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COAEPXAHUE

IlosicHuTenpHas 3anucka
[Tnan npakTHyecKuX (CEMHUHAPCKUX ) 3aHATHIHA
PexoMeniyemast tureparypa



1. [TosicHuTeNnbHAS 3aITUCKA

MeTtoaudeckre yKka3aHHus MpeaHa3HA4YeHBI U CTYJEHTOB OYHOW/3a09HON (pOopMBI 00ydeHHs,
KOTOPBIMH OHHM MOTYT TOJb30BAaThCSA MPH TOJATOTOBKE K MPAKTUYECKUM 3aHATHSIM. lIpakTuueckue
3aHATHUS 3TO IUIAHHUpYyeMas ydyeOHas, yueOHO-MCCIeIOBATEebCKasA, a TAK)KEe HAYYHO-HCCIIEI0BATEIbCKAS
paboTa CTyAEHTOB, KOTOpasi BBHITIOJIHIETCA B ayJUTOPHOE BpeMs 07 PYKOBOJCTBOM IpemnoiaBarens. B
COCTaBe METOJMYSCKHX YKa3aHWUH K MPAKTUUCCKUM 3aHATHSIM MPEIYCMOTPEHBI PEKOMEHIAIMH II0
MOJTOTOBKE K MPaKTHYECKOMY 3aHsThio. [Ipy BBITONHEHNH paOOTHI CTYIEHTHI MOTYT HCIIOJIE30BaTh HE
TOJIEKO METOJIMYECKUE yKa3aHMs 10 PEUICHHUIO 33/1a4, HO U JIPYrHe MaTepHalbl yueOHO-METOANYECKOTO
KOMILIEKCa.
OCHOBHO 11€TbI0 METOAMYCSCKUX YKA3aHUH 10 BBITIOJIHEHHUIO MPAKTHUECKUX PaOOT SIBJISETCS MOBBIIICHUE
HCXOJHOTO YpPOBHS BIAJCHUS HHOCTPAHHBIM SI3bIKOM, JOCTUTHYTOIO Ha MpEeAbIAYLIEH CTYINEeHU
o0pa3oBaHMWs, U OBIAQJICHUE CTYICHTaMH HEOOXOJWMBIM H JIOCTATOYHBIM YPOBHEM KOMMYHHKATHBHOMN
KOMIIETCHIIUH JJI PEIICHUS 3a/1a4 MEXIMYHOCTHOTO U MEXKKYJIBTYPHOTO B3aUMOICHCTBHUS.

Llenpio OCBOEHHS AMCUMUILIMHBL «HOCTpaHHBIA SI3BIK B cdepe MpodeccHoHaANbHON
KOMMYHUKallMW» sBIsieTCs (OpMHUpOBaHWE Y CTyA€HTOB KommeTeHnnd YK-4 xak cpencrtsa,
MTO3BOJISIOIETO 00eCTIeYNTh KOMMYHHKATHBHO-TIO3HABATENbHBIE MOTPEOHOCTH B c(hepax akaAeMUIeCcKOH,
Mpo(heCCUOHANBHOM U COMANBHO-TYMaHUTAPHOU JESITEILHOCTH, YIaCTBYS B MEKKYJIHTYPHOM OOIICHUY.

3ajaun OCBOCHUS AMCLUMIUIMHBI: OBJAJCHHE MOHOJOTHYECKOM M AMATIOTMYECKON peyblo, OBIAJCHUE
OCHOBaMH MHCbMEHHON pPeyH, OBJaIeHHE OCHOBAMH CaMOOIIEHKH YPOBHA C(hOPMHUPOBAHHOCTH S3BIKOBOH,
peUYeBOll M  COILMOKYJIBTYPDHOM KOMIIETEHIMM ¥ (OPMHUPOBAaHUS MOTPEOHOCTH B  S3BIKOBOM
camo00pa30BaHUH.
B pesynbTare ocBOESHUS TUCITUILTHHBI 00YYAIOMIUNACS JOJDKEH
3HATh!
- OCHOBHI MTEPEBOJIa ¢ UHOCTPAHHOTO SI3bIKa B PO ECCHOHANILHOM cdepe;

YMETh:

- BBIIOJIHATH KOPPEKTHBII MUCBMEHHBII MIEPEBO C MHOCTPAHHOIO S3bIKa HA TOCYJapCTBEHHBIN sI3bIK PO
U C TOCYJJapCTBEHHOrO si3blka P® Ha MHOCTpPaHHBIN A3bIK;
BIIAJCTh:
-)KaHpaMH{ TUCBMEHHOW pedr B MpoeCCHOHATILHOH cdepe.



2. INIAH IPAKTHYECKHX (CEMUHAPCKHNX) 3AHSTUM
[pakTnyeckoe 3ansiTme Nel. Jlekcmyeckme M CHHTAaKCHYEeCKHE OCO0EHHOCTH O(QHIMAILHO-
AeJI0BOT0 CTHJISI AHTVIMHCKOTO SI3BIKA.
Opranu3zaronHas GopMa 3aHITHS: TPATUIIMOHHBIA CeMUHAP.
Lens: dopMupoBaHue y CTYACHTOB pPEUEBOH, S3BIKOBOW W KOMMYHHUKATHBHOW KOMIICTEHITUH JIJIS
OCYIIECTBJICHUS JICIIOBBIX KOHTAKTOB.
B pesynbTarte 0CBOCHUE TEMBI CTYICHT TOJKEH
3HaTb: OCHOBHBIC I'PaMMAaTUYCCKUE ABJICHU, XapPaKTCPHBIC JJId HpO(i)eCCI/IOHaJIBHOI)II pe€UHu; JICKCUYCCKUE U
CHHTaKCHYeCKHe 0COOCHHOCTH O(QUINATBHO-AETI0BOTO CTHIISI B AHTJIIMACKOM SI3bIKE;
YMETh: ONpEACTSITh CTUICBYIO MPUHAMICKHOCTh AHTIMUCKUX TEKCTOB O(PHUIMATBLHO-ACIOBOIO CTHIIS,
BUJICTh XapaKTepHBIC CTHICBBIC YEPTHI; YUTATh O(PUIUATBHO-JEIOBBIC TEKCTHI Pa3UYHON CTEMECHU
CIIO)KHOCTH; CTPOHUTh JHAJOTMYECKYl0 W MOHOJOTHMYECKYI0 pedyb C UCIOJIB30BaHUEM Hanboee
yHOTpC6I/ITCJ'II)HI)IX JICKCUKO-TPAMMATHYCCKUX CPEACTB B OCHOBHBIX KOMMYHHMKATUBHBIX CHUTYyaAllUAX
o(UIHaTHHOTO OOIICHUS; TOHUMATD JUATOTHIECKYI0 U MOHOJIOTHYECKYO PeUb [0 U3yUEHHOM TeMe.
AKTyaTbHOCTH TEMBI: 00yCIIOBJIEHA HEOOXOAMMOCTRIO oBNafeHus Y K-4.
Teopernueckas 4acThb:

OdunuanbHO-1eI0BON SI3BIK KaK OCOOBIM (YHKIIMOHANBHBIA CTHIIb PEYU XapaKTePH3YyeTCs
HU3BECTHBIMU HHTCPHAIIMOHAJIBHBIMU Y€pTaMU, KOTOPBIC ABJIAIOTCA CICACTBUEM YHUBEPCAJIBHOCTH
peuia€MbIX UM 3aAad — CIYXUTb HMHCTPYMCEHTOM J[CJIOBOI'O OGHIGHHH, CpC€ACTBOM IOOKYMCHTHPOBAHUA
ouManbHOM ympaBieHYeCcKOW u chayxeOHON wuHbopmarmu. OpHa W3 CaMbIX MOPA3HUTEIBHBIX
0COOCHHOCTEH STOr0 CTHII — WKCHOJb30BAHHE CIIOB B WX KMCTUHHOM CJIOBapHOM 3Ha4deHWU. He
CymI€CTBYECT BO3MOXHOCTU JI1 KOHTEKCTHBIX 3HAUCHUN WU JJIsL OIIHOBpeMeHHOﬁ pcaim3alnu IBYX
snayennii. CrnoBa ¢ SMOIMOHAJIBHBIMH 3HAYCHUSIMHW HC OOJIXKHBI OBITH HaﬁHCHHBIMH B JOKYMCHTC.
KaxpIii THIT IGTOBBIX JIOKYMEHTOB MMEET COOCTBEHHBIN HA0Op Gpa3 U KIHUIIIE, KOTOPBIE MOTYT Ka3aThCs
CTpaHHBIMH B Pa3rOBOPHOM aHTJIMHCKOM SI3bIKE, Hampumep e.g. invoice, book value, currency clause,
promissory note, assets (BBICTABJIATH CUET, CTOMMOCTh OCHOBHOTO KamuTajla, IIYHKT BaJIIOTBI,
00s13aTeIbCTBA 110 BEKCENI0, aKTHBBI, U T.1.).

