ObLT
npuieretb B 3.15 nmHs, HO omo3jan. M3 aspomopra oHa OTBe3da €ro B TOCTHHHUIYY M TIOMOIJIA €My
3apeructpupoBatbcs. Y UWrops mano BpeMeHH, M OH cpa3y JKe IoexXal Ha BCTpeYy C MHCTEPOM
Kmaddopmaom.

B) Ecnmu Ber cobupaerech B AMEpUKY, BBl JJOJDKHBI MOJTYYHTh BU3Y, Y3HATh, KAKOH Oarax MOMXHO
B3SITBH C cO0O, 32 KaKHE BEILU BBl JOJDKHBI INIATUTh TAMOXXESHHBINH COOp, CKOJIBKO CTOUT OHJIET.
T) - 51 xouy 3a0poHUpOBaTH HOMED Ha IBOMX Ha 12-13 ceHTAOps ¢ BaHHOH U ¢ TeneOHOM.

- [Toxxanyiicra. Bame ums u ajgpec, noxanyicra.

IpakTuueckoe 3ansTue Ned. [ITuchbMeHHBIH MepeBo 1eJ10BOH KOPPeCTOHIeHIIUMN.
OpranuzanuoHHas Gopma 3aHATHS: TPAAUIHOHHBIA CEMHHAp.
Uens: ¢dopMupoBaHue y CTYICHTOB pEYEBOHM, S3BIKOBOM M KOMMYHUKATUBHOW KOMITCTCHIIMH JIJIS
OCYIIECTBJICHHS JETOBBIX KOHTAKTOB.
B pesynbraTe 0CBOCHHE TEMBI CTYIEHT JOJKCH
3HaTh: OCHOBBI TepeBoJa OQHUIHANBEHO-ACTIOBBIX TEKCTOB; OCHOBHBIE T'paMMAaTHUECKHE SBJICHUS,
XapakTepHble I MPOo(heCCHOHANBHOMN pedn; ISKCHIeCKHe U CHHTaKCUIeCKHe OCOOCHHOCTH O(HIIHAaTHHO-
JIEJIOBOTO CTHJISL B aHTIIMICKOM SI3BIKE.
YMETh: TMEPEeBOIUTHh O(UIMATBHO-/ICIIOBBIE TEKCTHI; BUAETh XapaKTepHBIE CTHJICBBIE YEPTHI, YHTAThH
OoUIMaTbHO-IETOBbIE TEKCThI PA3IMYHONW CTEMEHU CIOKHOCTH; CTPOWUTH JHAJOTHYECKYIO W
MOHOJIOTHYECKYI0O pedb C HCIOJIB30BAHHEM HamOoJIee YHMOTPeOUTENBHBIX JIEKCHKO-TPaMMaTHIECKUX
CpPE/CTB B OCHOBHBIX KOMMYHHUKATUBHBIX CHTYaIUSIX OQHIMAILHOTO OOIICHHS; TOHUMATh JIUAIOTHIECKYTO
1 MOHOJIOTHYECKYIO peUb 110 H3Y4eHHOH TeMe.
AKTyaIIbHOCTb TEMBI: 00yCIIOBIIeHa HEOOXOTUMOCTRIO oBnaaeHus YK-4.
TeopeTuueckas 4acThb:
WzyunTe OCHOBHBIE COKpAILICHHS, HCIIOJIb3yEMbIE B JIEIOBOM KOPPECTIOHICHLINH:
A/C, a/c, acc. (account current) — TEKyIIUNA CUET
adsd (addressed) — agpecoBaHo
adse (addressee) — aapecar, noay4areib
ad (advertisement)—pexiaMHoe 00BsABICHHE (MHOXK. Yrciio — ads)
a.m. (ante meridiem) — 10 moMyAHA
app. (appendix) — npuioxeHue
Attn, (attention) — BHUMaHUIO (KOT0-1H00)
B/E, B.E., b.e. (bill of exchange) — mepeBoaHO# BeKkcenb, TpaTTa
B/L, b/1, B.L., b.L. (bill of lading) — xoHOCAMEHT
cc., cc (copies) — yKka3aHue Ha aJpecaToB KO MUchMa
CEO (chief executive officer) — ncnoiaHUTENbHBIN JTUPEKTOP
cf. (confer) — cpaBHHTE
Co. (company) — KOMITaHUSA
contr. (contract) — KOHTpPaKT
Corp. (corporation) — KopIioparus
cur. 1. (currency) — Bamora; 2. (current) — TeKyIIui
CV (curriculum vitae) — kpartkas ouorpadus
dd 1. (dated) — maTupoBanssrii; 2. (delivered) — nocraBieHHBIH
Dep., Dept. (department) — 1. — otnen; 2. — MHHHUCTEPCTBO



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

doz., dz. (dozen) — mroxxuHa

eaon (except as otherwise noted) — ecnm He ykazano uHaue e.g. (exempli gratia, jaT.) — HapuMep

enc., encl. (enclosed, enclosure) — BIOXEHHBIH, pUIIaraeMbli, BIOKEHHE, IPUIOKEHUE (K IHCEMY H T.
IT.)

exc., excl. (except, excluding, exception, exclusion) — wmcKIIOUas, HCKIIIOUeHHE expn (expiration) —
UCTEUYCHHE (CPOKa)

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

FY (fiscal year) — ¢unanCcOBBII rox

h. a. (hoc anno, nat.) — B TeKyIleM Ioay

hf. (half) — nonoBuna

H.Q., HQ, h.q. (headquaters) — rmaBHOe ynpaBieHue (KoMIaHuu, opranusanum) id. (idem, mat.) — TOT
xKe

I e., ie (id est, maT.) — TO ecTh

inc., inch (including) — BxrOUas

Inc., inc. (incorporated) — 3aperucTpupoBaHHBINA KaK IOPUANUECKOE JIUIIO (KOPITOPAIIHS)

info (information) — nHpopmanus

inv. (invoice) — cuer-dakrypa

10U (I owe you) — nosiroBasi pacmucka

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

LLC (limited liability company) — KoMOaHusi C OrpaHU4YEHHON OTBETCTBEHHOCTBIO

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

LOC (letter of commitment) — rapaHTHITHOE THCEMO

mdse (merchandise) — ToBapsl

memo (memorandum) — 3amucka

M.O., T.0. 1. (mail order) — mourtoBsIif epeBos; 2. (money order) —mAeHEXHBIN TEPEBOJ, TUIATEKHOE
HOpy4eHue

M.T. (metric ton) — MeTpHuyeckas TOHHA

MYV (merchant (motor) vessel) — ToproBoe (MOTOpPHOE) CyTHO

N/A (not applicable) — He mpuMeHHMO (HAIIp., TyHKT B aHKETE)

N.B., NB (nota bene, n1aT.) — BaxHOE 3aMEUYaHKE

NC, N.C., B/c (o charge) — OecruiatHo

PA (power of attorney) — moBepeHHOCTH

p.-a. (per annum, J1aT.) — B TOJ

par. (paragraph) — a63au, naparpad, MyHKT

Pic, PLC (public limited company) — OTKpbITas aKIMOHEpPHAs KOMIIAHHA C OTPAaHHYCHHOUN
OTBETCTBEHHOCTHIO

PO (post office) — mouroBoe otnenenue pp. (pages) — CTpaHUIIBI

pp, p-p- (per pro, 1at.) — OT UMEHH U 110 MOPYUYCHHIO

qv (quod vide, nat.) — cMoTpH (TaMm-TO)

R&D (research and development) — Hay4HO-MCCIIENOBATEILCKUE M OMBITHO-KOHCTPYKTOPCKHE PabOTHI
(HUOKP)

ret (receipt) — pacrrcka, KBUTaAHITUS

rept. (report) — oTuer re (regarding) — OTHOCHTEIBHO

ref. (reference) — ccpuika

shipt (shipment) — otrpy3ka, oTmpaBka

sig. (signature) — moAMMChH

tn. (ton) — TOHHA

urgt (urgent) — CpOUHBIN

v., vs. (Versus, j1at.) — IPOTHB

VAT (value-added tax) — HJIC

V.L.P, VIP (very important person) — oco0o BaxxHOe JIUIIO V.S. (Vide supra, nar.)

Bomnpocs! u 3ananus:

1. [onroToBbTECh K OOCYKICHUIO TEOPETHUSCKOTO MaTepraa.

KakoBbl OcHOBHBIE TpeOOBaHHA, MpEIbABISIEMbIE K JeloBOMYy TepeBony? Kakue rpammarmueckue
KaTeTOPHH OTCYTCTBYIOT B PYCCKOM SI3BIKE TI0 CPAaBHEHHIO C aHTIIMHCKHM, M KaK M30€KaTh TPYIHOCTEH



pu ux neperojie? Kak nepeBoasTcst TEKCThI C OOMICTIPUHITHIME U CIICIIHATBLHBIMU COKpateHusmu? Kakue
(pa3bl B TEKCTE MEPEBOIa OCTAIOTCS B NepBoHavaibHOM Buje? (CrnoBa u Gpasbl HA JPYroM SI3bIKE, Y4eM
SI3BIK OPUTHHAJA; COKpallleHHbIe GUPMEHHbIC HANMCHOBAHUS TEXHUKU; HA3BaHUS 3apyOEKHBIX )KyPHAIIOB
U Ta3eT).

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

availability of goods;

method of transportation;
transportation costs;

delivery dates;

to give full details;

in connection with this;

to get in touch with...;

we urgently require to perform...;
deadline;

to have to remind;

on favourable terms;

immediate reply;

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

our detailed catalogue;

to meet the requirements;

to place an order;

to accept the offer;

we regret to let you know;

to offer a substitute;

penal provisions;

3. Give the English equivalents of the following words and word-combinations:
[IPENOCTABUTH TAHHBIE O YEM-IL.;
MIPUHOCUTH U3BUHEHUS 32 UTO-II.;
HOBEUIIINKN MPEUCKYPaHT;

YKa3bIBaTh ICHBI,

TIOJIOXKUTEBHOE PEIICHUE BOIIPOCa;

B CIIy4ae HEeYIIaThl;

OBITH IIPU3HATCIIbHBIM,

oOpamaem Baiie BHUMaHME Ha...;
CCBIIAsICh HA...;

ITOCTaBIIUK;

YCIIOBHS IOCTABKHY;

TepeIaBaTh JIEJI0 B apOUTPaKHBIN CY/I;
YCIIOBHS OTUIATHI,

npejyiaraTh TOBap;

MIPETCH3HUS,

TIOJITBEPIKACHNE 3aKa3a,

Hallle PEUI0KEHUE ASHCTBUTEIBHO JIO ...;
TPaAHCIIOPTHBIC PACXOIBL;
npeaocTaBUTh 5% CKUIIKY;

OTKa3aThCsl OT 3aKa3a;

B ciayuae Bamero orkasa.. .

B IPOTHBHOM CJTy4ae;

4. Form your own sentences with the English words from the exercises I1I and IV.

5. IIpounTaiiTe 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) ToBapel 3TOil KOMIAHMM JAOCTaBIAIOTCA TO Bcel Poccun rpy30BBIM, JKEIE3HOJOPOXKHBIM U
aBUaTpaHcnopToM. ToBapsl Bceraa AOCTaBISIIOTCS BOBpeMs. KoMnaHust HUKOTJa He MoJTy4yaeT 5kanoo.
XpaHATCS TOBAapbl HAa XOPOIIO OOOpPYIOBaHHBIX CKJIagax. DJIEKTPOHHOE 00OpPYIOBaHHE HCIONB3yeTcs,
9TOOBI CIIEUTH 32 YIIAKOBKOM, MAPKUPOBKOM, TIOTPY3KOH M pa3rpy3Koi TOBapOB.

0) Mucc ®nunrc — oTH4HbIA cekperaps. Muctep Knuddopn ynosierBopen ee paboToii, a Mmucc
@nunnc ynoBleTBOpeHa CBOMM MojokeHHeM B Kommanmu. Eil IuiaTAT XOpoUIyro 3apmiaTy, JaroT
OTBETCTBEHHBIE ITOPYUYCHUS, BCET A XBAIIAT 32 XOPOIIYIO PadoTy.

B) Kax Bam nonpaBunace Bama noesaka B bocton? — Odenp moHpaBunack. MeHs BCTPETUIIH B
a’poIopTy, OTBE3IM B XOPOIIYIO TOCTHUHUILY, MOKa3anu ropoa. Ha crmemyromiuil feHb s BCTPETHICS C
pykoBoauTeneM (GupMbI, MBI OOCYyIWIM BCEe BONPOCH. MeHsS NIpeACTaBWIM BCEM CHELHUAINUCTAM U
IIPUTIIACWIIM HA JIEJI0BOM JIaHY.

IIpakTnyeckoe 3ansaTue NeS. bpuranckuii 1eJ10Boil ITHKET: OCHOBHbIE IPUHIUIIBI U IEHHOCTH.
Jenosoii 3Tuxer B CIIA.

OpranuzanonHas GopMa 3aHATHS: TPAJUIIHOHHBIA CeMUHAD.
ens: dopMupoBaHUE Y CTYIACHTOB pPEUEBOW, SI3BIKOBOH W KOMMYHHKATHBHON KOMIICTCHIIMH IS
OCYIIECTBJICHHUS IETIOBBIX KOHTAKTOB.
B pe3ynbTaTe ocBO€HUE TEMBI CTYIEHT AODKECH
3HaTh: OCHOBBI JIEJIOBOI'O STUKETA.
yMETh. Ha OCHOBE JIEJIOBOTO JTHUKETa CTPOUTHh JOUAJOTUYECKYI0 W MOHOJOTUYECKYIO pE€Yb C
UCTIOJh30BAHUEM HanOoJee YIOTPEOUTENBHBIX JIEKCUKO-TPAMMATHYECKHX CPEICTB B OCHOBHBIX
KOMMYHHKATHBHBIX CUTYAIHsIX O(HUIINATBHOTO OOIIEHHS; TOHNMATh AUAJOTHIECKYI0 1 MOHOJIOTHUECKYTO
peyb 0 U3YYEHHOU TEME.
AKTYaJIbHOCTB TEMBI: 00yCIIOBIIEHAa HEOOXOIUMOCTRIO oBNaacHus YK-4,
Teopernueckast 4acTh:

JenoBoii sTuKeT B BennmkoOpuTaHHN BO MHOTOM ONPEISIACTCS MPUHIUIIAME U IICHHOCTSIMHE JICITOBOM
KYJIBTYPbI 3TOW CTPaHbI U UIMEET CBOU OCOOCHHOCTH.
Kak wm3BecTHO, OpHTaHIBI OYEHb BEXJIMBBI U OOXOIUTENHHBL. DTO BO MHOTOM OIpPENENsSeT CTHIb HX
oOmieHns. BpUTaHIBI MPaKTUKYIOT /1aBaTh YKIOHYMBBIE OTBETHI HA IPSIMBIE BOIMPOCHI, TUAIIOTH YacTO
HOCSIT JIBYCMBICIICHHEIN Xapaktep. UTOOBI MOHSATH, YTO MMEHHO OHH XOTST BaM CKa3aTh, HEOOXOIMMO
BHUMATEINIBHO CIIEUTH 32 MHTOHAIIMEH rojioca U BHIPAXKCHHUEM JIUIIA.

B cOXXHBIX cHUTyanusx aHTIIMYaHe TMPOSIBIIAIOT CAePKaHHOCTh U camoobnananue. Ho Tak ske OpuTaHIIb!
MPEATNOYUTAIOT C IOMOPOM IOAXOANTHh KO BCEM YKH3HEHHBIM CHUTYyalFsIM M OW3HecC - He uckioueHue. K
OCOOCHHOCTSIM JICJIOBOI'O ATHKETa B BpUTaHMM MOXXHO OTHECTH CIICAYIOLIUE YepThl. B 0OLICHHH HYKHO
MIPUJIEPKUBATHCST  OTPEACIICHHON NUCTAHIIMU, TOCKONIBKY OpHTaHIBI BeChbMa TPETIETHO OTHOCSTCS K
JUYHOMY TPOCTpaHcTBy. [IposBieHreM BeXIIMBOCTH OyIeT COONIOeHNE PYKOTIOXKATHS TIPH TIEPBUIHOM
3HAKOMCTBE. B pa3roBope MpHUBETCTBYIOTCS MPSMEBIC B3TIISAALI B ri1a3a. OJHAKO HE CTOUT JTOTO JEiaTh
ciumkoM nonro. JlenoBoe oOmieHne ¢ OpUTaHIIAMU HE MPEeAyCMaTpUBaeT JTUYHBIX BOMpocoB. He crout
3a0BIBaTh, 9TO 0OXOIUTENFHBIEC aHTIMYAHE TOBOJIHHO YaCTO JAIOT HHCTPYKIIMHU B BHJIE BEXKITUBBIX IPOCKHO.
Tax ke He cleayeT 3a0bIBaTh BaXKHBIC MEJIOUH. BXozs B moMelieHne Heo0X0AUMO MPOIYCTUTh CTapIIEro
1o oJKHOCTH. Ha nmenoBoi BeTpeue HenmpueMyIeMo Aep>KaTh PyKU B CIIOKEHHOM COCTOSIHUH. BpuTaHIbI
BOCIIPUHUMAIOT 3TO KaK 3HAaK CKYKHM M HE3aWHTEPECOBAHHOCTH B Jelie. Tak ke OpUTaHIbI BCSYECKH
u3berator yucna 13. OTmnpaBissick K OpUTAaHCKOMY HApTHEPY B TOCTH, JydIlleé HEMHOTO OIMO3AaTh, YeM
npuiiTu 3apanee. [10CKOMbKY MPUXOAWTH paHBIIEC HA3HAYEHHOTO BPEMEHH CUUTACTCS HEIPUIUIHBIM.
WHorna B npurianieHny Ha BCTPEYy MOTYT OBITh MCIIOJIB30BaHbI CCHUIKU HA TO, B KAKOH OJIEXKIIE CICIYeT
mpuitty. Kak 1 MHOTHE eBponeiicKkiue Hapoabl, OpUTaHIIB aKTHBHO OOPIOTCS 32 MpaBa KUBOTHBIX, TOITOMY
HE CTOUT MPUXOAUTH B OJICK]IC U3 HATYPATHHBIX MEXOB U KOXKHU.

Bputannpel BecbMa SpyAMpOBaHHBI U MPO(ECCHOHANBHBI, 00aJal0T BBICOKOH KyNbTypoil. B kpyr mx
WHTEPECOB YacTO BXOIAT JUTEpaTypa, CIOPT W UCKYycCTBO. B memoBoil cpeme OpUTAHIBI OTHOCATCS K
CaMbIM KBaJM(PUIIUPOBAaHHBIM OW3HECMEHAM B MUpE.

bpuranckas nenoBasi KyJlbTypa: OCHOBHBIC IPUHIUIIBI U IIEHHOCTH.

BpuTannpl, 0ocOOEHHO aHTIMYaHe, CIABSTCS CBOCH BEXIIMBOCTHIO M OOXOJUTENHHOCTHIO. DTO OJUH W3
KJTFOYE€BBIX MOMEHTOB B OpUTAHCKOU KYJIBType U (yHIaMEHTAIBHBINA aCTIEKT OpUTAHCKOTO CTHJIS OOIIECHUS.



"Stiff upper lip" - B OykBanbHOM mepeBoje "TBepAas BepxHss ryba". DToT oOpas3HBI TEpMHH YacToO
WCTIOJIB3YETCs IS ONMUCAHUS TPAJAWIMOHHBIX OPUTAHCKUX KAa4eCTB - CACPKAHHOCTH M CaMOOOIaTaHus,
KOTOpBIE OPUTAHITHI IPOSIBIIAIOT B TPYAHBIX CUTyalusIX. B OpUTaHCKOM KyIbType OTKPHITas JEMOHCTPAITUS
3MOHI/II‘/'I - HO3UTUBHLIX WM HETAaTUBHBIX - BCTPEYACTCA OUYCHL PCAKO, IO BO3MOXKHOCTH I/I36€Fal\/'ITe
BBIpaXKaTh CBOM YyBCTBa IyOIMYHO. Ha NIeToBhIX BcTpeuax 3TOT MIPUHIIUAI 03HAYAET, YTO BAIlld OPUTAHCKUE
KOJUIETH HaMEPEHBI TOCTPOUTH THAJIOT B aTMocdepe GopMaTbHOCTH B OECTIPUCTPACTHOCTH.

FOMop - kiTI04eBOI AIEMEHT BCeX CTOPOH XH3HH B BennkoOpurannu. BaxkHOCTs 4yBCTBa IOMOpa BO BCEX
CUTyalusiX, BKJIIOYas JEJIOBOH KOHTEKCT, TPYIHO MepeoueHuTb. KOMop yacTo HCIonb3yercs Kak
3aIUTHBI MEXaHW3M, B OCHOBHOM B (JOpMe WPOHUH WM CaMOUPOHWHU. I pOHWYHBIE HOTKH MOTYT OBITh
CKPBITHI, 3aBYaJIHPOBAaHBI TOATEKCTOM, YTO TAaKKe SBISICTCS XapaKTEPHOW dYepTOil OpHUTAHCKOTO
YKIIOHYUBOT'O CTUJIA O6HICHI/IH.

CoenunenHoe KoposieBcTBO 3HAMEHHWTO CBOEH SPKOHW WUCTOpHEH W CHIBHBIMU TPaTUIHSIMH,
c(hOpMHUPOBABIIUMHUCS TIOJI BIUSHHUEM KOJIOHHAIHHOW MMIICPHH, TPAXIAHCKON W €BPOIEHCKNX BOWH, a
TaKXKE KOHCTI/ITYU;I/IOHHOI\/'I MOHapXHH. qCTBCpTaﬂ M0 BCJIMYMHC Hallusd, TOPryroujasa Co BCEMH CTpaHaMH,
BenmukoOputanus ObICTPO cTana JIMAUPYIOIIAM €BPOMEWCKUM IIEHTPOM  IPEINPHUHAMATEILCTRA.
ITognepxuBaeMasi CTaOMIIEHON MOJUTHIECKOM W SKOHOMHUYECKOW CHCTeMOM, BemnkoOpuTaHus sBIseTCS
NpUBJIEKaTeNIbHOW 0a3oi aysi 3apyOexHOTo Ow3Heca, mpeaiaras IIMPOKHE BO3MOXKHOCTH BO MHOTHX
00JacTsax, B TOM YMCJIC B UCCIEAOBaHUSIX, pa3pabOTKax M HOBBIX TEXHOJIOTUSAX. TeM He MeHee, YTOOBI
yCHemHo paboTaTh B OPUTAHCKUX JETOBBIX KPyrax, HYy)KHO 3alIOMHUTh HECKOJIbKO BR)KHBIX MPABHI, U
IIPUMEHATH UX KaK 10, TaK 1 BO BpEMA CBOCTO BU3UTA B COCZII/IHGHHOC KOpOHeBCTBO.

Paboune MOMEHTHI:

- B COOTBETCTBUU C OPUTAHCKUM OM3HEC-TIPOTOKOJIOM, ITYHKTYaJIbHOCTh OYEHb Ba)KHA Ha JIFO0O0M JIEI0BO
BCTpeue, MpueMe WiIH yKUHE.

- Ha3HAYaTh JICJIOBYIO BCTPEUY MPUHSTO 32 HECKOJIBKO JTHEH 70 Hee.

- OpWTaHIBI CKIIOHHBI CIIEJOBaTh YCTAaHOBJICHHBIM IIPaBUJIaM, IMO3TOMY NPUHSATHE PEIICHUS YacToO
CTaHOBUTCS BEChbMa JIOJTHUM TPOIIECCOM

CTpyKTypa ¥ uepapxus B OpUTAHCKMX KOMITAHHUSX - COBPEMCHHBIC OPHUTAHCKHE KOMIIAHWUA MMEIOT
OTHOCHUTEJILHO "TOPU30HTAIBHYIO" HepapXUUYECKYIO CTPYKTYpy. [IpuHIMIUansHOe pa3nuiue MpOBOANTCS
MEXIy MEHEeKEpaMH M OCTAbHBIMU ciTykamuMu. (BHuMaHue: B aHTIIMHCKOM si3biKe, U B bpuranum
COOTBETCTBEHHO CJIOBO 'MeHeKep" o3HadaeT "pyKoBOIUTENb'. MeEHeIKepsl OOBIYHO OTBEYAIOT 3a
CepBEe3HBIN yuacTOK pabOThl M YNPABISAIOT OTAEIOM, AemapTaMeHTOM Jibo 1enoi ciyxOoi. [TosTtomy
IIOMHHTE, YTO TO CJIIOBO HE IMEET HUYETO OOIIET0 C POCCHIICKON TPaIUIliel Ha3bIBaTh KAXKOT0O MPOIaBIa
"MEHEeIKEpPOM TOProBoro 3ana').

-B OCHOBHOM, IICHTPAJIBbHBIM OpTraHOM, IMPUHUMAIOIINUM PCUHICHUA, ABJIACTCA COBET OUPEKTOPOB. Cample
OTBETCTBEHHBIC PEIICHUS BCeria B BennkoOpuTanuy mpuHUMAIOTCS Ha caMoM "Bepxy.

PykoBomuTtenn B BenmnkoOpuTaHWM B OCHOBHOM TMIPEAIIOYHTAIOT yCTAaHABIMBATH XOpolnwe paboune
OTHOULICHHA C IIOJYUHCHHBIMU.

- HavanpHuk 3avactyto OepeT Ha ceOsi poib TpeHepa, yuuTess, co3haBas aTMocdepy MOANEPKKH H
BJIOXHOBIISIS CBOUX COTPYIHUKOB Ha BBITIOTHEHHUE PAOOTHI.

- Komangnas paborta oueHs BaxHa, XOTS U YyBCTBO WHAWBHYaTbHON MACHTH(HUKAINN TOKE OUYEHB CHITBHO
110 OTHOUIICHUIO KaK K peaii3alyy 3a/1a41, TaK U K COBEPIICHHBIM OIIUOKaM.

Henosoit atuket B CIIIA

IIpuBercTBUE

CornacHO aMepHKaHCKOMY JICIOBOMY OSTHKETy, NPWUBETCTBUE W 3HAKOMCTBO COINPOBOXKIACTCS
pykomnoxaruem. B CIIIA He nmpuHATO 0OMEHHBATHCS MOICITYSIMH | IIEJI0BAaTh PYKY *eHiuHe. [Ipu Oonee
JPY’KECKOM OOIIIEHWH, B 3HAK MPUBETCTBHS, aMEPUKAHIIHI TPUBBIKIIH ITOXJIONBIBATH APYT APYTa IO CIHHE.
OO6pammenne

AMepUKaHIIbI, UMes APYKECKUH XapaKTep, BCeraa CTPEeMITCs YCTaHaBINBaTh He(OopMaIbHYI0 aTMOCchepy
Ha [EPEeroBopax, MNOATOMY HPEANOYUTAIOT OOMIATHCS C JIFOJIBMHU M0 UIMEHU HE3aBHCHUMO OT WX BO3pacTa u
nonoxkeHusi. B HedopmanpHO# Oecene mydmre m30eraTh MONUTHYECKHE W PEIUTHO3HBIE TeMbl. Jlydiie
00CyXIIaTh BOTIPOCHI CEMbH, YBJICUEHUH, OTABIXA U CHIOPTA.

[Ipurnamenue B rocTH U MOIAPKU

Ecnmm amepukaner mpuriacui K cede TOMOH, TO, CKOpee BCETo, BBl eMy CHMITATUYHBI, OH BaC 3aMETHI U
oleHWI. B 3TOM ciydyae MOXHO TpUHECTH ¢ co0OW MOJApOK - LBETHI, OYTHUIKY BHHA WM CYBEHHD,
XapaKTEPHBIN Ui Ballel cTpaHbl. B menom ke, nenoseie nogapku B CLIIA He MpHHATHI, TaKk KaK MOTYT
BBI3BaTh HemOBepHue, W BOCHPHUHATH Kak B3sATka (B CIIIA nefcTBYIOT OYeHb CTpPOTHE 3aKOHHI,
perynupymomnme OTHOMEHHs ¢ B3siTKaMu). C Ipyroi CTOPOHBI, HEOOIBIION CYyBEHHP, C JIOTOTHIIOM Ballei



KOMITaHUH, OyJIeT IPUHST C YJOBOJIBCTBUEM U paclakoBaH NpsMo mpu Bac. Co cBOel CTOPOHBI, B KAUECTBE
MoJlapKa aMepHKaHCKHe OM3HECMEHBI MOTYT IPUTIIACHTD Bac B PECTOPaH, Ha OT/ABIX 33 TOPO.
AMepHKaHIBl B CBOEM OONBITMHCTBE TMPUIACPKUBAIOTCS 3/I0POBOTO 00pasa )XKU3HHU U, KOHEUYHO, TUTaHUS,
CTapasich CBECTH K MUHIMYMY MOTpeOIeHUE MTPOAYKTOB COACPKAIINX XOJIECTEPHH, MPEINOYnTasi PPYKTHI
u oBomu. TeM He MeHee, TPaAWIIMOHHAS aMEPUKAHCKAs KyXHs MOJb3yeTcs OOJBIION MOIMYJISPHOCTHIO
cpemu ee xxuteneit. KypeHne aMeprukaHIIbl He IPUBETCTBYIOT, a TIOPOH Jake OCYKIAIOT, IIOATOMY KYPHUTh
B ATOH CTpaHe 3alperieHo MOYTH MOBCIOY.

OTHoLIeHHEe KO BpEMEHU

«Bpewms - neHprn - ele o/THa U3BeCTHAS aMepUKaHCKas MMOCIOBUIA. Borpoc 00 s5koHOMHUY BpeMeHH OYEeHb
BaXKEH 1T aMEPHUKAHIIEB; OONTATh MOIYCTY - 3HAYUT, TPATUTH BPEMS, a CIIEA0BaTeNbHO AeHBIU. [loaTOMy
BpeMsI BCTpPEY M IIEPEroBOPOB Hallle BCEr0 OTPaHUYMBAETCS OJHUM 4YacoM. AMEpHKaHell CTPOUT CBOIO
JKU3HB TI0 PACIUCAHHIO, YETKO Clefys eMy Kaxabli neHb. [lyHkryamsHOCTh B CIIA oYeHp BaxHa, a
OTIO3JJaH¥SI BOCTIPUHUMAIOTCS KaK TPyOOCTb.

OTHOILIEHHE K KEHIIIUTHE

B amepukaHCcKo#l OM3HEC-KYIBTYpPE JKEHIIIMHBI CYMTAIOTCS PAaBHBIMU MY)KUYHHAM U JIOCTATOYHO YaCTO
3aHUMAIOT PYKOBOJSIINE HODKHOCTH. B enom B menoBom mupe CIIIA ropasmo Ooiblie KeHIIMH, YeM B
0001 Ipyroi crpaHe. AMepHKaHCKas OWU3HEC JIeAU CUUTAET ceOs MOIHOICHHBIM OM3HEC MapTHEPOM,
MO3TOMY He ciiefyeT ObITh Ype3MEPHO TaJIAHTHBIM B OTHOIIEHUH JENOBBIX JKEHIIWH, BOIPOCH JIUYHOTO
XapakTepa 3/1eCh HEYMECTHEI.

JlemoBoit KOCTIOM

B CIIA pneiictByer npaBuio: «UeM BbIlIE TOMKHOCTh, TEM OQHLIMAIBLHEH KOCTIOM». B 1e0BO# KU3HU
MIPUHSTE TOJBKO TEMHBIE KOCTIOMBL. J[JIS KEHIMUH MPEINOYTUTENCH OpPIOYHBIA KOCTIOM CIIOKOMHOTO
IBeTa, a Takke oO0yBb Ha Kabiaykax He BbIme 4 cM. MeHee JKecTKHe mpaBmiia, 601ee CBOOOIHBIN CTHIIb
OJIeXK/IbI IEMCTBYIOT B CIIOPTE, HCKYCCTBE, MOJI€ U B MHIYCTPHUH Pa3BICUEHHI.

JenoBoe oOIeHNe

HenoBoii atuker CIIA He MHOTMM OTJIHYAeTCS OT €BPONEHCKOro, HO €CTh U CBOM OCOOeHHOCTH. J[is
aMeprKaHIla HeT HU4ero 0OMHOTO B BOIIPOCE MAIO3HAKOMOT0 YeJIOBEKa O €T0 3apIuiare, XOTs, HallpuMep,
B ['epMaHMM 3TOT BOIIPOC CUNTAETCSA HEAOMYCTUMBIM.

B CIIA naMHOTO TIpOIIle TO3HAKOMHUTHCS M 3aBECTH JIPYIKECKUE OTHOIICHUS, TI0 CPAaBHEHHIO, HAIIPUMED,
¢ Slmonmeit. [ maBHOE, yMeTh MPABHIILHO MPEICTABUTH c€05. AMEPUKAHIBI OY€Hb YHEPTHIHBIC, OTKPHITHIC
U ApyxxemoOHble moau. C HOBBIM 3HAKOMBIM MOXKHO Cpa3y NEPeXOAUTh K JIeIy M TOBOPUTH BIIOJHE
oTKpoBeHHO. Bripaskenus Let's get down to business - «/laBaiiTe nepeiigem K aemy» - OUYeHb MOMYJIApHA
cpenu aMepuKaHieB. Bo Bpems nenoBoii 6ecepl He MPUHATO OTBIIEKATHCS HA TOCTOPOHHHUE Jieja - 3BOHKH
no TeneoHy, PasroBOpHl C KOJUIETaMH. A BOT BCTaBJISATh B Pa3roBOp INYTKH MO TEME, CUUTACTCS
MIPU3HAKOM XOPOIIEro TOHAa. B cTpaHe roBOpAT Ha aMEPUKAHCKOM AaHTJIMICKOM, CUMTAs JIOHIOHCKUH
AHTTIMICKUI BEICOKOMEPHBIM BapHAHTOM TOTO K€ s3bIKa. [103TOMY eciy BBl XOTHTE TIEPEeBECTH KAKHE-TO
MaTepuanbl st cBoux Oyaymmx mapTaepoB B CIIIA, To cTOWT 3TO AenaTh ¢ y9eTOM JaHHOM S3BIKOBOM
0CcOOEHHOCTH.

AMepHKaHIIbl IparMaTUIHbIE IO/, HE OYEHB JIOOSIUE CIIe/IOBAaTh TPaIuuaM. [ HUX Ha ITepBOM
MECTe BCETJa CTOST WHAMBHIYaJFHOCTh M TpaBa 4eioBeKa. JKUTenb 3TOH cTpaHbl HHKOTAa He Oynmer
JKaJOBaThCsI, U PAacCKa3blBaTh O CBOMX HeyJadax. He3aBHCHUMO OT CHTyalluW aMepuKaHell Bcerna OyneT
BBITJISIZICTH YBEPEHHBIM, 30POBBIM, U3TYYAIOIIUM yCIIEX.

AMepHKaHIIBI TOBOPAT TOJIBKO TO, YTO AYMAIOT; BOCIIPHHUMAIOT JII0OYI0 Ppasy cobeceqHrKa TOCIOBHO.
OHH TUI0XO0 MOHUMAIOT HAMEKH, UPOHHIO; CIOXHBIE BBHICKA3BIBAHHS WIIM CKPBITHI CMBICT CJIOB MOXET
cOUTH HX C TOJIKY.

[lepen HawamoM J1EI0BBIX IEPETOBOPOB aMEPUKAHIIBI ITPEIITOYUTAIOT COOPATH MOJHBIN MMaKeT HH(OpMaITuu
00 yuacTHHKax Oymymieil Bctpeun. OHM MOTYT TOIPOCHUTH MPHUCIATh CHHCOK JIUI] Ballei jJeJerau,
JOTIOJTHUTENIFHO 3allpocuB MH(popMannio 00 uX oOpa3oBaHUH, YYETHBIX CTENECHSX, MEYaTHBIX TPYAax H
T.JI.

AMepHKaHIBI OY€Hb 3aKOHOITOCTYIITHBIE TpakaaHe. Jlaxe He3HAUWTEIbHAS HE3aKOHHAs KOMMepUecKas
orepanys B 3TOM CTpaHe MOXKET CTaTh MPUYMHON TIOpeMHOTro 3akiroueHus. «llogmouenHas» pemyramnus
(upMBI HaBCETAa MOCTABUT KPECT Ha €€ BO3MOXKHOCTH COTpYIHHUYECTBA ¢ Kommanueii u3 LltaTos. loBepue
B AMepHUKe MOXKHO 3aCITy>KUTh JIMIIb MHOTOJIETHHM, O€3yNpedHbIM TPYIIOM, a HE OPYXO00i U CBSI3SIMHU.
[TooToMy y amMepHKaHIIEB HE CYIIECTBYET HUKAKHX «OCOOBIX)» YCIIOBHM CHEIIOK «JUIsl CBOMX». B cTpaHe
BO3MOXKHBI TOJIKO OTKDBITBIE CACTKH C JIOOBIMH mMapTHepamu. [JlaBHOe IjIsi aMEpUKaHIEB, YTOOBI
MapTHEPHl OBUIM TPOYHBIMH ¥ CTaOWIBHBIMH, Kak B (DMHAHCOBBIX, TaK M B MPO(ECCHOHATBHBIX
OTHOIIIEHUSX, @ TAK)KE HE IMPOCTO 3apabaThIBaliv IEHBIH, & BEJIN COITHAIEHO OTBETCTBEHHBIN OM3HEC.



Y AmepukaHIEB CHIbHBI YyBCTBa HE3aBUCHMOCTH, CAMOCTOSITEIBHOCTH; OHH YMEIOT COPEBHOBATBHCA M
BEINTPHIBATh BCET/IA U Be3ze. DTO OOYCIOBICHO MPEICTABICHUSIMHU IPAKIaH CTPAaHBI O JOMUHHUPYIOIIEM
nontoskeHuu CLA B Mupe, KOTOpoe 3aKIaIbIBACTCS C MAJIBIX JIET U JIE)KUT B OCHOBE CHCTEMBI 00pa30BaHM.

E1te oiiH U3 37IeMEHTOB YCIIEITHOTO aMEPUKAHCKOTO OM3HEca - CKOpOCTh. B AMepuke Bce MPOUCXOIUT
JOBOJIHO OBICTPBIMH TEMIIAMH, BCE JENIACTCSl «CErOJHs», HE OTKIaIbIBaeTCs Ha «3aBTpa». [losTomy Ha
MIepPEeroBOpax HYXHO OBITh TOTOBBIM K TOMY, YTO Bac OyAyT TOPONHTH, MTOATATIKUBATEH K JIEHCTBHSM, TaK
KaK aMCpUKaHIbl HAIIOPUCTEIC, Hp;IMOJ'IPIHefIHBIe Hn Bceraa Clicuiaiue 6H3HeCMeHLI. I'maBHoe JJIs1 HUX -
9TO YCHEX, a KaKIbIH ycIeX - 3TO NPEeANOChIIKa Il HOBBIX MO0e.

OcoOeHHOCTH BeJIEHUS TIEPETOBOPOB

Ecmu amepuKkaHIbl OPraHU3YIOT JIEJOBYIO BCTPEUY, TO 3TO IOJHOCTHIO MCKITIOYAET JPYKECKYI0 Oecemy.
Berpeua Oyzer HachlllieHa, MMETh KOHKPETHYIO II€Tb, W JUIMTCS HE Oojee vaca. J[ns amepukaHICB
MIEPErOBOPEI - 3TO OTKPBITOE OOCYXKIEHHE, IeJh KOTOPOro HalTH oOIIue WHTEepPechl W BhIpabOTaTh
CTpaTeTHIO ISl COTpyAHWYecTBa. YecTHbIE CAETKH W B3aMMOBBITOJHBIC OTHOIIEHHS 0e3 Kakol-1mOo
«CEMEWHOMN APYKECTBEHHOCTHY - BOT UealbHAs KapTHHA Ou3Heca sl aMepUKaHIIa.

JenoBbie ieperoBopbl aMEepHKaHLBI JIFOOAT HAYMHATE ¢ 00CYKACHHUS 00IIero Bompoca, ¢ mpodIeMbl
TpeOyrolel MPUHITHS pelIeHns (ITO HY>KHO JIeTIaTh), a 3aTeM MePEeXOIAT K AeTajsIM, CIIOCOOCTBYIOIIUM
peaM3anyy JOTOBOPEHHOCTEH (Kak HYXHO CIeNaTh), KOTOPBIM YZenseTcss OONblIoe 3HaueHHe MpU
opranuzanuu nroodoro aena. [1o3ToMy K pacCMOTPEHHIO aMEpUKaHIBI TOTOBAT, KaK MNPaBUIIO, LEJbIe
«IMaKeThD» MPEUIOKEeHNH. A BOT Ha ()OPMATBHOCTH OHH HE OyIyT TPATUTh CBOE BPEMSI.

ITeperoBopHBIN MPOIIECC aMEPUKAHIIBI CTAPAIOTCS BECTH B OBICTPOM TeMIIe, OECIIPEPBIBHO TOITATKHUBAS
CBOMX MapTHEPOB K CKOpEeHIIeMy NpPUHATHIO pemeHus. OHM MOTYT Jake MPOSBIATh arpeCCUBHOCTD,
HaBS3bIBasi CBOM MTPABHJIIA UTPHIL.

Bo BpeMs 1emoBBIX TEperoBOPOB aMEPUKaHIIBI MOTYT TTO3BOJIUTH ce0e CHAETh, 3aKWHYB HOTY Ha HOTY Tak,
4T0OBI OOTHHOK OJIHOM HOTH JIe)Kall Ha KOJICHKE JPYTol WITH MOJIOKUTH HOTY Ha COCEIHUM CTYI WK CTOJI.
OTO cuWTaeTcs HOPMOW B aMEpPHKAHCKOH KyNIbType, XOTS HEpPEAKO BBI3BIBACT pazgpakeHUE Y
MIPEeICTAaBUTENEH IPYTUX CTPaH.

Bompocs! u 3aganus:

1. IloaroroBbTech K 00CYKAECHUIO TEOPETUIECKOTO MaTepHana.

Kynerypable Tpaauiuu anrimdad. CTpykTypa U uepapxuss B OpPUTAaHCKMX KOMIIAHHUSX. ODTHYECKHUE
NPUHIMITEL JISIOBOTO OOIIEHHUS ¢ MHOCTPaHHBIM MapTHepoM. PaGoune oTHomeHnus B BenmkoOpuTanuu.
busnec B BenukoOpuranuu. [Ipakrndyeckue MomeHThl. bputanckuii penoBoil sTukeT (uto Hy)HO 1 HE
HYXHO penarh). KiroueBble aMepUKaHCKME LEHHOCTH. AMEPHKAHCKUH CTHJb JEJIOBOIO OOIIEHHS.
Kenmmuna n ouznec 8 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. I needed your help.

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

The secretary forgot to tell him about a telephone call

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

Could they have forgotten to answer?

The letter couldn't have been lost.

They may have delayed the answer for some reason.

They might have forgotten to post it.

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

Shop person: — Yes, sir, what is it?

-1 am looking for a business suit, size forty two.

- What colour do you want?



- Navy blue would be fine.

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

- Just the thing. How much is it?

- It's only $ 200.

- All right. I'll take it.

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

- Not bad. Why do you ask?

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

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

Keep your promises!

Be objective!

Criticize people in private!

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.

3nHaete 11 Brl, uTo Takoe aenoBoil aTuker? YMeere 11 Brl ycTaHaBIMBATH KOHTAKT ¢ NapTHepaMu? YMeere
mu Bel BeIOMpaTh OAEKAY, MOAXOAAIIYIO sl paboTel W oTasixa? BexnuBel 1 Bel co cBoumu
corpynnukamu? Her nu y Bac npuBbsruku nepebuBats Bamiero cobecennuka? 3amymaiiTech HaJl 3TUMH
BompocaMu. JTo momokeT Bam B Barreii pabore.

IIpaktuueckoe 3anarue Ne6. Pa3nuuus B aMepuKaHCKON U aHTTIMHCKOMN A€T0BOM TEPMUHOJIOTHUH.
OpranmnzarionHas GopMa 3aHATHS: TPAJUIIHOHHBINA CeMHUHAD.

lens: dopMupoBaHUE y CTYICHTOB pPEUYEBOU, SI3HIKOBOM W KOMMYHHKATHBHON KOMIICTCHIIMH IS
OCYIIIECTBJICHHS JETOBBIX KOHTaKTOB.

B pesynbTaTe ocBOGHUE TEMBI CTYIEHT JOJKEH

3HaTh: HEOOXOAMMBIH 00BEM JIEKCHKH Jisi OOLIEHHsS B JAHHOW c(epe; OCHOBHBIE I'paMMAaTHUECKHUE
SIBIICHHS, XapaKTEepHbIe Il MPOpEecCHOHANBHONW peyM; JIEKCHUECKHEe M CHHTAKCUYEeCKHE OCOOCHHOCTH
Oo(UIHAaTHHO-IETOBOTO CTHIIS B aHTJINHCKOM SI3BIKE.

YMETh: ONPEIENATh CTHIEBYIO NPHUHAICKHOCTh AHTIMHCKHX TEKCTOB O(HUIMAIBHO-AEIOBOTO CTHIIS,
BUJICTh XapaKTepHBIE CTHJIECBBIC YEpThl; YUTATh OQPHUIHMAILHO-ACIOBBIE TEKCTHl PA3IMYHON CTEIEHH
CIIO)KHOCTH;, CTPOUTH JMAJIOTHUECKYI0O M MOHOJIOTMYECKYI0 pedb C MHCIOJb30BaHHEM Haumboiee
YHOTPEOUTENBHBIX JIEKCHKO-TPAMMATHIECKAX CPEICTB B OCHOBHBIX KOMMYHWKAaTHBHBIX CHTYaIlAsIX
oQHUIHMaIHLHOTO OOIIEHUS; TOHUMATh TUAIOTUYECKYI0 1 MOHOJIOTHYECKYIO PeUb M0 U3y4YEeHHOU TeEMe.
AKTyaJIbHOCTb TEMBI: 00YCIIOBIEHa HEOOXOIUMOCTHIO oBnaaeHus YK-4.

Teopernyeckas 4acTb:

IIpu obo3naueHnu mat Ha nucbkMe B bA (OpUTaHCKMN aHTIMIICKHIA) CTaBUTCS YHCIIO, 3aTEM MECAIl U
nocieHuM ykaseiBaeTcs rox: 20/7/99 wmm 20.7.99. Takoe uucno mpousHocutcs July the twentieth,
nineteen ninety nine. B AA (aMepuKaHCKOM aHTIIMHCKOM) BHAayalle CTABUTCS MECSII, 3aT€M YHUCIO U
nociexauM Tog: 7/20/99. IponsrocuTes Takoe uncio July twentieth, nineteen ninety nine.
HaumenoBanue umncen takxke ornndaetcs B AA u BA.:

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

0 — «zero» (AA) u "nought"/"oh" (BA)

T'oBops 0 BpeMeHH, aMepuKaHIIbl BMECTO past ynotpeoisitoT after: «It’s ten after eleveny.

