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COIEPXAHUE

[osicuurensHas 3anucka
[Inan mpakTHUecKuX (CEMUHAPCKUX) 3aHATHH
Pexomennyemas nurepatypa



1. [losicauTenpHAS 3amMKCKa

Meronuueckne yKazaHUS —TpedHAa3HAueHBl JUIA  CTyIEHTOB | Kypca MarucTpaTypsl
OYHOH/3204HON  QopMBI 00yuUeHHSA, KOTOPHIMH OHH MOTYT TOJIb30BAaThCS TIPU TIOATOTOBKE K
NPakTUYEeCKUM  3aHATHAM. llpakTuueckue 3aHATUS 3TO  IUlaHUpyeMas  y4yeOHas, y4eOHO-
WCCIIeIOBATEIbCKAs, a TaKke HaydHO-MCCIEAO0BaTeNbCcKast paboTa CTYJIEHTOB, KOTOpPasi BBHIIONHAETCS B
ayIUTOPHOE BpeMs TIOJ PYKOBOJACTBOM IIpemojaBareis. B cocTaBe METOAWYECKHX YKa3aHHH K
MPAKTUUYECKUM 3aHATHAM IPETyCMOTPEHBI PEKOMEHIAIMH IO MOJATOTOBKE K NMPAKTHUYECKOMY 3aHSATHIO.
IIpn BemMoONHEHWH PabOTHI CTYNEHTHI MOTYT HCIIOJNB30BAaTh HE TOJBKO METOIWYECKHE YKa3aHHs II0
pEIIeHuIO 337124, HO U IPyTHe MaTeprallbl yaeOHO-METOAMIECKOTO KOMITIEKCa.
OCHOBHOH 1IETIbI0 METOJMUECKUX YKa3aHUH MO BBHITIOTHEHHIO MMPAKTUYECKUX padoT SBISAETCS MOBBIIICHUE
UCXOJHOTO YpOBHS BIAJCHHA HHOCTPAHHBIM S3bIKOM, JOCTHUTHYTOIO Ha TMpeAbIAyIleld CTYIEeHU
00pa3oBaHMs, W OBIAJCHHE CTyIEHTAMH HEOOXOIWMBIM W JOCTATOYHBIM YPOBHEM KOMMYHHKATHBHOMN
KOMIIETEHILIUH /7S PEIIeHUs 3a7a4 MEKIMYHOCTHOTO U MEXXKYJIbTYPHOTO B3aUMOICHCTBUSL.

Hensto ocBoenust nucuuiuiibel  «MHOCTpaHHBIM  s3bIK B cdepe mpodeccuoHanbHON
KOMMYHUKaUW» sBIseTcs (opmmpoBanne y CTydeHToB kommereHimn YK-4 kak cpexncrtsa,
MO3BOJISIOMIETO 00ECTIEYNTh KOMMYHHKATHBHO-TIO3HABATEIBHBIE TIOTPEOHOCTH B chepax aKkaIeMUIecKOn,
npodecCHOHANTFHON 1 COMAIbHO-TYMaHUTAPHOU JESITETBHOCTH, YUaCTBYSI B MEKKYJIBTYPHOM OOILICHUH.
3amaun OCBOCHHWS IVICIHIUIMHEL: OBIAJICHHE MOHOJOTHYECKOH M HAIOTHYECKOW Pedblo, OBIAJICHUE
OCHOBaMH MICHMEHHOU pedH, OBIAJICHHE OCHOBAMH CAMOOIIEHKH YPOBHS C(HOPMUPOBAHHOCTH SI3BIKOBOH,
peueBO M  COLMOKYJIBTYPHOH KOMIOETEHIMH U (POpPMHUpOBaHMS TIOTPEOHOCTH B  S3BIKOBOM
caMo00pa3oBaHUH.

B pesynpTaTe 0CBOCHUS AUCIUTUIMHBI 00YYaIONIUICS TOKEeH
3HATh!
- OCHOBBI ITIEPEBOJIa C MHOCTPAHHOTO SI3bIKa B MPO(eCCHOHANBHOM chepe;

YMETh:

- BBIIOJHATh KOPPEKTHBIA NMHUCHMEHHBINA NMEPEBOJ C HHOCTPAHHOTO SI3bIKA HA TOCYJAPCTBEHHBIN SI3bIK PD
U C TOCYJIapCTBEHHOT O si3bika PD Ha MHOCTpaHHBIN A3BIK;

BJIQ/I€Th!

-)KaHpaMH{ MIChbMEHHOU pedn B MpoQeCCHOHAIBLHOM cdepe.



2. INTAH MPAKTUYECKHX (CEMHAHAPCKHX) 3AHATHA
IIpakTuyeckoe 3ansithe Nel. JlekcmyeckHe W CHHTAKCHYeCKHe OCOOCHHOCTH OG(GHIMAJILHO-
AeJ0BOr0 CTHJIS AHTVIMHCKOrO SI3bIKA.
OpranunzanuoHHas Gopma 3aHATHA: TPAAULUOHHBINA CEMUHAP.
Uens: dopmupoBaHue y CTYOEHTOB PpEYEBOM, S3HIKOBOM M KOMMYHHWKATHBHOW KOMMETEHIIUH IS
OCYIIIECTBIIEHHS IETIOBBIX KOHTAKTOB.
B pesynbraTe ocBOeHHE TEMBI CTYIEHT JOJDKEH
3HaTh: OCHOBHBIE TPAMMaTHYECKUE SIBIICHU, XapaKTEePHbIE /151 NPO(hecCHOHATIBHOM peun; IEKCHIECKIe U
CHUHTaKCHYECKHE 0COOCHHOCTH O(PHUIUATBEHO-/ICIIOBOTO CTUIIS B @HTJIMHCKOM SI3BIKE;
YMETh: ONpPEAENATh CTHICBYIO MPHHAIC)KHOCTh AHTIIMHCKUX TEKCTOB O(HIMATBHO-IEIOBOIO CTHII,
BUJAETh XapaKTEpHbIC CTHIEBBIE YEPThl; YUTATh OQHLIMAIBHO-AEIOBBIE TEKCThl PA3IMYHON CTEIEHU
CIIO)KHOCTH; CTPOUTH JAUAIOTHYECKYI0 M MOHOJIOTHYECKYI0 pedb C MHCIONb30BaHHEM Haubolee
YIOTPEOUTENBHBIX JIEKCUKO-TPAMMATHYECKHUX CPEICTB B OCHOBHBIX KOMMYHHMKATHUBHBIX CHTYallUsIX
o(ULHaNBEHOrO OOLICHUS; TOHUMATh JUAJOTMYECKYI0 1 MOHOJIOTHUECKYIO PeUb 10 U3YUCHHON TEME.
AKTyalIlbHOCTh TeMBI: 00yCIIOBIIEHAa HEOOX0IUMOCTEIO OBNaneHust Y K-4.
TeopeTuyeckas 4acTb:

OdunmansHO-IeTOBONM  S3BIK  KaK OCOOBIH  (D)YHKIMOHANIBHBIM CTHJIh pEYH XapaKTephu3yeTcs
W3BECTHBIMH HHTEPHAIIMOHAIBHBIMUA YE€pTaMH, KOTOPbIE SBISIOTCS CJIEICTBUEM YHUBEPCAIBHOCTH
pemia€MbIX UM 3adad — CIYXUTb MHCTPYMCHTOM [J€JI0OBOIO O6H.[CHI/IH, CpCACTBOM JOOKYMCHTUPOBAHUA
OQUIMATILHONW YIPaBICHUYSCKOH W ciayxeOHoM wuHpopmaruu. OgHa M3 CaMbIX MOPA3UTEIBHBIX
0COOEHHOCTEH 3TOr0 CTWIS — HCIOJNB30BaHHE CJIOB B HMX HCTHHHOM CIJIOBapHOM 3HadeHuu. He
CYHECCTBYECT BO3MOXHOCTU IJIA KOHTCKCTHBIX 3HAUCHUN WJIHN JJIsA O[IHOBpCMCHHOﬁ pcaim3anu IBYX
sHayenuii. CiaoBa ¢ OSMOIMOHAJIBHBIMHU 3HAUYCHUAMU HE JOJI’KHbBI 6I)ITI) Haﬁ)ICHHBIMH B JOKYMCHTC.
Kax b1l THII JeTT0OBBIX JOKYMEHTOB MMEET COOCTBEHHBIN HA00p (pa3 U KIIHIIE, KOTOPbIE MOTYT Ka3aThCs
CTpPaHHBIMH B Pa3TOBOPHOM aHTIHMICKOM SI3BIKE, HAIpUMep e.g. invoice, book value, currency clause,
promissory mnote, assets (BBICTABISATh CYET, CTOMMOCTh OCHOBHOTO KamHTana, MyHKT BalOTHL,
00s13aTeLCTBA 110 BEKCEIII0, aKTUBBI, U T.11.).

Hanpuwmep,

O(UIMATILHBINA CTHIIh HeodunmanbHpiii CTHIL

Formal style Informal style

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

conclude (3aKOHYHTD ITOABITOKHUTD) end, finish, stop (koHel1, OCTaHaBIMBATHCS )

B pa3roBopHOM aHIIMIICKOM SI3BIKE MOXKHO HaOJI0aTh MHOXXECTBO BBOJHBIX CIIOB: «XOPOIIO, BbI

BUJIUTE, CBOETO POAA», KOTOPbIE HE MOTYT UCIOJIb30BAThCSl B MUCBMEHHOM JEJIOBOM aHIJIMMCKOM SI3bIKE,
Y JIOTUYECKU U CTUIUCTHYECKU. OHU UCKIIIOUEHBI, IOTOMY YTO HE HECYT CMBICIOBOM Harpy3ku. JlenoBeie
JIOKYMEHTBI, HAIIPOTHUB, JIOJDKHBI UCIIOJIb30BATh CII0BA, KOTOPHIC MEPEIAI0T MHOTO HH(OPMAIIHH.
Ctuiib, OJHAKO, HE JO/DKEH OBITh CIIUIIKOM MPOCTHIM, TOCKOJBKY 3TO MOKET IOKa3aThCs HEKYJIbTYPHBIM
U TpyObIM. JIMHTBUCTBI PEKOMEHAYIOT CIEAYIONINE CTHJINCTUYECKHE MPHEMbI, KOTOPbIE MOTJIH OBl
c/leNaTh COIMVIAIICHUS W KOHTPAKThl 00JI€e BEKJIMBBIMU: HCIOJIb30BAHHE CJOXKHO — IOJYMHEHHBIX
MIPEIOKEHHM, 0ojiee MPEMMOYTUTEILHO YeM HCIIOIBL30BAHKE MPOCTHIX MPEUIOKEHUHN; UCIIOIb30BAHIE
MACCUBHOT'O 3aJIoTa TJaroiia, a He aKTUBHOTO; IOJIHBIE (POPMBI CIIOB, a HE COKpAIleHHbIE POPMBI, TaM, T/Ie
HEOOXOIHMO.

IIpaBunbHAsT MHTOHAIIWS NOJDKHA OBITH HEUTPAIBHOMW, JTUIICHHOW HAIBIIICHHOTO SI3BIKA C OJHOMN
CTOPOHBI, ¥ HEO(DHIMATPHOTO WM Pa3rOBOPHOIO sS3bIKa C JIpyrod cropoHsel. [losTomy,
HECOOTBETCTBYIOIIHIA CIIOBAPHBIN 3amac, WIHOMBI, (Pa30BbIC IIIAroIbl HEIOITYCTHMBI.

O06e noroBapwBarIOINIUECs] CTOPOHBI HE JODKHBI HUCIBITHIBATh HUKAKUX TPYTHOCTEH B IMONYUCHUH
uHGOpPMAIIMH, OHHM JIOJUKHBI OBITh B COCTOSIHHMM IOHSITH TO, YTO HamucaHo. HemopasymeHus Bcerma
BBI3BaHbl HEXBATKOW MBICIIM U BHUMAHHUS. DTO MOXKET CIYyYUTHCS H3-3a UCIOJB30BAHMS COKpALICHUM,
YHUCEJ, IPEIIOTOB B OOJBIIIOM KOJUYIESCTRBE.

CokpareHusi MOTYT OBITh OYEHB IIOJIE3HBI, TaK KaK HMX JIETKO M OBICTPO MHCATh M YHUTATh.
Oxwupaercs, 9To 00e CTOPOHBI JIOJDKHBI 3HATh 3HAUYCHUE CoKpamieHud. Eciu oawH W3 mapTHEPOB HE
YBEPEH, UTO COKpAIIEHUS JIETKO MPU3HAHBI JPYTO CTOPOHOM, UX HEINb3s1 UCHOIb30BATh.

Omna w3 caMbIX TIOPA3UTENBHBIX OCOOCHHOCTEH JEIIOBOTO AHTJIIMHCKOTO SI3bIKA — ITHPOKOE
WCITOJIB30BaHUE HEMWIHBIX OpM Tiiarosia, U UX UCCIEIOBAHNE MOTJIO OBl OBITH MHTEPECHO IS TE€X, KTO
U3y4yaeT U MPenoacT aHTIMUCKUH 1361k, CHCTEeMa HETMYHBIX (hOPM TiIarosia BKIYaeT HHPHUHUTHB, -iNg
(G opMbI 1 IpUYACTHS. ITO — OOIIEIIPUHATAS UCTHHA, YTO OTIJIArojbHbIe (YOPMBI IITUPOKO UCIIOIB3YIOTCS B



aHTJIMACKOM S3BIKEe OONICHHWS, HO OHH YacTO WCIONB3YIOTCS M B JIEJIOBOM M KOMMEPUYCCKOM
KoppecnoHicHIK. M3 Haumbonee 9acTo HCIONB3yeMBIX OTIIIATOJILHBIX ()OPM B JICIOBBIX IMUCHMaXx
UCTONB3yeTCS MHOUHUTHB.,

NupuHUTHB KaK JOTOJHEHUE K aKTUBHOMY TJIarojly BCErza CIEAyeT 3a IJIaBHBIM IiarojoM. B nenoBoit
KOPPECTIOHACHIINY STO CIIEAYIOIIIE TIaroibl: to agree (Coriamarscs), to appear(IosBIiATbCs), to arrange
(moroBapmBathcs), to continue(ipomomkarbes), to decide (pemats), to expect (oxkunaTh), to fail (Tepmers
Heynady), to hesitate (konebartbes), to hope (HagesaTbes), to intend (HamepuBaThes), to like (HpaBUTHCH),
to manage (ympaBusaTh), to need (Hykmatecs), to offer(mpemmarats),to omit(mpormyckaTs), to plan
(TuraampoBath), to prefer (mpemmounTath), to prepare (IMIOATOTaBIMBATH), to propose (MpeiiaraTh), to
regret (coxaiers), to secure (obeperaTs), to try (mpoOoBaTh), to want (X0TeTh), to wish (>kenats).
Bonpocs! u 3aganus:

1. [loaroToBRTECH K 0OCYKISHUIO TEOPETUIECKOTO MaTepHaa.

2. [Ipounraiite U epeBEeAUTE TEKCT.

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

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

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

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

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

1. Ms. Cindy Flipps — a secretary;

2. Mr. Timothy Lindon — an economist;

3. Mrs. Elizabeth Nippet — a sales person;

4, Ms. Alice Trix — an office manager;

2) — What is Mr. Richard Clifford?

5. He is a businessman.

6. What kind of person is he?

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

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

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

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

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

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

He is to meet Mr. Clifford.

He is always busy.

His company is big.

He is in Mr. Clifford's office.

He is to see Mr. Clifford.

He has an important problem to discuss.

He is an important visitor.

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



- Glad to meet you, Mr. Banes.

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

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

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

2) — Is Mr. Clifford free?

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

- Do, please.

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

- What is he busy with?

- First he is to see an important visitor.

- What is he to do next?

- Next he is to go to his bank.

- What is he to do in the bank?

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

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

- Miss Flipps, | am to meet Mr. Banes at 3 o'clock but 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 | 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

stationery

eraser

an envelope

carbon paper

adhesive tape

ribbon

moistener

a punch

correcting fluid

10. aruler

11. chips

12. a top (bottom) drawer,

13. a left (right) hand drawer

14. a filing cabinet

15. a folder

16. a safe

©CoNo~WNE

11. Say where certain things can be. Use the model
-1 need some paper.
- There is some paper in the left-hand bottom drawer.

12. Say that the thing we are talking about is in some other place



There is no computer in this room. — The computer is in the next room.
There is no paper in the top drawer.

There is no money in this safe.

There is no calculator on the shelf.

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

There are no arm-chairs in the reception room.

There are no rulers there.

13. Translate and learn the following conversations.

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

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

- It's all right, Mr. Clifford.

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

- Very well, sir.

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

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

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

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

- See him in. It's William Brown from 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.
Thisis M........ Elizabeth Nippet. .......... is asales........ 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) IlosnakombTecs ¢ muctepoM Tumotu Jluamonom. O skoHOMHCT. OH OYeHb yMeH M ombiTeH. OH
aKTHBEH M J1enoBUT. OH )KeHAT M UMEET IBOUX JETEH.

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

-Mucc ®munmne, Mucrep Kimdpdopn y cedsa? — [a, on y cebsi, HO oH 3aHAT. [logoxkuTe HEMHOTO,
noxxaiyiicra. — Xopouo. — Bxonure, noxanyiucra.

2) Ilo3BonbTe nmpeacraButbes. Mens 30ByT Januane beiinc. S ynpasnsromuii 6ankom. Ceifuac 51 He B
Oanke, s B opuce mucrepa Kmuddopna. Y Mens Baxnas npobiiema, KOTOPYIO s JOIDKEH OOCYIHUTH C
mucrepom Kimuddopmom. Ho muctep Kimddopn 3ansr. Y Hero coBenianue ¢ OuznecMenamu u3 Poccun.
3) -3mpaBctByiite. Menst 30ByT Dmuic Tpukc. Y MeHs Ha3HaveHa BcTpeda ¢ muce ®uumrc B 10 gacos. —
3axonute, moxanyiicra. S mucc @nunmc. Haseiaiite Mmenss Cubau. — A st Onuc. — Thl HalI HOBBIA OQuC-



MeHeKep, He Tak yu? Paga ¢ ToOo#t mo3—HakomuThesa. — Celiuac muctep Kinuddopsa nomwken uaru B
0aHK, a MBI MOYKEM TIOITUTH Yaio. A 3aTeM Thl MOXKEIIb Ha4aTh PadoTy.

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

5) DOto coBpemeHHbIH oduc. B Hem HemHOTO Mebenu. 3meck HET OyMaru M JOKyMEHTOB Ha cTojax. B
MIPUEMHOM Ha CTOJIe y ceKpeTaps KOMIBIoTep. B yriy tenekc.

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

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

IIpakTHyeckoe 3anaTHe Ne2. Oco0eHHOCTH YNIOTpPeOaeHUus] MOAAJIBbHBIX IJIAT0JIOB B AHIJIMICKOM

AeJI0BOM CTHJIE.

OpranunzanuoHHas Gopma 3aHATHA: TPAAULHUOHHBIA CEMUHAP.

Lenb: ¢dopMuUpoBaHUE y CTYACHTOB PEUYEBOHM, S3BIKOBOW M KOMMYHUKATUBHOW KOMIICTCHIIMM JIJIS

OCYIIIECTBIICHHS IEIOBBIX KOHTAKTOB.

B pesynbeTaTe 0CBOEHHE TEMBI CTYAEHT TOJDKEH

3HaTh: OCOOEHHOCTH YIOTPEONEHUS] MOAAJbHBIX TJIarojioB; OCHOBHBIE TpaMMaTHUYECKHE SBIICHUS,

XapakTepHble s NPOPECCHOHAIBHOW pedud; JIGKCMYECKHE W CHHTaKCHYECKHEe OCOOCHHOCTH

o(HLKABHO-IEII0BOI0 CTUIIS B AHIVINHCKOM SI3BIKE.

YMETh: YHOTPEeONATh MOZAJbHBIC TJIATOJII B  OQHUIMANBHO-AETIOBOM peud JUisi  0003HaueHHs

JOJDKEHCTBOBAHMUS, IMPOCHOBI, Pa3pelICHHUs; OMNPEAeNATh CTWIECBYIO MPUHAUIEKHOCTh aAHTIIMHCKUX

TEKCTOB O(HUIHMAIBHO-AEIOBOrO0 CTWISL, BHIETh XapaKTepHBIC CTHJIEBBIC YEPThI, YUTATh OQHUIMATBHO-

JICJIOBBIE TEKCTBI PA3JINYHON CTENEHH CIOXKHOCTH; CTPOUTH TUATOTMUYECKYI0 H MOHOJIOTHMUYECKYIO peYb C

UCTIOJIb30BaHUEM HamOojee YMOTpeOUTENbHBIX JIEKCHKO-TPaMMAaTHYeCKUX CPEICTB B OCHOBHBIX

KOMMYHHKATUBHBIX  CHUTyallUsiX  O(UIMAIbHOTO  OOIICHMS;  TMOHUMATh  AMAJIOTHYECKYI0 |

MOHOJIOTHUYECKYIO pedb 110 U3YYEHHOU TEME.

AKTyaJbHOCTb TEMBI: 00yCIIOBJIeHa HEOOXOAUMOCThIO OBiaaeHus Y K-4.

TeopeTuyeckas 4acTb:

OpHuM u3 Hambosiee YacTO MCIOJb3yEMBIX MOJAIBHBIX 3HAUYEHWH B JEJIOBOM S3BIKE SIBIISETCS
3Ha4YeHUs JOJDKeHCTBOBaHUs. Hanbonee ynorpeGiseMbIMi B JaHHOM 3HAYEHUH B aHTJIMHCKOM JIEJIOBOM
CTUJIE SBIISIOTCS TIarojsl must, to be u to have.

[Tpumeps! ynotpeGieHus riaroya must:

- We must be in time not to be late as it’s a very important event. (MbI JOIKHBI IPUATH BO BpeMsI, YTOOBI
HE OTI03/1aTh HA ATO BaAKHOE COOBITHE).

- | should say you must check it once more. (S cunrtaro BaM HyKHO ITPOBEPUTH TO €IIE pas).

- Besides, your price must depend on the amount of the contract. (Kpome Toro, Bamra 1eHa J0JKHA
COOTHOCHUTKCS C YCIIOBHSIMH KOHTPAKTa).

AHTTIMICKUN JENOBOW CTHJIb MPEIIUCHIBACT YMOTPEONATh TIaroil must TOJBKO MO OTHOIIEHHIO K
COOCTBEHHBIM NOJYMHEHHBIM, KOTJIa MOJYEPKUBAETCS 005S3aTEIBHOCTh M HEOOXOJMMOCTH BBIIIOJTHEHUS
TOTO WJIM MHOTO JeMCTBUA WM 3afaHud. He 3ps 3TOT Irilaros 4acto UCHONIb3yeTcd B 3HAUEHUU NPUKA3a,
MIOTYEPKHUBAsI CTPOTOE TPeOOBaHUE MITH HEOOXOAUMOCTh BBITIOJTHEHHSI KAKOTO-THOO0 JISHCTBUS, HAllpUMep,
You must decide to Monday if you stay at our office or not. You are to prepare all the papers to sign them
on Tuesday. (Bsl 00s13aHBI TOATOTOBHUTH BCE JIOKYMEHTBI Ha TIOJIIICH KO BTOPHHKY ).

B oTHOmIEHUAX C MapTHEpaMU AHIIMICKUN JIE€JI0BOM CTHUJIb NPEAIUCHIBAECT MOYTH IOJHBIA OTKA3 OT
rimaroja must, KpoMe CiydaeB, Korja HEOoOXOOMMO TOAYEpPKHYTh >KECTKYI0 HEOOXOIWMOCTh WIIH
HEIOBOJILCTBO CTapIIMM HapTHEPOM MIAaJIIMMH NapTHEpaMH WM BO3MYILEHHE NPU KaKOM-THOO
HEBBITIOJTHEHUH 00s3aTensCTB. Hanpumep, Tak BB MOXeTe yrnoTpeduts (pasy You must have paid your
debt by the 3th of November. (Bbi 00si3aHbI BBIIIATUTE BALI 0T K 3 HOSOPS).
3Has 0COOEHHOCTHU JIEJIOBOIO AHIJIMHCKOTO, BBl OyleTe MOHHUMATh, YTO B OTHOLICHUSX C MapTHEpaMH
CIIEyeT COCpeNoTaunBarbesl Ha Tiarojax to have u to be, Tak Kak 00s3aHHOCTH BBIIIOJIHEHUS JICHCTBUS
3BYYUT MEHEE KaTerOpUIHO.

[Mpumepsr ynotpebenus riuaroyios to have to u to be:
- Are you to come on every Saturday morning? (Bsl 00s13aHbI TPUXOIUTH 110 YTPaM B Cy000TY?).



- They are to prepare their report to the next weekend. (Oum HOJDKHBI IMOATOTOBUTH CBOM OTYETHI K
CJICTYIOIIMM BBIXO/IHBIM).

- Sorry but I have to leave as I’'m very busy last time. (IIpocTute, HO MHE IOpa UATH - B MOCIICTHEE BPEMS
y MEHsI O4€Hb MHOTO Je).

- Do you have to meet them at the station? (Bam Hy»HO BCTPETUTh UX HA CTAHITHH?)

OnHako He CTOWT 3a0bIBaTh, YTO TNAroil have to MOXXET MMETh OTTCHOK HEXeNaTeIbHOTO JIeHCTBUS,
nosToMy cienyromas ¢paza «So we have to work with you» 3By4HT HOBOJBHO Tpy0O M aHTIMHCKHUMA
JICIOBOY CTHITh HE TIPETyCMATPUBACT TAKOTO YIOTPEOICHHS 3TOTO TJIaroa.

Bo Bcex 3aTpyHUTENBHBIX CIydasx, a JIydllie Jaxke W Jallle, BaM CTOHUT Mmprberath K 6oiee MITKAM

¢dopmaM yKazaHHsl, 3aMEHSSI JOJDKCHCTBOBAHUE BBIPAKCHUSMHE, 03HAYAIOIIUMHU MIPEIIONI0KEHHE, COBET,
BOMPOC U T.A. AHTIMHACKUHA JETOBOM CTHIIB MperycMaTpUBaeT NOHUMAaHUE MOJOOHBIX ()pa3 HA TOH WU
JIBA TOHA JKECTYE X OPUTHHAILHOTO 3HAUCHHSI.
OT0 CXOJHO U ¢ cUTyaluel B pycckoM s3bike. @pasza «He Mornu Obl BBl EpenpoBEpUTh HALIH JTOXOHI,
ecnu y Bac Oyzer BpeMmsi. Mbl OBl cMOTJIM OOCYANUTH MX C HAIIUM (PUHAHCOBBIM TUPEKTOPOM» BOBCE HE
03HayaeT OYKBaJIbHO CIEAYIOIICE: «CIeNaiTe 9TO, €CITM 3aX0UETCsI, a €CIIM HE 3aX04eTCs, TO U HE HAJlO».
Ha camom pere, mpock0a nojipazyMeBaeT 4yTh JIH He OBICTPOE U TOYHOE MCTIOTHEHHE YKa3aHuUsI.

Bonpocs! 1 3aganus:
1. [loaroToBBTECH K OOCYKISHUIO TEOPETUIECKOTO MaTepHaa.
YnorpebneHue MonaibHbIX IaroioB Can, May, Must, Should, Need u ux 3ameHuTeeii Aj1s1 BhIpaXKCHUS
JOJIXKCHCTBOBaHMUA, HpOCI)6I>I, paspeuiCHusl B ILGJIOBOI\/'I KOMMYHHUKAIIUU Ha AHTIIMHACKOM  SI3BIKE.
Bripakenue momkeHCTBOBaHMS. BeipaxkeHre mpockObl. BeipaskeHue pa3pemeHusl.
BriOepuTe nmpaBUIIbHBIN BapUaHT.
1. We see the lake from our bedroom window.
are able
can
must
might
2. — you speak any foreign languages?
could
can
must
might
3. lam afraid | come to the party next week.
could not
cannot
must not
might not
4. When we went to the forest, we smell burning.

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



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



can
must
have
19. He cannot come out with us this evening. He to work.
could
has
must
might
20. | get up early tomorrow, because my train leaves at 7:30.
need
have to
must
might

2. [lepeBennTe Ha AaHTIMICKAHA S3BIK, YIIOTPEOIISST MOJABHBINA TTIAro must.

1. OH, TOMKHO OBITH, OYEHB YCTAIL.

2.V Hux paxe ecTh sixta. OHHU, TOJDKHO OBITh, OYCHB OOTaThI.

3. Thl TOJIKEH yexaTh 3aBTpa yTPoM?

4. Bpl HE TOMKHBI OAa31bIBATh.

5. 51 He nomkeH 3a0bIBaTh O cBOEH MaTepu. Sl He muca eif nenyro BeuHOCThb. CeroiHs BE4epoM st JOJKEH
HamucaTh € MUChMO.

6. OTa KHUra O4YEHb LICHHAs. BBl HE TOIKHBI €€ TePSTh.

7. Hey>xenu BaM Haslo yKe yXOAUTh?

8. 51 moyKeH pHU3HATh, UTO sl HETIPaB.

3. [IpounraiiTe u IepeBeIUTE TEKCT.

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

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

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

Your friends' opinion A lot of advertising

Novelty Your needs

Your likes The brand

The label

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

2 Secretaries

3 Production engineers

4. Accountants

5. Experts

6 Representatives

7 Dealers

8 Investors

9. Shareholders

1. own one or more shares in a company

2. sell a company's products or services by

travelling around
3. give advice, an opinion or help
4. do office work



. 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 ~NO O

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,
| 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) DKCIepThl IO PHIHOYHBIM OTHOIICHUSIM HUCCIEAYIOT COCTOSIHUAE PhIHKA I Pa3HBIX TOBAPOB B Pa3HBIX
ctpaHax. OHM aHATM3UPYIOT MOTPEOHOCTH MOKYyMAaTeNIeH W PelaloT, KaKUe TOBaphl TPEOYIOTCS, KaK UX
Tydllle PeKIaMUPOBaTh U MIPOJABATh.

0) Korna s 4ro-HUOYIb TOKYIIAKO, JIJII MEHS Ba)KHA I[€HA, KAYECTBO M KpacuBbld nu3aiiH. Korma s
YTO-HHOY/Ib TIPOAI0, /IS MEHS Ba)KHBI MOTPEOHOCTH MOKYMATEIs U HEAOCTATOK MOJ00HBIX TOBAPOB Ha
PBIHKE.

B) D10 HEOOIbIIas KOMIIAHUS, HO Y Hee TOBaphl MU3BECTHHI BHICOKUM KAa4eCTBOM M HU3KOW IIEHOM.
OHU TIPOU3BOJIAT U MPOAAIOT JIEKTPOTOBAPHL: YTIOTH, MSICOPYOKH, MUKCEPHI U T.71. OHM TOHUMAIOT, YTO
3aBOEBBIBaTh MOKymnaTenss Henerko. OHM  BKIAIbIBAIOT JAE€HBIM B MPOU3BOACTBO, MAPKETHHIOBBIC
WCCIIeIOBaHNUs, B pexiiaMy. KpoMe Toro, y HUX ecTh chucTeMa CKHIIOK. VX TOBapHBIN 3HAK yKe W3BECTEH
Ha MEXKIYHAPOIHOM phiHKe. OHU UMEIOT JUIICPOB B HECKOJIBKUX 3apy0eHKHBIX CTPAHAX.

IIpakTuyeckoe 3anaTHe Ne3. OcHOBHBIEe IpaBuJIa opdorpaduu U MyHKTyallMu aHTJIHICKOT0
SI3BIKA.

OpranuzaiuonHas hopma 3aHsSTHS: TPAAUIUOHHBIA CEMUHAP.
Llens: ¢dopmMupoBaHuEe Yy CTYINEHTOB PEUYEBOM, S3BIKOBOM M KOMMYHHKAaTHBHON KOMIIETCHLUH IS
OCYIIIECTBIIEHHS IEIOBBIX KOHTAKTOB.
B pesynbTaTe 0OCBOCHNE TEMBI CTYIEHT JIOJKEH
3HaTh: OCHOBHbIC TpaBwia opdorpadu W NYHKTYalMH AaHIJIMHACKOTO sI3bIKa; JIEKCHYEeCKUE U
CHUHTaKCHYECKHE 0COOCHHOCTH O(pHUIINATIEHO-EIOBOIO CTHIISL B aHTJIMICKOM SI3BIKE.
YMeTh: MPUMEHSITh Ha MPAKTHKEe OCHOBHbBIE IMpaBmia opdorpaduu U MyHKTYallul aHTJIMHCKOTO S3bIKA;
YuTaTh Oq)HHI/IaHBHO-ZleHOBBIe TEKCThI pa3anH0171 CTCIICHU CJIO)KHOCTH; CTPOUTH IUAJIOTUYCCKYIO H
MOHOJIOTHUYECKYIO PEYb C HCIOJb30BaHUEM HauOoJee YHOTPEOUTENBHBIX JIEKCHKO-TPAMMAaTHYECKHX
CpeacTB B OCHOBHBIX KOMMYHUKAaTHUBHBIX CUTyalusax O(i)I/IHI/IaHBHOFO O6III€HI/I$I; IIOHUMAThb
JAUAJTOTNYECKYIO U MOHOJIOTHYCCKYIO pE€Yb 110 H3y‘-l€HHOI71 TEME.
AKTyaJbHOCTb TEMBI: 00yCJIOBIeHa HEO0X0AUMOCTBIO oBNaaeHus: YK-4.
TeopeTnueckas 4acTh:
ITPOITMCHBIE BYKBBI
Hcnoap3oBanue ITPONKMCHBIX 6YKB B AQHTJIMMCKOM SI3BIKE MMOAYUHACTCA HECKOJIBKO HWHBIM ITpaBUWJIaM,
HEXXEIU B PyCCKOM.
C nponucHbIX OYKB B aHIVIMICKOM SI3bIKE IUIITYTCSL:



1. ITepBoe CIIOBO IpETOKEHUS.
2. Ilurara BayTpu npemioxenuns (God said, Let there be light. - Gen. 1:3).
3. Ilpsimoit Bompoc BHYTPH MpEATIOKEHHs, TaKe eciid OH He Bbinensercs kaBblukamu (He usually asks
himself, Am 1 right?).
4. Jlmanoe mectonmenmue st (He and I disagree).
5. Nmena coOcTBeHHBIC: (haMHUIUHU, UMEHA, Teorpadudeckne Ha—3BaHus (Adamson, Chapman, John,
Mary, Washington, New York).
6. [lpunararenpHple W ApPYTHe YacTH pedyd, oOpazoBaHHBIE OT MMeH cobcTtBeHHBIX (English, Russian,
American, Americanism, New-Yorky). Cp., onHako, riaroin anglicize.
7. Ha3BaHus Hapo0B, pac, IJIEMEH U A3biKoB (Japanese, Russians, the Russian language).
8. 3Banms, Tutysl, gomkHoct (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. O¢unmanpHbie Ha3BaHHS HAIIMOHAIBHBIX/ MEKIYHAPOIHBIX TOCYIaPCTBECHHBIX/YaCTHBIX OpraHU3alMi
u nokymentoB (The Constitution of the United States, the Fifth Congress, Federal Reserve Bank, Charter
of the United Nations).
10. CymecrBuTenbHbIe (M YacTO MpUiIaratesibHbIE), OTHOCALIMECS K MOHATHIO OoxkectBa (God, the
Almighty, Allah, Providence, Lord).
11. HasBanwus aHell Hemenu, Mmecsies, npasaauko (Monday, March, New Year, Christmas, Fourth of
July, Good Friday).
12. Ha3Banusi [OTOBOPOB, IOCYJapCTBEHHBIX aKTOB, MCTOPHUYECKUX COOBITHH, 5mox, BoiH (Versailles
Treaty, Mid3le Ages, the Civil War, War of 1812).
13. HazBanwust ctpaH cBeta u ux npousBonaHbie (the North, a Northerner).
14. Ha3Banusi JUTEpaTypHBIX MPOU3BEICHUH, KypHaIoB, ctareil u T.m. (Shakespeare's Macbeth, the
Journal of the American Medical Association).
15. HazBanus toproseix Mapok (Philips, Sony).
16. Ha3Banus y4eHbIX cTenenel u qoivkaoctei (A.B., Ph.D., M.D.).
ITPABUJIA TTEPEHOCA

Kak m B pycckoM s3bIKe, NEPEHOC B AaHTJIMHCKOM BCerja MOAYMHEH CMbIciy cioBa. Cremyer
oOpamiate BHUMaHKE Ha TO, YTOOBI IIEPEHOC HE MCKA3MII CMBICIT CJIOBA HITM €T0 TIPOU3HOIICHHE.
[TepeHOC HEBO3MOXKEH B CIEILYIOIINX CIydasX:
1. He pekomeHtyeTcst IEpEHOCUTh MOCIIE/IHEE CIIOBO MPEIOKEHUS Ha CIEAYIOIIYI0 CTpaHully. Takxke He
PEKOMEH/TyeTCs IEPEHOCUTD Ha CIIEIYIOIIYI0 CTPAHUILy CTPOKY, KOTOpast SIBISIETCS OCIIe/IHEH B ab3are.
2. Henb3s NEPEHOCUTL 3HAKU IPEIIMHAHUA, a TAKIKE COKpallCHHBIC O603HaquI/IH MEp BECa, MJINHBI,
BPEMEHH, OTJEISIA UX TEM CAMBIM OT YUCIHUTENBHOTO, K KOTOpoMy OoHHU oTHocsaTcs (220 km, 500 cm).
3. Henp3st oTIensTh ()aMUIIMIO OT HHUIIAAIIOB.
4. CoOcTBeHHBIC MMEHA HUKOTAa He pasaenstores (Moscow, London, Africa).
5. Cnenyet n3berarh nepeHoca COCTAaBHBIX YacTelt Ha3Bauui (the Atlantic Ocean, Latin America).
6. Henp3s pa3zbusath nepeHocoM OykBeHHbIe a00peBuatypsl (USA, UNO).
7. CnoBa, cocTosIIIIME U3 OJJHOTO CJIOTa, HUKOI/Ia He nepeHocstes (though, through, height).
8. Cyddukc TpeTbero JMIa eJUHCTBEHHOTO YHCIa Iiiaroja B HACTOSINEM MPOCTOM BPEMEHH -S, -es He
MIEPEHOCUTCS JaKe B TeX CIydasx, Korja oH obOpa3yer camoctosrenbHbli cior (he buys, he sells, he
wishes).
9. OKoHYaHNE MHOYKECTBEHHOT'O YHCJIa CYHECTBUTCIIbHBIX HE MEPEHOCUTCA AaXE€ B TEX ClIy4dasAX, Korga
OHO o0pasyeT camocTosTenbHbIHN cior (houses, boxes).
10. Coueranust OykB, 0003HAYAIOIIKE OJIUH 3BYK, HE Pa3JIENSIOTCS MTPH MIEPEHOCE.
[lepeHoc BO3MOXKEH B CIEYIONIUX CITy4asX:
1. Paznensirorcsi yIBOCHHBIE coryiacHble (mis-sion, let-ter).
2. Paznensrorcs Be cornacHele, crosme psoM (pen-Cil, ster-ling).
3. Ipedukce u cyddukcet otnenstores ot kophs (dis-like, pro-long, drffer-rent, acknowledg-ment).
4. CrioxHbI€ CIIOBa JISNSTCS HA cOCTaBHbIC YacTH (some-times, there-after).
5. CornacHasi MKy IByMsl INIACHBIMH [IEPEHOCUTCS CO BTOPBIM ciioroM (ma-jor, la-ter).
6. [Tepenocsatcs cyhdHuKch CpaBHUTEIBHOW U MMPEBOCXOTHOM CTENEHU NpuiaratesbHbIX (short-er, short-
est).
7. llepenocutcs cypdukc -ing mpuvactus u repynaus (go-ing, play-ing).
TOYKA
1. Kak u B pycckoM, B aHIJIMIICKOM S3bIKE TOYKA CTABUTCS B KOHIIE MPETIOKEHHSL.



2. B omiamume OT pycCKOro, B aHTJIMKWCKOM sI3BIKE TOYKA CTABUTCSI B KOHIE MPEIJIOXKCHUS,
BOIPOCHUTEILHOIO 10 (opMe, HO comepikaliero He Bompoc, a mpock0y (Will you kindly fill in the
enclosed form and return it directly to us).
3. Kak npaBuio, cokpaiieHus (3a HCKIIOYCHHEM Ha3BaHW TOCYJIap-CTBEHHBIX U MEXKIYHAPOIHBIX
OpraHu3aNnii) OKaHIMUBaOTCA Toukou (Mr., Mrs., Dr., pp., Dec, 7 p. M., 30 mins., no. 15).
Takue Gopmsl, kak 1st, 2nd, 3rd, 4th u 1. 1., HICIOTB3YFOTCST O€3 TOUEK.
4. Touka OTJENSAET [EJI0e YHUCIIO OT JSCATUIHOM APOOH, a Takxke IeHTHI oT goyutapa(12.32 ft., § 15.75).
5. B KoHIIe 3arojioBKa TO4ka, KaK MpaBUJIo, HE CTABUTCS.
SAITATASA

W3 Bcex NyHKTYyallMOHHBIX 3HAKOB 3arsTas MPEACTaBIACT HAMOOJBIIHE TPYIHOCTH Kak s
HWHOCTPAHIIEB, TaK U [T CAMUX HOCHUTENCH sA3bIKa.
1. 3ansaToii B aHMIMHCKOM $3bIKE, TaK € KaK M B PYCCKOM, DPa3JENSAIOTCS YacTH CJIOXHOTO H
crnoxHonounHeHHoro npeatoxenust (This decision should in no way diminish your excellent record,
and we will be able to take advantage of your considerable talent). Eciu B ci0XHOTOAYHHEHHOM
MPENIOKEHUN UMEETCSI HECKOITBKO MPUIATOYHBIX MPEIUIOKEHUH, TO BCE OHH, KaK MPABHIIO, PA3IEIIIOTCS
3aIATHIMU, TIPUYEM 3aIsITask CTABUTCS U Iepe] COr30M and.
2. 3ansaThIMH BBIICISAIOTCS TaKHe BBOJIHBIE CIIOBAa M BhIpakeHus, kKak: Of course, on the contrary, on the
other hand, consequently, furthermore, moreover, nevertheless, therefore, in the first place, unfortunately
u 1p. (The question, however, remains unsettled. Nevertheless, we shall go).
3. 3aHﬂTaH CTaBUTCA MCKAY OAHOPOJHBIMU HJIICHAMU NPCII0KCHUA, KOTOPHIC HEC COCAUMHCHBI COIO3aMU
(Five minutes, ten minutes, a quarter of an hour went by, yet nobody appeared).
4. EciH HECKOJIbKO OJIHOPOHBIX YICHOB CBSI3aHBI OECCOIO3HO, & MOCIEIHUI MPUCOSANHEH MTOCPEICTBOM
COKO3a and/ or, TO BCC OAHOPOJHBLIC YJICHBLI PAa3ACIIAIOTCA 3allATBIMU, IMPUUYCM 3anATasd, B OTINYUC OT
MIPaBHJI PYCCKOTO sI3bIKa, CTaBUTCA U niepe] corozoM (We are sending you bicycles, cars, motorcycles, and
motorscooters). ITO MPABUIO OTHOCUTCS M K TEM CIIydasMm, KOTJia TOCIEAHUN U3 OJHOPOJHBIX YJICHOB
BeIpaXKeH cii0BoM etc. (et cetera) (Forks, knives, spoons, etc.).
5. 3amdras BbIIEISICT MPUIOKEHHE C TOSCHUTCIBHBIMH CJIOBaMH, CTOSINEE IIOCIE ONpEIeIIeMOro
cymectBuTenbHoro (St. Petersburg, the second capital of Russia, is a wonderful city).
6. 3ansTas BBIIENSACT pUYacTHBIN 06opoT (Seeing the dog approaching, he ran off down the sreet).
7. 3amsitas BeigenseT obpamienne (Friends, Romans, countrymen, lend me your ears). O6parienue B
Havajie MUChMa BBIJCISACTCS 3aMATOM, B OTIIMYUE OT PYCCKOI'O sI3bIKa, TJie B ITOJ00OHOM Cy4yae CTaBUTCS
BOCKITUIIATENIbHBIN 3HAK.
8. 3amsTas cTaBUTCS B KOHIIE MHCHMA MOCJE 3aKITIOUUTEIBHON (OPMYITbI BEKIMBOCTH, IEPET MOAMUCHIO
(Sincerely yours,).
9. B 06o3HaueHnsx nat 3ansras otaensier yucio ot roga (The contract was signed May 15,1996).
10. 3amsitas CTaBUTCS BHYTPH MHOTO3HAUHBIX YHMCEN Ui OTACICHHS Kiacca ThICSY OT COTEH, Kiacca
MWUJIHOHOB OT COTeH Thicsd u T. A. (15, 000, 000). 3amsras He cTaBUTCS NpU OOO3HAUEHUHU
MHOTI'O3HAYHbIX HOMEPOB JIOMOB, CTPAHUI] KHHT .
Bonpock! 1 3a1anust:
1. [ToaroroBbTECh K OOCYKACHUIO TEOPETHUECKOTO MaTeprasa.
Opdorpaduyeckue TpyaHOCTH. TPyAHOCTH B paCCTaHOBKE 3HAKOB MPEHHUHAHUS.

2. IlpounTaiiTe u nepeBeauTe TEKCT

MEETING A BUSINESSMAN AND ARRANGING HIS VISIT

Receiving Visitors

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

Mr. Clifford has just received a telegram. A businessman from Russia is coming to have business
meetings with him. Mr. Clifford is asking Miss Flipps "Will you help me?" Miss Flipps says "Of course |



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

"I want you to take him around the town in my car. Then | 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) 3aBrpa CuHAM BcTpeuaeT pycckoro OmzHecMmeHa 3 MockBel Uropsi benosa. Camoner mpuneraer B
3.15 gus. OHa moezet B a’poropt B 2 yaca. M3 aspomopra oHa 0TBE3ET €ro B TOCTUHUILY.

0) Buepa Cunau BcTpeuana pycckoro ousHecmena u3 Mocksbel Uropst benoa. Camoner moimkeH ObLT
npuwiereTs B 3.15 aHsA, HO omo3nan. M3 aspomopTa oHa OTBe3Nla €ro B FOCTHHHILY M MOMOTJA €My
3aperucTpupoBarbca. Y UWrops mamo BpeMeHH, W OH cpa3y e IoeXajl Ha BCTPEeYy C MHCTEpPOM
Kimuddopaom.

B) Ecnmu Bel cobupaerech B AMEpHKY, BBl JOJDKHBI MOJMYYHTh BU3Y, Y3HATh, KAKOH Oarax MOXKHO
B3SITh C COOOIA, 3a KaKKe BEIIH BbI TOJHKHBI TUIATUTh TAMOXKEHHBIN cOOp, CKOJBKO CTOHT OWIIET.

T) - 51 xouy 3a0poHUpPOBaTH HOMEP Ha NBOUX Ha 12-13 ceHTa0ps ¢ BaHHOU U ¢ Tene(OoHOM.

- [Toxxanyiicra. Bame ums u agpec, noxaiyincra.

IIpakTuyeckoe 3ansaTue Ned. [IlucbMeHHBbIN MePeBo/I 1€10B0OIi KOPPECIOHIEH MU,
OprannzanuonHas hopma 3aHsITHS: TPAAULUOHHBIA CEMUHAP.
Lemnp: ¢dopMupoBaHue y CTYACHTOB pPEYEBOH, S3BIKOBOM M KOMMYHHUKATHBHOW KOMITCTEHIIMH JIJIS
OCYILIECTBIICHHUS ICTOBBIX KOHTAKTOB.
B pesynbTare ocBO€HUE TEMBI CTYJEHT JOJDKEH
3HATh: OCHOBBI TMEpEeBOJA OQHUIMANBHO-ACIOBBIX TEKCTOB, OCHOBHBIC T'paMMAaTHUYECKHE SBIICHHS,
XapakTepHble Il  NMPOQECCHOHANBHOM peuM; JISKCMUECKHEe M CHHTAaKCHYECKHE OCOOECHHOCTH
0o HIIMAIEHO-IETIOBOTO CTUJIS B @HTJIMHCKOM SI3BIKE.
YMETh: TEPEeBOAUTh OQHIMAILHO-IEIOBbIE TEKCTHl; BHJECTh XapaKTEPHbIC CTWIICBbIE YEPTHI, YUTATh
o(ULMANBEHO-IENOBBIE  TEKCTHl PAa3JIMYHOM CTENEHHM CJOXHOCTH; CTPOUTH JHAJIOTHYECKYI0 U
MOHOJIOTHUYECKYIO PEYb C HCIOJIb30BaHHEM HauOoJee YHOTPEOUTENBHBIX JIEKCHKO-TPAMMAaTHYECKHX
CpPeJCTB B OCHOBHBIX KOMMYHHUKATHBHBIX CHUTYyallMsSX OQHUIMAIGHOTO OOIIEHHS, TOHUMATh
JUAJIOTMYECKYI0 M1 MOHOJIOTHUYECKYIO Pedb M0 N3yYEHHOU TeMe.
AKTyaJbHOCTb TEMBI: 00yCIIOBI€HAa HEO0OX0AUMOCThIO oBlaaeHus: YK-4.
TeopeTuueckas 4acTb:
N3yunTe OCHOBHBIE COKpAILIEHUS, UCIIOJIb3YEMbBIE B I€JI0BOI KOPPECTIOHEHITNN:
A/C, a/c, acc. (account current) — TEKyIIUH CUET
adsd (addressed) — ampecoBano
adse (addressee) — aapecar, moiygarenb
ad (advertisement)—pexiamuoe 00bsBIICHHE (MHOK. YrCII0 — ads)
a.m. (ante meridiem) — 1o oy s
app. (appendix) — npUIOKESHHE
Attn, (attention) — BHUMaHHIO (KOT0-JINO0)
B/E, B.E., b.e. (bill of exchange) — nepeBonHO BeKkceb, TpaTTa
B/L, b/1, B.L., b.l. (bill of lading) — koHocameHT
cc., cc (copies) — yKa3aHHe Ha aapecaToB KON MHChMa
CEO (chief executive officer) — ucnonHUTENBHBIN IUPEKTOP
cf. (confer) — cpaBuute
Co. (company) — xoMIauus
contr. (contract) — KOHTpakT
Corp. (corporation) — xopriopanus
cur. 1. (currency) — Bamora; 2. (current) — texymmi
CV (curriculum vitae) — kpatkas Ouorpadus
dd 1. (dated) — natupoBanusrii; 2. (delivered) — mocraBneHHBII
Dep., Dept. (department) — 1. — oTmern; 2. — MHHHCTEPCTBO



doc. (document) — mokymeHTHI (MHOX. drcio — docs.)

doz., dz. (dozen) — mioxxuHa

eaon (except as otherwise noted) — ecnu He yka3ano unaue e.g. (exempli gratia, nar.) — Hampumep

enc., encl. (enclosed, enclosure) — BiokeHHBIH, pUIAracMbli, BIOXKEHHE, TPUIIOKEHUE (K MUCbMY U T.
1.)

exc., excl. (except, excluding, exception, exclusion) — wuckirouast, UCKIOYEHHE expn (expiration) —
ucTeueHue (Cpoka)

fig. (figure) — 1. — mudpa; 2. — pUCyHOK, cxema

FY (fiscal year) — ¢huHaHCOBEIHM TOA

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

hf. (half) — monoBuna

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

I. e., ie (id est, naT.) — TO ecTb

inc., inch (including) — Bximrovas

Inc., inc. (incorporated) — 3aperucTprpoBaHHBIN KaK IOPUANIECKOE JHIO (KOPIIOPALHS)

info (information) — uudopmarus

inv. (invoice) — cuer-thakTypa

IOU (I owe you) — monroBast pacrucka

L/C, l.e., 1/c (letter of credit) — akkpenutus

LLC (limited liability company) — xoMmnaHusi ¢ OrpaHHYeHHON OTBETCTBEHHOCTHIO

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

LOC (letter of commitment) — rapanTHiiHOE MTUCEMO

mdse (merchandise) — ToBapsI

memo (memorandum) — 3armrcka

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

M.T. (metric ton) — MeTpuyeckas TOHHA

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

N/A (not applicable) — ue npumeHrMoO (Harp., MyHKT B aHKETE)

N.B., NB (nota bene, 1aT.) — BaxxHO€ 3aMe4aHKe

NC, N.C., B/c (o charge) — GecriatHo

PA (power of attorney) — noBepeHHOCTH

p.a. (per annum, saT.) — B roj

par. (paragraph) — a63ar, maparpad, myHKT

Pic, PLC (public limited company) — OTKpbITas akIMOHEpHAass KOMIIAHHsS C OrPaHUYECHHOM
OTBETCTBEHHOCTHIO

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

pp, p-p- (per pro, 1aT.) — OT UMEHH U I10 TIOPYUESHHUFO

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

R&D (research and development) — nHay4HO-HCClIeIOBAaTEIbCKUE M OMBITHO-KOHCTPYKTOPCKHE PabOThI
(HHOKP)

ret (receipt) — pacnmcka, KBUTaHIUS

rept. (report) — otuer re (regarding) — OTHOCHTEIILHO

ref. (reference) — ccouika

shipt (shipment) — orrpyska, ornpaBka

sig. (signature) — mommch

tn. (ton) — tonHa

urgt (urgent) — cpounsbIit

V., VS. (Versus, jiat.) — mpoTuB

VAT (value-added tax) — HJIC

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

Bomnpocs! 1 3apanus:

1. [ToaroroBbTECh K OOCYKACHHUIO TEOPETHUECKOTO MaTepuara.

KakoBbl OCHOBHBIC TpeOOBaHMS, IMPEIbABISEMBIE K JeioBoMy TmiepeBoay? Kakuwe rpaMmarudeckue
KaTeTOPUH OTCYTCTBYIOT B PYCCKOM SI3BIKE TI0 CPAaBHEHHUIO C aHTIIMHCKHAM, W KaK W30eXaTh TPYIHOCTEH



npu ux nepeoae? Kak mepeBomsTcss TEKCThI C OOIIETPUHATHIMA M CIHEIHATEHBIMU COKpAICHUSIMU?
Kakue ¢pasbl B TEKCTe IepeBoia OCTalOTCs B mepBoHavyaibHoM Buje? (CiioBa u pa3sl Ha APYroM SI3BIKE,
YeM S3BIK OpPUTMHAJIA; COKpalllcHHbIe (PUPMEHHBIC HAUMEHOBAHUS TEXHUKH; HA3BaHUS 3apyOCIKHBIX
JKypHAJIOB U Ta3erT).

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:
MIPEIOCTaBUTh TaHHBIE O YeM-I1.;
NPUHOCUTH W3BUHEHUS 32 YTO-TL.;
HOBEHIINI NpelCKypaHT;

YKa3bIBaTh LIEHBI;

MOJIOKUTENIEHOE PEIIeHHE BOIIPOCa;

B Cllyyae HEeYIUIaThl;

OBITH MTPU3HATEIHHBIM;

obparmtaem Bare BHUMaHue Ha...;
CCBUIAsCh HA...;

MOCTAaBIIHK;

YCIIOBUSI IOCTaBKH;

nepeaaBaTh A0 B apOUTpaXHbIH Cy[;
YCIIOBHS OILIATHI;

mpejiaraTh TOBap;

MIPETEH3NUS;

MOATBEPKICHHE 3aKa3a;

HaIlle IPeI0KEHNE TeUCTBUTEIHHO J0 ...;
TPAHCTIOPTHBIE PACXOIBI;
MPEeAOCTaBUTH 5% CKUIIKY;

OTKa3aThCs OT 3aKa3a;

B ciayuae Bamero otkasa.. .

