[loKyMeHT NoAnucaH NpoCToil 3NeKTPOHHOM NOANMUCHI0

NHbopmaums o Bnagenbue:

®KO: Leb3yxosa TatbsiHa AnekcaHapoBHa

fomkrocro: MupexTag [T EPCTBOHXYRUTIBHIETAETRO OBPASOBAHNS POCCUMCKOMN OEIEPALIMN
(beAepanbHON WWRGPEFAITLHOE TOCY JAPCTBEHHOE ABTOHOMHOE OBPA3OBATEJIBHOE YUPEX/EHUE
[arta nognucanus: 24.04.2024 10:38:38 BBICILIETO OEPAZOBAHUS

YHUKanbHbI MPOrpaMMHbIA KIKOY: ] 4 4

74ce930040639275c30a2f5848641241 TG O Kﬁ;ﬁﬁﬁiﬁ%ﬁfiﬁ ( npﬁizlglcyég?lzpcmm»

MCTOI[H‘-I@CKI/IG YKa3aHH: 110 BBITOJIHCHHUIO ITPAKTUYICCKUX pa60T

10 JUCLIUIIINHE
«TPOD®ECCHUOHAJIbHAA KOMMVYHUKAILIMA HA THOCTPAHHOM
SI3BIKE»

HanpasneHus noarotosku 09.04.02 MudpopmaioHHble CUCTEMBI U TEXHOJIOTUN

Hamnpasnennocts (mpoduns): TexHomoruu paboThl ¢ TaHHBIMU U 3HAHUSIMH, aHAITA3
UHpOpMALIUU

[Iaturopck 2024



COJIEPYKAHUE

Beenenue

Conepxanue 3aHATUN

Paznen 1. O¢unmanbHO-AE€T0OBOM CTHIIb AHTITMHCKOTO S3BIKA.
Pasnen 2. JlenoBoi STHKET.

Paznen 3. [lenoBast ycTHas ¥ MICbMEHHAs! KOMMYHHKAITHS.
Paznen 4. Pabota B cepe nHPOPMALTMOHHBIX TEXHOJIOTHIA.
CHHcoK peKOMEHAYEeMO TUTEpaTyphl



BBEJIEHUE

Meroandeckne yka3aHHs IpeAHA3HA4YeHBl TSI CTYAGHTOB | Kypca MarmcTpaTypsl
OYHOI/3204HOM (popMBI OOy4YeHHs, KOTOPHIMH OHH MOTYT TOJB30BaThbCd IPU MOATOTOBKE K
NPaKkTHYECKUM  3aHsATUsAM. llpakThueckwe 3aHATUS OTO  IUlaHWpyeMmas  ydeOHas, y4eOHo-
HCCIIEIOBATENICKAsA, @ TAK)Ke HAY4YHO-HMCCIIEOBATENbCKasi padoTa CTYJEHTOB, KOTOpas BBIIONHIETCS B
ayJMTOPHOE BpeMsl IOJl PYKOBOJCTBOM TIperojaBaTeNisi. B cocraBe METOMUYECKUX YKa3zaHHHA K
MPaKTHYECKUM 3aHATHSAM MPEIyCMOTPEHBl PEKOMEHIAMU 10 MOArOTOBKE K MPAKTHUYECKOMY 3aHSTHIO.
[Ipn BbImOMHEHWH PAaOOTBHI CTYACHTHI MOTYT HCIIOJB30BaTh HE TOJBKO METOIUYECKHE YKa3aHHS IO
PELISHHIO 33/1a4, HO ¥ JPYTHe MaTepHalbl y4eOHO-METOJUIECKOr0 KOMITIEKCa.
OCHOBHOI1 LIEJTbI0 METOANYECKUX YKA3aHHUH 10 BHITTOJHEHUIO MPAKTHYECKUX paboT SIBJISIETCS MTOBBIIICHUE
MCXOJHOTO YPOBHS BIAJCHUS WHOCTPAHHBIM S3BIKOM, JOCTUTHYTOrO Ha NPEABIAYIIEH CTyIeHH
o0pa3oBaHUs, U OBJIAJCHHE CTYJICHTAMH HEOOXOIMMBIM M JOCTAaTOYHBIM YPOBHEM KOMMYHHKAaTHBHOMN
KOMITETEHIINH ISl PELICHHs 3a]]a4 MEeXIIMYHOCTHOTO M MEKKYIBTYPHOTO B3aUMOACHCTBHSI.
Llensto ocBoenus aucuuiinHbl «MpodeccnoHanbHas KOMMYHUKALUUS Ha MHOCTPAHHOM

A3bIKe» sBisieTcss (OPMHUPOBAHHE Yy CTYAEHTOB KommereHunu YK-4 kak cpencTsa, MO3BOJISIOIIETO

o0ecreunTh ~ KOMMYHUKATHBHO-TIO3HABaTeJbHbIE  MOTPEOHOCTH B cdepax  akaJIeMHUECKOH,

podecCHOHANIBHON U COLUATBbHO-TYMAaHUTAPHON AEATENIBHOCTH, YYaCTBYS B MEXKYJIHTYPHOM OOLICHUH.
3agaud OCBOEGHHS NUCLUIUIMHBI: OBJIAJICHHE MOHOJIOTHYECKOM M AMAJIOTMYECKONW pEedblo, OBJIAJACHHUE

OCHOBaMU NMHMCBMEHHON PedH, OBIIaJIcHHE OCHOBAMHU CAMOOLICHKH YPOBHS C(OPMHUPOBAHHOCTH SI3IKOBOH,

peueBOli M  COLMOKYJNBTYPHOH KOMIETEHIMH ¢ (OpPMHUpPOBAaHUS TMOTPEOHOCTH B  S3BIKOBOM

caM000pa3oBaHUH.

B pesynpTate 0CBOCHUS TUCIUILTAHEI 00YUIAIONTHIACS JTOKECH

3HATh!

- OCHOBBI IIEPEBO/Ia C MTHOCTPAHHOTO S3bIKa B podeccHoHaIbHOH chepe;

YMETB:

- BBINOJIHATh KOPPEKTHBIN MHCBMEHHBIN NEPEBO/] ¢ MHOCTPAHHOTO S3bIKA HA TOCYIaPCTBEHHBIN A3bIK PO

U C TOCYAAapCTBEHHOT O s13bIka PD Ha MHOCTpaHHBIN S3BIK;

BJIaJETh!

-)KaHpaMHU MHUCBMEHHOW peuu B MpodecCHOHATBHOMN chepe.



COJIEP)KAHUE IPAKTUUYECKHUX 3AHATHI
PA3JIEJI 1. OPUIIUAJTBHO-JIEJIOBOM CTUJIb AHTJTMACKOI'O A3BIKA

IpakTuyeckoe 3aHaTHe Nel. JlekcHyeckMe W CHHTaKCHYeCKHe OCO0EHHOCTH OQHMIHATBHO-
J€eJI0BOT0 CTHJIS AHTJIMHCKOro f3bIKA.
Lens: dopMupoBaHue y CTYACHTOB pPEUEBOH, S3BIKOBOW W KOMMYHHUKATHBHOW KOMIICTEHITUH JIJIS
OCYIIECTBJICHUS JICIIOBBIX KOHTAKTOB.
B pesynbpTare ocBOGHUE TEMBI CTYJICHT JOJDKEH
3HaTb: OCHOBHBIC I'PaMMAaTUYCCKUE ABJICHU, XapPaKTCPHBIC JJId HpO(i)eCCI/IOHaJ'IBHOI‘/’I pe€UHu; JICKCUYCCKUE U
CHHTaKCHYeCKHe 0COOCHHOCTH O(QUINATBHO-AETI0BOTO CTHIISI B AHTJIIMACKOM SI3bIKE;
YMETh: ONPEENATh CTHIEBYH NPUHAIUICKHOCTh AHTJIMICKHX TEKCTOB O(HIMAIBHO-IEIOBOTO CTHJI,
BHJETh XapaKTEpHbIE CTHJIEBBIE YepPTHI, YUTATh O(MUIIMANTBEHO-JIEIOBBIE TEKCTHl PA3IUYHON CTETICHH
CIIO)KHOCTH; CTPOHUTh JHAJOTMYECKYl0 W MOHOJOTHMYECKYI0 pedyb C UCIOJIB30BaHUEM Hanboee
yHOTpC6I/ITeJ'II)HI)IX JICKCUKO-TPAMMATHYCCKUX CPEACTB B OCHOBHBIX KOMMYHHMKATUBHBIX CHUTYyaAllUAX
ouIHaTbHOTO OOIIEHNUS; TOHUMATh JUAIOTHIECKYIO0 M MOHOJIOTHYECKYIO pedb 10 U3YUCHHOH TeMe.
AKTyaTbHOCTH TEMBI: 00yCIIOBJIEHA HEOOXOAMMOCTRIO oBNafeHus Y K-4.

TeopeTnueckasi 4acThb:

O¢unuranbHO-IET0OBON A3BIK KaK OCOOBIA (YHKIMOHAJIBHBIM CTHIIb PEYH XapaKTepHU3yeTCs
HU3BECTHBIMU HHTCPHAIIMOHAJIBHBIMU Y€pTaMU, KOTOPBIC ABJIAIOTCA CICACTBUEM YHUBEPCAJIBHOCTH
peuia€MbIX UM 3aAad — CIYXUTb HMHCTPYMCEHTOM J[CJIOBOI'O OGIHGHI/ISI, CpC€ACTBOM IOOKYMCHTHPOBAHUA
ounmanbHON ympaBieHYeckO u ciayxkeOHoH wuHpopmammu. OpHa U3 caMbIX OPa3HTEIbHBIX
O0COOCHHOCTEH 3TOTO CTWJISI — WCIIOJNb30BaHUE CIIOB B WX HCTUHHOM CIIOBapHOM 3HaueHHH. He
CymI€CTBYECT BO3MOXHOCTU JI1 KOHTEKCTHBIX 3HAUCHUN WU JJIsL OIIHOBpeMeHHOﬁ pcaim3alnu IBYX
snayennii. CrnoBa ¢ SMOIMOHAJIBHBIMH 3HAYCHUSIMHW HC OOJIXKHBI OBITH HaﬁHCHHBIMH B JOKYMCHTC.
Kaxxaprit THIT EOBBIX TOKYMEHTOB UMeeT cOOCTBEHHBIN Habop (pa3 u Kiuie, KOTOpble MOTYT Ka3aThCs
CTpaHHBIMH B Pa3rOBOPHOM aHTJIMHCKOM SI3bIKE, Hampumep e.g. invoice, book value, currency clause,
promissory note, assets (BBICTABJIATH CUET, CTOMMOCTh OCHOBHOTO KamuTajla, IIYHKT BaJIIOTBI,
00s13aTeIbCTBA 110 BEKCENI0, aKTHBBI, U T.1.).

Hanpumep,

O(UITHATEHBIN CTHITH HeodurnmansHbIN CTHITH

Formal style Informal style

commence (Ha4WHATh) begin, start (HauaTh, Ha4aJIO)

conclude (3aKOHYNTH TOJBITOKUTH) end, finish, stop (koHel, ocTaHABIUBATHCS)

B pasroBopHOM aHTJIUICKOM SI3bIKE MOXKHO HAOJIIOAaTh MHOXKECTBO BBOJHBIX CIIOB: «XOpOIIO, BbI
BHUJIUTE, CBOET0 POJa», KOTOPbIE HE MOTYT MCIOJIb30BATHCS B MUCbMEHHOM JIETIOBOM AHTJIMMCKOM S3BIKE,
Y JJOTUYECKHU U CTUIMCTHUECKH. OHHM HCKIIOUEHBI, IOTOMY YTO HE HECYT CMBICIOBOM Harpy3ku. JlenoBsie
JIOKYMEHTBI, HAITPOTHUB, JTOJI’KHBI HCIIOJIb30BaTh CJIOBA, KOTOPBIE MEPEIal0T MHOTO HH(POPMAIIHH.

Cruiib, 0IHAKO, HE JIOJDKEH OBITh CIUIIKOM MPOCTHIM, TTOCKOJIBKY 3TO MOXET ITOKA3aThCS HEKYJIbTYPHBIM
U TpyObIM. JIMHTBHCTBI PEKOMEHIYIOT CIEIYIOIINE CTUINCTUYECKHE IPHEMBI, KOTOpPBIE MOTJIH OBl
CIENaTh COTJIANCHUS W KOHTPAKTHI 0oJiee BEKIMBBIMH: HCIIOJIB30BAHHE CIIOKHO — ITOAYMHCHHBIX
MPeUIOKECHUN, OOoJiee MPEAMOYTUTEIIEHO YeM KCIOJIB30BAHUE MPOCTHIX MPEATIOKCHHIA; UCTIOIh30BAHUE
MACCUBHOTO 3aJI0Ta IJ1arojia, a He aKkTUBHOTO; MOJHBIC (DOPMBI CIIOB, @ HE COKpallleHHbIe ()OPMBI, TaMm, T1Ie
HEOOXOIUMO.

[IpaBunbHAs WHTOHAIMA [OJDKHA OBITH HEUTPAIbHOW, JUIICHHON HAMBIIICHHOTO SI3bIKA C OJHOM
CTOPOHBI, H HEO(QUIMAILHOTO WM pa3rOBOPHOTO s3bIKA C Jpyrod cropoHsl. [lo3romy,
HECOOTBETCTBYIOIIHNIA CIOBAPHBIN 3a11ac, HIUOMEIL, (Dpa30BbIe TIarobl HEAOMYCTUMBI.

O0e M0roBapHBAIOIIMECS CTOPOHBI HE JOJIKHBI HCIBITHIBATH HUKAKUX TPYAHOCTEH B IOJyYCHUH
nH(pOpPMAIMK, OHHU JO/DKHBI OBITh B COCTOSIHMM TOHATH TO, YTO HamucaHo. Hemopasymenus Bcerna
BbI3BaHbl HEXBAaTKOM MBICIM U BHUMAHUS. JTO MOXKET CIYYUTBCS H3-3a HCIOJIB30BAHUSI COKpPALLECHUH,
YHUCEI, IPEIJIOTOB B OOJIBIIIOM KOJTHMIECTBE.

CoxpallieHust MOTYT OBITh OYEHb ITOJIC3HBI, TAK KaK UX JIETKO M OBICTPO MKCATh U yuTaTh. OKUIACTCS, YTO
o0e CTOpOHBI JOJKHBI 3HATH 3HAYCHHWE COKpalleHWd. Eciau oaMH W3 mapTHEpPOB HE YBEPEH, 4TO
COKpalIeHHU JIETKO MPU3HAHBI IPYTrOi CTOPOHOM, UX HEJIb3 UCTIOIb30BaTh.

OmHa w3 caMbBIX TMOPA3UTENBHBIX OCOOCHHOCTEH [IEJIOBOTO AHTIMHCKOTO S3bIKA — IIIHPOKOE
WCTIOJh30BAHUE HEMYHBIX ()OPM TJIaroja, ¥ UX WUCCICIOBAHUE MOTIIO OBl OBITH HHTEPECHO YIS TEeX, KTO
M3y4YaeT W MPeroiaeT aHTJINMICKUA si3pIK. CUCTeMa HEeMMYHBIX ()OPM TIIaroia BKIIOYAeT HHPUHHUTHUB, -ing



($OpMBI B IPUYACTHA. DTO — OOLIETIPUHATAS UCTHHA, YTO OTTJIarojibHbIe (POPMBI ITMPOKO HCIIOIB3YIOTCS B
AQHIJIMACKOM  sI3bIKe  OOIIEHHs, HO OHM YAaCTO KCIONB3YIOTCS M B JENOBOM M KOMMEPUYECKOH
KoppecrnoHieHIH. M3 Haubojee 4YacTo HCIHONB3YEMBIX OTIJIarojbHBIX (OPM B JICNOBBIX MUChMAax
WCIOJIb3yETCs UHPUHHUTHUB,

WNubuHUTHB Kak TOMONHEHUE K aKTHBHOMY TJIAroJly BCEria CIIeAyeT 3a TJIaBHBIM riarojioMm. B aemoBoit
KOPPECTIOHACHITIH 3TO CIICAYIOIINE TIIaroibsl: to agree (coriamarbes), to appear(TosiBIsIThCS), to arrange
(moroBapmBatbcs), to continue(mpomoinkaThes), to decide (pemars), to expect (oxkunarh), to fail (Teprers
Heynady), to hesitate (konebatnces), to hope (HamesaTses), to intend (HamepuBathbes), to like (HpaBUTHCS),
to manage (ympasuiaTh), to need (Hyxmarbes), to offer(mpemnarath),to omit(mpomyckars), to plan
(tutarupoBath), to prefer (mpemmoumrTarth), to prepare (TOATOTaBIMBATH), to propose (Ipeayaratsh), to
regret (coxkaners), to secure (o0eperats), to try (mpoOoBaTh), to want (X0TeTh), to wish (kenars).
Bomnpocs! u 3ananus:

1. TlToAroTOBBTECH K OOCYMICHUIO TEOPETUUECKOTO MaTepraa.

2. [IpounraiiTe U nepeBeIuTe TEKCT.

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

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

This is Mr. Richard Clifford's office. There are two rooms in his office. Miss Flipps is in the reception
room. There is a desk, some bookcases, chairs and arm—chairs in the reception room. There isn't a type-
writer on the desk, but there is an office computer with a printer instead. Mr. Clifford's company is very
up-to-date.

There are no visitors in the reception room now. There is an important business visitor in the inner office.
It is Mr. Daniel Banes. He is a bank manager. He has an important problem to discuss with Mr. Clifford.

3. Learn the following conversations and make your own on analogy. Use the words in brackets.
1) — Meet Mr. Richard Clifford. He is a businessman. — How do you do, Mr. Clifford.

1. Ms. Cindy Flipps — a secretary;

2. Mr. Timothy Lindon — an economist;

3. Mrs. Elizabeth Nippet — a sales person;

4. Ms. Alice Trix — an office manager;

2) — What is Mr. Richard Clifford?

5. He is a businessman.

6. What kind of person is he?

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

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

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

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

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

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

He is to meet Mr. Clifford.

He is always busy.

His company is big.

He is in Mr. Clifford's office.

He is to see Mr. Clifford.

He has an important problem to discuss.

He is an important visitor.

6. Learn the following conversations and make your own, on analogy



1) — Let me introduce myself. My name is Daniel Banes, Dan for short.
- Glad to meet you, Mr. Banes.

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

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

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

2) — Is Mr. Clifford free?

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

- Do, please.

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

- What is he busy with?

- First he is to see an important visitor.

- What is he to do next?

- Next he is to go to his bank.

- What is he to do in the bank?

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

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

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

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

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

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

9. Discuss the job opportunity that this advertisement gives you

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

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

Use a dictionary to add to these lists

1 stationery

2 eraser

3 an envelope

4. carbon paper

5. adhesive tape

6 ribbon

7 moistener

8. a punch

9. correcting fluid

10. aruler

11. chips

12. a top (bottom) drawer,

13. a left (right) hand drawer

14. a filing cabinet

15. a folder

16. a safe

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



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

There is no money in this safe.

There is no calculator on the shelf.

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

There are no arm-chairs in the reception room.

There are no rulers there.

13. Translate and learn the following conversations.

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

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

- It's all right, Mr. Clifford.

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

- Very well, sir.

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

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

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

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

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

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

- No, Mr. Clifford, there are none.

- Are there any more letters to type?

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

- Then you can go home, Cindy.

- Thank you, sir. Good-bye.

14. Listening practice.
a) Here are the new words: experienced
businesslike
married
Listen to the tape and fill in the missing words. Each dash stands for a letter.
This is M........ Elizabeth Nippet. .......... is a sales........ She is..........
and businesslike.
She is She ... happily and.......three children.
b) Listen to the text on the tape. In what ways is it different from the text in the Unit?
c) Listen to what Olga and Victor say about themselves. Answer the questions and then get ready to
talk about yourself.
What is Victor? How old is he? What does he study? Is English necessary for his career? How well can
he speak English already? Why does he want to speak fluent English?
What is Olga? How old is she? What does she study? What can she already do? What is her typing
speed? Why does she want to speak good Business English?

15. Translate into English.

1) ITo3nakombTech ¢ mMuctepoM Tumortu Jluagonom. OH skoHOoMHCT. OH O4YeHb yMeH U ombiTeH. OH
aKTUBEH U JenoBUT. OH jKeHaT U UMEEeT ABOUX JETeH.

-Muccuc Jlungon, Bam myx qoma? — Jla, oH 1oMa, HO OH OYEHB 3aHSIT.

-Mucc ®munmc, Mucrep Kimudbdopn y ceds? — Jla, o y cedst, HO oH 3aHsiT. [logoauTe HEMHOTO,
noxaiyicra. — Xopoio. — Bxoaure, nmoxaiyiucra.
2) Io3BonbTe mpeacraButhes. Menst 30ByT Januane beitne. S ynpasnstomuii 6ankoM. Ceifuac s He B
Oanke, s B oduce muctepa Kimddopaa. ¥ mens Baxnas mpodireMa, KOTOPYIO S TOJDKEH OOCYAHTH C
muctepom K dopaom. Ho mucrep Kimmddopn 3ausat. ¥ mero copemanme ¢ busnecmenamu u3 Poccum.
3) -3apaBcTByiite. Mens 30ByT Onuc Tpukc. Y MeHs HazHaueHa BeTpeda ¢ mucc dmunmc B 10 yacos. —
3axonute, noxkanyicra. S mucc @nummc. HaspiBalite Mmerss Cunnu. — A st Dnuc. — Thl Hall HOBBIN oduic-



MeHepKep, He Tak yu? Pama ¢ ToGo# mo3—Hakomuthes. — Ceiiuac mucrep Knuddopn nomken unra B
0aHK, a MBI MOXEM TIOIMTH Yalo. A 3aTeM Thl MOXKEILIb HAYaTh paboTy.

4) 3aka3pl Ha OPTTEXHHUKY M KaHIITOBaphl MPUXOIAT W3 pa3HbIXx (upMm. Pupme muctepa Kmmddopaa
HYXHBI 5 KOMIIBIOTEPOB, 4 mukTodoHa, 11 kanekynsatopos, 500 koBepToB, 20 mayek OyMaru, Mank Jis
OyMmar, KHOTIKH U CKPETIKH.

5) Oto coBpeMeHHEIN oduc. B HeM HeMHOTO MeOenm. 31aech HeT OyMarn W JOKYMEHTOB Ha croiax. B
MIPUEMHON Ha CTOJIe y ceKpeTapsi KoMmmbioTep. B yriy Tenekc.

6) Mucrep Kimddopn roBoput cBoemy cekperapio: — EcTb kakme-HMOynb NMHUCbMa M TEJIETPAMMBI?
[Ipunecute ux crona, moxkamyicta. — MHe oueHb HykeH 3TOT ajpec. Haiinurte ero, moxkamyiicra. —
[To3sonure M-py JIMHIOHY W JOTOBOpPHTECh O BeTpeue. Mol TenedoH ciaoMancs, U s He MOTY C HUM
CBSI3aThCA.

- Ectb 1 x0 mHe eme nocerutenu? IlonpocuTe nx mogoxaaTh HEMHOTO.

MpakTuueckoe 3ansaTue Ne2. Oco0eHHOCTH YNOTPeOJeHUA MOJAJBHBIX [JIAr0J0B B AHIJIHICKOM
JAeJI0BOM CTHIIE.
Lemp: ¢dopMupoBaHue y CTYACHTOB pPEUYEBOW, SI3BIKOBOM W KOMMYHHKATHBHON KOMIETEHIIUH IS
OCYIIECTBJICHUS JICNIOBBIX KOHTAKTOB.
B pesynbrare ocBoeHUE TEMBI CTYJEHT TOJHKEH
3HATh: OCHOBHBIE IPaMMAaTHUECKHUE SBJICHUS, XapaKTepHbIe I NPOo(ecCHOHATBEHON peduH; IEKCHUECKHe U
CHHTaKCHYECKHE OCOOCHHOCTH O(HINAIHHO-AETI0OBOTO CTHUIIS B aHTJIMHCKOM S3BIKE;
YMETh: ONPEACTSITh CTUICBYIO NMPHHAIICKHOCTh aHTIHMHCKUX TEKCTOB OQHUIMAILHO-IEIOBOIO CTHIIA,
BHUJIETh XapaKTEPHbIC CTHJIEBBIE YEpPThI, YUTATh O(UIIMAIBLHO-JIEIIOBBIC TEKCTHl PA3IUYHON CTETICHU
CIIO)KHOCTH; CTPOHWTh JUAJIOTHYECKYI0 W MOHOJOTMYECKYI0 pedb C UCIOIb30BaHHEM Hanboee
YHOTPEOUTENBHBIX JIEKCUKO-TPAMMATHYECKHX CPEICTB B OCHOBHBIX KOMMYHHUKATHBHBIX CHTYalUsiX
ouIMaTbHOTO OOIIEHUS; TIOHUMATh AUATOTHIECKYI0 U MOHOJIOTHYECKYIO PeUb [0 U3yUYEHHOH TeMe.
AKTyallbHOCTh TeMBI: 00YyCJIOBIIeHa HEOOXOAMMOCThIO OBIaneHus Y K-4.
TeopeTnueckasi 4acTh:

OpHuM u3 HamOollee YacTO HCIMOJb3YEMBIX MOJANBHBIX 3HAYCHUH B JCIOBOM SI3BIKE SIBIISETCS
3HA4YeHUs! JOJDKeHCTBOBaHUs. Hanbonee ynoTpebisieMbIMU B JaHHOM 3HAYEHUH B AHTJIMHACKOM JI€JIOBOM
CTHJIE SIBJIAIOTCS IJIarojisl must, to be u to have.

[Mpumeps! ynoTpeOieHus riiarojia must:

- We must be in time not to be late as it’s a very important event. (MBI JOJKHBI IPUHTH BO BpeMsl, YTOOBI
HE OTO03/aTh Ha 3TO BayKHOE COOBITHE).

- I should say you must check it once more. (S curtaro BaM Hy»KHO IIPOBEPUTH 3TO €IIIE pa3).

- Besides, your price must depend on the amount of the contract. (Kpome Toro, Bara 1ieHa J0/DKHA
COOTHOCHUTBCS C YCIIOBHSMHU KOHTPAKTA).

AHTIMHACKUI IENOBON CTHIIb MPEIIUCHIBACT YIMOTPEONATH TIaroj must TOJNBKO 1O OTHOIICHUIO K
COOCTBEHHBIM TOAYMHEHHBIM, KOTa MOAYEPKUBACTCS 00S3aTEIbHOCTh U HEOOXOJIUMOCTD BBIOJTHEHUS
TOTO WJIM WHOTO JEHCTBUS WM 3aiaHusi. He 3ps 3TOT rinaron 4acTo MCHOJb3yeTcs B 3HAYCHUH MPUKa3a,
MOJTYEPKHBAsi CTPOTOe TPEOOBAHNE WK HEOOXOUMOCTbD BBIMOJIHEHHST KAKOTO-THOO JACHCTBHS, HAIPUMED,
You must decide to Monday if you stay at our office or not. You are to prepare all the papers to sign them
on Tuesday. (Bbl 00513aHBI TOATOTOBUTH BCE TOKYMEHTHI Ha MOJAMHUCH KO BTOPHHUKY ).

B oTHOIEHUSX C MapTHEpaMy aHTJIMHCKUNA AETOBOW CTUIIb NMPEANMCHIBAET OYTH IOJHBIA OTKa3 OT
rmaroiia must, KpoMe ciyd4aeB, KOTJa HEOOXOJMMO TMOJYEPKHYTH JKECTKYI0 HEOOXOJAMMOCTh WIIH
HEJIOBOJIbCTBO CTapIIMM MapTHEPOM MIIAAIIUMH ITaPTHEPaMH WM BO3MYIICHHUE TPH KAaKOM-JIH0O
HEBBINIOJIHEHUH 00s13aTenbeTB. HanpumMep, Tak BBl MoxeTe ynoTpeduts ¢pasy You must have paid your
debt by the 3th of November. (Bbl 00513aHBI BHIIIIATHTE BaIll JOIT K 3 HOSOPS).
3Hasi 0COOCHHOCTH JIJIOBOTO aHTIMICKOTO, Bbl OyZeTe MOHMMaTh, YTO B OTHOLICHHUSX C MapTHEpaMH
Clle/lyeT COCpe0TauynBaThCs Ha riaroyiax to have u to be, Tak Kak 00s3aHHOCTH BBIIOJTHEHUS JCHCTBHS
3BYYHT MEHEE KaTErOPHYHO.

[Ipumeps! ymoTpedieHus TIarojoB to have to u to be:

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

- They are to prepare their report to the next weekend. (OHM HOJKHBI MOATOTOBUTH CBOU OTYETHI K
CJIETYIOIIUM BBIXOTHBIM).

- Sorry but I have to leave as I’'m very busy last time. (IIpoctuTte, HO MHE TIOpa UATH - B TIOCTIEAHEE BpEeMS
Yy MEHS OY€Hb MHOTO ).

- Do you have to meet them at the station? (Bam Hy>kHO BCTpPETUTb UX HA CTAaHIUU?)



OnHako He CTOMT 3a0bIBaTh, YTO Iiaroi have to MOXET UMETh OTTEHOK HEXENaTeNbHOTO JeHCTBUS,
mo3ToMy crneayomas ¢paza «So we have to work with you» 3Byunut moBosibHO TpyOO W aHTIHHCKAN
JEITOBOH CTHIIb HE IPEyCMaTPUBAET TAaKOTO YIIOTPEOICHHUS STOTO TIaroa.

Bo Bcex 3aTpyIHHUTENBHBIX Clyyasx, a Jydlle AaKe W Yalle, BaM CTOMT MpuOeratb K 0ojiee MATKHM
¢dopmaM yKaszaHusi, 3aMEHsSl JOJDKCHCTBOBAHHE BBIPRKEHUSIMU, O3HAYAIONIMMHU HPEANOJIOKEHUE, COBET,
BOIIPOC ¥ T.I. AHIVIMICKHI NEOBOH CTHIIb NMPEAyCMaTpPHBAeT MOHMMaHUE MOJOOHBIX ()pa3 HAa TOH WU
JIBa TOHA JKECTYE UX OPUTHHAIBHOTO 3HAYCHUSI.
3TO CXOIHO U ¢ cUTyauuei B pycckoM s3bike. Ppaza «He mMorau Obl BB epenpoBepUTh HALIH TOXOHI,
ecnu y Bac OyzneTr Bpems. Mbl Obl cMOTIM OOCYIUTh MX C HAIIUM (PUHAHCOBBIM ITUPEKTOPOMY» BOBCE HE
O3HauyaeT OyKBaJbHO CIIEIYIOIIEe: «CISNANTe 3TO, €CIIH 3aX04eTCs, a €CIHM He 3aX04YETCsl, TO ¥ He HaJ0».
Ha camom nerne, mpocs0a noapa3symMeBaeT 4yTh JIM HE OBICTPOE ¥ TOYHOE MCIOJIHEHUE yKa3aHHS.

Bompocs! v 3ananus:
1. IToaroToBBTECH K 0OCYXKISHUIO TEOPETHUECKOT'O MaTepraa.
VYnotpebaenne MonaneHbIX raronoB Can, May, Must, Should, Need u ux 3amenuTenei 1Jist BBIpaKeHUs
JIOJDKCHCTBOBAHUSI, TMPOCHOBI, paspelieHus] B JIENOBOM KOMMYHHKAI[MM Ha aHTJIHHCKOM S3bIKE.
Bripakenne momKeHCTBOBAHUS. BeipaxkeHue pochObl. BeIparkeHue pa3pemeHusl.
BribepuTe nmpaBUIIbHBINA BapHaHT.
1. We see the lake from our bedroom window.
are able
can
must
might
2. — you speak any foreign languages?
could
can
must
might
3. I am afraid I come to the party next week.
could not
cannot
must not
might not
4. When we went to the forest, we smell burning.

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



must
might
9. You have been travelling all day. You be tired.
could
must to
must
might
10. They have not lived here for very long. They , know many people.
could
should
must not
might
11. The phone rang but I did not hear it. I have been asleep.
could
may
must
might
12. She passed me without speaking. She have seen me.
could not
cannot
should
might not
13. — Why did not your sister answer the phone?
— She have been asleep.
can
should
must
might'nt
14. — Why did Sarah miss meeting?
— She have known about it.
should not
should
must
might not
15. Do not phone me at eight o'clock. I be watching the football match on TV.
could not
can
should
might
16. — What time are you going?
— Well, I am ready, so I g0 Now.
could as well
can as well
must as well
might as well
17. She is a very nice person. You meet her.
can
are able
must
have
18. I have not phoned Ann for ages. | phone her tonight.
could
can
must
have
19. He cannot come out with us this evening. He to work.
could



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

2. llepeBenuTe Ha AaHTITMACKUAHN S3BIK, YIOTPEOISIsl MOAAIBHBIN TIaroia must.

1. OH, 1OKHO OBITH, OYEHB yCTal.

2.V Hux paxe ectb sixta. OHH, JOMHKHO OBITh, OUYEHb OOTaTHI.

3. Trl JOJIKEH yexaTh 3aBTpa yTpoM?

4. Bbl He TOJDKHBI OMa3/1bIBATh.

5. 51 He nomKeH 3a0BIBaTh O cBOeH MaTepH. Sl He mucai e 1enyto Be4HOCcTh. CeroHs Be4epoM s T0JDKEH
HaIMCcaTh €il MUCHEMO.

6. OTa KHUTA OYCHb IIeHHAs. BBl He TOJDKHBI €€ TEePSITh.

7. Heyxenu BaM HaJ0 y’Ke€ YXOJIUTh?

8. 51 momxeH npu3HaTh, 4TO 5 HEMPAB.

3. IIpounTaiiTe 1 nepeBeaUTE TEKCT.

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

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

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

Your friends' opinion A lot of advertising

Novelty Your needs

Your likes The brand

The label

5. Say what different people do in a business company
1 Managers

2 Secretaries

3 Production engineers

4 Accountants

5. Experts

6. Representatives

7 Dealers

8 Investors

9 Shareholders

1. own one or more shares in a company

2. sell a company's products or services by

travelling around
. give advice, an opinion or help
. do office work
. invest their money into a company in order to receive a profit
. are responsible for running a company or some of its departments
. inspect or keep accounts
. sell or buy for the company, especially abroad
. are responsible for the production

O 00 3O\ L B~ W



6. Translate and learn the following conversations:

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

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

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

3) — Do you sell your products abroad?

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

7. Listening practice.
Here are the new word-combinations:
to make all the necessary arrangements; to book a ticket; to book a return ticket; to fix a meeting for to
stay for 2 or 3 days
Listen to the tape. Miss Flipps is reading a memo from her boss. He has to go on a business trip. What
does he want Cindy to do? Cindy,
I have to go to Paris tomorrow. Make all the necessary arrangements, please. Book.... Call....
Tell them .... After we finish the talks they.... I'm at the bank and will be back at 4.

8. Translate into English.

a) DKCIIEPTHI 110 PHIHOYHBIM OTHOIICHHUSM HCCIEAYIOT COCTOSHHUE PBIHKA JUIS PAa3HBIX TOBAPOB B Pa3HBIX
cTpaHax. OHU aHATU3UPYIOT MOTPEOHOCTH TOKYyTATelIed W PEelIaloT, KaKue TOBaphl TPeOYITCs, KaK MX
JydIlie peKIIaMUPOBATh U MPOIABATh.

0) Korga s uro-aubyap mokymaro, s MEHS BayKHA I[eHa, Ka4eCTBO U KpacuBblid qu3aiiH. Korma s
YTO-HHOY b TIPO/IAt0, JJIST MEHS BKHBI MOTPEOHOCTH TOKyMaTelNsl M HEJOCTAaTOK MOJOOHBIX TOBapOB Ha
PBIHKE.

B) D10 HEOOJIBIIAs KOMIIAHUSI, HO Y HEe TOBaphl M3BECTHBI BHICOKMM KaueCTBOM U HU3KOH IICHOMN.
OHM TIPOU3BOMAAT U MPOAAIOT AIICKTPOTOBAPHI: YTIOTH, MACOPYOKH, MUKCEpHI U T.1. OHU OHUMAFOT, YTO
3aBOEBBIBATh IOKymnarenss Hemerko. OHM BKIAABIBAIOT JI€HBIW B MPOM3BOJICTBO, MapKETHHTOBBIC
HcclieIoBaHusl, B pekiiamy. KpoMe Toro, y HUX €cTh cuctemMa CKuJoK. X TOBapHbIN 3HAK YK€ U3BECTEH
Ha ME&KIYHAPOJIHOM phiHKe. OHM HMEIOT AUJICPOB B HECKOJIBKHIX 3apYOCKHBIX CTpaHaX.

IIpakTuueckoe 3ansaTre Ne3. OcHOBHBIE IpaBuJia opdorpadpuu U NyHKTyallUM AHTJIHICKOTO
SI3bIKA.
Lenb: ¢dopMupoBaHue y CTYACHTOB PEUYEBOW, SI3BIKOBOM W KOMMYHHKATHBHOM KOMIETEHIIUH IS
OCYIIIECTBIICHHUS IETIOBBIX KOHTAKTOB.
B pesynpTate ocBOEHUE TEMBI CTYICHT JODKCH
3HATh. OCHOBHBIC TPAMMATHYCCKHUE SBJICHUS, XapaKTEPHBIC IS MPOPECCUOHATLHON PEUH; JIEKCUYCCKHE U
CHHTaKCHYECKHE OCOOSHHOCTH O(HUINAIHHO-AEJI0BOTO CTHIIS B aHTJIMHCKOM S3BIKE;
YMETh: ONPEIeNATh CTHIEBYIO NPUHAUIEKHOCTh AHTIMHCKUX TEKCTOB O(HIINAIBHO-IEIOBOTO CTHII,
BUJICTh XapaKTEPHBIC CTWJICBBIC YEPThI, YUTATh O(QUIMAIBLHO-JICIIOBBIC TEKCTHl Pa3IUYHON CTCICHU
CJIIO)KHOCTH; CTPOWUTH JUAJOTHYSCKYI0 W MOHOJOTMYECKYH) pPEdYh C MCIIOJIB30BaHUEM Haubosee
YIOTPEOUTEIBHBIX JICKCUKO-TPAMMATHYECKUX CPEJICTB B OCHOBHBIX KOMMYHHKATHBHBIX CHTYaIIHASIX
OUITHATBHOTO OOIIEHNUS; TOHUMATh TUAJOTHICCKYI0 1 MOHOJIOTHYECKYIO pedb 10 U3YUCHHOU TEME.
AKTyanbHOCTH TeMBI: 00yCIIOBIIEHa HEOOXOIUMOCThIO oBNaaeHus Y K-4.
TeopeTuueckas 4acThb:
[MPOITMCHBIE bYKBBI
Hcnonp3oBanue MPONUCHBIX OYKB B AHTVIMACKOM SI3BIKE IMOAYMHSAETCS HECKOJBKO WHBIM IIpaBUiIaM,
HEXXEITH B PyCCKOM.
C nponucHBIX OYKB B aHTJTUHCKOM SI3BIKE TIUIITYTCA:
1. IlepBoe c10BO MPEIOKEHUS.
2. lurata BHyTpu npeanoxenus (God said, Let there be light. - Gen. 1:3).
3. IlpsimMoii BOTIpOC BHYTPH TMPEMIIOKEHHSI, Ta)Ke eClIM OH He Bhiaensercs kaBbrakamu (He usually asks
himself, Am 1 right?).
4. Jlmunoe mecroumenne 51 (He and I disagree).



5. Nmena coOctBeHHbIC: (haMuiny, WMeHa, reorpaduyeckue Ha—3BaHus (Adamson, Chapman, John,
Mary, Washington, New York).
6. [lpunararenpHble ¥ ApYrHe 4YacTH peud, oOpa3oBaHHble OT uMeH coOctBeHHBIX (English, Russian,
American, Americanism, New-Yorky). Cp., ogHako, riaroi anglicize.
7. Ha3Banus HapoloB, pac, TuieMeH | s13b1K0B (Japanese, Russians, the Russian language).
8. 3Banms, Tutynsl, nomkHOoCcTH (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. OdpunmanbHble Ha3BaHHS HAITMOHAIBHBIX/ MEXKTYHAPOIHBIX IOCYNaPCTBEHHBIX/YaCTHBIX OpPTraHU3aIlHi
u nokymenToB (The Constitution of the United States, the Fifth Congress, Federal Reserve Bank, Charter
of the United Nations).
10. CymecTBuTensHble (M 9acTO NpWiIaraTelbHbIE), OTHOCAIMecs K ToHATHIO OoxkectBa (God, the
Almighty, Allah, Providence, Lord).
11. Ha3Banus nmHe#t Henmenu, mecsies, npa3aHukoB (Monday, March, New Year, Christmas, Fourth of
July, Good Friday).
12. Ha3BaHus HOTOBOPOB, TOCYAAPCTBEHHBIX aKTOB, MCTOPHYECKHX COOBITHH, 510X, BowH (Versailles
Treaty, Mid3le Ages, the Civil War, War of 1812).
13. Ha3Banus ctpan cBeta 1 ux npoussognsie (the North, a Northerner).
14. Ha3Banusi nuTepaTypHBIX NPOU3BEICHUH, KypHanoB, crateid u T.m. (Shakespeare's Macbeth, the
Journal of the American Medical Association).
15. Ha3sanus Toproeeix mapok (Philips, Sony).
16. Ha3Banmus y4ueHsIx creneHei u gomkHocted (A.B., Ph.D., M.D.).
IMPABUJIA TIEPEHOCA

Kak u B pycckoMm si3bIKe, MEpEeHOC B aHTJIIMKACKOM BCerla MOJYMHEH cMbIciy ciioBa. Crienyer
oOpaliaTh BHUMaHUE Ha TO, YTOOBI EPEHOC HE UCKA3MJI CMBICI CJIOBA WIIM €TO TIPOU3HOIICHHE.
IepeHOC HEBO3MOXKEH B CIEAYIONIHUX CIyYasnX:
1. He pexoMeHnyeTcst IEpEeHOCHTH TIOCIIEIHEE CIIOBO MPEIUIOKEHISI Ha CIICAYIOIIYIO CTpaHuIly. Takxke He
PEKOMEHTyeTCsl IEPEHOCUTD Ha CIEAYIOIIYIO CTPaHUILy CTPOKY, KOTopast ABJSIETCS MmocienHel B ab3alle.
2. Henb3si mepeHOCHTh 3HAKW MPENUHAHWS, a TaKKe COKpAIICHHbIC 00O3HAuUeHHs MEp Beca, JJIMHBI,
BPEMEHH, OTIEISIS MX TEM CaMBIM OT YHCIUTEIIEHOTO, K KOTOpoMy oHHU oTHOCSTCS (220 km, 500 cm).
3. Henw3s oTaensats GaMHUITUIO OT HHUITHATIOB.
4. CobcTBeHHBIC MMEHA HUKOTIA He pazaeistorces (Moscow, London, Africa).
5. Cnenyet u3berartb niepeHoca COCTaBHBIX yacTeil Ha3BaHui (the Atlantic Ocean, Latin America).
6. Henw3s pazouBath nepeHocoMm O6ykseHHbIe a00peBuatypsl (USA, UNO).
7. CnoBa, COCTOSIIUE U3 OJHOTO CJiora, HUKOTaa He nepenocsarcs (though, through, height).
8. Cyddukc TpeThero nuna eAMHCTBEHHOTO YHCNA TJIArojia B HACTOSAIIEM MPOCTOM BPEMEHH -S, -€S He
MIEPEHOCHUTCS TaXKe B TeX CIIydasx, Korja oH oOpasyer camocrostenbHbIN cior (he buys, he sells, he
wishes).
9. OxoHYaHHE MHOKECTBEHHOTO YHCJIa CYIIECTBHTEIILHBIX HE MEPEHOCUTCS AaXe B TE€X CIydasx, KOoraa
OHO oOpazyeTt camocrosTensHbIH cior (houses, boxes).
10. Coueranus OykB, 0003HAYAIONTHE OUH 3BYK, HE Pa3ACIISIOTCS IPH TIEPEHOCE.
[lepeHoC BO3MOKEH B CIEAYIOIUX CIyYasx:
1. Paznensrorcst yiBOSHHBIE COTIacHbBIe (mis-sion, let-ter).
2. PaznensroTcs aBe coryiacHele, crosmue psaom (pen-cil, ster-ling).
3. Ilpedukcer u cyddukco otaensrores ot kopas (dis-like, pro-long, drffer-rent, acknowledg-ment).
4. CrokHBIE CIIOBA JIENATCSA HAa COCTaBHBIE YyacTH (some-times, there-after).
5. CornacHas MeXy JBYMs TJIACHBIMU MTEPEHOCUTCS CO BTOPBIM clioroM (ma-jor, la-ter).
6. IlepenocsTcs cy(dUKCH CpaBHUTETHHOM M MPEBOCXOAHON CTENEHU MpHilarateibHbIx (short-er, short-
est).
7. llepenocurcs cyhduke -ing mpudactus u repyHaus (go-ing, play-ing).
TOUKA
1. Kak 1 B pyCCKOM, B aHIJIMICKOM SI3bIKE TOYKA CTABUTCS B KOHIIC MPEITIOKCHHS.
2. B ornmume OT pycckOoro, B AaHTJIMHCKOM SI3bIKE TOYKA CTAaBUTCS B KOHIIE MPEAJIOKCHHS,
BOIIPOCHUTEIRHOTO 1O ¢opMe, HO coaepikamero He Bompoc, a mpock0y (Will you kindly fill in the
enclosed form and return it directly to us).
3. Kak mpaBwiio, cokpamieHus (32 HCKIIIOUSHHEM Ha3BaHUH TOCYJIap-CTBEHHBIX M MEXKTYyHApPOIHBIX
OpraHu3anuil) okaH4uBarTcs Toukoi (Mr., Mrs., Dr., pp., Dec, 7 p. M., 30 mins., no. 15).



Takue Gopmsl, kak 1st, 2nd, 3rd, 4th u T. 1., KCNIOAB3YIOTCSI O€3 TOYECK.
4. Touka OTAENsIeT 1eNI0e YUCIIO OT ACCATHYHON Ipodu, a Takke IeHThI oT Aoynapa(12.32 ft., § 15.75).
5. B koHIIe 3arojioBKa Touka, Kak MpaBujlo, HE CTaBUTCSI.

3AITIATAA
W3 Bcex MyHKTYaIMOHHBIX 3HAKOB 3aIsTast MPEICTABIIACT HANOOBIIINE TPYIHOCTH KaK Il MHOCTPAHIIEB,
TaK M JUIs CAMUX HOCUTEJICH S3bIKA.
1. 3amaroif B aHTJIIMHACKOM S3BIKE, TaK XX€ KaK M B PYCCKOM, pPa3leNIAIOTCS YacTH CJIOXKHOTO H
cnoxxnonoaunHeHHoro npemnoxenust (This decision should in no way diminish your excellent record,
and we will be able to take advantage of your considerable talent). Ecnu B cloXHOIIOTYHHEHHOM
MPETIOKCHUN UMEETCS HECKOJIBKO MPUAATOYHBIX MPEJIOKECHUH, TO BCE OHHU, KaK MPaBHUIIO, Pa3JeIIsIOTCS
3alsITHIMH, TIPUYEM 3aIsiTasi CTABUTCS U Tiepe]l COr30M and.
2. 3ansaThIMH BBIIENAIOTCS TaKUe BBOJHBIC CIIOBA M BhIpaxkeHHsI, Kak: of course, on the contrary, on the
other hand, consequently, furthermore, moreover, nevertheless, therefore, in the first place, unfortunately
u 1p. (The question, however, remains unsettled. Nevertheless, we shall go).
3. 3ansiTas CTaBUTCS MEXIY OJTHOPOJHBIMU YIICHAMM TPEJIOKCHUS, KOTOPhIE HE COCAMHEHbI COMHO3aMH
(Five minutes, ten minutes, a quarter of an hour went by, yet nobody appeared).
4. Ecii HECKOJIBKO OJTHOPOHBIX WICHOB CBA3aHBI OECCOIO3HO, a TIOCIIETHUI PUCOSIUHEH TOCPEICTBOM
coro3a and/ or, TO BCe OAHOPOIHBIC UWICHBI Pa3ENAIOTCS 3alAThHIMH, MPUYEM 3arsaTas, B OTIUYHE OT
MPaBUJI PYCCKOTO sI3bIKa, cTaBUTCA U nepes coro3oM (We are sending you bicycles, cars, motorcycles, and
motorscooters). 9To MPaBHIO OTHOCHTCS M K TeM CIy4YasM, KOTJIa TOCIEIHUN U3 OJHOPOJHBIX YJICHOB
BhIpaxkeH ci10BoM etc. (et cetera) (Forks, knives, spoons, etc.).
5. 3amdATtas BBIIENAET TPUIOKEHHE C TOSCHUTEIBHBIMU CIIOBAMH, CTOAIIEE IIOCIE OIPENSIsieMOro
cymiectButenbHOTO (St. Petersburg, the second capital of Russia, is a wonderful city).
6. 3amnsTas BeIACNACT Npu4acTHRIA 000poT (Seeing the dog approaching, he ran off down the sreet).
7. 3ansras Beigensier obpamenue (Friends, Romans, countrymen, lend me your ears). OOparienue B
HavaJie MAChMa BBIJICTSCTCS 3aMATON, B OTIIMYHE OT PYCCKOTO SI3bIKA, TJIC B TIOJOOHOM CITydae CTaBUTCS
BOCKJIMLIATEIbHBIN 3HAK.
8. 3amsiTasi CTaBUTCS B KOHIIC ITUChbMA TI0CIIC 3aKIIOUYUTEIIBHON (DOPMYJIBI BEKIIMBOCTH, IIEPE]T MOAMUCHIO
(Sincerely yours,).
9. B o6o3naveHnsx aat 3amnsaTas otaenset gucio ot rona (The contract was signed May 15,1996).
10. 3amsTasi cTaBUTCS BHYTPU MHOTO3HAYHBIX YWCEN JUIS OTIENICHHs Kjacca ThICSY OT COTEH, Kiacca
MUJUTHOHOB OT COTeH Thicsd u T. n. (15, 000, 000). 3amstas He CTaBUTCA TP OOO3HAYCHHUU
MHOTO3HaYHBIX HOMEPOB JIOMOB, CTPAHHI] KHHT.
Bomnpocs! u 3aianus:
1. TloaroToBBTECH K 0OCYXIESHUIO TEOPETHUECKOT'O MaTepraa.
Opodorpaduueckue TpyaHOCTH. TPyIHOCTH B pacCTaHOBKE 3HAKOB MPEIMHAHMS.

2. l[IpounraiiTe 1 nepeBeIUTE TEKCT

MEETING A BUSINESSMAN AND ARRANGING HIS VISIT

Receiving Visitors

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

Mr. Clifford has just received a telegram. A businessman from Russia is coming to have business
meetings with him. Mr. Clifford is asking Miss Flipps "Will you help me?" Miss Flipps says "Of course |
will. T shall meet Mr. Belov at the airport. I'll reserve a room for him at a good hotel. What else do you
want me to do, Mr. Clifford?"

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



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

4) a) Imagine that your boss has asked you to meet a representative from a foreign firm. You are
at the airport. Come up to the enquiry office and ask the clerk
— when the plane from ... arrives.
— whether it will land on time.
— how late it will be.
— at what exit you can meet passengers off this plane.
b) Mr. Clifford has asked Ms Flipps to buy 2 tickets to Moscow for both of them. Ms Flipps rings up the
enquiry office and asks the clerk
— when the plane to Moscow departs,
— how long it takes to get to Moscow,
— how much the ticket costs,
— how much luggage they can carry,
— what goods they are to declare,
— what goods they are to pay duty for,
- if she can buy two return tickets for
Dramatize these conversations.

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

registration card:

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

Breakfast at the hotel.

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

transport facilities. Lunch with the Sales and Transport Managers.

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

18.00. At leisure.

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

President's place.

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

Manager.

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

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

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

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



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

6. Translate into English.

a) 3aBTpa CHHIM BCTpedaeT pycckoro Om3HecMeHa m3 MockBel Uropst benmoBa. CaMmoner mpuiieTacT B
3.15 mus. Ona moeneT B a3ponopT B 2 yaca. M3 a3pomnopTa oHa OTBE3ET €r0 B TOCTUHUITY.

0) Buepa Cunau Bctpeuana pycckoro omsnecmena u3 Mockssl Uropst benosa. Camoner gomkeH ObuLt
npuneretb B 3.15 mHA, HO omo3nan. M3 aspomopra oHa OTBe3Na €ro B TOCTUHUIYY M MOMOTJa €My
3apeructpupoBatbcs. Y Mropst Mano BpeMeHH, M OH cpa3y e IoeXal Ha BCTpedy C MHCTEPOM
Kimuddopaom.

B) Ecmn Bol cobupaerech B AMepHUKy, BBl TOJDKHBI MOMYyYUTh BU3Y, y3HATh, KaKOW Oarax MO>KHO
B3STh C COOOM, 32 KaKWe BEIIX BbI JOJDKHEI IJIATHTH TAMOXXEHHBIH COOp, CKOJIBKO CTOUT OWIIET.

r) - 51 xouy 3a0poHHpOBATH HOMEP Ha JBOWX Ha 12-13 ceHTsA0ps ¢ BaHHOM U ¢ TeleOHOM.

- [Toxkanyiicra. Bame ums u agpec, noxainyicra.

IIpakTunuyeckoe 3ansaTue Ned. [lucbMeHHbII epeBo/ 1€JI0BOH KOPpeCHOHeHIINH.
Llenb: QopmHupoBaHME y CTYICHTOB pPEYEBOW, S3BIKOBOHM M KOMMYHUKATUBHOW KOMIICTCHIIUH JUIS
OCYIIECTBJICHUS JICIIOBBIX KOHTAKTOB.
B pesynbTare ocBOeHUE TEMBI CTYJICHT JIOJKEH
3HATh: OCHOBHBIC IPAMMATHYCCKUE SIBJICHUS, XapaKTepHbIC [T NPOPECCHOHATBLHON peun; ICKCHUSCKHe U
CHHTaKCHYECKHE 0COOCHHOCTH O(QHUIIMATBHO-AETOBOTO CTHIISI B AHTTIMHCKOM SI3bIKE;
YMETh: OHNPCAC/IATh CTHUICBYIO INPUHAAJIC)KHOCTDH AHTIINHCKUX TEKCTOB O(i)I/IHI/IaﬂbHO-I[eHOBOI‘O CTHUJIA,
BUJCTH XApPAaKTCPHBIC CTUJICBBIC YCPTHI, YUTATh O(bI/IHI/IaJII)HO-Z[CHOBBIC TEKCTHI pa3ﬂH‘-IHOI7[ CTCIICHU
CIIO)KHOCTH; CTPOWTH JUAJIOTHYECKYI0 W MOHOJOTMYECKYI0 pedb C WCIONb30BAHUEM Hamboee
YHOTPEOUTENBHBIX JIEKCHKO-TPAMMATHYECKHX CPEJCTB B OCHOBHBIX KOMMYHHUKATHBHBIX CHTYaIUsAX
ouraTbHOTO OOIIEHUS; TIOHUMATh AUATOTUYECKYI0 U MOHOJIOTHYECKYIO PeUb 10 U3yUYEHHOH TeMe.
AKXTyaJTbHOCTh T€MbI: 00YCIIOBJICHA HEOOXOAMMOCThIO oBnaieHnst YK-4.
TeopeTnueckasi 4acTh:
N3yuute 0oCHOBHBIE COKPAIIICHUS, UCTIONB3YEMBIE B JIEJIOBOW KOPPECTIOH/ICHIIHH:
A/C, a/c, acc. (account current) — TEKyIIUNA CUET
adsd (addressed) — agpecoBano
adse (addressee) — azmpecar, mony4areib
ad (advertisement)—pekiamMmHOe 00bsIBICHHE (MHOX. YMCIIO — ads)
a.m. (ante meridiem) — 110 Moy A=A
app. (appendix) — mpuoxxeHue
Attn, (attention) — BHUMaHUIO (KOTO-THOO)
B/E, B.E., b.e. (bill of exchange) — nepeBoaHOit Bekcenb, TpaTTa
B/L, b/1, B.L., b.1. (bill of lading) — xorOCamMeHT
cc., cc (copies) — ykazaHHe Ha aJpecaToB KOMHH MHUChMa
CEOQ (chief executive officer) — ncnoaHUTENBHBII TUPEKTOP
cf. (confer) — cpaBHuTE
Co. (company) — KOMITaHHS
contr. (contract) — KOHTpPaKT
Corp. (corporation) — KopIioparus
cur. 1. (currency) — Bamora; 2. (current) — TeKymui
CV (curriculum vitae) — kpatkast Onorpadust
dd 1. (dated) — matupoBanusiii; 2. (delivered) — mocraBneHHBII
Dep., Dept. (department) — 1. — oTaen; 2. — MUHUCTEPCTBO
doc. (document) — moxymeHTHI (MHOX. grciio — docs.)
doz., dz. (dozen) — mroxuHa
eaon (except as otherwise noted) — ecnu He yka3aHo nHaue e.g. (exempli gratia, naT.) — HanpuUMep
enc., encl. (enclosed, enclosure) — BIIOXKEHHBIN, MpUIAraeMbIii, BIOKCHNE, MPUIOKEHUE (K TTHCEMY U T.
1.)
exc., excl. (except, excluding, exception, exclusion) — wuckitouas, UCKIIOYeHHUE expn (expiration) —
HCTeueHHue (CPoKa)



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

FY (fiscal year) — hmHAHCOBEII TOJ

h. a. (hoc anno, 1at.) — B TEKyIIEeM roxy

hf. (half) — monosuna

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

1. e., ie (id est, mat.) — TO ecTh

inc., inch (including) — BkrO9ast

Inc., inc. (incorporated) — 3aperucTpupOBaHHBIN KaK IOPHIMYECKOE U0 (KOpIIopanus)
info (information) — uHpOpMaIs

inv. (invoice) — cuer-akrypa

10U (I owe you) — nmomnrosas paciucka

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

LLC (limited liability company) — KOMIaHus ¢ OTPaHHYEHHOW OTBETCTBEHHOCTHIO

Ltd., Itd. (limited) — c orpaHu4eHHOI OTBETCTBEHHOCTHIO

LOC (letter of commitment) — rapaHTHIHOE THCEMO

mdse (merchandise) — ToBaphI

memo (memorandum) — 3anucka

M.O., T.0. 1. (mail order) — mouroBsIii iepeBox; 2. (money order) —/IEHEKHBINH MEPEBOJ], TIATSIKHOES
Mopy4eHue

M.T. (metric ton) — MeTpuyecKas TOHHa

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

N/A (not applicable) — He mpuMeHNMO (HaTp., TyHKT B aHKETE)

N.B., NB (nota bene, y1aT.) — BaxHO€ 3aMeUYaHUE

NC, N.C., B/c (1o charge) — OecruiaTHO

PA (power of attorney) — J0BEpEeHHOCTb

p.a. (per annum, J1aT.) — B TOJ

par. (paragraph) — a03ari, maparpad, myHKT

Pic, PLC (public limited company) — OTKpbITas aKUHOHEpHAsh KOMIIAHUS C OrPaHUYCHHOU
OTBETCTBEHHOCTBIO

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

PP, p-p- (per pro, J1atr.) — OT UMEHH H 110 IOPYIECHHUIO

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

R&D (research and development) — Hay4HO-HCCIEOBATENBCKIE U OIBITHO-KOHCTPYKTOPCKHE PaOOTHI
(HUOKP)

ret (receipt) — pacnucka, KBUTaHITUS

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

ref. (reference) — ccpuika

shipt (shipment) — oTrpy3ka, oTrnpaBka

sig. (signature) — MoOAIMCH

tn. (ton) — ToHHA

urgt (urgent) — CpOUHBIN

V., vs. (versus, J1aT.) — MPOTUB

VAT (value-added tax) — HJIC

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

Bompocs! u 3aganust:

1. TloaroToBBTECH K 0OCYXIESHUIO TEOPETHUECKOT'O MaTepraa.

KakoBel OcCHOBHBIE TpeOOBaHUS, MPEABABIAEMBIE K JaeloBoMy mnepeBoay? Kakue rpammarmueckue
KaTerOpHH OTCYTCTBYIOT B PYCCKOM SI3bIKE 10 CPAaBHEHHIO C aHTJIMHACKUM, M KakK W30eXaTh TpyIHOCTEH
npu ux mepeBoge? Kak mepeBomsATCS TEKCTHI C OOIMIETIPUHSTHIME M CHEIHATBHBIMUA COKPAIECHUSIMH?
Kakue ¢pa3zsl B TekcTe mepeBoa ocTaroTces B IepBoHadaibHoM Bue? (CioBa u (hpasbl Ha APYTOM SI3BIKE,
4YeM S3bIK OpUTHMHANA; COKpallleHHble (HUPMEHHBIE HAHMMEHOBaHMs TEXHHWKH; Ha3BaHUs 3apyOeKHBIX
JKypHAJIOB M Ta3eT).