B o0nactu 3KOHOMHYECKOW TEPMHUHOJOTMH M JIEKCUKH COBPEMEHHOro Ou3Heca B AA MPHCYTCTBYET
00JbIIOE KONWYECTBO MPO(ECCHOHATM3MOB, a TaKXe pacCIOCHHE CIEIUabHOW JIEKCHKH Ha
TEPMHUHOJIOTUYECKHE U MTPO(eCcCHOHANBHBIE CIIOH (0] TPOo(ECCHOHAIN3MAMY TOHUMAIOTCS JIEKCHIECKUE



eIMHUIBI B CUTYalusix HeopManbHoro oOmeHust). OnuH U3 BEAYLIIUX CIIOCOO0B 00pa30BaHUs TEPMHHOB
— JIEKCUKO-CEMaHTHYECKUH Ha ocHOBe MeTadop. Hanmpumep:

lame duck («xpomast yTka») — KOMIaHHUS B TSHKEIOM (GHHAHCOBOM ITOJIOKEHUH

company doctor — («JOKTOp KOMIIaHMH») — (DUHAHCOBBIN KOHCYJBTAHT, CIECIHATH3UPYIOMIUNACS Ha
aHaIlM3€e U pa3pelieHuy npooiIeM KOMIaHHH

big gun advertiser (big gun — «Tspkénas apTHIUICPU» ) — KPYITHBIN peKJIaMoaaTelhb

sleeping partner («crsiuii MapTHEP») — HOMHUHAIBHBIN MapTHED

sleeping beauty («crsmas kpacaBuila») — KOMIAHHS- MOTCHIMAIBHBIN O0BEKT MOTJIONICHUS, KOTOPOU
paHbIlle He JeNIaIoCh MPEeITOKEHUH )

angel («aHrem») — COCTOSTENBHBI YENOBEK, BKIAJBIBAIOIINI COOCTBEHHBIC CpEICTBA B HAYAIO U
pacuipeHue ou3Heca

yellow dog contract («koHTpakT x&nTol cobakm») — 00s3aTenbcTBa pabovero O HEBCTYIUIEHUH B
podcoro3

yellow dog fund («donn xEnToii codaKm») — CyMMBI, UCTIOJIb3YEeMBbIE AJIs MTOAKYTIa

bear («MeaBeIb») — CHEKYJSHT, UTPAIOLINIA Ha TOHMKEHHUE

bull («OBIK») — cTIEKYISIHT, UTPAIOIINi Ha MOBBIIIeHHE (OHUpPK.)

B psny NTUHTBOCTHIUCTUYECKHX CPEJICTB, XapaKTEPHBIX Uil 0Opa30BaHMsl YKOHOMHUYECKHUX M OH3HEC
TEpMUHOB A A, Ipe/IcCTaBlIeHa METOHUMHUSI (TIEPEHOC MPU3HAKA C YaCTH Ha LENO0e):

White collar («6emnbIii BODOTHUYIOK» ) — OQUCHBIN CITyXKamui

Pink collar («po30BbIif BOPOTHHUYOKY») — paboumnii cepbl 00CTyKUBaHUSI

Blue collar («romy060oii BOpOTHUYOK») — MPOU3BOJACTBEHHBIH paboumii

Open collar («OTKpBITEI BOPOTHUYIOK» ) — JIMLIO, padoTarolee JoMa 1o cBOOOTHOMY IpaduKy

B nekcuke copemennoro ousneca CIIIA n BenukoOpuTaHuy MprUCyTCTBYET TAKKe
MEXBapUaHTHAs! CHHOHUMHS TEPMHUHOB!
stock — oObIkHOBeHHast akius (AA)
share — oObIkHOBEeHHAs aKIus (BA)

B mpornecce ciioBooOpazoBaHus JIEKCUYECKUX JIEPUBATOB OCHOBHBIMHU CHOCO0aMU B AA SIBISIOTCS
apduxcanus (illiquidity, non-payment), cnoBocnoxenue (job holder, bill brocker, tax payer), koHBepcHs
(off — cymecTBUTEIBHOE CO 3HAUCHUEM «CHHKEHUE KyPCOB BAIOT MPOTHUB MIPEILIECCTBYIOIIETO JHS», ZO-
between — CyIecTBUTENHHOE CO 3HAUCHUEM ‘TTOCPETHUKK).

Jlexcuueckuii coctaB OM3HEC TEPMUHOIOTUU AA COJIEPKUT HE TaK y>K MHOTO 3aUMCTBOBAHUH U3 JIPYTHX
sI36IKOB. HO OHM TNpHCYTCTBYIOT, M BOT NpHMEp 3aMMCTBOBAaHHUS M3 PYCCKOIO s3bIKA: energy czar
(«BIHATETTEHOE JIAIIO B 00JIACTH SKOHOMHKID ).

Ha rpammarndeckom ypoBHe paznuuusi Mexay AA U BA mposBistorcs: yxe Ha ypoBHE TEPMUHOJIOTUH
(Continuous Tenses B BA u Progressive Tenses B AA). Hocutenn BA ynorpe6isitor The Present Perfect ¢
HapeuyusiMHu just, already, yet: «We have already agreed to wait». AMepuKaHIIBI e HEPeIKo, OCOOEHHO B
yCcTHOU peud, ynotpeoinsitoT 3nech The Simple Past: «I already met himy.

B AA cymectByer nBe hopmsl Past Participle Il y rmarona get: gottenu got, B To Bpems kak B BA — Tonbko
ollHa: got.

Konctpykmus «have been to», pacupoctpanénnas B BA, moxer Bumon3MersIThcs B AA — «I have never
been in Florida». ®paza «Do youhave a car?» tunuuna ajist AA, Torna kak B BA 6oJibiiie mpuHATO TOBOPUTH
«Have you got a car?»

CobupaTenpHble CyIIECTBUTENFHBIE, TaKHe Kak government, committee, team, corporation, crew B BA
MOTYT COTJIACOBBIBATHCS CO CKa3yeMbIM KaK B €IWHCTBEHHOM, TaK M BO MHOXXECTBEHHOM 4YHCIIE.
AMepUKaHIbI PEIOYUTAIOT COTJIACOBBIBATh TAKUE CYIIECTBUTEIBHBIE CO CKAa3yeMBbIM B €JUHCTBEHHOM
qHce.

OnpenenéHHpId apTHUKIb 9acTo omyckaercss B AA mocne «ally, Tam, rome B BA o06s3aTensHO ero
ucnionbzoBanue: «all day», «all night», «all morning» u ap. U HaoGopoT, ompenenéHHBI apTUKIb
ucnons3yercs B AA TaMm, rae ero B BA ObITh He nomkHO: «in the summer», «in the spring», «in the fall».
CpaBHuTE BapUaHThl TEPMUHOIOTUI
Awmep. BapraHT AHIJ. BapuaHT 3Ha4YeHHE
administration Government in power [lpaBuTenbcTBO (IEHCTBYIONIHE)

Around (ten)  About (ten) OxkoJo (mecsiTr)

Blue-chip investments First-class investments [lepBokiaccHble UHBECTUIHN
Call loan Short-term loan Kpatkocpounslii 3aiim

Checking account Current accountTexymuii cyer

Claim letter ~ Letter of complaint [TuceMo-pexmamarnus



Collect on delivery Cash on delivery OnuaTta pu 10CTaBKe
Common stock Ordinary share OObIKHOBEHHAs aKIUs

Corporation law Company law 3akoH 0 KOMITAaHHSIX

Express man  Carrier [TochubHBIH

Ti fix a meetingTo arrange a meeting HasnauaTth BcTpedy

Freight not prepaid Carriage forward be3 ormmaTer mepeBo3KH
Freight prepaid Carriage paid C oruatoii mepeBo3ku

Freight train ~ Goods train ~ ToBapHBIi I0€31

Government bonds Government securities ['ocymapcTBeHHBIC IIeHHBIE OyMaru
In good shape In good condition B xopotiem cocTossHuN
Investment bank Merchant bank MuBectunmonnslii bank

Law business Practice (law) IIponeccyansHoe mpaBo

Local taxes Rates MectHble HasIOTH

To operate a business To run a business 3aHUMAThCs1 OU3HECOM
Operating costs Running expenses Tekymue pacxosl

ordinance By — law [locranoBnenue, ykas

To pass up an offer To decline an offer OTKIJIOHATH MPEAJIOKEHUE
Preferred stock Preference share [IpuBmiiernpoBanHas akuus
President Chairman [Ipe3umeHT (KOMITaHUH)

Right away Immediately Hemennenno

Shipment Consignment [laptus (ToBapa)

Stockholder Shareholder  JlepkaTtens akiuit

Stub  Counterfoil Kopemrok (ueka)

Tag  Label DOtukerka

Tender Offer Ilpemmoxxenue

Way back Some time ago Hexotopoe Bpems ToMy Ha3ax

Bormpocsr u 3aganus:

1. TToAroTOBBTECH K OOCYIKACHHIO TEOPETUUSCKOTO MaTepHana.

N3 ucropuMm TPOUCXOXKIEHUA aMEPUKAHCKOro aHriauickoro. Jlekcuueckue, rpaMMaTH4YecKue,
opgorpaduueckre u GOHETUICCKHUE OTIIMYHS aMEPUKAHCKOTO JISJIOBOT'O A3bIKa OT OPUTAHCKOTO BapUaHTa.

2. IIpounTaiiTe U nepeBeaUTE 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) ...7 — Holding a meeting.



2) ...? — Several officials are.

3) ...7 — The agenda.

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

6) ...? — After the meeting is over.

7) ...7 — She is taking them down.

8) ...7 — In shorthand.

4. Respond to the requests according to the model

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

Translate this letter, please.

Copy this memo, please.

Send off this telegram, please.

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

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

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

I am talking to a visitor.

I am sending a fax.

I am copying documents.

I am correcting mistakes.

I am learning shorthand.

6. Say what Cindy is going to do

a) when the meeting is over,

b) when Mr. Lindon comes to see Mr. Clifford,
¢) 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 I am going to do when ...

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



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

10. Translate into English.

Ceroans 20 Hos10ps1 2013 rona, 10 wacoB ytpa. Muctep Kinddopn ouens 3anat. OH IPOBOJHUT COBELIAHUE.
OTO coBemaHWe OYEHb BaXHOE. MeEHeKepbl KOMIIAHUM OOCYXIAlT BONPOCH! NMPOU3BOACTBA. Mmucc
Omunmc Bener mpoTtokosl. Ha cremyromeil Henmene oHWM OyAyT OOCYXIAThb KOMMEPYECKYHO TOJHTHKY
kommannu. Ouu cobepytcest 27 HosiOpst B 10 yacos.

— UYro 18I ceituac aenaems, Cunau? — S nepeBoxky nucbMo MucTepy benoBy Ha pycckuil A3bIK. — A TOTOM
9TO THI Oyments aenaTh? — OTHedararo 3TO MAUCHMO M OTIIPABIIO ero B MockBy. — KTo 3ToT MucTep beno?
— Ot0 pycckuii 6uznecMeHn. OH coOupaeTcs K HaM IpUexaTh.

IIpakTnueckoe 3ansaTue Ne7. Ycerpoiicteo Ha padory. Co3naHue pe3ome.
Opranun3zanuonnas Gopma 3aHATHS: TPAJAUIMOHHBIA CEMHHAp.
Henb: ¢opmupoBanue y CTYyISHTOB pPEUYEBOM, S3BIKOBOM M KOMMYHHMKATUBHOM KOMIIETCHLIUH IS
OCYILIECTBJICHUS JI€JIOBBIX KOHTAKTOB.
B pesynbraTe 0CBOCHHE TEMBI CTYIEHT JOJKCH
3HaTh: OCHOBHYIO OH3HEC-TEPMHHOJIOTHIO, MCIIONB3yeMYyI0 MpPU YCTPOWCTBE Ha pabOTy, COCTaBICHUH
pes3ioMme, AEJOBBIX MHCEM; OCHOBHBIC TPEOOBaHMA M MpaBuja OQOPMIICHUS ITOKYMEHTALMH U JIEJIOBOH
KOPPECIIOHJCHIIMM Ha AHIJIMHCKOM; OCHOBHBIE TIPaMMaTH4eCKUE€ SIBJICHUS, XapaKTepHbIE UL
po)eCCUOHANBHOM peyn.
YMETh: IPUMEHATH NOJTy4YEeHHBIE TEOPETHUCCKUE 3HAHHUS Ha MPAKTUKE B XOAE OCYIIECTBIICHHMS JEIOBOM
YCTHOU M MMCbMEHHON KOMMYHHUKAIIMY HA HHOCTPAHHOM $I3bIKE; OIPEAENATh CTUIIEBYIO IPUHAAJIEKHOCTD
AHITMHACKUX TEKCTOB O(HIUAIBHO-IEIOBOTO CTHIS, BHJETh XapaKTEpHBIE CTUJIEBBIC YEPTHI; YHTATh
ouIHaTBHO-EIOBBIE  TEKCTHl  Pa3lUYHOW CTENEHH CJOKHOCTH; CTPOMTh JIHAIOTHUECKYI0 |
MOHOJIOTHYECKYIO PE€4Yb C HCIOJIb30BAaHHMEM HauOojee YMOTPeOUTENbHBIX JIEKCHKO-TPaMMAaTHYEeCKUX
CPEACTB B OCHOBHBIX KOMMYHHUKATHBHBIX CUTYalUsIX O(ULIUAIBHOTO OOIIEHNS; TOHUMAaTh AUAJIOTHYECKYTO
Y MOHOJIOTHYECKYIO PeUb 110 U3yYEHHOH TeMe.
AKTyaJIbHOCTh TEMBI: 00YCIIOBIEHa HEOOXOIUMOCThIO oBnaaeHus YK-4.
TeopeTuyeckas 4acThb:
CyIecTBYIOT OCHOBHBIE BUJIBI PE3IOME:
XPOHOJIOTHYECKOE PE3IOMe
XpOHOIIOTHYECKOE pe3toMe IMpearonaraeT onucanne (GpakToB TpyaoBoi Omorpaduu (paboTel, yueObl) B
00paTHOM XPOHOJIOTHUYECKOM IMOPSJIKE, T.€. HAYMHAS C ITOCIIeTHEro MecTa paboThl, yueOnl. [IpenmyiiecTBo
9TOTO BHJA pe3loMe Ui paboTOAATEINs COCTOUT B TOM, YTO OH MOXKET YBHIETh B HEM YETKYIO KapTHHY
TPYAOBOH AEATEILHOCTH YEJIOBEKA, ISl COUCKATEIISI — 3TO BO3MOXKHOCTD TPOAEMOHCTPUPOBATH KaAPbEPHBIH
" TIPOPECCHOHATLHBIN POCT B HeoOXomuMoit cdepe mesarenpbHOocTH. OT JAaHHOTO BHAA PE3OME JIyUIIe
OTKa3aThCsl, €CIU MOCIETHSS JODKHOCTh (JIMOO BCE JOIDKHOCTH) COHMCKATellsi He UMEET OTHOIICHHS K
KeJaeMOH TOJDKHOCTH MO0 B TPYAOBOW OHOTpadum MHOTO «IPOITYyCKOB» - MEPUOJOB BPEMEHH, KOTaa
YeJI0BEK He paboTai.
DYHKIMOHAIIBHOE PE3IOME
OyHKIMOHATLHOE pe3ioMe, B OTIIMYHE OT XPOHOJIOTHUYECKOT0, He TpeOyeT yKa3aHHs XpOHOJIOTUH TPYJOBOH
nesitenbHocTH. OCHOBHOHM ymop 3zech Aenaercsi Ha NPOoQecCHOHANBHBIX HAaBBIKAX M JOCTHXKEHHUSX B
pasHbix chepax gesTenbHOCTH. (DYHKIMOHAIBHOE pPE3OME BBITOJHO NMPUMEHATh B CiIydae HATUYUs
«TIPOMYCKOB» B TPYAOBOH Onorpaduu, MpH KeJlaHUU MOJTYIHTh padoTy Oe3 ombiTa B JaHHOH cdepe nTubdo
IIPY BO3BPAILECHUH K 3TOMY HAIIPaBJICHUIO IESTEIBHOCTU TIOCIIE [UTUTEIILHOTO IIEPEPHIBA.
KomOuHupoBanHoe pe3toMe ((QyHKIIMOHATHHO-XPOHOJIOTHYECKOE)
JaHHBIN THIT pe3toMe 00beANHSIET OCHOBHBIE YePThl (PYHKIIMOHAIBHOTO M XPOHOJIOTUYECKOT0 pe3iome. B
HEM MOJAYEPKUBAIOTCS MPO(ECCHOHANBHBIE HABBIKA U TOCTIKEHHS B Pa3HBIX cdepax AesTeIbHOCTH, IPH
3TOM OCHOBHbIE (DaKThl TPYIOBOM Ouorpaduu n3nararorcs B OOpPaTHOM XPOHOJIOTHYECKOM HOPSIIKE.
[IpenmyiecTBO 3TOrO BU/Ia PE3FOME COCTOUT B TOM, YTO OHO TI03BOJISIET 00paTUTh BHUMaHKe paboToaTess
Ha TPOPECCHOHAIN3M COHMCKATeNsl B pasHbIX HAMpPaBICHUSAX MACATENBHOCTH W YBHICTh YETKYIO
MIOCIIE0BATENLHOCTD TPYIOBOH AESTEIBHOCTH.
Tunosoe pe3rome 0OBIYHO BKIIIOUYAET CIEAYIOINE 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—June 2011 Type of Company: Retail Chain Stores
Post: Junior Secretary

Responsibilities: Secretarial-work including
typing, shorthand, correspondence, taking
minutes at meetings, copying reports and
minutes from shorthand notes, filing, tabu-
lating data, answering customers' calls,
mail distribution and general office duties
June 2011 present Auto Importers Ltd., 38 Rostokino ,
Moscow, Russia
Type of Company: Car importers
Post; Secretary to Assistant Director
Responsibilities: dealing with all corre-
spondence, taking minutes at' meetings and
writing up Assistant Director's reports,
receiving customers and suppliers, dealing
with all kinds of enquiries; making deci-
sions on behalf of A.D. in his absence;
and representing the company at various
business functions.
Other information: While working 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

Bormpocsr u 3aganus:

1. [TonroToBbTECh K OOCYKICHUIO TEOPETHUECKOTO MaTepraia.

Tuner pestome: xponojyormdeckoe (chronological format), d¢yskmuonansrnoe (functional format),
rubpunHoe (combination format), TaprerupoBannoe (targeted format) w mpaBwia uX OQopMIICHUS.
Crtpykrypa pe3tome. UTo Takoe pe3roMe U B YeM COCTOHT €ro OCHOBHAs PyHKIuUsA? B uem oTnnume pesrome
u CV (Curriculum Vitae)? Kakne dopmarsl pe3tome Bam m3BecTHBI? Kakoit ¢opmar pezrome OoibIe
MOJIXOIUT JIs YEJIOBEKa, KOTOPBIM MHOTO JIET popaboTai B 0AHOH cdepe aesrenbHocTr? Kakoi ¢opmar
pe3toMe mozoIIen Obl CIIEIUANMCTY ¢ TIpepBaHHBIM cTakeM? Kakoii popmar pesroMe BRIOpaTh YETIOBEKY,
KOTOpPOMY HYy>KHa KOHKpeTHast paboTa B onpezienieHHon pupme? B kakoM nopsiike B pe3toMe OIHKHEI OBITh
PacTOI0XKEHBI 1aThl, OTHOCSIIHECS K 00pa30BaHUIO U OMBITY PabOTHI?

2. CocraBpTe HanboJee NOAXOIAIIN UIs BaC BapHaHT PE3OMe.

3. Belyunte OCHOBHYIO TEPMHHOJIOTHIO, UCTIOIB3YEMYIO TIPH COCTaBICHUHN PE3IOME.



apply for the post ~— mogarte 3asBieHNE 0 IpUeMe Ha paboTy/TOKHOCTh
obtain knowledge  — momyunTh/mprOOpeCcTH 3HAHUS

enclose an outline of — MPMIOKUTH (K THCHMY) CBEJICHUS O KBATH(UKAIINH
one's qualifications

office experience — OIBIT pPabOTHI B KOHTOPE

personnel manager — HaYaJIbHUK OTAENA KaapoB (MEHEIDKED 10 Kaapam)
fairly well — BEChbMa HEeIJI0X0

be on probation — IPOMTH UCTIBITATEIHLHBIA CPOK

application — 3asBJICHIC

curriculum vitae CV, C.V. cv (resume) [ko'rikjulom 'vi:itai] — cBemeHust 00 ydebe M TpPyHOBOW
JesITeNbHOCTH, KpaTkasi npodeccruoHanbHas ouorpadusi, pesrome

4. [IpounTaiiTe U IEPEBEAUTE 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. I know fairly well English, a little Finnish and German.
J.K.: That's not bad. We really need Finnish very much.
P.T.: Oh, I can continue my studies in Finnish. I'll go to some evening classes.
JK.: Fine.
P.T.: If you can't take me on as a secretary, I could be on probation for a time
first.
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.

Nl

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

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

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

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

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

6. What is your present job?

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

9. What salary do you expect to receive?

10. What education did you receive?

11. Did you finish with academic honours?

12. What languages do you speak?

13. Are you computer literate?

14. Do you drive a car?

15. What is your family status?

16. Do you have children?

17. Are you willing to work overtime?

18. Are you willing to travel?

19. Do you have any health problems?

20. Whom can you ask for references?

IIpakTuyeckoe 3anaTHe Ne§. YcerpoiicTBo Ha padoty. ConpoBoguTtenbHoe mucbMo (Cover letter =
Application letter).
Opranun3zanuonHas ¢popma 3aHITHA: TPAAULMOHHbBIM CeMHUHAp.



Henb: ¢opmupoBanue y CTYyISHTOB pPEUYEBOM, S3BIKOBOH M KOMMYHHMKATHBHON KOMIICTCHIIUH IS
OCYIIECTBJICHHUS JETOBBIX KOHTAKTOB.

B pesynpTaTe oOcBO€HHE TEMBI CTYIEHT JOJKEH

3HaTh: OCHOBHYIO OM3HEC TEPMHHOJIOTHIO, UCIIONB3yEeMYIO TIPH COCTABICHUU JIENIOBBIX NMUCEM, OCHOBHEIC
TpeOoBaHug W mpaBwia OGopMIIeHHS IOKYMEHTAIUW W JEIOBOW KOPPECIIOHIEHIIMH Ha aHTIINHCKOM;
OCHOBHBIE TpaMMaTH4ecKhe SBICHUS, XapaKTepHble IS MpOo(ecCHOHANBHON pedd; JEKCHYECKHe H
CHHTaKCHYECKHE 0COOEHHOCTH O(UIMATBHO-EIIOBOTO CTHJIISL B aHTIIMHCKOM SI3BIKE.

YMETh: ONpEAENSTh CTHJICBYIO NPHHAIICKHOCTh AHTIUHCKUX TEKCTOB O(UIHMAILHO-AEIOBOTO CTHIIA,
BHJIETh XapaKTEePHBIE CTWIIEBBIE UYEPTHI, YUTATh OQUIIMAIHHO-IEJIOBBIE TEKCTHI PA3IMYHON CTETeHU
CIIO)KHOCTH;, CTPOUTH JIMAIOTHYECKYI0O M MOHOJIOTMYECKYI0 pedb C HCIOJIb30BaHHEM Haubolee
YIOTPEOUTENBHBIX JIEKCUKO-TPAMMATHYECKUX CPEACTB B OCHOBHBIX KOMMYHHUKATHBHBIX CHUTYalHUsX
oQUIHAaTHLHOTO OOIICHHUS; TOHUMATh TUATOTHYECKYI0 1 MOHOJIOTUYECKYIO PeUb 110 U3YYCHHOU TEMe.
AKTyaJTbHOCTh TEMBI: 00yCIIOBIIeHa HEOOXOTUMOCTRIO OBaieHus YK-4.

TeopeTuueckas 4acTb:

ConpooautensHoe nucbMo (Letter of transmittal, Accompanying letter)

ConpoBOIUTENFHOE MUCHMO — IHCHMO, WCTONB3yeMOe IS OTIPABKH JTOKYMEHTOB, HE HMMEIOIIUX
ajZipecHo JacTu. B compoBoaUTEIbHOE MUCHMO MOXET OBITh BKJIFOUCHA JOMOIHUTEIbHAS HHGOpMAIIHS,
MOSICHSIIOIIAs COZIEPYKAHNE TE€X MaTEepUaIOB, KOTOPBIE COCTABIIAIOT MPUIOKEHHE K HeMy. B aTom ciryuae
CHadaja cooOmaeTcs O HANMPaBICHNH JOKYMEHTOB, 3aTeM W3JIaraloTcs JIOTIOJTHEeHUs U nosicHeHus. OIHO
MUCEMO MOXET OOBEIUHATH MHCBMO-TIPOCEOY M CONMPOBOJIUTEIBHOE IHCHMO, MHUCBMO-COOOIIEHUE |
COIPOBOJUTENBHOE MUCHbMO WIIM MHPOPMAIIMOHHOE M CONPOBOAMTENBHOE MHcbMa. B aToMm ciydae, kak
MpaBUIIO, CHayalla u3jaraeTcss Npochk0a, cooOlIeHWe WM WHOrO poia wuH(popmamus, a 3areM
COTIPOBOAMTEIbHAS YacTh. OOS3aTENBHBIM PEKBH3UTOM COITPOBOAUTEIHHOTO HUChMA SBIISIETCSI OTMETKA O
HAJTUYUU TIPAIIOKCHUSI.

MODEL OF COVER LETTER
Your Address

City and Province

Postal Code

Your phone number

Date of writing

Mr./Ms. Employer's Name

Employer's Title

Company name

Company Address

City, Province

Postal Code

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

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

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

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

Sincerely

Name

Enclosure

Bomnpocs! u 3ananust:
1. IToaroToBBTECH K OOCYKICHUIO TEOPETUUECKOTO MaTepHaa.

Cxema COIIPOBOAUTECIILHOI'O MHUCbMaA. OcHOBHEIE TpC6OBaHI/I$I K HaIlMMCaHUIO COMTPOBOJUTCIILHOIO 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...

i) 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. IlepeBeauTe HA AHTTUMCKUH S3BIK.

1. 51 BBICOKO II€HIO BO3MOXXHOCTH paboTaTh C JOJDKHOM MEpOil OTBETCTBEHHOCTH, MPOSBIISI
COOCTBEHHYIO UHUIIMATHUBY.
2. B Hacrosiee BpeMs s [IOIyvaro ... B MECSL.

3. UyBCTBYIO, 9TO MO OTBIT PabOTEI B 3TOM 00iacTh He OyIeT MCIOJB30BaH B TMOJHOW Mepe, TIOITOMY
BBIHYXX/ICH OTKJIOHUTH IMPEAJIOKECHUC.

3. Tak kak MOsI HACTOSIIAsl JOJDKHOCTD HE JaeT MHE OOJIBIIMX BO3MOXKHOCTEH IS MIPOABHKECHUS, 5
xoTen OBl paboTaTh B TaKOH MEPCIEKTUBHON OpTraHu3allny, Kak Barra.

4. Ccputasick Ha OO0BSIBIEHHE B «..» OT 10 sHBapsd, BTOpPHHK, S XOTel OBl NPETEHJ0BAaTh Ha
JOJDKHOCTS ... B Ballei pupme.

5. C HeTeprieHHeM X1y Hadana paboThl 1 OKTAOpS.

6. C yIOBOJBCTBAEM MTPUHUMAIO 3Ty TOJKHOCTD.

7. 51 mpuBBIK paboTaTh CAMOCTOSTEIHHO.

8. C coxxasieHreM cooOIIa BaM, 4TO HE MOTY 3aHSTh 3Ty NOJDKHOCTB, TaK KaK IOJyYMJI JPYTOE,
Oosiee IpUBIICKATEIbHOE IPEAIOKEHUE.

9. Bo Bpemst 0OyueHus T TOTyYeHHs TOJDKHOCTH, KOTOPYIO sl 3aHMMAI0 B HACTOSIIMN MOMEHT, 5
OKOHYMJI KypChl MAPKETHHTA.

10. S HemaBHO yCJBILIAN OT ... O BAKAHCUH B BaIlleM TOPIOBOM OTHEIIE.

11. braromapio Bac 3a T0, YTO BBI IIPEIOKIIN MHE JOJDKHOCTD ...

4. Translate into English.

Sl xouy paboTaTh MepeBOAUYNKOM B KaKOW-HUOYIb COBMECTHOM KOMITaHHU. S X049y pa3ociiaTh pe3ioMe B
HECKOJIbKO TakuX KOMIaHUM. Sl Hajeroch, YTO CMOTY MOJYyYHUTh MHTEPECHYIO paboTy, MOTOMY YTO S
CIEIMATTUCT BHICOKOH KBanM(pukanuu. 5 6erao roBopro Mo-aHTIUICKH U CICIUATH3UPYIOCh B MTEPEBOJIC
Ha JIEJIOBBIX TeperoBopax. S xopoiro 3Hat0 MHOTHE KOMIIBIOTEpHBIE IIPOTPAMMEI, HEOOXOAUMEIE B paboTe.
Kpowme Toro, 51 He keHaT, BOKY MalTHHY U HE IPOTHB paboTHI, CBSI3aHHON C pa3be3aMH.

IIpakTu4eckoe 3ansaTue Ne9. YerpoiictBo Ha padoty. CobecenoBanue.
OpranuzarionHas GopMa 3aHATHS: TPAJUIHOHHBINA CEMUHAD.
Lenb: ¢dopMupoBaHue y CTYICHTOB pEYEBOHM, S3BIKOBOW M KOMMYHUKATUBHOW KOMIICTCHIIMH JIJIS
OCYLLIECTBJICHHUS I€TIOBBIX KOHTAKTOB.
B pesynbTaTe 0cBOEHUE TEMBI CTYIEHT AODKECH
3HaTh: OCHOBHYIO OHW3HEC-TEpMHHOJIOTHIO, HCIIONB3yeMyH TMpHU CcOOecelIOBaHWU; OCHOBHEIC
rpaMMaTHYECKHUE SIBICHHS, XapaKTEepHbIE I MPOPEeCCHOHAILHON PeUr; IEKCHYECKHE U CHHTAKCHUECKHUE
0COOCHHOCTH O(PHIIHATHHO-IETIOBOTO CTHIISI B aHTIIMHCKOM SI3BIKE.
YMETh: BECTH COOecelOoBaHWE IIpH MpHeMe Ha paldoTy; ONpeneisITh CTHUIEBYIO MPHHAIEKHOCTh
AHITMHACKUX TEKCTOB O(HUIUAIBHO-IEIOBOTO CTHJIS, BHICTH XapaKTepHBIC CTUJIEBBIC YEPTHl; YHTAThH
oUIMAaTbHO-IETOBbIE TEKCThI PA3MYHONW CTEMEeHU CIOKHOCTH; CTPOWUTH JHAJOTHUYECKYI0 W
MOHOJIOTHYECKYI0 PEYh C HCIOJIB30BAaHHEM HanOoJee YIMOTPEOUTENbHBIX JIEKCHKO-TPAMMATHIECKUX



CPEACTB B OCHOBHBIX KOMMYHHUKATHBHBIX CHTYalUsIX O(HINAIEHOTO OOIICH!S; TOHUMATh AUAIOTHIECKYTO
Y MOHOJIOTHYECKYIO PEeUb 110 N3yUYeHHOU TeMe.

AKTyaJTbHOCTh TEMBI: 00yCIIOBIIeHAa HEOOXOTUMOCTRIO OoBIaieHus YK-4.

TeopeTuueckas 4acTb:

K cobecenoBanuio ciieayet roTOBUTHCS 3a01aroBpeMEHHO. DTO IOMOXKET IPEOI0IETh CTPax U CTpecc,
WJIH, TIO KpaifHel Mepe, CBECTH BX 10 MUHUMYMa. HeoO6XxonnMo mpoayMaTh OTBETH Ha BOIPOCH! 00 OTIBITE
paboThl Ha TEX JTOJHKHOCTSX, KOTOPHIC BbI yKa3zaau B pe3toMe. OO0sA3aTeNbHO HYKHO OBITh TOTOBBIM K
CJIEAYIOIINM BOIPOCAM:

1. What do you know about our company?

OsHakoMbTech ¢ MH(pOpMaNMEl 0 KOMIIAHWU 3apaHee. Y3HalTe, Ilie KOMITaHUS UMEET CBOU (priiHasbl,
KaKOBO €€ MOJI0KEHUE Ha PhIHKE, KAKHE TIEPCIIEKTUBBI Pa3BUTHsI BUAMT €€ pPyKoBOACTBO. [locMoTpuTe Kak
poccuiickue Tak u 3apyOeKHbIE HCTOUYHUKH.

2. Why do you believe we should hire you?

KoHeuHo, He HY)KHO TpeyBEIMYHBATH CBOU JIOCTOWHCTBA, HO COBEPIICHHO HEOOXOIUMO MEPEUHUCIUTD Te
Ka4yecTBa M HaBBIKM, KOTOPbIE BBITOJHO OTJIMYAIOT BAC OT IPYTUX COUCKATEICH.

3. Why did you leave your last job?

Huxkornma He oT3bIBaiiTech HETATUBHO O MPOIUIBIX pabOTOAATENSAX, HHAYE Y BAllIETO HOBOTO paboToaTess
MOJKET BO3HHKHYTH OIACeHHE, YTO BBl M UM OyJlieTe AaBaTh OTPULATEIBHYIO XapaKTEPUCTHKY B Pa3HBIX
Kpyrax.

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

He GoliTech mpu3HaTh, YTO y BaC €CTh M CJIa0bIe CTOPOHBI. DTO TOBOPUT O TOM, YTO BbI OCBEJIOMIICHBI O
CBOMX HEJIOCTATKaX W TOTOBBI HAaJl HUMH PabOTaTh.

5. Scenario (BapuaHT pa3BUTHS COOBITHIA)

MoryT NpeuIoKUTh CUTYaluio, KOTOpPas MOXET BO3HHKHYTh Ha pabodeM MeCTe, U KOTOPYIO ClelyeT
paspemmnts. Heo0Xomumo npencTaBuTh TOUHBIN, MOLIATOBBIA MYTh peIIeHUS MPOOIEMBI.

B xoHI1e cobecenoBaHns MPEJOCTaBAT BO3MOXXHOCTE 33/1aTh CBOM BOTIPOCHI:

Do you have any questions for us?

Bompockl MoryT KacaThCsl TEpCIIEKTHB pPAa3BUTUS KOMIIAHHM, XapakTepa paboTel (Hampumep,
MIPeyCMOTPEHBI JTM KOMaHAUPOBKY UJIH Tiepee3/1 B pyToit peruoH). [lpeanonoxum, uro B IHTEpHETE BHI
Halu HHGOPMAIIHIO, YTO KOMITAaHUS MIPUHUMAET YYacTHE B €KETOIHOW BBHICTABKE, TIE €€ MPEACTaBISIIOT
HECKOJIBKO COTPYTHHKOB, B OOSI3aHHOCTH KOTOPBIX BXOIMT MPOBEICHUE TMPE3CHTALMH ISl TIOCETUTENeH
BBICTABKM W 3HAKOMCTBO CO CTEHIOM KommaHud. Vcmomb3ys 3Ty MHQOpManMio, MOXKETe 3a1aTh
CJIEYTOIIINE BOIIPOCHI:

Who is chosen to represent the company each year?

Can I work my way up to becoming a representative?

Which topics do these individuals lecture on?

PaboTomarenu Bcerma HEHAT OCBEAOMIICEHHOCTh M HMHTEPEC COMCKATeNeH K JII0OOH JNesATeNbHOCTH
KOMITaHHH.

Tem He MeHee, eCTh BOTIPOCHI, KOTOPEIE HENb34 33/1aBaTh paboToaareinto. Hampumep, He CTOUT cripaninBarh
0 pa3Mmepe 3apabOTHOM IIIaTHI:

What will my salary be?

OO0b1uHO 3Ta HHpOPMALUS yKa3aHa B 00OBbsBICHNH 0 BakaHcuu. Kpome Toro, pabotonarens HOHUMAET, YTO
9TO BaXKHBIN TSI BaCc BOIMPOC, TIOATOMY O pa3Mepe 3apabOTHOM IiaThl paboTofareis COOOIINT BaM cam,
WJIK 7K€ Bac MOTYT CIIPOCHTH, Ha KaKyIO 3apIUIaTy BbI IPETCHIyETE.

B koH1e cobecenoBanus BaM coo0LIaT 0 gaTte BTOPOro codeceoBaHus (€CIU TaKoe MPeayCMOTPEHO) HITH
0 CpPOKax M3BEIICHHUS Bac O PelIeHnH padoToaaTes.

Bomnpocs! u 3ananus:

1. IloaroroBeTECHh K 0OCYKACHUIO TEOPETUIECKOTO MaTepHana.

Kak Bectm ce0s Ha cobecemoBanuu. YacTo 3amaBaeMbie BONPOCH Ha COOECEIOBAHWU HAa AHTIIUHCKOM
s3pIke. Kak co3mars Xopolee BriedaTIieHne Y TOTEHIIHATFHOTO padoToaaTess.

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

2.1

— Exuse me, may [ come in?

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

— My name is James Smith.



— How old are you?

— I'am 20 years old.

— Well, James, where did you work before?

— I worked as a cashier in McDonald’s.

— Are you quit yourself or somebody fired you?

— I quit myself. The work distracted me.

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

— That’s right.

— You must understand that we need skilled workers.

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

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

-He is 45.

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

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

— Oh sure. His name is George Smith.

— Thank you so much.

— Thank you.

— Have a nice day!

— Bye!

— Bye!

2.2

— Hello Anna.

— Hello.

— You are applying for an editorial job.

— Yes.

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

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

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

— Yes, I read it on the site.

— Are you satisfied with everything?

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

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

3. Read and translate:

BUSINESS TALKS

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

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

Harper- Good morning, Mr. James. I am glad to see you too. I am fine and  hope you are quite all right.
James- Thank you. I hope you had a very good trip.

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

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

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

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

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

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

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



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

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

James- [ see what you mean, but 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- [ am afraid, I cannot agree to that.

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

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

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

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

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

IpakTnuyeckoe 3ansaTue Nel). CTpykTypa aejioBbIX IuceM. BUabl 1e/I0OBBIX IHCEM.
OpranuszaionHas popMa 3aHIATHS: TPATUIIMOHHBIA CeMUHAP.
Henb: ¢dopMupoBaHue y CTYICHTOB pEYEBOM, S3BIKOBOM M KOMMYHUKATUBHOW KOMIICTCHIIMH JIJIS
OCYIIECTBJICHHUS JCIOBBIX KOHTAKTOB.
B pesynpTaTe 0OcBOGHHE TEMBI CTYIEHT JOJKEH
3HaTh: OCHOBHYIO OM3HEC TEPMHHOJIOTHIO, HCIIONB3yEeMYIO TIPH COCTABICHHU JIENIOBBIX MMUCEM, OCHOBHEIC
TpeOoBaHus W mMpaBwia Oo(GOpMIICHHUS TOKYMEHTAIUW W JCIOBOW KOPPECIIOHIEHIIMM Ha aHTJINHCKOM;
OCHOBHBIE TpaMMaTHYeCKHe SBICHUS, XapaKTepHble IS MPOo(eCCHOHANBHON pedd; JEKCHYECKHe H
CHHTaKCHUYECKHE 0COOEHHOCTH O(UIMATBHO-JIIIOBOTO CTHJISI B aHTIIMHCKOM SI3BIKE.
YMETh: ONPEJCIATh CTHICBYH NPUHAIICKHOCTh AHTIUACKUX TEKCTOB O(HUIIMAIBHO-ACIOBOTO CTHIIS,
BUJIETh XapaKTEpHbIE CTHJIEBBIE YepPThI, YUTATh O(HUIHNANHHO-NENOBBIE TEKCTHl PA3MYHON CTENEeHH
CIIO)KHOCTH;, CTPOWTH JHWAJIOTMYECKYI0 W MOHOJOTHYECKYI0 pedb C UCIOJIb30BAaHHEM HanOojee
YHOTPEOUTENBHBIX JICKCUKO-TPAMMATHYECKUX CPEJICTB B OCHOBHBIX KOMMYHHUKATHUBHBIX CHUTYaIlUSIX
oQUIHATHLHOTO OOIICHHUS; TOHUMATh TUATOTHYECKYI0 U MOHOJIOTUYECKYIO PeUb 10 U3YYEHHOU TEME.
AKTyaJTbHOCTh TeMBI: 00yCIIOBIIeHAa HEOOXOTUMOCTRIO OBaneHus YK-4.
TeopeTuueckas 4acThb:

Ctuib HarmUCaHUS JICNIOBBIX IMACEM MEHSETCS 04eHb ObICTPO. C KaXKIIbIM T'OJIOM OH CTAHOBUTCS MPOIIE
1 MeHee oQUIMATBFHBIM. B HacTosmiee BpeMs [ElIOBbIE KOPPECIOHAEHTHI H30€raroT YIoTpeOIeHus
HACBHIIIICHHBIX U BUTHEBAThIX ()pa3, a MPEANMOUYUTAIOT IPOCTOH, KOHKPETHBIN SA3bIK, T.K. OHH IICHAT CBOE
BpPEMsI M HE XOTAT €r0 TPATUTh HA YTEHUE HEHY)KHBIX CJIOB.

Ho xopomme maHeppl BaKHBI HE TOJBKO B JMYHBIX KOHTAaKTaX, OHH BaXXHbI B mucbMe. [loaromy
TM00E3HOCTh, MOOPOKENATENTFHOCT JOJDKHBI TIPOHU3BIBATH Ballle MHChMO. JIt00ast MBICITE MOXET OBITh
BBIPa)KCHA BEXKJIMBO, CICPKAHHO U C JOCTOMHCTBOM. TaKTHYHOCTH, BEXKJIMBOCTh B JICJIOBBIX MUChMaX —
3aJI0T ycrexa.

ITo ycTanoBUBIIEHCA TPaIUINH CTPYKTYpa AEJIOBOTO MHChMa BKITIOYAET:

O0s13aTeNIbHBIC KOMIIOHEHTHI, T.€. YaCTH, KOTOPBIE BCETa JO/KHBI PUCYTCTBOBATH B TUCHME:
MEYATHBIN IITaMi kommanuu/3aronoBok (Letter Head)

nmata (Date Line)

BHyTpeHHmit aapec (Inside Address)

BCTynuTenbHOE oOpamenue (Salutation or Greeting)

tekcr nuceMa (Body of the Letter)

3akmrounTenbHas popmyna BexumBoctd (Complimentary Close)

. noanuck (Signature)

JlomoTHUTENbHBIE KOMIIOHEHTHI, KOTOPEIEC ITPH HEOOXOIMMOCTH MOTYT BXOJIUTh B CTPYKTYPY MHCHMA:

R N

8. yKa3aHre Ha MHUIHAJIBI YeJI0OBeKa, IIICaBIIeTo O] AUKTOBKY, 1 cekperaps (Reference Initials)
9. yKazaHue Ha npuioxenue k nmiucbMy (Enclosure, cokp. Encl. unu Enc.)

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

11. yKa3zaHHe Ha JIMIO0, KOTOPOE IO KEJIaHUIO OTIPABUTENS AOJDKHO NPOYECTh AAHHOE IHCHMO

(Particular Address or Attention Line)



12. yKazaHue Ha cogepskanue nrcbMa (Subject Heading or Caption)

13. ykaszaHue Ha cceuiky (Reference Number)

14. yKa3aHHUE Ha KOIHH, OTHpaBlicHHEIe B Apyrue aapeca (Carbon Copy Notation, COKp. C.c. HIH cc.)
LETTER HEAD
3ATOJOBOK

3aroI0BOK IeyaTaeTcs THIIOTPaCKUM CIIOCOO0M, OH COIEPKHUT BEChbMa BaXXKHYIO HMH(POPMAIIHIO 00
OTIpaBUTENle: HAaMMEHOBaHWE (HUPMBI WM OpraHW3alliH, MOYTOBHIH WM TejerpadHbl aapec, HOMEp
TenedoHa, Tenekca U Tenedaxca. Homep pacuetHoro cyera u apyrue OaHKOBCKHE PEKBH3HUTHI B JTAHHOM
cillyyae IpUBOAWUTH He ciexyer. Hamuume ¢akca sABIsieTcs NPU3HAKOM €CTECTBEHHOI'O YPOBHS
00€CIeYeHHOCTH OPITEXHUKOW, MOATOMY OTCYTCTBHE CBEJCHUH O (akce Ha ONaHKe MOXKET BBI3BAThH
HEIOYMEHHBIC BOIIPOCHI Y MOJTy4YaTedIsl.

Pasmemienne peKBU3UTOB HE HMEET CTPOrodl perigaMmeHTauud. OAHAKO OOBIYHO HAMMEHOBaHUE
OpraHu3alyu, IPEAPUATHS, GUPMBI U T.1. Aa€TCS B BEPXHEM JIEBOM WU IIPABOM yIJax, a apec, Teae(oH,
TeJleKC U (hakc B MPOTHBOIOIOKHOM yIiy. Bo3MokHO Takke pacnojoxkeHue ajapeca, Teinedona, Tenexca
u (akca B HIKHEH yacTH 3arojioBka. [loq Ha3BaHMEM (QUPMBI MOXKET OBITH YKa3aH poJ €€ JesTeIbHOCTH.
B Ha3BaHMAX TOProBBIX W MPOMBILUICHHBIX NPENIPUSTHH, OAaHKOB U T.A. MOXKET NMPUCYTCTBOBAThH CJIOBO
Limited (cokpamiento Ltd.) manpumep:

Mitchell Diesel, Limited

B cnose Limited B cokpameHHOM BH/e 3a10k€HO BeIpakeHue limited liability company T.e., KoMmaHus ¢
OTPaHMYEHHON OTBETCTBEHHOCTHIO.

Wnorna B Ha3BaHUAX GUPM BCTpedaeTcs M APYroe COKpamieHue — Inc., 4T0 COOTBETCTBYET BBIPAKEHHIO
Incorporated , T.e. 3aperucTpUPOBAHHBINA KaK KOPIIOPALHS, HAIPUMED:

International Office Equipment, Inc.

IMomumo mpenocraBneHus Gakruieckoi nHGopmanuu o GUpMe, 3aroJI0OBOK ONpeIeIeHHBIM 00pa3oM
XapakTepu3yeT ee C IPyroil CTOpOHBI: HEOOBIYHAas (hopma 3arojioBKa, €ro Ju3aiiH, sMOiema GupMBI (a
HMHOI'ZIAa U €€ JeBU3), IPUMEHEHHE [IBETHOM KpPAacKH, UCIOJIb30BaHUE 0c000i Oymaru — BCe 3TO CO3AaeT
cBoeoOpasHelii 00pa3 ¢upmel. UYuras nucemo, Bpl, 0e3ycioBHO, MpEXAE BCEro, MHTEPECYETECh €ro
coJiep>)kaHUeM, OJJHAKO HEBOJIBHO oOpaliaeTe BHUMaHUE M Ha O0(OpPMIICHHE 3ar0JIOBKa, KOTOPOMY Cpasy
JaeTe BHYTPEHHIOIO OLICHKY, HHOTJa MEPEHOCs 3Ty OLEHKY M Ha AEATENIbHOCTh caMoil (GUpMBL. Y padHoe
pacIoyioKeHUE KOMIIOHEHTOB 3arojOBKa, €ro OpUTMHaJIbHAas 3MOjeMa CIIOCOOCTBYIOT CO3IAaHUIO
0JIarONpPUATHOTO BIEYATICHUsSI O (PUpPME Yy TeX, KOMY HANpPaBJIECHO MUCHMO. 3aroJioBOK O(QHUIIUAIEHOTO
MUCbMa MpPeJCTaBIsieT co00il (PUPMEHHBIH OJaHK, B KOTOPOM OCTAaeTCsl yKa3aTh TOJIBKO ATy HAIHCAHUS
nrckMa / date line: koTopoe 00bIHO TIeyaTaercs crpaBa. CymecTBYIOT pa3InIHbIC CIIOCOOKI €€ HAaITHCaHUSI.
TpaauOHHBIM OPUTAHCKUM CUMTACTCS CIICAYIOIIUI BapUAHT:

15 Feb. 20...

15 February, 20...
15th February, 20...

AmMepuKaHcKHii ctocod 0003HaYeHNUS 1aThl HECKOJIBKO MHOM:

February 15th, 20...