B IPOTUBHOM CJIy4ae;

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

5. IlpounraiiTe n mepeBeaUTE TEKCT.



Igor Belov is greatly impressed by his visit to the Company warehouses. They are very efficiently run
though only a few people are employed there. Electronic equipment and up-to-date machinery are used to
keep track of the goods, to pack, to mark, to load and unload them.

Goods are delivered all over the American continent by the Company lorries. For overseas delivery ships
and sometimes planes are rented. The cargo is always promptly delivered.

Tomorrow Igor will be shown around the Company offices. He has big plans for his own company and he
is grateful for a chance to learn.

6. Find in the text answers to the following questions

How are the Company warehouses run?

How many people are employed there?

What is the electronic equipment used for?

How are the goods loaded and unloaded?

Where are the goods delivered by lorries?

What are ships and planes rented for?

Why is Igor Belov impressed by his visit to the warehouses?
Why is he grateful for a chance to learn?

7. Change the following sentences according to the model. Don't say who does, did, or will do the action

Model: Mr. Clifford discusses a lot of problems every day. -
A lot of problems are discussed every day.

Miss Flipps types a lot of letters every day.

Mr. Clifford holds a meeting every Monday.

Miss Flipps told Mr Clifford about his visitor.

Miss Flipps made an appointment for Tuesday.

Mr. Clifford held a meeting last Monday.

The officials discussed the Company financial policy.

Miss Flipps typed the minutes of the meeting.

Miss Flipps made ten copies of the minutes.

On Thursday Mr. Clifford received a telegram.

Miss Flipps will meet the Russian visitor at the airport.

Miss Flipps will reserve a room for him at a good hotel.

The Company officials will show him around.

8. Imagine that you are a reporter. You want to write about the efficient work of the company. Interview
Mr. Clifford and Miss Flipps.

Ask Mr. Clifford

- to what countries the goods are marketed,

- how the goods are delivered,

- if any complaints are received by the Company,

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

Ask Miss Flipps

- what commissions she is given at the office,

- how much she is paid for her work,

- if she is satisfied with her position,

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

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

9. Translate and learn the following conversations:

1) — Hello, Mr. Jackson. It's Cindy Flipps. Mr. Clifford wants you to show our Russian guest around the
warehouses tomorrow.

- Does he want to see how the goods are stored? O.K. Tell your boss I'll take him around.

- Thanks, Mr. Jackson. We are much obliged to you.

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



- You are welcome, Mr. Belov. And now what do you say to a little glass of something in my
office?
- You are so kind. Looking around is a thirsty job.

10. Translate into English.

a) ToBapel 3TOH KOMIIAaHWH JOCTaBISIIOTCS 10 Bceil Poccwm Tpy30BBIM, IKENE3HOMOPOKHBIM U
aBuaTpancrnopToM. ToBapbl Bcera JOCTaBISIOTCS BoBpeMsl. KoMmaHusi HUKOT/Ia HE TIOTy4aeT »Kanoo.
XpaHsTcsl TOBapbl Ha XOPOIIO 0OOPYAOBAaHHBIX CKJIagaxX. DJIEKTPOHHOE 00OpYyTOBaHHME WCIOIB3YeTCH,
YTOOBI CIIETUTH 32 YIAKOBKOW, MAPKUPOBKOW, TIOTPY3KOH U pa3rpy3KOil TOBAPOB.

0) Mucc ©nunmc — oTauyHbI cekperapb. Muctep Knuddopa ynosnerBopeH ee paboTol, a Mucc
@nunmnc ynoBlIeTBOpeHa cBOMM IMosiokeHneM B Kommanuu. Eil mumatat xopomryro 3apmiaTy, JaroT
OTBETCTBEHHBIC TIOPYUYEHIIS, BCET/Ia XBAJIAT 32 XOPOIITYIO padoTy.

B) Kakx Bam nmonpaBunace Bama noeznka B boctoH? — OueHp moHpaBuiach. MeHs BCTpETHIIN B
a’pONOPTy, OTBE3IM B XOPOIIYI0 FOCTHHUILY, MOKasanu ropoa. Ha crnemyrommil n1eHs s BCTpETHIICS C
pykoBoauTeraeM (UpMBI, MBI OOCYIWMJIM BCE€ BOMPOCHL. MEHS MPEACTABIIN BCEM CIEIIHAIICTAM U
MIPUTIIACKIIH HA EJOBOI JTaH4.

IIpakTuyeckoe 3ansaTue NeS. Bpuranckuii 1e710B0il I TUKET: OCHOBHbIE IPUHUUIBI U IEHHOCTH.
Jenosoii atuker B CHIA.

OpranuzanuonHas hopma 3aHATHS: TPAAULUOHHBIA CEMUHAP.
Lenp: ¢dopMupoBaHue y CTYACHTOB pEYEBOH, S3BIKOBOM M KOMMYHHUKATHBHOW KOMITCTEHIIMH JIJIS
OCYIIIECTBIICHHS IEJIOBBIX KOHTAKTOB.
B pesynbTare ocBO€HHE TEMBI CTYJEHT JOJKEH
3HATH: OCHOBBI JIEJIOBOTO STHKETA.
YMETb: Ha OCHOBE [€IOBOTO JSTHKETa CTPOUTh [UAJIOTMUYECKYI0 M MOHOJIOTMYECKYIO pedb C
UCTIOJIb30BaHUEM HamOojee YMOTpeOUTENbHBIX JIEKCHKO-TPaMMAaTHYeCKUX CPEICTB B OCHOBHBIX
KOMMYHHKATUBHBIX  CHUTyallUsiX  O(UIHUAIbHOTO  OOIIEHMS; IOHWMATh  JHAJOTHMYECKYI0 U
MOHOJIOTHUYECKYIO pedb 110 U3YYEHHOU TEME.
AKTyaJIbHOCTb TEMBI: 00yCIIOBIeHa HEOOXOAUMOCTHIO OBNaaeHus: Y K-4.
TeopeTuyeckas 4acTb:

HdenoBoit stuker B BenukoOpuraHMH BO MHOIOM ONpEAESEeTCs NPUHUMIAMHA M LEHHOCTSIMHU
JIeJIOBOH KyJIbTYPBI 3TOH CTPaHbl U UIMEET CBOM OCOOEHHOCTH.
Kak u3BecTHO, OpUTaHIBI OYEHb BEXKIUBBI U OOXOIUTEIHHBI. DTO BO MHOTOM OIPEENsieT CTHUIIb HX
oOmieHusi. bpuTaHIbl NPaKTUKYIOT JaBaTh YKJIOHYHMBBIE OTBETHI Ha IPSIMbIE BOIPOCHI, TUAJIOTH 4YacTo
HOCSIT JBYCMBICIICHHBIN xapakTep. UTOOBI MOHSTH, YTO MMEHHO OHHM XOTST BaM CKa3aTh, HEOOXOIMMO
BHUMATENbHO CJIENTh 32 MHTOHAILIMEH roJIoca U BRIPAXKEHUEM JIUIIA.

B COXHBIX CHUTyallMsX aHTIMYaHe MPOSBISIOT CIACPKaHHOCTh M camoobnaganue. Ho Tak xe
OpUTaHIBl NPEANOYNUTAIOT C FOMOPOM MOIXOAMTH KO BCEM JKM3HEHHBIM CUTyalMsIM W OW3HEC - He
uckmouenrne. K 0coOeHHOCTSIM JIeOBOTO 3THKeTa B BpUTaHUM MOXKHO OTHECTH CIIeAyIOIIne 4epThl. B
OOIIEHUN HYKHO TIPUACPKUBATHCS OMPEEIEHHON NTUCTaHIMH, TTOCKOJIBKY OpHUTAHIBI BEChbMa TPEMETHO
OTHOCATCS K JJMYHOMY IpocTpaHcTBy. [IposiBieHreM BeXIMBOCTH OyIeT cOOJI0AEHIE PYKOIIOXKATUS IPU
MEPBUYHOM 3HAKOMCTBE. B pasroBope NpHBETCTBYIOTCS MpsAMBIE B3MIAABI B I1a3za. OJHAKO HE CTOWT
3TOTO JeJaTh CIWIIKOM Joiro. JlemoBoe oOmieHwe ¢ OpUTaHAMH HE MpPeIyCMaTpHBAaeT JUYHBIX
BonpocoB. He crouT 3a0bIBaTh, YTO OOXOAMTENbHBIE AHTIMYAHE JOBOJBHO YacCTO JAIOT MHCTPYKIHH B
BUE BEXIUBBIX mpock0d. Tak e He cieayer 3a0bIBaTh BaKHbIE MeJIO4YM. BXoas B moMelieHue
HEOO0XOMMO TIPOIYCTUTH CTAPIIETO MO TOJKHOCTH. Ha nemoBoii BecTpede HemprueMiieMo AepKaTh PYKH B
CIIO)KEHHOM COCTOSIHMH. BpHTaHIBI BOCIPHHUMAIOT 3TO KaK 3HAK CKYKH M HE3aWHTEPECOBAHHOCTH B
nene. Tak e OpuraHubl Bestueck u3beratot uncna 13. OTmnpaBisisich K OpUTAHCKOMY MapTHEPY B TOCTH,
Jyd4Ilie HEMHOTO OTI03/7aTh, YeM MPUNTH 3apanee. [[0CKoIbKy MpUXOANTh paHblle HA3HAYEHHOTO BPEMEH!
CUYHMTAETCS] HEMPWINYHBIM. VIHOT/Ia B MPUIIIAIEHNH HA BCTPEYY MOTYT OBITh MCIOJB30BaHBI CCHIJIKM Ha
TO, B Kakoil ogexe cienyet npuiditi. Kak 1 MHOTHE eBponerckue Hapoabl, OpUTaHIIbl aKTUBHO OOPIOTCS
3a NpaBa KUBOTHBIX, IIO9TOMY HE CTOUT NPUXOANUTH B OJEXK/E U3 HATYPAIbHBIX MEXOB M KOXKHU.

BpuraHipl BechbMa 3pyIUpOBaHHBI M MPO(ECCHOHATBHBI, 00JAIAl0T BBICOKON KyNnbTypoil. B kpyr mx
WHTEPECOB YacTO BXOJSAT JIUTEparypa, CIOPT U MCKYCcCTBO. B NenoBoi cpene OpuUTaHIBI OTHOCSATCS K
CaMbIM KBaJM(QHULIMPOBAHHBIM OM3HECMEHAM B MUpE.

bpuranckas nenoBast KyJIbTypa: OCHOBHBIE IPUHIIMIIEI U ICHHOCTH.



bputaHipl, 0cOOEHHO aHITIMYaHEe, CIAaBSTCA CBOEH BEXJIMBOCTBIO M OOXOIUTEIBHOCTHIO. DTO OAMH W3
KJTIOYEBBIX MOMEHTOB B OpHTaHCKOHW KynabType M (yHAAMEHTAJIbHBIH aCIeKT OPUTAHCKOTO CTHIISA
oO01IeHus.

"Stiff upper lip" - B OykBanbHOM mepeBojie "TBepaas BepxHss ryba". DTOT oOpasHbIi TEPMHUH YacTo
UCIIOJIB3YETCS 11l ONMCAHMS TPAAULIMOHHBIX OPUTAaHCKUX KauyecCTB - CAEPKaHHOCTH M caMOOOIafgaHus,
KOTOpble OpHUTaHIBl MNPOSBISIIOT B TPYIOHBIX CHUTyauusx. B OpuTaHCKOHl KyJIbType OTKpBITas
JEMOHCTpANsl IMOLMN - TTO3UTHUBHBIX WM HETaTUBHBIX - BCTPEUACTCA OYEHb PEAKO, MO BO3MOXKHOCTH
n30eraiite BeIpaXaTh CBOM YyBCTBa ITyOnn4yHO. Ha nesoBsIx BCTpedax 3TOT NPUHIMI 03HAYAET, YTO BallU
OpHUTaHCKHE KOJJIETH HaMEPEHBI IIOCTPOUTE AUAIIOT B aTMOchepe GOopMaTbHOCTH U OECIIPHCTPACTHOCTH.
KOMop - ki1r0UeBOIf ANIEMEHT BCEX CTOPOH H3HU B BennkoOpuranuu. BaxkHOCTh 4yBCcTBa IOMOpa BO BCEX
CUTyalusiX, BKJIIOYas JAEJIOBOW KOHTEKCT, TPYAHO MepeoleHnuTb. FOMOp dacTo HCmoib3yercsi Kak
3aLIUTHBIA MEXaHU3M, B OCHOBHOM B (hopMe MPOHHMH MM CaMOUPOHUHU. pOHHYHBIE HOTKH MOTYT OBITh
CKPBITHI, 3aByaJHpPOBaHbl TOATEKCTOM, 4YTO TAaKKe SABISAETCA XapaKTepHOHW YepTOoH OpUTaHCKOTO
YKJIOHYUBOT'O CTUJISI OOIICHHUSI.

Coemunennoe KoponeBCTBO 3HAMEHHTO CBOCH SIPKOM HMCTOPHEH M CHIBHBIMH TPaJHIHSIMH,
c(hOpMHPOBaBITUMICS TIOJ BIUSHUEM KOJIOHHUAILHOW MUMIIEPUH, TPAXKIAHCKON M €BpPOIMEHCKUX BOWH, a
TaKXe KOHCTUTYIIHOHHON MOHapXxuu. UeTBepTas Mo BENMYMHE HAIMsL, TOPTYIOLIas CO BCEMH CTpaHaMHU,
BenukoOputanust ObICTpO CTajla JIMAMPYIOIIMM €BPONEHCKUM IIEHTPOM MpeANpHHUMATEIIBCTBRA.
[omnepxuBaemasi CTaOUIBHON MOMUTUIECKON M SKOHOMUYIECKOW CHCTEMOU, BeMMKOOpHUTaHUS SBIISIETCS
MIPHUBJIICKATENBHON 0a30ii JuIis 3apyOekHOro Ou3Heca, mpemjiaras IMHPOKHE BO3MOMXHOCTH BO MHOTHX
o0macTsix, B TOM YHCJE B MCCIIEJOBAHUSIX, pa3padOTKaX W HOBBIX TEXHOJOTHAX. TeM He MeHee, YTOObI
yCIIEIIHO paboTaTh B OPUTAHCKHUX AEJOBBIX KPyrax, HY>KHO 3allOMHUTb HECKOJIBKO Ba)KHBIX HPABWII, U
MPUMEHATH UX KakK JI0, TaK U BO BpeMsi cBoero Buznuta B CoenunenHoe KoponeBcTso.

Paboune MOMEHTHI:

- B COOTBETCTBUH C OPUTAaHCKUM OU3HEC-TIPOTOKOJIOM, IIYHKTYaJIbHOCTh OYEHb BaykHa Ha 000 AEeI0BOM
BCTpeYe, MPHEMe UIIH y>KUHE.

- Ha3Ha4aTh JIEJIOBYIO BCTPEUy MPHUHSTO 32 HECKOJIBKO JHEH 10 Hee.

- OpUTaHIBI CKJIOHHBI CJEJOBaTh YCTAHOBJICHHBIM NpPaBHJIaM, IMOSTOMY MPUHAITHE PpEHICHUS YacTo
CTaHOBHTCS BECbMA JIOJITUM IIPOLIECCOM

CtpykTypa u Hepapxusi B OpUTAaHCKHX KOMIIAaHUSIX - COBPEMEHHBbIE OPUTAHCKHE KOMITAHUH HMEIOT
OTHOCHUTEJFHO "TOPHU30HTAIBHYIO" HEpapXUUECKyI0 CTPYKTYpY. IIpuHIIMNansHOe pa3anune MpoBOIUTCS
MEXIY MEHEIKepaMH M OCTAIbHBIMU CIyXalmluMmu. (BHUMaHue: B aHIVIMHCKOM si3bIKe, U B Bpuranun
COOTBETCTBEHHO CJIOBO 'MeHemkep" o3HaudaeT "pyKoBOJUTENh"'. MeHemKkepsl OOBIYHO OTBEYAIOT 3a
CEPbE3HBIN y4acTOK pabOThl M YIPABISIIOT OTIENIOM, JCMapTaMEHTOM JH00 1enoi ciayx0oi. [Toatomy
MOMHHUTE, YTO 3TO CJIOBO HE HMMEET HHUYEro OOILEro C POCCHHCKON Tpaguuued Has3bIBaTh KaXKAOTO
MpojaBIia "MeHe[KepOM TOPToBOro 3aina').

- B ocHOBHOM, IIEHTpaNbHBIM OpPraHOM, IPUHUMAIOIIMM PEIICHHUS, SBJISETCS COBET TUPEKTOpOoB. CaMble
OTBETCTBEHHBIC PEIICHMsI Beeryia B BeukoOpuTaHuy NIPUHUMAIOTCS Ha CaMoM "Bepxy".

PykoBoautenu B BenukoOpuraHMM B OCHOBHOM MpPENNOYHUTAIOT yCTAaHABIMBATH XOpOILIME padoune
OTHOIIECHHUS C MOJYNHEHHBIMH.

- HauvanpHuMK 3auacTyro Oeper Ha ceOs poJib TpeHepa, yuuTelsd, co3jaBas arMochepy MOIICPKKH U
BIOXHOBJISISI CBOMX COTPYIHHKOB Ha BBIIIOJIHEHHE PaOOTHI.

- Komannnas paboTta ouyeHb BakHA, XOTA M YYBCTBO HMHAMBUAYAJIbHOW WACHTH(PHUKALUHN TOXE OUYCHb
CHJIBHO TI0 OTHOIIEHHIO KaK K PeaH3aliy 3a/Ia4H, TaK ¥ K COBEPIICHHBIM OIIHOKaM.

Jenosoit atuket B CIIIA

IIpuserctBHe

CormacHO aMepUKaHCKOMY JEJIOBOMY OSTHKETY, NPUBETCTBHE W 3HAKOMCTBO COIPOBOXKIAETCS
pykomnoxkatuem. B CILIA He mpuHATO OOMEHHMBATHCA MOLETYSIMHU U LIEJI0BaTh PyKy >keHuiuHe. [Ipu Oonee
JpY>KECKOM OOILEHHUH, B 3HaK PUBETCTBUS, aMEPUKAHIIBI TPUBBIKIIA HOXJIONBIBAThH APYT APYra MO CIIHHE.
O6pamenue

AMEpUKaHIBl, HMes JPYKEeCKHH XapakTep, BCerJa CTPEeMSTCS YCTaHaBIUBATh HEPOPMAaIbHYIO
aTMocdepy Ha IeperoBopax, Mo3TOMY MPEANOUYUTAIOT OOLIATHCS C JIIOABMHU M0 UMEHU HE3aBUCHMO OT MX
BO3pacTa U nojoxeHus. B HedopmanbHO# Oecene sryyiie u30eraTb NOJUTUIESCKUE U PETUTUO3HBIE TEMBI.
Jlyumre oOcy>kaaTh BOIIPOCH! CEMbH, YBIIEUEHNH, OTABIXA U CIIOPTA.

[Mpurnamenue B TOCTH U OJAPKH

Ecnu amepukanen mpuriacui K cede JOMOH, TO, CKOpee BCEro, BBl €My CUMIIATUUHBI, OH Bac 3aMETUI U
oLeHWI. B 3TOM ciydae MOXHO HpPUHECTH C cOOOM IOJApOK - LIBETHI, OYTBHUIKY BHHA WM CYBEHHUP,



XapakTePHBIN IS Bamieil crpansl. B 1iemom ke, nenoseie mogapku B CIIIA He MPpUHATHI, TaK KaK MOTYT
BBI3BAaTh HeEAOBepHe, W BOCHPUHATH Kak B3aTka (B CIIIA nelcTBYIOT OYeHb CTpOrHe 3aKOHBI,
perynupyromue OTHOIeHus ¢ B3siTkamu). C Ipyroil cTOpoHbl, HEOOIBLIONH CYBEHHD, C JIOTOTUIIOM Ballei
KOMITaHUM, OyIeT MPHUHAT C YAOBOJLCTBHEM M pacmakoBaH mpsMo mpu Bac. Co CBOEH CTOpOHBI, B
KadecTBe Mo/IapKa aMepuKaHCKue OM3HeCMEHBI MOTYT IIPUTIIACUTH Bac B PECTOPaH, Ha OTIBIX 32 TOPO/I.
AMepHKaHIIBl B CBOEM OOJIBIIWHCTBE MPHJIEPKUBAIOTCS 3I0POBOTO 00pas3a KU3HU W, KOHEYHO, TUTAHUA,
CTapasich CBECTH K MHHUMYMY MOTpeOJIeHHE NPOAYKTOB COJEpXKAIIMX XOJIECTEPHH, MPEANOYnTAas
¢bpyktel W oBomm. TeM He MeHee, TPaaWUIMOHHAS aMEPHUKAHCKass KyXHS IIOJNB3YeTCS OOJBIION
MIOITYJIAPHOCTRIO cpenu ee skurteneil. Kypenne ameprKkaHIlbl He IPUBETCTBYIOT, a TIOPOH AaKe OCYXKIIAIOT,
MO3TOMY KYpHUTh B 3TOM CTpaHe 3alpelieHo NOYTH MTOBCIOAY.

OTHolIeHne KO BpeMeHU

«Bpems - neHprn» - emie OJHa M3BECTHAas aMEpHWKAaHCKas MOCIoBHIA. Bompoc 00 3KOHOMHH BpEeMEHHU
OUYCHb BaXXCH ]IS aMEPHKAHIEB; OONTAaTh MOIMYCTYy - 3HAYUT, TPATUTh BpPeMs, a CIeJ0BaTeNbHO ACHBIH.
IToaTomMy BpeMst BCTped 1 MEPETOBOPOB Yallle BCEr0 OrPaHUYMBAETCSA OJHUM 4acoM. AMEpHUKaHEel] CTPOUT
CBOIO XU3HB I10 PACITMCAHMIO, YETKO CIeys eMy Kaxabril Aenb. [lyakryansHocTs B CIIA oueHs BaxHa,
a OIO37aHMS BOCTIPUHUMAIOTCS KaK TPyOOCTb.

OTHoOILIIEHHE K KEHIIITHE

B amepukanckoi OM3HEC-KYIbTYpE KEHITUHBI CYMTAIOTCS PAaBHBIMH MYXXYHHAM W JIOCTATOYHO YacTO
3aHMMAIOT PYKOBOZSIINE AOKHOCTH. B emom B nenoBom mupe CIIIA ropaszmo 6ombiie KeHIIH, 9eM B
000U Ipyrod crpaHe. AMepUKaHCKas OW3HEC JIeAW CUMTAeT ceOsl MOJHOIEHHBIM OW3HEC MapTHEPOM,
MOATOMY HE ClieflyeT OBITh YpPEe3MEPHO TaJIAHTHBIM B OTHOIICHUH JIENIOBBIX >KEHIIHH, BOMPOCH! JTMYHOTO
xXapakTepa 3/1eCh HEyMECTHBI.

JlenoBoit KocTIoM

B CIIIA neiictByeT npaBmiio: «Hem BBIIIE TOKHOCTh, TeM O(UIIMAIBHEH KOCTIOM». B JEIIOBOM KU3HU
MIPUHATH TOJBKO TEMHBIE KOCTIOMBL. J[JIs 'KEHIMUH TPEeaNOYTHTENIeH OpPIOYHBIN KOCTIOM CIIOKOWHOTO
1[BETa, a TaKkke oO0yBb Ha Kabiykax He BbIIe 4 cM. MeHee KecTKHe TpaBmiia, 0ojiee CBOOOIHBIN CTHIh
OJIeX/IbI IEHCTBYIOT B CIIOPTE, UCKYCCTBE, MOJIE U B MHLyCTPUH pa3BiIeueHUI.

JlemoBoe obiieHme

Henosoii atuker CIIIA He MHOTHIM OTJIMYAeTCS OT €BPOIEHCKOro, HO €CTh M cBou ocobeHHocTH. Jliis
aMepHKaHIla HET HHU4Yero OOWJHOrO B BOIIPOCE MAJO3HAKOMOI'O 4YEJOBEKa O €ro 3aprJiaTre, XoTs,
HampuMep, B ['epMaHuM 3TOT BOIIPOC CUUTAETCS HEAOMYCTUMBIM.

B CIIA maMHOTO TIpOIIIe IO3HAKOMHUTHCS ¥ 3aBECTH APYKECKHUE OTHOIICHHUS, TI0 CPABHEHUIO, HATIPUMED,
¢ Snonwueii. [ maBHOE, yMETh MPABMIILHO MPEACTABUTE Ce01. AMEPHUKAHIIBI OYeHb SHEPTUIHBIE, OTKPHITHIC
U apyxeno0nbpie moau. C HOBBIM 3HAKOMBIM MOXHO Cpa3y NEPEeXOJUTh K /eIy W TOBOPUTH BIIOJHE
oTKpoBeHHO. Bripaxkenus Let's get down to business - «/laBaiiTe nepeiinem K neiny» - OU4eHb MOMYJSIpHA
cpenu aMepukaHieB. Bo Bpems nenoBoii Oecefpl HE NMPUHSATO OTBJIEKAThCS HAa IMOCTOPOHHHE Jefa -
3BOHKH TIO Tesie()OHY, pa3roBOPHI C KOJUIEraMd. A BOT BCTaBIISITh B Pa3roBOP IIYTKHU IO TEME, CUUTACTCS
MIPU3HAKOM XOpOIIEro TOHA. B cTpaHe roBopsT Ha aMEPUKAHCKOM AaHTJIMHCKOM, CUMTasl JIOHJAOHCKHI
AHTTUHCKUI BEICOKOMEPHBIM BapUaHTOM TOTO ke s3bIKa. [103TOMy eciu BbI XOTHTE MEePEeBECTH KaKHue-TO
MaTepHaibl Juis cBoux Oyaymmx maptHepoB B CLLA, To CTOUT 3TO JenaTh ¢ Y4E€TOM JIAHHOH S3BIKOBOM
0COOEHHOCTH.

AMepuKaHIIpl TparMaTHYHBIE JIFOJM, He OYEHB JII00SIINE CIeIoBaTh TpaauusaM. [lJis HUX Ha TIepBOM
MECTe BCET/Ia CTOSIT WHAMBHUYaJbHOCTh M IpaBa 4YeloBeKa. JKUTenb 3TOUW CTpaHbl HHKOTHA He Oynmer
’KaJlOBaThCs, U PACCKa3blBaTh O CBOMX Heyladax. He3aBHCHMMO OT CHTyalluM aMepuKaHell Bcerna OyneT
BBITJIAJIET YBEPEHHBIM, 3JOPOBBIM, U3TyUAIOIIUM YCIIEX.

AMepUKaHIIBl TOBOPAT TOJBKO TO, YTO JYMAalOT; BOCOPMHUMAIOT JII0OyI0 (ppasy cobeceaHnKa 10CIOBHO.
OHU TJI0X0 MOHUMAIOT HAMEKH, UPOHUIO; CJIOKHBIE BBHICKA3BIBAHUS WJIM CKPBITHIA CMBICI CIIOB MOMKET
COHTH HX C TOJKY.

Ilepen HawanmoM JENMOBBIX IEPETOBOPOB aMEPHKAHIIBI NPEANOYUTAIOT CcOOpaTh TIOJNHBIA ITaKeT
uHpopmMaru 00 ydacTHukax Oymaymiedd Bctpeun. OHH MOTYT MONPOCHUTH MPHCIIATh CIIMCOK JIMI] Ballei
JieNIeraliy, JOMOTHUTENFHO 3alpocHB HHPopMAIno 00 WX 00pa30BaHUM, YUETHBIX CTEIICHSIX, IEUYATHBIX
TpyJax u T.1.

AMepUKaHIIbl OYEHb 3aKOHOMOCIHYIIHbIE TpaxkaaHe. J(axke He3HauuTeNbHAs HE3aKOHHAs KOMMepuecKas
oreparys B 3TOi CTpaHe MOXKET CTaTh MPUYNHON TIOpEMHOTO 3akioueHus. «llogmoueHHasDy pemyTamnus
GbuUpMBI HaBcerja MOCTaBUT KPECT Ha €€ BO3MOXKHOCTH COTpyAHHWYecTBa ¢ Kommanued u3 Illtaros.
JoBeprue B AMepuKe MOXHO 3aCITy>KUTh JIMIIb MHOTOJIETHUM, O€3yNpEUHBIM TPYIOM, a He ApYXO0oi n
cBsa3sMu. [loaToMy y amMeprKaHIIeB HE CYIIECTBYET HUKAKMX «OCOOBIX» YCIOBUHN CAENOK «UIsl CBOUX». B



CTpaHe BO3MOXHBI TOJIBKO OTKPBITBIE CHAEIIKHU C JH0OBIMU IapTHepaMu. [ 1aBHOE U1 aMepUKaHLIEB, YTOObI
HapTHEpHl OBUTM TPOYHBIMH W CTAOWIBHBIMH, Kak B (DMHAHCOBBIX, TaK U B NPO(ECCHOHATBHBIX
OTHOLICHHUSX, a TAK)Ke He MPOCTO 3apadaThIBaNIM IEHBTH, a BEJIM COLUAILHO OTBETCTBEHHBII OM3HEC.

Y AMepHKaHIEB CHIbHBI YyBCTBA HE3aBUCHMOCTH, CAMOCTOSITEIBHOCTH; OHH YMEIOT COPEBHOBATHCA M
BBIMIPBIBATh BCETZa U Be3€. DTO 00YCIOBICHO MPEACTaBICHUSMU TPAXKAAH CTPAaHbl O JOMHUHHUPYIOLIEM
nonoxenuu CIIIA B Mupe, KOTOpOe 3aKiIaibIBAacTCs C MajbIX JET U JISKUT B OCHOBE CHCTEMBI
o0Opa3oBaHws.

Eme omwH M3 31MEMEHTOB YCIEIIHOTO aMepUKaHCKOTro Om3Heca - CKOpocTh. B Amepuke Bce
IPOMCXOANT AOBOJBHO OBICTPBIMU TEMIIAMH, BCE AEIAETCS «CETOAHA», HE OTKJIAABIBACTCS HA «3aBTPay.
[TosTOMY Ha TeperoBopax HY>KHO OBITH TOTOBBIM K TOMY, YTO Bac OyAyT TOPONHTH, MOATAIKUBATH K
JIEHCTBUSIM, TaK KaK aMEpPHKaHLBl HAllOPUCTHIC, MPSIMOJIMHEWHBIE W BCET/Aa Clelanne ON3HEeCMEHBI.
['maBHOE TSI HUX - 3TO yCIIEX, a KaXKAbIM yCIieX - 3TO MPENNOChIIKa U1 HOBBIX ITOOE.

OcoOEHHOCTH BEJICHUS TIEPETOBOPOB

Ecnu ameprkaHIBl OPraHU3yIOT JEJIOBYIO BCTPEUY, TO 3TO MOJIHOCTBIO MCKIIIOUAET JPYKECKYI0 Oecemy.
Berpeua Oyzer HachilieHa, MMETh KOHKPETHYIO LieNib, M AIMTCA He Oosee yaca. [[ng amepukasies
MIEPEroBOPBl - 3TO OTKPBITOE OOCYXXICHHE, LEJIb KOTOPOro HalWTH oOLIve WHTEpechl U BHIPadOTaTh
CTpaTeTHIO AJIsi COTPYAHMYECTBAa. UecTHbIE CHEIKHM M B3aWMOBBITOJIHBIE OTHOIICHUSI 0€3 KaKoH-THOO
«CEeMEHHOM ApyKECTBEHHOCTH» - BOT HeajbHas KapTUHA OM3HEcCa Ul aMepHKaHLA.

JlenoBbIe IeperoBOPEI aMEePUKAHIIBI JIIOOAT HAYMHATE C 00CYKIIEHHUS OOIIEro BOmpoca, ¢ MpoOIeMBbI
TpeOyroel MPUHATHS pelleHus (4TO HY)KHO JIeaTh), a 3aTeM NepeXoIsT K JeTalsiM, CIOCOOCTBYIOIINM
peanu3anuy JOTOBOPEHHOCTEH (KaKk HYXXHO C/eNaTh), KOTOPBIM YZAEJseTcs OOJIbIIoe 3HaueHHWe MpU
opranuzanuu Joboro gena. [losTroMy K pacCMOTpPEHHIO aMEpHUKaHLBI TOTOBAT, KaK IPABUIIO, LIEJbIE
«ITaKeTh» NPEUIOKCHUN. A BOT Ha (JOPMAaITBHOCTH OHU HE OYAyT TPaTHTh CBOE BpEMsI.

[TeperoBopHBIii MpoIecC aMEPUKAHIIBI CTAPAIOTCSl BECTH B OBICTPOM TeMIIe, OECTIPEPHIBHO MOITAKABAS
CBOMX TAapTHEPOB K CKopeimemy NpuHATHIO pemieHus. OHM MOTYT Ja)ke HpOSIBISITH arpecCHBHOCTD,
HAaBsI3bIBasi CBOU MPAaBHJIA UTPHI.

Bo BpEMs ACTIOBBIX MEPCTOBOPOB aMCPHUKAHIbI MOI'YT IO3BOJIMTH CC6C CHUACTh, 3aKMHYB HOI'Y Ha HOT'Y
TaK, 4T0OBl OOTHHOK OJTHOM HOTH JIeKall Ha KOJICHKE JPYTroi WM MOJIOXKHUTh HOT'Y Ha COCETHHH CTYI HIIH
CTOJI. DTO CUYMTACTCSd HOPMOW B aMEPUKAHCKOW KyJIbType, XOTS HEPEIKO BbI3BIBACT DPa3Ipa)KeHUE Yy
MPEJCTaBUTENEHN IPYTUX CTPaH.

Bonpocs! 1 3aganust:

1. IloaroroBbTECH K 0OCYKACHUIO TEOPETUUECKOTO MaTepHrala.

Kynbrypusie Tpagumuu anraudad. CTpyKTypa W Hepapxus B OpPUTAHCKHX KOMIAHHSIX. OTHYECKHE
NPUHLMIIBL JI€JIOBOTO OOIIEHHUS] C MHOCTPaHHBIM HapTHepoM. PaGoune oTHomenus B BenukoOpuranuu.
buznec B BenukoOpurtannu. [lpaktnueckue MoMeHThl. bputanckuil femoBoi 3THKET (4To HYkHO 1 HE
HYXXHO Jenarh). KitodeBble aMepHKaHCKUE IIEHHOCTH. AMEPWUKAHCKHA CTHIb JEJIOBOTO OOLICHUSI.
Kenmmnna u ousuec B CIIA.

2. Look at these two letters and answer the questions

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

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

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

a) Express your opinion about the following:

Why do women executives wear suits?

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

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

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

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

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

- always wears neat dark suits and sober ties,



- likes to wear jeans and sports jackets

- is always smartly and fashionably dressed

- never pays attention to his clothes

- wears shabby or battered clothes

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

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

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

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

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

He is a travelling agent.

They have already bought a flat.

They will live not far from here.

She showed me her wedding dress yesterday.

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

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

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

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

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

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

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

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

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

- deliver the goods on the 14th

- send the letter immediately

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

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

The secretary was late for work the day before.

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

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

The secretary forgot to tell him about a telephone call

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

Could they have forgotten to answer?

The letter couldn't have been lost.

They may have delayed the answer for some reason.

They might have forgotten to post it.

10. Translate and learn the following conversations:



1) Customer: — Can you help me, please?

Shop person: — Yes, sir, what is it?

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

- What colour do you want?

- Navy blue would be fine.

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

- It's only $ 200.

- All right. I'll take it.

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

- Not bad. Why do you ask?

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

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

12. Translate into English.

3naete i BwI, yTO Takoe nenoBod ATHUKET? YMeere U Bl ycTaHaBIMBAaTH KOHTAKT C MapTHepaMu?
YmMmeere nu Bbl BBIOUpATh 01Xk Ty, MTOAXOIAIIYIO JUIs paOOThl U oTabixa? Bexsueel a1 Bel co cBouMu
corpyanukamu? Het nu y Bac npuBbsruku nepebuBare Bamiero cobecennuka? 3amgymaiiTech Haja 3TUMHU
Bonpocamu. I1o momoxeT Bam B Bameii padore.

IIpakTrueckoe 3anstre Ne6. Pa3nnanst B aMepUKaHCKON M aHIVIMHCKOM J1E€I0BOM TEPMHUHOJIOTHH.
OpranuzaionHas hopma 3aHsSTHS: TPAAULIUOHHBIA CEMUHAP.

Lenb: ¢dopMupoBaHUE y CTYACHTOB PEUYEBOH, SA3BIKOBOW M KOMMYHUKATHBHOW KOMIICTCHIIUH JIs
OCYILIECTBIICHHUS ICTIOBBIX KOHTAKTOB.

B pesynbTare ocBO€HHE TEMBI CTYJEHT JOKEH

3HaTh: HEOOXOJWMBIH 00BEM JIEKCHKH Jisi OOIIeHWs B JaHHOW c(epe; OCHOBHBIE I'paMMAaTHYECKHUE
SBJICHUS, XapaKTEepHbIe Il MPOQECCUOHAIBHONW PeyM; JIEKCHUYECKHE W CHHTAKCHYEeCKHE O0COOEHHOCTH
0o(HLIMAIEHO-IETIOBOTO CTUIISL B @HTJIMHCKOM SI3BIKE.

YMETh: OMNpPENENATh CTHJIEBYIO NMPUHANJIEKHOCTh AHTIMHCKUX TEKCTOB O(HIIMAIBHO-IEIOBOTO CTHIIS,
BUJETh XapaKTepHbIE CTHJIEBBIE YEPTH; YUTATh OQHUIMAIBHO-AEIOBBIE TEKCTHl DPA3IMYHON CTEIEHU
CIIO)KHOCTH; CTPOUTH JAHUAJIOTHYECKYI0 M MOHOJIOTMYECKYI0 pedyb C MHCIOJIb30BaHHEM Haubolee
YIIOTPEOUTENBHBIX JIEKCUKO-TPAMMATHYECKHUX CPEJICTB B OCHOBHBIX KOMMYHHKATHUBHBIX CHTYaIUSIX
Oo(HIIMAILHOTO OOIIEHHUST; TOHUMATh TUAJIOTHYECKYI0 1 MOHOJIOTHYECKYIO Pedb 10 U3yUCHHOW TeMe.
AKTyaJbHOCTb TEMBI: 00yCIOBIeHA HEO0OX0AUMOCThIO OBiaaeHust YK-4.

TeopeTuyeckas 4acTb:

[Ipu o60o3Havyennn Aat Ha nucbMe B BA (OpuTaHCKMiA aHTTTUHCKUIT) CTAaBUTCS YMCIIO, 3aT€M MECHI] U
nociegHuM ykaseiBaercst rox: 20/7/99 wmm 20.7.99. Takoe umcio mpousHocutcst July the twentieth,
nineteen ninety nine. B AA (aMepuKaHCKOM aHTJIMICKOM) BHAYaJle CTABHTCS MECSI, 3aT€M YHUCIO H
nocieaHuM rox; 7/20/99. Tlpousnocutcs takoe uucio July twentieth, nineteen ninety nine.
HawnmenoBanue uncen takxe oTimyaerca B AA u BA.:

320 — «three hundred twenty» (AA) u ‘three hundred and twenty" (BA)
0 — «zero» (AA) u "nought"/"oh" (BA)



T'oBoOpst 0 BpeMeHH, aMepHKaHITEI BMECTO past yrmoTpeoisttoT after: «It’s ten after eleveny.

B obmacTii SKOHOMHUYECKOW TEPMHHOJOIMH M JIGKCHKH COBPEMEHHOrO Ou3Heca B AA MPHCYTCTBYET
0oNpIIOE  KOMMYECTBO MPOPECCHOHANM3MOB, a TakKe paccliOeHHE CIEeUUalbHOH JIEKCHKHM Ha
TEPMUHOJIOTUYECKHE U MPOPECCHOHANBHBIC CIION (TI0A MPodecCHOHANN3MaMH IOHUMAIOTCS JIEKCUYECKHE
eIMHALIBI B CUTYalusIX HedopManbHOro obmeHus). OauH 13 BeAyIMHX cIoco00B 00pa30oBaHUs TEPMHHOB
— JIGKCUKO-CEMaHTHYECKU Ha OCHOBE MeTadop. Hanmpumep:

lame duck («xpomast yTka») — KOMIaHHS B TSHKETOM (JMHAHCOBOM TIOJIOKCHUU

company doctor — («IOKTOp KOMIaHHK») — (DUHAHCOBBIH KOHCYJIBTAHT, CICHHATU3UPYIOUIMIACS Ha
aHaJIM3€ U pa3pelIeHn Ipo0IeM KOMIaHUH

big gun advertiser (big gun — «rspkénas apTUILIEpUs») — KPYITHBIA PEKIaMOoaaTeNb

sleeping partner («crsimuii mapTHEP») — HOMHUHAIBHBINA MapTHED

sleeping beauty («crsmas kpacaBuIa») — KOMITAHHUS- TMOTEHIMATBHBIA OOBEKT MOTIIOMIEHISI, KOTOPOit
paHblIe HEe JeNaloch IpeaIoKeHui )

angel («aHrem») — COCTOSATENBHBIN YENOBEK, BKJIABIBAIOMIMN COOCTBEHHBIE CpEACTBA B HAYalo M
pacimpeHne On3Heca

yellow dog contract («koHTpakT XkEnToil cobakm») — 00s3aTeNbCTBA PabOYEro O HEBCTYIUICHWH B
npohcoro3

yellow dog fund («donx xEnrtoit cobakm») — CyMMBI, UCIIONB3YEeMbIE JIJIS TIOAKYTIA

bear («MeaBenb») — CHEKYISHT, UTPAIOIINI HA TOHWKEHHE

bull («OBIK») — CHEKYJSHT, UTPAIOIIHIA Ha MOBBIICHHE (OUPIK.)

B psiay AMHTBOCTHIMCTUYECKUX CPEICTB, XapaKTEPHBIX Jisi 0Opa3oBaHHMsS 3KOHOMHYECKHMX W OW3HEC
TepMHHOB AA, TIpe/icTaBIeHa METOHIUMHUS (TIepeHOC TTPU3HAKA C YaCcTH Ha MeJoe):

White collar («Oesnblit BOpDOTHHUYOK») — O(UCHBIH ciyKarmi

Pink collar («po30BbIii BOpOTHHUOK») — pabounii cepbl 0OCTyKUBaHUS

Blue collar («romy00it BOpOTHHYOK») — TPOU3BOICTBEHHBINA pabouuit

Open collar («OTKPBITBII BOPOTHHYOK») — JIUII0, paboTaroliee JoMa 1o cBOOOTHOMY TpaduKy

B nekcuke coBpemennoro 6usHeca CIIA n BenukoOputanun nprucyTCTBYET TAKKe
MeEKBapHaHTHAsi CHHOHUMUS TEPMUHOB!
stock — o6rIkHOBeHHAs akius (AA)
share — oGwikHOBeHHas akius (BA)

B mporecce ciioBooOpazoBaHus JIEKCHYECKUX JIEPUBATOB OCHOBHBIMU CIOCOOaMH B AA SIBIISIFOTCS
addukcanus (illiquidity, non-payment), cioBocnoxkenue (job holder, bill brocker, tax payer), korBepcus
(off — cymiecTBUTENBPHOE CO 3HAYCHHEM «CHIDKCHHE KYypPCOB BAIIOT MPOTHB MPEIIIECTBYIOLICIO THS,
go-between — cyImecTBUTEIFHOE CO 3HAYCHUEM ‘TTOCPETHHUKK).

Jlexcuueckuii coctaB OM3HEC TEPMUHOJIOTHU AA COAEP)KUT HE TaK y>K MHOT'O 3aMUMCTBOBAaHHUI U3 IPYTUX
A3bIK0B. HO OHM NpHCYTCTBYIOT, M BOT NpHMEp 3aMMCTBOBAaHHUS M3 PYCCKOIO SI3BbIKA: energy czar
(«BHATENHEHOE JIUTIO B 00JIACTH SKOHOMHKH).

Ha rpammarndeckom ypoBHeE paznuuusi Mexay AA U BA mposBistorcst y)ke Ha YpOBHE TEPMUHOJIOTHU
(Continuous Tenses B BA u Progressive Tenses 8 AA). Hocurenu BA ynorpe6usitor The Present Perfect ¢
HapeuusiMu just, already, yet: «We have already agreed to wait». AMepHKaHIIBI e HepellKo, OCOOCHHO B
yCTHOU peud, ynotpeoistoT 3neck The Simple Past: «I already met himy.

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

Konctpyxkius «have been to», pacipoctpanénnas B bA, moxer Bujon3mensaThess B AA — «I have never
been in Florida». ®pa3za «Do youhave a car?» tunmuna s AA, torga kak B BA Oosblie npuHSTO
rosoputs «Have you got a car?»

ColOuparenpHble CyIIeCTBUTENIBHBIEC, TaKHe KaK government, committee, team, corporation, crew B BA
MOTYT COTJIaCOBBIBAThCS CO CKa3yeMbIM KaKk B €JIMHCTBCHHOM, TaK W BO MHOXXECTBEHHOM YHCIIE.
AMepUKaHIIBl MPEANOYUTAIOT COIVIACOBBIBATH TAKHE CYIIECTBUTENBHBIE CO CKa3yeMbIM B €IMHCTBEHHOM
qHCIIe.

OmnpenenéHuplii apTUKIBL YacTo omyckaercss B AA mocne «all»y, tam, tne B BA o0s3atensHO ero
ucnonb3oBanue: «all day», «all night», «all morning» u np. 1 HaoOopoT, onpenenEéHHBIN apTUKIb
ucnonbdyercs B AA Tam, rae ero B BA ObITh He JOKHO: «in the summer», «in the springy, «in the fall».
CpaBHHUTE BapHaHTHl TEPMHHOJIOTHH
AwMep. BapraHT AHTJI. BapuaHT 3Ha4YeHHE
administration Government in power IIpaBurenscTBoO (AeiicTBYIOIINE)

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



Blue-chip investments First-class investments TlepBokiacCHbIE HHBECTHIINN
Call loan Short-term loan KpaTkocpoumslii 3aiim

Checking account Current accountTekymuii cuer

Claim letter  Letter of complaint [Mucemo-pexnamanys

Collect on delivery Cash on delivery OmutaTa mmpu J0CTaBKe
Common stock Ordinary share OGBIKHOBEHHAS aKIIKs

Corporation law Company law 3akoH 0 KOMIaHHUIX

Express man  Carrier TTochUIbHBIIM

Ti fix a meetingTo arrange a meeting Hasuawath BcTpeuy

Freight not prepaid Carriage forward be3 orunatel nepeBo3ku
Freight prepaid Carriage paid C omiaToii mepeBo3K:

Freighttrain ~ Goods train  ToBapHEIii moe3

Government bonds Government securities ['ocynapcTBeHHBbIE IIEHHBIE OyMaru
In good shape In good condition B xopoiiieM coCTOSIHUH
Investment bank Merchant bank MuBectunnonubiii bank

Law business Practice (law) IIpomueccyanbHoe paBo

Local taxes Rates MecrtHble Hamoru

To operate a business  To run a business 3aHuMaThCs OU3HECOM
Operating costs Running expenses Teky1ue pacxopl

ordinance By — law [TocraHoBEHKE, YKa3

To pass up an offer To decline an offer OTKIJIOHATH TPEAT0KEHUE
Preferred stock Preference share [puBHIerMpOBAHHAS AKIIHS
President Chairman [Mpe3uneHT (KoMIIaHUH)

Right away Immediately Hemennenno

Shipment Consignment  TTaprtus (ToBapa)

Stockholder ~ Shareholder  Tep»arens akiuii

Stub  Counterfoil ~ Kopemok (4eka)

Tag  Label DOrtukerka

Tender Offer Tlpemnokenne

Way back Some time ago HexoTopoe BpeMst TOMyY Haza

BOHpOCBI " 3a1aHusA:

1. HOHFOTOBLT@CB K 06CY)K,Z[€HI/IIO TCOPECTUICCKOTO MaTepuraia.

U3 HUCTOpHUU TPOUCXOKACHHUA aMEPHUKAaHCKOI'O aHTJIUMCKOTO. HeKCquCKHe, rpaMMaTU4CCKuUe,
op(I)orpaq)quCKHe )51 (l)OHeTI/I‘IGCKI/IG OTIINYUSA aMEPHUKAHCKOIO [ACJIOBOTO f3blKa OT 6pHTaHCKOFO
BapuaHTa.

2. [IpounraiiTe U epeBenuTe 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) ...? — The agenda.

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

6) ...7 — After the meeting is over.

7) ...7 — She is taking them down.

8) ...7 — In shorthand.

4. Respond to the requests according to the model

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

Translate this letter, please.

Copy this memo, please.

Send off this telegram, please.

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

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

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

| am talking to a visitor.

| am sending a fax.

| am copying documents.

| am correcting mistakes.

| am learning shorthand.

6. Say what Cindy is going to do

a) when the meeting is over,

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

d) on Sunday,

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

a) after the lesson is over,

b) if the weather is nice on Sunday

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

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

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

— Are you really going to Russia?

— Yes, | am. And I'm going to take Miss Flipps along. She speaks a little Russian. 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.

Cerogus 20 nosiOps 2013 roma, 10 gacoB yrpa. Mucrep Knuddopn ouenp 3amar. OH mpoBoIuT
COBELIaHHWE. OTO COBEIIaHHE OuYeHb BaxXHOe. MeHeKepbl KOMIAHUU OOCYKAAOT BOIPOCHI
npousBoacTBa. Mucc @munmc Bexer npoTokon. Ha crmemyromeidt Hemene oHu OymyT oOCyXKIaTh
KOMMEPUECKYIO OJIUTUKY KomnaHuu. OHu cobepyTcs 27 HosiOpst B 10 yacos.

— Uro T1HI ceitvac nmemaemp, Cuaan? — S mepeBoxKy mucbMo MucTepy benmoBy Ha pycckuil s3plk. — A
MOTOM YTO THI OyJemb AenaTth? — OTmeyaTaro 3To MMCHMO U OTIIpaBito ero B MockBy. — KTo sToT Mucrep
Benos? — D10 pycckuii 6usnecmer. OH coOupaeTcst K HaM MpHexarhb.

IIpakTu4yeckoe 3ansaTue Ne7. YerpoiictBo Ha padory. Co3gaHue pesrome.
OprannzanuonHas hopma 3aHATHS: TPAAULUOHHBIA CEMUHAP.
Lenb: ¢dopMupoBaHUE y CTYACHTOB pPEUEBOHM, S3BIKOBOW M KOMMYHUKATUBHOW KOMIICTCHIIMM JIJIS
OCYILIECTBIICHHS IEIIOBBIX KOHTAKTOB.
B pesynberaTe 0CBOEHHE TEMBI CTYAEHT TOJDKEH
3HaTh: OCHOBHYIO OW3HEC-TEPMHHOJIOTHIO, UCIIONB3yeMYyI0 MpPU YCTPOWCTBE Ha paboTy, COCTAaBICHUH
pes3toMe, AEJOBBIX MUCEM; OCHOBHBIE TpeOOBaHHSA U TMpaBHia OPOPMIICHUS JTOKYMEHTAIlUH U JICIOBOH
KOPPECHIOHACHIINA Ha AaHMJIMHCKOM; OCHOBHBIE T'pPaMMaTHYECKHE SBJICHUSA, XapaKTEpHblE I
poheCCHOHATIBHOMN peUH.
YMETbh: TPUMEHATHh MOJTYUYEHHbIE TEOPETUYECKHE 3HAHMS Ha MPAKTHKE B XOJE OCYIIECTBIEHHUS IETOBON
YCTHON M MUCbMEHHON KOMMYHHUKAIIUN Ha MHOCTPAHHOM SI3BIKE; ONPEEINIATh CTUIEBYIO IPUHAIEKHOCTD
AQHIJIMACKUX TEKCTOB O(HUIMAIBHO-IENIOBOIO CTHJIS, BHIACTh XapaKTEpHBIE CTUJIEBBIE UYEPTHI; YUTATh
Oo(HIIMAILHO-IENIOBBIE  TEKCTBHl PAa3JIMYHOW CTENEHW CIOXHOCTH; CTPOUTH JIMAJOTHYECKYI0 U
MOHOJIOTHUYECKYIO PEYb C HCIOJIb30BaHHEM HauOoJee YHOTPEOUTENBHBIX JIEKCHKO-TPAMMAaTHYECKHX
CpPEeACTB B OCHOBHBIX KOMMYHUKAaTHBHBIX CUTyalMAX OQHUUUAIBHOTO OOIICHHS; MOHUMATh
JTUATIOTUYECKYIO U MOHOJIOTHYECKYIO peub M0 U3YUYEHHOU TeMe.
AKTyaJbHOCTb TEMBI: 00yCIIOBIeHa HEOOXOAUMOCThIO OBNaaeHus: Y K-4.
TeopeTnueckas 4acThb:
Cy1iecTByIOT OCHOBHBIE BUJIBI PE3IOME:!
XPpOHOJIOTHYECKOE PE3IOME

XPOHOJIOTHYECKOE pPE3oMe MpearnoyiaraeT onvca€ue (akrtoB TpynoBod Ouorpadum (paboThl,
yueObl) B 0OpaTHOM XPOHOJIOTMYECKOM MOpPS/KE, T.e. HAuMHAs C MOCIETHEr0 MecTa padoThl, y4eOBl.
[IpenmytiecTBO 3TOrO BHAA pe3toMe g paboToaaTeNsi COCTOMT B TOM, YTO OH MOKET yBHJIETh B HEM
YETKYI0 KapTHUHY TpYJOBOM JEATEIbHOCTH 4YEJOBEKa, JUIA COMCKATElNsl — O3TO BO3MOXKHOCTb
MPOJIEMOHCTPUPOBATH KapbEePHBIH U MPO(EeCCHOHAIBHBIA POCT B HEOOX0auMoi cdepe nestenbHOCTH. OT
JAHHOTO BHUAA pE3IOME Jydlle OTKa3aTbCA, €CIU IMOCIEAHSS JODKHOCTh (MO0 BCE JOIHKHOCTH)
COUCKaTeNsl HE WMeEeT OTHOIICHUS K JKelaeMOW JIOJDKHOCTH JHOO B TPYIOBOH OHOrpaguu MHOTO
«IIPOIYCKOBY - IEPUOJIOB BPEMEHH, KOT/Ia YEIOBEK He paboTall.

DyHKIHNOHAIBHOE PE3IOME

QOYHKINOHAIFHOE Pe3lOMe, B OTIMYHE OT XPOHOJIOTHYECKOTo, He TpeOyeT yKazaHWs XPOHOJIOTHHU
Tpy#OBOH JesitenbHOCTH. OCHOBHOW YHOp 3[ech JelaeTcsi Ha MNpoecCHOHANBHBIX HaBBIKAX U
JOCTIDKEHHAX B pasHbIX cdepax AesTenbHOCTH. OyHKIMOHAIBHOE Pe3tOMe BHITOJHO IPUMEHSTH B CIydae
HAJIMYHS «IIPOITYCKOB» B TPYIOBOM Onorpaduu, MpHu KelaHHH MOIYyYUTh paboTy Oe3 ombITa B JaHHOMN
cdepe 1100 MPHU BO3BPAIICHNH K 3TOMY HalPaBJIEHHIO JIEATEILHOCTH MOCTE JUTUTEIHHOTO TIEpEPHIBA.
KombunnposanHoe pesioMe ((hyHKIHOHATBHO-XPOHOJIOTHYECKOE)



JlaHHBIN THT pe3toMe O0BEAUMHACT OCHOBHBIC YEPTHl (PYHKIIMOHATLHOTO W XPOHOJIOTHYECKOTo pe3ioMe. B
HEM IOTYEPKHUBAIOTCS MPO(PECCHOHATIbHBIC HABBIKU U JOCTHIKCHHS B Pa3HBIX cepax AESITEIbHOCTH, MPU
3TOM OCHOBHBIC (baKTI)I TPYI[OBOI\/'I 6HOFpa(1)I/II/I n3jgararoTcia B O6paTHOM XPOHOJIOTUYCCKOM TIOPSIAKE.
HpCI/IMYHIGCTBO 9TOro BHJa pE3rOME COCTOMT B TOM, 4YTO OHO IIO3BOJIACT 06paTI/ITL BHUMAaHUEC
pa6OTOZ[aTCJ'I5{ Ha HpO(l)eCCI/IOHaJ'H/BM COMCKATCIA B Pa3sHbIX HAINPAaBJICHUAX ACATCIBHOCTH U YBUICTH
YCTKYIO IOCJI€A0BATCIIbHOCTD pr,I[OBOﬁ ACATCIIBHOCTHU.
Tunosoe pe3roOMeE OOBIYHO BKIIOYAET CICOYIOIINEC KOMIIOHCHTDI
CURRICULUM VITAE
Date of Birth 27 February 19...
Name . Belova Margaret
Present address 25, 18 Leninsky Prospekt, Moscow
128343, Russia
Telephone number 433-54-48
Marital status single
Education and qualifications
2000—2010  Specialized Secondary School
23 Tushinskaya Street, Moscow, Russia
Work experience: Johnson Bros Ltd, 35 Ostozhenka Street
July 2010—June 2011 Type of Company: Retail Chain Stores
Post: Junior Secretary

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

Bonpock! 1 3a1aHust:

1. [loaroToBBTECH K 0OCYKICHUIO TEOPETUIECKOTO MaTepHaa.