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



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

to give full details;

in connection with this;

to get in touch with...;

we urgently require to perform...;
deadline;

to have to remind;

on favourable terms;
immediate reply;

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

our detailed catalogue;

to meet the requirements;
to place an order;

to accept the offer;

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

penal provisions;

3. Give the English equivalents of the following words and word-combinations:
MPEAOCTABUTH JTAHHBIE O YEeM-II.;
MPUHOCUTH U3BUHEHUS 32 YTO-IL.;
HOBEHIINI NPENHCKyPaHT;

YKa3bIBaTh LICHBI;

MOJIOXKUTENIFHOE PellIeHIe BOTIPOCa;

B Cllyyae HEeYIUIaThl;

OBITh IPU3HATEIBHBIM;

obparraem Bamre BHIManwme Ha...;
CCBUIAsICh HA...;

MOCTABILUK;

YCIIOBHUSI TIOCTABKH;

nepeaBaTh JeJI0 B apOUTPaKHBIN CYI;
YCIIOBHSI OILIATHI;

npeaaraTb ToBap;

MPETCH3HUS;

MOJTBEPKICHUE 3aKa3a;

Hallle NIPeUI0’KEHNE ASHCTBUTEIIBHO 10 ...;
TPAHCIIOPTHBIE PACXOIbl;
NPeaoCTaBUTh 5% CKUIKY;

OTKa3aThCA OT 3aKa3a;

B ciaydae Bamero ortkasa.. .

B IIPOTUBHOM CITy4Yae;

4. Form your own sentences with the English words from the exercises I1I and I'V.

5. IIpounTaiiTe U epeBeIUTE 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) Tomappl 3TOH KOMIIAHWH JOCTABIIOTCA 1O Bced Poccum Tpy30BBIM, JKEIE3HOAOPOKHBIM H
aBUaTpaHCIIOPTOM. ToBaphl BCEra AOCTABISAIOTCS BOBpeMs. KoMImaHus HUKOT/Ia He MOJTydaeT Kanoo.
XpaHsTCsST TOBapbl Ha XOPOIIO OOOPYJOBAaHHBIX CKIafax. DJIEKTPOHHOE OO0OpYAOBaHHE HCIOIB3YETCS,
YTOOBI CIICANTH 32 YITAKOBKOH, MAPKUPOBKOH, IOTPY3KOW U pa3rpy3Koi TOBapOB.



0) Mucc ®numnric — omnuyHbI cexperaps. Mucrep Knuddopa ynonetBopen ee pabortoid, a Muce
@dnunmc ynoeiueTBopeHa cBouM mosiokeHneM B Kommanuu. Eil miaTsat xopomryro 3apruiaty, OaroT
OTBETCTBEHHbIE IOPYUEHUS, BCETAA XBAJLAT 33 XOPOLIYIO paboTy.

B) Kax Bawm nonpaBunace Bama noesaka B bocton? — Odenp nmoHpaBmiiack. MeHs BCTpeTHIIN B
a’poMopTy, OTBE3NH B XOPOILIYI0O TOCTHHUIY, MOKa3aiu ropoa. Ha ciemyromuii qeHb s BCTPETHIICS C
pykoBoguTeneM (UPMbI, Mbl OOCYIWJIM BCE BOIPOCHL. MeEHS MNpPeNCTaBUIM BCEM CIELHUaINCTaM U
MPUTIACUIIM Ha JEJIOBOH JIaHY.

PA3JIEJI 2. JEJIOBOM DTUKET.

IpakTnueckoe 3anaTre NeS. Bpuranckuii 1e/1I0BOHM ITUKET: OCHOBHbIE IPUHUMIIBI M IEHHOCTH.
JlenoBoii dTuker B CIIIA.
Lenp: ¢dopMupoBaHue y CTYACHTOB pPEUYEBOW, SI3BIKOBOM W KOMMYHHKATHBHOM KOMMETEHIIUH IS
OCYIIIECTBJICHUS JIEJTOBBIX KOHTAKTOB.
B pesynbpTate 0ocBOGHUE TEMBI CTYICHT JODKCH
3HATh: OCHOBHBIC TpaMMaTHIECKHE SIBICHIS, XapaKTEPHBIE IS MMPOQPECCHOHATLHON PEUH; ICKCHUECKHE H
CHHTaKCHYECKHE 0COOCHHOCTH OPHUITHATHHO-CIIOBOTO CTHIISA B aHTJIMACKOM SI3BIKE;
YMETb: ONPEACIATh CTUICBYIO MPHHAUICKHOCTh AHIJIMHCKAX TEKCTOB O(MHUIIMAIBHO-/ICIIOBOTO CTHIIA,
BUJICTh XapaKTEPHBIC CTWJICBBIC YEpPThI, YUTATh O(QUIMAIBEHO-JICIIOBBIC TEKCTHl Pa3IUYHON CTEHICHU
CIIOXXHOCTH, CTPOUTH JMAJOTUYECKYyI0 M MOHOJIOTHMUYECKYI0O pPEYb C HCIIONh30BAaHUEM Hamboee
YIOTPEOUTEIBHBIX JICKCUKO-TPAMMATHYECKUX CPEJICTB B OCHOBHBIX KOMMYHHKATHBHBIX CHTYaIIHIX
oHIUATBHOTO OOIIEHUS; TOHUMATh JUAIOTHIECKYI0 M MOHOJIOTHYECKYIO pedb [0 U3YYCHHOH TeMe.
AKTyaNbHOCTH TeMBI: 00yCIIOBIIeHa HEOOXOTUMOCThIO oBNaaeHus Y K-4.
TeopeTnueckasi 4acTh:

HenoBoit »TukeT B BeankoOpUTaHUM BO MHOTOM OMPEICISICTCS MPUHIUNAMUA U IIEHHOCTSIMU
JIEIIOBOY KYJIBTYpBI 3TOH CTpaHBI M1 HIMEET CBOM OCOOEHHOCTH.
Kak w3BecTHO, OpUTAHIIEI OYEHH BEKIUBHI M OOXOJHMTEIHHBL. JTO BO MHOTOM OIpPEICISACT CTHIb HX
oOlIeHUs. bpuUTaHIbI MPAKTHKYIOT JaBaTh YKJIOHYHMBBIE OTBEThI HA MPSMbIC BOMPOCHI, JHUAJIOTH 4YacTO
HOCST JBYCMBICICHHBIN xapakrep. UTOObI MOHATH, YTO MMEHHO OHU XOTST BaM CKa3aTh, HEOOXOIMMO
BHUMATEBHO CJIEAUTH 32 UHTOHAIIMEH rojoca U BIPaKEHHUEM JIUIIA.

B CIOXHBIX CHUTyalusx aHTJIMYaHe MPOSBISIOT CACPKAHHOCTH M camooOiamanme. Ho Tak ke
OpUTaHIIBI TPEANMOYHUTAIOT C IOMOPOM IOAXOIUTh KO BCEM JKM3HCHHBIM CUTyallusM W OHW3HEC - HE
nckiroueHrne. K 0ocoOeHHOCTSAM JeTOBOro 3THKETa B bpuTaHMM MOXHO OTHECTH CIEIyrOIIue 4YepThl. B
OOIICHNH HY)KHO MPHUICPKUBATHCS ONPEICICHHON ITUCTAHIIUHU, TOCKOIBKY OpHUTaHIBI BeChbMa TPEIETHO
OTHOCSTCS K JIMYHOMY TPOCTPaHCTBY. [IposiBJIeHHEM BEKIMBOCTH OyaeT COOJIOACHUE PYKOIIOKATHS TIPU
MEPBUYHOM 3HAKOMCTBE. B pasroBope MpUBETCTBYIOTCA MpsIMble B3MJsAbl B ria3za. OQHAKO HE CTOUT
3TOTO JIeNaTh CJIWIIKOM A0iro. JlemoBoe oOmeHue ¢ OpuTaHIIAMH HE MPEeIyCMaTpPHBAET IJUYHBIX
BompocoB. He cTout 3a0bIBaTh, uTO 00XOMUTEIHHBIC aHTIUYAHE JOBOJHHO YACTO JAIOT MHCTPYKIIMHU B
BUJIC BEXKIUBBIX Tpochd. Tak ke He cleayer 3a0blBaTh Ba)KHbIC MEJOYd. BXozas B moMelicHHe
HEO0OXOIMMO TMPOITYCTUTH CTapIIero Mo JOJHKHOCTH. Ha memoBoit BeTpede HemprueMiIeMo ep>KaTh pyKU B
CJIO’)KEHHOM COCTOSIHMM. BpUTaHIIbl BOCIPUHUMAIOT 3TO KaK 3HAK CKYKH U HE3aWHTEPECOBAHHOCTH B JEJIE.
Tak >xe OpuraHIbl Besiuecku m30eraroT umcia 13. OTnpasisisach K OPUTAHCKOMY NapTHEPY B TOCTH,
Jydllie HEMHOTO OMO34aTh, YeM NPUNTH 3apaHee. [I0CKOIbKY IPUXOAUTH paHbllle HA3HAYEHHOTO BpeMEHHU
CUHNTAETCS HENPUINYHBEIM. MHOTIa B TIpHUTIaNIeHHd HAa BCTPEYY MOTYT OBITH MCIIONB30BAHBI CCHUIKH Ha
TO, B KaKoil oexie cieayer npuidti. Kak 1 MHOTHE eBpoIeicKie Hapo Ibl, OPUTAHIIBI aKTHBHO OOPIOTCS
3a MpaBa XUBOTHBIX, [IOATOMY HE CTOUT IMPUXOJUTh B OJCKIC U3 HATYPAIbHBIX MEXOB U KOXH.

Bputannbel BechMa 3pyaMpOBaHHBI M TPOQPECCHOHATBHBI, 00Jalal0T BBICOKOW KyJIbTypol. B kpyr mx
MHTEPECOB YacCTO BXOJMST JUTEPATypa, CIOPT W UCKYCCTBO. B menmoBoii cpene OpHUTAaHIIBI OTHOCSTCS K
caMbIM KBaTH(UIIMPOBaHHBIM OM3HECMEHAM B MUDE.

Bpuranckast nenoBast KyJIbTypa: OCHOBHBIE IPUHIUIBL U [IEHHOCTH.

BpuraHiel, 0cOOEHHO aHTJIMYaHe, CIABATCS CBOCH BEKIUBOCTBIO M OOXOMUTEIHHOCTHIO. DTO OIWH U3
KIIFOYCBBIX MOMEHTOB B OpPHUTAaHCKOW KyJbType W (yHIaMEHTAIbHBIA AacleKT OPUTAHCKOTO CTHIIS
0OIIeHMUS.

"Stiff upper lip" - B OykBampHOM TepeBoze "TBepAas BEepXHsA ryoda". DToT 0O0pa3HBIH TEPMUH YacTO
WCIIOJIB3YETCS IS OMUCAHUS TPAAUIIMOHHBIX OPUTAHCKUX KAadeCTB - CIECPKAHHOCTH W CaMOOOJIagaHms,
KOTOpBbIC OpUTAHIBI TPOSIBISIIOT B TPYAHBIX CUTyalusX. B OpHTaHCKOW KyJIbType OTKpHITAS
JEMOHCTpALUsl SMOLUI - MO3UTUBHBIX WA HETaTUBHBIX - BCTPEUAETCS OUYEHb PENIKO, 10 BO3ZMOXHOCTU



n30eraiiTe BeIpa)kaTh CBOM UyBCTBa MyOarMuHO. Ha 1e10BbIX BCTpedax 3TOT MPUHIIKI O3HAYaeT, 4TO Ballll
OpUTaHCKHE KOJUIETH HaMepPEHBI TIOCTPOUTH TUANIOT B aTMOc(epe (OpMaTbHOCTH U O€CIIPUCTPAaCTHOCTH.
IOMop - KiTI09YeBOM DIIEMEHT BCEX CTOPOH KU3HM B BemmkoOpuTanuu. BakHOCTh 9yBCTBA IOMOpa BO BCEX
CUTyallUsIX, BKJIIOYasi JI€IOBOM KOHTEKCT, TPyIHO IepeouneHuTs. KOMOp dYacTo HCHONb3yeTcss Kak
3alUTHBIN MEXaHU3M, B OCHOBHOM B (DOpME UPOHHMU WIIM CAMOUPOHHH. VIpOHWYHBIE HOTKU MOTYT OBITh
CKPBITBI, 3aByaJMpOBaHBl TOATEKCTOM, YTO TaKXKe SBIAETCS XapaKTepHOW depToil OpHTaHCKOTO
YKIIOHYMBOTO CTHJISI OOIIEHUSI.

CoenunenHoe KoponeBCTBO 3HaMEHUTO CBOEH SPKOH HCTOpPHEH W CHUIBHBIMH TPaTULIUSMU,
c(hOPMHUPOBABIIMMUCS IO/ BIVSIHUEM KOJIOHHUAIBHON HMMIIEPHUH, TPAXKTAHCKOH M €BpPOIMEWCKHX BOWH, a
TaKk)ke KOHCTUTYLIMOHHON MOHapxwH. YeTBepras MO BEIMYMHE HAIMs, TOPTYIOMIAs CO BCEMH CTPaHAMH,
BenukoOputanuss ObICTpO cTana JUIUPYIONIMM €BPONEHCKAM LEHTPOM MPEeANPUHUMATEILCTBA.
[onmnepxuBaemas cTaOMIBHOHN MONUTUIECKON M AIKOHOMHYECKOH cructeMol, BenmnkoOpuTanus sBiseTcs
MIPUBIIEKATENEHON 0a30i Ay 3apyOekHOro OW3Heca, Mpeiaiaras IMIMPOKHE BO3MOXKHOCTH BO MHOTHX
00JIacTAX, B TOM YHUCIIE B HUCCIIENOBAaHUAX, pa3pabOTKaXx M HOBBIX TEXHOJOTHSIX. TeM He MeHee, YTOOBI
yCIIeUTHO paboTaTh B OPUTAHCKUX JIEOBBIX Kpyrax, Hy»KHO 3allOMHHTh HECKOJIBKO BQ)KHBIX MPAaBHI, U
MPUMEHSATH UX KaK J0, TaK U BO BpeMs cBoero Busuta B CoennHenHoe KoponeBcTBo.

Paboune MOMEHTHI:
- B COOTBETCTBUU C OPUTAHCKUM OM3HEC-TIPOTOKOJIOM, MYHKTYaJIbHOCTh OY€Hb BaXKHA Ha JTH000H JAeI0BOM
BCTpeUe, IpHUEME WIH yKUHE.
- Ha3Ha4aTh JeJIOBYIO BCTPEUY MPHUHATO 32 HECKOJIBKO JHEH /10 Hee.
- OpWTaHIBI CKJIOHHBI CJEIOBaTh YCTAHOBJIEHHBIM IIPAaBHJIAM, IO3TOMY MpPHHATHE PEIICHHS YacTo
CTAaHOBUTCS BEChMa JOJITUM MPOLIECCOM

CtpyKTypa U uepapxus B OpUTAHCKHX KOMITAHUSAX - COBPEMEHHBIE OpPUTAHCKHE KOMIIAHHH UMEIOT
OTHOCHUTENIBHO "TOPU3OHTAIBHYIO" HepapXUUECKYIO CTPYKTypy. [IpHHIMIIHANbHOE pa3Tudre MPOBOAUTCS
MEXIy MEHEDKepaMu U OCTaJbHBIMH ChyKanumu. (BHuMmanue: B aHTIHICKOM sI3bIKe, U B bpuranun
COOTBETCTBEHHO CIIOBO "MeHemkep' o3HavaeT "pykoBomauTens'. MeHemkepsl OOBIYHO OTBEUAIOT 3a
CepbEe3HBI yJacTOK PabOThl M YHPABISAIOT OTAEIOM, JelapTaMeHTOM JHOO Ienoi ciyx0oit. [losTomy
MMOMHUTE, YTO 3TO CJIOBO HE HMMEET HHYEro OOIIEero ¢ POCCHUHCKOW TpaauIlMeil Ha3bIBaTh KaXKIOTO
npojaBa "MeHeIKepoM TOproBoro 3ana').
- B ocHOBHOM, IIEHTpaIbHBIM OpPTaHOM, ITPHHAMAIONIAM PEIIeHHs, SIBISETCS COBET AUPEKTOpoB. CamMble
OTBETCTBEHHBIC PEIICHUS BCETAa B BenmkoOpuTaHNN IPUHUMAIOTCS Ha caMOM "Bepxy".
PykoBogutenu B BenmukoOpuTaHWM B OCHOBHOM MPEANOYUTAIOT YCTaHABIMBATh XOpolnne paboune
OTHOUICHUSI C TOAYUHEHHBIMHU.
- HavanpHuk 3adacTyio Oeper Ha ce0si poilb TpeHepa, YUHTelNs, co3laBas atMochepy MOJJIEPKKH U
BJIOXHOBJISIS CBOMX COTPYIHUKOB Ha BHITIOJTHEHNE PaOOTHI.
- KomangHas pabora o4eHb Ba)KHA, XOTS M YYBCTBO HHIUBUAYAITbHON WICHTHU(PHUKAIMH TOXE OYECHb
CHIIBHO TI0 OTHOIIIEHUIO KaK K pealn3alliy 33/1a4M, TaK U K COBEPIICHHBIM OITHOKaM.
Henopoii atuker B CILIA
IIpusercrBue
CorilacHO aMEpHUKaHCKOMY [JI€JIOBOMY JTHKETy, IPUBETCTBUE U 3HAKOMCTBO COIPOBOXKAACTCS
pykonoxatuem. B CIIIA He mpuHATO 0OMEHHUBATHCS TIOLETYSIMH H IIEJI0BaTh PyKy >keHmuHe. [Ipu 6omee
JPY>KECKOM OOIIEHUH, B 3HAK ITPUBETCTBHUS, aMEPUKAHI[BI IPUBBIKJIA MTOXJIONBIBATE JAPYT JPyra MO CIUHE.
Oo6pamienue
AMepHKaHIIbI, WMesd [PYXKECKHH XapakTep, BCErJa CTPEeMSTCS yCTaHaBIMBAaTh He()OpMaIbHYIO
arMoc(depy Ha rmeperoBopax, lo3ToOMy MPEINOYUTAIOT OOMATHCS C JIFOJBMHU 10 UMEHU HE3aBUCHUMO OT UX
BO3pacTa v nojoxeHus. B HepopmanbHOU Oecefie Jrydlie n3derarh MOJIUTUICCKUE U PETUTHO3HBIC TEMBIL.
Jlyunre oOcykaaTh BOIPOCH CEMbBHU, YBIEUYEHUH, OTbIXA U CITOPTA.
[Ipurnamienue B TOCTH U MOAAPKH
Ecnu amepukanern npuriaacui K cede IOMOIA, TO, CKOpee BCEro, Bbl €My CHMIIATHYHBI, OH Bac 3aMETHI U
omleHWI. B 3TOM cilydae MOXKHO TIPHHECTH C COOOW MMOAApOK - MBETHI, OyTHUIKY BHHA WJIH CYBEHHP,
XapaKTEepHbIN U1 Ballel cTpaHbl. B nenom xe, nenossle nogapku B CIIIA He NpUHATHI, TaK KAK MOTYT
BBI3BAaTh HeENOBepHe, M BOCHpHHATHI Kak B3sATKa (B CLIA neicTBYIOT OuYeHb CTpPOTHE 3aKOHBI,
peryaupyroume OTHOLIEeHUs ¢ B3sTKaMu). C Ipyroii CTOPOHBI, HEOOJIBIION CYyBEeHUD, C JIOTOTUIIOM Ballen
KOMIIaHWH, OyAeT NPUHAT C yAOBOJBCTBHEM M paclakoBaH mpsiMo mpu Bac. Co CBOEW CTOPOHBI, B
Ka4yecTBe MMo/IapKa aMepHKaHCKHEe OM3HECMEHbBI MOTYT NMPUTJIACHTh BaC B PECTOPAH, Ha OTIBIX 32 TOPO/I.
AMepHKaHIIBI B CBOEM OOJIBITMHCTBE MPUACPKUBAIOTCS 37J0POBOTO 00pa3a KU3HU M, KOHEYHO, MMUTAHHUS,
CTapasiCh CBECTH K MHUHHUMYyMY NOTpeOJCHHE IMPOIYKTOB COJEpPXAIUX XOJECTEPHH, IPEIoduTast



¢pyktel ¥ oBom. TeM He MeEHee, TPAJUIMOHHAS aMEPUKAHCKas KyXHsS TIOJb3yeTcs OOJIBIION
MIOITYJIIPHOCTRIO Cpenu ee skutTeneld. KypeHnne amepukaHIbl He TPUBETCTBYIOT, a MTOPOH JTaXKe OCYKAAOT,
MMO3TOMY KypHUTh B 3TOW CTpaHe 3alpeIIeHo MOYTH TTOBCIOY.

OTHOI1IeHNE KO BpEMEHH

«BpeMs - AeHBrU» - elie OJHa W3BECTHAs aMEpPHKaHCKas IMOCIOBHIA. Bompoc 00 3KOHOMHH BpeMEHU
OUYeHb BaKEH JJISI aMEePUKaHIIEB; OOJNTATh TOIMYCTY - 3HAYUT, TPATUTH BPEMsl, a CIEOBATEIHHO JACHBIH.
[ToaTOMy Bpemst BCTped | IEPETOBOPOB HaIIe BCETO OTPAHUIMBACTCS OJTHUM YacOM. AMEpPHUKaHEIl CTPOUT
CBOIO JKM3Hb 0 PACIIMCAHUIO, YETKO CIeAysl eMy Kaxkablid neHb. [lynkryansHocts B CIIIA oyeHb BaxkHa,
a OMO3/IaHUs BOCIIPHHUMAIOTCS KaK Tpy0OCTb.

OTHOILIEHHE K KEHIIUHE

B amepukaHCKoi OU3HEC-KYJIbTYPE JKEHIIMHbBI CUUTAIOTCS PABHBIMU MY)KYMHAM M IOCTATOYHO YacTO
3aHUMAIOT PYKOBOISIINE NOJDKHOCTH. B mienmom B nemoBoM mupe CLUIA ropa3mo 0osblie *KeHIUH, 9eM B
Mo0oH NIpyroil cTpaHe. AMepHKaHCKas OM3HeC JIequ CUMTaeT ceOsi MOTHOIEHHBIM OM3HEC MapTHEPOM,
MO3TOMY HE CJIEIyeT OBITh YPE3MEPHO TATAHTHBIM B OTHOIIICHUM JICIOBBIX JKCHIIMH, BOTPOCHI JINYHOTO
XapakTepa 3/1eCh HEYyMECTHEI.

JlemoBoii KOCTIOM

B CHIA neiictByet mpaBuiio: «YeM BhIIIIEe JOIHKHOCTh, TeM O(HIMaIbHEH KOCTIOM». B IemoBoi Ku3HH
MPHUHATHL TOJBKO TEMHBIE KOCTIOMBL JIJIs SKCHIIMH TPEANOYTUTEIICH OPIOYHBIA KOCTIOM CIOKOHHOTO
I[BEeTa, a TaKke 00yBb Ha KabOiykax He BhIime 4 cM. MeHee JKeCTKUe mpaBuiia, 0ojiee CBOOOHBINA CTHITh
OJICXKIBI JCHCTBYIOT B CIIOPTE, HCKYCCTBE, MOJIC U B MHAYCTPHH Pa3BJICUCHUH.

HenoBoe obmieHne

Hemopoii atuker CIIIA He MHOTMM OTJIMYaeTCs OT €BPOICHCKOro, HO €CTh M CBOM ocobeHHocTH. s
aMepuKaHIla HEeT HHUYero OOMIHOTO B BOMPOCE MAaJO3HAKOMOTO YeIOBEKa O €ro 3apruiaTre, XOTs,
Harmpumep, B ['epMaHuN 3TOT BOIPOC CUUTACTCS HEJOYCTUMBIM.

B CIIIA HaMHOTO MpoIIe TO3HAKOMUTHCS U 3aBECTH JIPYKECKHUE OTHOIICHHUS, TI0 CPABHEHUIO, HATIpUMED,
¢ Slmonwueit. ' maBHOE, yMETh MPABUIIHHO TIPEICTaBUTH CeOI. AMEPHUKAHIIBI OYSHb YHEPTHYHBIE, OTKPHITHIE
u apyxenro0Hbie moan. C HOBBIM 3HAKOMBIM MOXXKHO Cpa3zy HEepeXOAHTb K ey W TOBOPHUTH BIIOJIHE
oTKpoBeHHO. Bripaxkenus Let's get down to business - «/laBaiite mepeiiem K aemy» - oueHb HOMyJsIpHA
cpeau amepuKkaHIeB. Bo BpeMms nenoBoil Oecelnpl HE TPUHSATO OTBJICKAThCS HAa MOCTOPOHHHE Jiena -
3BOHKH T10 Tene(oHy, pa3roBOphl C KOJJIeTaMi. A BOT BCTAaBJIATH B Pa3rOBOP IIYTKH IO TEME, CUUTACTCS
MIPU3HAKOM XOPOIIETr0 TOHA. B cTpaHe TOBOPAT HAa aMEPUKAHCKOM AHTIIMICKOM, CUHTAs JIOHIOHCKHM
AQHTJIMACKUM BHICOKOMEPHBIM BapHaHTOM TOTO K€ s3bIKa. [103TOMY eclii Bbl XOTUTE MEPEBECTH KaKUE-TO
MaTepuanbl Uit cBoux Oyaymmx mapTaepoB B CLIIA, To CTOUT 3TO AenaTh ¢ y4ETOM JaHHOW S3BIKOBON
0COOEHHOCTH.

AMepUKaHIIBI TparMaTUIHBIC JIIO/IM, HE OUCHB JIFOOSIINE CIIeI0BATh TpaauluaM. /[ HuX Ha mepBoM
MeCTe BCer/ia CTOSAT MHIWBUAYaJIbHOCTh W TIpaBa deloBeka. JKuTenb 3TON cTpaHbl HUKOTrAa He Oymer
JKAJIOBAaThCS, U PACcCKa3bIBaTh O CBOMX Heynadyax. He3aBHCHMO OT cHUTyalluu amepuKaHel Bcerda OynmeT
BBITJISI/IETh YBEPEHHBIM, 3J0POBBIM, U3TyUaOIIUM yCIEX.

AMepHKaHIIBI TOBOPAT TOJILKO TO, YTO JAYMAlOT; BOCIIPUHUMAIOT JI00YI0 (ppa3y coOeceHUKa JOCIOBHO.
OHM TUIOXO MMOHMMAIOT HaMEKH, HPOHUIO; CIIOJKHBIC BBICKA3BIBAHUS WIIM CKPBITHI CMBICT CJIOB MOXET
COUTPH UX C TOJKY.

[lepen HauamoM JAEIOBBIX TMEPErOBOPOB aMEPUKAHIBI IPEIMOYUTAIOT COOpaTh TMOJIHBIA IaKeT
nHpopMaIu 00 yJyaCcTHHKax Oyaymiei BcTpeur. OHU MOTYT MONPOCHTH MPHUCIATh CHHCOK JIUI] Balieh
JIeJIeTaIluH, JOTIOTHUTEIHLHO 3apocuB HHGOpMAIHIO 00 MX 00pa30oBaHMM, YUETHBIX CTEICHIX, IIEYaTHBIX
Tpyaax " T.1.

AMepHKaHIIBI OY€Hb 3aKOHOIOCTYIHBIE TpaxaaHe. Jlake He3HAUMTENbHAS HE3aKOHHAs KOMMeEpUYecKast
orepanus B 3TOW CTpaHe MOXET CTaTh MPUYNHON TIOPEMHOTO 3akitodeHus. «[lommoueHHasy pemyTarus
(upMBI HaBCerJa IMOCTABUT KPECT HA €€ BO3MOXKHOCTH COTPYIHHYECTBA C Komranueit u3 Illtaros.
JoBeprie B AMEpUKe MOXHO 3aCIyXHUTh JIMIIb MHOTOJICTHUM, O€3YNPEUHBIM TPYIOM, a He APYKOOU U
cBs3amu. [loaToMy y aMepuKaHIEB HE CYNMIECTBYET HUKAKHUX «OCOOBIX» YCIIOBHH CIIENOK ISl CBOMX». B
CTpaHe BO3MOXXHBI TOJIBKO OTKPBITHIE CIIENKH C JTIFOOBIME MTapTHEpaMH. | TaBHOE /711 aMepUKaHIIEB, YTOOBI
napTHepsl ObUIM MPOYHBIMH U CTa0WJIBHBIMHM, Kak B (DMHAHCOBBIX, TaK M B Npo(deccCHOHaTbHBIX
OTHOILICHUSIX, a TAKXKE HE MIPOCTO 3apabaThIBaIM JICHBIY, & BEJIH COIIMAIbHO OTBETCTBEHHBIN OW3HEC.

Y AMepuKaHIEB CHIIbHBI YyBCTBA HE3aBHCHMOCTH, CAMOCTOSITETLHOCTH; OHH YMEIOT COPEBHOBATHCS U
BBIUTPHIBATEH BCET/IAa U BE3Jle. DTO OOYCIOBIICHO MPEACTABICHUSIMY TPAKIAH CTPAHbI O JOMUHUPYIOIIEM
nonoxenun CIIA B mupe, KOTOpoe 3aKiIagblBacTCsl C MalblX JIET U JIEKUT B OCHOBE CHCTEMBI
oOpa3oBaHwusl.



Eme oauH W3 3IIEMEHTOB YCIIEHIHOTO aMEPUKAHCKOro OM3Heca - CKOpocTb. B Amepuke Bce
MPOUCXOJNT JIOBOJBHO OBICTPBIMHU TEMITAMH, BCE JICNACTCS «CETOJHM», HE OTKIABIBACTCS HAa «3aBTPay.
[TosTOMY Ha TeperoBopax HY»KHO OBITh TOTOBBIM K TOMY, YTO Bac OyAyT TOPOIHTH, MOATAIKWBATH K
I[CI\/'ICTBI/IHM, TaK KaK aMCPUKaHIbI HAIlOPHUCTHIC, HpHMOJ'II/IHCI\/’IHI)IC 1 BCCraa clcmamue 6H3HGCMCHLI.
['maBHOE JJIs1 HUX - 3TO yCIEX, & KXl YCIeX - 3TO MPEANOChLIKA JIIsl HOBBIX OO,

Oco0OEeHHOCTH BEICHHS ITEPETOBOPOB

Ecnu amepukaHIBI OPraHU3yIOT JEOBYIO BCTPEUY, TO 3TO MOJHOCTBIO UCKIIIOYAET JIPYKECKYIo Oeceny.
Berpeua Oyzmer HachlllieHa, UMETh KOHKPETHYIO 1IeNb, M JUIMTCA He Oonee yaca. Iy amepuKaHICB
MEPErOBOPHl - 3TO OTKPBITOE OOCYXKIEHHE, [elh KOTOPOTO HAaWTH OOIIMe HMHTEPEeChl W BHIPAOOTATh
CTpaTeruro i1 COTPpyaAHUYCCTBA. YecTHBIE CACJIKN W B3aMMOBBITOJAHBIC OTHOIICHUSA 663 KaKon-I1noo
«CeMEHHOMN APYKECTBEHHOCTH) - BOT HJcalibHas KapTHHA OU3Heca Jis aMepPHUKaHIIA.

JlenoBbie MeperoBopbl aMEPHKAHIIBI JIIOOAT HAUMHATE ¢ 00CYXKIEHHS 00IIEero BOMpoca, ¢ MPodIeMbl
TpeOyroniel MPUHATHS pelieHus (UTO HYKHO JIeNaTh), a 3aTeM MEPEXOAT K IETasIM, CIOCOOCTBYIOINM
peanu3anuy JI0rOBOpPEHHOCTEH (Kak HYXHO CIeNaTh), KOTOPBIM YJelnseTcs OoNblIoe 3HaueHHEe MpH
OopraHu3anuu Jiroooro jaena. [1o3ToMy K pacCMOTPEHHIO aMEPHKAHIIBI TOTOBST, KaK IPABHJIO, IICJIbIC
«TAKETB» MPEITIOKEHUH. A BOT Ha POPMATLHOCTH OHU HE OYAYT TPATUTh CBOE BPEMSI.

[eperoBopHEIA MpoIIecC aMEPUKAaHIIBl CTAPAIOTCSI BECTH B OBICTPOM TeMIle, OeCIpephIBHO MOATAIKHBAS
CBOMX TApPTHEPOB K CKOpeHieMy NpUHATHIO perieHus. OHU MOTYT JaXe MPOSIBJIATH arpeCCUBHOCTD,
HaBSI3bIBAsl CBOU TIPABUJIIA UTPEI.

Bo BpEMs ACJIOBBIX IEPETOBOPOB aMEpPUKaHIBI MOT'YT IIO3BOJINTH cebe CUAC€Th, 3aKMHYB HOT'Y Ha HOTY
Tak, 9TOOBI OOTHHOK OI[HOﬁ HOTI'M JIC)KAJI Ha KOJICHKE I[perfI WJIU TIOJIOXKUTH HOTY Ha COCGI[HI/Iﬁ CTYJ UJIn
CTOJ. DTO CYHMTAETCs] HOPMOW B aMEPUKAHCKOH KyJIbType, XOTS HEPEIKO BBI3BIBACT pPa3JIpakeHUe y
MpejicTaBUTeNeH APYTHX CTPaH.

Bonpocs! u 3ananus:

1. IloaroToBbTECH K OOCYXKAECHHIO TEOPETHUECKOIO MaTepraa.

Kynbrypabele Tpamunuu asnrnudad. CTpykTypa W Hepapxusi B OpPUTAHCKHMX KOMHIAHMAX. DTHYECKHE
MPUHIMIIEL JISIIOBOTO OOILEHHUs ¢ MHOCTPAaHHBIM MapTHepoM. PaGoune oTHomeHus B BenukoOputaHuw.
Busnec B BenukoOputanuu. [Ipaktuueckne MomeHTHl. Bputanckuii nenoBoit stuker (uto HyxHO 1 HE
HYXHO zenarh). KitoueBble aMepUKaHCKHE LEHHOCTH. AMEPHKAHCKUIl CTWIb [JEJI0OBOTO OOLICHHMS.
Kenmmua n ousnec B CIIA.

2. Look at these two letters and answer the questions

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

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

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

a) Express your opinion about the following:

Why do women executives wear suits?

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

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

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

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

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

- always wears neat dark suits and sober ties,

- likes to wear jeans and sports jackets

- is always smartly and fashionably dressed

- never pays attention to his clothes

- wears shabby or battered clothes

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

AN

. Imagine that you have urgent work to do but people in the office distract you.



You don't want to be rude, so you make "polite noises".

Use "Ye-es", "Uhu", or repeat the auxiliary verb according to the model:
Our receptionist is getting married on Sunday. — She is?

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

He is a travelling agent.

They have already bought a flat.

They will live not far from here.

She showed me her wedding dress yesterday.

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

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

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

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

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

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

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

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

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

- deliver the goods on the 14th

- send the letter immediately

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

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

The secretary was late for work the day before.

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

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

The secretary forgot to tell him about a telephone call

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

Could they have forgotten to answer?

The letter couldn't have been lost.

They may have delayed the answer for some reason.

They might have forgotten to post it.

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

Shop person: — Yes, sir, what is it?

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

- What colour do you want?

- Navy blue would be fine.

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



- It's only $ 200.

- All right. I'll take it.

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

- Not bad. Why do you ask?

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

11. Writing practice. Here are some rules for the boss and his secretary. What other rules can you
suggest? Continue writing these lists and then compare them with those of your friends.
Rules for the boss: Be polite!
Keep your promises!
Be objective!
Criticize people in private!
Delegate duties: don't do everything yourself.....
Rules for the secretary: Be polite!
Keep secrets!
Wear clothes suitable for the office!
Speak softly!
Move about the office quietly!
Avoid interrupting your boss!

12. Translate into English.

3Haete 11 Brl, 4TO Takoe AenoBoi »THKET? YMeere nu Bbl ycTaHAaBIUMBAaTh KOHTAaKT C MAapTHEpPAMH?
Ymeere nu Bol BeIOMpaTh OJCKIY, TOIXOAANIYIO sl paboThl M oTabixa? Bexiusbl u Bel co cBOMMHU
corpynnukamu? Het nu y Bac npuBsruku nepebuBats Bamrero cobecennuka? 3agymaiTech Hall STUMU
BompocaMu. ITo moMokeT Bam B Bamreit pabore.

IIpakTuyeckoe 3anaTHEe Ne6. Pazinunsa B aMepuKaHCKON 1 aHTVINHCKOH 1e10BOH TePMHAHOJIOTHH.
Hens: dopMupoBaHue y CTYACHTOB pPEUEBOH, S3BIKOBOW W KOMMYHHUKATHBHOM KOMIIETEHITUH JIJIS
OCYIIECTBJICHUS JICIIOBBIX KOHTAKTOB.
B pesynbrare ocBoeHUE TEMBI CTYJEHT TOJHKEH
3HaTh. OCHOBHBIC TPAMMATHYECKHUE SBIICHUS, XapaKTEPHBIE IS MPOPECCUOHATLHON PEeUH; IEKCUIECKHE U
CHHTAaKCHYECKHE OCOOCHHOCTH O(QHINAIHHO-AEIOBOTO CTUIIS B aHTJIMHCKOM SA3BIKE;
YMETh: ONpEAETSITh CTUICBYIO NMPHHAMIEKHOCTh aHTIHMHUCKUX TEKCTOB OQHIHMAIBLHO-AEIOBOIO CTHIIA,
BHUJETh XapaKTEPHbIE CTWJIEBBIE YepPThI, YUTATh O(UIIMAIBEHO-JIENIOBBIE TEKCTHl Pa3IUYHON CTETICHH
CIIO)KHOCTH; CTPOWUTH JHANOTHYECKYI0 W MOHOJOTHMYECKYI0 pedh C HCIIOJNIb30BaHUEM Hauboee
yIOTPEOUTENBHBIX JIEKCHKO-TPAMMATHYECKUX CPEACTB B OCHOBHBIX KOMMYHHKATHUBHBIX CHTYaIHIX
ouraTbHOTO OOIIEHUS; TIOHUMATh AUAIOTUYECKYI0 U MOHOJIOTHYECKYIO PeUb 10 U3yUYEHHOH TeMe.
AKTyallbHOCTb TeMBI: 00yCIOBIeHa HEOOXOAMMOCThIO OBIaneHus Y K-4.

TeopeTnueckasi 4acTh:

[Ipu o6o3Hauennn nat Ha nrcbMe B BA (OpuTaHcKkuil aHTTTMICKUN) CTaBUTCS YMCIIO, 3aTEM MECSI U
nmocneHUM ykasbiBaetTcst roa: 20/7/99 wmm 20.7.99. Takoe umcno mpowmsHocutcs July the twentieth,
nineteen ninety nine. B AA (amepuKaHCKOM aHTIMIICKOM) BHaYajie CTaBHTCS MECSIl, 3aTeM HYHCIO U
nocieqHuM roJi: 7/20/99. Ipousnocurcs takoe uncio July twentieth, nineteen ninety nine.
HanmenoBanue uncen Takxe oriandaercsa B AA u BA.:

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

0 — «zero» (AA) u "nought"/"oh" (BA)

T'oBopst 0 BpeMeHH, aMepHKaHIIbI BMECTO past ynoTpeositoT after: «It’s ten after eleveny.

B o0mactn >KOHOMHYECKOW TEPMUHOJOTHH W JIEKCHKA COBPEMEHHOTO Om3Heca B AA TMPHCYTCTBYET
00JBIIOE KONMYECTBO MPO(ECCHOHANN3MOB, a TaKKe pAaCCIOCHHE CIIENHANbHON JIeKCHKH Ha
TEPMUHOJIOTUYECKUE U MTPOPecCHOHANBHBIE clIoU (110 podeccHoHaTu3MaMi TOHUMAIOTCSI JIEKCHYECKHE
€IMHMLBI B CUTYyaluax HedopManbHOro odmenus). OQuH U3 BEAYIUX CIIOCO00B 00pa30BaHUsl TEPMHHOB
— JIEKCHKO-CEeMaHTHIEeCKU Ha ocHOBe MeTadop. Hampumep:

lame duck («xpomas yTka») — KOMITaHHSI B TSDKETOM (PHHAHCOBOM TTOJIOKCHHUH

company doctor — («IZOKTOpP KOMIIaHMW») — (MHAHCOBBIM KOHCYJIBTAHT, CHEHUAIM3UPYIOIIUICI Ha
aHalM3e U pa3pelieHu: MpodieM KOMITAaHUU



big gun advertiser (big gun — «TspKénast apTUIIEPHs» ) — KPYIHBIA PEKIaMOo1aTelb

sleeping partner («crsimmii mapTHEPY» ) — HOMUHAIBHBIA TAPTHED

sleeping beauty («cmsmas kpacaBuia») — KOMIAHHSA- MOTEHIIUAIBHBIH OOBEKT MOTIIOMIEHHS, KOTOPOit
paHblIe HE JeNanoch NPeaIoKeHU)

angel («aHrem») — COCTOSTENIbHBIA YEIOBEK, BKIIAJIBIBAIOIINN COOCTBEHHBIC CPEJCTBA B HAYallo M
pacimmpeHue ou3Heca

yellow dog contract («koHTpakT XEnToi cobakm») — 00s3aTENbCTBA pabOUero O HEBCTYIUICHUU B
pocoro3

yellow dog fund («dona xEnToit codaKkm») — CyMMBI, UCTIOJIb3yEMbIE AJISl TOKYTIa

bear («MeBeIb») — CHEKYJISHT, HTPAIOIIMIA HA TIOHM)KEHUE

bull («ObIK») — CHEKYJISHT, UTPAOLIHIA Ha MOBBIIICHHE (OHPIK.)

B psny AMHTBOCTHIMCTHYECKHX CPEICTB, XapaKTEPHBIX I O0O0pa30BaHUS SKOHOMHUYECKUX M OH3HEC

TEpMUHOB AA, IpeicTaBlIeHa METOHUMHUS (IIEPEHOC NPU3HAKA C YaCTH Ha LIEJIoe):

White collar («Genblii BOpOTHUYOKY») — OQHUCHBIN CITy KAl

Pink collar («po30BbIii BOpOTHHYOK») — pabouuii chepbl 00CTyKUBaHUS

Blue collar («romy0oit BOpOTHHYOK») — MPOU3BOCTBEHHBIN pabounii

Open collar («OTKpPBITEI BOPOTHUYIOKY ) — JIMIIO, pabOTaroIIee JoMa 1o CBOOOTHOMY TpaduKy
B nekcuke coBpemennoro 6usneca CIIIA n BennkoOpuTaHu# NPUCYTCTBYET TaKKe

MEKBapUaHTHAs! CHHOHUMHS TEPMHHOB:

stock — oOpIkHOBeHHast akus (AA)

share — oObikHOBeHHas akust (BA)

B nporuecce cnoBooOpa3zoBaHusl JIEKCHYECKUX IEPUBATOB OCHOBHBIMH CIIOCO0aMHU B AA SIBIISIOTCS
ad¢ukcanus (illiquidity, non-payment), cmosocioxenue (job holder, bill brocker, tax payer), koHBepcus
(off — cymiecTBUTENBHOE CO 3HAUYEHHEM «CHHIKEHHE KYPCOB BAIIOT MPOTHB IMPENIICCTBYIOMIETO THS»,
go-between — CyIIECTBUTENFHOE CO 3HAYCHUEM ‘TIOCPETHUKK).

Jlekcudeckuii coctaB OM3HEC TEPMUHOIOTUU AA CONEPKHUT HE TaK YK MHOTO 3aMMCTBOBAHHUH U3 JPYTHX
sa36IKk0B. HO OHM IpHUCYTCTBYIOT, M BOT IIpUMEp 3aMMCTBOBaHMS M3 PYCCKOTO S3bIKa: energy czar
(«BNHATENHFHOE JTUILO B 00IACTH YKOHOMUKI).

Ha rpammarndeckoM ypoBHE pazinuuus Mexnay AA u BA mposBisioTcsi yKe Ha YpoBHE TEPMHUHOJIOTHH
(Continuous Tenses B BA u Progressive Tenses B AA). Hocutenu BA ynorpe6mstor The Present Perfect ¢
HapeunsmH just, already, yet: «We have already agreed to waity. AMepUKaHIIBI XKe HEPEIKO, OCOOCHHO B
YCTHOH peun, ynoTpeonstot 371ech The Simple Past: «I already met himy».

B AA cymectByet nBe ¢opmbl Past Participle Il y rmaroma get: gottenu got, B To Bpemst kak B BA —
TOJBKO OAHA: got.

Koncrpyknust «have been to», pactipoctpanénnas B BA, moxer Bunonsmensatscs B AA — «I have never
been in Florida». ®pa3za «Do youhave a car?» tunuuna mns AA, torga xkak B BA 0Oonbie TpUHATO
rosoputh «Have you got a car?»

CoOuparenbHble CYIIECTBUTEIbHBIC, TAKWE KaK government, committee, team, corporation, crew B BA
MOTYT COTJIACOBBIBATHCS CO CKa3yeMbIM KaK B CIUHCTBEHHOM, TaK W BO MHOXKECTBEHHOM YHCIIE.
AMepHKaHLbl IPEATNIOYUTAIOT COTTIACOBBIBATh TAKHE CYIIECTBUTENBHBIE CO CKa3yeMbIM B €IMHCTBEHHOM
qucIIe.

OnpenenéHHblil apTUKIb 4acTo omyckaeTcs B AA mocne «all», Tam, rae B BA o0s3aTensHO ero
ucnons3oBanue: «all day», «all night», «all morning» u ap. Y Haobopor, ompenenéHHBIN apTUKID
ncrob3yercs B AA tam, Tie ero B BA ObITh He TOIDKHO: «in the summer», «in the spring», «in the fally.
CpaBHUTE BapUaHThI TEPMHHOJIOTHH
AMep. BapraHT AHIJI. BapuaHT 3HaYeHHE
administration Government in power [IpaBurenbcTBO (IeiicTBYyIOMIIE)

Around (ten)  About (ten) Oxouto (necsitu)

Blue-chip investments First-class investments [lepBoknaccHble HHBECTUIMN
Call loan Short-term loan KpaTkocpounsrii 3aiim

Checking account Current accountTexymuii cyer

Claim letter ~ Letter of complaint [Tucemo-pexnamarius

Collect on delivery Cash on delivery Omnnara npu J0CTaBKe
Common stock Ordinary share OOBIKHOBEHHAsT aKITHS

Corporation law Company law 3akoH 0 KOMITAaHHASX

Express man  Carrier [lochuibHbIH

Ti fix a meetingTo arrange a meeting HasnauaTh BcTpedy



Freight not prepaid Carriage forward Be3 omnatel nepeBo3ku
Freight prepaid Carriage paid C omnaroii mepeBo3Kku
Freight train ~ Goods train ~ ToBapHssIil moe3

Government bonds Government securities ['ocyaapcTBeHHBIE LIEHHBIE OyMaru
In good shape In good condition B xopomem coctosHUM
Investment bank Merchant bank MuBectunmonnsiii bank

Law business Practice (law) IlporeccyanbHoe TIpaBo

Local taxes Rates MecrtHble Halmorn

To operate a business To run a business 3aHuMathCs OU3HECOM
Operating costs Running expenses Texymue pacxos

ordinance By — law [Mocranosnenwue, ykas

To pass up an offer To decline an offer OTKIIOHSATH MPEATIOKEHHE
Preferred stock Preference share [TpuBunernpoBaHHas aKIus
President Chairman [Ipe3uaeHT (KOMIaHuM)

Right away Immediately Hemennenno

Shipment Consignment Ilaptus (ToBapa)

Stockholder  Shareholder  [epxarens akinii

Stub  Counterfoil Kopemok (ueka)

Tag  Label Otmkerka

Tender Offer Ilpemmoxenue

Way back Some time ago HekoTopoe Bpems ToMy Hazaz

Bomnpocs! u 3aganus:

1. TloaroToBBTECH K 0OCYXKIESHUIO TEOPETHUECKOT'O MaTepraa.

W3 wucTtopum TNpOMCXOXKAECHUS aMEPUKAHCKOTO aHIJIMHCKOro. Jlekcuueckue, TpamMmaTHdecKue,
opdorpapuyeckne U (POHETHUECKHE OTINYMS aMEPUKAHCKOIO JEJOBOrO SI3bIKa OT OPHUTAHCKOIO
BapuaHTa.

2. IIpounraiiTe 1 nepeBeIUTE 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) ...7 — Several officials are.
3) ...7 — The agenda.

4) ...7 —The conpany financial policy.



5) ...2 — Miss Flipps is.

6) ...7 — After the meeting is over.
7 ...7 — She is taking them down.
8) ...7 — In shorthand.

4. Respond to the requests according to the model

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

Translate this letter, please.

Copy this memo, please.

Send off this telegram, please.

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

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

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

I am talking to a visitor.

I am sending a fax.

I am copying documents.

I am correcting mistakes.

I am learning shorthand.

6. Say what Cindy is going to do

a) when the meeting is over,

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

d) on Sunday,

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

a) after the lesson is over,

b) if the weather is nice on Sunday

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

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

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

— Are you really going to Russia?

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

— Well, good luck to you both!

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

— When is he coming?

— At three o'clock.

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

8. Think of your own stories starting with

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

9. Listening practice.

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

Every ..... or so Mr. Clifford receives a memo from the Company's Advertising ......... What ........ the
Advertising Manager do? He is in charge of the ........ Department. This .............. informs people of the
Company's goods and services. It designs the Company's logo and marketing slogans, TV, radio



and .......... commercials, wall posters to persuade potential .......... to buy from the Company. Advertising
is a science and the Company tries to hire the ...... specialists in this field.

10. Translate into English.

Ceromust 20 HosiOps 2013 roma, 10 uwacoB ytpa. Mucrep Kmuddopn ouenp 3amar. OH mpoBOIUT
COBEIlaHHE. OTO COBEIAaHWE OYEeHb B@KHOE. MeEHeKephl KOMIIAHUU OOCYKAAOT BOIPOCHI
mpousBoacTBa. Mucc @nummc Bexer mpotokosn. Ha crmenyromieit Hexenme oHM OyayT oOCYy>KAaTh
KOMMEPUECKYIO ONMUTUKY KomnaHuu. Onu cobepyres 27 HostOps B 10 yacos.

— UYro THI ceiuac aenaems, Cunau? — 5 nepeBoXKy NHCbMO MUCTepy benoBy Ha pycckuil si3bIK. — A
MOTOM 4TO ThI Oyenib Aenars? — OTheuaTaro 3TO MUCHMO M OTIIPABIIO ero B MockBy. — KTo atot mucrep
Benos? — D10 pycckuii 6uznecmen. OH coOUpaeTcs K HaM MPUEXaTh.

IIpakTuuyeckoe 3ansaTue Ne7. YerpoiictBo Ha padory. Co3naHue pe3ome.
Lenb: ¢dopMupoBaHue y CTYACHTOB PEUEBOW, SI3BIKOBOM M KOMMYHHMKATHBHOM KOMICTCHIIUH JIJIst
OCYIIECTBJICHHA ACJIOBbLIX KOHTAKTOB.
B pesynbprare ocBO€HHE TEMBI CTYIEHT 10JDKEH
3HaTh: OCHOBHbIE IPAMMATHYECKHUE ABJICHUS, XapaKTepHbIe Ul NPO(PeCcCHOHATBHOMN peuy; JIEKCUUECKUE U
CHHTaKCHYEeCKHe 0COOCHHOCTH O(HUIMATBHO-AETI0BOTO CTHIISI B AHTTIMHCKOM SI3BIKE;
YMETh: ONpEAETSTH CTUIEBYIO NPHHAMIECKHOCTh AHTIMHUCKUX TEKCTOB OQHIHAIBHO-AEIOBOIO CTHIIA,
BUJCTh XAapaKTCPHBIC CTUJIICBBIC YCPTHI, YUTATh O(I)I/IIII/IaHBHO-)IeHOBI)Ie TEKCTHI pa3n1/mH0171 CTCIICHU
CIIO)KHOCTH; CTPOWTH JHAJOTMYECKYl0 W MOHOJOTHMYECKYI0 pedb C UCIOJIb30BAHUEM Hanboee
YHOTPEOUTENBHBIX JIEKCUKO-TPAMMATHYECKUX CPEICTB B OCHOBHBIX KOMMYHHUKATHBHBIX CHTYalHUsX
o(uaabHOro O0IIEHNS; TOHUMATh AUATOTHYECKYI0 1 MOHOJIOTHYECKYIO PeUb 10 U3yUYEHHOH TeMe.
AKXTYalbHOCTh TEMBI: 00YCIIOBIIEHa HEOOXOIMMOCTBIO OBJaeHus Y K-4.
TeopeTnueckasi 4acTh:
Cy1ecTByIOT OCHOBHBIE BU/IbI PE3IOME:
XPOHOJIOTHYECKOE Pe3toMe
XpoHoorn4eckoe pe3oMe IpearnoaraeT onucanue GpakroB TpyaoBoit Ouorpaduu (paboThl, yueObl) B
00paTHOM XpOHOJOTMYECKOM TOpAAKe, T.6. HayWMHas C TMOCJeJHero mecta paboThl, Y4eObl.
[IpeumymmecTBO 3TOrO0 BHAA pe3toMe I PabOTOJATENs COCTOUT B TOM, YTO OH MOXKET YBHUIETh B HEM
YEeTKYI0 KapTUHY TPYAOBOW JESATEIBHOCTH 4YeNOBEKa, JUIsi COWUCKATeNlsi — OJTO BO3MOXHOCTh
MIPOIEMOHCTPUPOBATh KAPbEPHBIN U MPOeCCHOHANBHBIA POCT B HeoOxoauMoii chepe aesrensHocTd. OT
JaHHOTO BHJA PE3IOME Jy4lle OTKAa3aThCs, €CIAM IOCIEAHsA IOJDKHOCTh (IMOO BCe IOIKHOCTH)
COMCKATeNss HE WMEET OTHOIICHHS K IKEJIaeMOW JOJDKHOCTH NO0 B TpyAoBoW Ouorpaguu MHOTO
«TIPOITYCKOBY» - TIEPHOIOB BPEMEHH, KOT/Ia YeJIOBEK He padoTall.
DyHKIMOHATIBHOE PE3IOME
ODyHKIMOHAJIBHOE pE3IOME, B OTIMYHE OT XPOHOJIOTHYECKOro, HE TpeOyeT yKazaHHs XPOHOJIOTHH
Tpy#oBoi nesitenbHOCTH. OCHOBHOM yHOp 37ech JenaeTcs Ha NpoQecCHOHANBHBIX HAaBBIKAX H
AOCTUIKCHUAX B PA3HBIX C(l)ean ACATCIBbHOCTH. q)YHKHI/IOHaJ'H)HOC PE31OME BBIT'OJJHO IIPUMEHATH B ClIy4ac
HAJIMYHs «IIPOITYCKOB» B TPYIOBOW Omorpaduu, MpH >KETaHWW IMONyYUTh padoTy Oe3 OmbITa B JaHHOM
cdepe 1100 IpU BO3BPAILICHUU K 3TOMY HalPaBJICHUIO AEATEILHOCTH MOCIE ATUTEIBHOTO IIEPEPHIBA.
KomOunupoBanHoe pestome (PyHKIHOHATBEHO-XPOHOJIOTHIECKOE)
JlaHHBIN THIT pe3toMe 0OBeINHIET OCHOBHBIE YePThl (DYHKIMOHAIBHOTO U XPOHOJOTHYECKOTO pe3tome. B
HEM MMOJYCPKUBAIOTCA HpO(bCCCI/IOHaIII)HBIe HaBBIKU U TOCTUIKCHUA B PA3HBIX C(I)ean ACATCIIBHOCTH, ITPU
3TOM OCHOBHBIE (DAKTHI TPYIOBOWH OnoOrpaduu M3IaraioTcs B OOPATHOM XPOHOJOTHYECKOM IOPSAIKE.
[IpeumymiecTBO 3TOro BUAA PE3IOME COCTOMT B TOM, YTO OHO IIO3BOJIIET OOpaTUTh BHUMAaHUE
paboronaTenss Ha NpodecCHOHATN3M COUCKATeIsl B pa3HbIX HAINPABICHUSAX AEATEIBHOCTH M YBUAETH
YETKYIO MTOCIIEIOBATENILHOCTD TPYIOBOH JIESITEIHHOCTH.
TumoBoe pe3tome 0OBIYHO BKITIOYACT CIICAYIONINHE KOMITOHEHTHI
CURRICULUM VITAE
Date of Birth 27 February 19...
Name . Belova Margaret
Present address 25, 18 Leninsky Prospekt, Moscow
128343, Russia
Telephone number 433-54-48
Marital status  single
Education and qualifications



2000—2010  Specialized Secondary School
23 Tushinskaya Street, Moscow, Russia
Work experience: Johnson Bros Ltd, 35 Ostozhenka Street
July 2010—1June 2011 Type of Company: Retail Chain Stores
Post: Junior Secretary

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

Bompocs! u 3aganus:

1. IToaroToBBTECH K 0OCYXKIESHUIO TEOPETHUECKOT'O MaTepraa.

Tumber pestome: xponosorudeckoe (chronological format), ¢ynkumonansnoe (functional format),
ruOpunHoe (combination format), TaprerupoBanHoe (targeted format) m mpaBmima ux o¢hOpPMIICHHUS.
CtpykTrypa pesfome. UTo Takoe pe3loMe M B YeM COCTOMT €ro ocHOBHas (PyHkmusa? B dem orimmdme
pestome U CV (Curriculum Vitae)? Kakue ¢opmatsl pestome Bam m3BecTHBI? Kakoil dopmar pestome
OoJtbliIe TOAXOJUT AJISl YeJIOBEKa, KOTOPBIA MHOTO JIET MpopaboTall B 0AHOH cdepe nestenbHocTu? Kakoi
dbopmar pezromMe mozomien Obl CIICUATICTY ¢ TpepBaHHEIM cTakeMm? Kakoif dopMar pesrome BBHIOpATh
4eJI0BEKYy, KOTOPOMY HYXKHa KOHKpeTHasi paborta B onpeneneHHOH Gupme? B kakom mopsijike B pe3rome
JIOJKHBI OBITH PacIiONIOKEHBI JaThl, OTHOCSIINECS K 00pa30BaHMIO U ONBITY paboThI?

2. CocTaBbTe HauboIIeE OIXOAAIIN IS BaC BAPUAHT pe3lOMe.

3. Belyuute 0OCHOBHYIO TEPMHUHOJIOTHIO, UCTIONB3YEMYIO TIPH COCTABIICHHU PE3lOME.
apply for the post — monarts 3asBIIeHUE 0 IpHUeMe Ha pabOTy/TOIKHOCTh

obtain knowledge  — momyuuTs/mproOpecTH 3HAHUA

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

one's qualifications

office experience — ONBIT pabOTHI B KOHTOPE
personnel manager — HavdalbHUK OTJIENIA KAJIPOB (MEHEDKEP MO Kaapam)
fairly well — BECbMa HEIUIOXO

be on probation — IPOMTH UCTIBITATENBHBIN CPOK



application — 3asBJICHUE
curriculum vitae CV, C.V. cv (resume) [ko'rikjulom 'viitai] — cBegeHus o0 ydebe w TPyHOBOIA
IEeATENBPHOCTH, KpaTKas npodeccrnonanpHas onorpadus, pesrome

4. IlpounraiiTe 1 NEpeBeTUTE TEKCT.

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

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

Dear Sirs:

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

I'm 17. T have just finished a secretarial course in the Kislovodsk Branch of Moscow Commercial
Academy. We've been taught everything a secretary should know: filing, using office equipment, typing,
shorthand writing as well as Business English and Business Etiquette. I have had no office experience but
I'm willing to learn.

I hope you will be able to give me an interview.

Yours faithfully,

Olga Petrova.

5. Try your hand at writing the advertisement to which Olga has responded. Before writing discuss what
necessary qualifications were mentioned in this advertisement and look in the letter for any other
important information.

6. Learn the following conversations and make your own, on analogy
1) — Do you sell tape-recorders or TV-sets?

- Neither. We sell computers.

2) — Will you have tea or coffee?

- Oh, I don't mind. Either.