February 15, 20...

[epen uncnuTenbHBIM, 0003HAYAIOMIMM TOJ, OOBIYHO CTaBHUTCS 3amsTas. B mociemnue ronsl Bce Oonee
3aMETHOM CTAHOBHUTCS TEHACHIHS K MUHUMAJILHOMY

yIOTpeOICHUIO 3HAKOB MPENHAHNS B IeJI0BOM KOPPECIOHICHIUH, TI03TOMY MOXKHO BCTPETUTh U TAaKOE
HalvCaHue JIaThl:

4 August 2013.

He pexomennyercst ynotpeOnsars B qatax Hu(psl BMECTO MECALEB, HOCKOJIBKY IU(ppoBoe 0003HAYEHUE
JIATBl MOKET OBITH NCTOJIKOBAHO MO-Pa3HOMY B pa3IMYHBIX CTpaHax. Tak, nara 2/5/2013 6yzaer BoctipuHsTa
npeAcTaBUTENeM aMepUKaHCKOl pupMbl Kak 5 deBpans 2013 roaa, a npeacTaBuTeneM OpUTaHCKON GUPMBI
—kak 2 mast 2013 roma. D10 cBA3aHO ¢ OCOOCHHOCTSIMH NIPOUTEHUSI AT B PAa3HBIX CTPaHaXx:

CIIA
2 /5 /13

MecsL JICHb rof
BenukoOpuranus

2/ 5 / 13
JICHb Mecsill  TOJ

JlonyckaeTcst COKpalieHue Ha3BaHU HEKOTOPBIX MECSIIICB:
January — Jan. July — July



February — Feb. August — Aug.

March — March September — Sept.
April — Apr. October — Oct.
May — May November — Nov.
June — June December —Dec.

IIpu paborte ¢ xKommbioTepoM MexnmyHapoaHas opranm3arus mo Crangaptmzaruu (ISO) pexomenmgyer
MOJHOCTBI0 LU(ppPOBOe 00O3HAUEHUE NAThl, MPUYEM CHAaYana yKa3blBaeTcs TOJl, 3aT€M MeCsl| U JICHb,
Hanpumep: 2013-09-06 wim gaxe caurao 20130906, OHako moka 3TH GOPMEI IIUPOKOTO TPUMEHEHHSI HE
TTOJTY Y.
INSIDE ADDRESS
BHYTPEHHUN AIPEC

Anpec monmyyaTens IMChbMa WM BHYTPEHHUH aJipec MOMeIaeTcs Ha JIeBOW CTOPOHE OJlaHKa MUChMa U
COJIEP)KUT yKa3aHUE Ha TO, KOMY OHO HAIIPaBJIEHO U 110 KakoMy ajnipecy. [IncsMo MoXKeT OBITh HaIllpaBIIEHO
¢upMe, M TOrga CHayajla YKa3bpIBacTCs €€ HauMEHOBaHHE, a 3aTeM aJApec B CIeAyIoUeH
MOCJIeI0BAaTEIFHOCTH: HOMEP I0Ma WM 3[aHMs U Ha3BaHWE yIUIbl (Ha OHON CTPOKE), Ha3BaHUE TOpoJa
(Ha mpyroii cTpoke). 3/1eck Ke, eciii He0OXOAMMO, TOMeNIaeTe MPUHITOe 0003HaAUYEeHHE TOYTOBOTO paiioHa.
[lpu oOpamieHun K OpraHu3allid, B Ha3BaHUW KOTOPOW NPUCYTCTBYIOT COOCTBEHHBIE HMEHA, ajpec
MOJTyYaTess AeJIOBBIX MUCEM O(OPMIIAIOT B 3aBUCUMOCTH OT CTPaHbI, B KOTOPOW MMEET MECTO MepernucKa.
Wuorna nepen HazBaHueMm (UPMBI MIPUHATO CTABUTH CIIOBO Messrs (cokpaieHue (paHIy3CKOTO CIIOBa
Messieurs). 9To nenaercs B TOM CiIydae, KOTJa B Ha3BaHUH (PUPMBI TPUCYTCTBYIOT (aMIIINU KaKUX-THOO
JILI, HAIIpUMeEp:
Messrs John Brown and Co., Ltd
[Tocrme 3TOTO B TOH K€ MOCIEOBATENHHOCTH JACTCSA aAPEC OPTraHU3AIIH.
Messrs Hukorjna He ymnoTpeOisiercs IMpH OOpalleHHH K 3aperuCTpUPOBAHHOW KOMIAaHWM, OyIb TO
nyOJMYHas WM YacTHas KOMIaHWA. PexoMeHayercsi HampaBisTh KOPPECTIOHACHINIO HETIOCPEICTBEHHO
TOMY JOJDKHOCTHOMY IIMIy, JJISi KOTOPOTO OHAa TIpeAHa3Ha4deHa, T.e. JAUPEKTOPY-PACIOPSIUTEIIO,
KOMMEPUYECKOMY JIUPEKTOpY  (3aBEeaylolIeMy OTIEIOM cOBbITa), VYIPABISIONIEMY OKCIIOPTHBIMH
onepauusMHy U T.1. B TakoM cityuae yka3eiBaeTcst Ha3BaHHe (GUpMBI Oe3 oOpateHus K Heil. OHO cTaBUTCS
4acThIO aJpeca TOYHO TaK JKe, KaK Ha3BaHHE YIIUIIBI WA TOPOJIa.

B Coennnennpix llltaTax Amepuku dopma obpamieHuss Messrs He ynotpebisercs: Stainway & Sons,
Inc.
Ecnu mucemo anpecyeTcs KOHKPETHOMY JIMILY, TO B JISJIOBOM IEPEMHCKE aApec MOoIydaTenss MOXKET
0QOPMITATECS CIEAYIOMHUM 00pa3oM: — €CIIM MHCHMO aapecOBaHO JOJDKHOCTHOMY JIHIYy B KaKOW-THOO
KOMITaHUH U TIPH 3TOM HEU3BECTHA €ro (aMHIIHS, TO apecar YKa3bIBaeTCs CIeIyIOIIM 00pa3oMm:
The Manager
The Hongkong Banking Corporation
- €CJIM ke u3BecTHA (haMITHSI JOJDKHOCTHOTO JIMIIA, TO OHA YKa3bIBAETCS MEPBOIL, TIOCIIE Yero MOKET ObITh
0003Ha4YeHa U JOJKHOCTB!
Mr. Edward W. Hertzfeld, President Hertzfeld
Home Appliances, Inc.
VYkazaTh JOJDKHOCTH 0e3 (haMIIUK JIMIA, €€ 3aHUMAIOIEero, MOKHO B TOM CIIydae, €Clid 3Ta JOKHOCTD
SIBIISIETCS. €OUHCTBEHHOM B opraHm3anuu. Ecim sxe Bbl HampaBnsieTe mHCBMO JIEIIOBOTO COJICPKAHUS
OTJIEIEHOMY COTPYIHUKY (DHPMBI, TO CIeAyeT CHadana yka3arh (paMIUIMIO 3TOTO COTPYAHHKA, 3aTeM
Ha3zBaHue GUPMBI (M, BO3MOXHO, KaKoOTo-THOO ee OTjAena), Mocje 4Yero ykasaTh €€ MOJHBIA ajapec,
Hanpumep:
Mr C.C. Pan
The Standard Oil Company
[Mucema MyK4MHAM MOXKHO aJlpecoBaTh, KaK YKa3aHO, B 3aBUCHMOCTH OT TOTO, KaK CaM YellOBEK
MTO/IITMCHIBAET CBOU ITHUCHhMA.
K HezaMyXHUM JKEHIIMHAM W K JEBYIIKaM MOXXHO oOpamatscs: «Muce». K 3aMyXHUM KeHIIMHAM —
«Muccuc M(apus) b(payn)» mpexae Hy>kHO ObIJIO 0053aTeNbHO YKa3bIBaTh UM Myska: «Muccuc T(omac)
B(payn). Korna HensBecTHO, 3aMyXHSIS WM HE3aMYXHSA KEHIMHA, K KOTOpoil Bam Hy>kHO 0OpaTuThbcs,
BMecTo «Mucce» n «Muccuc» cranmo ymorpednsaTeest «Mcy. Korma Bwr comHeBaetech, ymoTpeOsiTe
«Mmuccy». Ecii Bel He yBepeHBI, KaKoTo T10J1a 4eJI0OBEK, KoTopoMy BrI ummute, ynorpedisiite « Muctep.
3areMm mocje MMEHH OOBIYHO UAET Ha3BaHUE TOJDKHOCTH, TUTYJIA, HAYYHOH CTENeHH | T.1. B 3ToM cityuae
MUCHMEHHBIN JEeTOBOH ASTHKET TpeOyeT BBINIOJHEHHUS CIEAYIOUINX YCJIOBHH: Ha3BaHWE [OJKHOCTH
CTaBUTCS TOJBKO ITOCIIC UMEHH YeJIOBEeKa Yepe3 3arsTyIo:



Mr. John Hunt, Manager I'ocnioguny /I>xony XaHry,
3aBeAyIOIIEMY
Mr. Mort Monroe, Editor INocrioguay MopTty MoHpo,
Penakropy
Ha3BaHHE YUEHOU CTENEHHU MUILIETCS Iepe] UMEHEM, BCIIE 3a KOTOPBIM Yepe3 3alsITyI0 MOXKET CIIEA0BaTh
0003Ha4YEeHNE OIKHOCTH.
[Tocne cokpameHHOro 0003Ha4YE€HUsI HAYYHOM CTENEHH TOUYKAa MOYKET HE CTAaBUTHCS.
Dr Michael Lurvey, Director ~ [{okxropy Maiikny Jlepsu,

TMPEKTOPY
Prof. Alfry Smith, [pod. Andpu Cmur,
Head of the Department 3aBeJyIOLIeMY OTIEIOM

B Axrmmm mHOrza mocie (baMI/IJ'II/II/I MOXKET CTOATH CIOBO Esq., nepea KOTOpbIM CTOUT 3alrsATas. B sTom
CJIyda€ Ha3BaHHUEC JOJIDKHOCTHU OOBIYHO TTHIIETCS C HOBOH CTPOKHU:

Dr. Michael Johnson, Esq. [-py Maiikny J[>KOHCOHY, 3CKBaiipy

Director The British Hupexropy koMnanuu bputuim

Engineering Co., Ltd. Oumxuanpunr Kammann Jlnvuren

Eciu Mst KOHKPETHOTO JIMIa HEN3BECTHO, TO Ha3BaHHUE TOJDKHOCTH ITHIIETCS C ONPEIeTICHHBIM ap THKIIEM:
The Chief Accountant, I'maBHOMY Oyxranrepy bpuTum

The British Engineering OHHKUHAPUHT

Co., Ltd. Kamnanu JIumuten

OILHaKO TaKO€ HaIlMCaHHUEC BO3MOXXHO TOJIBKO TOraa, Korga Br1 abGcomroTHO YBEPCHLI, YTO 3Ta AOJIKHOCTDH
SABJIACTCSA e[[HHCTBCHHOﬁ B HHTepeCYIOH.[efI BaC OpraHu3anuvu. HaanMep:

The Chairman [Ipencenarens

The President [Ipesunent

The Managing Director Jlnpektop-pacnopsauTeb

The Chief Accountant ['maBHBII HHXEHED

The Secretary Cekperapb

Ecnu >xe 3BeCTHBI M UMSI U TOJDKHOCTB, TO apPTUKIIb NIepe/ Ha3BaHUEM JOJKHOCTH HE CTAaBUTCS:

Dr. Michael Johnson, Esq. H-py Maiixny Jl»oHCOHY,
3CKBapy

Director Hupextopy

The British Engineering KOMIaHUH bpuTHIl DHIKUHUTHHT,

Co., Ltd. Kamnanu JIumuren

Ecmu mmceMo azpecoBaHO NIy, Y€l TOYHBINA aapec HEW3BECTCH, OHO MOXKET OBITh HAIPaBICHO B
OpTaHu3alurIo, HaIpUMep, B TOPTIPEACTBO WK Ha GUPMY, KOTOpasi MOXKET IepeAaTh WIN IepeciaTb eMy
3TO MUCHMO. B Takmx ciydasx mepea Ha3BaHWEM OpPTaHHM3AIMH, TOPTTIPEICTBA, GUPMBI IMHIIYTCS CIOBA
«Care of “ (=in care of), KOTOpBIE O3HAYAIOT ‘‘HA MOTIEYEHHE, T.€. TI0 aJIpecy.

Kak ormeueHo BBIIIEC, ITIOCJIC Ha3BaHUA (bI/IpMI)I B aJpe€CC yKa3bIBA€TCd HOMEP AOMa W HAa3BAHUC YJIMUIIbI,
3aTeM Ha3BaHHUE ropo/ia wiu rpadcTaa.

B oTtHOmeHNn GONBIIMX TOPOIOB BemmkoOpuTanuu ykaszaHue rpad)cTB HE 00sS3aTEbHO, YTO KacaeTcs
HEOOJBIINX TOPOJIOB, 0003HAUeHHE TpadcTBa 005A3aTEIBHO, 0COOCHHO, MMOCKOJbKY HAa3BaHUS HEOOJBIINX
rOpOOB MOBTOPSIOTCS (HampuMep, B BenukoOpuTaHum cymiecTByloT ABa Puumonna: ogun B rpadcTse
Cyppeit, a apyroii — B rpadcte Mopkutup).

B BenukoOputanuu Npu HanHMCaHWK MOYTOBOTO aJpeca PEeKOMEHAyeTCs NHcaTh Ha3BaHUE Topoja
MPONHKCHIO, 3aTEM MEJIKO Ha3BaHWE TpadcTBa, 3aTEM MOUYTOBBIM KOJ )CHCTEMa KOTOPBIX HEAaBHO Oblia
BBeJieHa B cTpaHe). Hammcanne koma B ajpece yCKOPSET TOCTABKY M MO3BOJISIET 00padaThIBaTh IMOYTY C
MIOMOIITHIO aBTOMATOB.

KOI‘I[a IMUChbMa MOCHUIAIOTCA B APYIrUC€ CTPaHbl, HY>KHO BCErja MmucCatb Ha3BaHUEC CTPAHBI, AK€ €CJIN 3TO
cTonuna crpasbl. CyniecTByeT Hanpumep ,JIoHnoH B AHrimy, a Taxke B Kanane, bocton B AHrinm, a
Takxke B AMepuke, Tpunonu — B JIlusuu u B JIusane, bienraiiep — B HloTnanauu u B8 Manasu.

[To Toii sxe mpu4KHe, KOTa MOCHUIAI0TCA MHCbMa B AMEPUKY, HYKHO 0053aTeIbHO YKa3bIBaTh Ha3BaHUE
mTaTa ToCIe HAa3BaHHA TOpoja, KaKk ykasaHo. Ilocie Hasauus ropona Hero-Kopk HyxkHO 06s3aTenbHO
yKasaTh HasBaHue mrtaTa: Hero-Hopk mmm Hero-JlxepcH.

B o¢unmanbHOi mepernucke BO3MOXKHA Takas CHUTyalus, KOTrJa BbI MPOCTO HE 3HAeTe, KeM OyneT
paccMaTpuBaThCcsl Balle NMHCbMO. B 3TOM ciydae Ha moMoIIb BaM HPUAET JOBOJBHO MOMYJSApHas B
AHTJIOA3BIYHBIX CTpaHaX (popmya:



To whom it may concern —Tomy, KTO MMEET K 3TOMYy OTHOIICHHE. JTa (opMyJia TAKKE IMedaTacTCs
OTJETHHOM CTPOKOM MO/ aPecOM MOTyYaTels.
B CIJA B memOBOM MepeNrcKe CTaparoTcs M30eraTh 0e3IWIHOr0 OOpaImIeHus a)xe B TOM CiIydae, eclid
Iojry4yatejib NucbMa — HE3HAKOMBIN YEJIOBEK M M3BECTHO JIMIIIH €ro UMSI.
OPENING SALUTATION (GREETING)
BCTYIOUTEJIBHOE OBPAIIEHUE

BerynuTensHoe oOpalieHne npeacTaBiseT co0oit 0OMIeTTPUHATYIO CTaHAAPTHYIO GOopMY, SIBISIOLIYIOCS
HEOTHEMJIEMOM YaCThIO 3TUKETa JIEOBOro muchma. OHO MOMEIaeTcsl Ha JICBOW CTOPOHE OJIaHKa MUChMa
Y TIHUIIETCS HA OTACIBHON cTpoKe. B 1enoBoil KoppecnoHACHIIMH MPUHATO HECKOIBKO (OpM 0OpalleHHH,
Pa3IMYAIOIIMXCS CBOCH «TOHAIBHOCTBIO». B MuchMax K (pupMaM M OpraHU3aiusIM OOBIYHO YIIOTPEOJAIOT
cleayromue GopMyJibl:
Dear Sirs, (310 OOpamieHHe XapakTepHO AJs TMEepenucKd B BenmmkoOpuTaHWM, MOCIE HETO CTABUTCS
3armsTas)
Gentlemen: (ucnonb3yercs npu nepenucke B CIIIA u Kanaze, mocsie Hero cTaBuTcs ABOCTOUYHE)
Crtporo odunuaibHO 3ByYaT BRIPAKECHUS:

Sir: Sirs:

Madam: Mesdames:

Menee opuIMaIbHO BOCIIPUHUMAIOTCS clenyrome GopMbl 0OpaleHH:

Dear Mr. Allen Dear Messrs Allen

Dear Mr. Cooper and Cooper:

Dear Mrs. Allen Dear Messrs Allen

Dear Mrs. Cooper and Cooper:

B aHrauiickux nucpMax, Kak IpaBUiIo, YIOTPEOIISIOTCS CIEAyIOIIKe BCTyIUTENIbHbIC 0OpaleH s

Dear Sirs, — MHCHMO aJIPeCOBAHO B KOMIIAHWH B IIEJIOM.

Dear Sir, — MHACBMO aJIPEecOBaHO MYXUYHHE.

Dear Mr. Brown  — nuceMo aapecyercs XOpollo 3HaKOMOMY
JOJDKHOCTHOMY JIUITY — MY KUHHE.

Dear Madame,  — muceMo afpecyeTcs )KEHIIWHE WK ACBYIIKE.

Dear Mrs.Brown, — muchMoO aipecyeTcsi XOpOoIIo 3HAKOMOMY
- TOJHKHOCTHOMY — JKEHIIHE.
Dear Ms.Freizer, — nucpMo agpecyeTcs XOpoIo 3HaKOMOMY
JOJDKHOCTHOMY JIMILY — He3aMy>KHEH KeHIINHE.
Dear Sir/Madame, — mHCbMO aApecyeTcs TOJDKHOCTHOMY JIHITY,
" aBTOPY HEU3BCCTHO, ABJISICTCA JIN
JOJDKHOCTHOE JIMLIO MY>KYMHON HITH YKEHITHHOM.
B amepukaHCKU X TUChMaX UCIONB3YIOTCS CIIEAYIOIINE BCTYIUTENbHBIE OOpaIIeHus:
Gentlemen:

Dear Sirs: MUCHMO aJPECOBAHO
Dear Gentlemen: KOMIIAHUH B IIEJIOM
Dear Mr. Brown MMUCBMO aIPECOBAHO
Dear Mrs.Brown: ONPEACIIEHHBIM JT0JIK-
Dear Miss Brown: HOCTHBIM JIAL[AM

BODY OF THE LETTER
TEKCT IUCBMA

OcCHOBHOE coziepKaHUe MUChbMa — TEKCT — HaXOAUTCA B 3aBUCUMOCTH OT LieJiel ero Hanucanus. OgHako,
B JIOOOM criy4yae, B TepBoM ab3ame mmcbMa (popMHUPYeTCs BCTYNUTENBHBIM KOMIUTUMEHT. Takoif
BCTYIHUTENBHBI KOMIUIMMEHT MOKET BBIPaXaTh 0JarogapHOCTb 3a MUCHMO (€CJIM HaIlpaBisieTCs] OTBET),
MIPU3HATENBHOCTD 3a ILIard, HAallpaBJCHHBIC HA B3aUMHOE COTPYIHHMYECTBO (TaKXke, €CIIM 3TO OTBETHOE
IocjaaHue), OaroxenaTeaIbHOE COOOIIEHHE O TOM, YTO aJpecaT SBISETCS W3BECTHBIM B CBOEH OTpaciu
OpEANpHUATHEM, OpraHu3auuei, GUpMord W T.I. (€CIU MUCHMO IOCBUIAETCS BIEPBBIC), COOOIICHHE O
panocTy, KOTopasi BO3HUKAET IIPU BO3MOXKHOCTH HAIIPABUTH JaHHOE IIUCbMO UMEHHO B 3TOT aJpec U T.J.
Jlaxxe B ciaydae, KOrja MUCbMO HOCHUT B IIEJIOM HETATUBHBINA XapaKTep M MOXET CBUAETEIBCTBOBATH O
paspbiBe JaJbHEHIIEH KOPPECHOHICHIIMY, BCTYIUTEIbHBIM KOMIUIMMEHT JOJ/DKEH 00s3aTeabHO
IIPUCYTCTBOBATb.

Ilocne BCTynUTENbHOTO KOMIUIMMEHTa (POPMUPYIOTCS OCHOBHBIE TOJIOXKEHHSI, BBITEKAIOIIUE U3 LIEIIH

nucbMa. Ecii 310 cyry60o nHpOpMaTHBHOE IIMCBMO O XapaKTepe AEATEIbHOCTH OTIPABUTENS, TO KPATKO



M3JIaraeTCsl UCTOPHUS BOSHUKHOBEHUS MPEIIIPUSATHS, OPTraHU3AIMY WIH (PUPMBI OTIIPABUTEIS, X PA3BUTHS,
CYIITHOCTH JIEATENBHOCTH B HacTOsIIee BpeMs (POJb Ha PhIHKE, 00bEMBI PeaTi3alii 1 HEKOTOPBIH APYTOi
CTATUCTUYECKUI MaTepHall, He SBIMIOMUNACS KoMMepueckod TaiHOW.) Ilocie dwero dopmymupyercs
MIPEUIOKECHUE O COTPYTHUYUECTBE, TPOJIaKe MAapTUH TOBAPOB, OKa3aHUE YCIYT H T.JI.
Ecnu muceMO HOCHT OTBETHBIM XapakTep, TO B 3aBHUCUMOCTH OT IE€PBOHAYAIBHOTO IOCIAHHUS OT
3apy0eXHOI CTOPOHBI, BO3MOXHBI OTBETHI Ha TIOCTABJIIEHHBIE B TUChME BOIIPOCHI, BEICKA3bIBAETCSI MHEHHUE
0 BO3MOXKHOCTH JIaJIbHEHUIIIETO COTPYTHUYECTRA TUO0 00 OTCYTCTBUU TaKOH BO3MOXKHOCTH, OIIPEICIISIFOTCS
BCTPEUHBIC TIPE/IOKCHUS.
Ecnmu micbMo HOCHT XapakTep peardupoBaHUsl Ha OTKPOBEHHO HEAPYKECTBEHHYIO aKIIUI0 WHOCTPAHHOTO
napTHepa — HECOOJIOJCHHE CPOKOB IIIaTe)Ka, HEBBITOJHEHHE B3ATHIX Ha ce0s 00s3aTebCTB, APYrHe
HCﬁCTBHﬂ, YIIEMJIAIOIIHUE IIpaBa OTCUYECTBCHHOM CTOPOHKBI, TO BCTyrIHTCHI:HI:Iﬁ KOMIIDIMMEHT MOXXHO
HECKOJILKO MPUTYIHTh. [loce 3Toro cnemyeT BeIpa3uTh HEAOYMEHHE IO TOBOTY JEHCTBUI WHOCTPAHHOM
CTOPOHBI M COXaJleHHe O mpouciienmemM. [Ipm 3ToM oOmeHKa CIy4YMBIIETOCS W BBIBOJBI, Jaxe
HaIlpaBJICHHbIE HA TMOJIHBIA pa3pblB OTHOLIEHUW, HE NOJKHBI HOCUTh PE3KOro Xapakrtepa. B aToMm ciyuae
YMECTHBI 00OpOTHI THMA: «C COXAJIGHUEM BBIHYXKJICHBI TPEPBAaTh HAIW JAIbHEHIINE KOHTAKTBDY, «K
HaIlIeMy COXXaJICHHIO, 3TO MOBJIEYET 3a COO0M HEOOXOAMMOCTh 0OpaIleHus B CyAeOHbIe OPTaHb) U IIp.
OOmias xXapakTEepUCTHKAa OCHOBHOM YacTH JEJIOBOr0 MHUChMa JOJDKHA OTBEYaTh TPEOOBaHUSIM
B3BEIICHHOCTH, KPAaTKOCTH, JIOCTYITHOCTH U OJHO3HAYHOCTU MOHUMAHUS TEKCTAa. TE€KCT JIOMIKEH OBITh
pa30uT Ha CMBICIOBEIE a03allbl, YTO 00JIeTYaeT 00PadOTKY KOPPECTIOHACHIINN U BOCIIPHUSITHE COJIEPKAHUS
Tekcra. IlpM MOATOTOBKE TEKCTa HauOoyee Ieaecoo0pa3HO HCIOJIb30BaTh YCTOSBIIMECS MHChMEHHBIC
HITAMITBI, KOTOPBIE CHOCOOCTBYIOT JIydIlleMy MOHHMAaHHIO TEKCTa, €ro YHH(UKauu B ONpeaesieHHOH
CTETICHW CBHJIETCILCTBYET O BBIXOJAE OTHPABUTENSA MHCbMa Ha COOTBETCTBYIOIIUH  ypPOBEHb
MexayHaponHoro oOmenus. [lucekMo, Ha HETPaAWIIMOHHOM «HENEJOBOM» f3BIKE, TpU BCel
0€3yKOPU3HEHHOCTH JIMHTBHCTUYECKOTO O(QOPMIICHHUS CO3JaCT BUAMMOCTH HENpO(eCCHOHAIM3Ma €ro
UCTIOJHHUTENS, YTO Cpa3y K& CKaXeTcs Ha OTHOIICHWHM K IMOTCHIMAIbHOMY MapTHepy. [loaTomy, Bce
MPU3BIBEl K «HETPAJAUIIMOHHOMY, HEM30OWTOMY IITaMIIaMH $S3BIKY» B JJAHHOM CIIy4ae COBEpPIICHHO
HCYMCCTHBEIL. N3anmiae TOBOPUTH O TOM, YTO TCKCT NMHMCbMa JOJIKCH OBITh BBIYMTAH Ha mpeaAMET HaJIUYUA
opdorpaguueckrx OMMOOK U OTIEYaTOK — OHU a0COTIOTHO UCKITFOYAIOTCS !

B 3aknrodueHne 0CHOBHOM 4acTH MUChMa JIOJDKEH COAEPIKATHCS 3aKIIIOUYUTENFHBI KOMIUTUMEHT. Takoi
KOMIUTUMEHT TIPU3BaH BHECTH BOCXOISIIUN D3JeMEHT B (WHAIBHYI0 YacTh MHCbMa M IIOMOYb
c(hopMUPOBATh MO3UTUBHOEC MHEHHE O MHUChME U €r0 aBTOpax.

Tak, TpaAWIIMOHHBIM SBISIETCS BBIpaXXCHHWE HANCKIBl HAa JalbHEWIee COTPYAHUYECTBO, Ha TO, YTO
W3N0KEeHHas WH(pOpMaIs B NMHCbME OyIeT MoJie3HAa W TOCHY)XHT B AalbHEHIIEM s pacHIMpeHHs
B3aMMHBIX CBs3eil. B 3aBucumocTn ot YPOBHA IMOATOTOBKMW NHCbMa, Ba>XHO BKIIIOYHUTH (bpa3y TUIIa
«IOJIB3YACH CIIy4yaeM, ellle pa3 MPUMHUTE HAIM YBEPCHHS B TOTOBHOCTH JAJBHEHINEr0 B3aMMOBBITOIHOTO
COTPYTHHYECTBA», «MBI C HAJEKJOW CMOTPUM Ha MEPCIIEKTUBHI HAIIIETO JAbHEHIIIEro COTPYTHUIECTBAY
u 1.7. Eciin mucbMo afpecyercs mosydareiro, ¢ KOTOPhIM eIl He ObLIH YCTaHOBJICHBI JCJIOBBIC KOHTAKTHI,
TO 3aBCPUIUTH OCHOBHYIO YaCThb MOXHO YBCPCHHOCTBIO B TOM, UTO NPCAJIOXKCHHNA, U3JI0O)KCHHBIC B IMCbME,
OBLTH MHTEPECHBIMU, HA/ICXK IO Ha CKOpPOE TIOJyYeHNE OTBETA M YCTAHOBJICHHE PETYISPHBIX KOHTAKTOB B
OymyIieM.

I[ame €CJIM MHMCHbMO HOCHUT HETaTHUBHBIN XapaKTep U 03HA4YaCT pa3pbiB ACJIOBbBIX KOHTAKTOB, HC CICAYCT
n30erarth 3aKIOYUTEIFHOI0 KOMIUIUMEHTA. B 3TOM cityyae MokHO chopMyInpoBaTh Oosiee abCTpaKTHBIN
3aKTIOYNTENFHBIA KOMIUTMMEHT U CBECTH €T'0 K ()pa3aM THIIA «OJHOBPEMEHHO MBI CBHJIETEILCTBYEM CBOIO
OTKPBITOCTH JUISI JIEJIOBOTO COTPyAHWYECTBa B Oyayuiem». B 3Tom cimydae mpu Bceil HEraTMBHOCTH
CoJiepKaHUs THChMa IIOJyYaTeN0 JAeTCsl MIAHC B CIIy4ae W3MEHEHUS CBOCH IO3UIMH, YCTPAHCHHS
HE/IPY>KECTBEHHBIX JEHCTBUN W T.NI. BEPHYTHCA K NIEJIOBOMY COTPYJHHYECTBY C OTIIPaBUTENEM. XOTs,
€CTECCTBEHHO, B IIOCIICAHEM Cllydyac 3aKITIOYNTENBHBI KOMIUIMMEHT B OOJBIIEH CTENEHH SBISIETCS
MPU3HAKOM XOPOULIEro TOHA, YEM JAEHCTBUTEIIBHOM HAEKIOM HA MPEACTOSIEE COTPYAHUUYECTBO.

Bo MHOrHX ciyyasx nepe[ 3aKII0YUTEIbHBIM KOMIUIMMEHTOM B ITUChME IPUCYTCTBYET (hpa3a, B KOTOPOH
coolrmraercsi HoMep TenedoHa, (GpaMuiIusg W IOJDKHOCTH JIMIA, KOTOPOE MOTJIO OBl OTBETHUTH Ha BCE
BO3HUKAIOIIKE BOMPOCHl. [Ipu 3TOM Takas ¢paza Takke CTPOUTCS B MAKCHMAILHO JOOPOXKEIATSIbHOM
TOHE» IIPU HEOOXOTUMOCTH HE OTKA3bIBAHTE B BOBMOXKHOCTH ITO3BOHUTH HANIIEMY MEHEKEPY 10 BOITPOCaM
peanu3alii ¥ yTOYHHTH BCE BOSHHUKAOIINE BOTIPOCHD. 37eCh e YKa3bIBaeTCsl HoMep TeliedoHa.
COMPLIMENTARY CLOSE

3AKJIIOUUTEJIbBHA S ®OPMYIJIA BEXKJIMBOCTU

B nenoBoii nepernucke npuHATa onpeseneHHas (popMa 3aBepIlIeHus MICbMa WM TeJleKca, T.e. BCIel 3a
OCHOBHBIM TEKCTOM ITHChMa CJeIyeT 3aKII0YUTEIbHAs (hOpMYyJia BEKIMBOCTH, KOTOPAs Pacloiaraercs B



npaBoﬁ yacTtu jucTta. Ilo CBOEMY CTUJIIO U TOHY 3aKJIFOUUTCIIbHBIC (I)OpMyJ'H)I BCXKIJIMBOCTH OOJIDKHBI OBITH
TapMOHWYHBIMU O6paH.I€HI/I}O 1 OCHOBHOMY TCKCTY IMHCbMaA. TaK, €CJIM IMCbMO HAYMHACTCA CII0BaAMU:

Dear Sirs, VBaxkaemsble rocroja’
Gentlemen: T'ocmiona!

TO TPEAIIOYTHTEILHBIMU OYAYT 3aKIIOYUTEIbHBIC (POPMYIIBL:
Sincerely yours Hckpenne Bamr

Yours faithfully C yBaxkeHHEM

Hawubouee pacipocTpaHeHHBIMHE SIBIISIIOTCS CIEAYIOIUE (OPMYJIIbI BEXKITMBOCTH:
Yours faithfully,

Yours truly, Crporo

Yours very truly, odumansHo

Very truly yours,

Yours very sincerely,

Yours sincerely, O¢unmansHO

Sincerely yours,

Very cordially yours,

Yours cordially, Menee

Cordially yours, oumansHO

JIt000TIBITHO OTMETHUTH CIIEAYIOIIYI0 TOHKOCTh B OTTEHKax 3HaueHwid: ecnd B mucbMax u3 CLIA Yours
SBJISICTCSI TIEPBBIM KOMITOHEHTOM codetanusi Yours faithfully, To orHomenme k anpecary MeHee
oduIHMaTbHOE, a €CJIU BTOPHIM KOMIIOHCHTOM 3aKIJIFOUUTEIBLHONW (hOPMYJIBI, TO 3TO HEHABSI3YMBBIA HAMEK
Ha HEOOXOIUMOCTh CyOOpAMHAINY.

Kak yxke oTMeuanoch, aMepHWKaHIBI CKJIOHHBI CHIDKATh (DOPMAIBHOCTh KOPPECHOHICHIINA M YacTo
HAYMHAIOT JICJIOBbIE NMHUChbMa C OOpAIleHUs 10 MMEHH. B 3TOM cilydae 3akiOUMTENbHAas (Gopmysia
BEXIJIMBOCTH UMEET MEHee O(UITUATLHBIN XapaKTep:

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

Opnako Takue GopmyIbl Oosiee TPaAUIIMOHHBI 171 HEO(PUITMATBEHBIX ITHCEM.
HHorna B 3aKII0YUTENBHYIO (DOPMYITY BEXKIIUBOCTH BXOIAT TOOABICHHUS:

We hope to hear
from you soon Hapneemcst Ha ObICTpBIN OTBET
We look forward
to hearing from you C HeTeprieHHEM *KJIeM OTBeTa

[Tocrne 3akm0UnTENBHON (POPMYJIBI BEXKIUBOCTH BCETIa CTABUTCS 3amIsATasl.

SIGNATURE

IHOAINCH

JlenoBbie MECbMa MOIKMCHIBAIOTCS OT PYKHM YEPHUIIAMH, YETKO U pa3bopuuBo. [loamnuce Bceraa AomkHA

ObITh oOnMHAKoOBa Mo cTwio. [lom moammce0 OOBMHO TmeuaTaeTcs (aMuiaus W JOJDKHOCTH

MTOATTMCHIBAOIIET0 TUCHMO. [lof 3akmounTensHON (popMyITOit BEXKITUBOCTH (BBIIIE TTOITHCH) TPOTTUCHBIMHU

OyKBaMH Ie4aTacTCsl Ha3BaHue (PUPMBI HJIM OpPraHU3al|K, 32 KOTOPYIO aBTOP MOIIKMCHIBACT MTUCHMO.
Ecnu aBTOp MoAnMCHIBa€T OT UIMEHU U 110 TOPYYSHHIO KOMIIAHWW HITH APYTOTO JIUIA, YIIOTPEOISIOTCS

cioBa the per pro = p.pro = p.p. (short of procurationem) «1o 10BepeHHOCTH» TIepe ] Ha3BaHHUEM KOMITAHUN

win  pamunrei. DTO COKpalleHHs OT JIATUHCKOTO BBIpAKEHHS “TO JOBepeHHOCTH . YemoBex,

MO/NMCHIBAIOIIUN MHCHMO 32 KOTO-JIM0O, YIOJHOMOYHMBAETCS HAa ATO O(UIMANIBHBIM HOPUIAHYECKUM

JIOKYMEHTOM (JIOBEpPEHHOCTHIO).

Huage ymotpebnsercs Bepakenue “For” “3a u oT umeHu” nepen haMuIueit Jinia uin rnepe; Ha3BaHueM

(upmel. Eciii TUCBMO MOITUCHIBAETCS JIMIIOM OT UMEHH KOMITAHUH, OHO JIOJDKHO ObITh HAITMCAHO B IIEPBOM

JIUIIE MHOKECTBEHHOTO YHCJIA.

Wnm MOXKHO BBIPa3UTh 3TO WHAYE!

€CJIM TIMCHMO IHUIIETCS OT IEPBOTO JIMIA MHOYKECTBEHHOI'O YHCIIa, TO MOCIIE 3aKITFUYUTEIBHON (HhOPMYIIbI

BEXIIMBOCTH CJIeJTyeT NiedataTth Ha3Banue ¢pupmal (B/O) ¢ mpemmorom “3a”, 3aTem nmoanuck. Hampumep:

Yours faithfully, C yBaxxeHueM,

For V/O “Prodintorg” 3a B/O “IIpoaunTtopr”
(I.Pavlova) (M.[TaBnoBa)
Director Hupekrop

Nm



Yours faithfully, C yBaxxeHHuEM

Per pro. THE ORIENTAL Ot umenu Opuenrtan Tpeiaunr Ko. JItn
TRADING CO.LTD

F. Howard ®. lNoBapn

Secretary Cekpetapb

REFERENCE INITIALS
YKA3AHUE HA UHUIINAJIbBI ABTOPA
OtcTynuB OBa MHTEpBaja OT HOANKCH B JICBOM YacTH MHChMa MPOCTABISIOTCS MHULMAJIBI aBTOpa H
CeKpeTapsi WIM MalIMHUCTKHM. VHHIManbl aBTOpa IeYaTaloTcs NPOINUCHBIMH OyKBaMH, WHHUIIHAAJIBI
UCTIOJIHUTESI — CTPOYHBIMH. MHHIIMABI aBTOPA M UCTIONTHUTENS Pa3AeisIFOTCsl 3HAUYKaAMHK / UITH
Hamnpumep:
Sincerely Yours,
Edward P. Graham
Secretary
EPG / km
ENCLOSURE
YKA3AHUE HA [TPUJIOXEHUE K ITUCbMY
YacTo K Ae0BOMY MUCBMY MOTYT MpHJaraTbCs pasliMuHble JOKYMEHTHL. B 3THX ciydasx HeoOxoaumo
C/IeNaTh YKa3aHUE Ha MPUJIOKEHUE K MHUCbMY. DTO yKa3aHHE [1€4aTaeTCs B JICBOM HWKHEM YIIIy BCIEX 3a
WHUIMAJIaMH aBTOpa MIChbMa 1 ucronHnTens. Hanpumep,
Sincerely Yours,
Henry Powell
Director
HP : vd
Enclosure : Insurance Policy
in triplicate
Hckpenne Bau,
I'enpu ITaysin J{upexrop
I'Tl: B
IIpunoxeHue: cTpaxoBoil MOJIKC
B 3-x sx3emriuspax
Hapsny ¢ monmHo# dopmoii cnoBa Enclosure ynorpebnsiercst u ero cokpamenue — Encl. Ecnu umeercs
HECKOJIBKO MPHUJIOKEHUH, TO YKa3bIBAETCS UX YUCIIO.
2 Enclosures:
2 NpWIIOKEeHUs
2 encl.:
PexomMenayem nepednciuTh JOKyMEHTHI, MPHIaraeéMble K muckMy. IIpu nepednciennn Bce clioBa, KpoMe
NPEAIOrOB MHUITYTCS C 3ariIaBHON OYKBBI.

Hamnpuwmep,
4 Encl.: Invoice 4 Tpunoxxenwnst: Cuet-paxTypa
Insurance Policy CrpaxoBoii oiuc
Certificate of Origin CepTuduxat NpoHCX0XKICHHS
Capitan’s Receipt Pacmmcka xannrana
POSTSCRIPT
[NOCTCKPUIITYM

OOBIYHO B JICJIOBOH IIEpenHCKe MOCTCKPUNTYM He BeTpedaercs. OH HMHOTIA, MpaBaa, BCTPEYaeTcs B
KOMMEPUYECKHX MUChMax, KOTJa MUINYIIHA XO4eT 0C000 BBIICIHTH BOIMPOC, 00CYXKIACMbIH B THCHME.
[MocTckpunTyM HauMHAETCS C IBYX 3arjaBHbIX JaTUHCKUX OyKkB P.S. mmu PS (=mar. post scriptum “Tlocne
HAIMCAHHOTO0”) M pacnoiaraeTcs B JIEBOW YacTH MUChMa WM yKa3aHHs Ha NpuiokeHue. [locTckpunrtym,
Kak IPaBHIIO, HE TIOAIIMCHIBACTCS, B €T0 KOHIIE aBTOP NMPOCTO CTAaBUT CBOM MHHITHAIBI.
Penko, HO B JKM3HU BCTPEUAIOTCS HEMpEIBUACHHBIE OOCTOATENLCTBA, KOTAA MUCHMO YXKE TOTOBO K
OTIIPaBKe, HO MPOUCXOJUT COOBITHE, O KOTOPOM HEMIPEMEHHO HY>KHO coo0ImunTh. Hanpumep:

Sincerely yours,
Henry Davis

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



Hckpenne Bau

I'enpu JleiiBuc

Yrpapnstomui 0TASIOM

CoObITa
I'1|ac
I1.C. Ham aupexTop momnai B KatacTpody. r.a
PARTICULAR ADDRESSORATTENTION LINE
YKA3BAHUE HA JIUIIO, KOTOPOE T1O XEJIAHWIO OTIIPABUTEJIA JJOJIXKHO ITPOYECTD
JAHHOE ITMCBbMO
OOBIYHO pacroiaraeTcs Ha JIBe CTPOKH HUXKE BHYTPEHHETro0 ajpeca. PacnpocTpaneHsl ciieayonipe GopMsl
HANWCAHUS:
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 MPHU3BIBAET K 0COOOMY BHHUMAHHUIO OINPEICICHHOTO YelOBEKa, YacTO C IENbI0 YCKOPEHHS
paccMOTpeHus MUChMA.
SUBJECT HEADING OR CAPTION
YKA3AHUE HA COAEP)XKAHUE IMMCbMA
OOBIYHO TIeUaTaeTCs Ha JBE CTPOKHM HMIKE BCTYIUTEIBLHOrO oOpaiieHus. Ero Bceraa BBIACISAIOT, YTOOBI
Jerye ObUTO pa3dMpaTh MOYTY M HAMPABJIATH MUCbMa aJipecaTram, Halpumep:
Subject : Personnel Changes
Subject : Your Retirement Plan
SUBJECT : Your Retirement Plan
Re : Your Order of July 14, 1989
Price Reductions
Re B mepeBojie 03HavaeT “OTHOCUTENBHO, KaCaTEIbHO
REFERENCE NUMBER
YKA3AHUE HA CCBUIKY
st obnerueHust mepenucku M COKPAICHUS BPEMEHH Ha MOMCK HEOOXOAMMOU NTOKYMEHTAIIUHU JEI0Bas
KOPPECIIOH/ICHIIMSI OOBIYHO HMMEET CBOW pPEerMcTpalroHHBIA HoMep. Homep noKymeHTa, Ha KOTOPBIA
CCBhIIAETCS aBTOP NMUCHMa, UJIET TIOCIIE CIIOB
Our Reference : (Our Ref. No)
Your Reference : (Your Ref. No)
KOTOpBIE, KaK MPaBUJIO, MUIIYTCS PSAIOM CO CTPOKOH JaThl MIIM HaJl BHYTPEHHUM aJpPECOM.
Ecnmu nannas mHdOpMaIys OTCYTCTBYET, TO aBTOP IHChbMa MOXKET CCBUIATHCS Ha HOMEp JOKYMEHTa B
HauaJle TeKcTa nucbma, Hanmpumep:
Dear Sirs,
We refer to your letter of December 2, 1990, ref. 519|57300, and are pleased to learn from the last paragraph
that your corporation is quite willing to continue and develop the friendly trade relationship, which has
already existed so many years between us.
Gentlemen:
Thank you for your letter of February 28 under your reference
513/0240 regarding the European Production Conference.
CARBON COPY NOTATION
YKA3AHUE HA KOITNH, OTTIPABJIEHHBIE I10 IPYTUM AIPECAM
Ecmu, kxpome agpecata, KOIMY MUCHMa MOJTy4YaT APYTrHe JIUIa, TO TaKas MOMETKa JOJDKHA ObITh clie/iaHa Ha
OJIMH-][Ba MHTEPBAJIa HIKE YKa3aHUs Ha MPUIIOKEHHE K mucbMy. Hanpumep:
Copy to Mr. M. G. Emhart
C.C.: The Bank of Osaka, Ltd., Kobe
The Osaka Chamber of Commerce and Industry
LOCATION OF BUSINESS LETTER PARTS
PACIIOJIOXXEHUE YACTEN ITHChMA



B anrnuiickoM muCEMEHHOM JICTIOBOM 3THUKETE HET €AUHOTO 00pa3iia pacroloKeHHs BCeX YacTeil michMa.
CymiecTByeT HECKOJIBKO (pOpM, U3 KOTOPBIX HanboJiee ynoTpeOUTENbHBIMU SBIISIFOTCS ABE.

1. brounas ¢opma (Block form ). OcHoBHas 0COOEHHOCTE 3TO¥ (OPMBI IETOBOTO IMHChMa 3aKIIIOUACTCS B
TOM, YTO BCE €T0 YacTH, 32 HCKIIOUEHHEM a/Ipeca OTHPABUTEIS, 3aKIIOUUTENEHON (POPMYIIBI BEXKIUBOCTH
U TOJANKUCH, HAUWHAIOTCSA HEMOCPEICTBEHHO OT Kpasl JIEBOro MOJIsL; OpocaeTcs B Iiia3a TaKkKe OTCYyTCTBHUE
KpPacHOM CTPOKM B Hayase KaXkaoro ad3ana.

2. CymectByer W npyras ¢opma pacHoioKeHHs MHChbMEHHOTO Marepualia, KOorjla CTPOKH aapeca
OTIIPaBUTENS U JaTa, a TAKKE apeca Moaydyareis 1 3aKII0YUTEIbHON (POPMYJIIBI IEYaTAIOTCs C OTCTYTaMH.
OCHOBHOI1 TEKCT MTUChMa TaK)Ke ITeYaTaeTcs ¢ ad3alHBIMU OTCTYIaMu. JTa (hopMa HazbIBaeTcs ‘3y0qaroir”
(indented wnum step form)

B xoMmepueckoil KOPpECTIOHJICHIIMU CYIIECTBYIOT U APYrHe CIocoObl KOMIO3UIIMOHHOTO O(OpMIICHHS
ZenoBoro nuckMa. Hekotopeie 13 HUX — HEOOBIYHBIE, OPOCKUE — UCIIOIB3YIOTCS ATl TOTO, YTOOBI IPUBIICYb
BHUMAaHUE YUTaTeIs K popMe IIHCeM, COAepKarX NHPOPMALIUIO PEKJIAMHOIO XapaKTepa.