Tunel pestome: xpoHojoruueckoe (chronological format), ¢ynkumonamsnoe (functional format),
rubpuanoe (combination format), taprerupoBanHoe (targeted format) m mpaBmia ux 0OGOpPMIICHUS.
CrpykTypa pe3tome. UTo Takoe pe3roMe M B Ye€M COCTOMT ero OcHoBHas (yHkuuaA? B dem oTmuumne
pestome u CV (Curriculum Vitae)? Kakue dopmater pestome Bam m3BecTHbI? Kakoit dopmaT pesrome



00JIbIIIe TOIXOANT JJIS YeJI0BEKa, KOTOPBIM MHOTO JIET IIpopaboTai B oaHOH chepe nesrenpHocTr? Kakoi
dbopMaT pe3romMe oo Obl CIEHUANINCTY ¢ IpepBaHHbIM cTakeM? Kakoii Gopmar pestome BHIOpATh
YeJIOBEKY, KOTOPOMY HY)KHA KOHKpETHas paboTa B omnpezesieHHON ¢upme? B kakoMm mopsiike B pe3romMe
JIOJIKHBI OBITh PACIIONIOKEHBI JIAThl, OTHOCAIIMECS K 00Pa30BaHUIO U OMBITY paOOThI?

2. CocraBbTe HanboJee IMOAXOISIIHN TS BaC BApHAHT PE3IOME.

3. BblyunTe OCHOBHYIO TEPMUHOJIOTHIO, HCIIOJIB3YEMYO TP COCTABICHUH PE3IOME.
apply for the post  — monats 3asBieHHE O pHEMe Ha PaOOTY/TODKHOCTh

obtain knowledge  — mony4uTH/IPUOOPECTH 3HAHUS

enclose an outline of — mpuIOkKKUTH (K THCHMY) CBEICHHS O KBATU(DHUKAIIIH

one's qualifications

office experience — OIIBIT pabOTHI B KOHTOPE

personnel manager — HadagbHHUK OT/ENA KaJApOB (MEHEKEP MO Kaapam)
fairly well — BecbMa HEII0XO

be on probation — MPONTH UCIIBLITATENLHBIN CPOK

application — 3asIBIICHHE

curriculum vitae CV, C.V. cv (resume) [ka'rikjulom 'vi:tai] — cBemeHuss o0 yuebe W TpyIOBOH
JIeSITEeIbHOCTH, KpaTKas MmpodeccCHoHaNbHass Ouorpadus, pe3roMe

4. TIIpounTaiiTe U nepeBeInTe TEKCT.

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

Dear Sirs:

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

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

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

Yours faithfully,

Olga Petrova.

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

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

- Neither. We sell computers.

2) — Will you have tea or coffee?

- Oh, | 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 | do for you?
P.T.: I read an advertisement of your firm in yesterday's Business Express.
You need a secretary, so | sent my application and now I'm here.
J.K.: Have you worked as a secretary before?
P.T.: I'm sorry to say that | haven't. But in spring | finished secondary school with the  specialty of
secretarial work. So it means that theoretically | should know something.
J.K.: Oh yes, | remember now. That's very good. Do you speak any foreign  languages?
P.T.: Oh, to a certain extent, yes. | know fairly well English, a little Finnish and German.
J.K.: That's not bad. We really need Finnish very much.
P.T.: Oh, I can continue my studies in Finnish. I'll go to some evening classes.

J.K.: Fine.
P.T.: If you can't take me on as a secretary, | could be on probation for a time
first.

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

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

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

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

P.T.: Oh yes, of course.

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

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

J.K.: Good-bye.

9. Writing practice.

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

1. Your job objectives.

Your work experience.

Your education.

Personal information.

References.

grwn

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

What kind of a career do you want to make?

What makes you qualified for this job or position?

What can you do for the company you want to work for?

What is your previous work experience?

What is your present job?

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

What salary do you expect to receive?

10. What education did you receive?

11. Did you finish with academic honours?

12. What languages do you speak?

13. Are you computer literate?

©CoNo~WNE

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?

IpakTnyeckoe 3ansitue Ne8. YcrpoiicTBo Ha padory. ConpoBoautesibHoe nucbmo (Cover letter =
Application letter).

OpranuzanuonHas Gopma 3aHsATHA: TPAAULUOHHBIA CEMUHAP.
Uens: dopmupoBaHue y CTYIEHTOB pEYEBOH, S3HIKOBOM M KOMMYHHUKATHBHOW KOMMETEHIIUH IS
OCYIIECTBIICHHS JIEJIOBBIX KOHTAKTOB.
B pesynbTaTe 0cBO€HNE TEMBI CTYIEHT JI0JIKEH
3HATh: OCHOBHYIO OM3HEC TEPMHHOIIOTHIO, HCIIOIb3yEeMYIO MPH COCTABJICHUHU JIENIOBBIX MMMCEM, OCHOBHEIC
TpeOOBaHM W TpaBwiIa O(POpPMIIEHUS NOKYMEHTAlMA M JEJOBOW KOPPECIIOHACHIIMM Ha AHTIHICKOM;
OCHOBHBIC TpaMMaTHUCCKUE SIBIICHUS, XapaKTEepHbIE Ui NMPO(EecCHOHATBHOW peYM; JICKCUYECKHE U
CHUHTaKCHUYECKHE 0COOCHHOCTH O(pHUINATEHO-IEIOBOTO CTHIISL B aHTTIMICKOM SI3BIKE.
YMETh: OMpPENENATh CTHIEBYIO NPUHAMIECKHOCTh AHTIUHCKUX TEKCTOB O(MHIIHAIBHO-IEIOBOTO CTHIIS,
BUJETh XapaKTEePHBIE CTWJIEBBIE YEPTHI; YUTATh OQHUIIMAIHHO-IETOBBIE TEKCTHI Pa3INYHOW CTEIeHU
CIIO)KHOCTH;, CTPOUTH JAUAIOTHYECKYI0 H MOHOJIOTHYECKYI0 pedb C HCIOJIb30BaHUEM Hamboee
YHOTPEOUTENBHBIX JIEKCHKO-TPAMMATHYECKHX CPEACTB B OCHOBHBIX KOMMYHHKATHBHBIX CHUTYAIHSIX
OpUIIATFHOTO OOIICHUS; TOHUMATh THATOTHYECKYI0 M MOHOJIOTHUYECKYIO PEYb M0 U3YYEHHOU TEME.
AKTyaJIbHOCTb TEMBI: 00yCIOBIeHa HEOOXOAUMOCTHIO oBiaacHus YK-4.
TeopeTuyeckas 4acTb:

ComposoauTtesnbroe muchmo (Letter of transmittal, Accompanying letter)

COHpOBOI[I/ITCJIbHOC MUCbMO — IHMCbMO, HCIIOJB3YCMOC JId OTIIPABKU JOKYMCHTOB, HC HMCIOIIHX
aJipecHoOi YacTH. B conmpoBoAnTEN HOE MMCHMO MOXKET OBITh BKIIIOYEHA JOTOJHUTENbHAS HH(OpMaIus,
TIOSICHATOINASI COZICPKaHNE TeX MaTepHajoB, KOTOPHIE COCTABISIOT MPWIOKEHNE K HeMy. B aTom cimyuae
CHayJaja coOo0IaeTcs O HalpaBIEHUH JOKYMEHTOB, 3aTeM M3JIaraloTcs AOMONHEHH U nosicHeHus. OHO
MUCEMO MOXKET OOBEIUHSTH MUCBMO-TIPOCHOY M CONPOBOAUTENHHOE MHCHMO, MUCHMO-COOOIEHHE W
COIIPOBOJUTEIBHOE MUCHMO WIIM MHPOPMAIMOHHOE M CONMPOBOAMTENILHOE MUCEMa. B 3TOM ciydae, kak
MpaBWJIO, CHayalla u3JaraeTcss Mpochk0a, CooOIeHWe WM WHOTO poia wuH(opMamus, a 3aTeM
COIIpOBOAUTEC/IbHAA YaCThb. OGHSaTeJII)HBIM PEKBU3UTOM COIIPOBOAMTEIBLHOI'O IMUCbMaA ABJIACTCA OTMETKA O
HaJIMYUU TIPUITOKCHHA.

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
BOHpOCI)I " 3aJIaHus.
1. [ToaroToBBTECH K 0OCYKICHUIO TEOPETUICCKOTO MaTepHara.

Cxema COIIPOBOAUTEIILHOIO ITMChMaA. OCHOBHBIE Tp66OBaHI/I$I K HallMCaHUIO COIIPOBOAUTEIBHOI'O IIMChMaA.

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

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

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

C) I am used to working on my own.

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

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

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

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

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

i) 1 have pleasure in accepting this position.

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

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

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

3. IlepeBeauTe HA AHMTMUCKUH SI3BIK.

1. S BBICOKO IIEHIO BO3MOXXHOCTh pPa0OTaTh C JOJDKHOH MEpOH OTBETCTBEHHOCTH, IPOSBIISLSL
COOCTBEHHYIO UHUIIUATHUBY.
2. B nacrosee Bpems s IOAyYaro ... B MECSL.

3. UyBCTBYIO, 4TO MO OIBIT pabOTHI B 3TOM 00JacTH He OyIeT WCTONB30BaH B MOJTHON Mepe, MO3TOMY
BBIHYXX/ICH OTKJIOHUTH NIPCAJIOKCHHEC.

3. Tak kak MOsI HaCTOSAIIAsl JOKHOCTh HE JIaeT MHE OOJIBIINX BO3MOXKHOCTEH ISl IPOABIKEHUS, 5
xoTell Obl paboTaTh B TAKOHM NMEPCIEKTUBHOM OpraHu3anuy, kak Bama.

4. Ccpinasicb Ha OOBsiBIIEHHE B «...» oT 10 sHBaps, BTOPHHUK, s XOTel OBl NpEeTEeHI0BAaTh Ha
JOJDKHOCTS ... B Balei gupme.

5. C HereprieHneM X1y Hayasa paboTel 1 OKTSAOpsL.

6. C yZI0OBOJIECTBHEM MIPHUHUMAIO 3TY AOJKHOCTb.

7. 41 npuBBIK paboTaTh CAMOCTOSTENHHO.

8. C cosaneHreM cooOIIal0 BaM, YTO HE MOTY 3aHSTh 3Ty JOJDKHOCTh, TaK KaK MOJyYHJ APYroe,
Oosee NpuUBIIEKATEIBHOE IIPEIIOKEHHE.

9. Bo Bpemst 0OyueHHs UTS TTOJTyYeHHs TOJTDKHOCTH, KOTOPYIO S 3aHUMAI0 B HACTOSIIIMN MOMEHT, 5
OKOHYMJI KypChl MApKETHHIA.

10. S HegaBHO yCTBIIIAN OT ... O BAKAHCHUU B BallleM TOPIOBOM OTHEJIE.

11. bnaronapro Bac 3a TO, YTO BbI IPEIIOKUIM MHE JOJKHOCTb ...

4. Translate into English.

51 xody paboTaTh EPEBOJUMKOM B KaKOW-HUOYIb COBMECTHOW KOMITAaHWH. S X0dy pa3ociiaTh pe3roMe B
HECKOJIbKO TaKWX KOMIAHWH. Sl HaJeroch, 9TO CMOTY MOJYyYUTh MHTEPECHYIO pabOTy, MOTOMY YTO A
CHEUUAINCT BBICOKON KBanmudukauuu. S 6erno roBopro No-aHIMIMHACKU U CIIEHUATIM3UPYIOCh B MIEPEBOJIE
Ha JIENIOBBIX TeperoBopax. Sl Xopomio 3Hal0 MHOTHE KOMITBIOTEPHBIE NPOTpamMMbl, HEOOXOAWMEIE B
pabote. Kpome Toro, 5 He xeHAT, BOKY MAIIMHY W HE TIPOTHB paboTHI, CBSI3aHHON C pa3be3amMH.

IIpakTHyeckoe 3anaTHe Ne9. YcrpoiicTso Ha padoty. CobecenoBanme.
OpranuzaiuonHas hopma 3aHsATHS: TPAAUIUOHHBIA CEMUHAP.
Lenb: ¢dopMupoBaHHE y CTYACHTOB pPEUEBOH, SA3bIKOBOW M KOMMYHHUKATHBHOW KOMIICTCHIIMM JIJISt
OCYHICCTBJICHUA NCITOBBIX KOHTAKTOB.
B pesynbTaTe ocBOE€HME TEMBI CTYJEHT JOJKEH



3HAaTh: OCHOBHYIHO OH3HEC-TEPMHUHOJIOTHIO, HCIIOJB3YEMYIHO TPH  COOCCeOBaHHWH; OCHOBHBIC
rpaMMaTHYeCKHE SBIICHUS, XapaKTepHbIe I MPO(PeCCHOHATBLHON PeUH; JCKCHUECKUE U CHHTAKCUYECKUE
0COOEHHOCTH Oq)HHPIaJII)HO-I[eJ'IOBOFO CTUJISL B aHTJIMHCKOM SI3BIKE.

YMETh: BECTHU CO6€C€I{OBaHI/Ie npu npueMe Ha pa60Ty; OonpeacATL CTHICBYIO MPUHAAJICIKHOCTDH
AHTIIMHACKUX TEKCTOB O(I)I/II_II/IaJ'IBHO-I[CJ'IOBOFO CTUIIA, BUACTH XapaKTCPHBIC CTUJICBBIC YCPThI; YHUTATH
O(bI/ILII/IaJ'IbHO-I[eJ'IOBBIe TCEKCThI pa3anH0171 CTCIICHU  CJIO)KHOCTHU; CTPOUTH JUAJOTHMYECKYH0 U
MOHOJIOTUYCCKYIO pCYb C HUCIHOJb30BAHUCM Hauboee yl'[OTpe6I/ITCJ'II>HHX JICKCUKO-TPaMMAaTUYCCKUX
CpEacCTB B OCHOBHBIX KOMMYHHKAaTUBHBIX CUTYyalUsAX O(l)I/ILII/IaJ'ILHOFO 06H_ICHI/I$I; IIOHUMAThH
JNAJOTUYECKY0 M1 MOHOJIOTMYECKYIO pedb [0 U3YYEHHOU TEME.

AKTyaJbHOCTb TEMBI: 00yCIOBIeHa HEO0OX0AUMOCTHIO oBNaaeHus: YK-4.

TeopeTuueckas 4acTb:

K cobecenoBannio ciemyer TOTOBHUTHCS 3a0JaroBpeMeHHO. JTO TOMOXET IMPEOJONeTh CTpax M
CcTpecC, niu, 1o KpaﬁHCfI MEpEC, CBECTHU UX 1O MUHUMYMaA. H606XOI[I/IMO nmpoaymMaTtb OTBETHI Ha BOIIPOCHI
00 ormbITe pa60TI)I Ha TCX OOJDKHOCTAX, KOTOPBIC Bbl yKa3aJld B PE3IOME. OO0s3aTenbHO HYXHO OBITh
TOTOBBIM K CJICAYIOIIUM BOIIPOCaM:

1. What do you know about our company?
O3HaKOMbTECh ¢ MH(MOPMAIUCH O KOMIIAHWU 3apaHee. Y3HaWTe, I/ie KOMITAHUS MMEET CBOM (DUIIHAJIbI,
KaKOBO €€ ITOJIOKCHUE Ha PBIHKE, KaKHUE MEPCIEKTUBBI Pa3BUTHA BUAUT €€ PYKOBOJACTBO. HOCMOTpI/ITe KaK
poccuiicKkre Tak u 3apyOeKHbIE HCTOUHUKH.
2. Why do you believe we should hire you?
KOHC‘IHO, HE HYXXHO NPCYBCINYNBATHL CBOU NOCTOMHCTBA, HO COBEPIICHHO HGO6XOI[I/IMO TMEPEUNUCINTD TC
Ka4y€CTBa U HAaBbIKU, KOTOPBIC BHII'OAHO OTJIMYAIOT BaC OT APYIruUux COHMCKAaTENEH.
3. Why did you leave your last job?
Huxor, Ja HE OT3bIBAaiTECh HETaTUBHO O ITPOLLIBIX paGOTOI[aTCJIHX, HMHA4YC y Balll€ro HOBOI'O pa6OTOILaT€JISI
MOJKET BO3HHKHYTH OITaCE€HHE, YTO BBl U UM OyJIeTe aBaTh OTPHUIIATENBHYIO XapaKTEPUCTHKY B Pa3HBIX
Kpyrax.
4. In what ways do you need to improve as an employee?
He GoiiTech mpu3HaTh, 4TO y Bac €CThb M Cla0ble CTOPOHBI. DTO TOBOPUT O TOM, YTO BbI OCBEIOMIICHEI O
CBOUX HEOAOCTAaTKax U I'OTOBBI Hal HUMHU pa6OTaTI>.
5. Scenario (BapuaHT pa3BUTHS COOBITHIA)
MoryT npe/UIoKUTh CUTYalMI0, KOTOpask MOXKET BO3HHUKHYTh Ha pabodyeM MeECTe, U KOTOPYIO ClIeIyeT
paspemnth. HeoOX0MMO TIpeICTaBUTh TOYHBIH, IOMIATOBEIH ITyTh PEIICHUs TPOOIEMBI.
B KOHIIC CO6€C€£[OB8,HI/I$I IpeaoCTaBsAT BO3MOXHOCTD 3a1aTb CBOU BOIIPOCHI:
Do you have any questions for us?
Bompocer MoryT KacatbCs TIEPCIEKTHB pa3BUTHS KOMIIAHHM, XapakTepa paboTsl (Hampumep,
MIPeTyCMOTPEHBI JIM KOMaHAUPOBKH WITH Tiepee3] B pyroit peruoH). [Ipennonoxum, uto B THTEpHETE BHI
HaIllJInu I/IH(l)OpMaHI/IIO, YTO KOMITaHUA NPUHUMACT Y4aCTHUC B CXCCFOHHOﬁ BBICTaBKEC, I/I€ €€ NpCACTaBIIAIOT
HECKOJIbKO COTPYJHHUKOB, B O0S3aHHOCTH KOTOPHIX BXOJUT IIPOBEICHUE MPE3CHTAIUN ISl TIOCETUTENICH
BBICTABKM MW 3HAKOMCTBO CO CTEHAOM KOMIIAHHH. I/ICHOJ'IIBYH Ty I/IH(i)OpMaLII/IIO, MOXETE 3aJaTb
CJIEyIOIHE BOIPOCHI.
Who is chosen to represent the company each year?
Can | work my way up to becoming a representative?
Which topics do these individuals lecture on?

PaGoromarenu Bcernma IEHSAT OCBEIOMJICHHOCTh M HMHTEPEC COMCKATeIeH K JII00OH MeATeIbHOCTH
KOMITIaHUU.
Tem He MCHEC, CCTb BOIIPOCBHI, KOTOPBLIC HCIB3SAd 3adaBaTb pa60TO,Z[aT€J'IIO. HaHpHMep, HE CTOHUT
CITpaIIMBaTh O pazMepe 3apabOoTHOM IIIATHI:
What will my salary be?
OOBIYHO 3Ta I/IH(i)OpMaLII/IH YKa3aHa B OOBSABIEHUH O BaKaHCHUU. KpOMe TOro, pa60T0;[aTem, IIOHUMACT,
YTO 3TO BaXKHBIW JJIA BaC BOIMPOC, IIOITOMY O pa3Mepe 3apabOTHOH IUIaThl padoToAaTe b COOOIIUT BaM
caM, WM )K€ Bac MOTYT CIIPOCHUTBH, Ha KaKyI0 3apIUIaTy Bbl IIPETCHIYETE.
B koH11e cobecenoBaHus BaM cOOOILAT O 1aTe BTOPOTro cobece10BaHus (€CIK TaKOe MPeLyCMOTPEHO) U
0 CpOKax U3BCHICHUA BAC O pCHICHUN pa60T0;[aTeJ1$1.
Bomnpocs! 1 3apanus:
1. [ToaroroBbTECh K OOCYKACHHUIO TEOPETHUSCKOTO MaTeprara.
Kak Bectn cebg Ha CO6CC€I[OBaHI/II/I. Yacto 3aaBacMbIC BOIIPOCHI Ha CO6CCC,Z[OBaHI/II/I Ha aHTJIAHCKOM
s3eIKke. Kak CO3JaTh XOpOHICEC BIICHATIICHUC Y IIOTCHIHUAJIIBHOT'O pa6OTOI[aTeJI$[.



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

2.1

— Exuse me, may | come in?

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

— My name is James Smith.

— How old are you?

— ' am 20 years old.

— Well, James, where did you work before?

— I worked as a cashier in McDonald’s.

— Are you quit yourself or somebody fired you?

— | quit myself. The work distracted me.

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

— That’s right.

— You must understand that we need skilled workers.

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

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

-He is 45.

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

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

— Oh sure. His name is George Smith.

— Thank you so much.

— Thank you.

— Have a nice day!

— Bye!

— Byel

2.2

— Hello Anna.

— Hello.

— You are applying for an editorial job.

— Yes.

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

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

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

— Yes, | read it on the site.

— Are you satisfied with everything?

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

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

3. Read and translate:

BUSINESS TALKS

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

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

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

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

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

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



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

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

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

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

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

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

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

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

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

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

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

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

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

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

IpakTnyeckoe 3ansitue Nel0. CTpyKkTypa Ae10BbIX nuceM. Buabl 1e10BbIX mucem.
OpranuzanuonHas hopma 3aHsITHS: TPAAULUOHHBIA CEMUHAP.
Llens: ¢dopmMupoBaHuEe Yy CTYINEHTOB PEYEBOM, S3BIKOBOM M KOMMYHHKAaTHBHON KOMIIETCHLUH IS
OCYIIIECTBIICHHS JIEJIOBBIX KOHTAKTOB.
B pesynbTare ocBO€HHE TEMBI CTYJEHT JOJKEH
3HaTh: OCHOBHYIO OM3HEC TEPMHUHOJIOTHIO, UCIIOJIB3YEMYIO IIPU COCTAaBJICHUH JIEJIOBBIX IHCEM, OCHOBHBIE
TpeGoBaHUs W IpaBuWia OQOPMIICHHUS JOKYMEHTALMH M JE0BOH KOPPECHOHACHIMHM Ha aHTJIMHCKOM;
OCHOBHBIC TpaMMaTHUECKHE SBJICHHs, XapaKTepHbIC Ui NPOPECCHOHANBLHOW pedud; JEeKCHYECKHe |
CHHTAaKCHYECKHE 0COOEHHOCTH O(HIINATBHO-EIOBOIO CTHIISL B aHTJIMIICKOM SI3BIKE.
YMETh: ONPEIEISTh CTHIEBYIO NPHHAJICKHOCTh AHTTIMICKUX TEKCTOB O(HLIMAaIbHO-IENI0BOIO CTHII,
BUJIETh XapaKTepHBIE CTHIIEBBIC YEPTHI; YUTATh OQPHIMATLHO-AETOBbIE TEKCThI Pa3MYHON CTETIeHU
CJIO)KHOCTH;, CTPOUTH JUAIOTHYECKYI0 M MOHOJIOTHYECKYI0 pedb C HCIOJIb30BaHUEM Hamboee
YIOTPEOUTENBHBIX JIEKCUKO-TPAMMATHUECKHUX CPEICTB B OCHOBHBIX KOMMYHHKAaTHUBHBIX CHTYaIUSIX
o(HIIMATEHOTO OOIIEHHUST; TOHUMATh TUAIOTHYECKYI0 1 MOHOJIOTHYECKYIO Pedb M0 U3yYCHHOW TeMe.
AKTyaJbHOCTb TEMBI: 00yCIIOBIeHa HEOOXOAUMOCTHIO OBiaaeHus Y K-4.
Teopernueckas 4acThb:

CTuiib HaNMCaHUs AENOBBIX MUCEM MEHSAETCs 04eHb OBICTPO. C KaXKABIM FOJIOM OH CTAHOBUTCS MPOILE
U MeHee oQUIMANbHBIM. B Hacrosimee BpeMms JejOBbIe KOPPECIOHICHTHI HM30ETaloT YMoTpeOJIeHHs
HACBHIILIEHHBIX U BUTUEBATHIX (a3, a MPEINOYUTAIOT MPOCTON, KOHKPETHBIHN SI3BIK, T.K. OHU IIEHAT CBOE
BpEMs M HE XOTAT €ro TPATUTh Ha YTCHUE HEHYKHBIX CIIOB.

Ho xopomme MaHepsl BaXHBI HE TOJILKO B JIMYHBIX KOHTAaKTaX, OHM BaKHbI B THCbMe. [loaTomy
JII00E3HOCTh, JTOOPOXKEIATeIbHOCTD JOJ/DKHBI TPOHU3BIBATh Ballle MUCHbMO. JI100ast MBICIIb MOXKET OBITh
BBIpa)KEHA BEXIIMBO, CIEPKAHHO U C JOCTOMHCTBOM. TaKTHYHOCTb, BEKIMBOCTH B JIEJOBBIX MHCbMaxX —
3aJI0T ycriexa.

IIo ycraHoBuBIIEHCSA TPaJAULIMKA CTPYKTYpa JI€JI0BOr0 NUChMa BKJIIOYAET:

O0s3arenbHbIe KOMIIOHEHTBI, T.€. 9aCTH, KOTOPBIE BCErla TOJDKHBI IPUCYTCTBOBATH B IIMCHME:
MeYaTHBIA mTaMI Komnanuu/3aroioBok (Letter Head)

nara (Date Line)

BHyTpennuii anpec (Inside Address)

BCTynuTeIbHOE oOpamienue (Salutation or Greeting)

tekct nmuckMa (Body of the Letter)

agkrwbdE



6. sakmounTensHas hopmysta Bexxansoctr (Complimentary Close)

7. moanuchk (Signature)

JloTOTHUTENEHBIE KOMITIOHEHTHI, KOTOPBIE MPU HEOOXOIUMOCTH MOTYT BXOJIUTh B CTPYKTYPY IHCHMA:

8. yKa3aHHe Ha WHHULMAIBI YeJNOBEeKa, MMHCAaBIIEro MOJ AMKTOBKY, mnu cekperaps (Reference
Initials)

9. yKka3zaHne Ha npuiioxkenue K mucbMy (Enclosure, cokp. Encl. nim Enc.)

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

11. yKa3zaHHe Ha JIMIO, KOTOPOE MO KENAHUIO OTIPAaBUTENS JIOIDKHO MPOYECTh JAaHHOE MHChMO
(Particular Address or Attention Line)

12. yKa3aHue Ha cojepkanue nuchMa (Subject Heading or Caption)

13. yka3anue Ha cchliky (Reference Number)

14, yKa3aHHe Ha KOIIWH, OTHpaBieHHbIe B qpyrue aapeca (Carbon Copy Notation, cokp. c.c. HITH cC.)

LETTER HEAD
3ATOJOBOK

3aromoBOK TedaTaeTcsi TUIOrpad)CKUM CIIOcOOOM, OH COAEPIKHT BeChMa BaXHYI0 MH(popMamuio 00
OTIpaBUTENle: HaMEHOBaHWE (UPMBI WM OPraHW3aIlMH, TOYTOBBIM W TeierpadHbBIi anpec, HOMEp
tenedoHa, Tenekca u tenedakca. Homep pacueTHoro cuera u Apyrue OAaHKOBCKHAE PEKBU3UTHI B TAHHOM
cIy4ae TIpHBOIOUTH He cienyer. Hammume ¢akca sBIsSeTCS NPU3HAKOM €CTECTBEHHOI'O YPOBHS
00ecreYeHHOCTH OPTTEXHUKOHN, MO3ITOMY OTCYTCTBHE CBeIeHHH O (hakce Ha OJlaHKe MOXET BEI3BaTh
HEIOYMEHHBIC BOIIPOCHI Y MOJTy4YaTesIsl.

PazMmemienre pekBU3UTOB HE HWMeEET CTpOrod perjnameHTanud. OJHAKO OOBIYHO HAUMEHOBAHHE
OpTraHM3alid, TPEANPUATHs, GUPMBI H T.I. AETCS B BEPXHEM JIEBOM WJIM MPaBOM yIiaX, a ajipec,
TeneoH, Telekc W (Qakc B MPOTHBOMOIOKHOM YIiy. BO3MOXXHO Takke pacmojoKeHue ajpeca,
tenedoHa, Telekca u (akca B HIDKHEW 4acTH 3aroiioBka. [loj Ha3BaHWeM (QHUPMBI MOXKET OBITH YKa3aH
poIl ee AeATeIbHOCTH. B Ha3BaHUSAX TOPTOBBIX M MPOMBIIIICHHBIX MPENNPUATAN, OAHKOB U T.J. MOXET
mpuCyTCTBOBaTh cioBo Limited (cokpamenno Ltd.) Hampumep:

Mitchell Diesel, Limited

B cinose Limited B cokpamieHHOM Bujie 3aj10keHo BeIpaxkeHue limited liability company T.e., komnanus ¢
OTPaHMYEHHON OTBETCTBEHHOCTHIO.

WHorna B Ha3zBaHWAX QUPM BCTpedaeTcs M APYroe COKpaiieHue — Inc., 4To COOTBETCTBYET BHIPAXKEHUIO
Incorporated , T.e. 3aperucTpUPOBaHHBIN KaK KOPIIOPALHUS, HAIIPUMED:

International Office Equipment, Inc.

[Tomumo mpenoctaBneHust GpakTuieckoi nHMOpMaIu o GupMe, 3aroJIOBOK OIpeIeICHHBIM 00pa3oM
XapaKTepu3yeT ee ¢ JPYrod CTOPOHBI: HeoObIuHas (hopMa 3arojioBKa, €ro Au3aitH, sMOiieMa Gupmsl (a
WHOT/Ia U ee JIeBU3), IPUMEHEHNE [[BETHOW KPACKH, MCIIOJIb30BaHUE 0COO0H Oymaru — Bce 3TO CO3/aeT
cBOoeoOpa3Hblii 00pa3 ¢upmbl. Unrtas mmceMo, Bwl, 6e3ycioBHO, NMpexae BCEro, MHTEPECYeTeCh €ro
coJiepKaHueM, OJTHAKO HEBOJILHO oOpalaeTe BHUMaHWe M Ha 0(QOpMIIEHHE 3aroJioBKa, KOTOPOMY Cpazy
JlaeTe BHYTPEHHIOKO OICHKY, MHOT/]a TIEPEHOCS 3Ty OIIEHKY U Ha JeATeIbHOCTh caMoll pupMEI. Y 1aduHoe
pacmnosiokeHne KOMIIOHEHTOB 3arojiOBKa, €r0 OpPWUTHHAIBHAS HMOJeMa CIIOCOOCTBYIOT CO3JIaHUIO
ONaronpusTHOrO BIEYATICHUS O pupMe y TeX, KOMY HalpaBIeHO MHCHhMO. 3arojioBoK O(HUIHAIBHOTO
MUCHMa TPEJICTABISET cO00i (UPMEHHBIH OJaHK, B KOTOPOM OCTaeTCs YKa3aTh TOJBKO ATy HalUCAHUS
nuceMa / date line: xotopoe 0OBIYHO mewaraercsi crpaBa. CyIIECTBYIOT pa3jIM4HbIE CHOCOOBI ee
HanucaHus. TpaauMOHHBIM OPUTAHCKUM CUUTAETCS CIECIYIOLIHIA BapUaHT:

15 Feb. 20...

15 February, 20...

15th February, 20...

AMepUKaHCKHU# cr1oco0 0003HaYCHHS JaThl HECKOJIBKO HHOM:

February 15th, 20...

February 15, 20...

Ilepen uncnuTebHBIM, 0003HAYAIOIINM T'O/, OOBIYHO CTABHUTCS 3amsTas. B mocnmegame roasl Bce 6osee
3aMETHOH CTAaHOBUTCS TCHJICHIIUS K MUHUMAaJIbHOMY

yIoTpeOICHUIO 3HAKOB MPENUHAHUA B JI€JIOBOM KOPPECTIOHCHIINH, [T03TOMY MOXXHO BCTPETHTH U TakKoe
HalMCcaHUe JaThl:

4 August 2013.

He pexomennyercst ynmotpeOsTh B JaTax MUPpPHI BMECTO MECSIIEB, TOCKOIBKY NU(PPOBOE 0003HAUEHHE
JaTbl MOXET OBITh MCTOJKOBAaHO IO-Pa3HOMY B pa3JIMUHBIX CTpaHax. Tlak, mata 2/5/2013 Oyzer
BOCIIPHHSATA TIPEICTABUTEIIEM aMepUKaHCKOW (upmbl kak 5 deBpans 2013 roma, a mpeacTaBUTEIEM



Opuranckoit pupmer — kak 2 Mas 2013 roma. D10 CBA3aHO ¢ OCOOCHHOCTSAMHM MPOUYTEHUS JaT B Pa3HBIX

CTpaHax:
CHIA

2 [ 5 [ 13

MeECHI] JE€Hb ToI

Bemukobputanus

2 [/ 5 [ 13

JICHb MeECHI] Tox

HomnyckaeTcsi COKpaleHUe Ha3BaHUH HEKOTOPBIX MECALIEB:
January — Jan. July —July

February — Feb. August — Aug.

March — March September — Sept.

April — Apr. October — Oct.

May — May November — Nov.

June —June December —Dec.

[Tpu pabote ¢ xommbroTepoM MexayHaponaHas opranmzanusa no Crammaprmzanmu (ISO) pexomeHnyer
MOJTHOCTBI0 U(POBOE 00O3HAUYCHHUE NIAThl, MPHUUEM CHavaja YKa3bIBaeTCsl TOJl, 3aTeM MECSIl U JCHb,
Hanpumep: 2013-09-06 nmn qaxxke cimutao 20130906. OnHako moka 3TH (HOPMBI ITHPOKOTO MPHUMEHEHUS
HE MOy YHIIH.
INSIDE ADDRESS
BHYTPEHHUUN AJLPEC

Anpec nonyyaress IMCbMa WM BHYTPEHHHUH aJpec IOMEIAeTcsl Ha JIeBOM CTOpOHE OjlaHKa MUChbMa U
COJCP)KUT YKa3aHHE Ha TO, KOMY OHO HAmpaBlieHO M IO KakoMmy anapecy. IIMcbEMO MOXeT ObITh
HampaBiieHO (UpMe, W TOr/la cCHavyala yKa3bIBaeTCs ec HAaUMECHOBAaHHUE, a 3aTeM aJpec B CIIeAYIOIIeH
M0CJIE0BATEILHOCTH: HOMEP I0OMa WM 3[aHHs U Ha3BaHHE yJIHUILbI (Ha OIHOW CTPOKe), Ha3BaHUE Topona
(Ha nmpyroii ctpoke). 37ech Ke, ecid HeoOXOAWMO, MOMeNlaeTe MPUHATOEe 0003HAYEeHHE MOYTOBOTO
paiiona. Ilpu oOpalieHNH K OpraHM3allid, B HAa3BaHWW KOTOPOW MPUCYTCTBYIOT COOCTBEHHBIC MMCHA,
azipec TMOJydJaTelss JACJOBBIX MUCEM O(QOPMIISIIOT B 3aBUCHMOCTH OT CTPaHbl, B KOTOPOH HMEET MECTO
MepenucKa.
Wuoraa nepea HazBaHueM (UPMBI IPUHSATO CTABHTH CJI0BO Messrs (COKpaleHHe (paHIly3CKOro ClioBa
Messieurs). ITo genaercsi B TOM cilydae, KOTJa B Ha3BaHUU (PUPMBI IPUCYTCTBYIOT (PaMUIINU KaKUX-JIHOO
T, HallpUMep:
Messrs John Brown and Co., Ltd
[Tocne aTOTO B TOH K€ MOCTIEIOBATEILHOCTH JA€TCS alpec OpraHnu3aIHH.
Messrs HMKOTJa HEe YHOTpeOnsieTcs Npu OOpallleHHH K 3aperucTPUPOBAHHONW KOMIIAHMHM, OyIab TO
nyOJIMYHas WM YacTHas KOMIaHHs. PekoMeHayeTcs HampaBisiTh KOPPECHIOHIEHLMIO HEMOCPEICTBEHHO
TOMY JOJDKHOCTHOMY JIMIly, JJISi KOTOPOrO OHa TpeJHa3HadeHa, T.e. JUPEKTOPY-PaclopsIuTEIto,
KOMMEPUYECKOMY JHUPEKTOpY (3aBelylomieMy OTHENIOM cObITa), YIPaBISIONIEMY JKCIIOPTHBIMH
onepauusiMu U T.1. B TakoM cityuae yka3piBaeTcst Ha3BaHue (pupMbl 6e3 oOpaieHus K Heil. OHO cTaBUTCS
YacThIO aJipeca TOYHO TaK XKe, KaKk Ha3BaHWE YIHUIBI WU TOPOJa.

B Coenunennsix Illtatax Amepuku ¢opma obpamienuss Messrs He ymnotpeOisiercs: Stainway &
Sons, Inc.
Ecnu muceMo anpecyeTcs KOHKPETHOMY JIMILy, TO B JEJIOBOH IEpenucKe aJpec MoIydaTesss MOXKET
0oQOPMIIATECS CIEIYIONMM 00pa3oM: — €CIM THChMO aJ[PeCOBAHO JOJDKHOCTHOMY JIMITy B KaKOW-THOO
KOMITaHUH U TIPH 3TOM HEU3BECTHA €To (haMHJIIMsI, TO agpecar yKa3bIBaeTCs CIeAYIOIUM 00pa3oM:
The Manager
The Hongkong Banking Corporation
- €CIIM K€ W3BECTHa (paMWIIMsl JIOJDKHOCTHOTO JIMIIA, TO OHA YKAa3bIBACTCS MEPBOM, MOCIIE Yero MOXKET
OBITH 0003HAUEHA U JOKHOCTD:
Mr. Edward W. Hertzfeld, President Hertzfeld
Home Appliances, Inc.
VYkazaTb JOJDKHOCTH 0€3 (haMHUIINM JIMLA, €€ 3aHUMAIOLIEr0, MOXKHO B TOM CIIydae, €ClId 3Ta JOJKHOCTD
ABJISIETCS €MHCTBEHHOW B opraHm3anuu. Ecim xe Bbl HampaBisieTe mHCBMO [JIEJIOBOTO COJEPXKaHUS
OTJICNIFHOMY COTPYAHUKY (UPMBI, TO CleyeT CHadaja yKa3aThb ()aMHJIMIO 3TOTO COTPYIHHKA, 3aTeM
Ha3BaHue (GUPMBI (M, BO3MOXKHO, KaKOro-IMOO ee OTheNia), TOoCie 4Yero ykaszaTh ee TOJHBIA ajpec,
Hanpumep:
Mr C.C. Pan



The Standard Oil Company

IlucekmMa MyXYMHaM MOJXKHO aJIpecoBaTh, KaK yKa3aHO, B 3aBUCHMOCTH OT TOrO, KaKk CaM 4YeJIOBEK
MOJIHUCHIBAET CBOM MTUCHMA.

K He3aMyKHHM >KEHIIMHAM M K JEBYIIKaM MOXHO oOpamarbes: «Muccy. K 3aMyXHUM KEHIIMHAM —
«Muccuc M(apus) B(payH)» mpexzae HYKHO OBUIO 00s3aTeNbHO YKa3bIBaTh WUMS Myxka: «Muccuc
T(omac) B(payn). Korna HemsBecTHO, 3aMyXHsSI WM HE3aMY)KHSISI JKEHIIWHA, K KOTOpoil Bam HyxHO
oOpatutbes, BMecTo «Muce» U «Mmuccuc» crano ymnorpebnarscs «Mc». Korma Bber comneBaetecs,
ynorpebmstiite «Muccy». Ecam Bel He yBepeHBI, Kakoro Iojla YeloBeK, KOTopoMy BbI mmmmre,
ynotpeosiite «Muctepy.

3areM mocie UMEHH OOBIYHO UJET Ha3BaHUE NOJKHOCTH, TUTYJIA, HAYYHOH CTETNeHH | T.I. B 3ToM cityuae
MUCHMEHHBIN JICTTOBON A3THKET TpeOyeT BBHIMOJIHEHUS CIEAYIOIINX YCIOBHH: Ha3BaHHE OJDKHOCTH
CTaBUTCS TOJIFKO TIOCIIE MMEHH YelIOBEKa Yepe3 3amsITyIO:

Mr. John Hunt, Manager lNocnoauny l>xony Xanry,
3aBeIyIOIIEMY

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

Ha3BaHUC y‘-ICHOﬁ CTCIICHU MUIICTCA NEPCa MMCHEM, BCJICA 3a KOTOPBIM 4YEPE3 3aIATYIO MOXKET CJICA0OBATH
0003HaUYCHNEe JOHKHOCTH.

ITocme COKpal€HHOI 0 0003HaYEeHUS Hay‘IHOﬁ CTCIICHU TOYKA MOXXCT HC CTaBUTHCA.

Dr Michael Lurvey, Director  oktopy Maiikiy Jlepsu,

JHUPEKTOPY
Prof. Alfry Smith, IIpod. Andpu Cmur,
Head of the Department 3aBeyIOIIEMY OTICIOM

B Aurnuu vHoraa mociie GpaMHiIuu MOXKET CTOSATh ¢ioBO Esq., mepes KOTOpsIM CTOUT 3amsras. B atom
ClTy4ae Ha3BaHUE JIOJDKHOCTH OOBIYHO MHILETCS C HOBOM CTPOKH:

Dr. Michael Johnson, Esq. J-py Maiikiy JI)KOHCOHY, SCKBaiipy
Director The British HupexTopy komnanuu bpuruin
Engineering Co., Ltd. Oumxuanpunr Kamnanu Jlumuren

Ecin wMs KOHKpPETHOro JHIla HEW3BECTHO, TO Ha3BaHHE JODKHOCTH THINETCS C ONpelelIeHHBIM
aApPTHUKJIIEM:

The Chief Accountant, ['maBHOMY Oyxrantepy bpuruin
The British Engineering OHIHKUHUPHUHT
Co., Ltd. Kamnanu Jlumuren

O,Z[HaKO TaKO€ HaITMCaHHUEC BO3MOXKHO TOJIBKO TOrJa, Korja Br1 abconmoTHO YBEPCHEI, UYTO 3Ta AOJKHOCTDH
ABIIACTCA GHHHCTBeHHOﬁ B I/IHTepCCYIOH_Ieﬁ BaC OpraHu3anuvu. HaHpHMep:

The Chairman IIpeacenarens

The President [Ipesunent

The Managing Director JupexTop-pacnopsauTens

The Chief Accountant I'maBHBII HHXEHED

The Secretary Cekpertapb

Ecnu ke n3BeCTHBI M UMsI U IOJDKHOCTD, TO apPTUKJIb TIepe/l HA3BaHHEM JIOJDKHOCTH HE CTABUTCS:

Dr. Michael Johnson, Esq. J-py Maiikiy J[>k0oHCOHY,
3CKBalpy

Director Hupexropy

The British Engineering KOMIIaHUM bpuTHi OHIKUHUTHHT,

Co., Ltd. Kamnanu JIumuren

Eciu muceMo aapecoBaHO JIMIly, Y€l TOYHBIH aJpec HEM3BECTEH, OHO MOJXKET OBITh HAlpaBjICHO B
OpraHM3aIHIo, HAIPHIMEp, B TOPTIIPEICTBO WK Ha GUPMY, KOTOpas MOXKET MepeaaTh MK MepeciaTb eMy
3TO MUCHMO. B Takux cirydasx mepeja Ha3BaHHEM OpPTaHHM3AIMU, TOPTTIPEICTBA, (PUPMBI IMHUIITYTCS CIOBA
«Care of ““ (=in care of), KOTOpbIe 03HAYAIOT “‘Ha MOMEYCHHE”, T.€. IO ajpecy.

Kak oTtmeueno BBIIIC, ITOCJIC HAa3BAHUA (bI/IpMBI B aApeCE yKa3bIBACTCA HOMEP AO0Ma W HAa3BAaHHUC YJIMIEBI,
3aTeM Ha3BaHUE ropojia Wiu rpadCTaa.

B oTHOMmIEHNMN OoubIMX TOpOAOB BennkoOputaHum ykazaHue rpad)CTB HE 00sA3aTENBHO, YTO KacaeTcs
HEOOJBIITX TOPOIOB, 0003HaUeHNE TpadCcTBA 0053aTEIHHO, OCOOCHHO, TOCKOIBKY Ha3BaHMs HEOOBITTHX
TOpOJIOB TIOBTOPSIOTCA (HanmpuMmep, B BenmkoOputanum cymiecTByloT ABa Puumonzma: oguH B rpadcrse
Cyppeii, a npyroii — B rpacTBe ﬁomeHp).



B BenukoOpuTaHuu npu HalMCaHUM IIOYTOBOIO aJpeca PeKOMEHIyeTcsl MUcaTh Ha3BaHHUE Iopoja
IPOIMCHIO, 3aT€M MEJKO Ha3BaHME Tpad)CTBA, 3aTE€M IOYTOBBIN KOJ )CHCTEMa KOTOPBHIX HEJABHO ObLIa
BBEZICHA B cTpaHe). Hamucanue koma B agpece yCKOpSIET TOCTaBKY M MO3BOJISIET 00padaThiBaTh MOUTY C
MOMOIIBIO aBTOMATOB.

Korpa nucsMa moceutaroTcst B Ipyrue CTpaHbl, HY’)KHO BCETAa NHMCaTh HAa3BaHHUE CTPAHBI, NAXKE €CIH ITO
cronuua crpansl. CymectByer Hanpumep ,JIoHnoH B AHriuy, a take B Kanane, bocton B Anrnuu, a
Takke B Amepuke, Tpunonu — B Jlusuu u B JIuBane, bnenraiiep — B lllotTnananu u B Manasu.

Ilo Toi1 ke mpuuNHe, KOTrJa MOCHUIAIOTCS MIUChbMa B AMEpPHUKY, HY>KHO 00sI3aT€IbHO YKa3bIBaTh HAa3BaHUE
mTaTa Mocie Ha3BaHWA ropoja, Kak ykasaHo. Ilocie HasBaHus ropona Hero-Mopk HyxHO 06s3aTensHO
yKa3aTb Ha3BaHUE 1ITaTa! HI;IO-ﬁOpK nimu Hero-Jlxepcen.

B odunuancHO#l mepenucke BO3MOXKHA Takas CHTyalusl, KOTZa Bbl NPOCTO HE 3HAeTe, KeM Oyzaer
paccMaTpuBaThCsl Balle NHCbMO. B 3TOM ciydae Ha momoinp BaM HPUAET JOBOJIBHO IOIYJSApHas B
AHIJION3BIYHBIX CTpaHax (opmyna:

To whom it may concern —Tomy, KTO MMeeT K 3TOMY OTHOLICHHE. DTa (GopMysa TaKkKe NeyaTaeTcs
OTZAEJIBHOI CTPOKOH MOJ aApecoM MOIy4YaTes.

B CIIIA B nmenoBoii mepenucke cTaparoTcs U30eraTh 0e3MMYHOTO OOPAIEHHS JTaXKe B TOM CIIydae, eclid
MOJTy4aTellb THChbMa — HE3HAKOMBIH YeTIOBEK M M3BECTHO JIUIIb €TO UMSL.

OPENING SALUTATION (GREETING)

BCTYIIUTEJIBHOE OBPAIIEHMUE

BerynutenbHoe  oOparneHue  mpeAcTaBisgeT  co0oil  OOIIETpPUHATYI0 — CTaHAapTHYIO  (opMmy,
SBIISAIONIYIOCS] HEOTHEMJIEMON YacThiO ATHKETa JIENOBOro mrucbMa. OHO MOMEIIaeTcsl Ha JIEBOH CTOpPOHE
OnaHKa NHMCbMa W MUILETCS Ha OTAENBbHOW CTpoKe. B NenoBoil KOppecOHACHINH MPHUHATO HECKOJIBKO
¢dopMm oOpaleHu, pa3IHYarOIIUXCsl CBOCH «TOHAIBHOCTHIO». B mucbMax K ¢upMaMm W OpraHu3alusM
00BIYHO YHOTPEOISIOT CeAyIomHe (OPMYJIIBL:

Dear Sirs, (310 oOpamieHne XapakTepHO IJs MEepenucKy B BenmkoOpHTaHUM, MOCIE HETrO CTaBUTCS
3armsTas)

Gentlemen: (ucnonb3yercs npu nepenucke B CIIA u Kanane, mociie Hero CTaBUTCs TBOSTOUHE)

Crporo opunranbHO 3ByYaT BEIPAKEHUS:

Sir: Sirs:

Madam: Mesdames:

Menee opuIMaTbHO BOCIPUHUMAIOTCS CIICAYIOIIHE (POPMBI OOPAIICHHIA:

Dear Mr. Allen Dear Messrs Allen

Dear Mr. Cooper and Cooper:

Dear Mrs. Allen Dear Messrs Allen

Dear Mrs. Cooper and Cooper:

B aHruauiickuX NAChMAax, Kak MPABUIIO, YIIOTPEOJISIOTCS CICIYIONINE BCTYUTEIbHbBIC 00PAIICHHS:

Dear Sirs, — IIUCBMO aJPECOBAHO B KOMIIAHUU B LIEJIOM.

Dear Sir, — IMCHMO QJIPECOBAHO MYXKUYHHE.

Dear Mr. Brown  — mucbMo agpecyeTcst XOpoIio 3HaKOMOMY
JOJDKHOCTHOMY JIMIY — MY >KYHHE.

Dear Madame, — MUCHMO aJIPECYETCS KEHIIMHE WU JCBYIIKE.

Dear Mrs.Brown, — nmceMo agpecyercs XOpoIio 3HaKOMOMY
- JOJDKHOCTHOMY — JKEHILIUHE.
Dear Ms.Freizer, — micbMo aapecyercst XOpoIio 3HAKOMOMY
JOJKHOCTHOMY JIMILY — HE3aMY>KHEH KeHIMHE.
Dear Sir/Madame, — miuceMo agpecyercsi JOJKHOCTHOMY JIHILY,
W aBTOPY HEHM3BECTHO, SIBIISICTCS JIA
JIOJDKHOCTHOE JIMIIO MYKYMHOM WM JKEHIIMHOM.
B aMepHKaHCKH X IHCbMaX UCTONB3YIOTCS CIEAYIOUINE BCTYIHUTENbHBIE O0paIIeHHs:
Gentlemen:

Dear Sirs: MMACHMO aJPeCOBaHO
Dear Gentlemen: KOMIIAHHUH B LICJIOM
Dear Mr. Brown MMUCHBMO aJAPECOBAHO
Dear Mrs.Brown: ONPEAEIICHHBIM J10JIK-
Dear Miss Brown: HOCTHBIM JIUIIAM

BODY OF THELETTER



TEKCT IUCbMA

OCHOBHOE COJEpKAHUE MUCbMA — TEKCT — HAXOOUTCA B 3aBUCHUMOCTH OT L€JIEH €ro HalucaHUs.
OpnHaxko, B M00O0M ciydae, B IepBOM ad3aiie mucbMa (GopMHUpYETCsS BCTYIUTEIbHBIN KOMIUIMMEHT. Takoit
BCTYIHUTENBHBI KOMIUIUMEHT MOXET BBIpaXKaTh 0JaroJapHOCTh 332 TMHCHMO (€CiIM HaIllpaBJsieTCs OTBET),
NPU3HATEIBHOCTD 3a IIaru, HallPaBJICHHbIE HA B3aUMHOE COTPYIJHHMYECTBO (TakKXKe, €ClIM 3TO OTBETHOE
[IOCJIaHue), OJaroxenaTeIbHOE COOOLIEHUE O TOM, YTO aapecar SBISIETCS U3BECTHBIM B CBOCH OTpaciu
OpeANpUsITHEM, OpraHu3auueil, GupMord u T.I. (€CIM MUCHMO TOCHUIAETCS BIEPBBIC), COOOIICHHE O
panocty, KoTopasi BO3HUKAET IPU BO3MOKHOCTU HAaIPaBUTh JAaHHOE MMHCHbMO HMEHHO B 3TOT aJpec U T.A.
Jaxxe B cioydae, KOorja HMCbMO HOCHUT B II€JIOM HETAaTUBHBIN XapakTep U MOXET CBUICTENbCTBOBATH O
paspbiBe JailbHEWIIed KOPPECHOHAEHIMY, BCTYNUTENbHBIA KOMIUIMMEHT JOJDKEH 0053aTelbHO
MPUCYTCTBOBATb.

[locne BCTYNHUTENBHOrO KOMIUIMMEHTa ()OPMUPYIOTCS OCHOBHBIE IIOJIO)KEHUS, BBITCKAIOIIUE U3 €N

nuceMa. Ecni 310 cyry6o uHpopMaTHBHOE THCHMO O XapakTepe ACSTeIbHOCTH OTIPABUTENS, TO KPAaTKO
M3JIaraeTcsi MCTOpUS BO3HUKHOBEHHUS NPEANPHSITHS, OPraHU3alud WM (QHUPMBI OTIPAaBUTENS, HX
pasBUTHS, CYLIHOCTb [ESTEIBHOCTH B HACTOsIIEe BpeMs (posib Ha PBIHKE, OOBEMBI peaau3alud U
HEKOTOPBIN PYTroi CTAaTHCTUYECKH MaTepHall, He SIBIISIONIUICS KoMMepueckor TaiHoi.) [locme gero
bopmynupyeTcs IpeasoKeHUue 0 COTPYAHUIECTBE, POJaKe NapTHH TOBAPOB, OKa3aHUE YCIIYT H T.II.
Ecnn muchbMO HOCHT OTBETHBIM XapakTep, TO B 3aBUCHMMOCTH OT IEPBOHAYAIBHOIO IOCIAHUS OT
3apyOeKHON CTOPOHBI, BO3MOXKHBI OTBETHI Ha IIOCTABJICHHBIE B INCHME BOIPOCHI, BBICKA3bIBACTCSI MHCHHE
0 BO3MOXHOCTH JallbHEHIIEro COTpyJHHYECTBA JIMOO OO0 OTCYTCTBUM TaKOW BO3MOXHOCTH,
OTIPEICIISIOTCS BCTPEYHBIE TPEATIOKCHUSI.
Ecny nuchbMo HOCHUT XapakTep peardpoBaHMs Ha OTKPOBEHHO HEIAPY>KECTBEHHYIO aKIHI0 HHOCTPAaHHOTO
napTHepa — HECOOJIOZCHHE CPOKOB IUIATEKa, HEBBIOJHEHHE B3STHIX Ha ceOs 00s3aTENbCTB, Ipyrue
HeﬁCTBHﬂ, YIIEeMJIAIOMKUE IIpaBa OTEUYECTBCHHOM CTOPOHBI, TO BCTYHI/ITGHle)Iﬁ KOMIIVIMMEHT MOKHO
HECKOJIBKO MPUTYWUTh. [locie 3Toro ciaeayeT Bblpa3uTh HEAOYMEHHE MO MMOBOAY ACHCTBUII HHOCTPAHHOM
CTOPOHBI M COXajeHue o mnpoucimenmem. [Ipy 3TOM OIEHKa CIy4YMBLIETOoCsS W BBIBOJBI, HaxKe
HaIpaBJICHHbIE HA MOJIHBIA pa3pblB OTHOLLIEHUM, HE JOJKHBI HOCUTh PE3KOT0o Xapakrtepa. B atoMm ciyuae
YMCECTHBI O60pOTLI TUIIA: «C COXAJICHHUCM BBIHYKIACHLI NPCPBAaTh HAIIU I[ElIII)HCﬁIHHC KOHTaKThbD», «K
HallleMy COXKaJIeHHUIO, 3TO TOBJICUET 32 cO00i HEOOXOJUMOCTh 00paIIeHus B CyJeOHbIC OpraHbh) U Ap.