3) - Who will you telephone, your boss or the sales manager?

- Both, I think.

4) - Does your department need a new typist?

- We don't want either typists or secretaries. What we want is a new boss.

5) - Neither my friends nor my parents think much of my new job.

- The important thing is whether you like it.

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

- He is not only talented but also very experienced.

7 - Our company owns a big restaurant as well as a hotel in the centre of the town.

- What made you go into a hotel business?
- Why not? It's both profitable and pleasant.
7. Dramatize a conversation between Olga and a young girl who is just starting a secretarial course. Talk
about things she is going to learn, about job prospects, etc.
8. Read and translate:
Paula Tanner is interviewed by Mr. Joel Klaus, the Personnel Manager of Woodex, the company
exporting wood
J.K.: Good morning, Miss Tanner. Please take your seat. I'm Joel Klaus,
Personnel Manager. What can I do for you?
P.T.: I read an advertisement of your firm in yesterday's Business Express.
You need a secretary, so I sent my application and now I'm here.
J.K.: Have you worked as a secretary before?
P.T.: I'm sorry to say that I haven't. But in spring I finished secondary school with the  specialty of
secretarial work. So it means that theoretically I should know something.
J.K.: Oh yes, I remember now. That's very good. Do you speak any foreign languages?
P.T.: Oh, to a certain extent, yes. | know fairly well English, a little Finnish and German.
J.K.: That's not bad. We really need Finnish very much.
P.T.: Oh, I can continue my studies in Finnish. I'll go to some evening classes.
JK.: Fine.
P.T.: If you can't take me on as a secretary, I could be on probation for a time
first.



J.K.: Well, yes. I think that in the beginning you'll have to learn quite a lot.
P.T.: I'm willing to do that.

J.K.: Well, now... where have I put your application... Oh, here it is. You see,
we need a curriculum vitae as well and two photographs.

P.T.: I'll bring them as soon as | can.

J.K.: That's good. Can you start next Monday?

P.T.: Oh yes, of course.

J.K.: Well then. I'll see you next Monday at 9 sharp.

P.T.: Thank you. Good-bye.

J.K.: Good-bye.

9. Writing practice.

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

1. Your job objectives.

Your work experience.

Your education.

Personal information.

References.

wnkwn

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

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?

IIpakTHyeckoe 3ansaTHe Ne§. YcrpoiicTBo Ha padoty. ConpoBoaurtenbsHoe nucbMo (Cover letter =
Application letter).

Lenb: ¢dopMupoBaHHe y CTYIACHTOB PEUEBOW, SI3IKOBOM M KOMMYHHMKATHBHOM KOMIICTCHIIUH IS
OCYILIECTBIICHHUS JI€TIOBBIX KOHTAKTOB.
B pesynbpTare 0cBO€HUE TEMBI CTYEHT JOJKEH
3HaTh: OCHOBHBIE IPaMMAaTHUECKHUE SBJICHUS, XapaKTepHbIe Ul NPO(PEeCcCHOHATBLHOM peyy; IEKCHUECKIE U
CHHTaKCHYECKHe 0COOCHHOCTH O(QUIMATBHO-AETI0OBOTO CTHIISI B AHTTIMHCKOM SI3BIKE;
YMETh: ONpPEAENIATh CTUIEBYIO MPUHAAJIEKHOCTh AHIIMHCKUX TEKCTOB O(HUINAIBHO-IEIOBOIO CTHIIS,
BUAETh XapaKTEpPHbIE CTHJIEBBIE YEPThl; YMTATh O(UIMATBHO-IEJIOBBIE TEKCTHl PA3IUYHON CTENEHU
CIIO)KHOCTH; CTPOWUTH [HAIOTHYECKYI0 M MOHOJOTMYECKYI0 pedYb C HCIOJIb30BaHHEM Hauboee
YHOTPEOUTENBHBIX JIEKCUKO-TPAMMATHYECKUX CPEACTB B OCHOBHBIX KOMMYHHUKATHBHBIX CHTYalHUsX
o(uraabHOTo O0IIEHNS; TIOHUMATh AUATOTMYECKYI0 U MOHOJIOTHYECKYIO PeUb 10 U3yUYEHHOH TeMe.



AKTyaJbHOCTH TEMBI: 00yCIIOBIIEHa HEOOXOTUMOCThI0 oBNageHus Y K-4.
TeopeTnyeckas 4acThb:
ConposoautensHoe TuchbMoO (Letter of transmittal, Accompanying letter)

COHpOBOILI/ITeHLHOC IMUCbMO — NHCbMO, HUCIOJB3YCMOC UIA OTIPABKU NOKYMCHTOB, HC HMMCIOIIUX
azpecHol yactu. B compoBoauTenbHOE THCEMO MOXET OBITH BKIIIOYEHA JOMOJIHUTENbHAS HHPOpMaLus,
MOSICHSIIOIIAS COJIEPKAHUE TEX MATEPUANIOB, KOTOPBIE COCTABIISIOT MPHIOKEHUE K HeMy. B aToM ciydae
CHayaja cooOIIaeTcs 0 HAlPaBJICHUU JOKYMEHTOB, 3aT€M HM3JIararoTcs JOMOHEHHs U NosicHeHus. OIHO
MUCBMO MOXXET OOBEIUHATH MHCHMO-IPOCHOY W COMPOBOJUTENBHOE IMHCHMO, MHUCHMO-COOOIICHHE W
CONPOBOAMTEIIFHOE MUCHMO MM MH()OPMALMOHHOE U CONPOBOIUTEIBHOE MUChMA. B 3TOM cityuyae, Kak
MpaBWIO, CHayalla H3JaraeTcs Mpochda, COOONMICHWE WM WHOTO pojaa WHopMalms, a 3areM
COIMPOBOAUTEIIbHAA YaCTh. 065133TCJ'II)HBIM PEKBU3UTOM COIIPOBOJUTECIILHOI'O IMUCbMA SABJISICTCA OTMETKA O
HAJTUYUHU TPUIIOKCHUS.

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

Bomnpock! u 3aanus:
1. [TonroToBbTECH K OOCYKACHUIO TEOPETHYECKOTO MaTepUaa.

Cxema COMMPOBOAUTCIIBHOIO MMUChMaA. OcCHOBHBIC Tpe6OBaHI/I$I K HalTMCAHUIO 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...
1) I have pleasure in accepting this position.



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

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

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

3. [lepeBenuTe HA aHTIMICKU S3BIK.

1. Sl BBICOKO IIEHIO BO3MOXXHOCTH pa0OTaTh C JODKHOW MEpOW OTBETCTBEHHOCTH, IPOSBIISS
COOCTBEHHYIO UHHUIIHATHUBY.
2. B HacTosmee Bpems s MOIydaio ... B MECII.

3. UyBCTBYIO, YTO MOH OMBIT PabOTHl B 3TOW 00JIacTH HE OyIET MCIOJNB30BaH B MOJIHOW Mepe, MOITOMY
BBIHY’KAEH OTKIOHHUTH MPEIOKEHHE.

3. Tax KaK MOS HACTOSILAs JOJDKHOCTh HE AAaeT MHE OOJBIIMX BO3MOXKHOCTEH ATl IPOJABIKEHHUS, 51
X0Ted Obl paboTaTh B TAKOW MEPCIIEKTUBHON OpraHu3aliy, kak Bama.

4. Ccpitagce Ha 0OBsiBIeHHE B «...» OT 10 siHBaps, BTOPHHK, sI XOTel Obl NpETeHIOBaTh Ha
JIOJDKHOCTE ... B BaIIei pupme.

5. C HeTepneHHEM XTIy Hadaiga padoThl 1 OKTAOps.

6. C yZI0BONBCTBHEM NMPUHUMAIO 3TY IOJKHOCTB.

7. 4 npuBbIK paboTaTh CAMOCTOSITEIBHO.

8. C coxajyeHueM COOOIIar BaM, YTO HE MOTY 3aHSTHh ATy MOJDKHOCTH, TAK KaK IOJYUHI IPYyToe,
OoJiee MIPHUBIIEKATEIBHOE NPETIOKCHHUE.

9. Bo Bpemst 00yuyeHus 1Jisl MOTYYEHHUs JOJDKHOCTH, KOTOPYIO 51 3aHMMAI0 B HACTOSILUI MOMEHT, 5
OKOHYMJI KypChl MAPKETHHTa.

10. $1 HepaBHO yCIIBIIIAT OT ... 0 BAKAHCHHU B BalllEM TOPrOBOM OTZEIIE.

11. bnarogapro Bac 3a T0, YTO BBl MIPEIOKHUIN MHE JOKHOCTD ...

4. Translate into English.

51 xouy paboTaTh NEPEeBOAYMKOM B KaKOH-HUOYIb COBMECTHON KOMIaHUH. 51 X04y pa3ociaTh pe3romMe B
HECKOJIBKO TaKMX KOMIaHHWH. S Hajeloch, YTO CMOTY MOJYYUTh HMHTEPECHYIO paboTy, MOTOMY YTO s
CIIeLAINCT BBICOKOM KBanupukanuu. 5 6ersio roBopro Mo-aHIIMHCKY U CHELMATH3UPYIOCh B IIEPEBOAE
Ha JENOBBIX TeperoBopax. Sl XOpomo 3Hal0 MHOTHE KOMIBIOTEPHBIE MPOTPaMMBI, HEOOXOAWMEIE B
pabore. Kpome Toro, s He jxeHaT, BOXKY MallIMHY U HE IPOTUB pabOTHI, CBSI3aHHOW C pa3be3JaMH.

IIpakTuyeckoe 3ansaTue Ne9. YcrpoiictBo Ha padoty. CodecenoBanue.
Lenb: ¢dopMupoBaHue y CTYIACHTOB PEUEBOW, SI3IKOBOM M KOMMYHHMKATHBHOM KOMIICTCHIIUH IS
OCYILIECTBJICHUS AETIOBBIX KOHTAKTOB.
B pesynbpTare ocBO€HHE TEMBI CTYIEHT JOJKEH
3HATh: OCHOBHBIC IPaMMAaTHYECKHUE SBIICHUS, XapaKTepHbIe I NPOoQecCHOHATBFHON pedun; ISKCHUECKHe U
CHHTaKCHYECKHE 0COOCHHOCTH O(HUIMATBHO-AETIOBOTO CTHIISI B AHTTIMHCKOM SI3BIKE;
YMETh: ONPEAEATh CTUIEBYIO NPHHAMIECKHOCTh AHITMUCKUX TEKCTOB OQHULINAIBHO-AEIOBOIO CTHIIA,
BUAETh XapaKTEpPHbIE CTHJIEBBIE YEPThl; YMTATh O(UIMATBHO-IEJIOBBIE TEKCThl PA3IUYHON CTENEHU
CIIO)KHOCTH; CTPOHMTh JHAJOTMYECKyl0 W MOHOJOTHMYECKYI0 pedb C HCIOJIb30BaAHUEM Hauboee
YHOTPEOUTENBHBIX JIEKCUKO-TPAMMATHYECKUX CPEICTB B OCHOBHBIX KOMMYHHUKATHBHBIX CHTYalHUsX
ouIHaTBHOTO O0IIEHNS; TOHUMATh JUATOTHIECKYI0 M MOHOJIOTHYECKYIO pedb 10 U3YUSHHOH TeMe.
AKTyalbHOCTB TeMBI: 00YyCJIOBIeHa HEOOXOANMOCTHIO OBIaneHus Y K-4.

TeopeTnueckast 4acThb:

K cobecenoBanuio cienyeT TOTOBUTHCS 3a0JIarOBPEMEHHO. DTO HMOMOXKET MPEOAOJNIETh CTpax U
CTpecc, WM, [0 KpailHel Mepe, CBECTH UX 10 MUHHUMyMa. Heo6xoauMo mpoayMaTh OTBETHI Ha BOIPOCH!
00 ombITe paboThl HAa TEX AODKHOCTAX, KOTOpHIE BBl yKa3aiau B pe3toMe. O0s3aTeNnbHO HYKHO OBITH
TOTOBBIM K CJIEAYIOIUM BOIIPOCAM:

1. What do you know about our company?

OsHakoMmbTeCh ¢ MHPOPMAIMEH O KOMIIAaHHH 3apaHee. Y3HalTe, rie KOMIaHUS UMEET CBOM (PHiIHalbl,
KaKOBO €€ I0JI0’KEHHE Ha PhIHKE, KaKHe NIEPCIIEKTUBbI pa3BUTHUS BUAUT €€ pyKoBoACTBO. [locMoTpuTe Kak
poccuiicKue Tak 1 3apyOeKHble HCTOYHUKH.

2. Why do you believe we should hire you?

Koneuno, He Hy>KHO NpeyBEINYNBATH CBOM JOCTOMHCTBA, HO COBEPIICHHO HEOOXOANMO MEPEUHCIUTh T
KaueCcTBa U HaBBIKH, KOTOPHIE BHITOJHO OTJIMYAIOT Bac OT JPYTUX COMCKATENEH.



3. Why did you leave your last job?
Hukoraa He oT3pIBaiiTeCh HETATUBHO O MPOLUIBIX PadOTOMATEINSAX, HHAYE Y BAIIEro HOBOTO paboToaaTesst
MO’KET BO3HHKHYTH OIIACEHHE, YTO BHI M UM OyAeTe JaBaTh OTPUIATEIbHYIO XapaKTEPUCTHKY B Pa3HBIX
Kpyrax.
4. In what ways do you need to improve as an employee?
He OoiiTeck mpu3HAaTh, 9TO y Bac €CTh M cla0ble CTOPOHBI. JTO TOBOPUT O TOM, YTO BBl OCBEIOMIICHBI O
CBOHUX HEAOCTATKAX U I'OTOBbBI HAaJl HUMU paGOTaTB.
5. Scenario (BapuaHT pa3BuTHs COOBITHIA)
MoryT npeayioxKuTh CHTYAlHIO, KOTOpas MOXKET BOSHHUKHYTH Ha pabodyeM MecTe, U KOTOPYIO CIEayeT
paspemuTsb. HeoOX0oauMo npeacTaBUTh TOYHBIH, MOIMATOBBIA MY Th PEIICHHUS MTPOOIEMBI.
B koHIIe cobeceoBaHus MPEAOCTABIT BO3MOKHOCTD 33/1aTh CBOM BOITPOCHI:
Do you have any questions for us?
Bompockl MoOryT KacaTbcsi TEpCHEKTHMB pa3sBUTHS KOMITAaHWHM, XapakTrepa paboTel (Hampumep,
MpeyCMOTPEHBI JIM KOMaHANPOBKY WJIH Tiepee3]t B Apyroi peruon). [Ipeanonoxum, uro B UHTEepHETE BBI
Hamnm I/IH(I)OpMaHI/IIO, YTO KOMIIaHUA NPUHUMACT y4aCTUC B e)KeFOI[HOfI BBICTaBKC, I/I€ €€ NpCACTaABIIAIOT
HECKOJIbKO COTPYAHHUKOB, B O0S3aHHOCTH KOTOPBIX BXOIMT IPOBEICHUE MPE3CHTANUI IS TOCETUTENeH
BBICTABKM M 3HAKOMCTBO CO CTEHIOM KoMmaHuH. Mcmonb3ys 5Ty uH(OpManuio, MOXeTe 3aJaTh
CIIEIYIOIIUE BOTIPOCHI:
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?

PabGoronareny Bcerna LEHAT OCBEAOMIICHHOCTh M MHTEPEC COMCKATeNeH K JII000H AesTeIbHOCTH
KOMITaHUH.
Tem He MeHee, eCThb BONPOCHI, KOTOpbIE HENb3s 3agaBaTh paboronarenro. Hampumep, He crouT
CTIpaIBaTh O pa3Mepe 3apadoTHOI TIATHI:
What will my salary be?
OO6p14HO 3Ta MH(pOpManMs yKazaHa B 0ObABIEHHH O BakaHcuu. Kpome Toro, paboromaTenb MOHUMAET,
YTO 5TO BAXKHBIN AJIsI BaC BOIPOC, MOATOMY O pa3mepe 3apabOTHOHM Iiathl paboTonareib COOOUIUT BaM
caM, WJIM JKe BaC MOTYT CIIPOCHUTb, Ha KaKyO 3apIliaTy Bbl IPETCHIYyETE.
B xon1ie codecenoBaHus BaM COOOIIAT O JaTe BTOPOTO coOece0BaHMsI (€CITH TaKOe TPEyCMOTPEHO) WITH
0 CpOKax M3BEICHHUS Bac O PEIICHUH PabOTOaTes.
Bormpocs! u 3a1anust:
1. IloaroroBbTeCh K 0OCYKICHUIO TEOPETUIECKOTO MaTepHala.
Kak Bectn cebst Ha coOecenoBanmu. YacTo 3amaBaeMble BONPOCH HA cOOECENOBAHWUM Ha aHTIUHCKOM
s3bike. Kak co3maTh Xxopoliee BliedaT/IeHHE Y TOTEHIIMAILHOTO paboTomaTes.

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

2.1

— Exuse me, may I come in?

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

— My name is James Smith.

— How old are you?

— T'am 20 years old.

— Well, James, where did you work before?

— I worked as a cashier in McDonald’s.

— Are you quit yourself or somebody fired you?

— I quit myself. The work distracted me.

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

— That’s right.

— You must understand that we need skilled workers.

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

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

-He is 45.

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



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

— Oh sure. His name is George Smith.

— Thank you so much.

— Thank you.

— Have a nice day!

— Bye!

— Bye!

2.2

— Hello Anna.

— Hello.

— You are applying for an editorial job.

— Yes.

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

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

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

— Yes, I read it on the site.

— Are you satisfied with everything?

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

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

3. Read and translate:

BUSINESS TALKS

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

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

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

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

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

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

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

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

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

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

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

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

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

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

Harper- [ 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. [ will confirm our next order for the second part of the year
in writing tomorrow.
James- [ am very glad, we have come to an agreement.

PA3JEJI 3. JEJIOBASA YCTHAS U IMCBMEHHAS KOMMYHUKALIUSA.

MpaxkTuueckoe 3ansaTue Nel(). CTpykTypa 1eJIOBbIX mUceM. BUABI 1eJIOBBIX MUCEM.
Lenb: ¢dopMupoBaHue y CTYACHTOB PEUEBOW, SI3BIKOBOH M KOMMYHHKATHBHON KOMICTCHIIUH IS
OCYUIECTBJICHHUS IEJIOBBIX KOHTAKTOB.
B pesynpTaTte ocBOCHUE TEMBI CTYICHT JODKCH
3HATh: OCHOBHBIC I'PAaMMAaTUYCCKUE ABJICHU S, XapPaKTCPHBIC JJId HpO(beCCHOHaHBHOﬁ peuu; JICKCUYCCKUE U
CHHTaKCHYECKHE OCOOSHHOCTH O(HUIIMATHHO-IEJIOBOTO CTHJIS B aHTIIMHCKOM SI3BIKE;
YMETh: ONPEIENATh CTHIEBYI) NPHUHAIUICKHOCTh AHTIMHCKUX TEKCTOB O(HIIMAIBHO-IEIOBOTO CTHII,
BUJCTH XApPaKTCPHBIC CTUJICBBIC YCPTHI, YUTATh O(I)I/IHI/IaJII)HO-Z[CHOBBIG TEKCTHI pa3anH0171 CTCIICHU
CJIO)KHOCTH; CTPOUTH JUAJIOTMYCCKYI0 W MOHOJIOTMYECKYH) PEYb C MCIIOJIb30BAaHUEM Haubosee
yHOTpeOUTENBHBIX JIEKCUKO-TPAMMATHIECKAX CPEICTB B OCHOBHBIX KOMMYHHKATHBHBIX CHTYaITHSIX
oHuIHaTbHOTO OOIIEHNUS; TOHUMATh JUATIOTHIECKYI0 M MOHOJIOTHYECKYIO pedb 10 M3YUCHHOH TeMe.
AKTyaJIbHOCTH TeMbI: 00yCIIOBIIEHAa HEOOXOIUMOCThIO oBNaaeHus YK-4.
TeopeTnyeckasi 4acThb:

Crtwiis HaITUCAHUS JCJIOBBIX ITMCEM MCHACTCA OUYCHb 6I)ICTpO. C KaXXIbIM I'OA0M OH CTAaHOBUTCHA IIPOIIEC
U MeHee oQuIMaANbHBIM. B Hacrosiiee Bpems JENOBbIE KOPPECHOHACHTH W30eraroT yHoTpeOJIcHUs
HACBIIICHHBIX U BUTHEBATHIX ()pa3, a MPEANIOYUTAIOT IPOCTOM, KOHKPETHBIH SI3bIK, T.K. OHU IEHAT CBOE
BpEMS M HE XOTAT €0 TPATHTh HAa YTEHHE HEHYHBIX CJIOB.

Ho XOpoure€ MaHEpPbl BaXKHbI HE TOJIBKO B JIMYHBIX KOHTAKTaX, OHW Ba>XHbl B NHNCBMC. HOBTOM}/
JIIO0E3HOCTh, OOPOKEIATSILHOCTh JIOJDKHBI MPOHU3BIBAThH Ballle MUCHhMO. JIF00as MBICIb MOMKET OBITh
BBIpa)KEHA BEXJIMBO, CIEP’KAaHHO W C JIOCTOMHCTBOM. TaKTHYHOCTh, BEXKIHMBOCTH B JENOBBIX NMHCHMaX —
3aJIoT ycrexa.

ITo ycTaHOBUBIIEHCS TpaJULIUU CTPYKTYPA JEIOBOI0 IIUCbMA BKJIFOYAET:
OO0s13aTeNnbHBIC KOMITOHEHTHI, T.€. YaCTH, KOTOPBIC BCETIa JOJDKHBI IPUCYTCTBOBATh B ITUCHME:

1. MeYaTHBIN TITaMi koMimanun/3aroinoBok (Letter Head)

2. nata (Date Line)

3. BHyTpeHHHH anpec (Inside Address)

4. BCTynHTeNbHOE obpamenue (Salutation or Greeting)

5. tekcT mucbMa (Body of the Letter)

6. 3akmounTenbHas Gopmyna Bexymoctu (Complimentary Close)

7. nonmuck (Signature)

JIONIOTHUTENBHBIE KOMITOHEHTHI, KOTOPBIE MPU HEOOXOAMMOCTH MOTYT BXOJUTh B CTPYKTYPY MHUCHMA!

8. yKa3aHWE Ha WHHIMAIBl 4elloBeKa, MUCABIIETO IMOJ IUKTOBKY, wim cekperaps (Reference
Initials)

9. yKazaHue Ha mpuiioxeHue k muchMy (Enclosure, coxp. Encl. mnun Enc.)

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

11. yKa3aHHe Ha JIMIO, KOTOPOE IO >KENaHHI0 OTIPAaBHUTENS JODKHO MPOYECTh AAHHOE MHCHMO
(Particular Address or Attention Line)

12. yKazaHue Ha coaepxkanue nucbma (Subject Heading or Caption)

13. ykazanue Ha cchuiKy (Reference Number)

14. yKa3aHWe Ha KOMUH, OTIIpaBicHHbIC B apyrue aapeca (Carbon Copy Notation, cokp. c.c. wiu cc.)

LETTER HEAD
3ATOJNOBOK

3aroyIOBOK MevyaTaeTcsl TUMOrpadCKUM CIIOCOOOM, OH COJCPKHUT BeChMa BakKHYIO MH(OpMAIH0 00
OTIpaBUTEsIC: HAUMEHOBaHWE (DUPMBI WM OpPTraHW3alWU, TOYTOBBIA M TenerpadHbId ajpec, HOMEp
tenedoHa, Tenekca u tenedakca. Homep pacuerHoro cyera u ipyrue 0aHKOBCKUE PEKBH3HUTHI B JAHHOM
Cjlydya€ TIIpUBOAWUTL HC CJICAYCT. Hamnune (baKca ABJIACTCA MNPHU3HAKOM CCTECCTBCHHOI'O YPOBHIA
00EeCTICUeHHOCTH OPITEXHHUKOMW, IMO3TOMY OTCYTCTBUE CBEIEHHI O (hakce Ha OJIaHKE MOXKET BBI3BATh
HEJIOYMEHHBIE BOIIPOCHI Y IOJTyYaTedIsl.
PaSMCHIeHI/Ie PEKBHU3UTOB HE HMECT CTpOFOﬁ periaMEeHTalu. OIIHaKO OOBIYHO HAMMEHOBAaHHE
OpraHu3alluy, MPENNnpuiThs, QUPMBI ¥ T.A. JaeTCS B BEPXHEM JIEBOM WJIM NPaBOM yriaX, a ajipec,
TenedoH, Tenekc W (akc B MPOTHUBOIOJIOKHOM YIay. Bo3MOXHO Takke pacroiioKeHHe ajpeca,



TenedoHa, Tenekca U gakca B HWKHEH yacTu 3arosoBka. [lon HazBaHMeM (UPMBI MOXKET OBITH yKa3aH
pOIl ee meATenbHOCTH. B Ha3BaHWAX TOPTOBBIX U MPOMBIIUICHHBIX MPEANPHUITHNA, OAHKOB W T.J. MOXET
MpHUCyTCTBOBaTh ciioBo Limited (coxpammenno Ltd.) Hampumep:

Mitchell Diesel, Limited

B cnoBe Limited B cokpaiieHHOM BHUE 3a0keHO BeipaskeHue limited liability company T.e., KoMnaHus ¢
OTPaHUYEHHOH OTBETCTBEHHOCTHIO.

WHorna B Ha3zBaHMAX (HUPM BCTpEeUaeTCsl M IPYroe COKpaleHue — Inc., 9TO COOTBETCTBYET BBIPAKCHUIO
Incorporated , T.e. 3aperucTpUpOBaHHBIN KaK KOPIOpalys, Harprumep:

International Office Equipment, Inc.

[Momumo nipenocrapnenus dpakTruueckod HHGopMamuy o pupme, 3aroJIOBOK ONpeIeIEHHBIM 00pa3oM
XapakTepU3yeT ee ¢ JAPYroil CTOPOHBI: HEOObIUHAs (popma 3aroyioBKa, ero au3aiiH, smOneMa Qupmsl (a
WHOT/IA U ee JEBH3), MPUMEHEHNE IIBETHON KPacKH, UCTIOIh30BaHHE OCOOOH OymMaru — BCE 3TO CO3JaeT
cBoeoOpasHeii 00pa3 ¢upmbel. Unras muchmo, Bbl, 0e3ycrnoBHO, TpexkIe BCETO, MHTEPECYeTeCh ero
coJiep’KaHHeM, OJIHAKO HEBOJBHO oOpaiacTe BHUMaHHE U Ha oOpMIIEHHE 3aroJIoBKa, KOTOPOMY Cpasy
JlaeTe BHYTPEHHIOIO OLIEHKY, HHOT/A IIEPEHOCS 3Ty OLEHKY M Ha JesTeIbHOCTh caMoll pUPMEL. Y JauHOe
pacrooKeHne KOMIIOHEHTOB 3arojioBKa, €ro OpHTHHalbHAas 5MOiieMa CIOCOOCTBYIOT —CO3TaHHUIO
OJIarOTIPUATHOTO BIEYATIICHUS O (UPME Y TeX, KOMY HAIpaBJIEHO MHACHMO. 3arojIOBOK O(HIIMAIEHOTO
MUCHbMa MPeACTaBiIseT co00l PUPMEHHBIN OJIaHK, B KOTOPOM OCTaeTcs yKa3aTh TOJIBKO AaTy HallUCaHUs
muckMa / date line: xoropoe 0O0BIYHO medaraeTcs crpaBa. CyIIECTBYIOT pa3IMYHBIE CIOCOOBI €e
HarucaHus. TpaJuiiMOHHBIM OPUTAHCKHM CUUTACTCS CIEAYIONINN BApHAHT:

15 Feb. 20...

15 February, 20...

15th February, 20...

AMepHKaHCKHIA c11oc00 0003HAYEHUS TaThl HECKOJIBKO HHOM:

February 15th, 20...

February 15, 20...

[lepen uncnuTensHBIM, 0003HAYAIOMIMM TOJ, OOBIYHO CTaBHUTCA 3amATas. B mocnemHne rofsl Bce Ooiee
3aMETHOM CTAHOBHUTCS TEHACHIMS K MUHUMAILHOMY

ynoTpeOIeHUIO 3HaKOB MPEMUHAHUS B AEJIOBONW KOPPECTIOHIEHIINH, TOITOMY MOXKHO BCTPETHTH U TaKOE
HaIMCaHNe JTaThl:

4 August 2013.

He pexomennyercst ynotpeOmaTs B gaTax HU(Pbl BMECTO MECALEB, OCKOIBKY H(pOBOe 0003HAUEHHUE
JaThl MOXKET OBITh HCTOJIKOBAaHO IIO-pa3HOMY B pa3lIMYHbIX cTpaHax. Tak, mata 2/5/2013 Oyzer
BOCIIPHHSATA TPEACTaBUTENIEM aMepukaHCKoW Qupmbl kak 5 ¢espans 2013 roma, a mpeacTaBHTEIIEM
OputaHckoi (GupMbl — kak 2 Mast 2013 roga. ITo CBA3aHO ¢ OCOOCHHOCTSAMHU MPOUTEHHUS JaT B Pa3HbBIX

CTpaHax:
CIIA

2 /5 /13

MecsII JICHb roj

BenmukoOpuranus

2/ 5 /[ 13

JICHb Mecal — ToA

JlommyckaeTcsi CoKpalieHue Ha3BaHUi HEKOTOPBIX MECSIICB:
January — Jan. July — July

February — Feb. August — Aug.

March — March September — Sept.

April — Apr. October — Oct.

May — May November — Nov.

June — June December —Dec.

[Ipu pabore ¢ xommproTepoM MexayHapoaHas opranuzamus mo Crapmaptmsanuu (ISO) pexomeHmyer
MOJHOCTBIO0 LU(pPOBOe 0003HAUYEHHE NaThbl, IPUYEM CHAyYaJla YKa3bIBA€TCS IO, 3aTEM MECSI U JICHb,
Hanpumep: 2013-09-06 win naxe cautHo 20130906. Ognako moka 3TH (GOPMBI LIMPOKOTO MPUMEHEHUSI
HE MOITY4HIIH.
INSIDE ADDRESS
BHYTPEHHUUN AAPEC

Anpec monyvarens nucbMa WM BHYTPEHHHUH aapec MOMeIaeTcsl Ha JIeBOi cTOpoHe OllaHKa MUchbMa U
COICP)KUT yKa3zaHHE Ha TO, KOMY OHO HAampaBlIeHO M IO KakoMmy azapecy. IluceMo MoxkeT OBbITH



HampaBlieHO (UpMe, W TOTJla CHayaja yKa3blBaeTCs €¢ HauMEHOBaHHE, a 3aTeM aJpec B CIeAyIolIeH
MOCTIEIOBATENFHOCTH: HOMEp J0Ma WM 3/IaHUs M Ha3BaHWE yIUIIHI (Ha OJHON CTpOKe), Ha3BaHHWE ropojia
(ma mpyroit ctpoke). 3mech ke, eciii HeOoOXOAWMO, MOMEIaeTe MPUHATOEe 0003HauYeHHE IOYTOBOTO
paiiona. Ilpu oOpamieHHH K OpraHu3alMy, B Ha3BaHUM KOTOPOH NPHCYTCTBYIOT COOCTBEHHBIE MMEHA,
ajZipec TOIydaTelsl IeNIOBBIX MHCceM O(QOPMISIOT B 3aBUCHMOCTH OT CTPaHBI, B KOTOPOH MMEET MECTO
MepernncKa.
Wnorna nepen HazBaHueM (DUPMBI MPHHSATO CTaBHUTH CIOBO Messrs (cokpalieHue (QppaHIy3cKOro CioBa
Messieurs). JTo AenaeTcs B TOM cliydyae, KOr/ia B Ha3BaHUM (PUPMBI IPUCYTCTBYIOT (PaMUIINU KaKUX-TH00
JIUII, HATIPUMED:
Messrs John Brown and Co., Ltd
[Tocne 3TOro0 B TOM %€ MOCIeq0BaTEIbHOCTH JAETCS aipec OpraHU3aIHH.
Messrs HuUKOTJa HE yHoTpeOisercs mpu OOpamieHHMH K 3aperuCTPUPOBAHHON KOMITAHWH, OyIlb TO
myOaMYHas WM 9acTHAs KOMMaHWsA. PekoMeHIyeTcss HampaBIsTh KOPPECIIOHACHITNIO HETIOCPEICTBEHHO
TOMY JOJDKHOCTHOMY JIMILy, JJISI KOTOPOTO OHAa TMpeJHa3Ha4YeHa, T.€. ITUPEKTOPY-PacIopsAHUTENIO,
KOMMEPUYECKOMY JUPEKTOpY (3aBelylolleMy OTAEJIOM CcObITa), YIPaBISAIOMIEMY SKCHOPTHBIMH
orepanusMy U T.1. B TakoM cirydae ykasbiBaeTcs HazBaHue GUPMBI Oe3 oOpameHus K Heil. OHO cTaBUTCS
9acThIO aJjpeca TOYHO TakK XKe, KaK Ha3BaHHe yIHUIIbl WK TOPO/a.

B Coemunennbix [tatax Amepuku dopma oOpameHus Messrs He ynoTpeOisercs: Stainway &
Sons, Inc.
Ecrmu muceMo azpecyercss KOHKPETHOMY JIMIYY, TO B JICJIOBOW TIEPENUCKE aapec MOJIydaTellss MOXKET
0OpPMIIATBCS CIEIYIOMKUM O0pa3oM: — €l MHUCHhMO AJPECOBAHO JOHKHOCTHOMY JIMITy B Kakoi-mTubo
KOMIIAaHHMH U TIPU 3TOM HEU3BECTHA ero (paMuIHs, TO aipecaT yKa3hIBaeTCs CICAYIONUM 00pa3oM:
The Manager
The Hongkong Banking Corporation
- €CITM K€ W3BECTHA (paMWIIMSl MOJDKHOCTHOTO JIMIA, TO OHA YKa3bIBAETCS MEPBOH, MOCIE YET0 MOXKET
OBITh 0003HAYCHA U JIOJDKHOCTH!
Mr. Edward W. Hertzfeld, President Hertzfeld
Home Appliances, Inc.
VYkazaTb AOKHOCTH 0e3 (aMHINK JIUIA, €€ 3aHUMAIOIIEro, MOXKHO B TOM cJydae, €CJId 3Ta JOJDKHOCTD
SIBIISIETCSl €MHCTBEHHOW B opraHu3anuu. Ecnm ke Brl HampaBiseTe MUCHMO AETIOBOTO COAEPIKAHUS
OTACTHHOMY COTPYAHUKY (PHPMBI, TO CIEAyeT CHayalla yKa3aTh (aMUIUI0 3TOrO0 COTPYJTHHKA, 3aTeM
Ha3BaHHe (GHUPMBI (M, BO3MOXKHO, Kakoro-mubo ee OTaena), Mocjie Yero ykasaThb ee IOJNHBIA ajpec,
HanpuMep:
Mr C.C. Pan
The Standard Oil Company
[Mucema MyXYrHaM MOXXHO aJpecoBaTh, KaK yKa3aHO, B 3aBHCHMOCTH OT TOTO, KaK CaM YelIOBEK
MOMTUCHIBAET CBOU THICHMA.
K HezamyXHMM KEHIIMHAM M K JEBYIIKaM MOXKHO oOpamatbes: «Muccy. K 3aMyXHHUM JKeHIIHHAM —
«Muccuc M(apusi) B(payn)» mpexzae HyXHO ObUIo 00s3aTelbHO yKa3blBaTh UMs Myxka: «Muccuc
T(omac) B(payn). Korma HensBecTHO, 3aMy)KHSS WM HE3aMY’KHSS JKCHIMHA, K KOTOpod Bam HyXHO
obpaTuThCs, BMecTo «Mmce» n «Mmuccucy cramo ynorpebmsatees «Mcy». Korma Bwr comHeBaerecs,
ynotpebnsiite «Mucc». Ecam Bl He yBepeHBI, Kakoro IMojia 4eloBeK, KOoTopomy Bpl mumure,
ynotpebsiite «Mucrepy.
3areMm mocie UMEHU OOBIYHO WIET Ha3BaHUE JOJDKHOCTH, THTYJIA, HAYYHOW CTENeHHU U T.11. B 3ToM cityuae
MUCBMEHHBIA JICTIOBOH ATHKET TpeOyeT BBITIONHEHHS CIEIYIONIMX YCIOBUI: Ha3BaHWE JIOJKHOCTH
CTaBUTCS TOJBKO ITOCIIE IMEHHU YeJIOBeKa Yepe3 3aIlsTyo:

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

Mr. Mort Monroe, Editor lNocnioguay MopTty MoHpo,
Penakropy

Ha3BaHHE YUYCHOW CTEIICHU MUIIETCS TIepe/l UMEHEM, BCIe]] 32 KOTOPBIM Yepe3 3alsaTy0 MOKET CIIe/[0BaTh
0003HaYeHUE JOIKHOCTH.
[Mocne cokpareHHOro 0003HAYEHUS HAYYHOU CTENEHH TOYKa MOXKET HE CTABHUTHCA.
Dr Michael Lurvey, Director  JlokxTopy Maiikiy Jlepsu,
TUPEKTOPY
Prof. Alfry Smith, ITpod. Andpu Cmur,
Head of the Department 3aBEAYIOIIEMY OTIEIOM



B Anrnuu uHorga nociie GpaMuiIu MOKET CTOSTh CI0BO Esq., mepen KOTOpbIM CTOUT 3amsTtas. B aTom
ciydae Ha3BaHUE JTOJHKHOCTH OOBIYHO MUIIETCS C HOBOW CTPOKH:

Dr. Michael Johnson, Esq. J-py Maiikny JI>KOHCOHY, 3CKBaiipy
Director The British Hupexropy komnanuu bputum
Engineering Co., Ltd. Oumxunupunr Kamnanu Jlumuren

Ecnn uMs KOHKPETHOrO JMIA HEM3BECTHO, TO HA3BaHHE [OJDKHOCTH IIMIIETCS C ONpelesIeHHBIM
apTUKJIIEM:

The Chief Accountant, I'maBroMy Oyxranrepy bpuTum
The British Engineering OHKMHAPHHT
Co., Ltd. Kamnanu JIumuren

OI[HaKO TaKO€ HAIIMCaHUEC BO3MOKHO TOJIBKO TOr'za, Koraa Brr abcomroTHO YBEPCHEI, 4YTO 2Ta JOJIKHOCTDH
SABIIACTCA GHHHCTBGHHOﬁ B HHTepecy}omeﬁ BaC OpraHu3alunu. HaanMep:

The Chairman [Ipencenarens

The President [Ipesunent

The Managing Director JupexTop-pacnopsaAuTeb

The Chief Accountant ['maBHBIN HHXEHED

The Secretary CekpeTtapb

Ecnu ke n3BecTHBI ¥ UMA U JOJDKHOCTD, TO apTHKIIb TIepe]] Ha3BaHUEM JOJDKHOCTU HE CTaBUTCS:

Dr. Michael Johnson, Esq. J-py Maiikny J[»oHCoHY,
3CKBalpy

Director Hupekropy

The British Engineering KOMIIaHUX bpuTHin DHIKUHUTHHT,

Co., Ltd. Kamnanu JIlumureq

Ecnmn muceMo azpecoBaHO NMIYy, 4Yeil TOUYHBIM agpec HEM3BECTEH, OHO MOKET OBbITh HAIIPaBIIEHO B
OpTaHM3alH1Io0, HAIIPUMED, B TOPTIPEACTBO WIK Ha PUPMY, KOTOpasi MOKET Tiepe/laTh WIH MepeciiaTh eMy
3TO MUCHMO. B Takmx ciyyasx mepe] Ha3BaHHEM OpraHU3aIllH, TOPTTIPEACTBA, GUPMBI MUAIITYTCS CIIOBA
«Care of “ (=in care of), koTOpbIc 03HAYAIOT “Ha MOTICUCHUE”, T.€. TIO aJIPecy.

Kak ormedeHo BbIlIe, TIOCIIE Ha3BaHUS QUPMBI B apece yKa3plBaeTcs HOMEp JoMa W Ha3BaHUE YIHUIIBL,
3aTeM Ha3BaHHUE ropoja wiu rpadcersa.

B ortHOmennn Gonpmmx ropoaoB BemnkoOpurannu ykazanue Tpad)cTB HE 00s3aTENbHO, YTO KacaeTcs
HEOOJBITNX TOPOI0B, 0003HaUeHHE TpadcTBa 003aTEIIBEHO, 0COOEHHO, TIOCKOJBKY Ha3BaHUS HEOOJBITHX
TOPOJIOB TOBTOPSIOTCS (Hampumep, B BenmnkoOpuTtanuu cymecTByroT nBa PuumoHna: omuH B rpadcrse
Cyppei, a apyroii — B rpadcrae Hopkmmp).

B BenukoOpuTanuy Nmpu HANMKWCAHUH TTOYTOBOTO aJipeca PeKOMEHIYETCsl MIcaTh Ha3BaHWE ropofa
MPOIHKCHIO, 3aTeM MEJKO Ha3BaHHE rpad)cTBa, 3aT€M MOYTOBBIN KOJ )CHCTEMa KOTOPHIX HEAAaBHO ObLia
BBeJleHa B cTpaHe). Hamucanue koma B ajipece yCKOPSIET OCTABKY U MO3BOJIIET 00padaThIBaTh MOUTY C
MTOMOIIIFIO aBTOMATOB.

Korna nucbMa noceinaroTcst B pyrue cTpaHbl, HY)KHO BCEr/la MHUcaTh Ha3BaHHE CTPaHBI, IaXe e€CIH 3TO
cronuna crpanbl. CymectByer Hampumep ,Jlonnon B Aurnuu, a takxke B Kanane, bocron B Anriuu, a
Takxe B AMepuke, Tpunosu — B JIlusuu u B JIuBane, bienraitep — B lllotnannuu u B Manasu.
[o To# ke mpuuMHe, KOTAa MOCHUTAIOTCS MUChMa B AMEPHKY, Hy)KHO 00s3aTeIhbHO YKa3bIBaTh Ha3BaHUE
1ITATa [OC/Ie HA3BaHMs ropoja, Kak ykaszaHo. Ilocie HasBanms ropoaa Hero-Mopk Hy)HO 06s3aTeIbHO
yKa3aTb Ha3BaHUE IITATAa: Hb}O—fIOpK niu Hero-Ixepeu.
B odunmanpHO# mepenucke BO3MOXKHA Takas CHTyalus, KOTZa BBl MPOCTO HE 3Haere, Kem Oyxaer
paccMaTpuBaTbcsa Balle MHCbMO. B 3TOM ciiydae Ha TOMOIIG BaM MPHAET JOBOJBHO TOMYJSpHAs B
AHTJIOS3BIYHBIX CTpaHaX (hopMya:
To whom it may concern —ToMmy, KTO UMEET K 3TOMY OTHOIIEeHHE. DTa (popMyna Takke redaraercs
OT/ICJIbHOW CTPOKOM MO aAPECOM IMOTy4daTess.
B CLLIA B nmenoBo# mepenucke cTaparoTcsl n30eraTb OE3NUYHOro OOpalieHUs 1ake B TOM cliydae, eciu
MOJTy4YaTellb MIChMa — HE3HAKOMBIN YeJI0BEK W U3BECTHO JIUIIH €TO UMSI.
OPENING SALUTATION (GREETING)
BCTYINOUTEJBHOE OBPAIIEHUE

BerynuTensHoe oOpaimieHue MpeAcTaBiseT co00il OOLIENPUHATYI0 CTaHIApTHYIO GopMmy,
SIBIISTIONYIOCS HEOTHEMJIEMOHN YacThIO0 3THKETa AENoBOro mruchMa. OHO MOMEmaeTcs Ha JIEBOW CTOPOHE
OnaHKa MMChMa W MHIIETCS Ha OTAENBHOW CTpOKe. B /1enoBoil KOppecToHASHIINN TPUHATO HECKOIBKO
¢opM oOpareHnii, pa3IHJYaONINXCs CBOSH «TOHAIBHOCTHIO». B mmchMax k (upmaM M opraHHU3aIusM
OOBIYHO YIOTPEOJISIOT clieayromue GopMyJIbl:



Dear Sirs, (3T0 oOpalieHue XapaKTepHO JUIs MEPENUcKd B BemukoOpUTaHWM, MOCIE HEr0 CTaBUTCS
3arsTas)

Gentlemen: (ucmonb3yetcs npu nepenrcke B CLIIA n Kanane, mociie Hero cTaBUTCS IBOETOYHE)

Ctporo oduIHaTBHO 3ByYaT BBIPasKEHHUS:

Sir: Sirs:

Madam: Mesdames:

Menee opHUITMAIBHO BOCTIPUHUMAIOTCS CleAyomue GopMbl 0OpaIIeHHIA:

Dear Mr. Allen Dear Messrs Allen

Dear Mr. Cooper and Cooper:

Dear Mrs. Allen Dear Messrs Allen

Dear Mrs. Cooper and Cooper:

B aHTrawWiickuX MUChMax, KaK MPaBUIIO, YIOTPEOISIOTCS CIeMyIOIINE BCTYTUTEIbHBIE O0PAICHHS

Dear Sirs, — MIICHEMO aJPECOBAHO B KOMITAHUH B II€JIOM.

Dear Sir, — MHACHMO aJIPECOBaHO MYKUUHE.

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

Dear Madame, — MUCHMO aJIPECYETCA JKECHIIMHE WIIH JIEBYIIKE.

Dear Mrs.Brown, — nucbMO apecyeTcsi XOpOoUIo 3HaKOMOMY
- NOJHKHOCTHOMY — KEHIIUHE.
Dear Ms.Freizer, — mucpMo apecyercsi XOpOoIIo 3HAKOMOMY
JIOJDKHOCTHOMY JIMILY — He3aMy KHEH KEHITUHE.
Dear Sir/Madame, — mucbMo afpecyercs TOKHOCTHOMY JIHILY,
Y aBTOPY HEU3BECTHO, SIBJISIETCS JIU
JIOJXKHOCTHOE JTMIO MY>KUMHOW WITM KEHLIUHOM.
B aMepu KaHCKU X TUCEMaxX UCIOIB3YIOTCS CIEIYIONINE BCTYIUTEIbHBIC OOpaICHIS:
Gentlemen:

Dear Sirs: MUCHMO aIPECOBAHO
Dear Gentlemen: KOMIIAaHHH B I[€JIOM
Dear Mr. Brown MHUCHMO aIPECOBAHO
Dear Mrs.Brown: ONPECIICHHBIM 10K~
Dear Miss Brown: HOCTHBIM JIUIIaM

BODY OF THE LETTER
TEKCT MUCBbMA

OcHOBHOE coJllepKaHHe MUChbMa — TEKCT — HAaXOAWUTCS B 3aBUCHMOCTH OT IeJieii ero HanrcaHWUsL.
OpnHako, B 11000M citydae, B IepBOM ad3arie nucbMa (popMUPYeTCsl BCTYITUTENbHBIA KOMIUTUMEHT. Takoi
BCTYNHTENBHBIN KOMIUIIMEHT MOXKET BBIpa)KaTh OJarofapHOCTh 3a MUCHMO (€CITM HaIpaBIISIETCS] OTBET),
MPU3HATEIBHOCTh 3a Iard, HAIpaBJICHHBIE Ha B3aMMHOE COTPYIHHYECTBO (TakXkKe, €Cli 3TO OTBETHOE
nocianue), OJaroxenarenbHOEe COOOLIEHHE O TOM, YTO ajpecaT SIBJISETCS M3BECTHBHIM B CBOEH OTpaciu
TIPEANPUATHAEM, OpTraHm3arued, ¢upMold W T.A. (€CIM MHUCHMO TOCHUTACTCS BIEPBBIC), COOOIIEHUE O
pazocTH, KOTOpasi BOSHUKAET MPH BO3MOXKHOCTH HANPaBUTh JAHHOE MUCHMO UMEHHO B ATOT apec U T.A.
Haxe B ciydae, KOrjia MUCHbMO HOCUT B LIEJIOM HETAaTUBHBIA XapakTep U MOXET CBHUICTEIHCTBOBATH O
paspbiBe JaibHEHIIEH KOPPECTIOHACHLINH, BCTYNUTEIbHBIH KOMIUIUMEHT JOJDKeH 00s3aTelbHO
MPUCYTCTBOBATb.

[Mocne BCTyMUTENTHLHOTO KOMIUTUMEHTa (DOPMHUPYIOTCSI OCHOBHBIC MTOJIOXKEHUS, BHITCKAOIIHE U3 1IEITH
nuceMa. Eciu 310 cyry6o nHdopmaTuBHOE MMCHMO O XapaKTepe AEsTEIbHOCTH OTHPABUTENS, TO KPAaTKO
M3NIaraeTcsl WCTOPHS BO3HHUKHOBEHUWS MPENNPUATHS, OpPraHW3alud WK (UPMBI OTIPABHUTENS, WX
pasBUTHS, CYIIHOCTh JESTENbHOCTH B HacTosiee BpeMs (pojb Ha PBIHKE, 00BEMBI pealu3alud |
HEKOTOPBIN Ipyroil CTaTUCTHYECKUH MaTepuai, He SBIIOMMKCS KoMMepueckoil TaifHoil.) Ilocne uero
(hopMyIUpyeTCS MpeIoKEHNE O COTPYTHUYECTBE, IMPOjake apTHH TOBAPOB, OKa3aHUE YCIYT U T.1I.
Ecnmn mmchMO HOCHT OTBETHBIH XapakTep, TO B 3aBHCHMOCTH OT II€PBOHAYAIBFHOTO IOCIAHHS OT
3apy0eXHOI CTOPOHBI, BO3MOXHBI OTBETHI Ha MOCTABJICHHBIE B IIMCHME BOMIPOCHI, BHICKA3bIBACTCSI MHEHHUE
0 BO3MOXXHOCTM JalbHEHIIero cOTpyAHMYECTBa JHOO 00 OTCYTCTBUM TaKOH BO3MOXHOCTH,
OTIPENIEISIOTCS] BCTPEUHBIE MTPEI0KEHHS.

Ecnu muchbMo HOCHT XapakTep peardpoBaHWs] HA OTKPOBEHHO HEAPYKECTBEHHYIO aKIMIO0 WHOCTPAHHOTO
napTHepa — HECOOJIOICHHE CPOKOB IUIATEKa, HEBBIIOJHEHUE B3ATHIX Ha ceds 00s3aTeNbCTB, Ipyrue
NEMCTBHSA, YIIEMJISIOIINE IpaBa OTEYECTBEHHOW CTOPOHBI, TO BCTYMHUTENBHBIA KOMIUTUMEHT MOXHO



HECKOJIBKO IPUTYNTh. [Tocie 3Toro cieyeT BeIpa3uTh HEJOYMEHUE 10 MIOBOAY AEHCTBUI HHOCTPAHHOU
CTOPOHBI M COXaJleHHEe O mpoucumenmeM. [Ipm 3TOM oOLEHKa CIy4YMBIIETOCS W BBIBOABI, IaxKe
HalpaBJICHHbIC Ha IOJIHBIN Pa3phlB OTHOLIEHWUH, HE JOJKHBI HOCUTh PE3KOro xapakrepa. B aTom ciydae
YMECTHBI O60pOTI)I TUIA: «C COXAJICHUCM BBLIHYXJCHBI IMPEPBATH HAIIU HaHBHGﬁMHe KOHTaKThbD», «K
HallleMy COXKaJIeHHIO, 3TO MOBJICUET 3a CO00H HEOOXOAUMOCTh OOpaleHrs B cy1eOHbIe OPraHb» U Ip.

OOmass xapakTepUCTHKa OCHOBHOH 4YaCTH [ENOBOIO IIMCbMa JOJDKHA OTBEYATh TPEOOBaHUAM
B3BCIICHHOCTHU, KPATKOCTHU, NOCTYIMHOCTH WU OAHO3HAYHOCTH IIOHUMAHUA TCEKCTA. Tekct JOJIDKCH OLITH
pa3ouT Ha CMBICIIOBBIE a03allbl, YTO 00JerdaeT 00paboTKy KOPPECTIOHACHIIMU M BOCTIPHSTHE COAEPIKaHHS
tekcTa. [Ipu moaroroBke Tekcra HauOoJee LenecooOpa3sHO HCIONB30BATH YCTOABIIMECS MUCHMEHHBIC
IITaMIlbl, KOTOPBLIC CHOCO6CTBYIOT JydqlmieMy IMOHHMMAaHUIO TEKCTa, €ro YHI/I(i)I/IKaHI/II/I B onpe):[eneHHoi/'I
CTCIICHU CBUACTCIBCTBYET O BBIXOAC OTIIpaBUTECIIA IIMCbMa Ha COOTBCTCTBYIOIIII/Iﬁ YPOBCHB
MEXIyHapogHoro oomenus. IluceMo, Ha HETPagULMOHHOM «HEAETIOBOM» SI3bIKe, NP Bcei
0€3yKOPU3HEHHOCTH JIMHIBUCTUYECKOTO O(GOPMIIEHHUS CO34AaCT BHIUMOCTb HENpPO()EeCCHOHAIM3Ma €ro
WCTIOJIHUTENSA, UYTO Cpa3y K€ CKAXKETCS HAa OTHOIIEHWM K MOTEeHLIHalbHOMY mnapTHepy. IlosTtomy, Bce
MNpU3bIBbl K «HETPAAUIIMOHHOMY, HeI/I36I/ITOMy mTaMIiiaMu  SA3bIKY» B JaHHOM CiiIydya€ COBCPIICHHO
HeyMecTHBI. V3/MIIHe TOBOPUTH O TOM, YTO TEKCT IMMChMa AOJDKECH OBbITh BEIYUTAH HA MPEAMET HAJIUYUS
oporpaduaecknx ommOOK M OMEeYaTOK — OHU a0COJTFOTHO MCKITIOYAFOTCS!

B 3akiroueHre OCHOBHOW YacTH MUCHMa JOJDKEH COACPKAThCS 3aKITIOYUTENbHBI KOMIUIMMEHT.
Takol KOMIUIMMEHT NpPU3BaH BHECTH BOCXOISAILIMHA 3J€MEHT B (UHAJIBHYIO YacThb MHChMa U MOMOYb
chopMHUpOBATH TO3UTUBHOE MHCHHE O TIMCHME M €T0 aBTOPaXx.

TaK, TPpaAUIHUOHHBIM ABJIICTCA BBIPAXXCHHUE HAIACK/IbI Ha z[anLHeﬁmee COTPYAHUYECTBO, HA TO, 4YTO
U3J0KEeHHas MHQOpMalus B MHCbME OyZeT MoJie3HAa M IOCIYKUT B JAajbHEHIIEM Uil pacIIUpEHHS
B3aUMHBIX CBsi3edl. B 3aBucMMOCTH OT ypOBHS HOATOTOBKM INUCbMa, Ba)KHO BKJIIOUWTH (pasy THma
«IIOJIB3YACH CllydacMm, €IS pa3 MPUMHUTE HAlllM YBEPECHUA B TOTOBHOCTH z[anLHeﬁmero B3aMMOBBII'OHOI'O
COTPYAHHUYCCTBA», MBI C HaI[e)KZ[Oﬁ CMOTpPHUM Ha MNECPCIICKTUBLI HAIIECTO ILaJ'II:HCfIIHCI‘O COTPpYAHHNYCCTBA»
n 1.4. Ecnn muceMo amgpecyeTcs mHOMydaTeNo, ¢ KOTOPBIM €Iie He OBUIM yCTaHOBJIEHBI JIEJIOBBIC
KOHTaKThl, TO 3aBEPLINTh OCHOBHYIO 4YacTb MOXKHO YBEPEHHOCTBIO B TOM, YTO MPEIJIOKEHHUS,
HU3JI0KCHHBIE B IIHUCHMC, 6I)I.]'[I/I HWHTCPCCHBIMU, Haz[equof/i Ha CKOpPOC IMOJYUYCHHUEC OTBETA U YCTAHOBJICHUC
PEryJSIpHBIX KOHTAKTOB B OYAyILEM.

Jlaxxke ecny MMCbMO HOCUT HETaTUBHBIN XapaKTep U O3HAYaeT pas3pblB JEJIOBBIX KOHTAaKTOB, HE CIEAyeT
n30erath 3aKII0YUTEIHPHOT0 KOMIUTUMEHTA. B 3TOM citydae MOXHO chOpMyIHpOBaTh Oojiee aOCTpaKTHBIN
3aKJIIOUNTENbHBI KOMIUIMMEHT W CBECTH ero K (pasaM Tuma «OJHOBPEMEHHO MBI CBHUAETEILCTBYEM
CBOIO OTKPBITOCTB JUISl JICJIOBOTO COTPYIHUYECTBA B Oyaymiem». B 3ToM ciydae npu Bcell HEraTUBHOCTH
COJIepKaHMs IMMUChbMa MOJNYy4YaTeNo JaeTcs IIaHC B Cllydyae W3MEHEHHWS CBOCH IMO3WINH, YCTPaHCHHS
HEJPYKECTBEHHBIX JEHCTBUI U T.I. BEPHYTHCS K JEIOBOMY COTPYIHUYECTBY C OTIPABUTEIEM. XOTS,
€CTECTBEHHO, B IOCJEIHEM ClIyyae 3aKIIOUUTEIbHbI KOMIUIMMEHT B OONbBLICH CTENEHH SIBIACTCS
MIPU3HAKOM XOPOLIETO TOHA, YeM JACHCTBUTENFHON HAZEK 0N Ha MIPEACTOSIIEe COTPYAHUYECTBO.

Bo MHOrHX ciydasx nepej 3aKIFUNTSIbHBIM KOMILTIMMEHTOM B IIMCbME MPUCYTCTBYET (pasa, B KOTOPOH
coobmaercss Homep TeneoHa, aMWIMi W JOJDKHOCTH JIMIIA, KOTOPOE MOIJIO OBl OTBETHTH Ha BCE
BO3HMKaoLIMe Bonpockl. [Ipu 3TOoM Takas ¢paza Taxke CTPOUTCS B MaKCHUMAJIBHO JOOpPOKEIaTeIbHOM
TOHE» IpU HEOOXOAWMOCTH HE OTKa3blBaiiTeé B BO3MOXKHOCTH II03BOHMThH HAIIEMy MEHEIKepy IIO0
BONpPOCaM peajH3aluil W YTOYHHTH BCE BO3HMKAIOLIME BOIPOCHD. 3AECh K€ YKas3bIBaeTCsl HOMEp
TenedoHa.

COMPLIMENTARY CLOSE

SAKJIIOUYUTEJIBHA S ®OPMVYJIA BEXJIMBOCTU

B nenoBoii nmepenucke mpuHATa onpenesieHHas GopMa 3aBeplIeHUs MChMa WK TeJeKca, T.€. BCIe 3a
OCHOBHBIM TE€KCTOM ITHUCHbMa CJEIYyeT 3aKII0UnTeNIbHas (GopMyia BEXKIMBOCTH, KOTOPAsl pacloiaraeTcs B
npaBoii yacTu jucra. [1o cBoeMy CTHIIIO U TOHY 3aKJIIOYHTENbHBIE (DOPMYIIBI BEKIMBOCTH JOJKHBI OBITH
rapMOHUYHBIMHU OOpAIIeHNIO0 U OCHOBHOMY TEKCTY MUChMa. Tak, eciau MMChbMO HauWHAETCsl CJI0BaMU:

Dear Sirs, VBaxxaemsble rocrnoaal

Gentlemen: T'ocriona!

TO MPEANIOYTUTEILHBIMU OYAYT 3aKIFOUUTEIbHBIC (POPMYJIIBL:

Sincerely yours HUckpenne Bam

Yours faithfully C yBaxxeHHEM

Haubonee pactpocTpaHeHHBIMY SIBJITIOTCS ClIeAyoNue GOpMyIIbl BEKIHBOCTH:
Yours faithfully,

Yours truly, Crporo



Yours very truly, ounmansHO

Very truly yours,

Yours very sincerely,

Yours sincerely, OdunuansHo

Sincerely yours,

Very cordially yours,

Yours cordially, Menee

Cordially yours, oduIHUaTBHO

Jt00OTBITHO OTMETUTH CIIEIYIONIYI0 TOHKOCTh B OTTEHKaX 3HadueHui: eciu B muchMax u3 CIIIA Yours
SIBJIICTCSL TNIEPBBIM KOMITOHEHTOM coderanus Yours faithfully, To oTHomieHue Kk aapecaTy MeHee
ouranbHOE, @ €CJIM BTOPHIM KOMIIOHEHTOM 3aKTFOUUTEIBHON (DOPMYJIbI, TO 3TO HEHABA3YMBBIA HAMEK
Ha HEOOXOIMMOCTh CYyOOpAMHAIUH.