Hanpumep,

O(UITHATEHBIN CTHITH HeodurnmansHbIN CTHITH

Formal style Informal style

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

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

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

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

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

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

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

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



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

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

1. TlToAroTOBBTECH K OOCYMICHUIO TEOPETUUECKOTO MaTepraa.

2. [IpounraiiTe U nepeBeIuTe TEKCT.

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

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

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

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

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

1. Ms. Cindy Flipps — a secretary;

2. Mr. Timothy Lindon — an economist;

3. Mrs. Elizabeth Nippet — a sales person;

4. Ms. Alice Trix — an office manager;

2) — What is Mr. Richard Clifford?

5. He is a businessman.

6. What kind of person is he?

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

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

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

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

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

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

He is to meet Mr. Clifford.

He is always busy.

His company is big.

He is in Mr. Clifford's office.

He is to see Mr. Clifford.

He has an important problem to discuss.

He is an important visitor.

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



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

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

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

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

2) — Is Mr. Clifford free?

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

- Do, please.

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

- What is he busy with?

- First he is to see an important visitor.

- What is he to do next?

- Next he is to go to his bank.

- What is he to do in the bank?

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

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

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

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

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

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

9. Discuss the job opportunity that this advertisement gives you

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

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

Use a dictionary to add to these lists

1 stationery

2 eraser

3 an envelope

4. carbon paper

5. adhesive tape

6 ribbon

7 moistener

8. a punch

9. correcting fluid

10. aruler

11. chips

12. a top (bottom) drawer,

13. a left (right) hand drawer

14. a filing cabinet

15. a folder

16. a safe

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



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

There is no money in this safe.

There is no calculator on the shelf.

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

There are no arm-chairs in the reception room.

There are no rulers there.

13. Translate and learn the following conversations.

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

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

- It's all right, Mr. Clifford.

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

- Very well, sir.

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

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

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

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

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

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

- No, Mr. Clifford, there are none.

- Are there any more letters to type?

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

- Then you can go home, Cindy.

- Thank you, sir. Good-bye.

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

15. Translate into English.

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

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

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



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

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

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

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

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

MpakTuueckoe 3ansaTue Ne2. Oco0eHHOCTH YNOTPeOJeHUA MOJAJBHBIX [JIAr0J0B B AHIJIHICKOM

JAeJI0BOM CTHIIE.

OpranmzanuonHast popma 3aHATHS: TPAAULIINOHHBIN cEeMUHAp.

Lens: dopMupoBaHne y CTYACHTOB pPEUEBOH, S3BIKOBOW W KOMMYHHUKATHBHOW KOMIIETEHITUH JIJIS

OCYIIECTBJICHUS JICNIOBBIX KOHTAKTOB.

B pesynbrare ocBoeHHE TEMBI CTYJEHT 1OJDKEH

3HaTh: OCOOCHHOCTH YMOTPEOJICHHS MOJAIBHBIX TJIaroJioB; OCHOBHBIE TpaMMAaTHUECKHE SIBIICHUS,

XapaKkTepHble ISl NPOPECCHOHANLHOW peud; JIeKCHYeCKHEe W CHHTAKCHYeCKHEe OCOOCHHOCTH

o(uIMaTbHO-EI0BOTO CTUIISL B aHTJIMHCKOM SI3BIKE.

YMETh: YIOTPEONSATh MOJAIBHBIE TJIAaroidsl B O(UIIMAIBHO-IENOBOW pednd Juis OOO3HAYeHHS

JIOJDKEHCTBOBAHUS, TIPOCHOBI, PAa3peIIeHHs; ONPEIeNSITh CTUIEBYIO IPHHAAJICKHOCTh AHTIIMHCKHX

TEKCTOB OQHINAILHO-ICIOBOIO CTHIISI, BUIETh XapaKTEpHbIC CTHIIEBBIC YEPTHI; YUTATh OQHUIMATBEHO-

JIEJIOBBIE TEKCTHI Pa3IMYHON CTETICH! CIIOKHOCTH; CTPOUTH JUAJIOTHUECKYI0 B MOHOJOTHYECKYIO PEeUb C

WCTIOJB30BAaHMEM HanOoJee YIOTPEOUTENbHBIX JIEKCHKO-TPAMMATHYECKHX CPEICTB B OCHOBHBIX

KOMMYHHKATUBHBIX ~ CUTyallMsX  OQUIHMAIBHOTO  OOLICHWS;  NOHMMAaTh  JWAIOTHYECKYI0 H

MOHOJIOTHYECKYIO PeYb M0 U3YYEHHOU TeMe.

AKTyaTbHOCTH TEMBI: 00yCIIOBIEHA HEOOXOAMMOCTRIO oBNafeHus Y K-4.

TeopeTuyeckas 4acThb:

OnnuM u3 Hamboliee YacTO HCMOJIBb3YEMBIX MOJANBHBIX 3HAYCHUH B JEIOBOM SI3BIKE SIBISCTCS
3HA4YeHUsl JOoJDKeHCTBoBaHUs. Hanbonee ynoTpedisieMbIMU B JAHHOM 3HAYCHWU B AHIJIMHACKOM JI€JIOBOM
CTHJIE SIBIIAIOTCS TJIaroiasl must, to be u to have.

[Mpumeps! ynoTpeOieHus riiarojia must:

- We must be in time not to be late as it’s a very important event. (Mbl ZOJDKHBI TPUUTH BO BpEMSI, YTOOBI
HE OI03aTh Ha 3TO BAKHOE COOBITHE).

- I should say you must check it once more. (S cuntaro BaM HY»KHO IPOBEPUTH 3TO €IIIE pa3).

- Besides, your price must depend on the amount of the contract. (Kpome Toro, Bara 1ieHa J0JDKHA
COOTHOCHUTHCS C YCIOBUSIMHU KOHTPAKTA).

AHTTIMICKUHN ENOBON CTHIIH MPENITACHIBACT YIOTPEOATH I1aroy must TOJIBKO MO OTHOIICHHUIO K
COOCTBEHHBIM NOAYMHEHHBIM, KOTAA MOAYEPKUBAETCS 00A3aTEIbHOCT U HEOOXOIUMOCTD BBIOJTHEHUS
TOTO WJIM WHOTO JEHCTBUS Wi 3amaHusa. He 3ps 3TOT riaron 4acTo McHojib3yeTcs B 3HaYCHUH MPUKa3a,
MOTYEePKUBast CTPOroe TpeOOBaHUE MIIM HEOOXOANMOCTD BBITIOJHEHUS KaKOT0-JIH00 JeHCTBHSA, HApUMeED,
You must decide to Monday if you stay at our office or not. You are to prepare all the papers to sign them
on Tuesday. (BbI 00513aHBI TOATOTOBUTH BCE IOKYMEHTHI Ha MOANHUCH KO BTOPHHUKY ).

B oTHomIeHUsAX ¢ mapTHepaMu aHTJIMHCKUHN JEJIO0BOI CTHIIb MPEIMUCHIBAET IMOYTH TOJTHBIH OTKa3 OT
rmarosa must, KpoMe ciyd4aeB, KOTJa HEOOXOIMMO MOJYEPKHYTH JKECTKYI0 HEOOXOAMMOCTh WIIH
HEIOBOJILCTBO CTapIIMM MapTHEPOM MIIAAIINMH TapTHEPaMH WM BO3MYIIEHHE TPH KaKOM-JIH0O
HEBBINTOJIHEHUH 00s13aTenscTB. Hampumep, Tak BeI MokeTe yrmoTpeduts gpaszy You must have paid your
debt by the 3th of November. (Bbl 00513aHBI BHIIIIATHTH BaIll JOAT K 3 HOSOPS).
3Hasi 0COOCHHOCTH [ICJIOBOTO aHTJIMICKOTO, BBl OyeTe MOHMMAaTh, YTO B OTHOLICHHUSX C MapTHEpaMH
CllelyeT COCpeAOoTaunBaThCs Ha riaronax to have u to be, Tak kak 0053aHHOCTH BBIOJIHEHUS JEHCTBHS
3BYYHUT MEHEe KaTerOPHIHO.

[Tpumeps! ynoTpebnenus riarosnos to have to u to be:
- Are you to come on every Saturday morning? (Bsr 00513aHbI IPUXOJUTH IO YTpaM B cy000Ty?).