OO0mmas xapakTepUCTHKAa OCHOBHOM 4YacTH JEJOBOrO IHChMa  JIOJDKHA OTBEYaTh TPEOOBAHUSIM
B3BCIICHHOCTH, KPATKOCTHU, JOCTYIIHOCTU M OJHO3HAYHOCTHU IOHMUMAHUA TCKCTA. Tekct JOJIDKCH OBITH
pa3ouT Ha CMBICIIOBBIE a03albl, 4TO o0sierdyaeT 00pabOTKy KOPPECIIOHACHIIMU U BOCIIPUATHE COEPKAHUS
tekcta. [Ipu moxaroroBke Tekcra HamOoJee HeIecooOpasHO MCIOJIB30BaTh YCTOSIBIIMECS NMUCHMEHHBIE
HITAMIIBI, KOTOpPBIE CHOCOOCTBYIOT JIydllleMy ITOHHMAaHHIO TEKCTa, ero YHH(UKAIUK B OINpPEeNICHHOM
CTETIEHH CBHJIETENBbCTBYET O BBIXOJE OTHPABUTENs] NHCbMa Ha COOTBETCTBYIOIIMH ypPOBEHBb
MEXIyHaponHoro ooOmenus. [lucbMo, Ha HETPaAWIMOHHOM «HEIEJIOBOMY» SI3bIKE, IPH BCEil
0E3yKOPU3HEHHOCTH JIMHTBUCTHYECKOTO OGOPMIICHHSI CO3JIaCT BHAMMOCTH HEMPO(PECCHOHANIN3MA €ro
HCIIOJIHUTEIA, YTO Cpal3y XKE CKAXETCAd Ha OTHOUICHHMU K MNOTCHIUAJIBHOMY IapTHEPY. HO3TOMy, BCEC
NPU3bIBBl K «HETPAJAWIMOHHOMY, HEW30MTOMY IITAMIIAMH S3bIKY» B JaHHOM CIIydae COBEPLICHHO
HCYMCECTHBEIL. N3numne TOBOPUTH O TOM, YTO TCKCT MUCbMa JOJIKCH OLITh BBEIYHMTAH Ha mpeaAMET HaJINYUA
opdorpapuueckux ONIMOOK U OTIEYaTOK — OHU a0COJIFOTHO UCKITFOUAIOTCs !

B 3akiroueHre OCHOBHOM YacTH NHCHbMAa JOJDKEH COAEPXKATbCA 3aKIIOYUTENbHBIA KOMIUIMMEHT.
Takol KOMIUIMMEHT NpPU3BaH BHECTH BOCXOISIIMHI 3JEMEHT B (PMHAIBHYIO 4YacTb NMHUChbMa M HOMOYb
chopMupoBaTh MO3UTUBHOE MHEHHUE O MMHCHME U €r0 aBTOpax.

Tak, TpaJWLMOHHBIM SIBIAETCS BBIPAKEHHE HAAEKIbl HA JdajibHEillee COTPYAHUYECTBO, Ha TO, YTO
M3JI0KeHHass WHpOpManusl B MUCbME OyleT MoJjie3Ha W IOCIHYXKHUT B JAalbHEHIIEM JUIsl PacIIupeHUs
B3aMMHEBEIX CBs3ei. B 3aBHcHMMOCTH OT YPOBHA INOATOTOBKM INHCbMa, Ba>XHO BKIIIOYHTH (’ppa3y THUIIa
«TIOJTB3YSICh CyYaeM, ellle pa3 MPUMUTE HAIIM YBEPEHUS B TOTOBHOCTH JIATbHEHINIETO B3aUMOBBITOTHOTO
COTPYAHUYECTBA», «MBbI C HA/ICKIOW CMOTPHUM Ha MEPCIEKTUBBI HAILIETO AaJbHEHILETO COTPYIHHYECTBAY
u 1. Ecnm mmceMo ajipecyercsl MONyYaTelto, ¢ KOTOPhIM elle He ObUIM YCTaHOBIICHBI JIEJIOBBIE
KOHTAaKTbI, TO 3aBCPIIUTL OCHOBHYIO 4YaCThb MOXHO YBCPECHHOCTBIO B TOM, YTO HPCIAJIOXKCHUA,
M3JI0)KEHHBIE B MTUCbME, OBUIM MHTEPECHBIMH, HaJISKIOH Ha CKOPOE MOJYyYCHUE OTBETA M YCTAHOBJICHHUE
PEryJSIpHBIX KOHTAKTOB B OyAyILEM.

lla)lce €CIIH MMUCHbMO HOCHUT HeTaTHUBHBII XapaKTep U O3HA4YACT pas3pbliB ACIOBBIX KOHTAKTOB, HE CICOYCT
n30eraTh 3aKII0YNTEIHFHOT0 KOMIUTUMEHTA. B 3TOM citydae MoxkHO chopMynnpoBaTs 60iee abCTpakTHBIN
3aKIIIOYUTENILHBI KOMIUIUMEHT M CBECTH €ro K ()pasaM THUIa «OJHOBPEMEHHO MBI CBUICTEIHCTBYEM
CBOIO OTKPBITOCTb JUISI I€TIOBOIO COTPYAHHUYECTBA B Oyayiiem». B 3ToM ciydyae npu Bceil HEraTUBHOCTH



COJICp)KaHUsl THChMa IONy4aTeNio JAaeTCsl IIAaHC B CIydae M3MCHEHHs CBOCH MO3MIMH, YCTPAHCHUS
HEJIPY)KECTBEHHBIX JIEHCTBUU W T.I. BEPHYThCS K JIENIOBOMY COTPYIHHYECTBY C OTIIPABUTENIEM. XOTH,
€CTECTBCHHO, B IIOCIICAHEM CJIy4ae 3aKJIIOUUTCIIbHBIH KOMIUIMMEHT B OOJIBIICH CTENEHU SIBJIACTCS
MPU3HAKOM XOPOIIIETO TOHA, YeM JCHCTBUTEIILHOM HAJICKION Ha MPEACTOSIIIEE COTPYIHUIESCTBO.

Bo MHOTHX ciydasx mepe 3aKII0UNTENbHbIM KOMILTMMEHTOM B IIUChME MPUCYTCTBYET (Ppaza, B KOTOPOH
coobmaeTcss HoMmep TenedoHa, GamMuIusd M JTODKHOCTH JIUIA, KOTOPOE MOIVIO OBl OTBETUTH Ha BCE
BO3HUKaroIMe BOMpockl. lpu 3ToM Takas ¢pa3a TakKe CTPOHUTCS B MAaKCUMAILHO JOOPOKEIATEIIBHOM
TOHE» TIPU HEOOXOJMMOCTH HE OTKa3bIBaWTe B BO3MOXKHOCTH IO3BOHUTH HAIEMy MEHEIKEpy IO
BOMPOCaM peau3alid ¥ yTOYHUTH BCE BO3HUKAIOIIME BOMPOCHI». 3JIECh K€ YKa3bIBaeTCS HOMEp
TenedoHa.

COMPLIMENTARY CLOSE

3AKIIIOUYUTEJIBHA S ®OPMVJIA BEXJIMBOCTHU

B nenoBoii nepenucke npuHsATa onpesesieHHas Gopma 3aBeplIeHus MUChbMa WM TeJleKca, T.. BCeH 3a
OCHOBHBIM TEKCTOM ITHCHMa CIICAYET 3aKIIIOUuTeNbHas (DOpMyJia BEKIMBOCTH, KOTOpas pacrojiaractcs B
NpaBoii yacTu Jucra. [1o cBoeMy CTHIIIO M TOHY 3aKIFOUUTENbHBIE (POPMYIIBI BEKITMBOCTH JIOJDKHBI OBITH
TapPMOHUYHBIMU OOPAICHHIO U OCHOBHOMY TEKCTY MUChMa. Tak, eci MUChbMO HAYUHAETCS CJIOBAMH:

Dear Sirs, YBaxaeMble rocroa!
Gentlemen: T'ocmoma!

TO MPEANOYTUTECIBHBIME OYIyT 3aKITFOUNTENbHBIC HOPMYJIBL:
Sincerely yours Hckpenne Barr

Yours faithfully C yBaxxeHHEM

Hawnbonee pacipocTpaHeHHBIMH SIBIISIOTCS CIEAYIONIHE (DOPMYIIBI BEXKIHBOCTH:

Yours faithfully,

Yours truly, Crporo

Yours very truly, ourmansHO

Very truly yours,

Yours very sincerely,

Yours sincerely, OdurnanbHoO

Sincerely yours,

Very cordially yours,

Yours cordially, Menee

Cordially yours, oUIHaTHEHO

JIt00OIIBITHO OTMETUTH CIEMYIOIIYI0 TOHKOCTh B OTTEHKAx 3HaueHWi: ecnu B mucbMax u3 CIIIA Yours
SIBJIICTCSL TIEPBBIM KOMIIOHEHTOM coueTaHust Yours faithfully, To oTHomieHue k ajpecaTy MeHee
OoUIMAFHOE, & €CIIK BTOPHIM KOMIIOHEHTOM 3aKIFOUUTENLHON (DOPMYITBI, TO 3TO HEHABA3UMBBIA HAMEK
Ha HEOOXOIMMOCTh CYOOpAMHAITUH.

Kak yxe oTMedanoch, aMepHKaHIIbl CKIOHHBI CHH)KAaTh (POPMAIbHOCTH KOPPECIIOHACHIIMH W YacTo
HAYMHAIOT JICJIOBBIC IHMChbMa C OOpalleHWs N0 MMEHHU. B 3ToM ciydae 3akirouuTenbHas ¢Gopmysia
BEXJIMBOCTH UMEET MeHee O(UITUABHBIA XapaKTep:

Yours sincerely Hckpenne Ban
Yours truly Hckpenne Bamn
Very truly yours Hckpenne Bam

Opnako takue GopMyssl OoJiee TpaAULUOHHBI TSI HEO(DUIHATIBHBIX THCEM.
WHorna B 3aKII0YUTENBHYIO (POPMYITY BEXKIIMBOCTH BXOJIST JOOABIICHUS:
We hope to hear

from you soon Haneemcst Ha OBICTpBIN OTBET
We look forward
to hearing from you C HeTeprieHHEM JKJEM OTBETA

ITocne 3akmounTeabHON (GOPMYITBI BEXKIMBOCTH BCETIa CTABUTCS 3arisTasl.

SIGNATURE

TTOAITNCH

JlenoBbie MMChMa TIOITUCHIBAIOTCS. OT PYKH YEPHUIIAMH, YETKO W pa3bopunBo. [loamuce Bceraa moimkHa
ObITh OAMHAaKOBa 1O CTWIO. [log TOANUCEID OOBIYHO TIeUaTaeTcs (amiius W JTOJKHOCTh
MOAMKCHIBAIONIET0 THUChMO. [lox 3akiIroYuTeNnsHOM  (OPMYJIOW BEKIMBOCTH  (BBIIIEC ITOATIFICH)
MIPOIUCHBIMU OyKBaMU TeUaTaeTCs Ha3BaHue (DUPMBI MJIM OPraHU3aliH, 33 KOTOPYIO aBTOP MOMUCHIBAET
MHUCHMO.



Ecnu aBTOp moAnuchIBaeT OT UMEHH U TI0 MTOPYYEHUIO KOMIIAHUH MII JPYTOTO JIMIA, YIIOTPeOIIIoTCs
cioBa the per pro = p.pro = p.p. (short of procurationem) «mo mOBepeHHOCTH» TIepel Ha3BaHHUEM
KOMITaHUH WK paMuimeil. DTo cOKpalieHus OT JIATHHCKOTO BRIpKEHHS “‘TI0 JoBepeHHOCTH . UesoBek,
MOJNHUCHIBAIOUINNA THCHMO 32 KOTro-TH00, YMOJTHOMOYHMBAETCS Ha 3TO OQHUIMAIBHBIM IOPUANYECCKAM
JIOKYMEHTOM (JIOBEPEHHOCTHIO).

Wnage ynotpebsiercs Beipaxkenne “For” “3a u or nmenn” nepen haMuIIieH JIniia Witk Iepe] Ha3BaHUEM
¢upmbl. Ecau muchbMo NOAMUCHIBaETCS JHMIOM OT MMEHH KOMIIAaHMH, OHO JOJDKHO OBITh HAllUCaHO B
TIEPBOM JIMIIE MHOKECTBEHHOTO YHUCIIA.

Wi MOXHO BBIPa3uTh 3TO WHAYE:

€CJIM MUChbMO MUILIETCA OT MEePBOro JIMIAa MHOKECTBEHHOTO YMCIIA, TO MOCTE 3aKIFUYUTEIbHON (HOPMYIIBI
BEXXJIMBOCTH CJIEAYET neyaTtats Ha3Banue Gpupmsl (B/O) ¢ mpemnorom “3a”, 3atem noanuck. Hampumep:

Yours faithfully, C yBaxxeHuewM,

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

(I.Pavlova) (M.IMaBnoBa)

Director Jupexrop

N

Yours faithfully , C yBaxxeHUEM

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

F. Howard ®. lN'oBapn

Secretary Cexperapb

REFERENCE INITIALS
YKA3AHUE HA UHULINUAJIBI ABTOPA
OTCTYHI/IB ABa HWHTCpBaJla OT MOAIIUCU B JIEBOI YacTH IIMCHMa IMPOCTABJIAIOTCA MHHUIHMAJIBI aBTOpa U
CEKpeTapss WJINW MallUuHUCTKH. I/IHI/ILII/IaJ'IBI aBTOpa I€YaTaroTCsA NPONHCHBIMU 6y1(BaMI/I, MHUIINAJIBI
HCIIOJIHUTEIIA — CTPOYHBIMU. I/IHI/ILII/IaJ'ILI aBTOpa U UCIIOJIHUTEIA Pa3aC/IA0TCa 3HaYKaMU / nm
Hampumep:

Sincerely Yours,

Edward P. Graham

Secretary
EPG / km
ENCLOSURE
YKA3AHUE HA ITPUJIOXEHUE K ITMCbMY
YacTo K JACJIOBOMY MHUCHbMY MOTYT IpUWjaratbCqa pas3sjivnyHbIC JOKYMCHTHI. B »stux ciydasax HGOGXO}II/IMO
CACJ/IaTh YKA3aHHUC HA IIPUIJIOKCHUC K TMCBMY. 910 YKa3aHUuC nevaTacTCsa B JICBOM HUIKHEM YIJIY BCJIC/ 3a
HWHHIHAJIaMH aBTOPa NMCbMa U UCIIOJTHUTCIIA. Har[pI/IMep,

Sincerely Yours,

Henry Powell
Director
HP : vd
Enclosure : Insurance Policy
in triplicate
Hckpenne Bam,
I'enpu Iaysnn Jupexrop
I'Tl: B

[IpunoxxeHune: ctpaxoBoH MOJHUC
B 3-x sxzemmsipax
Hapsiny ¢ monnoit popmoii ciioa Enclosure ynorpebisiercs u ero cokpainenue — Encl. Ecnin umeercs
HECKOJIbKO IPUIIOKEHHH, TO YKa3bIBAETCSA UX YUCIIO.
2 Enclosures:
2 MIPUIIOKEHUS
2 encl.:
PexkomeHnayem nepeuncnuTh TOKYMEHTHI, IpuiIaraeMele K nucbMy. 1Ipu nepeuncnennu Bce ciioBa, KpoMe
MPE/JIOTrOB MHIIYTCS C 3arJIaBHOM OYKBBI.
Hanpuwmep,
4 Encl.: Invoice 4 Mpunoxenus: Cuet-paktypa
Insurance Policy CTpaxoBoii oJIHC



Certificate of Origin Ceprudukar mpoONCX 0K ICHS
Capitan’s Receipt Pacmcka xamurana

POSTSCRIPT
[NOCTCKPUIITYM
OOBIYHO B JICJIOBOM MEperucKe MOCTCKPUNTYM He BcTpeudaercs. OH WHOTIA, MpaBlia, BCTPEUACTCS B
KOMMEPUYECKUX MHChMaxX, KOTJla MUIIYIUA X04eT 0CO00 BBIACTUTH BOIPOC, 00CYXKIAEMBIil B MHCHEME.
IToCcTCKpUNITYM HauWHAETCS C JABYX 3arjaBHBIX JaTHHCKMX OykB P.S. wimm PS (= mar. post scriptum
“Ilocme HamMCaHHOTO’) W pacHlojaraeTcss B JIEBOH YacTH NHChbMa WIHM YKa3aHWS Ha TPHIOKEHHE.
[MocTckpunTyM, Kak MPaBUIIO, HE MOAMUCHIBACTCS, B €r0 KOHIIE aBTOP MPOCTO CTABUT CBOU MHUIIHAIEI.
Penko, HO B H3HU BCTPEYAIOTCS HEMPEIBUICHHBIC OOCTOSTEIIBCTBA, KOTJa MHCHMO YyXKE€ TOTOBO K
OTIpaBKe, HO IPOUCXOUT COOBITHE, O KOTOPOM HENMPEMEHHO HYXHO coo0muTh. Hanmpumep:

Sincerely yours,
Henry Davis

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

Uckpenne Bau

I'enpu JleiiBuc

Ynpapistomuii OTAEI0M

CObiTa
I']|ac
I1.C. Hamr aupekrop monai B KatacTpody. r.a.
PARTICULAR ADDRESSORATTENTIONLINE
YKA3ZAHUE HA JIMIIO, KOTOPOE IIO XEJIAHUIO OTIIPABUTEJIA JOJDKHO ITPOYECTD
JAHHOE ITMCBbMO
OObIuHO pacmonaraeTcs Ha JIBE CTPOKM HWKE BHYTPEHHEro ajapeca. PacmpocTpaHeHBI Clieayrolue
(hOopMbI 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 IIPU3bIBACT K OCOGOMy BHUMAHUIO OIIPCACIICHHOI'O 4YCJIOBCKA, 4aCTO C LCJIbHO YCKOPCHUA
paccMOTpEHUS MUCbMa.
SUBJECT HEADING OR CAPTION
YKA3AHUE HA COAEPXXAHUE ITMCBMA
OOBIYHO TIEYATAETCA HA JIB€ CTPOKU HUKE BCTYMHUTEIHLHOTO 06pameHI/151. Ero Bcerga BEIAENSIOT, YTOOBI
yerye ObLIO pa3dupaTh NMOUTYy W HANPaBISITh MUChMa aapecaraM, HallpuMep:
Subject : Personnel Changes
Subject : Your Retirement Plan
SUBJECT : Your Retirement Plan
Re : Your Order of July 14, 1989
Price Reductions
Re B mepeBoe 03HaYaeT “OTHOCHUTENHHO, KACATEIHHO
REFERENCE NUMBER
YKA3AHUE HA CCBUIKY
Jnst obmerdenus IIEPENIUCKA U COKpAILEHUsS BPEMEHU Ha IIOUCK HEOOXOaUMO JOKyMEHTAIUH [EI0Bast
KOPpECTIOHACHIINA OOBIYHO HWMEET CBOW PETHUCTpAliOHHBIA HoMep. Homep nokymeHTa, Ha KOTODBIi
CCbLIACTCA aBTOP IMUCbMa, UJCT MOCJIC CJIOB
Our Reference : (Our Ref. No)
Your Reference : (Your Ref. No)
KOTOPBIC, KaK IpaBUJIO, MAIIYTCA PSAJA0M CO CTpOKOI71 JaTbl WX Hal BHYTPCHHUM aApECOM.
Ecmu JaHHas I/IH(l)OpMaLII/I}I OTCYTCTBYCT, TO aBTOp MHUCbMa MOXKCT CChLUJIATBCA HAa HOMCP JOKYMCHTa B
Hauaje TekcTa nucbMma, 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 KOIIMU, OTITPABJIEHHBIE 110 APYT'UM AJIPECAM

ECJ’II/I, KpoM€ aapecaTta, KOIIMU NMCbMa NOJydaT APYTHUEC JIKld, TO TaKasd IIOMETKa NOJIKHA OBITh caciaaHa
Ha OJUH-IBA MHTCPBAJIa HUKC YKAa3aHUA Ha IPHUIIOKCHUC K ITUCbMY. HaanMep:

Copy to Mr. M. G. Emhart

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

The Osaka Chamber of Commerce and Industry

LOCATION OF BUSINESS LETTER PARTS

PACIIOJIOXKEHUE YACTEU IMMCbMA

B aHramiickoM NHCHMEHHOM JEJIOBOM 3THKETE HET €JUHOr0 00paslia paclojoXKeHHS BCEX 4YacTei
nuchbMa. CyliecTByeT HeCKOIBKO (GopM, U3 KOTOPHIX HanOoJee YIOTPEOUTEIEHBIMU SIBIISIFOTCS JIBE.

1. briounas ¢popma (Block form ). OcHOBHast 0cOOEHHOCTB 3TOW (HOPMBI ISIOBOTO MMMChMa 3aKITF0YaeTCs B
TOM, 4TO BCE€ €T0 YacTH, 32 HCKIIIOUEHHEM a/ipeca OTIPaBUTENS, 3aKIIIOUUTEIbHON (POPMYIIBI BEXKINBOCTH
" MOAIKUCH, HAYMHAIOTCA HEIMOCPECACTBCHHO OT Kpas JICBOT'O ITOJIA; 6p0C3€TC$[ B IJla3da TaKX€ OTCYTCTBHUEC
KpacHOW CTPOKH B Hayalle KaXXI0To ad3ara.

2. CymectByeT W Japyras ¢Gopma pachoioKeHHs MUCbMEHHOTO Marepualia, KOorja CTPOKH aapeca
OTHPABUTCIIA KW [aTa, a TaAKXKE aJapeca MNojaydareiisi U 3aKJIIOYUTEIIHHOMN q)OpMy.HI)I neyaTaroTcsa C
orcrymamMu. OCHOBHOW TEKCT THCHMa TaKKe IedaraeTcs ¢ ab3alHBIMH OTCTymamu. OJTta ¢dopMma
HazbIBaeTcs “3youaTtoir” (indented wmm step form)

B xoMmMepueckol KOPPECHOHACHIIMK CYIIECTBYIOT M JPYTHe CIOCOObI KOMITIO3UIMOHHOTO O(GOpMICHHUS
JIeNIOBOTO muchbMa. HexoTopwle M3 HHUX — HEOOBIUHBIE, OPOCKHE — HCIOJB3YIOTCS Uil TOTO, YTOOBI
IMIPUBJICYb BHUMAHUC YHUTATCIIA K (bopMe nucem, coacprKalmx I/IH(l)OpMaLII/IIO PEKIIAMHOI'0 XapaKTepa.
EXAMPLES OF WRITTEN COMMUNICATIONS

IIPAMEPBI IUCBMEHHBIX IITAMIIOB

JJTAA HAYAJIA TINCBMA OPENING PHRASES

M1 nonyunnu Bamie mucbMo oT. .. We have received your letter of...

We thank you for your letter of...
We thank you for your letter
of 15th May...

brnaromgapum 3a nuceMo oT ...
brnaronapum 3a Baie nucemo
or 15 mag...

BonkIoe cacn6o 3a Barie mucsMo Many thanks for your letter

bri0 oueHB IMPUATHO Yy3HAThb, 4YTO...

51 Obu1 OBI OYeHB OJytaroapeH,
eciu Obl BEI. ..

B otBet Ha Barire nrcbmo or... (pock0y)...

ITo Bameit mpocs0e MbI Bbicnanu Bawm. ..

Panpl coobmiuts Bam, uTo. ..

IIumry ¢ TeM, 9TOOBI BRISICHUTS (3aKa3aTh)...

MEI O4€HBb 3aUHTEPECOBAHEI B. ..
Ccrinasics Ha Bamr 3aka3

Xorenocsk 06l J00OABUTH, YTO...

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...



MBI 0YeHb pajBl Y3HATh, 9TO BEI We are very gratified to learn

3aWHTEPECOBAUCH HAILIUM ... that you are interested in our ...
Xorenock 061 0OpaTuTh Barie We should like to draw your
BHMMaHHE Ha... attention to...
[MoxanyiicTa, COOOIINUTE CBOH Please let us have your
yKa3aHUsl 110 JOCTaBKE instructions for shipping
[ToaTBepikaaeM Hall 3aKas OT... This is to confirm our order of...
Batite muCEMO ¢ TIPHIIOKEHHEM Your letter enclosing (stating
(yxa3anueM, mpock00ii o...) that..., asking us to do....,
paccMOTpeHo requesting us to do...,) has

been considered (given proper attention)
B otBeTt Ha Barmie nucemo oT. .. In reply (in response) to your letter of ...
B noarseprkaenue Hamrero (Mx) In confirmation to our (their) telephone
TeneoHHOro pasroBopa (mepe- conversation (talks, held in ...) we
TOBOPOB, COCTOSIBIIUXCS B ...) inform you that...

co00111aeM, 9To...

Cchutasich Ha Halle TMHChMO OT. .. With reference to (Referring to) our

coo01maem, 4To... letter of... we wish to inform you that...

BHOBB ccBLIasACh Ha ... With further reference to...

Panpl coobmuts Bam, uro... We are pleased (We are glad) to inform you
that. ..

We have pleasure in informing you that...

K cosxaieHno, BEIHY X ICHBI We are sorry (We regret) to have to
HanoMHUTH Bawm, 4To... remind you that...

W3 Bamero nrceMa MBI y3HaIH, 49TO. .. We learn from your letter that...

B cBs13u ¢ HAIIUM MTUCBMOM OT ... In connection with our letter of....

U B MTOJITBEPKJICHHUE TEIETPaMMBI OT ... and in confirmation of our cable of...

M5l ¢ yIMBIICHHEM y3HAIN U3 We are surprised to learn from your
Bamnrero Tenekca... telex...

CBA3YIOUIME 2JIEMEHTHI ITMCBMA  BINDING PHRASES

MBI BeIpakaeM yBEPEHHOCTh B TOM, UTO... We express confidence that...
MBI COBEPIIICHHO YBEPCHHI. . . We are sure (confident) that...
OHOBpEMEHHO XOTENH OBl At the same time we would like
HanoOMHUTH Bawm, 4To... to remind you that...
CunraeM HEOOXOIUMBIM We find (consider) it is necessary
(BakHBIM, 11ETIECOOOPA3HBIM) OTMETHT. .. (important, reasonable) to note...
[TomMuMO BBIIIIEYKA3aHHOTO. . . Apart from the above...

B nononHeHue K BBIIEYKa3aHHOMY. . . Further to the above...



Me1 661TH OBI pafibl UMETh BO3MOYKHOCTb. ..

HOJIB3y5[Cb BO3MOXHOCTBIO
HAIIOMHUTB, 4YTO...

Camo coboit pazymeerc. ..

O6pamaem Barre BHIMaHne Ha
TOT (pakT, 4TO

BBuay BHIIEU3T0KEHHOTO. ..

B cBs131 ¢ aTHM. ..

B cBs13u ¢ Bamieit mpocb00ii. ...

B cBs13u ¢ BBIIEU3IIOKEHHBIM. . .
Jlemo B ToM, 4TO...

B croxuBIInxcs o0CTOsTEIbCTBAX. ..
Ilo Bamemy MHEHHUIO. ..

B cootBercTBUM ¢ Bamieit mpock00i. . .

B Bamiem nucsMme Brl 3asBisere,
4To...

Janee Bol nutere

bonee Toro...

Tem He MeHee. ..

B nepByto ouepens...

DaKTUYECKH. ..

Kpowme Toro...

B nononHeHue Kk HaleMy MUCHMY OT...

Mol BI)IHY)KJICHI)I HAIIOMHHUTH
Bawm, uro...

HNmeem YAOBOJIBCTBUC MMPEIJIOKUTH Bawm...

Bam, HecOMHEHHO, H3BECTHO, UTO. ..
OueBuaHo, BaM n3BecTHO, YTO...

[punaraem KOMHIO THCEMa (GUPMBEI. . .
IO TTOBOJTY ... (B CBSI3HU C)....

IIpocuM NpUHATE BO BHUMAaHUE
(yuectsn), 4ToO...

We would welcome the opportunity...

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

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

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

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

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

As requested by you..

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

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



BBIPAXKEHUM A, UCITOJIb3YEMBIE B KOHIIE [TMCHEMA

CLOSING PHRASES

M1 OyieM pU3HATEIBHBI 32 We early reply will be appreciated...
OBICTpBIN OTBET. ..

IIpocum o6paInaTeCs K HaM, If we can be of any assistance please
ecii Bam notpedyercs do not hesitate to contract us...
mmomoInp (comercTare). ..

Hapeemcs monyunts Bam We are looking forward to hearing
OTBET B OnmokaiiiieM OyaymiemM. . . from you...
We expect your early reply...
We expect to hear from you in the
nearest future

Mer1 xotenu ObI 3aBepHUTH Bac... We would like to assure you...
Haneemcs moanepxartb We wish (would like) to maintain
COTPYIHUYECTBO ¢ Bamu. .. cooperation with you

Bynem npu3HaTeIbHBI 32 OBICTPOE Your prompt execution of our order
BBIMTOJTHEHHE HAIIIETO 3aKa3a will(would be) appreciated

MBI He 3aMeITUM CBSI3aThCSA C We shall not fail to contact (to get
HAITUMH OPTaHU3AIUIMHA in touch with) our organizations
(TIPOEKTHBIMH OpPTraHU3AIHSIMH, (design organizations,
3aBOJAMHU-TTPOU3BOTUTEIISIMH ) manufactures)

Bonpock! u 3ananus:

1. [ToarotoBhTECH K OOCYKACHUIO TEOPETUIECKOTO MaTepHaa.

CrpyKTypa AEJI0BOro MUCHhMa!

. 3aroJI0BOK.

. JlaTa nucema.

. HaumeHnoBanue u agpec nomyyarens nucbMa (BHyTPEHHHUI aapec).

. [IpuBercTBUE.

. OCHOBHO#1 TE€KCT MUCHMA.

. 3akmounTenbHast HopMya BEXKIMBOCTH.

. Ioamucse.

. YKa3aHue Ha NPHIIOKEeHUE (€CIIM UMEETCs).

ITone3unie BoipaxkeHust B nenoBoit mepernmcke (Helpful Expressions in Business Correspondence):
IIpocs0nr  (Requests), Bripaxenne coobmenus, Beipaxenne Hamexnsl (Expressing Hope),
bnaronapuocts (Gratitude), M3sunenust (Apologies), Boipakenne HeymoBnerBopenusi (Expressing
Dissatisfaction), OtBeTbl Ha Bompoch! u npeioxenus (Responding Questions and Proposals).

2. OTBEeTBhTE Ha BONPOCHI:

1). HazoBure OpuTaHCKMH W aMEPHUKAaHCKUI SKBUBAJICHTHI pycckoil abopeBuaTypbl OOO (obmiecTBo C
OTPaHUYEHHON OTBETCTBEHHOCTBIO).

2). Kak B Ha3BaHMU (HUPMBI OTpaXKaeTCsl TO, YTO OHA MpEACTaBISIET COOON MapTHEPCTBO ABYX WiH Ooiee
moaeun?

3). Uto yka3bIBaeTCs B 3aroJIOBKE MACchMa?

4). O ueM TOBOpUT HOMEP AOKyMeHTa?

5). I'ne u xak yka3bpIBaeTcs gara mucbma?

6). Kak numrercst BHyTpeHHHH azipec (aapec momydarens)?

7). Kakue BexuBbie (hopMbl oOpaieHus (M B KaKuX ClTydasix) yKa3bIBaloTcs nepes dhamuieid aapecara?
8). Hanmmmre npousBonbHeid BapuaHT azapeca nomydatens B CILA, BenukoOpurtanun, Kanazge, ogHoit
u3 crpad EBporsl.

9). Uro mumiercs B HadailbHOM aO3ame muchMa? Jlaiite cBOW BapumaHT HAadalbHOTO ab3ara MHchMa,
KOTOpOE BbI MHUIIIETE B OPraHU3aAIMIO 110 MEXYHAPOTHOMY OOMEHY CTYACHTaMHU C MPOCh0OW COOOIINTD
BaM YCJIOBHUSI y4yacTusl B MPOrpamMMe JIETHET0 oOMEHa M BO3MOXKHOCTH HOPa0OTaTh B JICTHEM Jlarepe B
CIIA?

03N DN W —



3. BeinonHuTe 3a0aHUS.

1. CocraBbTe MUCHMO-3AMPOC OT CBOCH OPTaHU3AINH O BO3ZMOXKHOCTH ITOCTaBKH CIIOPTHBHOM 00YBU
JUTSL FOHOILICH U ACBYIIEK.
2. Hamummre oTBeT Ha 3ampoc O MOCTaBKE CIIOPTUBHOW OOYBH C TMOJTBEPkKIACHUEM T'OTOBHOCTH

OKa3aTh TIOMOINb W TOIBITKOW yOEAWTh HOBOTO KIIMEHTAa B TEPCIIEKTHBHOCTH OTHOIICHWI C Bamei
KOMITaHHEMN.

3. ChenaiiTe 3aka3 Ha TApTUIO TOBapa C MOATBEPKIACHUEM YCIIOBHH IUIaTe)Xa, 0OpaTHB BHUMAaHUC
MOCTABIIUKA HA CIIOCO0 yITaKOBKH.
4, Ob6patutech B GupMy, IIOCTABIIAIONIYI0 000pyIOBaHUE ISl IPOM3BOICTBA MeOeIH, C TIPOoch0oil 0

MpEAOCTABIICHUN BO3MOXXHOCTHU IOJYYUTbL HUX HNPOAYKIMIO B KPCIAUT. Y6ezu/1Te MOCTaBIIMKA B Balllek
HaACKHOCTHU KaK IMapTHEPA.

5. CocTaBbT€ MUCHEMO-3aIIPOC O BO3MOXKHOCTH W YCJIOBHSAX TPAHCHOPTHPOBKHU Tpy3a IO JKEJIe3HOH
Jopore.

6. Coolmmte cBOEMY KIMEHTY-UMIOPTEpPY OO0 OTHpaBKE Ipy3a aBTOMOOWIBHBIM TPaHCIIOPTOM,
YKa3aB ACTaliki YIIaKOBKH, BEC, CTOUMOCTDb U IPOYUEC ACTAIU COHpOBO,I[I/ITeHLHOﬁ JOKYMCHTAIIUHU.

7. [TopyunTe cBOEeMy OaHKY ceNaTh MEPEUHCICHNE 3a TAPTUIO TOBapa.

4. Answer the following question:

1. What are the parts of the Business letter?

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

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

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

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

6. What should you remember about enclosures?

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

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

Dear Sir,

Dear Sir:

Messrs

Dear Mr. Brown,

Dear Madam,

Gentlemen:

Dear Mrs. Popov,

Dear Mrs. Brown:

Dear Dr Harris

6. Write the following dates in English:

3.1.2012, 9.3. 2010, 24.4. 2011, 23.VI. 2011,
5.2. 2012, 22.V. 2013, 29.VII. 2013, 5.8. 2013,
1.9. 20009, 7.10. 2009, 19.12. 2012, 2.11. 2013

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

A) Ha Qupmy «Cwmut u Can Jlumuren», Jlonnon C.B.5, Ksun Bukropus 25, Ha uMs MeHemxkepa IO
JKCIIOPTY;

b) na pupmy «Jlonmon Meran» B Jlonnone H.B.7, mo ynuue Jleitn 37, Ha uMs cekpetaps;

B) na ¢upmy «lxon bpayn», myOnuunas kommanusi, B JloHmoHe (CeBepO-BOCTOUHBIH CEKTOp 5), MO
yiute XonbopH, gom Ne27, r-ny Jx. bpayny;

I') B Manuecrep, 15, yn. Pex Poyn, nom Ne37, na dupmy bpayn bpases;

) B Jlusepmyinsb, 16, yn. Japsun Poan, nom Ne64, pupme «Becren Meran Ko Jlumuren», r-xe Matu
HapBuH;

E) B Bectrdopn, rpadecrBo Xemnmup, yi. bur Poyn, nom Ne33, ¢pupme «Cmut u Can Jitny. Buumanwuro r-
Ha bpayna.

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

A) B aHIIHICKYIO TyOIMYHYIO0 KOMITAHHIO;

b) B aMepHKaHCKYIO KOPIIOPAITHIO;

B) cexpeTtapro — xeHIIMHE;

I') cexkperapro KOMITaHWH;



J) muccuc J1. JIxoHCOH;

E) mucc E. I'pumn;

2K) r-ny Croky (B aMmepuKaHcKo# Gopme);

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

W) cexperapio (B aMepHUKaHCKO# dupme).

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

A) TIucemo Hammcano 25.4.2012, dupme «bpayn Bpases JIta» 1o anpecy: Aurmus, rpaderso Mopkimmp,
ymuta Anbaep Poyn, mom Ne2 1, mo moBoay Barmero 3ampoca ot 15.4.2012.

Hamummre, uto B gomonxenue k Bamemy mucemy ot 15.4.2013 Bbr xotenu 651 cOOOIIUTH €1ie Koe-KaKue
cBeicHUs. B 3akiroueHue BbIpasWTe HAJCKAY, YTO YCTaHOBUTE € (UPMOW IUIOJOTBOPHEBIC JENOBEHIC
OTHOILIEHUS.

b) IMucemo mammcano 21.11.2013, ¢upme «Jlom Ko» (myOmmunas xommanusi) mo anpecy: Hortunrem,
ynuua bumon Poyn, oM Nel5, mo noBoay ux 3anpoca ot 1.11.2013. OtBetsTe, uTOo BBI € YAOBONBECTBHEM
MOCHUTAETE UM MOCIEAHUN KaTaJIoOT U MPEeHCKypaHT.. .. .

B 3axioueHmne HamWIIWTe, 9TO BbI OKHIAE€TE€ B3aMMOBBITOAHON TOpProBiu ¢ ux (upmoin. He 3abynpre
yKa3aTh NPUIOKEHUE Ha § JHCTax.

B) Iucemo Hanmcano 15.12.2013 ¢upme «bpayn Meran Ko» B AHrnmto, 4To0sl 0HO OBLIO MPEAHO T-HY
Cmurty.

Anpec: Jlormon (ceBepHbIii cexTop 6), ynmuma Xairedt Bect Xwmn, mom Ne 32, oTHOCHTENHHO
ob0opymoBanus 1o koHTpakTy Ne 51. Hanwmmute, uTo ¢ coxaleHueM BaM MPUXOAUTCS COOOIIUTH €My,
qT0...

B 3akiroueHre nonpocuTe ero cpouHo BaM OTBETUTH.

IIpaktuuyeckoe 3ansaTue Nell. CouunajibHO-ClIy:keOHASl NepenucKa.

OpranunzanuoHHas Gopma 3aHATHA: TPAAULHUOHHBIA CEMUHAP.
Lenb: ¢dopMupoBaHUE y CTYACHTOB PEUYCBOM, S3BIKOBOW M KOMMYHUKATHBHOW KOMIICTCHIIUH JIS
OCYIIIECTBJICHHS IEJIOBBIX KOHTAKTOB.
B pesynbraTe 0cBOCHHE TEMBI CTYAEHT JOKEH
3HATh: OCHOBHBIE TPaMMAaTHYECKHUE SIBICHHS, XapaKTepHbIE sl MPO(ECCUOHANBHON Pevr; JeKCUIeCKHe 1
CHUHTaKCHUYECKHE 0COOCHHOCTH O(PUIINATLHO-/IEIIOBOTO CTHIISL B aHTTIMHCKOM SI3BIKE.
YMETh: ONPEIEISATh CTHIEBYIO NPHHAICKHOCTh AHTTIMICKHX TEKCTOB O(HLIMAIBHO-IENI0BOIO CTHII,
BUJETh XapaKTepHbIE CTHJIEBBIE YEPTHI; YUTATh OQHUIMAIBHO-AEIOBBIE TEKCThl DPA3IMYHON CTENEHU
CJIIOKHOCTH; CTPOUTHh JHMAJOTHYECKYl0 M MOHOJOTHYECKYI0 pedb C HCIOJb30BaHHEM Hanboiee
YIOTPEOUTENBHBIX JIEKCUKO-TPAMMATHUECKHX CPEICTB B OCHOBHBIX KOMMYHHKAaTHUBHBIX CHTYaIUSIX
oULIMANBEHOrO OOLIEHNS; TOHUMATh TUAIOTMYECKYI0 1 MOHOJIOTHUECKYIO PeUb 110 U3YUEHHOW TeMe.
AKTyaJbHOCTb TEMBI: 00yCIIOBIeHa HEOOXOAUMOCThIO OBNaaeHus: Y K-4.
TeopeTuyeckas 4acTb:

Buapl nenoBoil KoppecnoHIeHINN

Kaxnoe nemoBoe mucbMO MHUIIETCA C ONPENEICHHOM IeNblo, BRIpakaroliee HaMepeHHe aBTopa, T.€.
nepeaaTh Wi Nnoiay4uTh uHopmamuoo. C onpeaeeHHONW 0Jiel YCIOBHOCTH BCE MHOXKECTBO JIETIOBOM
KOPPECIOHACHIIMN MOXKHO pa30uTh Ha rpymnimsl. [lepByro rpynmy o0pa3yoT JenoBble MUChbMa, CBA3aHHbIE
C pacmpocTpaHeHueM uHpopManuu. JlenoBas AEATENBHOCTh MPEANoNaraeT paclpoCTpaHEHUE
WHQOpPMAIUK B CBSI3M C pPa3IMYHBIMHA TNPUYMHAMH: HEOOXOJWMOCTBIO Tepenadn oduImanbHoi
uHpopManuu (MHPOPMALMOHHBIE MMCbMa), HEOOXOJUMOCThI0 HH()OPMHUPOBAHUS MTAPTHEPOB MO OM3HECY
U 3aUHTEPECOBAHHBIX CTOPOH B MPOBEAEHMM TEX WJIM HHBIX MEPONPHUATHH WIM O CYIIECTBEHHBIX
cOOBITHSIX B cepe WX HMHTEpecoB (MMMChbMa-M3BEICHHUS, MMHChMA-IPUTIIANICHHS, TTHChMa-yBEeIOMIICHNS,
MUCHMa-COOOIIEHH S ), HEOOXOIUMOCTBIO HH(POPMHUPOBAHHUSI TAPTHEPOB U TOTEHIIMABHBIX MTOKYTaTeIeld U
notpeduTeneil 0 MpeJoCTaBIsIeMbIX TOBapax M yciyrax (IMCbMa-TIPEAJIOKEHUS, PEKIaMHbIE MHChMa).
Kax npaBuiio, 1eioBbie MMchMa TaHHOW TPYIITBI HOCST MHUIIMATUBHBINA XapakTep.
Bropyio rtpymmy o00pa3yroT [OenoBble THCbMa, CBSI3aHHBIE C OOpamIeHHAMH K TEM WIH WHBIM
OpraHuzalysaM, NpeanpuiTHsM, ¢upmam (B TOM 4YHKCIE€ W HapTHEpaM IO OW3HECY) B CBS3U C
NproOpETEHHEM TOBAPOB, OKa3aHUEM YCIYT WM BBIOJHEHUEM TEX WM MHBIX ACUCTBHHA. DTH MHChMa
MOTYT HOCHTH KaK WHHUIIMATUBHBIA XapaKTep, TaK W ABIATHCS CIEIACTBHEM IOIYYEHHUS ICIOBBIX IHCEM,
OTHECEHHBIX K NpeAplaylie rpymme. Tpereio Tpynmy oO0pa3yloT [eJ0Bble MHCHhMA, SBIISIOIINECS
OTBETaMM Ha IOJyYCHHBIC TPEAJIOKEHUS M MpochObl. YeTBepras rpymma AETOBHIX IHCEM CBA3aHA C
HEOOXOIUMOCTBIO pa3pellleHHs] BO3HHMKAIOIUMX B IPOLECCE JIEJIOBOIO B3aUMOAEUCTBHS CIOPOB U



MPOTHBOPEYMH M OTPAKAIOT PAa3IMYHYI0 CTEIEeHb M TIIyOHHY NMpeTeH3uil (0T MrceM-HalOMUHAHUN 10
nuceM-TpeOOBaHUI M PEKIIAaMAalMOHHBIX TMUCeM). B maATylo Tpymmy BXOAST MHCHMa, CBS3aHHBIC C
BBIpOKEHHEM JIMYHOTO YydYacTusl 1O pa3duuHbIM ToBojaM. He oTpaxkas COOCTBEHHO [ENIOBYIO
JesTeIbHOCT, STH MHCbMAa CIOCOOCTBYIOT TOAACPKAHUIO HEOOXOOMMBIX KOHTAaKTOB, CO3/aBas
HEOOXOIUMYIO 3TUYCCKYIO U IICHXOJIOTUYECKYIO CPely BelleHHs OM3Heca.
HNudopmanmonnoe muckMo (Informative note)
HWHdopmanmoHHOoe THCBMO — JIEJI0OBOE MHCHBMO, CoAepKaliee CBeAeHUS O(UIMaIbHOrO XapakTepa.
HNudopmannoHHble MUchMa OOBIMHO HOCSAT THIIOBOM XapakTep W, Kak MPaBHJIO, PACCHUIAIOTCS OpraHaMu
BJIACTU W YIPABJICHUS Pa3IMYHBIX YPOBHEH TMOJBEIOMCTBCHHBIM OPTaHHU3AIMAM HIM OpPTraHU3allHsM,
JeSITeIbHOCTH KOTOPBIX KacaeTcs cojepikamiascs B HUX HMH(opMmanmsa. B mHpopMalMOHHBIX HHChMax
MOTYT OYKBaJIbHO MPHUBOAUTHCA T€ WM MHBIC MOJIOKEHHS MPAaBOBBIX TOKYMEHTOB, MOTYT COAEPKAThCS
PEKOMEHIAINH, TPEIUIOKEHHUSI W Pa3bsICHEHHUs] M0 WX NMPUMEHEHUIO B ONPENEIICHHBIX CHTyalusx. B
OTJENBHBIX CITy4yasx HHOOPMALMOHHBIE MIHCbMa MOTYT COJIEPKaTh NMPUIIOKEHHS (COOCTBEHHO MPaBOBLIE
JOKYMEHTBI, METOJJUECKHIE YKAa3aHUS U Pa3bICHCHUS H T.II.).
O6bpeM HHDOPMAIMOHHOTO HChMa KOJIeOJIeTCsl OT OHOTO ab3ama 10 ABYX-Tpex crpaHuil. Kak mpaBwuio,
WHQOPMAITMOHHBIE MTUChMA TIOAMUCHIBAIOTCS PYKOBOJAUTENIEM PACCHIIAIONICH UX OpraHU3aIIHH.
IMucemo — coobiienue (Notification)
[Mucemo-coobieHe — JemoBoe MUChMO, COAEpIKAIEee CBENEHUS O KaKUX-THOO COOBITHSX M (haKTax,
NpPE/ICTABISIONINX WHTEepec, Kak Juis aBTopa, Tak M Jus ajapecara. [IMCEMO-COOOIICHHE OOBIYHO
HauWMHAeTCs C OOOCHOBaHHS WM HEMOCPEICTBEHHO C W3JIOKEHHs coo0maeMoi uH(pOpMaluu C
WCIIOJIb30BaHUEM OTHOM U3 CICAYIOIINX KIIOUEBBIX (hpas:
We inform you that ... Hosoaum o Bammero cBeneHwus, 9ro ...

Coobmiaem Bawm, uro ...
We consider it is necessary to make Cunraem HeOOXOIUMBIM ITOCTABUTH Bac

you aware of... B U3BECTHOCTS O...
You are no doubt aware that... BaM, HECOMHEHHO, U3BECTHO, YTO. ..
You may know that... OueBnano, Bam u3BectHo, 4TO. ..

[Ipu cocraBiieHNH MUCEM-COOOIICHUH, SABISAIOIMIMXCS OTBETAMH HA MPOCHOBI WIIM 3alpOChHl, JOJHKHO
cOONIONIATBCS SI3BIKOBOE COOTBETCTBHE: B TEKCTE OTBETA CIEAYET HCIOJIB30BATH TE IKE S3BIKOBBIC
00OpOTBI W JIEKCHKY, KOTOpBIE HCIIONB30Ball aBTOP MPOCHOBI WM 3ampoca, MPU YCIOBUH, YTO OHH
KOPPEKTHBI B SI3bIKOBOM OTHOIIICHUH.

[TuceMO — yBeTOMIICHHE

[TucbMO-yBeJIOMIICHHE — JIETI0OBOE MUCHMO, COjepikaiiee OGUIMATBHYI0 WHPOPMAIUIO O KAKOM-JIHOO
MEpONPUITHH WIH JCUCTBUSIX, MMEIOIINX OTHOIICHHE K ampecary. [IMChMO-yBeJOMIICHHE OJM3KO 10
HA3HAUCHHUIO M  COJCPKAHUIO IMUCHMY-COOOIICHHIO, THCHMY-WU3BEIICHHIO MU  TPUTJIANICHHIO.
YBenomiieHuss MOTYT MyOJIMKOBAThCS B CPEACTBAX MAcCOBOM MHMOPMAIMU JIJIsl OTIOBEINEHHS OONBIIOTO
Kpyra 3anHTEepPECOBaHHBIX JIHII. Yalle Bcero B MuchbMax-yBeJOMIICHHUIX HCIIONB3YeTCs KItoUYeBas pasa:
We notify that YBepomiisieM, UTo ...

ITuceMo — U3BeEIICHUE

[MuceMo-u3BenIeHue — ciy)e0HOe MUCHMO, cojiepKaliee HHQOpMAIHI0 00 OpraHnu3allK U IPOBEICHUH
Pa3IMYHBIX MyOJIMYHBIX MEPONPHATHI (COBEIIAHWH, CEMHUHAPOB, BBICTABOK, KOH(MEPSHIWHA M T.IL).
[TucbMa-u3BEHICHUST PACCHUTAIOTCS IUPOKOMY KPYTy OpTraHU3alui, yupexkIeHuH, GUPM U TIPEATPUATHIA
JUISl UX TIPUBJICYEHUS WJIM TPHIJIAIICHUS K YYacTUIO B yKa3aHHBIX MEpONpUsATHsAX. B 3aBHCHMMOCTH OT
0COOCHHOCTEH TPOBOJMMBIX MEPOIPUATHN WM CrHenu(UKHA OTHOIICHUH C aapecataMd MHChbMa-
U3BELICHUS MOTYT JINOO TOJBKO COOOLIATH O MPOBOIMMOM MEPOIPUSITHH, BDEMEHU M MECTE TIPOBE/ICHHMS,
a00 OJHOBPEMEHHO TpHIJIAIIATh K YYacTHIO C WHQOPMHpPOBAaHHMEM OO0 YCIOBHAX Yy4acTHi B
MEPOMPHUSITHH U COJCPIKATh IPYTYIO BCIIOMOTATEIbHYIO HH(POPMAIIUIO.

ITucemo-nipurnamenne (Invitation)

[MuceMo-Tipuriamenne — JeJI0OBOe MUCHMO, CoZepiKaliee MHPOpMAIUI0 O KaKOM-ITHOO MPOBOIMMOM
MEPONPHUSITHH U MTPUTTIALIICHHE a/[pecaTy MPHHATH B HEM ydacTHe

[Mpurnamenus Moryt oGoOpMIIAThCS Kak Ha OaHKe MUChMa, Tak M B MPOU3BOJIILHOM (opmare ¢
Pa3IMYHBIMU JIEMEHTaMU XYI05KECTBEHHOTO O(OPMIICHHS.

B muchMax-mpuriameHusx, Kak MpaBUiio, WCTONB3YyeTCs JTUYHOE oOpaieHue K ampecary: Dear ... u
KJTFOUEBBIM TJIar0JIOM SIBIIIETCS TJIaro invite.
... invites you to take part in .... ... ipuriaimraer Bac npuHsTh yyacTHe B...

We invite you to visit our exhibition... Tlpurnamaem Bac moceTuTs Haury BBICTaBKY...



[Muchma-npurinanieHus, HarmpapisieMble B BBIIICCTOSIINE OPraHU3AIMK, OPTaHbl BIACTH W YIPABJICHUS,
W3BECTHBIM JIMIIAM, JIOJDKHBI TIOANMUCHIBATHCS PYKOBOAMTENEM opranu3anui. OHH pacChUIalOTCS 110 ITOYTe
WIN KyphepCKOW CBSI3bI0, HO HE JOJDKHBI MEpeaBaThCsl MO KaHajdaM JJIEKTPOCBA3H (B YaCTHOCTH, IO
kaHajgaMm (haKCUMUJIBHOW CBsI3u). PacchUika mpuriameHus B KOMUM 10 TOYTE WM 10 KaHajlaM
(haKCUMUIBHOW CBSI3M JIOMMyCTUMa B TOM CJIydae, €CJIH MPOBOJUMOE MEPOINPHATHE HOCHT pabouuii
xapaktep (COBeIIaHWe, 3acelaHue KOJUICTUH, KOMHCCHH, COBETa) WM OPraHU3aTOPhl MEpPOTPHSITHS
3aWHTEPECOBAHbl B MPHUBICYCHUH K HEMY KaK MOXHO OOJBIIEr0 KOJMYECTBA YYaCTHHKOB (HAy4HBIC
KOH()EPEeHIINH, CHMITO3UYMBI, CEMUHAPHI U JIP.).

Pexmramuoe mucemo (Advertising)

W3BecTHO, 4YTO OCHOBOM BCSKOH TOPTOBIM SBISETCA pekiaama. [lo3ToMy OJHHUM U3 INAroB K
YCTaHOBJICHUIO MTPOYHBIX JICTIOBBIX KOHTAKTOB SIBJISICTCS 0OMEH PEeKJIaMHBIMU MaTepUaJIaMU C IEJIbIO 1aTh
KaK MOXKHO OoJiee TIOJTHOE MPECTABICHUE O TOM MPOXYKIUH (MH(DOPMAaNWH, yCIyrax), KOTopas MOXET
CTaTh OCHOBOH OyAyILIEero mapTHEPCTBA.

Haubonee momymspHBIM, MPOCTBIM H JIOCTYIHBIM CpPEACTBOM pEKJaMbl ObUIa M OCTacTCsl IedyaTHas
NPOAYKIMS — TPOCHEKTHI, KaTaJOrH, PEKIAMHbBIC JIMCTOBKH W OpOLIIOPHI, Mpecc-pelu3bl U mp. B
PEKJIAMHOM MUCHME XKETaTENbHO MPOSIBUTH U3BICKAHHYIO BEXKJINBOCTb.