Kak yxe oTmedanoch, aMepWKaHIIBI CKJIOHHBI CHIKATh (DOPMANBHOCTh KOPPECIIOHACHIIMM W YacTo
HAYMHAIOT JICJIOBBIC MHUChbMa C OOpalleHus MO0 MMEHU. B 3TOM ciywae 3akimouuTenbHas (opmyiia
BEIJIMBOCTH UMEET MEHee O(QUIHATILHBINA XapaKTep:

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

Opnnako Takue GopMyIibl OoJiee TPAIUITUOHHBI JUTS HEO(PUIIMATBHBIX TTHCEM.

WHorzaa B 3aKIOYUTENBHYI0 HOPMYITY BEKIMBOCTH BXOAAT 00aBICHUS:

We hope to hear

from you soon Hapneemcst Ha ObICTpBII OTBET

We look forward

to hearing from you C HeTeprieHHeM *KJIeM OTBeTa

[Mocne 3aKIrOUUTENBHOM (POPMYITBI BEKITUBOCTH BCETa CTABUTCS 3arIsTasl.

SIGNATURE

[HOAITNCH

JlenoBble MHUChMa MOANKCHIBAIOTCS OT PYKU YESPHHUIIAMHM, Y€TKO U pa3bopumBo. [loanuck Bceraa A0mKHA
ObITh ONWHAKOBA MO CTWIO. [lom mMOANMCHI0 OOBIYHO TMevaraeTcss (aMWwidsg H  JIOJDKHOCTh
nmoanmuckBatomero mucbMo. [lox  3axmoumTensHOW  (HOPMYIION  BEXIMBOCTH  (BBIIIE  TOJITHCH)
MPOMUCHBIMHU OyKBaMU TeyaTaeTcsl Ha3BaHUe (PUPMBI WIIM OPraHU3AIINH, 38 KOTOPYIO aBTOP MOANUCHIBAET
MTUCHMO.

Ecnu aBTOp mMoAMUCHIBaET OT UMEHH U 110 IOPYUYSHHUIO KOMITAHUYU WU JPYTOTO JIUIA, YIOTPEOIIIOTCS
cioBa the per pro = p.pro = p.p. (short of procurationem) «mo HOBEpEeHHOCTH» TEpe] HA3BAHHUEM
KOMITaHUH WU (paMuiiield. DTO COKpAIeHHsI OT JaTHUHCKOTO BBIpKEHHS “TI0 JJOBEPEHHOCTH . YenoBek,
MOMUCHIBAIONINI MMUCHMO 3a KOTO-TM0O0, YIMOJTHOMOYMBAETCS HA 3TO  OQHUIMAIHHBIM OPUITYIESCKAM
JIOKYMEHTOM (JTOBEpPEHHOCTBIO).

Wuaue ynotpebinsercs Beipakenue “For” ‘“3a u oT uMeHun” nepen haMuiivelt iuia uiM rnepe Ha3BaHueMm
¢upmbl. Ecay mucbMO TOJNKMCHIBACTCS JIUIIOM OT MMEHHM KOMIIAHMH, OHO JOJDKHO OBITh HAIMCAHO B
TIEPBOM JIUIIE MHOKECTBEHHOTO YHCIA.

W MOXHO BBIPa3HUTh 3TO MHAYE:

€CIIM MUACHMO THIIETCS OT MEPBOTO JHUIA MHOXECTBEHHOTO YHCJIa, TO MOCIIE 3aKITFOYUTEIIBHON (hOPMYIIBI
BEXJIMBOCTH CJIeyeT NeuaTarh Ha3Banue ¢upMel (B/O) ¢ mpemnorom “3a”, 3arem noanuck. Hanpumep:

Yours faithfully, C yBaxkeHuewm,

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

(I.Pavlova) (A.ITaBnoBa)

Director Hupekrop

Nnn

Yours faithfully, C yBaxxeHHuEM

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

F. Howard ®. lNoBapx

Secretary Cexpetapb

REFERENCE INITIALS
YKA3AHUE HA MHUIIUAJIbI ABTOPA



OtcTynuB ABa MHTEpBaNa OT IMOANUCH B JIEBOW YacTH MUCbMa MPOCTABIAIOTCS WHHUIUAIBI aBTOpa M
CeKpeTapsl WIM MAaIIWHUCTKU. VIHWIMAbel aBTopa MEYaTaroTCsl MPOMHCHBIMH OYKBaMH, WHHUIHAIBI
WCTIOJTHUTEJISI — CTPOYHBIMH. MHHITUAIIB aBTOPA W UCTIOHUTEIS PA3JICIISIOTCS 3HAYKAMU / HITH
Hampumep:
Sincerely Yours,
Edward P. Graham
Secretary
EPG /km
ENCLOSURE
YKA3AHUE HA IMTPUJIOXEHUE K ITMCbMY
YacTo K JemoBOMy MHCBMY MOTYT MPHJIAraThCsl pa3iuyHble TOKYMEHTHL. B 3THX cilydasx HEoOX0quMO
ClIeNaTh YKa3aHUe Ha MPUIOKEHHUE K MUChMY. DTO yKa3aHUE MeYaTacTcs B ICBOM HIDKHEM YTy BCIEH 33
WHUIMAIAMH aBTOpa NKChMa U UcroiHuTest. Hanpumep,
Sincerely Yours,
Henry Powell
Director
HP :vd
Enclosure : Insurance Policy
in triplicate
Hckpenne Ba,
T'enpu Ilaysinn upexrop
I'Tl: B
[Ipunoxenue: cTpaxoBoi MOJIUC
B 3-x sx3emmusipax
Hapsiny ¢ monHoii opmoit cioBa Enclosure ynorpebnsiercs u ero cokpaimenue — Encl. Eciau umeercst
HECKOJIBKO TPHIIOKCHUH, TO YKa3bIBACTCS X YHUCIIO.
2 Enclosures:
2 IpUIIOKEHUS
2 encl.:
PexomenyeM mepeyrcinTh JOKYMEHTHI, IpHiiaraeMele K micbMy. [Ipy nepevncienin Bce CioBa, KpoMe
MPEIOrOB MHITYTCSI C 3ariaBHONW OYKBBI.

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

OOBIYHO B JIENOBOH MEpenucKe MOCTCKPUNTYM He BcTpeuaercs. OH WMHOIZA, NpaBaa, BCTpedaeTcs B
KOMMEPUECKHX MHUChMax, KOTJa MUINYIIHA XOYeT 0cO00 BBIIEIUTH BOMPOC, OOCYKAaEMBbI B MUCHME.
[TocTcKkpuUNTYM HaYMHAETCS C IBYX 3aryaBHBIX JaTHHCKUX OykB P.S. wmm PS ( = mat. post scriptum
“Ilocne HamMCAaHHOTO”) W pacloyiaraeTCs B JICBOW 4YacTU INMMChMa WIM yKa3aHUS Ha MPUIOKCHUE.
[MocTckpunTyMm, Kak MpaBUIIO, HE TIOIITUCHIBAETCS, B €T0 KOHIIE aBTOP IMPOCTO CTABUT CBOM MHUITUAIIBI.
Pe}IKO, HO B XH3HHU BCTPCHAIOTCA HCHIPCIABUIACHHBIC O6CTO$ITC.HBCTB8,, Korga mucCbMO YK€ T'OTOBO K
OTIIPaBKe, HO TPOUCXOTUT COOBITHE, O KOTOPOM HEMPEMEHHO HY>KHO coo0muTh. Hanpumep:

Sincerely yours,
Henry Davis

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

Hckpenne Bam
I'enpu JleitBuc
VYupapinsitouuit 0TAeI0M
C6pITa
'] ac
I1.C. Hamr nupekrop momai B KaTacTpody. r.a.



PARTICULAR ADDRESSORATTENTION LINE

YKA3AHUE HA JIMIIO, KOTOPOE IO XEJAHUKO OTIPABUTEJIA JOJIXKHO ITPOYECTD
JAHHOE TIMCHbMO

OOBIYHO pacroyiaraeTcs Ha JIBE€ CTPOKM HHUXKE BHYTPEHHErO ajpeca. PacmpocTpaHEHBI CIIAYIOLIUE
(hOpMbI HATTUCAHUS

Attention: Mr. R. W. Stoll, Export Manager

Attention of Mr. R. W. Stoll

Attention of Export Department
Mr. R. W. Stoll, please
Attention Mr. Cave
Attention of Purchasing Manager
Ota CTpOKa MpHU3BIBaeT K 0COOOMY BHUMAHHIO OIPEAEICHHOTO YeIOBEKa, YacTO C IENbI0 YCKOPCHUS
paccMOTpeHus MUChbMa.
SUBJECT HEADING OR CAPTION
VYKA3AHUE HA COAEP)XAHME IMMCBMA
OOBIYHO TIEUaTaeTCs Ha JBE CTPOKH HIDKE BCTYIHUTEIBHOTO oOpamieHus. Ero Bcerma BBIICISIOT, YTOOBI
nerde ObLTO pa30MpaTh MOYTY W HAMPABIATh MUCbMa apecaTaM, HalpuMep:
Subject : Personnel Changes
Subject : Your Retirement Plan
SUBJECT : Your Retirement Plan
Re : Your Order of July 14, 1989
Price Reductions
Re B mepeBose 03HauaeT “OTHOCUTENHHO, KacaTeabHO™
REFERENCE NUMBER
YKA3AHUE HA CCBIJIKY
JInst oOerdeHust MepenycKy U COKPAIIEHHs BPEMEHN Ha MOMCK HEOOXOAMMOH TOKyMEHTAIlHH JeIoBast
KOppECHOHICHLIUA OOBIYHO HMMeEEeT CBOM perucTpalMoHHbI HoMep. Homep mokymeHTa, Ha KOTOpBIH
CCBUIAETCS aBTOP MHUChMa, UAET MOCTe CIOB
Our Reference : (Our Ref. No)
Your Reference : (Your Ref. No)
KOTOPpBIE, KaK MPaBUIO, MUUIYTCS PSIOM CO CTPOKON AaThl MM HAJ BHYTPEHHHUM a/IpECOM.
Ecnu nannas mH(pOpMaIms OTCYTCTBYET, TO aBTOpP IMHChMa MOKET CChUIAThCS Ha HOMEp JIOKYMEHTa B
HayaJie TeKkcra nucbma, Hanpumep:
Dear Sirs,
We refer to your letter of December 2, 1990, ref. 519|57300, and are pleased to learn from the last
paragraph that your corporation is quite willing to continue and develop the friendly trade relationship,
which has already existed so many years between us.
Gentlemen:
Thank you for your letter of February 28 under your reference
513/0240 regarding the European Production Conference.
CARBONCOPY NOTATION
YKA3AHUE HA KOITMHA, OTITPABJIEHHBIE 10 APYTM AZIPECAM
Ecmu, kxpome azipecaTa, KOMH NHChMa MOJYYaT JPYTUe JIHIA, TO TaKas MOMETKa JOJDKHA OBITh clieaHa
Ha OJIMH-/[Ba HHTEPBaJla HWKE YKa3aHUs Ha TPUIIOKEHHE K muchMy. Hanpumep:
Copy to Mr. M. G. Emhart
C.C.: The Bank of Osaka, Ltd., Kobe
The Osaka Chamber of Commerce and Industry
LOCATION OF BUSINESS LETTER PARTS
PACIIOJIOXKEHUE YACTEN MHMCHMA
B anrnmiickoM NHUCEMEHHOM MEJIOBOM JTHKETE HET €AMHOrO 00paslia pacIlojiOKEHHs BCeX dYacTei
nucbMa. CyIIecTByeT HECKONBKO JOPM, M3 KOTOPBIX HanboJee yHoTpeOUTeTbHBIMHU SIBIISIFOTCS JIBE.
1. bounas ¢opma (Block form ). OcHoBHast 0coO€HHOCTB 3TOi (HOPMBI AETOBOrO MHCHhMa 3aKII0YAETCS B
TOM, YTO BCE €T0 YacCTH, 32 UCKIIIOUCHNEM aJipeca OTIIPABUTEIS, 3aKIIOUUTEIEHON (POPMYITBI BEXKINBOCTH
W TIOJIICH, HAYMHAIOTCSI HETIOCPEACTBEHHO OT Kpas JIEBOTO MOJIsl; OpocaeTcs B Tla3a TaKKe OTCYTCTBHUE
KpacHOW CTPOKH B Hayaje Kaxa0ro adb3aua.



2. CymectByer u 1pyras ¢opMa pacHOJIOKEHUS MHCBMEHHOTO Marepuaia, KOorja CTPOKU ajpeca
OTIpaBUTENST W JaTa, a TaKkKe ajapeca IOJydaTelds W 3aKIIOYNTEIbHOH (OPMYJIBI II€YaTalOTCS C
orcrynmaMd. OCHOBHOH TEKCT INHMCBbMa TakKe Nedaraercss ¢ a03alHBIMH OTCTymamu. OJta (opma
Has3bIBaeTcs “3youatoit” (indented wiwm step form)

B xoMMepueckoil KOppeCTIOHACHLUH CYIIECTBYIOT M IPYrue€ CHOCOOBl KOMIIO3UIHUOHHOTO O(pOpPMIICHUS
JeJOoBOro muchkMa. HekoTopple M3 HHX — HEOOBIYHBIE, OpPOCKHE — HCIOJB3YIOTCS ISl TOTO, YTOOBI
MPUBJICYh BHUMAHUE YUTATENS K POpMeE MUceM, COepKaIINX HHPOPMAIIHIO PEKIIAMHOTO XapaKTepa.

EXAMPLES OF WRITTEN COMMUNICATIONS
NPUMEPHB IUCBMEHHBIX IITAMIIOB

JJIS1I HAYAJIA [IMCBMA
MpI1 nonyuunu Baiie nucbeMo or. ..

Bnarogapum 3a nucemo oT ...
briarogapum 3a Baitie nucbmo

orT 15 mas...

Boabmoe cmacu6o 3a Barie nucsMo

beino ouenn MPUATHO Y3HATh, 4TO...

41 ObL1 OBI OUYEHB OJIaroAapeH,
eci Obl BEI...

B otser Ha Barmme nucemo 0oT... (Ipockoy)...

Mo Bamreit mpocs6e MbI Boicnanu Bam. ..

Pagsl cooOmuTs BaMm, 4to...

[Tumry ¢ TeMm, 9TOOBI BEISICHUTH (3aKa3ath). ..

MpbI 04eHb 3aMHTEPECOBAHBI B. ..
Ccrutasich Ha Bai 3aka3
XoTenock Obl JOOABHUTH, YTO. ..

MBI 04eHb pajibl y3HATh, 4YTO BbI
3aMHTEPECOBAIUCH HAIIUM ...

Xorenochk 0b1 00paTuTh Barie
BHHUMAaHHE HA...

[Noxanyiicta, cooOmuTEe CBOM
yKa3aHUs 0 JOCTaBKe

[MoaTBepkaaem Ha 3aKas OT...

Baiue nuceMo ¢ npusiokeHueM
(YykazaHueM, mpocb0oii 0...)
paccMOTpPEHO

B orBeT Ha Bamie nucemMo orT...

B moaTBepikaeHue Haiero (ux)
TenedOHHOTO pasroBopa (mepe-
TOBOPOB, COCTOSIBIITMXCA B ...)
co00I11[aeM, UToO...

OPENING PHRASES
We have received your letter of...

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

We should like to add that...

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

We should like to draw your
attention to...

Please let us have your
instructions for shipping

This is to confirm our order of...

Your letter enclosing (stating

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

requesting us to do...,) has
been considered (given proper attention)
In reply (in response) to your letter of ...

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



Ccplnasicy Ha Halle MICHMO OT. .. With reference to (Referring to) our

coo0I111aeM, 4To. .. letter of... we wish to inform you that...

BHOBB ccbLIasCh HA ... With further reference to...

Panbr coobututs Bam, 4ro. .. We are pleased (We are glad) to inform you
that. ..

We have pleasure in informing you that...

K coxanennro, BEIHYKICHBI We are sorry (We regret) to have to
HANOMHUTHL Bawm, 4dro... remind you that...

W3 Bamero nuceMa Mbl y3Haiu, 4To. .. We learn from your letter that...

B cBs3u ¢ HamImM MUCEMOM OT ... In connection with our letter of....

U B IOATBEP)KICHHUE TEIETPAMMEI OT ... and in confirmation of our cable of...

MBI ¢ yIUBIEHUEM Y3HAIH U3 We are surprised to learn from your
Barmrero tenekca... telex...

CBA3VIOIIME SJIEMEHTBI IIMCBMA  BINDING PHRASES

M&I BeIpakaeM YBEpEHHOCTbH B TOM, 4TO... We express confidence that...
MBI COBEpITICHHO YBEPEHHL. . . We are sure (confident) that...
OMHOBpPEMEHHO XOTEeNH OBl At the same time we would like
HarmoMHUTEL Bawm, 9To0... to remind you that...
CuntaeM HEOOXOAUMBIM We find (consider) it is necessary
(BaxKHBIM, 11€JIECO00pPA3HBIM) OTMETHTh. . . (important, reasonable) to note...
[ToMuMoO BBITIIEYKA3aHHOTO. . . Apart from the above...
B nmomonHenue K BBIIEyKa3aHHOMY . .. Further to the above...
Mpi ObUIH OBI PaJIbl UMETh BO3MOXKHOCTb. . . We would welcome the opportunity...
[Tonp3ysCh BO3MOKHOCTBIO We are taking the opportunity
HAIlOMHUTH, 9TO. .. to remind you that...
Camo coboii pasymeercs. .. It is self understand. ..

It goes without saying...

Obpamaem Banre BHuMaHue Ha We wish to draw our attention to
TOT (pakt, 4TO the fact that...
We would like you to note that...
We wish to bring to you notice that...

BBuay BBITIIEH3I0KEHHOTO. .. In view of the above...
B cBsi3u ¢ aTHM. .. In this connection...
B cBs3u ¢ Bareii mpocs00ii. .. In connection with your request..
B cBs131 ¢ BEIIEH3IOKEHHBIM. . . In connection with the above
Hemno B ToMm, uTO... The matter is...

The point is...

B ci1okuBIIMXCS 00CTOSTENLCTBAX. . . In the circumstances...



ITo Bamemy MHEHHUIO. ..
B cooterctBum ¢ Barmeii mpocs00ii. ..

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

Hamee Brl nmumere

bosee Toro...

TeMm He MeHee. ..

B nepByto ouepens. ..

DaKTUYECKH. ..

Kpowme Toro...

B nononHeHue Kk HalleMy NUCbMY OT. ..

MbI BBIHY X I€HBI HATTOMHUTD
Bawm, 4rto...

HMmeeMm YAOBOJIBCTBUC MPCAIIOKUTH Bam...

Bam, HECOMHEHHO, U3BECTHO, YTO...
OueBugHo, Bam n3BectHO, 4TO. ..

[Tpunaraem KOMHIO MUCHhMa (PUPMBI. . .
I10 TIOBOJY... (B CBSI3H C)....

[Ipocum npuHATH BO BHUMaHUE
(yuecTn), 9TO...

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...

BBIPAXKEHIA, NCITIOJIB3YEMBIE B KOHIE ITMCBEMA

CLOSING PHRASES
Mgl OynieM npu3HATENBHBI 32
OBICTpBII OTBET...

[Ipocum oOpamaThCs K HaM,
ecnu Bam notpedyercs

MOMOIIIb (COAeHCTBUE). ..

Haneemcs nomyunts Baiu
OTBET B OMKanmeM Oy Iymem. ..

Me1 xoTenu ObI 3aBepuTh Bac. ..

Haneemcs noanepxatb
COTpYIHUYECTBO ¢ Bamu...

Bynem mpusHartenpHBI 3a ObICTpOE
BBINOJTHEHNE HAIIET0 3aKa3a

We early reply will be appreciated...

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

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

We wish (would like) to maintain
cooperation with you

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



MBI He 3aMeJIJTUM CBSI3aThCs C We shall not fail to contact (to get

HAIIIMHU OPTaHU3aIUIMHU in touch with) our organizations
(TIpOEKTHBIMU OPTaHHU3AIUIMH, (design organizations,
3aBOJIAMH-TTPOU3BOAUTEIISIMH ) manufactures)

Bompocs! u 3axanus:

1. [ToaroTOBBTECH K OOCYKIEHUIO TEOPETUIECKOTO MaTepHara.

CtpyKTypa ASIOBOTO MHCHhMA:

. 3aroJIoBOK.

. Jlatra nuceMma.

. HammenoBanwue u anpec monyvarens nuckMa (BHYTPEHHHH ajipec).

. [IpuBercTBue.

. OCHOBHOM TEKCT NHUCHMA.

. 3axnmrounTensHas GopMyIia BEKITHBOCTH.

. Ilonmuce.

. YKa3aHue Ha MpujIoKeHue (€CIu UMEETCs).

[Tone3nsie BoIpakeHns B aenoBoi mepenucke (Helpful Expressions in Business Correspondence):
IIpocsdbr  (Requests), Bripaxkenme coobmenus, Bripaxkenne Hagexasl (Expressing Hope),
BnarogapHocts (Gratitude), M3Bunenus (Apologies), Bripaxxenne ueymosnerBopenust (Expressing
Dissatisfaction), OTBeThI Ha Bompock! u npeioxkenus (Responding Questions and Proposals).

2. OTBETHTE HA BOIIPOCHI:

1). HazoBuTe OpuTaHCKMN M aMEPUKAHCKUIN JKBUBAJICHTHI pycckoil abOpeBuatypsl OOO (o0mmiecTBO ¢
OTPaHUYCHHOH OTBETCTBEHHOCTEIO).

2). Kak B Ha3BaHMM (UPMBI OTpaKaeTCs TO, YTO OHA MPENCTaBIAEeT cOO0H MapTHEPCTBO ABYX WM Ooee
monei?

3). Uto yka3bpIBaeTCs B 3aT0OJIOBKE MTHUCHEMa?

4). O gyem rOBOPHUT HOMEp JTOKyMeHTa?

5). I'me u xak yka3eiBaeTcs aTa mucbMa?

6). Kak mumercst BHyTpeHHHH afapec (aapec moiaydaTens)?

7). Kakue BexxnuBbie hopMbl oOpaiieHus (M B KaKUX CIyYasiX) YKa3bIBaloTCs nepea hamunueit aapecara?
8). Hanmmmmte mpown3BONIBHEBIN BapuaHT anpeca nonydatens B CLIA, BemukoOpuranuu, Kanane, oxHoi
n3 ctpaH EBpoIsl.

9). Uro mumercs B HadanbHOM a03ane muchkMa? Jlaiite cBOWM BapwaHT HadalbHOTO a03ala MHUChMA,
KOTOpOE BHI MUIIIETE B OPTraHU3AIMIO 110 MEXKAYHAPOJIHOMY OOMEHY CTYACHTaMH C MPOCHOOH COOOIINUTH
BaM YCJIOBUSI y4acTHsl B MPOrpamMMe JIETHETO OOMEHA W BO3MOXKHOCTH TopaboTaTh B JIETHEM Jlarepe B
CIIA?

3. BrinosauTe 3a1aHusl.

OO Nk W~

1. CocraBbTe MUCHMO-3aIIPOC OT CBOEH OpraHU3alii O BO3MOXKHOCTH IIOCTaBKH CIIOPTUBHON 00YyBU
JUIsl FOHOILIEH U IEBYLIEK.
2. Hanumwure oTBeT Ha 3ampoc O MOCTAaBKE CIOPTUBHOM OOYBM C MOATBEPKICHHEM T'OTOBHOCTH

OKa3aTh IOMOIIs M TONBITKOM yOeIuTh HOBOTO KJIHMEHTa B TEPCHEKTHBHOCTH OTHOIICHWH C Ballen
KOMITaHHEMN.

3. Crenaiite 3aka3 Ha MapTHIO TOBapa C MOATBEPXKICHUEM YCJIOBUM IUIaTeka, OOpaTHB BHUMAHUC
MOCTAaBIMKA HA CIIOCO0O YITaKOBKH.
4. Ob6parurech B (hupMy, IMOCTABIISIONTYI0 000PYIOBAHUE TSI TTPOMU3BOJICTBA MEOEITH, C TIPOCKOOH O

MPEIOCTABJICHUH BO3MOXXHOCTH TOJYYMTh MX MPOAYKIHIO B KPeAUT. YOEIUTE MOCTABIIMKA B Ballch
HaJIe’)KHOCTHU KakK IapTHepa.

5. CocTaBbTe MUCBMO-3aMIPOC O BO3MOYKHOCTH M YCJIOBHSX TPAHCIIOPTHPOBKH I'py3a IO YKEJIE3HOU
aopore.

6. Coo0mytTe cBOEMY KIMEHTY-UMIIOPTEpY 00 OTHIpaBKe Tpy3a aBTOMOOHIBHBIM TPaHCIOPTOM,
yKa3aB JIeTaJIH YIaKOBKH, BEC, CTOMMOCTb M TIPOYHE JETAIN COMPOBOANUTEIEHON TOKYMEHTAIIHH.

7. [TopyunTe cBOoeMy OaHKY CAENaTh MEPEUUCIICHUE 3a TAPTHIO TOBApa.

4. Answer the following question:

1. What are the parts of the Business letter?

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

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

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

closing?



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

What should you remember about enclosures?

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

8. If you want a letter addressed to a firm to reach a certain person, how would you indicate this?
5 . Write the adequate complimentary closes to the following opening salutations:
Dear Sir,

Dear Sir:

Messrs

Dear Mr. Brown,

Dear Madam,

Gentlemen:

Dear Mrs. Popov,

Dear Mrs. Brown:

Dear Dr Harris

6. Write the following dates in English:

Now

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

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

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

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

B Anrnuto:

A) Ha Pupmy «Cwmur u Can Jlumureny», Jlongon C.B.5, KBun Bukropus 25, Ha uMs MeHemKepa 10
9KCIOPTY;

B) na pupmy «Jlormon Metan» B Jlonnone H.B.7, mo ynure Jleitn 37, Ha uMs cexperaps;

B) na dupmy «Jlxon Bpayn», myOnnunas xommnanwusi, B JIOHIOHE (CEBEpO-BOCTOYHBIM CEKTOp 5), 1O
ynuie XonbopH, gom Ne27, r-ny [Ix. Bpayny;

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

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

E) B Bectdopa, rpadero Xemmmup, yi. bur Poyn, nom Ne33, dupme «Cmut u Can JIta». 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 amepukaHCKyI0 KOPIIOPALHIO;

B) cexperapro — xeHIIMHE;

I') cexperapro koMmaHuy;

) muccuc . J[»oHCOH;

E) mucc E. I'pus;

X) r-ny Croky (B amepHuKaHCKOH dopme);

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

W) cexpetapro (B aMepuKaHCKOU hupme).

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

A) TIucemo Hamucano 25.4.2012, ¢pupme «Bbpayn Bpases JItay mo agpecy: Anrius, rpaderso Mopkmmp,
ymuua Anenep Poya, nom Ne21, mo nmoBogy Bamero 3anpoca ot 15.4.2012.

HarmmuTe, uto B mononHenue kK Bamemy mucbmy ot 15.4.2013 Bbr xoTenu ObI COOOITUTH €111e Koe-KaKue
cBelleHMs. B 3akiioueHre BhIpa3uTe HAAEXKIy, YTO YCTAHOBUTE C (PUPMOW TUIOAOTBOPHBIEC IEIOBBIC
OTHOIICHHUS.

B) IMucemo nammcano 21.11.2013, ¢upme «Jlom Koy (mybnmuunas kommanus) mo azapecy: Horturrewm,
ynura bumon Poyn, nom Nel5, mo moBoay ux 3ampoca ot 1.11.2013. OtBersTe, uTo BB ¢ YI0BOIBECTBHEM
MOCHUTAETE UM MOCJIEIHUM KaTajor U MPEeUCKypaHT.. .. .

B 3akmroueHne HamMIIMTE, YTO BBl OXKUAAETE B3aMMOBBITOAHOM TOproBiu ¢ ux ¢upmoil. He 3a0yapre
yKa3aTh MIPUIOKEHHUE Ha § JMCTax.

B) Iucemo nanmcano 15.12.2013 ¢upme «bpayn Meran Ko» B AHrmio, 4To0bI OHO OBLIO MPENaHO T-HY
Cmury.

Anpec: JloHmon (ceBepHBIN cektop 6), ymuma Xairedt Bectr Xwmi, gom Ne 32, OTHOCHTEIHHO
obopynoBanus 1Mo KoHTpakTy Ne 51. Hamummre, 9ro ¢ coxkameHneM Bam mpuxoauTcs COOOIIHUTH €My,
qTo0...

B 3akirouenue nonpocute €ro cpoyHo Bam oTBETHTS.



IIpakTuuyeckoe 3ansaTue Nell. ConuanbHo-ciyxe0Has NepenucKa.
Lenb: ¢dopMupoBaHue y CTYACHTOB PEUEBOW, SI3BIKOBOM M KOMMYHHMKATHBHOM KOMICTCHIIUHM ISt
OCYIIECTBJICHUS JICNIOBBIX KOHTAKTOB.
B pesynbpTare ocBO€HHE TEMBI CTYIEHT JOJDKEH
3HaTh: OCHOBHBIC IPaMMAaTHUYECKUE SBIICHUS, XapaKTepHbIe [T TPOQeCcCHOHATFHON pedu; ISKCHUECKIe U
CHHTaKCHYECKHE 0COOCHHOCTH O(HUINATBHO-AETIOBOTO CTHIISI B AHTTIMHACKOM SI3BIKE;
YMETh: ONPEJENATh CTHIEBYH NPUHAIUIKHOCTh AHTJIMICKHX TEKCTOB O(HIIMAIBHO-IEIOBOTO CTHII,
BUJICTh XapaKTepHBIE CTHIIEBBIC YEPTHI; YUTATh O(PUIUATBHO-JICIIOBBIE TEKCTHI Pa3UYHON CTENCHH
CIIO)KHOCTH; CTPOHWTh JHAJOTMYECKyl0 W MOHOJOTHMYECKYI0 pedb C UCIOJIb30BaAHUEM Hanboee
yHOTpPeOUTENBHBIX JIEKCUKO-TPAMMATHYECKAX CPEICTB B OCHOBHBIX KOMMYHHKATHBHBIX CHTYaITUSIX
oHUIIaTBHOTO OOIIEHUS; TOHUMATh JUATIOTHIECKYIO0 M MOHOJIOTHYECKYIO pedb 10 U3YUCHHOH TeMe.
AKTyaJbHOCTh TEMBI: 00yCIIOBJIEHa HEOOXOTUMOCThI0 oBNageHus Y K-4.
TeopeTn4yeckasi 4acThb:
Bubl 1enoBoit KOppecnoHACHITUN
Kaxxnoe menoBoe muCbMO MHIIETCS C ONPENETICHHON LEebio, BRIpaXKAIOIee HaMepeHHe aBTopa, T.€.
nepeaaTh WM NoMy4uTh MHGopManuio. C ompeneneHHOH A0Nel YCIOBHOCTH BCe MHOKECTBO JENIOBOI
KOPPECTIOHCHIIMK MOKHO pa30uTh Ha rpynnsl. [lepByto rpynmy o0pa3yroT elnoBbie MUChMa, CBSI3aHHBIC
¢ pacmpoctpaHeHreM HHGMopMmanuu. JlemoBasi JESATEIBHOCTh TPENIoJaraeT paclpoCcTpaHeHUE
WHQOpPMa B CBS3M C PAa3IUYHBIMH TIPUYUHAMH: HEOOXOJHMMOCTBIO Tepefayd OQHUIHATBLHON
uHpopManuu (MHGOPMALMOHHBIE TICbMa), HEOOXOAUMOCTHIO HHPOPMUPOBAHHUS TAPTHEPOB MO OU3HECY
M 3aMHTEPECOBAHHBIX CTOPOH B TPOBEACHWU TEX WM WHBIX MEPOINPHUATHNH WM O CYIIECTBEHHBIX
coOBITHAX B chepe MX UHTEpecoB (MHMChMa-W3BEIICHHS, MHCbMA-TIPHUTIIAIICHNS, THChMa-yBeIOMIICHUS,
MUCHMa-COOOIIEHHUS ), HEOOXOUMOCTEI0 HHPOPMUPOBAHHUS TAPTHEPOB M MMOTECHIMAIBHBIX MOKYTIaTeIeH U
nmoTpeduTeNnell 0 MPeAOCTaBIIIEMBIX TOBapax M yciyrax (ITUChbMa-MPEIOKEHNs, PEKIaMHBIE MUChMA).
Kak npaBwiio, nemmoBsie michbMa JaHHOM TPYIIIBI HOCAT MHAIMATHBHBIN XapakTep.
Bropyto rpynmy o0pa3yloT JenoBble NHChbMa, CBS3aHHBIE C OOpallleHHSAMH K TeM MId WHBIM
OpraHu3alusaM, NpeAnpusTHsIM, (Gupmam (B TOM 4YHCIC W TapTHepaM N0 OU3HECY) B CBS3H C
MpHOOpPETEeHNEM TOBApPOB, OKa3aHWEM YCIYT WM BBHIIOJHEHHEM TeX WM HHBIX JIEHCTBHHA. DTH MHChMa
MOTYT HOCHTb KaK MHHMIIMATUBHBIA XapaKTep, TaK U SBJSATHCS CACIACTBUEM MOIYUYCHUS JICIIOBBIX ITHCEM,
OTHECEHHBIX K mpeapaymed rpynmne. Tperpio Tpymnmy o0pa3yroT ACNOBBIE IMUChMA, SBISIOIIAECS
OTBETaMU Ha TOJyYEeHHBIC MPEUIOKEHUS W MPOChObl. YeTBepTas Tpymia AENOBBIX NMHCEM CBs3aHa C
HEOOXOJMMOCTBIO Pa3pellicHHsT BO3HHKAIONIMX B Ipollecce JEIOBOTO B3aWMOJCHCTBHS CHOPOB U
MPOTHBOPEUUI M OTPAXKAIOT PA3IUYHYIO CTENeHb W TIyOMHY MpeTeH3uid (OT MUceM-HallOMUHAHUK 10
nmuceM-TpeOOBaHWN W PEKIIAaMAaIlOHHBIX THCeM). B TaTyr0 Tpynmy BXOISAT MHCHEMa, CBSI3aHHBIE C
BBIpQXXCHHEM JIMYHOTO YyYacTHs TI0 pa3iudHBIM TMoBoxaM. He oTpaxkas COOCTBEHHO JETOBYIO
NeATeIbHOCTh, O3TH THChMa CIHOCOOCTBYIOT TOJJEPKAHUI0 HEOOXOAWMBIX KOHTAKTOB, CO37aBast
HEOOXOJUMYIO STHUECKYIO U IICUXOJIOTMYECKYIO Cpelly BeAeHHUs Ou3Heca.
HNudopmarmmonnoe nucsMmo (Informative note)
WNudopmamionHoe muckMo — JETOBOE IMMHCHMO, COJAEpIKallee CBeIeHHs O(HUIMAIBHOTO XapaKTepa.
HNudopmarionssie TucbMa 00BIYHO HOCST THUIIOBOHM XapaKTep W, KaK MPaBUJIO, PACCHLIAIOTCS OpraHaMu
BIIACTH W YIIPABIICHUS Pa3IMYHBIX YPOBHEH MOJBEIOMCTBCHHBIM OpPTaHH3AIMsIM WM OpPTaHH3aIHsiIM,
JIeITEIbHOCTH KOTOPBIX Kacaercsl cojaepkamasics B HUX HH(opmanus. B wH(MOpMAaNMOHHBIX MUCHMaXx
MOTYT OyKBaJbHO NMPUBOAMUTHCSA T€ WM WHBIC MOJIOKEHHUS MPABOBBIX JOKYMEHTOB, MOTYT COJACPIKAThHCS
PEKOMEHJAINH, TPEUIOKEHUSI U Pa3bsICHEHHS [0 WX IPUMEHEHHUIO B ONpECNICHHBIX CUTyanusx. B
OTJENBHBIX CITydasXx WH(GOPMAIMOHHBIE TIHCbMa MOTYT COJEpPXaTh MPHUIIOXKEHHs (COOCTBEHHO MPaBOBbHIE
JOKYMEHTBI, METOAMYECCKHE YKA3aHUsI U Pa3bsICHEHHS U T.11.).
O6beM nHPOPMALIMOHHOTO MHCEMa KOJeOIeTcsl 0T 0IHOTO ad3ama 10 AByX-Tpex crpanui. Kak npaswuio,
WH(pOPMAIMOHHBIE TIFIChMa TTOJIITUCHIBAIOTCS PYKOBOJUTENIEM PACCHUTAIONIEH X OpraHU3aIii.
[Tucemo — coobmenue (Notification)
[MucemMo-cooOIIeHHEe — JEI0BOE MUCHMO, COJIEPIKAICe CBEICHUS O KAaKUX-TMOO COOBITHSIX U (PaKTax,
MPEJICTABIIAIONIMX HWHTEpPEC, Kak Ui aBTopa, Tak W Uil ajapecara. [IMcbMO-cooOIIeHHue OOBIYHO
HaYMHAETCS ¢ OOOCHOBAaHWS WM HEMOCPEICTBEHHO C W3JIOKEHUS COOO0IaeMoil WHQPOpPMAIUH ¢
WCIIOJIb30BAHUEM OJIHOW M3 CICIYIONIMX KITFOYEBBIX (pas:
We inform you that ... JoBoaum g0 Bamiero cBeneHus, uto ...
Coobmraem Bawm, 4To ...



We consider it is necessary to make CuntaeM HeOOXOAMMBIM IMOCTaBUTH Bac

you aware of... B M3BECTHOCTE O...
You are no doubt aware that... BaMm, HECOMHEHHO, U3BECTHO, YTO. ..
You may know that... OueBuano, Bam u3BectHO, 4TO. ..

[lpu cocraBneHHH MUCEM-COOOIIECHUH, SBISIONIMXCS OTBETaMH Ha IMPOCHOBI MM 3allpoChl, JOJKHO
COOJIOAATRCS SI3BIKOBOE COOTBETCTBHE: B TEKCTE OTBETA CIICAYET HCIIONL30BATH TE IKE S3BIKOBEHIC
000pOTHI M JIEKCHKY, KOTOPBIE HCIOJb30BAN aBTOP MPOCHOBI WM 3ampoca, MPH YCIOBHH, YTO OHHU
KOPPEKTHBI B I36IKOBOM OTHOIIICHUH.

[Mucemo — yBepomieHne

[MuceMo-yBeIOMIIEHHE — JIEIOBOE MMHCHMO, cojiepxkanice oQUIHaIbHyI0 HHPOPMAILIUIO O KAaKOM-JTHOO
MEpOTIPUATHH WU JCHCTBUSAX, UMEIOIIUX OTHOIICHHE K anpecary. [IMchbMo-yBemomiieHHe OJIU3KO TI0
HA3HAYCHUIO W  COJEPKAHUIO TMHCbMY-COOOIICHUIO, MUChMY-H3BEHICHUIO WM  MPUTIIAICHHIO.
YBeTOMIICHHST MOTYT MyOJIMKOBATHCS B CPEICTBAX MACCOBOW WHQOPMAIMH JJISI ONOBEIICHHS OOJBIIOTO
Kpyra 3auHTEepeCcOBaHHbBIX JIHII. Yalle Bcero B MHUChMax-yBEIOMIICHUSX UCTIONB3YETCs KitoueBas (pasa:
We notify that VBemomirsieM, 4to ...

[Tucemo — u3BenIeHNE

[TuceMo-u3BeIeHe — CITy)KeOHOE MUCHMO, coep Kaliee HHPopManuio 00 OpraHu3aIii U MPOBEACHUH
pa3IMYHBIX MYyOJWYHBIX MEPONPHUATUH (COBEIIaHWMN, CEeMHUHApPOB, BBICTABOK, KOH(MEPEHIMH W T.IL).
[Mucpma-u3BeeHUs PacChUIAIOTCS IMUPOKOMY KPYTY OpraHU3alluid, YUpexaeHuH, GUpM U MPpEeArpUsITHN
JUIS. UX TIPUBJICYCHUS WM TIPHUIJIANICHHS] K YYaCTHIO B YKa3aHHBIX MEPONPUSTUSAX. B 3aBHCUMOCTH OT
0COOCHHOCTEH TPOBOJUMBIX MEPONPHUATHH WIM CHeHNUPUKH OTHOIICHHH C ajpecaTaMH IHChbMa-
M3BEIIEHMSI MOTYT JIMOO TOJIBKO COOOINATh O MPOBOAMMOM MEPONPHUSATHH, BpEMEHH M MECTE MTPOBEIACHMUS,
nu00 OMHOBPEMEHHO TMPHINAIIATE K YYacTHIO ¢ HHOOPMHpPOBAHUEM OO YCIOBHSX YYacTHS B
MEPOTIPUATHH U COACPKaTh APYT'YIO BCIIOMOTaTeNbHYIO HH(OpMAIIHIO.

[Mucemo-npurnamenue (Invitation)

[MuceMo-npurnamenne — JeO0BOe MUCHEMO, cojlepxaiiee HH(OPMAIUI0 O KaKOM-THOO MPOBOJHMOM
MEpOTPUATHH U TIPUTIIANIICHUE aJ[pecaTy MPUHSITh B HEM y4acTHe

[Mpurnamennuss MOryT oQOpMIIATBCS Kak Ha ONaHKe MUCbMa, TaK M B MPOHM3BOJIBHOM (opmare c
Pa3INYHBIMU 3JIEMEHTaMH XYyJOKECTBEHHOTO 0OPMIICHHUS.

B nuceMax-npuriameHusx, Kak MpaBUIIO, MCIIONb3YETCsl JUYHOEe oOpamieHue K axpecaty: Dear ... u
KITIOYEBBIM TJIAr0JIOM ABIISIETCS TIIaroy invite.
... invites you to take part in .... ... Ipurnamaer Bac NpuHATL y4acTHe B...

We invite you to visit our exhibition... Ilpurnamaem Bac nocetuTs Halry BBICTABKY...
[MuceMa-nipurinanieHusi, HalpaBisieMble B BBIIIECTOSIIIE OPraHU3alliy, OPraHbl BIACTH U YIPaBICHHS,
W3BECTHBIM JIMIAM, JOJDKHBI MTOAMUCHIBATECS PYKOBOIUTEIEM opraHu3anni. OHU pacChlIaloTCs 10 1MoUTe
WIH KypPbepCKOW CBSI3bI0, HO HE JIOJDKHBI MepefaBaThCs MO KaHalaM 3JIEKTPOCBSI3U (B YaCTHOCTH, IO
KaHajgaMm (DaKCHMWJIBHOM CBs3M). Pacchuika mpWriameHds B KOMWW IO TOYTE MM IO KaHallaM
(aKCUMUIBHOW CBSI3M JIONyCTUMa B TOM Clly4yae, €ClId NPOBOAMMOE MEpPONpPHITHE HOCUT pabouuii
Xapakrep (CoBellaHHWe, 3acellaHhe KOJUISTMH, KOMHCCHH, COBETa) WM OPraHu3aTOpPbl MEpPONPHSTHS
3aWHTEPECOBAHBl B IPHUBIICYCHHH K HEMY KaK MOXHO OOJBINET0 KOJIHYECTBA YYACTHHKOB (HAYyJIHBIE
KOH(epeHITNH, CAMIIO3MYMBI, CEMHHAPHI H JIp. ).

Pexmamuoe nucemo (Advertising)

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

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

W3BecTnTh EMOBOTO MapTHEpPa O BBICBUIKE TEX WJIM MHBIX MaTepHaioB (MPUIOKEHHWEM K MUCHMY HITH
OTJIENIbHOM OaHIEPOITbI0) MOYKHO CJIEIYIOIINM 00pa3oM:

We are attaching some [IpuBoMM HEKOTOPYIO UH(GOPMAITHIO O...
information about...

I enclose the description of... [Ipunararo onucanwe

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

Our new trade list will be available Hamr HoBBII IepedyeHb TOBapOB



in a week and we are making a note OyJIeT rOTOB uepe3 Heelo,

to send you one as soon as it comes ¥ MBI BBIIUTEM Bawm sx3emiuisp,

off the press. KaK TOJIbKO OH BBIWIET M3 TICUATH.
We would like to draw your attention Xotum obpatuTh Bame BHUMaHue Ha
to the attached press release announcing MIpUJIaraeMblil Ipecc-pen3, KOTOPBIM

the launch of... products and services. MbI H3BeIIaEM O HaIIECH MPOTYKIIHH
M yciIyrax B O0JIacTH ...

Our new catalogue will be published Hamr HoBBIl KaTasor Bckope Oyaer
soon, and I shall send you a copy W3J1aH, 1 5 BeIILTIO BaM sk3eMIsp,
when it appears. KaK TOJBKO OH ITOSIBUTCSI.

As you requested, we are enclosing [To Bareit npockOe npuiaraem

a copy of our latest catalogue. AK3EMIULAP HAIIEro MOCJIETHEr0 KaTaora.
Enclosed you will find the latest [Ipunaraercst caMblii TOCTIeTHUH TTepedeHb
listing of our products. Halei HOBOH MPOAYKIHH.

I will send you our catalogues S Oyny BeIchUIaTh Bam Hamm

on a regular basis. KaTaJIoTH PETyJIIpHO.

[Tucemo-ipocrOa (Request)

[MuceMa-npockObI — JenoBbIe MUChbMa, UMEIOIINE Pa3HOOOpa3HyI0 TEMaTHUECKYIO HalpaBIeHHOCTb, OHU
MOTYT COCTaBIISATHCS TMPAKTHYECKH IO BCEM HAIPABIICHUSAM JEATCIBHOCTH OpraHusanuu. l[luceMo-
pocb0a MOYKET COCTOSATH TOJILKO M3 OJHOW MJIH IBYX YacTel. B mepBoM ciydae oHo HaumHaeTcs (ppasoii:
We hereby (kindly) request... [Ipocum ...

Bo BTOpOM Cityuae oHO COJIEpKUT 0OOCHOBaHUE MPOCKOBI M U3JIOKEHHE caMol pochObl. OOOCHOBaHME
MPOCKOBI OOBIYHO HAYMHAETCS C KIIFOUEBBIX (Ppas:

Taking into consideration Bcrssuc...

Due to the fact

In connection with

With reference of

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

0 ... information about...

[Ipocbba MoxeT hopMyIHpPOBaTHCA U O€3 UCIOIB30BAHUSI IIarojia «IPOCUTHY», HAIPUMEDP:

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

of the problem peleHue Bompoca ...

[Ipockba, kak cocTaBHash 4acTh MUCbMa, MOXKET MPHCYTCTBOBATh M B JIPYTHX BHJAX JEIOBBIX ITHCEM,
HaIrpuMep B COIPOBOUTENBLHBIX, TAPAaHTUHHBIX U J1p. [InceMo-npocsba TpedyeT mucbMa-oTBeTa.
[Tucemo-3asBKa

[MuceMo-3asBkKa — 93TO Ppa3HOBUAHOCTH MUCHMAa-MPOChObl. OOBYHO THCHhMa-3asBKH HE TPeOYIOT
MUCBMEHHOTO OTBETa. B OTBET Ha NHMCHMO-3asBKy IOJNydYaTeJeM OCYIICCTBISIOTCS ONpeAciIeHHbIE
NEHCTBUSL 110 pealn3aliy 3asBICHHON INPOCHOBI: BKIIOUCHHWE YKA3aHHBIX B 3asfBKE JIMI B YHCIIO
YYaCTHHKOB KaKOTO-JINOO MEpONPHSTHS, BBICBUIKA HEOOXOIMMBIX MAaTepHaloOB WM M3IaHWH W T.. B
TEKCTE 3asBKU OOBIYHO MCIIONIB3YIOTCS T€ XK€ S3BIKOBBIE 000POTHI, YTO U B MHCHMAax-Mpoch0ax.
I'apanTuiinoe nuceMo (Letter of guarantee, letter of assurance)

lapaHTHifHBIE TIICEMa — 3TO JICJNIOBBIE IHCHMA, COJCPIKAIINE O00S3aTENbCTBA OIUIATHI, BBIMONHEHUS
pabot, Bo3BpaTa KpenuTa M T.II. B kadecTBe alipecaToB rapaHTHIHBIX IHMCEM BBICTYIAIOT OPTaHU3AINU
WIIM KOHKPETHBIE JINIIA.

apaHTHiiHOE MUCEMO OJHOBPEMEHHO SIBIAETCS M MUCBMOM-TIPOCBOOil. IOpuamyeckyro 3Ha4MMOCTB
TapaHTUHHOMY NMUCHMY TPHIAET UCTIONB30BAHNE TAKUX YCTOWYHBBIX SI3BIKOBBIX 000POTOB, KaK

We guarantee payment Omutaty (IpefocTaBiIeHUE YCIYT.)

(service delivery) rapaHTHpyeM

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

[Mucemo-3amnpoc (inquiry, WK enquiry) KOMIaHusl MOChUIAeT, KOTrla X04eT:

— MOJIYIHTH MTOAPOOHYI0 HH(pOpMaITIio o ToBapax (goods-,

— y3HAaTh, UMEIOTCS JTM OHU B Haiwunu (availability of goods);

— YTOUHUTH BpeMs 1 cpoku noctaBku (delivery dates);



— NOJY4YUTh MHPOpPMALUIO 00 yCIOBUSX TOCTaBKH M ckuikax (terms and discounts), crmocobe
TparcrmopTupoBkd (method of transportation), crpaxoBanuu (insurance);

— MOJTyYUTh WH(OPMAITHIO O IIeHaxX Ha ToBapHI (prices of goods);

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

[Tpu HanKMcaHU¥ MUCEM-3aIPOCOB CIIEAYET KaK MOKHO 0oJiee OAPOOHO U3JI0KHUTH CYyTh Bompoca (to give
full details), aro mo3BomMT BameMy nemoBoMy mapTHEpY COKpaTHUThL BPeMs Ha COCTaBJICHHE OTBETA.

B cnygae, eciu Bei oOpaiaerecs ¢ 3aripocoM B JaHHYEO KOMITAaHHIO TIEPBBII pa3, B IIHCHMO JKeNaTeIbHO
BKJIFOYHTH CIICAYIOIIHE TYHKTBI:

1. Yka3zaHue Ha HUCTOYHUK MH(POPMAIIUU O JaHHOH KOMITAHUH U €€ TOBape.
2. CyTs BOMpOCa.

3. Kpatkue cBenenns o Bamieit komnaHum.

4, BripakeHue HaIeK/ bl HA COTPYIHUYECTBO.

[Ipuyem coBceM He 00s3aTe€IBHO CTPOTO MPHICPKHUBATHCS NAHHOW MoOcienoBaTeNbHOCTU. llpu
MMOBTOPHOM 3aIIpoce B MMCbMO OOBIYHO BKJIFOYAETCS TOJBKO BTOPOM MyHKT. Kak M GOJBIIMHCTBO IpYTUX
JICTIOBBIX THCEM, IHCHMO-3apOC, KaK MpaBWIIO, MeyaTaeTcss Ha (UPMEHHOM OJIaHKe, Ha KOTOPOM
yKa3aHbl Ha3BaHUE KOMIIAHUH-OTIPABUTEIII 3a1Ipoca, e MOYTOBBIN ajgpec, HoMmepa TenedoHoB u pakca.

B 3ampocax 0OBIMHO HCITONB3YIOTCS CIEAYIOIIHE KITUIIIE:

Please inform us

Please send us

We should be pleased if you could
inform us

We shall be obliged to

receive your(price-list)

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

We are interested in

We are in the market for

Quote prices (terms)

With reference to your
advertisement in...

Referring to your advertisement
We have an inquiry for

In connection with this ...

We read your advertisement in...

We have heard of your
products from ...

We are interested in buying

(importing, etc.) ...

Many thanks for your letter

We were very pleased to

receive your letter

We thank you for your inquiry

We are obliged for your letter

We attach (enclose)

We are pleased to send you

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

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

According to your inquiry

We send for your consideration our...

May we draw your attention

IIpocum cooOmmTh

[Ipocum BeIcTaTH

Mp1 6b1TH GBI pajIbl, €CIT ObI HaM
co00ImMIN

Mp! Ob11H OBl IPU3HATENIBHBI OTYYUTh
Bam (mpeiickypa#nr)

Mgl Oynem OnarogapHsl, eciin Bu
T00€3HO BBILIIUTE HAM CBOH KaTajor
Mg! nHTEpECYyeMCs

M5! HaMepeHB! 3aKyNUTh

VYkaxuTte 1eHsl (YCI0BHA)

Ccriasce Ha Bamry pexnamy B ...

Ccpinasics Ha Bamry pexiamy
Mp! x0Tenu Obl MONYYHUTh
MH(QOPMALHIO O...
B cBs3u ¢ aTUM
Mpbl ipounTany Bally pekiiamy B...
MBI y3HaIIM 0 MPOAYKLIHU

Ballel KOMIIAHWUH U3...
Mgl x0oTenu Obl KyIIUTh
(MMmopTHpOBaTh U T. I1.) ...
Bonpimoe cnacu6o 3a Bamie MUCbMO
Mp! ObLIH O4€HB pajibl HOIYYUTh
Bame nmucemo
biaronapum Bac 3a Bamu 3anpoc
Mpe1 npu3HartenbHbl 3a Bame nucsmo

IIpunaraem k cemy

Panp! BeIcHaTh BaMm

Paser BEICTIATh BaM B OTBET Ha Ballle
MICHEMO (3a1poc)

Ccplrasch Ha Ballle MUCHMO OT ...
Kak BBI ipocwii B BaieM mucbMe Of. ..

CorracHo Baremy 3amnpocy
[MockinaeM Ha Balle pacCMOTpPEHUE
[To3BonbTe 0OpaTuThH Bame 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.
Your prompt answer would
be appreciated.
[Mucemo-npemnoxenue (Offer)
[MucemoM-nipeutoskeHneM mocTaBmuk (the Supplier) 0ObaHO OTBedaeT Ha muchMo-3arpoc. OTBedas Ha
o01uii 3anpoc, oH OMaroJapuT 3a MPOSBICHHBIM WHTEpeC W OOBIYHO MpWIIaraeT MpeicKypaHTHl (price-
lists), katanoru (catalogues) uinu ycinoBust TUIIOBOro fAorosopa (typical Contract). OTBeT Ha crieaIbHBIN
3aIpoC NMPEayCMaTPHBACT OTBETHI HA BCE BOIIPOCH! IIOTEHIIMAILHOTO KINCHTA.
CTpyKTypa mHChbMa-TIPEAI0KEHHS:

[Ipocum cooOmuTL HaM
KaK MOYXHO CKOpEe ...
MeI siBIIsieMCsI TUCTPUOBIOTOpAMHU
(ummopTepaMu, MpoJIaBLAMH U T.IL.)...
MpI OBl XOTEITU YCTAaHOBUTH KOHTAKT
C TIPOU3BOIUTEISIME (ITOCTABIITHKAMH ).
Bamm uznenus HailnyT y Hac
CBOETO MOKYTIATEIs.
C HerepnenueM xxaeM Barero orsera.
Bynem npusHaTenbHbL

3a OBICTPBIN OTBET.

1. [ToBon HanMcaHus.

2. OTBeTHI Ha BONPOCH! NOTEHIIMATBHOTO 3aKa34nKa.
3. JomonHuTeNbHBIE TIPETOKEHUS.

4. BripaxeHnue Haex bl Ha 3aKa3.

OtBeyass Ha BOMPOCHI, CJIEAYeT JaTh TOYHOE OMMCAHHE TOBApa, [0 BO3MOXXHOCTH CONPOBOIUTH €T0
(doTomaTepuanaMi W/HIN pUCYHKamMu w/win oOpasmamu (samples). IIpu ompenenennu meHsl (price)
YUUTBIBAIOTCS BO3MOXKHBIE CKuaKH (discounts). OTAEIbHO PEHIAlOTCS BOMPOCH PACXOAOB HA YIAKOBKY
(packing), TpaHCIOPTHBIX pacxojaoB (transportation costs), ycimoBuii mocraBku (terms of delivery) u
oratsl (terms of payment).

[TncpMa-peuIoKEeHUsT OCBUTAIOT TakXke O0e3 INPEeNIeCTBYIOIETo 3alpoca, €CJM IMOCTABIIMK JKEeNlaeT
NpUBJIeYb BHUMAaHWE IOTCHIHAJbHBIX KIWEHTOB WM HANTH HOBBIX 3aKa3uMKOB Ha KOHKPETHBIE
npoayktel (special products) miam ux accoptumeHT (range). Teepaoe mnpemnoxenue (firm offer)
TIpeIyCMaTpUBAET 0COOBIC YCIOBHS, HapuMep, KOHEIHBIH cpok (deadline) momydeHus 3aka3a U CHCTEMY
CKHUJIOK B 3aBUCUMOCTH OT KOJHYECTBA TOBAapa U JIPYTHX YCIOBUH.

B npeanoxeHnsx 0ObIYHO UCTIONB3YIOTCA TAKOTO poaa (ppasbl-KInIIe.

On favourable terms we offer you... Ha BeIrogHBIX yCOBUSX... IpennaraeM Bam

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

This offer is made subject to your
immediate reply

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

this letter ...

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

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

This offer is made without
engagement/obligation on our part

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

reply ...

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

We were pleased to learn

C ynoBonbscTBHEM IpeanaraeM Bam,
npu ycioBuu Baiero akuenra

TCICKCOM

Ota oepTa nemaeTcs Mpu yCIOBUN
Bamero HemeJIeHHOTO OTBETA. ..
Me1 npeutaraem Bam ToBapsl, ipu
yciaoBuM Bariero noarBepkIeHus
B TCUCHUE ... THCH

C JIaThl JAHHOTO IHCHEMa

MpI gepkuM 3Ty 0QepTy OTKPHITOH
JUIS akienToBanus Bamu no...

C ynoBoisCTBUEM TIpeiaracM Bam

0e3 00s3aTeNbCTB. . .

Orta odepra genmaercs Oe3 KaKoro-

100 0053aTENHCTBA C HAILICH CTOPOHBI.

Orta odepTa neiicTBUTENbHA JIHITH B

TOM CJIy4ae, €Cli TOBap elie He Oyaer
IIPOJIaH 110 Noy4eHuu Bamiero orsera. ..

Ota odepTa gaeTcs Ha TOT CITydai,
€cIi MallliHa e1e He OyAeT nmpoaaHa
10 nojy4yeHuu Bamero orsera. ..
Hawm 6bL10 IpUATHO y3HATH O



your interest in...

We are most pleased

that you want to buy...

We are glad to say that

We can reserve you ...

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

We take pleasure in sending

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

are informing you that...

We enclose our catalogue with

the latest price-list.

Our detailed catalogue will
demonstrate the wide range

of our products

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,

Baiueli 3aMHTEpECOBAHHOCTH B ...
MEI 04€HB TOBOJIBHBI,

YTO BBI OXKENATIN KYIUTb ...

MBI pajibl COOOIIHUTS,

YTO MOEM OCTABUTH 34 BAMU ...
Bbr110 ouens mr00e3H0 ¢ Barmeit

CTOpPOHBI ITPOSBUTH TAKOU
UHTEpeC K Hallel padoTe...

C YAOBOJIBCTBUEM IIOCBLIACM BLI6paHHLIC

BaMH 00pa3Ibl U MPEJIaraem ...
Ha Bamu 3anpoc oT... Mbl
coobiraeM Bawm, uTo ...

MBI npuaraeM Hail KaTajior

C HOBEUILINM MPEHUCKYPAHTOM.
Hamr noapo0GHsIii mpefickypant
yOemuT Bac B pa3HOOOpa3uu
HAILIETO aCCOPTUMEHTA.

Hame npennoxenue 1eUCTBUTEIBHO IO ...

Me1 noctaBnsieM Ha yciaoBuax CUD.
[ena BKIIFOYaET ynakoBKY

Y TPAHCTIOPTHBIE PACXOIbI.

MpgI MOKeM IIPelOCTaBUTh
BaM 5 % CKUIKY.
Kak BuaHO 13 Halero nperckypanra,

our prices are at least 3 % lower HAIIIY ISHBI TI0 KpaiiHel Mepe
than market prices. Ha 3% HIKE PHIHOYHBIX.
I especially call your attention to... $1 ocoberHo obpararo Baiie BHUMaHHUE Ha...

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

Kpome ynoMsiHyThIX BhIIIIE TOBAPOB
Hama GpupMa IpOU3BOAUT TaKKe (CM....)
s Bamux 1iesneit Bam Jiydiie

BCET0O MOAONIET MOJICIb. ..