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

- Sorry but I have to leave as I’m very busy last time. (IIpocTute, HO MHe Opa UATH - B TIOCTIEAHEE BPEMS
y MEHS OYEHb MHOTO JIEN).

- Do you have to meet them at the station? (Bam Hy>kHO BCTpETUTb HX Ha CTAaHIUU?)

OnHako He CTOWT 3a0bIBaTh, YTO Iiaron have to MOXET WMETh OTTEHOK HEXENaTeNbHOTO JeHCTBUS,
modToMy cleayromas ¢pasa «So we have to work with you» 3ByduT HOBONBHO TPyOO W aHTIIMACKHI
JIeTIOBOM CTHJIb HE MpelyCMaTpUBaeT TaKOro yIOTPeOIeHHUs STOro Ii1aroia.

Bo Bcex 3aTpyJIHUTENBHBIX CITydasx, a JIydllle Jake M Yalle, BaM CTOHMT IpHOerath K 0ojiee MATKUM

¢dbopmaM yKazaHusl, 3aMEHss JOJDKCHCTBOBAHHE BBIPAKCHHUSIMU, O3HAYAIONIMMH TPEATIONOKCHUE, COBET,
BOINPOC ¥ T.A. AHTTIMICKHN JEIOBOW CTWIb MpEdycMaTpUBaeT MOHUMaHue MoJA00HbIX (pa3 Ha TOH HIH
JIBA TOHA JKECTYE UX OPUTHHATIHLHOTO 3HAYCHUSI.
DTO0 CXOJHO U C CUTyaIuel B pycckoM si3bike. @pasza «He Mormu Obl BbI IEpENPOBEPUTH HAIH JOXOJIBI,
ecnu y Bac OyzaeT Bpemsi. Mbl Obl cMOTTIH OOCYJUTh MX C HAIIUM (PUHAHCOBBIM TUPEKTOPOM» BOBCE HE
03Ha4yaeT OYKBAIBHO CIIEAYIOIIee: «CACIaUTe 3TO, €CIIM 3aX04YeTCs, a €CIIM He 3aX04eTcs, TO U He Ha/I0».
Ha camom niene, npoch0a moapa3yMeBaeT 4yTh JIM He ObICTPOE U TOYHOE HCIIONHEHUE YKA3aHHS.

Bomnpocs! u 3aganus:
1. IloaroToBbTECH K OOCYXKIECHHIO TEOPETHUECKOTO MaTepraa.
Ymotpebnenne MomanbHEIX TraroyioB Can, May, Must, Should, Need u ux 3ameHuTeNeH IS BRIPAXKCHIS
JIOJDKCHCTBOBAHUSI, TPOCHOBI, paspelieHus] B JIENIOBOH KOMMYHUKAIlMM Ha aHTJHICKOM S3BIKE.
BripakeHue 10KSHCTBOBaHUS. BripaskeHre MpochObl. BeipaskeHue pa3penicHus.
BribepuTte nmpaBuiIbHBINA BapHUaHT.
1. We see the lake from our bedroom window.
are able
can
must
might
2. — you speak any foreign languages?
could
can
must
might
3. I am afraid I come to the party next week.
could not
cannot
must not
might not
4. When we went to the forest, we smell burning.

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



must

might
8. We

could

can

must

might
9. You have been travelling all day. You

could

must to

must

might

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

could
should
must not
might
11. The phone rang but I did not hear it.
could
may
must
might
12. She passed me without speaking. She
could not
cannot
should
might not

have gone away if we had enough money.

be tired.

, know many people.

have been asleep.

have seen me.

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

— She
can
should
must
might'nt
14. — Why did Sarah miss meeting?
— She have known about it.
should not
should
must
might not
15. Do not phone me at eight o'clock. I
could not
can
should
might
16. — What time are you going?
— Well, I am ready, so I
could as well
can as well
must as well
might as well
17. She is a very nice person. You
can
are able
must
have
18. I have not phoned Ann for ages. |
could

have been asleep.

g0 now.

be watching the football match on TV.

meet her.

phone her tonight.



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

2. IlepeBenuTe Ha aHTIMACKUMN SA3BIK, YIOTPEOISIsl MOAAIBHBIN Iaroja must.

1. On, nOMKHO OBITH, OYEHH YCTAII.

2. Y Hux paxe ectb sgxta. OHM, TOJKHO OBITH, OYEHb OOraThl.

3. Tsl moyKeH yexaThb 3aBTpa yTpoM?

4. Bbl He OKHBI ONa3AbIBATh.

5. 51 He mokeH 3a0BIBaTh O CBOEH MaTepu. Sl He mHcai e 1enyio BeYHOCTh. CeromHs Be4epoM 5 JOTHKEH
HaIlUCaTh i MUChMO.

6. DTa KHUTa OYCHb LiIcHHAs. BBl HE TOJKHBI €€ TePsITh.

7. Heyxxenu BaM HaJ0 yK€ yXOOUTH?

8. S momxeH mpU3HATH, YTO 5 HEIPaB.

3. [IpouuTaiiTe U nepeBeIUTE TEKCT.

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

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

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

Your friends' opinion A lot of advertising

Novelty Your needs

Your likes The brand

The label

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

2 Secretaries

3 Production engineers

4 Accountants

5. Experts

6. Representatives

7 Dealers

8 Investors

9 Shareholders

1. own one or more shares in a company

2. sell a company's products or services by

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



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

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

. sell or buy for the company, especially abroad

. are responsible for the production
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6. Translate and learn the following conversations:

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

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

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

3) — Do you sell your products abroad?

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

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

8. Translate into English.

a) DKCHepThl 10 PEIHOYHBIM OTHOLICHHSM HCCIEAYIOT COCTOSHHE PBIHKA JUIS Pa3HBIX TOBAPOB B Pa3HBIX
crpanax. OHM aHAIM3UPYIOT MOTPEOHOCTH MOKYIMATeJIeH W PelaloT, Kakue TOBaphbl TPeOYIOTCS, KaK HX
JydIlie peKIaMUpPOBaTh U IPOJaBaTh.

0) Korga s aro-HuOyap MOKyIaro, I MEHS BaKHA IleHa, KA4eCTBO M KpacwuBhId au3aiiH. Korma s
YTO-HUOYIb TIPOJIA0, JJISi MEHS BaXKHBI MOTPEOHOCTH MOKYIATENS U HEJIOCTATOK MOJO0HBIX TOBAPOB Ha
PBIHKE.

B) Oto0 HeOomnbIas KOMIAHUS, HO Yy Hee TOBApbl M3BECTHBI BHICOKMM KadeCTBOM M HHM3KOH IICHOM.
OHH MPOU3BOMAT U MPOAAIOT AIEKTPOTOBAPKI: YTIOTH, MICOPYOKH, MUKCEpHI U T.1. OHM OHUMAIOT, YTO
3aBOCBBIBATH IOKymnareis Henerko. OHHM BKIQABIBAIOT JCHBI'H B TPOU3BOJICTBO, MapKETHHTOBBIE
UCCIIeI0OBaHus, B pexiamy. KpoMe Toro, y HUX €cTh cHCTeMa CKHIOK. VIX TOBapHBIN 3HAK y)Ke M3BECTEH
Ha MEXTyHapOJJHOM pbhIHKe. OHN UMEIOT THJIEPOB B HECKOJIBKUX 3apyOEKHBIX CTpaHaXx.

IIpakTHyeckoe 3ansaTHe Ne3. OcHOBHBIe npaBuJia opdorpadguu U NYHKTyallMd AaHTJIHIICKOT0
A3bIKA.