H3BecTuth JACJIOBOr0 mapTHEpa O BBICBUIKE TEX HJIW WHBIX MAaTCpUaIOB (HpI/IJ]O)KeHI/ICM K NUCbMY HIIN
OTJIENBHOM 0AaHAEPOIBIO) MOKHO CIEAYIOIIIM 00pa3oM:

We are attaching some ITpuBOAMM HEKOTOPYIO HHPOPMAIIHIO O...
information about...

| enclose the description of... [Npunararo onucanue

I am enclosing a folder with IMpunararo MOAMIKBKY ¢ HH(MOpPMAIHEi
information on our new ... O HAIlIUX HOBBIX ...

Our new trade list will be available Harr HOBBIN epedeHb TOBapOB

in a week and we are making anote  ©yaer rotoB uepe3 HeIelo,

to send you one as soon as it comes U MbI BBIIIIIEM BaMm sk3eMIusip,

off the press. KaK TOJBKO OH BBIMIET M3 IEYATH.
We would like to draw your attention Xortum oOpatuTh Baiie BHMMaHKE Ha
to the attached press release announcing HpHUJIAraeMblil TIPECC-PENn3, KOTOPhIM

the launch of... products and services. Ml u3BeIaeM 0 HaIIEH MPOAYKIHH
W ycllyrax B O0JIacTH ...

Our new catalogue will be published Harir HOBBIH KaTaior BCKope OymeT
soon, and | shall send you a copy U3J1aH, U s BBIIUTIO Bam sK3eMIusp,
when it appears. KaK TOJIBKO OH TIOSBUTCH.
As you requested, we are enclosing ITo Bamreii mpockOe npuiaraem
a copy of our latest catalogue. 9K3EMIUTSP HAIIEro MOCIIEIHEr0 KaTajaora.
Enclosed you will find the latest IpusaraeTcst caMblii IIOCITIEIHUM MTEpEeUIEeHb
listing of our products. Halell HOBOH MPOYKIIUH.

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

on a regular basis. KaTaJIOru PeryJssipHo.

[Mucemo-npocrda (Request)

[Mucema-TipockOBI — JIENIOBBIEC MHCHEMA, UMEIOINE PAa3HOOOPa3HYI0 TeMaTHIEeCKYI0 HaIllPaBlIeHHOCTh, OHU
MOTYT COCTaBIIATHCS TPAKTHYECKHA IO BCEM HAIMPABJICHUSAM JESATEILHOCTH oOpranmzanuu. Ilucemo-
poch0a MOXKET COCTOATH TOJIBKO M3 OJTHOW WITH ABYX YacTei. B mepBoM cirydae oHO HaunHAETCS (hpa3oii:
We hereby (kindly) request... [Ipocum ...

Bo BropoMm cityuae 0HO coepKHUT 0OOCHOBaHHME MPOCHOBI U M3JI0KEHHE caMoil pockObl. OO0CHOBaHNE
MPOCKOBI OOBIYHO HAYMHACTCS C KIFYEBBIX (pas:

Taking into consideration B cBsi3u c...

Due to the fact

In connection with

With reference of

According with/to B cootBercTBHU C
a U3JI0KEHHE TIPOCHOBI ¢ (hpassbl:
We kindly request you to provide [Tpocum Bac npeoctaButh JaHHbIC

0 ... information about...
HpOCI:6a MOXKET (bOpMyIIHpOBaTBCﬂ 1 0e3 UCIIOJIL30BaHUs IJ1arojaa «OpOCUTHY, HAITPUMEDP:
We hope for a positive solution... HaneeMcst Ha MTOJIOXKHUTENBHOE



of the problem peleHre BOIpoca ...

ITpockba, kak cocTaBHast 4acTh MHCbMAa, MOXKET NMPHCYTCTBOBATh W B IPYTMX BHUAAX IEIOBBIX IHCEM,
HarpuMep B COMPOBOIUTENBHBIX, FAPAHTHHHBIX U Ap. [InchMo-nipock6a TpeOyeT nuchMa-oTBeTa.
[Tucemo-3as1BKa

IIncekMo-3asiBKa — 3TO Pa3HOBHUIHOCTH NHCHMAa-TIPOCKOBI. OOBIYHO MHCHMa-3asBKA HE TpPeOYIOT
NUCBMEHHOTO OTBETa. B OTBET Ha NHCHMO-3asBKYy IIOJyYaTelIeM OCYIICCTBISIFOTCS OMNpE/ICIICHHBIC
JCUCTBUSL TI0 peajM3alli 3asBICHHOW NPOCHOBI: BKIIOYCHHE YKAa3aHHBIX B 3asBKE JIMI] B YHCIO
YYaCTHHKOB KaKOTO-JIMOO MEpOIPUATHS, BHICBIIKA HEOOXOIMMBIX MaTepHAIOB WIM M3JaHW W T.aI. B
TEKCTe 3assBKH OOBIYHO HCTIONB3YIOTCS T€ )K€ SI3BIKOBBIC 000POTHI, YTO M B MUCHMAaX-TIPOCK0ax.
[apanrtuitnoe mucemo (Letter of guarantee, letter of assurance)

[apaHTuHiiHBIe MHCbMa — 3TO JEJOBBIC MUChMa, COJACpPIKAIIUE O0S3aTENbCTBA OIUIATHI, BBIOJIHCHUS
paboT, BO3BpaTa KpeanTa U T.N. B kKadecTBe ajpecaToB rapaHTHHHBIX MHCEM BBICTYNAIOT OpPTraHU3AIMU
WM KOHKPETHBIC JIHIIA.

[apaHTHiiHOE NMHUCBMO OJHOBPEMEHHO SIBJSIETCS M MHUCHMOM-TIPOChOOW. FOpuamueckyro 3HAYUMOCTh
rapaHTHHHOMY ITUCBMY TIPHIAET HCIOIB30BAHNE TAKUX YCTOMYHMBBIX S3BIKOBBIX 000POTOB, KaK

We guarantee payment Omutarty (TIpemocTaBIeHUE yCIyT. )

(service delivery) rapaHTupyem

B rapanTHitHOM nHChMe YKa3bIBAaIOTCSI OAHKOBCKHE (IUIATEKHBIC) PEKBU3UTHI €r0 COCTABUTEIIS.
[Mucemo-3ampoc (Inquiry)

[Mucemo-3anpoc (inquiry, Wi enquiry) KOMIIaHUs MOCBUIAET, KOT/Ia XOUET:

— MOJIyYUTh MOAPOOHYI0 HH(OpMaInio 0 ToBapax (goods-,

— y3HaTh, IMEIOTCS JI OHM B HanmunH (availability of goods);

— YTOUHUTH BpeMsi 1 cpoku noctaBku (delivery dates);

— MONY4YHTh MH(GOpMANKI0 00 YCIOBHAX IMOCTaBKM M ckuakax (terms and discounts), crmocobe
TparcnioptupoBku (method of transportation), crpaxoBanuu (insurance);

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

— moJTy4uTh Katayoru (catalogues) u o0pasisl ToBapa (samples of goods), u T. 1.

[Ipu HanMcaHUM MHCEM-3aIPOCOB CIEAYET KaK MOKHO 00Jiee MoApoOHO U3JI0KUThE CYTh Bompoca (to give
full details), uro mo3Bonut Bamemy nenoBomMy mapTHEPY COKPaTHTh BpeMs Ha COCTaBJICHHE OTBETA.

B cnyuae, eciiu Bbl oOpariaetech ¢ 3anpocoM B JIaHHYIO KOMIIAHHUIO MEPBBIA pa3, B MUCHMO XKeJlaTeIbHO
BKJIIOYUTH CJICAYIOIINEC ITYHKThBI:

1. Ykazanue Ha HCTOYHUK WHPOPMAIIMH O JTaHHON KOMITAHWU U €€ TOBape.
2. CyTs Bompoca.

3. Kpatkue cBenenust o Bamieit komnaHuu.

4. Bripaxxenue HaiexKAbl HA COTPYIHUYECTBO.

Ilpuuem coBceM He 00s3aTENBPHO CTPOrO NPUAEPKUBATBCA JaHHOW MOCIeAOBaTeNbHOCTH. llpn
MOBTOPHOM 3aIlpoce B IMCbMO OOBIYHO BKIIFOYAETCS TOJBKO BTOPOW MyHKT. Kak 1 OONBIIMHCTBO APYTHX
JIENIOBBIX TIMCEM, IMUCBMO-3allpoC, Kak MpaBWIIO, TedaTaeTcss Ha (QupMEHHOM OlaHke, Ha KOTOPOM
yKa3aHbl Ha3BaHUE KOMIIAHUK-OTIIPABUTENS 3alIpoca, €€ MOYTOBBIN aapec, HoMepa Tese(oHOB U dakca.

B 3anpocax 00bIYHO HCTIONB3YIOTCS CIAEAYIONINE KITUIIIE:

Please inform us ITpocum cooOIIUTH

Please send us ITpocum BbICIATH

We should be pleased if you could Mp1 Ob11H OBI pafpl, eciiy Obl HaM
inform us CoO0ImMIH

We shall be obliged to Mp! Ob1TH OBl IPU3HATEIBHBI OTYYHUTh
receive your(price-list) Ba (mpeiickypaHr)

We shall be grateful if you will Mg 6yaem GarofapHsl, eciii Ber
kindly send us your catalog 7F00€3HO BBINUTUTE HAM CBOHM KaTaior
We are interested in Mgl nHTEpEcyeMcs

We are in the market for MBI HaMepeHbI 3aKYITHTh

Quote prices (terms) VYkaxure 1eHbl (YCIoBus)

With reference to your Ccrinasich Ha Bamry pexiiamy B ...
advertisement in...

Referring to your advertisement Ccrinasich Ha Bamry peximamy

We have an inquiry for MBpi xoTenu Obl TIOJIYYHUTh

WHPOPMALIHIO O. ..
In connection with this ... B cBs13u ¢ aTHM



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)

MpbI pounTalI Bally peKyiamy B...
Mpbl y3HAIIU O IPOAYKIIUU

Balllcii KOMIAHUU U3...
Mer xoTenu Obl KyIHUTh
(MMIIOPTHPOBATH | T. 11.) ...
Bonwiioe cnacu0o 3a Ballie IUCbMO
M1 OBLITH OYEHB PAJIbI MTOTYYUTh
Bamme miucemo
bnarogapum Bac 3a Bam 3anpoc
MpeI npusHaTenbHbI 32 Bame nuceMo

IIpunaraem k cemy

Pagp! BeicIaTh BaM

Pazp! BeicaTh BaM B OTBET Ha Balle
MUCHEMO (3a1poc)

CcoL1asich Ha Ballle MHUCHEMO OT ...
Kak BBI Ipocuu B BalieM MUChME OT. ..

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

CoracHo Baliemy 3amnpocy
[TocstaeM Ha Ballle pacCMOTpEHHE
[To3BonbTe 0OpaTuTh Bamie BHUMaHMe 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-npemoxxenune (Offer)
[TuceMoM-nipeanioxenreM noctaBmuk (the Supplier) o6pI4HO OTBeyaeT Ha muchbMoO-3amnpoc. OTBevas Ha
o0l 3ampoc, oH OJaroAapuT 3a MPOSBICHHBIA MHTEPEC W OOBIYHO TpUIIAraeT MpercKypaHTH (price-
lists), karanoru (catalogues) wiu ycinoBus TUIIOBOro jorosopa (typical Contract). OTBeT Ha crienUaIbHBIN
3anpoc NpeayCMaTpUBaeT OTBETHI HA BCE BOMPOCHI MOTCHIIHATBLHOTO KITUCHTA.
CtpyKTypa nuChbMa-TIpeI0KEeHH:

[Ipocum cooOmuThE HaM
KaK MOKHO CKODEE ...
MB!I siBIIsIEMCSI JUCTPUOBIOTOpaMHU
(uMmopTepaMu, MPOAABLAMHU U T.IL.)...
Mgl OB XOTENHN YCTAHOBUTH KOHTAKT
C IPOU3BOAUTENSAMH (IIOCTABLIMKAMH).
Bamm uznenus Hailnyt y Hac
CBOETO TIOKYTIaTelsl.
C HereprieHueM xJeM Barrero orsera.
Bynem npusHaTenbHbI

3a OBICTPBIN OTBET.

1. IToBox Hanmucanus.

2. OTBeTHI HAa BOPOCHI MOTEHIIMAIBHOTO 3aKa34yHKa.
3. JloTIOTHUTENBHBIE TTPEI0KEHNS.

4. BripaxxeHue Haiex bl Ha 3aKa3.

OtBeuast Ha BONPOCHI, CIEAyeT JaTh TOYHOE OMKCAaHHWE TOBapa, MO BO3MOXKHOCTH CONPOBOIUTH €ro
¢doroMaTepranamMu W/HWIM pUCYyHKamMu W/uinu obOpasuamu (samples). Ilpu onpexnenenuu neHsl (price)
YUUTBIBAIOTCS BO3MOXKHBIe CKuaku (discounts). OTAeNbHO PEIIAIOTCSA BOIPOCHI PACXOIOB HA YIAKOBKY
(packing), TpaHCHOPTHBIX pacxoJioB (transportation costs), ycinoBuii mocraBku (terms of delivery) u
orathl (terms of payment).

[Muchma-npeiyIoKEeHNsT MOCKUIAIOT Takke 0e3 MPEeJIIECTBYIONIEro 3ampoca, €Clid MOCTABIIMK JKeJaeT
NpUBJIeYh BHUMAaHHE TOTCHIUAIBHBIX KIMEHTOB WM HaWTH HOBBIX 3aKa3YMKOB Ha KOHKDPETHEIC
npoayKTel (special products) wmmm wux accoptumeHnt (range). TBepmoe mpemioxkenue (firm offer)
npeaycMaTpuBaeT 0coOble YCIOBHs, HapUMep, KOHeuHbIH cpok (deadline) momyueHus 3akasa U CUCTEMY
CKHUJIOK B 3aBHCHMOCTH OT KOJIMYECTBA TOBApa M JPYTUX YCIOBHIA.

B npeutoskeHusIX 0OBIYHO MCIIONB3YIOTCSl TAKOTO pojia (pa3bl-KITUIIE.

On favourable terms we offer you... Ha BBITOIHBIX yCTIOBUSX... IpeaiaraeM Bam

We have pleasure in offering you, C yIoBOIIBCTBHEM TIpearaeMm Bawm,



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
your interest in...

We are most pleased

that you want to buy...

We are glad to say that

we can reserve you ...

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

We take pleasure in sending

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

are informing you that...

We enclose our catalogue with

the latest price-list.

Our detailed catalogue will
demonstrate the wide range

of our products

Our proposal is valid till...

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

We can give you a 5 per cent
discount.

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

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

of your requirements.

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

if we can expect your order.

npu yciioBuH Bamrero akienTa
TEJIEKCOM

Ota odepTa Aenaercs Mpu yCIOBUH

Bamrero HemMeAJIeHHOTO OTBETA. . .

Mz npensaraem Bam ToBapsl, npu

ycloBuM Barmero moaTBepikicHuS

B TECUCHHUE ... THEU

C JIaThl IAHHOTO NMUChMA

Mer1 niepkum 3Ty odepTy OTKPBITON

JUTsE akieniroBanus Bamu f10. ..

C ynoBOJLCTBUEM MpeaiaracM Bam
0e3 00513aTeNbCTB. . .

Ora oepTa aenaercs O6e3 KaKOro-
160 0053aTENBLCTBA C HALIEH CTOPOHBI.

Orta odepTa neiicTBUTENbHA JIUIIH B
TOM ClIyuae, €ClId TOBap elle He Oyaer
IPOJaH 1o noyiyyeHuu Bamero orsera. ..

Ota oepTa maeTcs Ha TOT Clydaid,
€CJIM MalllhHa elle He OyZeT npojana
o nojy4yeHuu Bamero orera. ..
Hawm 6bL10 mpHUSTHO y3HATH O
Baieii 3aMHTEpECOBaHHOCTH B ...
MBz1 0YeHB JOBOJLHEI,
YTO BBI IOXKEIATH KYIIHTb ...
MBI pajibl COOOIIHUTS,

YTO MOYKEM OCTaBHUTh 33 BaAMU ...

Bruno ouens mobe3Ho ¢ Bareit
CTOPOHBI IPOSIBUTH TaKOMN
WHTEpeC K Haiel padoTe...

C yIoBOJIBCTBHEM ITOCHUIAEM BBIOpaHHBIE
BaMH 00pasIbl U NPEAJIaraem ...
Ha Bam 3anpoc oT... Mbl
coobmraem Bawm, uTto ...
MBI npuitaraeM Hai KaTajor
C HOBEHUIINM NPEHCKYPaHTOM.
Hamr moppo0OHeIit peicKypaHT
ybemuT Bac B pa3HOOOpa3uu
HAaIIIeTO aCCOPTHMEHTA.

Harmre mpeioxenne AeiiCTBUTENBHO IO ...
Me1 noctasnsieM Ha ycnosusx CUO.
Llena BKIIIOYAET yIIaKOBKY

Y TPAHCHIOPTHBIE PACXOBI.
MBI MOXKEM NpeI0CTaBUTh
BaM 5 % ckuKy.
Kak BusiHO U3 Halllero npeuckypaHra,

Hally LIEHBI 110 KpaiiHel Mepe

Ha 3% HIKe PHIHOYHBIX.

51 ocobenno oOpararo Baiie BHUMaHHE Ha...
KpoMe yrnoMsiHyThIX BBIIIIE TOBAPOB
Hama Gupma IpoOU3BOAMT TAKKE (CM....)
Jns Bammx neneit Bam Jiydiie
BCEr0 MOJOUJIET MOJIEIb. ..
M&1 ipocuM Bac emie pa3 00CyauTh
Hallle PEJJI0KEHNE U COOOLIUTh HaM,
MOJKHO JIM paCCUMTHIBATh Ha IOIyYEHHE 3aKa3a.



| 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.

51 mpoury Bac ObicTpee 0hOPMHUTH 3aKa3,
TaK KaK KOJMYECTBO 3TOTO TOBapa
Ha CKJIaJIe OrPaHUICHO.

Me1 ObiTi OBI OYEHB pajibl TOTYIHTD
OT Bac 3aKa3 Kak MOXKHO CKopee.
Ecnu Bac He ycTpanBaet Haie
MPENIOKEHHE, TPOCUM COOOIIUTH
HaM O NMPHYHHE.

We are looking forward to hearing C HeTeprieHHEM KJeM OTBETa.

from you soon.

ITucemo-3akas. IloarBepknenne u otkiaoHeHne 3aka3oB (Order. Acknowledgement (Confirmation) and
Refusal of Orders)

Hns toro 4roObl chenath 3aka3 (to place an order) Ha 3aKynmKy TeX HJIM WHBIX TOBapOB OOBIYHO
3aIONHSIOT CTeNHaTbHbIe OJaHKM 3aka30B (order forms), B KOTOPBIX yKa3bIBaeTCA KOJUIECTBO (quantity)
u3nenuit, ux onucanue (description), meHa (price), ycioBus oriatsl (terms of payment), gata mocTaBKU
(date of delivery), ckunku (discounts) u 1.11. B psine ciydaes, korja He0OXOUMO MPOSCHUTh OT/IEIbHEIC
MyHKTHI 3aka3a (to make certain points quite clear), mumercs compoBoAWTENpHOE MUCHMO (covering
letter), k KoTOpOMY TIpHIIaraercs 6JaHK 3aKasa.

Ecnu IIponasen (Seller) mmm [TocraBmmk (Supplier) ToBapa B COCTOSHUM BBIITOTHATE 3aKa3, OH MOCHUIAET
[Mokynaremto (Buyer) noarsepxaenue 3akasa (order acknowledgement, or confirmation), kotopoe yare
BCEro TpeACTaBIsieT coboil komumio 3aka3a (order copy, or duplicate), moamucannyto IIpomasmom.
OOBIYHO TOATBEPXKICHHE 3aKa3a MPHIIAraeTCs K COMPOBOJUTEIBHOMY MHCHbMY, B KoTopoM [Ipomamert
BBIpaKaeT OJaroJapHOCTh 3a 3aKa3, a Takke cooOmiaer Ilokymaremo O TeX WM WHBIX M3MEHEHHSX
(M3MEeHeHNH 11eH, CPOKOB TIOCTaBKH U T. 11.).

Ecmu Tponagen mu6o IoctaBnimk ToBapa mo KakMM-IU00 MPUIMHAM HE B COCTOSTHUU BBITMIOJIHUTD 3aKa3,
oH 1100 oTKa3biBaeTcs OT 3akaza (to refuse (to reject, to decline) the order), nmubo mnpeanaraer
aJICKBaTHYIO 3aMeHy (substitute) ToBapy, KOTOPOro HET B HAJTHUWH.

Knvine v BeIpaKeHHs THCEM-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 Bamie nucemo (¢axc) or ...,
MbI OarogapuM Bac 3a...
NmMeeM yn0BOIBCTBUE IPUIIOKUTD K
JTAaHHOMY NTHCbMY Harl 3aka3 Ne ...
MBI npusaraeM Haul 3akas Ha...
MpbI npuHUMaeM Ballle MPEeAIoKEeHNUE U
HMMEEM YI0BOJIBCTBUE PA3MECTUTH
y Bac 3aKa3 Ha...
IIpocuM MOATBEPAUTH, YTO BbI
MOYETE OCTABUTb...
B xauecTBe nNoATBEPKIECHUS 3aKa3a
IIPOCHUM BbICJIaTh HAM IMOAINMCAHHYIO
Bamu xonuto 3akasa.
IIpocum nocTaBuTh...

Knumie u BeipakeHus MUCEM-TIOITBEPKICHUHN 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.

bnarogapum Bac 3a Bam 3aka3z Ne ... ot ...

Kax Bbl npocuny, Mbl ipusiaraem

KOITHUIO 3aKa3a, MOMUCAHHYIO

HaMH, KaK IOATBepkaAeHue Baiero 3akasa.

ME&I oaTBEpIKIaeM, UTO TIOCTaBKa OyaeT
Mpow3Be/eHa K ... (TAaKOH-TO JaTe).

Hapneemcs, 4To BbI OyeTe HIMETh XOPOIIHN
000pOT, U MBI OyIeM COTPYTHHYATH C
BaIlle KOMITAaHUEH U B TaJbHEHIIIEM.

[TocTaBka OymeTt mpousBecHa B
COOTBETCTBUHU C BAIIUMU UHCTPYKLUSIMHU.

Kinmie v BeIpakeHus, UCTIONIb3yeMbIe IPU OTKIIOHEHHUH 3aKa30B:



We are sorry (we regret) to let you K coxaneHnro BEIHYKIEHBI COOOIIUTE

know (to inform you) that we cannot BaM, YTO MBI HE MOKEM BBIIOJHUTE Balll
execute your order because of... 3aKa3 1o MPUYKHE ...
The goods you ordered are no ToBapa, KOTOpBIii BBI 3aKa3ay,
longer available. 6OJIbIIIE HET B HATUYHH.
We can offer you a substitute. MoskeM MpeIoKUTh BaM 3aMEHY
[Mucemo — Hanmomunanue (Reminder letter)
[MucbmMo-HANIOMUHAHUE — JIEJIOBOE€ TMHCHMO, HCIIONB3yeMOe TIPU HEBBIMOIHEHUH OpraHu3aIlueii-

MApTHEPOM B3ATHIX Ha ce0sl 00s3aTeNbCTB WM NPUHATHIX JOTOBOpeHHOCTEW. KirroueBbIMU (ppazaMu
TaKUX MHUCEM SIBIISIOTCS:

We are sorry (We regret) to have to K coxanenmuto, BBIHYKI€HbI HATOMHUTH Bawm, 4To0.. .-
remind you that...
We have to remind you that... MBI BBIHYK/I€HBI HATIOMHUTD
Bawm, uro...
We wish to draw our attention to O6pamaem Baire BHUMaHME Ha

the fact that... Tor ¢axr, uto

We would like you to note that...

We wish to bring to you notice that...

TekcT muchbMa-HAIOMUHAHUS MOXKET BKJIFOUATh B ceOs JIBE YACTH: CChIIKU HAa O(QUIHATHHBIN TOKYMEHT, B
KOTOpPOM 3a(MKCHpPOBaHBl 0053aTeNbCTBA CTOPOH WIIM OOCTOSITENBCTBA, B CBS3M C KOTOPBIMH
opranusanus 06H33Ha MIpEeAINpPpUHATL ONPCACIICHHBIC I[eﬁCTBHSI, u HpOCL6y BBIIIOJJTHUTH B CBs3U C 3TUM
omnpeJieNieHHbIe AeUCTBHS. JJOBONBHO YacTO TaKue MUChbMa COJACPIKAT TONBKO COOCTBEHHO HATIOMHHAHUE.
B OTACIBbHBIX CIIy4YasixX NHUCbMO-HAIIOMHMHAHHUE MOXCET COACPKATh TPETHbIO YaCTh: NPCAYHNPCKIACHUEC O
BO3MOKHOCTH NPUMCHCHHS OIIPCACIICHHBIX CaHKHI/Iﬁ Py HECBBINOJHCHUHM aAPeCaTOM B3ATHIX Ha 06651
00513aTeNLCTB, HAIPUMED:

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

In the case of your failure to make B ciydae Heymatel
payment(s)

Should you fail to make payment(s)

ITucemo-tpeboranme (Require, Dunning letter)

[Tucepma-TpeOOBaHMS COCTABIISIOTCS B CUTYAIMsAX, KOTJIa OpraHU3alys-TIapTHEP HE BBITIOJIHSET B3ATHIC HA
ce0s1 00s3aTeNbCTBA WIIM BO3JIOXKEHHBIE Ha Hee (yHKIMH. [lo CpaBHEHHIO C CHTyalMsSMH, KOrJa
HAMpPAaBJISIOTCS MTUCbMa-HAIOMUHAHUS, 37IeCh HEBBIMONHEHHE 00s3aTEIbCTB HOCUT CHCTEMATHYECKUH
XapakTep WIK UMEEeT MECTO HTHOPHPOBAHHUE BBICTABIISIEMBIX MPETEH3MN. 3a4acTyl0 MUChMY-TPEOOBaHHIO
IpeIIeCTByeT NHChMO-HanioMuHanue. [lncema-TpeboBaHms, Kak MPaBUIIO, UMEIOT CIIOKHYIO CTPYKTYpY.
B Hux 00s3aTenbHO W3IAraroTCs YCJIOBUS 3aKIIOYCHHBIX JIOTOBOPEHHOCTEH CO CCBUIKOW Ha
COOTBETCTBYIOIINE JOKYMEHTBI, OTIMCHIBACTCS CIIOKUBILASCS B CBS3M C UX HEBBIMOJHEHHEM CUTYaIIus,
dopmynupyercsi TpeOGoBaHHE O HEOOXOAMMOCTH BBINOJHEHHs OOS3aTENbCTB M Yrpo3bl NMPUMEHEHUS
CaHKIM{ B aJjpec KOPPECTIOHICHTA, €CJIN 00s13aTeNbCTBa He Oy IyT BHITIOJTHEHBI.

KnroueBbiMu pazamul B micbMax-TpeOOBaHUSX MOTYT OBITh:

We urgently require to perform CpouHO TpeOyeM BBITIOHUTD

(send, grant, pay)... (BBICTIATH, IPEIOCTABUTD, IEPEUUCITUTD)...
We require fulfil the obligations TpeOyeM BBINOTHUTD B3STHIE

under the agreement. Ha ce0st 00s13aTeNbCTBA.

So far (Up till now) we have Jlo cux 1mop MBI HE TIOJTyYHIT OTBETA. ..

received no replay.

We cannot accept your point Mpb1 He cornacHbl ¢ Bameit Toukoit
of view for the following reasons... 3pEHUS MO CIECAYIONIUM NPUIUHAM. . .
In case of your refusal... B cityuae Bamero otkasa. ..

Should you refuse...

VYTpo3sl B aipec KOPPECIOHIEHTa MOTYT (hOPMYITHPOBATHCS CIACIYIOIUM 00pa3om:
Otherwise, you will be presented B mpotuBHOM ciiyuae Bam OynyT
to the penal provisions. MPEIbIBIICHBI IITPa(QHBIE CAHKIINH.



Otherwise the case will be submitted B mpoTuBHOM cityuae enno Oyaer

to arbitration. nepeaano B ApOUTPaXKHBIHA Cy/I.

[Iperensuonnoe (pexnamanuonHoe) nucbMo (Claim)

[Iperensuonnble (peKiIaMallMOHHBIE) THChbMa COCTABISIIOTCS B CiydasX, €CIH NpPU HCIOJHEHUH
JIOTOBOPOB OJTHA U3 CTOPOH HapyIaeT B3sAThIC Ha ce0s 00s3aTenbcTBa. Bo MHOTHX ClTydasx Takue mrchMa
MOSIBISIFOTCS  TTOCIIE TOTO, Kak OBLIM OCTaBIeHBI 0€3 OTBETa MHChMa-HATIOMUHAHUS WM MUChMa-
TpeboBanus. lLlenp mpereH3um (pexinamanuy) — BO3MECTHUTH IOTEPH, IOJNYYCHHBIE B pe3yibTare
HapyIIeHUs YCIOBUAN HoroBopa. TeKcT mpeTeH3nu (peKiIaManii) BKIIOYaeT B ce0s:

- OCHOBaHHE JUIs TMPEIAbSBICHUS MPETEH3MH (CCHUIKA Ha JIOTOBOP, 3aKIIOYCHHBIN MEXIy CTOpOHAMH,
rapaHTUHHOE MUCHMO MU UHBIE 00sI3aTENbCTBA);

- IpeJMET MPETEeH3UH (TOJKHO OBITh YKa3aHO, KaKoe 00s13aTeILCTBO HAPYIICHO U B KAKOH Mepe);

- JIOKa3aTeNbCTBA (CCBUIKM Ha JOKYMEHTBI, TIOATBEPIKAAIONINE HAPYIICHUE JTOTOBOPHBIX 0053aTENLCTB
BUHOBHO! CTOPOHO);

- KOHKpeTHbIe TpeOOBaHWS COCTAaBUTENSl NPETeH3UH (TpeOOBaHHE 3aMEHBl HEKaueCTBEHHOTO TOBapa,
TpeOOBaHNE YIIEHKH TOBapa, TpeOOBaHWE CKUAKH C OOIIedl CTOMMOCTH MapTUH TOBapa, TpeOoBaHHE
pacTop>KeHUs] KOHTPAKTA UK BO3MEIIECHUS YOBITKOB | JIP.).

HpI/IJ'IO)KCHI/IHMI/I K OpETCH3UNU MOTYT 6BITL TaKUC NJOKYMCHTBI, KaK aKT 3KCIICPTU3bI, aKT HECOOTBCTCTBUA
TOBapa MO KOJIWYECTBY M KAYeCTBY, PEKIAMAIMOHHBIA aKT, TPAHCHOPTHBIC JOKYMEHTHI W Jp., B
3aBHCUMOCTH OT TpeaMeTa peTen3un. Hanpumep:

We present you a claim... [penbsiBnsieM Bam nperensuto. ..
In accordance with the above, please B COOTBETCTBUY € M3TI0)KEHHBIM IPOCHM
send us new consignment stock. Bac ormpaBuTh HaM HOBYIO ITAPTHIO TOBapa

ITucemo — mo3apasnenue (Letter of congratulation)

ITucbMa-mo3ApaBieHss HAMPaBIAIOTCS B TOPIKECTBEHHBIX  CIydasx: OQHUIMANBHBIA TMpa3aHuK,
npodeCCHOHANBHBIN MPa3THHUK, 3HAYUTEIEHOE COOBITUE B )KU3HHU JIOJDKHOCTHOTO JIMIA HITH OPTaHU3aInd
(BpyueHHE HaArpaJibl, I0OUJICH, TPUCYXKICHHE TOYSTHOTO, HAYYHOTO 3BAHMUs, CTCIICHH, N30paHKe B KaKou-
a0 OopraH ¥ Jp.), 3HAUNMBIE COOBITHS B YaCTHOW >ku3HU. [103paBieHus MHITYTCS HA OJaHKE MHUChMa
OpraHM3alliy WM Ha CIICIUAIbHBIX OJlaHKaX mo3apasieHuil. [lo3apasieHue, MoaroToBIeHHOE Ha OJlaHKe
MUCHbMa, JIOJDKHO COJIEpXKaTh O(QOPMIICHHBIH B COOTBETCTBUM C TPEOOBAHUSAMH CTaHIAPTA PEKBU3UT
«Anpecar». [lo3apaBineHuss MOryT oOQOPMIIATBCA Ha Oymare pasjMyHOW IIBETOBOW TaMMbl C
YKpAIIeHUSIMH B BUJE OPHAMEHTOB M BOJSHBIX 3HAKOB, HMEIOIIEH OOJBINYIO MIIOTHOCTD, U BKJIAABIBATHCS
B CICIHANbHBIC MANKH-ajipeca. B mocieaHeM ciiyyae MO3ApaBlICHHE COJEPKHUT TOJNBKO OOpaIllieHHe K
JUIy WIA KOJUICKTUBY. [IpM KOJJIGKTMBHOM ajpecaTe W MpPH HAMPaBICHHH MHUChbMA-TIO3/[PABICHUS
IOPUIMYECKOMY JIMITY TTO()aMUIIBHOE U IOUMEHHOE OOpallleHue He UCTob3yeTcs. [InchMa-no3apaBieHus
BCET/Ia JIOJDKHBI OBbITh TTO/IMUCAHBI.

[Tucemo — 6maromapraocts (Note of thanks)

[Mucemo-OnarogapHocTs (0J1arOAAPCTBEHHOE MUCHMO) — JICJIOBOE IHMCHMO, HAmpaBisieMOe ajapecary
(opranu3zaiuu, JOJDKHOCTHOMY JIMILY WJIH TPa)IaHWHY) C BhIpaXXKCHHEM 0JIaroJJapHOCTH 38 COBEPILICHHBIC
JICHCTBUS MK OKA3aHHBIC YCITYTH.

ITo cpaBHEHMIO C APYTMMH BHIAMH JIEIOBBIX MTUCEM OJIaro[apCTBEHHBIE TTCbMa OOBIYHO COCTABIISIOTCS B
Oonee cBoOoHOM (hopme. KimoueBbiME (hpa3amMu TaAKHX ITUCEM SIBIISIOTCS:

We thank you for ... Bbaaromapum 3a...

Let me thank you for... [No3BonbTe Bac moGmarogaputs 3a ..

IIncemo-cobone3noBanue (Letter of condolence)
[TuceMo-c000e3HOBAHHE — MHCHMO, HAMPaBIIEMOE B TPArn4eCKUX WM IEYaTbHBIX JKH3HEHHBIX
CUTyaIusix (CMepTh, HECYACTHBIN CITy4aid, CTUXUITHOE OECTBHE U Ap.) U BEIPAKECHUS yUACTHS:
We regret (We are sorry) to learn from M5l ¢ coKalleHUEM y3HAITU U3
your letter of... that... Bamrero nmucema ot ..., 9TO...
We express to you our Bripaxaem BaM Hanu uckpeHHME
sincere condolences... c000JIC3HOBAHMUSL. ..
ITucemo — u3BuHeHHE (Apologies)
[MucpbMoO-U3BHHEHHE — JEJIO0BOE IHChbMO, aBTOP KOTOPOrO MPHHOCHT W3BMHEHHS ajpecary 3a
NpUYHHEHHBIE Heya00cTBa. [TuchMa-u3BUHEHMSI, KaK PABUIIO, HAUUHAIOTCS CICIYIONIMMHU (pazaMu:
We offer apologies for the delay in [Tpocum M3BHHEHUS 32 HEKOTOPYIO
answering your letter 3aepxKy ¢ oTBeTOM Ha Bairie mucbMo



We apologize for... [ToxxaiyiicTa, MpUMUTE HAIIM U3BUHEHUS 3a. ..

Please accept our apologies for...

B cooTBetcTBUM € TpeOOBAaHHUSIMH 3TUKETA JEIOBOTO OOLICHHUS B IHCbME TpeOyeTCsl OOBSCHUTH IPUUNHY,
NPUBEAIIYI0 K BO3HHKHOBEHHIO MPOOJIEMHOW AJsl agpecaTa CHTyalldd, a B KOHIE MHUCbMa MOBTOPUTH
¢pasy ¢ U3BUHEHUSIMH, HO He OyKBaIbHO, a B MHOU (hOPMYITHUPOBKE.

Pexomenmarensroe mrceMo (Letter of recommendation)

PexkomengarenbHOE MUCEMO — THCHMO, B KOTOPOM JaeTcs XapaKTEPUCTHKAa KOHKPETHOTO YEIOBeKa AJIs
yCcTpoiicTBa ero Ha pabory, oOydeHWe © JAp. PexoMmeHnaTrenpHBIE NHCHhMa BCETIa COAEPKAT
OJIaroNpHUATHBIE OT3BIBBI O XapaKTePHU3YeMbBIX, B CBS3M C YeM MHOTHE CHEIHaUCTBI MO YIPaBICHHUIO
MEPCOHANIOM CYMTAIOT TaKWe MUChbMa CYOBEKTUBHBIMHM, TEM HE MEHEe, OHH HMEIOT OIpeJeSiCHHOE
3HAUeHUE TP OLEHKE KaHAWAara, IMoMoras co3aarh oOmiee MpeAcTaBIeHHE O COHCKAaTele.
PexoMeHaaTenpHOE MHCEMO, KaK MTPABHUIIO, MTUIIIETCS Ha OJJaHKE KOMITAHWU — TIOCJIEIHEr0 MecTa paboThl
COWCKATeNs, MOAMUCHIBACTCS PYKOBOAWUTENEM KOMIIAHMM WIW APYTHUM JOJDKHOCTHBIM JHLOM. Jliist
MOTEHIUANBHOTO paboTomaTensi PeKOMEHIATENbHOE MHUCBMO — 3TO, CKOpee, TrapaHThsi TOTO, 4YTO
COMCKATelh NEHCTBUTENHHO padoTal B TaHHOW KOMIIAHHUH, BBITIOJTHSI OMIPEISIEHHBIA KPYT 00s3aHHOCTEH
¥ OCTaBWJI KOMIIAaHHWIO, COXPAHHUB O ce0e Xopoilee BrieyaTieHHe. PekoMeHmaTenbHOe MUCEMO JOJDKHO
COCTOATH M3 CIEYIOUINX Pa3/IeioB:

- BBEJIeHWEe, B KOTOPOM KpaTKO U3JaraloTcsi OOCTOSTENbCTBA 3HAKOMCTBA aBTOpa MHChMa C
PEKOMEHyEeMBIM UM JIHIIOM;

- CBEJICHUSI O pPEKOMEHAyeMOoM JHie (cBeneHus o0 oOpa3oBaHHM, YPOBHE MOATOTOBKH, KBaJH(HUKALIUH,
OIIBITEC pa60Tm, JCJIOBBICE U JINUYHOCTHBIC Ka‘ICCTBa), npu 3TOM OCO6O BBIACIIAIOTCA TC €ro 4€pThl U
CIOCOOHOCTH, KOTOpBIE MOTYT OBITH HamOojiee TONEe3HBl paboTOAAaTeNr0 B TOW OpraHU3aIlMd WA
JOJDKHOCTH, KYyJla COMCKATENlb CTPEMUTCSI MOTACTB;

- 3aKIIIOYUTENFHAS YaCTh, B KOTOPOW aBTOP MPOCHUT MOJTydYaTessi 03HAKOMUTHCS C PE3IOME COUCKATENS HITH
€ro KpaTKUMU aHKETHBIMHU JTaHHBIMH W Ha3HAYUTH BCTPEUY ISl COOECEIOBAHNS,

- KOMIUTUMEHTAapHAs 9aCTh, B KOTOPOH aBTOP BBIpaXKAaeT CBOKO MPU3HATEIHFHOCTb.

EcTh HecKONBbKO OTpacieil NesTeNbHOCTH, A€ PEKOMEHIAIMKA 00s3aTeNbHBl MOYTH 0€3 HCKIIOYEeHUH:
OXpaHHBIN OHM3HEC, MEAMIMHA, HayKa, paboTa C JeThbMH (HSHHW, TYBEpPHAaHTKH M T.O.). B ocTambHBIX
CITy4asiX MCIIOJIb30BAHNE PEKOMEH/IaTENbHBIX TUCEM 3aBUCHT OT KOHKPETHOM CHUTYaIlny.

Bonpock! u 3aanus:

1. IToaroToBbETECH K 0OCYXIEHUIO TEOPETUIECKOTO MaTepHaa.

Buner nenoseix nucem (OTBeT Ha mpurnamienne. biaromapcrsenHoe muchkMo. Pexnamanus. [perensust.
Hasnauenust nemoBoii Bcrpeun. [lucema: mpurnamieHusi, mpockObl, OIarogapHOCTH, COOOJIE3HOBAHUS,
co’KaJleHus, couyBcTBuUs). Peknamarin u nperensuu. OTBeTH Ha pekiamanuy. Kateropuun pexiamamnui.
2. BemonHuTe 331aHNs 1 OTBETHTE HAa BOIPOCHI:

1). O3HaKOMHBIIIUCH CO CTPYKTYPOH MUChMa U 00pa3liaMH MUCeM MEXKTyHapOTHOTO 00pasiia, HAIUIIIUTE
Ha JIUCTC 6YM3FI/I PCKBU3UTHI IMUCbMaAa B TOPAAKE HX CJICIOBAHUA. I[aﬁTe AHTIIMHCKUE SKBUBAJICHTHI
Ha3BaHUI PEKBU3UTOB.

2). Kak HauMHaeTCs 1 3aKaHYUBAETCS IMCHMO, €CITi (haMUIIUS U UM ajjpecaTa BaM HE H3BECTHBI?

3). C kako#l IIeJIbI0 Ha CJICAYIOIICH CTpPOKe Mocje oOpallleHUs] CTaBHIICA COKpalleHue Re: u uTo OHO
o0o3HavaeT?

3. 3amaHus v BONPOCH 7151 QOPMUPOBAHHS U KOHTPOJIS BIIAJICHHSI KOMITETSHITUSMU:

Hanummre cBouM naptHepam 1o Ou3HeCy KpaTKue MuchMa:

- C MO3/IpaBJICHHUEM TI0 IMOBOJIY YCIICITHOTO YYaCTHS B BHICTABKE;

- C BBIp@KEHUEM COOOJIE3HOBAHMS 110 TIOBOY KOHYMHBI T€HEPAIBHOTO AUPEKTOPA;

- ¢ 0J1arogapHOCTHIO 32 IIPUEM BalllUX COTPYAHUKOB BO BpEMs 1 KOMaH/IUPOBKHY;

- C UW3BUHEHHWEM 3a 3aJepXKKy [IOCTaBKH MPOAYKIMH, BBI3BAaHHYI0 (HOpPC-MaKOPHBIMH
00CTOSTEIILCTBAMM;

- C TIPUTJIAIIEHUEM TIPUHATH YIaCTHE B TOPKECTBaxX M0 NoBoay 20-netus Bareit pupmsr;

- C peKOMeHJaIMel Ballero KOJUIETH JUIsl y4acTusl B TIEpEeroBOPhI M0 MHTEPECYIOIeld 00e Ballu
(bUpPMBI TEMATHKE.

IIpakTuyeckoe 3ansaTue Nel2. CiyxeOHble 3aIMCKH, COO0IIEHUSsI 10 GaKcy, JJIEKTPOHHAS MOYTA.
OpranuzaiuonHas hopma 3aHsATHS: TPAAUIUOHHBIA CEMUHAP.
Lenb: ¢dopMupoBaHHE y CTYACHTOB pPEUEBOH, SA3bIKOBOW M KOMMYHHUKATHBHOW KOMIICTCHIIMM JIJISt
OCYIIECTBJICHUS ICTOBBIX KOHTAKTOB.
B pesynbTaTe 0OCBOCHNE TEMBI CTYIEHT JIOJKEH



3HATh. OCHOBHYIO OH3HEC-TEPMHUHOJIOTHIO, HCIIOJIL3YEeMYI0 TIPW HAIMCAHWU CITY)KEOHBIX 3aITUCOK,
COOOIICHUI TOCPECTBOM DIIEKTPOHHBIX CPEJCTB OOINEHHS, OCHOBHBIE TpPaMMAaTHYECKHUE SBIICHHS,
XapakTepHble I NPO(EeCCHOHATBHOW pEYM; JICKCUYECKHME M CHHTAaKCUYECKHE OCOOCHHOCTHU
O(UIMATILHO-ICTIOBOTO CTHJIS B aHTJIMHACKOM SI3BIKE.
YMETh: ONPEICNATh CTHICBYIO NMPHHAICKHOCTh AHTIIMHCKUX TEKCTOB OQHIMAILHO-IEIOBOTO CTHIIS,
BUJICTh XapaKTEpHBIC CTHICBBIC YEPTHI, YUTATh OQPHIMATEHO-ACTIOBbIC TEKCThI Pa3IHYHOW CTETICHU
CIIOHOCTH; CTPOUTHh JHAJOTHYECKYHd) M MOHOJIOTHYECKYI0 pe4yb C HCIOJb30BaHHEM Hamboliee
YIIOTPEOUTENBHBIX JIEKCUKO-TPAMMATHYECKHUX CPEJICTB B OCHOBHBIX KOMMYHHKATHUBHBIX CHTYAaIUsIX
O0(HIINATLHOTO OOIEHHUST; TOHUMATh TUAIOTHYECKYI0 M MOHOJIOTHYECKYIO PeUb M0 U3yUCHHOU TeMe.
AKTyaJIbHOCTh TeMBbI: 00YyCIIOBJICHA HEOOXOIUMOCTEIO OBNaneHus Y K-4.
TeopeTuueckas 4acTb:

CoBpeMeHHBIE cpeACcTBa Iepeaadn HHpopMaIuu
1. dakc (fax, fax machine) ciy>kut 11 nepenaun AeI0BOM KoppecnonaeHuun (business correspondence)
o TenedoHHON ceTr. B COBpeMEHHO 1e710BO# MpaKTHKE 10 (aKkCy OOBIYHO MOCHUIAIOT:
— KOMMepUecKue Tpemtokenns (offers);
— npaiic-muctsl (price lists);
— pexmamubsie Matepuaisl (advertising materials);
— mpecc-penussl (press releases);
— MMMCHMEHHBIE 3alpochl (Written inquiries) W T.II., a TaKXKe OCYIIECTBIISIIOT TEKYIIYIO MEPETHCKY.
Pasmep dakca oObIYHO HE NPEBBIINIACT OJHOW CTPAHUIIBI, & €r0 CTPYKTYpPa COOTBETCTBYET CTPYKTYpE
JIEJI0OBOTO MUCHhMA.
dakchl TOAMMBAIOTCSA B Jen0. X MOXXHO HCIOJB30BaTh B KAueCTBE JOKA3aTENLCTBA MPH pa3pelIcHUH
MPOTHUBOPEUUN MEXTY JCIIOBBIMU MTAPTHEPAMHU.
Mo dakcy 0OBIYHO HE TIepeaaroTCs:
— opuruHaibl KoHTpakToB (Original contracts);
— axkpeautussl (letters of credit);
— cuera-pakTypsl (invoices) W Jp. BaXHbIC JIOKYMEHTBI, KOTOPBIC NEPECHLIAIOTCS 3aKa3HBIMU
MUChMaMHU JIHOO TIEPEHAIOTCS C KyphepoM.
2. DnektponHas mouta (E-mail) sBnsercss HanbOoyiee MOMYNSAPHBIM U CAMBIM MPOCTBIM MPHIOKCHUEM
rJ1I00ajIbHONM KOMITBIOTEpPHOM ceT Internet, oxBareiBatomiedi 6onee 100 cTpaH W JIECATKH MHUIUTUOHOB
II0JIB30BATEINIEH.

DJIeKTPOHHAS MOYTa TMO3BOJIAET COKPATUTh PACXOMbI HA JOCTABKY MHUCEM M OTIPaBKy (akcoB, a
TakXe YNPOCTUTh OOMEH KOPPECHOHACHIMEH MEXIy JCIOBBIMH MapTHepaMu. [ J1aBHBIM HEIOCTATKOM
AJIEKTPOHHOH MOUTHI SBIISIETCS cllabast 3alIuTa MepeaaBacMoi 1Mo Hell nHpOopMaIuH.

[Mpocreiiimum perieHreM sl OONBITUHCTBA HEOOJBIINX KOMIIAHWH U OW3HECMEHOB 3amMajHbIX CTPaH,
MO3BOJIAIONIEE MM TOJYYUTh JOCTyH K Internet, sSBISIOTCS KOMIbIOTEp ¢ MoaeMoM (modem) wu
kommytupyemoe (dial-up) coeamnenune c y3moBbIM KommbioTepoM (host) mo TtenedoHHON IMHMH.
Bo3moxHOCTE TOmacTe B ceTh, HaOpaB HoMep TenedOHa Y3JIOBOTO KOMIBIOTEPA, HEMOCPEICTBEHHO
BXOJsIIero B Internet, MpeI0CTaBNISIOT MECTHBIE MMOCTABIIMKH CETEBBIX yCIyT (service providers).
TeXHUYEeCKH JJICKTPOHHAs I04YTa — OOMEH IM(PPOBBIMU COOOILICHUSIMH MEXIy ajpecaMd BHJA
[mosib30Batens (@[ uHTEpHET-TIpOBaiiAep |.[1OMeH]. Jomen - COKpAIIICHHE CTpaHbI WA
OpraHU3aIMOHHOTO THIA (OOBIYHO Ccom).

Tunel opranuzanuii. AHTIIOTOBOpsHEe (OCOOGHHO aMEpUKAaHCKHE) TPEANpPUATHS  HMEIOT
npoduibHbie 1oMeHbl. Anpec biff@math.utoronto.ca Oyaer o3HauaTh, 4TO €ro MoJb30BaTeNb, I-H budd,
paboraer Ha MaTthake TOPOHTCKOTO YHUBEPCHUTETA.
com  Kopmoparus
edu  oOpa3oBaTeIbHOE YUPEIKICHUE
g0V MpaBUTEILCTBEHHBIN OpraH
mil BOEHHOE BEJIOMCTBO
net WHTEPHET-KOMIIaHUS
org OpraHu3arus
[ITanka 31eKTPOHHON MOYTHI
JlenoBeie cOOOIIEHN HAYMHAIOTCS CO CTATUCTHKH: to (Toiydarens), from (OTHpaBUTENb) U HHOTIA CC
(xormmm). CkpbIThIE KOITMHM 0003HauaroTes Kak bee. [maBHoe — subject (Tema) kak 3aroyioBok nrcbMa. OHa
JIOJI’KHA TOYHO OTMCHhIBATh cojepkanne. CpouHble COOOIIEHUS MOXKHO TIOMEYaTh KPACHBIM (PJIAXKKOM.
D-TI0YTOBOE BCTYIUICHUE



JenoBsie coobiienns HaunHatoTes ¢ Dear... u 3akanunBaroTcst Best wishes nnu (Best) regards. B tekcre
aBTOP YTO-TO YTBEPXKIAET, COOOINAET, CIpalIuBaeT, oTBedaeT, obOcyxmaer, mpocut... CyThb clemyer
W3Jarath B IIEPBOM ad3arle.

[Tpumeps! (HopMaTBHOTO BCTYILUICHUS:

Following our meeting / phone conversation, ...B npomomkeHue Hael BCTpedn/ meperosopa, . ..

With reference to ...  Co ccpuiKOif Ha ...

Regarding our ... OTHOCHUTEINBHO ...

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

Te3uchl YacTo U3TArar0T MOPSIKOBBIM CITUCKOM, & TIOJPOOHOCTH MPUIIATraroT.

3-mo4YTOBOE 3aBEpILCHHE

[Tpumeps! (hopMaTBbHBIX 3aBEPIICHUN:

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

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

JleoBele COOOIEHUS TOXKE coaepkaT OJIOKW MOANHCH (MM, TOJDKHOCTH, TeledoH, ¢akc, agpec), HO
Yarie OrpaHWYMBAIOTCS JIMINb yKa3aHHeM aBropa. JIMIIHUM OyIeT W MOBTOPSATH YK€ aBTOMATHUYECKU
NPUCBAaUBACMBIH AJICKTPOHHBII aJipec.

CokpallieHusl, HCIIOIb3YEMBbIE B JJICKTPOHHBIX MHChMax

AAMOF As A Matter Of Fact B cymuHocTH

AFAIK As far as | know HACKOJIBKO S 3HAIO

BTW By TheWay «cratu

CuU see you yBUIuMCSI

F2F  facetoface  mHaemuue

FOAF Friend of a Friend U3 TPETBUX PYK

FYA For Your Amusement k Bameii pagocTi

FYI  For Your Information «x Baremy CBeJIEHHIO

HSIK How Should | Know? monstus He uMeio

IMO In My Opinion o MoeMy MHEHHIO

IMHO In My Humble (Honest) Opinion 10 MOEMY CKPOMHOMY MHEHHUIO
IOW  In Other Words nasiMu cioBaMu

IWBNI It Would Be Nice If  xopormo 651

KIS  Keep It Simple roBopu nporie

NRN No Reply Needed OTBET HEOOA3aTENCH

0S Operating system oTepanoHHas CHCTEMA

OTL Over The Line cBepx Mmo0)KeHHOTO

OTOH On The Other Hand ¢ apyroii cTopoHsI

R Received MOJTy9IEHO

TFS  Thanks For Sharing  crmacu6o 3a ccbuiky

TIA  Thanksin Advance  3apanee Onaromapex

WOBTAM Waste of Bloody Time and Money MOTEPS] BPEMEHU U JICHET
WRT With Respect To C YBOXEHHUEM K

Bormpocsr u 3a1anus:

1. TToaroToBbTECHh K 0OCYXICHUIO TEOPETUIECKOTO MaTepHaa.

[IpaBuna odopmnenus ciyxeOHoN 3ammcku. CocraBistomme ¢akcoBoro coobmieHus. [Ipasuna
HAIMCAaHUS DJIEKTPOHHOTO co00IIeHus. COKpAIeHHS, UCIIOJIb3YEMbIEC B JJICKTPOHHBIX COOOIICHHSIX.

2. Brimonmanre 3aqasus:

1). CocraBbTe (hakc ¢ COOOIIEHHEM O MEPEUMCIICHUH JEN03UTa 3a IPOKMBAHWE B TOCTHHHIIC BallUX
Y4aCTHUKOB KOH(pepeHImH (hupM- TapTHEPOB, a TAKXKE O JIaTe X NPUOBITHS Ha KoH(epeHiuto B [Ipary.
2). Hanmumure cooO1ieHne mo 3IeKTPOHHOM MoYTe ¢ MPOCKOOH pacCMOTPETh BO3MOXKHOCTh O BBIJEIIEHUU
BaMm ¢uHaHCOBO# MOMOIIY [T y4acTHsi B CHMIIO3UyMe, OPTKOMHUTET KOTOporo otobpain Bam noknam st
BBICTYTLJICHUS B OTHOM CEKLIHUU.

3). CocraBbTe (hakcoBOE COOOIIEHUE OPraHU3AMMOHHOMY KOMHUTETY TOPTOBO-IIPOMBIIIIJICHHON BBICTaBKU
¢ mpock0oil 3a0pOHUPOBATH 7 OJIHOMECTHBIX HOMEPOB B TOCTHHHMIIC JUIS WICHOB Ballled TPYIIbl W3
pacueta He 6osee 50 nomapos CLIA B cyTky Ha YesioBeKa.

4). TloaTBepauTe TO 3JCKTPOHHOW IMOYTE TMONYy4YeHHE HH(OpPMAIMK OT MapTHEPOB MO Ou3Hecy 00
OTIIpaBKe MapTHH Tpy3a. He 3a0yabTe 3aMoIHUTE CTPOKY «TeMa COOOIICHISD».