MeI ipocuM Bac erie pa3 o0CyauTh

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.

Hallle MPE/IIOKEHUE U COOOIIUTh HaM,
MOYKHO JTH paCCYMTHIBAThH Ha TIOJIyUEHHE 3aKa3a.
A npouny Bac ObicTpee 0hOPMUTH 3aKa3,
TaK KaKk KOJMYECTBO STOr0O TOBapa
Ha CKJIaJIe OrPaHUYCHO.

Mgl ObUTH OBl OYEHB Paabl OTYYUTh

OT Bac 3aKa3 Kak MOXHO CKopee.

Ecnu Bac He ycTpauBaeT Hale

MpeasIoKEeHUE, TPOCHM COOOIUTD

HaM O IPUYHHE.

We are looking forward to hearing C HeTepreHHEM KIIeM OTBETA.

from you soon.

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

s toro utoObl craenath 3aka3 (to place an order) Ha 3aKkymKy TeX HJIM HHBIX TOBAapOB OOBIYHO
3aIOJIHSIOT CIIeIHalIbHbIC OaHku 3aka3oB (order forms), B KOTOPHIX yKa3bIBaeTCs KOJIMUECTBO (quantity)
m3nenuit, ux onmcanue (description), meHa (price), ycnoBus omiaTel (terms of payment), qata moCcTaBKA
(date of delivery), ckunku (discounts) u 1.11. B psize cirygaes, korja HEOOXOAMMO MPOSICHUTH OTACIBHBIC
MYHKTH 3aka3a (to make certain points quite clear), mumeTcs conmpoBOAWTENBHOE MHCBMO (covering
letter), Kk kKoTOpOoMy IpuJaraeTcsi OaHK 3aKas3a.

Ecmu IIpomaser (Seller) nmu IloctaBmuk (Supplier) ToBapa B COCTOSSHHH BBIITOJTHUTD 3aKa3, OH IOCHLTAET
[oxymaremo (Buyer) moarsep:xnenue 3akasza (order acknowledgement, or confirmation), koropoe yarme
BCero mpejcTaBiseT coboil komuio 3akaza (order copy, or duplicate), moamucanuyro IIpomaBiiom.
OOBIYHO TOATBEPKICHUE 3aKa3a MPUIIAracTcs K COMPOBOAUTEILHOMY IMUCBMY, B koTopoM IIpomaser



BBIpaKaeT OJIarolapHOCTh 3a 3aKa3, a Takke coodmiaer [Tokymaremto o TeX WM HHBIX U3MEHEHHUSIX
(M3MEHEHHH 1IEH, CPOKOB TIOCTABKH U T. II.).

Ecnu IMpoaaserr sin6o IToctaBumk ToBapa mo KakuM-1u00 MpUYMHAM HE B COCTOSIHUM BBITTOJHUTH 3aKa3,
oH OO oOTKa3biBaeTCs OT 3aka3a (to refuse (to reject, to decline) the order), nmubo mnpemraraer

aJIeKBaTHYIO 3aMeHy (substitute) ToBapy, KOTOPOTO HET B HAJTMYHUH.

Kinire u BeIpa)keHHs MHCEM-3aKa30B:
In reply (response) to your letter

(fax) of (dated) ..., we thank you for ...
We are pleased to enclose our

Order No. ...

We enclose (are enclosing) our order for ...

We accept your offer and have pleasure
in placing an order with you for ...

Please confirm that you can supply...

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

Please supply/send us...

B otBer Ha Bame nicsmo (¢hakc) ot ...,
MBI Onarogapum Bac 3a...
Hmeem yn0BONIBCTBUE TIPUIIOKHTE K
JAHHOMY IIMCbMY Haml 3aka3 Ne ...
MBI npunaraeM Haul 3akas Ha...
MBI IpUHEMAaEM Ballle IPEIJIOKEHUE U
MMEEM YAOBOJIECTBUE PA3MECTHUTD
y Bac 3aKa3 Ha...
[Ipocum nmoATBEpANUTH, UTO BbI
MOJKETE NTOCTABHTE...
B kauecTBe MOATBEPKICHAA 3aKa3a
IIPOCUM BBICJIaTh HAM MOJAMUCAHHYIO
Bamu xonuro 3akasa.
IIpocum mocTaBUTE...

Kinme u BbIpaXCHUSA HI/ICCM-HOI[TBep)KI[eHI/Iﬁ 3aKa30B:

Thank you very much for your
order No ... of (dated) ...

As requested we enclose (are enclosing)
the copy of your order, duly signed,
as an acknowledgement.

We confirm that delivery will
be made by...

We hope that you will have a good
turnover, and that we will be dealing
with your company in the future.

Delivery will be made in conformity
(accordance) with your instructions.

brnaronapum Bac 3a Bamr 3aka3 Ne ... ot ...

Kax Bbl npocunu, Mbl ipujiaraem

KOIHIO 3aKa3a, MOIMHUCAHHYIO

HaMH, KaK MOATBepkaeHue Bamiero 3akasa.

MBI oITBEpIKAAEM, UTO ITOCTaBKa OyIeT
MPOU3BEACHA K ... (TaKOM-TO Aate).

Haneemcsi, 4To BbI OyieTe HIMETh XOPOIIHUN
000pOT, ¥ MBI OyZIEM COTPYIHAYATH C
Ballle KOMIAHUEN U B JAILHEHIIIEM.

[NocraBka OynmeT npousBencHa B
COOTBETCTBUHU C BalIUMU UHCTPYKLUSAMH.

Kinme u BbIPaXXCHUSA, UCIIOJIb3YEMBIC IIPHU OTKIIOHCHUH 3aKa30B:

We are sorry (we regret) to let you

know (to inform you) that we cannot
execute your order because of...

The goods you ordered are no

longer available.

We can offer you a substitute.

[Tucemo — HamomuHanue (Reminder letter)

K coxanenuto BbIHYKAEHBI COOOIINTH
BaM, YTO MBI HE MOYKEM BBIIIOJHUTH BaIl
3aKa3 Mo IPUIMHE ...
ToBapa, KOTOpBII BbI 3aKa3ailu,
0O0JIbIlIC HET B HAJIMYHH.
MoskeM IpeaIoKUTh BaM 3aMEHY

IIuceMo-HAIIOMUHAHUE — ACJIOBOC TIHMCbMO, MHCIOJB3YyCMOC IIPpU HEBBIIIOJHCHUN OpFaHH3aI_[I/IeI>'I—
MNapTHECPOM B3ATHIX Ha cebs1 00s3aTEeNbCTB WU TNPUHATBIX ,Z[OFOBOpeHHOCTeﬁ. KaroueBbiMu (bpa3aMH

TaKUX TIHCEM SIBIISFOTCSL:
We are sorry (We regret) to have to
remind you that...

We have to remind you that...

We wish to draw our attention to

the fact that... Tor daxT, gyTo

We would like you to note that...

We wish to bring to you notice that...

K coanenuto, BbIHYX/I€HbI HAOMHUTH Bawm, 4to...-

Mu1 BBIHYKICHBI HAIIOMHUTDb

Bawm, 4rto...

Oo0parraem Barie BHUMaHUE Ha

TekcT nrcbMa-HaMOMUHAHUS MOKET BKJIFOYATh B Ce0S IBE YaCTU: CCHUIKM Ha O(UIMATIbHBIN JJOKYMEHT, B
KOTOpOM 3a(UKCHPOBAaHBI O00s53aTENbCTBA CTOPOH WIIM OOCTOSITENTBCTBA, B CBSI3M C KOTOPBIMHU
OopraHu3aIys o0s3aHa MPEANPUHATE ONPeACICHHbIC NEHCTBUSA, W TPOCHOY BHITIOJHUTH B CBSI3U C OTUM
OTpe/ieIICHHbIC JAeicTBUA. JJOBOJIBHO YaCTO TaKKMe MUChbMa COJIEPIKAT TOJIBKO COOCTBEHHO HAIIOMHHAHUE.
B otTnenbHBIX ciyyasx NHCHMO-HAIIOMHHAHWUE MOXKET COAEPIKaTh TPEThIO YaCTh: MPEAYIPEKICHHE O



BO3MOKHOCTH NMPUMCHCHUA OIPECACICHHBIX CaHKIIMH IIpY HEBBIIIOJHCHUU aApeCaTOM B3ATBIX Ha cebs
OGHSaTeJ’ILCTB, HaIrpuMmep:

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

In the case of your failure to make B cayuae HeynnaTsl
payment(s)

Should you fail to make payment(s)

[Mucemo-TpedoBanue (Require, Dunning letter)

[Mucema-TpeOOBaHMS COCTABISIOTCS B CUTYAIUAX, KOTJIa OPTaHU3alUs-TIApTHEP HE BBITOJHAET B3AThIC HA
ceOst o0s3aTenbCcTBA WM BO3JIOKEHHbIe Ha Hee (yHKOuU. [lo cpaBHEHHIO C CHTyalusiMH, KOTJa
HaIlpaBJIAIOTCA NHCbMa-HAallOMUHAHUA, 3€Ch HEBBLIIIOJIHCHHUC 00513aTENILCTB HOCUT CHUCTEMATHUYECKHI
XapakTep WM UMEET MECTO UTHOPHPOBAHUE BBICTABISIEMBIX MPETEH3MH. 3a4acTy0 MUChMY-TPEOOBAHUIO
MpelecTByeT MUChbMO-HanoMuHaHue. [TuchbMa-TpeOoBaHus, KaKk MPABUIO, UMEIOT CIOKHYIO CTPYKTYPY.
B Hux 00s3aTenbHO W3NAraloTCsl YCJIOBHSI 3aKIIOYCHHBIX JIOTOBOPEHHOCTEH CO CCBUIKOM Ha
COOTBCTCTBYIOIIUC AOKYMCHTBI, OIMUCBHIBACTCA CJIOXKUBIIAACA B CBA3HM C UX HCBBIIIOJHCHUCM CHUTYyallu#,
(dhopmynmupyeTcs TpeOoBaHHE O HEOOXOAMMOCTH BBITONHEHHUS 00S3aTENbCTB M yTPO3BI MPUMEHEHUS
CaHKIMH B aipec KOPPECHOHICHTA, eCci 00513aTehCTBA HEe OYIYT BHITOTHEHBI.

KiroueBsiMu (pazaMu B TUCHbMax-TPEOOBAHUSIX MOTYT OBITh:

We urgently require to perform CpouHo TpeOyeM BBINOTHUTH

(send, grant, pay)... (BBICTIATH, TIPEIOCTABHUTD, IEPEUHUCITUTD )...
We require fulfil the obligations TpeOyeM BBIITOTHUTE B3STHIE

under the agreement. Ha ce0s 00s3aTeNbCTBA.

So far (Up till now) we have Jlo cux mop MBI HE TIOJTYYHITH OTBETA. . .

received no replay.

We cannot accept your point Mp1 He cornacHsl ¢ Bameit Toukoit

of view for the following reasons... 3pEHUS 110 CIACAYIOIIMM IPUYHHAM. . .
In case of your refusal... B ciygae Bamero oTkasza...

Should you refuse...

VYTpo3kl B aipec KOppecroHIeHTa MOTYT (hOpMYITHPOBATHCS CIIEAYIOIUM 00pa3oM:
Otherwise, you will be presented B nporuBHOM cniyyae Bam OynyT

to the penal provisions. MIPEIbABICHBI MTpadHBIC CAHKITHH.
Otherwise the case will be submitted B mpotuBHOM citydae geno Oyaer

to arbitration. nepeaaHo B ApOUTPakHBIH Cy/I.

[Iperensuonnoe (pexnamaruonHoe) nucbMo (Claim)

[IpereH3nonHble (pEKJIAMAIIMOHHBIC) MUChMa COCTABJSIFOTCSA B CIIy4YasX, €CIM TpPU HCIOTHEHUH
JIOTOBOPOB OJTHA U3 CTOPOH HapyIIaeT B3sAThIE Ha ce0st 00s3aTeNbcTBa. Bo MHOTHX Cilydasx Takue MUChMa
MOSIBISIFOTCS  TIOCTIE TOTrO, Kak OBUIM OCTaBJCHBI 0O€3 OTBETa NUCbMAa-HAIIOMUHAHMS WM IHChMa-
TpeOoBanms. llenmp mpereH3um (peKiaManuud) — BO3MECTHTHh IOTEPH, IOJYYEHHBIE B pPe3yJbTaTe
HapyIIeHUs YCIOBUN AOroBopa. TekcT mpeTeH3un (pexiiaMaliii) BKII0YaeT B ce0d:

- OCHOBaHHE IS TPEABSBICHUS TPETEH3WH (CChUIKA Ha JOTOBOP, 3aKIOYCHHBIH MEXIY CTOPOHAMH,
rapaHTUITHOE THCHMO WM MHBIC 0053aTeIbCTBA),

- IpeJIMET MPETEH3UH (JIOMKHO OBITh YKa3aHO, KAKOe 0053aTeNIbCTBO HAPYIICHO U B KAKOU Mepe);

- JIOKa3aTeNbCTBa (CCHUTKM Ha JAOKYMEHTHI, MOJITBEP)KIAIONINE HAPYIICHUE JOTOBOPHBIX 00S3aTEIILCTB
BHHOBHON CTOPOHOM);

- KOHKpETHbIE TpeOOBaHUS COCTABUTENsI MpeTeH3uH (TpeOOBaHWE 3aMEHBl HEKAUeCTBEHHOT'O TOBapa,
TpeOOBaHMWE YIIEHKH TOBapa, TPeOOBaHMWE CKHIKH C OOIIEH CTOMMOCTH IMapTHH TOBapa, TpeOoBaHHE
pacTopKeHHsI KOHTPAaKTa MM BO3MEILEHHUS YOBITKOB U JIp. ).

[TpunokeHUsIMU K TPETEH3UU MOTYT OBITh TaKHe JOKYMEHTBI, KaK aKT SKCIEPTH3bI, aKT HECOOTBETCTBHS
TOBapa IO KOJMYECTBY M KadyecTBY, PEKIAMAIMOHHBIA aKT, TPAHCIOPTHBIE JOKYMEHTHI W JIp., B
3aBUCHMOCTH OT MpeaMeTa npeteH3nn. Hampumep:

We present you a claim... [Ipenwsasnsem Bam nperensuto...
In accordance with the above, please B cooTBeTCTBHH C U3I0KEHHBIM ITPOCUM
send us new consignment stock. Bac oTmpaBuTh HaM HOBYIO MAPTHIO TOBapa

[Mucemo — no3apasnenue (Letter of congratulation)



[MuceMa-mio3apaBiieHusT HAMpPaBISIFOTCS B TOP)KECTBEHHBIX — CIy4asx: O(UIMANbHBIA Tpa3IHUK,
npodecCHOHANBHBIN TPa3HUK, 3HAYATEILHOE COOBITHE B JKU3HH JIOJDKHOCTHOTO JIMIA WUITH OPTaHH3aIuN
(BpyueHue Harpajpl, FOOWICH, MPUCYKACHUE IOYETHOTO, HAYYHOTO 3BaHMS, CTCIICHH, N30paHue B KaKkoii-
0o opraH u Jp.), 3HaUUMble COOBITUS B YacTHOH ku3HH. [lo3apaBieHus nuiryTcs Ha OJlaHKE MUChMa
OpTraHM3allvy WM HA CIeUUaTbHBIX OlaHKax mosapasieHuid. [lo3apaBienue, MOArOTOBIEHHOE HA OlaHKe
MUCHbMa, JIOJDKHO cOJiepaTh O(GOPMIIEHHBI B COOTBETCTBUH C TPEOOBAaHHMSIMH CTaHAAPTAa PEKBH3HT
«Anpecary». IloznpaBneHuss MoryT oQoOpMIAThCS Ha Oymare pa3IM4HOW I[BETOBOW TaMMBbl C
YKpalIeHUsIMH B BUAE OPHAMEHTOB M BOASHBIX 3HAKOB, HMEIOIICH OOJBIIYIO MJIOTHOCTD, U BKJIAABIBATHCS
B CHCHHUANbHBIC TMaNKU-aapeca. B mocienHeM ciydae MO3APaBICHUE COACPIKHT TOJIBKO OOpaIieHHe K
JUIy WIA KoJuleKTHBY. [IpH KOJUIEKTMBHOM ajpecare W TPH HAMpaBICHUH MHChMa-M03JPaBICHUS
IOPHIMYECKOMY JIMIY MTOpaMUIbHOE U IOMMEHHOE 00pallleH|e He UCTIONb3yeTcs. [Inchma-no3apaBieHust
BCETJIa JJOJDKHBI ObITh TOAMUCAHBI.

[Mucemo — 6marogaprocth (Note of thanks)

[Mucemo-6marogapHocTs (0JaroJapCTBEHHOE MHCHMO) — JICJIOBOE MUCHMO, HANpaBseMOe ajpecaTy
(opraHuzanyu, JOJKHOCTHOMY JIUILY WIIM TPayKAaHUHY) C BEIpaKEHHEM OJIaroJapHOCTH 3a COBEPIICHHBIC
JCUCTBHSI WA OKa3aHHbBIC YCITYTH.

Io cpaBHEHHIO C APYTHMU BHJIAMH JIIIOBBIX TIHCEM OJ1arofapcTBEHHbBIE MMChMa OOBIYHO COCTABIISIFOTCS B
Oonee cBoboHON Popme. KimoueBbiMU pazaMyl TaKUX THCEM SBISIOTCA:

We thank you for ... bnaronapum 3a...

Let me thank you for... [To3BoneTe Bac mobmaromaputs 3a ..

[Mucemo-cobonesnosanue (Letter of condolence)
[TuceMo-co00JIe3HOBAHNE — MHCHMO, HAMPABISIEMOE B TPArMYECKUX WM TEYANBHBIX JKU3HCHHBIX
cUTyanusix (CMepTh, HECUACTHBIN CITy4aid, CTHXUIHOE OelICTBHE U JIP.) JJISl BBIPaKCHUS YIACTHS:
We regret (We are sorry) to learn from MBI ¢ coxalleHUEeM y3HAIH U3
your letter of... that... Bamero nmucbMma or ..., 9TO...
We express to you our Bripaxxaem Bam Hatm uckpeHHue
sincere condolences... c000JIe3HOBAHHUS. ..
[Mucemo — uzBuneHue (Apologies)
[TucbMO-U3BMHEHNE — JIENIOBOE TIMCHhMO, aBTOp KOTOPOTO TPHHOCHT W3BHHEHUS ajupecary 3a
MpUYMHEHHbIe Heyno0cTBa. [TiMcbMa-H3BHHEHHS, KaK MPABHUIIO0, HAYHHAIOTCS CIICAYIOIUME (hpa3aMu:
We offer apologies for the delay in IIpocum u3BMHEHHSA 32 HEKOTOPYIO
answering your letter 3amepxky ¢ oTBeTOM Ha Barrie mucpMo

We apologize for... [MoxanylicTa, IPUMHUTE HAIIA U3BHHEHUS 34. . .

Please accept our apologies for...

B cooTBercTBHM ¢ TpeOOBaHUSIMH STHKETA AEIOBOI0 OOIIECHHS B MUCbME TpeOyeTcsi OObSCHUTH IPUYUHY,
MPUBEANIYI0 K BO3HHKHOBCHHIO TPOOIEMHOHN U aapecaTa CUTyallMd, a B KOHIIE MHChMa TOBTOPUTH
¢dpasy ¢ U3BUHEHUSAMH, HO HE OyKBaJIbHO, a B MHOW (YOPMYIIHPOBKE.

PexomennmarenpHoe mucbMo (Letter of recommendation)

PexoMmennaTenpHOE MUCBMO — MUCBMO, B KOTOPOM AA€TCS XapaKTEPUCTHKA KOHKPETHOI'O YEJIOBEKA IS
ycTpoiictBa ero Ha pabory, oOydueHue u JAp. PexoMmeHpaTenpHble MHCbMa BCerga CcoAepiKaT
OnaronpusTHBIE OT3BIBBI O XapaKTEPU3YyEMbIX, B CBS3H C YeM MHOTHE CIIEHUAIHCTHI M0 YIPaBJICHHIO
MEPCOHAIIOM CUYUTAIOT TaKWe IMUChMa CYOBEKTHBHBIMH, TEM HE MEHee, OHH HMEIOT OIpe/IeIeHHOe
3HAQUYCHUE TIpH OIEHKE KaHIWaaTa, IOMOTas Co3JaTh oOllee TMpelCTaBICHHE O COHMCKAaTele.
PexoMmenpaTensHOE MUCHbMO, KaK IMPaBUIIO, MUIIETCS HA OJIAHKE KOMIIAHUHM — MOCJIECAHEr0 MeCcTa paboThI
COMCKATeNs, MOANHMCHIBACTCS PYKOBOOUTEIEM KOMIIAHHUM WM JPYTUM JOJDKHOCTHBIM JHLOM. Jlis
MOTEHIUAIBLHOTO paboTonarens peKOMEHAaTeNbHOe MHCBMO — 93TO, CKOpee, TapaHTHs TOTrOo, 4YTO
COHMCKATeNb JCHCTBUTENBHO padoTall B TaHHON KOMITAHUH, BBITTOJHSIT ONPEACICHHBIN KPYyT 00sI3aHHOCTEH
W OCTaBWJI KOMIIAaHHMIO, COXPaHMB O ce0e Xopollee BledaTieHHe. PeKkoMeHaaTenbHOEe MHCEMO JOJKHO
COCTOSITh U3 CIIEAYIOIUX PA3/IeIOB:

- BBEJCHHE, B KOTOPOM KpaTKO H3JIararoTcsi OOCTOATENLCTBA 3HAKOMCTBA aBTOpa MHCbMa C
PEKOMEHTyEeMBbIM MM JIHLIOM;

- CBEIICHHUS O PEKOMEHIYEeMOM JHIle (CBeACHHS 00 00pa30BaHHWM, YPOBHE MOIATOTOBKH, KBAaTH(HUKAIIHH,
OIbITe pabOThI, JIEJIOBBIE W JMYHOCTHBIC KAa4ecTBa), MPU 3TOM OCO00 BBIACISIFOTCS T€ €r0 YepThl U
CIIOCOOHOCTH, KOTOpBIE MOTYT OBITh HamOoJiee IMOJIe3HBI Pa0OTOAATENI0O B TOW OpraHU3alMd MU
JOJKHOCTH, KyJla COUCKATEb CTPEMHTCS IONaCTh;



- 3aKJIIOYUTENbHAS YacTh, B KOTOPOH aBTOP MPOCUT MOTydaTesst 03HAKOMHUTHCS C pe3IOMe COMCKaTeNsl UITH
€ro KpaTKUMHU aHKETHBIMH JJAHHBIMH M HA3HAYHUTH BCTPEUy AJIsl COOECEeIOBaHNUS;

- KOMIUTHIMEHTapHAas 9acTh, B KOTOPOW aBTOP BBIPAKAET CBOIO MIPU3HATEIHHOCTD.

EcTb HeckonbKo oTpacield JesaTeNbHOCTH, IZIeé PEeKOMEHIAWU O0s3aTelIbHbl MOYTH 0€3 HCKIIOYeHHH:
OXpaHHBI OW3HEC, MEIWIMHA, Hayka, pa0oTa ¢ ACTbMHU (HSHHW, TYBEPHAHTKH U T.1.). B OCTalbHBIX
CIIyYasix MCIIOJIb30BaHNE PEKOMEHATEBHBIX MTHCEM 3aBUCHT OT KOHKPETHOM CHUTYyaInH.

Bomnpoch! u 3ananus:

1. [TonroToBbTECH K OOCYKACHUIO TEOPETHYECKOTO MaTepUaa.

Buner nenoBsix mucem (OtBer Ha mpuriamenue. biarogapcrsenHoe muckMo. Pekmamanms. [Iperensus.
Haznadenus nemoBoit BcTpeun. lluchMma: mpwriamieHus, MPOocbObI, 0JarogapHOCTH, COOOIE3HOBAHUS,
COKaJeHus, COUYBCTBUS). Pexmamann u ipeter3uu. OTBETH Ha pexinaMmanuu. Kareropun pexinamaruii.
2. BemonHuTe 3a7aHUS U OTBETHTE HA BOMPOCHI:

1). O3HaKOMUBIIHNCH CO CTPYKTYpPOH MHIChMa M 00pa3IaMy IHCEM MEXIYHApOIHOTO 00pasiia, HAITUIIIUTE
Ha JucTe OymMard PEeKBU3UTHI MHUChMa B TMOPSIKE MX cienoBaHus. JlaiiTe aHTIMICKUE 3KBUBAJICHTHI
Ha3BaHUU PEKBU3UTOB.

2). Kak HaunHaeTCs M 3aKaHYMBAETCA MTUCHMO, eCITi (paMUIIHs U UMS aJipecata BaM He U3BECTHBI?

3). C kakoil 1enp0 Ha CIEAYIOImeld CTPOKe TOcje OOpalmIeHus CTaBWJICS COKpamieHue Re: m 9To OHO
o6o3HavaeT?

3. 3amanust ¥ BOMPOCHI ISt POPMUPOBAHUS M KOHTPOJIS BIIAJICHUST KOMITCTECHITVSIMHE:

HarmmuTe cBouM mapTHepaM 1Mo Ou3HeCy KpaTKHUE IMHChMa:

- C TIO3/IPABIICHUEM IO TTOBOIY YCIICIITHOTO YYaCTHs B BHICTABKE;

- C BBIPQXKEHUEM COOO0JIE3HOBAHMUS 10 TIOBOIY KOHYMHBI T€HEPATbHOTO IUPEKTOPA;

- ¢ O6JaroIapHOCTHIO 32 MPUEM BaIlTUX COTPYIHHUKOB BO BpEeMs U KOMaHIHPOBKH;

- C U3BUHCHHMEM 3a 3aJepXKKy IIOCTaBKM TMPOAYKIIUH, BbI3BAHHYIO (HOPC-MAXKOPHBIMHU
00CTOSTEIBCTBAMU,

- C TIpUTTIAIIEHUEM TIPUHSTH YYacTHe B TOPYKECTBaX 10 1moBoy 20-1eTus Bamei GupMer;

- C peKOMEHJIAINel Ballero KOJJIETH ISl y9acTHs B MEPEroBOPHI 10 WHTEpecyromeil o0e Bamm
(UpMBI TEMaTHKE.

MpaxkTuueckoe 3anaTue Nel2. Ciayxe0Hble 3aNIMCKH, CO00IIeHUs M0 PaKcy, JIEKTPOHHAS MOYTA.
Lens: ¢dopmMupoBaHUe Yy CTYJICHTOB PEYEBOW, S3BIKOBOM M KOMMYHHUKATHBHOW KOMIICTEHIIMH JUIS
OCYIIECTBJICHUS JICIOBBIX KOHTAKTOB.

B pe3synbrare 0CBOCHHE TEMBI CTYCHT JOJDKEH
3HaTh: OCHOBHBIC IPAMMAaTHUYECKHUE SBIICHUS, XapaKTepHbIE [T TPOQeCcCHOHATFHON pedu; ISKCHUECKHe U
CHHTaKCHYeCKHe 0COOCHHOCTH O(QHUINATBHO-AETI0OBOTO CTHIISI B AHTJIIMHCKOM SI3bIKE;
YMETb: ONPEACNATh CTWIEBYIO NPHHAUIC)KHOCTh AHIIIMHCKUX TEKCTOB O(HUIMANIBEHO-IEIOBOTO CTHIIS,
BUJICTh XapaKTEpHBIC CTHWIEBBIC YEPTHI; YUTATh OQHUINAIBHO-ICTOBBIE TEKCTHl PA3IMYHON CTETICHH
CIIO)KHOCTH; CTPOHWTh JHAJOTMYECKYl0 W MOHOJOTHMYECKYI0 pedb C UCIOJIB30BaHUEM Hanboee
yIOTPEOUTENBHBIX JIEKCHKO-TPAMMATUYECKUX CPEACTB B OCHOBHBIX KOMMYHHKATHUBHBIX CHTYaIHIX
o(UIHaTBEHOTO OOMIEHNUS; TOHUMATh TUAJIOTMYECKYI0 M MOHOJIOTHYECKYIO Pedb 110 H3y4EeHHOH TeMe.
AKTyaTbHOCTH TEMBI: 00yCIIOBJICHA HEOOXOAMMOCTEIO oBNafeHus Y K-4.
TeopeTnueckasi 4acThb:

CoBpeMeHHBIE cpelICTBa Niepeaaun HHpopMaun
1. ®akc (fax, fax machine) cayxuT 1y mepegadn AenoBoi kKoppecnonaeHnun (business correspondence)
o tenedoHHol ceTh. B COBpeMEHHO# J1e/I0BOM MPAKTHUKE 10 (PaKCy OOBIYHO MOCHUIAIOT:
— KOMMepueckue npeanoxenus (offers);
— nipaiic-nucTsl (price lists);
— pexnamubie MaTepranbl (advertising materials);
— npecc-penusbl (press releases);
— MUCHMEHHBIE 3aIpoCkl (Written inquiries) ¥ T.I., a TAKXKe OCYMIECTBIIOT TEKYIIYIO MEPEIUCKY.
Pa3mep (akca 0OBIYHO HE TPEBBHINIAET OMHON CTPAHHUIIBI, @ €T0 CTPYKTypa COOTBETCTBYET CTPYKTYpe
JIeTIOBOTO MUCHMA.
dakchl MOAMMBAIOTCS B A€N0. MIX MOXXKHO MCIOJB30BaTh B KAUECTBE JIOKA3aTENLCTBA MPH pa3pelIeHUH
MPOTUBOPEUNH MEKTy AETOBBIMH ITapTHEPAMH.
[To daxcy oOBIYHO HE TTepeatoTCs:
— OpHUTMHAJIBI KOHTpakToB (original contracts);
— akkpeautushl (letters of credit);



— cuera-pakTypbl (invoices) W JAp. BaXKHBIC JOKYMEHTBI, KOTOPBIE IEPECHUIAIOTCS 3aKa3HBIMU
MUChMaMH JHO0 TTepelaloTCs C KYPhepOM.

2. DnextponHas nouta (E-mail) sBisercs HambOonee MOIMyNSPHBIM M CAMBIM TPOCTBIM TPHIIOKEHHUEM
rnobansHON KOMIbIOTepHOU ceTH Internet, oxBartbiBatomieid Oonee 100 cTpaH W IECSITKM MUJUTHOHOB
MOJIb30BaTENEH.

DJNeKTpOHHAA T0YTa MO3BOJIAET COKPATUTH PACXOJBI HA JOCTaBKY MHCEM MW OTHpaBKy (pakcos, a
TaKXe YMPOCTHTh OOMEH KOPPECIIOHJICHIINEH MEeX]y JENOBBIMU TMapTHepamMH. [ TaBHBIM HEIOCTATKOM
3JIEKTPOHHOM MOYTHI SIBJISIETCS caadast 3aluTa nepeJaBaeMoi mo Heid nHpOopMaLuy.

[Ipocreiimum perierreM At OONBITMHCTBA HEOOIBIINX KOMIIAHUN M OM3HECMEHOB 3allafHBIX CTpPaH,
MO3BOJIAIONICE MM TIOJNYYUTh JOCTyll K Internet, sBisroTcss KommbroTep ¢ MojemoMm (modem) u
kommyTHpyemoe (dial-up) coeanHenue c y31moBbIM KomibioTepoM (host) mo TeneoHHOH JWMHHH.
BosMoxxHOCTh TOmacTe B ceTh, HaOpaB HOMep Teje(oHa Y3JIOBOTO KOMITBIOTEPA, HEMOCPEICTBEHHO
BXOJIsTIero B Internet, mpegoCTaBIAIOT MECTHBIE MIOCTABIUKN CETEBBIX yCIYT (service providers).
TexHu4ecKH OJJIGKTPOHHAs MOYTa — OOMEH UU(POBBIMU COOOIICHUSIMH MEXIY aJapecaMd BHJA
[rosIb30BaTENb | MHTEPHET-TIpOBaiiep |.[ IOMEH]. Jlomen - COKpallEHHE CTpaHbl I
OpraHU3aIMOHHOTO THTIA (OOBIIHO COm).

Tunel opraHuzanuii. AHDJIOTOBOpPSAIIHE (OCOOEHHO aMEpHUKAHCKUE) TPEIIPHSITHS HMEIOT
npodunbHble JoMeHBl. Anpec biff@math.utoronto.ca Oynet o3Hauyarp, 4TO €ro mois30Barenb, r-uH bugdg,
pabotaet Ha MaTdake TOPOHTCKOrO yHUBEPCUTETA.
com  KOpIopamus
edu  oOpazoBarenbHOE YUpeKACHUE
gOV  TIPaBUTEILCTBEHHBIN OpraH

mil BOEHHOE BEIOMCTBO
net MHTEPHET-KOMIIaHU
org OpraHu3aIus

[ITanka 31€KTPOHHON MOYTHI

JlenoBble COOOIIEHUST HAYMHAIOTCS CO CTATUCTHKH: to (TMoiydarens), from (OTHpaBUTENb) W WHOTIA CC
(rorum). CKpbITHIE KoMK 0003HA4Yar0TCs Kak bee. [maBHOe — subject (Tema) kak 3aroyioBok nucbMa. OHa
JIOJDKHA TOYHO OIUCHIBATH cojiepxanue. CpoYHbIe COOOIICHUS MOYKHO ITOMEYaTh KPACHBIM (DJIAYKKOM.
D-TIOYTOBOE BCTYILICHUE

JenoBsie coobmieHnst HaunHaroTcs ¢ Dear... u 3akanunBaroTcs Best wishes nim (Best) regards. B Texcre
aBTOP 4YTO-TO YTBEPXJIAeT, COOOINAET, CIpallnBaeT, OTBe4aeT, oOcyxnaaeT, mpocuT... CyTb ciemyet
n3Jarath B MepBOM ab3arie.

[Tpumeps! (opMaNTbHOTO BCTYIUICHUS:

Following our meeting / phone conversation, ... B npomomkenue Haieii BCTpedn/ eperosopa, ...

With reference to ...  Co cchUIKOI Ha ...

Regarding our ... OTHOCHTENHHO ...

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

Te3ucel yacTo u3IaraloT MOPAAKOBBIM CITUCKOM, a HOI[pO6HOCTI/I nmpujiararoT.

D-MOYTOBOE 3aBEPILICHUE

[Ipumeps! hopMaTbHBIX 3aBEPIICHUT:

For additional information, please ... 3a moapoOHOCTSMU, MOXKATYHCTA, ...

We look forward to doing business with you  Byzaem pazapl coTpyaHudecTBy ¢ BaMu

JlenoBble COOOIICHHS TOXKE COJEpKAT OJOKM MOMMUCH (HMMs, JOJDKHOCTh, TeaedoH, (akc, aapec), HO
Yarle OTPaHHYMBAIOTCS JIMIIb yKa3aHHEM aBTopa. JIMIIHUM OyJeT W MOBTOPATH YXKe aBTOMATHYECKU
MIPUCBAaNBaEMBbIi AIIEKTPOHHBIN ajpec.

CoxkpallieHHsl, UCIIOIb3yEMbIEC B SJICKTPOHHBIX THChMax

AAMOF As A Matter Of Fact B cymHocTH

AFAIK As far as I know HACKOJIBKO 5 3HAIO

BTW By The Way  kcratu

CU see you yBUANMCSI

F2F face to face HaeauHe

FOAF Friend of a Friend W3 TPETHUX PYK

FYA For Your Amusement «x Bamieit pagocTu

FYI  For Your Information « Bamemy cBeIeHHIO

HSIK How Should I Know? moHATHS HEe UMEIO



IMO  In My Opinion mo MoeMy MHEHHIO

IMHO In My Humble (Honest) Opinion 0 MOeMY CKPOMHOMY MHEHUIO
IOW  In Other Words nunsiMu ciioBamMu

IWBNI It Would Be Nice If  xopoiio Obr

KIS  Keep It Simple rosopu mporre

NRN No Reply Needed OTBET HEeOOs3aTeIICH

oS Operating system oTIepaInoHHas CUCTeEMa

OTL  Over The Line cBepx mojaoxeHHOTO

OTOH On The Other Hand ¢ apyroii cTopoHsI

R Received MOJIy4EHO

TFS  Thanks For Sharing  cmacu6o 3a cChUIKY

TIA  Thanks in Advance 3apaHee OyarojgapeH

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

Bomnpocs! u 3aianus:
1. [ToaroTOBBTECH K OOCYKIEHUIO TEOPETUIECKOTO MaTepHara.
[lpaBuna odopmienus ciyxebHoit 3amuckd. CocraBnsiomye ¢akcoBoro coodbmenus. [IpaBuma
HalKCaHUs HIIEKTPOHHOTO coodmmeHus. CokpalleHus, HCIOIb3yEeMbIE B SIEKTPOHHBIX COOOICHHSX.
2. BrimosiauTe 3aqaHus:
1). CocraBpTe (hakc ¢ COOOIICHHEM O IEPCUUCIICHUH JCMO3UTa 3a IPOXKHMBAHUE B TOCTHHMIIC BallMX
YYACTHUKOB KOH(pEpPeHINU (pUpM- MAPTHEPOB, a TAKXKE O JaTe MX NMPHUOBITHS Ha KoHpepeHnuio B [Ipary.
2). HamummTe coo0IIeHre TI0 BIIEKTPOHHOM MOYTE ¢ MPOChOOH PacCMOTPETh BOBMOXKHOCTD O BBIZICTICHUN
Bam ¢uHaHCOBOW TTOMOIIH AJISl Y9acTHS B CHMIIO3HyMe, OPTKOMUTET KOTOporo otoOpain Bamr nokman mist
BBICTYIUJIEHHS B OJIHOW CEKIUH.
3). CocraBbTe (hakcoBOE COOOIICHUE OPTaHU3AIMOHHOMY KOMHUTETY TOPTOBO-TIPOMBIIIICHHON BBICTABKH
¢ TpochOO 3a0pOHHUPOBATh 7 OJHOMECTHBIX HOMEPOB B TOCTHHHIIC JUIS YICHOB Ballled TPYIIBI W3
pacueta He 6osee 50 nonapos CIIA B cyTku Ha 4YellOBeKa.
4). ToaTrBepauTe MO SJIEKTPOHHOW IOYTE MOJNy4YeHHEe HH(OpMAaLWU OT MapTHEpOB MO Ou3Hecy 00
OTIpaBKe MapTuu rpys3a. He 3a0ypTe 3aN0THATH CTPOKY «TeMa COOOIICHHSI.
5). Coobmute maptHepaM Mo Om3HECY 00 M3MEHEHHH BaIllero JJICKTPOHHOTO ajapeca ¢ 1-ro gucia
CJICIYIOIIETO MECSIIIa B CBSI3H C pEOPraHU3aluel yCIayT TeIEeKOMMYHUKAIIMK 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. I have heard from my friend Mr. Bill
Eastman, a student at Duke University's Fuqua School of Business that you might wish to have an
American M.B.A. student work with your airline this summer as an intern. I am very interested in the
possibility of such an internship during the summer of 2013.
My professional experience has given me an in-depth knowledge of the air transportation industry. I have,
in particular, worked for American Airlines, the Federal Aviation Administration, and Kurth&Company,
Inc., an aviation consulting firm where [ was Manager of Airline Analysis. My responsibilities included
the study of schedules, fares, equipment selection, and financial results. Notably, 1 prepared numerous
feasibility studies for both jet and turboprop routes, including passenger and cargo flights, for proposed
transatlantic and transpacific services.
I wish to place this experience at the disposal of your airline. I believe strongly that my knowledge of the
deregulated air transportation industry in the United States could be quite beneficial to your carrier.
I have enclosed a copy of my resume. If my background and qualifications are of interest to you, please
telephone me on (2 IS) 748-3037. I would be interested in meeting you in mid-April in New York to
discuss further the possibility of such a summer position, and your requirements.
I look forward to hearing from you soon.

Yours sincerely,

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

7. Dear Sirs,



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

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

Yours faithfully

A. Serov

Encl. Order No. 142

8. Dear Mr. Serov,
Thank you for your letter of 21th of March, 2012. We are pleased to acknowledge your order for 400
men's silk shirts and enclose the copy of it, duly signed, as requested.
Delivery will be made immediately on opening a letter of credit with our bank for the amount of $4212.
We hope our shirts will be in great demand in Ukraine and you will be able to place large orders with us
in the future.
Yours sincerely,
Alfred Smithers
Sales Manager
9. Dear Mr. Carson,
According to our records payment of our invoice No. 3823, sent to you in April, has not yet been made.
As specified on all our estimates and invoices our terms of payment are 30 days. Your invoice has now
been outstanding for 90 days. In the case of unsettled debt of this duration it is our company policy to
take legal action.
We would naturally prefer not to have to go so far. Would you please send us a check by return. In case
you have lost or mislaid the original I am enclosing a copy of our invoice.
We look forward to receiving your payment by return.
Yours sincerely,
Pierre Lacoste
Credit Controller
10. Dear Mrs. Hastings,
I would like to apply for the position advertized in The Moscow Times on June 16 for a Personal
Assistant to the Sales Manager.
As you see from my CV, much of the work I do in my present position is that of a PA. I deal not with the
routine work of a secretary, but also represent the Assistant Director at small meetings and functions, and
I am delegated to take a number of policy decisions in his absence.
Your advertisement asked for knowledge of languages. My English is fluent and I have kept up my
French. I have accompanied the Assistant Director on his business trips acting as an interpreter and
translator for him.
I am also familiar with the latest developments in Information Technology. I have just completed a one-
month course at the City College in addition to the previous courses I attended when I was with Johnson.
I am particularly interested in the situation you are offering, as I would like to become more involved
with computer technology. I am quite familiar with many of the software products that ICS manufacture
for offices.
As well as my secretarial skills and experience of running a busy office, I am used to working with
technicians in the field of computers. I have a genuine interest in computer development and the people
involved in the profession.
Please let me know if there is any further information you require. I look forward to hearing from you.
Yours truly,
Margaret Belova
Encl.CV

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

— nocraBka Ha ycnoBusix CIF, Caparos;

— nena 60 no1IapoB 3a eAMHUILY TOBapa;

— LBET: YEPHBIH, CEpPhI U CUHUH;



— pasmepsr: L u XL;
— (hopma orara: GE3HATUYHBIA pacyerT.

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

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

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

- ONMIIUTE OCHOBHBIC TEXHHYECKHE XapaKTePUCTHUKH W3ICIHi, KOTOpBIE IMPOU3BOAUT JIHOO
AUCTPUOBIOTOPOM KOTOPBIX sIBJIsieTCs Baiia kommaHus;

- OTMETHTE T€ 0COOEHHOCTHU H3HCHI/II>'I, KOTOpBIC, T10 BameMy MHCHHIO, BBITOJHO OTJIMYAKOT HUX OT
AQHAJIOTMYHBIX TOBAPOB Balnx KOHKYPEHTOB;

- yKa)XUTEe, HAa KaKOil CPOK CIyKObl paccuMTaHbl Bamm wn3menus, KakoBa MPOJODKUTEIBHOCTb
rapaHTHHHOTO CPOKa, KaKyr MOAAEPXKKy Balia KOMIaHHs OKa3bIBaeT IOJIb30BATEISIM JTHX H3JEIHH,
CKOJIBKO M3/IeNUil U B KaKue CPOKM Balra koMnaHusi roToBa IOCTaBUTh MTOKYIIATEIIO.

[pakTnyeckoe 3ansitue Nel3. BponupoBanue mect B roctunnie. BpoHupoBaHue 6ui1eToOB A5
MyTelecTBH.
Ilens: GopMHpOBaHUE Yy CTYJICHTOB PEYEBOW, S3BIKOBOM M KOMMYHHUKATHBHOM KOMICTEHIMH JUIS
OCYIIIECTBJICHUS JICIIOBBIX KOHTAKTOB.
B pesynbTrare ocBoeHUE TEMBI CTYJEHT TOJKEH
3HATh: OCHOBHBIC IPAMMATUYCCKHUE SBIICHUS, XapaKTepHbIE [T TPOPEeCCHOHATLHON pedun; ISKCHUSCKHe U
CHHTaKCHYECKHE 0COOCHHOCTH O(QHUIMATBHO-ETIOBOTO CTHIISI B AHTIIMHACKOM SI3bIKE;
YMETh: ONPEACIATh CTUIECBYIO MPHUHAAJIEKHOCTh AHIIMHCKUX TEKCTOB O(UINAIBLHO-IEIOBOIO CTHIIS,
BUAETh XapaKTepHbIE CTHJIEBBIE YEPTHl; YUTATh O(PUIUATBHO-IEIIOBBIE TEKCTHl Pa3IUYHON CTENEeHH
CIIO)KHOCTH; CTPOWTH JUAJOTHYECKYI0 W MOHOJOTHYECKYI0 peub C WCIONb30BaHUEM Hanboee
YHOTPEOUTENBHBIX JIEKCHKO-TPAMMATHYECKHX CPEJCTB B OCHOBHBIX KOMMYHHUKATHBHBIX CHTYaIHsAX
o(uIMaTbHOTO OOIIEHUS; TOHUMATh AUATOTUYECKYI0 1 MOHOJIOTHYECKYIO PeUb 10 U3yUYEHHOH TeMe.
AKTyanbHOCTh TeMBI: 00yCIIOBIIeHa HEOOXOIUMOCThIO oBNaaeHus Y K-4.
TeopeTuyeckasi 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
. Asking questions or Inquiring:

W

AN



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?
. Wishing your Guest:
Have a pleasant stay in the XXX Hotel, sir
Have a pleasant stay with us, madam
Have a nice day
Have a pleasant evening
Have a good weekend!
Have a good day
Enjoy your stay/day
Happy New Year!
Merry Christmas!
Happy Birthday!
. Apologizing:
I am terribly sorry, sir.
Excuse me
I am awfully sorry
I beg your pardon, sir
Excuse me for interrupting
Sorry to have bothered you
I am sorry. A guest is waiting for me.
I am sorry to have kept you waiting, sir
I am sorry. The house is fully booked
. Answer to apologizing:
It is OK
No problem
No problem at all
That is all right
It does not matter
It is nothing
. Thanking any one:
Thank you
Thank you very much
Thank you for telling us
Thank you for your compliment
Thank you for coming
Thank you for calling
Thank you for waiting
Thank you for being so understanding
That’s very kind of you
Thank you very much
. Answering Thanks:
You are welcome
It’s my pleasure
My pleasure
With pleasure



- Thank you

10. Assuring your guests:

- Don’t Worry, sir

- Take it easy

- Don’t worry, madam. We’ll see to it

- Don’t be afraid sir

- I’1l look into the matter

- I’ll be with you in a moment

- It won’t be too long, sir

- Please take it easy, madam

11. Directing to a destination:

- Come with me, I will show you the way

- Follow me please

- Let me show you

- This way, please

- Go down to the lobby

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

12. Show eagerness to serve:

- I am always at your service sir

- Feel free to call me, sir

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

- Certainly, madam. I’1l be happy to do it

- Yes, I will

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

- I am terribly sorry sir, I cannot accept it

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

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

- I’m afraid we cannot do that

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

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

- I’m sorry we cannot guarantee, but we’ll do our best
- I’'m sorry, sir. I’'m afraid I’m not sure, but I’1l ask some one for you
- If you wait a moment, sir, I’ll try to find it out
15. Expressing happiness:

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

- It is great sir

- I am very fortunate sir

16. Expressing sorry:

- I am shocked to hear it, sir

- I’m sorry to hear that

- It’s a great pity

- I am really sorry sir

17. Expressing concern:

- Are you ok, sir?

- Is everything all right?

- Are you all right, sir?

- I hope you did not hurt yourself

18. Agreeing on anything:

- Certainly sir

- Definitely

- That’s true

- Absolutely, sir

19. When you don’t understand something:



- Could you repeat please?

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

- Could you speak more slowly?

- I’m sorry, I don’t quite understand. Should I get the manager?

- Pardon?

20. Finishing Conversation

- Good bye, and have a nice trip

- Have a nice day

- See you

- Thank you for coming

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

- We all look forward to serving you again

- Hope you enjoyed staying with us

Bonpocs! u 3ananus:

1. IloaroToBbTECH K 0OCYXKIESHUIO TEOPETHUECKOTO MaTepraa.

[lepenmucka mo opraHm3anuu pasMmerieHus. YacTHBIH 3ampoc 0 OpOHHPOBAHMHM MECT B TOCTHHHIIC.
KoprnopatuBHEIi 3anpoc o OpoHHpoBaHWU MecT B rocTuHHIe. [Ipockba o pe3epBupoBaHuU OnieTa Ha
camoueT. [Ipock0a 0 pe3epBrpoBanun OuieTa Ha moe3x, napoxo. [lepenrcka mo opraHu3aniy NOE3AKH.

2. IIpounTaiiTe 1 IepeBeIUTE JUAIIOT.

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 [ 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. IlepeBenure Boipaxenus. llocTpoiiTe quanoru, NCONB3Ys NaHHBIE (Pa3HI.
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 JejioBasi KOMMYHHKAIUS.
Ilens: GopMHpOBaHUE Yy CTYJICHTOB PEYEBOW, S3BIKOBOM M KOMMYHHUKATHBHOM KOMICTEHIMH JUIS
OCYIIIECTBJICHUS JICIIOBBIX KOHTAKTOB.
B pesynbTrare ocBoeHUE TEMBI CTYJEHT TOJKEH
3HATh: OCHOBHBIC IPAMMATUYCCKHUE SBIICHUS, XapaKTepHbIE [T TPOPEeCCHOHATLHON pedun; ISKCHUSCKHe U
CHHTaKCHYECKHE 0COOCHHOCTH O(QHUIMATBHO-ETIOBOTO CTHIISI B AHTIIMHACKOM SI3bIKE;
YMETb: ONPENeNsATh CTUICBYIO MPHUHAUICKHOCTh AHTJMHCKHX TEKCTOB O(MHUIIMAIBHO-ICIOBOIO CTHIIS,
BUJICTh XapaKTEPHBIC CTHJIEBBIC YEPThbI; YUTaTh OQHUIUAIBHO-ICIOBBIC TEKCTHl PA3IMYHONW CTEICHH
CIIO)KHOCTH; CTPOWTH JUAJOTHYECKYI0 W MOHOJOTHYECKYI0 peub C WCIONb30BaHUEM Hanboee
YIOTPEOUTENBHBIX JIEKCHKO-TPAMMATHYECKHX CPEICTB B OCHOBHBIX KOMMYHHKATHBHBIX CHTYAIHSX
o(UIHATBHOTO OOLICHUS; TOHUMATh TUAJIOTMYECKYI0 1 MOHOJIOTHYECKYIO Pedb 110 N3y4CHHOH TeMe.
AKTyanbHOCTh TeMBI: 00yCIIOBIIeHa HEOOXOIUMOCThIO oBNaaeHus Y K-4.

TeopeTuyeckasi 4acThb:

Negotiation, by Webster's definition, is a meeting which aims to communicate or confer with
another so as to arrive at the settlement of some matter, or some kind of agreement, or compromise about
something. As the aim of any negotiations is to come to a mutual agreement, the negotiations are based
on co-operation. In this respect it is very important to show the other side that you are willing to work
with them. The easiest way to do this is to show them that you are ready to listen, follow them and
understand them. This will help to maintain an atmosphere of trust and respect. But, of course, the most
important is what you are going to say and how you are going to say that to reach your goals. Success of
the negotiations is dependent on the effective communication of the negotiator; one’s language, both
verbal and non-verbal is the determiner of the outcome. Foreign language negotiations are seldom easy
and the English language is often a source of anxiety for those whose first language is not English. Even
those who speak English fluently are sensitive when under pressure to fully understand what is being
said.

Negotiations consist of several stages and passing of each stage smoothly provides chances for a
successful outcome. The following phrases may help a negotiator pass each stage successfully.

These phrases will be of help in the heat of negotiations. Before the talks it is advisable to practice and
rehearse them.

1. Opening the Negotiations

Welcoming:

. On behalf of ... I would like to welcome you to ...
. It's my pleasure to welcome you to ...

. Welcome to ...

Suggesting a procedure:
. I would like now to begin by suggesting the following procedure (agenda).



. To start with, I think we should establish the overall procedure.

. As our first order of business, can we agree on a procedure?

Checking for agreement:

. Does that fit in with your objectives?

. Is that compatible with what you would like to see?

. Does that seem acceptable to you?

. Is there anything you'd like to change?

. Is this okay with you?

Giving the discussion leadership to a colleague:

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

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

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

. May I ask, please, what your proposal is in connection with our company?
. What in general terms are you looking for here?

Dealing with digressions:

. May we leave that till later and first look at ...

. Can we deal with ... first?

2. Clarifying Proposals
Reviewing the previous session:

. At our last meeting, we discussed ...

. Perhaps you will recall that during our last discussion, we decided that ...
. Moving on to the next point:

. Could we now move on to the next subject, which is ...
. Let's go on to the next subject, shall we?
Putting forward future possibilities:

. We foresee ...

. We envisage ...

. We see ...

Seeking clarification:

. Could you clarify one point for me?

. I'm not sure I fully understand your point.
. What exactly do you mean by ... ?

. Could you be more specific?

Defining a proposal more specifically:

. It involves ...

. It covers ...

. It includes ...

. It leaves out ...

Reassuring:

. Let me reassure you that ...

. I can promise you that ...

. Have no doubts that we will ...

Going Beyond Positions to the Underlying Interests
Asking why:

. Why would you want to ...?

. What would you do with ...?

. What is the reason for wanting to ...?
Asking why not:

. Why couldn't you ...?

. What would be wrong with doing this?

. Why would you object to ...?

3. Exploring the Zone of Bargaining and Options

Summarizing positions up to this point:

. Can we summarize your position up to this point?

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



. Is that an accurate summary of where you stand?

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

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

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

4. Bargaining
Signalling the start of bargaining:

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

. Regarding your proposal, our position is ...

. Our basic position is ...

. As far as your proposal is concerned, we think that ...

Making and qualifying concessions:

. We would be willing to ..., provided, of course, that ...

. We'd be prepared to .... However, there would be one condition.
Making counter proposals:

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

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

. From where we stand, a better solution might be ...

5. Entering the Critical Phase

Identifying obstacles:

. The main obstacle to progress at the moment seems to be ...

. The main thing that bothers us is ...

. One big problem we have is ...

Analyzing an obstacle:

. What exactly is the underlying problem here?

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

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

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

. We feel there has to be a trade-off here.

Declining an offer:

. I'm afraid your offer doesn't go far enough.

. Unfortunately, we must decline your offer for the following reason(s).
. I'm sorry, but we must respectfully decline your offer.

Asking for further information:

. Would you like to elaborate on that?

. Could you go into more detail on that?

6. Closing

Checking:

. Let's just confirm the details, then.

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

. Can we check these points one last time?

Delaying:

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

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

. We are happy to accept this agreement.

. This agreement is acceptable to us.

. I believe we have an agreement.

Bonpocs! u 3ananus:

1. [TonroToBbTECH K OOCYKACHUIO TEOPETHYECKOTO MaTepUaa.

OcHOBHBIC (DYHKITMM M TIOIXOIBI K TIEPETOBOPHOMY Mporieccy. CTpaTermueckue Meld W TPUHITUITHI
BEIICHUS IMEPETOBOPOB. DTaIlbl M TAKTHYECKHE MPUEMBI BEACHHSI TIEPETOBOPOB. 3aBEPIICHHE IpoIiecca
MIEPErOBOPOB, PE3YJIbTATHl U aHAJIU3.



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 I want you to meet our Sales Manager, Mr. Kennet. He is waiting for
us. This way, please.

2. Mr. Belov is having a telephone conversation with his companion in Russia. He reports the most
important points of his talk with Mr. Clifford.

What do you think they are? Start your answer with "Mr. Clifford said that...".

3. Miss Flipps always asks Mr. Clifford's visitors what they want to talk to Mr. Clifford about. She puts
their answers down on her pad and then reports them to Mr. Clifford.

Act as Miss Flipps. Start with "Mr. ... said that...".

Miss Alice Trix: wants to apply for the vacant post of a typist;

Mrs. Elizabeth Nippet: thinks that her salary is too small. Wants to ask for

arise;

Mr. Lindon: is going to San Francisco soon. He has some suggestions for improving the work of the
Company branch there;

Mr. Jackson: has learnt about a new piece of equipment. Wants a commission to go and see it at work:
Mr. Kennet: is worried about a decrease of sales to Canada. Will show some figures and discuss them;
Mr. Scott: lives in the neighbourhood and wants to place a complaint about the noise at night;

Mr. Blackwood: a prospective customer who is thinking of buying paint and wall-paper wholesale.

3. Dramatize any of the conversations between Mr. Clifford and his business visitors
We have declined the first order. We have accepted the second offer.

4. Combine the two sentences according to the model:

The discussion was started. Then the manager came.

The discussion had been started before the manager came.

T hat point was cleared up. Then we learnt about a new problem.
The prices were discussed. Then we accepted the offer.

The offer was accepted. Then we drew up the contract.

The offer was declined. Then he consulted his boss.

IIpakTnueckoe 3ansaTue NelS. IlpoBenenne npe3eHTanuii ¥ BHICTYILJICHUIA.
Lenb: ¢dopMupoBaHue y CTYACHTOB PEUEBOW, SI3BIKOBOM M KOMMYHHMKATHBHOM KOMIICTCHIIUHM ISt
OCYIIECTBJICHUS JIEJTOBBIX KOHTAKTOB.
B pesynbpTare ocBO€HHE TEMBI CTYIEHT JOJDKEH
3HaTb: OCHOBHBIC I'paMMAaTUYCCKUE ABJICHU S, XapaKTCPHBIC JJId HpO(beCCI/IOHaJIBHOI‘/’I pe€UHn; JICKCUYCCKUE U
CHHTAaKCHYECKHE OCOOCHHOCTH O(HUIIMATBHO-AEIOBOTO CTHIIS B aHTJIMHCKOM SI3BIKE;



YMETb: ONPENeNsATh CTUIICBYIO MPHUHAUICKHOCTh AHTJMHCKHX TEKCTOB O(MHUIIMAIBHO-JCIOBOTO CTHIIS,
BUJICTh XapaKTEPHBIC CTHWIEBBIC YEPTHI; YUTATh OQHINAIBHO-ICTOBBIE TEKCTHl PA3IMYHON CTETICHH
CIIOXKHOCTH; CTPOUTH JHAIOTHYECKYI0 M MOHOJOTHYECKYI0 pedb C HCIOJIb30BaHHEM Hauboiee
yIOTPEOUTEIBHBIX JICKCUKO-TPAMMATHYECKUX CPEICTB B OCHOBHBIX KOMMYHHKATHBHBIX CHTYalUsIX
o(UIHATBHOTO OOLICHUS; TOHUMATh TUAJIOTMYECKYI0 M MOHOJIOTHYECKYIO Pedb 110 U3y4YECHHOH TeMe.
AKTyaTbHOCTH TEMBI: 00yCIIOBJIEHA HEOOXOAMMOCTHIO oBNafeHusI Y K-4.
TeopeTuueckasi 4acThb:
HOW TO OVERCOME CROSS CULTURAL COMMUNICATION IN BUSINESS

In global companies, effective cross-cultural communication enables businesses to run more
smoothly. By acknowledging the potential problems that can occur and taking proactive steps to
minimize conflict, you can help your employees work together better. Adjusting behavior takes time, so
be sure to provide opportunities for your employees to learn about each other’s cultures and habits before
problems arise. Set expectations throughout your company that additional effort might be required to
understand each other. Foster engagement in thoughtful consideration instead of jumping to hasty
conclusions that lead to volatile, unproductive conflicts.
Step 1
Run meetings to expose your employees to other cultures. Introducing employees who will be working
together in a non-threatening environment enables a good working relationship long term. Learning about
another culture’s language, rules and norms for acceptable behavior helps prepare your employees to deal
with situations as they arise. Changing preconceptions can lead to more conducive working relationships.
Step 2
Conduct activities to demonstrate how dependent we are on language. For example, dedicate a day to
being silent. Have each employee develop a contract stating what they hope to learn, how long they will
remain silent (what exceptions can be made) and how they plan to cope without speaking all day. After
experiencing a day with limited communication, participants can typically relate to being in a foreign
environment more easily.
Step 3
Provide workshops, tips and techniques for communicating effectively in cross-cultural work
environments. People act according to the values of their own culture. Others from another culture might
interpret behavior differently. Practicing such strategies as active listening (paraphrasing what is said to
ensure understanding can be achieved) and using multiple forms of communication, such as written,
audio and visual, can enhance employee involvement in assuring that conflicts do not arise because of
cultural misunderstandings due to lack of awareness.
Step 4
Coach employees to mediate conflicts related to cultural misunderstandings. Provide opportunities for
employees to respond to situations from viewpoints different than their own. Divide a group of people
into pairs to conduct role-playing exercises that allow participants to acknowledge culture difference
exist. Encourage each pair to think about a conflict they have experienced recently due to cultural
differences. Have each participant describe what they might find offensive or unusual. Let each
participant suggest how the problem would be handled in their own culture. Together, have the
participants develop a resolution to the problem. Have each pair report to the larger group on their
experiences.
How do cultural differences affect communication?
People living in different cultures have different habits, values and ways of expression. These differences
are cultural differences which cause problems when people communicate. The following points can
highlight more about such differences:
1. Body movements: Our body sends non-word messages through hands, fingers, eyes, head, face and so
on. These non-word messages have different meaning in different cultures, such as:
Handshake: Americans like to greet by firm of handshake while Chinese do not like much touching to
greet. Rather they bow to greet people.
Eye contact: In U.S.A people maintain eye contact while speaking to provide importance. Whereas, in
Indonesia, looking directly at people considered to be disrespectful.
Fingers: Use of two fingers to show victory sign is a symbol of success in U.S.A. The same symbol has a
vulgar meaning in Australia. In Japan such sign represents money. Even the use of “thumbs up” means
“things are well” in England and U.S.A but it has a negative meaning in Nigeria.