Opranu3zanuonHas GopmMa 3aHATUS: TPaIULIHOHHBIA CEMUHAP.
Hens: ¢opmupoBaHue y CTYOCHTOB pEYEBOM, S3BIKOBOM M KOMMYHUKATHBHOM KOMIETEHIMH IS
OCYLIECTBIICHHS I€JIOBBIX KOHTAKTOB.
B pe3ynbTaTte 0cBOE€HUE TEMBI CTYIEHT AOJDKECH
3HaTh: OCHOBHBIC TMpaBwia opdorpadud ¥ MyHKTyallMd aHIJIMHACKOTO SI3bIKA; JIEKCHYECKHE U
CHHTaKCHYEeCKHE 0OCOOCHHOCTH O(HUIHAIBHO-AETIOBOTO CTUIIS B aHIJIMHCKOM SI3BIKE.
YMETh: NIPUMEHSTh HA MPAKTUKE OCHOBHBIE MpaBmia opdorpaduy M MyHKTyallMd aHTJIHHCKOTO SI3BIKA;
YuTaTh O(QUIMATBHO-IETIOBbIE TEKCTHl PAa3UYHON CTENEHU CIIOKHOCTH; CTPOUTH JUAJIOTHYECKYIO U
MOHOJIOTMYECKYI0O pe4db C HCIOJIb30BAHHEM Hauboyee YHOTPEOUTENBHBIX JIEKCHKO-TPaMMaTHYECKHX
CPEACTB B OCHOBHBIX KOMMYHHKATHUBHBIX CHTyaUMsIX OQHUIMAIbHOTO OOIIEHMSA; IOHMMATh
JUATIOTUYECKYIO0 1 MOHOJIOTHYECKYIO peUb 110 U3YYEHHOH TeMeE.
AKTyaJIbHOCTh TEMbI: 00yCIIOBIIEHA HEOOXOIUMOCThIO OoBJageHus Y K-4.
Teoperuyeckas 4acTs:
ITPOITMCHBIE bYKBBI
Hcnonp3oBanue MpomucHBIX OyKB B AHIVIMHCKOM S3bIKE TOAYMHSETCS HECKOIBKO WHBIM TIpaBHIIaM,
HEXEJIH B PYCCKOM.
C npornucHbIX OyKB B aHTIMACKOM SI3bIKE MUY TCS:



1. [TepBoe CIOBO MpEIOKECHHUS.
2. Hurara BayTpH npeanoxenus (God said, Let there be light. - Gen. 1:3).
3. IIpsmoli Bompoc BHYTPH NPEASIOKEHUs, Iake eclii OH He BbiaenseTcs kaBbiukamu (He usually asks
himself, Am 1 right?).
4. Jlmunoe mecroumenue 51 (He and I disagree).
5. Nmena coOcTBeHHBIE: damuimm, UMeHa, reorpadudeckne Ha3BaHUSA (Adamson, Chapman, John,
Mary, Washington, New Y ork).
6. [lpunararenpHble ¥ APYrHe 4YacTH pevd, oOpa3oBaHHBIE OT UMeH coOcTtBeHHBIX (English, Russian,
American, Americanism, New-Yorky). Cp., ogHako, riaron anglicize.
7. Ha3Banus Hapo0B, pac, mieMeH U sS3b1KoB (Japanese, Russians, the Russian language).
8. 3Banus, Tutyinsl, qomkHocTH (Queen Elizabeth, President Clinton, Mr. President, Your Honor, U. S.
Minister Kevin Nicholson, Associate Professor John Robinson, Chief Engineer Leonard Cole-man,
General Manager Tom Jones).
9. OdunmansHble Ha3BaHMS HAIMOHAIBHBIX/ MEXKTYHAPOHBIX OCYIaPCTBEHHBIX/YaCTHBIX OpPraHU3aIlHil
u nokymenToB (The Constitution of the United States, the Fifth Congress, Federal Reserve Bank, Charter
of the United Nations).
10. CymecTtBuTenpHBIe (M 9YacTO TpHIIAaraTelIbHBIE), OTHOCSIIHecs K ToHATHIO OokectBa (God, the
Almighty, Allah, Providence, Lord).
11. Ha3zBanus nmHe#t Hemenu, mecsies, npa3gaukoB (Monday, March, New Year, Christmas, Fourth of
July, Good Friday).
12. Ha3BaHusi JOTOBOPOB, TOCYJAapCTBEHHBIX aKTOB, MCTOPHYECKHX COOBITHH, 310X, BowH (Versailles
Treaty, Mid3le Ages, the Civil War, War of 1812).
13. Ha3Banmus ctpaH cBeTa 1 ux npousBonansie (the North, a Northerner).
14. Ha3BaHusi nuTepaTypHBIX NpPOW3BEACHUH, kKypHanoB, crateid u T.m. (Shakespeare's Macbeth, the
Journal of the American Medical Association).
15. Ha3zanus Toproseix Mapok (Philips, Sony).
16. Ha3Banus yueHsIx creneHer u gommkHoctelt (A.B., Ph.D., M.D.).
IMPABWJIA TTIEPEHOCA

Kak u B pycckoM si3bIKe, MEPEHOC B aHMIIMKACKOM BCErlla MOMYMHEH CMEICTy ciioBa. Criemyer
oOpaIiaTh BHUMaHUE Ha TO, YTOOBI MEPEHOC HE UCKA3MII CMBICI CJIOBA WM €T0 TIPOU3HOIICHHE.
IepeHoc HEBO3MOXKEH B CIEIYIONIUX CITy4asnX:
1. He pexoMeHmyeTcsi HIEPEHOCUTH TIOCIIEAHEE CIOBO MPEIOKEHHSI Ha CIICAYIOILYIO CTpaHuIly. Takxe He
PEKOMEHIyeTCs IEPEHOCUTh Ha CIIEIYIOIIYI0 CTPAHHUILy CTPOKY, KOTOpas SBJISIETCS TOCIIEIHEN B a03alle.
2. Henb3s mepeHOCHTh 3HAKH TPETNHMHAHMS, a8 TAaKXKE COKpalleHHbIE O0O3HAuYeHHsT Mep Beca, JUIMHBI,
BPEMEHH, OTAEIISISI UX TEM CaMbIM OT YHACIUTENBHOTO, K KOTopoMy oHH oTHOcsATCs (220 km, 500 cm).
3. Henb3s oTHeNATh PAMUIIHIO OT HHHUIHATIOB.
4. CobcTBeHHBIE MMEHA HUKOTAA He pazaeinstoTces (Moscow, London, Africa).
5. Cnenyet u3berath nepeHoca COCTaBHBIX YacTell Ha3BaHMit (the Atlantic Ocean, Latin America).
6. Heinb3st pa3ouBath neperocom OykBeHHbIe ab0pesuatypsl (USA, UNO).
7. CnoBa, cocTofIe U3 OJHOTO cliora, HUKoraa He nepenocarcs (though, through, height).
8. Cyddukc TpeTpero nmia eTUHCTBEHHOTO YHCIIA TJ1arojia B HACTOSIIEM IPOCTOM BPEMEHH -S, -€S He
MepEeHOCUTCsl TaXke B TeX Cydasx, Koraa oH oOpasyeT camocrtostenbHblid cior (he buys, he sells, he
wishes).
9. OkoHYaHVMEe MHOKECTBEHHOTO YHCJIa CYIICCTBUTENBHBIX HE MEPEHOCUTCS JaXKe B TEX CIydasx, KOrjia
OHO oOpazyet camocrosTensHbIN cior (houses, boxes).
10. Coueranus OykB, 0003HAUYAIONINE OJIMH 3BYK, HE Pa3/ICIAIOTCS MPH IIEPEHOCE.
IlepeHOC BO3MOKEH B CIIEAYIONUX CIyYasx:
1. Pa3nensrorcs yIBOCHHBIE cOTIacHbBIe (mis-sion, let-ter).
2. PaznensroTcs qBe coryiacHele, cTosime psaom (pen-cil, ster-ling).
3. llpedukcer u cypdukcer ornensrores oT kopas (dis-like, pro-long, drffer-rent, acknowledg-ment).
4. CnoxHBIE CI0Ba IESTCSI Ha COCTaBHBIC YacTH (some-times, there-after).
5. CornacHasi Mey IBYMs TJIaCHBIMH IIEPEHOCUTCS CO BTOPBIM clIoroM (ma-jor, la-ter).
6. [lepeHocsaTcs cypHUKCHI CPaBHUTEILHOW M MPEBOCXOAHON CTENEHU NpuiaraTeNbHbIX (short-er, short-
est).
7. llepenocutcs cyhduke -ing mpudactust u repyaaus (go-ing, play-ing).
TOUKA
1. Kak 1 B pyCCKOM, B aHIJIMICKOM SI3bIKE TOYKA CTABUTCS B KOHIIE MPEITIOKECHHS.



2. B omimume OT pyccKoro, B aHIVIMHACKOM S3bIKE TOYKA CTaBUTCS B KOHIE MPEJIOKCHHS,
BONPOCHUTEIHHOTO 1O opMe, HO cojepxaiiero He Bompoc, a mpockOy (Will you kindly fill in the
enclosed form and return it directly to us).
3. Kak mpaBuio, cokpamieHus (3a HCKIIOUYCHHEM Ha3BaHUH TOCYJap-CTBEHHBIX W MEXKIYHApOIHBIX
OpraHu3aluil) okaH4YuBarTCs Toukoi (Mr., Mrs., Dr., pp., Dec, 7 p. M., 30 mins., no. 15).
Takme popmer, kak 1st, 2nd, 3rd, 4th u T. 1., UCTTONB3YyIOTCS O€3 TOUCK.
4. Touka OTHENSAET TEJ0e YNUCIIO OT AECATHUHOMN apodH, a TakKe eHThH oT Aosmapa(12.32 ft., $ 15.75).
5. B KOHIIe 3aroJIoBKa TOYKa, KaK MPaBUII0, HE CTABUTCS.