EXAMPLES OF WRITTEN COMMUNICATIONS

ONOPUMEPH ITUCBMEHHBIX IITAMIIOB

JJI HAYAJIA ITMCbMA OPENING PHRASES

Mp1 nonyunnu Banie nucbsmo oT. ..
Bbraronapum 3a nuceMo OT ...
bnarogapum 3a Bare nucbmo

ot 15 mas...

Bonpmoe criaci6o 3a Bamre micsmo

Br110 OueHb MMPUATHO Yy3HATh, YTO...

S 6611 OBI OYeHB OJarogapeH,
ecau Obl BHI. ..

B otBet Ha Bame mucemo oT... (ipock0y). ..

[To Bamreit mpocs0e MBI Beicanu Bam. ..

Paasl cooOmuTs BaMm, 4ro...

[Mumry ¢ TeM, 4TOOBI BEISICHHUTSH (3aKa3aTh). ..

Mbl 04eHb 3aMHTEPECOBAHBI B. ..
Ccrnasicr Ha Bamn 3aka3
Xorenock 051 T00aBUTE, UTO. ..

MBI 04yeHb pajibl y3HATh, YTO BbI
3aUHTEPECOBAIIUCH HAILIUM ...

Xotenock OB 00paTuTh Batre
BHUMaHHUE Ha...

[osxkamyiicta, coo0muTe CBOH
yKa3aHHs 110 JJOCTaBKE

IToaTBepxaaeM Ham 3aKas OT...
Bame nuceMo ¢ IpHIIOKEHNEM
(yxazanuem, pocs00ii o...)

PaccMOTPECHO

B oTtBer Ha Bame nucemo or...

We have received your letter of...

We thank you for your letter of...
We thank you for your letter

of 15th May...

Many thanks for your letter
It was good to hear that...

I should be grateful if you would...

In reply to your letter of ...(request)...

At your request, we sent you...
We are pleased to tell you that...

I am writing to inquire (order)...

We have considerable interest in...

With reference to your order
We should like to add that...

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

We should like to draw your
attention to...

Please let us have your
instructions for shipping

This is to confirm our order of...
Your letter enclosing (stating

that..., asking us to do....,
requesting us to do...,) has

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



B moarBepxnenue Hamrero (Mx)
TenedOHHOTro pasroBopa (mepe-
TOBOPOB, COCTOSIBIIUXCA B ...)
co00111aeM, UTO...

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

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

Ccplasich Ha HaIII€ TTHCHMO OT...
coo0111aeM, 4ro. ..

BHOBB ccbUIasCh HA ... With further reference to...

Panet coobmutTs Bam, uTo. .. We are pleased (We are glad) to inform you that...

We have pleasure in informing you that...

K coxanenuto, BBIHYKI€HbI
HaIToMHHTE Bam, 4ro0...

N3 Bamero nucbma Mbl y3HalH, 4To. ..

B c¢Bs13u ¢ HanMM MMUCBEMOM OT ...
U B MOJATBEPKICHUE TEIErPAMMBI OT ...

Mpbl ¢ yAUBIIEHHUEM Y3HAIHU U3
Barmrero Tenekca. ..

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

We learn from your letter that...

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

We are surprised to learn from your
telex...

CBA3VYIOUIUE OJIEMEHTBI IIMCBMA  BINDING PHRASES

MBI BbIpaxkaeM yBEpPEHHOCTh B TOM, UTO...

MBI COBEpIIIEHHO YBEPEHHI. ..

OOHOBPEMEHHO XOTeNH Obl
HarmoMHUTE Bawm, 9To...
CunraeM HeOOXOIUMBIM

(Ba)KHLIM, LICJ'ICCOO6paBHbIM) OTMCTUTE...

IToMuMO BBIIIEYKA3aHHOTO. . .

B JAONOJHCHUC K BBIINICYKA3aHHOMY.. .

Mgl ObUTH OBI paibl UMETh BO3MOKHOCTb. ..

ITonb3ysick BO3MOXKHOCTBIO
HAIIOMHUTB, YTO...

Camo coboii pazymeercs. ..

OO0pamraem Barie BHUMaHue Ha
TOT (paKT, 4TO

BBuny BBIIIEU3I0KEHHOTO. . .

B cBs3H € 9THM. ..

B cBsi3u ¢ Bameit mpock00ii. ...
B cBsI3H ¢ BBIIENU3I0KECHHBIM. ..

We express confidence that...
We are sure (confident) that...

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

We find (consider) it is necessary

(important, reasonable) to note...

Apart from the above...
Further to the above...
We would welcome the opportunity...

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

It is self understand. ..
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



Jlemno B ToMm, 4ToO...

B cnoxuBmmxcst 00CTOATENbCTBAX. . .
ITo Baliemy MHEHHUIO. ..

B coorBercTBuM ¢ Bamieii mpock00ii. ..

B Bamewm nucsMme Brl 3asBisere,
4TO...

Janee BrI nmumere

Bonee toro...

Tewm He MeHee. ..

B nepByto ouepens. ..

DaKTUYECKH. ..

Kpowme Toro...

B nononxeHue k HaleMy MUCbMYy OT...

Mzl BBIHYK/ICHbI HAIIOMHUTD
Bawm, uto...

HNmeem YAOBOJIBCTBUC MPEAJIOKUTH Bawm...

Bam, HecOMHEHHO, H3BECTHO, UTO...
OueBngHo, Bam u3BectHo, 4To0...

[Ipunaraem Konu MUcbkMa GUPMBHI. . .
IO TIOBOJY ... (B CBSI3U C)....

[Ipocum npuHATH BO BHUMaHUE
(yuects), 4ToO...

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

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

As requested by you..

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

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

You may know that..

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

Please note that...

BBIPAKEHU S, MCITOJIB3YEMBIE B KOHLIE [TMCHbMA

CLOSING PHRASES
Mg! Oynem npu3HaTENbHBI 32
OBICTPBI OTBET. ..

[Tpocum obpararkcs K HaM,
eci Bam otpeGyercst

nmoMol1s (CoaeicTBure). ..

Haneemcs nonyuuts Bamn
OTBET B OJIMOKAUIIIEM Oy IyIIEM. . .

Mer xoTenu Obl 3aBepuTh Bac...

Haneemcs nognepxatb

We early reply will be appreciated...

If we can be of any assistance please

do not hesitate to contract us...

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

We wish (would like) to maintain



COTpYJIHHUECTBO ¢ Bamu. .. cooperation with you

Bynmem mpu3HaTeNBHBI 32 OBICTPOE Your prompt execution of our order
BBITIOJTHCHUE HAIIIETO 3aKa3a will(would be) appreciated

MHEI He 3aMeIJTAM CBSI3aThCS C We shall not fail to contact (to get
HAIIMMHU OPTaHU3aIlUsIMHU in touch with) our organizations
(TIpOEKTHBIMU OpraHU3aLUSIMU, (design organizations,
3aBOJIAMH-TTPOU3BOUTEIISIMH) manufactures)

Bomnpocs! u 3ananus:

1. IloaroroBeTech K 00CYKACHUIO TEOPETUIECKOTO MaTepHana.

CtpyKTypa AeT0BOr0 MUChMa:

1. 3aromoBok.

2. Jlata mucema.

3. HanmeHnoBaHue 1 afpec noaydaresis NucbMa (BHYTPEHHHMN ajipec).

4. TTpuBeTcTBHE.

5. OCHOBHOM TEKCT MHUCHMA.

6. 3akirounTenbHas GOpMyJia BEKINBOCTH.

7. Iloanuce.

8. YkazaHue Ha IpUJIOXKeHHE (€CITh IMEeTCs).

[Tonesnnsie BoipaxkeHust B nenoBoit mepernucke (Helpful Expressions in Business Correspondence):
[Ipockos (Requests), Boipaxkenue coobmienus, Boeipaxxenue Hanex sl (Expressing Hope), bnaromapaocts
(Gratitude), M3Bunenus (Apologies), Bwipaxenme neymosierBoperns (Expressing Dissatisfaction),
OtgBeThl Ha Bonpock! U npeaoxkenus (Responding Questions and Proposals).

2. OTBeThTE HA BOMPOCHI:

1). HazoBure OpuraHCKHH W aMEpUKAaHCKHHA 3KBHUBAICHTHI pycckoit abOpesuarypbl OOO (obmiecTBo ¢
OTpaHNYEHHOHN OTBETCTBEHHOCTHIO).

2). Kak B Ha3zBaHuu pupMbI OTpaxkaeTcsl TO, YTO OHA MpEACTaBIIsIET COOOH MapTHEPCTBO ABYX WM Ooliee
monen?

3). Uro yka3pIBacTCs B 3aT0JIOBKE MTHCHMa?

4). O ueM TOBOPUT HOMEp JAOKyMeHTa?

5). I'me u xak yka3bIBaeTcs 1aTa mucbMa’?

6). Kak numrercst BHyTpeHHHH ampec (ampec morydaTens)?

7). Kakue BeximBbie hopMbl oOpaieHus (M B KaKUX CIIydasx) yKa3blBatoTcs nepel Gpamunueii aapecara?
8). Hannimumte nmpou3BoJbHEIN BapuaHT anpeca nonydarens B CILA, BenukoOputanun, Kanane, oguoii u3
ctpad EBpomnsl.

9). Uro nuriercs B Ha4YaabHOM ab3alie nmuchbma? Jlalte cBOM BapHaHT HAYaJIbHOTO ad3alia MUChbMa, KOTOPOe
Bbl THIICTE B OPraHU3alHUIO MO0 MEXIYHApOJHOMY OOMEHY CTyIeHTaMH C Mpoch0oil COOOIIUTH Bam
YCIIOBHS y4acTHs B IPOTpaMMe JIETHEr0 0OMeHa M BO3MOXKHOCTH 1opadoTaTh B ieTHeM narepe B CILIA?
3. BemonaATe 33AaHAS.

1. CocTaBbTe MUCHMO-32MPOC OT CBOCH OpPTaHU3alMK O BOZMOYKHOCTH ITOCTaBKU CIIOPTUBHOM 00YBH
JUIs IOHOIICH U JAEBYIIEK.
2. HamummTe oTBeT Ha 3ampoc O TMOCTaBKE CHOPTHBHON OOYBH C TOATBEPXIACHHEM TOTOBHOCTH

OKa3aTh MOMOIb M TIOMBITKOM YOEIUTh HOBOTO KJIMEHTA B TEPCIEKTUBHOCTH OTHOIICHWN C Barien
KOMIIaHUEH.

3. CrenaiiTe 3aKka3 Ha MapTHIO TOBapa C MOATBEPXKICHUEM YCIOBHIA IUIaTeXa, 0OpaTHB BHUMAaHHEC
TIOCTaBIIMKA HA CIIOCO0 YIAaKOBKH.
4, OO6patutech B (pupMy, OCTABJISIONLYI0 000pyIOBaHKE JIUIS TIPOU3BOACTBA MeOeH, C IPOCch0Oit 0

MIPEIOCTABICHUH BO3MOXHOCTH TMOJYYUTh MX MPOIYKIMIO B KpeAUT. YOeAuTe MOCTaBIIMKA B Ballei
HAJIKHOCTHU KakK IMapTHepa.

5. CocTaBbTe MHCHMO-3APOC O BO3MOXKHOCTH M YCJIOBHSIX TPAaHCIIOPTHPOBKH Ipy3a MO KeJNe3HOH
Jopore.

6. CooOmuure CBOEMY KIHEHTY-UMIIOPTEPY OO OTMIpaBKe Tpy3a aBTOMOOHIBLHBIM TPAHCIOPTOM,
yKa3aB JIETaJIH yIaKOBKH, BEC, CTOMMOCTb U MPOYHE JICTAU COMPOBOIUTEIHHOM JOKYMEHTAIIHH.

7. [Mopyunte cBoeMy OaHKY cliesiaTh IEPEUHCICHUE 3a TAPTHIO TOBApA.

4. Answer the following question:

1. What are the parts of the Business letter?



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

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

How do the English and the Americans write the opening salutation and the complimentary closing?
What is the main principle of dividing the letter into paragraphs?

What should you remember about enclosures?

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

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:

e A el

3.1.2012, 9.3.2010, 24.4.2011, 23.VI. 2011,
5.2.2012, 22.V. 2013, 29.VII. 2013, 5.8.2013,
1.9. 2009, 7.10. 2009, 19.12. 2012, 2.11. 2013

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

A) Ha Pupmy «Cwmut u Can Jlumuren», Jlongon C.B.5, Kun Bukropust 25, Ha uMsi MeHemKepa 10
3KCIIOPTY;

b) na pupmy «Jlonmon Mertam» B Jlonnorne H.B.7, mo ynume Jleitn 37, Ha uMms cexpeTaps;

B) Ha pupmy «/Ixon bpayny», myOmuunas kommanus, B JIoHI0HE (CeBEpO-BOCTOUHBII CEKTOP 5), TIO yiIHIEe
XonbopH, nom Ne27, r-ny Ix. bpayny;

I') B Manuecrep, 15, yn. Pexg Poyz, nom Ne37, na pupmy bpayn Bpaszes;

) B Jluepnyns, 16, yn. Japsun Poan, nom Ne64, dpupme «Becrern Meran Ko Jlumurten», r-xke Maru
[Hapsun;

E) B Bectdopa, rpadcrBo Xemnmup, yiu. bur Poyn, mom Ne33, ¢pupme «Cmut u Can JItn». Buumanuto r-
Ha bpayHa.

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

A) B aHIJIMHCKYIO MyOINYHYIO KOMIIaHUIO;

b) B amMepuKkaHCKyI0 KOPIOPALHUIO;

B) cexperapio — KeHITHHE;

I') cexperapro koMnaHuy;

1) muccuc [. JKoHCOH;

E) mucc E. I'pun;

X) r-ny Croky (B aMmepuKaHCKoil hopme);

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

W) cexpeTapro (B aMepHUKaHCKOHN Gupme).

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

A) TIucemo Hanucano 25.4.2012, ¢pupme «bpayn Bpases JIta» no anpecy: Aurmus, rpaderso Mopximmp,
ynuua Ansaep Poya, nom Ne21, mo noBoay Bamero 3anpoca ot 15.4.2012.

Hammumute, uro B nonmonHeHne k Bamemy muceMy ot 15.4.2013 Ber xoTenu ObI COOOIIUTH €111e KOe-KaKue
cBeleHMs. B 3akiroucHHe BBIpa3WTE HAICKAY, YTO YCTaHOBHUTE C (UPMOU IUIOJOTBOPHEBIE IEIOBEHIC
OTHOLICHUS.

b) Ilucemo wammcano 21.11.2013, dupme «Jlom Ko» (myOnmunas koMmaHus) mo aznpecy: Hortuarewm,
ynuia bumon Poyn, qom NelS, mo moBomy ux 3ampoca ot 1.11.2013. OtBetbTe, uTO BBI € YI0BOIBCTBHEM
MOCHUIAETE UM MOCIIEIHUI KaTajor U MpeNcKypaHT.. .. .

B 3akmoueHre HamWImMTe, YTO BBl OXKHAAETe B3aMMOBBHITOJHON TOpProBiH ¢ ux ¢upmoil. He 3a0ynpre
yKazaTh IPUIOKEHHE Ha 8 JINCTax.

B) IMucemo nanmcano 15.12.2013 ¢upme «bpayn Metan Ko» B AHrimio, 4To0bI OHO OBLIO MPEAaHo r-Hy
Cwmury.



Anpec: JlongoH (ceBepHbIi cekTop 6), ynuma Xaiireiit Bect Xwmm, gom Ne 32, OTHOCHTENBHO
obopyznoBanus no xkoHTpakty Ne 51. Hamummure, uro ¢ coxxanenueMm Bam mpuxoaurcsi cooOmIuTh emy,
4T0...

B 3akitouenue nompocure ero cpouHo Bam oTBeTUTS.

IMpakTtuuyeckoe 3ansaTue Nell. CouuajabHo-clIy:keOHAs NMepenucKa.

OpranuzaionHas GopMa 3aHATUS: TPAJUIIMOHHBIA CEMUHAD.
Lens: ¢dopMupoBanue y CTYIOSHTOB pEYEBOHM, S3BIKOBOM M KOMMYHUKATHBHOW KOMITCTEHIIMH JIJIS
OCYIIECTBJICHHS JETOBBIX KOHTAKTOB.
B pesynbTaTe ocBO€HUE TEMBI CTYIEHT JOJKEH
3HATh: OCHOBHBIC TPaMMaTHUYECKUE SBJICHUS, XapaKTepHbIC I MPO(ECCHOHANBHON peun; JeKCUIeCKrue U
CHHTAaKCHYECKHE 0COOEHHOCTH O(UITHAIEHO-EIOBOTO CTHIIS B aHTIIMICKOM SI3BIKE.
YMETh: ONpEAETSITh CTHJICBYIO NPHHAJIC)KHOCTh AHTIUHCKUX TEKCTOB O(UIMAIbHO-AEIIOBOTO CTHIIS,
BUJCTh XapaKTepHBbIC CTHIEBBIC YEPTHl; YUTATh OQHUIMAIBHO-AEIOBBIE TEKCTHl PA3IMYHON CTENEHH
CIIO)KHOCTH;, CTPOHTH JHAJIOTHYECKYI0 W MOHOJIOTHYECKYI0 pedb C UCIOJIh30BAaHHEM HanOojee
YIOTPEOUTENBHBIX JIEKCHKO-TPAMMATHYECKUX CPEACTB B OCHOBHBIX KOMMYHHUKATHBHBIX CHUTYaIHsX
oduIHanTBEHOrO OOLICHNUS; TOHUMATh JUAJIOTHYECKYI0 K MOHOJIOTHYECKYIO PeUb MO U3yYEHHOW TeMe.
AKTyaJIbHOCTb TEMBI: 00yCIIOBIIEHa HEOOXOIUMOCTRIO oBnaaeHus YK-4.
TeopeTuueckas 4acThb:

Buael nenoBoil KOppecoHACHIUN

Kaxxnoe nemnoBoe MUCHMO IMUIIETCS C OINPENEICHHON IeNblo, BhIpaKalollee HaMepeHne aBTopa, T.e.
repenaTh Wi monyInts uHpopmaruio. C ONpeneeHHol Toel YCIOBHOCTH BCE MHOXKECTBO JIETIOBOM
KOPPECHOHACHIIH MOKHO pa30uTh Ha rpymnisl. [lepByro rpynimy o0pa3yroT JeoBbIe MMChbMa, CBS3aHHEIC
C pacmpocTpaHeHueM uHpopManuu. JlemoBas AEATENBHOCTH MpPEANoNaraeT paclpoCTpaHEeHHUE
rHGOpMAIM B CBSI3M C PAa3NWYHBIMH TMPUYUHAMH: HEOOXOIWMOCTBIO Tepenaddl OoQHIHaIbHON
uHpopMaru (MHPOPMATMOHHBIE TUChMa), HEOOXOAMMOCTHI0 HH(POPMHPOBAHHS TAPTHEPOB 10 OH3HECY
Y 3aMHTEPECOBAHHBIX CTOPOH B MIPOBEICHUU TEX MM MHBIX MEPOIPHUSATHI MM O CYIIECTBEHHBIX COOBITHSX
B c(epe mx WHTEpecOB (IMUChbMa-M3BEIEHHs], MHChMA-TIPUTTIAIEHUS, MHChMa-yBEeJOMIICHHS, MTHChMa-
COOOIICHMS), HEOOXOMUMOCThIO HH(MOPMHUPOBAHKS TMAPTHEPOB W IOTCHIHMAIBHBIX TIOKyTNaTelnel u
noTpeduTeNel 0 MPeA0CTaBIsIEMbIX TOBApax 1 yCiIyrax (MMMChbMa-TpeIoKeHHs, peKiIaMHble uchbma). Kak
MIPaBUIIO, JCIOBBIC IMChMA JAHHOM IPYIIIbI HOCAT MHUIIMATUBHBIA XapaKTep.
Bropyto rpynmy 00pa3yioT JenoBbie MMChMa, CBI3aHHBIE C O0PAIeHHsMHU K TEM WJIA HHBIM OPTaHU3aIlUsIM,
npeanpuaTusM, Gupmam (B TOM 4YKCIIe U TTapTHEpPaM 1Mo OM3HECY) B CBS3HM C MPHUOOPETCHHEM TOBApPOB,
OKa3aHUEM YCIIyI' WM BBINIOJHEHHEM TeX WM HHBIX JCHCTBUHA. OTH MHCbMa MOTYT HOCHTh Kak
VHUIMATHBHBIN XapaKTep, TaK W SBISATHCA CIEICTBHEM IIONYYEHHUS AENOBBIX ITHCEM, OTHECEHHBIX K
npensiaymiet rpymme. Tpersio rpymnmy o0pa3yroT JAelOBBle NHChMa, SBIISIONIMECS OTBETAaMH Ha
NOJIy4YeHHbIE IPEIIOKEHUs B TPOchObl. UeTBepTas rpyIina JIeJOBBIX [TMCEM CBs3aHa C HE0OXOIUMOCTBIO
paspelieHns BOSHUKAIIIUX B TIPOIIecce JAeTOBOT0 B3aUMO/ICHCTBHS CIIOPOB U IIPOTHBOPEUUI U OTPAKAIOT
pa3MYHYyI0 CTeNeHb W TAyOMHY TpeTeH3wid (OT MHCeM-HAllOMUHAHUN [0 mNHCceM-TpeboBaHUN U
peKIaMallMOHHBIX THceM). B maATyro rpynmy BXOAST NUCbMa, CBSI3aHHBIE C BHIPAKEHUEM JINYHOTO YyJacTus
0 pa3NuYHBIM NoBojaM. He oTpakasi cCOOCTBEHHO ENOBYIO IESTEIBHOCTD, 3TH MHChMa CIIOCOOCTBYIOT
MTOAIEPKAHUIO HEOOXOAMMBIX KOHTAKTOB, CO3[aBas HEOOXOAMMYIO STHYECKYIO W TICHXOJOTHYECKYIO
cpemy BeIeHUs OM3HEeca.
Undopmanumonnoe nuceMo (Informative note)
WNudopmanmoHHOe THCEMO — [IEIOBOE THCHEMO, COZepXKailee CBEACHUS O(QUIIHAILHOTO XapakTepa.
Wudopmarmonnsie muchMa 0OBIYHO HOCST THUIIOBOM XapakTep M, KaK MPaBWIIO, PACCHUIAIOTCS OpTaHaMH
BJIACTH W YIPAaBJIEHHUS Pa3IMYHBIX YPOBHEN MOJBEAOMCTBEHHBIM OPraHU3alUsAM WM OpraHU3aIisIM,
JIEATEILHOCTH KOTOPBIX KacaeTcsl cojiepKaliascs B HUX wH(popmanus. B nH(MDOpMAIMOHHBIX MHChMax
MOTYT OYKBaJbHO MPHUBOJUTHCS T€ WM MHBIE TIOJOKEHHS MPABOBBIX JOKYMEHTOB, MOTYT CONEPKATHCS
pPEKOMEHIAINK, MPEIOKEHU W Pa3bACHEHHUS MO0 MX MPUMEHEHHUIO B OIPENeNeHHBIX CHUTyalusx. B
OTACNBHBIX CIy4asx HH(OPMALMOHHBIE MMMCbMa MOTYT COJEpXaTh MPHIIOKEHHS (COOCTBEHHO MPaBOBHIC
JIOKYMEHTBI, METOIMYECKNE YKa3aHUS U PA3bICHEHHS U T.II.).
O06beM HHMDOPMAIIMOHHOTO MUChMa KOJIEOIETCsl OT OJTHOTO ab3ara 10 AByX-Tpex cTpaHull. Kak mpasuio,
MH(QOPMAIIOHHBIE MTUChMa MTOAMMCHIBAIOTCS PYKOBOAUTENIEM PACcChIIAIONIEH NX OPraHU3al1H.
ITucemo — coodbmenue (Notification)



[MuceMo-coo0IIeHne — JIeTOBOE MHUCHMO, COACPIKAIIEEe CBEIACHHS O KaKUX-THO0 COOBITHSX M (pakTax,
MIPEICTABIISIONINX HHTEPEC, KaK JIJIs aBTOPa, TakK ¥ 1 aapecara. [lucbmMo-coobmienre 00bIMHO HaunHAETCS
¢ 000CHOBaHUS WJIH HEMOCPEACTBEHHO C M3JIOKCHHS COO0IacMoi MHGOPMAITUH C UCITOJIB30BAaHHUEM OTHON
U3 CJICIYIOIIUX KITFOYEBBIX Ppa3:

We inform you that ... Josoaum 1o Bamero csenenus, 4o ...
Coo0mraem Bawm, 4to ...

We consider it is necessary to make CuntaeM HEOOXOAMMBIM ITOCTaBUTh Bac

you aware of... B M3BECTHOCTH O...

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

You may know that... OueBuaHo, Bam u3BectHo, 4TO. ..

[Ipu cocraBneHNH NHCEM-COOOIICHUH, SBISAIOMMXCS OTBETAMHM HA MPOCHOBI WM 3aIllpOChl, JOJKHO
COOJTIOIATHCS SI3BIKOBOE COOTBETCTBHUE: B TEKCTE OTBETA CIIETYET HCIOIB30BATh TE JKE SI3BIKOBBIE O0OPOTEHI
U JIEKCHKY, KOTOPBIE MCIOJNB30BANl aBTOP MPOCHOBI WIIM 3arpoca, MPH YCIIOBUH, YTO OHU KOPPEKTHBI B
SI3BIKOBOM OTHOILICHHHU.

[Mucemo — yBenomienne

[Iucemo-yBenomileHHE — JIEIOBOE MUCHMO, cojeprkaiee opuInanpHyl0 HHPOPMAIHIO O KaKOM-THOO0
MEpOTIPHATUHN WU JIHCTBHUAX, MMEIONINX OTHOIIEHHE K azapecaTy. [lrMcbMo-yBeqoMiieHHE OJHM3KO IO
Ha3HAUCHUIO M  COJAEPKAHUIO IUCbMY-COOOLICHUIO, MHCHMY-W3BEIICHUIO MM  IPUIJIALICHUIO.
YBenoMIIeHHST MOTYT MyOJIMKOBAThCSA B CPEICTBAX MACCOBOM MHGOPMAIIUH IS OTOBEHICHUST OOJBIIIOTO
Kpyra 3auHTepeCcOBaHHBIX JIHII. Yalle Bcero B MichMax-yBEJOMIICHUSX HCIIOIb3YeTCs KIroueBas gpasa:
We notify that VYBegoMmisgeM, 4To ...

IMuceMo — u3BeIICHNE

IInceMo-u3BemeHne — CIy’ke0HOE TUCHMO, Cojieprkalee HHPOopMAaITUIo 00 OpraHu3ayy U MPOBEACHUH
Pa3IMYHBIX MyOJMYHBIX MEpPONPHUITHH (COBELIaHUI, CEMHHApPOB, BHICTABOK, KOH(EpPEHIWH W T.IL.).
[MucerMma-u3BeIIeHNsT PacChUTAOTCS IIUPOKOMY KPYTY OPTaHU3AlUH, YIPEKICHHH, GUPM U TIPEIIPUITHI
JUIS MX TPUBJICUCHUS WM TPUTTIANICHUS K YYaCTHIO B YKA3aHHBIX MEPOMPHSTUAX. B 3aBUCHMOCTH OT
0CcOOEHHOCTEH TPOBOAMMBIX MEPOIPUATHIA WM clielMQUKA OTHOIIEHWH C ajapecaTaMd MHCHMa-
M3BELICHHS] MOTYT JK0O TOIBKO cOOOMIATh O TIPOBOAUMOM MEPONPHUATHH, BPEMEHH M MECTe MPOBEACHUS,
1160 OJJHOBPEMEHHO MPUTTIANIATE K YYACTHIO C UHPOPMUPOBAHHUEM 00 YCIIOBHUSX YUACTUS B MEPOTIPHUATHH
U COJIepKaTh JAPYTYIO BCIIOMOTaTEIbHYI0 HHPOPMAIHIO.

[Mucemo-npurnamenue (Invitation)

[MuceMo-mpurnamesue — JAEIOBOE MUCHMO, COAEpiKaliee WHPOPMALHUIO O KAaKOM-JINOO MPOBOJHUMOM
MEPOIPHUATUH U TIPUIIIANICHUE aJpecaTy IPUHSITh B HEM y4acTHe

[purnamenuss MoryT oQopMIIsiThcS Kak Ha OlaHKe THChMa, TaK W B NPOHM3BOJIBHOM (opmare c
Pa3NUYHBIMHU 3JIEMEHTaMU XyI0’KECTBEHHOTO 0(OPMIICHHSI.

B muchMax-nmpuriameHusx, Kak MpaBuiio, UCTONB3YeTCs JIMYHOE oOpalieHue K anpecary: Dear ... u
KITFOUEBBIM TJIAT0JIOM SIBJISIETCSI TJ1arol invite.
... invites you to take part in .... ... Ipurnamiaet Bac npuHsATH y4acTtue B...

We invite you to visit our exhibition... Ilpurnamaem Bac noceTuts Halry BBICTaBKY...
[Tucpma-npurianenus, HanpasiasieMble B BBIIECTOSIINE OPraHU3AlMM, OPTaHbl BJIACTH M YIIPABIICHUS,
W3BECTHBIM JIMLIAM, JIOJDKHBI TIOAMCHIBATHCS PYKOBOAUTENEM opranu3anuu. OHU pacchUIAlOTCS 1O MOYTe
WIM KyphepCKOW CBS3bI0, HO HE JOJDKHBI IEepeJaBaThCsl 10 KaHajdaM JJIEKTPOCBA3HM (B YAaCTHOCTH, IO
KaHaiaM (hakCUMHIBHON cCBs3u). Pacceiika mpuriameHus B KONMM IO IIOYT€ WM II0 KaHajJam
(aKkCUMHUIBHOW CBSI3M JIOIMyCTHMa B TOM CiIydae, €ClM IPOBOJAMMOE MEpOINPHUATHE HOCHT pabouuii
xapakTep (coBellaHHe, 3acedaHue KOJUIETHH, KOMHCCHUH, COBETa) WJIM OPTaHH3aTOPhl MEPOIPHUSATHS
3aMHTEPECOBAHbl B NPHUBJICYECHUH K HEMY KaK MOXHO OOJBIIEr0 KOJUYECTBA YYaCTHHKOB (Hay4HbIE
KOH(EPEHIINHN, CHMIIO3MYMBI, CEMHHAPHI  JIp.).

Pexnamuoe nucemo (Advertising)

U3BecTHO, 4TO OCHOBOI BCSAKOW TOPrOBIH SIBIIsieTCA pekiaMa. [103ToMy OAHNUM U3 IAroB K yCTAaHOBJICHHIO
IIPOYHBIX AEJIOBBIX KOHTAKTOB SBIISETCA OOMEH PEKJaMHbIMH MaTepHallaMH C LIEJIbI0 JaTh KaK MOXKHO
OoJiee MOJTHOE MPENICTABIICHNE O TOW MPOMYKINK (MHPOPMAIUH, YCIIyTax), KOTOpas MOXKET CTaTh OCHOBO
Oyay1ero nmapTHepCTBa.

HaunOonee momynsipHbIM, IPOCTBIM M JOCTYHHBIM CPEICTBOM pEKJIaMbl Obllla M OCTaeTCs IedaTHas
NPOJNYKIHMS — TPOCIEKThI, KAaTaloTH, PEKJIaMHbIe JMCTOBKM ¥ OpOLIOPHI, Hpecc-peim3bl U mnp. B
PEKIaMHOM MUCHME KeJIaTeNbHO MPOSIBUTH N3BICKAHHYIO BEKJINBOCTb.

W3BecTuTh NENOBOro mapTHeEpa O BBICBUIKE TE€X WJIM WHBIX MaTepuanoB (IPHIOKEHHEM K MHChMY HIIH
OTHETHLHOUW 0aHIEPOIIHI0) MOYKHO CIICAYIOIIMM 00pa3oM:



We are attaching some [IpuBo UM HEKOTOPYHO HHAOPMAITHIO O...
information about...

I enclose the description of... [Ipunarato onucanue

I am enclosing a folder with [punararo moAmMUBKY ¢ HHGOPMAIUCH
information on our new ... 0 HaIllUX HOBBIX ...

Our new trade list will be available Harmr HOBBIN TIepedeHb TOBApPOB

in a week and we are making a note ~ OyZeT rOTOB uepe3 HeAeIIO,

to send you one as soon as it comes W MBI BBIIIIEM Bawm sx3emmsip,

off the press. KaK TOJIFKO OH BBIMIET U3 IIEYaTH.
We would like to draw your attention Xortum obparuTh Barie BHUMaHue Ha
to the attached press release announcing npuIaraeMblii Ipecc-penns3, KOTOPbIM

the launch of... products and services. MbI H3BeIIaeM 0 HalIeH TPOTYKITUH
U yCIIyrax B 00JacTH ...

Our new catalogue will be published Hamr HoBBIl KaTasor Bckope Oyaer
soon, and I shall send you a copy W3JIaH, U 5 BRIILTIO BaM sx3eMrInisp,
when it appears. KaK TOJIbKO OH ITOSIBHTCS.

As you requested, we are enclosing [To Barmeit mpock6e mpunaraem

a copy of our latest catalogue. 9K3EMIULIP HAILETO MOCIETHEr0 KaTajora.
Enclosed you will find the latest [Ipunaraercst camplii OCIETHAIA TTEPEUSHb
listing of our products. HaIIel HOBOM MPOTYKIHH.

I will send you our catalogues S 6yny BeIchUIaTh Bam Hatm

on a regular basis. KaTaJOTH PEryIspHO.

ITucemo-tipock6a (Request)

[Mucema-npockObI — JIENIOBbBIE MMHChMa, UMEIOIIIE Pa3HOOOPa3HYI0 TEMAaTUIECKYIO HAlIPaBICHHOCTh, OHH
MOT'YT COCTaBJISITHCS IPAKTHUECKH 110 BCEM HANPABICHUIM ACATENFHOCTH Oopranu3anun. [lnceMo-npocs6a
MOJKET COCTOATH TOJBKO U3 OJHOM WM NIBYyX 4acTeil. B mepBoM ciryyae oHO HauMHaeTcs (hpas3ou:

We hereby (kindly) request... Ipocum ...

Bo BTOpOoM cityyae OHO COAEpKUT 0OOCHOBaHKE MPOCHOBI U U3NIOKEHUE caMOi MpockObl. OO0OCHOBaHUE
MPOCKOBI OOBIYHO HAYMHAETCS C KITFOUEBBIX (pa3:

Taking into consideration Bcrasmc...

Due to the fact

In connection with

With reference of

According with/to B cootBercTBUM €
a U3JI0KEHUE TPOCHOBI C hpasbl:
We kindly request you to provide [Ipocum Bac nmpenocTaBuTh JaHHbBIE

0 ... information about...

[Ipocnba MosxeT popmynrpoBaThCs U 0€3 UCIIOIB30BAHUS II1aroya «IPOCHTEY, HAIIPUMED:

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

of the problem pereHue Bormpoca ...

[Ipocnba, kak cocraBHas 4acTh MHUChMa, MOXET MPUCYTCTBOBATh M B JIPYTUX BUAAX JICJIOBBIX MHCEM,
HaIpUMep B CONPOBOIUTEIBHBIX, FApaHTUHHBIX U Ap. [Incemo-npocsba TpedyeT nucsMa-oTBeTa.
IIncemo-3asBKa

[luceMo-3asBKa — 3TO Pa3HOBHJIHOCTh NHCHMa-TPOCchObl. OOBIUHO MHChMa-3asiBKM HE TPEOyIOT
MUCbMEHHOTO OTBeTa. B OTBET Ha MUCHMO-3afBKY MOJyYaTeJeM OCYIIECTBISIFOTCS OINpeesIeHHbIE
JEeWCTBUS 110 Pean3alliy 3asIBICHHOM POCHObI: BKIIOYEHNE YKa3aHHBIX B 3asBKE JIUL] B YMCIIO yYaCTHUKOB
KaKOT0-JTHOO MEpOIPHSTHS, BBICHUTKA HEOOXOAUMBIX MaTepUalIOB WM M3JaHUM U T.N. B Tekcre 3asBKu
OOBIYHO HCIIOJIB3YIOTCS TE JKE S3BIKOBBIE 000POTHI, UTO U B MUCbMaX-MPOCh0ax.

I'apantuitnoe nucemo (Letter of guarantee, letter of assurance)

I"apanTHiiHbIe THCHMa — 3TO JEJIOBbIE MMChMa, COAEPIKaIIUe 0053aTeIbCTBA OILIATHI, BBIIIOJIHEHUS PadoT,
BO3BpaTa KpeAWTa W T.N. B kadecTBe aapecaToB TapaHTHHHBIX MHCEM BBICTYMAIOT OPraHU3alldyl HIIH
KOHKPETHBIE JIMIIA.

lapanTHiiHOE MHUCHMO OHOBPEMEHHO SBISIETCS M MUCBMOM-TIpochkOoil. HOpuanmdyeckyro 3HaYMMOCTH
rapaHTUHHOMY HCHMY TIPUJIAET UCTIOB30BAaHUE TAKUX YCTOWUYMBBIX S3BIKOBBIX 000POTOB, KaK

We guarantee payment Omnary (mpeaocTaBiIeHUE YCIYT.)

(service delivery) rapaHTHpyeM

B rapantuiiHoM nucbMe yKa3bIBaroTCsi 0aHKOBCKHE (IIATE)XHBIE) PEKBU3UTHI €10 COCTaBUTELS.



[Mucemo-3ampoc (Inquiry)

[Mucemo-3ampoc (inquiry, WK enquiry) KOMITaHUS TTOCBUIAET, KOT[a XOUeT:

— MTOJIYIHTh MOAPOOHYI0 HHPOPMAITHIO 0 ToBapax (goods-,

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

— YTOUHHUTH BpeMs U cpoku noctaBku (delivery dates);

— MTOJIYIUTh MHGPOPMANNi0 00 YCIOBUSAX TOCTaBKM M CcKuakax (terms and discounts), crocobe
TpaHciopTupoBkH (method of transportation), crpaxoBanuu (insurance);

— NOJY4YHTh HH(OPMALIKIO O [IeHaX Ha ToBaphl (prices of goods);

— MmoNTy4nTh KaTanoru (catalogues) u o6pasibl ToBapa (samples of goods), u T. 1.

IIpu HamMcaHWW MUCEM-3aIPOCOB CIIETYET Kak MOYKHO 0ojiee moapoOHO MU3JIOKHUTH CYTh BoIpoca (to give
full details), uro no3Bonut Bamemy nenoBoMy napTHEpYy COKpaTHUTh BpeMsi Ha COCTaBJICHHE OTBETA.

B ciyuae, eciu Bel oOpaimaerech ¢ 3arpocoM B IaHHYIO KOMITaHHIO MEPBBIN pa3, B MUCBMO JKEIAaTEIbHO
BKJIFOYHTH CIEIYIOIINE ITyHKTHL:

1. VYkazaHue Ha UCTOYHUK MH(OpMAIIUK O IaHHOH KOMIIAHWH U €€ TOBape.
2. CyTs Bompoca.

3. Kpatkue cBenenus o Baiiieit koMnaHuu.

4. BripaxxeHne Hafekapl Ha COTPYTHUYECTBO.

[Ipuuem coBcem He 00s13aTEILHO CTPOTO MPUJICPKUBATHCS JAHHOH MmocienoBaTeibHoCTH. [Ipu moBTOpHOM
3armpoce B MUChMO OOBIYHO BKIIOYAETCS TOJNBKO BTOPOM MyHKT. Kak W GONBIIMHCTBO APYTHX JIEIOBBIX
MHACEM, IIUCHMO-3aIPOC, KaK MPaBUIIO, TIeYaTaeTcs Ha GUPMEHHOM OJIaHKe, Ha KOTOPOM yKa3aHbI Ha3BaHUE
KOMITaHHH-OTIPABUTEIS 3a1Ipoca, ee MOYTOBBIN aapec, HoMepa TeneoHoB U (akca.

B 3arpocax 0OBIYHO HCIIOJIB3YIOTCA CICAYIONIUC KIIMIIC!

Please inform us
Please send us

We should be pleased if you could

inform us

We shall be obliged to

receive your(price-list)

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

We are in the market for
Quote prices (terms)

With reference to your
advertisement in...

Referring to your advertisement
We have an inquiry for

In connection with this ...

We read your advertisement in...

We have heard of your
products from ...

We are interested in buying

(importing, etc.) ...

Many thanks for your letter

We were very pleased to

receive your letter

We thank you for your inquiry

We are obliged for your letter

We attach (enclose)

We are pleased to send you

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

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

[Ipocum cooOITUTH

IIpocum BeICIATH

M1 ObLTH OBI PajIbI, €CITU ObI HAM
coo0muIH

M1 61T OBI TPU3HATEIHHBI TOTYIHUTh
Bam (npeiickypaHT)

Me1 Oynem OnaronmapHsl, eciin Be
T00€3HO BBINIUINTE HAM CBOM KaTaJor
MBI uHTEpECyEMCS

Mb1 HaMepeHBI 3aKYITUTh

YKakuTe 1eHbI (YCIOBHS)

Ccrinasics Ha Barmry pexmamy B ...

Ccblnasics Ha Bamy pexnamy
Mer1 xoTenu ObI TOTYUIHUTH
UHPOPMAIHIO O. ..
B cBsi3u ¢ aTuM
MBI IpOYHTAaIN Ballly PEKJIaMY B...
MBI y3HQIN O IPORYKLIUH

BallIEl KOMIIAaHUH H3...
MBp! x0Tenu Obl KyIUTh
(MMmopTHpOBaTh U T. 11.) ...
Bonbmmoe cnacu6o 3a Baiie mUcbMO
Mp! Ob1TH O4EHB pajibl HOIYYHUTh
Bamre nucemo
biaromapum Bac 3a Bamr 3anpoc
MeI npusHaTensHsl 3a Barie nucsmo

IIpunaraem k cemy

Paner BeICTATH BaM

Panpl BeICIaTh BaM B OTBET Ha Ballle
MACHEMO (3a1poc)

Cchutasch Ha Ballle IMHUCbMO OT ...
Kaxk BoI IIPOCHJIX B BallIEM ITUCBME OT...



According to your inquiry CornacHo BamieMy 3ampocy
We send for your consideration our... Ilocplmaem Ha Baire paccCMOTpPEHHE
May we draw your attention [To3BonbTe 0OpaTuTh Baie BHUMaHue Ha. ..

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

We would like to get in touch with

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

for your products.
We look forward to your early reply.
Y our prompt answer would
be appreciated.
[Mucemo-nipennoxenune (Offer)
[Mucemom-nipeioskernem noctaBiuk (the Supplier) oObI4HO OTBeuaeT Ha mHUChbMO-3ampoc. OTBeyast Ha
o0t 3anpoc, OH OJNArofapuT 3a MPOSBICHHBIH UHTEPEC U OOBIYHO MPHIIAraeT MPEeHCKypaHThl (price-
lists), kaTanoru (catalogues) miau yciaoBus THIIOBOTO JoroBopa (typical Contract). OTBeT Ha CHCITHATBHBIN
3ampoc MpeyCMaTPUBAET OTBETHI HA BCE BOMPOCHI MOTCHIHAIBLHOTO KIHEHTA.
CTpyKTypa nrChMa-IPe/JI0KCHHUS:

[Ipocum cooOmUTE HaM
KaK MOXHO CKOpEe ...
MeI siBIIsieMCsI TUCTPUOBIOTOPAMU
(uMITOpTEpaMHu, IPOIABIAMH H T.I1.)...
MpbI ObI XOTEJIH YCTAHOBUTH KOHTAKT
C TIPOU3BOIUTEIISIMU (TIOCTABITUKAMU).
Bamu u3nenust HallAyT y Hac
CBOETO MOKYTIaTEIs.
C nerepniennem xeM Barero orsera.
Bynem npusHatenbHbI

3a OBICTPHIH OTBET.

1. IToBon HanucaHus.

2. OTBeTHI Ha BOMPOCH MOTEHIIHAIBHOTO 3aKa34YHKa.
3. JlononHUTENBHBIE TPEIOKEHNUS.

4. BripaxkxeHue Haex bl Ha 3aKas3.

OtBeuast Ha BOMPOCHI, CIENyeT NaTh TOYHOE ONKCAaHHWE TOBapa, MO BO3MOXKHOCTH CONPOBOJUTH €T0
(doromaTepuanamMu W/WIM pUCYHKamMu W/uiam obpasuamu (samples). Ilpu onpemenenun neHsl (price)
YUUTHIBAIOTCSA BO3MOXHbIe cKuaku (discounts). OTAEIbHO PEIIAIOTCS BOMPOCHI PACXOJI0B HA YITAKOBKY
(packing), TpaHCTIOPTHBIX pacxoa0B (transportation costs), ycrmoBuit moctaBku (terms of delivery) u oraTst
(terms of payment).
[MuceMa-npenyiokeHusl MOCHUTAIOT TaKke 0e3 MPEeALIeCTBYIOLIEro 3alpoca, €CIH MOCTABIIUK JKENaeT
NPUBJICYh BHUMAHUE MOTECHIIMATBHBIX KITMCHTOB WIIK HAUTH HOBBIX 3aKa3UYMKOB HA KOHKPETHBIC TIPOIYKTHI
(special products) nnm ux accoptTumeHt (range). TBepnoe npemnoxenue (firm offer) mpemxycmarpuBaet
0CcOObIC YCIIOBUS, Hampumep, KoHeuHbI cpok (deadline) mosrydeHust 3aka3a U CHCTEMY CKUJOK B
3aBHCUMOCTH OT KOJIMYECTBA TOBApa U APYTHX YCIOBHH.
B nipeaioxkeHns X 00bIMHO HCIIOIB3YIOTCS TAKOTO Pojia (ppasbl-KIIHIIIE.
On favourable terms we offer you... Ha BeITOIHBIX yCcHOBUSX... peanaraeM Bam
We have pleasure in offering you, C ynoBonbsCcTBHEM IpeiaracM Bawm,
subject to acceptance by telex,... IIpH yCIOBUH Barmero akremnra
TEJIEKCOM

Ota odepTa AenaeTcs Mpu yCIOBUH

Baiero HemMeIIIEeHHOrO OTBETA. . .

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

Me1 npequiaraeM Bam ToBapsl, ipu
ycioBud Baiero noarsep:xaeHus
B TEUEHHUE ... THEH

C J1aThl IAaHHOT'O ITUCbMa

MBI 1epKuM 3Ty 0pepTy OTKPBITON
JUIA akuenToBaHus Bamu 1o...

C ynoBonscTBHEM IpeyiaraeM Bam

0e3 00s13aTeNbCTB. ..

Ota odepTa aenaercs 6e3 Kakoro-

engagement/obligation on our part 1100 00sI3aTeNFCTBA C HAIIEH CTOPOHBI.