Head movement: Up and down movement of the head means “Yes”and a side to side movement of the
head means “No” in U.S.A. whereas, up and down movement of head means “No” and side to side
movement of head means “Yes” in Bulgaria.

Smile: A smile is viewed as a positive sign in American culture but considered as a sign of weakness in
African cultures. So, all cultures use body movements during communication but in different ways.

2. Space: Space is viewed differently by different cultures. In some cultures, people maintain distance in
other cultures, people want to be close. For example, North Americans maintain two feet distance while
speaking. But Arabians stand close while speaking. Americans view space as a “Right” but Arabians view
space as “Indecent”.

3. Time: Some cultures regard time as an important factor everywhere but some other cultures view time
in a more relaxed way. People from U.S.A, U.K or Europe maintain time efficiently; whereas

Arabians are late to show that they are busy.

4. Religion: Religion is an important socio-cultural factor and guides way of living and future thinking. It
affects consumption, business and attitude. For example: Trading of liquor is restricted in muslim
countries but open at western world. Moreover “Interest” on loan is prohibited in Islamic banking but
very common in commercial Banking.

5. Social values: Social view differs from culture to culture in the following areas:

Living style: Some cultures lead luxurious life while others may not. Arabians give emphasis on
luxurious life and spend huge during life time. They view luxury as a status whereas Japanese are hard
worker and save more and more for future.

Class status: In many cultures, questions on occupation, income and job title are asked without any
hesitation. But cultures which support human equality avoid such questions. In Bangladesh, people feel
free to talk about status but English man hesitates to talk about it.

Addressing people: In many cultures, people are addressed by their first name whereas in many cultures,
this trend is a symbol of disrespect. In U.S.A, subordinate addresses: their superior as, “Mr. Park”.
However in Bangladesh, subordinate commonly uses the term “Boss”.

Role play: The role of women varies widely by culture. In Thai and American culture, women play major
role in business. Whereas, in many Arab countries, women still do not play any important role in
business.

6. Frankness: First World countries are more frank and open than third World countries. Americans and
Germans are more frank than Asians in respect of relationship. They openly share all relevant information
during communication. While Asians deal with limited information and remain introvert.

7. Customs: Social customs widely vary “across cultures. From cradle to grave customs are found
different among cultures. The way of greetings and welcoming in China or Japan differs from Arab
countries. Moreover the tribal society of our country follows customs which is absolutely different from
our original culture.

8. Language: There are more than three thousand (3000) languages in the world and therefore there is a
chance of miscommunication during international communication. International business manager may
face communication problems for the below reasons: Same word may have multiple meaning, e.g. The
word run means move fast, operate, cricket score and many more. The Oxford English Dictionary uses
over 1500 words to define “WHAT”. Lack of alternated word, e.g. Supermarket has no alternate in some
languages. The French have no word to distinguish between house and home, man and gentlemen and
mind and brain. The Spanish has no word to distinguish between a chairman and a president.

Words may have different meaning in different culture, e.g Chinese and Japanese use the word “Yes” to
mean ‘[ am listening’. But American and British use “Yes” to mean ‘Right’ From above it is clear that
there are lots of cultural differences to affect communication. We should understand the cultures and
modify our communication to address our receivers of different cultures.

Bomnpocs! u 3ananus:

1. IToaroToBBTECH K 0OCYXKISHUIO TEOPETHUECKOT'O MaTepraa.

[IpencraBienue cedsi B MEXKKYJIBTYPHBIX KOMMYHHUKaNUAX. PeKOMEHAMN 10 MTOArOTOBKE MPE3EHTAIN
u BolcTymuieHns. CTpyKTypa Ipe3eHTanuu. BceTymienue, mnpencraBieHne mpoOieMbl, OObSCHEHHE
CYIIHOCTH MPOOJIEMBI ¢ OMOPOH Ha WIUTIOCTPALMH, MPEJIOKEHHUS M0 PEHICHUIO MTPobIeMbl, 0000IIeHHE,
3aKITI0YCHHUE.

2. IIpounTaiite, IepeBEIUTE TEKCT U3 TEOPETUICCKON YACTH M BBIIOTHHUTE CIICAYIONINE 3aaHuUs
2.1. Read and translate the article.
2.2. Answer the questions.



A. What enables businesses to run more smoothly?

B. Does learning about another culture’s language, rules and norms for acceptable behavior help prepare
your employees to deal with situations as they arise?

C. Should companies provide workshops, tips and techniques for communicating effectively in cross-
cultural work environments?

D. What are cultural differences? Give examples of cultural differences.

E. Do you agree that cultural differences affect communication?

2.3. Prepare a short summary of the text. Focus on the most interesting facts.

2.4. Compare social values of your country and Great Britain.

2.5. Retell the article.

2.6. Discuss these questions:

a) If someone comes from another country, what differences do you expect in their behaviour, manners,
eating habits, etc.? Think of some examples.

b) Which other nationalities do you think are most different from your own? Give your reasons.

IIpakTuueckoe 3ansaTue Nel6. Tenedonnbie pa3roBopsul. JiaeKTPOHHBII oduc. UHTepHeET.
Llenb: QopmHupoBaHME Y CTYICHTOB pPEYEBOW, S3BIKOBOH M KOMMYHUKATUBHOW KOMIICTCHIIUH JUIS
OCYIIIECTBJICHHS JICTIOBBIX KOHTAKTOB.

B pesynbTare ocBOGHUE TEMBI CTYJICHT JIOJKEH
3HaTb: OCHOBHBIC I'PaMMAaTUYCCKUE ABJICHU S, XapPaKTCPHBIC JJId HpO(i)ECCI/IOHaJ'IBHOI‘/II peuHu; JICKCUYCCKUE U
CHHTaKCHYECKHE 0COOCHHOCTH O(UINATBHO-ETIOBOTO CTHIIS B @HTJTMHCKOM SI3BIKE;
YMETb: ONPEACNATh CTWIEBYIO NPHHAUIC)KHOCTh AHIIIMHCKUX TEKCTOB O(HUIIMANIBHO-IENOBOTO CTHIIS,
BUIACTH XApPaKTCPHBIC CTUJICBBIC YCPTHI, YUTATh O(i)I/IIII/IaJ'IBHO-):[eJIOBBIe TEKCTHI paSJII/IIIHOfI CTCIICHU
CIIO)KHOCTH; CTPOHUTh JHAJOTMYECKYl0 W MOHOJOTHMYECKYI0 pedb C UCIOJIb30BaAHUEM Hanboee
YIIOTPEOUTENBHBIX JIEKCHKO-TPAMMATHYECKHX CPEJICTB B OCHOBHBIX KOMMYHHKATHBHBIX CHTYaIHsAX
o(UIHaTBEHOTO OOIICHUS; TOHUMATh TUAJIOTMYECKYI0 H MOHOJIOTHYECKYIO Pedb 110 H3yYEeHHOH TeMe.
AKTyaJIbHOCTh TeMbI: 00yCIIOBIIEHAa HEOOXOIUMOCThIO OBJaaeHus Y K-4,
TeopeTnueckasi 4acThb:
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!" — Aio. S Obl XOTen MOTOBOPUTH C I'-HOM ['pHHOM,
nokanyucra!

Can I have a word with him? — MoxHO MHE TTOTOBOPHTB C HUM?

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

Who's speaking? — KTo roBopuTt?

Mr. Green speaking. — ['oBopur r-H ['puH.

Is that Mr. Green? — Oto r-u ['pun?

Speaking. — Cnymato.

You've got the wrong number. — Bb1 ormmubmcs HOMEPOM.

Sorry, you must have the wrong number. — M3punauTe, Bol, 10KHO OBITH, OITHOIMCH HOMEPOM.
It's the wrong number. — 3To He TOT HOMEp.

Sorry to have bothered (troubled) you. — 3BunuTe 32 6€CIOKOHCTBO.

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

The line is clear. — JIluausa ceoboaHa

I'll see if he is in. — 5 mocMoTprO, HAa MecTe JIH OH.

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

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

Will you leave a message? — [lepenats emy uTo-HHOYAB?

Could you take a message? — Bol He Moriu OBl mepeaaTh eMy Koe-4To?

telephone / switchboard operator -tenedonuct(ka)

telephone charges / bill — mara 3a TenedoHHBIE pa3roOBOPHI

pick / take up the receiver — cHATH TPYOKYy

ring off / hang up- monoxuTh TPyoOKy

hold the line / wire — He KaguTe TPYOKY

to ring smb back — nepe3BoHUTH

to answer a call — oTBeyaTh Ha 3BOHOK

to make an appointment — Ha3Ha4aTh BCTpedy (IEIOBYIO)

receptionist — cekpeTapp (BeAyIIHiA IIPHEM MTOCETUTENEH ); PErncTpaTop; aIMHHUCTPATOP CIYXKOBI IpremMa
1 pa3MeIieHus (B TOCTHHHIIC)

Bomnpocs! u 3ananus:

1. [ToaroTOBBTECH K OOCYKIEHUIO TEOPETUIECKOTO MaTepHara.

[Noxroroska k TenedhoHHOMY pasroBopy. Kak oTBeTHTh Ha 3BOHOK. Kak mpuHATE U mepenaTs COOOIIeHIE.
Kak mepecripocuts. [lone3Hsie BhipakeHUs s TeISPOHHBIX pa3roBopoB. Kak ocTaBUTH coOOIIEHNE Ha



aBTOOTBeTUHKEe. BBIOOp cTHiIs 0OIIeHMs B TeleOHHOM pa3roBope. MIHTEpHET B KHU3HU COBPEMEHHOTO
oOmiecTBa U B OM3HECE.

2. BrimonnuTe 3agaHus:

1) OctaBbTe COOOLICHNS HA aBTOOTBETUYMKE CBOMM MAPTHEPAM 110 OM3HECY B CIICIYIOLIMX CHTYAIHAX:

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

1. you are calling to confirm your arrival time;

2 you are calling to ask their parking lot location;

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

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

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

3. Respond to the requests according to the model

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

Make an appointment with Mr. Banes, please.

Type the minutes, please.

Find that file for me, please.

Switch off the computer, please.

4. Say that you have already done something

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

I'm correcting mistakes in the protocol.

I'm cleaning the desk.

I'm sending a telex.

I'm watering the flowers.

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

6. Translate and learn the following conversations:

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

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

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

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

— 213. O’kay, I'll tell him.

3) — It's Mr. Livingston calling.

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

— Mr. L-i-v-i-n-g-s-t-o-n.

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

— I'll be there. Bye.

7. Mr. Livingston is here but Mr. Clifford has an urgent meeting with the President of the Company. He
has asked Cindy to make his visitor feel comfortable for 10 or 15 minutes.

Dramatize a talk between Cindy and Mr Livingston.

Use: Would you like to...? Could you...?

8. Listening practice.
Listen to Miss Flipps talking about yesterday's meeting. Is it the meeting described in Unit 4?

9. Translate into English.
a) Mucrep Kmuddopa tompko uto mompocws CHHAM UCTIPaBUTH OMMOKM B mpoTokone. OHa B3sa
MPOTOKON U ynTaeT ero. OHa yXe 3aMeTriIa U UCTIpaBHiIa IBE OMINOKH.



0) 51 cobuparoch paboTaTh Ha COBMECTHOM IMpeanpuatuu. [lo3romy s TOMKHA TOBOPUTH IIO-
aHmmicku. 1 OBl XoTesla TOBOPHUTH IMO-aHIMIMHCKH Oersmo. Ho g Tonmpko Hawanma u3ydaTh 3TOT SI3BIK.
Ceityac s TOBOPIO Ha HEM ILIOXO.

B) - Amo!

- U3BuHMTE, HE Bemaiite TpyOKy, nmoxanyiicra... Cekperaps muctepa Kimnddopaa ciymaer.

- Mucrtep Kimnddopx mpocrin MeHs mo3BoHUTH. Most pamumsi CBEHCOH.

- Muctep Cencon u3z Hopserun?

-Jla, IpaBUIIBHO.

-Mucrtep Knuddopa oxxunaer Bar 380HOK. CoeaHHSIO.

r) - A0, MOXKHO TTIOTOBOPUTH ¢ MUCTepoM JImHI0HOM?

- K coxxanenuto, ero ceiiuac HeT. MoeT ObITh, BbI XOTUTE €My YTO-HHOY b NiepeaaTh?

-Jla, moxkanyiicta. Y MeHs Ha3HAY€HA C HUM BCTpeya 3aBTpa B 3 yaca, HO s HE

cMory mpuiiti. He cMor ObI OH O MHOM BCTpPETUTHCS Mocie3aBTpa? S mo3BoHI0

CEer0JIHSI BEYEPOM.

- A MOHO y3HaTh Bame ums?

- Oii, n3Bunure. Mucc Kasana u3 Kanazp!.

- Sl mepenam emy Bamry npock0y, mucc MBane.

1) CoBMeCTHBIC MPEANPHUATHS HA TEPPUTOPHH POCCHM — 3TO MPEanpHsITUS X y4acTHEM POCCHUHCKHX U
3apyOexHbIX HapTHepoB. Jloist poccuiickoro kamuTaia OojbkHa ObITh He MeHee 51 mponenrta. Takue
MPEeINpUATHS TOTYUHSAIOTCA POCCHICKOMY 3aKkoHOAAaTedbcTBY. OHHM mojaJiexkaT 00S3aTeIbHOMY
CTPaxOBaHUIO, BHIIIJIAUYMBAIOT HAJIOTH, 00ECHIEUNBAIOT YCIOBHS TPY/a, OIJIaTy M COLUANbHbIE TapaHTHH
CBOUM CIIY’KaIlliM.

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 3ansaTHe Nel7. Pagora ¢ ncrounnkamMu nHopManuu (TeKyiei npeccoi,
NUCbMaMHU, TeJierpaMMaMHU, PeKJIaAMHBIMH POCIEKTAMM).
Lens: dopMupoBaHue y CTYACHTOB pPEUEBOH, S3BIKOBOW W KOMMYHHUKATHBHOW KOMIIETEHITUH IS
OCYIIECTBJICHUS JIENIOBBIX KOHTAKTOB.
B pesynbrare ocBoeHHE TEMBI CTYJEHT TOJHKEH
3HaTb: OCHOBHBIC I'paMMAaTUYCCKUEC ABJICHUSA, XapaKTCPHBIC JJId HpO(I)eCCHOHaHBHOﬁ pe€Un; JICKCUYCCKUE U
CHHTAaKCHYECKHE OCOOCHHOCTH O(HINAIHHO-AEI0OBOTO CTHUIIS B aHTJIMHCKOM SA3BIKE;
YMETh: ONPEJENATh CTHIEBYH NPUHAIUIKHOCTh AHTJIMICKHX TEKCTOB O(HIIMAIBHO-IEIOBOTO CTHII,
BHUJETh XapaKTEPHbIE CTWJIEBBIE YepPThI, YUTATh O(UIIMAIBEHO-JENIOBBIE TEKCTHl Pa3IUYHON CTETICHU
CIIO)KHOCTH; CTPOHUTh JHAJOTMYECKYl0 W MOHOJOTHYECKYI0 pedb C UCIOJIb30BaAHUEM Hanmboee
yHOTpe6I/ITeJ'II)HI>IX JICKCUKO-TPAMMATHYCCKUX CPEACTB B OCHOBHBIX KOMMYHHMKATUBHBIX CHTYyaAIUIX
opHUIIaTBHOTO OOIIEHUS; TOHUMATh JUATIOTHIECKYI0 M MOHOJIOTHYECKYIO pedb [0 U3YUCHHOH TeMe.
AKTyallbHOCTbh TeMBI: 00YyCJIOBIIeHa HEOOXOANMOCThIO OBIaneHus Y K-4.
Teopernyeckas 4acTh:
WHAT ARE THE SECRETARY'S TASKS?

You must know your boss's whereabouts and timetable so as to provide satisfactory answers and
make appointments. You must know how to answer the telephone, make long distance and international
calls, send faxes, telexes and E-mail. Often you have to book hotel rooms, theatre tickets and look after



official visitors. You have to write a lot of correspondence — business letters, reports, memos, invitations,
condolences, etc. Typing is essential and shorthand useful.
WHAT CHARACTERISTICS ARE IMPORTANT FOR SECRETARIES?

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

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

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

4, Ability to write:  Every secretary should be capable of handling routine correspondence, reports,
summaries and take good minutes at meetings.

5. Professionalism: Business can be tense and people are often under a lot of stress. A secretary
who can work under deadline pressures and produce high quality work is of great value.

6. Good dress and presentation: This involves looking and behaving appropriately. People's first
impression is important. Their ideas about the company/organization are influenced by the staff’s
appearance.

AN EXPERIENCED SECRETARY SPEAKS ABOUT HIS/HER JOB

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

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

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

NOTES ON THE TEXT

characteristics [kaerikta'ristiks] — xapakTepHbIe 4epThl, 0COOEHHOCTH
loyalty — BepHOCTB

trustworthy ['trAstwa:01] — HaJIe)KHBIH, 3aCITy)KUBAIOLIUI TOBEPUS
relationship — oTHoOMIEHUS

involve — BOBJIeKaTh (3a co00i1)

responsibility — 0TBeTCTBEHHOCTH

conscientiousness [konfi'enfasnas] — 100pOCOBECTHOCTH

prompt — onepaTuBHBIN, OBICTPBI

flexible — merko mpucmocaOIMBAIONTHIACS, THOKHIA

confidentiality [konfiden/i'zeloti] — koHpHUICHITNATEHOCTD

key factor — ocHOBHOI#1 (pakTOp, KIIOUEBOH (haKTOP

be dedicated ['dedikeitod] — ObITh IpenaHHBIM

initiative [i'nifativ] — *HUIIMATHBA

act — IefCTBOBATh, IOCTYNATh

handle — cipaBnaTbcs

summary — KpaTKoe H3JI0KeHNE

take minutes — BeCTH MPOTOKOII

professionalism [pra'fe[(a)nalizm] — npodeccuonanuzm

tense — HaNPs>KEHHBIN

work under deadline pressures — paboTaTb HaPSHKEHHO, C YYETOM CPOKOB
be of great value ['vaelju] — ObITE IeHHBIM

presentation [prezen'teifn] — ymeHue ceds npenogHeCTH



appropriately [o'proupriatli] — cOOTBETCTBYOIUM 00pa3oM
deal with — umeTs memo (¢ 4eM-1u00, KeM-1r00)

input on the computer — BBOAWTH TaHHBIC B KOMITHIOTED
incoming mail — Bxozsimas moyra

walks of life — cdepsl xu3HHI

outnumber — MPEBOCXOIUTH YHCICHHO

get through — no3BOHHUTHCS

annoy — pasapaxarb

frustrating [frAst'reitin] — paccTpanBaiomui, pa3apa’karomuii,
attire [o'taio] — Hapsm, ogexma

immaculate [i'maekjulot] — 6e3ynpednsiit

jewelry ['d3u:o1ri] — roBenmMpHBIE U3ENHSA, YKPAIIICHUS
well-groomed — yxoxeHHBIH

necklace — oxepenbe

match — HoaXoauTh

nail-varnish ['neilva:nif] — mak g HorTei

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.

Bomnpocs! u 3ananus:
1. [ToaroTOBBTECH K OOCYKIEHUIO TEOPETUIECKOTO MaTepHara.

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

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

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

5. Ask for additional information about the time

a) of the actions in the text

Model: When does Cindy type letters?

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

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

b) of Cindy's past actions

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

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

Look through Mr. Banes into my room, please.

Type this telegram, please.

Show about this meeting, please.

Send off this agreement, please.



Call the telephone, please.

Answer Mr. Lindon, please.

6. A young man asks Cindy to go to the cinema with him.

Listen to their talk and finish the sentences following it

Young man — Can we go today?

Cindy — No, unfortunately we can't. I must accompany Mr. Clifford to a party. He wants to meet an
important client there.

Y.m. — Do you really have to go?

Cindy — Yes, I do. Mr Clifford cannot do without me.

Y.m. — Then can we go on Sunday?

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

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

7. Answer the questions

a) What does a secretary do every day?

b) What does Cindy have to do today?

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

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

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

1) What can you do well?

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

8. Translate and learn the following conversations:

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

- All right, Cindy. Show him in.

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

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

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

9. Reading with a dictionary

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

to have a lot of things

to do business engagements

to answer the telephone

to type letters

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

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

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

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

........ years ago  Mr...........and..........of  his................started  a.......of their own. Mr.
Clifford............ Bt eere et then. There was............ ONE.....ccuueen. n ite....... was
- TR , some shelves,............. chairs, : O and 21 o RO type-writer n

There nothing else.
Mr. Clifford............... NO..eveereeeeeeeeeenns then.....c..ccceuee. did everything..........



IpakTnuyeckoe 3ansaTue Nel8. buznec-kommyHukanusa B aeiicteun. buznec-nanuy. Ceerckas
Oecena.
Llenb: QopmMHupoBaHME Yy CTYICHTOB pPEYEBOW, S3BIKOBOH M KOMMYHUKATUBHOW KOMIICTCHLIUH JUIS
OCYIIECTBJICHUS JICNIOBBIX KOHTAKTOB.
B pesynbTare ocBOeHUE TEMBI CTYJICHT JIOJKEH
3HaTh: OCHOBHBIC TPAMMATHUYECKUE SBJICHHS, XapaKTEPHBIE JUIS MPOPECCHOHATBHON PeUr; JIEKCHUECKUE 1
CHHTaKCHYECKHE 0COOCHHOCTH O(UINATBHO-IETIOBOTO CTHIISL B @HTJTMHCKOM SI3BIKE;
YMETh: ONPEACISITh CTUICBYIO NMPHHAIICKHOCTh aHTIHMHUCKUX TEKCTOB OQHUIMAILHO-IEIOBOIO CTHIIA,
BUJETh XapaKTepHBIE CTHIEBBIE YEPTHI; YUTATh O(PUIUATBHO-IIENIOBBIE TEKCTHI Pa3UYHON CTENEeHH
CIIO)KHOCTH; CTPOHWTH JHAJIOTHYECKYI0 W MOHOJOTMYECKYI0 pedb C UCIOIb30BaHHEM Hanboee
YHOTPEOUTENBHBIX JIEKCHKO-TPAMMATHYECKHX CPEJCTB B OCHOBHBIX KOMMYHHUKATHBHBIX CHTYalUsAX
ouMaTbHOTO OOIIEHUS; TIOHUMATh AUATOTUIECKYI0 U MOHOJIOTHYECKYO PeUb [0 U3yUYEHHOH TeMe.
AKTyaJIbHOCTh TeMbI: 00yCIIOBIIEHA HEOOXOIUMOCThIO OoBJaaeHus Y K-4,
TeopeTnueckasi 4acTh:
INTERCULTURAL COMMUNICATION
1. Intercultural communication can be defined as any interpersonal interaction between persons belonging
to different cultural or social groups, which differ from one another because of diverse backgrounds,
communication behaviors, communication interpretations, and word meanings. Intercultural
communication interactions include both verbal and nonverbal messages.
2. While each individual may use multiple styles of communication, there are identifiable, culturally
taught preferences. Use of multiple styles is common although there tends to be a personal preference that
is the style that individuals may revert to under pressure. Style refers to how one speaks, not what one
says. There are differences with regard to:
- low context and high context;
- being direct or indirect when speaking;
- working at a slow pace or a rapid pace;
- being formal or informal;
- rational and emotive;
- working collectively or as individuals;
- encouraging group harmony or individual assertiveness;
- respecting age or respecting youth.
3. Low Context:
* The context of communication is not assumed to be known. Things must be explained clearly and
unambiguously.
* Interlocutor tends to use lots of words because the words establish the context/meaning.
4. High Context:
*The context of communication is assumed to be known. It is unnecessary, even disrespectful, to explain
things precisely.
* Interlocutor tends to use few words because the context establishes the meaning.
* Interlocutor leaves understanding to the other person and respects their understanding of the situation.
5. Direct:
* What one means is stated in a direct manner; no “beating around the bush.”
* Directness is equated with honesty and respect for the other person and the other person’s time.
* The values of saving time and focusing on task are supported.
6. Indirect:
* Meaning is conveyed by subtle means such as nonverbal behaviors, questions, stories, parables, or use
of a third party.
* Indirectness is equated with politeness and respect for the other person and the other person’s feelings.
* The values of relationship, history, and group harmony are supported.
7. Faster Paced:
* Speech patterns are rapid, indicating engagement and intelligence.
* Immediate answers to questions are expected.
8. Slower Paced:
* Speech patterns are slower, indicating reflection and thoughtfulness.
* Responses to questions are expected after the other person has time to reflect.



9. Formal:

* Communication is governed by strict rules regarding such things as forms of address based on age,
status, topics.

* Communication is ritualized, including the use of organizational hierarchy to determine who can/cannot
be talked to and under what circumstances.

* The values of status and hierarchy are supported.

10. Informal:

» Communication has few rules; people tend to be addressed by first name.

* Communication is less bound to specific conventions. More flexibility in what is said, to whom one can
speak, and under what circumstances.

* The values of fairness and equity are supported.

11. Rational:

* Focus is on objective information/data and tends to be linear.

» The emphasis is on ideas that are separate from the person. Disagreement with another person’s ideas is
acceptable and even valued. It is not seen as a personal attack.

* Discussion remains objective and not personalized.

* Preference is for “taking turns” when talking.

* There is less variation in tone or gestures.

* When announcing a decision, an interlocutor focuses on facts or information.

12. Emotive:

* Focus is on feelings. Communication tents to appear more people-oriented and passionate. The
emphasis is on the person, so great importance is attached to feelings. Issues, ideas, and the person are not
separate. Disagreement, if done at all, is done carefully and often indirectly because the person and idea
are not separate — disagreement with ideas is an attack on the person.

* Sharing one’s values and feelings about the issues is highly valued.

* Interlocutor can overlap (interrupt) when others are speaking.

* When announcing a decision, an interlocutor may describe it in terms of how it will affect people,
relationships, or morale.

LEXIS

intercultural communication — MEXKyJIbTypHOE OOIIICHIE

interpersonal interaction — MEXJIMYHOCTHOE B3aUMO/ICHCTBHE

diverse background — pa3nuuHbie, HeCX0AHbBIE (OHOBBIC 3HAHMS

verbal — ciioBecHBIH

nonverbal — OTHOCSIMICS K HECTIOBECHON HH(POPMALIUH, HECTIOBECHBIH
multiple — pasHOOOpa3HBIi

identifiable — pa3muanMeTit

preference — npennoureHue

revert — o0panaTbCsi BHOBb, 00paIaThCs

context — cuTyaIusi, OKpy>XeHne, cpefia, (OKpyskaromiasi) 00CTaHOBKA, 00CTOSATENHBCTBA, COCTOSTHUE
pace — CKOpPOCTb, TEMIT

rational — panMoOHaNBHBIH, 11EJIECO00PA3HBIN

emotive — SMOIIMOHAITBHBIN

assertiveness — yBepeHHOCTh B ce0e

age — CTapoCTh, IPEKJIOHHBIA BO3pacT, CTapiiiee IMOKOJICHUE

assumed — TpemoaaracMblid, TOMyCKaeMbIi

unambiguously — HeZIByCMBICTIEHHO, OZJTHO3HAYHO

disrespectful — HeBeXITUBBII

precisely — TouHO, B TOYHOCTH

understanding — ocMbICTIeHH e, TOHUMaHHE, TOCTHKEHNE

beating around the bush — mogxoauTs K Aeny U3ganeka, TOBOPUTh OOMHAKAMHU, XOJAUTH BOKPYT Ja OKOJIO
directness — OTKPOBEHHOCTb, MPSIMOTA

equate — MpUPaBHUBATh, CYUTATH PABHBIM

convey — BBIpaXarh, epeaBaTh

subtle — HeyTOBUMBIi1, e7Ba pa3THIUMBIN

indirectness — yKJIOHYHBOE TIOBEICHHE, BBOJAIIEE B 320y KICHUE
politeness — B&KITMBOCTh, YITUBOCTh, 00XOAUTEITHHOCTD



speech pattern — kapTHHA PEYESBBIX CUTHAJIOB, MOJICIIb PEUYEBOTO OOIIECHUS

engagement — IeATEIIbHOE YYACTHE, B3aUMOJICHCTBIE

reflection — pa3mbiniuieHue, 00 TyMBIBaHHE; Pa3ayMbe

thoughtfulness — rirybokombicne

status — 00I1eCTBEHHOE TIOJIOXKEHHE, TI0JI0KEHHE B 001eCTBE/KOMIIAHUH

ritualize — cobmromaTs 0OPSABI

convention — TpaJUIIKs, IPaBHUJIA TOBEJICHUS; YCIOBHOCTh

linear — mpsAMOMTMHEHHBIH

take turns — nenate (4T0-1MO0) IO OYEPETH, NEHCTBOBATH MIOOUYEPETHO

people-oriented — opreHTHPOBAHHBII HA TIOBEACHHUE JFOACH

passionate — oJJBEp>KEHHBII CTPACTSM, MUKW, CTPACTHBIH

morale — MOpaJIbHOE COCTOSTHKE, OO HACTPOI

DEVELOPING INTERCULTURAL COMMUNICATION SKILLS

1. There are basic intercultural communication skills and behaviors that one can use to reduce confusion
and miscommunication when communicating with others from various backgrounds and cultures. The
following tips will improve your intercultural communication interaction skills.

2. Be prepared and learn all you can about the host culture of your opponents before negotiations begin.
Do research about other culture’s communication habits, styles and behaviors. This means learning about
the behaviors as they relate to formality, status, nonverbal actions, the use of language, and the like.

3. Make sure communication interactions take place in a quiet space or room away from large crowds,
activities, and loud background noises. When communicating with people of a different culture, it is
important to be able to concentrate on the communication interaction.

4. Make sure the space or room where intercultural communication is taking place is comfortable for the
person with the different background or culture. Different cultures prefer specific settings for
communication with others. Lighting, temperature, refreshments, tables and seating are a few examples of
how space setup effects successful intercultural communication interactions. Every culture has its own
“ideal” communication space.

5. Develop sensitivity to the use of time and be patient when dealing with cultures that use a different
tempo than the one found in your culture.

6. Listen carefully. Part of concentrating on the proceedings is learning to remain comfortable with
silence and realize that a lack of words is also a form of communication.

7. Learn to tolerate ambiguity and be tolerant of the unknown as you seek to make sense of what is new
and often hard to characterize. Many intercultural encounters are characterized by confusion and a search
for meaning.

8. There are number of communication techniques you can employ that might help resolve the conflict
before it reaches the point of being irresolvable. Here are a few suggestions:

9. Learning to use collective pronouns can help defuse conflict. Although at times you may have to refer
to people by name, when you are with a group of people, try to develop the practice of using collective
pronouns as a way of centering on content instead of people. Notice how words such as “we” and “our”
focus the conversation on everyone instead of on one person, as is the case with “I,” “me,” and “you.”

10. Repeat the other person’s comments as objectively as possible so that you can determine if you
actually heard what they meant to communicate.

11. Try to locate areas of agreement. Often the areas of agreement can outweigh the differences, and
therefore conflict can be avoided. Since both sides in a negotiation want to gain something, it should be a
simple matter to isolate areas of agreement. If both parties can be made to see these areas, everyone
benefits.

LEXIS

skills and behaviors — HaBBIKH U CTHIIH [TOBEIEHUS

reduce — 0cabIATh, MOHIKATH, COKPAIIATh, YMEHBIIATh

confusion and miscommunication — 3aMeNIaTeNbCTBO/IMyTaHHIIA U OIIHOKA B TIpoIiecce OOIIeHHUS

tips — MOJACKa3Ku

host culture — pognas/6a3oBas KyJabTypa

do research — u3yunThb

background noise — oHOBBIE TOMEXH, TOCTOPOHHHNA IITYM

crowd — Tosma

specific setting — crieraibHas 00CTaHOBKA, 0COOBIM 00pa30M OPraHM30BAHHOE BPEMS M MECTO JCHCTBUS



lighting — ocBelieHue, cBeT

space setup — opraHu3anus MpoCTPaHCTBA

sensitivity — BOCHpUUMYHABOCTbD, CHIOCOOHOCTH K OBICTPOMY pPEearupOBaHHIO

be patient — 3amacTuch TepreHHEM

tempo — TeMII peuu

tolerate — MOITyCKaTh; TEPIETH, MIO3BOJIATE, pa3peniaTh

ambiguity — IBYCMBICIICHHOCTh TOJTKOBaHUS, HESICHOCTD

make sense — UMETb CMBICI, OBITH TOHSATHIM

encounter — NepBbIi OMBIT (OOLICHUS ¢ YeM-JIM00), IEPBOE 3HAKOMCTBO, HEOXKHJaHHAs BCTpEYa
resolve — pazpemats (pobIeMy), UCIIPABISITH, PEIIATh

point of being irresolvable — 3Tar, HauWHAsI ¢ KOTOPOTO YTO-JIMOO CTAHOBUTCS HEPa3pEIInMbIM
collective pronoun — coOupaTeTbHOE MECTOUMEHHE

defuse — cHATB OCTPOTY, CTIIaXXUBATh, CITyCKAaTh HA TOPMO3ax

refer to people by name — 00pamaThcs K JIIOJIIM 110 UMCHH

comments — KOMMEHTapuu, CyKJICHUS

areas of agreement — BOITPOCEHI, 10 KOTOPBIM BO3MOKHO COTJIAIICHHUE; Chepa COTrIacus
outweigh — mepeBemnBaTh; ObITH 00JIee BaKHBIM

isolate — BBIOpaTh, BBIACTHUTH

benefit — u3BnIEKaTH MOJB3Y, BHITOIY

Bomnpoch! u 3ananus:

1. [ToaroTOBHTECH K OOCYKIIEHUIO TEOPETUIECKOTO MaTepHaa.

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

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

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

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

5. What communication is called “intercultural”?

6. What does the style of communication depend on?

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

2. Agree or disagree

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

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

3. Intercultural communication covers only verbal interactions.

4. 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

PA3JIEJI 4. PABOTA B COEPE HH®OPMAIIMOHHBIX TEXHOJIOT U

IIpakTuueckoe 3anaTue Nel9. Cnenuanuctsl B cepe IT.
Lenp: ¢dopMupoBaHue y CTYACHTOB pPEUYEBOW, SI3BIKOBOM W KOMMYHHKATHBHOM KOMMETEHIIUH IS
OCYIIIECTBIICHUS JIETIOBBIX KOHTAKTOB.
B pesynpTate ocBOGHUE TEMBI CTYICHT JODKCH
3HATh. OCHOBHBIC TPAMMATHYECKHUE SBIICHUS, XapaKTEPHBIC IS MPOPECCUOHATLHON PEUH; IEKCUISCKHE U
CHHTaKCHYIECKHE 0COOCHHOCTH OPHUITHATHHO-ACIIOBOTO CTHIISA B aHTJIMACKOM SI3BIKE;
YMETh: ONPEIEIATh CTHJICBYIO MPUHAIICKHOCTh AHTIMHCKUX TEKCTOB O(HITMABEHO-IEIIOBOTO CTHIIA,
BUJICTh XapaKTEPHBIC CTWJICBBIC YEpPThI, YUTATh O(QUIIMAIBEHO-JICIIOBBIC TEKCTHl Pa3IUYHON CTEHICHU
CJIIO)KHOCTH; CTPOWUTH JHAJOTHYECKYID W MOHOJIOTMYECKYK) pPedYb C KCIIOJIB30BaHUEM Haubosee
YIOTPEOUTEIBHBIX JICKCUKO-TPAMMATHYECKUX CPEJICTB B OCHOBHBIX KOMMYHHKATHBHBIX CHTYaIIHASIX
o(HIIMATBHOTO OOIEHUS; TOHUMATh JUAJOTHYECKYI0 U MOHOJOTHUECKYIO pedb [0 M3YYCHHOH TeMe.
AKTyaNbHOCTH TeMBI: 00yCIIOBIIeHa HEOOXOIUMOCThIO oBNaaeHus Y K-4.

Teoperuyeckasi 4acThb:
What is an IT Professional and what does one do?

When you hear the title /7 professional, do you have an understanding what it actually means? Or, what
he or she does? If you are a professional of any kind, you are engaged or qualified in a profession that
requires special education, skill or training. All three are necessary requirements for an IT professional to
tackle today’s computing world.

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

IT, also known as information technology, indicates the transfer or other use of information through
computers or computer systems. I'T professionals do a number of different tasks. They are the people who
test, build, install, repair, or maintain the hardware and software associated with complex computer
systems in one or more locations.

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



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

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

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

properly.

What does a Network Administrator do?

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

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

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

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

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

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

Managing servers and their operating systems;

Implementing security measures and basic testing;

Managing cloud and physical network storage.

Bonpocs! u 3aganus:
1.IlepeBeanTe cienyromme cJI0Ba U cJI0BocodeTaHus U3 Tekcra What does a Network
Administrator do?

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

anarrow focus


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

toconfigurate network hardware
troubleshooting network
to implement security measures

to managing servers
up-to-date network

2. Complete these definitions with jobs from the box

£ W K

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

Dear Colleagues -
My name (1) Jessica Martin and | (2) the IT Support team ‘_"l
leader. The IT Support tleam members (3) halvnoud Al Baria |
El lbrahim and Guido Pilteri. Mahmoud (4) our network administratos
Eli and Guido (5 syslem maintenance officers. (B) bl | 1
keep our systems going. (7) job s 1o support you 11
8) contact number (9) E75 557 567

Best regarnds

pssica Marn

|4

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

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

Example: My dream job is... . Idesign/solve/analyze....
IIpakTuyeckoe 3ansaTHe Ne 20. OCHOBHBIE YACTH KOMIILIOTEPA

Lenb: ¢dopMupoBaHHEe y CTYIACHTOB PEUEBOM, SI3IKOBOM M KOMMYHHMKATHBHOH KOMIICTCHIIUH IS
OCYILIECTBJIEHUS JE€JIOBbIX KOHTAKTOB.



B pesynbpTare ocBoeHHE TEMBI CTYJIEHT JOKEH

3HaTh: OCHOBHBIE IPAMMAaTHUECKHUE SBJICHUS, XapaKTepHbIe I NPO(eCcCHOHATBHOM peyy; IEKCHUECKHE U
CHHTaKCHYECKHE 0COOEHHOCTU O(HUIMATBHO-IEI0OBOTO CTHIIS B AHIJIIMHCKOM SI3bIKE;

YMETh: ONpEAENSITh CTUIEBYIO NMPHHAMIEKHOCTh AHTIMHUCKUX TEKCTOB OQHIHAILHO-AEIOBOIO CTHIIA,
BUJETh XapaKTepHbIE CTHJIEBBIE YEPTHl; YUTAThb O(PUUIUATBHO-IENOBBIE TEKCTHI Pa3lUYHON CTENEeHU
CIIO)KHOCTH; CTPOUTH JHAJOTHUYECKYI0O M MOHOJIOTHYECKYI0 peub C HCIOJNb30BaHHEM Haubosee
YHOTPEOUTENbHBIX JIEKCUKO-ITPAMMATUYECKUX CPEICTB B OCHOBHBIX KOMMYHHUKATHBHBIX CHUTyalUsX
oHLIMATBEHOTO OOLICHNUS; IOHUMATh JHAJOTMYECKYI0 U MOHOJIOTHYECKYIO peUb 110 H3YYeHHOH TeMe.
AKTyaJbHOCTH TEMBI: 00YCIIOBIEHa HEOOXOIUMOCThIO oBNageHus Y K-4.

TeopeaneCRaﬂ YacThb:
What is a computer?

nuter is an electronic machine which can accept Storage devices (hard drives, DVD di

e b e e e A S Sl PSP TR
nformation Input devices enable data 1o go inlo the puter’s

mouse and the keyboard. Output devices =nable
monitor or prints the re
printer

vare. Hardware is any electronic or mechanical part
it touch. Software is a set of instructior ports into wi

v a program. which tells the mputer what to d PETDNETAIE

ardware sections: the central

a are tnir TW TS §E
main memory ind peripherals

processing unit (CPU

Input Processsing Output

'

Storage

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

Income

(e.g. sales,
stocks,
interast)

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




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

In pairs, label the elements of this computer system.

L I
B e e

3. Match these words from the text (1-9) with the correct meanings (a-i).
1 software a the brair L

peripherals b physical parts that e Up a L

Yy C

L7 =D < - I I« R Y, (R R WV 8]
-]

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

IIpakTHyeckoe 3ansiTHe Ne 21. BHyTpeHHsIl cicTeMa KOMIIBIOTEPa
Lenb: ¢dopMupoBaHHe y CTYIACHTOB PEUEBOM, SI3BIKOBOM M KOMMYHHMKATHBHOH KOMIICTCHIIUH IS
OCYILECTBIIEHUS JIEJIOBBIX KOHTAKTOB.
B pesynbTare ocBO€HHE TEMBI CTYJEHT JOKEH
3HaTh: OCHOBHBIE IPaMMAaTHUECKHUE SBJICHUS, XapaKTepHbIe I NPOo(ecCHOHATBLHOM peyuu; TIEKCHUECKHe U
CHHTaKCHUYECKHE 0COOEHHOCTH O(UIMATBHO-TIETIOBOTO CTHIISI B AHTIIMHCKOM SI3bIKE;
YMETh: ONpEAETSITh CTUIEBYIO NMPHHAMICKHOCTh AHTIHMHUCKUX TEKCTOB OQHUIHMAILHO-AEIOBOIO CTHIIA,
BUAETh XapaKTepHbIC CTHJIEBBIC YEPTHI; YMTATh O(PUIHATBHO-IEIOBBIC TEKCTHI PAa3IMYHONW CTENEeHU
CIIO)KHOCTH;, CTPOUTh JWAJIOTHUECKYI0O M MOHOJIOTMYECKYI0 pedb C HCIOJIb30BaHHEM Haubosee
YHOTPEOUTENBHBIX JIEKCUKO-TPAMMATHYECKHX CPEICTB B OCHOBHBIX KOMMYHHUKATHBHBIX CHTYalHUsX
o(HULIMATBEHOTO OOLICHNUS; IOHUMATh JHAJIOTMYECKYI0 1 MOHOJIOTHYECKYIO peUb 110 H3Y4eHHOH TeMe.
AKTyallbHOCTh TeMBI: 00yCJIOBIIeHa HEOOXOAMMOCThIO OBIaneHus Y K-4.

Teopernyeckas 4acTh:

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

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



Motherboard

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

Processor

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

A microprocessor houses the two components of a processor, processing unit and the control unit, on a
single small IC. Modern microprocessors come as single core or multi-core. A multi-core microprocessor
such as the Intel Core 17, have more than one processing units (cores) present on a single chip.

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

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

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

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

Cache

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

The cache memory is present on the CPU chip itself.

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

RAM

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



The RAM chips we use on our laptop and desktops differ in size. The reason is to make the memory chip
compact for the laptops. But they have the same functionality and powers. Dynamic RAM integrated
circuits, known as Dual-Inline Memory Module (DIMM), are mounted on green colored PCB and then
called as DIMM chips. Memory variants like DDR, DDR2, DDR3, DDRA4, etc. differ in the number of
pin counts they have.

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

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

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

Bomnipocsl 1 3a1aHus:
1. Read and translate the text «What is inside a PC system? », give your own definitions to the
terms: motherboard, RAM, CPU, cache memory, processing unit, control unit, DIMM.

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

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

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

3. Rob is troubleshooting c) a file.

4. We are running d) a device.

5. Betty is connecting e) CDs.

6. They are burning f) image.

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



5. Work in a group of 3-4 students. Make a list of all the computer hardware you use in your work
or study.
IpakTueckoe 3ansaTre Ne 22. YceTpoiicTBa BBOAA M BLIBOAA HH(OpMALIUM

Lenb: ¢dopMupoBaHue y CTYACHTOB PEUEBOW, SI3BIKOBOH W KOMMYHHMKATHBHON KOMICTCHIIUH IS
OCYILECTBIICHHUS JIEIOBBIX KOHTAKTOB.
B pesynbTate 0CBOCHHE TEMBI CTYICHT JOKECH
3HATh. OCHOBHBIC TPAMMATHUYCCKHUE SBIICHUS, XapaKTEPHBIC IS MPOPECCUOHATLHON PEeUH; IEKCUIECKHE U
CHUHTaKCHYECKHE OCOOCHHOCTH O(UIIMATBHO-AEJI0BOTO CTHUIIS B aHTIIMHCKOM SI3BIKE;
YMETh: ONPEICNIATh CTHJICBYIO NPHUHAIICKHOCTh AHTJIMHCKHX TEKCTOB O(HIIMAIBHO-ICIOBOTO CTHII,
BUJICTh XapaKTEPHbIC CTHJICBBIC YEPThI, YUTATh O(QUIIMATBHO-ICIIOBbIC TEKCThl PAa3IUYHON CTEICHU
CIIO)KHOCTH; CTPOHWTH JHAJIOTHYECKYI0 W MOHOJOTMYECKYI0 pedb C UCIOIb30BaHHEM Hanboee
YHOTPEOUTENBHBIX JIEKCHKO-TPAMMATHYECKHX CPEJCTB B OCHOBHBIX KOMMYHHUKATHBHBIX CHTYalUsAX
o(HIUATBHOTO OOIEHUS; TOHUMATh JUAJIOTHIECKYIO0 U MOHOJIOTHUECKYIO peYb [0 U3YUYCHHOH TeMe.
AKTyaJIbHOCTh TeMbI: 00yCIIOBIIEHA HEOOXOIUMOCThIO OoBJaaeHus Y K-4,
TeopeTnueckasi 4acTh:
Input and output devices

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

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

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

Input devices

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

Output devices

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

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

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

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

Bomnipocsl u 3a1aHus:

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


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

=
2. Complete the sentences, describing devices.

= Y, I T TV N}

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

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

A r i ;
A MOoUse allows yo

A .
A mouse has one or more buttor
the computer. For example

INSErton point or Choose a menu opt

IpakTuyeckoe 3ansaTHe Ne 23. KécrTkuii quck



Lenb: ¢dopMupoBaHue y CTYACHTOB PEUEBOW, SI3BIKOBOM M KOMMYHHMKATHBHOM KOMICTCHIIUHM JJIst
OCYULIECTBIICHHUS IEJIOBBIX KOHTAKTOB.
B pe3ynbTaTte ocBO€HUE TEMBI CTYIEHT AODKEH
3HATh: OCHOBHBIC IPaMMAaTHYECKHUE SBJICHUS, XapaKTepHbIe I NPOo(ecCHOHATBLHON pedu; IEKCHUECKHe U
CHHTaKCHYEeCKHe 0COOCHHOCTH O(HUIMATBHO-AETI0BOTO CTHIISI B AHTTIMHACKOM SI3BIKE;
YMETh: ONPEIeNATh CTHIEBYIO NPUHAUIEKHOCTh AHTIMHCKUX TEKCTOB O(DHIINAIBHO-IEIOBOTO CTHII,
BHUIETh XapaKTEpHbIE CTWJIEBBIE YepPTHI, YUTATh O(MUIIMAIBHO-JEIOBBIE TEKCTHl Pa3INYHON CTETIeHU
CIIO)KHOCTH; CTPOHMTH JUAJOTMYECKyl0 W MOHOJOTMYECKYI0 pedb C HCIOJIb30BaHUEM Hanboee
YHOTPEOUTENBHBIX JIEKCUKO-TPAMMATHYECKUX CPEICTB B OCHOBHBIX KOMMYHHUKATHBHBIX CHTYalHUsX
o(pHUIHaTBHOTO O0IIEHNS; TOHUMATh JUATOTHIECKYI0 M MOHOJIOTHYECKYIO pedb [0 U3YYCHHOI TeMe.
AKXTYalbHOCTh TEMBI: 00YCIIOBIIEHa HEOOXOMMOCTRIO OBJaeHus Y K-4.

Teoperuyeckasi 4acThb:

Computer Hardware

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

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

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

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

Hard Drive

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

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

Graphics Processing Unit (GPU)

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

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

Power Supply Unit (PSU)



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

A modern computer will generally need a PSU that’s rated between 500W — 850W to effectively power
all hardware, although the size of the PSU will depend entirely on the power consumption of the system.
Computers that are used for highly intensive tasks such as graphic design or gaming will require more
powerful components and thus will need a bigger PSU to cater to this additional need.

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

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

BOHpOCI)I H 3aJaHUsA:

1. Read and translate the text«Computer Hardware». Answer these questions:

-What does RAM stand for?
- What is the main function of computer’s processor?
-What are the main parts of CPU?

-What does GPU stand for?

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

| Dell Inspiron 9200

Intel Core 2 Duo processor at 2.4 1Hz

‘ o
0 2048MB RAM, expandable 1o 4GB

o

o

A B hard drive 1

| ::||||'.v|*-\.'l.l.ill|1|."|.i||l.|l|'|'.'~ 1II..i“-l.: |{|III1 I.|l|'|:I.|:. \/-’;-

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



DIMMs hard drive

EreCRsEeT ROM expandable memory ALU
RAM computer brain byte ND system clock keyboard
mouse gigahenz printer megab_vte webcam registers

gherals

=it
pet

Computer

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

IIpakTHyeckoe 3aHATHMe Ne 24. VYcrpoiictBa XpaHenuss wuH@opmanuu. MarHuTHble
HOCHTEJIN
Lenp: ¢dopMupoBaHue y CTYIACHTOB PEUEBOW, S3BIKOBOH W KOMMYHHKATHBHON KOMIETECHIIUH IS
OCYIIIECTBJIEHHS JETOBBIX KOHTAKTOB.
B pesynbTare ocBOo€HHE TEMBI CTYJEHT JOKEH
3HaTh: OCHOBHBIE IPaMMAaTHUECKHUE SBJICHUS, XapaKTepHbIE Ul NIPO(PECCHOHATBHON peyy; JIEKCHUECKIE U
CHHTAaKCHYECKHE OCOOEHHOCTH O(UIINAIBHO-ETI0OBOTO CTHIISI B AHTIIMHCKOM S3BIKE;
YMETh: ONpEAENSITh CTUIEBYIO NMPHHAMIECKHOCTh AHTIMHUCKUX TEKCTOB OQHIHAIBHO-AEIOBOIO CTHIIA,
BUAETh XapaKTepHBIE CTHJIEBBIE YEPTHI; YUTATh OQPUIUATBHO-IEIOBBIE TEKCTHI PAa3lMYHONW CTENEeHH
CIIO)KHOCTH;, CTPOUTh JHAJOTHUECKYI0O M MOHOJIOTHUECKYI0 peub C HCIOJIb30BaHUEM Haubosee
YIOTPEOUTENBHBIX JIEKCUKO-TPAMMATHYECKUX CPEJICTB B OCHOBHBIX KOMMYHHKATHBHBIX CHTYaIHsAX
opULIMATBEHOTO OOLICHNUS; IOHUMATh JUAJIOTMYECKYI0 U MOHOJIOTHYECKYIO peub 110 U3YYeHHOH TeMe.
AKTyaJbHOCTb TEMBI: 00YCIIOBJIEHa HEOOXOIUMOCThIO oBnazeHus Y K-4.

TeopeTnyeckasi 4acTh:



Magnetic storage

Maagnetic storage devices store data by magnetizing The 05 allows vou to create one or maorne panitiuns
parti:lesnn a disk or Tape on vour hard drive, in effect dividing it into several

|;~:||| al parts Partitions let vou install more than one

A ﬂ‘appy disk is 50 called because it consists of a

S P PeA] o \W DWW i W} on T
|||'1Il'l|f."."|r".".|.\|i|||.|‘.IIL,I|:-.|-',F':|'|,'-.-'II"-III|I||:-rlr.|l— a operating sysu (e.g. Windows and u d

magnetizable material. A floppy disk drive spins at 360 computer. You may also decide to split your hard d
revolutions per minute (rpm), so it's relatively slow because you want to store the 05 and programs of
However, a hard drive spins at over 7,200 rpm and
stores data on

a stack of metal

one partition and vour data hles on another: this a
you to reinstall the O5 when a problem occurs, withou

Head actuator affecting the data partition

ratating disks [he average time
called platters

This means you

required for the read/
write heads to move and
find data is called seek
time (or access time)
and it is measured in Toshibas 1.8 hard drive

can store much

more data

and retrieve

infarmation milliseconds (ms): most M ara anv

much faster, he ingliae of @ hard dew hard drives have a seek in small gadgets, such a
time of 7 to 14 ms. Don't FUAs af :
confuse this with transfer rate - the average speed
required to transmit data from the disk to the Cl

New disks need to be formatted before vou can
use them, unless they come preformatted from
the manufacturer, When the disk is formatted, the
operating system (O5) organizes the disk surface into measured in megabytes per second
circular tracks and divides each track into sectors, The  How to protect your hard drive

05 creates a directory which will record the specific ® Don't hit or move the computer while the hard driv
location of files, When yvou
save 2 file, the OS moves

the read/write head of the
drive towards empty sectors,

i5 spinning. Hard drives are very sensitive to vibrat

and shocks BS e lally when they are operating: when
the read/write head touches the rotating disk, it car

scratch and damage the disk surface, This is known a
recards the data and writes head crash
an entry for the dire Lory B You shouldn't turm vour ¢ omputer off and on quick
Later on, when you open
that file, the OS5 looks for its

entry in the directory, moves

Wait at least ten seconds to ensure that the drive has
'.I|:| ped spinning

i

m Check yvour hard drive regularly for logical and phys

the read/write heads to the Fig, 1 errors. To check and repair a drive, you can use a dish

correct sector, and reads the diaanasis utility like Windows ScanDisk

fle in the RAM area, However, formatting erases any

: m To minimize the risk of data loss or corruption
existing files on a disk, 5o do not format disks on which
shiould install an up-to-date virus scanner. You should

data that you don't want to lose is stored
¢ also back up your hard drive regularly

Bonpocs! u 3aganus:

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

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

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

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

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

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




capacity storage archiving hold secondary

1 There are basically three types of magneti device available 1o th M
user - hard drives, diskettes and tape

2 The of a 3.5 " loppy disk is only 1.44MEB

3 Hard drives can hundreds of times more data than floppy d

4 "'-[""1||-'-'|I-Ir|?'|-'lx'-" a good choica for lorage

5

Maanetic tapes are used for information that you no longer need t

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

1. Do not expose discs to the heat or direct sunlight.
Check for viruses before opening the files you receive from the Web or via email.
Make backup copies of your files.
Don’t shake or move your computer violently while your hard drive is spinning.
Keep your discs away from water and humidity.
Hold discs by the edges or by one edge and the centre hole.

AN ol

IIpakTuyeckoe 3ansaTHe Ne 25. VYcrpoiictBa xpaHenus wuHdpopmanuu. OnTruyeckue
HOCHTEJIH
Lenp: ¢dopMupoBaHue y CTYACHTOB PEUYEBOW, SI3BIKOBOH W KOMMYHHKATHBHON KOMIETECHIUH LIS
OCYIIECTBJICHHS JETOBBIX KOHTAKTOB.
B pesynbpTare ocBoeHHE TEMBI CTYJIEHT JOKEH
3HATh: OCHOBHBIC IPAMMAaTHYECKHUE SIBJICHUS, XapaKTepHbIe I NPOo(ecCHOHATBFHON pedn; IEKCHUECKHe U
CHHTaKCHYECKHE 0COOEHHOCTH O(HUITHATEHO-IETOBOTO CTHIISL B @HTJIIMACKOM SI3BIKE;
YMETh: ONpEACTSITh CTUICBYIO MPUHAIEKHOCTh AHTIMHUCKUX TEKCTOB O(PHIMAILHO-JEIOBOIO CTHIIA,
BUJETh XapaKTepHBIE CTHJIEBBIE YEPTHI; YUTAThb O(PULIUATBHO-IENOBBIE TEKCTHI Pa3lMYHON CTENEeHH
CIIO)KHOCTH; CTPOUTH JWANOTHUECKYI0O M MOHOJIOTHUECKYIO peub C HCIOJNb30BaHHEM Haubojee
yHOTpeOUTENbHBIX JIEKCHKO-TPAMMATHUECKUX CPEICTB B OCHOBHBIX KOMMYHHKATHBHBIX CHTYaITHSIX
0oQHIINATEHOTO OOIICHUS; IOHUMATh JHAJOTMYECKYI0 H MOHOJIOTHYECKYIO pedb 110 H3Y4EeHHOH TeMe.
AKTyaJbHOCTH TEMBI: 00YCIIOBIEHa HEOOXOIUMOCTbIO oBNageHus Y K-4.

TeopeTuyeckasi 4acThb:

Optical Disk Drive



An optical disk drive (ODD) uses a laser light to read data from or write data to an optical disc. These
include CDs, DVDs, and Blu-ray discs. This allows you to play music or watch movies using pre-
recorded discs. Computer software also often comes on one of these discs, so you need an optical drive to
install software. Most modern drives allow you to write to an empty disc, so you can create your own
music CDs or create a backup copy of important data.

Components

An optical disk drive uses a laser to read and write data. A laser in this context means an electromagnetic
wave with a very specific wavelength within or near the visible light spectrum. Different types of discs
require different wavelengths. For compact discs, or CDs, a wavelength of 780 nanometers (nm) is used,
which is in the infrared range. For digital video discs, or DVDs, a wavelength of 650 nm (red) is used,
while for Blu-ray discs a wavelength of 405 nm (violet) is used.

An optical drive that can work with multiple types of discs will therefore contain multiple lasers. The
mechanism to read and write data consists of a laser, a lens to guide the laser beam, and photodiodes to
detect the light reflection from the disc.

The optical mechanisms for reading CDs and DVDs are quite similar, so the same lens can be used for
both types of discs. The mechanism for reading Blu-ray discs, however, is quite different. An optical
drive that works with all types of discs will therefore have two separate lenses: one for CD/DVD and one
for Blu-ray.

In addition to the lens, an optical drive has a rotational mechanism to spin the disc. Optical drives were
originally designed to work at a constant linear velocity (CLV) - this means that the disc spins at varying
speeds depending on where the laser beam is reading, so the spiral groove of the disc passes by the laser
at a constant speed. This means that a disc spins at around 200 rotations per minute (rpm) when the laser
is reading near the outer rim of the disc and at around 500 rpm when reading near the inner rim.

This constant speed is very important for music CDs and movie discs, since you want to listen to music or
watch a movie at the regular speed. For other applications, however, such as reading or writing other
types of data, working at this speed is not needed. Modern optical drives can often spin much faster,
which results in higher transfer speeds. When you see an optical drive reported as a 4x drive, for example,
this means it can spin at four times the base speed (i.e., between 800 and 2,000 rpm).

An optical drive also needs a loading mechanism. Two general types are in use:
1. A tray-loading mechanism, where the disc is placed onto a motorized tray, which moves in and
out of the computer case.
2. A slot-loading mechanism, where the disc is slid into a slot and motorized rollers are used to
move the disc in and out.
Tray-loading mechanisms for optical drives in desktop computers tend to be rather bulky.

For laptops, the tray-loading mechanism is much smaller.




Typical tray-loading optical drive for laptop computers

Different Types of Discs

The earliest optical disc used in computer systems was the CD. This allowed you to play regular music
CDs on your computer. Specifically for use in computers, however, CD-ROMs (Compact Disc Read-
Only Memory) were developed. These are like regular CDs but contain read-only media, such as data
files or software.

The CD-ROM became a widely used method to distribute software. Since the optical drives were used
only for CDs, it was often called a CD-ROM drive. The maximum storage capacity of a typical CD-ROM
is around 700 MB.