5). Coobmure mapTHepaM 10 OW3HECY 00 M3MEHEHHWM BaIllero 3JICKTPOHHOTO ajpeca ¢ 1-To dmcia
CIIEYIOILIEr0 MECsIa B CBSA3M C peopraHu3aliuenl yciIyr TeIeKOMMYHHUKAIIUK B BallleM PETHOHE.
3. Read and translate the business letters. Define the type of business letter. Answer to these letters.
1.  Gentlemen:
With reference to your advertisement in “Omni” vol.1 No 6 we should be pleased to receive your price-
list of Cobra telephone. Please state what discount you allow for quantities and cash payment.

Yours faithfully

John Burton

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

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

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

Yours sincerely,

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



— guarantees

— if the price includes the cost of equipment installation and staff training.

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

Your early reply would be appreciated.

Yours faithfully

A. Smirnov

Export-Import Manager

6. Dear Mr. North,

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

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

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

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

I look forward to hearing from you.

Yours sincerely,

Fred Stock

7. Dear Sirs,

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

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

Yours faithfully

A. Serov

Encl. Order No. 142

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

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

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

— noctaBka Ha ycnoBusax CIF, Capatos;

— ueHa 60 noy1apoB 3a €AUHULYY TOBapa;

— LIBET: YEPHBIN, CEPHII U CUHUN;

— pa3mepsl: L u XL;

— (hopma orrara: Ge3HATMYHBIN pacyer.

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

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

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

- OMUIIUTE OCHOBHBIC TCXHUUYCCKUC XapPAKTCPUCTHUKU PI3):[6JIPII>'I, KOTOpBIC TPOHU3BOAUT 1100
JTUCTPUOBIOTOPOM KOTOPBIX siBJsieTcs Bama koMmanus;

- OTMETBTC TC OCO6eHHOCTI/I I/I3)Z[GJ'II/II\/'I, KOTOp&IC, 110 BameMy MHCHHUIO, BBII'OJHO OTJIMYAKOT HUX OT
AHAJIOTUYHBIX TOBApPOB Bammx KOHKYPCHTOB;

- YKa)XUTC, Ha KaKou CpOK CJ'Iy>K6BI pacCuUuTaHbl Bamm HU3ACIIUA, KaKOBa MNPOAOIZKUTCIBbHOCTD
TrapaHTUMHOTO CpPOKa, KaKylo MOJECP)KKY Bailla KoMmaHusi OKa3blBaeT IMOJIb30BATENIAM ATUX HW3JEIIHM,
CKOJIBKO I/I3,I[€J'II/II71 " B KaKHU€ CPOKU Bama xoMnaHus roroBa NOCTaBUTH MOKYIaTeJItO.

IIpakTuyeckoe 3ansaTue Nel3. BponupoBanue MecT B roctuHuiie. BpounpoBanne 0uj1eToB 114
nyTemecTBHM.

OpranuzaiuonHas hopma 3aHsATHS: TPAAUIUOHHBIA CEMUHAP.
Lens: dopmupoBaHue y CTYICHTOB PEYEBOM, S3BIKOBOW M KOMMYHHKATHBHOW KOMIICTCHIIUH IS
OCYIIIECTBIIEHHS IEIOBBIX KOHTAKTOB.
B pesynberaTe 0CBOEHHE TEMBI CTYIEHT JIOJIKEH
3HAaTb: OCHOBHBIC I'PaMMAaTHUYCCKUC ABJICHUSA, XapaKTCPHBIC JJId HpO(i)eCCHOHaHBHOfI peUn; JIECKCUICCKUE U
CHHTAaKCHYECKHe 0COOEHHOCTH O(PHUIINATbHO-IEIOBOTO CTHIISI B @HTJIMHCKOM S3BIKE.
YMETh: ONpPEAETATh CTHICBYIO NMPHHAIIC)KHOCTh AHTIIMHCKHX TEKCTOB O(HUIMaIbHO-IEIOBOIO CTHII,
BUJICTh XapaKTEPHBIC CTHJIEBBIE YEPThHI, YNTATh O(UIMAIBHO-IEIOBBIC TEKCTHI PAa3IMYHON CTEHNECHU



CJIOKHOCTH, CTpPOUTHL JUAJIOTHMYECKYI0O W MOHOJIOTHYCCKYIO pPE€Yb C HUCIOJIB30BAHUEM Hauboiee
YHOTpe6I/ITeJIBHBIX JICKCUKO-TpaMMAaTHUYCCKUX CpPpCIACTB B OCHOBHBIX KOMMYHHUKATHBHBIX CHUTYyalUAX
O(l)I/IHI/IaJ'II)HOFO 06HI€HI/I$I; NMOHUMATh AUAJOTUYCCKYIO U MOHOJIOTMYCCKYIO PE€Yb 110 H3y‘leHHOﬁ TEMCE.
AKTyaJbHOCTD TEMBI: 00yCIOBIeHa HEO0OX0AUMOCTHIO oBNaaeHus: YK-4.
TeopeTuyeckas 4acTh.
People from all round the word work in the glamorous hotel industry. There are more than 50% Non-
English Speaking Hoteliers and Restaurateurs work in different hotels, restaurants, pubs, coffee shops etc.
Hotel industry is all about serving your guest. While serving properly you have to communicate. So, if
you are non-English speaking personnel then do not be afraid. | 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:
Could I ask you, a question, Sir?
- Do you need anything else, sir?
- May | have your first name?
- May | have your name, please?
- Your initials, please?
- May | have your room number?
- May | have your signature here, sir?
- May | know who | am talking to?
- May | ask who the next is?
- May | be of your service, madam?
- May | recommend our XXX to you, sir?
- May I help you with that, madam?
- Is there anything else | can do for you, madam?
5. Wishing your Guest:
- Have a pleasant stay in the XXX Hotel, sir
- Have a pleasant stay with us, madam
- Have a nice day
- Have a pleasant evening
- Have a good weekend!
- Have a good day
- Enjoy your stay/day
- Happy New Year!
- Merry Christmas!
- Happy Birthday!
6. Apologizing:
I am terribly sorry, sir.
Excuse me
- I am awfully sorry
| beg your pardon, sir

W

LR



- Excuse me for interrupting

- Sorry to have bothered you

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

- I am sorry to have kept you waiting, sir
- I am sorry. The house is fully booked

7. Answer to apologizing:

- Itis OK

- No problem

- No problem at all

- That is all right

- It does not matter

- It is nothing

8. Thanking any one:

- Thank you

- Thank you very much

- Thank you for telling us

- Thank you for your compliment

- Thank you for coming

- Thank you for calling

- Thank you for waiting

- Thank you for being so understanding

- That’s very kind of you

- Thank you very much

9. Answering Thanks:

- You are welcome

It’s my pleasure

My pleasure

- With pleasure

- Thank you

10. Assuring your guests:

- Don’t Worry, sir

- Take it easy

- Don’t worry, madam. We’ll see to it

- Don’t be afraid sir

- I’ll look into the matter

- I’ll be with you in a moment

- It won’t be too long, sir

- Please take it easy, madam

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, | 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, | cannot accept it
- It is out of our rule sir, I can’t help you sir
- That’s very kind of you, but no, thank you



- I’m afraid we cannot do that

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

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

- I will try, but not sure enough

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

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

15. Expressing happiness:

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

- I’'m glad to hear that

- It is great sir

- I am very fortunate sir

16. Expressing sorry:

- I am shocked to hear it, sir

- I’m sorry to hear that

- It’s a great pity

- I am really sorry sir

17. Expressing concern:

- Are you ok, sir?

- Is everything all right?

- Are you all right, sir?

- I hope you did not hurt yourself

18. Agreeing on anything:

- Certainly sir

- Definitely

- That’s true

- Absolutely, sir

19. When you don’t understand something:

- Could you repeat please?

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

- Could you speak more slowly?

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

20. Finishing Conversation

- Good bye, and have a nice trip

- Have a nice day

- See you

- Thank you for coming

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

- We all look forward to serving you again

- Hope you enjoyed staying with us

BOHpOCBI U 3alaHUA:

1. [ToaroTOBBTECH K OOCYKIICHUIO TEOPETHUECKOTO MaTepHaa.
Ilepenncka mo opraHm3anuy pasMenieHus. YacTHbIA 3ampoc O OpOHHMPOBAaHMM MECT B TOCTHHHIIE.
KOpHOpaTI/IBHLIfl 3arpoc o 6p0HI/Ip0BaHI/II/I MCECT B I'OCTUHHUIIC. Hpocs6a 0 PE3CPBUPOBAHUN ouiera Ha
camoJieT. [Ipocs0a 0 pesepBupoBaHuy OmiieTa Ha 10e31, mapoxo. [lepenucka 1Mo opraHu3ally MOE3IKH.

2. IlpounTaiiTe U nepeBeaUTE TUAIIOT.

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

Guest: “I want to make a reservation”

Agent: Ok sir. How should I address you?

Guest: | am Robert Temple.

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

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

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

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



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

Agent: How should I spell your name sir?

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

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

Guest: Yes, you are right.

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

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

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

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

Guest: Yes, that’s great.

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

Guest: Yes, you are right.

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

3. llepeBenute BoIpaxkenus. llocTpoiiTe muanory, NCIONb3ys JaHHBIE (Dpa3bL.

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

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

- Can you please spell your name please?

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

- Who made the reservation?

- Shall I make a reservation for you?

- What was the date of the reservation?

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

- Is this a new reservation or a confirmation call?

- Do you remember the name of the reservation clerk?

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

- In whose name was the reservation made?

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

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

- When did you make the reservation?

- When was it made?

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

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

IIpakTuyeckoe 3ansaTue Nel4. IleperoBopsl kak aejioBasi KOMMYHUKALHSA.
OpranuzaiuonHas hopma 3aHsATHS: TPAAUIUOHHBIA CEMUHAP.
Llens: dopmMupoBaHue y CTYICHTOB PEUYEBOM, S3BIKOBOM M KOMMYHHKATHBHON KOMIIETCHLUH JJIsI
OCYIIIECTBIIEHHS JIEIOBBIX KOHTAKTOB.
B pesynbTaTe 0OCBOCHNE TEMBI CTYIEHT JIOJIKEH
3HaTh: OCHOBHYIO OW3HEC-TEPMHUHOJIOTHIO, HCIOIB3YEMYIO0 TPU BEJEHHH II€PETOBOPOB; OCHOBHBIE
rpaMMaTU4ecKue SIBICHUs, XapakTepHbIe U PO ECCHOHANBHON PeUH; JIEKCHUECKUE U CHHTAKCUYEeCKUe
0CO0EHHOCTH O(PUIINATIBHO-EJIOBOIO CTIIIS B AHIVIMHCKOM SI3BIKE.



YMETh: BECTH TIEPETOBOPHI; OMPEICIATH CTHIIEBYIO TIPUHAMICKHOCTD aHTIIMACKIX TEKCTOB O(HUIIHATIEHO-
ACJIOBOI'0 CTUJIA, BHIACTH XapaKTCPHBIC CTUIICBBIC YCPTHI, YWUTATh O(bI/ILII/IaJILHO-I[eJIOBBIe TEKCTHI
pa3J11/1qH0171 CTCIICHU CJIOKHOCTHU, CTPOUTH JUAIOTMYCCKYIO U MOHOJIOTUYCCKYIO PCYb C UCIIOJb30BAHUCM
Haubosee y1'[OTp66I/ITeJ'IBHBIX JICKCUKO-TpPaMMAaTUYCCKUX CPCACTB B OCHOBHBIX KOMMYHHWKATHBHBIX
CUTYyalUsaX O(I)I/ILII/IaJ'IbHOFO O6I_I_ICHI/I$I; IMOHUMATh JUAJIOTUYCCKYH0 MW MOHOJIOTHYCCKYIO pE4Yb 110
W3YYEHHOU TeME.

AKTyaJIbHOCTD TEMBI: 00yCJIOBIeHa HEOOX0AUMOCTHIO oBNaaeHus: YK-4.

TeopeTuueckas 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, | 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___, whois ...

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

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

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

Dealing with digressions:

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

. Can we deal with ... first?

2. Clarifying Proposals
Reviewing the previous session:

. At our last meeting, we discussed ...

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

. Could we now move on to the next subject, which is ...

. Let's go on to the next subject, shall we?

Putting forward future possibilities:
. We foresee ...



. We envisage ...

. We see ...

Seeking clarification:

. Could you clarify one point for me?

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

. Could you be more specific?

Defining a proposal more specifically:

. It involves ...

. It covers ...

. It includes ...

. It leaves out ...

Reassuring:

. Let me reassure you that ...

. I can promise you that ...

. Have no doubts that we will ...

Going Beyond Positions to the Underlying Interests
Asking why:

. Why would you want to ...?

. What would you do with ...?

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

. Why couldn't you ...?

. What would be wrong with doing this?
. Why would you object to ...?

3. Exploring the Zone of Bargaining and Options
Summarizing positions up to this point:

. Can we summarize your position up to this point?

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

. Is that an accurate summary of where you stand?

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

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

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

4. Bargaining

Signalling the start of bargaining:

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

. Regarding your proposal, our position is ...

. Our basic position is ...

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

Making and qualifying concessions:

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

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

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

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

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

5. Entering the Critical Phase
Identifying obstacles:

. The main obstacle to progress at the moment seems to be ...
. The main thing that bothers us is ...
. One big problem we have is ...

Analyzing an obstacle:
. What exactly is the underlying problem here?



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

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

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

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

Declining an offer:

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

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

Asking for further information:

. Would you like to elaborate on that?

. Could you go into more detail on that?

6. Closing

Checking:

. Let's just confirm the details, then.

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

. Can we check these points one last time?

Delaying:

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

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

. We are happy to accept this agreement.

. This agreement is acceptable to us.

. I believe we have an agreement.

Bonpocs! 1 3aganus:

1. [loaroToBRTECH K OOCYKISHUIO TEOPETUIECKOTO MaTepHaa.

OcHOBHBIE (YHKIMH U TOAXOABI K IEperoBopHoMy mpomeccy. CTpaTerHuecKre Hend W MPHHIHIIEI
BEJICHUsI MEPErOBOPOB. JTalbl U TaKTHUECKHE MPUEMBI BEICHMS IMEPEroBOPOB. 3aBepllieHHE Mpoliecca
NIEPEroBOPOB, PE3YIbTATH I AHAIU3.

2. Speech patterns in speech situations

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

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

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

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

- to discuss our export and import policy,

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

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

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

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

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

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

- That's settled then. And now | want you to meet our Sales Manager, Mr. Kennet. He is waiting for
us. This way, please.

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

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

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



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

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

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

arise;

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

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

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

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

4. Combine the two sentences according to the model:

The discussion was started. Then the manager came.

The discussion had been started before the manager came.

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

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

The offer was declined. Then he consulted his boss.

IIpakTHyeckoe 3ansiTue Nel5. IIpoBenenue npe3eHTanuiil ¥ BHICTYIJICHUH.
OpranuzaiuonHas ¢hopma 3aHITHS: TPATUITUOHHBIA CEMITHAP.
Lemnp: ¢dopMupoBaHue y CTYACHTOB pPEYEBOH, S3BIKOBOM M KOMMYHHUKATHBHOW KOMITCTEHIIMH JIJIS
OCYHICCTBJICHUA NCITOBBIX KOHTAKTOB.
B pe3ynbraTe 0CBOEHUE TEMBI CTYACHT JAOJIKEH
3HATb: OCHOBHYIO 6H3HCC-T€pMI/IHOHOFI/IIO, HUCIOJIB3YEMYIO TIPU MPOBCACHUN Hpe3eHTaLII/Iﬁ 1 ACJIO0BBIX
BBICTYIUICHUH; OCHOBHBIE TIpaMMaTHUYECKHE SBICHHUS, XapaKTepHbIe s NpOPEeCCHOHAILHOW peuw;
JISKCUYECKHE U CUHTAaKCUYECKUE OCOOCHHOCTH O(QHUITHATIbHO-ACIOBOIO CTHIIS B aHTJIMMCKOM SI3BIKE.
YMETh: NPOBOAWUTL MNPE3CHTALIMU W ACJIOBBIC BBICTYIUICHUA; OMNPEACIIATH CTHICBYHO NPHHAIJICIKHOCTDH
AHTJIIMACKUX TEKCTOB O(I)I/II_II/IaJ'IBHO-I[eJ'IOBOFO CTWIA, BUACTb XapAaKTCPHBIC CTUJICBBIC YCPTbl; YUTATbh
O(I)I/IIII/IaJIBHO-I[eJIOBBIe TCEKCThI pa3anH01‘/'1 CTCIICHU CJIO)KHOCTH, CTPOUTHE JHUAJIOTMYCCKYIO u
MOHOJIOTUYCCKYIO pC€Yb C HUCIOJb30BAHUCM Hauboee y1'[0Tpe6I/IT6J'ILHI>IX JICKCUKO-TPaMMAaTUYCCKUX
CpeacTB B OCHOBHBIX KOMMYHUKAaTUBHBIX CUTyaluAax O(l)I/ILII/IaJ'ILHOFO 06H_16HI/I$I; IIOHUMATb
AUAJTOTNYECKYI0O 1 MOHOJIOTHYCCKYIO p€Yb 110 I/I3y1IeHHOI71 TEME.
AKTyaJbHOCTb TEMBI: 00yCIOBJIeHa HEOOX0AUMOCThIO OBNaaeHus1 Y K-4.
TeopeTquCKaﬂ 4acThb:
HOW TO OVERCOME CROSS CULTURAL COMMUNICATION IN BUSINESS

In global companies, effective cross-cultural communication enables businesses to run more
smoothly. By acknowledging the potential problems that can occur and taking proactive steps to minimize
conflict, you can help your employees work together better. Adjusting behavior takes time, so be sure to
provide opportunities for your employees to learn about each other’s cultures and habits before problems
arise. Set expectations throughout your company that additional effort might be required to understand
each other. Foster engagement in thoughtful consideration instead of jumping to hasty conclusions that
lead to volatile, unproductive conflicts.
Step 1
Run meetings to expose your employees to other cultures. Introducing employees who will be working
together in a non-threatening environment enables a good working relationship long term. Learning about
another culture’s language, rules and norms for acceptable behavior helps prepare your employees to deal
with situations as they arise. Changing preconceptions can lead to more conducive working relationships.
Step 2
Conduct activities to demonstrate how dependent we are on language. For example, dedicate a day to
being silent. Have each employee develop a contract stating what they hope to learn, how long they will
remain silent (what exceptions can be made) and how they plan to cope without speaking all day. After



experiencing a day with limited communication, participants can typically relate to being in a foreign
environment more easily.

Step 3

Provide workshops, tips and techniques for communicating effectively in cross-cultural work
environments. People act according to the values of their own culture. Others from another culture might
interpret behavior differently. Practicing such strategies as active listening (paraphrasing what is said to
ensure understanding can be achieved) and using multiple forms of communication, such as written,
audio and visual, can enhance employee involvement in assuring that conflicts do not arise because of
cultural misunderstandings due to lack of awareness.

Step 4

Coach employees to mediate conflicts related to cultural misunderstandings. Provide opportunities for
employees to respond to situations from viewpoints different than their own. Divide a group of people
into pairs to conduct role-playing exercises that allow participants to acknowledge culture difference
exist. Encourage each pair to think about a conflict they have experienced recently due to cultural
differences. Have each participant describe what they might find offensive or unusual. Let each
participant suggest how the problem would be handled in their own culture. Together, have the
participants develop a resolution to the problem. Have each pair report to the larger group on their
experiences.

How do cultural differences affect communication?

People living in different cultures have different habits, values and ways of expression. These differences
are cultural differences which cause problems when people communicate. The following points can
highlight more about such differences:

1. Body movements: Our body sends non-word messages through hands, fingers, eyes, head, face and so
on. These non-word messages have different meaning in different cultures, such as:

Handshake: Americans like to greet by firm of handshake while Chinese do not like much touching to
greet. Rather they bow to greet people.

Eye contact: In U.S.A people maintain eye contact while speaking to provide importance. Whereas, in
Indonesia, looking directly at people considered to be disrespectful.

Fingers: Use of two fingers to show victory sign is a symbol of success in U.S.A. The same symbol has a
vulgar meaning in Australia. In Japan such sign represents money. Even the use of “thumbs up” means
“things are well” in England and U.S.A but it has a negative meaning in Nigeria.

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

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

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

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

Arabians are late to show that they are busy.

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

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

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

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

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



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

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

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

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

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

Bonpocs! u 3aganus:

1. [ToAroToBBTECH K 0OCYXKICHUIO TEOPETUIESCKOTO MaTepHralia.

HpCHCTaBHeHI/Ie CC6H B MCKKYJIbTYPHBIX KOMMYHUKAIUAX. PCKOMCH}I&HI/II/I 110 MOATrOTOBKEC MPE3CHTALIUN
u BeIcTymuieHus. CTpyKTypa Tpe3eHTalnuu. BceTyruieHne, mnpencTaBieHHe NpoOiIeMbl, OOBsICHEHWE
CYIITHOCTH TPOOJIEeMBI C ONIOPON Ha WILTIOCTPAIMH, TIPEIJIOKEHHUS TI0 PEIISHUIO TPoOIeMbl, 0000IIeH e,
3aKJIFOYCHUC.

2. HquHTaﬁTe, NEpEeBEANTE TCKCT U3 TeopeTquCKOﬁ YaCTH U BBIITOJHUTC CICAYHOIIHNC 3a1aHUs

2.1. Read and translate the article.

2.2. Answer the questions.

A. What enables businesses to run more smoothly?

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

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

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

E. Do you agree that cultural differences affect communication?

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

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

2.5. Retell the article.

2.6. Discuss these questions:

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

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

IIpakTuyeckoe 3anaTue Nel6. Tesedonnbie pa3ropopsl. JjaeKTPpOHHBIN oduc. UHTepHeT.
OpranuzanuoHHas Gopma 3aHsATHA: TPAAULUOHHBIA CEMUHAP.
Henb: ¢opMupoBaHue y CTYIEHTOB pPEUYEBOM, S3BIKOBOW M KOMMYHHKATHBHOW KOMIETEHIIHH JUIS
OCYILECTBJIEHUS JEJIOBbIX KOHTAKTOB.
B pesynbpraTe 0CBOEHNE TEMBI CTYIEHT JIOJIKEH
3HaTh: OCHOBHBIE TPAMMaTHYECKHE SIBICHUS, XapaKTEePHbIE 1151 NPO(ecCHOHATIBHON peun; IEKCHYeCKHe U
CHHTAKCHUYECKHe 0COOEHHOCTH O(PHUIINATbHO-IEIOBOTO CTHIIS B @HTJIMHCKOM S3BIKE.
YMETh: BECTH Telle()OHHBIE IIEPETOBOPHI; OMPEIENATh CTUICBYIO TIPUHAUICKHOCTh aHTIIMACKUX TEKCTOB
o(HLMANBEHO-IEOBOIO CTWJISL, BHICTh XapaKTEpPHBIC CTUJIEBbIE YEPThI, YUTaTh O(UIHATIBLHO-IEIOBBIE
TEKCTBl PA3IMYHON CTENECHU CIIOKHOCTH; CTPOMTH JHAJOTMYECKyHd) M MOHOJIOTHYECKYIO DPEdb C



HCIIOJIB30BaHNEM HanOoIee yHOTpe6I/ITeJIBHI>IX JICKCUKO-TPAaMMATUYCCKUX CpPEACTB B OCHOBHBIX
KOMMYHUKAaTHUBHBIX CUTyalusax O(i)I/II_II/IaJIBHOI“O 06H_ICHPI}I; IIOHUMAThb JUAJTOTHYECKYIO u
MOHOJIOTMYCCKYIO pE€Yb 110 I/ISy‘IeHHOﬁ TEME.
AKTyaJbHOCTb TEMBI: 00yCIOBIeHa HEOOXOAUMOCThIO oBiaaeHust YK-4.
TeopeTuueckas 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 |
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 | can help you. Just a moment, I'm looking in the diary. Is ten o'clock all right for Mr. Clifford?

— Yes, thank you.

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

— It's about the Company financial policy.

— Thank you. Good-bye.

— Good-bye.

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

— Hello, Mr. Clifford's office.

— Could I speak to Mr. Clifford, please?

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

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

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

— That's right.

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

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

- So that's B for Box...

— No, P for Paper.

— Sorry, P-1-L-K-I-N-S.

— Yes, that's it.

— I'll give him your message, Mr. Pilkins.

— Thank you. Good-bye.

— Good-bye, sir.

USEFUL PHRASES

Hello. I'd like to speak to Mr. Green, please!” — Amno. 51 Gbl XOTeNl MOrOBOPUTH C T-HOM I pHUHOM,
nmoXkayicra!

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

Could you put me through to Mr. Green, please? — CoenuHuTe MeHs, IOKaIyicra, ¢ T-HOM [ pHHOM.



Who's this, please? — Kto y Tenedona?

Who's speaking? — Kto rosopur?

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

Is that Mr. Green? — Oro r-u ['pun?

Speaking. — Cayraro.

You've got the wrong number. — BeI OImMOIHCE HOMEPOM.

Sorry, you must have the wrong number. — M3punuTte, Bol, 10KHO OBITh, OIITHOINCE HOMEPOM.
It's the wrong humber. — 9to He ToT HOMED.

Sorry to have bothered (troubled) you. — M3sunnTe 3a 6€CIIOKONCTBO.

The line is engaged/busy/occupied. Can you hold on? — Homep 3ansT. Bel MoxxeTe He  Bemiath TpyOKy?
The line is dead. — JIunus HencnpasHa

The line is clear. — JIunus cBo6oHa

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

I'm afraid he's out at the moment. — ITo Mmoemy, ero ceifuac HeT.

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

Will you leave a message? — Ilepenath emMy 4T0-HHOYIb?

Could you take a message? — Bor He Moriu ObI TepeaaTs eMy KOe-4To?

telephone / switchboard operator -renedonnct(ka)

telephone charges / bill — mtaTa 3a TenedoHHbIe pa3roBOpsI

pick / take up the receiver — cusaTh TpyOKy

ring off / hang up- monoxuTh TPyOKY

hold the line / wire — He kmagure TpyoKy

to ring smb back — nepe3sonuts

to answer a call — orBeuars Ha 3BOHOK

to make an appointment — HasHa4yath BcTpedy (1e10BYO)

receptionist — cekperaphb (BeayIuii MprUeM MOCETUTEINEH ); PETUCTPATOP; aIMHUHUCTPATOP CIYXKObI IpremMa
U pa3MeleHus (B TOCTHHHULIE)

Bonpoce! 1 3a1anust:

1. [ToaroToBbTECh K OOCYKACHUIO TEOPETHUECKOTO MaTepuasa.

IMoxrororka k TenedoHHOMY pa3roBopy. Kak oTBeTuTh Ha 3BOHOK. Kak MpUHATE U TIepeaTh COOOIICHHUE.
Kak nepecnpocuts. [Tonesnbie BeipakeHUs Ui Telde@OHHBIX pa3roBopoB. Kak ocTaBUTh cooOIIeHHE HA
aBTOOTBeTUMKE. BbIOOp cTHis 0OIeHus B TeneOHHOM pa3roBope. HTEpHET B KU3HH COBPEMEHHOTO
o0111ecTBa U B OM3HECE.

2. BeimomHuTe 3agaHus:
1) OcraBbTe cOOOIICHUS HA ABTOOTBETYMKE CBOUM ITAPTHEPAM 10 OU3HECY B CIICAYIOIINX CUTYaIIUsIX:
2) Practice leaving messages on the answering machine of your business partners:

1. you are calling to confirm your arrival time;

2. you are calling to ask their parking lot location;

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

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

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

3. Respond to the requests according to the model

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

Make an appointment with Mr. Banes, please.

Type the minutes, please.

Find that file for me, please.

Switch off the computer, please.

4. Say that you have already done something

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

I'm correcting mistakes in the protocol.



I'm cleaning the desk.
I'm sending a telex.
I'm watering the flowers.

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

6. Translate and learn the following conversations:

1) - | hear you are going to work in a joint venture. Have you already learnt English?
— Unfortunately I'm only just learning English. | speak English poorly. And | would like to speak it
fluently.

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

— Hi, Cindy. Tell Richard we'll have the meeting in Room 213.

— Could you repeat the number? Room 2307 -No, 213.

— 213. O’kay, I'll tell him.

3) — It's Mr. Livingston calling.

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

— Mr. L-i-v-i-n-g-s-t-0-n.

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

— I'll be there. Bye.

7. Mr. Livingston is here but Mr. Clifford has an urgent meeting with the President of the Company. He
has asked Cindy to make his visitor feel comfortable for 10 or 15 minutes.

Dramatize a talk between Cindy and Mr Livingston.

Use: Would you like to...? Could you...?

8. Listening practice.
Listen to Miss Flipps talking about yesterday's meeting. Is it the meeting described in Unit 4?

9. Translate into English.

a) Mucrep Kmuddopn tompko uro nonpocun CHHAM HUCHPaBUTH OMIMOKK B mpoTokone. OHa B3sia
NpOTOKON ¥ ynTaeT ero. OHa yXe 3aMeTHJIa U HCIIPaBUIIa JIBE OIIHOKH.

0) S cobupatoch paboTarb Ha COBMECTHOM mpeanpusituu. IlosToMy s momKHa TOBOPUTH IIO-
aHrMicku. S Obl XoTena roBOpuTh MO-aHrIuiicku Oerno. Ho s Tonbko Hadama u3ydaTh 3TOT SI3BIK.
Ceifgac s TOBOPIO Ha HEM TUIOXO.

B) - Ao!

- M3BuHMTE, HE Bewaiite TpyOKy, noxanyiicra... Cekperaps Mmuctepa Kimuddopaa ciymaer.

- Mucrep Kimnddopa npocun menst mo3BoHnTh. Most pamunust CBEHCOH.

- Muctep Cencon u3z Hopserun?

-Jla, mpaBUIIBHO.

-Muctep Knmuddopn oxxunaer Bam 380HOK. COeTUHSIIO.

r) - A10, MO’KHO TIOTOBOPUTH ¢ MUCTEPOM JIMHTOHOM?

- K coxanennto, ero ceituac HeT. MokeT ObITh, BBl XOTUTE €My YTO-HUOY b IepenaTh?

-/la, moxxamyiicta. Y MeHs Ha3HaueHa ¢ HUM BCTpeya 3aBTpa B 3 yaca, HO s HE

cMmory mpuiiTd. He cMor 061 0H cO MHOM BCTPETUTHCA Moce3aBTpa? S mo3BOHIO

CETO/IHS BEYEPOM.

- A MOXHO y3HaTh Bame ums?

- O, m3sunute. Mucc Kasana u3 Kanazs!.

- 51 nepenam emy Bary npocs0y, mucc MBane.

1) CoBMecTHbIE NpEANPHUATHS Ha TeppuTopun Poccum — 3TO mpeAnpusiTusi X y4yacTHEM POCCUHCKHUX U
3apyOeKHBIX TIapTHEPOB. Jloms pocchiickoro KamuTayia IOJDKHA OBITh He MeHee 51 mporenrta. Takwue
MNPEeINpUATHAS TOMYUHAIOTCA POCCHHCKOMY 3aKOHONATeNbCcTBY. OHHU TOJuiexaT o00s3aTebHOMY
CTPaxOBaHMUIO, BHIIUIAYMBAIOT HAJIOTH, 00ECIIEYMBAIOT YCIOBHUS TPYJa, OIUIATy M COLMAlbHbIE rapaHTUU
CBOMM CIIyXKallliM.

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.

IIpakTyeckoe 3ansiTe Nel7. Padota ¢ ncrounnkamu uHpopManum (TeKyuei nmpeccoi,
NUCbMAaMU, TeJIerPpaAMMAaMU, PEKJIAMHbIMHU MPOCNIEKTAMM).
OpranuzaiuonHas ¢popma 3aHITHS: TPATUIIUOHHBIA CEMITHAP.
Lenb: ¢dopMupoBaHUE y CTYACHTOB PEUYCBOH, S3BIKOBOW M KOMMYHUKATUBHOW KOMIICTCHIIUHM IS
OCYHICCTBJICHUS AC€JIOBBIX KOHTAKTOB.
B pesynbpTaTe 0CBOCHUE TEMBI CTYACHT JOJIKEH
3HATh: OCHOBHEI pa60TbI C pas3siindHbIMKU HWCTOYHHKAMU I/IH(bOpMaIII/H/I; OCHOBHBIC TI'paMMAaTU4YC€CKUEC
SIBJICHUS, XapaKTepHbIe I MPOPECCHOHANBHONW peyM; JIEKCHYECKHEe M CHHTaKCHYeCKHe OCOOEHHOCTH
O(bPILII/IaJ'ILHO-I[eJ'IOBOFO CTWJIS B aHTJIMICKOM SI3BIKE.
YMCTh: O6pa6aTBIBaTL pa3jIn4yHbI€ HCTOYHUKH I/IH(bOpMaHI/II/I; quTaTtb O(bI/I]_[I/IaJ'H)HO-I[CHOBI)IC TCKCTbhI
pa3JIH‘IHOI>'I CTCIICHU CJIOKHOCTH, CTPOUTH JUAJIOTMYCCKYIO U MOHOJIOTUYCCKYIO PC€Yb C UCIOJIB30BAHUCM
HauOoJee yHOTp66I/ITeHLHLIX JICKCUKO-TpaMMAaTHYCCKHUX CpPEACTB B OCHOBHBIX KOMMYHUKATUBHBIX
CUTYyalUsIX O(bI/ILII/IaJ'ILHOFO O6H_[6HI/I$I; IIOHUMATh JUAJIOTUYECKYH0 MW MOHOJIOTHYECKYIO pE€Yb 110
HU3Y4EHHOU TeMeE.
AKTyaJIbHOCTb TEMBI: 00yCIOBIeHa HEOOXOAUMOCTHIO OBNaaeHus: Y K-4.
TeopeTquCKaﬂ YacCThb.
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. | also input on the computer, send telexes
and faxes.

I meet people from all over the country, all over the world, and all walks of life, which makes it the
most interesting part of my job. They can be very nice. | think the nice ones outnumber the irritating ones.
It's a people-oriented job. It's communication, whether it's in person or on the telephone and that can be



fun. Sometimes you have problems getting through, sometimes you get a wrong number, but it's all part
of the job. You don't often get annoying people face to face. You get more of them on the phone, because
people feel they can say things over the phone that they perhaps wouldn't say to your face. So 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 [keerikta'ristiks] — xapakTepHbIe 4epThHI, 0COOEHHOCTH
loyalty — BepHOCTB

trustworthy ['trAstwo:01] — HaJIe)KHBIH, 3aCITYKUBAIOIIHIA JOBEPHS
relationship — oTHomIEHMS

involve — BoBiekars (3a coboit)

responsibility — oTBeTCTBEHHOCTH

conscientiousness [konfi'enfasnas] — 106pocoBecTHOCTH
prompt — orepaTUBHEIH, OBICTPHIA

flexible — nerxo mpucnocabnuBaroMiics, THOKKI
confidentiality [konfiden/[i'elsti] — koH}UIEHIIMATEHOCTD
key factor — ocHoBHOI1 (hakTOp, KIFOUEBOI (haKTOp

be dedicated ['dedikeitod] — 6sITE TTIpeTaHHBIM

initiative [i'nifstiv] — uHMIIMaTHBA

act — nelicTBOBaTh, NOCTYNAaTh

handle — cripaBisThest

summary — KpaTkoe H3JI0KeHHE

take minutes — BecTH IPOTOKOJT

professionalism [pra'fef(e)nslizm] — mpodeccrnonamuzm
tense — HanpsKEHHBII

work under deadline pressures — paboTaTs HaIIPSHKEHHO, C YYETOM CPOKOB
be of great value ['vaelju] — ObITH IEHHBIM

presentation [prezen'teifn] — ymeHue ce0s mpenogHecTr
appropriately [o'praupristli] — coorBeTcTBYyIOIIIIM 0OpaszoM
deal with — umets neno (¢ yeM-1u60, KeM-TU00)

input on the computer — BBOIKTH JaHHBIC B KOMIIBIOTEP
incoming mail — Bxoasiias moura

walks of life — cdepsr xu3nu

outnumber — MPeBOCXOANUTh YUCICHHO

get through — no3BoHuTHCS

annoy — pa3gpaxarTb

frustrating [frAst'reitin] — paccTpauBaromIwii, pa3IpaKaroIIwid,
attire [o'taio] — Hapsa, ogexa

immaculate [i'maekjulot] — 6e3ynpeunsbiii

jewelry ['dzu:alri] — roBenupHBIC U3AENHS, YKPALICHUS
well-groomed — yxo>xeHHBII

necklace — oxepenbe

match — mogxonurs

nail-varnish ['neilva:nif] — nak s HOrTei

heavy make-up — MHOTO KOCMETHKH

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

Cindy Flipps comes to the office at 9 o'clock. She always comes to the office on time. She is never late.
She has a lot of things to do. She looks through the mail and tells Mr. Clifford what the letters and
telegrams are about. She keeps the business diary and reminds Mr. Clifford about his business
engagements. She answers the telephone and makes telephone calls. She meets visitors and shows them



into Mr. Clifford's inner office. She types his letters and sends them off. Sometimes she helps Mr.
Clifford to entertain his clients.
Miss Flipps is very helpful. Mr. Clifford cannot do without her.

Bomnpocs! 1 3apanus:
1. I[loarotoBbTECH K 0OCYKACHUIO TEOPETUIECKOTO MaTepHaa.

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

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

4. Express your surprise about
a) what is said in the text Model: Does Cindy really come to the office at 9 o'clock?
b) what Cindy did yesterday Model: Did Cindy really come to the office at 9?7

5. Ask for additional information about the time

a) of the actions in the text

Model: When does Cindy type letters?

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

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

b) of Cindy's past actions

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

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

Look through  Mr. Banes into my room, please.

Type this telegram, please.

Show about this meeting, please.

Send off this agreement, please.

Call  the telephone, please.

Answer Mr. Lindon, please.

6. A young man asks Cindy to go to the cinema with him.

Listen to their talk and finish the sentences following it

Young man — Can we go today?

Cindy — No, unfortunately we can't. I must accompany Mr. Clifford to a party. He wants to meet an
important client there.

Y.m. — Do you really have to go?

Cindy — Yes, I do. Mr Clifford cannot do without me.

Y.m. — Then can we go on Sunday?

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

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

7. Answer the questions

a) What does a secretary do every day?

b) What does Cindy have to do today?

C) Why can't Mr. Clifford do without her?
d) Cindy can type well, can't she?

e) Cindy can work the computer, can't she?
f) What can you do well?



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

8. Translate and learn the following conversations:

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

- All right, Cindy. Show him in.

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

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

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

9. Reading with a dictionary

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

to have a lot of things

to do business engagements

to answer the telephone

to type letters

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

I book all the trains, planes and hotels, fix up his meetings and sort out the papers he needs to take with
him. When Mr. Keller is not away | type his correspondence, make appointments for him, talk to the
visitors and take telephone calls. | also do the filing. At the meetings 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............ SRR then. There was............ (0] 0 [T in it was
- IR , some shelves,............. chairs, - WU and =1 R type-writer in
RIS,

There nothing else.

Mr. Clifford............... NO...verviieerierieaiene then......ccoeeen did everything..........

IIpakTuyeckoe 3anaTne Nel8. busnec-koMmMmyHukanus B aeiicteuu. busnec-n1any. CBerckasi
Oecena.
OpranunzanuoHHas Gopma 3aHATHA: TPAAULUOHHBIA CEMUHAP.
Lenb: ¢dopMupoBaHUE y CTYACHTOB PEUYEBOH, SA3BIKOBOW M KOMMYHUKATHBHOW KOMIICTCHIIMM JIJISt
OCYIICCTBJICHUA ACITOBBIX KOHTAKTOB.
B PE3YyIbTaTC OCBOCHNUE TEMBI CTYACHT NOJIKCH
3HaTb: OCHOBBI pa60TBI C pas3iinYHbIMKU HCTOYHHKAMU I/IH(bOpMaI_II/II/I; OCHOBHBIC TI'paMMAaTUYC€CKUC
SIBJICHUS, XapaKTepHbIe I MPOQPECCUOHANBHOW PEeuH; JIEKCHYECKUE M CHHTAKCHYeCKHe 0COOEHHOCTH
O(l)I/ILII/IaJ'IBHO-,Z[eJ'IOBOFO CTHJISI B aHTJIMHACKOM SI3BIKE.
YMETb: BCECTU JACJIOBYIO CBETCKYHO 6606[[}’; CTPOUTHh HOUAJIOTHYCCKYIO M MOHOJIOTMYCCKYHO pEYb C
HCIIOJIL30BaHMEM HanbOoIee YHOTPCGI/ITCJIBHBIX JICKCUKO-TPAaMMATUYCCKUX CPEACTB B OCHOBHBIX
KOMMYHUKAaTHUBHBIX CUTyalusax O(i)I/IIH/IaJIBHOFO O6HI€HI/I${; IIOHUMAThb JUAJIOTHYECKYIO u
MOHOJIOTMYCCKYHO pE€Yb 110 I/I3y‘leHHOﬁ TEMC.
AKTyaJIbHOCTh T€MbI: 00YCJIOBJIEHA HEOOXOIUMOCThIO OBNIafaeHus Y K-4.
TeopeTuueckas 4acTh:
INTERCULTURAL COMMUNICATION
1. Intercultural communication can be defined as any interpersonal interaction between persons belonging
to different cultural or social groups, which differ from one another because of diverse backgrounds,
communication behaviors, communication interpretations, and word meanings. Intercultural
communication interactions include both verbal and nonverbal messages.



2. While each individual may use multiple styles of communication, there are identifiable, culturally
taught preferences. Use of multiple styles is common although there tends to be a personal preference that
is the style that individuals may revert to under pressure. Style refers to how one speaks, not what one
says. There are differences with regard to:

- low context and high context;

- being direct or indirect when speaking;

- working at a slow pace or a rapid pace;

- being formal or informal;

- rational and emotive;

- working collectively or as individuals;

- encouraging group harmony or individual assertiveness;

- respecting age or respecting youth.

3. Low Context:

* The context of communication is not assumed to be known. Things must be explained clearly and
unambiguously.

* Interlocutor tends to use lots of words because the words establish the context/meaning.

4. High Context:

*The context of communication is assumed to be known. It is unnecessary, even disrespectful, to explain
things precisely.

« Interlocutor tends to use few words because the context establishes the meaning.

« Interlocutor leaves understanding to the other person and respects their understanding of the situation.

5. Direct:

* What one means is stated in a direct manner; no “beating around the bush.”

* Directness is equated with honesty and respect for the other person and the other person’s time.

* The values of saving time and focusing on task are supported.

6. Indirect:

* Meaning is conveyed by subtle means such as nonverbal behaviors, questions, stories, parables, or use
of a third party.

« Indirectness is equated with politeness and respect for the other person and the other person’s feelings.

* The values of relationship, history, and group harmony are supported.

7. Faster Paced:

* Speech patterns are rapid, indicating engagement and intelligence.

* Immediate answers to questions are expected.

8. Slower Paced:

* Speech patterns are slower, indicating reflection and thoughtfulness.

* Responses to questions are expected after the other person has time to reflect.

9. Formal:

» Communication is governed by strict rules regarding such things as forms of address based on age,
status, topics.

» Communication is ritualized, including the use of organizational hierarchy to determine who can/cannot
be talked to and under what circumstances.

* The values of status and hierarchy are supported.

10. Informal:

» Communication has few rules; people tend to be addressed by first name.

» Communication is less bound to specific conventions. More flexibility in what is said, to whom one can
speak, and under what circumstances.

* The values of fairness and equity are supported.

11. Rational:

* Focus is on objective information/data and tends to be linear.

* The emphasis is on ideas that are separate from the person. Disagreement with another person’s ideas is
acceptable and even valued. It is not seen as a personal attack.

* Discussion remains objective and not personalized.

* Preference is for “taking turns” when talking.

* There is less variation in tone or gestures.

* When announcing a decision, an interlocutor focuses on facts or information.

12. Emotive:



» Focus is on feelings. Communication tents to appear more people-oriented and passionate. The
emphasis is on the person, so great importance is attached to feelings. Issues, ideas, and the person are not
separate. Disagreement, if done at all, is done carefully and often indirectly because the person and idea
are not separate — disagreement with ideas is an attack on the person.

* Sharing one’s values and feelings about the issues is highly valued.

* Interlocutor can overlap (interrupt) when others are speaking.

* When announcing a decision, an interlocutor may describe it in terms of how it will affect people,
relationships, or morale.

LEXIS

intercultural communication — MmexxKyIBTYpHOE OOIIIEHHE

interpersonal interaction — MeXIIMYHOCTHOE B3aHMO/IEHCTBHE

diverse background — pasiauunbie, HecxoaHbIE (HOHOBBIC 3HAHUS

verbal — ciioBecHbIi

nonverbal — otHOCAIHMICS K HECTOBECHOH HH(OPMAIINH, HECITIOBECHBIN

multiple — pazHooOpa3HsIii

identifiable — pazniurmerit

preference — npeamnourerue

revert — obpamarscsi BHOBb, 00pamaThCs

context — curtyarusi, OKpyKeHue, cpena, (OKpykaromias) 00CTaHOBKa, 00CTOATEILCTBA, COCTOSTHHE

pace — ckopocCThb, TEMII

rational — panmoHaIbHBIH, 11E1€CO00Pa3HBIH

e€motive — SMOLIMOHAJILHBIN

assertiveness — yBepeHHOCTB B ceOe

age — cTapocTh, MPEKIOHHBIA BO3PACT, CTapIiee MOKOJICHUE

assumed — nperonaraeMplid, 10MyCKaeMbIit

unambiguously — HeABYCMBICIICHHO, OTHO3HAYHO

disrespectful — neBex BB

precisely — Touno, B TouHOCTH

understanding — ocMBICIeHIE, TTOHMMAaHHUE, TIOCTHKEHIE

beating around the bush — moaxomuTe k ey u3maneka, rOBOPUTH OOMHAKAMHE, XOIUTH BOKPYT /1a OKOJIO
directness — OTKpOBEHHOCTb, ITPSIMOTA

equate — mpUpaBHUBATh, CYUUTATH PABHBIM

CONVeY — BbIpaXarthb, IIepeaBaTh

subtle — HeyTOBUMBIIA, €/1Ba PA3THINMBbIi

indirectness — ykJI0HYMBOE TIOBEICHUE, BBOISIIEE B 3201y K ICHUE

politeness — BE&XKIMBOCTD, YITHBOCTE, 00XOAUTETHLHOCTH

speech pattern — kapTHHa peYeBBIX CUTHAIOB, MOJIEH PEUYEBOTO OOIICHHS

engagement — gesTenbHOE YYacTHe, B3aUMOICHCTBIE

reflection — pasmeiierre, 06 lyMbIBaHUE; Pa3IyMbe

thoughtfulness — rmy6okombiciiue

status — oO1ecTBEHHOE MOJIOKEHHUE, MOJOKECHUE B 00IIECTBE/KOMITAHUN

ritualize — cobmonats 0Ops B!

convention — TpaauIus, IpaBUiIa MOBEIAEHUS;, YCIAOBHOCTE

linear — mpssmoMHEHHBII

take turns — genath (4T0-1M00) MO OUEpPEaHN, ICHCTBOBATH TTOOUYEPETHO

people-oriented — opreHTHPOBaHHBIH Ha MTOBEACHUE JTIOAEH

passionate — moABep)KEHHBIN CTPACTSM, ITBUIKUHN, CTPACTHBIN

morale — MopanbHOE COCTOsTHIE, 00NN HACTPOK

DEVELOPING INTERCULTURAL COMMUNICATION SKILLS

1. There are basic intercultural communication skills and behaviors that one can use to reduce confusion
and miscommunication when communicating with others from various backgrounds and cultures. The
following tips will improve your intercultural communication interaction skills.

2. Be prepared and learn all you can about the host culture of your opponents before negotiations begin.
Do research about other culture’s communication habits, styles and behaviors. This means learning about
the behaviors as they relate to formality, status, nonverbal actions, the use of language, and the like.



3. Make sure communication interactions take place in a quiet space or room away from large crowds,
activities, and loud background noises. When communicating with people of a different culture, it is
important to be able to concentrate on the communication interaction.

4. Make sure the space or room where intercultural communication is taking place is comfortable for the
person with the different background or culture. Different cultures prefer specific settings for
communication with others. Lighting, temperature, refreshments, tables and seating are a few examples of
how space setup effects successful intercultural communication interactions. Every culture has its own
“ideal” communication space.

5. Develop sensitivity to the use of time and be patient when dealing with cultures that use a different
tempo than the one found in your culture.

6. Listen carefully. Part of concentrating on the proceedings is learning to remain comfortable with
silence and realize that a lack of words is also a form of communication.

7. Learn to tolerate ambiguity and be tolerant of the unknown as you seek to make sense of what is new
and often hard to characterize. Many intercultural encounters are characterized by confusion and a search
for meaning.

8. There are number of communication techniques you can employ that might help resolve the conflict
before it reaches the point of being irresolvable. Here are a few suggestions:

9. Learning to use collective pronouns can help defuse conflict. Although at times you may have to refer
to people by name, when you are with a group of people, try to develop the practice of using collective
pronouns as a way of centering on content instead of people. Notice how words such as “we” and “our”
focus the conversation on everyone instead of on one person, as is the case with “I,” “me,” and “you.”

10. Repeat the other person’s comments as objectively as possible so that you can determine if you
actually heard what they meant to communicate.

11. Try to locate areas of agreement. Often the areas of agreement can outweigh the differences, and
therefore conflict can be avoided. Since both sides in a negotiation want to gain something, it should be a
simple matter to isolate areas of agreement. If both parties can be made to see these areas, everyone
benefits.

LEXIS

skills and behaviors — HaBbIKM U CTHIHM IOBEACHUS

reduce — ocnabiisTh, MOHWKATh, COKpAIaTh, yMEHbBIIATh

confusion and miscommunication — 3amenraTeabCTBO/MyTaHHIIA U OIIMOKH B TPOIIECCE OOICHUSI
tips — moackasku

host culture — ponnas/6a3oBas KyabTypa

do research — u3yuntsb

background noise — hoHOBBIE TTOMEXH, TOCTOPOHHUIA IITYM

crowd — tonma

specific setting — cenmansHas 06¢cTaHOBKa, 0COOBIM 00Pa30M OPraHM30BAHHOE BPEMSI M MECTO JIEHCTBUS
lighting — ocBerenue, cser

space setup — opraHu3aiiys IPOCTPAHCTBA

sensitivity — BocnpuMMYHBOCTb, CIIOCOOHOCTH K OBICTPOMY PearupoBaHHUIO

be patient — zamactuce TeprienueMm

tempo — remn peun

tolerate — momyckath; TepreTh, MO3BOJIATH, pa3peliaTh

ambiguity — TByCMBICTIEHHOCTb TOJIKOBAHUsI, HESICHOCTh

make sense — KMeTh CMBICIT, OBITh MTOHSITHIM

encounter — mepBeIif ombIT (OOIIEHHS ¢ 4eM-ITN00), TEPBOE 3HAKOMCTBO, HEOXKHIaHHAs BCTpeda
resolve — paspemats (podiemMy), HCIIPABIISATH, PelIaTh

point of being irresolvable — sTan, HaunHas ¢ KOTOPOTo YTO-TMOO CTAHOBUTCS HEPA3PEIIUMbBIM
collective pronoun — cobupaTtensHOE MECTOUMEHNE

defuse — cHSITH OCTPOTY, CIIIAXKUBATh, CIIyCKAaTh Ha TOPMO3ax

refer to people by name — oOpamaTbest K TOIIM 110 UMEHH

comments — KOMMEHTapUH, CYKICHHS

areas of agreement — Bonpochl, 110 KOTOPbIM BO3MOYKHO COTJIAIIICHUE; Chepa Coraacus
outweigh — nepeBermBaTh; ObITH OOJIee BaXKHBIM

isolate — BBIOpaTh, BBIACITHUTD

benefit — u3BexaTs MOIB3Y, BEITOAY



Bomnpocs! 1 3apanus:

1. IToaroToBeTECH K 0OCYKICHHUIO TCOPETHIESCKOTO MaTepraa.

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

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

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

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

5. What communication is called “intercultural”?

6. What does the style of communication depend on?

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

2. Agree or disagree

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

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

3. Intercultural communication covers only verbal interactions.

4. 1t’s better to avoid using collective pronouns in business interactions.

5. The context of intercultural communication is always assumed to be known.

6. The values of status and hierarchy are paramount in all styles of communication.

3. Supplement further information on the topic “Intercultural Communication”.
KEY WORDS

area of agreement
background

body language

business letter
communication
communication skills
complaint
complementary close
context

conversation

convey

destination address
enclosure

intercultural communication
interlocutor

interpersonal interaction
memo

message
miscommunication nonverbal communication
opening

postscript

printed letterhead
reference

request

response

return address

salutation

tempo

to communicate in writing
to communicate orally

to discuss an issue

to keep a record

to resolve

to take turns

to tolerate
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BBEJIEHUE

OCHOBHOW IIENTBI0  CAMOCTOSITENIBHOW  Pa0OThI  CTYACHTOB SBISICTCS IOBBIIICHUE
HCXOJIHOTO YPOBHS BJIQJI€HUS WHOCTPAHHBIM SI3BIKOM, JIOCTUTHYTOTO Ha MPEABIAYIIEH CTYNEHU
06pa3OBaHI/I5'I, nu OBJIAACHHUC CTy,Z[GHTaMI/I H€O6XOI[I/IMBIMI/I JOCTAaTOYHBIM ypOBHeM
KOMMYHHUKATUBHOH KOMIICTCHITUU Il PEHICHHUS 3a7a4 MEXJIMYHOCTHOTO M MEXKYJIbTYPHOTO
B3anMOJIeicTBYs. V3ydeHrne HHOCTPAHHOTO SI3bIKA MMPU3BAHO TAKKE 00ECIICUHTh:
® TIOBBIIICHUE YPOBHsI Y4€OHOM aBTOHOMHUH U CITOCOOHOCTH K CaMOOOpa30BaHHMIO;

L] paanTHe KOTHUTHUBHBIX U UCCJICOOBATCIIBCKUX yMCHPIfI,
e pa3BuTHE UH(POPMAIIMOHHOHN KYJIbTYPHI;
® pacIIMpeHre Kpyro3opa 1 MmoBbIlIeHne 001IeH KyIbTyphl CTYJEHTOB.

CamocrosiTenpbHass paboTa CTYIEHTOB 3aHMMAeT Ba)KHOE MECTO B y4yeOHOH Hay4dHO-
MCCJIEI0BATENbCKOM JEATEIbHOCTH CTYIEHTOB. be3 caMoCTOsSITeNIbHOW paOOThl HEBO3MOXHO HE
TOJIbKO OBJIQJICHHE JIFOOOW BY30BCKOW JHMCIMIUIMHOW, HO W (OPMUpPOBAHHUE CIICIMAIIMCTA Kak
npodeccuonasia. B mMpoKOM CMBICIIE TOJ CaMOCTOSITEIbHOW paboTOM cieayeT MOHUMATh
COBOKYITHOCTb BCEU CAMOCTOSITEIbHOMN JAESITEIbHOCTH CTYACHTOB, Kak B y4eOHOIl ayAuTOpUH, TaK
U B HEe, B KOHTAKTE C MPENOoJAaBaTEeIeM U B €T0 OTCYTCTBHUE.

YcuneHue poiM CaMOCTOSITENBHON paboOThl CTYJEHTOB O3Ha4yaeT MPUHIMIIHATBHBINA
MEPECMOTp OpraHU3aIuu y4eOHO-BOCIHMTATEILHOTO Ipollecca B BYy3€, KOTOPBIA JOJDKEH
CTPOUTHCS TaK, 4TOOBI Pa3BUBATh YMEHHUE YUYUTHCA, (OPMUPOBATH Y CTYACHTA CIIOCOOHOCTU K
CaMOpPAa3BUTUIO, TBOPUYECKOMY IPUMEHEHUIO TMOJIYYCHHBIX 3HAHHWM, croco0am ajamnTalud K
po¢eCCHOHAIBHON JEATEIHPHOCTH B COBPEMEHHOM MHPE.