This offer is subject to the goods Orta odepTa ACHCTBUTENbHA JUIIb B

being unsold on receipt of your TOM CJIyd4ae, €ClIi TOBap elle He OyAeT
reply ... IIPOJIaH I10 MoJTy4eHnn Barmrero oTsera...



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

Wwe can reserve you ...

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

We take pleasure in sending

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

are informing you that...

We enclose our catalogue with

the latest price-list.

Our detailed catalogue will
demonstrate the wide range

of our products

Our proposal is valid till...

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

We can give you a 5 per cent
discount.

As you can see from our price-list,
our prices are at least 3 % lower
than market prices.

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.

If you are not happy with our proposed

please let us know why.

We are looking forward to hearing
from you soon.

Ota oepTa maeTca Ha TOT ciydaid,
€CIIM MallliHa e1lle He OyJeT Mmpoana
110 nojrydyeHuu Bamero orsera. ..
Ham 65110 IpUSATHO Y3HATH O
Barneit 3auHTEpECOBAaHHOCTH B ...
MbI 0UeHb JOBOJIBHBI,
YTO BBl MOKENAIHN KYIUTH ...
MBI pazbl COOOIINTS,
YTO MOKEM OCTABHUTH 33 BAMU ...
Beuo ouens mobe3Ho ¢ Bameit
CTOPOHBI MTPOSBUTH TaKOU
HHTEpEC K HaIe padore...
C yIOBOJILCTBUEM IOCHIIIAEM BhIOPaHHBIC
BaMH 00pa3lbl U NpeAJIaracm ...
Ha Bai 3anpoc oT... Mbl
coobmraem Bawm, uTo ...
MpI mpusiaraeM Haiil KaTajior
C HOBEHUIIIMM MPEUCKYPAHTOM.
Harmr monpo6HbIit pefickypaHT
yOeIuT Bac B pasHOOOpa3uu
HAaIIeTO aCCOPTHMEHTA.
Haiue npennosxeHue AeHCTBUTENBHO JI0 ...
Mer moctapinsieM Ha ycnoBusx CUO.
Llena BKIFOYAET YIAaKOBKY
Y TPAHCTIOPTHBIE PACXOIBL.
MBI MO)KeM IIPeIOCTaBUTh
BaM 5 % CKHIIKY.
Kak BunmHO 13 Hariero mpelcKkypaHra,
HalllK LIEHbI 110 KpalHel Mepe
Ha 3% HUKe PHIHOYHBIX.
4 ocobeHHO oOpamiaro Baile BHUMaHHE Ha...
Kpome ynmomsiHyTHIX BBIIIIE TOBApPOB
Haia pupMa IPOU3BOAUT TaKKe (CM....)
[ns Bamux uesney Bam Jrydiie
BCET0 MOJOUIET MOJIETTb. ..
Me&1 mpocuM Bac emie pa3 00CcyauTh
Hallle IPEJJI0KEHNE U COOOLIUTH HaM,
MOJKHO JTM PACCUMTHIBATH Ha MOyYCHHUE 3aKa3a.
S npormy Bac 6sicTpee opopMHUTE 3aKa3,
TaK KaK KOJMYECTBO ATOT0 TOBapa
Ha CKJIaJI€ OTPaHUYEHO.

Mgl ObUTH OBl OYEHB PaJIbl TONYYUTh
OT Bac 3aKa3 Kak MOHO CKopee.
Ecnu Bac He ycTpanBaer Hatre
MIPEIIOKECHHE, TIPOCUM COOOIITUTH
HaM O MMpUYHrHE.

C HeTepneHUEM KJIEM OTBETA.

[Mucemo-3aka3. Iloareepxnenue u otkinoHenue 3akazoB (Order. Acknowledgement (Confirmation) and
Refusal of Orders)

s Toro uto0bI caenath 3akas (to place an order) Ha 3aKyTKy T€X WM HHBIX TOBAPOB OOBIYHO 3aIIOIHSIOT
crenragbHbIe OJaHKH 3aKa30B (order forms), B KOTOPBIX yKa3bIBaeTCsS KOJIMYECTBO (quantity) u3aemnuii, nx
onucanue (description), nena (price), ycimoBusi omnarsl (terms of payment), mata moctaBku (date of
delivery), ckunku (discounts) u T.1m. B psine ciydaeB, korma HeOOXOIUMO MPOSCHUTH OT/IENbHBIE TTYHKTHI



3aka3a (to make certain points quite clear), mumeTcst conmpoBOIUTENbHOE MUCHMO (covering letter), k
KOTOPOMY IMpHjiaraeTcs OJaHK 3aKasa.

Ecmm Ilponager (Seller) i IMoctaBmmk (Supplier) ToBapa B COCTOSHAN BBITIONHUTE 3aKa3, OH TOCHUTAET
[okynarento (Buyer) noarBepkaenue 3akaza (order acknowledgement, or confirmation), koTopoe 4are
BCEro Mpe/CTaBIsieT co00i Komuto 3akasa (order copy, or duplicate), nognucannyto [Iponasiom. OObpYHO
MOJITBEPIKJICHHAE 3aKa3a MPHIIATacTcs K COMPOBOJUTEIBHOMY MHCEMY, B KOTOpoM [IpojaBer BeIpaxkaeT
OnaroapHOCTH 3a 3aKa3, a Takke coodmaer [lokymnarennto o TeX WM HHBIX H3MEHEHHUIX (M3MEHEHUH LIeH,
CPOKOB MOCTABKH H T. IL.).

Ecnu TIponasen nu6o ITocTaBiiyk ToBapa no KaKMM-JIMOO MPUYWHAM HE B COCTOSIHHU BBIMOJHUTD 3aKas,
oH 100 OTKa3bIBaeTCs OT 3aKa3a (to refuse (to reject, to decline) the order), mubo npeniaracT ageKBaTHYIO
3aMeHy (substitute) ToBapy, KOTOPOTO HET B HAJIUYHHU.

Kuuie v BeIpayKeHUs TTHCEM-3aKa30B:

In reply (response) to your letter B otBer Ha Bame miucsmo (¢hakc) ot ...,
(fax) of (dated) ..., we thank you for ... MBI Onaronapum Bac 3a...
We are pleased to enclose our HmeeM ynoBONBCTBHE PUIIOKUTD K
Order No. ... JAaHHOMY ITMCbMY Hall 3aKa3 Ne ...
We enclose (are enclosing) our order for ... MpI mpujiaraeM Hail 3akas Ha...
We accept your offer and have pleasure MpbI IpUHUMAEM Ballle IPEJIOKEHUE U
in placing an order with you for ... MMeeM YIO0BOJIIbCTBUE Pa3MECTUTh

y Bac 3aKa3 Ha...
Please confirm that you can supply... [Ipocum nmoATBEpANUTH, YTO BBI

MOJETE TTOCTABUT...

Please send the copy of this order B kadecTBe mOATBEPIKICHUS 3aKa3a
to us, duly signed, as an MPOCHM BBICJIaTh HAM MOJIMUCAHHYIO
acknowledgement. Bamu konmro 3akasa.
Please supply/send us... [Ipocum nocTaBUTS...
Kituiire v BeIpaXeHHs THCEM-TIOITBEPIKICHHIN 3aKa30B:
Thank you very much for your bnarogapum Bac 3a Bamr 3aka3z Ne ... ot ...
order No ... of (dated) ...
As requested we enclose (are enclosing) Kax Br1 ipocunm, MBI iprjiaraem
the copy of your order, duly signed, KOITHIO 3aKa3a, MO/IITUCAHHYI0
as an acknowledgement. HaMU, KaK IoATBeprkaeHHe Bamrero 3akasa.
We confirm that delivery will ME&I moaTBEpIKIaeM, 9TO TIOCTaBKa OyaeT
be made by... MPOU3BE/ICHA K ... (TAaKOK-TO JaTe).
We hope that you will have a good Haneemcsi, 4to BbI OyieTe HMETh XOPOIIUN
turnover, and that we will be dealing 000poT, 1 MBI OyIeM COTPYTHHYATH C
with your company in the future. BaIlei KOMIIaHUEH U B TalTbHEHTIIEM.
Delivery will be made in conformity [MocraBka OyeT npousBeicHa B
(accordance) with your instructions. COOTBETCTBHH C BAIlUMU HHCTPYKIUSIMHU.
Kinie v BeIpaykeHUs1, HCTIOTIb3yEMbIE MPHU OTKIOHEHUH 3aKa30B:
We are sorry (we regret) to let you K coxaneHnto BBIHYKICHBI COOOIINUTh
know (to inform you) that we cannot BaM, 4TO Mbl HE MOKEM BBITIOJTHUTH Balll
execute your order because of... 3aKa3 Mo IPUYHHE ...
The goods you ordered are no ToBapa, KOTOPBI BB 3aKa3aii,
longer available. 0O0JIbIlIe HET B HAJTMYHU.
We can offer you a substitute. MoskeM IpeNIOKUTH BaM 3aMEeHY
ITucemo — mamomuHanwue (Reminder letter)
[MucbMo-HaNIOMUHAHUE — JIENOBOE IHCHMO, HCIOJb3yeMOE IPH HEBBIOJHEHUH OpraHu3alei-

NapTHCPOM B3ATHIX Ha cebs1 00513aTENECTB UIIH MPUHATBIX HOFOBOpCHHOCTCﬁ. KitoueBpiMu (bpaBaMI/I TaKHuX
IIUCEM SABJIAKOTCS:

We are sorry (We regret) to have to K coxanenuro, BRIHYXI€HbI HAITOMHUTH Bam, 4To0.. .-
remind you that...
We have to remind you that... MBI BEIHY X /I€HBI HATTOMHUTH
Bawm, 4ro...
We wish to draw our attention to Obpamaem Baie BHIMaHIE Ha

the fact that... Tor daxr, uato
We would like you to note that...



We wish to bring to you notice that...

TekcT mucEMa-HaOMUHAHHS MOXKET BKIIFOUATh B ce€0s JBE YaCTU: CCBUIKM Ha O(UIMAIBHBIA JOKYMEHT, B
KOTOPOM 3a(h)MKCHPOBAHBI 00513aTENICTBA CTOPOH MIIM OOCTOSATENBCTBA, B CBSI3H C KOTOPBIMH OpTaHU3alns
00s13aHa NIPEANPHUHATH ONPEACICHHbIE IEHCTBUS, U MPOCHOY BBHIMOJIHUTE B CBSI3M C 3TUM OIpEJICIICHHEIE
neiictBusl. JI0BOJBHO 4acTO Takhe MHUChMa COIEPXkAaT TOJIbKO COOCTBEHHO HAalOMHUHaHHUE. B oTmenbHBIX
CIy4asX THChbMO-HAIIOMHHAHHE MOXKET COJEp)KaTh TPETHIO YacTh: MPEAYNPEKICHHE O BO3MOXKHOCTH
NPUMEHEHUs OTpE/ICIICeHHBIX CAaHKIMH NpPH HEBBIMOJIHEHHN aJpecaToM B3STHIX Ha ce0si 00s3aTeNbCTB,
Hanpumep:

In case of your refusal... B ciygae 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)

[Mucerma-TpeOoBaHMS COCTABISIOTCS B CUTYAIIUAX, KOT/Ia OpraHu3allysI-IapTHEP HE BBITIONHAICT B3AThIC HA
cebs o0s3aTenbCTBA WM BO3JIOKEHHbIe Ha Hee (yHkuuu. Ilo cpaBHEHHIO ¢ cHUTyanusMu, Koraa
HAMPAaBJISIOTCS MMHMChMa-HAIIOMHHAHUS, 3/16Ch HEBBINIOJHCHHE 005S3aTEIbCTB HOCHUT CHUCTEMAaTHYCCKHIA
XapakTep WIA UMEET MECTO UTHOPUPOBAHUE BHICTABIISIEMBIX MPETEH3UH. 3a4acTy0 MHCbMY-TPEOOBaHUIO
MPeIIIeCTBYeT MICbMO-HarmoMuHaHue. [Iuchma-TpeboBanms, Kak MPaBUIIO, UMEIOT CIOXKHYIO CTPYKTYDY.
B Hux o00s3aTenpbHO M3JArarOTCs YCIOBUSA 3aKJIFOYCHHBIX JOTOBOPEHHOCTEW CO CCBUIKOM Ha
COOTBETCTBYIOIINE JOKYMEHTBI, OMKUCHIBACTCS CJIOKUBINASICS B CBSI3U C UX HEBBIOJHCHUEM CHUTYaIlUs,
dhopmymupyeTcst TpeOOBaHHE O HEOOXOJMMOCTH BBHITIONHEHUS OO0S3aTENbCTB M YIPO3bl HMPUMEHEHHS
CaHKIMI B aJjpec KOPPECTIOHIEHTa, eCiii 0053aTenbCcTBa He OyIyT BBHITIOTHEHEI.

KitoueBbiMu pazamul B TCbMax-TpeOOBaHUSIX MOTYT OBITh:

We urgently require to perform CpouHo TpeOyeM BBINOTHUTD

(send, grant, pay)... (BBICTATD, IPEOCTABUTH, IEPEUNCITUTH)...
We require fulfil the obligations TpeOyeM BBITOTHUTH B3STHIE

under the agreement. Ha ce0s1 00s13aTeNnbCTBA.

So far (Up till now) we have Jlo cux mop MBI He TTOJTyYHIId OTBETA. ..

received no replay.

We cannot accept your point Me1 He coracHbl ¢ Bamieit Toukoit
of view for the following reasons... 3pEHUS 110 CISAYIOUIUM IIPUYHHAM. ..
In case of your refusal... B cnyuae Bamero otkasa...

Should you refuse...
VYTrpo3bl B a/ipec KOPPECHOHICHTa MOTYT (DOPMYJIHMPOBATHCS CIEAYIOLIMM 00pa3oM:

Otherwise, you will be presented B mporuBHOM ciiyyae Bam OyayT
to the penal provisions. TIPEABSBIICHBI MTPadHBIC CAHKITHH.
Otherwise the case will be submitted B npotuBHOM ciyyae aemno Oyner
to arbitration. nepenaHo B ApOUTpakHBIH Cy/I.

IIperen3nonnoe (pekinamaronnoe) mucbmo (Claim)

HpeTeHSI/IOHHBIe (peKHaMaHI/IOHHBIe) IMUCbMa COCTABJIAIOTCA B ClIy4dasx, €CJIM IPpHU UCIIOJTHEHUN JOTOBOPOB
OJlHa M3 CTOPOH HapyIIaeT B3sThIE Ha ce0s1 00s13aTeNbcTBa. BO MHOTHX cydasx TaKHe MUChbMa MOSIBIISIOTCS
HIOCIIe TOTO, KaK OBbUIM OCTaBJIeHBI 0e3 OTBeTa NMUCbMa-HAIIOMUHAHHS WM THChbMa-TpeOoBanus. Llens
npereH3un (pekjiamMalii) — BO3MECTUTh IOTEPH, IOJyYeHHBIE B pe3yibTaTe HapYIICHUS YCIOBHI
noroBopa. TekcT npeTeH3nu (pekiiamMalum) BKIIYaeT B ceOs:

- OCHOBaHHE ISl NPEIbSBICHHUS NPETEH3UH (CChUIKA Ha JIOTOBOP, 3aKIFOYCHHBI MEXIYy CTOPOHAMH,
TapaHTHHHOE TUCHMO HMITH MHBIC 00s13aTEIHCTRA);

- IpeIMET MPETEeH3UH (IODKHO OBITh YKa3aHO, KaKoe 00s13aTeIbCTBO HAPYIIIEHO U B KAaKOW Mepe);

- JIOKa3aTeNbCTBa (CCBUIKM Ha JOKYMEHTHI, TOATBEPIKAAIOIINE HApYLIEHHE NOTOBOPHBIX 0053aTENBCTB
BHHOBHOW CTOPOHOM);

- KOHKpETHBbIe TpeOOBaHWS COCTABUTENsl TPETEH3WH (TpeOOBaHHE 3aMeHbl HEKauyeCTBEHHOTO TOBapa,
TpeOOBaHHWE YLEHKH TOBapa, TpeOOBaHWE CKHIKU C OOIIEH CTOMMOCTH MapTHH TOBapa, TpeOOBaHUE
pacTop)KEeHUsI KOHTPAKTA WM BO3MEIIEHHS YOBITKOB U 1. ).



TTpUI0KEHUSIMH K TIPETCH3UH MOTYT OBITH TAKHE JOKYMEHTBI, KaK aKT dKCIEPTH3bI, aKT HECOOTBETCTBHSI
TOBapa MO KOJMYECTBY M KAueCTBY, PEKIAMAIIMOHHBIM aKT, TPAHCIOPTHBIC TOKYMEHTBI U Jp., B
3aBHCUMOCTH OT IpeaMeTa npeTen3uu. Hanpumep:

We present you a claim... [penbsasnsiem Bam nperensuto...
In accordance with the above, please B cooTBeTCTBHM € U310KEHHBIM IPOCUM
send us new consignment stock. Bac oTmpaBuTh HaM HOBYIO ITAPTHIO TOBapa

IMucemo — no3apasnenue (Letter of congratulation)

[Tuckma-no3apaBicHUsl HANPABISIOTCS B TOPIKECTBEHHBIX —CiIydyasx: O(MUIMAIBHBIA  Mpa3/HUK,
npodeccnoHaNbHbINA MPa3aHUK, 3HAYUTEILHOE COOBITHE B )KHU3HH JIOJDKHOCTHOTO JIMIIA WM OPTraHU3aliu
(BpydueHHe Harpajibl, F0OWIICH, MPUCYKICHHE TOYETHOTO, HAYYHOT'0 3BaHMUS, CTEIICHH, H30paHue B KaKou-
aubO0 opraH M JIp.), 3HAYMMbIC COOBITHS B YacTHOI *u3HU. [lo3apaBieHus MUIIyTcs Ha OJaHKE MUCbMa
OpraHW3alMy WK Ha CHIENUabHBIX OJIaHKax rmo3japasieHuil. [lo3npaBienne, moroToBieHHOe Ha OaHKe
MHChMa, JOJDKHO COZEpXaTh O(GOPMIICHHBIH B COOTBETCTBHUH C TPEOOBAHMSAMH CTAaHAAPTa PEKBH3UT
«Anpecary. [To3apaieHust MOTyT 0pOPMIIAThCS Ha OyMare pa3IMYHON IIBETOBOW raMMbI C YKPAIICHHSIMH
B BHJIC OPHAMEHTOB U BOJISTHBIX 3HAKOB, UMEIOLICH OOJIBIIYIO TNIOTHOCTD, ¥ BKJIAIBIBATHCS B CIICLIUATBHBIC
manku-ajpeca. B mociemHeMm ciydae IMO3IpaBlICHHE COIEPXKUT TOJBKO OOpalieHWe K JIUIY WU
KOJUICKTUBY. [IpH KOJUICKTHBHOM ajjpecaTe U MpU HAMPABICHUU MHUCbMA-MO3PABICHUS FOPHITICCKOMY
My nopaMuIIbHOE U IOMMEHHOE OOpallleHne He ucnob3yercs. [Iuchma-1mo3apaBieHus BCeria J0KHBI
OBITh MTO/IITMCAHBI.

ITucemo — 6marogapuaocTs (Note of thanks)

[Mucemo-6naromapaocts (61arogapcTBeHHOE NHCEMO) — JEJOBOE MUCHMO, HAIPaBIsIeMOE aapecary
(opranu3anyy, JODKHOCTHOMY JIMIYY WIIM TPaXKJaHUHY) C BBIpQKEHHEM OJIaroJJapHOCTH 32 COBEPIICHHBIC
JeHCTBUS WM OKa3aHHBIC YCIyTH.

ITo cpaBHEHHIO C IPYTMMHU BHIAMH JICJIOBBIX ITUCEM OJIaroapCTBEHHbIC MHChMa O0BIYHO COCTABIISIOTCS B
Oonee ceobonHol popme. KirtoueBbiMu (pazaMu TaKuX MUCEM SIBIISIOTCS:

We thank you for ... brnaromapuwm 3a...

Let me thank you for... [To3BosbTe Bac mobmarogaputs 3a ..

ITucemo-cobone3noranue (Letter of condolence)
[MuceMo-cobone3HOBaHHE — THCHMO, HANpPABIsEMOE B TPArdUeCKUX WM TEUYATbHBIX JKH3HCHHBIX
cUTyanusx (CMepTh, HECUACTHBIN CITy4aid, CTUXHHHOE OeJCTBUE U JIp.) U BHIPAKCHHS yUacTusl:
We regret (We are sorry) to learn from MEI ¢ coxxalleHueM y3Halu U3
your letter of... that... Bamrero nucema ot ..., 9TO...
We express to you our BeIpaxxaem Bam Hamm nckpeHHue
sincere condolences... C00O0JIe3HOBAHHUSL. ..
[Mucemo — m3BuHEeHHE (Apologies)
[MucbMo-N3BHHEHHE — JIEJIOBOE IUCHMO, aBTOpP KOTOPOTO TPUHOCUT W3BHHEHHS ajpecary 3a
NpUYMHEHHBIe HeynoOcTBa. [I1McbMa-u3BHHEHHS, KaK PaBIIIO, HAYMHAIOTCS CIEAYIOMUMH (ppa3amu:
We offer apologies for the delay in [Ipocum u3BHMHEHHS 32 HEKOTOPYIO
answering your letter 3amepxxy ¢ oTBeTOM Ha Barire mucsMo

We apologize for... [NoxxanyiicTa, MpUMHUTE HAIK U3BUHEHHUA 3. ..

Please accept our apologies for...

B cooTBeTcTBHH ¢ TpeOOBaHUSIMU ITHKETA JICTIOBOTO OOLICHUS B THChbME TPeOyeTcsl OOBSICHUTH TIPUYHHY,
MPUBEALIYIO K BOSHUKHOBEHUIO ITPOOJIEMHOM [T apecara CUTyallly, a B KOHIIEe TMChbMa MMOBTOPUTH Bpazy
C U3BMHEHUSIMH, HO HE OyKBaJIbHO, @ B MHOH ()OPMYJINPOBKE.

PexomenmarensHoe ucbMo (Letter of recommendation)

PexomMenmarenbHOE MUCBMO — MHUCBMO, B KOTOPOM JIaeTCs XapaKTepUCTHKA KOHKPETHOTO YelIoBeKa /s
ycTpoiicTBa ero Ha paboTy, o0yuyeHue u ap. PekomenaaTensHble IICbMa BCETAa COAEpKaT O1aronpusiTHbIE
OT3bIBBI O XapaKTEPU3yEMBIX, B CBSI3U C YEM MHOTHE CHELUAIMCTHI 110 YIPABICHHUIO IEPCOHAIOM CUUTAIOT
TaKkde THChMa CYOBEKTHBHBIMH, TeM HE MEHEe, OHM HMEIOT ONpe/eiIeHHOE 3HAauYeHHE NPH OLCHKE
KaHAWuAaTa, MoMoras co3/aTh OOllee MpencTaBlIeHHE O cOHMcKarese. PekoMeHIaTeabHOEe MHCBMO, Kak
[IPaBUIO, MMIIETCS Ha OJaHKe KOMIIAHMU — IOCJIEOHEro Mecta paboThl COMCKATelNs, MOAIHCHIBACTCS
PYKOBOJUTEIEM KOMIAHWW WJIM APYTMM JIOJDKHOCTHBIM JHUIOM. J[JIsl MOTEHIMAIBLHOTO paboTomaTens
pEeKOMeHIaTeIbHOEe MMMChbMO — 3TO, CKOpee, TapaHTUsl TOT0, YTO COMCKATeNlb ACHCTBUTENLHO padoTan B
JaHHOW KOMIIAHWH, BBIIIOJHSUI OTPEAEIECHHBIN KPYyTr 005M3aHHOCTEH M OCTAaBWJI KOMIIAHWIO, COXPAaHHUB O
ce0e xopoliee BreyarieHue. PekoMeHaaTenbHoe MUChMO T0JKHO COCTOATh U3 CIECAYIOLINX Pa3AeioB:



- BBEICHHE, B KOTOPOM KpaTKO W3JIaraloTcsi OOCTOSTENhCTBA 3HAKOMCTBAa aBTOpa IHCbMa C
PEKOMEHIyEeMbIM UM JIUIIOM;

- CBEIICHUSA O PEKOMEHAyeMOM JuIle (CBeaeHus 00 oOpa3oBaHWM, YPOBHE MOATOTOBKH, KBATH(UKAIIUM,
OIIBITC paGOTI)I, JCJIOBBIC U JIMYHOCTHBLIC Ka‘lCCTBa), IIpu 3TOM 0co00 BBIACTAIOTCA TC€ €ro 4YC€pThl U
CHOCOOHOCTH, KOTOpBIE MOTYT OBITH HamOoiee MoJe3Hbl paboTomaTeNio B TOM OpraHM3alud HIIH
JIOIDKHOCTH, Ky/1a CONCKATENh CTPEMHUTCS TTOTACTh;

- 3aKIIIOYMTENILHAS YacTh, B KOTOPOH aBTOP MPOCHT TOIyYaTeNsl 03HAKOMHUTBCS C PE3IOME COMCKATES HITH
€ro KpaTKMMHU aHKETHBIMU JIaHHBIMU ¥ Ha3HAYUTh BCTPEUY Ui COOECEeI0BaHMS;

- KOMIDTIMEHTapHasl 9YaCTh, B KOTOPOU aBTOP BHIPaKaeT CBOIO MTPU3HATEIHHOCTb.

EcTb HeckonbKko oTpacieil NesTeNbHOCTH, IJe PEKOMEHIAIMKA 00s3aTeNbHbl MOYTH 0e3 MCKIIOYEeHUI:
OXpaHHBII OM3HEC, MeJUIKHA, HayKa, paboTa ¢ 1eTbMHU (HSHH, T'YBEPHAHTKH | T.1.). B ocTanbHBIX cirydasx
WCTIOJIh30BaHNE PEKOMEHAATEIBHBIX MTUCEM 3aBHCHUT OT KOHKPETHOM CHUTYaIUH.

Bomnpocs! u 3ananus:

1. IlloaroroBbTECh K 0OCYKACHUIO TEOPETUIECKOTO MaTepHania.

Bunsr nenoseix mucem (OtBeT Ha mpuriamenue. bnaronapctesenHoe nucbMo. Pexnmamanus. Ilperensust.
Hasnauenns nemoBod BcTpeun. [luchma: mpurmameHws, mpockObl, OarogapHOCTH, cOOOIE3HOBaHUS,
CO’KaJeHus1, couyBcTBUS). Peknamanyu u nperen3un. OTBETH Ha pekiamanuu. Kateropuu pexiamanui.
2. BeimonHuTe 331aHNUS U OTBETHTE HA BOIIPOCHL:

1). O3HaKOMHUBIINCH CO CTPYKTYPOI MUChMa U 00pa3amMul ICceM MEXKIYHApOAHOTO 00pa3iia, HAHIITUTe
Ha JIMCTC 6YMaI'I/I PEKBU3UTHI IMUCbMa B MHOPAAKE HX CICIOBAHUA. }IaﬁTe AHTJINICKUE DKBUBAJIEHTHI
Ha3BaHUI PEKBU3HUTOB.

2). Kak HaunHaeTCs 1 3aKaHYMBAETCSI MUCHMO, eCJI ()aMUIIUS U UM aJjpecaTa BaM HE H3BECTHBI?

3). C kakoli IeNpI0 Ha CIEIYIOIICH CTpOKe Tociie OOpaIeHusl CTaBHIICS COKpalieHue Re: W 4To OHO
o0o3Havaet?

3. 3aganus 1 BOTIPOCH! 17151 GOPMHUPOBAHUS U KOHTPOJIS BIAZACHUS KOMIETCHIIMAMU:

Hamummre cBonM nmapTHepam 1o OW3HeCy KpaTKue MIChMa:

- C TIO3/IpaBJICHUEM TI0 IIOBOJIY YCIIEITHOTO YYacTHS B BBICTABKE;

- C BBIpaKEHUEM COOOJIE3HOBAHMS 110 IIOBOY KOHYMHBI T€HEPaTbHOTO AUPEKTOPA;

- ¢ OIaroIapHOCTBIO 32 TIPUEM BalllUX COTPYIHUKOB BO BpeMs U KOMaHINPOBKH;

- C W3BMHEHHEM 32 3aJlep)KKy IIOCTaBKH MPOAYKIWH, BBI3BaHHYIO (HOpC-MaKOPHBIMU
00CTOATEILCTBAMU;

- C TIpUTJIAIICHUEM PUHATH YYaCTHE B TOPKECTBAX 10 NoBoAy 20-netus Bamieit Gupmsl;

- C peKOMEeHIaIMel Ballero KOJUIETH JJIS y4acThs B IEPErOBOPHI MO MHTEpecyIoleil obe Bamm
(upMBI TEMaTHKE.

IIpakTnuyeckoe 3ansaTue Nel2. CiyxeOHble 3a1IMCKH, CO00LIEHUs 10 GaKcy, JJIEKTPOHHAS MOYTA.
OpranuzanuonHas Gopma 3aHATHS: TPAJUIHOHHBINA CeMUHAD.
Henb: ¢dopMupoBaHue y CTYICHTOB pEYEBOH, S3BIKOBOW M KOMMYHUKATUBHOW KOMIICTCHIIMH JIJIS
OCYILIECTBJICHUS JICJIOBBIX KOHTAKTOB.
B pe3ynbraTe 0cBOCHUE TE€MBI CTYIEHT AOJKEH
3HaTh: OCHOBHYIO OW3HEC-TEpMHUHOJIOTHIO, HCIOJIB3yEeMYyI0 TP HANWCAaHWW CIIYy>KEOHBIX 3aIliCOK,
COOOIIEHUI TOCPEACTBOM 3JIEKTPOHHBIX CpPEACTB OOILICHHS; OCHOBHBIC TI'pPAaMMAaTHUECKHE SIBICHUS,
XapakTepHble 17151 IPO(eCCHOHATBHON PEUH; JIEKCHYECKUE U CHHTAKCUIECKHE OCOOCHHOCTH O(QULINaIEHO-
JIETIOBOTO CTHJISI B aHTIIMHCKOM SI3BIKE.
YMETh: ONpEAENSITh CTHJICBYIO NMPHHAIICKHOCTh AHTIUHCKUX TEKCTOB O(UIMAIbHO-AEIOBOTO CTHIIA,
BUJETh XapaKTepPHbIC CTHJICBBIC YEpThl; YUTAaTh OQHUUUAIBHO-AEIOBBIE TEKCTHl PA3IUYHON CTENEHH
CIIO)KHOCTH, CTPOUTH JIMAIOTHYECKYI0O M MOHOJIOTMYECKYIO pedb C HCIOJIb30BaHHEM Haubolee
ynOTpCGI/ITCHBHBIX JICKCUKO-TpAaMMATUYCCKUX CPEACTB B OCHOBHBIX KOMMYHUKATHUBHBIX CUTYyalUAX
odumanbHOro OOLICHNUS; TIOHUMATh JUAJIOTMYECKYI0 1 MOHOJIOTHYECKYIO Pedb [0 U3yYEHHOW TeMe.
AKTyaJTbHOCTh TEMBI: 00yCIIOBIIeHAa HEOOXOIUMOCTRIO OoBaieHus YK-4.
TeopeTuueckas 4acThb:

CoBpeMeHHBIE Cpe/ICTBa MTepeaadr HHPOPMaIIH

1. ®axc (fax, fax machine) cayxur s nepenaun nenoBoi kKoppecnonaeHnuu (business correspondence)
1o TesieoHHOM ceT. B cOBpeMeHHOI J1eI0BO# MpaKTHKE 10 (hakCy 0OBIYHO MMOCHLIAIOT:
— KoMMepueckue npeanoxenus (offers);
— npaiic-nmucthl (price lists);
— pekiaMHbie Matepuaisl (advertising materials);



— npecc-penussl (press releases);

— MUChMEHHBIE 3ampockl (Written inquiries) W T.I., a TAaKXKe OCYMIECTBISIOT TEKYIIYIO MEPErUCKY.
Pasmep (akca OOBIYHO HE MPEBBIIAET OJHOW CTPAHHUIIBI, & €r0 CTPYKTypa COOTBETCTBYET CTPYKTYype
JIETIOBOTO MUCHMA.

@dakchl MOAIIMBAIOTCS B A€N0. X MOKHO MCIOJIB30BaTh B KaueCTBE JOKA3aTENILCTBA MPH pPa3pelIeHUH
MIPOTHBOPEYNH MEX]Ty JICTIOBBIMU TTAPTHEPAMHU.

[Mo akcy 0OBIYHO HE TIepEeIArOTCS:

— OpUrHHaIBl KOHTpakToB (original contracts);

— akkpenutussl (letters of credit);

— cueta-pakTyphl (invoices) W Ap. BaXHBIE MOKYMEHTHI, KOTOPHIC IEPECHUIAIOTCS 3aKa3HBIMU
MUChMaMH JTH00 MEePEIAlOTCs C KYPhEPOM.

2. OnektponHas mouta (E-mail) sBnsercs Hanbojee MOMYJISPHBIM M CaMbIM MPOCTHIM TMPHIOKEHUEM
rI00aTbHON KOMIBIOTEpHOM ceTH Internet, oxBaTwiBarommieit Oonee 100 cTpaH W AECATKA MIULTHOHOB
I10JIb30BATEIIEH.

DJeKTpOHHAs MOYTAa MO3BOJISIET COKPATUTH PAcXobl Ha JOCTABKY IHCEM M OTIPABKY (PaKCOB, a TAKXKe
YIOPOCTUTh OOMEH KOPPECHOHACHIMEeH MEeXIy JeNOBBIMH TapTHepaMu. [JIaBHBIM HEJOCTATKOM
3JIEKTPOHHOI MOUTHI ABJIsETCs cinabas 3aluTa nepeaaBaeMoi 1Mo Hei nHpopMaIuH.

[pocreiimmm pemeHreM ans OONBIIMHCTBA HEOOJBIIMX KOMIIAHMHA M OW3HECMEHOB 3alaJHBIX CTPaH,
MO3BOJIAIONICE MM TIONYYUTh JOCTYH K Internet, SIBISIOTCS KOMIIbIOTEp ¢ MoaeMoM (modem) wu
kommytupyemoe (dial-up) coemuuenme c y310BbIM KommbioTepoMm (host) mo TenmedoHHON nHMHUM.
Bo3MmoxHOCTB TOmacTe B ceTh, HaOpaB HoMep TenedoHa Y3JI0BOTO KOMIIBIOTEPA, HEMOCPEACTBEHHO
BXOJISIIIIET0 B Internet, Mpe0CTaBISIOT MECTHBIC MMOCTABIIMKY CETEBBIX YCIyT (service providers).
TexHUYeCKH OSIEKTPOHHAs TOoYTa — OOMEH IU(PPOBBIMH COOOMICHUSIMA MEXIy aJpecaMd BHA
[monib30BaTeb (@[ uHTEpHET-TIpOBaiiAep].[ 1oMeH]. JJoMeH — CoKpallleHre CTPaHbl WK OPraHU3allMOHHOTO
tuna (00bIYHO com).

Tuns! opraam3anuii. AHTIIOTOBOPSIIKE (0COOEHHO aMEPUKAHCKHUE) TPEATIPUATHS IMEIOT PO(HUIBHBIC
noMmeHbl. Anpec biff@math.utoronto.ca Oyner 03Ha4aTh, 4TO €ro Mojb30BaTellb, I-H budd, padoraer Ha
Mmardake TOpoHTCKOTO YHUBEpCHUTETA.
com  KOpropamus
edu 00pazoBaTeIbLHOE YIPEKICHHEC
gov MPaBUTEIbCTBEHHBIN OpPraH
mil BOCHHOE BEIOMCTBO
net WHTEPHET-KOMIIaHUS
org opraHu3arus
[ITanka 27E€KTPOHHOMN MTOYTHI
JlenoBbie cOOOIIEHNST HAYMHAIOTCA CO CTATHUCTHKH: to (IoiydaTtenb), from (OTHpaBUTENb) WU WHOTIA CC
(xormmn). CkpbITEIE KONTUH 0003Ha4YaI0TCs Kak bee. ['maBHOe — subject (Tema) kak 3aronoBok nmucbma. OHa
JOJDKHA TOYHO OMKCHIBAaTh copepkanne. CpouHble COOOIIEHUST MOXKHO MTOMEYATh KPACHBIM (DIaKKOM.
D-1I0YTOBOE BCTYIUICHUE
JenoBrie cooOmmeHus HaunHaroTces ¢ Dear... u 3akanunBaroTcst Best wishes nm (Best) regards. B Tekcre
aBTOp YTO-TO YTBEP)KAAeT, COOOIIAET, CHpalIWBaeT, OTBEYaeT, oOCyxknaer, mpocut... CyTh ciemyer
u3Jarath B IEpBOM ad3arle.

[Mpumepst HopMaTbHOTO BCTYIIICHUS:

Following our meeting / phone conversation, ... B npomomkenue Haliel BCTpeyr/ eperoBopa, ...
With reference to ...  Co ccbuikoii Ha ...

Regarding our ... OTHOCHUTEIBHO ...

I’m writing to confirm ... [Tuiry moaTBEPAUTS ...

Te3uckl 4yacTo MU3MaraloT MOPSIKOBBIM CIHCKOM, a MIOAPOOHOCTH MPHIIAraroT.

D-1OoYTOBOE 3aBEPIICHIE

IIpumeps! hopMaTbHBIX 3aBEPIICHUMN:

For additional information, please ...  3a moaApoOHOCTAMHU, MMOKATYHCTA, ...

We look forward to doing business with you  Byzaem paapl coTpyAHUYECTBY C BAMHU

JlenoBbie cOOOIIEHNUS TOKE CO/IEpKaT OJIOKU TOITUCH (MMsI, TOJKHOCTD, TelredoH, dake, anpec), HO Jalie
OTPaHUYMBAIOTCS JIMINL YKa3aHWEM aBTOpa. JIMIMIHUM OyleT W TOBTOPATH YXKE aBTOMATHYCCKH
NPUCBAMBAEMBIN SJICKTPOHHBIN ajpec.

CokpaliieHusl, UCIOJIb3yeMbIe B JICKTPOHHBIX MTHCbMaX



AAMOF As A Matter Of Fact B cymHocTH
AFAIK As far as [ know HACKOIIBKO S 3HAIO
BTW By The Way  kcratu

CU see you yBUIUMCS

F2F  face to face HaeJIuHe

FOAF Friend of a Friend W3 TPETHUX PYK

FYA For Your Amusement «x Bamieil paocTu

FYI  For Your Information « Bamemy cBeIeHHIO
HSIK How Should I Know? monsaTHS HE nMer0

IMO In My Opinion mo MoeMy MHEHHIO

IMHO In My Humble (Honest) Opinion 10 MOEMY CKPOMHOMY MHEHUIO
IOW  In Other Words nabiMu ciioBamu

IWBNI It Would Be Nice If  xoporio 65

KIS  Keep It Simple rosopu mporie

NRN No Reply Needed OTBET HeoOs3aTeeH
(ON) Operating system olepalroHHAas CUCTEMA
OTL  Over The Line cBepx MojoXeHHOTO

OTOH On The Other Hand ¢ gpyroii cTopoHBI

R Received MOJTy4eHO

TFS  Thanks For Sharing cracu0o0 3a CCBUIKY
TIA  Thanks in Advance 3apaHee OyarogapeH
WOBTAM Waste of Bloody Time and Money IOTepsi BPEMEHU U JICHET
WRT With Respect To C YBOKCHHEM K

Bompocs! u 3ananus:
1. TToAroTOBBETECH K OOCYKICHUIO TEOPETUUCCKOTO MaTepHaa.
[Ipaeuiia opopmiteHus ciyxeoHoi 3anucku. CocTapistonine GakcoBoro coodieHus. [IpaBuia HanmucaHus
ANEKTPOHHOTO coobuieHus. COKpalleHus], HCIIONb3yeMbIE B DIIEKTPOHHBIX COOOLICHUSX.
2. Beimonaure 3agadus:
1). CocraBpTe (hakc ¢ COOOIICHHEM O IEPEUYHCICHUU IEMO3UTa 3a MPOKHMBAHUE B TOCTHHHIIC BaIIHX
YYaCTHUKOB KOH(QEepeHIINU (pUpM- TapTHEPOB, a TAKXKE O JaTe X NMpUOBITUS Ha KoH(pepeHuuto B [Ipary.
2). Hanmmwmte cooOrieHre Mo 3JIeKTPOHHON MOYTE ¢ MPOCKOO0H PacCMOTPETh BOZMOKHOCTD O BBIICICHUU
BaMm ¢uHaHCOBOI MOMOIIY TSl yYacTUsl B CHMIIO3UyME, OPTKOMUTET KOTOPOro otoopan Barr qokman aist
BBICTYIUJIEHUS B OJTHOM CEKIIUH.
3). CocrtaBbTe (hakcoBOe COOOIIEHHE OPraHU3allMOHHOMY KOMUTETY TOPTOBO-IIPOMBILIIICHHOW BBICTABKH
¢ pocb0oii 3a0pOHUPOBATH 7 OJHOMECTHBIX HOMEPOB B TOCTUHHIIE JUIS YWICHOB Balllei TPYIIIBI U3 pacueTa
He Oonee 50 mommapos CIIIA B cyTkH Ha 4enoBeKa.
4). [lonTBepAnTE MO JACKTPOHHOH MOYTE MOTyueHHE HHPOPMALIUHU OT MAPTHEPOB MO Ou3Hecy 00 OTIpaBKe
napTuu rpy3a. He 3a0yabTe 3amomHUTE CTPOKY «TeMa COOOIIEHHS.
5). CoobmuTe mapTHepaM IO OM3HeCy 00 M3MEHEHWH BaIllero 3JIEKTPOHHOTO ajipeca ¢ 1-ro dmcria
CJICAYIOIIET0 MEcsIa B CBSI3U C peopraHu3alreil yeIyr TeeKOMMYHHKALMH 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 Paraffin Wax:

Grade A = Melting point 52 -54 C

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

Yours faithfully

J. Smith
Encl.

4. Dear Mr. Marinin:
I am a first-year student in the M.B.A. program at the Wharton Business School in Philadelphia.
I understand that you are heading the independent Russian airline. | have heard from my friend Mr. Bill
Eastman, a student at Duke University's 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. [ am very interested in the possibility of
such an internship during the summer of 2013.
My professional experience has given me an in-depth knowledge of the air transportation industry. I have,
in particular, worked for American Airlines, the Federal Aviation Administration, and Kurth&Company,
Inc., an aviation consulting firm where I was Manager of Airline Analysis. My responsibilities included
the study of schedules, fares, equipment selection, and financial results. Notably, 1 prepared numerous
feasibility studies for both jet and turboprop routes, including passenger and cargo flights, for proposed
transatlantic and transpacific services.
I wish to place this experience at the disposal of your airline. I believe strongly that my knowledge of the
deregulated air transportation industry in the United States could be quite beneficial to your carrier.
I have enclosed a copy of my resume. If my background and qualifications are of interest to you, please
telephone me on (2 IS) 748-3037. I would be interested in meeting you in mid-April in New York to discuss
further the possibility of such a summer position, and your requirements.
I look forward to hearing from you soon.

Yours sincerely,

Marie Diamond
5. Dear Sir,
We read your advertisement in the 'Pet Magazine' of 25th December. We are interested in buying your
equipment for producing pet food. Would you kindly send us more information about this equipment:
— price (please quote CIF price)
— dates of delivery
— terms of payment
— guarantees
— if the price includes the cost of equipment installation and staff training.
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 ycioBusax CIF, Capatos;

— neHa 60 1oIapoB 3a eAUHUILY TOBapa,

— LIBET: YEPHBIN, CEPbII U CUHU;

— pasmepsl: L u XL;

— ¢opma orara: O€3HATUYHBIN pacyer.

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

6. Write in English the letter-advertising of your goods with enclosure of price-list and catalogue.
7. Write in English the letter-claim due to payment delay.

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

- OIHMIIATE OCHOBHBIC TEXHHUYCCKHE XapAKTCPUCTHKU H3MCNHU, KOTOpbIC MPOM3BOIUT JIHOO
JHUCTPUOBIOTOPOM KOTOPBIX SIBIsIETCsl Bara koMmaHus;

- OTMETHTE TE€ OCOOEHHOCTH HSI[eHHﬁ, KOTOp&BIC, 110 BameMy MHCHHIO, BBII'OJHO OTJIIMYAKOT UX OT
AHAJIOTMYHBIX TOBApOB Bammx KOHKYpEHTOB;

- yKaXUTe, Ha KaKoil CPOK CIyObl paccuMTaHbl Bammm u3menus, KakoBa MPOAODKHTEIBHOCTH
rapaHTUMHOIO CpOKa, Kakyl MOJJEpKKy Bailla KoMmaHusi OKa3bIBaeT I0JIb30BaTENAM ITHUX HW3JEIIUH,
CKOJIBKO M3/ICJIMI U B KaKue CpOKH Baiia koMIaHusi roTOBa MOCTaBUTh MOKYIIATEIIO.

IMpakTnyeckoe 3ansitue Nel3. BponupoBanue mect B roctunnie. BpoHupoBanue 6uiieToB A5
nyTemecTBH M.

Opranmzanonsas Gopma 3aHATHS: TPaJUIUOHHBIH CEMUHAD.
ens: dopMupoBaHUE y CTYICHTOB pPEUYEBOU, SI3HIKOBOM MW KOMMYHHKATHBHON KOMIICTCHIIMH IS
OCYILIECTBJICHUS JIEJIOBBIX KOHTAKTOB.
B pesynbrare 0cCBOSHHE TEMBI CTYICHT JIOJKEH
3HATh: OCHOBHBIE IPaAMMATHYECKHUE SIBIICHHS, XapaKTepHBIE sl MPOGECCUOHANBHON Pevr; JEKCUIeCKUE 1
CHHTaKCHUYECKHE 0COOEHHOCTH O(UIMATbHO-EIIOBOTO CTHIIS B aHTJIMHCKOM SI3bIKE.
YMETb: ONPEJICNIATh CTWIEBYIO NPHHA/UICKHOCTh AHIVIMICKAX TEKCTOB O(HINAIBHO-IEIOBOTO CTHIIS,
BU/IETh XapaKTEpPHBIE CTHJIECBBIE YEPTHI, YNTATh O(UIMANBHO-IENOBBIE TEKCTHI PAa3IMYHON CTENEeHU
CIIO)KHOCTH;, CTPOUTH JHAJIOTHUECKYI0O M MOHOJIOTMYECKYI0 pedb C HCIOJb30BaHHEM Haubolee
YIOTPEOUTENBHBIX JIEKCUKO-TPAMMATHYECKUX CPEACTB B OCHOBHBIX KOMMYHHUKATHBHBIX CHUTYalHsX
o(UIHATEHOTO OOIEHNS; TOHUMATh JUAIOTHYECKYI0 1 MOHOJIOTHYECKYIO pedb 10 N3Y4EeHHOH TeMe.
AKTyaJIbHOCTh TEMBI: 00YCIIOBJIEHA HEOOXOIUMOCThIO oBnaeHust YK-4.
TeopeTrnueckas 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

- 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

- [ am sorry. A guest is waiting for me.