3AITATAA
U3 Bcex MyHKTYallMOHHBIX 3HAKOB 3aITasl MPEICTaBIsieT HAnOOJIbIINE TPYIHOCTH KaK JIIsi HHOCTPAHIIEB,
TaK M JUIsl CAMUX HOCUTEJICH S3bIKA.
1. 3amaToil B aHIMIMHACKOM S3bIKE, TAK JX€ KAaK WU B PYCCKOM, Pa3CNSIOTCA YaCTH CIOXHOTO H
cnoxxaonogunHeHHoro npemnoxkeHust (This decision should in no way diminish your excellent record,
and we will be able to take advantage of your considerable talent). Eciu B Cl0XHOMOTYMHEHHOM
MPEASIOKECHUN UMEETCS HECKOIBKO MPUAATOYHBIX MPEAJIOKECHUH, TO BCE OHHU, KaK MPaBUIIO, Pa3aeIsIOTCS
3aMsATHIMU, TIPUYEM 3aITasi CTABUTCS U TIepe]T COr30M and.
2. 3amAThIMH BBIIEIISIOTCS TaKWe BBOIHBIE CIIOBA M BRIpaXKeHUs, Kak: of course, on the contrary, on the
other hand, consequently, furthermore, moreover, nevertheless, therefore, in the first place, unfortunately
u 1p. (The question, however, remains unsettled. Nevertheless, we shall go).
3. 3amsTas cTaBUTCA MEXJY OJHOPOJHBIMU YIICHAMH TPEIOKECHHUS, KOTOPhIE HE COSINUHEHBI COI03aMHU
(Five minutes, ten minutes, a quarter of an hour went by, yet nobody appeared).
4. Eciy HECKOJBKO OJTHOPOHBIX WICHOB CBA3aHBI OECCOIO3HO, a MOCIEAHUI MPUCOSTUHEH MOCPESICTBOM
coto3a and/ or, TO BCe OJHOPOJIHBIC WICHBI PA3fCSIOTCA 3aISITHIMU, TPHUEM 3amsTas, B OTIHYHE OT
MPaBHJI PYCCKOTO sI3bIKa, CTaBUTCA U iepea coro3oM (We are sending you bicycles, cars, motorcycles, and
motorscooters). OTo MPaBUJIO OTHOCHTCS M K TeM CJIy4dasM, KOTJa MOCIEIHUNA U3 OJHOPOJHBIX HYJICHOB
BEIpaXkeH c1oBoM etc. (et cetera) (Forks, knives, spoons, etc.).
5. 3amsitas BBIACISICT TPHIOKCHHE C TOSCHUTEIBHBIMU CJIOBAaMM, CTOSIIEE MOCIE OIMPEesieMOro
cymiectButenbHOTO (St. Petersburg, the second capital of Russia, is a wonderful city).
6. 3ansiTas BeIAETACT NpUYacTHEIH 000poT (Seeing the dog approaching, he ran off down the sreet).
7. 3amsaras Beigenser oOpamenue (Friends, Romans, countrymen, lend me your ears). OOparenue B
HayaJie MIChMa BBIJICTSICTCS 3aIATON, B OTIIMYHE OT PYCCKOTO SI3bIKA, TJIe B TIOJOOHOM Cllydae CTaBUTCS
BOCKITUIIATENILHBIN 3HAK.
8. 3amsATas CTaBUTCS B KOHIIE MUChMA MOCTIC 3aKITIOYUTEIBHOW GOPMYJIIBI BEXKIIMBOCTH, TEPE]] MOMHUCHI0
(Sincerely yours,).
9. B 0003HaueHusix nar 3amsras otaenseT uuciio oT roxaa (The contract was signed May 15,1996).
10. 3amsTasi cCTaBUTCS BHYTPH MHOTO3HAYHBIX YHCEN JUIS OTJCICHHs Kjacca ThICSY OT COTEH, Kiacca
MUJUTHOHOB OT COTeH Thicsdy u T. n. (15, 000, 000). 3amsatas He cCTaBHTCA TpU OOO3HAYCHHUU
MHOT03HAYHBIX HOMEPORB JIOMOB, CTPAHHI] KHHT.
Bomnpocs! u 3ananus:
1. [TonroToBhTECH K OOCYKACHUIO TEOPETHYECKOTO MaTepraa.
Opdorpadpudeckue TpyaHOCTH. TPyTHOCTH B pacCTAaHOBKE 3HAKOB TIPETTMHAHMUS.

2. IIpounraiiTe 1 NepeBeIUTE TEKCT

MEETING A BUSINESSMAN AND ARRANGING HIS VISIT

Receiving Visitors

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

Mr. Clifford has just received a telegram. A businessman from Russia is coming to have business
meetings with him. Mr. Clifford is asking Miss Flipps "Will you help me?" Miss Flipps says "Of course 1



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

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

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

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

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

registration card:

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

Breakfast at the hotel.

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

transport facilities. Lunch with the Sales and Transport Managers.

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

18.00. At leisure.

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

President's place.

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

Manager.

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

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



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

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

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

6. Translate into English.

a) 3aBTpa CuHIM BCTpevyaeT pycckoro OusHecmeHa u3 Mocksbel Urops benosa. Camosner mpuiieTaet B
3.15 musa. Ona nmoeneT B a3ponopT B 2 yaca. M3 asponopTa OHa OTBE3ET €ro B TOCTUHULLY.

0) Buepa Cunamm BcTpewana pycckoro OusHecmeHa w3 MockBel Urops bemoa. Camorner momkeH ObIT
npunetetb B 3.15 mgHs, HO omoznan. M3 aspomopra oHa OTBe3Na €ro B TOCTUHUIYY M NOMOTJa eMy
3apeructpupoBarecsi. Y Urops Mano BpeMeHH, W OH cCpa3y jke€ Ioexal Ha BCTpeuy € MHCTEpOM
K dopmaom.

B) Ecmu Brl cobupaerech B AMEpHKY, BBl JTOJDKHBI TTOJYYUTh BU3Y, Y3HATh, KaKOH Oara’k MOXKHO
B3SITh C COOOH, 3a Kakue BEeLIH Bbl JOJDKHBI MJIATUTh TAMOXKEHHBIH cOOp, CKOJIBKO CTOUT OMIIET.
r) - 51 xouy 3a0poHHpOBaTH HOMEP Ha JBOWX Ha 12-13 ceHTsA0ps ¢ BaHHOM U ¢ TeneOHOM.

- [Toxkanyticra. Bamie ums u agpec, moxanyicra.