The next type of optical disc that came on the market was the DVD. Intended initially for movies, they
were quickly adopted in computer systems as well. The standard capacity of a DVD is 4.7 GB. More
recently, Blu-ray discs came on the market and have a standard capacity of 25 GB. Both DVD and Blu-
ray also exist in a double layer (DL) format, which effectively doubles their capacity.

Bonpocs! u 3agaHus:
1. Read and translate the text «Optical Disk Drive». Answer the questions:
1. What do CD and DVD stand for?
2. What is the main advantage of using DVDs instead of CDs?
3. What are pros and cons of optical discs and magnetic discs?

2. Translatethe words and expressions into Russian, make your own sentences using these words
and expressions:

Optical disc, laser beam, backward-compatible, read-only media, constant speed, wavelength, tray-
loading mechanism, slot-loading mechanism.

3. Look at the extracts from the text and put the words in italics into the right column of the table.

1 They are therefore

2 Furthermore

2 However, tf

4 Asaresult an hold B, whereas

5 In addition

Indicating addition Making contrasts Explaining the results or

effects of something

4. Choose the correct word in brackets to complete the sentences.



IIpakTHyeckoe 3ansaTHe Ne 26. KomnbroTepHasi rpadpuka u qu3aiiHn

Lens: dopMupoBaHue y CTYACHTOB pPEUEBOH, S3BIKOBOW W KOMMYHHUKATHBHOW KOMIICTEHITUH JIJIS
OCYIIECTBJICHUS JICIIOBBIX KOHTAKTOB.
B pesynbTare 0CBOCHUE TEMBI CTYJCHT TOJHKEH
3HATh: OCHOBHBIC IPAMMATHUYCCKUE SBIICHUS, XapaKTepHbIE I TPOPEeCCHOHATLHON peun; ISKCHUSCKHe U
CHHTaKCHYeCKHe 0COOCHHOCTH O(QHUINATBHO-AETI0OBOTO CTHIISI B AHTIIMHCKOM SI3BIKE;
YMETh: ONPEACIATh CTUIICBYIO IMPUHAIJICKHOCTH AHTIINHCKUX TEKCTOB O(i)I/IHI/IaIII)HO-ILCHOBOI‘O CTHUJIA,
BUJICTh XapaKTepPHBIC CTHICBBIC YEPTHI; YUTATh O(PUIUATHHO-JIEIOBBIC TEKCThI Pa3UYHON CTEMECHU
CIIO)KHOCTH; CTPOHWTH JUAJOTHYECKYI0 W MOHOJOTMYECKYI0 pedb C UCIONb30BAHUEM Hanboee
yHOTpC6I/ITeJ'II)HI)IX JICKCUKO-TPAMMATHYCCKUX CPEACTB B OCHOBHBIX KOMMYHHMKATUBHBIX CHUTYyallUAX
o(uMaTbHOTO OO0IIEH!S; TOHUMATh AUATOTUYECKYI0 U MOHOJIOTHYECKYIO PeUb [0 U3yUYEHHOH TeMe.
AKTyaTbHOCTH TEMBI: 00yCIIOBJIEHA HEOOXOAMMOCTRIO oBNafeHus Y K-4.

TeopeTnyeckasi 4acTh:

Computer graphics

Computer graphics means drawing pictures on a computer screen. What's so good about that? Sketch
something on paper—a man or a house—and what you have is a piece of analog information: the thing
you draw is a likeness or analogy of something in the real world. Depending on the materials you use,
changing what you draw can be easy or hard: you can erase pencil or charcoal marks easily enough, and
you can scrape off oil paints and redo them with no trouble; but altering watercolors or permanent
markers is an awful lot more tricky. That's the wonder of art, of course—it captures the fresh dash of
creativity—and that's exactly what we love about it. But where everyday graphics is concerned, the
immediacy of art is also a huge drawback. As every sketching child knows too well, if you draw the first
part of your picture too big, you'll struggle to squeeze everything else on the page.... and what if you
change your mind about where to put something or you want to swap red for orange or green for blue?
Ever had one of those days where you rip up sheet after sheet of spoiled paper and toss it in the trash?

That's why many artists, designers, and architects have fallen in love with computer graphics. Draw a
picture on a computer screen and what you have is a piece of digital information. It probably looks
similar to what you'd have drawn on paper—the ghostly idea that was hovering in your mind's eye to
begin with—but inside the computer your picture is stored as a series of numbers. Change the numbers
and you can change the picture, in the blink of an eye or even quicker. It's easy to shift your picture
around the screen, scale it up or down, rotate it, swap the colors, and transform it in all kinds of other
ways. Once it's finished, you can save it, incorporate it into a text document, print it out, upload it to a


https://www.explainthatstuff.com/howpaintworks.html
https://www.explainthatstuff.com/papermaking.html

web page, or email it to a client or work colleague—all because it's digital information. (Find out more
about the benefits of digital in our main article about analog and digital.)

Raster and vector graphics

All computer art is digital, but there are two very different ways of drawing digital images on a computer
screen, known as raster and vector graphics. Simple computer graphic programs like Microsoft Paint and
PaintShop Pro are based on raster graphics, while more sophisticated programs such as CorelDRAW,
AutoCAD, and Adobe Illustrator use vector graphics. So what exactly is the difference?

Raster graphics

Stare hard at your computer screen and you'll notice the pictures and words are made up of tiny colored
dots or squares called pixels. Most of the simple computer graphic images we come across are pixelated
in this way, just like walls are built out of bricks. The first computer screens, developed in the mid-20th
century, worked much like televisions, which used to build up their moving pictures by "scanning" beams
of electrons (tiny charged particles inside atoms, also called cathode rays) back and forth from top to
bottom and left to right—Ilike a kind of instant electronic paintbrush. This way of making a picture is
called raster scanning and that's why building up a picture on a computer screen out of pixels is called
raster graphics.

Vector graphics

There's an alternative method of computer graphics that gets around the problems of raster graphics.
Instead of building up a picture out of pixels, you draw it a bit like a child would by using simple straight
and curved lines called vectors or basic shapes (circles, curves, triangles, and so on) known as
primitives. With raster graphics, you make a drawing of a house by building it from hundreds, thousands,
or millions of individual pixels; importantly, each pixel has no connection to any other pixel except in
your brain. With vector graphics, you might draw a rectangle for the basic house, smaller rectangles for
the windows and door, a cylinder for the smokestack, and a polygon for the roof. Staring at the screen, a
vector-graphic house still seems to be drawn out of pixels, but now the pixels are precisely related to one
another—they're points along the various lines or other shapes you've drawn. Drawing with straight lines
and curves instead of individual dots means you can produce an image more quickly and store it with less
information: you could describe a vector-drawn house as "two red triangles and a red rectangle (the roof)
sitting on a brown rectangle (the main building)," but you couldn't summarize a pixelated image so
simply. It's also much easier to scale a vector-graphic image up and down by applying mathematical
formulas called algorithms that transform the vectors from which your image is drawn. That's how
computer programs can scale fonts to different sizes without making them look all pixelated and grainy.

3D graphics

Real life isn't like a computer game or a virtual reality simulation. The very best CGI (computer-
generated imagery) animations are easy to tell apart from ones made on film or video with real actors.
Why is that? When we look at objects in the world around us, they don't appear to be drawn from either
pixels or vectors. In the blink of an eye, our brains gather much more information from the real-world
than artists can include in even the most realistic computer-graphic images. To make a computerized
image look anything like as realistic as a photograph (let alone a real-world scene), we need to include far
more than simply millions of colored-in pixels.

Really sophisticated computer graphics programs use a whole series of techniques to make hand-drawn
(and often completely imaginary) two-dimensional images look at least as realistic as photographs. The
simplest way of achieving this is to rely on the same tricks that artists have always used—such things as
perspective (how objects recede into the distance toward a "vanishing point" on the horizon) and hidden-
surface elimination (where nearby things partly obscure ones that are further away).


https://www.explainthatstuff.com/how-film-cameras-work.html
https://www.explainthatstuff.com/virtualreality.html
https://www.explainthatstuff.com/atoms.html
https://www.explainthatstuff.com/television.html
https://www.explainthatstuff.com/analog-and-digital.html
https://www.explainthatstuff.com/howthewebworks.html

If you want realistic 3D artwork for such things as CAD (computer-aided design) and virtual reality, you
need much more sophisticated graphic techniques. Rather than drawing an object, you make a 3D
computer model of it inside the computer and manipulate it on the screen in various ways. First, you build
up a basic three-dimensional outline of the object called a wire-frame (because it's drawn from vectors
that look like they could be little metal wires). Then the model is rigged, a process in which different bits
of the object are linked together a bit like the bones in a skeleton so they move together in a realistic way.
Finally, the object is rendered, which involves shading the outside parts with different textures (surface
patterns), colors, degrees of opacity or transparency, and so on. Rendering is a hugely complex process
that can take a powerful computer hours, days, or even weeks to complete. Sophisticated math is used to
model how light falls on the surface, typically using either ray tracing (a relatively simple method of
plotting how light bounces off the surface of shiny objects in straight lines) or radiosity (a more
sophisticated method for modeling how everyday objects reflect and scatter light in duller, more complex
ways).

Bonpocs! u 3aganus:
1. Read, translate the text« Computer graphics». Answer the questions:

1. What are the differences between raster graphics and vector graphics?
2. Which computer graphics programs are mentioned in the text?
3. What does CAD stand for?

2. Match the words (1-6) with the definitions (a-f):

3.Look at the computer graphics (a-d) and discuss these questions:

1. Which is these computer graphics are three-dimensional (3-D)?

2. What are the advantages of creating 3-D images?

3. Which types of professional might use the computer graphics (a-d)?

4. Who else uses computer graphics in their jobs? How do they use them?


https://www.explainthatstuff.com/how-computer-models-work.html
https://www.explainthatstuff.com/virtualreality.html

4. Choosing graphics software. Work in pairs. Student A chooses a task from the list (1-6) and
describes it. Student B chooses the most appropriate software and gives reason for his or her
choice. Use Useful language for help.

Useful language:

If I need to ..., what computer software would you recommend?
For that kind of task, the best thing would be...
It allows you to ... and ...
I would not recommend it, because...
A good program of this type is...
IIpakTHyeckoe 3ansaTHe Ne 27. MyabTUMeIHA

Lenb: ¢dopMupoBaHue y CTYACHTOB PEUYEBOW, SI3BIKOBOH W KOMMYHHKATHBHON KOMIETCHIUH IS
OCYILECTBJICHUS I€TIOBBIX KOHTAKTOB.

B pesynbTaTre ocBO€HHE TEMBI CTYJEHT JOKEH

3HATh. OCHOBHBIC TPAMMATHYCCKHUE SBJICHUS, XapaKTEPHBIC IS MPOPECCUOHATILHON PEUH; JIEKCUICCKHE U
CHHTaKCHYECKHE 0COOEHHOCTH O(HUITHATEHO-IEIOBOTO CTHIISI B AHTJIIMACKOM SI3BIKE;

YMETh: ONpEACTSITh CTUICBYIO NMPUHAIICKHOCTh AHTIHMHUCKUX TEKCTOB O(PHUIMAILHO-JCIOBOIO CTHIISA,
BUJICTh XapaKTEPHBIC CTWICBBIC YEPThI, YHTaTh OQHUIIUAIBLHO-JCIIOBBIC TEKCTHI PA3JIMYHOW CTEICHU
CIIO)KHOCTH; CTPOUTH JWANOTHYECKYI0O M MOHOJIOTHUECKYI0O peYb C HCIOJNb30BaHHEM Haubojee



YHOTPEOUTENBHBIX JIEKCUKO-TPAMMATHYECKHX CPEICTB B OCHOBHBIX KOMMYHHUKATHBHBIX CHTYalHUsiX
o(UIMaTBEHOTO OOLICHNUS; IOHUMATh JUAJOIHIECKYI0 U MOHOJIOTHYECKYIO peub 110 U3Y4EeHHOH TeMe.
AKTyaJbHOCTb TEMBI: 00YCIIOBJIEHA HEOOXOIUMOCThIO oBNafeHus Y K-4.

Teopernyeckas 4acTh:

Bonipocsk! u 3aganus:
1. Readand translate the text«Multimedia magic» and match the headings (1-4) with the gaps at the
start of each paragraph (a-d):

1. Sound, music, MIDI

2. Products full of pictures, action and sound
3. Creating and editing movies

4. The potential of multimedia

2. Correct the technical mistakes in these sentences:



3. Discuss in a small group of 3-4 students which applications of multimedia would you use for:

1. Creating virtual reality

2. Distance learning

3. A business presentation

4. A touch screen information kiosk
5. A MMS mobile phone

4. Writing a summary. Summarize the text«Multimedia magic» in 90-100 words.
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BBEJEHHUE

OCHOBHOW IIENIBI0  CAMOCTOSITENIBHOM PabOThl  CTYACHTOB SBISETCS IOBBIIICHHE
HCXOJIHOTO YPOBHS BJIAJICHHUS WHOCTPAHHBIM SI3BIKOM, JOCTUTHYTOTO HA MPEIBIAYIICH CTyIeHU
o0Opa3oBaHMs, M  OBJAJEHUE CTYACHTAMH HEOOXOIUMBIMH  JOCTAaTOYHBIM  YPOBHEM
KOMMYHHUKATHBHOM KOMIIETEHIIMM JUIS PEIICHHs 3a7ad MEXKIMYHOCTHOTO W MEXKYJIbTYPHOTO
B3auMoieiicTBUA. M3yueHre HHOCTPaHHOTO S3bIKa MPU3BAHO TAK)KE 00ECTICUUTh:

MOBBILICHUE YPOBHS yueOHONH aBTOHOMHUU M CIIOCOOHOCTH K CaMOOOPa30BaHHUIO;
pa3BUTHE KOTHUTHBHBIX U HCCIIEOBATEIbCKUX YMEHHIA;

pa3BUTHE UHPOPMALMOHHON KYJIbTYpPHI;

paciIpeHre Kpyro3opa u MoBbllIeHHE O01Iel KyJIbTypbl CTYI€HTOB.

CamocrosTenbHas paboTa CTYJICHTOB 3aHMMAET BaXHOE MECTO B y4eOHOIl HaydyHO-
HCCIIEI0BATEIbCKON JIESTEIbHOCTH CTYAEHTOB. be3 camocTosTenbHOW paboThl HEBO3MOXKHO HE
TOJIBKO OBJaJieHuE JH000N BY30BCKOM AMCLMILIMHONW, HO M (POPMUPOBAHUE CIEIUAINCTA KaK
npodeccuoHansa. B MIMpPoOKOM cMbIcie MOJA CaMOCTOATENBHOW pPaboTON cieayeT MOHMMAaTh
COBOKYITHOCTB BCEH CAMOCTOSATENBHOU JIESITeTbHOCTH CTYACHTOB, KaK B yUeOHOU ayIUTOPHH, TaK
U B HEe, B KOHTAKTE C MPENoaBaTeeM U B €r0 OTCYTCTBHE.

VYcunenue poiau caMOCTOSITENIBHOM paboThl CTYJIEHTOB O3HAa4yaeT NPUHLIMIHAIbHBIN
NEPEeCMOTP OpraHu3ali y4yeOHO-BOCIMTATENLHOIO IIpollecca B By3€, KOTOPBIH JODKEH
CTPOUTHCS Tak, YTOOBI pPa3BHBATh YMEHHE YUHUTHCS, (POPMHPOBATH Yy CTYJEHTA CIIOCOOHOCTH K
CaMOpPa3BUTHUIO, TBOPUECKOMY INPUMEHEHUIO NOJIYYEHHBIX 3HaHMH, crocobaM ajanTtaluu K
poeCCHOHATILHOM IEATETFHOCTH B COBPEMEHHOM MHPE.

EEREEE



1. OBIIASI XAPAKTEPUCTUKA CAMOCTOATEJBHOM PABOTBI
OBYYAIOHIETI'OCHA

[Tox camoctositenbHON pabotoit cryaeHtoB (CPC) moHMMaeTrcss COBOKYITHOCTH BCEH
CaMOCTOSITETTFHOU JIEATEIILHOCTH CTYACHTOB, Kak B Y4eOHOU ayJUTOPHH, TaK U 32 €€ MpeIeIaMH,
B KOHTAKTE C MPENoJaBaTesIeM U B €ro OTCYTCTBHUE.

Llenp camocToATEeTLHONW pabOTHI CTYACHTA — HAYYUTHCS OCMBICICHHO U CaMOCTOSITENEHO
paboTaTh ¢ y4eOHBIM MaTepuajoM W HaydyHOW WHMOpMaIued, oBlIaaeTh (yHIaMEHTAIbHBIMU
3HAHUSMH, YMEHUSMH ¥ HaBbIKAMH B cdepax akaJeMU4YecKo, TpodecCHOHATHLHOU U
COLIMATbHO-TYMAaHUTAPHON  J€STENbHOCTH, CQOPMUPOBATH OCHOBBI CAMOOPraHMU3ALMU U
CaMOBOCITUTAHMSI C TEM, YTOOBI IPUBUTH YMEHHUE B JAIBbHEUIIIEM HETPEPHIBHO MOBBIMIATH CBOIO
podeccHoHaNbHYI0 KBaTU(PUKALUIO.

3agauamu CPC sBasgroTcs:

— CHUCTeMaTH3alhsl W 3aKPEIUICHHE TMOJYYCHHBIX TEOPETHUYECKUX 3HAHMM W TMPAKTUYECKHUX
YMEHU;
— yriayOJieHre U pacuIMpeHue TEOPETUYECKUX 3HAHMUI;
— (hopMHpOBaHKE YMEHHUI UCIIOJIB30BAaTh YIEOHO-CIIPABOYHYIO JIUTEPATYPY;
— pa3BUTHE TO3HABATENbHBIX CIOCOOHOCTE MW AKTUBHOCTH CTYJEHTOB: TBOPYECKOM
WHUIMATUBBI, CAMOCTOSITETFHOCTH, OTBETCTBEHHOCTH U OPTaHU30BAHHOCTH;
—(popMUpOBaHHE  CaMOCTOSITEIbHOCTH  MBINIICHUS, CIIOCOOHOCTEH K  CaMOpPa3BHUTHIO,
CaMOCOBEPILICHCTBOBAHUIO U CAaMOPEATTN3aLINH;
— pa3BUTHE UCCIIEIOBATENBCKUX YMEHUM;
— HCIOJIb30BaHUE MaTepuasia, COOpPAaHHOTO M MOMYYEHHOTO B XOJI€ CaMOCTOSITENIbHBIX 3aHATHIA
Ha MPAKTUYECKUX 3aHITHIX, IS 2P (HEKTHBHOM MOJTOTOBKH K 3a4€TaM U dK3aMEHaM.
~ OCHOBHBIMHU BUJAMH CAMOCTOSITEIBHON paOOTHI CTYACHTOB SIBISIOTCS:
. CamMocmosmenbHoe uzyienue 1umepamypol,
[enb: caMOCTOATENBHO JAETATBLHO U3YYUTh TEMBI, IIPE/ICTABICHHbBIE B pabouell mporpamme.
3amauyn: npuoOpeTeHue HaBblKa PAOOTHl ¢ UCTOYHHKAMHU W JIMTEPATYPOH; YMEHHUS TPaMOTHO
COCTaBJISITh KOHCIIEKTHI M TIOJIb30BATHCSI MMH; BBISIBIIATH Pa3JIMUYHbIC TOUKH 3pEHUS Ha MPoOIemMy
_ ¥ CTEIEHb €€ pa3pabOTaHHOCTH B JIMTEPATYPE.
. nooeomoska K npakmuyeckum 3auamusm  (BBIIIOJIHEHHWE JOMAIIHUX 3aJaHui) U K
co0eceI0BaHuIO M0 UHIUBUIAYAJIbHBIM 33/JaHUSM;
Lens: yrny6nenue 3Hanus y4eOHOT0 MaTepuara.
3amaun: OCBOWTH OTENbHBIC BOMPOCHI B paMKax H3y4aeMOW UCHUIUIMHBI; TPaMOTHOCTb,
TIOCJIEIOBATENbHOCTh W PALMOHAIBLHOCTh U3JIOKEHUSI TMOJAIOTOBJIEHHOTO MaTepuajla BO BpeMs
MPAKTUYECKOTO 3aHSTHSL.
-cocmaenenue 210ccapus no mekcmy.
[enb: cocTaBUTH 0a3y HOBBIX JIEKCUYECKUX STUHMUII.
3anaumn:
* CaMOCTOSITENIbHAS MTO3TAIHASL 0TPAO0TKA yUECOHBIX IJIEMEHTOB;
* pa3BHUTHE NPAKTHYECKUX YMEHUI;
* (opMmupoBaHHE YMEHHI HWCHOJIB30BaTh HH(POPMAIMOHHBIE WCTOYHUKU: CIPABOYHYIO U
CHELMATIbHYIO JINTEPATYDPY .

[Ipuctynas kK caMOCTOSITEJIbHOMY M3YYEHHMIO JHMTEpPaTypbl 10 Y4eOHON IUCHUIUIMHE
«VlHOCTpaHHBIA S3BIK», HEOOXOAMMO: O3HAKOMUTBHCS C pabouell NporpaMMoii; B3sTh B
OuOIMOTEKE PEKOMEH/JIOBAaHHbIE YYEOHHKM U YyueOHbIE IOCOOUS; IOJIYyYUTh Y BEIYyIIEro
IIpernojaBaTeisi B DJJEKTPOHHOM BHJAE METOJWYECKHME DPEKOMEHIAUUM K IPaKTUYECKUM U
CaMOCTOSITENIbHBIM pa0oTaM; 3aBECTH HOBYIO TE€Tpajb JJIsl KOHCIEKTUPOBAHUS TEOPETUUYECKOIO
MaTepuaia U BBIIIOJHEHUS IPAKTUYECKUX 3alaHuM.

Jnst u3ydeHMs] JUCUUIUIMHBI TpeJularaercs CIHUCOK OCHOBHOM M JIONOJHUTEIbHOU
murepatypel. OCHOBHasi JMTeparypa IpelHa3HauyeHa Juid  00sA3aTeIbHOIO  U3y4YeHMs,



JOTIOJTHUTENbHAS — MOMOXKET Oo0Jiee TITyOOKO OCBOUTH OT/ENbHBIE BOIIPOCH B PAMKAX M3y4aeMOi
JAUCIUIIIIUHEI.

B xoze moAroToBKM K NPAKTHYECKHM 3aHATHUAM CTYAEHT O0s3aH OCYIIECTBISTH
KOHCIIEKTUpOBaHHWE Y4yeOHOro Mmarepuaia, oco0oe BHHMMaHME, oOOpaimas Ha TEOopHIo,
(OpMYIMPOBKH, PACKPBIBAIOILINE COJEPKAHUE TEX WJIM HHBIX T'PAMMATHUECKUX U S3BIKOBBIX
MOHATHH. B pabo4ynx KOHCHEKTax >KeNaTeIbHO OCTAaBJIATH TOJsI, HA KOTOPBIX CIEAYET IeaTh
MIOMETKH, JIOTIOJIHATH MaTepuall, OpMyIMPOBATH BBIBO/BI U MPAKTUUYECKUE PEKOMEHIAIHH.

CamocrosTenpHas paboTa CTYJCHTOB HaJl MaTEpUAIIOM YYeOHOH TUCIMIUIMHBI SIBISICTCS
HEOThEMJIEMOI 4acThi0 y4eOHOro IMpolecca M JOJDKHA MpearnojiaraTh yriayOleHue 3HaHUS
y4eOHOTO MaTepualia, HW3JaraeMoro Ha ayAWTOPHBIX 3aHATHAX, W  TNPHOOpPETCHHE
JOTIOJTHUTENBHBIX 3HAHUH MO OTJENIBHBIM BOIIPOCAM CaMOCTOSITEIBHO.

KoHcnekT TeMbl — TUCBMEHHBIN TEKCT, B KOTOPOM KPAaTKO M IMOCIIEIOBATEIHHO H3II0KEHO
coJiepKaHuEe OCHOBHOI'O MCTOYHHMKA MH(popMmanuu. KoHCeKTHpOBaTh — 3HAYUT MPUBOAUTH K
HEKOEMY TMOpPANKY CBEIACHHUA, NOYEPNHYThIE W3 OpUTMHAiIa. B OCHOBe mporecca JEKUT
cucTeMaTH3anus
IMPOYUTAHHOI'O WM YCJIBIIIAHHOTO. 3ammcn MOTYT ACJIaTbCAd KAaK B BHJC TOYHBIX BBIACPIKCEK,
LIUTAT, TaK U B popMe CBOOOIHON MOJauu CMBICIIA.

NuauBuayajabHble 3aJaHusi MPHU3BaHbl PACHIMPUTh KPYro30p CTYAEHTOB, YIIIyOUTbh HX
3HAHUS U Pa3BUTh YMEHUS HCCIIEI0BATEIbCKOM IeATEIbHOCTH, IPOSBUTH 3JIEMEHTHI TBOPUECTBA.

ColeceqoBanue — CpelICTBO KOHTpOJIA, OPraHM30BaHHOE Kak clelnuanbHas Oecena
IpernojiaBaTessi CO CTYAGHTOM Ha TEMBbl, CBS3aHHbIE C M3y4aeMOW JUCHUIUIMHOW, U
paccunTaHHOE Ha BBISICHEHHE OObeMa 3HaHW OOydaromierocss MO OINpeNeIeHHOMY pasfeny,
Teme, mpodemMe u T.11.

I'noccapwmii - cioBapb, KOTOPBI MTOMOTaeT OCBaMBATh HOBBIC JICKCUYECKUE EIIUHUIIBI IO
teme. B rioccapuii HeoOX0AMMO 100aBIATH CHELHATIBHYI0 TEPMUHOJIOTHIO, aO0OpeBHATyphl U
COKpaIieHusi, ppa3eoIOrHIecKue eAMHUITBI U TIp.

Kaxip1ii BUj caMoCTOATENbHOM paboThl UMEET onpeeeHHbIe (POPMBI OTYETHOCTH.

B xozxe BBIMOTHEHUST CaMOCTOSITEIPHOW pabOTHl CTYACHT JIOJDKEH MPOJAEMOHCTPUPOBATH
c(OPMHPOBAHHOCTh KOMIIETCHIIUU:

Kon DopMYJIMPOBKA:

YK-4 CriocobeH MpUMEHSTh COBPEMEHHBIE KOMMYHUKATHBHBIC TEXHOJOTHH, B
TOM YHCJIE Ha HWHOCTPAaHHOM(BIX) s3bIKe(ax), IS aKaJeMHYECKOTO |
po¢ecCHOHATBHOTO B3aUMOACHCTBUS

2. METOJJMYECKHUE PEKOMEHJIAIIMA K CAMOCTOSATEJBbHON PABOTE
2.1. CamocTosiTeibHasi padoTa HaJ (POHETHKOIl HHOCTPAHHOIO A3bIKA

Omnpenesurech ¢ BAPUAHTOM AHIVIMHCKOr0. BapHaHTOB aHIVIMHCKOTO MPOM3HOLIEHHS CYIIECTBYET
MHOTO: KaHaJCKNH, aBCTPAIMHCKUM, CpelHEaTIIaHTHUeCKUd U T. A. OJHAKO CaMbIMU MOIYJIIPHBIMHU
SBIISIFOTCS. OpPUTAHCKWN W aMepHKaHCKWI aHrimiickuid. [IpoW3HOIIEHHE B 3THX ABYX Pa3HOBUIHOCTSIX
OJIHOT'O sI3bIKa OTJINYAETCS JOBOJIBHO CUJIBHO.

IIpoananu3upyiite cBo peyb. BeiOepute Kakoi-HHMOYIb aynO- MM BUACOPOIHK C TEKCTOM 3aIHCH.
ITocmymaiite, Kak MPOU3HOCHUT €ro HOCUTEND. [locie 3TOro NpodTUTE TEKCT CaMOCTOSATENBHO U 3aIIAIINTE
Ha qukTodoH. [Ipocnymaiite cBO# Toioc U CpaBHUTE C PEUbi0 HOCHTEINS, ONPEACIUTE, KAKUE 3BYKH BbI
MIPOM3HOCHTE HEBEPHO. BOT Hal STUMHK caMbIMHU 3ByKaMH MBI U MpeiaraeM BaM nopaborats. EcTh ere
OOUH MHTEPECHbIM M  HAIEXHBIH crnoco0 MPOBEpUTh CBOE IPOU3HOLIEHHE —  PEcypc
https://speechpad.pw/prononce.php. OH MO3BOISIET OIEHUTH, HACKOIBKO XOPOIIO M TOYHO 3BYYHT Balla
peub. CailiT paboraer KoppekTHO yepe3 Opaysep Google Chrome. IIpocTo BKJIIOUHTE TapHUTYPY,
Ha)KMHUTE KHOTKY “Start recording” u npousHecuTe JiI000€ CI0BO WIIM NpeAToKEeHHE. B HIKHEM OKOIIKe
IporpamMma MoKakeT BaM, HACKOJBKO TOYHO BBl MPOU3HECIH 3BYKH B TPOIIEHTHOM COOTHOIIeHWHU. Ecin
KaKOM-TO 3BYK BbI IIPOU3HOCUTE IIJI0XO0, TO YBUAUTE: IIporpaMMa paclio3Hajaa COBCEM ApYyroe ciioBo. Bam
Cpa3y CTaHET MOHATHO, KaKWe 3BYKH y Bac IMOJY4YarOTCs, a HaJ KAKMMH CTOUT MOTPYIOUTbCA. A eciu




MOCTaBHUTh TAIOUKY BO3ie clioBa Recording, mporpamma 3amuiieT Bairy pedb, Bl MOXKETE MPOCIYIIATh,
KaK 3ByYUTE CO CTOPOHBI.

[IpaBuiibHOE aHTJIIMHCKOE MPOU3HOUIEHWE — 3TO KapTHUHKA-TasJ, cocTofAmas u3 4 Ba)KHBIX
9JIEMEHTOB: NPAaBWJILHOW apTHKYJSLUH, YJapeHHs, UHTOHAMU M CBSI3HOCTH peud. UToObl KapTHHKA
coOpanach M BBITJISIENA KpacuBo, HeoOXoanmMo paboTaTh HaJ BCEMH €€ COCTAaBISIOMIMMH, BEIOb Y
KaXIO0TO M3 HHUX €CTh CBO€ Ba)KHOE MecTo. MTak, 94TOOBI yNy4IINTh aHTIIMHACKOE MPOM3HOIIECHUE, BaM
HE0OX0MUMO OyIeT:

- BoipaGoTaTh NPaBUIbHYI0 APTHKYJSIUMIO. APTHKYJISLUS — 3TO TOJOXKEHHE M JBIKEHHE BCEX

opranoB peuu. OT MpaBUIBHON apTUKYJIALWN HAPSIMYIO 3aBHCUT YETKOCTh Mpou3HoteHus. [lonoxenne
OpPraHOB PEYM IPH Pa3rOBOPE HA PA3HBIX SA3bIKAX OTIUYACTCS, MIOATOMY, YTOOBI aHTVIMMCKUI HE 3Bydal
MO-PyCCKH, HEOOXO0AUMO MPUYUYHTH CeOsl MPABUIBHO paCIofiaraTh S3bIK M IyOBI MPH MPOM3HECEHUH TEX
WJIM UHBIX 3BYKOB.
- Caenutsb 32 ynapenneM. HeBepHO MOCTaBIIeHHOE B CIIOBE yJIapeHHUE MOXKET COMTH C TOJKY HOCHTeNeH
SI3BIKA U CTATh MPUYMHON HermoHuMaHus. OTCI0a BEIBO: CIIEIUTE 3a peublo. Ecian He yBEpeHBI B KAKOM-
TO CIIOBE, OOpaTHTECh K OHJIAWH-CIOBAapIO U MOCIyIIAiTe, Ha KAaKOW CJIOT HY’KHO AeJaTh ylapeHHe B TOM
WM WHOM CJIOBEe. AMEpHKaHeI Wik OpHTaHeI] MOTYT MPOCTUTh BaM HE COBCEM BEPHOE MPOU3HOIIECHUE
coueranus /th/ wim pycckoe /p/, HO HEPABWIBHOE yIapSHUE MOXKET CTaTh MPUIMHON HETIOHUMAaHHUS.

- Pagorarp nHan unronanueii. [IpaBunbHas HHTOHALUS U JIOTHYECKOE YAAPEHUE — €MIe OJMH KoY K

TOMY, KaK yJIy4IIUTh MPOM3HOLICHHE Ha aHTJIMMCKOM fA3bIKE. YUHWTeCh MHTOHALUK Y HOCHUTENECH S3bIKa:
CIIyIIaiTe ayAno3aliCH W CMOTPHUTE BUAEO PA3IUYHON TEMaTHKH, MOBTOPSITE (pas3sl 3a CHHKEpaMHU.
WNHocTpaHIbl OTAMYAIOTCS JKCIPECCHMBHONM MaHEpoil OOIIeHHs, HaM OHa HMHOTJA Ka)KeTCS HEMHOTO
CTpaHHOW W HM3JIMIIHE dMONMOHAIBHOU. OIHAKO €CIM BBl XOTHTE TOBOPUTH IMO-aHTIIMHCKU 0€3 aKIIeHTa,
TO MHTOHAIIUS — 3TO TO, HAJ YeM HYKHO IOpadoTaTh.
- PaGotaTth Hax cBSI3HOCTHIO peun. B 00buHOI Oecene MBI HE MPOU3HOCHM PEYb MO CXEME «CIIOBO-
ray3a-cjoBo-Tay3a». Mbl TOBOPHUM CBS3HO, CJIOBa CIMBAIOTCS B €JIMHOE TpejajiokeHue. B pasroBope
OKOHYaHHE TPEBIAYIIET0 CJIOBa CIMBACTCS C HAYaJIOM IMOCIEAYIONIET0, ATO TO3BOJISIET PeYd 3BYdYaTh
€CTCCTBEHHO W TUTaBHO. Tak MBI 3HaeM, 4yTOo OyKBa, TOYHEEC 3BYK /I/ B KOHIIC CIIOBa B OpHUTAaHCKOM
BapuaHTe aHIIMHCKOro OOBIMHO HE Mmpou3Hocutcsi. Hampumep, B croBe car (Mammuna). OQHAKO eciu
Mocjie CJ0Ba, 3aKaHYMBAIOIIErocsi Ha 3Ty OYKBY, CTOMT CJOBO, HauMHaromleecs C TJacHOW, To /r/
npousHocutces. Hampumep, B mpemioxennn The car is here (MammHa 37ech). Jlemaercst 3T0 kKak pa3 s
0oJ1ee TUTaBHOTO 3ByUYaHUs PEYH.

Kak yay4ymuThs Npon3HoLIeHre Ha aHTJIHICKOM
PaboraiiTe Hax HABBIKOM ayaMpoBaHusi. YeM sydiie Bbl TOHMMAETe aHIIMHCKUIN S3BIK Ha CIyX, TEM
nydiie OyJeT Ballle IMPOU3HOIICHUE. Y MHOTHX JIFOJICH BO3HUKAIOT CIOXKHOCTHU C MTPOM3HOIICHHEM KaK pa3
M3-32 HEJJOCTATOYHOM paboThI ¢ aynupoBaHueM. UeMm dalre Bbl CIyIIaeTe HHOCTPAHHYIO pedb, TEM YeTue
pazimuaeTe 3ByKH. JJOBOJIBHO 4acToO OMIMOKH B IPOU3HOIICHUH CBSI3aHBI C TEM, YTO MBI IMEEM HEBEPHOE
MIPEJICTaBIIEHUE O TOM, KaK 3BYYHT CJIIOBO WM 3BYK. UTOOBI 000CHOBATH ATy TOUKY 3pEHUS, TPUBEICM
MPOCTON TpHUMeEp: TMOocHymaiTe peub TiIyxuxX moged. OHM TNPOH3HOCAT cJoBa Tak, Kak cede 3To
MMpeaACTaBIAOT, BEAb HC HMMCIOT (bH?;I/I‘IGCKOﬁ BO3MOKHOCTH YCJIbIIIATh, KaK JOJDKHO 3BYy4YaTb CJIOBO.
NMeHHO mMOATOMY HX pedb OBIBaeT JJOBOJBHO CIOXKHO pa3o0OpaTh. OO0s3aTeNbHO ITOCBAIMIANTE
ayIupoBaHMIo XOTs O 10-15 MUHYT B JIeHB, TOT/Ia Y BaCc HE BO3HUKHET BOIIPOC, KaK Pa3BUTh aHTIINHCKOE
MIPOU3HOILIECHHE.

YuuTe TPAHCKPUNLIMIO AHIJIMICKOrO SI3bIKA.

Yuure ciioBa npaBuIbHO. BKIIOUNTE OHIANH-CI0Baph U MPOCIYIIAWTE HECKOJIBKO pas3, KaK IPOU3HOCUT
€ro HOCHTENb S3bIKa, WJIM OTKPONTE OOBIYHBIN CIOBaph M MPOYTHUTE (HDOHETUUECKYIO TPAHCKPHIILIHUIO.
Taxum 00pa3om, BBl cpa3y e BBIyUHTE BEpHOE NPOM3HOILICHHE CJIOBA — 3TO HAMHOIO NpOLIE, YeM
3ay4HTh ONMIMOOYHBIM BapHAHT, a 3aTeM NIepeydnuBaThCS.

Yuraiite Beayx. UteHne — 3aHsATHE, KOTOPOE MOMOXKET BaM COBMECTUTH MPHUATHOE C MOJIe3HbIM. Bo
BpeMsl YTEHHs BCIyX BBl JIelaeTe caMo€ Ba)XKHOE — MHCIIOJIb3YeTe CBOM TEOPETUYECKHE 3HAHUS O
MTPOM3HOIIEHNH Ha TIpakTHKe. He TopommTech, crapaiiTech 4eTKO M MPaBUIHLHO MPOTOBAPHUBATH KaXKI0E
CJIOBO, a €CJIM 3BYK BaM TPYJHO JTaeTCs, IIOBTOPUTE €r0 HECKOIBKO pas, MoKa He J00bheTech Oojiee-MeHee
MMPUWJINYHOI'O 3ByYaHMUs. A ecin BCTPETUJIM HOBOC CJIOBO, CMOTPUTEC HpeI[I)IILYHH/II‘/'I ITYHKT.

Hcnoab3yiite ckoporoBopku. IlonpoOyiiTe BBIOpaTh HECKOJIBKO CKOPOTOBOPOK, B KOTOPBIX
0TpabaTBIBAIOTCS TPYAHBIC UIS BaC 3BYKH M UYHUTAHTE MX ©KETHEBHO — 3TO 3alMET BCETO 5-7 MUHYT B
nenb. [Tombopka ckoporoBopok ¢ 03By4Koi http://engblog.ru/50-difficult-tongue-twisters

CMmoTpuTe cnenuanbHble o0ydaromue Buaeo. B lHTepHETE €cTh MHOIO BHAEOPOJIMKOB, B KOTOPBIX
HOCHTEJb S3bIKa MOAPOOHO pacCcKa3blBaeT, KaK MPABHILHO MPOU3HOCHUTH T€ WX HHBIE 3BYKH. [lpn 3TOM




HEKOTOPBIE CHHKEPHI JIaKe BKIIOYAIOT B CBOE BHUICO CXEMBI, N300paXKarollie MpaBHIbHOE MOJOKEHUE
opraHoB peud. [1o Takum pormmkaM MOYKHO Pa300paThCs, KaKk TOYHO JIOJDKEH 3By4aTh TOT WJIA WHOU 3BYK.
BpuraHckOMy NPOU3HOIIEHUIO MOYXKHO YUUTHCSI:

https://www.youtube.com/playlist?1ist=PL. D6B222E02447DC07 ,

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

MoapaxkaiiTe peun HocuTesell sa3bIKa. BriOepure MHTEpECHOE BHACO WIM ayauO WM TIOCTApalTeCh
MOOUThCS 3By4YaHUs, KaKk y AukTopa. llompakaliTe Ka)XmoW MEIOYHM: MaHepe pasroBOpa, MHTOHAITUH,
aKIEHTy, JeNaiiTe JIorTuh4eckne may3bl U ynapeHus. Ilycte 3To m Oyaer cHavanma 3By4aTh CTPaHHO U
HEECTECTBEHHO /Ui BalllMX YIIEH, 3aTO MMEHHO TaKUM CIIOCOOOM TIpOIIE BCETO JTOOUTHCS BEPHOTO

AHIJIMHCKOT O [IPOU3HOLLEHUSI. st o0ydeHus y100HO HCII0JIB30BaTh cait
http://www.englishcentral.com/videos =~ — TaM NpeJCTaBICHbl COTHU THICSY BHUACO Pa3zHOOOpazHOU

TEeMaTUKH U JUIMHBL Bce OHM comepkaT CyOTHTpBI, pa30MThI 10 COOTBETCTBYIOIIUM TeMaM U YPOBHSIM
crnoxxHocTH. Tlociie mpocMoTpa BaM MPeIoKaT HECKOJIBKO YIIPaKHEHHH, CpeI KOTOPBIX €CTh M paboTa ¢
MPOU3HOIICHHEM — HY)XHO TPOU3HOCHTH (Ppas3bl M3 BUJICO 32 TUKTOPOM. YUUTHCS Y HOCHTENCH S3bIKa
MoOKHO 1 Ha http://www.engvid.com/. Beibepute pazgen “Pronunciation” u oTKpoiTe Al cesi ceKpeThl
MPaBUJIbHOM aHTTTUHCKON peyn.

2.2. CamocrosiTeIbHAsi pa00Ta HAJ JTeKCHKOH HHOCTPAHHOIO A3BIKA
3annMaiiTech Ha 00y4YAIOIINX caliTax:
http://esl.fis.edu/ B mompaznene First words crmoBa mist ypoBreit Beginner u Elementary pa3zoutsr mo
TeMaTHKaM. boJblias 4acTh yOpa)KHEHUI NPEACTABICHA B BUJIE BU3YaJIbHOTO cioBaps. [limroc B ToM, 4To
BaM HE JAIOT MEPEBOA HAa PYCCKUH SA3BIK, MO3TOMY B MAMSTH BO3HHUKHET acCOLMALMS: ONpeAeICHHas
KapTHHKa CBs3aHa CO CIIOBOM Ha aHIJIMICKOM s3bIke. Kpome BH3yalnbHBIX YIPaXHEHHUH, Bbl HalieTe HE
MCHEC HHTCPCCHBLIC pa3sBUBAIOIIME 3aJlaHUd Ha IOMCK CHMHOHMMOB M aHTOHHMMOB K CJIOBY, a TaKiKe€
3aJaHusA-BONIPOCHI, NPOBEPAIOIINE Balllkd 3HAHUSA JICKCUKHU TOM WJIN MHOM TEMATHKU.
http://www.learnenglish.de/
Ha caiite BB MOXeTe HAWTH (IIDII-KAPTOYKH B AIEKTPOHHOM BHJE U YUUTh aHTIHMICKHE CIIOBA OHJIAWH:
nporpeccuBHO W yaoOHO. Bam mpemiaraioT Tpu STama u3y4eHUs HOBBIX ciioB: CHadaja BBl IIPOCTO
CMOTpHUTE Ha CJIOBa U CTapaeTech 3allOMHUTh UX MPH MIOMOIIX acCOLUalny ¢ KapTuHkol. [lotoM Bam Ha
HEKOTOpOEe BpeMsl MOKa3bIBAIOT KapTHHKY, a BBl IbITAETECh BCIOMHUTH clI0BO. Ha Tperhem sTame BbI
TECTUPYETEC CBOU 3HAHUA: ITMIINUTE PAIOM C KapTHHKOfI CJIOBO Ha aHTJIMMCKOM SI3BIKE.
http://englishspeak.com/
[IpeacraBneHO HECKONBKO Pa3lesioB AJsl U3ydeHUs1 Hauboiee yrnoTpeOsseMbIX CIIOB, a TAKKE Pas3lelibl C
pasroBOpHbIMH (pazaMu, TAe Bbl MOXKETE YYUTh HOBBIC CJIOBa B KOHTEKCTe. Bce ciioBa 03BydYeHBI
HOCHUTENISIMH, YYHUTE UX M TOBTOpsAWTEe 3a nukropoM. Ilocme storo mepexoaute B pazzen 1000 Most
Common English Phrases. 3neck Bbl MOkeTe H3ydaTh HOBBIE CIIOBA B KOHTEKCTE.
http://freerice.com/
31ech BaM 10T TOJIBKO OJIHO YNPasKHEHUE: HE0O0OXO0AUMO YKa3aTh, YTO O3HAYAET TO WIIM UHOE CIOBO, TIPU
OTOM IMpeIararoT 4€ThIp€ BapuaHTa OTBCTA. To ecTb (baKTI/ILIeCKI/I BaM HYXXHO HOI[O6paTI: CHHOHHUM K
CIIOBY.
O0benunsiite cioBa nmo reMaTuke. OOBIYHO XOPOILIO 3alIOMUHAIOTCS TPYIIIBI CJIOB, OTHOCSIIMXCS K
onHoit teme. [losTomMy crapaiiTeck pa3duTh cioBa Ha rpynmbl mo 5-10 mwTyk u yuuts ux. DPQext
Pectropdda: genoBeueckuii MO3T U3 IpyNIbl OOBEKTOB JIy4llle BCETO 3a[IOMHHAET TOT, KOTOPBIA YE€M-TO
BeIIeNsieTcs. Mcnonp3yiiTe 310 monokeHne cede Bo Gyiaro: B TPYIITY CJIOB OJHOM TEMAaTHKH «BHEAPHUTE
Yy’KE€CTpaHLa» — BIMILIUTE CIOBO HECBA3aHHOW TeMaTtuku. Hanpumep, yuure ciioBa o reme «@pyKTbl»,
100aBbTE K HUM OJIHO CJIOBO 10 TeMe « TpaHcnopTy, Balllu 3aHATHS CTaHyT emie 3¢ dexkTuBHee.

TemaTu4eckuii cji0Bapb
TeMaTUUeCKWIA cnoBapb [pencrarnser coboW TeTpaab WM OJOKHOT JIJIs
3allUCH Balero Oyaymiero CIOBapHOro 3armaca —

=» nasmE lexical notebook. Takyro TeTpagp HyXHO Cpazy xe
é: pa36I/ITI> 10 TeMaM, HallpUMEP: pa60Ta, €aa, 4yBCTBa,
é: Good / Bad weather  Cold / Hot weather  Dry / Wet weather YacTd Tella U T. II. Ha Kaxxgoe ciIoBO KellaTelIbHO
?- OTBOJUTEL | CTpaHWIy WIIM XOTSI OBI IMOJOBHUHY — B
£  Weather forecast — npozro3 nozodel 3aBHCHMOCTH OT (opMara TeTpand W BEIWIHHBI
g:. Weather station — memeocmaoHUUA BallIero nmo4epka.

S.-t' To be under the weather — HesaXHO ceba HysCmaEoBams

i Weather permitting — npu dnazonpurmeol nosode

::. The weather can change quickly.



Ecin cnoBo wuMeeT HECKOJNBKO 3HAYEHHWH, JKelaTelnbHO HamucaTh 3-4 pasHBIX OIpeNeeHus.
TpaHckpunuus — 110 XeJaHUIo, €CM BaM ynoOHO ee yntaTh. OmpenesieHre CIoBa Ha aHTJIMHCKOM SI3bIKE
— YMECTHO, €CJM Balll YPOBEHb 3HAHHS CPEAHUI W BblmIe. Tak Bbl 3a0AHO BBIYYHTE €IIE€ HECKOJBKO
MOJIC3HBIX CJIOB W3 ompenenenus. ClioBa, coueraromuecs co cioBoMm (collocations). [TocMmotpute Ha
KapTUHKY C IPUMEPOM, TaM Bbl BUIUTE cloBocoueTanus bad weather, hot weather, weather forecast u T.
. DT BBIPAXEHUS JIydlle 3allOMHATCS BaM, YeM JIBa OTOPBAaHHBIX APYT OT Apyra ciosa. K Tomy ke, BbI
HEe OImMOeTecCh B COYETaHUM CIIOB. HECKOJIBKO MPUMEPOB YMOTPEOJICHHS 3TOTO CJIOBa B MPEUIOKEHH,
NpUYeM >KelaTeIbHO HamucaTh XOTS Obl MO OAHOMY NpUMeEpY Ha KaXI0€ 3alHMCaHHOE OIpeeIeHHE
ciioBa. CHHOHMMBI 1 aHTOHUMBI K CIIOBY. MIIMOMBI € yOTpeOJIeHHEM 3TOrO CJI0Ba, €CIM Balll ypOBEHb HE
Hiwke Intermediate m BBl coOupaeTech IOMOJHUTH CBOW CIIOBAPHBIA 3amac MOJE3HBIMH SPKHUMU
BEIpaKeHUAMU. HO HYXHO TNpHIEPKHUBATBCS MEpBl, HE CTOUT BBIIHCHIBATH BCE HIAMOMBI, KOTOpBIE
CBs3aHbl C BamuM cjoBoM. [locratouHo oxHoW mim AByX. KaprtuHka — mo sxemanuro. HekoTopbiM
JIOASM IOMOTaeT TaKoW MpHeM: IPU M3YUYCHUH CJIOBa OHM PHUCYIOT KapTHHKY K Hemy. Tak JieKcuka
HaYMHAET aCCOLMHPOBATHCS C ONMPEIETICHHBIM BU3YalIbHBIM 00pa30M U 3aIIOMHUHACTCS TPOILIIE.
Pucyiite mind map (uHTe/1eKT-KApTy). BBl Jerko BblydnTe aHTIUHCKHE CIOBA OJHOW TEMATHKU,
€CJIM HapuCyeTe WHTEUIeKT-KapTy wiu mind map.

( Bath towel ) ( Toilet ( Wirror o
%l_) )—J Takast cxema HarisaHO MOKAa3bIBACT, K KAKOH TeMe

OTHOCSTCS ClIoBa. A IIOKa BEI €€ pUCyCTE, JICKCUKA

Tableclath b Bathroom X
% k " 9& OTJIOKUTCS B MMAMSITH.

- : , OOpamaiiTe BHMMaHHe HAa TMPUCTABKU H
Dining raom table '—- Dining room Bedroom ——M

/ \ cyppurchl
pa— . e Bo Bpemst uTeHMs 3a0CTpsANTE BHUMAHHE Ha TOM,
Lo | f]\ E KaKk MpH TIOMOIIM MPUCTaBOK U cyddukcos
G G G 00pa3yroTcs HOBBIE CIIOBA U3 YK€ 3HAKOMBIX BaM.

OTO MOMOXKET BaM «IOYYBCTBOBaTH» A3bIK. Ilpu
MTOMOIIIA 3TOTO TIPOCTOTO NMPHEMa BO BpeMs YTEHHs BBl Oy/leTe M3ydaTb CIOBOOOpa3OBaHHE, NOWMETe
MIPUHLIUIIBI TIOCTPOCHUS HOBBIX CJIOB. BIOCIENCTBUM 3TO MIPUTOJUTCS BaM: BCTPETUB HE3HAKOMOE CIIOBO,
BBl CMOXETE JIOTaIaThCsl O €r0 3HaYeHUH 0e3 cI0Bapsl, HCXOAS U3 KOHTEKCTa M CBOETO OIBITA.

Haiinute ¢ppa3osbie riarobl. M3ydeHne ¢ppa3oBbix I7arojoB B OTPEIBE OT KOHTEKCTa OECIONe3HO: STH
CJIOBa HE TEPEBOJATCS Kak OOBIYHBIE THarosbl. Haifiaure ux B TeKcTe, BHIMUIINTE ceOe MpPEeIOKEHUE C
(hpa3oBBIM TJIATOJIOM, TIOCMOTPHUTE, KaKyl0 POJIb OH BEHIMOJHAET B Tekcte. [lompoOyiite cocTaBuUTh emie
HECKOJIBKO IMOJOOHBIX TNPEUIOKEHUH, HO YK€ OT CBOEro Juna. Tak BBl BEIyYUTE HOBYIO JIEKCHKY B
KOHTEKCTE U HE 3aIlyTaeTeCh C €€ YIIOTpeOICHHEM.

Hcnoab3yiiTe ci1oBapb CHHOHMMOB. BBl MOXeTe JOMOIHUTH CBOIO MHTEIUIEKT-KapTy I OOBIYHBIN
CJIOBAph CICAYIOIIUM o6pa30M. HaXOIII/ITe CHUHOHHUMBI K HOBBIM CJIOBaM W NHUUIIUTEC UX PAOOM, IIPU 3TOM
CpeIy HHUX JOJDKHO OBITH XOTs OBbI 1-2 3HAKOMBIX BaM CIIOBa, TOTJa 3allOMHUTh HOBYIO JIEKCHKY OynmeT
mporie. MOXXHO 3a0[JHO BHINMKMCHIBATD U aHTOHWMBI, HEKOTOPHIM JIOASM yAOOHO YYHTH Cpa3zy TaKue
rpynmnsl cioB. HaliTh CHHOHMMBI M aHTOHMMBI K CIIOBaM BaM TIOMOXET clioBapb Merriam-Webster
(http://www.merriam-webster.com/).

Onumute KapTuHky. [lompoOyiiTe mepecka3aTh TEKCT, IS HA WITIOCTPAIIMIO M UCTIONB3YS HOBBIE
cnoBa. He o0s3aTenpHO 4YETKO MPHUAEPKUBATHCS CIOKETHOW JIMHWM, TJIIABHOE — 3a/IeHCTBOBATh Kak
MOYKHO OONblIe HOBOW JEKCUKU. TakMM HEXUTPBIM CIOCOOOM MOKHO JIETKO PacIIMpPUTH CIIOBApHBIN
3arac aHIIMHACKOTO SI3bIKa.

CocTraBbTe HOBBIIT paccka3. [locie n3ydeHns He3HAKOMBIX CIIOB IMONPOOYHTE COCTaBUTH CBOM pacckas,
HCIIOJIb3Ysd BCIO HOBYIO JICKCHUKY. Ecim BB He J'IIO6I/ITe MNPpUAYMBIBATE HUCTOPUH, MOKCETC IIPOCTO
Nepeckas3arb TO, YTO MPOUYHUTANIH, HO C HEKOTOPBIMHU U3MEHEHUAMU. I1yCTh ONO0KUTENBHBIN T€PO CTAHET
OTPHIIATEIHHBIM B HA00O0POT.

2.3. CamocrosiTeIbHAsi paboTa HAJ TPAMMATHKOH MHOCTPAHHOTO A3bIKA
3anumajiTech Ha 00y4aKOIIMX caliTax:
http://learn-english-today.com/
Kpatkoe anrnosissranoe nmocobue mo rpammaruke. HecMoTpst Ha To, 4To Best HHGOpManus mpeacTaBieHa
Ha aHTJMHACKOM S3bIKE, COBETYeM MOIMpoOOBaTh YYHTh IpaMMaTHKy Ha STOM pecypce: Bce MpaBHiia
M3JI0KEHBI KPATKO M TIOHATHO, 0€3 JIMIITHEH TeOpHHu.
http://www.englishlearner.com/
Caiit ¢ TecTaMu IO TpaMMaTHKe 751 HAYMHAIOMINX HA aHTIIMHCKOM s3bIke. [lonpoOyliTe mpoHTH TECTHI C
noMeTKol Beginner, B HUX 3a1aHusl OpPUCHTUPOBAHbI HA HAYaJIbHBIH YPOBEHb 3HAHUM.




http://englishteststore.net/

http://agendaweb.org/
JIBa MOX0XKMX aHIJIOA3BIYHBIX CaiiTa ¢ TECTaMHU 10 IPaMMAaTHKE Ha aHIJIMHACKOM SI3BIKE JUIS HAUMHAIOIIHUX.

PaboTaliTe ¢ HUM aHATOTUYHO: BBITIONHANTE 3aJaHUs IO TEM TeMaM, KOTOphIE YK€ U3yUHITH, pa3oupaite
OLIMOKYU U IPY HEOOXOAUMOCTH MOBTOPSIITE TEOPHIO.
IIpakTukyiiTeck.

® JlepeBoauTe TEKCTHI C PYCCKOTO Ha AHTIIMHCKWI, BBIOJIHSIMTE YIpakHEHUS W3 Y4eOHHKA H
WntepHeT-pecypcoB, crapaidTech dalle YHOTPeOISATH pa3HOOOpasHblE TIpaMMaTHYEeCKue
KOHCTPYKIIMM B pa3rOBOPHON peun. JloBeAWTE HaBBIK WX HCIOJNB30BAaHUS 10 aBToMatu3Mma. He
OTpaHMYMBAWTECh MpUMEpaMH U3 OJHOrO Yyd4eOHHWKa. [lpuaymbIBaiiTe CBOM TNPHMEPEI
ynoTpeOIeHus apTUKJIsL, BpeMeH, aKTHBHOTO U ITACCHBHOTO 3aJI0I'0B, a TAK)KE MPOXOAUTE OHJIalH-
TeCThl Ha pa3HBIX caiWrax. MHOro pa3HOOOpa3HBIX TECTOB MOKHO HaWTH Ha caire
http://esl fis.edu/.

® He oOs3aTenbHO 3yOpUTh Hau3ycTh MpaBWiIa B TOM BHJIE, B KaKOM OHHU MpPEICTaBICHBI B
y4eOHUKE, TJIaBHOE — IMIOHATh W 3allOMHUTH NPaBUIBHOE YNOTpeOJeHHe TOH WM HHOU
KOHCTPYKITUH.

® 3aMmeuaTenbHBIN calT http:/www.engvid.com/ mpeasaracT BaM TNpPEKpacHbIE BUACOPOIIHKH,
KOTOpbIE IOMOTAIT pa3obparbcsi ¢ rpamMmarukoid. HecomMHeHHOe IpenMmyInecTBO pecypca —
JIeTKas rmojiada MaTeprana u OObSICHEHUS! HOCUTENEH SI3bIKa.

¢ [lompoObyiite monp3oBaThCs cioBapeM http:/www.lingvo.ru/. OH mpuMedaTeneH TeM, YTO JaeT
MIpUMEpPBI UCIOIB30BAHMS CIIOB, HO BBl MOXKETE UCIOJIB30BaTh €ro mno-apyromy. Hampumep, Bb
yuute Bpemst Present Continuous: BBeJUTE B OKOIIKO Iporpammsl “I am writing” (MOXHO J1r000#
Ipyroi 4Yacto ymnorpebnsiemblii riaroin). [IporpamMma TyT e BbIIACT BaM HECKOJBKO COTEH
MIPUMEPOB, COIEPKAIINX 3TU CI0Ba. Tak Bbl yBUANUTE, B KAKOM KOHTEKCTE, C KAKUMHU HapeUHsIMH,
B KaKuX CJIyyasx daiie Bcero ynorpeobisercs Bpems Present Continuous.

® MOXHO yYUTh TpPaMMaTHKy B CTHXaX, pU(QMOBaHHbIC (OPMYIUPOBKH JIETKO 3allOMHUHAIOTCS.
[TompoOyiiTe BBIyYUTHh HENpPaBHIBHBIC INArojbl aHTIHHCKOrO f3bIKa 1O 3a0aBHBIM aBTOPCKUM
CTHIIIKaM, 3TO HE TIPOCTO JIETKO, HO eIle U Beceso!

* 3ydyeHue M000W rpaMMaTHYECKON KOHCTPYKIMHM HAYWHAETCA C TOTO, YTO MBI JOJDKHBI HAMTH
(mpouMTaTh, YCHBIIATH) OINUCAHUE OTOM KOHCTPYKIMH, TO €CTh Yy3HaTh, 4YTO OHA
o3HadaeT. O3HAKOMUBLINCH C €€ 3HAYEHHEM M MOCTPOEHUEM, MBI JOJDKHBI €€ 3alOMHUTH. [
3TOTO HaM HEOOXOAMMO BBITIOJIHUTE OTIPE/IeNICHHbIEC YIIPAKHEHUST Ha MEXaHHUECKOe 3aKperieHIe
3TOH CTPYKTYpHI, TaK Ha3blBaeMble «IpHIUIbD» (OT aHrimiickoro ciosa “drill””, uro o3HawaeT
«TPEHUPOBOYHOE YNPAKHEHHE» / «IpakTH4YecKas oTpaboTkay). Ilocieanuil mar - 3170 oTpaboTKa
BBIyYCHHOH IpaMMaTHYECKOM KOHCTPYKIHU B peuu. be3 3Toro mara Hamie 3HaHHE KOHCTPYKIIMH
OCTaHeTCsI TOJILKO Ha Oymare.

2.4. CamocTosiTeJIbHAsA padoTa HAJl AyTHPOBAHHEM

CaymaiiTe pa3inyHble ayIHOMAaTePHAJbI PEryJisipHo.