- I am sorry to have kept you waiting, sir

- I am sorry. The house is fully booked

7. Answer to apologizing:

- It is OK

- No problem

- No problem at all

- That is all right

- It does not matter

- It is nothing

8. Thanking any one:

- Thank you

- Thank you very much

98]



Thank you for telling us
Thank you for your compliment
Thank you for coming
Thank you for calling
Thank you for waiting
Thank you for being so understanding
That’s very kind of you
Thank you very much
. Answering Thanks:
You are welcome
It’s my pleasure
My pleasure
With pleasure
Thank you

10. Assuring your guests:

1

Don’t Worry, sir
Take it easy
Don’t worry, madam. We’ll see to it
Don’t be afraid sir
I’ll look into the matter
I’ll be with you in a moment
It won’t be too long, sir
Please take it easy, madam
1. 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):

1

I will try my level best, but can’t guarantee you, sir
[ 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
5. 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. IloaroroBeTECh K 0OCYKACHUIO TEOPETUIECKOTO MaTepHana.
Iepenuicka 1o opraHu3anuu pasMmeineHus. YacTHbIN 3anpoc 0 OpPOHHPOBAHHMHM MECT B TOCTHHHIIC.
KopmopatuBHEIi 3ampoc 0 OpOHUpOBaHMHM MECT B roctuHHIE. IIpockba o pe3epBupoBaHWU OWieTa Ha
camouteT. [Ipocsba o pesepBupoBaHny OMIeTa Ha MMoe3, mapoxol. [lepenucka Mo opraHU3ayy MOE3/AKH.

2. IIpounTaiite U nepeBeaUTe AUAJIOT.

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

Guest: “I want to make a reservation”

Agent: Ok sir. How should I address you?

Guest: [ am Robert Temple.

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

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

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

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

Agent: How should I spell your name sir?

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

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

Guest: Yes, you are right.

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

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

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

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

Guest: Yes, that’s great.



Agent: OK sir. For transportation facility, both fax or telephone and credit card guarantees are required.
Once we received confirmation from you, our concierge will contact you and make all the arrangements.
Agent: So, Mr. Temple now I am going to repeat your reservation details. You like to be checking in on
XXX and your checking out date is XXX. You preferred non-smoking, twin bedded supreme room for you
and your family. Room rent is XXX US$ per night which included complimentary breakfast. You also pay
in advanced for transportation service. Your confirmation number is XXX.

Guest: Yes, you are right.

Agent: Thanks you, Mr. Temple for choosing XXX hotel. Certainly you take the right decision. So, Mr.
Temple see you on XXX. Have a nice day.

3. IlepeBenute Boipaxkenus. [loctpoiite Auanoru, MCHoONb3ys NaHHbIE (Qpasbl.

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?

IIpakTuyeckoe 3ansaTHe Nel4. IleperoBopsl Kak gejioBasi KOMMYHHKAIUS.
Opranmzanonsas Gopma 3aHATHS: TPaJUINOHHBIH CEMUHAD.
Henb: ¢opmMupoBanue y CTYIEHTOB pPEYEBOM, S3HIKOBOH W KOMMYHHKATHBHON KOMITETCHITUH JIJISI
OCYILIECTBJICHUS JICIIOBBIX KOHTAKTOB.
B pe3ynbrare 0OCBOSHHE TEMBI CTYICHT JIOJKEH
3HaTh: OCHOBHYIO OHM3HEC-TEpMHHOJIOTHIO, WCIIOJB3YeMYyI0 NpPH BEICHHH IIEPETOBOPOB; OCHOBHBIE
rpaMMAaTHYECKHUE SIBICHHS, XapaKTEePHbIE LISl MPOPECCHOHAILHON PeUr; ICKCHYECKHE U CHHTAKCUUECKHUE
0c00eHHOCTH O(UIMATBHO-ETIOBOTO CTHIIS B aHTIIMHCKOM SI3bIKE.
YMETb: BECTH II€PETOBOPBI; ONPENEIITh CTHICBYIO MIPUHAICKHOCTh aHTIIMHCKUX TEKCTOB O(HIIHAIBHO-
JIETIOBOTO CTUJISA, BUIETh XapaKTEPHbIE CTHUIIEBBIC YEPTHI; YATATh OQHUIINAIEHO-/IECTOBBIE TEKCThI Pa3IMIHOM
CTETIEHH CJIOKHOCTH; CTPOUTH AMATOTUYECKYI0 M MOHOJOTHYECKYIO Pedb C MCIOJb30BaHHMEM Hambolee
YIIOTPEOUTENBHBIX JIEKCHKO-TPAMMAaTHYECKHX CPEICTB B OCHOBHBIX KOMMYHUKATHBHBIX CHTYallHsIX
oHIIIATEHOTO OOIICHNUS; TOHUMATh TUATIOTHYECKYI0 K MOHOJIOTHUYECKYIO PeYb MO U3YYCHHOW TeMe.
AKTyaJIbHOCTh TEMBI: 00YCIIOBIIEHa HEOOXOTUMOCThIO oBnaaeHust YK-4.
Teopernueckas yacThb:

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.

Bormpocsr u 3aganus:

1. IToaroToBBTECH K OOCYKICHUIO TEOPETUUECKOTO MaTEpHaa.

OcHoBHblE (QYHKIMHM U TOAXOABI K IEPEeroBOpHOMY Imporeccy. CTpaTerHuecKhe LeNd W MPHHLIHIIEI
BEJICHUS MEPEroBOPOB. DTalbl U TAKTUYECKUE NMPUEMBI BEJICHUSI MEPErOBOPOB. 3aBEpILICHUE Ipoliecca
[IEPETOBOPOB, PE3YIIbTATHI U aHAIU3.

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.

IIpakTHyeckoe 3ansTHe NelS. IIpoBenenne npe3eHTaNUi M BBICTYIJICHHH.
Opranmzanonsas Gopma 3aHATHS: TPaJUIUOHHBIA CEMUHAD.
ens: dopMupoBaHUE Y CTYICHTOB pPEUYEBON, S3BIKOBOH W KOMMYHHKATHBHON KOMIICTCHIIMH IS
OCYHICCTBJICHUA JCJIOBbBIX KOHTAKTOB.
B pe3ynbrare 0CBOSHHE TEMBI CTYICHT JIOJKEH
3HaTh: OCHOBHYIO OM3HEC-TEPMHHOJIOTHIO, MCHOJNB3yEMYIO0 NPHU TPOBEICHUHU TPE3CHTALMHA U JIEIOBBIX
BBICTYIUICHUH; OCHOBHBIE T'paMMaTH4eCKUE SIBJICHUS, XapaKTepHble UIS NPO(EecCHOHAIbHON pedH;
JIEKCUUYECKHE M CHHTAKCUYECKHE 0COOCHHOCTH O(UIMAIEHO-ETIOBOTO CTHIIS B QHTTTMHCKOM SI3BIKE.
YMETb: TPOBOJHTH IPE3EHTAIIMH W JIeJIOBBIE BBICTYIUICHHS; ONPENEISATh CTHIECBYIO NMPUHAIICKHOCTH
AHTIIMHCKUX TEKCTOB O(bl/IHI/IaIH)HO-JJ;eHOBOFO CTUJIA, BUACTH XapaKTCPHBIC CTUJICBBIC YC€PThI; YUTATH
O(UIMATBHO-IETIOBBIE  TEKCTHl  PA3JIMYHOM CTENIEHM CJIOKHOCTH; CTPOUTh  JHAJIOTHYECKYIO |
MOHOJIOTHYECKYI0O pedb C HCIIOJIb30BaHMEM HaMOoJiee YIOTPEOMTENBHBIX JICKCHKO-IPAMMATHYECKHX
Cp€ACTB B OCHOBHBIX KOMMYHUKATUBHBIX CUTYAaIIUAX O(bI/IHI/IaJ'IBHOFO O6HICHI/I$[; MMIOHUMATh JUAJTOTUYECKYTIO
Y MOHOJIOTUYECKYIO PEUb 10 U3yUYEHHOHN TEME.
AKTYyaJIbHOCTb TEMBI: 00yCIIOBIIEHa HEOOXOIUMOCThIO oBnaaeHus YK-4.
TeopeTuueckas 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 ‘I am listening’. But American and British use “Yes” to mean ‘Right” From above it is clear that there



are lots of cultural differences to affect communication. We should understand the cultures and modify our
communication to address our receivers of different cultures.

Bomnpocs! u 3ananus:

1. [ToaroroBbTECh K OOCYKICHUIO TECOPETHUECKOTO MaTepuaa.

IIpencrasienue ceds B MEKKYIbTYPHBIX KOMMYHHKAIUAX. PEKOMEHIAINHU MO TIOATOTOBKE MPE3CHTAIIUH
n BeicTyUleHUs. CTpykTypa mpe3eHTanuu. BerymneHue, mpeicTaBieHWE NPOoOJeMbl, OOBSCHEHUE
CYIIIHOCTH TPOOJIEMEI C OMOPOI Ha WILTIOCTPALINH, MPEITOKEHHSI 110 PEIIeHUI0 MPoOIeMbl, 00001IeHHE,
3aKJIIOUCHUE.

2. [IpouwnTaiite, IEPEBEAUTE TEKCT U3 TCOPETUUECKON YaCTU U BHITIOTHUTE CIICTYIOIINE 38 TaHUS

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. TesepoHHbIe pa3roBopsbl. JieKTPOHHBbIH oduc. UHTepHeT.
Opranuzainonsas Gopma 3aHATHS: TPaJUINOHHbIH CEMUHAD.
Henb: ¢dopMupoBaHue y CTYICHTOB pEYEBOM, S3BIKOBOW M KOMMYHUKATUBHOW KOMIICTCHIIMM JIJIS
OCYILIECTBJICHUS JIEJIOBBIX KOHTAKTOB.
B pe3ynbrare ocBOSHHE TEMBI CTYICHT JIOJKEH
3HaTh: OCHOBHBIE TPaAMMAaTHYECKHUE SIBICHHS, XapaKTEepHBIE JJIsl TPOGECCUOHANBHON PeUr; JEKCUIECKUE 1
CHUHTaKCHUYECKHE 0COOEHHOCTH O(UIIMAIbHO-IEIOBOTO CTHIIS B aHTIIMHCKOM SI3BIKE.
YMETb: BECTH Tele(OHHBIE MEPErOBOPHI; ONPENENATh CTHIEBYIO MPUHAICKHOCTh aHTIIMHCKIX TEKCTOB
o(pHIIATEHO-IEIOBOTO CTWJISI, BHJETh XapaKTEpHBbIC CTHIIEBbIC YEPThI, YATATh O(UIHATHHO-JEIOBEIC
TEKCTBl PAa3MYHONW CTENEHW CIIOKHOCTH; CTPOUTH JUANIOTHYECKYI0O M MOHOJIOTHYECKYI0 pPEYb C
UCIIOJb30BaHUEM HauOoJiee YIOTPEOMTENBHBIX JICKCHKO-TPAMMATHYECKHX CPEACTB B  OCHOBHBIX
KOMMYHHUKATUBHBIX CUTYaLMSIX OQUIIHATBHOTO OOIIEHNS; TOHUMATh JHAIOTHYECKYI0 ¥ MOHOJIOTHYECKYIO
peYb 0 U3YYEHHOU TEME.
AKTyaJIbHOCTh TEMBI: 00YCIIOBIEHa HEOOXOTUMOCThIO oBnaaeHus 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. I OBl XOTeld MOTOBOPHUTH C T-HOM ['pHHOM,
noxainyicra!

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

Could you put me through to Mr. Green, please? — CoenuHuTe MEHSI, MOXKAIYHCTa, ¢ T-HOM [ puHOM.
Who's this, please? — Kto y Tenedona?

Who's speaking? — KTo roBoput?

Mr. Green speaking. — ['oBopuT r-H I'puH.

Is that Mr. Green? — Oto r-1 ['pun?

Speaking. — Cirymato.

You've got the wrong number. — Brl omubaucs HoMepom.

Sorry, you must have the wrong number. — Mi3Bunute, Bbl, 10IKHO OBITh, OIIUOIUCHE HOMEPOM.

It's the wrong number. — 910 He TOT HOMeEp.

Sorry to have bothered (troubled) you. — M3BunmTE 32 6ECITOKOHCTBO.

The line is engaged/busy/occupied. Can you hold on? — Homep 3anst. Bel MokeTe HE  BemiaTh TPYOKY?
The line is dead. — JIunus HeucnpaBHa

The line is clear. — JIuausa cBo6oana

I'll see if he is in. — I mocMOTprO, HA MECTE JIK OH.

I'm afraid he's out at the moment. — [1o Mmoemy, ero ceiiuac Her.

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

Will you leave a message? — [lepenats emy 4T0-HUOY b ?

Could you take a message? — Bbl He MorJIn OBI IepeiaTh €My KOe-4TO?

telephone / switchboard operator -tenedonncr(ka)

telephone charges / bill — urara 3a TenedhoHHBIE Pa3roBOPHI



pick / take up the receiver — cHATBH TPyOKy

ring off / hang up- monoxute TpyOKy

hold the line / wire — He KITaguTe TPYOKY

to ring smb back — nepe3BoHHTH

to answer a call — oTBeuaTh Ha 3BOHOK

to make an appointment — Ha3Ha4aTh BCTPEUy (JIETOBYIO)

receptionist — cekperapb (BEAyIIMIA TPUEM MTOCETUTENEH ); pErUCTPaTOpP; aIMUHUCTPATOP CIYKOBI IpreMa
U pa3MeleHus (B TOCTHHUIIE)

Bomnpocs! u 3ananus:

1. [TonroroBbTECh K OOCYKICHUIO TECOPETHUECKOTO MaTepuaa.

IMoarororka k TenegoHHOMY pa3roBopy. Kak oTBeTHTh Ha 3BOHOK. Kak MpHHATH U MepeiaTh COOOIICHHE.
Kak mepecnpocuts. [lonesnbie BoipaskeHus Tt TeneGOHHBIX pa3roBopoB. Kak ocTaBuTh COOOILICHHE Ha
aBTOOTBETUMKE. BBIOOp CTHIIA 0OIIEeHUS B TejaeOHHOM pa3roBope. MIHTEpHET B JKU3HU COBPEMEHHOTO
o01ecTBa U B OU3HECE.

2. BeimmonunTe 3a1aHus:

1) OcraBbTe cOOOIIEHUS HA aBTOOTBETYMKE CBOUM ITaPTHEPAM 10 OU3HECY B CIEAYIOMINX CUTYalUsIX:

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

1. you are calling to confirm your arrival time;

you are calling to ask their parking lot location;

you are calling to invite them to a press conference;

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

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

e

3. Respond to the requests according to the model

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

Make an appointment with Mr. Banes, please.

Type the minutes, please.

Find that file for me, please.

Switch off the computer, please.

4. Say that you have already done something

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

I'm correcting mistakes in the protocol.

I'm cleaning the desk.

I'm sending a telex.

I'm watering the flowers.

5. It's 12 o'clock now. Say what Miss Flipps has already done today and what she is only going to do.

6. Translate and learn the following conversations:

1) - [ hear you are going to work in a joint venture. Have you already learnt English?
— Unfortunately I'm only just learning English. 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) Muctep Kmuddopa tompko uro monpocun CHUHIM HCHpPaBUTH OMIMOKK B mporokone. OHa B3sia
NpPOTOKOJ U unTaet ero. OHa y)e 3aMeTHjIa U UCIIPaBUIIa IBE OLIMOKH.

0) S cobuparoch paboTaTh Ha COBMECTHOM mpeanpusaTuu. [losTomMy s JOKHA TOBOPHUTH IIO-
aHTIIMKACKY. S OBI XOTeIa TOBOPUTH MO-aHTIuicKH O0erio. Ho s Tonpko Havanza n3ydaTh 3TOT s3bIK. Ceifuac
s TOBOPIO Ha HEM IIJI0XO.

B) - Amo!

- N3BunMTE, HE Bemaiite TpyOKy, moxaiyiicra... Cekperapps mucrepa Kimddopaa cnymaer.

- Mucrep Kimuddopa nmpocun menst mo3BoHnTh. Most pamunust CBEHCOH.

- Mucrep Cencon u3z Hopserun?

-Jla, npaBUIIBHO.

-Mucrep Knuddopa oxunaer Bam 380HOK. CoeTuHSIO.

T) - A0, MO’KHO TTOTOBOPUTH ¢ MUCTepoM JIMHI0OHOM?

- K coxanenuto, ero ceituac HeT. MOKeT OBbITh, BBl XOTHTE €My YTO-HUOYAb IiepenaTs?

-Jla, noxanyiicta. Y MeHsd Ha3Hau€Ha C HUM BCTpeya 3aBTpa B 3 yaca, HO s He

cMory npuidtd. He cMor ObI OH CO MHOM BCTPETHTHCS mocie3aBTpa? S o3BOHIO

CETO/IHS BEYEPOM.

- A MoxHO y3HaTh Baie nmsa?

- O, u3Bunute. Mucc Kasana u3 Kanajel.

- 51 nepenam emy Bamry npocr0y, mucc HBane.

1) CoBMecCTHBIE MpennpusiTHI Ha TeppUTOpur Poccuu — 3TO mMpennpusaTHs X y4acTHEM POCCHHUCKUX H
3apyOeKHBIX TapTHEpOB. Jloysi poccuiickoro kamuTajia MOJDKHA OBITh He MeHee 51 mpomenrta. Takwe
OPEANPHUATUS. TIOMYMHSIOTCS POCCHHCKOMY 3aKoHoJarenbcTBy. OHHM  ToanexaT 00s3aTelbHOMY
CTPaxOBaHUIO, BBHIIUIAYHMBAIOT HAJIOTH, 00ECIIEUNBAIOT YCIOBUS TPYJa, OIJIATy M COLMANbHBIC TapaHTUH
CBOUM CIyXaIl[1M.

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 3ansaTue Nel7. Padora ¢ ncrounukamMu nHGoOpManuM (TeKyIeil mpeccou,
NHCbMaMHU, TeJlerPaMMAaMU, PEeKJIAMHBIMM NPOCIEKTAMU).

OpranuzanyoHHas Gopma 3aHATHS: TPAAUIHOHHBIA CEeMHHAp.
Henb: ¢opmupoBanue y CTyISHTOB DPEUYEBOH, S3BIKOBOM M KOMMYHHMKATHBHON KOMIIETCHLUH IS
OCYILIECTBJICHUS JI€JIOBBIX KOHTAKTOB.
B pe3ynbTaTe 0OcBOGHHE TEMBI CTYIEHT JOJKEH
3HaTh: OCHOBBI paOOTHI C pa3IMYHBIMH UCTOYHHKAMU HH(OpMAINK; OCHOBHBIE TPAMMAaTHYECKUE SABIICHNS,
XapaxkTepHble 17151 MPO(EeCCHOHATBHON PEUH; IEKCHUYECKUE U CHHTAKCHUYECKHE OCOOCHHOCTH O(QHLINATBEHO-
JIEJIOBOTO CTHJISL B @HIJIMHCKOM SI3bIKE.



yMeTh: 00pabaThiBaTh pa3NHUYHbIE UCTOUYHHKH WHGPOPMAIIUH, YUTATh OQHUIMATBHO-ICIOBBIC TEKCTHI
Pa3UYHON CTENECHU CIOXHOCTH; CTPOUTh TUATIOTHUECKYI0O M MOHOJIOTHUYECKYIO PeUb ¢ UCIOIL30BAHUEM
Hanboliee YMOTPEOUTENBHBIX JIGKCHKO-TPAMMATHYECKHX CPEJCTB B OCHOBHBIX KOMMYHHKATHBHBIX
CUTYyanusax oGUIHATEHOTO OOIIEHHUS; TOHUMATh JUATOTHIECKYIO U MOHOJIOTHYIECKYIO PeUb 110 H3yUEHHO
TeMe.
AKTyaJTbHOCTh TEMBI: 00yCIIOBIIeHAa HEOOXOTUMOCTRIO oBaneHus YK-4.
TeopeTuueckas 4acTb:

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. Y ou should always look fresh, and use just a little perfume."
NOTES ON THE TEXT
characteristics [kaerikto'ristiks] — xapakTepHbie 4epThl, 0COOEHHOCTH
loyalty — BepHOCTB
trustworthy ['trAstwo:01] — HaJIC)KHBIH, 3aCTyKUBAIOIIUN JOBEPHS
relationship — oTHOIIEHUS
involve — BoBeKkats (3a coboih)
responsibility — 0OTBETCTBEHHOCTh
conscientiousness [kon[i'enfosnas] — 106pOCOBECTHOCTH
prompt — oriepaTHBHBIHN, OBICTPHII
flexible — yierko mpucnoOCcadIMBArOIINIACS, THOKHI
confidentiality [konfiden[i'eloti] — KOH(UIEHINATBHOCTE
key factor — ocHOBHOI#1 pakTop, KIItOYeBOH hakTop
be dedicated ['dedikeitod] — OBITH TIpeTaHHBIM



initiative [i'nifotiv] — vaMIMaTHBA

act — IeficTBOBATH, MOCTYMATh

handle — cripaBnsTECS

summary — KpaTkoe U3JI0KeHHE

take minutes — BeCTH MPOTOKOI

professionalism [pro'fef(o)nalizm] — npodeccuonanusm
tense — HaPsYKEHHBII

work under deadline pressures — paboTaTh HaIPSKEHHO, C YYETOM CPOKOB
be of great value ['valju] — ObITh IEHHBIM

presentation [prezen'teifn] — ymenune ce6s npenoanecTu
appropriately [o'proupriatli] — cooTBeTCTBYIOIUM 00pa3oM
deal with — umeTs memo (¢ YeM-Tu00, KeM-1100)

input on the computer — BBOIUTH TaHHBIE B KOMIILIOTEP
incoming mail — BXozs1mas noyra

walks of life — cdepsl xuznu

outnumber — MPEBOCXOIUTH YHCICHHO

get through — 103BOHHUTHCS

annoy — pa3/ipaxarb

frustrating [frAst'reitin] — paccTpauBaromui, pa3apakaroinii,
attire [o'taio] — Hapsm, omexmaa

immaculate [i'makjulot] — 6e3ynpeunsit

jewelry ['d3u:alri] — roBenupHbIe U3AETHS, YKPALLICHUS
well-groomed — yXoXeHHBIIH

necklace — oxeperbe

match — DoAXOIUTh

nail-varnish ['neilva:nif] — nak nus Horrei

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.

Bormpocsr u 3aganus:
1. IToaroToBBTECH K OOCYKICHUIO TEOPETUUECKOTO MaTepHaa.

2. Make a list of things a secretary does.
Add your ideas to those in the text . A secretary looks through the mail,...,..., ...

3. Change the text to describe what Cindy did yesterday. Start your story with: "Yesterday Cindy came to
the office...."

4. Express your surprise about
a) what is said in the text Model: Does Cindy really come to the office at 9 o'clock?
b) what Cindy did yesterday Model: Did Cindy really come to the office at 9?

5. Ask for additional information about the time

a) of the actions in the text

Model: When does Cindy type letters?

She types letters when Mr. Clifford asks her to do it.

In your answers use: every day, in the morning, usually, when it is necessary, when she has time, at 5
o'clock, etc.



b) of Cindy's past actions
Model: When did Cindy type that letter? She typed it on Monday. In your answers use: the day before
yesterday, two hours ago, last week, last month, on the 8th of June, when Mr. Clifford was away, etc.

6. What does Mr. Clifford ask Cindy to do sometimes? Match parts of his requests
Remind me the mall, please.

Look through Mr. Banes into my room, please.

Type this telegram, please.

Show about this meeting, please.

Send off this agreement, please.

Call the telephone, please.

AnswerMr. 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, [ do. Mr Clifford cannot do without me.

Y.m. — Then can we go on Sunday?

Cindy — Well, probably we can, 1 don't know yet.

Cindy cannot go to the cinema today because ... Cindy must accompany Mr. Clifford to a party
because ... . The young man is disappointed because .... The young man wants to go to the cinema on Sunday
because ... Cindy cannot promise him anything because ... .

7. Answer the questions

a) What does a secretary do every day?

b) What does Cindy have to do today?

C) Why can't Mr. Clifford do without her?

d) Cindy can type well, can't she?

e) Cindy can work the computer, can't she?

f) What can you do well?

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 [ 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............ Bttt then. There was............ OoneE............... mn ite........ was
- TR , some shelves,............. chairs, a......cc.......... andan...........ceeveeens type-writer in his..........cccevveennenne.
There nothing else.

Mr. Clifford............... 1010 JORURRRRR then......ccocceenee. did everything..........

IIpakTuyeckoe 3ansaTue Nel8. busHec-koMMyHuKanus B AeiicrBuu. busnec-nanyd. Ceerckas
Oecena.
OpranuzanyoHHas popma 3aHATHS: TPAAUIHOHHBIA CEMHHAp.
Henb: ¢opmupoBanue y CTYyISHTOB pPEUYEBOH, S3BIKOBOM M KOMMYHHMKATHBHOM KOMIICTCHLUH IS
OCYIIECTBJICHUS JETOBBIX KOHTAKTOB.
B pesynbraTe 0CBOCHHE TEMBI CTYICHT JOJKCH
3HaTh: OCHOBBI pabOTHI C pa3IMYHBIMH UCTOYHHKAMU HH(OpMaINK; OCHOBHBIE TPAMMAaTHYECKUE SABJICHNS,
XapakTepHbIe I TPO(ECCHOHATIBHON Peyr; JIEKCHYECKUE U CHHTAaKCHYECKHEe 0COOCHHOCTH O(HITHAIBEHO-
JIETIOBOTO CTHJISI B aHTJIMHCKOM SI3BIKE.
YMETh: BECTH [IENIOBYIO CBETCKYIO0 Oecely; CTPOUTh AMAIOTUYECKYI0 M MOHOJOTHYECKYI0 pPedb C
UCIIONIb30BAaHUEM HauOoJee YNOTPEOMTENBHBIX JIEKCHKO-TPAMMATHYECKHX CPEACTB B  OCHOBHBIX
KOMMYHHUKATUBHBIX CUTYaLUSIX O(QUIIHATEHOTO OOIIEHHS; TOHUMATh JHAIOTHYECKYI0 X MOHOJIOTHYECKYIO
peYb 10 U3YYEHHOU TEME.
AKTyaJIbHOCTh TEMBI: 00YCIIOBIIEHa HEOOXOTUMOCThIO oBnaaeHus YK-4.
TeopeTnueckast 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 OOIIICHHE

interpersonal interaction — MEKITMYHOCTHOE B3aUMOACHCTBHE

diverse background — paznuunsie, HecxoHbIE (POHOBBIE 3HAHUS

verbal — ciioBecHBIN

nonverbal — oTHOCAIIMICS K HECIOBECHON HH(OpMAaIKH, HECTTOBECHBIT
multiple — pa3HOOOpa3HbIH

identifiable — paznuammerit

preference — npennouTenue

revert — 00paIarsCcsi BHOBb, 00paIaThCs

context — cUTyaIus, OKpyXeHue, cpeia, (OKpyxkarorias) 00CTaHOBKa, 00CTOSTEILCTBA, COCTOSTHUC
pace — CKOpOCTh, TEMIT

rational — palMoHaNBHBIH, 11EIECO00Pa3HBIN

emotive — SMOIIMOHATbHBIH

assertiveness — yBepeHHOCTh B cebe

age — CTapocThb, MPEKJIOHHBIA BO3pacT, cTapiiee OKOJICHHE

assumed — npeAmoaaraeMblii, TOMyCKaeMbIi

unambiguously — HEIBYCMBICIICHHO, OJTHO3HATHO



disrespectful — HeBexITUBHII

precisely — TouHO, B TOYHOCTH

understanding — ocMBICTICHUE, TOHUMAaHNE, TTOCTHKEHUE

beating around the bush — mogxoauTs K Aeny u3gaieka, TOBOPUTH OOMHIKAMH, XOAUTh BOKPYT JIa OKOJIO
directness — OTKPOBEHHOCTB, IPSMOTA

equate — IpUPaBHUBATh, CYUTATH PABHBIM

convey — BeIpakarth, IepeiaBaTh

subtle — HEYIOBUMBIi1, €1Ba Pa3THYNMBIHA

indirectness — yKJIIOHYMBOE TIOBEJICHIE, BBOSIIEE B 320y K IeHNE

politeness — BeXKIIMBOCTh, YYTUBOCTh, 00XOAUTEIIEHOCTh

speech pattern — KapTHHA PEYEBBIX CUTHAJIOB, MOJICIIb PEYEBOr0 OOIICHHS

engagement — JIeATENLHOE YYaCTHE, B3aUMO/ICHCTBHE

reflection — pa3MpIniuIeHHEe, 00 TyMBIBAHHE; Pa3TyMbe

thoughtfulness — rimybokomsbiciue

status — 00IIECTBEHHOE TIOJIOKEHHE, TTOJIOKEHHE B 001IeCTBE/KOMITAaHUN

ritualize — coOr01aTH OOPSIBI

convention — TpaJuIHs, TIPaBIJIa TOBEJICHUST; YCIOBHOCTD

linear — mpsiMOTUHEWHBII

take turns — fenate (4T0-MMO0) IO OYEPETH, EHCTBOBATh IIOOYEPETHO

people-oriented — opueHTHPOBaHHBINA HA TIOBEICHUE JTIOICH

passionate — MOJABEPKEHHBIN CTPACTSIM, IBUIKHIA, CTPACTHBIH

morale — MOpanbHOE COCTOSIHUE, 00U HACTPO

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 — 0cnabiATh, MOHIKATH, COKPAIIATh, YMEHBIIATh

confusion and miscommunication — 3aMeNIaTeILCTBO/IIyTAHNUIIA U OTIUOKH B IPOIIECCE OOMICHUS
tips — MO/ICKa3Ku

host culture — pognas/6a3oBas KyabTypa

do research — u3yunThb

background noise — poHOBBIE TOMEXH, TOCTOPOHHUHN IITYM

crowd — Tonma

specific setting — cnermanbHast 06CTaHOBKA, 0COOBIM 00Pa30M OPraHU30BAHHOE BPEMSI K MECTO IEHCTBUS
lighting — ocBenieHue, cBET

space setup — opraHu3anus IpoCTPaHCTBA

sensitivity — BOCIIPUUMYHUBOCTb, CHOCOOHOCTh K OBICTPOMY PearupOBaHHIO

be patient — 3amacTHUCh TepIICHHEM

tempo — TeMII pedu

tolerate — moMycKaTh; TEPIETh, O3BOJISATH, pa3peIaTh

ambiguity — IBYCMBICIIEHHOCTb TOJIKOBaHUsI, HESICHOCTh

make sense — IMeThb CMBICII, OBITH TIOHSITHIM

encounter — MepBbIi ONBIT (0OLICHHUS ¢ YeM-JIn00), IepBOE 3HAKOMCTBO, HEOXKHAHHAS BCTpEeYa
resolve — pazpemarts (1pobieMy), HCIIPaBIATh, PEIaTh

point of being irresolvable — 3Tar, HauMHAs ¢ KOTOPOTO YTO-THOO CTAHOBUTCS HEPa3PEIINMbIM
collective pronoun — coOuparenbHOE MECTOMMEHUE

defuse — CHATB OCTPOTY, CIIIAXKUBATH, CITyCKAaTh HAa TOPMO3ax

refer to people by name — obparmarbcs K JIFOASIM IO UMEHU

comments — KOMMEHTapHH, CYKICHUS

areas of agreement — BOIPOCHI, II0 KOTOPBIM BO3MOKHO coTjailenue; cepa cornacus
outweigh — mepeBemmBarh; ObITH OOJIEE BAYKHBIM

isolate — BEIOpaTh, BBIJICITUTD

benefit — u3BIEKATH MOJIB3Y, BHITOLY

Bompocs! n 3ananus:

1. IToaroToBBTECH K OOCYKICHUIO TCOPETUUECKOTO MaTepHaa.

1. Do we have in Russia a low context or high context culture?

2. How do rational and emotive styles of communication differ?

3. How do you understand the statement that “different cultures prefer specific settings for communication
with others”?

4. How does a pace of living influence on an individual style of communication?

5. What communication is called “intercultural”?

6. What does the style of communication depend on?

7. What techniques can help you avoid conflicts in business communication?

2. Agree or disagree

1. “Beating around the bush” is associated with being direct when speaking.

2. In a high context culture the words establish the meaning of interaction and thus everything must be
explained clearly and in distinct terms.

3. Intercultural communication covers only verbal interactions.

4. 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
memo

message
miscommunication nonverbal communication
opening

postscript

printed letterhead
reference

request

response

return address

salutation

tempo

to communicate in writing
to communicate orally

to discuss an issue

to keep a record

to resolve

to take turns

to tolerate

verbal communication
ZIP code
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BBEJIEHUE

OCHOBHO 11€JIbI0 CAMOCTOSTENIEHON pabOTHI CTYICHTOB SIBJISICTCS MOBBILICHUE HCXOAHOTO
YPOBHA BIIaACHUA HHOCTPAHHBIM A3bIKOM, TOCTUTHYTOI'O HAa Hpenbmymeﬁ CTYIICHU O6p330BaHI/I$I,
U OBJIQJICHWE CTYJCHTaMH HEOOXOJAWMBIMU JIOCTATOYHBIM YPOBHEM KOMMYHHUKAaTUBHOU
KOMIIECTCHIWUN JIA PCUHICHUA 3adad MEKINYHOCTHOTO W MCEKKYJIBTYPHOI'O BSaHMO}IeﬁCTBHH.
W3ydeHnue HHOCTPAHHOTO S13bIKA MPU3BAHO TaKXKe 00ECIICUUTh:
® TIOBBIIICHUE YPOBHS YU€OHON aBTOHOMHUU M CIIOCOOHOCTH K CaMO0OOpPa30BaHUIO;
® pa3BUTHE KOTHUTHBHBIX U UCCIIEI0BATEIbCKUX YMEHUH;
® pa3BUTHE UH(POPMALIMOHHON KYJIbTYPBI;
® pacIIMpeHue Kpyro3opa 1 NOBbIILIEHHE 001Iel KyJIbTyphl CTYACHTOB.

CamocrosrenbHas paboTa CTYIEHTOB 3aHMMAaeT Ba)KHOE MECTO B y4eOHOHl Hay4HO-
UCCIIEI0OBATEIbCKON JIEATENbHOCTH CTYACHTOB. be3 camocTodTenbHOM paboThl HEBO3MOXKHO HE
TOJIbKO OBJaJIeHuE 000N BY30BCKOM IUCHMIUIMHOW, HO ¥ (OPMHUPOBAHME CIIELUATINCTA Kak
npodeccuoHanga. B MMpPoOKOM cMbIcie IMOA CaMOCTOATENBbHOM paboToi cieayeT MOHUMATh
COBOKYITHOCTb BCEH CAaMOCTOSITEJIbHOM JI€ATEIbHOCTU CTYJEHTOB, KaK B y4eOHOI ayAUTOpUHU, TaK
U B HEE, B KOHTAKTE C MPENOIABAaTEIEM U B €r0 OTCYTCTBHE.

VYcuneHue ponM caMOCTOSITENbHOM paboThl CTYAEHTOB O3HAYaeT NPUHIUIHAIBHBIN
HEepecMOTp OpraHu3ali y4yeOHO-BOCIMTATEILHOTO TIpollecca B BYy3€, KOTOPBIH JTOJKEH
CTPOUTHCS TaK, YTOObI pa3BUBAaTh YMEHHUE YUHUTHCA, (OPMHUPOBATH y CTYAEHTA CIIOCOOHOCTU K
CaMOPAa3BUTHIO, TBOPYECKOMY HPHUMEHEHHIO IMOJYYCHHBIX 3HaHUM, crocobaMm ajanTaluu K
1po(heCcCUOHATILHON NeSTEIbHOCTH B COBPEMEHHOM MUpE.



1. OBIIASI XAPAKTEPUCTUKA CAMOCTOSATEJBbHOM PABOTHI
OBYYAIOUIETI'OCA

[Ton camocrositensHoi pabotoit cryneHTtoB (CPC) mnoHuMaercs COBOKYMHOCTh BCe
CaMOCTOSITENIbHON JIeSITEIbHOCTH CTYJICHTOB, KaK B y4eOHOW ayTMTOpPHH, TaK U 3a €€ IpeesaMH,
B KOHTAKTE C NMPENOoJaBaTeIeM U B €r0 OTCYTCTBHE.

Ienp camocToATENbHON pabOTHl CTYJEHTAa — HAYYUTHCS OCMBICICHHO M CaMOCTOSITEIHHO
paboTtaTh ¢ y4eOHbIM MaTepuajoM U Hay4yHOW uH(popmanued, oBIafeTh (yHIaMEHTATbHBIMU
3HAHUSMH, YMEHUSIMHU U HaBBIKAMH B c(hepax akaJeMHuecKou, MpoecCHOHANTBHON 1 COIIHAbHO-
TYMaHUTapHOM AESITeNbHOCTH, C(hOPMUPOBATH OCHOBBI CAMOOPIaHU3AMM U CAMOBOCIHMTAHUSA C
TEM, YTOOBI IPUBUTH YMEHHE B JIaJIbHEHIIIEM HENPEPhIBHO MOBBIIIATH CBOIO MPO(GECCHOHATBHYIO
KBaJIM(UKAIHIO.

3agauamu CPC sBisroTcs:
— cHUCTEeMaTH3allusl U 3aKpelyieHHEe IOJYyYEHHBIX TEOPETHUECKUX 3HAHUNW U MPaKTHYECKHX
YMEHUU;
— yrayOJeHue U pacllupeHrne TEOPETUUECKUX 3HAHUM;
— (hopMUpOBaHHE YMEHUI HCIOIB30BATh YUCOHO-CIIPABOUHYIO JIUTEPATYPY;
— pa3BUTHE [TO3HABATEJIBHBIX CIOCOOHOCTEN M aKTUBHOCTH CTY/I€HTOB: TBOPUECKON HHULIUATUBBI,
CaMOCTOSITENIBHOCTH, OTBETCTBEHHOCTH U OPraHU30BaHHOCTH;
—(popMHUpPOBAHHE  CAMOCTOSITEIPHOCTH  MBIIIUICHHS, CIIOCOOHOCTE K  CamMOpa3BUTHIO,
CaMOCOBEPILEHCTBOBAHUIO U CAaMOPEAIN3aLlNN;
— pa3BUTHUE UCCIIENOBATEIbCKUX YMEHUN;
— UCIOJIb30BaHUE MaTepuaa, COOPaHHOTO U MOJIYYEHHOTO B X0O/1€ CAMOCTOSATENIbHBIX 3aHATUH Ha
PAKTUYECKUX 3aHATHUAX, U1 3 (HEKTUBHON MOJTOTOBKU K 3aU€TaM U SK3aMEeHaM.

OCHOBHBIMHU BHJIaMU CAMOCTOSITEIIbHON pabOThI CTY/I€HTOB SIBJISIOTCS:
. CAMOCmosimenbHoe u3yueHue 1umepamypbol,
[enb: caMOCTOATENBHO JeTaIbHO U3YYUTh TEMBI, IPEJICTaBICHHbIC B pabouell mporpamme.
3amaun: MpuoOpeTeHne HaBbIKa PA0OTHI C UCTOYHUKAMHU M JIUTEPATYpOW; YMEHHS TI'pPaMOTHO
COCTaBIISITh KOHCIEKTHI M TIOJB30BATHCSl MU; BBISBISITH PA3IMUHBIC TOUKU 3pEHUS Ha MPoOiIeMy
U CTETIEHb €€ pa3pab0TaHHOCTHU B JIUTEPATYpE.
. N0020MO6Ka K NpaKmuyeckum 3aHamusam (BHIIIOTTHEHUE TOMAIITHUX 3aJJaHHi) U K COOECeT0BaHUIO
M0 WHAUBHUIYaJIbHBIM 3aJaHUSIM;
Hens: yrny6nenue 3HaHus yueOHOTO MaTepuana.
3amayi: OCBOMTH OTJEIbHBIE BONPOCH B paMKax M3y4yaeMOW JUCLMIUIMHBI, TPaMOTHOCTb,
MOCIIEIOBATEIbHOCTh W PAIOHATLHOCTh HW3JIOKEHUSI TIOATOTOBICHHOTO MaTepHana BO BpeMs
MPAKTUYECKOTO 3aHSTHSL.
-cocmaeenue 210ccapus no mekcmy.
Hens: coctaBuTh 6a3y HOBBIX JIEKCUYECKUX €IUHULL.
3anauu:
* CaMOCTOATENbHAS TIOATAITHAS OTPAOOTKA YIEOHBIX 2JIEMEHTOB;
* pa3BUTHE MPAKTHUECKUX YMEHUH;
* (opMuUpOBaHME YMEHHI HCIIONB30BaTh WH(GOPMAIMOHHBIE HWCTOYHHUKH: CIPAaBOYHYIO U
CHEIHAbHYIO JINTEPATYPY.

[Ipuctynas kK camMOCTOSITEILHOMY M3Y4YeHHI0 JHTepPaTypbl 0 y4eOHOM JUCLUIUIMHE
«HOCTpaHHBIN S3bIK», HEOOXOAMMO: O3HAKOMHUTBHCS C pabouel MporpaMMoil; B3STb B
O6ubIMOTEKE PEKOMEHIOBAaHHBbIE YYEOHHKH U ydeOHble NOCOOMS; MOIY4YUTh Yy BEAYILEro
IIpEenojaBaresis B JJIEKTPOHHOM BHUJIE METOAMYECKHE PEKOMEHJALMU K IPAKTHYECKUM U
CaMOCTOATENIbHBIM pa0oTaM; 3aBECTH HOBYIO TETpajb Ul KOHCHEKTHPOBAHUS TEOPETUYECKOIO
MaTepHuaa v BBIITOJTHEHUS IPAKTUYECKUX 3aJaHUMN.

JUid  n3ydeHMs] JIUCLUMIUIMHBI TIPEUIaracTcss CIHACOK OCHOBHOM M JIONOJIHMUTEIBHOU
outepatypel. OCHOBHast JuTepaTypa NpeAHA3HaueHa Juid 0043aTeNIbHOTO — U3y4YeHH,



JIOTIOJTHUTEIbHAS — TOMOXET OoJiee TITyOOKO OCBOUTH OT/ENIBHBIE BOMPOCH! B paMKaX M3y4aeMoun
JTUCTTUTUTAHBI.

B xome moAroroBkM K MNPAKTHYECKUM 3aHATHAM CTYICHT O0053aH OCYIIECTBISTH
KOHCIICKTUPOBaHUE Y4eOHOro wmaTepuana, oco0oe BHUMaHue, olpamas Ha TEOpHIO,
(hOpMyIHPOBKH, PACKPBIBAIOIINE COJEPKaHWE T€X HIIM WHBIX TPAMMATHUYECKUX U S3BIKOBBIX
MOHATHIA. B paboumx KOHCIEKTax jKeIaTeIbHO OCTABIISATH IOJIA, Ha KOTOPBIX CIEIyeT JelaTh
MIOMETKH, TOTIOJHITH MaTepHall, OpMyIUPOBATh BEIBOJIBI M MIPAKTUYECKHE PEKOMEH/IAIINU.

CaMocTosTenbHass padoTa CTYACHTOB HaJ MaTEpPHAIOM YYeOHOW TUCITUIUIMHBI SIBIISICTCS
HEOThEMJIEMON YacThl0 Yy4eOHOro Mpolecca W JOJDKHA Tpearojarat yriayOJieHHe 3HaHUus
y4e0HOr0  Marepwaja, H3JIaraeMoro Ha ayJUTOPHBIX 3aHATHIX, M  NPUOOpETeHHE
JIOTIOTHUTEIBHBIX 3HAHHUH 10 OTAEIBHBIM BOIIPOCAM CAaMOCTOSITENBHO.

KoHcnekT TeMbl — TUCHMEHHBIH TEKCT, B KOTOPOM KPAaTKO W TOCJIEIOBATEIIHFHO U3JI0KEHO
coJlep>)KaHWe OCHOBHOTO MCTOYHHMKA MH(popmanmu. KOHCIEeKTHpOBaTh — 3HAYUT MPHUBOJIUTH K
HEKOEMYy TIOPSAKY CBEJCHHS, IOYECPIHYTHIC W3 OpHruHaia. B OCHOBe mporecca JICKHT
CUCTeMAaTU3AIIHS
MIPOYUTAHHOTO WJIH YCIBIIIAHHOTO. 3aITUCH MOTYT JIeJaThCsl KaK B BHJIE TOUYHBIX BBIJICPKEK, ITUTAT,
Tak U B (hoopMe CBOOOAHOM MOJa41 CMBICTIA.

NuauBuayaJbHble 3aJaHUsl NPU3BAHBI PACHIMPUTH KPYro3op CTYJIEHTOB, YIIyOWUTh HUX
3HAHUS U PA3BUTh YMEHUS UCCIIENOBATENLCKON I€ATeIbHOCTH, MPOSIBUTH JIEMEHTHI TBOPUYECTBA.

ColeceqoBaHue — CpEACTBO KOHTPOJIS, OPTaHM30BAaHHOE Kak CHeluaibHas Oecena
MpernoaBaTelis CO CTY/ICHTOM Ha TeMbI, CBSI3aHHbBIE C U3y4aeMOW JUCHIUIUIMHON, U PACCUUTAaHHOE
Ha BBISICHEHHE 00beMa 3HaHWI 00ydarouierocs 1o ONpeesIeHHOMY pa3Jieny, TeMe, mpodieMe u
T.11.

I'noccapuii - cioBapb, KOTOpPBIA IMOMOTaeT OCBAaMBaTh HOBBIE JIEKCHUYECKUE E€AUHUILIBI I10
Teme. B rnoccapuii HeoOXoauMo 100aBIATH CHEMUANBHYIO TEPMHHOJIOTHIO, ab0OpeBHATyphl U
COKpaIeHus, ppa3eoornuecKue eANHMIIBI 1 TIp.

Kaxxapiii BUJ caMOCTOATEIbHON PaboThl UMEET ONpe/IeieHHbIe POPMBI OTYETHOCTH.

B Xo/ie BBHITIOJTHEHHSI CAaMOCTOSATEIHHOW PabOTHI CTYICHT JIOJDKEH TMPOJEMOHCTPUPOBATH
c(hOpMHUPOBAHHOCTh KOMITETEHIIUU:

Kon DopMyJIHMPOBKA:
YK-4 CriocobeH OCyIIeCTBIATh [JEJIOBYI0O KOMMYHHUKAIIMIO B YCTHOM U
MMMUCbMEHHOM (opMax Ha TOCYJapCTBEHHOM s3blke Poccuiickoi
denepanmu 1 HHOCTPaHHOM(BIX) sI3bIKe(aX)

2. METOAWYECKHWE PEKOMEHJIAIIMA K CAMOCTOSITEJIbHOM PABOTE
2.1. CamocTrosiTeibHasl padoTa HaJ (POHETHKOI HHOCTPAHHOIO A3BbIKA

Omnpenesntech ¢ BAPHMAHTOM AHTJIMIICKOT0. BapwaHTOB aHIIIHMIICKOTO MPOW3HOIIEHUS CYIIECTBYET
MHOTO: KaHAJICKHH, aBCTPATUNCKUNA, CpeAHEATIaHTHUYCCKUi W T. A. OJHAKO CaMBIMH TIOMYJISIPHBIMHU
ABIIAIOTCS OPUTAHCKUN M aMepHUKaHCKMH aHrmuickuid. IIpom3HoIIeHHe B 3THUX JIBYX Pa3HOBHIHOCTSX
OJIHOTO $13bIKa OTJIMYAETCS JOBOJIBHO CUIIBHO.