IpakTnuyeckoe 3ansaTue Ne4. [lucbMeHHbII epeBo] 1eJI0BOH KOPpeCHOHAeHINH.
Opranu3zaionHas GopmMa 3aHATHS: TPAIUIUOHHBIA CEMUHAP.
Lenb: ¢dopMupoBaHue y CTYIACHTOB PEUEBOW, SI3BIKOBOM M KOMMYHHMKATHBHOM KOMICTCHIIUH ISt
OCYIIIECTBIICHHUS IETIOBBIX KOHTAKTOB.
B pesynbpTare ocBO€HHE TEMBI CTYIEHT JOJDKEH
3HATh. OCHOBBI TMEpPeBOJa O(MUIIMAILHO-JICIIOBBIX TEKCTOB; OCHOBHBIC TI'pDaMMaTHUYECKUE SBJICHUS,
XapakTepHble Ui NPOQECCHOHAIBLHOM peud; JIEKCMYECKHME W CHHTAKCUYEeCKHEe OCOOCHHOCTHU
o(HUIHaTBHO-IEIOBOTO CTHIIA B aHTITUICKOM SI3BIKE.
YMETh: IEPEBOAMTH O(PHIIUATBHO-IEIOBbIE TEKCThI; BUAETh XapaKTEPHBbIC CTHUJICBBIC YEPTHI; YUTATh
O(HIMATBHO-ICIOBEIE  TEKCTHl PA3JIUYHON CTENEHH CJIOXHOCTH;, CTPOUTH JUAIOTHYECKYI0 U
MOHOJIOTHYECKYI) pe4Yb C HCIOJIb30BAHWEM Hamboyiee YHOTPEOUTENBHBIX JIEKCHKO-TPAMMAaTUYECKIX
CPEIACTB B OCHOBHBIX KOMMYHHKATHBHBIX CHUTyalUsAX OQHUIMAILHOTO OOIICHHS, IOHMMATh
JIMAIOTUYECKYI0 1 MOHOJIOTMYECKYIO peub 110 H3Y4YEHHOH TeMe.
AKTyaNbHOCTH TeMBI: 00yCIIOBIIeHa HEOOXOIUMOCThIO oBNaaeHus Y K-4.
Teopernueckas 4acThb:
W3yunte ocHOBHBIE COKPALICHUS, UCTIONB3YEMBIC B I€JI0BOW KOPPECTIOHICHIINH:
A/C, a/c, acc. (account current) — TEKyIIUNA CUET
adsd (addressed) — ampecoBaHo
adse (addressee) — ampecar, moyJareinsb
ad (advertisement)—pekiamMmHOe 00BsIBICHNE (MHOXK. YMCIO — ads)
a.m. (ante meridiem) — 110 Moy AHS
app. (appendix) — MpHIIOKCHIE
Attn, (attention) — BHUMaHHIO (KOT0-1100)
B/E, B.E., b.c. (bill of exchange) — nepeBoaHoii Bekcenb, TpaTTa
B/L, b/1, B.L., b.1. (bill of lading) — xoHOCamMeHT
cc., cc (copies) — yKa3aHUe Ha aJpecaToB KOMHA MUChMa
CEOQ (chief executive officer) — HCIOTHUTENBHBII TUPEKTOP
cf. (confer) — cpaBHUTE
Co. (company) — KOMITaHUS
contr. (contract) — KOHTPaKT
Corp. (corporation) — KopHopaus
cur. 1. (currency) — Banrota; 2. (current) — TeKyIITuit
CV (curriculum vitae) — kpaTkast Onorpadus
dd 1. (dated) — matupoBanssiii; 2. (delivered) — mocraBneHHBII
Dep., Dept. (department) — 1. — oTzen; 2. — MUHHCTEPCTBO



doc. (document) — mokyMeHTHI (MHOXK. yuciio — docs.)

doz., dz. (dozen) — mroxxuHa

eaon (except as otherwise noted) — ecnu He yka3zaHo uHaue e.g. (exempli gratia, iar.) — HanmpuMmep

enc., encl. (enclosed, enclosure) — BiI0O>XKEHHBIH, pUIaraeMblii, BIOXKEHUE, TPUIIOKEHHE (K TMCbMY U T.
1.)

exc., excl. (except, excluding, exception, exclusion) — HCKII0OYas, UCKIIOUCHHE expn (expiration) —
HCTEYCHHE (CPOKA)

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

FY (fiscal year) — ¢unancoBslii rog

h. a. (hoc anno, j1aT.) — B TEKYIIEM Oy

hf. (half) — momnoBuna

H.Q., HQ, h.q. (headquaters) — rmaBHOe yrpaBiieHue (KOMITaHWH, oprann3anun) id. (idem, mat.) — TOT
xKe

1. e., ie (id est, mat.) — TO ecTh

inc., inch (including) — Bxmoyas

Inc., inc. (incorporated) — 3aperucTpupOBaHHBINA KaK IOPHAHYECKOE JIUIIO (KOPITOPAIIHS)

info (information) — uabOpMarwsL

inv. (invoice) — cuet-akTypa

10U (I owe you) — nonroBas pacnucka

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

LLC (limited liability company) — KOMIaHHUs ¢ OTPaHIUYEHHOW OTBETCTBEHHOCTHIO

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

LOC (letter of commitment) — rapaHTuitHOE THCHMO

mdse (merchandise) — ToBapsl

memo (memorandum) — 3amucKa

M.O., T.0. 1. (mail order) — mouroBsIii TiepeBox; 2. (money order) —/IEHEKHBINA MEPEBOJ], TIATEIKHOE
MOpyYeHUE

M.T. (metric ton) — MeTpHyecKasi TOHHA

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

N/A (not applicable) — He mpuMeHHMO (HaTp., IyHKT B aHKETE)

N.B., NB (nota bene, maT.) — Ba’kHOE 3aMeJYaHHE

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

PA (power of attorney) — 1oBepeHHOCTh

p.a. (per annum, J1aT.) — B TOJ

par. (paragraph) — a03ar1, maparpad, myHKT

Pic, PLC (public limited company) — OTKpbITas akIMOHEpHAas KOMIIAHUS C OTpaHUYECHHOU
OTBETCTBEHHOCTHIO

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

PP, p-p- (per pro, Jar.) — OT UMEHH H 110 TIOPYUECHUIO

qv (quod vide, 1at.) — cMoOTpH (TaM-TO)

R&D (research and development) — Hay4dHO-HCCIET0BATEILCKAC W OIMBITHO-KOHCTPYKTOPCKHE PaOOTHI
(HUOKP)

ret (receipt) — pacnucka, KBUTaHIUS

rept. (report) — otder re (regarding) — OTHOCHTENHHO

ref. (reference) — ccpuika

shipt (shipment) — oTrpy3ka, oTpaBka

sig. (signature) — mMoAIUCH

tn. (ton) — ToHHA

urgt (urgent) — CpOYHBII

v., vs. (versus, JIaT.) — HPOTHB

VAT (value-added tax) — HJIC

V.LP, VIP (very important person) — 0co00 BaxxHoe Ju10 V.S. (vide supra, nat.)

Bonpocs! u 3ananus:

1. [ToAroTOBBTECH K OOCYKIIEHUIO TEOPETUIECKOTO MaTepHara.

KakoBbl ocHOBHBIE TpeOOBaHUs, TpEAbSBIsAEMbIe K JNelnoBoMy TmepeBoay? Kakue rpammaTtnueckue
KaTEerOpHH OTCYTCTBYIOT B PYCCKOM SI3bIKE 10 CPAaBHEHHIO C aHTJIMHACKUM, M KakK W30eXaTh TPyIHOCTEH



npu ux nepeoae? Kak mepeBomsTCS TEKCTBI ¢ OOLICTIPHHSATHIMH M CIIEIUATbHBIMH COKpPAIICHUSIMU?
Kaxkwue ¢pa3sl B TeKCTe IepeBo/ia ocTaloTcs B epBoHayansHoM Brze? (CioBa u gpasbl Ha JPYToM s3bIKE,
4eM S3BIK OpUTHHANA; COKpAIleHHbIe (PUPMEHHBbIC HAaNMEHOBAHUS TEXHUKH, Ha3BaHMS 3apyOeKHBIX
YpHAJIOB U Ta3er).

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

availability of goods;

method of transportation;
transportation costs;

delivery dates;

to give full details;

in connection with this;

to get in touch with...;

we urgently require to perform...;
deadline;

to have to remind;

on favourable terms;

immediate reply;

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

our detailed catalogue;

to meet the requirements;

to place an order;

to accept the offer;

we regret to let you know;

to offer a substitute;

penal provisions;

3. Give the English equivalents of the following words and word-combinations:
IPENOCTABUTH TAHHBIE O YEM-II.;
MPUHOCUTH W3BUHEHUS 32 YTO-IL.;
HOBEWIINI NpeicKypaHT;

YKa3bIBaThb LICHBI,

MOJIOXKHUTENLHOE PellIeHe BOTIPOCa;

B CJIy4ae HeyIUIaThl;

OBITh IPU3HATEIHEHBIM;

oOpamiaem Baiie BHUMaHUE Ha...;
CCBUIAsICh HA...;

MTOCTaBIINK;

YCIIOBUS IIOCTABKH;

nepeaBaTh JICJI0 B apOUTPAKHBIN CY/I;
YCIJIOBUS OTUIATHI,

npesiaraTb ToBap;

MPETCH3HUS;

MOATBEPKICHHE 3aKa3a;

HaIlle IPeI0KEeHNE NeHCTBUTEIHHO JIO ...;
TPAHCIIOPTHBIE PACXOIbI;
MPeI0CTaBUTh 5% CKUIKY;

OTKa3aThCs OT 3aKa3a;

B ciaydae Bamero otkasa.. .

B IIPOTUBHOM CIIy4ae;

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

5. IIpounTaiitTe U nepeBeUTE TEKCT.



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

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

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

6. Find in the text answers to the following questions

How are the Company warehouses run?

How many people are employed there?

What is the electronic equipment used for?

How are the goods loaded and unloaded?

Where are the goods delivered by lorries?

What are ships and planes rented for?

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

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

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

Miss Flipps types a lot of letters every day.