1. OBIIASI XAPAKTEPUCTUKA CAMOCTOSTEJBbHOM PABOTHI
OBYYAIOHIETI'OCA

ITox camoctositenbHOM paboToit cryneHtoB (CPC) moHMMaercss COBOKYIMHOCTh BCEH
CaMOCTOSITENIbHON JIeITEIBbHOCTH CTYJCHTOB, KaK B y4eOHOW ayJJUTOPUH, TaK U 32 €€ MpeieIaMu,
B KOHTAKTE C MPENoJIaBaTeIeM U B €r0 OTCYTCTBHUE.

Llenb caMOCTOATENBHOM pabOTHI CTYAEHTa — HAYYUTHCS OCMBICIEHHO M CaMOCTOSTEIBHO
paboTath ¢ y4eOHBIM MaTepHalloM M Hay4dHON MHGOpMaluel, oBlaaeTh (PpyHIaMeHTaIbHBIMU
3HAaHWSIMH, YMCHUSMH W HaBbIKaMH B cdepax axKaJIeMHuecKoi, mpodeccCHOHATbHOU U
COLIMAJIbHO-TYMAaHUTApPHON  JESATENBHOCTH, C(HOPMUPOBATh OCHOBBI CaMOOpPraHW3aluu U
CaMOBOCITUTaHUS C TE€M, YTOOBI MPUBUTH YMEHUE B JaTbHEHUIIIEM HEMPEPHIBHO MOBHIIIATH CBOIO
po(eCCHOHAIBHYIO KB (DHUKAITHIO.

3amauamu CPC sBisitoTes:

— cHUCTEeMaTH3allisi U 3aKpelyieHHE MOJYyYEHHBIX TEOPETHUECKUX 3HAHUNW U MPaKTHYECKHX

YMEHUU;

— yrayOJieHre U pacliupeHne TEOPETHUECKUX 3HAHUM;

— (hopMUpOBaHHE YMEHUI HCIIOIB30BATh YUEOHO-CIIPABOYHYIO JTUTEPATYPY;

— Dpa3BUTHE [IO3HABATENIbHBIX CIOCOOHOCTEl W AaKTUBHOCTU CTYACHTOB: TBOPYECKOU

WHUITUATHBBI, CAMOCTOSTEILHOCTH, OTBETCTBEHHOCTH U OPTaHU30BAHHOCTH,

—(opMHUpOBaHUE  CaMOCTOATEIBHOCTH  MBIIUICHUS, CIIOCOOHOCTEH K  CamMOpa3BUTHIO,

CaMOCOBEPILIEHCTBOBAHUIO U CAMOpPEATIU3aLllU;

— pa3BUTHE UCCIIEOBATEIbCKUX YMEHUII;

— HCIOJb30BaHUE MaTepualia, COOPAaHHOTO U IMOJyYEHHOTO B XOJ€ CAMOCTOSITEIBHBIX 3aHATHN

Ha MPAKTUYECKUX 3aHATHIX, 1151 3 (EKTUBHON MOATOTOBKH K 3a4eTaM U IK3aMEHaM.
OCHOBHBIMHU BH/IaMHU CAMOCTOSITEIIHHON paOOTHI CTY/ICHTOB SIBIISIFOTCS .

— camocmosimenbHoe uzydenue 1umepamypbol,

Llenb: caMOCTOSTENFHO AETATBHO H3YYHUTh TEMBI, IPECTaBICHHBIE B pad0oYei mporpamMmme.

3amaun: MpuUOOpeTeHre HaBbIKa PA0OTHI ¢ MUCTOYHHKAMHU M JIUTEPATYpOH; YMEHHUs TPaMOTHO

COCTaBJISITh KOHCIIEKTHI M TIOJIb30BATHCSl UMU; BBISBIISATH Pa3IMYHbBIC TOYKH 3PEHUS HA MPOOIeMy

U CTETICHb e pa3padO0TaHHOCTHU B JIUTEPATYpeE.

— n002omoeKka K npakmuueckum 3ausmusm  (BBIIOJHEHUE JIOMAIHUX 33aJaHuil) U K

co0eceJOBaHUIO TI0 UHINBUAYAIbHBIM 3aJaHUSIM;

Lenb: yrnybneHnue 3HaHUS y4eOHOTO MaTepuana.

3amaun: OCBOWUTH OT/CIBHBIE BOMPOCHI B paMKaX HW3ydyaeMOH TUCIMIUIMHBI, TPaMOTHOCTH,

MOCIIEIOBATENbHOCTh U PAIMOHATLHOCTh HW3JIOKEHUS TIOATOTOBICHHOTO MaTrephana BO BpeMs

MPaKTHYECKOTO 3aHATHSI.

-cocmaeienue 210ccapus no meKcmy.

Llenb: cocTaBUTh 6a3y HOBBIX JIGKCHYECKHUX €THHHII.

3agaun:

* CaMOCTOATENbHAS TIOATAITHAS OTPA0OTKA yIEOHBIX 3JIEMEHTOB;

* pa3BHUTHE MPAKTUYECKUX YMEHUI;

* (opmupoBaHWEe YMEHUH HCIIONB30BaTh WHPOPMAIMOHHBIE WCTOYHHKH: CIPABOYHYIO H

CHEIHANIBHYIO JINTEPATYPY.

[Ipuctynas Kk €aMOCTOSITEIbHOMY H3YYEHHI0 JHUTEPATYpbl MO Yy4eOHON MUCHUIUIMHE
«MHOCTpaHHBIN S3bIK», HEOOXOAMMO: O3HAKOMHUTHCS C pabouell mporpaMmoii; B3SITh B
OnbnMoTeke pPEeKOMEHJOBAaHHbIE YYEOHMKHM W YyueOHbIe MOCOOHWS; TMONYYHTh Yy BEAYIIETO
mperojaBaresis B 3JCKTPOHHOM BHUJAEC METOJMUYECKAE PEKOMEHJAIMU K MPAKTHYSCKUM U
CaMOCTOSITENIbHBIM Pa00TaM; 3aBECTH HOBYIO TETpPajb Ui KOHCIIEKTHPOBAHHUS TEOPETHUECKOTO
MaTepuraia U BBITIOJTHEHUS MPAKTUYSCKUX 3a/IaHUH.

Jis u3ydeHws NUCHUIUIMHBI TIpeJUIaraetcss CIHCOK OCHOBHOM W JIOTIOTHHUTEIHHOU
autepatypel. OCHOBHasi JHWTepaTypa MNpeIHa3HA4eHa I 00S3aTeIbHOTO  HM3y4YeHUS,



JIOTIOJTHUTEIIbHAS — TIOMOXeET 0oJjiee TTyO00KO OCBOUTH OT/IEIbHbBIE BOIPOCH! B paMKaX W3ydaeMon
JUCLUTIIINHBI.

B xone mnmoaroroBkM K NPaKTHYeCKMM 3aHATHAM CTYICHT O053aH OCYLIECTBIISTH
KOHCIIEKTUpOBaHWE Yy4yeOHOro Marepuaia, oco0oe BHHMMaHHe, oOOpamjass Ha TEOpHIo,
(OpMyYIHPOBKH, PACKPHIBAIOIINE COACPKAHUE TE€X WIM MHBIX I'PAMMATHYECKUX U SI3BIKOBBIX
noHsATHH. B pabounx KOHCIEKTax >KelaTeIbHO OCTaBISAThH MOJS, Ha KOTOPBIX CIEAYeT JejaTh
MIOMETKH, JIOTIOJIHATH MaTepual, (OpMyIMPOBATH BBIBOBI U MPAKTUYECKHE PEKOMEHIAINH.

CamocTtosTenbHas pabdoTa CTYACHTOB HaJ MaTepHaloM Y4eOHOH NHCUUIUIMHBI SIBISIETCA
HEOTHhEMJIEMOIl YacThi0 y4yeOHOro Imporecca M JODKHA TPEAIoiaraTh yriayOsieHue 3HaHUS
yueOHOro Marepuaja, M3J1araéMoro Ha AayAUTOPHBIX 3aHATHAX, M  [pUOOpEeTeHHe
JIOTIOJTHUTEIIBHBIX 3HAHUM 110 OTAEJIbHBIM BOIIPOCAM CaMOCTOSITENIBHO.

KoHcneKkT TeMbl — NMCbMEHHBIN TEKCT, B KOTOPOM KpPAaTKO U IOCJIEI0BATEIbHO U3JI0KEHO
coJiepKaHue OCHOBHOTO MCTOYHMKA MH(popMauu. KoHCIEKTHpOBaTh — 3HAYUT MPUBOIUTH K
HEKOEMY IMOPSAKY CBEIEHMs, IOYEpIHYTble M3 OpuUrMHana. B OcCHOBe mpouecca JEKUT
CUCTEMAaTU3aLUs
MPOYMUTAHHOIO WJIM YCIBIIIAHHOTO. 3alUCHd MOTYT JENaTbCAd KaK B BHJIE€ TOYHBIX BBIICPIKEK,
IIUTAT, TaK U B popMe CBOOOTHON TIOJauM CMBICTIA.

NupuBuayanbHble 3aJaHUsl MPU3BAHBI PACHIMPUTH KPYro3op CTYIEHTOB, YIIyOUTh HUX
3HAHUS U Pa3BUTh YMEHUS UCCIIEOBATEIbCKOMN 1€ATENbHOCTH, IPOSIBUTH 3JIEMEHTHI TBOPUECTBA.

CobleceqoBanme — CpeICTBO KOHTPOJIS, OpPraHM30BaHHOE Kak clenuaibHas Oecena
MPENOJABaTeNsl €O CTYJEHTOM Ha TEMBbI, CBS3aHHBIE C HW3y4aeMOM JUCLHUIUIMHON, U
paccuMTaHHOE Ha BBIICHEHHE O00beMa 3HAHMU O0ydYarollerocs IO OIpeNeleHHOMY pasJelny,
Teme, mpodaeme u T.11.

I'smoccapuii - cnoBapb, KOTOPBIM MMOMOTAae€T OCBAMBATh HOBBIE JIEKCUYECKHE E€IMHMIIBI 10
teme. B rioccapuii HeoOXOAMMO 00aBIATH CIEIHATBHYI0 TEPMUHOJIOTHIO, aO0OpeBHATypHl U
COKpalleHus, Ppa3eoornueckue eANHHIIBI 1 TIp.

Kaxxnprit BUs1 caMocToATEeNbHON paboThl UMEET OmpeiesieHHbIe (POPMBI OTYETHOCTH.

B xoze BBINOJIHEHUS CaMOCTOSTEIBHON pabOThl CTYAEHT JOJKEH MPOAEMOHCTPUPOBATH
c(OpMHUPOBAHHOCTh KOMIIETEHIIUU:

Kon DopMyIHpOBKA:

VK-4 CrniocobeH MpUMEHSTh COBPEMEHHbIE KOMMYHUKATHBHBIE TEXHOJOTHH, B
TOM 4YHCJIE Ha WHOCTPAaHHOM(BIX) sI3bIKe(ax), A aKaJeMHYEeCKOro M
po¢eCCHOHATILHOTO B3aUMOICHCTBUS

2. METOJAWYECKHAE PEKOMEHJAIIMU K CAMOCTOSTEJIbHOM PABOTE
2.1. CamocTosiTe1bHAA padoTa HaJ (POHETHKOI HHOCTPAHHOIO SI3BIKA

Omnpeneanrech ¢ BApHAHTOM AHIJIMIICKOro. BapuaHTOB aHITIMIICKOrO NMPOM3HOIIEHHS CYIIECTBYET
MHOTO: KaHAQJCKUH, aBCTPATUNUCKUM, cpeaHeaTIaHTHIecKuid W T. A. OJHAKO CcaMBIMU TOMYJISPHBIMA
SBIISAIOTCA OPUTAHCKUN W aMEpHUKaHCKUH aHrimmickuid. [Ipon3HommeHne B 3THUX JIBYX Pa3sHOBUAHOCTSIX
OJIHOTO SI3bIKA OTIIMYAETCS I0BOJBHO CHIIBHO.

IIpoananu3upyiite cBo peub. Boibepure Kakoi-HUOYAb ayaHO- WIKM BHJIECOPOJIHMK C TEKCTOM 3aIHCH.
ITocnymaiite, Kak IPOU3HOCUT €ro HOCUTENb. I1ociie 3TOro NpouTUTE TEKCT CAMOCTOATEIBHO U 3aIUILINTE
Ha JuKkTo(oH. [Ipocnymaiite cBOH rojoc u CpaBHUTE C PEUbI0 HOCHUTEIIS, ONPEACINTE, KAKHE 3BYKH BBI
NPOM3HOCHTE HEBEpHO. BOT Haj 3TUMM caMbIMU 3ByKaMH MBI M TIpejjiaraeM BaM mopadorars. EcTb emie
ONWH WHTEPECHBIM W HANEXKHBIA CIIOCOO TMPOBEPUTH CBOE MPOW3HOIICHHE —  Pecypc
https://speechpad.pw/prononce.php. OH mo3BOJISET OLEHUTH, HACKOJIBKO XOPOIIO M TOYHO 3BYYHT Balla
peub. CailiT paboTtaeT KoppekTHO uepe3 Opayzep Google Chrome. IIpocTo BKJIIOUMTE TapHHUTYPY,
HaXMHTE KHOTMIKY “Start recording” m mpomsHecuTe J11000€ CIOBO WM NPEeUIoKeHHe. B HIKHEM OKOIIIKe
MporpaMma MoKakeT BaM, HACKOJIbKO TOYHO BBl TIPOM3HECIN 3BYKH B MPOIEHTHOM COOTHOIIeHnHu. Ecim
KaKOW-TO 3BYK BBI IIPOU3HOCHUTE IJIOXO, TO YBUJUTE: IpOrpamMma pacro3Haja COBCEM JIpyroe cioBo. Bam
cpa3y CTaHET NMOHATHO, KaKWe 3BYKHM y Bac IOJy4aloTCs, a HaJl KaKUMHU CTOUT MOTPYAWUThCA. A eciu
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MOCTaBHUTh TAIOYKY BO3je ciioBa Recording, mporpamMma 3amuiiier Bamly pedb, Bbl MOXKETE MPOCIYIIATh,
KaK 3By4HTE CO CTOPOHBI.

[IpaBunbHOE aAHTIMHCKOE TMPOU3HOIICHHE — 3TO KAPTUHKA-TA3J, COCTOsIas U3 4 BaKHBIX
JJIEMEHTOB: TMPABWIBHON apTUKYJSIUK, yIApPCHUs, WHTOHAIIMM U CBS3HOCTU peuyu. UTOoOBI KapTHHKA
coOpanack W BBITIISZIENIa KPACHBO, HEOOXOMUMO paboTaTh HaJ BCEMH €€ COCTaBJISIONIMMH, BEOb Y
KKIOTO M3 HUX €CTh CBOE Ba)KHOE MecCTO. MTak, 4ToObBI yIydIUTh aHTIUICKOE MPOU3HOIICHHUE, BaM
HEOO0XO0aUMO OyIeT:

- BopipaGoTaTh NpaBMJIBHYI0 APTHKYJALNMIO. APTUKYISIHAS — STO TIOJOXKEHHE W JBWKEHHE BCEX
opraroB pedn. OT MPaBUIBHON apTHKYJISAIMH HAMPSIMYIO 3aBUCUT YE€TKOCTh Mpom3HomIeHns. [lonoxkenne
OpPTraHOB Peud IPU Pa3roBOpPE Ha Pa3HBIX S3bIKAX OTIMYACTCS, MOITOMY, YTOOBI aHIJIMACKUN HE 3Bydas
MO-PYCCKU, HEOOXOJAUMO MPUYUYHUTH Ce0s MPABUIIBHO PACIIOJIAraTh S3bIK U T'yObI MPU MPOU3HECCHUU TEX
WJTH WHBIX 3BYKOB.

- Cnexutnb 3a ynapenueMm. HeBepHO mocTaBiieHHOE B CIIOBE yJapeHHE MOKET COUTH C TOJIKY HOCHUTENeH
SI3BIKA U CTATh MPUUYUHON HemoHuMaHus. OTCI0/a BBIBOJ: CICAUTE 3a peublo. Eciiu He yBepeHbI B KaKOM-
TO CJIOBE, 0OpPAaTUTECHh K OHJIAWH-CIIOBAPIO M TIOCITYIIAlTe, Ha KaKOH CIIOT HY)XHO JIeNlaTh yIapeHre B TOM
WIH WHOM CIIOBE. AMEpHUKaHel] WM OpuTaHel MOTYT MPOCTHTh BaM HE COBCEM BEPHOE MPOU3HOIICHUE
coueTanus /th/ wim pycckoe /p/, HO HEPaBUILHOE YAAPEHUE MOKET CTATh IPUYHMHON HEITOHUMAHHUSI.

- PaGorarp Hag nHTOHAUMeli. [IpaBuiibHAs MHTOHAIMSA U JIOTHYECKOE yIapeHue — eIle OJWH KU K
TOMY, KaK YJIyYIIUTh MPOU3HOIICHNE HAa aHTIIMHCKOM SI3bIKE. YUYHTECh WHTOHAIIMHA Y HOCUTEINEH S3bIKa:
CIyIIaiTe ayAHO3aluChd U CMOTPUTE BUACO PA3IUYHOM TEMAaTHKH, MOBTOPSHTE (pasbl 3a CHUKEPaAMH.
WHocTpaHIlbl OTIMYAIOTCS 3KCIPECCUBHOW MaHEpPOW OOIEHUS, HAM OHAa HWHOIJIA Ka)XeTCs HEMHOI'O
CTPaHHOW W W3JHIIHE SMOIMOHAIBHON. OHAKO €CIIM BbI XOTUTE TOBOPHUTH ITO-aHTIIMHACKHA O€3 aKIeHTa,
TO MHTOHAIIMS — 3TO TO, HAJl YeM HY)KHO IOpPadOTaTh.

- PaGorats Haja cBsI3HOCTBHIO peun. B oObIuHON Oecese MBI HE TIPOM3HOCHM PEUb IO CXEME «CIIOBO-
nay3a-ciIoBO-Tay3a». MBI TOBOPHM CBSI3HO, CIIOBAa CIIMBAIOTCA B EAMHOE MpeiokeHne. B pasroBope
OKOHYAHHE IPENBIIYIIEr0 CIIOBa CIMBACTCS C HAYaJIOM TIOCIEIYOIIEro, 3TO MO3BOJIAET PEedYd 3BydaTh
€CTeCTBEHHO M IUIaBHO. Tak MbI 3HaeM, 4To OyKBa, TOYHEe 3BYK /1/ B KOHIIE CIIOBa B OPHUTaHCKOM
BapuaHTE aHMVIMMCKOro OOBIYHO He mpousHocutcs. Hampumep, B cioBe car (MamuHa). OmHaKo eciu
MOCIie CJIOBA, 3aKaHYHMBAIOIIETOCs Ha ATy OYyKBY, CTOUT CIIOBO, HayMHAOIIEeCs C TIAcHOW, TO /r/
npounsHocurcsi. Hanpumep, B npeuioskennn The car is here (mammna 31eck). Jlenaercs 370 Kak pas Jjist
0oJiee MIaBHOTO 3BYYaHHUS PEUH.

Kak yay4muTs NpoOU3HOILeHHEe HA AaHTIJIMICKOM
PabGoraiiTe Haq HaBbIKOM ayaupoBaHusi. UeM Jydilie Bbl TOHUMAETe aHTIMUCKUN SI3bIK HA CIIyX, TEM
nyd4ine OyZeT Balle MPOU3HOIIeHHEe. Y MHOTHX JIFOe BO3HUKAIOT CIIOKHOCTH € TIPOM3HOIIIEHHEM KaK pa3
W3-32 HEJIOCTATOYHOW paboThI ¢ ayupoBaHWeM. UeM Yarie BB CITylIaeTe MHOCTPAHHYIO PEeUb, TEM YeTde
paziuuaeTe 3ByKH. JJOBOJIBLHO 4acTO OIMMOKHU B IMTPOU3HOIICHUH CBS3aHBI C TEM, YTO MBI HIMEEM HEBEPHOE
MIPEJICTaBIEHNE O TOM, KaK 3BYYHT CJIOBO MJIH 3BYK. UTOOBI 0OOCHOBAThH 3TY TOUKY 3pEHUS, IPUBEIEM
NPOCTOM TpUMep: TOCHyIllaiTe pedb TIyXuxX Jrojaedl. OHM TpPOM3HOCIT ClIoBa Tak, Kak cede 3To
MIPEJICTABIISIOT, BElIb HE WMEIT (PU3MYECKON BO3MOXKHOCTH YCIBIIIATh, KaK JIOJMKHO 3BY4YaTh CIIOBO.
HNmeHHO mMO3TOMYy HX peub OBIBacT JOBOJILHO CIOXKHO pa3zo0path. OO0s3aTeNbHO MOCBAIIANTE
ayJIupoBaHuio XoTs Obl 10-15 MUHYT B JIeHb, TOT/Ia Y BaC HE BOBHUKHET BOINPOC, KaK Pa3BUTh aHIIIMICKOE
MTPOU3HOIIICHUE.

Y4yuTe TPAHCKPUIIIUIO AHTJIMIICKOT0 A3BIKA.

Y4ure ci1oBa npaBuiIbHO. BKII0UnTE OHIANH-CI0Baph U NPOCIIYLIANTE HECKOJIBKO pa3, KaK MIPOU3HOCUT
€ro HOCHTENb $3bIKa, WIH OTKPOWTE OOBIYHBINA CIIOBAPh W MPOUYTHTE (POHETUYECKYI) TPAHCKPHUIIIIHIO.
Takum 00pa3oM, BBl Cpa3y K€ BBIYYHUTE BEPHOE MPOM3HOIICHHWE CIOBA — 3TO HAMHOTO TPOINE, YeM
3ay4YUTh OIMNOOYHBIN BapHaHT, a 3aTEM MEPECYINBATHCSI.

Yuraiite Beayx. UteHue — 3aHATHE, KOTOPOE MOMOXKET BaM COBMECTUTH IPUATHOE C MOJE3HBIM. Bo
BpeMsl UTEHMsI BCIyX BbI JIeJIa€T€ CaMO€ Ba)KHOE — MCIOJb3YETE€ CBOM TEOPETUYECKHUE 3HAHUS O
MIPOM3HOIICHNN Ha MpakTuke. He Topommrech, cTapaiiTeCh YETKO M MPABWIHHO MPOTOBAPUBATE KAXKIOEC
CJIOBO, & €CITU 3BYK BaM TPYJHO JaeTCs, IOBTOPUTE €r0 HECKOJIBKO pa3, MoKa He To0heTech Ooyee-MeHee
MPUWINYHOTO 3BYYaHUs. A €ClId BCTPETHIIM HOBOE CJIOBO, CMOTPUTE MPEIbIAYIINI TyHKT.

HUcnonb3yiite ckoporoBopku. I[lompoOyiite BbIOpaTh HECKOJIBKO CKOPOTOBOPOK, B  KOTOPBIX
OTpabaTHIBAIOTCS TPYIHBIC MJIST BAC 3BYKH M YMTAWTE WX €KEIHEBHO — 3TO 3aiMET BCETO 5-7 MUHYT B
nenb. ITogbopka ckoporoBopok ¢ o3Byukoi http://engblog.ru/50-difficult-tongue-twisters

CMmoTrpuTe cnenuajibHble od0yuyawiue Buaeo. B MuTepHeTe ecTh MHOTO BUACOPOJIUKOB, B KOTOPBIX
HOCHTENb S3bIKa TIOJPOOHO paccKa3bIBaeT, KaK MPaBUIHHO MPOU3HOCUTH T€ WIIM MHBIE 3BYKH. [Ipu sToM
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HEKOTOPBIE CIMKEPHI Ja)ke BKIIOYAIOT B CBOE BHUJEO CXEMBI, H300payKarolne MPaBUIBHOE TOJI0KEHNE
opraroB peun. [lo TakuM ponrkam MOXKHO pa3o0paTbcs, Kak TOYHO JOJDKEH 3By4aTh TOT WIJIM MHOHM 3BYK.
BpuTtaHCcKOMY MPOU3HONIICHUIO MOYKHO YUUTHCS:
https://www.youtube.com/playlist?list=PLD6B222E02447DC07 ,

amepukanckoMy — https://www.youtube.com/channel/UCvn_XCI_mgQmt3sD753zdJA.

IoapaxkaiiTe peun HocuTeseil s3bIKa. BriOepuTe HMHTEpEeCHOE BHUICO WM ayAWO W IOCTapanTech
JIOOUThCS 3BYYaHHs, Kak y aukropa. [logpakaiiTe KakIoW MEJIOYW: MaHEpE pPa3roBopa, WHTOHAIIUH,
aKIIeHTY, JeNaiTe JOrmuecKue may3sl W yaapeHus. llycTh 310 m OymeT cHadana 3By4aTh CTPaHHO U
HEECTECTBEHHO U BaIllUX YIIEH, 3aTO WMEHHO TaKWM CIHOCOOOM TIpOIe BCETO JOOWTHCS BEPHOTO
AHTJIUHACKOTO MIPOU3HOIIICHUSI. Hus o0OyueHust y00HO HCIIOJIb30BaTh caiT
http://www.englishcentral.com/videos ~ — Tam mOpeacTaBiacHBl COTHH ThHICSY BHICO Pa3sHOOOpPa3HOI
TEMaTHKU W JUIMHBL. Bce oHM comepikaT CyOTHTPHI, pa30UTHI MO COOTBETCTBYIOIIMM T€MaM U YPOBHSIM
cinoxHocTH. [locne mpocMoTpa BaM MpesioKaT HECKOIBKO YIPaKHEHUH, CPEIU KOTOPBIX eCTh 1 padoTa ¢
MIPOU3HOIIICHUEM — HYXHO MPOU3HOCHTH (Dpa3bl M3 BUACO 32 JUKTOPOM. YUHUTHCS y HOCUTENEH s3bIKa
MOKHO 1 Ha http://www.engvid.com/. Beibepute pasmen “Pronunciation” u OTKpoiTe st ceOst CEKPETHI
MPaBUIbLHOM aHINIMMCKOMN peyH.

2.2. CamocrosiTeqibHast pa0oTa HA/l JIEKCUKOIl HHOCTPAHHOIO A3bIKA
3anuMaiiTech Ha 00y4YaIOIIMX CATAX!
http://esl.fis.edu/ B monpa3snene First words cioBa ans ypoBHeit Beginner u Elementary pa3outsr mo
TeMaTHKaM. bosbIas yacTh yrpakHEeHHU NpecTaBieHa B BUAe BU3yaiabHOro ciosaps. Ilmoc B ToM, 4uTO
BaM HE JAl0T IEPEeBOJ Ha PYCCKUH SI3BIK, OITOMY B IaMSATH BO3HHKHET acCOLMALMS: ONpEAeIeHHAas
KapTHHKA CBs3aHa CO CJIOBOM Ha aHIJIMIcKoM si3bike. Kpome BH3yanbHBIX yNpakHEHUH, Bbl HaleTe He
MEeHee HHTEpECHbIe pPa3BHUBAIOIIME 33JaHMs Ha IOMCK CHHOHHMMOB M aHTOHHMOB K CIIOBY, a TakKxke
3aJaHUSA-BOIIPOCHI, IPOBEPSIOIINE BAILK 3HAHUS JIEKCUKH TOH MM WHON TEMaTHKU.
http://www.learnenglish.de/
Ha caiite BbI MOXkeTe HalTH (QIAII-KAPTOYKH B IEKTPOHHOM BUE M YYUTH aHTJIMHCKHUE CIIOBA OHJIAWH:
MPOTPecCUBHO U yaoOHO. BaMm mpemnararor Tpu 3Tama M3ydeHUs HOBBIX clioB: CHauasa BB IPOCTO
CMOTpUTE Ha CJIOBA U CTapaeTech 3allOMHUTH MX MPU MMOMOIIM aCCOLMAMK C KapTUHKOH. [lorom BaM Ha
HEKOTOpOe BpeMs IMOKAa3bIBAIOT KapTHUHKY, @ BBl MbITA€TECh BCIIOMHUTH clI0BO. Ha TpeTbeM 3Tame BBI
TECTHpPYeTe CBOM 3HAHHUSA: MUILINUTE PAOM C KAPTUHKOM CJIOBO Ha aHTJIMHCKOM f3BIKE.
http://englishspeak.com/
IIpeacraBieHO HECKOJIBKO PA3lesIOB Uil U3yUeHHs Hanbojee yHoTpeOsieMbIX CIIOB, & TAKXKE Pa3lelibl C
pasroBOpHBIMH (h)pa3aMu, TJie Bl MOXKETE€ YYUTh HOBBIE CIIOBa B KOHTEKCTe. Bce ciioBa 03BYYeHEI
HOCHUTEIISIMHM, YYUTE UX U MOBTOpsiiTe 3a aukTopoMm. Ilocime 3toro mepexomute B pazaen 1000 Most
Common English Phrases. 3necb Bl MOXeTe U3y4aTh HOBBIE CJIOBAa B KOHTEKCTE.
http://freerice.com/
3/1ech BaM JIalOT TOJIBKO OJIHO YIPaKHEHHE: HEOOXO0AMMO yKa3aTh, 4TO 03HAYAET TO MM UHOE CIIOBO, MPH
3TOM NpEAJIaraloT YeThlpe BapuaHTa OTBeTa. 10 ecTh (PakTHYEeCKH BaM HY)KHO MOA0OpaTb CHHOHHUM K
CJIOBY.
Oo0benuusiiTe ca1oBa mo Temarnke. OOBIYHO XOPOIIO 3aMOMHHAIOTCS TPYIIIBI CJIOB, OTHOCSIIMXCS K
onHoi Teme. IlosTomy crapaiirech pa3OuTh cioBa Ha rpymnmbl 1o 5-10 mwTyk ¥ yuuth ux. DddexT
Pectopdda: yenoBeuecknit MO3r U3 IpymIbl 0OBEKTOB JYUILIE BCETO 3alIOMHUHAET TOT, KOTOPBHIA 4eM-TO
BbIIeNsieTcs. Vcnomnp3yiiTe 3TO MOJ0XKeHne cebe Bo OJaro: B TPYIITY CIOB OJTHOM TEMATHKH «BHEAPHUTE
Yy»XECTPaHIa» — BIUIINTE CIOBO HECBA3aHHOM TeMaTuku. Hanpumep, yuute cinoBa no teme «OpyKToi»,
n00aBbTE K HUIM OJJHO CJIOBO M0 TeMe « TpaHcropT», Bally 3aHATHS CTaHyT elle 3 deKTUBHEE.

TemaTu4eckuii cJi0OBapb

TeMaTuuecKuii cnosapb IIpencrasisier cobOoit TeTpaab WM ONOKHOT IS
3alKCH Bamiero OYAyIIero CJIOBapHOrO 3amaca —
lexical notebook. Takyro TeTpaib HYKHO cpa3y ke

= g Weather

gﬁ. . pa30uTh Mo TeMam, HampuMmep: padboTa, eaa, YyBCTBa,
@. Good/ Bad wetther Coldyotweather | D/ Wet wegther yacTu Tena M T. . Ha kaxmoe CIOBO JKelIaTeIbHO
= OTBOAWTH | CTpaHWIly WJIM XOTS OBI MOJIOBUHY — B
SE—®  Weather forecast — npozro3 no20d 3aBUCHUMOCTH OT (opmara TeTpaau W BEIUYUHBI
? Weather station — memeocmaHuus Ballero Mmo4cpka.

=»

g' To be under the weather — HegaxHo cebs 4y8cmaBoBams

g: Weather permitting — npu 6na2onpusmHod no2ode

=

=» The weather can change quickly.
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Ecin cnoBo wMeeT HECKONbKO 3HAYEHHH, >JKENAaTelbHO Hamucarh 3-4 pa3HBIX OIpeleIeHNUs.
TpaHCKpUNITHS — TI0 KENAHUIO, €CITH BaM YA00HO ee yuTarh. OmnpeieieHue cI0Ba Ha aHTIMICKOM SI3bIKE
— YMECTHO, €CJH Balll YPOBEHb 3HAHUS CPeAHUN M BbIIe. Tak BBl 3a0HO BBIyYUTE €lI€ HECKOJIBKO
MOJIE3HBIX CIIOB M3 ompeneneHus. CioBa, codertaromecs co cinoBoM (collocations). ITocmorpure Ha
KapTHUHKY C IPUMEPOM, TaM BBI BUANTE cioBocoderanusi bad weather, hot weather, weather forecast u .
1. OTH BBIPXEHHUS JIyHIlle 3alTOMHSITCS BaM, YeM J[Ba OTOPBAHHEIX JIPYT OT Jpyra ciioBa. K Tomy ke, BbI
He omuOeTech B COUETaHUH CIIOB. Heckoyibko mpuMepoB YHOTpeOIeHHs STOrO CIOBa B MPEJIOKEHHH,
MPUYEM JKEJIATENFHO HamucaTh XOTS Obl M0 OJHOMY IPHMEpPy Ha KaXJIO0e 3alrCaHHOE OIpeesIeHue
cioBa. CHHOHMMEI ¥ aHTOHHUMEI K cJIOBY. ITHOMBI ¢ ymoTpe6ieHrneM 3Toro CII0Ba, €Clii Balll YPOBEHb HE
Hwke Intermediate m BBl coOupaeTech NOMOJIHHUTH CBOM CIOBapHBIA 3amac TOJNE3HBIMU SIPKUMH
BhIpaKeHUSAMUA. HO HYXHO NpHIEpXKHUBATHCS MEpBI, HE CTOWT BBIUCHIBATH BCE HIUOMBI, KOTOpBIC
CBsI3aHbl ¢ BamuM cjoBoM. JloctarouHo ofgHOM miu AByX. KapTuHka — mo sxenanuto. HekoTopsim
JIOJSIM TIOMOTAeT TakoW MpHeM: NMpHU M3YYEHHU CJIOBAa OHM PHUCYIOT KapTMHKY K Hemy. Tak Jekcuka
HauMHAET aCCOLMUPOBATHCS C ONPEAeSICHHBIM BU3yaJbHBIM 00pa30M M 3alIOMHUHAETCSI MPOILE.
Pucyiite mind map (MHTe/UIeKT-KapTy). BBI JIeTKO BBIyYHTE aHTIUICKHE CIOBa OIHOW TEMATHKH,
€CJIM HapucyeTe MHTEJUIeKT-KapTy wim mind map.

i) (oo (o) .
%—J )—J Takasi cxema HarjasHO IIOKa3bIBaeT, K KaKOH TeMe

F - OTHOCSTCS CIIOBa. A IIOKa BHI €€ puUCYy€TE, JICKCHUKa

Bathroom s »
Tablecioth Blanket OTJIOXKHUTCHA B IIaMSITHU.

— - - Oo0pamaiiTe BHUMAHHE HAa TNPUCTABKH MU

((onnsrsoniane }——/ T—tm—J cyppukcel
/ AN Bo Bpems 4TeHHS 3a0CTpsiiTe BHHMaHHE Ha TOM,
- /L g‘\ — KaK TpY ITOMOIIM MPUCTaBOK H  CyhHKCcoB
- o 00pa3yloTCs HOBBIE CIIOBA M3 y’KE 3HAKOMBIX BaM.

OTO MOMOXKET BaM «IOYYyBCTBOBaTb» s3bIK. Ilpu
MOMOIIA 3TOTO TMPOCTOTO MpPHEMa BO BpeMs YTEHHUS BBl OyIeTe M3ydaTh CIIOBOOOpa3OBaHHUE, MOWMETe
IMPUHOUIIBI TOCTPOCHHA HOBBIX CJIOB. BHOCH@ILCTBI/II/I 9TO INPUT'OAUTCA BaM: BCTPECTUB HE3HAKOMOC CJIOBO,
BbI CMOJKETE JI0rafiaThCsl O €ro 3HaYeHUH Oe3 clioBapsl, UCX0/I U3 KOHTEKCTa U CBOETO OIIBITA.

Haiiqute ¢pa3oBrie riaaroiabl. M3ydenne GppazoBbIX TIaroioB B OTPEIBE OT KOHTEKCTa OECIONE3HO: 3TH
CJIOBA HC IEPCBOAATCA KakK O6LI‘IHI)IC TJ1aroJibl. HaﬁﬂHTe HUX B TCKCTC, BBIIIUIINUTEC ce6e MMPpEAJIOKEHUC C
($pazoBBIM TIAr0JIOM, TOCMOTPUTE, KaKYIO pOJb OH BBIMONHsET B TekcTe. [lompolyiiTe cocTaBuTh ere
HECKOJIKO TTOJ00HBIX TPEIJIOKEHUH, HO yXKe OT CBOEro Jdia. Tak BBl BBIyYHUTE HOBYIO JIEKCHKY B
KOHTEKCTE U He 3aIyTaeTech C €e yImoTpeOIeHuEeM.

Hcnoab3yiiTe cioBapb CHHOHMMOB. BBl MOXKeTe JOMOJHUTH CBOIO MHTEIUICKT-KApTy WM OOBIYHBIN
CJIOBaph cieayromuM odpa3oM. HaxomuTe CHHOHUMBI K HOBBIM CIIOBaM H MUIIATE WX PAIOM, TIPHA 3TOM
Cpely HUX JOJDKHO OBITh XOTS Obl 1-2 3HAKOMBIX BaM CIIOBA, TOTJa 3alIOMHUTH HOBYIO JIEKCHKY OynmeT
mpouie. MosxHO 3a0AHO BBIIMUCBIBATHE WU AHTOHHWMbI, HCKOTOPLIM JIOASAM y,}lOGHO YUuUTh Cpa3y TaKue
rpynmel cinoB. HaliTh CHHOHMUMBI W QHTOHMMBI K CJIOBaM BaM IIOMOXeET clioBapb Merriam-Webster
(http://www.merriam-webster.com/).

Onumurte kaptunky. [lompoOyiite mepeckazaTh TEKCT, IS/ HA WIUTIOCTPAIMIO M WCIIONB3YS HOBBHIE
cinoBa. He o00s3aTenpHO YETKO MPHUIAEPKUBATHCS CIOKETHOW JIMHUM, TJIaBHOE — 3aJ€HCTBOBATh Kak
MOXKHO OOJbIIIE HOBOW JIEKCUKH. TakuM HEXHTPBIM CIIOCOOOM MOXKHO JIETKO PACIIUPUTH CIOBAPHBIN
3arac aHIIUICKOro A3bIKa.

CocTaBbTe HOBBIH paccka3. [locne m3ydeHnss HE3HAKOMBIX CJIOB MOMPOOYHTE COCTaBUTH CBOM pacckas,
UCIIOJIb3YSl BCIO HOBYIO JIEKCHKY. Ecnu BBl He JOOMTE NPUAYMBIBATb HCTOPHH, MOXETE MPOCTO
nepeckasaTh TO, UTO MPOYUTAIH, HO C HEKOTOPBIMU M3MEHEHUsIMU. [1yCTh MON0KUTENBHBIN repoi CTaHEeT
OTpHIIATENFHBIM U HA000POT.

2.3. CamocTosiTe1bHAsA padoTa HAJ TPAMMATHKON HHOCTPAHHOIO SI3BIKA
3anuMaiiTech Ha 00y4yalOIMX caiiTax:
http://learn-english-today.com/
Kpatkoe aHriosssraaoe mocobue mo rpammaTrke. HecMoTps Ha TO, 4TO BCs MH(GOpMAIUS MTPEICTaBICHA
Ha aHTJIMMCKOM S3bIKE, COBETYEM IONpPOOOBaTh YYUTHh I'paMMAaTHKy Ha 3TOM pecypce: BCE IpaBHiia
N3JI0KCHBI KpaTKO " IIOHATHO, 663 JII/IHIHCﬁ TeopI/m.
http://www.englishlearner.com/
CaiiT ¢ TecTaMu IO TpaMMaTHKeE I HAYMHAIOIIUX Ha aHTJIIHHCKOM si3bike. [lompoOyiiTe MpOoUTH TECTHI C
MOMETKOM Beginner, B HUX 3a/jaHNs OPUEHTHPOBAHBI HA HAYAJLHBIN YPOBEHD 3HAHUH.



http://www.merriam-webster.com/
http://learn-english-today.com/
http://www.englishlearner.com/

http://englishteststore.net/

http://agendaweb.org/

JIBa IOXO0XKUX aHTJIOSI3BIYHBIX CaliTa C TECTAMH 110 TPAMMATHKE Ha aHTJIUHCKOM SI3BIKE IS HAYMHAIOIIHUX.
PaGoraiiTe ¢ HUM aHAJIOTUYHO: BBIMOIHIWTE 33JJaHus TI0 TEM TEMaM, KOTOPhIC YXKe U3y4dlid, pa3oupaiite
OIMMOKH ¥ MPH HEOOXOTUMOCTH IIOBTOPSINTE TCOPHIO.

IpakTuKyiiTECh.

e [lepeBoanTe TEKCTHI C PYCCKOTO HAa AHTJIMACKHM, BBITTOJHIMTE YIPaKHCHHS W3 YUCOHHMKA H
WHTepHET-pecypcoB, CcTapaiTech 4aile yIoTpeOJsaTh pPa3HOOOpa3HbIe TIpPaMMAaTUYCCKHUC
KOHCTPYKIIMU B Pa3roBOpHON peud. [oBeauTe HABBIK MX MCIOIB30BaHMS JO aBToMaTtu3Mma. He
OTpaHWYMBANTECh TPUMEpPaMH M3 OXHOro ydueOHWKa. IIpuaymbpIBaiiTe CBOM TIPHUMEPHI
YHOTpeOIeHNs apTUKIIS, BpEMEH, aKTHBHOTO ¥ TACCHBHOTO 3aJIOTOB, a TAK)KE MPOXOAUTE OHJIAIH-
TECTBl Ha Pa3HBIX caiitax. MHOro pa3HOOOpa3HBIX TECTOB MOXXHO HaWTH Ha caite
http://esl.fis.edu/.

e He oOs3arensHO 3yOpUTh HAW3yCTh NpaBWiIa B TOM BHJIE, B KaKOM OHHU IPEJACTABJICHBI B
y4eOHHUKe, TJIABHOE — TIOHSATh W 3allOMHUTH TPABWIIBHOE YIOTpeOieHne TOW WM WHON
KOHCTPYKITHH.

e 3ameuareibHBI calT http://www.engvid.com/ mpemaraer BaM IIpeKpacHBIE BHICOPOJIHKH,
KOTOpBIC TOMOTAIOT pa3o0paThes ¢ rpamMmarukoli. HecoMHEHHOE MpPEeMMYIIECTBO pecypca —
JIeTKasl 1ojiaya MaTepuaia U 00bsICHEHUS HOCUTENCH S3bIKa.

o IlompoOyiiTe monb3oBaThes ciaoBapeM http://www.lingvo.ru/. On npuMmeuareseH TeM, 4TO HAeT
MIPUMEPHI UCIIOB30BAHUS CIIOB, HO BBl MOXKETE HCIIONIb30BaTh €ro mo-apyromy. Hampumep, BB
yumrte Bpems Present Continuous: BBeIUTE B OKOIITKO ITporpaMmel “I am writing” (MoxHO JTt000#t
JIpyro 4acto ymorpeOnaseMblii riaroj). I[IporpamMma TyT ke BBIIACT BaM HECKOJIBKO COTEH
MIPUMEPOB, COJIEPIKAIINX ATH CI0Ba. Tak Bb YBUANTE, B KAKOM KOHTEKCTE, C KAKIMH HAPEUUSIMHU,
B KaKHX CITydasx dalie Bcero ynorpebmnsercs Bpems Present Continuous.

e MOXHO Y4YUTh IPaMMaTHKy B CTHXax, pu(mMoBaHHbIE (OPMYJIUPOBKH JIETKO 3allOMUHAIOTCS.
[TonpoOyiiTe BbIy4nTh HENMPABUIIBHBIC IJIArojibl aHIVIMHCKOIO S3bIKA IO 3a0aBHBIM aBTOPCKUM
CTHILIKaM, 3TO HE IPOCTO JIETKO, HO €Ille U Beceso!

e I3ydeHue 000N rpaMMaTHYECKOW KOHCTPYKLUMHM HAYMHACTCS C TOTO, YTO MbI JOJKHBI HAaWTH
(npounTaTh, YCHIBIIATH) ONUCAHWE OSTOM KOHCTPYKLIMM, TO €CTb Yy3HaTb, 4YTO OHa
o3HayaeT. O3HaKOMMBIIKCH C €€ 3HAYEHHEM U MOCTPOCHHEM, MBI JOJKHBI €€ 3allOMHUTH. s
9TOr0 HaM HEOOXOUMO BBIIOJIHUTH OMpPE/IeTICHHBIC YITPAXKHEHUST HA MEXaHMUECKOE 3aKperyicHue
9TOM CTPYKTYpHI, TaK Ha3bIBaeMble «IPWLIbD (OT aHrimiickoro cioa “drill”, urto o3HauaeT
«TPEHUPOBOYHOE YIPAKHEHHE» / «IIpaKkTHUecKas orpadoTka»). [locnennuii mar - 310 oTpaboTKa
BBIyYEHHOHI I'PAMMAaTUYECKOW KOHCTPYKIIMH B pedyd. be3 3Toro mara Haile 3HaHHE KOHCTPYKLUHU
OCTaHEeTCs TOJILKO Ha Oymare.

2.4. CamocTosiTeJIbHASI PA00Ta HAJX ayAUPOBAHHEM

CaymaiiTe pa3ju4YHble ayINOMATEPHABI PETYJISIPHO.

ChayuraiiTe ayauOypOKH, MOJKACTBI, TMECHU, CMOTPUTE (QHIbMbI U CEpHabl HA AHTJIHICKOM S3bIKE

(opueHTHpYHTECh Ha CBOM YpOBeHb 3HaHM). [J1aBHOEe — TMOA00paTh YBICKATENbHBIH Ui ceOs

Marepuai. [lompoOyiite mpoOyauTh B cebe WHTEpec, MOMOOUTh aydupOBaHUE, TOTNAa 3aHUMATHhCS UM

OyJeT HaMHOTO IIPOIIIE.

WN3yuaiiTe aHIVINICKUI A3bIK M0 (PUIBMaM U CepUAaIaM - 3TO JTOCTABUT BaM MAacCy YJIOBOJIbCTBUSI U

MIOMOYKET MOHUMATh aHTJIMICKHUIT 361K Ha ciyX: https://ororo.tv/en u https://show-english.com/

CaiiThl ¢ ayAno3anucsiMu;

- http://www.eslfast.com/ B kaxkgoMm pasjene ecTh TeMaTHYeCKue Mmojapasienbl. BeiOupaiite HeOombINe
HUCTOPUH WJIM JHAJIOTH Ha Pa3rOBOPHBIC TEMbI, OTKPHIBAWTE COOTBETCTBYIOIIYIO CTpaHuily. B
OTKPBIBIIIEMCS] OKHE B BEPXHEH YaCTH dKpaHa BbI YBUANUTE TTAHENb YIIPABICHHS ayIHOMPOUTPHIBATEIIEM,
a HIKe BaM OyJIeT Mpe/ICTaBIICH TEKCT.

- http://www.esl-lab.com/ Ha caiite ectb HeckoybKO pa3zienoB. [lepBblif, KOTOPBIH CTOUT WU3y4YUTh, —
General Listening Quizzes. B Hem ecTh Marepuwanbl TpeX YpOBHEH: JIETKUH, CPEIIHHI, CIIOKHBIH.
BriOupaiiTe moaxoasmuii BaM B OTKPBIBANTE YPOK 10 3aMHTEPECOBABIIICH Bac TEMe.

- http://www.talkenglish.com/listening/listen.aspx Ypoku mnpeactaBieHbl i TPeX YPOBHEH 3HAHUIL:
0a30BbIi, CpEIHUI U TPOABUHYTHIN. TeMaTnka pasHOOOpa3Hasi, B OCHOBHOM MPEICTABICHBI THAIOTH W3



http://englishteststore.net/
http://agendaweb.org/
http://esl.fis.edu/
http://www.engvid.com/
http://www.lingvo.ru/
https://ororo.tv/en
https://show-english.com/
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Ku3HW. M3 ATHX TOAOOpOK HE JMITHAM OyIeT 3allOMHHTH I1apy IECATKOB ¢dpa3 — BCE OHH
HCIIOIB3YIOTCS B COBPEMEHHOM aHTJIMMCKON pedHn.
CaiiThl ¢ MOAKACTAMH HA AHTJHMIICKOM: J100aBbTe ceOe B 3aKJIaJKU U TMOCEIIaiTe XOTs OBl Mapy pas B
nenemo: http://www.audioenglish.org/,
http://www.bbc.co.uk/worldservice/learningenglish/general/sixminute/,
http://learningenglish.voanews.com/programindex.html,
http://www.listen-to-english.com/index.php?cat=podcasts,
http://www.dailyesl.com/,
http://www.privateenglishlessonlondon.co.uk/category/learn-english-online.
CHauana ciymaeM KOpoTKre 00yJarolue ayino3aiic B MEAJICHHOM TeMIIe, IOTOM IepexoIuM K Ooree
CJI0XXHBIM, HOepcaarolmuM CCTCCTBCHHYIO PCUb. Brr Y3HACTC OCO6€HHOCTI/I IOPOU3BHOIICHUA 3BYKOB,
MOCTAHOBKM yJapeHusi B CJIOBaX, HWHTOHAIIMH, PACCTAHOBKM JIOTHYECKUX TMay3bl W YJIApEHHUU.
COBpeMeHHI)IC IIOAKAaCThI O3BYYHMBAKOTCA HOCUTCIISIMU A3bIKaA — 06I)I'-IHI)IMI/I JJIOJbMHU,
pa3roBapuBarOmiiMU I'paMOTHO. BbI cMokeTe 3alIOMHUTH I10JIE3HBIE (bpasm U HUCIIOJIL30BaTh UX B CBOEU
pedn, 3Has, 9TO COOCCeTHUK-MHOCTPAHEI TOYHO MOWMET Bac. BBI MpHUBBIKacTe K pa3HBIM aKICHTAM B
aHTJIMIACKOM s13bIKe. CHavasa pedb HEKOTOPBIX HHOCTPAHIIEB MOKKETCS BaM CTPaHHBIM Ha0OpOM 3BYKOB.
OmHako €ciid BBI 6YZ[€T6 3aHUMATLCA II0 TaKUM ay,unod)afmaM MOCTOSIHHO, MOCTEIIEHHO CMOXETE
MIPUBBIKHYTH K OOJBITUHCTBY aKIICHTOB W Oyjaere Oe3 Tpyna NMOHMMATh WHOCTpaHIeB. UTOOBI 3HATH, B
KaKAX CIydasx IpHeMIIEMO YIOTpeOJeHHe TOro WM HWHOTO CIIOBA, CIIYIIAWTE ITOIAKACTHI
COOTBETCTBYIOIICH TeMaTuKu. Hampumep, BBl u3yyuinu Temy “Shopping”, HailnuTe ayino Ha 3Ty TeMy H
CIyIIAiTe, KaK HOCUTENM fA3bIKa HUCIOJB3YIOT M3YUEHHbIE BaMu clloBa. M3 ayauo3anucu Bbl NOMMETE, €
KakKuMH CJIOBaMH COYCTACTCd HOBasd JICKCHMKA, B KAaKOM KOHTCKCTC OHa HCIIOJIb3YETCH. Bo BpEMA
HpOCJ’IYIHI/IBaHI/ISI ImoaKacTa BbI y3Ha€TC, B KAKOM KOHTCEKCTC U KaK MMCHHO I/ICHOJ’IIBYGTCS[ TO UIJIIN UHOC
B'pCMSl HUJIN aCIICKT F'paMMaTI/IKI/I. BHOCJ’ICILCTBI/II/I Bbl CMOXKETC CaMOCTOATCIIBHO COCTABUThH HpCILJ'IO)KCHI/ISI,
aHaJIOTUYHBIC YCIbINIAHHBIM.
Haiinute nisi ced6s1 onTUMAJBHBIN cmocod padoTnl ¢ moakacTtoMm. CIyIraecM IOIKACT M IIBITaeMCS
MOHSTh MakCUMyM HH(popManuu u3 Hero. Eciu 310 TpyaHO caenarb, momnpoOyiTe yIOBUTh OCHOBHYIO
MBICJIb 3aIIUCH. HaXOZ[I/IM TCKCT IIOJKACTa, YUTAaCM €ro, BBINIMCBIBACM HC3HAKOMBIC CJI0OBa U KOHCprKHI/II/I.
Pa361/1paeMc;1 C HE3HAKOMOM BaM JIEKCHUKOU U FpaMMaTHKOfI Tak, IIT06I>I Bbl TOYHO IIOHSJIM KaXXI0€
npeiokenne Tekcra. CHOBa BKITIOYAeM ayHO3aINCh U MbITAEMCS YIIOBUTH Ha CIIyX YK€ 3HAaKOMBIN BaM
TekcT. [lepeckaspiBaeM ycIbIIaHHOE, CTapasch MOApakaTh peun AuKTopa. PabGoraiite ¢ HE3HAKOMBIMU
CJIOBaMH W TpaMMAaTU4YCCKUMU KOHCTPYKIUSMU. BrimicriBaiite NpEAIOKCHNUA C HE3HAKOMBIMU BaM
O60p0TaMI/I n CJI0BaMu, pa36HpaﬁTeCB, MMO4YCMYy HCIIOJIB3YCTCSA MMCHHO TAaKOC CJIIOBO HJIM KOHKPCTHAsA
KOHCTpyKIHs. [locie 3Toro nonpoOyiTe COCTaBUTh HECKOJBKO MOXOKUX NpeyIokeHni. Kak ToIbKO BbI
Ha4aJIx XOpOoLIO IMOHHUMATh MPOCTBIC IMOAKACTBI, MEPCXOJUTE Ha 60]’[66 CJIOKHBIC, C 6LICTpLIM TEMIIOM
peun, 60J'II>].LI€ﬁ IpOAOJDKHUTCIIbHOCTBIO U HOBOMU JIEKCUKOMU.
UTOoOBI y3HATh, HACKOIBKO XOPOIIIO BBl CTAJIM MOHUMATh AHTJIUHCKUAN Ha CIIyX, U IPOBEPUTH CBOI HABBIK
mpaBonurcanus, NoCETUTE OJIUH U3 CaiToB C OHHaﬁH-}IHKTaHTaMH Ha aHTJIUUCKOM SI3BIKE:
http://www.dictationsonline.com/
http://www.rong-chang.com/eslread/eslread/dict/contents.htm
https://www.englishclub.com/listening/dictation.htm
http://breakingnewsenglish.com/dictation.html
http://www.learnenglish.de/dictationpage.html
3aHuMaiiTech MO ayIMOKHUTaM. AyAMOKHUTH— OTJIWYHBIM pecypc Uid pPa3BUTHS HaBbIKa
Ay IUpOBaHUs. BO3I>MI/ITC TCKCT 3aIllUCU U ‘lHTafITe €ro I1Ipo CC6$I napauiCjibHO C JUKTOPOM. MI/IHYT quepes
10-20 BbI ITPUBBIKHUTC K TEMITY p€UH U I'OJIOCY CIIMKEpa, BaM 6y,Z[CT JICTYC pacCllOo3HaBaTh CJIOBA Ha CIIyX.
3aKkpoiTe TEKCT U cIymaiTe aynno3anuch. MoxkeT ObITh, Bl HE MOWMETE KaXKJI0€ CIOBO, HO 3aMETHTE,
YTO YJIaBIIMBAETEe OOJBIIYIO YaCTh TOTO, YTO TOBOPUT JUKTOP. A €CJH CIyIIaTh KHUTY KaKIBIH JI€Hb, TO
gyepe3 HEKOTOpOe BpeMs BBl OyJieTe CIIOKOHHO 0OXOIUThCsA 0e3 TekcTa. Vcmonmb3yiTe Bce TEXHUYCCKUE
JOCTHXKCHUA, HCHOHBSyi/'ITe Q)yHKHI/HO 3aMCIIJICHHOT'O BOCHpOI/IBBe)IeHI/ISI LITOGBI yMeHLmaﬁTe CKOpOCTI)
BOCHpOI/ISBeJIeHI/IH, IIOKA HEC CTAHECTC ynaBJ'II/IBaTB petn) JIHKTOpa.
- http://www.librophile.com/#!/audiobooks/popular/free
- http://www.voicesinthedark.com/content.php?iContent=50
- http://freeclassicaudiobooks.com/
- http://www.audiobooktreasury.com/

2.5. CamocTosiTeJibHAsI pad0oTa HAJl TOBOPEeHHEM


http://www.audioenglish.org/
http://www.bbc.co.uk/worldservice/learningenglish/general/sixminute/
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Kak MokHO yalne of0maiiTech Ha aHIVIMHCKOM C TIperojaBaTelieM, OJHOTPYNITHUKAMH Ha Kypcax,
JIPY3bSAMH, HU3YYAIOUIUMH S3BIK, WHOCTpPAHIIAMH. TaK BB CMOXKETE YCIBIIIATh <OKUBYIO» pedb W
MIPUBBIKHYTh K TOMY, YTO QHIJIMMCKHI MOXXET 3ByYaTh MO-Pa3HOMY, BEJb y KaXIOr0 4YejIOBEeKa CBOC
MIPOU3HOIICHUE, aKIICHT.