IIpoananu3upyiite cBOI0 pedb. BriOepuTe KakoH-HHOYAL ayan0- WIH BHIACOPOIUK C TEKCTOM 3arlvCH.
ITocnymaiiTe, Kak TPOU3HOCUT €ro HOCUTEINb. [lociie 3TOro NpoYTUTE TEKCT CAMOCTOSITENILHO U 3alIUILINATE
Ha auktodoH. [IpociymiaiiTe CBOM T0OJIOC U CPAaBHUTE C PEYBED) HOCHUTEIS, ONPECIIUTE, KAKHE 3BYKH BbI
MIPOM3HOCHUTE HeBepHO. BOT Hax 3TMMU caMbIMH 3BYKaMHU MBI U TIpeiiaraeM Bam mopaboTath. EcTh ee
ONMH WHTEPECHBIA W  HANEXKHBIA CIMOCO0 TMPOBEPHUTH CBOE MPOW3HOIICHHE —  pecypc
https://speechpad.pw/prononce.php. OH MO3BOJISET OIEHUTh, HACKOJIBKO XOPOIIO U TOYHO 3BYYHT Baila
peub. Caiit pabotaet KoppekTHO uepe3 Opay3ep Google Chrome. [IpocTo BKIIIOUHTE TAPHUTYPY, HAKMHUTE
KHOTIKY “Start recording” u mpou3HECHTE JIF000€ CI0BO WIIN NPEIOKEHHE. B HIMKHEM OKOIITKE IIporpaMMa
IMMOKa’XXCT BaM, HACKOJIbKO TOYHO BbI ITPOU3HECCIIU 3BYKHU B IIPOUCHTHOM COOTHOLICHUH. Ecaun xakoii-to 3BYK
BBl MIPOU3HOCUTE MJIOXO, TO YBUAMUTE: MporpamMma paclo3Haja COBCEM Jpyroe cioBo. Bam cpa3y craHer
MTOHSTHO, KAaKUE 3BYKH Y Bac MOIYYarOTCs, a HaJl KAKIMH CTOUT TOTPYAUTHCSA. A €CIIN TIOCTaBUTh TaAJIOUKY
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Bo3sie cioBa Recording, mporpamMma 3amuiier Bailly peyb, BBl MOXKETE MPOCIYIIaTh, Kak 3ByYUTE CO
CTOPOHBI.

[IpaBuibHOE aHITIMICKOE NPOU3HOLIEHHE — 3TO KAapTHHKA-TAa3Jl, COCTosmas U3 4 BaXHbIX
JJIEMCHTOB: HpaBHJII)HOﬁ APTUKYJIAUN, yAApCHHUA, UHTOHAIIMU W CBA3HOCTU PCYU. I‘ITO6I>I KapTHUHKa
coOpaJiach U BBITJIsIIENa KPACHBO, HEOOX0IUMO paboTaTh Ha/l BCEMHU €€ COCTABJISIIOLIMMH, BEb Y KaXX10T0
13 HUX €CTh CBOE BaskHOE MecTo. MTak, yTOObI yIy4IIUTh aHIIIMHCKOE ITPOM3HOIIEHUE, BaM HEOOXOIMMO
Oyner:

- BeipaGoTaTh NpPaBMIBHYI0 APTHKYJIANUIO. APTUKYJSILUS — 3TO IOJOXKEHHE U JIBUKEHHE BCEX
oprasoB peud. OT MpaBUIbHON apTUKYJISLUH HANPSMYIO 3aBHCUT YETKOCTh Npou3HomeHus. [lonoxenue
OpPraHOB PEYH MPHU Pa3rOBOPE Ha Pa3HBIX A3BIKAX OTINYAETCS, TO3TOMY, YTOOBI aHTITMUCKUNA HE 3BydaJl 1Mo-
PYCCKH, HEOOXOAMMO MPUYUHTH ceOsl MPaBHIBHO PACHONaraTh S3bIK U TYObl IPHU MPOU3HECEHUH TE€X WU
MHBIX 3BYKOB.

- Cnenutsb 3a ynapeHueM. HeBepHo mocTaBieHHOE B CIIOBE yapeHUE MOXKET COUTh C TOJKY HOCHTEINEH
SI3BIKA U CTaTh MPUYMHON HemoHuMaHus. OTCI0/1a BBIBOJ: CICANTE 34 Peublo. Ecii HEe yBEpEHBI B KAKOM-
TO CJIOBE, OOpaTHTECh K OHJIAWH-CIOBAPIO M MOCIYLIalTe, HA KaKOH CIIOT HyKHO JIeNaTh yJapeHue B TOM
WIK UHOM CJIOBE. AMEpHKaHel WM OpUTaHel MOTYT IPOCTUTh BaM HE COBCEM BEPHOE NPOM3HOLICHHUE
coueTanus /th/ uiu pycckoe /p/, HO HENPaBUIIBHOE YapEeHHE MOXKET CTaTh IPUIMHON HETIOHMMAaHUSI.

- PaGorars Hag nHTOHAnMell. [IpaBiiibHas MHTOHALMA U JIOTHYECKOE yJapeHue — eIle OJUH KoY K
TOMY, KaK yJIy4IIUTb IPOU3HOILICHUE HA aHIVIMICKOM SI3bIKE. YUYUTECh MHTOHAMK y HOCUTENCH s3bIKa:
CITyIIalTe ayAHO3allCH W CMOTPUTE BHJEO PAa3NUYHONW TEeMaTHWKH, TIOBTOpAWTE (pas3bl 3a CIHKEpaMH.
WHocTpaHIbl OTIMYArOTCS SKCHPECCHBHOW MaHEpOW OOILIeHHs, HaM OHA HWHOTJA KaXETCsl HEMHOTO
CTPaHHOM M M3JIHMILIHE SMOLMOHAIBHON. OIHAKO ecIIM BBl XOTUTE TOBOPUTH M0-aHIJIMHCKH O€3 aKLeHTa, TO
HMHTOHALUS — 3TO TO, HaJl 4eM HY’KHO IIOpadOTaTh.

- PaGoTaTh HajJ cBA3HOCTHIO peun. B 0ObIuHOI Oeceie MbI HE POM3HOCHM PEdb T10 CXEME «CII0BO-TIay3a-
CJIOBO-T1ay3a». MBI TOBOPHM CBSI3HO, CJIOBA CIIMBAIOTCA B €IMHOE MpeIokeHne. B pazroBope okoHuaHue
MIPEBIAYILETO CJI0BA CIMBACTCS C HA4YaJIOM IOCIEAYIOIIEro, 3TO MO3BOJISIET PEUYH 3ByUYaTh €CTECTBEHHO U
iaBHO. Tak MbI 3HaeM, 4TO OYKBa, TOUHEe 3BYK /I/ B KOHIIE CJIOBA B OPUTAHCKOM BapHaHTE aHTIHICKOTO
Oo0bIYHO HE mpou3HocuTcs. Hampumep, B cnoBe car (MammHa). OpHako ecnu TOCie  CJIOBa,
3aKaHYMBAIOLIETOCS Ha 3Ty OYKBY, CTOMUT CIJIOBO, HAYMHAIOIIEECS C TJIACHOM, TO /r/ MPOM3HOCHTCS.
Hampumep, B npemnosxkernn The car is here (MmammHa 31ech). Jlemaercst 3To kak pa3 aiis 6osee TIaBHOTO
3BYy4YaHUs peUu.

Kak yJry4mnTh Npou3HOoIIeHNe HA AHTJIMICKOM
PaGoTaliTe Hax HABBIKOM ayaupoBaHusi. YeM JTydie BB TOHMMACTE aHTIIMHCKUIN S3BIK Ha CIIYX, TeM
nyyie OyZeT Balle MPOU3HOIIeHHE. Y MHOTHX JII0/IeH BO3HUKAIOT CIIOKHOCTHU C IIPOU3HOIIEHNEM Kak pa3
13-32 HEIOCTATOYHOM paboThl ¢ ayAnpoBaHueM. UeM yaiie Bbl CIylIaeTe HHOCTPAHHYIO peub, TEM YeTye
pasznuyaere 3ByKd. JlOBOJIBHO 4acTO OMIMOKM B IPOM3HOILICHUN CBSI3aHBI C TEM, YTO Mbl HIMEEM HEBEPHOE
Npe/ICTaBICHHE O TOM, KaK 3BYYHT CJIOBO HJIM 3BYK. UTOOBI 0OOCHOBATH 3Ty TOUKY 3pEHUS, MPHUBEIEM
OpOCTOW TpUMep: MOCHyllailTe pedb TyXuxX Jrojaeil. OHM TPOHM3HOCIT ClIOBa Tak, Kak cede 3To
NPEACTaBISIOT, BEAb HE MMEIOT (DPU3NYECKOM BO3MOXKHOCTH YCIBILIATh, KaK JOJDKHO 3BYYaTb CJIOBO.
VIMeHHO IMTOATOMY X pedb OBIBAET JOBOJIBHO CIIOXKHO pa3ooparh. O0s13aTeIHHO MOCBSIIANTE ayAHPOBAHUIO
x0Ts1 Ob1 10-15 MHHYT B JIeHb, TOTJIa Y BaC HE BOSHUKHET BOTIPOC, KaK Pa3BUTh aHTIIMHCKOE TPOU3HOIICHHE.
YunTe TPAHCKPUIIIHMIO AHTJIHIICKOT0 A3BIKA.

Y4ure cinoBa npaBu/ibHO. BitounTe oHNIaH-cI0Baph U MPOCIIYIIAWTE HECKOIBKO pa3, KaK MIPOU3HOCHUT
€r0 HOCHTEJb SI3bIKa, KT OTKPOMTE OOBIYHBIN CJIOBAPh U MPOUTHTE (DOHETHUECKYIO TPAHCKPHUIIHIO. Takum
00pa3zoM, BBl cpa3sy K€ BBIYUHTE BEPHOE MPOM3HOILEHHE CJIOBa — 3TO HAMHOTO MPOIIE, Ye€M 3ay4UTh
OKMOOYHBII BapUaHT, a 3aTE€M I1EPEyUUBATHCS.

Yuraiite Beayx. UTeHue — 3aHATHE, KOTOPOE IMOMOXKET BaM COBMECTHUTH INPUSATHOE € MOJE3HBIM. Bo
BpeMsl YTEHHUs BCIyX BBl JIeJJaeT€ CaMO€ BaXHOE€ — HCIOJIb3yeTe€ CBOM TEOPETHYECKHE 3HAHMS O
MIPOM3HOIICHNH Ha TpakThke. He ToponuTech, crapaiiTech YeTKO M MPAaBUIBHO MPOrOBAapUBATh KaxKaoe
CJIOBO, @ €CIIM 3BYK BaM TPYJHO JAETCsl, TIOBTOPUTE €0 HECKOJIBKO pa3, II0Ka He 100beTech Oosee-MeHee
IMPUJINYHOT'O 3ByYaHMUs. A ecin BCTPETUJIM HOBOC CJIOBO, CMOTPUTEC HpeI[I)II[}IHII/Iﬁ ITYHKT.

Hcnoab3yiite ckoporoBopku. IlompoOyiite BBIOpaTh HECKOIBKO CKOPOTOBOPOK, B  KOTOPBIX
0TpabaThIBAIOTCS TPYIHBIE /IS BAaC 3BYKH M UYMTANTE WX €XKEITHEBHO — 3TO 3aiiMeT BCEro 5-7 MHUHYT B
nenb. [Togbopka ckoporoBopok ¢ 03ByuKkoi http://engblog.ru/50-difficult-tongue-twisters

CMmoTpuTe cnenuajbHble o0y4yaromme Buaeo. B VHTepHeTe ecTh MHOTO BHJIEOPOJIUKOB, B KOTOPBIX
HOCHUTEJb S3bIKa MOJPOOHO paccKas3bIBaeT, KaK MPaBUIBHO MIPOU3HOCUTH T€ WM WHBIE 3BYKH. [Ipu s3TOM



http://engblog.ru/50-difficult-tongue-twisters

HEKOTOpBIE CHHUKEPHI JaKe BKIIOYAIOT B CBOE BHJIEO CXEMBI, H300pakalolne MpaBUIbHOE MOJI0KEHUE
opraHoB peud. [1o TakuM ponrkam MOKHO pa3o0parbes, Kak TOYHO JOJDKEH 3ByYaTh TOT MIIM MHOHU 3BYK.
BpuTaHCKOMY NPOU3HOIICHUIO MOYKHO YUUTHCS:
https://www.youtube.com/playlist?list=PLD6B222E02447DC07 ,

amepukaHckomy — https://www.youtube.com/channel/UCvn_XCl mgQmt3sD753zdJA.

IMoapaskaiiTe peun HocuTesell si3pIka. BeiOepuTe WMHTEpECHOE BUICO WM ayAUO W TOCTapanTech
MOOWUThCS 3By4YaHUs, Kak y AuKTOpa. llompaxkaiite KaKaoll MeIoud: MaHEpe pa3roBOpa, WHTOHAIIHH,
aKILEHTY, JeJIaliTe JIOTMYeCKUe Tay3bl W yaapeHus. [lycTh 3TO W OyJeT CHauyana 3BydaTh CTPaHHO H
HEECTECTBEHHO JUIsl BAlllUX YIIeH, 3aTO WMEHHO TaKWM CIHOCOOOM TMpOIe BCETO JTOOWUTHCS BEPHOTO

AHIJINHACKOIO [POU3HOLLIEHUS. s o0OyueHust yao6HO HCIIOJIB30BaTh caiT
http://www.englishcentral.com/videos =~ — Tam NpeJCTaBICHbI COTHU THICSY BHICO Pa3HOOOpa3HOMH

TEeMaTHKU U JUIMHBL. Bce OHM cozepkat CyOTHTpBI, pa3OMTBI O COOTBETCTBYIOIIUM TEMaM M YPOBHSIM
cnoxHocTH. [Toce mpocMoTpa BaM IpeuiokaT HECKOIBKO YIPaKHEHHH, CPEAN KOTOPBIX €CTh M padoTa ¢
NPOU3HOIICHHEM — HY)KHO MPOU3HOCUTH (ppa3bl U3 BUACO 33 TUKTOPOM. YUHUTBCS Y HOCHTENEH SI3bIKa
MOkHO M Ha http:// www.engvid.com/. Beibepute paznen “Pronunciation” u oTkpoiiTe A ceds CEeKpeThI
MPaBWIHLHOW aHTJIMMCKON PEeUH.

2.2. CamocrosiTeIbHAsl pa00Ta HAJ JTeKCHKOH HHOCTPAHHOTIO SA3bIKA
3aHumaliTech Ha 00y4aKOIIUX caiiTax:
http://esl.fis.edu/ B mompaznene First words cmoBa mnsi ypoBHeit Beginner u Elementary pa3buter mo
TeMaTukaM. bosbias yacTh ynpakHEeHHH NpeacTaBieHa B BUAe BU3yaabHoro ciosaps. Ilimtoc B ToM, 4To
BaM HE Jal0T NEepeBOJ Ha PYCCKHH S3bIK, OITOMY B HaMATH BO3HUKHET ACCOLMALUS: ONpeAeIeHHAs
KapTUHKA CBsI3aHa CO CJIOBOM Ha aHTJIMUACKOM si3bike. Kpome BU3yallbHBIX yIpaKHEHWN, Bbl HalJleTe HE
MeHee UHTEpPECHBIE Pa3BUBAIOLINE 3aJaHHs Ha MOMCK CHHOHUMOB U aHTOHHMOB K CJIOBY, @ TAKXKe 3a/laHUsI-
BOTIPOCHI, IPOBEPSIOLINE BaIll 3HAHUS JIEKCHUKH TOW MM HHOW TEMaTHKH.
http://www.learnenglish.de/
Ha caiite BBl MOXXeTe HalTH (PIAMI-KAPTOUKH B JIEKTPOHHOM BUE M YYUTh aHTIIMHCKHE CIIOBA OHJIANH:
MPOTPECCUBHO M yAoOHO. Bam mpenmnararor Tpu 3Tama u3ydeHHs HOBBIX ciioB: CHaudana BB MPOCTO
CMOTPUTE Ha CJIOBA U CTapaeTech 3alIOMHUThH UX IPH MOMOILIM acCOLMAMU ¢ KapTUHKOH. [loTom Bam Ha
HEKOTOpPOE BPEMs IOKAa3blBAlOT KapTHHKY, a Bbl IBITAETECh BCIIOMHHUTH CiI0BO. Ha TpeTbem 3rame B
TECTHPYETE CBOM 3HAHUS: MHUIIUTE PSAAOM C KAPTUHKON CIIOBO HA aHTJIMICKOM SI3bIKE.
http://englishspeak.com/
[IpencraBieHo HECKOJIBKO Pa3liesioB Ui U3y4eHHsI Hanbosee ynoTpeOsieMbIX CIIOB, a TAKXKE Pa3lelibl C
pasroBOpHbIMH ()pa3aMu, TAe BBl MOXKETE YYHUTh HOBBIE CIIOBa B KOHTEKcTe. Bce cioBa 03BydYeHBI
HOCHUTEJISIMM, YUUT€ UX U TNOBTOpsiTe 3a aukrtopoM. Ilocie storo mepexomure B pasgen 1000 Most
Common English Phrases. 3necs BbI MOkeTe U3y4aTb HOBBIE CIIOBA B KOHTEKCTE.
http://freerice.com/
31ech BaM JIAIOT TOJILKO OJIHO yIpaKHEHHE: HeOOXOANMO yKa3aTh, 4TO 03HAYaeT TO MM HHOE CIIOBO, IPH
3TOM IpeUIaraloT YeThblpe BapHaHTa OTBETa. 10 ecTh (PaKTUYECKH BaM HY)KHO MOJ0OpaTb CHHOHHUM K
CJIOBY.
Oo0benunsiiTe cioBa mo TeMaTuke. OOBYHO XOPOIIO 3alIOMUHAIOTCS TPYMIIBI CIOB, OTHOCSIIUXCS K
onHou Teme. [losToMy crapaiiTech pa3OuTh cioBa Ha rpynmsl Mo 5-10 mMTyK U yuuTh ux. DPQexr
Pectopdda: yenoBeueckuit MO3r u3 rpymnsl 0ObEKTOB JydIIe BCEIO 3alIOMHHAET TOT, KOTOPBIH 4E€M-TO
BhIIeIsieTCs. Mcmonb3yliTe 9TO TookeHHe cebe BO Oyaro: B TPYINY CIIOB OJHOW TEMaTHKH «BHEIPUTE
YyXeCTpaHIla» — BIIMIINTE CIOBO HECBI3aHHOW TeMaTuku. Hanpumep, yunte ciaoBa o TeMe «OpyKToI»,
n00aBbTE K HUM OZHO CJIOBO O TeMe « TpaHcropTy, Baly 3aHATHS CTaHYT ele 3 deKTHBHEE.

TemaTnueckui CJI0Bapb
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[IpencraBnser cobod TeTpamb WM OJOKHOT IS

Tematuueckuin cnoeapb
3alluCu Ball€ro 6y,£[y11.[€1"0 CJIOBApHOI'0 3amaca —

= nammE| lexical notebook. Takyro TeTpams HYXHO Cpa3y e
== . pa3duth 1o TeMaM, HampuMep: paboTa, esa, YyBCTBa,
g: Good/Bad wedther  Cold/ Hot weathier | Dry / Wet weather yacTu Tena U T. 1. Ha Kaxxaoe CIOBO XKenaTeabHO
=>» OTBOAWTH | CTpaHWIly WU XOTS OBl IMOJIOBUHY — B
&—»  Weather forecast — npo203 no20dsi 3aBUCUMOCTH OT QopMaTa TeTpamgd W BEIUYHUHBI
S—®  Weather station — memeocmaHUUA BalICTo IMOYCpPKa.

= Ecau c10BO HMeeT HECKOJIBKO 3HaYEHUH, KENATEIBHO
Sii:. To be under the weather — HesaxcHo ceba yyacmaeosams Hamucats 3-4 PasHBIX OIpPEIETCHNS. TpaHCKpI/IH]_II/IH
@ Weather permitting — npu &nozonpusmuol noeode — M0 JKEJIAaHUIO, €CIAM BaM yHO6HO ee YUTATh.
i iz vesthiet conicHange quickiy OnpeneneHue cia0oBa HA AHITIUHUCKOM SI3bIKE —

YMECTHO, €CIH Balll YpOBEHb 3HAHUS CpPEAHUUA U
Belme. Tak BEI 3a04HO BBIYYHUTC C€IIC HCCKOJIBKO
MOJIE3HBIX CJIOB M3 ompeneneHus. CrnoBa, coderaromuecs co ciaoBoM (collocations). ITocmorpute Ha
KapTHUHKY C IPUMEPOM, TaM BbI BUANTE ciloBocoueTanus bad weather, hot weather, weather forecast u T.
1. OTH BBIpAXEHMS JIydllle 3alIOMHATCSA BaM, Ye€M J[Ba OTOPBAHHBIX JIPYT OT Jipyra ciioBa. K Tomy ke, BbI
He omubeTech B COUYETaHUHU CIOB. HeckolbKkO MpUMEpPOB YHOTPEOJIEHHs STOrO CJIoBa B MPEJIOKEHHU,
MIPUYEM XKEJIATEIIFHO HATUCATh XOTS OBl IO OJJTHOMY IIPUMEPY Ha KaK0€ 3aIICaHHOE OTIPEIeTICHIE CIIOBA.
CHHOHHMMEBI U aHTOHUMBI K CIIOBY. MITMOMEBI ¢ yHnoTpeOIeHneM 3TOro CIIOBa, €CIIM Balll YPOBEHb HE HUKE
Intermediate u BBl coOMpaeTech MOMOIHUTE CBOM CIIOBAPHBIN 3alac MOJNE3HBIMU SPKUMH BBIPAKCHUSMH.
Ho HyXHO mpunepxuBaTbcsi MEpbl, HE CTOWT BHINHWCHIBATH BCE HUOMBI, KOTOPBIC CBS3aHBI C BalllUM
cnoBoM. [loctaTouno onHol win AByX. KapTuHka — 1o xenaHuto. HeKoTopbIM JI0AsM MOMOTaeT Takon
IpUeM: NPH U3YUYEHHUH CJIOBA OHM PUCYIOT KapTUHKY K HeMy. Tak JeKkcrka HauWHAeT acCOI[MHPOBATHCA C
OTIpeeNICHHBIM BU3yaJIbHBIM 00pa30M U 3alIOMHHAETCS MPOIIE.
Pucyiite mind map (uHTe/LUIeKT-KapTy). BBl 1€rKo BElyUnTE aHITIUICKUE CIOBA OTHOM TEMAaTHUKH, €CIU
HapHCyeTe UHTEIIEKT-KapTy uiu mind map. Takas
CXeMa HaIJSIIHO IIOKa3bIBaeT, K Kakoil Teme
OTHOCSITCS CIIOBAa. A TIOKa BBI €€ pUCYeTe, JEKCHKa

’Ta lecloth
: l sertet OTJIOKUTCS B TIAMATH.
OOpamaiiTe BHMUMaHMe HAa TNPUCTABKH U
D\mngmum\an\a J—- Dining raom Bedroom Narm:\acx
cyppukcol

Bo Bpems uTeHusl 3a0CTpsiiTe BHUMaHHME Ha TOM,

e J /:“l\ L) Kak TMpH TOMOIIM MpPHCTaBOK U cyddukcos
) g (G 00pa3yroTcs HOBBIE CIIOBA U3 Y)K€ 3HAKOMBIX BaM.

OTO HOMOXET BaM «IIOYyBCTBOBAaTb» S3bIK. llpu
MIOMOIIM 3TOTO MPOCTOTO MpHEMa BO BpeMs YTEHHs Bbl OyAeTe M3ydaTh CIOBOOOpa3oBaHME, MOMMETe
MIPUHLUIBI IOCTPOEHUS HOBBIX CJIOB. BHociencTBUM 3TO MPUrOUTCS BaM: BCTPETUB HE3HAKOMOE CJIOBO,
BBl CMOXKETE JIOTa/laThCsl O €ro 3HaYeHUH 0e3 cIoBaps, HCXOAs U3 KOHTEKCTa U CBOETO OIIBITA.
Haiigute ¢ppa3zoBble riaaroipl. M3ydenne Gppa3oBeIX IT1arojoB B OTPBIBE OT KOHTEKCTa OECITOIe3HO: 3TH
CJIOBa HE TIEPEBOAATCS] KaK OObIYHBIC Taroiibl. HaliauTe X B TEKCTe, BHIMUIINTE ceOe MPEAIOKEHUE C
(pa3oBBIM TJIAr0JIOM, TOCMOTPHUTE, KaKyl0 pOjb OH BHIIOJHsIET B TekcTe. [lompoOyiiTe cocTaBuTh elle
HECKOJIbKO TOJOOHBIX NPEIIOKEHUM, HO yXe OT CBOEro Juua. Tak Bbl BBIyYHTE HOBYIO JIEKCHKY B
KOHTEKCTE U HE 3aIlyTacTeCh C €€ yIoTpeOIeHUEM.
Hcnoab3yiiTe cioBapb CHHOHUMOB. BBl MOXXeTe JOMONHUTH CBOIO MHTEJICKT-KApTy WM OOBIYHBIN
CJIOBaph cieqyommM oopazoM. Haxoaure cHHOHMMBI K HOBBIM CJIOBaM U MUIIMATE UX PSIOM, IIPH 3TOM
Cpeau HUX JOJDKHO OBITh XOTS Obl 1-2 3HAKOMBIX BaM CJIOBa, TOT/Ia 3alIOMHHUTH HOBYIO JIEKCHKY OyIeT
npoiie. MoKHO 3a0/1HO BBITUCHIBATE U aHTOHUMBI, HEKOTOPBIM JIIOASIM YAOOHO YYHTh Cpa3y TaKHe TPk
cioB. HaliTu CHHOHMMBI W QHTOHMMBI K CJOBaM BaM IIOMOXET cjoBapb Merriam-Webster
(http://www.merriam-webster.com/).
Onummre kapTHHKY. [lonpoOyiiTe mepecka3zaTh TEKCT, IV Ha WUIIOCTPALIMIO U HCIIONIb3YS HOBBIE
cioBa. He 00s3aTenbHO 4eTKO MPUAEPKUBATHCS CIOKETHON JIMHUH, TIIaBHOE — 3aJ€HCTBOBATH KaK MOYKHO
Oonblie HOBOHM JIeKCHKH. TakMM HEXUTPBIM CIIOCOOOM MOKHO JIETKO PACIIMPUThL CIOBAapHBIA 3amac
AHIJIMKACKOIO SI3bIKA.
CocTaBbTe HOBBIIT paccka3. [locie u3yueHUs] HE3HAKOMBIX CIIOB ONPOOYHTE COCTaBUTH CBOM pacckas,
UCIIONIB3YSl BCIO HOBYIO JIEKCHKY. Ecnu BBl He J10OMTE NPUAYMBIBATb HCTOPHM, MOXETE MPOCTO

Bam towel TﬂHaI lemr



http://www.merriam-webster.com/

nepecka3aTb TO, UYTO NPpOUYUTAIN, HO C HECKOTOPBIMU U3MCHCHUSAMU. HyCTB MMOJIOKUTEIbHBIM I‘CpOfI CTaHET
OTpHULATCIIbHBIM U HaO60p0T.

2.3. CamocrosiTe1bHAs1 pa60Ta HAJ TPAMMATHKOI MHOCTPAHHOIO A3BIKA
3annMaiiTech Ha 00y4YaIOIIMX caliTaxX:
http://learn-english-today.com/
Kparkoe anrnosssraaoe nocodue mo rpaMmaruke. HecMoTpst Ha To, 94To Bes mH(GOpMaIus MpeacTaBieHa
Ha aHTJIMICKOM SI3BIKE, COBETYEM IMONpPOOOBaTh YYUTh I'pPaMMAaTHKy Ha 3TOM pecypce: Bce MpaBHiia
M3JI0KEHBI KPaTKO U HOHSATHO, 0€3 JUIIHEH TEOpUH.
http://www.englishlearner.com/
CaliT ¢ TecTaMu MO rpaMMaTHKe AJIs1 HAUMHAIOLIMX Ha aHTJIMICKOM si3bike. [lompoOyiiTe mpoiTH TeCThI ¢
nmoMeTKoi Beginner, B HUX 3ajaHNsl OPUEHTUPOBAHBI HA HAYAJIbHBIN YPOBEHb 3HAHHH.
http://englishteststore.net/
http://agendaweb.org/
JIBa MOXOXMX aHTTOA3BIYHBIX CaliTa C TECTAMM 110 TPAMMATHKE Ha aHIJIIMHCKOM S3bIKE AJI HAaUMHAIOIINX.
PaGoraiiTe ¢ HIM aHAJIOTHYHO: BBHIMTOJIHANTE 3aaHUA 110 TEM TeMaM, KOTOPBIE y)Ke U3YUIIIH, pa3OupanTe
OIMOKHU ¥ TIPY HEOOXOAUMOCTH MTOBTOPSHTE TEOPHIO.
IIpakTukyiiTecs.

¢ [lepeBoauTe TEKCTHl C PYCCKOI'O HAa AHIVIMHCKHUH, BBIIOJHANWTE YNPa)KHEHUS W3 yuyeOHUKA H
WnTepHeT-pecypcoB, crapaidTech damle YHOOTPeONATh pa3HOOOpasHbIE TpaMMaTHYECKHE
KOHCTPYKIIMU B Pa3roBOpHOM peun. J[oBeoUTe HABBIK MX UCIOJIb30BAHMS O aBromarusMa. He
OrpaHMYUBalTeCh MNpUMEpaMH H3 oaHoro yuyeOHuka. [lpugymbiBaiiTe cBOM mIpUMEpHI
ynoTpeOIeHus apTUKIIs, BpEMEH, aKTUBHOI'O M IIACCUBHOT'O 3aJI0TOB, a TAKXKe IPOXOJUTE OHJIANH-
TECTHl Ha pa3HBIX caiiTax. MHOro pa3sHOOOpa3HBIX TECTOB MOXKHO HaWTH Ha caiTe
http://esl fis.edu/.

® He o0s3aTenbHO 3yOpUTh HAW3YCTh NPaBujia B TOM BUJIE, B KAKOM OHH IIPEACTaBIICHBI B yIeOHUKE,
TJIaBHOE — TOHSATH U 3aIIOMHUTH MPAaBMWIIBHOE yHOTpeOIeHne TOW WM HHOH KOHCTPYKIIHH.

® 3amMeuaTenpHBIN calT http://www.engvid.com/ mpeasaraeT BaMm TpPEKpacHblE BUACOPOIIHKH,
KOTOpbIE TIOMOTaloT pa3odpaTbcs ¢ rpamMmarvkoil. HecomMHeHHOe mpemmymiecTBO pecypca —
JIeTKasi 110/1a4a MaTeprana 1 00bsICHEHHUsI HOCUTENIEH S3bIKa.

¢ [lompoOyiiTe momp30BaThcs cinoBapeM http:/www.lingvo.ru/. OH mpuMedaTeseH TeM, YTO JaeT
MIpUMEpPBI UCIIOJIB30BAaHMUS CIIOB, HO BBl MOYKETE HMCIIOJIB30BATh €ro mo-apyromy. Hanmpumep, BbI
yuaute Bpemst Present Continuous: BBeZiiTe B OKOIIKO Mporpammsl “I am writing” (MoxHO J1r060#
Ipyroil dacto ymorpeOmsemblii riarom). IIporpamMma TyT e BBIAACT BaM HECKOJBKO COTEH
MIPUMEPOB, COIEPKAIIMX ATH CI0BA. Tak Bbl YBUIUTE, B KAKOM KOHTEKCTE, ¢ KAKUMH HapeUUsIMH,
B KaKHX CIIydasx Jalie Bcero ynorpeoisiercst Bpems Present Continuous.

® MOXHO YYUTh I'pAaMMATHKy B CTHXaX, pupMoBaHHbIE (OPMYIMPOBKH JIETKO 3aIIOMHHAOTCS.
[ompoOyiiTe BBIyYNTh HENpPABWIBHBIC TJIAarojbl aHTIIMHCKOTO S3bIKa MO 3a0aBHBIM aBTOPCKHM
CTHILIKaM, 3TO HE IIPOCTO JIETKO, HO €I1Ie U Beceo!

* l3ydenue ar000i TpaMMaTHYECKON KOHCTPYKITMM HAYHHAETCS C TOTO, YTO MBI JOJDKHBI HAWTH
(mpounTaTh, YyCHBIIIATH) OMUCAaHME JTOM KOHCTPYKUMH, TO €CThb y3HaTh, 4YTO OHa
o3HauaeT. O3HaKOMUBIINCH C €€ 3HAUEHHUEM U NOCTPOECHUEM, MBI JOJKHBI €€ 3allOMHMTB. J[is
3TOro HaM HEOOXOJMMO BBIIIOIHUTH OIPEAEICHHBIE YIIPAKHEHHUS HA MEXaHUIECKOE 3aKpeIlIeHHe
9TON CTPYKTYpHI, TaK Ha3bIBaeMble «IPHIUIBIY (OT aHTiuiickoro cioBa “drill”, uTo o3Hauaer
«TPEHUPOBOYHOE YIPaKHEHHE» / «IIpaKkTHUecKas oTpaboTkay). [lociaequuii mar - 310 0TpaboTKa
BBIy4EHHOH IpaMMaTHYECKOM KOHCTPYKIIMK B peuu. be3 3Toro mara Hamie 3HaHUE KOHCTPYKIUH
OCTaHeTCs TOJIbKO Ha Oymare.

2.4. CamocrosiTeJibHAs1 padoTa HAl Ay AUPOBAHNEM
Caywaiite pa3jinuHble Ay MOMATEPHAJIbI PeryJsipHo.
Crnymaiite ayauoypoKH, IOAKAcTbl, MECHH, CMOTpUTE (HIBMBI W CEpHaIbl Ha AHTJIMACKOM SI3BbIKE
(opueHTHpYHTECH HAa CBOM YPOBEHb 3HaHMH). | TaBHOE — 10/100paTh yBIIEKATEIBHBIHN 1151 ce0st MaTepHall.
[TompoOyiite mpoOyauTh B cebe MHTEpeC, TOTIOUTh ay TMpOBaHHUE, TOTAa 3aHUMAaTHCS UM Oy/1eT HAMHOTO
IIpoLE.
HM3yuaiiTe aHIVIMHCKUNA A3BIK 0 (PMIBMAM U CEPHAJIAM - TO JOCTABUT BaM MAacCy YJOBOJBCTBUS U
ITOMOJKET TTOHMMAaTh aHTJIMHCKUH S3BIK Ha CIIyX: https://ororo.tv/en u https://show-english.com/
CaiiTpl ¢ ay1u0o3anucsMu:


http://learn-english-today.com/
http://www.englishlearner.com/
http://englishteststore.net/
http://agendaweb.org/
http://esl.fis.edu/
http://www.engvid.com/
http://www.lingvo.ru/
https://show-english.com/
https://ororo.tv/en

- http://www.eslfast.com/ B kaxqoMm pazjene ecTh TeMaTu4eckue mojapasnensl. BeiOupaiite HeOombiue
WUCTOPUU WM JUaJOTM Ha Ppa3rOBOPHBIE TEMbl, OTKpPBHIBATE COOTBETCTBYIOILYIO CTpaHuly. B
OTKPBIBLIEMCS] OKHE B BEPXHEH 4aCTH 3KpaHa Bbl YBUAUTE I1aHEJIb YIPABICHUS ayIMOIPOUTPhIBATEIIEM,
a HWOKe BaM OyJIeT IPE/ICTaBIICH TEKCT.

- http://www.esl-lab.com/ Ha caiite ecTb Heckoibko pa3zienoB. [lepBblid, KOTOPBI CTOUT WU3yYUTb, —
General Listening Quizzes. B HeM ecTb MaTepuaiasl TpeX YypOBHEH: JIETKWH, CPEIHUM, CIIOKHBIN.
Bri6upaiite moaxoAsmuii BaMm U OTKphIBaiTe ypOK 110 3aMHTEPECOBABIIEH Bac TEMe.

- http://www.talkenglish.com/listening/listen.aspx Ypoku IpencTaBICHbl I TPEX YPOBHEH 3HAHUM:
0a30BbIl, cpelHM U NPOABUHYTHIH. TemaTnka pa3HooOpa3Has, B OCHOBHOM IIPEJCTABICHBI JUAJIOTH U3
*u3HU. V3 9THX M0J00POK HE JIMIITHUM OyIeT 3aIOMHHTD Mapy ACCATKOB (pa3 — Bce OHU HCTIOIB3YIOTCS
B COBPEMEHHOW aHIVIMMCKON pedH.

CaiiTpl ¢ nogKacTAMH Ha aHIJIMIICKOM: 100aBbTe cebe B 3aKJIaJIKU U MOceUaiTe X0Ts Obl mapy pa3s B

Henenro: 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 cirynraeM KOpOTKHE 00yYaroline ay/Ino3anrcy B MEUICHHOM TEeMIIe, TIOTOM MEPEeX0IuM K OoJee
CJIIOXKHBIM, TIEPENAIONIMM E€CTECTBEHHYIO peub. BBl y3HaeTe OCOOCHHOCTH TIPOW3HOIICHHUS 3BYKOB,
MOCTAHOBKH yJIaPEHUS B CJIOBaX, MHTOHAIIUH, PACCTAHOBKHU JIOTHYECKUX May3bl U yaaperuii. COBpeMEHHBIC
IIOJIKACThI 03BYYMBAIOTCSI HOCUTEIISIMH S13bIKa — OOBIYHBIMH JIFOJIbMH, PA3rOBAPUBAIOIIUMU IPaMOTHO. Bbl
CMOKETE 3allOMHHUTH ITOJIE3HBIC (pa3bl M HWCIOIB30BaTh WX B CBOCH peYH, 3HAs, YTO COOECETHUK-
WHOCTpPAHEI] TOYHO MOMMET Bac. Bbl IPUBBIKAETe K pa3HbIM aKIEHTaM B aHIVIMHACKOM si3bike. CHavala peyb
HEKOTOPBIX HMHOCTPAHIICB TOKAXKETCS BaM CTPaHHbIM HaOOopoM 3BYyKOB. OJHAKO eciu BBl OyJeTe
3aHUMAThCS TI0 TaKuM ayauodaiiaM ITOCTOSHHO, TIOCTENEHHO CMOXETe MPHUBBIKHYTh K OOJBITMHCTBY
akKIEHTOB M Oynmere 0e3 Tpyna MOHMMAaTh HMHOCTpaHIEB. YTOObI 3HAaTh, B KAKUX Clydasx MPUEMIIEMO
yHOTpeOJICHHE TOTO WM UHOT'O CJIOBA, CIYIIANTE MOJIKACThI COOTBETCTBYIOIICH TeMaTHKu. Hampumep, BBl
u3ydnin Temy “‘Shopping”, HaliuTe ay o Ha 3Ty TeMy M CIIyIIaliTe, KaK HOCUTENH S3bIKa UCTIOIB3YIOT
W3yUYeHHBIC BaMU cJIoBa. M3 ayauo3amuicy BB ITOMMETE, C KAKUMH CJIOBAaMH COYCTACTCSl HOBas JICKCHKA, B
KaKOM KOHTEKCTE OHA UCIOJIb3yeTcs. Bo Bpemst mpocaymnBaHusl IOIKAcTa BB y3HAECTE, B KAKOM KOHTEKCTE
Y KaK UMEHHO HCIIOJIb3YETCSl TO WM WHOE BPEeMs WIIM aCHeKT rpaMMaTHKH. BIOCIEeNCTBIH BB CMOXKETE
CaMOCTOSTEIHLHO COCTAaBUTE MPEIIOKEHHUS, aHATOTHYHBIC YCIIBIITAHHBIM.
Haiigute s cedsi onTUMAJBHBIA cocod padoTsl ¢ moakactoMm. CiylraeM TOIKACT M IBITAEMCS
MOHITh MaKCUMyM HMH(popManuu u3 Hero. Eciu 310 TpymHO cienarb, MonpoOyHTe YIOBUTH OCHOBHYIO
MBICITH 3amucH. HaxoauM TeKeT moikacTa, YUTaeM ero, BRITUChIBAEM HE3HAKOMBIE CIIOBA M KOHCTPYKITHH.
Pa3OupaemMcss ¢ He3HaKOMOW BaM JIEKCUKOH M TPaMMaTHKOW TaK, YTOOBI BBl TOYHO TOHSUIM Ka)XI0€
npeyiokenre Texcra. CHOBa BKIIIOYAaeM ayIM03aIUCh U IIBITAEMCsI YJIOBUTh Ha CIYX y)K€ 3HAKOMBIN BaM
tekcT. [lepeckaspiBaeM yCIBIIIaHHOE, CTapasch MOJAPaKaTh pedn MukTopa. Paboraiite ¢ HE3HAKOMBIMHU
CJIOBaMH W TpPaMMAaTHYCCKUMU KOHCTPYKIHSIMH. BBIMTHUCHIBANTE MpEMIOKEHUS ¢ HE3HAKOMBIMH BaM
000pOoTaMu U CJIOBaMH, pa30UpailTech, MOYEMY HCIIOJIB3YETCS MMEHHO TaKOe CJIOBO WJIM KOHKpETHAs
koHCTpyKIws. [Tocne 3Toro monpoOyiTe COCTaBUTh HECKOJIBKO MOX0XKHX MpeiokeHnid. Kak TOIbKO BB
HaYJaJIi XOPOIIIO TOHUMATh IPOCTHIE TIOKACTHI, IEPEXOAUTE Ha O0JIEE CIIOKHBIE, C OBICTPHIM TEMITOM PEYH,
OOJBITICH MPOAOIKUTETFHOCTHIO M HOBOU JICKCUKOH.
UYtoObl y3HATh, HACKOJIBKO XOPOIIIO BbI CTAJU MOHUMATh aHTJIMHCKUN Ha CIyX, U IIPOBEPUTH CBON HABBIK
MIPABOMUCAHHUS, TIOCETUTE OJINH M3 CAWTOB C OHJAWH-TNKTAHTAMHU HAa aHTJINHCKOM 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 M0 Ay IMOKHUTAM. AYIHOKHUTH— OTJIMYHBIN PeCcypc /I pa3BUTHS HABbIKA Ay TUPOBAHUSI.

Bo3pmuTe TEKCT 3ammch W YHMTalTe ero mpo ceds mapajuiedbHO ¢ TuKkTopoM. MuHyT depe3 10-20 B
MIPUBBIKHUTE K TEMITy PE€YH M TOJIOCY CIIMKEpa, BaM OyJEeT Jierde pacro3HaBaTh CJIOBa Ha CIIyX. 3aKpoiTe
TEeKCT W ciymaiiTe ayano3anuchb. MoskeT ObITh, Bbl HE MOMMETe Ka)JI0€ CJIOBO, HO 3aMETHTE, 4TO
yJIaBIMBaeTe OOJIBIIYIO YACTh TOT0, YTO TOBOPUT JUKTOP. A €CIIM CIyLIaTh KHUTY KaXIIbli 1€Hb, TO Yepe3
HEKOTOpOE BpeMs BBl OyAeTe CIOKOWHO 00xomuThes Oe3 Tekcra. VCmonb3ylTe BCE TEXHHUCCKHE



http://www.eslfast.com/
http://www.esl-lab.com/
http://www.talkenglish.com/listening/listen.aspx
http://www.audioenglish.org/
http://www.bbc.co.uk/worldservice/learningenglish/general/sixminute/
http://learningenglish.voanews.com/programindex.html
http://www.listen-to-english.com/index.php?cat=podcasts
http://www.dailyesl.com/
http://www.privateenglishlessonlondon.co.uk/category/learn-english-online
http://www.dictationsonline.com/
http://www.rong-chang.com/eslread/eslread/dict/contents.htm
https://www.englishclub.com/listening/dictation.htm
http://breakingnewsenglish.com/dictation.html
http://www.learnenglish.de/dictationpage.html

JOCTYDKCHHUS, HCTIONB3YHTE (PYHKIHIO 3aME/JICHHOTO BOCIPOU3BECHUS YTOOBI YMEHBIANTE CKOPOCThH
BOCIIPOM3BEICHU, [I0KA HE CTAHETE yJIABIMBATh 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. CamocTosiTeJIbHASA padoTa HaJl TOBOPEHHEM
Kak moxHO 4yame of0maiiTtecb Ha aHIJIMHACKOM C MpENOAaBaTesieM, OAHOIPYIIIHUKAMM Ha Kypcax,
APY3biAMU, U3YYAIOIIUMH A3BIK, MTHOCTPpaHIAMU. Tak BB CMOYETE YCIbIIIATh <«<OCKUBYHO» PpE€Yb U IPUBBIKHYTH
K TOMY, YTO aHTJIMHCKUI MOXET 3By4aTh M0O-pa3HOMY, BE/Ib y KaXKJOT0 YeJIOBEKa CBOE MPOM3HOILIEHUE,
AKIICHT.
Yuurech AymMaTh HA aHTJMHCKOM si3bIke. Kormia ynTaeTe WM CaymaeTe Kakoi-Tn0o TEKCT, He HYXKHO
MBICJICHHO MEPEBOUTH €r0 HA PYCCKHUH sI3bIK. BakHO BHIOMPATH MHTEPECHYIO JUIS Bac MH(POPMALIUIO: BbI
yBJIeUeTeCh IOBECTBOBAHUEM H HE OyJIeTe OTBJICKATHCS Ha JOCIOBHBIH MIEPEBO/I.
O06s3aTesIbHO IPOroBapUBaiTe CBOM MBICIH BCIYX: OT OJHUX MBICIECH FOBOPUTH HE HAYUYHIILCS, HO €CIIH
BBI 3aBEJICTE MIPUBBIUKY PETYJSIPHO JyMaTh HAa QHIVIMHCKOM, TO U TOBOPUTH Bbl HA HEM CMOXETE, KaK Ha
POZIHOM SI3BIKE.
Pasrosapusaiite ¢ keM-uu0yab. Hanpumep, pacckaxure cBoeMy OTpak€HHIO B 3epKajle, Kak y Bac Jena,
YTO MPOU3OILIO 32 JeHb. BO3MOXKHO, MpensioxKeHne MOTOBOPUTH C 3epKajOM MOKAaKETCs] CTPAaHHBIM, HO
M0JIb3BI TIPUHECET MHOTO. 3epKajio MOXKET OBITh JIyUllle YeJIOBeKa 110 HECKOJIbKUM MpUYrHaM. Bel MoxkeTe
CKa3aTb CBOEMY OTPaXXCHHUIO BCE, YTO XOTUTE U AyMaere. Bbl He OouTech cKa3aTh YTO-TO HENPABUIBHO.
OueHb YacTO M3YYAIOUIMX SA3BIK IIPECIEYET CTPax cAenaTh OMHOKy. DTO NPUBOAUT K TOMY, YTO YEJIOBEK
HE TOBOPHUT COBCEM. A C 3epKajIOM ATOT CTpaxX YXOJUT: BPSJ JIU KTO-TO CTECHAETCS CBOETO OTPaKEHUSI.
OnuceiBaiiTe KApTUHKH. Bo3bmute m100y10 KapTuHKy. OHa MOXKET OBITH CBSI3aHA C TEMOH, KOTOPYIO BBI
n3ydJaere, MOXKET ObITh Ha OTBJIeUeHHYI0 TeMy. [locTapaiiTech onmcars, 4To Ha Hell n300pakeHo. ['oBopuTe
BCC, UTO CMOXKCTC NpUAyMaThb: KTO 1/1306pa>1<eH, 4YTO OH JCJIac€T, KaKUC IMPEAMEThI Bbl BUAUTE, €CTh JIN
BTOPOCTEIICHHBIC AeTalli, HPaBUTCS BaM KapTHHKA WK HeT. Eciiu Baln ypoBeHb 3HaHUH BHICOKHIA M HABBIK
TOBOPEHMS Pa3BUT XOPOILO, AHATU3UPYWTE MPOU3BEICHUSI UCKyccTBa. He cTOMT CHIBHO BAaBaThCs B
10POOHOCTH, HECKOJIBKUX IIPEJIOKEHUHN OyIeT JOCTaTOYHO.
3anucesiBaeM cBoOii rosoc. BriOepure Kakylo-HHOYIb 0OIIEpPa3TOBOPHYIO TeMy, HAIpUMEp pacckas o
Bamrel mobumoi kaure. Brmounte nukTooH 1 3anummte cBoi rojoc. [locne sToro BriIoYHTE 3a1UCh
¥ BHUMATEJIbHO npociymaiire ee. OOpaTuTe BHUMAaHUE, B KAKUX CIy4asx y Bac BO3HUKAET 3aMUHKA, TJe
Bbl 3aTATrMBAcCTC I1ay3y, HACKOJIBKO GI)ICTpaSI Yy BaC pe€yb, XOpOoHICC MNPOM3HOMICHUC H IIPABUIIBHOC
uHTOHHpoBaHWE. OOBIYHO TMEpBbIE 3alKMCH Ui M3YYalOlUIMX AaHTJIHHCKUH — WCIBITAHUE HE IS
cJ1a00HEPBHBIX: BO-IIEPBBIX, MBI HE MPUBBIKJIN CIBILATH Ce0s CO CTOPOHBI, BO-BTOPBIX, AHIJIOS3bIUHAS
peyYb Ha MEPBBIX CTYNEHSIX 00y4eHHUs 3BYUHT CTPAHHO M HETIOHATHO. MBI peKOMEHyeM BaM B3sITh ce0s B
PYyKH (BCE € 3TOT0 HAUMHAIIN) U TIPOJIOJDKUTH MOJ00HBIE 3aHATHS. A Yepe3 MeCsI-IPyroil CPaBHUTE MIEPBYIO
U TIOCJICIHUE 3allMCH: pa3HULA OyAeT pasuTeNibHAasl, U 3TO BOOJYLICBHUT Bac Ha AajbHEHIINE TMOABHUIE B
H3yY€HHUH aHIJIMHCKOIO SI3bIKA.
IMumem moctel. [TonpoOyiiTe Hanmucath HEOOJNBIIONW paccKas, UCIOJb3Ys cioBa Wi (pas3bl, KOTOPHIC
XOTHTE «aKTUBUPOBAThY. EciH Ball ypoBeHb 3HaHUM JOBOJBHO BBICOK, BAM CKYyYHO IHCAaTh YYCHUUECKHUE
YOPa)KHEHUsI B TETPAIKY, M Bbl JABHO JKAXKIETE€ CBOEH MHHYTHI CJIaBbl, OTHPABIAWTECH HA IPOCTOPEI
Wurepuera. [emaitre 3amucu B Twitter, Ha Facebook, Ha cterne Bxonrakre, 3aBenute 6ior. [lummre Ha
AHTJIMIICKOM S3bIKE KOPOTKHE 3aMETKH, CTaThU C HCIIOJIb30BAaHUEM HOBBIX CJIOB.
Ob6maemcst ¢ mHocTpaHuamu. CoBeTyeM HaWTU Jpyra IO MEpPEHNUCKE Ha OJHOM U3 3TUX CalTOB:
penpalworld.com, interpals.net, mylanguageexchange.com. I[lummre emy MIMHHBIE NMHCHMA, a TEpen
OTIIPaBKOM ellle U YUTalTe BCIyX — MOJIE3HO U JJIsl POU3HOLIEHMSI, U [ aKTUBALUY CJIOBApHOTIO 3ar1aca.
YuyuM Hau3ycTh CTHXHU U HecHH. 3yOpexka — 3aHATHE CKy4HOE, IPyroe JAej0, €ClI Bbl pa3yynBacTe
HMHTEPECHBIC BAM CTUXU U IIECHU HAN3yCTh. DTO MHTEPECHO, TIOJIE3HO AJIsl OOIIEro pa3BUTUSA U 00OTAIECHUS
CJIOBapHOTO 3amaca. PupmMoBaHHBIE CTPOYKH 3alIOMUHAIOTCS Jierde OOBIYHBIX TEKCTOB, TaK YTO U HOBas
JIEKCHKa ObICTpee OTIIOKUTCS B aKTHBHYIO YacTh BAILETO CIOBapsl.