Mr. Clifford holds a meeting every Monday.

Miss Flipps told Mr Clifford about his visitor.

Miss Flipps made an appointment for Tuesday.

Mr. Clifford held a meeting last Monday.

The officials discussed the Company financial policy.

Miss Flipps typed the minutes of the meeting.

Miss Flipps made ten copies of the minutes.

On Thursday Mr. Clifford received a telegram.

Miss Flipps will meet the Russian visitor at the airport.

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

The Company officials will show him around.

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

Ask Mr. Clifford

- to what countries the goods are marketed,

- how the goods are delivered,

- if any complaints are received by the Company,

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

Ask Miss Flipps

- what commissions she is given at the office,

- how much she is paid for her work,

- if she is satisfied with her position,

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

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

9. Translate and learn the following conversations:

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

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

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

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



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

10. Translate into English.

a) Tomappl 3TOH KOMIIAHWH JOCTABIIOTCA 1O Bced Poccum Tpy30BBIM, JKEIE3HOAOPOKHBIM H
aBUaTpaHCTIIOPTOM. ToBaphl BCerza AOCTABISAIOTCS BOBpeMs. KoMImaHus HUKOT/Ia He MMOJTydaeT Kanoo.
XpaHsATCST TOBapbl Ha XOPOIIO OOOPYJOBaHHBIX CKIafax. DJIEKTPOHHOE OO0OpYAOBaHHE HCIOIB3YETCS,
9TOOBI CIICANTH 32 YIIAKOBKOW, MAPKUPOBKOH, MOTPY3KOH U pa3rpy3Koil TOBapoB.

0) Mucc @numric — omdHbIA cexperaps. Mucrep Kimuddopa ynonerBopen ee paboroid, a Muce
@naunmnc yJIoBIETBOpEHAa CBOUMM IMonoxkeHnemM B Kommnanuu. EN miaTaT Xopollyro 3apruiaty, AaroT
OTBETCTBEHHbIE OPYUYEHUS, BCETAA XBAJIT 33 XOPOLIYIO paboTy.

B) Kak Bam nmonpasunacek Bama noesgka B bocton? — Odenp moHpaBunacb. MeHsS BCTPETHIH B
a’poIopTy, OTBE3NIHM B XOPOUIYI0 TOCTHHMILY, MOKa3zaidu ropod. Ha crenyromuil neHb S BCTPETHIICS C
pykoBoauTeneM (QUPMBI, Mbl OOCYIWJIM BcE BOMpPOCHL. MeEHsl MpEeNCTaBUIM BCEM CIEHHUaIHCTaM M
MIPUIJIACWIIN Ha IET0BOH JIaHY.

IpakTnuyeckoe 3ansaTue NeS. Bpuranckuii 1e710B0i 3ITUKET: 0CHOBHbIE NPUHIUIIBI M HEHHOCTH.
Jenosoii 3TnkeT B CIIA.

OpranuzaruonHas popma 3aHATHS: TPAAULIMOHHBIN ceMUHap.
Lenb: ¢dopMupoBaHue y CTYACHTOB PEUYEBOW, SI3BIKOBOM W KOMMYHHMKATHBHOM KOMIETCHIIUH IS
OCYULIECTBJICHHUS IEJIOBBIX KOHTAKTOB.
B pesynpTaTte ocBOEGHUE TEMBI CTYICHT JODKECH
3HATh: OCHOBBI JIEJIOBOI'O STUKETA.
YMETh: Ha OCHOBE [€JOBOIO JSTUKETa CTPOUTh JUAJIOTHYECKYI0 M MOHOJOTMYECKYI0 pedyb C
WCTIOJB30BAaHMEM HanOoJee YIOTPEOUTENbHBIX JIEKCHKO-TPAMMATHYECKHX CPEICTB B OCHOBHBIX
KOMMYHUKATUBHBIX  CUTyallUsX  O(HUIMANBHOTO  OOLICHMS;, TIOHUMAaTh  JHAJOTHYECKYID U
MOHOJIOTUYECKYIO PeUb 10 U3yUYEHHOH TeMe.
AKTyaTbHOCTH TEMBI: 00yCIIOBIEHA HEOOXOAMMOCTRIO oBNafeHus Y K-4.
TeopeTuyeckas 4acThb:

JlenoBoli 3THKET B BenukoOpuUTaHWH BO MHOTOM OMpEACNSAeTCS MPUHIMIIAMUA U ICHHOCTSIMH
JIEIIOBOY KYJIBTYpBI 3TOW CTPaHBI M HIMEET CBOM OCOOESHHOCTH.
Kak u3BecTHO, OpuTaHIBI OYEHb BEXJIMBBI U OOXOAMTEIbHBI. DTO BO MHOIOM OIpPEACISICT CTUIb HX
oO1IeHus. bpuTaHIbl MPAKTHKYIOT JaBaTh YKJIOHYHMBBIE OTBEThI HA MPSMbIC BOMPOCHI, JUAJIOTH YacTO
HOCSAT JABYCMBICTICHHBIN Xapakrep. UTOOBI MOHATH, YTO UMEHHO OHU XOTAT BaM CKa3aTh, HEOOXOIMMO
BHHUMATEJBHO CIECAUTh 32 MHTOHALIMEH I0JI0Ca U BBIPA’KEHUEM JIMLIA.

B CHOXHBIX CcHUTyalusX aHTJIMYaHE MPOSBISIOT CACPKAHHOCTH M camooOnananue. Ho Tak ke
OpUTaHIIBI TPEANOYUTAIOT C IOMOPOM IOAXOJUTh KO BCEM JKM3HCHHBIM CUTyallUsM U OHM3HEC - HE
nckiroueHrne. K ocoOeHHOCTSIM JIeTOBOTO 3THKETa B bpuTaHNM MOXHO OTHECTH CIemyrolue 4epThl. B
OOIIEHNN HY>KHO TIPHUIEPKUBATHCS OINPENEICHHON IHUCTAHIINN, TTOCKONBKY OpHUTAHIBI BeChbMa TPEMETHO
OTHOCSITCS K JIMYHOMY TpOCTpaHCTBY. [IposiBieHrEM BeKIMBOCTH OyAeT COOMIOACHNE PYKOIIOKATHS TIPU
MEPBUYHOM 3HAKOMCTBE. B pasroBope mpuBETCTBYIOTCA MpsIMble B3rJIsAbl B ria3za. OgHAKO HE CTOUT
ATOTO JeNaTh CIHIIKOM noiro. JlemoBoe oOmieHne ¢ OpuTaHIAMH HE TMPEAyCMATPUBACT JTUIHBIX
BompocoB. He crout 3a0bIBaTh, 4TO 00XOMUTEIHHBIC AaHTINYAHE JOBOJHHO YAaCTO JAOT WHCTPYKIMH B
BHJE BEXIUBBIX Hpochd. Tak ke He cuemyer 3a0bIBaTh BakKHbIE MeEJOYH. BXoas B moMelieHHe
HEOOXOAMMO TIPOMYCTUTH CTApIIEro Mo MOKHOCTH. Ha nemoBoii BeTpede HempueMIIieMo epKaTh pyKU B
CJIOXXEHHOM COCTOSIHMH. BpHUTaHIIBI BOCIIPHHUMAIOT 3TO KaK 3HAK CKYKH H HE3aMHTEPECOBAHHOCTH B JIEJIE.
Tak e OpuTaHubl Bestueckw u3berator ymcia 13. OrtnpaBisisick K OpUTAaHCKOMY MapTHEPY B TOCTH,
Jy4dlIe HEMHOTO ONO34aTh, YeM MPUNUTH 3apaHee. [I0CKOIbKY IPUXOAUTh paHbllle HA3HAYEHHOTO BPEMEHU
CUHTAETCS HEMPHINYHBIM. VIHOT/Ia B MpUTJAMIEeHNH Ha BCTPEYY MOTYT OBITH WCIOJB30BaHBI CCHUIKH Ha
TO, B KaKOU oJiexk/e ciieayeT npuiiti. Kak u MHOTHE eBporeicKrue Hapoibl, OpPUTaHIbI aKTUBHO OOPIOTCS
3a MpaBa KUBOTHBIX, IOATOMY HE CTOUT IMPUXOJUTH B OJICKIEC U3 HATYPATbHBIX MEXOB U KOXKH.

BpuraHiiel BecbMa 3pyAMpPOBAaHHBI U MPOQPECCHOHATLHBI, 001aMal0T BBEICOKOW KyJNbTypod. B kpyr mx
WHTEPECOB YacTO BXOJMST JIUTEPATypa, CIIOPT W MUCKYCCTBO. B nenmoBoi cpeme OpHUTAHIIBI OTHOCSTCS K
CaMbIM KBaTH(HUIIMPOBAHHBIM OM3HECMEHAM B MHEpE.