Canywaiite ayanoypoKH, TOAKACTBI, MECHH, CMOTPUTE (UIBMBI M CepHajbl Ha AHTJIMHCKOM SI3bIKE

(opueHTHpYyiiTeCh Ha CBOW ypOBEeHb 3HaHHWH). [JaBHOe — mnogoOpaTh YBJIEKAaTeNbHBIA Uit ceds

Marepuai. [lompoOyiite mpoOyauTs B cebe MHTEpecC, MOMIOOUTh ayANpOBAaHUE, TOTAA 3aHUMATHCS UM

Oy/ZieT HaMHOT'O TIPOIIIE.

H3yuyaiite aHrauiickuii A3bIK M0 GUIBMAM U CepHAJIaM - 3TO JOCTABUT BaM MAacCy YJIOBOJBLCTBUS U

MTOMOXXET TOHNMATh aHTJIMHCKUH S3bIK Ha ciryX: https://ororo.tv/en u https://show-english.com/

CaiiThl ¢ ay1M03anUCAMU:

- http://www.eslfast.com/ B kaxxaom pasjerne ecTh TeMaTHYeCKHUE TMOJpa3ieibl. BeiOupaiite HeOObIIMe
UCTOPUM WM JHUAJIOTd HA pPAa3rOBOPHBIE TEMbl, OTKPBIBAHTE COOTBETCTBYIOIIYIO CTpaHuLy. B
OTKPBIBIIEMCS] OKHE B BEPXHEH 4acTH SKpaHa Bbl YBUIUTE NIAHEIb YIIPABICHUS ayAUONPOUTPBIBATEIIEM,
a HUKe BaM OyJIeT NPEICTaBIICH TEKCT.

- http://www.esl-lab.com/ Ha caiite ectb Heckombko pa3nenoB. IlepBblil, KOTOPBI CTOUT H3Y4HUTh, —
General Listening Quizzes. B HemM ecThb Marepwaibl TpeX ypPOBHEW: JIETKHHA, CPEeIHUM, CIOKHBIM.
Bri6upaiite moaxosmuii BaM U OTKPBIBAMTE YPOK 110 3aMHTEPECOBABIIIEH Bac TEME.

- http://www.talkenglish.com/listening/listen.aspx Ypoku mpeacTaBieHbl A TPeX YPOBHEH 3HAHMIM:
0a30BbI{, CpelHUI U NPOABUHYTHIN. TemMaTnka pa3HOOOpa3Hasi, B OCHOBHOM NPEACTABICHBI IUAJIOTH U3
Ku3HH. W3 9TUX MOXOOpPOK He JHMINHMM OyJeT 3aloMHUTh Tapy JecsITKoB ¢(pa3 — Bce OHH
WCIIOJIB3YIOTCS B COBPEMEHHOM aHTJIMUCKOMN peuu.




CaiiThl ¢ MoAKACTAMHU HA AHIVIMICKOM: j100aBbTe ceOe B 3aKJIaJKU U TOCEIIAanTe XOTs Obl Mapy pas B

Henenmo: http://www.audioenglish.org/,
http://www.bbc.co.uk/worldservice/learningenglish/general/sixminute/,
http://learningenglish.voanews.com/programindex.html,

http://www.listen-to-english.com/index.php?cat=podcasts,
http://www.dailyesl.com/,

http://www.privateenglishlessonlondon.co.uk/category/learn-english-online.

CHayana ciyniaeM KOpOTKHE 00yJarolye ayJu03alrcy B MENICHHOM TEMIIe, TIOTOM TIepeXouM K Oolee
CJIOKHBIM, TIEpEJAIOIIUM €CTECTBEHHYIO pedb. Bbl y3HaeTe OCOOCHHOCTH MPOU3HOIICHHS 3BYKOB,
IIOCTAaHOBKM YyIapC€HUsA B CJIOBAX, MWHTOHALWH, PpPAaCCTAHOBKU JIOTUYCCKHUX IIay3bl H yz[apeHHﬁ.
COBpeMeHHBIe IIOAKACThI O3BYUYHMBAaIOTCA HOCHUTCIISIMU SA3bIKa — OOBIYHBIMU JIIOAbMH,
pa3roBapHBarOIIMMHU TPAMOTHO. BBl CMOKeTe 3alOMHUTH IMOJIe3HbIe (Dpa3bl U MCIOIB30BaTh UX B CBOSH
pedn, 3Hasl, 9YTO COOECETHUK-HHOCTPaHel TOYHO TOHWMeET Bac. BBl mpuBBIKaeTe K pa3HbIM akIeHTaM B
AHIJIMHCKOM s13bike. CHavana peub HEKOTOPHIX HHOCTPAHIIEB MOKAXXETCSI BAM CTPAHHBIM HA0OPOM 3BYKOB.
OpHako eciiu Bbl OyJeTe 3aHUMAThCs 110 TaKUM aynuodaiijiaM IMOCTOSHHO, TOCTEIICHHO CMOXKETE
MIPUBBIKHYTHh K OOJBITMHCTBY aKIICHTOB M Oymere Oe3 Tpyla IMOHWMAaTh MHOCTpaHIeB. YTOOBI 3HATH, B
KaKuX CcIydasx [pueMieMo yrmoTpebjeHne TOro WM WHOTO CJOBa, CIyIIaiTe TOIKaCThI
COOTBETCTBYIOIICH TeMaTuku. Hanpumep, Bol u3yumim temy “Shopping”, HaiiiuTe ayimo Ha 3Ty TeMy U
CIIylIaiiTe, Kak HOCUTENH SI3bIKa MCTIONB3YIOT U3YUCHHBIC BaMU coBa. M3 aynuoszamucu Bbl MOWMeETe, C
KakuMHK CJIOBaAaMH COYE€TACTCAd HOBAaA JICKCHKA, B KaKOM KOHTCKCTC OHa HUCIIOJIB3YyCTCH. Bo BpEMs
IMpocCIylIuBaHus IOJKacTa Bbl Y3HACTC, B KAKOM KOHTCKCTC M KaK MMCHHO HCIIOJIB3YCTCA TO WM HHOC
BpEMsI WIIH acleKT TPaMMAaTHUKHA. BIIOCIEICTBIY BBl CMOXKETE CAMOCTOSTEIIBHO COCTABUTH MPEIOKECHHUS,
AQHAJIOTUYHBIE YCIBIIIAHHBIM.

Haiigute nusi ce0 onTHUMAJBHBINA cnocod padoTsl ¢ moakacToM. CiyiiaeM MOJAKACT U TBITaeMCS
MOHSTh MAaKCUMYM WH(pOpPMaluu U3 Hero. Eciam 3To TpyAHO caenaTh, MONPOOyHTe yIOBUTH OCHOBHYIO
MBICITh 3anicH. HaXoauM TEeKCT MOoIKacTa, YUTaeM ero, BHIMACHIBAEM HE3HAKOMBIE CIIOBA M KOHCTPYKIIWH.
PazbupaemMcst ¢ He3HAKOMOH BaM JIGKCHKOW W TpaMMAaTHKOW TakK, YTOOBI BBl TOYHO TOHSUIH KaKIO€
MMPEAJIOKECHUC TCKCTA. CHOBa BKJIIOYaEM AyJIU03aIlliuCh U NbITACMCA YJIOBUTH Ha CIIYX YiKE 3HAKOMBIA BaMm
TekcT. [lepeckaspiBaeM yCIBIIIAHHOE, CTapasCh MOJPaKaTh Peud AUKTOpa. PadoTaiiTe ¢ HE3HAKOMBIMHU
CIIOBaMH W TPaMMaTHYECKHMH KOHCTPYKIHUSMH. BBIMHCHIBaiiTe TpeaiokeHUs] ¢ HE3HAKOMBIMH BaM
000OpoTaMu W CJIOBaMH, pa3OMpanTech, MOYEMY HCIOJIB3YETCs WMEHHO TaKOe CIIOBO WMJIM KOHKpPETHas
KoHCTpyKIH. [locie 3Toro monpoOyiTe COCTABUTh HECKOJIBKO TOXO0XKHUX MPEToKeHHH. Kak TOJIBKO BB
HaYajgy XOpOIIO NMOHMUMATh MPOCTHIC TOJKACTHI, IEPEXOIUTe Ha Ooliee CIOXKHBIC, C OBICTPHIM TEMIIOM
pedn, 0obIIeH MPOAOKATEIFHOCTHIO M HOBOM JICKCUKOM.

Urto0b! y3HATh, HACKOJIBKO XOPOIIO BB CTAJM MOHUMATh aHTIIMMCKUIA HA CIyX, U MIPOBEPUTH CBOM HaBBIK
MIPaBOIMUCAHHUS, TIOCETUTE OJINH M3 CATOB C OHJIAWH-TUKTAHTAMHI HA aHTJIMHACKOM SI3bIKE:

http://www.dictationsonline.com/
http://www.rong-chang.com/eslread/eslread/dict/contents.htm
https://www.englishclub.com/listening/dictation.htm
http://breakingnewsenglish.com/dictation.html

http://www.learnenglish.de/dictationpage.html
3aHuMaiiTech N0 AayIHOKHHUTAM. AYJIWOKHUTH— OTJIWYHBIA pecypc Ui pa3BUTHUS HaBbIKA

ayaupoBaHus. Bo3pMHTE TEKCT 3allUCH M YMTAlTE €ro npo ceds mapamienbHo ¢ AMKTOPOM. MUHYT depes
10-20 BBI MPUBBIKHUTE K TEMITY PEUH U TOJIOCY CIHUKEpa, BaM OyJIeT JIerde pacrio3HaBaTh CJIOBa HA CITyX.
3aKkpoiiTe TEKCT M ciymiaiTe aynuo3anuch. MoxeT ObITh, BBl HE MOMMeETe Ka)KI0e CIOBO, HO 3aMETHUTE,
YTO yJaBJIMBacTe OOJBIIYIO YACTh TOTO, YTO FOBOPUT AUKTOP. A €CIIM CIIyIIaTh KHUTY KaKAbIH JA€Hb, TO
gyepe3 HEeKOTOpoe BpeMsl Bbl OyneTe CIOKOMHO 00XxoauThest 06e3 Texcra. Mcrnonb3yiite Bce TEXHUUECKHE
JOCTHIKCHUSI, MCTIONBb3YHTEe (PYHKIMIO 3aMEIJICHHOTO BOCIPOU3BEICHUS YTOOBI YMEHBLIAWTE CKOPOCTh
BOCIIPOU3BECHMUSI, I0KA HE CTAHETE YJIaBIMBAaTh PeUb JUKTOPA.

- http://www.librophile.com/#!/audiobooks/popular/free

- http://www.voicesinthedark.com/content.php?iContent=50
- http://freeclassicaudiobooks.com/

- http://www.audiobooktreasury.com/

2.5. CamocTosiTe1bHAsi padoTa HaJ rOBOPEHUEM
Kak mokHO yame o0miaiiTech Ha aHIVIMICKOM C TIperojaBaTesieM, OJHOTPYIITHUKAMH Ha Kypcax,
IpYy3bsIMH, M3YYaIOMIMMHU SI3bIK, MHOCTPaHUAMH. Tak Bbl CMOXETE YCJBIIATH <OKUBYIO» pedb H



IPUBBIKHYTh K TOMY, YTO AHIVIMHCKUM MOET 3BydYaTb II0-PAa3HOMY, BEJb y KAKJIOIO YEJIOBEKA CBOE
MTPOU3HOIIIEHUE, aKIICHT.

Yuurtech AyMaTh Ha aHIJIHIiCKOM si3bIKe. Korma unTaere wim cirymraere Kakohi-mu0o0 TEKCT, He HY>KHO
MBICJICHHO MEPEBOJUThH €TI0 Ha PYCCKUH s3bIK. BaskHO BBHIOMpPATh MHTEPECHYIO ISl BaC MH(POPMAIIHIO: BbI
yBJIEYETECh TIOBECTBOBAHUEM U HE OY/IETE€ OTBIICKATHCS HA JJOCIOBHBIN MEPEBO/I.

O0s13aTeTFHO POTOBAPUBANTE CBOM MBICITH BCIYX: OT OAHHUX MBICICH TOBOPUTHh HE HAYUHIIILCS, HO €CIH
BbI 3aBEJIETE IPUBBIUKY PETYJIIPHO AyMAaTh HA AHIJIMICKOM, TO U TOBOPUTH Bbl HA HEM CMOXETE, KaK Ha
POJTHOM SI3BIKE.

Pa3roBapuBaiiTe ¢ keM-unOyab. Hanpumep, pacckaxute cBOeMy OTPaKCHHIO B 3epKajie, KaKk y Bac
JIeJ1a, YTO MPOMU30IILIO 3a JIeHb. BO3MOXKHO, MPe/I0KEHUE TIOTOBOPUTH C 3€PKAJIOM IMOKAXKETCs CTPAHHbBIM,
HO TOJIb3bI MPUHECET MHOI0. 3E€pPKaJI0 MOXKET OBbITh JIyYllle YeJOBEeKa [0 HECKOJBKHM MpUYuHaM. Bbl
MOJKETE CKa3aTh CBOEMY OTPaXKEHWIO BCE, YTO XOTHUTE W aymaere. Bel He OouTech CKa3aTh YTO-TO
HenpaBuiIbHO. OUeHb YacTO M3YYAIONIMX S3BIK IMPECIeAyeT CTpax CAeaTh OIMMOKY. DTO MPUBOIUT K
TOMY, YTO YCJIOBEK HE TOBOPHUT COBCEM. A C 3€pKaJiOM 3TOT CTPaX YXOJUT: BPSJ JIU KTO-TO CTCCHSICTCS
CBOETO OTPaXKCHUSI.

OnuceiBaiiTe KApTUHKU. Bo3pMuTe m00yr0 KapTHHKY. OHa MOXKET OBITH CBsI3aHA C TEMOM, KOTOPYIO
BBl M3y4aeTe, MOXET ObITh Ha OTBIeUeHHYI0 Temy. llocTapaiiTech ommcaTh, 4TO Ha HEHW M300pa’KEHO.
l'oBopuTe BCe, 4TO CMOXKETE MPUAYMaTh: KTO U300paKeH, YTO OH JCJIACT, KaKHE MPEIMEThI Bbl BUINTE,
€CTh JIU BTOPOCTEIICHHBIC JICTAJN, HPABUTCS BaM KapTHHKA WM HET. Eciu Bain ypoBeHb 3HAaHUI BHICOKHIA
M HaBBIK TOBOPEHHUS PA3BUT XOPOIIO, aHAIM3MPYWUTE MPOM3BEACHUS HCKyccTBa. He CTOMT CHIIBHO
BIIaBaThCS B MOAPOOHOCTH, HECKOJIBKUX MPEIIOKECHIM Oy IeT JOCTATOUHO.

3anucpiBaeM cBoii rosoc. BriOepute kakyro-HHOYAb OOIIEPa3rOBOPHYIO TEMY, HAlPUMEP pacckas o
Bariei ro0uMoii kaure. BrmrounTte mukTodoH  3anmumuTe ¢Boi ronoc. [locime 3Toro BKIIOUNTE 3ammch
1 BHUMATCJIBbHO Hpocnymaf/'ITe c€. OGpaTI/ITe BHUMAHUEC, B KaKUX CIIy4dasX y BaC BO3SHUKACT 3aMHHKaA, I'/IC
Bbl 3aTATMBACTC I1ay3y, HACKOJIBKO 6I)ICTpa}I Yy BaC pc€yb, XOpOoUICEC MPOHU3HOMICHUEC W MNPAaBUIIBHOC
nHTOHUpOBaHWe. OOBIYHO TEepBBIC 3aMUCH U M3YYAIONIMX AaHTJIMACKANA — WCIBITAaHUE HE IS
CITA0OHEPBHBIX: BO-TIEPBBIX, MBI HE MPHUBBIKIH CIBIIIATE CE0S CO CTOPOHBI, BO-BTOPBIX, aHTJIOS3bIYHAS
peub Ha MEPBBIX CTYNCHSAX 00yYeHHs 3BYYHT CTPAHHO M HEMOHITHO. MBI PEKOMEH/yeM BaM B3sITh ceOs B
pykH (BCE C 3TOTO HAUWMHAIM) U TPOJOJDKUTH MOJOOHBIC 3aHATHS. A depe3 MeCsl-IPYrod CpaBHHUTE
MEPBYIO0 W TIOCTIEHUE 3aIUCH: pasHUIla OyneT pa3uTenbHas, W ATO BOOAYIIEBHT Bac Ha JajlbHEUIIHE
IMOABUTC B U3YUYCHUUN AHTJINICKOTO SI3BIKA.

Humem moctei. [lonpoOyliTe Hamucath HEOONBIIONW paccKa3, UCHONB3Ys CIOBa WIN (pasbl, KOTOPHIC
XOTUTE «aKTUBUPOBaTh». ECi Balll ypoBeHb 3HAHUI JIOBOJIBHO BBICOK, BAM CKYYHO IHCATh YYCHUYECKHE
YIPOKHEHUS B TETPAJKy, W Bbl JJABHO JKAXKJETE CBOEH MHUHYTHI CJIaBbl, OTIPABISHUTECh HA IPOCTOPHI
Wurepnera. Jlenaiite 3anucu B Twitter, Ha Facebook, Ha ctene BkonTakte, 3aBeaute Osior. [Iummre Ha
AHTJIMICKOM SI3bIKE KOPOTKHE 3aMETKH, CTaThU C UCIIOJIh30BAaHHEM HOBBIX CJIOB.

Oo6maemcst ¢ uHocrpanuamu. CoBeTyeM HaMTH Jpyra Mo Mepernucke Ha OJHOM U3 OTHUX CaWTOB:
penpalworld.com, interpals.net, mylanguageexchange.com. [lummre emy UIMHHBIE MUCHMa, a MeEpes
OTHpaBKOfI ClIc u YyHUTanTe BCJIYyX — IMOJIC3HO W I MPOU3HOIICHUA, U [JISI aKTUBALUU CJIIOBAPHOI'O
3araca.

YuuMm HaU3yCTh CTHXH U NecHH. 3yOpekKa — 3aHATHE CKYYHOE, JPYTOe JENI0, eClId Bhl pa3ydnBacTe
WHTEPECHBbIE BaM CTUXH M TIECHH HaW3yCTh. OTO HMHTEPECHO, IOJIC3HO Ui OOINEro pa3BUTHS U
oOoraiieHus: CJIOBApHOTO 3araca. PUPMOBaHHBIE CTPOYKH 3alIOMUHAIOTCS JIeTde OOBIYHBIX TEKCTOB, TaK
YTO W HOBAs JICKCHUKaA 6BICTpee OTJIOKUTCA B aKTUBHYIO 4aCTh BallI€ro CjIoBaps.

2.6. CamocrosiTe1bHAsi pa00Ta HAJ YTCHHEM
IMapanjesbHoe 4YTeHHMe — DTO YTEHHE OJHOTO M TOrO K€ TEKCTa Ha JBYX SA3bIKaX: POJHOM H
nzydyaemom.Tem, KTO TOIBKO Hayal yYUTh aHTJIMMUCKUNA, HET CMbICJIA YUTATh NapasielibHble TEKCThl. Bbl
MIOKa HE CMOJKETE COMOCTaBUTh IPaMMaTHUECKHe KOHCTPYKIIMU U YaCTH Peur B pa3HbIX s3bIkax. [loaTomy
JOXIUTeCh XOTs Obl ypoBHS Elementary, ocBoiiTe OCHOBBI IpaMMAaTHKH M TOJIBKO ITOTOM NPHUCTYyNANTe K
gyreHuto. Kak Tosnbko Bbl mocturnu ypoBHs Intermediate, mepexonuTe K YTEHHIO KHUI IOJIHOCTBIO HA
AQHIJIMHACKOM $I3bIKE. DTO MOXKET OBITh KaK aJanTUpOBaHHAs JIUTepaTypa, TaKk U KHUTU B OpUTHHAIE.
3HaHNe NMpaBUJI YTEHUsT — 0053aTeNbHOE YCIOBUE JUI UCIOJIB30BAHUS METO/Ia MapaJlIeIbHBIX TEKCTOB.
Bcerna BeiOupaiiTe TOT TEKCT, KOTOPBII Bbl C YJOBOJBCTBUEM IIPOYMTAIM Obl MIM NEpeunTany Obl Ha
pycckom si3pike. CrymaiiTe aynmo3amuch TEKCTa. TakkKe MOXKHO BOCIOJB30BaThCS CIEIHATBEHBIMU
nporpammamu ¢ Texunomorueir Text-To-Speech, mampumep http:/neospeech.com/. B 0OKOIIKO MOXHO
BBecTH JI00yr0 ¢pa3y, M mporpaMma O3BYYUT €€ TIOJOCOM HOCHTENS s3bIKa C IPAaBUIBHBIM




MPOM3HOIICHHEM M HMHTOHauued. Yutaiite Qpady Ha PycCKOM M COIOCTAaBIISIHTE C MPEAJIOKEHUEM Ha
AHTJIMIICKOM 9TOOBI Pa300paThCs B CTPYKType MpeaiokeHus. Tak, BBl mpounTaere Gpazy Ha pyCCKOM U
ABTOMAaTHYECKH OyJIeTe COIOCTaBIATh AHTJIMICKHE CJIOBA C PYCCKUMH, pa3OMpaThcsi B CTPYKType
MPEASIOKECHUS, OTO TIOMOXKET BaM Pa3BHTh UyBCTBO SI3bIKA U SI3BIKOBYIO AOTAIKY.

Bribepute ynoOHbie pecypcesl: https://sites.google.com/site/aglonareader/home/lang-ru IIporpammy mmnst
YTEHUS TApaUIENIbHOTO TEKCTa, a TaKkKe MPHUIIOKEHHEe MOXKHO CKaydaTh OeciiaTHO. DTO HWHTEpecHas
pa3paboTka, KOTopas TOJCBEYMBACT COOTBETCTBYIOIIME OTPBHIBKA B TApaJUICIBHBIX  TEKCTaX.
https://studyenglishwords.com/ - GecruiaTHbIH caliT, HAa KOTOPOM MOYKHO YHMTaTh MapajliebHbIC TEKCThI
Ha aHTJIMICKOM S3BIKE, COXPAaHSTh CJIOBAa W3 HUX B COOCTBEHHBI DIIEKTPOHHBINM CIOBApPHK M YYHUTH B
CBOOOIHOE BpeMsI.

Yrenue BeayxX HA AHIJIMICKOM fI3bIKe:

1. YuTaiiTe MEAIEHHO, YETKO U BBIPA3UTEIBHO MPOTrOBAPUBANTE KaXKIbIA 3BYK U KaXKJI0€ CIOBO, AeNaiTe
nay3sl. Ecnu BBl OyJieTe rHaThes 3a CKOPOCTBIO, TO MHOTOTO He J00berech. Jlaxke eciam CKOpOCTh BBI U
HapaboTaeTe, TO TPOMU3HOIICHWE, WHTOHAIMS, KpacHBBIE 3BYKHM — BCE 3TO yWAeT B HuKyzaa. Jlms
BBIPa3UTEIBHON PEUr B MEPBYIO OYepeb HY)KHO XOpollee POU3HOIICHNE U NMPaBUIbHAs HHTOHAIMS. A
CKOPOCTB TOSIBUTCSI CO BpEMEHEM caMma, OHa HapabaThIBaeTCs MPAKTHKOMH.

2. IlpounTaiiTe TEKCT W TOJHKO MOTOM HIIUTE HOBBIE cioBa. He 3a0pIBaiiTe, YTO MPH YTEHHU BCIYX
ObIBaeT CJIOXKHO TOHITH cojaepkaHue Tekcra. CHavana IOJIHOCTBIO YHMTAaiTe TEKCT, HE olpaias
BHUMAaHUS Ha He3HaKOMbIe cioBa. CTapaldTech YJIOBUTD TJIaBHYIO MBICIb M MOHATH, O 4eM TekcT. [locne
TOTO KakK BbI POYHTAIIM MIEPBBIA pa3, MOXKHO yXkKe paboTaTh C HE3HAKOMBIMH CIIOBAMH: MCKATh 3HAUYCHHUSI
B CJIOBape, CMOTPETh, KaK TpousHocATCS. UTOOBl paCHIMPHUTH CIIOBApHBIM 3allac, y4YUTe HOBBIC
BBIPQXCHHUS, MTOBTOPSITE CIOXKHBIE W TPYAHOIPOM3HOCHUMBIC cioBa. YTOOBI BaM OBULIO Jier4e YUTATh,
HEOOXOAMMO BBIOMPATh KHUTY, COOTBETCTBYIOIIYIO BallleMy YPOBHIO 3HAHUH.

3. OOpamiaiiTe BHUMaHUEe Ha rpaMmatuky. Yuras mpo ceOsi, MOKHO OErjio MpoCMOTPETh TEKCT, He
BJaBasCh B TOAPOOHOCTU cojepkaHua. UWTas aHTIMHCKUHA TEKCT BCIyX, Bbl HHKYZa HE TOPOIHUTECH,
MMO3TOMY MOXKETE YBHJETh, KaK YIIOTPEOJSIOTCS BpeMEHa W apTHUKIH. 10 ecThb BBl 3allOMHUHAETe
MIPaBIIILHBIE MOJIENN UCTIONB30BaHUS TPAMMATHYECKIX TIPABHIL.

4. Yuraiite He menbumie 10 MuHYT B AeHb. Pazymeercs, uem OoJjblie Bbl OyaeTe 4YHTaTh BCIyX Ha
AHIJIMHCKOM si3bIKe, TeM Jyume. OntumanbHbli BapuanT — 30 mMuHYT B JaeHb. Ho ecnm numiHero
BpEMEHH y Bac HET, CTapalTech BBHIACIATH XOTsa OBl 10-15 MuHYT. TO HYXKHO KaK pa3 IyIsi TOTO, YTOOBI
Ballla pevb CO BPEMEHEeM cTajia ObICTPOi W TUTaBHOHW. Bam He Hajo mMpHIyMBIBaTh pedb HA XOIy, KaK B
pasroBope, BBl YMTACTEe IPAaMOTHO HAIMCAHHBIA TEKCT W CieyeTe 3a X0JA0oM MbIciau. Ecim Bbl Oyaere
YUTaTh BCIYX HE MEHBIIE I[oJy4aca B JIeHb, TO 4Yepe3 MeECSI-JIPyroll 3aMeTuTe, KakKk CHUIbHO
npeoOpa3niiack Baia peub: 3BYKH CTaIH YeTKUMH, YIIUTH CIOBa-Napa3uThl U HEIOBKHE 3aMHHKH .

5. Ywraiite pa3Hble TeKCThl. UnTaiiTe XyHA0)KECTBEHHBIC NMPOM3BEICHHS, CTUXH, HAYYHBIC ITyOIHKAIIUH,
CTaThbU B TazeTax W XypHanax. Pa3HooOpa3HbIe TEKCTHI IOMOTYT Pa3BUTh HABBIK YTEHHUS CO BCEX CTOPOH.
Jis Kaxmoro TekcTa OyAyT pa3HbIe TEMITBI PEYH U TIay3bl, HHTOHAITHUS.

HurepueT-pecypcsl:
http://www.rong-chang.com/nse/ DTOT cailT mOAOHAET JUIsl 3aHATHI HAUMHAIOIIKUM C YpoBHeM Beginner
u Elementary. Bce TeKcTbI KOpOTKHE, B HUX MCIIOJB3YIOTCS TPOCTHIE CIIOBA U dJIEMEHTapHasi TpaMMaTHKa
— Tpu BpeMeHu rpynmsl Simple. [TonpoOyliTe auTaTh XOTS OBI 2-3 TEKCTa €KETHEBHO, 3TO 3aliMET BCETO
5-10 munyT. TeMbl TEKCTOB pa3HbIe, YAaCTO OHU MPEIACTABISIIOT COOOH HeOonbiune myTKH. Bee cioBa
noJo0paHbl TakMM 00pa3oM, YTOOBI M3yYarollMii He MPOCTO YMTal TEKCThl Ha AaHTJIMHCKOM, HO H
pacumpsul CBOM JieKCHMYecKuid 3amac. Tak, Bbl CMOYKETE BBIYYHThH TepBbie (pa3oBbie TIIATOJIBL, 4acTo
yHoTpebssieMble ClIoBa U BhIpakeHHsI. K KakJJOMy TEKCTy MpHIaraeTcs ayIuo3aIuch.
http://www.english-online.at/index.htm DTOT pecypc co3nan CHenuanbHO I U3YYaAIONINX aHTITMACKUN
s3bIK ¢ ypoBHeM Pre-Intermediate m Bwime. TekcThl HE OYEHBb JUITMHHBIC, 3aTO HACHIIIEHBI MOJE3HBIMU
BBIpOKEHUSAMU H cioBaMd. CTaThbM Pa3HOM TEMAaTHUKU aJalTHPOBAHBI CIEHUAIBHO ISl YYaIIUXCs:
UCTIONIb3yeTCsl HanboJjiee 4acTo yrnorpediseMas JIEKCHKa M HECIIOKHBIE TPaMMaTHYeCKue KOHCTPYKIIHU.
Ha naHHBIIf MOMEHT Ha calTe JOCTYIHBI IS YTEHUS HECKOJBKO COTEH TEKCTOB pa3HOW TemaTtwkw. Bce
OHHU JIOBOJIFHO MHTEPECHBI, TaK YTO JAHHBIH PEecypc COAEPKHUT ONTHMAJIBHYIO MPOMOPIUI0 O0yUEHHsS H
pasBieueHus. Bo Bcex CTaThsX BBl YBHJHWTE CIIOBA, BBLICICHHBIC XKUPHBIM IIPHU(TOM. DTO JIEKCHKA,
KOTOPYIO BaM MpeiaratloT u3y4uth. [locie Tekcra craTbu BBl HaiiieTe aHTIIO-aHTIMHCKAN CIOBaphb C
STHUMH CIIOBaMH. TakuM 00pa3oM, CalT BBITIONHIET BKHYIO (YHKIIUIO — BBl MOYKETE M3y4yaTh Ha HEM
HOBYIO JIEKCHKY B KOHTEKCTE.
http://short-stories.co.uk/ A 3TOT caliT MOJOWAET BCEM JIOOUTEISM Xy I0KECTBEHHOM TUTEPaTyphl. 31eCh
HET aJalnTUPOBAaHHBIX TEKCTOB WM CJOBapei, TOIBKO pPACCKa3bl aHTJIOA3BIYHBIX aBTOPOB B




HEM3MEHEHHOM Buze. Ha caliTe mpeacTaBiieHbl 8 MOMYJISIPHBIX JKAaHPOB: AETCKasl IUTEPaTypa, IETEKTUB,
(haHTaCcTHKA, yKACBI, FOMOD, TOKYMEHTalIbHAs TIP03a, poMaH, HaydHas (aHTacTuka. Ecim BeI HAaXOAUTECh
Ha ypoBHe Pre-Intermediate, mompoOyiiTe HaYaTh YATATH JETCKHAE PACCKA3HI.
http://easyenglisharticles.com/ DTo emie oAWH pecypc ¢ TEKCTaMH JAJsl W3yYarolluX aHTJIMHCKUN SI3BIK.
Caiir opueHTHpOBaH Ha ydamuxcs ¢ ypoBHeM Pre-Intermediate m Bwime. Bece cratbu Ha 3TOM caiite
aJIaTITUPOBAHBI [T YUAIIMXCS: B TEKCTaX COAEPIKUTCS TOJIBKO HanOOJee 4acTo yrmoTpedisemMas JeKCHKa
W TpaMMaTHKa CPEJHETr0 YPOBHS CIOKHOCTH. TEKCTHI B OCHOBHOM IIPEJICTABISIIOT MOCTICHIE MHPOBEIC
HOBOCTH, HO €CTb W  pa3Hble CTaTbU-COBETHI 10  HW3YyYCHHIO  HHOCTPAHHOTO  SI3BIKA,
CaMOCOBEPIICHCTBOBAHMIO U T. 1. CaMble CBEXKE HOBOCTH CO BCEro MHpa B aJlalTUPOBAHHOM BapHaHTe!
OOparuTe BHMUMaHHE: TOCIE KaXKIOH CTaTbU €CTh CIIMCOK CJIOB, PEKOMEHJYEMBIX K H3YyYCHHIO.
[MompoOyiiTe yragate WX 3HA4Y€HHE M3 KOHTEKCTA, 3TO, KaK MPaBUJIO, BEChbMa TIOJIE3HAS Ui M3Y4CHUs
JIEKCUKA.

http://www.infosquares.com/readingcomprehension/ Ha 3ToMm caliTe TpencTaBiIeHO BCET0 HECKOIBKO
JICCATKOB TEKCTOB, OJIHAKO OH JOCTOMH Ballero BHUMaHHA. Pecypc momoiaer ass 3aHATHI yUYeHHKaM C
ypoBHeM Intermediate u Bbimie. Pecypc oTnuuaercss oT mpenplaylIMX CalTOB TEM, YTO Balla 3ajaya
TeNepb — HE TMPOCTO TPOYUTATh TEKCT M TMOHATH OCHOBHYIO MBICNb, @ YJIOBHUTH Ja)K€ MeIbYauIme
neranu. Ha Bxitazke c o000 craTheidl BBl HaiiieTe HE TONBKO CCBIIKY HAa CaM TEKCT, HO M TECT Ha
MPOBEPKY MOHUMaHMS MPOYUTAHHOTO. [103TOMY MBI cCOBeTyeM 00paTHUTh BHUMAaHUE HA 3TOT PECYPC BCEM,
KTO TOTOBUTCS K JK3aMEHy [0 aHTJHMICKOMY SI3bIKY, BEIb BBl MOXETE «OTPENETHPOBATH» Ha STOM
pecypce cekmuio Reading. 3agada 3Toro caiita — MPOBEPUTH, HACKOJIBEKO XOPOIIO BbI TOHMMACTE TEKCT.
[TosTOMY MBI pEKOMEHJIyeM 3aHUMATHLCSI Ha DTOM caiiTe IPUMEPHO pa3 B MECSI], a B OCTAJIbHOE BpEMsI
YUTaTh Jpyrue cTaTthbd. Takum oO0pa3oM, Bel OyJeTe BUAETh, HACKOJIBKO OBICTPO pa3BUBACTCS Balll HABBIK
YTEHHUS Ha aHTJIMHCKOM SI3bIKE U HACKOJIBKO BBl BHUMATENBHEI IIPH YTCHUU.
http://web2.uvcs.uvic.ca/courses/elc/studyzone/330/reading/  DtoT caliT CcXOXK €  TPEABLIYIIHM:
HEOOIBIIOEe KOJIMYECTBO MATEPUAIIOB C JIMXBOH KOMIICHCHUPYETCS HaJIMYMEeM pas3HBIX YHpaKHEHHH,
MIPOBEPSIOIINX MIOHUMAaHNE TEKCTa. 37IeCh MOYKHO 3aHUMATHCS C ypoBHeM Pre-Intermediate u Beime.
http://dreamreader.net/ 3ToT pecypc 3aMHTEpeCyeT TeX, KTO JIIOOUT YUTAaTh pa3HBIC TO3HABATCIIHHBIC 1
pasBiekaTenbHble cTatbu B HTepHeTe. CallT momoiaeTr yuyammmcs ¢ yposHeM Elementary u Bbime.
Bouble Bcero TeKCTOB Ha 3TOM caiiTe mpezcTaBieHo B pazaenax Fun English u Academic English.
[IpenecTs cTaTeil B TOM, 9TO HAITUCAHBI OHU XOTh U TIPOCTHIM, HO KHBBIM SI3bIKOM. A pacCMaTpUBaeMbIE B
CTaThsIX TEMbI aKTYAIbHBI M OCBEIIAIOT CaMbIe Pa3HbIe CTOPOHBI KH3HHU: OT sI3bIKa Teja 10 dact-dyna, ot
HJIO no «xomaubux» uanoM. K kaxaomy U3 TEKCTOB MPHIAraeTcs psifi BOIPOCOB, TOMOTaIOIINX
MIPOBEPUTH, HACKOJILKO XOPOILO BbI OHSUIM NPOYUTaHHOE. BBl MOKETe HE IPOCTO YUTATh CTAaThIO, HO U
MOCITyIIATh ee.

2.7. CamocrosiTeibHasi pa00oTa HaJ MHCHbMOM

H3yuaiiTe npaBuja HanMCAHHUs CJOKHBIX CJIOB. 3allOMHUTH NPAaBONMCAHHE MHOTUX CIIOB OyJeT
mpole, ecid 3HaTh MpaBWiIa, [0 KOTOPHIM OHM mnuimyTcs. Hampumep, B crathe «Silent letters.
HenpounsHnocumbie OyKBbI B @HTITMHCKOM SI3BIKE» YETKO M MOHSATHO OOBACHSIOTCS MPaBUia yoTpeOIeHUs!
HENPOU3HOCUMBIX OyKB. V3yunte 3Ty CTaThlO, U y Bac YK€ HE BO3HUKHET JKEJIaHUs HamucaTb nowledge
BMecto knowledge http://engblog.ru/silent-letters. Takke coBeTyeM O3HAKOMUTHCSI M CO CTaThei
«Opdorpaduss aHrmMHACKOro s3bIKa», B HEH NPEACTaBICH CHUCOK IOJE3HBIX MAaTepUuayioB Ul
COBEpLICHCTBOBAHMSI ITpaBonucanus http://engblog.ru/spelling.

Hcnoab3yiiTe mpuemM U3 mKojabl. BemomHauTe, KOTa MBI COBEPINATHM OMMOKY B IWUKTAaHTE, YUWUTENb
3aCTaBIUT HAC MPOMUCKHIBATH CIOBO 5-10 pa3. OH menman 3TO HE W3 JKEJIaHWS HaKa3aTh YUCHHUKA, a IS
TOro, 4TOOBI B HAILIEH MaMsATH MPOYHO 3aKPENMIOCh NMpaBUIIbHOE Hamucanue ciosa. [lompobyiite nenatsb
AHAJOIMYHO M C TPABOMHCAHUEM AHTJMHCKUX CJIOB: KaK TOJIBKO OIIMOJHMCH, BO3BMUTE TETPAIKY H
HAIUIIATE TOHSTHE MPAaBUIBHO HECKOJIBKO pa3. BBIMONHAS Takoe yrpa)KHEHHE, BBl BKIIIOYaeTe B padoTy
MEXaHMUYECKYI0 TaMsTh, a 3TO 3HAYMTEIBHO OOJerdaeT 3allOMHUHAHHME CJIoBa. MajeHbKash XUTPOCTh:
Muorue (uiIoNorn M JIMHIBUCTBI COBETYIOT OTKa3aTbCs OT MPONHMCHBIX OykB. OHH PEKOMEHIYIOT
reyaTarth CJIOBO Ha KJIaBHAType WM IMCAaTh €ro IeyaTHIMH OykBamMH. B Xome 3KcCrepuMEHTOB
BBISICHWJIOCH, YTO T€YaTHblE OYKBBI MMEIOT YETKYI0 (OpMy, MOITOMY MO3TY MPOIIE 3alOMHUTH
HamucaHue cioBa. YTo KacaeTcs MPOMHMCHBIX OYKB, TO TIOYEPK ObIBaET pa3HbIi, U (PaKTUYECKU KaXKIblid
pa3 MBI TIUIIEM OYKBY HEMHOTO IO-APYTrOMY. DTO YCIOXKHIET BocupusaTre mHbopmamuu. [lompoOyiite
reyvaTarh, a He MIcaTh, BO3MOXKHO, 3TO UIMEHHO TO, YTO BaM HYKHO.

I[IpakTukyiiTech, NPaKTHKYlHTeCh W elle pa3 NpaKTUKyHTecb. UTOOBI Hay4ynThCS BOJIUTH MAIIUHY,
BaM HY)KHO KaK MOXHO Yallle CaJuTbCs 3a Pyib, a YTOOBI MUCATh I'PAMOTHO, HY>KHO KaK MOJKHO dHalle



camuTbcss 3a CTON W TmcaTh. [lompoOyiiTe nenaTh pa3nuyHbIC 3alyucH Ha aHTJIMHCKOM SI3BIKE,
MIPAaKTUKOBAThCSI MOKHO Tak: BenuTe NHEBHHK, a Jydlle MONpPoOYyHTe 3aBecTH OJOI HAa aHIJHMHCKOM
s3bike B VIHTepHeTe. CaMOBBIpaKEHNE U TeIlIble KOMMEHTAPUU YUTaTeIed BOOJYIIEBAT BAaC Ha HOBBIC
nossury. Jlenaete noMarinee 3ajganue? HanummTe nin HaneyaTaiiTe ero, a He IpoCTO OTMETHTE HYKHBIE
OTBeTHI B yueOHuKe. [leno 310 Tpynoemkoe, HO okynutcst cropuueil. [lonpaBunace uHTEpecHas uTaTa
WM WAMOMa Ha aHTIUHCKOM s3bIke? He kommpyiite ee cebe Ha KOMIBIOTEp, a HaledaTaTe BPYIHYIO.
OTO OTIWYHBIA TPUEM, COBMEIIAIONINN B ceOe W oO0ydueHHWe, W pas3BicucHHE. BriOepuTe MHTEPECHYIO
KHury unu onor B Uartepnere. EsxenneBHO mepenuchiBaiiTe 1-2 CTpaHMIBI TEKCTa, MPUYEM CIOBO B
CJIOBO. DTO OJIMH U3 CaMbIX JICHCTBEHHBIX METOOB yny4ineHus spelling.

3aneiicTByiiTe iAeTH3M. DiifieTn3M — (ororpaduueckas maMsaTh, KOTOpas OTBEYACT 3a 3allOMUHAHKE
3pUTENBHBIX 00pa30B. 3a/leiicTBOBATh €€ JIydllle BCEro NPH H3yYeHHH HOBOTO ClIOBa. BHHMMaTenIbHO
CMOTpPUTE Ha HEro, MocTapalTech 3allOMHUTH €ro (GopMmy, MOpsIoK OyKB, 3aTeM 3aKpOWTe IJyiaza |
MOCTapalTech MPEICTaBUTh €r0 — Y Bac B MAaMSITH OTJIIOXKUTCS 3pUTEIbHBIN 00pa3 HOBOI'O IOHSTHS.
OnHOBpPEMEHHO C TMPOCMOTPOM MPOU3HECUTE CJIOBO, YTOOBI ATH 3BYKH acCOLMHPOBAIUCH Yy Bac C
KOHKPETHBIM IPAaBWJIBHBIM HalucaHUeM. BBIMONHANTE 3TH JEHCTBUS MPHU Ka)X0M IOBTOPEHHMH, TOIJa
yHpaskHEeHHE ObICTPO IIPUHECET CBOU ILIOABI.

CaepsiiTech co cjaoBapeM. Korma mummeTe CIOXKHOE CIIOBO, HE TOJaraiTech TOJIBKO Ha CBOIO TAMSTH,
npoBepsiiiTe HamucaHue B cioBape. Jlywiie mnucaTh MEIJIEHHO, 3aTO MPaBHIBHO, Ye€M OBICTPO H
HerpaMmoTHo. He mepexuBaiiTe, mocie HECKOJBKUX «IOATIISIBIBAHUI» BBl 3alIOMHHUTE CJIOBO M OyneTe
YBEPEHHO MMHCaTh €ro 0e3 BCSIKUX MOJICKA30K.

CocTaBbTe COOCTBeHHBbIN ci0Bapb. B JNWYHEBIN clIOBaph BKIIIOYUTE TOJBKO TE CJIOBA, HAIMCAHHE
KOTOPBIX BBI3BIBACT y Bac TPyIHOCTH. PaboraiiTe ¢ 3TUM «JeTuiieM» Kak OObIYHO NpU H3YyYCHUH
AQHTJIMHACKOM JIEKCHKHU: YacTO MPOCMATpPUBANTE, MOBTOPSWTE, MEPEBOAUTE C PYCCKOTrO HA AHTIMHCKUN
(Jrydrre Bcero NMMCbMEHHO). DTO IOMOXKET BaM JIETKO BBIYUHUTb MIPABOMUCAHNE aHTJIIMHCKOTO S3bIKa.
Benomuure 06 d¢dexre Pecropdd. Jlyumie Bcero Ham 3anomMuHaeTcsi HHQOpMAaIKs, BBLACISIOMAsICS U3
obmrer macchl. Mcmonbsyiite adext cede Bo O6maro. Kak crenars crnoBo 3anmomMuHaromumMcs? Beigennre
€ro U3 JPyrux CJIOB B NPSIMOM CMbICIIC — IIPH HOMOIIM SIPKOH PydKH WM LBeTHOro mpudra. Mosr
BBIJICIIUT 9Ty MH(POPMAIHMIO U3 OCTAIBHBIX CIOB M 3allOMHUT. [loMHUTE, Be[lb B IIKOJIE HAC 3aCTaBIISLIIH
JieNaTh aHAJIOTHYHO HAa YPOKaxX PYCCKOrO fA3bIKA: CIIOBApHBIE CJIOBAa MBI BBLAEISUIM Pa3HOLBETHBIMU
pyukamu. ManeHbkas XUTpocTh: HekoTopble memaroru COBETYIOT HE IPOCTO BBILAEIATH CJIOBO, HO U
nmUcaTh KKyl OYKBY pa3HBIM IBeTOM. Bpemenn Ha Hammcanue yiiner Oounbline, paboTaTh C MOHSITHEM
BbI OyJieTe JOJIbIle, MO3TOMY U 3alIOMHHTCSI OHO ObicTpee. OO0s3aTeIbHO MONPOOYHTE Ha MPAKTUKE 3TO
MIPOCTOE yNpaKHEHHE.

PadoraiiTe ¢ Microsoft Word. Vcrnonp3yiiTe aBTOMaTHYECKYI0 MPOBEPKY opdorpaduu He TONBKO MO
NpSIMOMY Ha3HA4YeHHWIO, HO W IS 00ydeHus. Kak TONBKO yBHIUTE, YTO MporpaMma UCIpaBHia Kakoe-
100 CJIOBO, COTPUTE €r0 M HANHUIINTE BPYUYHYIO MPaBHIbHBIM BapHaHT. DTO HEMHOT'O YBEIHUYUT BpEeMs
paboTHI C TOKYMEHTOM, HO OYZET MOJIe3HBIM yIpakHeHueM s spelling.

YwnraiiTe Kak MOHO 4amle. Kak 3allOMHUTB JIMIIO HOBOTO 3HAKOMOTo WM Koyuieru? HyskHo yarie c
HUM BUJETHCA. 3alIOMMHATH HAIMCAHUE CJIOB MOYKHO M HY)KHO aHAJIOIMYHO: CTapaiTech BCTPEYAThCS C
HuMH vacto. Ilpome Bcero 310 Oyzer menars, ecau Bbl OyneTe YUTaTh Pa3HOOOPA3HbBIC AHIJIOSA3BIUHBIC
CTaTh W KHUTH. OTOT TpHEM, TOKaIyH, caMblii WHTEPECHBI W HEHABS3UMBHINA, BEOh BBl YUUTE
MpaBOMUCAHNE aBTOMAaTHYECKH BO BPEMS UTCHMUSL.

Tectupyiite cBou 3HaHusi. B MHTepHeTe MOXHO HalWTH MHOTO Pa3sHOOOpPA3HBIX TECTOB W OHJIAMH-
3aJlaHii, KOTOpbIe TIOMOTYT BaM COBEPIICHCTBOBATh HABBIK IMPABOMUCAHWA Ha AHIJIIMICKOM S3BIKE.
Harpumep, MHOT'O Ppa3zHooOpa3HbIX TECTOB MOXKHO HalTU Ha JTUX caiTax:
https://howtospell.co.uk/spellingquiz.php, http://eslus.com/LESSONS/SPELL/SPELL.HTM.

Hrpaiite B npaBujibHbIe UTPbl. M3ydyeHne aHITHIICKOTO sI3bIKa JOJKHO OBITH JUIS BAaC yBIICKATEIbHBIM.
A cjienath ero TakKuM TOMOTYT pa3HOOOpa3Hbie 00ydaroye OHJIAHH-Urphbl. VIX MOKHO HCIIOJIb30BaTh B
nepepbiBe MEXAYy YHNPaXHEHMSIMHU: BBl 370pPOBO pa3BiedyeTech U B TO K€ BpeMs IMPOJODKUTE YUHUTh
anriwiickuid. [lourpats ¢ monp30i MOKHO Ha caiftax http:/www.wordgames.com/, http://www.merriam-
webster.com/word-games, http://www.funbrain.com/spell/.

H3yunte npaBuia urenusi. Ecnu Bel Oyjere 3HAaTh MpaBuiia YTCHUS! aHTJIIMHCKOTO sI3bIKA, BaM OyaeT
Jierde J1oraaThes, KaK MHCaTh HE3HAKOMOE CIIOBO, MCXOns M3 ero 3Byuyanus. Spelling bee - urpa mis
IPaMOTHBIX Jrofel. XOTUTe NMPOBEPUTH CBOU 3HAHMA? XOTUM OTMETUTh, YTO IPABOIIMCAHUE BBI3BIBAET
TPYJIHOCTH JlaXKe y HOCUTENEH si3pika. FiIMeHHO T0ATOMY B AMEpHKE eCTh pa3InyHble KOHKYPCHI, KOTOpPbIE
MPU3BaHbl IPOBEPSTH TPAMOTHOCTS JItoJiel, Hanpumep Spelling bee. DTo copeBHOBaHHE, B X0J1€ KOTOPOTO
JIO/ISIM Ha3bIBAIOT Pa3IMYHbIC CJI0BA, @ OHHU JOJIKHBI IPOU3HECTH 10 OyKBaM, KaK MUIIYTCS 3TH HOHSATHS.




Ko cnenan ommbky — BeIObIBaeT. Ha xaxmoM sTame KOHKypca JaloTCsl Bce 0oJiee CI0XKHBIE CTIOBA, MTOKA
HE OCTaHeTCsl OJJMH Mo0eInTeNb. BriepBrie KOHKYpC OBIIT IPOBE/ICH B HaiekoM 1925 romy u ¢ Tex mop He
tepsiet nomyssspHocTH. Ceituac Spelling bee mpoBoasT B pa3HBIX CTpaHax MHpa.

3. METOAUYECKHUE PEKOMEHJAIIUU 11O U3YYEHUIO TEOPETUYECKOI'O
MATEPHAJIA

N3yuenue moOoro pasnena cieiyeT HAaYMHATH C O3HAKOMIIEHHUS C BOIIPOCAaMM IUIaHA
u3ydeHuss TeMbl. [IpW W3ydeHHH TEOPETHYECKOro MaTephaja HEOOXOIUMO HCIIONIb30BaTh
PEKOMEH/IYeMYI0 OCHOBHYIO U JIOTIOJIHUTENbHYIO JIMTEpaTypy [UId JIy4Iero YCBOEHUS
MaTepuaia.

OcBauBaTh TEOPHUIO CIEAYET B COOTBETCTBMM C TOH IMOCIEI0BaTEIbHOCTBIO, KOTOpAs
MPe/ICTaBJICHA B TJIAHE CAMOCTOSTEIBHBIX U MPAKTHYECKUX 3aHATHHA.

Metoauka paboThl ¢ JIUTepaTypoil NpeaycMaTpuBaeT BEJCHHUE 3alUCH MPOYUTAHHOTO B
BUJE IJIJaHA-KOHCIIEKTa, OIOPHOTO KOHCIEKTa U T.J. OTO TMO3BOJMT CHAENaTh 3HAHMS
CHCTEMHBIMH, 3a()UKCUPOBATh U 3aKPENUTh UX B MAMATH.

KoHcneKT — CII0KHBIHN crtoco0 W3I0KEHUs COJepKaHNsI KHUTH WM CTaThU B JIOTHIECKOM
nocienoBaTenbHOCTH. KOHCHEKT akKyMysupyeT B cebe mpeablayIiye BUAbI 3alKCH, T03BOJISET
BCECTOPOHHE OXBATHTh COAEp)KaHWE KHHUTH, CTAaThH, TEKCTa, I'PAMMAaTHYECKOTO MaTepuaa.
[TosTOMy yMeHHME COCTaBJISAThH IUIaH, TE3UCHI, JIeNaTh BBIUCKU U APYTHE 3allUCH OIpelesiseT U
TEXHOJIOTHIO COCTABJICHHS KOHCIIEKTA.

MeToanyeckue yKazaHusi 10 COCTABJIEHUIO KOHCIIEKTA
1. BHuUMaTeNnbHO MNPOYUTAWTE TEKCT. YTOUYHUTE B CIPABOYHOM JIMTEpATYype WM CIOBape
HEermoHATHble cioBa. Ilpu 3amucu He 3a0yAbTe BBIHECTH CIPABOYHbIE JIAHHBIE Ha MOJA
KOHCIIEKTA;
2. Beienure riaBHOe, COCTaBbTE IUIAH;
3. Kpartko cpopmynupyiite OCHOBHBIE ITOJIOKEHUS TEKCTA;
4. 3aKOHCHEKTHPYHTE MaTepuai, 4YeTKO Clefys MyHKTaM IulaHa. [Ipy KOHCHEeKTHMpPOBAaHUU
CTapailTech BHIPA3UTh MBICIIb CBOMMH CIIOBAaMH. 3aITUCH CJIEIyET BECTH YETKO, SCHO.
5. I'pamoTHO 3anuceiBaiiTe nutaThl. LIUTHPYs, yUuTHIBAlTE TAKOHUYHOCTh, 3HAUUMOCTh MBICIIH.

B Tekcte KOHCIEKTa JKeNnaTelbHO MPUBOIUTH HE TOJIBKO TE3UCHBIE TTOJIOKEHUS, HO M UX
nokasarenbeTBa. [Ipy opopmileHMH KOHCIEKTa HEOOXOIUMO CTPEMHTHCS K €MKOCTH KaKIOro
npeuiokeHusl.  MBICIIM  aBTOpa KHUTH CIIEAyeT H3/aratb KpaTko, 3a00TsICh O CTWIE W
BBIPA3UTEIbHOCTH HATUCAHHOTO. J{J11 yTOYHEHUS U TOTIOJIHEHUS HE00X0AUMO OCTaBJIATh IMOJIS.

[Ipouenypa mnpoBepky KOHCIIEKTa BKIOYAaeT B ceOs IMepedyeHb BOIPOCOB 0a30BOro0 M
TMOBBIILIEHHOTO YPOBHEH 15 COOece1I0BaHus.

MeTtoauyeckue peKOMeHAAlMHU 110 NPeACTABJIECHNIO U 0(hopMIIeHH IO
pe3yJabTaToB codece10BaHHUSA

ColecenoBanue mnpeaCcTaBisgeT cOOOH MHAUBUAYAIbHYIO Oecely ¢ KaKIbIM CTYIAEHTOM
[0 TPEAJIOKEHHBIM BOIPOCaM C MOCJIEIyIomell OIEHKOM MX MOAroToBKH. llenbio naHHOM
(bopMBI 3aHATHUS SBISETCS OCYIIECTBICHHE TEKYIIErOo KOHTPOJIA 3HAaHWW 1Mo Teme. B 3amaun
cobeceI0BaHUS BXOAUT MPUOOpETeHNE HaBbIKA PA0OThI ¢ MCTOYHUKAMU U JINTEPATYpOH; yMEHUS
IPaMOTHO COCTaBJISTh KOHCIIEKTHI M TTOJIb30BATHCSI UMH; BBISBIIATH Pa3IMUHbIe TOUYKU 3PEHUS Ha
npo0JeMy U CTeNeHb ee pa3padoTaHHOCTH B JIUTEPATYpe.

CobecenoBanue mpennosiaraeT  00s3aTeIbHOE  KOHCIEKTUPOBAHHWE TEKCTa  WJIU
rpaMMaTH4YeCKOro MaTepuana, a Takxke MpopadoTKy BCel MPeIoKeHHOM JINTepaTyphl 10 TeME.

Bonpocel s cobecenoBanusi u Kputepun oueHuBaHus npuBeaeHsl B ®OC maHHOM
JUCLUIUINHBIL.

4. METOINYECKUE YKA3AHMUS 11O BUIAM PABOT,
IPEJYCMOTPEHHBIX PABOYEW TPOI'PAMMOM JUCIHUIIJINHBI
4.1. lToaroToBKa K NPAKTHYECKUM 3aHATHAM
Memoouueckue yxazanus no no020mosKe K npakmuieckum 3aHImusiM.



K camocrostensHOl paboTe OTHOCUTCS TOJATOTOBKA K MPAKTHUYECKOMY 3aHATHIO W
BBITIOTHEHNE JOMAIITHETO 3aJaHMU.

JomaiiHee 3aiaHve COCTOMT W3 WHIUWBUIYAIbHBIX 3aJaHUM, MpoLEAypa MNPOBEPKU
KOTOPBIX BKJIIOYaeT B ce0s TMepedeHb TMPAKTHUYECKUX YNPAXKHEHUH U BOMPOCOB  JUIS
cobece0BaHMS.

HUToroBpiii NpOAYKT CAMOCTOSATEILHON Pad0ThI: MHIUBUIYAIBHOE 3a/IaHHE.
CpencTBa M TEXHOJIOTHH OLIEHKH: COOECEeIOBaHUE.

4.2. MeToanyeckue yKa3aHHus M0 COCTABJICHHIO IJIOCCAPHSA MO TEKCTY

[TogoGHO FOOOMY CIOBApIO TIIOCCAPUIA COCTOUT M3 aBTOHOMHBIX JIEKCHUECKHUX €JIMHUIIL,

PacroI0KEHHBIX:

- 1o andaBuTy;

- 110 Mepe NOSABJIEHUS TEPMUHOB B TEKCTE WJIU 33JaHNUH;

- B COOTBETCTBUU C TEMOM HU3y4yaeMoOro pasjiena JUCIUILTUHBL.

Jlnist cocTaBiieHus Ta0ccapusi MO 33aJaHHOM TeMe HYXXKHO HaiTh MHpOpMalUIO ¢ pa3HbIX
UCTOYHUKOB (ceTh «VHTepHET», SHIIMKIONEANH, MPAKTUIECKUE OCOOUs, yueOHas IuTeparypa),
U3YYHTb €€ U COCTaBUTh B PyKOIMCHOM BapHaHTE WIN MOJIb3YSCh TEKCTOBBIM IIPOLIECCOPOM.

PabGora gomkHa ObITh TmpeacTaBieHa Ha Oymare ¢opmara A4 B mHe4aTHOM
(KOMIIBIOTEPHOM ) WJIM PYKOIIICHOM BapUaHTE.

Kaxnas nexcuueckas eIMHMIIA 3alMCHIBAETCS Ha OTAEIBHOM cTpouke. B cocraB ee
XapaKTEPUCTUKU JOJDKHBI BXOAWTH HE TOJIBKO KpPAaTKOE TOJIKOBAaHME, HO M KOMMEHTApHH,
MIPUMEpHI, MOSICHSIONIME LIUTAThl, CCBUIKA Ha JIUTEparypy. [ JTaBHBIM OTJIMYMEM Tioccapusi OT
OOBIYHBIX CIIOBapel siBisieTcs (popMUpoBaHHE €ro B KaUueCTBE €JMHOT0 KOMILIEKca HH(pOpMaIuu
B COOTBETCTBUH C MCCIIEA0BATEIBCKON WIIM MIPAKTUYECKOMN 3a/1a4eid.

PexomeHnaanum mo cocTaBJIeHHIO IJIOCCAPHSA:
* I'naBHoe mpaBWJI0 rjI0CcCapusi — JOCTOBePHOCTb. [losicHeHHe NOKHO Haubojee TOYHO
OTpa)kaThb CyTh JEKCUUECKON E€UHUIIBI.
* [losicHeHMe 10JIKHO OBITH KOPPEKTHBIM U MOHATHBIM. Helnb3s nCnoip30BaTh OTKPOBEHHBIE
’KaprOHMU3MBbI, HO U CJIMIIKOM CJIOKHBIM HAyYHBIM TEKCT MOKET TOJBKO 3aIlyTaTh IOJIb30BATEIS.
* YuuThiBaThL Bce BapuaHTbl. Eciu OAMH U TOT e TEPMHH MOXKET HMETh HECKOIBKO
paBHO3HAYHBIX 3HAYEHHUH, HY)XKHO YYMTHIBaTh BCE BAapHAHTHl, U HAa KOHKPETHBIX IpUMEpPAx
MPUBOJUTH 3HAUEHNE TEPMUHA B TOM MJIM HHOM KOHTEKCTE.
HToroBnlii NpOAYKT CAMOCTOAITEILHON PA00THI: CII0BapHAs CTAThS.
CpencTBa M TeXHOJIOTHM OLIEeHKH: cOOECeI0BaHUE.

CIIMCOK PEKOMEHJIYEMOM JIUTEPATYPbI
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