2.6. CamocTosiTeJIbHAsI pa00oTa HAJl YTeHHEM


http://www.librophile.com/#!/audiobooks/popular/free
http://www.voicesinthedark.com/content.php?iContent=50
http://freeclassicaudiobooks.com/
http://www.audiobooktreasury.com/

[apayuiesibHOe YTeHMe — O5TO YTEHHE OJHOTO W TOTO € TEeKCTa Ha JBYX S3bIKaX: POJAHOM H
u3yyaeMoM.TeM, KTO TOJIbKO Hayall y4uTh aHTIIMHCKUI, HET CMBICIA YNTATh MapajulesIbHbIe TEKCThI. BhI
[I0Ka HE CMO’KETE COIIOCTaBUTh I'PAMMAaTHUYECKUE KOHCTPYKIMU U YacTH PeUu B pa3HbIX s3bIKax. [loaTomy
JNOXIuTech X0Ts Obl ypoBHs Elementary, ocBoiiTe OCHOBBI IpaMMaTHKU U TOJIBKO TIOTOM MPHCTYIANTE K
yreHuto. Kak Toibko BBl mocturiu ypoBHs Intermediate, mepexoauTe K YTEHUIO KHHT IMOJHOCTBIO Ha
AQHITIMHACKOM SI3bIKE. DTO MOKET OBITh KaK aJlallTUPOBaHHAs JIUTEPATYPa, TAK U KHUTH B OpUTHHANIE. 3HaHUE
MIPaBUJI YTEHUS] — 00s3aTeIbHOE YCIOBHE Il UCTIOIB30BaHUA METO/a MapajljieNbHBIX TeKCTOB. Beerna
BbIOMpANTE TOT TEKCT, KOTOPBIA BBl C YAOBOJILCTBUEM MPOYHUTAIN Obl MM MEpeunuTad Obl HA PyCCKOM
s3pike. CiymiaiTe ay1Mo3anuch TeKcTa. Takke MOXKHO BOCIIOJIB30BaThCs CIIEHUATbHBIMU IPOTPaMMaMH C
texHonoruei Text-To-Speech, Hanpumep http:/neospeech.com/. B okomrko MoxkHO BBecTH JH00YI0 (hpasy,
U MporpamMma O3BYYHT €€ T'0JOCOM HOCHTENS SI3bIKa C MPAaBUJIBHBIM HPOM3HOIICHHEM M HHTOHAIMEH.
Uuraiite (pasy Ha pyCCKOM U COIOCTAaBIIIUTE C MPEJIOKCHUEM Ha aHTIIMMCKOM 4YTOOBI pa3oOparhesi B
CTPYKType npeioxkenus. Tak, Bbl mpounTaere (hpasy Ha pyCCKOM U aBTOMAaTHUECKH OyIeTe COOCTABIATD
AHTJIMICKUE CJIOBA C PYCCKHMMH, pa30MpaThCs B CTPYKTYpE IMPENIOKEHHS, ITO MOMOXKET BaM DPa3BHUThH
YYBCTBO $I3bIKA U S3BIKOBYIO JIOTJIKY.

Bribepute ynoOHbIe pecypcesl: https://sites.google.com/site/aglonareader/home/lang-ru Ilporpammy ams
YTEHUS TMapayIeIbHOrO TEKCTa, a TaKKe NPHIOKEHWE MOXKHO CKauaTh OECIUIaTHO. JTO WHTEpecHas
pa3paboTka, KOTOpas TMOJCBEYMBAECT COOTBETCTBYIOLIME OTPHIBKM B MapaiieIbHBIX —TEKCTax.
https://studyenglishwords.com/ - GecrinaTHbII caliT, HAa KOTOPOM MOKHO YUTATh NapaslieIbHbIE TEKCTHI Ha
AHIJIMHACKOM SI3BIKE, COXPAHSTh CJIOBA W3 HUX B COOCTBEHHBIM AJIEKTPOHHBIH CIOBapUK W yYUTH B
CBOOOJIHOE BpEMHI.

UreHne BCJIYX HA AHTJIMACKOM SI3bIKE:

1. YuraiiTe MeIJIEHHO, Y€TKO U BBIPA3UTEIILHO MPOTrOBAPUBANTE KK/ 3BYK U KaXJ0€ CJIOBO, JIeJIaiTe
nay3bl. Ecnu BBl OyJlieTe THaThCs 38 CKOPOCTBIO, TO MHOTOTO He JoObeTech. Jlaxke eciim CKOPOCTh BBI U
HapaboTaeTe, TO TMPOM3HOLICHHE, MHTOHALMS, KpPacHUBbIE 3BYKM — BCE OTO yimeT B Hukyna. s
BBIPA3UTEIbHOM PEeUM B MEPBYIO OUEPEab HYXKHO XOpOIlee MPOU3HOIICHUE U NPAaBUIIbHAS MHTOHALUS. A
CKOPOCTb ITOSIBUTCSI CO BpEMEHEM cama, OHA Hapa0aThIBACTCsI TPAKTUKOM.

2. IlpounTaiiTe TEKCT U TOJBKO TIOTOM HMIIUTE HOBBIE clioBa. He 3a0bIBaiiTe, YTO MpU YTCHNUH BCIIyX ObIBaET
CJIO)KHO TIOHATH cofepkaHue Tekcra. CHadana IMOJHOCTBIO YUTAaWTe TEKCT, HEe oOpallas BHUMaHHS Ha
He3HakoMble ciioBa. CtapaiiTech yJIOBUTbH INIaBHYIO MBICIb M IOHATh, O 4eM TeKcT. [locie Toro kak Bbl
NPOYUTAIIH MEPBBIA pa3, MOKHO yxe paboTaTh ¢ HE3HAKOMBIMHU CIIOBAMH: MCKATh 3HAUCHHS B CIOBape,
CMOTpeTb, Kak HNpoHu3HOCATCS. UTOOBl pacIMpUTh CIOBAapHBIA 3amac, Y4YUTE HOBBIC BBIPAKEHUS,
HOBTOPSIATE CIIOKHBIC M TPYAHOIPOU3HOCUMBIE coBa. UTOOBI BaM ObLIO Jerdye 4MUTaTh, HEOOXOIAMMO
BBIOMpATh KHUTY, COOTBETCTBYIOIIYIO BallleMy YPOBHIO 3HAHUI.

3. O0Opaiuaiite BHUMaHue Ha TpaMMaTHKy. Yurtas mpo ce0si, MOKHO OErio MPOCMOTPETh TEKCT, HE BAABASIChH
B MOJAPOOHOCTH copepkaHusa. UuTas aHTIMHCKUN TEKCT BCIyX, Bbl HUKyJa HE TOPOIHUTECH, IO3TOMY
MOXETE YBHJIETh, KAK YIIOTPEOISIOTCSI BpeMeHa U apTUKIIN. TO eCTh BbI 3alIOMUHAETE MPABHIbLHBIC MOJCITH
UCIIOJIb30BAHUS TPAMMATHYECKHUX MTPABHUIL.

4. Yuraiite He menpme 10 MuHYT B aeHb. Pa3zymeercsi, yem Ooibllie BBl Oy/leTe YMTAaTh BCIyX Ha
AHITIMHACKOM sI3bIKE, TeM Jy4ine. OnTuManbHbli BapuanT — 30 MuHyT B 1eHb. Ho ecim siniHero BpeMeHu
y Bac HET, cTapaiiTech BBIACIATH XOTs ObI 10-15 MUHYT. DTO HYKHO KaK pa3 JJisi TOTO, YTOOBI Ballla peyb
CO BpeMeHeM cTajia ObICTPOi 1 TuIaBHOH. BaM He Hajg0 mMpuAyMBIBaTh peub Ha XOAY, KaK B pa3roBOpE, BbI
YUTACTe IPAMOTHO HAIMCAHHBIM TEKCT U CIelyeTe 3a X0AoM MbIciau. Ecnu Bbl Oyznere uutaTh BCIyX He
MEHbIIIE ToJydaca B JE€Hb, TO Yepe3 MecAll-APyroi 3aMeTHTe, Kak CHJIBHO IMpeodpasniach Ballla peyb:
3BYKHU CTaJIM YETKUMH, YILTH CIOBA-NIApPa3UThl U HEJIOBKUE 3aMUHKH.

5. Yuraiite pasHble TeKcThl. UnTaiiTe XyqOKECTBEHHbIC MPOU3BEICHUS, CTUXH, HAyYHbIC ITyOINKALIUH,
CTaThU B Ta3eTax W KypHayiax. PazHooOpa3Hble TEKCTHI TOMOTYT PAa3BHTh HABBIK YTEHUS CO BCEX CTOPOH.
Jiist KaKao0ro TeKcTa OyAyT pa3Hble TEMITbl PEUYH U 1ay3bl, HHTOHAIIHS.

WntepHeT-pecypces:
http://www.rong-chang.com/nse/ 3TOT callT momOHACT A 3aHATHI HAYWHAIONINM C YpoBHEM Beginner
u Elementary. Bce TeKcThI KOPOTKHE, B HUX HCIIOJB3YIOTCSl IPOCTHIE CIIOBA M JIEMEHTapHAs TpaMMaTHKa
— Tpu BpeMenHu rpymisl Simple. [lonpoOyiiTe yntaTh X0Ts ObI 2-3 TEKcTa €KEAHEBHO, 3TO 3aliMET BCErO
5-10 munHyT. Tembl TEKCTOB pa3HbIe, YaCTO OHH IMPEICTABIAIOT cO0O0W Hebousblue MmyTKA. Bce cioa
10JI00paHbl TAKKMM 00pa3oM, YTOObI H3YYaOIHid He MPOCTO YHTAI TEKCThI HA aHTITHHCKOM, HO M PACIIUPSLT
CBOH JIeKcHYecKuii 3amac. Tak, BBl CMOKETE BBIYUUTH MEPBEIE (ppa3oBbIe IIIaroiibl, 4acTo ynoTpediseMble
cJI0Ba U BbIpaxkeHus. K Kax1oMy TEKCTy npuiaraeTcst ayAno3anuch.



http://neospeech.com/
https://sites.google.com/site/aglonareader/home/lang-ru
https://studyenglishwords.com/
http://www.rong-chang.com/nse/

http://www.english-online.at/index.htm 3ToT pecypc cozman crnennanbHO A M3YYaIOMIUX aHTIMHCKUN
s3bIK ¢ ypoBHeM Pre-Intermediate m Bbime. TekcThl HE OYSHB JUIMHHBIC, 3aTO HACHIIICHBI MOJIE3HBIMU
BBIpOKEHUAMH U cinoBaMu. CTaThM pPa3HOM TEMaTHKM aJalTHPOBAHBI CIIEIHANBHO U YYaIluXcCs:
UCIIOJIb3YeTCSl Hanbosee 4acTo yrmoTpedisieMast JIGKCHKa M HEeCIOKHBbIE TPaMMaTHUECKHE KOHCTPYKIIUH.
Ha nanHbBIi MOMEHT Ha caifTe ITOCTYIHBI JJIsl YTEHHUSI HECKOJIBKO COTEH TEKCTOB pa3HOil TemaTHku. Bee
OHH JTOBOJIBHO MHTEPECHBI, TaK YTO JaHHBIH PECYpC COAEPKHUT ONTHMAIBHYIO MPOTOPIHI0 O0yUeHHS U
Ppas3BJICUCHUA. Bo Bcex cTarhsgx BBI YBHUOUTE CJIOBA, BBIACJIICHHBLIC XKUPHLIM I]_[pI/I(i)TOM. 9T0 JICKCHUKaA,
KOTOPYIO BaM IpeiararoT u3yduThb. [locie Tekcra craThd Bbl HaijIeTe aHTJIO-aHTIMHCKHN CIOBaph C
STUMH CJIOBaMH. TakuM 00pa3oM, CalT BBHINOJHIET BAXHYIO (DYHKIHIO — BBl MOXKETE M3y4aTh HA HEM
HOBYIO JICKCUKY B KOHTCKCTE.

http://short-stories.co.uk/ A 3TOT caiiT MOJOUAET BCEM JIFOOUTEIISIM XYJI0KECTBECHHOM JINTEPaTyphl. 3/1€Ch
HET aJaNTHPOBAHHBIX TEKCTOB WIIM CIIOBAPEH, TOJIILKO PACCKa3bl aHTJIOA3BIYHBIX ABTOPOB B HEM3MEHEHHOM
Buzie. Ha caiite mpezacTaBieHsl 8 MOMyJSPHBIX JKAaHPOB: JETCKasl JUTEpaTypa, NETEKTHB, (aHTACTHKA,
yKachl, FOMOp, JIOKyMEHTaJbHasl NP03a, pOMaH, Hay4Has (aHtacTuka. Ecim Bbl HaXoAWTECh HA YPOBHE
Pre-Intermediate, mompoOyiiTe HaAYaTh YUTATh IETCKUE PACCKA3bI.

http://easyenglisharticles.com/ DTo emie oaWH pecypc ¢ TEKCTaMH I M3yYaIOUINX AHTIIMACKUN S3bIK.
CaliT opueHTHpOBaH Ha ydvammxcsi ¢ ypoBHeM Pre-Intermediate u Bbimie. Bece crarbu Ha 3TOM caiite
aIaIITUPOBAHbI JJIsl YYAIIUXCS: B TEKCTAaX COACPIKUTCS TOJIBKO HanOoJiee 4acTo ynoTpedisiemMas JeKCUKa
¥ TpaMMaTHKa CPEJHEr0 YPOBHS CIOKHOCTH. TEKCTHI B OCHOBHOM IPEACTABISIOT MOCIECIHHE MHUPOBBIC
HOBOCTH, HO €CTb U PA3HBIC CTAaTbHU-COBCTHI I10 U3YUCHNUIO HHOCTPAHHOI'O A3bIKa, CAMOCOBEPIICHCTBOBAHUIO
u T. 1. CaMble CBEKME HOBOCTH CO BCETO MUpPa B aJaiTUPOBaHHOM BapuaHnTte! OOparruTe BHUMaHHUE: 1OCTe
Ka)XJJ0M CTaTbU €CTh CIIMCOK CJIOB, PEKOMEH/IyeMbIX K u3ydeHuro. [lompoOyiiTe yragaTh Ux 3Ha4YCHUE U3
KOHTEKCTa, 3TO, KaK MPaBUIIO, BEChMa TTOJIe3HAS JUIs H3YUCHHUS JICKCHKA.
http://www.infosquares.com/readingcomprehension/ Ha 3ToMm caliTe mpeacTaBIeHO BCErO0 HECKOJBKO
JIECSITKOB TEKCTOB, OJJHAKO OH JIOCTOMH Balllero BHUMaHUs. Pecypc monoiiner ajst 3aHATHI ydyeHUKaM ¢
ypoBHeM Intermediate u Bbime. Pecypc oTinmyaercs oT mpeabIIyIIuX CaifToB TeM, 4TO Ballla 3a/1a4a Terephb
— HC IPOCTO NPOYNUTATh TCKCT U IMOHATH OCHOBHYIO MbICJIb, d YJIOBUTH IaXKC MeJIbYalime JCTalIn. Ha
BKJIAJIKE C JTF000# cTaTheil BbI HaliIETE HE TOJILKO CCHUIKY Ha CaM TEKCT, HO ¥ TECT Ha IIPOBEPKY IIOHUMAHUSI
npouyntanHoro. [loatomy MbI coBeTyeM 0OpaTUTh BHHMaHHE Ha ATOT PECypC BCEM, KTO TOTOBHTCS K
9K3aMEHY 110 aHTJINHCKOMY SI3BIKY, BEIb BEI MOJKETE «OTPETICTHPOBATH» Ha 3TOM pecypce cekiuro Reading.
3ajaua 9TOrO caiiTa — MPOBEPHUTH, HACKOIBKO XOPOILIO BBl MOHUMaeTe TeKCT. [109ToMy MBI peKOMEHayeM
3aHMMAThCs Ha OTOM CalTe MPUMEPHO pa3 B MECHII, a B OCTAJILHOE BPEMsl YHTATh JPYTHE CTaThH. Takum
o0pa3om, BbI OyJeTe BUIETh, HACKOJIBKO OBICTPO pa3BHBACTCS BAlll HABBIK YTCHUS HA aHIJIMIICKOM SI3BIKE
1 HACKOJIBKO Bbl BHUMATCJIbHBI IIPU YTCHUU.

http://web2.uvcs.uvic.ca/courses/ele/studyzone/330/reading/ DTOT CaliT CX0XK € MPEABLAYIIMM: HEOOJIBIIOE
KOJIMYECTBO MATepHaoB C JIMXBOH KOMIIEHCHPYETCSl HAIMYMEM PAa3HBIX YIPAXHEHHH, MPOBEPSIFOIINX
MMOHUMaHHUE TEKCTa. 3716Ch MOKHO 3aHUMAThCs ¢ ypoBHEeM Pre-Intermediate u Bhile.
http://dreamreader.net/ DTOT pecypc 3auHTEpecyeT TeX, KTO JI0OUT YUTaTh pa3Hble M03HABATEIbHbBIC U
pa3BnekarenbHble cTaTbu B iHTepHeTe. Caiit moxoiiaeT yyanmmcs ¢ ypoBHeM Elementary u BbIte.
BompImie Bcero TEKCTOB Ha 3TOM caifTe mpeacTaBieHo B pa3aenax Fun English u Academic English.
HpCHCCTI) cTate B TOM, YTO HAIIMCaHbl OHU XOTb U IMMPOCTHIM, HO JKUBBIM A3bIKOM. A paccMaTpuBacMbIC B
CTaThSX TEMBI aKTyaJIbHBI 1 OCBEILAIOT CAMBbIC Pa3HbIE CTOPOHBI )KU3HU: OT si3bIKa Tena 10 dact-pyaa, ot
HJIO no «xomaubux» nauom. K kaxaoMy U3 TEKCTOB IPUIIAraeTCs Psifl BOIPOCOB, TOMOTaOIINX
IMPOBCPUTH, HACKOJIBKO XOPOMIO BbI ITOHAIX NPOYUTAHHOC. Br1 MokeTe He IMPOCTO YUTATh CTAaTbIO, HO
MOCITYLIATh €e.

2.7. CamocTrosiTeibHasi padoTa HaJ MUCHbMOM

M3yuaiiTe npaBujia HAMCAHMS CJIOKHBIX CJIOB. 3allOMHUTB [TPABOMMCAHUE MHOTUX CJIOB Oy/IeT MpoIIie,
€CITM 3HATh MPaBUIIa, 0 KOTOPBIM OHHU muIryTes. Hanpumep, B cratbe «Silent letters. HenmpousHocumebie
OyKBBI B QHTVTHICKOM SI3bIKE» YETKO M MOHATHO OOBSICHSIIOTCS MPaBHiIa yIIOTPEOICHUS HEMPOU3HOCHMBIX
OykB. M3yuute 3Ty cTaThio, M y Bac y’Ke He BOSHHUKHET jKeJlaHUsI Harucath nowledge Bmecto knowledge
http://engblog.ru/silent-letters. Takxe coBeTyeM 03HAKOMHUTKCS U cO cTatheld «Opdorpadus aHTITHECKOTO
A3bIKa», B HEW IMPEACTAaBICH CIMCOK IMOJE3HBIX MATEPHUAIOB UIS COBEPIICHCTBOBAHMS MPABOIMCAHUS
http://engblog.ru/spelling.

Hcnonn3yiiTe mpueM W3 IKOJbI. BCroMHUTE, KOTJa MBI COBEpIIAIH OUIMOKY B JUKTAHTE, YYHTENb
3aCTaBJIsUT HAC MPOMHUCHIBATE CJI0BO 5-10 pa3. OH [emnai 3To He U3 KeJTaHHs HaKa3aTh YIeHHKa, a Ui TOTO,
9ro0Bbl B HAIICH TMAMSATH MPOYHO 3aKPENHIOCh MPaBHJIBHOE HamMcaHue cioBa. llompoOyiite nenath
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aHaJIOTHYHO M C MPaBONKCAaHMEM AaHIJIMHCKHX CJOB: KaK TOJBKO OIIMOJIHMCH, BO3BMHUTE TETPAAKY H
HANWIIUTE OHATHE MTPABUIIEHO HECKOJBKO pa3. BEIMONHSS Takoe yrpakHEeHHEe, BbI BKIIOYaeTe B padoTy
MEXaHWYEeCKYI0 MaMATh, a 3TO 3HAYMTEIHHO OOJErdaeT 3allOMHHAHWE CIIOBA. MajeHbKas XHUTPOCTb:
MHorue QuI0I0TH U TMHTBUCTBI COBETYIOT OTKA3aThCs OT MPOMUCHBIX OyKB. OHM pEKOMEHIYIOT TeYaTaTh
CJIOBO Ha KJIaBHAaType WJIM MUCATh €0 Me4YaTHbIMU OyKBaMu. B Xone 3KCIepMMEHTOB BBIICHWIIOCH, YTO
revyaTtHble OyKBBI MMEIOT YeTKYIO (opMy, MOITOMY MO3TY MpOIIE 3allOMHUTH HamvcaHWe cioBa. Uto
KacaeTcsl POMUCHBIX OYKB, TO MOYEPK OBIBACT pa3HbIi, U (HAKTHUECKH KKABIH pa3 Mbl MUIIEM OyKBY
HEMHOTO MO-APyroMy. JTO yCIOXHseT Bocupusitue uHdopmauuu. [lonpoOyiiTe neuarats, a He MUCATh,
BO3MO’KHO, 3TO UIMEHHO TO, YTO BaM HYXHO.

IIpakTuKyiiTech, NPaAKTUKYITECH U ellle pa3 NpakTHKYiiTech. UTOOB HAYYNTHCS BOJUTH MAIIMHY, BaM
HYKHO KaK MOYKHO Yallle CaJuThCs 3a PyJib, @ YTOOBI MHCATh 'PAMOTHO, HYXKHO KaK MOYKHO Yallle CaJAuThCs
3a cTox U nucath. [lompoOyiiTe AenaTh pa3InyHbIe 3aIMCH Ha aHTIIMHCKOM SI3BIKE, TPAKTHKOBATHCS MOYKHO
Tak: Beawre mHEBHWK, a Jydmie MOMpoOyHTe 3aBecTH OJIOT Ha aHTIUHCKOM s3bIke B HMHTepHETe.
CaMoBBIpa)K€HHE W TeIUIble KOMMEHTAapHM 4YuTaTeNell BOOJYIIEBAT Bac Ha HOBbIE MOABHUTHU. [lemaete
JoMainHee 3a1anre? Hanummre uiy HarevaTtaire ero, a He pocToO OTMETHTE HYKHBIE OTBETHI B yUeOHHUKE.
Heno sto Tpynoemkoe, HO OKynuTcsi ctopuueid. IloHpaBuiack MHTEpecHas LUTATa WM UAUMOMA Ha
aHrauiickoM s3pike? He kommpyiite ee ceOe Ha KOMIbIOTEp, a HameyaTaiTe Bpy4HYIO. DTO OTIHUYHBIH
IpHUeM, COBMEIIAoNMK B cebe u o0yueHue, U pa3BieueHue. BoiOepuTe HHTEpECHYI0 KHUTY WM OJIOT B
HNurepnere. ExenneBHo nepenucbiBaidite 1-2 cTpaHUIBl TEKCTa, NPUYEM CJIOBO B CJIOBO. DTO OAMH U3
CaMbIX JIEHCTBEHHBIX METOAOB yiyurienus spelling.

3apeiicTByiiTe diineTH3M. DiineTnsmM — dororpaduueckas namsaTh, KOTOpas OTBEYAET 3a 3alIOMHUHAHUE
3pUTENBHBIX 00pa3oB. 3ajJeiiCTBOBaTh €€ JIy4Yllle BCEro MPH HM3YYCHHH HOBOTO CIIOBA. BHHMMaTenbHO
CMOTpPHUTE Ha HEro, IMocTapaiTech 3allOMHHUTH ero (opmy, MOpsAIOK OyKB, 3aTeM 3aKpOWTe Tia3a |
NOCTapaTech MPEJICTaBUTh €r0 — Y Bac B MaMSTH OTJIOXKHTCS 3PHTENILHBIA 00pa3 HOBOTO IOHSTHSL.
OHOBPEMEHHO C MPOCMOTPOM IPOU3HECUTE CJIOBO, YTOOBI 3TH 3BYKH AacCOLMUPOBAINCH Yy Bac C
KOHKPETHBIM MPaBUIbHBIM HAaNMCAHHEM. BBIMONHSANTE 3TH NEUCTBUS MPU KaXJAOM HNOBTOPEHUH, TOIJa
yHpaXHeHHE OBICTPO MIPUHECET CBOM TIOJIBI.

CaepsiiTech co cioBapem. Korna nuiere cli0XHOE CIIOBO, HE MoJlaraliTech TOJIBKO Ha CBOIO MaMSTh,
MIPOBEPSITE HAITUCaHKe B clioBape. Jlydrie nucaTh MeIIIEHHO, 3aTO MPABUIIBHO, Ye€M OBICTPO ¥ HETPaMOTHO.
He nepexxuBaiite, mocie HECKOIBKIX «MOTIISABIBAHUID BB 3a[IOMHHATE CJIOBO M OyZIeTe YBEPEHHO MMHUCATh
ero 0e3 BCAKHX IOJICKA30K.

CoctaBbTe COOCTBEHHBIH CJI0BAPB. B MMUHBIN CTOBaph BKJIIOUNTE TOJIBKO TE CIIOBA, HAIIMCAHNUE KOTOPBIX
BBI3BIBACT y Bac TpyAHOCTH. PaboTaiiTe ¢ 3TUM «IETHIIEM» KaK OOBIYHO MPHU HM3YYECHUH aHTIUHACKON
JIEKCUKHU: 4acTO MPOCMaTpUBalTe, MOBTOPSNTE, MEPEBOAUTE C PYCCKOTO Ha AHTIMHCKHUI (JTydine BCero
MMUCbMEHHO). JTO IOMOYKET BaM JIETKO BBIYUYHTh IPABONKUCAHIE AaHTIIMHCKOTO S3bIKA.

Bcenomuute 06 3¢ dexte Pectopdd. Jlyume Bcero Ham 3amomuHaeTcs HHGOPMAIHS, BRIACISIONIAICS U3
o0Omieit Maccol. Mcnonb3yiite ahdekt cede Bo Oiaro. Kak caenats ¢iioBo 3anomuHaromumcs? Beiaenure
€ro M3 JPYrux CJIOB B MPSIMOM CMBICIE — MpPHU MOMOIIM SPKOW PYYKH WM IBETHOrO mpudTa. Mosr
BBIJICIAT ATy WH(GOPMAIUIO U3 OCTAJIBHBIX CJIOB M 3allOMHHT. [loMHHTE, Belb B IIKOJIE HAC 3aCTaBIISIIH
JlenaTh aHAJIOTMYHO Ha YPOKAX PYCCKOrO S3bIKA: CIIOBAPHBIE CJIOBA Mbl BBIACISIM PAa3HOLBETHBIMU
pyukaMmu. ManeHbKas XuTpocTh: HeKoTopble nearoru COBETyIOT He MPOCTO BBIJEIATH CJI0BO, HO M IIHCATh
KaX1yro OyKBY pa3HbIM IIBETOM. BpeMeHu Ha Hanucanue yiaer Oosblie, padoTaTh ¢ OHITHEM BbI OyieTe
JIOTIBINIE, TIOOTOMY W 3allOMHHUTCS OHO ObicTpee. O0sA3aTenbHO MONMpoOyiiTe Ha MPaKTHUKE ATO MPOCTOE
yHpaxHEeHHE.

Padoraiite ¢ Microsoft Word. Vcrones3yliTe aBTOMaTHYECKYO MPOBEPKY opdorpaduu HE TOJIBKO IO
MPSIMOMY Ha3HAYEHUIO, HO U ISl 00y4YeHus. Kak TOIbKO YBHIIUTE, YTO MPOrpaMMa HCIIPaBHIIa KaKOe-1TH00
CJIOBO, COTPUTE €T0 W HAITUIINTE BPYYHYIO IPABUIBHBINA BapHAaHT. DTO HEMHOTO YBEIWYHUT BpeMs PaOOTHI
C IOKYMEHTOM, HO OyJIeT MOJIe3HbIM yrpakHeHueM st spelling.

YuraiiTe Kak MO:kHO yamie. Kak 3aioMHUTH MO HOBOT'O 3HAKOMOT0 WM koJuiern? HyskHo yale ¢ HuM
BHJIETHCS. 3alIOMUHATH HAIMCAHKE CIIOB MOKHO W HYXHO aHaJOTHYHO: CTapaiTech BCTPEUYAThCS C HUMHU
yacro. [Ipomie Bcero ato Oyaer nenarb, €ciu Bbl OyJieTe YHTaTh Pa3HOOOpa3HbIC aHTIIOS3BIYHBIC CTATHH U
KHUTH. DTOT NpHUEM, MOKaTyH, CaMblii MHTEPECHBI W HEHaBS3UMBBIMA, BEAb BBl YUUTE NPaBONMCAHHE
ABTOMATUYECKHU BO BPEMsI UTCHUSI.

TectupyiiTe cBou 3HaHusi. B VHTepHEeTE MOXXHO HAWTH MHOTO Pa3HOOOPA3HBIX TECTOB W OHJIANH-
3aJlaHUM, KOTOpbIE MOMOI'YT BaM COBEPIIEHCTBOBATh HABBIK IPABONHCAHUS HA AHTJIMHCKOM S3bIKE.
Hamnpuwmep, MHOTO Pa3HO00pa3HBIX TECTOB MOKHO HalTH Ha 3TUX caiiTax:

https://howtospell.co.uk/spellingquiz.php, http://eslus.com/LESSONS/SPELL/SPELL.HTM.
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Hrpaiite B npaBu/ibHble UTPbI. V3ydueHue aHIIUMICKOTO SI3bIKa TOJDKHO OBITH AJIS1 BAC YBJICKATEIBHBIM.
A crenaTth €ro TaKMM IOMOTYT pa3HOoOpa3Hble 00ydaroue OHJIaiH-urpbl. X MOXHO MCHOIB30BaTh B
nepepsiBe MEXKAY YIPaXHEHHSIMH: BBl 37J0POBO pa3BIEUETECh W B TO )K€ BPEMsS MPOIOJDKUTE YUHUThH
anrnuiickuit. [lourpaTh ¢ MONB30i MOKHO Ha caiiTax http:/www.wordgames.com/, http://www.merriam-
webster.com/word-games, http://www.funbrain.com/spell/.

H3yuurte npaBuiia urenusi. Eciu Bbl OyjeTe 3HATH MpaBWJIa YTEHUS aHTIUICKOTO S3bIKa, BaM OyzeT
Jierde JorajiaThCsi, KaK MuUcaTh HE3HAKOMOE CIIOBO, MCXOJ M3 ero 3Byudanus. Spelling bee - urpa mns
IrPaMOTHBIX JIfoJie. XOTUTE NMPOBEPUTH CBOM 3HaHMsA? XOTUM OTMETHTh, YTO MPABONHCAHUE BBI3BIBAET
TPYAHOCTH JIaXkKe y HOCUTENEH si3pIka. IMEHHO mo3aTOMy B AMEpHKE €CTh pa3INuHble KOHKYPCBI, KOTOPBIE
MIPU3BaHBI IPOBEPATH TPAMOTHOCTS JIIo/IeH, Harpumep Spelling bee. 9To copeBHOBaHME, B X071 KOTOPOTO
JIFO/ISIM Ha3bIBAIOT Pa3IMYHbIC CI0BA, & OHU JOJDKHBI TIPOU3HECTH MO OYKBaM, KaK MHUIIYTCS 3TH MOHSTHSI.
Kro caenan ommbKky — BbIObIBaeT. Ha ka10M 3Tane KOHKypca JaroTcsi Bce 0osiee CIIOKHBIE CI0Ba, TOKa
HE OCTaHEeTCs OJIMH MoOeanTeNb. BriepBbie KOHKYpC ObLT poBe/ieH B qasiekoMm 1925 roqy u ¢ Tex mop He
Tepsiet nonyisipuoctu. Ceiiuac Spelling bee mpoBoAsT B pa3HbIX CTpaHax MUPA.

3. METOAMYECKHUE PEKOMEHJALUUA 110 U3YYEHUIO TEOPETUYECKOI'O
MATEPHAJIA

N3yuenne moboro pasnena ciaenyeT Ha4MHATH C O3HAKOMJIEHMSI C BOIPOCAMHM IUIaHA
u3ydyeHus TeMbl. [IpW W3y4eHHH TEOpEeTUYECKOro MaTepuana HEOOXOAMMO HCIOIb30BaTh
PEKOMEHIYEMYIO OCHOBHYIO U JOIMOJIHUTENBHYIO JIUTEPATypy AJIS JIyUIIEro yCBOSCHHS MaTepuaia.

OcBauBaTh TEOPUIO CIIEAYET B COOTBETCTBUU C TOH MOCIEIOBATEIbHOCTBIO, KOTOpPast
IPEJICTaBJICHA B [IJJaHE CAMOCTOSTEIbHBIX U IPAKTUUECKUX 3aHATUH.

MeTtoauka paboThl ¢ TUTEPATypOl MpelycMaTpuBaeT BEJACHHE 3aMUCU MPOYUTAHHOTO B
BUJIE [IJJaHA-KOHCIIEKTa, ONOPHOTO KOHCIEKTA U T.J. DTO MO3BOJIMT CAEIATh 3HAHUSI CUCTEMHBIMU,
3aMKCUPOBATH U 3aKPEMUTH UX B AMSTH.

KoHcnekT — ciioxHbIM c1oco0 U3I0KeHUs COJIepKaHusl KHUTH WK CTaTbU B JIOTHYECKOM
nocne0BaTeNbHOCTH. KOHCIEKT akKyMyIupyeT B ce0e Mpeaplayline BUIAbl 3aMucH, TO3BOJISET
BCECTOPOHHE OXBATUTh COJEP)KAHUE KHUTH, CTaTbM, TEKCTa, IPAMMATUYECKOrO Marepuaa.
[TosTOoMy yMeHHE COCTaBIIATH IUIAH, TE3UCHI, JEJaTh BBIMUCKU U JIPYTrUe€ 3alUCU ONpPENeNsieT U
TEXHOJIOTMIO COCTaBJIEHMSI KOHCIIEKTA.

MeToan4yeckne yKa3aHHUs M0 COCTABJICHUIO KOHCIIEKTA
1. BaumaTtenbHO mpouYMTalTe TEKCT. YTOYHUTE B CIPABOYHOM JIUTEpaType WIH CJIOBape
HENOHATHBIE ciioBa. [Ipu 3anucu He 3a0yAbTe BBIHECTH CIIPABOYHbBIE JJAHHBIE HA MOJISI KOHCIIEKTA;
2. Brigenure riiaBHOE, COCTaBbTE IIJIAH;
3. Kpatko copmynupyiiTe OCHOBHBIE TIOJIOKEHUS TEKCTA;
4. 3akOHCHEKTUPYHTE MaTepuan, 4YeTKO Cleqys MyHKTaM IiaHa. [Ipu KOHCHEKTHpOBaHUU
cTapaiTech BbIPa3UTh MBICIIb CBOUMH CIIOBAMU. 3alIMCH CIIEIyET BECTH YETKO, SICHO.
5. I'pamoTHO 3anuceiBaiiTe HUTaThl. LluTHpys, y4uThIBaliTE TaKOHUYHOCTH, 3HAYUMOCTb MBICIIH.

B TekcTe KOHCIEKTa kKenaTelbHO NPUBOJUTH HE TOJIBKO TE€3UCHBIE MOJIOKEHUS, HO U UX
J0Ka3arenbeTBa. [Ipu odopMIIeHMH KOHCTIEKTa HEOOXOIUMO CTPEMHUTHCS K €MKOCTH KaKJ0TO
nperioxkeHus. MBpICTU aBTOpa KHHUTH CIEAyeT H3JlaraThb KpaTko, 3a00TsIch O CTujie U
BBIPA3UTEIbHOCTH HAIIMCAHHOTO. J{7151 yTOUHEHUS U TOTIOJIHEHHsI HEOOXO0IUMO OCTaBJISITH MOJISL.

[Ipouenypa mpoBepkH KOHCIIEKTa BKIIOYaeT B ce0sl TMEpeyeHb BOMPOCOB 0a30BOr0 H
HOBBIILICHHOTO YPOBHEH 715 COOeCeIOBaHUS.

MeToanyeckne peKOMEHIAIUM 10 MPeICTABJIEHNIO U 0OPMJIEHH IO
pe3yJbTaToB codecel0BaAHUSA

ColecenoBaHue mpecTaBiseT cOO0H MHAUBUIAYAIbHYIO Oecely ¢ KaKIbIM CTYICHTOM
T0 MIPEITIOKEHHBIM BOIIPOCAM C MOCJICAYIOIIEH OIIEHKON UX MOATroTOBKH. L{enpro nanHoi Gpopmbl
3aHATUSL  SABJISIETCSl OCYLIECTBJIEHME TEKYLIEro KOHTpOJIA 3HaHUMW 1o Teme. B 3agaum
cobeceI0BaHUs BXOAMUT MPUOOpETeHNE HaBbIKa PA0OTHI ¢ UCTOYHUKAMHU U JIUTEPATYPON; YMEHHUS
IPAMOTHO COCTAaBJISATh KOHCIIEKTHI U MOJIb30BATHCS UMU; BBISBISATH PAa3IMUHbIE TOYKU 3PEHUS HA
po0JieMy U CTENeHb €€ pa3pabOTaHHOCTH B JIUTEpAType.

CobecenoBanue mpennoyiaraeT  00s3aTeIbHOE  KOHCIEKTUPOBAHME  TEKCTa MU


http://www.merriam-webster.com/word-games
http://www.wordgames.com/
http://www.funbrain.com/spell/
http://www.merriam-webster.com/word-games

rpaMMaTHYecKOro MaTepHaa, a Takke mpopaboTKy BCEll MpeI0KeHHON JIUTEpaTyphl IO TEME.
Bompocer qyst cobecenoBanusi U KpuTepuu oueHuBaHus mpuBeaeHbl B ®OC naHHOM
JUCLUTITINHBL.

4. METOINYECKHUE YKA3AHMUS 11O BUJAM PABOT,
NPEAYCMOTPEHHBIX PABOYEM [TPOT'PAMMOM JUCHUITINHBI
4.1. IToaAroToBKa K NPAKTHYECKUM 3aHATHAM
Memoouueckue yKazanus no no020mosKke K npakmuyeckKum 3aHAmusim.

K camocrositensHOI paboTe OTHOCUTCS TMOATOTOBKA K MPAKTHYECKOMY 3aHATHIO H
BBITIOJTHECHHE JJOMAIIHETO 3aaHus.

JlomaiiHee 3aJaHMe€ COCTOMT W3 WHIMBHUAYalbHBIX 3aJaHUN, MOpOLEAypa IPOBEPKHU
KOTOPBIX BKJIIOYaET B CeOs TEPEUeHb NPAKTUYCCKUX YIPAKHEHHUHM W BOMPOCOB IS
cobece0BaHMS.

HToroBbiii NPOAYKT CAMOCTOSTEJIbHOM PadOThl: HHINBUYyaIbHOE 3a/1aHUE.
CpeacTBa 1 TeXHOJIOTMU OlL[EeHKH: coOeceI0BaHNE.

4.2. MeTonn4eckne yKa3aHHUs M0 COCTABJICHHIO IJIOCCAPHSA MO TEKCTY

[TogoOHO MFOO0OMY CITIOBApIO TJIOCCAPHII COCTOUT M3 aBTOHOMHBIX JICKCHUECKUX €IUHUII,

PacroI0KEHHBIX:

- 1o anaBuTy;

- IO Mepe NOSIBJICHUSI TEPMUHOB B TEKCTE WJIM 33JaHUU;

- B COOTBETCTBUHU C TEMOM U3y4aeMOro pasjieia JUCIUIUINHBI.

Jliis cocTaBieHus riaoccapusi MO 3a/laHHOM TeMe HYXHO HalTH MH(OPMAIHIO C Pa3HbBIX
UCTOYHUKOB (ceThb «HTepHET», SHIIMKIONEINH, MPAKTUYECKUE T0CO0us, yueOHast tureparypa),
U3YYUTb €€ U COCTaBUTh B PyKOIIMCHOM BapHaHTE WIH 0JIb3YSCh TEKCTOBBIM IIPOLIECCOPOM.

PabGora pomxHa ObITh mpencTaBieHa Ha Oymare ¢opmata A4 B Me4aTHOM
(KOMIBIOTEPHOM) UM PYKOTIICHOM BapHaHTe.

Kaxnas nexcuueckas eQUHMIIA 3alUCBhIBA€TCAd Ha OTIENBbHOM cTpouke. B cocraB ee
XapaKTEPUCTUKUA JIOJDKHBI BXOAWTh HE TOJIBKO KPATKOE TOJKOBAaHME, HO W KOMMEHTapHH,
IPUMEpPBI, MOSICHSIOMIME LUTAThl, CCHUIKA Ha JIUTEparypy. I JTaBHBIM OTJIMYMEM TiocCcapusi OT
OOBIUHBIX cTIOBapel sBIseTcs (HOPMHUPOBAHKE €TO B KAUECTBE €AMHOT0 KOMITIEKCa HH(OpMaLIUU
B COOTBETCTBUH C MCCJIEA0BATEIBCKON WM IPAKTHUYECKOM 3a1a4eil.

PexomMeHIanuM M0 COCTABJIEHHIO IJIOCCAPUS:
* 'naBHOe mMpaBMJIO TJIOCCApPUSI — JOCTOBEPHOCTb. [losicHeHHWe MOKHO Hamboyiee TOYHO
OTpaXkaTh CyTh JEKCUYECKOM EMHHIIBI.
* [losicHeHne TOJIKHO OBITH KOPPEKTHBIM U MOHATHBIM. Helb3s ncnonp30BaTh OTKPOBEHHbIE
YKApPTOHU3MBI, HO U CIIUIIKOM CIIOKHBIM Hay4HBIN TEKCT MOKET TOJIBKO 3aIlyTaTh MOJIb30BATETIS.
* YuurhiBaTh Bce BapMaHTbl. Eciu OJUH M TOT XK€ TEPMUH MOXKET HMETh HECKOJIBKO
pPaBHO3HAYHBIX 3HAYECHUU, HY)XHO YYHUTHIBAaTh BCE BapHAHTHIl, U HAa KOHKPETHBIX MpHUMepax
IPUBOJUTH 3HAUEHNE TEPMUHA B TOM MJIM HHOM KOHTEKCTE.
HUTOroBbIii NPOAYKT CAMOCTOATEIbHOM PA0OTHI: CIIOBAPHAS CTAThS.
CpeacrBa ¥ TeXHOJIOTMH OLIEeHKH: coOOeceI0BaHNE.
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