Y4yurech AymMaTh HAa aHIJIMHCKOM si3bIke. KoTnia ynTaeTe WM CaymaeTe Kakoi-Tn0o TEKCT, He HYKHO
MBICIIEHHO TIEPEBOJUTH €T0 Ha PYCCKHU S3bIK. Ba)XHO BBIOMPATh MHTEPECHYIO ISl BAC WH(MOPMAITHIO: BB
YBJICUETECH [TOBECTBOBAHUEM M HE OyJ/IeTe OTBICKAThCSI Ha JOCIIOBHBIN MIEPEBOI.

O0s13aTeTbHO TIPOTOBAPUBANTE CBOM MBICIIH BCIIYX: OT OJHUX MBICIEH TOBOPUTH HE HAYUHIITHCS, HO €CITH
BBI 3aBeJIETE MPUBBIYKY PETYJSIPHO AyMaTh Ha aHTJIMHACKOM, TO M TOBOPHUTH BBl HA HEM CMOXKETE, KaK Ha
POIHOM SI3BIKE.

PasroBapusaiite ¢ kem-uu0yab. Hanpumep, pacckaxutre cBoeMy OTPa)KEHHUIO B 3epKajie, KaK y Bac
JieJia, 9TO TIPOU30IIIO 32 IeHb. BO3MOXKHO, TPEeAIOKEHHE TTOTOBOPUTH C 3€PKATIOM ITOKAKETCSI CTPAHHBIM,
HO TIOJIB3bI TIPUHECET MHOTO0. 3€pKajo MOXET OBITh JIy4Ille YeJIOBEKa MO HECKOJIbKUM IMpUYnHaM. Bbl
MOJXKETEe CKa3aTh CBOEMY OTPaKCHHIO BCE, YTO XOTUTE M JIymaere. Bel He OoWTECh CKa3aTh YTO-TO
HenpaBWiIbHO. OYeHb 9acTO M3YYarOIIMX SI3BIK TPECIIeyeT CTpax CAeNaTh OMMOKY. DTO MPUBOIUT K
TOMY, YTO YEJIOBEK HE TOBOPHUT COBCEM. A C 3€pKaJIOM 3TOT CTPaxX YXOAWT: BPSI JU KTO-TO CTECHSETCS
CBOETO OTPAKCHUSI.

OnucepiBaiiTe KapTUHKU. Bo3pmuTte mo0yro kapTHHKY. OHa MOXKET OBITH CBsS3aHA C TEMOM, KOTOPYIO
BBl M3y4aeTe, MOXET ObITh Ha OTBIEUYEeHHYIO TeMy. IlocrapaiiTeck omucarh, 4T0O Ha HEH HM300pakeHO.
I'oBopuTe BCE, YTO CMOXKETE MPUAYMaTh: KTO U300paXkeH, UTO OH JICJIACT, KaKUe MPEJAMEThI Bbl BHJIUTE,
€CTh JIM BTOPOCTCIICHHBIC ACTAJIM, HPABUTCA BaM KapTHUHKA UJIN HCT. Ecan Bam YPOBCHb 3HAHUM BBICOKHM
YW HaBBIK TOBOPEHHUS PAa3BUT XOPOIIO, aHATU3UPYHTE MPOW3BENeHUS HCKyccTBa. He CTOMT CHIBHO
BJIaBaThCs B MOAPOOHOCTH, HECKOJIBKUX MPEIIOKCHUIN OyIeT JOCTATOYHO.

3anuceiBaeM cBOii rojioc. BriOeprre Kakyro-HHOYAb OOIIEpa3srOBOPHYIO TeMy, HAIpHUMeEp pacckas o
Bameil moOnMoi KHuTe. BKITFounTe AUKTOGOH W 3aIUIINTE CBOM royioc. [lociae 3Toro BKIFOYHUTE 3aIHCh
¥ BHUMATENIbHO TipociymaiTe ee. OOparure BHIMaHUe, B KAKMX CIy4asX Y BaCc BOHHKAET 3aMHHKA, TJIe
Bbl 3aTATHUBACTC I1ay3y, HACKOJIBKO 6I)ICTpa$I Y Bac peyb, XOpoHic€ MPOU3HOMICHUC H IMPABUIBHOC
UHTOHHUPOBAHUC. OOBIYHO MIEPBBIC 3allMCH JId H3YYarolluX AHTJIMHACKUM — WCIBITAHUE HE JJIsA
C1a00HEPBHBIX: BO-TIEPBBIX, MBI HE TPUBBIKIH CIIBIIIATH C€0S CO CTOPOHBI, BO-BTOPBIX, AHTJIOS3BIYHAS
pedb Ha MEePBBIX CTYMEHSIX 00y4eHUsS 3BYYHUT CTPAHHO M HETIOHSATHO. MBI peKOMEHIyeM BaM B3STh ce0sl B
pyku (Bce ¢ ITOrO HAuMHAIM) W MPOJOJDKUTH MOJOOHBIC 3aHATHS. A Yepe3 Mecsil-ApYroidl CpaBHHTE
MIEPBYIO W TIOCIEHNUE 3alMCU: Pa3HHIA OYJEeT pa3uTesbHas, U 3TO BOOAYIIEBHT Bac Ha JallbHEHIIHe
MOJIBUTE B N3YYCHUH aHTIIMHACKOTO S3bIKA.

Mumem moctel. [lonpoOyiiTe Hanmucath HEOOJBIIOW paccka3, UCIOJB3YS ClIoBa WK (hpa3bl, KOTOPHIC
XOTHUTE «aKTUBUPOBaThY». ECiM Bail ypoBeHb 3HAHUI JJOBOJIBHO BBICOK, BAM CKYYHO ITHCATh YUYEHHUUECKUE
YIpaXHEHUS B TETPAJKy, W Bbl JIAaBHO JKaXKJETE CBOSH MHUHYTHI CJIaBbl, OTIPABISHTECh HA MPOCTOPHI
Wurepnera. [enatite 3anucu B Twitter, Ha Facebook, Ha crene Bronrakrte, 3aBeaurte Osor. [Iummre Ha
AHTIIMHACKOM SI3BIKE KOPOTKHE 3aMCTKH, CTATbH C UCIIOJIb30BAHUEM HOBEIX CJIOB.

Ob6maemcst ¢ mHocTpaHuamu. CoBeTyeM HaWTW Jpyra IO MEpPENUCKe Ha OJHOM U3 3THUX CaNTOB:
penpalworld.com, interpals.net, mylanguageexchange.com. Ilummure emy JIMHHBIE THChbMa, a TEpe.
OTHpaBKOfI CIe u quTanTe BCJIYX — TIOJIE3HO M JIsI IMPOU3HOUICHHWA, W JJId aKTUBAIlUKW CJIOBAPHOTO
3araca.

Y4uuMm HauW3ycTh CTHUXH M MeCHU. 3yOpekKa — 3aHsITHE CKyYyHOE, IPYroe JeJo, €CIU Bbl pa3y4HBaeTe
WHTEpPECHBIE BaM CTHXH WM TIECHH HAW3yCTh. JTO HWHTEPECHO, IOJE3HO I OOIIEro pa3BUTHS H
oOoraleHus CJI0BapHOTo 3arnaca. PudMoBaHHBIE CTPOUKH 3aIIOMHHAIOTCS JIerde OOBIYHBIX TEKCTOB, TaK
YTO U HOBasl JICKCHKA OBICTPEE OTIIOKUTCS B aKTHBHYIO YaCTh BAIIETO CIOBAPSL.

2.6. CamocTosiTEILHAA PA00Ta HAX YTEHHEM
I[MapanyiejibHOEe YTeHHMEe — HTO YTEHHE OJIHOTO M TOr0 € TeKCTa Ha JBYX S3bIKax: POJHOM H
n3ydyaeMoM.Tem, KTO TOJBbKO Hayaj YYUTh aHIJIMHACKUI, HET CMbIC/Ia YUTATh NapajlielibHble TeKCThI. Bl
MOKa HE CMOYKETE COMOCTaBUTh IPAaMMATUYECKHE KOHCTPYKIIMU U YACTH PEYM B Pa3HbIX si3bikax. [loaTomy
JIOKIUTECh XOTs Obl ypoBHs Elementary, 0ocBOWTE OCHOBBI TPAMMATHKH U TOJBKO ITOTOM MPHUCTYIANTE K
yTeHuto. Kak Toabko BBl JOCTUTIN ypoBHs Intermediate, mepexoauTe K YTCHHIO KHHT IOJHOCTBIO Ha
AHTJIMCKOM SI3BIKE. DTO MOXKET OBITh KaK aJanTHpOBaHHAs JUTEpaTypa, TaK W KHUTH B OpPUTHHAIIEC.
3HaHWE MPABWI YTCHHSI — 0053aTeILHOE YCIOBHE ISl HCTIOIB30BAHUS METO/A MapaUICIbHBIX TEKCTOB.
Bceernma BeiOMpaiiTe TOT TEKCT, KOTOPBIH BBl ¢ yIOBOJLCTBUEM IPOYHTAIN OBl MU IEpEeYUTANIH ObI Ha
pycckoMm s3pike. CrymmaiTe ayaMo3amuch TEKCTa. TakkKe MOXKHO BOCIIOIB30BATHCS CITCIIHATHLHBIME



nporpaMMamu ¢ TexHosorueir Text-To-Speech, mampumep http:/neospeech.com/. B okoImko MOXHO
BBeCTH JI0OyI0 (pady, W mporpamMma O3BYYHT €€ TOJOCOM HOCHUTENS S3bIKa C TPaBHILHBIM
NPOM3HOIICHNEM W MHTOHanued. Yuraiite (pasy Ha PyCCKOM M CONOCTABISIHTE C MPEIIOKEHHEM Ha
AHTJIMKACKOM YTOOBI pa3o0paThCsl B CTPYKTYpe NpeanoxeHus. Tak, Bbl mpountaete ¢pasy Ha PYCCKOM H
aBTOMAaTUYEeCKH OyZeTe COMOCTAaBIATh AHTIIMHCKHAE CJIOBA C PYCCKUMH, pa3doMpaThCsi B CTPYKType
MIPEIOKEHHUSI, 3TO IIOMOXKET BaM Pa3BUTh UyBCTBO SI3bIKA U SI3bIKOBYIO JOTAKY.

Bribepute yaobusle pecypcenl: https://sites.google.com/site/aglonareader/home/lang-ru Ilporpammy s
YTeHHUS MapajuleIbHOTO TEeKCTa, a TaKKe TPWIOKEHHE MOXKHO CKadaTh OecIIaTHO. DTO HWHTEpecHas
pa3paboTka, KOTOpass IIOJICBEYMBAECT COOTBETCTBYIOIIME OTPHIBKM B TMapaUIeIbHBIX TEKCTax.
https://studyenglishwords.com/ - 6ecruiaTHbI# caliT, HA KOTOPOM MOKHO YHTATh MapPaUICIbHBIC TEKCTHI
Ha aHTJUICKOM SI3BIKE, COXPaHSTh CJIOBA M3 HUX B COOCTBEHHBIN 3JEKTPOHHBIA CIOBapUK U YYUTH B
CcBOOOHOE BpEMSI.

UreHue BCJAYX HA AHTJINHCKOM SI3bIKE!

1. YUuraiiTe MENTIEHHO, YETKO U BBIPA3UTENILHO IPOroBapyuBanTe KaX /bl 3ByK U KaX/10€ CJIOBO, JealiTe
nay3sl. Ecnu BeI OyJieTe THaThCS 3a CKOPOCTHIO, TO MHOTOTO HE J0OheTech. Jlayke eciii CKOpOCTh BBl U
HapaOoTaeTe, TO MPOW3HOIICHWE, WHTOHAIWS, KpacUBBIE 3BYKM — BCE OTO yHAeT B Hukyzda. s
BBIPA3UTEIBHON pedr B MEPBYIO OYEPEb HY)KHO XOpoIllee MPOU3HOIIEHUE U MpaBUiIbHAs MHTOHAIMA. A
CKOPOCTb TTOSIBUTCSI CO BpEMEHEM caMa, OHa HapabaThIBaeTCs TPAKTUKOM.

2. IlpounTaiiTe TEKCT W TOJHKO IOTOM HWINHWTE HOBBIC clioBa. He 3a0ObIBaiiTe, UTO MPH YTCHHH BCIIYX
ObIBacT CIOXHO IMOHATH coJepkaHue Tekcra. CHauvana IOJHOCTHIO YHTAWTE TEKCT, HE oOpaiast
BHUMAaHUs Ha He3HakoMble cioBa. CTapaliTech yIOBUTH TNIABHYIO MBICIIb U MOHSATH, O 4eM TekcT. [Tocre
TOTO KaK BbI TIPOYUTANN TEPBBINA pa3, MOXKHO YK€ padoTaTh C HE3HAKOMBIMH CIIOBAMH: MCKATh 3HAYCHUS
B CJIOBape, CMOTpETh, KakK MPOM3HOCATCA. YTOOBI pacIIUpUTh CIOBapHBIA 3amac, y4YUTe HOBEIC
BBIPQKEHHUS, TTOBTOPSIUTE CIIOKHBIE W TPYTHONMPOM3HOCHMBIE cioBa. UTOOBI BaM OBUIO Jierde 4MTath,
HEOOXOMMO BBIOUPATh KHUTY, COOTBETCTBYIOIIYIO BAallleMy YPOBHIO 3HAHHIA.

3. OOpamaiiTe BHIMaHHE Ha TpaMMaTHKy. Uutas mpo cebdsl, MOXHO Oeriio IMpoCMOTPETh TEKCT, He
BaBasCh B TMOAPOOHOCTH cojepkaHus. UnTas aHTIMHCKUAN TEKCT BCIYX, Bbl HUKYyJla HE TOPOIHTECH,
MOATOMY MOJKETE YBHJETh, KaK YMNOTPEOJSIOTCS BpeMEHa W apTUKIM. 1O ecThb BBl 3allOMHUHAETE
MpaBUJIbHBIE MOJICIIN UCIIOJB30BAHUS TPAMMATUUYECKUX MTPABUIL.

4. Yuraiite He MeHnbmie 10 MuHYT B JeHb. Pasymeercsi, yemM Oonbliie Bbl OyJeTe YuTaTh BCIYX Ha
AHTTUICKOM s3bIKe, TeM Jyuine. OntumanbHbelii BapuanT — 30 MuHYT B JeHb. Ho ecnu nuiiHero
BpPEMEHH y Bac HET, CTapalTech BBIACIATH XOTsI Obl 10-15 MUHYT. DTO HYKHO Kak pa3 JAjsl TOrO, YTOOBI
Ballla pe4b CO BPEMEHEM CTasla OBICTPOH M IIaBHOW. BaM He Hallo MpUAYMBIBATH pedb HA XOAY, KakK B
pasroBoOpe, Bbl YMTAETE TPAMOTHO HAIMCAHHBIM TEKCT M ClielyeTe 3a X0J0M Mbiciu. Ecnm Bbl Oynere
YUTaTh BCIyX HE MEHbIIE I[OJdydyaca B [J€Hb, TO 4YEpe3 MECSU-IAPYyroil 3amMeTUTe, KaK CHJIBHO
peoOpasniach Balla pedb: 3BYKH CTAIM YeTKUMU, YIIUTH CIIOBA-IIapa3uThl U HEJIOBKHE 3aMHHKH.

5. Uwraiite pa3Hble TeKCThl. YUTaliTe Xy/I0KECTBEHHBIE MPOU3BEICHHS, CTUXU, HAYYHbIC MyOJIUKAIIHH,
CTaThH B Ta3eTax M KypHanax. PasHooOpa3Hble TEKCThI TOMOTYT Pa3BUTh HABBIK YTCHHUS CO BCEX CTOPOH.
Jist Kaykoro TeKcTa Oy IyT pa3Hble TEMITbI PEYX U May3bl, HHTOHAIHSL.

Hurepuer-pecypchl:
http://www.rong-chang.com/nse/ 3ToT caiiT momoWAeT T 3aHATHI HaYMHAIOIINM C YpoBHEeM Beginner
u Elementary. Bce TekcThl KOpOTKHUE, B HUX MCIIONB3YIOTCS MPOCTHIE CJI0OBA U AJIEMEHTapHask rpaMMaTHKa
— Tpu BpeMeHu rpymibl Simple. [TonpoOyiiTe unTath X0Ts ObI 2-3 TEKCTa €KEAHEBHO, 3TO 3aliMET BCETO
5-10 munayT. TeMBbl TEKCTOB pa3HbIE, YACTO OHHU MPEACTABIAIOT cOOON HeOombpimMe IIyTKH. Bee cioBa
noJo0paHbl TakUM 00pa3oM, 4TOOBI M3YYalOUIMH HE MPOCTO YWTald TEKCThl Ha aHTJIHMMCKOM, HO H
pacumpsul CBOM JieKCHMUecKHui 3amac. Tak, BbI CMOXKETE€ BBIYYHTH IMEpBbIE (hPa30OBBIC TIAroibl, 4acTo
yrnoTpebsieMble CJIOBa U BhIpakeHUs. K KaIoMy TEKCTY MpUIIaraeTcst ayIHo3aIuch.
http://www.english-online.at/index.htm SToT pecypc co3man CreUaabHO st H3yYaroNuX aHTIIHHACKHUMA
a3bIK ¢ ypoBHeM Pre-Intermediate n Bbime. TekCTbl HE OYeHb JJIMHHBIC, 3aTO HACHIICHBI MOJIE3HBIMU
BBIpaXCHUAMH W ciioBamMu. CTaThbu pa3HON TEMaTHKH aJalTUPOBAHBl CHEIMAIbHO IS yYalluXcCs:
WCIIOJNIB3yeTCsa HanboJee JyacTo yrnoTpediseMas JeKCUKa W HECIO)KHbIE TPAMMAaTHYEeCKHEe KOHCTPYKIIHU.
Ha nanHBII MOMEHT Ha caiiTe JOCTYIHBI JUIsl YTEHHsI HECKOJIBKO COTEH TEKCTOB pa3HOW TemaThku. Bee
OHHU JOBOJILHO MHTEPECHBI, TAK YTO JAHHBIH PECypc COAEPKUT ONTHUMAIBHYIO MPOMOPLHUIO O0Y4YEHUS U
pasBiieueHusi. Bo Bcex CTAaThsX BBl YBHJHUTE CJIOBA, BBIJCICHHBIC JKUPHBIM MIPUPTOM. ITO JIEKCHKA,
KOTOPYIO BaM IpeJulararoT M3yuuTh. [locie TekcTa cTaTbM Bbl HAWJETE AHIVIO-AHIVIMMCKUI CIIOBaph C
STHMU cJIOBaMH. TakuM 00pa3oM, CaiT BBIMOJHSIET BaXHYIO (YHKLIHUIO — BBl MOXKETE MU3y4yaTb Ha HEM
HOBYIO JIEKCUKY B KOHTEKCTE.
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http://short-stories.co.uk/ A 3ToT caiiT momoaeT BceM IIOOUTENSIM XYI0KECTBEHHOM JINTEPATYpPhl. 3/1€Ch
HET aJaNTHPOBAHHBIX TEKCTOB WM CIIOBapel, TOJNBKO paccKa3dbl AaHIJIOA3BIYHBIX AaBTOPOB B
HeW3MeHeHHOM Bune. Ha caifte mpeactaBiensl 8 MOMyJIsPHBIX JKAHPOB: JETCKas JIUTEpaTypa, NCTCKTHUB,
(haHTaCcTHKA, yKACKI, OMOP, IOKYMEHTAJIbHAS [TPO3a, POMaH, Hay4YHas (paHTacTUKa. ECIii BBl HAXOIUTECH
Ha ypoBHe Pre-Intermediate, mompoOyiiTe Ha9aTh YUTATh NETCKUE PACCKA3BI.
http://easyenglisharticles.com/ Dto emre omuH pecypc ¢ TEKCTAMM IS M3YYAIOIINX AHTIHHACKUM SA3BIK.
CaiiT OpuEeHTHPOBAH Ha ydalmxcs ¢ ypoBHeM Pre-Intermediate u Bbime. Bce crathu Ha 3TOM caiite
aJanTHPOBAHBI IS YUAIUXCS: B TEKCTaX COMAEPKUTCS TOJIBKO Hamboyiee 4acTo ynorpedisemMast JTeKCHKa
Y TpaMMaTHKa CPEIHEr0 YPOBHS CIIOKHOCTH. TEeKCTHI B OCHOBHOM IIPEJICTABIISIOT TOCIETHIE MHPOBBIE
HOBOCTH, HO €CTb W  pa3Hble CTAaTbU-COBETHl IO  HM3YUYCHUIO HMHOCTPAHHOTO  SI3BIKA,
CaMOCOBEPIIECHCTBOBAHUIO U T. I. CaMble CBEXKHE HOBOCTU CO BCErO MHUpa B aIalITUPOBAHHOM BapHuaHTe!
OOpatuTe BHHMaHHE: TIOCIE KaXJAOH CTaTbl €CTh CIIHUCOK CJIOB, PEKOMEHAYEMBIX K H3yYCHHIO.
[MompoOyiiTe yranaTh MX 3HaUYE€HUE U3 KOHTEKCTA, 3TO, KaK MPABUIJIO, BEChbMa ITOJIC3HAS JJIs M3YUYCHHS
JIEKCHKA.

http://www.infosguares.com/readingcomprehension/ Ha sTom caiiTe TpeacTaBI€HO BCETO HECKOJIBKO
JIECSITKOB TEKCTOB, OJJHAKO OH JOCTOWH Balllero BHUMaHWA. Pecypc momoiier amns 3aHATHH YIeHHUKaM C
ypoBHeM Intermediate u Beimie. Pecypc oTnmuaercs OT MpeAbIIyIIMX CAMTOB TeM, YTO Ballla 3ajJaya
TeNeph — HE MPOCTO MPOYUTATh TEKCT W TOHSATH OCHOBHYIO MBICIh, a YIIOBUTHh JaKe MeTbYalline
netanu. Ha Bkiamke ¢ o000l cTaTbell BbI HalJieTe HE TOJIBKO CCBUIKY Ha caM TEKCT, HO M TECT Ha
MPOBEPKY MOHUMAaHHS TPOYUTAHHOTO. [109TOMY MBI COBETYEM 0OpaTUTh BHUMAaHHE HA 3TOT PECYpPC BCEM,
KTO TOTOBHUTCA K 3K3aMCHY IIO aHFJ'IHfICKOMy A3BIKY, BC€Ab BBl MOXCTC «OTPCICTHPOBATH» HA 3TOM
pecypce cekmuio Reading. 3amada aToro caiita — MpoOBEpPHUTH, HACKOIBKO XOPOIIO BBl IOHUMAETE TEKCT.
[ToaTOMy MBI peKOMEHAYEM 3aHUMATHCSA HAa 3TOM CAalTe MPUMEPHO pa3 B MECSAIl, & B OCTAILHOE BpeMs
YUTATh JPyTrue cTaThu. TakuM 00pa3oM, Bbl OyjeTe BUIETh, HACKOJIBKO OBICTPO PAa3BHBACTCS BAlll HABBIK
YTEHHS Ha aHTJIMICKOM SI3bIKE M HACKOJFKO BBl BHUMATENHBI TP YTCHUH.
http://web2.uvcs.uvic.ca/courses/elc/studyzone/330/reading/  Dtor cafiT  CX0K ¢ TPEIOBIIYIIUM:
HEOOJIBIIIOE KOJMYECTBO MATEPHUAJIOB C JIMXBOM KOMIICHCUPYETCS HAJMYMEM pa3HbIX YIPaKHCHUH,
MIPOBEPSIIOIIMX TIOHUMAHKUE TEKCTa. 3/1eCh MOXHO 3aHUMAThCsI ¢ ypoBHeM Pre-Intermediate u BbIe.
http://dreamreader.net/ ItoT pecypc 3aHHTEpECYET TeX, KTO JIIOOUT YMTATh Pa3HbIe O3HABATEIbHbIC H
pasBiiekatenbHble cTaThi B IHTepHeTe. CallT mojoiiaer yyanmmces ¢ ypoaeM Elementary u Bbline.
Boubliie Bcero TeKCTOB Ha 3TOM caiiTe nmpejcTasieHo B pasaenax Fun English u Academic English.
[IpenecTh cTaTeit B TOM, YTO HAITMCAHBI OHU XOTh M MTPOCTHIM, HO JKUBBIM SI3BIKOM. A paccMaTpHBaeMbIE B
CTaThsIX TEMBI aKTYaJIbHBI M OCBEIIAIOT CaMble pa3HbIe CTOPOHBI JKU3HU: OT S3bIKa Tena 10 Gact-pyaa, oT
HJIO no «xomaubux» uanoM. K kaxxjoMy U3 TEKCTOB MpUiIaraeTcs psiji BOIPOCOB, TOMOTAIOIINX
MIPOBEPUTH, HACKOJIBKO XOPOIIIO BHI MIOHSUIA IPOYUTAHHOE. BRI MOKETE HEe TPOCTO YUTATh CTATHIO, HO U
MOCITyIIaTh ee.

2.7. CamocTosiTeIbHAA padoTa HaJ MHCHMOM

H3yuaiiTe npaBu/ia HaNMCAHUS CJIOKHBIX CJOB. 3alOMHHUTH IPABOIMCAHUE MHOTHX CJIOB Oyzaer
npolle, eciy 3HaTh MpaBuia, 1O KOTOpbIM OHW mwminyTcs. Hampumep, B crathe «Silent letters.
HenpounsHocrumble OYKBBI B aHTITHIICKOM SI3bIKE» YETKO U TIOHSTHO OOBSCHSIIOTCS TIPABUIIA YIIOTPEOICHUS
HENPOU3HOCUMBIX OyKB. M3yunTe 3Ty CTaThio, U Y Bac y)e He BO3HMKHET KeJlaHus HamucaTb nowledge
Bmecto knowledge http://engblog.ru/silent-letters. Takxke coBeTyeM O3HAKOMHUTBCSI M CO CTaThei
«Opdorpadusi aHTIMICKOTO sI3bIKa», B HEHW MPEJICTABICH CHHCOK TIOJE3HBIX MAaTepHajoB st
COBepIIICHCTBOBaHUS mpaBonvcanus http://engblog.ru/spelling.

Hcnoab3yiiTe nmpueM M3 MKOJbI. BcrioMHuTE, KOrma Mbl cOBEpIIATU OMIMOKY B JIMKTaHTE, YUUTEIb
3aCTaBJISUT HAC MPOMHUCHIBATE ¢loBO 5-10 pa3. OH menan 3TO HE W3 JKENAaHUS HAKa3aTh YUCHUKA, a IS
TOTO, YTOOBI B HAIIICH MAMSTH MIPOYHO 3aKPEMIJIOCH MPaBUILHOE HamucaHue ciosa. [lompoOyiiTe nenath
AQHAJIOTUYHO M C IPaBONHMCAHHEM AaHIJIMHCKUX CJIOB: KAaK TOJBKO OIIMOJIMCH, BO3BMHUTE TETPAAKY H
HAIHIIATE TOHSATHE MPABHILHO HECKOJBKO pa3. BhIMmomHsis Takoe ynpakHeHne, Bbl BKIIOYaeTe B paboTy
MEXaHHUYECKYI0 NaMsTh, a 3TO 3HAYUTEIHHO O0JierdaeT 3arlOMHHaHWE cjioBa. MalleHbKas XUTPOCTb:
MHorue (QUIOJIOrM M JIMHIBHUCTBI COBETYIOT OTKa3aThCsl OT NPOMUCHBIX OykB. OHM PEKOMEHIYIOT
neyaTath CJIOBO Ha KJaBHaType WM NHCaThb €ro IedaTHbIMH OykBaMH. B Xoie 3KCIepMMEHTOB
BBISICHUJIOCh, YTO I€4aTHble OYKBBI HMEIOT 4YeTKyr (opMy, [MOITOMY MO3TY TpOIIE 3allOMHUThH
HamucaHue ciioBa. YTo Kacaercsl MPOMKUCHBIX OYKB, TO MOYEPK OBIBACT Pa3HbIA, U (PAKTHUECKU KaXKIbIi
pa3 Mbl numieM OyKBY HEMHOTO HO-IPYroMmy. DTO YCIOXKHSET Bocmpusithe nHpopmanuu. [lompoOyiite
neyaTarh, a He IUCAaTh, BO3MOXHO, 3TO UIMEHHO TO, YTO BaM HY’>KHO.
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IIpakTukyiiTech, MPaKTUKYiiTeCh M ellle Pa3 MPaKTHKYHTech. UTOOB HAyYHUTHCS BOAUTH MAIIHHY,
BaM HYXXHO KaK MOKHO Yallle CaIuThCs 3a PyJb, a YTOOBI MHCATh IPAMOTHO, HY>KHO KaK MOXKHO daIe
caiuThCcs 3a CTON W mucath. llompoOyiTe aenaTe pa3lUuHBIE 3alUCH Ha AHTJIMHCKOM  SI3BIKE,
MPaKTUKOBATHCS MOXKHO TakK: BeauTe AHEBHHK, a Jydille MONpoOyiTe 3aBecTH OJOT Ha aHTIMHCKOM
a3bike B MHTepHeTe. CaMOBBIpaKCHUE U TEIUIbIe KOMMEHTapUM YUTaTelel BOOAYILEBST Bac HA HOBBIC
nogsuru. [lenaere nomamnee 3aganue? HanumumTe win HanedaTaiTe €ro, a He MPOCTO OTMETHTE HYKHbIE
OTBEeTHl B yueOHHKe. J[e10 3T0 TpymoeMKoe, HO OKynuTcs ctopuueil. [lonpaBunace uHTEpecHas nuraTta
WM WIMOMAa Ha aHTIMHCKOM si3bike? He xommpyiiTe ee cebe Ha KOMITBIOTED, a HaNedaTaiTe BPYYHYIO.
DTO OTAWYHBIA MPHEM, COBMEINAONINI B cebe n oOydeHue, M pas3BiedeHne. Beibepute MHTEpECHYIO
kHury unu 6mor B Mutepnere. ExenHeBHO mepenuchiBaiiTe 1-2 cTpaHMIBI TEKCTa, MPUYEM CJIOBO B
CJIOBO. DTO OAMH M3 CaMbIX ACHCTBEHHBIX METOOB yiyulieHus spelling.

3ajgeiicTByiiTe 3ligeTH3M. DiifeTn3M — ¢oTorpaduueckas namsITh, KOTOpas OTBEYAeT 3a 3alIOMHHAHUE
3pUTENBHBIX 00pa30B. 3aJeHCTBOBAaTh €€ Jydlle BCEro MpHU HM3YYEHHH HOBOTO cjoBa. BHUMarenbHO
CMOTpPUTE Ha HEro, MocTapailTech 3allOMHUTH ero (GopMy, MOpSIOK OYKB, 3aTeM 3aKpOWTe Iyasza M
[ocTapaiTech MPEICTaBUTh €r0 — Yy BaC B HaMATH OTJIOKUTCSA 3PUTEIbHBIA 00pa3 HOBOIO IOHSTHS.
OfHOBPEMEHHO C MPOCMOTPOM IIPOM3HECHUTE CIIOBO, YTOOBI 3TH 3BYKHM acCOLUMHPOBAINCH y Bac C
KOHKPETHBIM TpaBWJIBHBIM HamMCcaHWEM. BbIMonmHsANTe 3TH OefcTBHS MPHU Ka)JI0M MOBTOPEHHH, TOTna
yhnpakHeHHEe ObICTPO MPUHECET CBOU IUIOIBL.

CeepsiiTech co ciaoBapeM. Korja nuiere cjioKHOE CIOBO, HE MOJAraiiTech TOJBKO HA CBOIO MAMSITh,
npoBepsiiTe HamucaHue B cioBape. Jlydimie mucath MEAJICHHO, 3aTO NPaBWIBHO, 4YeM OBICTPO U
HerpaMoTHO. He mepexuBaiiTe, Tociie HECKOJIBKUX «IIOATJISBIBAHUID BBl 3alIOMHHUTE CJIOBO M OyneTe
YBEPEHHO MHUCATh €T0 0e3 BCAKHUX MOJCKA30K.

CocTtaBbTe cOOCTBEHHBIH ca0Bapb. B JHUHBIA cloBaph BKJIIOYMTE TOJIBKO T€ CJIOBAa, HaMKMCaHUE
KOTOPBIX BBI3BIBACT y Bac TPYIHOCTH. Pa0oTaiiTe ¢ ITHM «IETHIIEM» KaKk OOBIYHO TPH H3YUYCHUH
AHIVIMMCKOM JIEKCHUKH: 4acTO MPOCMAaTpHUBATE, MOBTOPSUTE, MEPEBOAUTE C PYCCKOrO HAa aHTIMUCKHIA
(Jryuizie Bcero NMCbMEHHO). DTO MIOMOXKET BaM JIETKO BbIyYUTh IPABONMCAHNUE AHITIUICKOTO SI3BIKA.
Bcenomuute 06 ygdexre Pectopdd. Jlyumie Bcero Ham 3anomuHaetcst ”HPOpMAIHs, BBIACISIOMIASACS U3
o0mieit maccel. Mcnonb3yiite adhdekt cede Bo Oiaro. Kak crienark ciioBo 3anoMuHarommmMces? Boinennre
€ro U3 JIPYrux CJIOB B NPSIMOM CMBICIE — IIPHU TOMOIIM SIPKOM PydYKH MM LBeTHOro mpudra. Mosr
BBIJICJIUT 3Ty UHQOPMAIMIO U3 OCTAIBHBIX CIOB W 3allOMHHT. [loMHHTE, BeJb B IIKOJIE HAC 3aCTaBIISIH
JlenaTh aHAIOTMYHO Ha ypPOKax PYCCKOTO S3bIKa: CIIOBapHbIE CJIOBAa MBI BBIJIEISUIM PAa3HOIBETHBIMU
pyukamu. MarneHbkast XUTpocTh: HekoTopble menaroru COBETYIOT HE MPOCTO BBIACISATH CIOBO, HO M
nucath Kakaylo OyKBY pa3HbIM IBeTOM. Bpemenu Ha Hamucanue yiiner Oojblie, padoTaTh C MOHATHEM
BbI OyJieTe JIONbIIE, MO3TOMY U 3allOMHHUTCS OHO ObicTpee. OO0s3aTeNbHO MOMPOOYHTE HA MPAKTHKE 3TO
IPOCTOE yIPaKHEHHUE.

Padoraiite ¢ Microsoft Word. Vcronb3yiiTe aBTOMaTH4eCcKyt0 TIPOBEpKY opdorpadvu HE TONBKO 10
MpsIMOMY Ha3zHA4eHWIO, HO W JuIsl oOyueHus. Kak TOJIbKO yBHAWTE, YTO MporpaMMma HCIpaBHiia Kakoe-
100 CIIOBO, COTPUTE €ro M HAMUIIMTE BPYYHYIO TPABUIILHBIA BapHAHT. DTO HEMHOTO YBEJIUYHUT BPEMS
paboTHI C TOKYyMEHTOM, HO OYZIEeT MOJIE3HBIM yIpaxkHeHueM 1is spelling.

YuraiiTe Kak MOkHO 4amle. Kak 3amoMHUTH JUII0O HOBOTO 3HaKoMoro wiu kosuiern? HyxHo wame c
HUM BUJIETHCSA. 3alIOMHHATh HAIMCAHHWE CIOB MOXKHO M HY)KHO aHAJIOTUYHO: CTapaiiTech BCTPEUAThCS C
HUMH yacto. [Ipome Bcero 3To OyAer aenarb, €Cid Bbl OyJeTe YuTaTh pa3HOOOpa3HbIE AHTJIOS3bIYHBIC
CTaTbl M KHUTHU. OTOT MpHUEM, MOXKaJIyH, CaMblii MHTEPECHBIH M HEHaBS3UUBBIA, BEOb BBl YUHTE
MPaBOIMMCAHNE aBTOMATUYECKH BO BPEMS YTECHUSI.

TecTupyiite cBon 3HaHusi. B MHTepHeTe MOXXHO HAlTH MHOrO Pa3HOOOpa3HBIX TECTOB M OHJIAWH-
3a/laHull, KOTOpBIE IMOMOTYT BaM COBEPILIEHCTBOBATH HABBIK IPABONMCAHUS Ha AHIVIMHCKOM SI3BIKE.
Hanpuwmep, MHOI'O pa3zHo00pa3HbBIX TECTOB MOXXHO HalTH Ha ITUX cairax:
https://howtospell.co.uk/spellingquiz.php, http://eslus.com/LESSONS/SPELL/SPELL.HTM.

Hrpaiite B npaBu/ibHbIe UIPbI. V3yueHne aHMIMHACKOTO s13bIKa JIOJDKHO OBITH ISl BAC YBJICKATEIbHBIM.
A caenaTh ero TakKMM MOMOTYT pa3HOOOpa3Hble O0yJaromue OHIaiH-Urpel. X MOXHO MCTONB30BATh B
MepephrIBe MEXIY YIMPaKHEHUSMH: BbI 3JOPOBO Pa3BIEYETECh W B TO YK€ BPEeMs IPOJOIDKUTE YUUTh
anruiickuit. [Tourpath ¢ MONB30i MOXHO Ha caiitax http://www.wordgames.com/, http://www.merriam-
webster.com/word-games, http://www.funbrain.com/spell/.

H3yuute mpaBuiia yreHus. Ecnu Bbl Oy/eTe 3HATH MpaBWJIa YTEHHUS] aHTIUICKOTO S3bIKa, BaM Oyner
Jierde JIoraJiaThes, KaK MUCcaTh HE3HAKOMOE CIIOBO, UCXOJsl M3 ero 3Bydanws. Spelling bee - urpa s
TPaMOTHBIX JIFOJeil. XOTUTE NMPOBEPUTH CBOM 3HaHMsA? XOTUM OTMETUTH, UTO MPABONHUCAHUE BBI3BIBAET
TPYAHOCTH JlakKe y HOCUTENeH s3bIka. FIMeHHO 1103TOMY B AMEpHKE €CTh Pa3JInuHble KOHKYPChI, KOTOpbIE
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MIpHU3BaHBI IPOBEPSITH TPaMOTHOCTH JIF0AeH, HanpuMmep Spelling bee. OTo copeBHOBaHUE, B X0/1€ KOTOPOTO
JIFOASAM Ha3bIBAIOT PA3JIMYHBIC CJIOBA, @ OHU IOJIKHBI ITPOU3HECTH 110 6YKBaM, KakK IMUIOYyTCs OTU ITOHATHA.
Kro caenan ommbKky — BbIObIBacT. Ha kak10M 3Tarne KOHKypca JaroTcsi Bce 00JIee CIIOKHBIE CII0Ba, MOKa
HE OCTaHEeTCsI OAMH MoOenuTeNb. BriepBrle KOHKypce ObLT poBeaeH B AanekoM 1925 roay u ¢ Tex mop He
tepsieT nomyisipaocTH. Cefigac Spelling bee TpoBOAT B pa3HBIX CTpaHAX MHUPA.

3. METOAUYECKHUE PEKOMEHJAIIUU 110 U3YUYEHUIO TEOPETUYECKOI'O
MATEPHUAJIA

N3yuenune moOoro paszena cienyeT HauuHaTh C O3HAKOMJIEHHS C BONPOCAaMM IUIaHA
u3ydeHust TeMmbl. Ilpu u3ydyeHuMM TeopeTHYecKOoro MaTepuaja HEoOXOJUMO HCIOJIb30BATh
PEKOMEHIYEMYIO OCHOBHYIO M JIONOJHHUTEIBHYIO JIUTEpATypy [Ulsl JIY4LIEro YCBOEHUS
MaTepuaia.

OcBauBaTh TEOPHUIO CIIEIYET B COOTBETCTBUU C TOW IOCIEAOBATEIBHOCTBIO, KOTOpas
IIPEJICTaBJICHA B IUIAHE CAMOCTOSTENIBHBIX U IPAKTUYECKUX 3aHATUH.

Metoauka paboTHI C IUTEPATYpOl NMpeAyCMaTpUBAET BEICHHUE 3allMCH IPOYUTAHHOTO B
BUJE IUIAHA-KOHCIIEKTA, OIOPHOIO KOHCIEKTa W T.J. OTO TO3BOJUT CHEJNaTh 3HaHUA
CHCTEMHBIMH, 3a(UKCHPOBATH M 3aKPEMUTh UX B TAMSTH.

KoHcnekT — ciioxHbIi c11oco0 U3J105KEHHsI COIepKaHUsI KHUTH UJIM CTaTbU B JIOTMUYECKON
1ocJe0BaTeNbHOCTU. KOHCIIEKT akKyMynupyeT B ce0e Mpeblylline BUbl 3alUCH, TI03BOJISET
BCECTOPOHHE OXBATUTH COJEP/KAHUE KHUIM, CTATbM, TEKCTa, I'PAMMATUYECKOrO0 MarepHaa.
[ToaToMy ymeHHE COCTaBIAThH IUIAH, TE€3UCHI, J1€1aTh BBIIUCKU U JIPYrHe 3allUCU ONpEAesieT U
TEXHOJIOTHIO COCTaBJICHMSI KOHCIIEKTA.

MeTtoauyeckue yKa3aHuUs 110 COCTABJICHHIO KOHCIIEKTA
1. BHuUMAaTEIBHO MNPOYUTANTE TEKCT. YTOYHUTE B CIPABOYHON JMTEpaType WM CJIOBape
HEeNoHsATHbIEe cyioBa. llpu 3ammcu He 3a0yabTe BBIHECTH CIPAaBOYHBIE JAaHHbIE Ha IOJSA
KOHCIIEKTa;
2. Beigenure riaBHOE, COCTABBTE IIJIAH;
3. Kpartko cpopmynupyiite OCHOBHBIE ITOI0KEHUS TEKCTA,;
4. 3akOHCHEKTUpYHTE MaTepuan, 4YeTKO Cleays NyHKTaM IuiaHa. lIpW KOHCHEKTHpOBAaHUU
CTapalTeCh BBIPA3UTh MBICIb CBOMMH CIIOBaMU. 3aIIACHU CIELYET BECTH YETKO, SICHO.
5. I'pamoTHO 3anuceiBaiiTe nUTatThl. LIUTHpYs, yYUTHIBAaUTE JAKOHUYHOCTD, 3HAYNMOCTb MBICIIH.

B Texcre KOHCIEKTa KeNnaTeabHO IPUBOAUTH HE TOJIBKO TE€3UCHBIE MOJIOKEHHS, HO U UX
nokazatenbeTBa. [Ipu odopmieHnH KOHCIEKTa HEOOXOJUMO CTPEMUTHCS K €MKOCTH Ka)10To
npeuiokeHus. MBICIM  aBTopa KHUTHM CIIeAyeT u3jaraTb KpaTko, 3a00TsACh O CTHIE U
BBIPAa3UTEIbHOCTH HAIMCAHHOTO. J[JI1 yTOUHEHUS U I0NOJHEHUSI HEOOXOIUMO OCTaBJISITh MOJISL.

Iporieypa mpoBepKM KOHCHEKTa BKIIIOYAET B ceOs IepeyeHb BOMPOCOB 0a30BOro MU
MIOBBIIIEHHOTO YPOBHEH 17151 COOECe0BaHUSL.

MeTtoanyeckue peKOMEHAALMHU 110 NPEeACTABJICHHIO H 0()OPMIICHHIO
pe3yJIbTaToB codecel0BAHUSA

CobecenoBanmne mpeaCcTaBIsSeT COOOH MHAMBHUIYAIbHYIO Oecely ¢ KaKIbIM CTYIEHTOM
M0 TPEUIOKEHHBIM BOIIPOCaM € TMOCIEAYIOEH OLIEHKOW HMX MOAroToBKU. Llenbro maHHOM
(bopMBl 3aHATHS SIBJISETCS OCYILECTBIIEHHE TEKYIIero KOHTPOJS 3HaHUM mo Teme. B 3amaum
co0ece0BaHNs BXOAUT MPHOOPETEHNE HaBbIKa Pa0OTHI C UCTOYHUKAMU U JIUTEPATYpPOr; YMEHUS
IPaMOTHO COCTaBJISITh KOHCIIEKTHI M MOJIb30BAaThCS UMHU; BBISIBIIATH Pa3JIMYHbIE TOUKH 3pEHUS Ha
po0JIeMy U CTETICHb €€ pa3pabOTaHHOCTH B JIUTEPATYPE.

CobecenoBanue mpenmnonaraeT  o00s3aTelbHOE  KOHCIIEKTUPOBAHME  TEKCTa  HIIU
rpaMMaTHYeCcKOro MaTepuana, a Takke MpopadoTKy Bcel MpeIoKEHHON JINTEpaTyphl 0 TEME.

Bonpocsl qyia cobecejoBaHuss U KpUTepUH olieHuBaHus mpuBereHbl B POC naHHOM
JTUCIUTUIAHBI.

4. METOANYECKHUE YKA3ZAHMUA 110 BUJIAM PABOT,
NPEAYCMOTPEHHbBIX PABOYEN ITPOI'PAMMOM JUCHUAITIUHBI
4.1. lToaroroBKa K NPAKTHYECKUM 3aHATUAM



Memooduyeckue ykazanus no n0020mosKe K NPAKmu4ecKum 3aHamusm.

K camocrosTensHOi paboTe OTHOCHUTCS TOJATOTOBKA K MPAKTHUCCKOMY 3aHATHIO W
BBIIOJIHEHNE JOMAIIHETO 3aIaHUs.

JloManiHee 3aJaHUE COCTOMT W3 HHIUBUAYAIBHBIX 3aJlaHui, Ipoleaypa MPOBEPKH
KOTOPBIX BKIIIOYAeT B CeOsl TMEepedYeHb MPAKTUYECKUX YIOPAKHEHUH U BOMPOCOB  JUIS
cobeceIoBaHNUs.

HToroBslii NPOIYKT cAMOCTOATEIBHOI PadoThI: HHIUBUIYATHHOE 3aaHHE.
CpecTBa M TEXHOJIOTHH OIEHKH: COOeCeIOBaHuE.

4.2. MeToan4yeckne yKa3aHHsi 10 COCTABJIEHUIO IJIOCCAPUS 0 TEKCTY

[Tomo6HO MFOOOMY CIOBAPIO TIIOCCAPUN COCTOUT M3 AaBTOHOMHBIX JICKCUYECKHUX €IHHHII,

PacoJIOKEHHBIX:

- o andaswury;

- I10 M€pe MOSBJICHUS TEPMUHOB B TEKCTE WM 3aJaHUU;

- B COOTBETCTBUU C TEMOM M3y4aeMOro pasjiena JUCHUIUINHBI.

Jl5is cocTaBiieHus Ti10ccapus MO 33/IaHHOM TeMe HY)XHO HalWTu MHGOPMAIUIO C Pa3HBIX
UCTOYHUKOB (ceTb «MHTEepHET», SHIMKIONENH, IPAKTUYECKUE [TOCOOUs, yueOHas JInTeparypa),
M3YYUTh €€ U COCTABUTh B PYKOIIMCHOM BaPUAHTE WM MOJb3YSACh TEKCTOBBIM IPOLECCOPOM.

PaGora nomkHa OBITH TmpencTaBieHa Ha Oymare d¢opmara A4 B TeYaTHOM
(KOMITBIOTEPHOM) UJIM PYKOTIMCHOM BapUaHTE.

Kaxnas nexcuueckas eAuHMIIA 3alUCBHIBAETCS Ha OTHENIBbHOM cTpouke. B coctaB ee
XapaKTEPUCTUKU JIOJDKHBI BXOAUTh HE TOJIBKO KpAaTKOE TOJIKOBAaHWE, HO M KOMMEHTapHH,
IIPUMEpBI, MOSICHSIONINE LUTAThl, CCBUIKA HA JIMTEpaTypy. I 1aBHBIM OTIMYHEM IiOCcCapus OT
OOBIUHBIX clIoBapel sBiseTcs (OPMUPOBAHKE €TO B KAYECTBE €AMHOTO KOMIUIEKCa HHPOpMaIuu
B COOTBETCTBUH C MCCJIEIOBATEIBCKON WIIM IPAKTUYECKOMN 3a/1a4eid.

PexoMeHnganmu 1mo cocTaBJICHHIO IJIOCCAPHSA:
* I'1aBHOe MpaBWJIO rJjioccapusi — J0CTOBepHOCTh. [losicHeHue AOKHO Haubosiee TOYHO
OTpaXkaTb CyTh JEKCUYECKON E€IUHUIIBI.
* [TosicHeHue 10/1KHO OBITH KOPPEKTHBIM U MOHATHBIM. Henb3s 1crosnb30BaTh OTKPOBEHHbBIE
YKaprOHU3MBI, HO U CJIMIIKOM CJIOKHBIM Hay4HBII TEKCT MOXKET TOJIBKO 3aITyTaTh MOJIb30BATEIS.
* YuurhiBaTh Bce BapHMaHTbl. Eciu OOUH M TOT XK€ TEPMUH MOXKET HMETh HECKOJIbKO
paBHO3HAYHBIX 3HAYEHWH, HY)KHO YYMTHIBaTh BCE BapHaHThl, U HAa KOHKPETHBIX IPHUMEpax
IPUBOJUTH 3HAYEHNE TEPMUHA B TOM MJIM HHOM KOHTEKCTE.
HToroBnlii NpOAYKT CAMOCTOATE/ILHOM PadOTHI: CIIOBapHAas CTAaThs.
CpencTBa M TeXHOJIOTHM OLIEHKH: cOOEceIoBaHueE.

5. METOJIUYECKHUE YKA3AHUA 110 HOAI'OTOBKE K 9K3AMEHY

Iponenypa mpoBeeHHsI IK3aMeHa OCYIIECTBIAETCS B COOTBETCTBHU C llonojkeHreM o HpoBeneHUH
TEKYIIEro KOHTPOJS YCIIEBAEMOCTH M TMPOMEKYTOUHOW arTecTaly OOYyYaroluXCsi MO 00pa3oBaTeIbHBIM
TporpaMmam BBICIIEro 00pa3oBaHusi - mporpamMam Oakasnaspuata B CKOY.
B sKk3aMeHalOHHbINA OMIIET BKITIOUAIOTCS 3a1aHus TSl IPOBEPKH:
1) w3ydvaroniero ureHHs (HAyYHO-TIOMYJSAPHBIA TEKCT WJIM TEKCT OBITOBOTO, COLMOKYJILTYPHOTO
XapakTepa Ha HHOCTPaHHOM s13b1ke 00hemMoM 10 2000 med. 3H.);
2) JIeKCUKHU U TpaMMaTHKH (TecT, 00beM - 10 npensnoxenuil);
3) MOATOTOBIIEHHOW YCTHOM pe4r MOHOJIOTHYECKOTO XapakTepa (Coo0ImeHne Ha O/IHY U3 H3yUeHHBIX TEM,
00beM - He meHee 15-20 dpa3s).

s nonroroBku 1o Owety orBoautes: 20-25 MuH.

[pu noaroToBKE K OTBETY CTY/AEHTY NPEAOCTABIISIETCS IIPABO MOJIb30BAHMUSL: CIIOBAPEM.

IIpwm mpoBepke MPaKTHHYECKOTO 3a/IaHus], OIIEHUBAIOTCS:
- TPaBUJIBHOCTH (DOHETHYECKOTO U JISKCMYECKOTO CTPOSi MHOCTPAHHOTO S3bIKA; MOHMMAHHE HHOSI3BIYHOTO
TEKCTa MOCPEACTBOM YaCTUUHOIO TIepeBoAa U B hopMme GecelIbl ¢ HK3aMEHAaTOPOM I10 €TI0 COAEPIKaHHUIO;
- KOPPEKTHOCTD BBINOJIHEHHS JIEKCHKO-TPAMMaTHYECKOTO TECTA;
- COOTBETCTBYIOIEE YIOTpPEOJNICHHE JIeKCHKH, (OHETHKM M TpaMMATHKH TIPH MOHOJOTHYECKOM
BBICKa3bIBaHHH; JIOTHYHOCTH U TIOCJIEAOBATEIBHOCTD BBICKA3bIBAHUS, TEMIT PEUH.



CIIMCOK PEKOMEHIYEMOM JIUTEPATYPBI

OcHoBHas JInTEpaTypa.
1. Arab6eksn WM.I1. Anarnuiickuii s3bIK U1t 6akanaBpoB: [yue0. mocooue] / W.I1.AraGeksH.
— PocroB u//l: ®enuke, 2015. — 379 c.

JonoJHUTe/IbHAA JTUTEPATYypa

1. MHOCTpaHHBIN S3bIK (QHTVIMUCKUN S3BIK): MPAKTHKYM / MHHUCTEPCTBO KYJIBTYPHI
Poccuiickoit  ®enepauun, OBC KeMepoBckuil rocyqapCTBEHHBIM MHCTUTYT — KYJIbTYpBI,
ConumanbHo-ryMaHuTapHbli  MHCTUTYT, Kadenpa wuHocTpaHHBIX s3bIKOB. — KeMeposo:
KemepoBckuil rocyaapcTBeHHBI MHCTUTYT KynbTypbl, 2017. — 212 c¢. — Pexxum nocryna:
http://www.biblioclub.ru — 3bC «YuuBepcureTckas 6UOIHOTEKA OHITAHHY

2. AHTTIUUACKUI S3BIK JUIsl CTYJIEHTOB YHUBEPCHUTETOB. UTeHHE, MHUChbMEHHAs MPAKTHUKA U
npakTuka yctHou peun: yueOnmk: B.2 4. / C.. Kocteirnna, O.A. bepesuna, 10.A. MBanosa u
ap., Y. 1. — 2-e u3g., nepepad. u nom. — M.: Akagemus, 2006. — 400 c. [DnekTpoHHBIN pecypc]. —
URL.: http://catalog.ncfu.ru

HNuTepHeT-pecypcebl:
1. http://www.bbc.co.uk - pecypcsr 1 matepuanst BBC
2. http://lwww.s-english.ru — pecypchr st H3ydeHust aHTJIMICKOTO S3bIKa
3. http://www.engvid.com - pecypcs 151 M3yUEHHsI AHTIMHCKOTO S3bIKa
4. http://www.english-globe.ru - pecypcbr amst u3ydenus aHrIMICKOTO s3bIKa
5. https://www.englex.ru - mardopma aj1st HHTEpaKTUBHOTO W3yYEeHUsI aHTJIMHCKOTO S3bIKa
6. http://www.biblioclub.ru - Yausepcurerckas bubnnoreka onnaiin
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