Bpuranckas nenoBast KyJIbTypa: OCHOBHBIEC IPUHIIUIBL U [IEHHOCTH.



Bpurtanupl, ocoOeHHO aHTIMYaHe, CIAaBSTCS CBOEH BEXKIMBOCTBIO U OOXOAMTENLHOCTHIO. JTO OJHMH M3
KITFOYEBBIX MOMEHTOB B OpHTAaHCKOW KyNnbType W (yHIaMEHTANbHBIA acleKT OpPHUTAHCKOTO CTHIIS
O0ILeHHUS.

"Stiff upper lip" - B OykBajbHOM mepeBoje "TBepaas BepxHss Tyba'. DTOT oOpa3HBIl TEPMHUH 4acTo
UCIIOJIB3YETCS AJIS1 OMUCAHUS TPAAULIHOHHBIX OPUTAHCKMX KayeCTB - CIEPKAHHOCTH M caMooOiagaHus,
KOTOpBbIE OpHWTAHIBI TPOSBISIIOT B TPYAHBIX CHUTyalusXx. B OpHTaHCKOW KyJIbType OTKpBITASA
JEMOHCTPAIUS AMOIMI - TTO3UTUBHBIX WM HETAaTHBHBIX - BCTPEUAETCS OYEHb PEIKO, 0 BO3MOXKHOCTH
n30eraiiTe BeIpakaTh CBOM UyBCTBa MyOimuHO. Ha Ae70BBIX BeTpedyax STOT MPUHLUI 03HAYAET, YTO BAILIH
OpHUTaHCKHE KOJUIETH HaMEPEHBI HOCTPOUTH TUAJIor B aTMocdepe GopMabHOCTH U OECTIPUCTPACTHOCTH.
HOMop - kiIrOUeBOM DIIEMEHT BCEX CTOPOH JKU3HU B BenkoOputanun. BaxkHoCTs 4yBcTBa IOMOpa BO BCEX
CUTyalllsIX, BKJIOYasi JIE€IOBOM KOHTEKCT, TPYIHO IepeouneHnTs. KOMOp dYacTo HCHONb3yeTcs Kak
3alUTHBIN MEXaHNU3M, B OCHOBHOM B (DOpM€ MPOHHU MM CAMOUPOHHMH. VIpOHMYHBIE HOTKM MOTYT OBITh
CKPBITBI, 3aByaJMPOBaHBl TOATEKCTOM, YTO TakKKe SBISAETCS XapaKTepHOW depToil OpHTaHCKOTO
YKJIOHYMBOTO CTHIISI OOIICHHSI.

Coennnennoe KoponeBcTBO 3HaMEHUTO CBOEH SpPKOW HCTOPUEN M CHIBHBIMHU TpaaWLUsIMHU,
c(hOpMHPOBABITUMHUCS TIOJ BIMSHAEM KOJOHHAJIHLHOW WMITCPUH, TPAKIAHCKOH M €BPOIEHCKUX BOIH, a
TaKk)Ke KOHCTUTYLIMOHHON MOHapxwH. YeTBepTas MO BEIMYMHE HAIWS, TOPTYIOMAs CO BCEMHU CTPaHAMH,
BenukoOputanus ObICTpO cTana JUIUPYIOUIMM €BPONEHCKUM LEHTPOM HpEeAlPUHUMATEIBCTBA.
[MonnepxxuBaeMasi cTaOMIIBHON MOJIMTHYECKOH U SKOHOMHUYECKOH cucTeMoid, BenmkoOpuTanus spisercs
TIPUBJICKATEIBPHON 0a30¥ I 3apyOekHOro OM3Heca, mpejjiaras IMIUPOKHE BO3MOXXHOCTH BO MHOTHX
00JIacTSX, B TOM YHMCIIE B HUCCIIENOBAHUSIX, Pa3pabOTKax M HOBBIX TEXHOJOTHSX. TeM He MeHee, YTOObI
yCIEMHO paboTaTh B OPUTAHCKUX JIEJIOBBIX Kpyrax, HYXKHO 3alIOMHHTH HECKOJBKO Ba)KHBIX MpPABWII, U
MPUMEHSATH MX KaK JI0, TaK U BO BpeMs cBoero Busnuta B CoemuHernHoe KoposeBcTso.

Paboune MOMEHTHI:
- B COOTBETCTBHH C OPUTAHCKHM OM3HEC-IIPOTOKOJIOM, MYHKTYalbHOCTh OYCHb BaKHA Ha JI000H Je0BOi
BCTpeue, IpHeMe WIN y)KUHE.
- Ha3Ha4aTh JeJIOBYIO BCTPEUy MPHUHATO 32 HECKOIIBKO JHEH /10 Hee.
- OpuTaHIBl CKIOHHBI CIEAOBaTh YCTAHOBJICHHBIM MpaBHJaM, IO3TOMY IPHHSATHE PELICHUS YacTo
CTaHOBUTCSI BECbMa JOJITUM MPOLIECCOM

CrpykTypa U uepapxus B OpUTAaHCKHX KOMITAHUSAX - COBPEMEHHBIE OPUTAHCKHE KOMIIAHHH UMEIOT
OTHOCHTENHHO "TOPU3OHTAIBHYIO" HepapXUUECKyIO CTPYKTypy. [IpHHIMIIHANEHOE pa3Tudre MPOBOJAUTCS
MEXIY MEHEeIKepaMHd M OCTAIBHBIMH CiyXamuMmu. (BHumanue: B aHTIMiCKOM si3bIKe, U B bpuTanuu
COOTBETCTBEHHO CJIOBO '"MeHemkep" o3HavyaeT "pykoBoAuTenb'. MeHekepsl OOBIMHO OTBEYAIOT 3a
CEPHE3HBIA y9acTOK PabOTHI M YIPABISIOT OTACIIOM, JICMapTaMEHTOM JIN0o 1enoi ciryx6o0i. [losTomy
MMOMHUTE, YTO 3TO CJIOBO HE HMEET HHYEro OOIIEero ¢ POCCHUHCKOW TpaauilMeidl Ha3bIBaTh KaXKIOTO
MpojaBIia "MeHeHKepOM TOPTOBOTO 3aja').
- B ocHOBHOM, TIEeHTpaJIbHBIM OPTaHOM, NTPHHAMAIOIINM PEIISHHs, SIBISETCS COBET AUPEKTOpoB. CaMble
OTBETCTBEHHBIE PEIICHUS BCera B BenmnkoOpuTaHuy NpuHUMAIOTCS Ha caMoM "Bepxy'.
PykoBomutenun B BenukoOpuTaHWM B OCHOBHOM IPEANOYHMTAIOT YCTAHABIMBATH XOpoLIHe pabouue
OTHOIIEHUS C MTOTYMHEHHBIM.
- Haganpauk 3adactyro OepeT Ha ceOsl poiib TpeHepa, yuuTenls, co3naBas aTtMocdepy MOMIEPKKH H
BJIOXHOBIISISI CBOMX COTPYIHHKOB Ha BHIITOJTHEHUE PaOOTHI.
- Komannnast pabota odeHb BakHa, XOTS M YyBCTBO MHIMBHIYaIbHOW HMICHTU(PHKALUHU TOXKE OUYCHD
CHJIBHO T10 OTHOIICHHUIO KaK K pealln3alliy 33/1a4M, TaKk U K COBEPIICHHBIM OITHOKaM.
Henopoii atuker B CILIA
[IpuBercTBUE
CornacHO aMepHKaHCKOMY JIeJIOBOMY OJTHKETy, TIPHUBETCTBHE M 3HAKOMCTBO COIPOBOXKTACTCS
pykonoxarueM. B CILIA He nmpuHATO 0OMEHHWBATHCS MOLENYSIMU U 1IETI0BaTh pyKy keHiuHe. [Ipu Gonee
JpYy>KECKOM OOILICHWH, B 3HAK MPUBETCTBHS, aMEPUKAHIIBI IPUBBIKIIA OXJIONBIBATH APYT APYTa MO CIIUHE.
Ob6pamenune
AMepHKaHIbI, WMes [PYXECKHH XapakTep, BCErJa CTPEeMSTCS YyCTaHABIMBAaTh He(QOPMaIbHYIO
aTMoc(epy Ha meperoBopax, lo3TOMY MPEANOYUTAIOT O0IIATHCS C JIIOJbMHU M0 HMEHU HE3aBHCUMO OT UX
BO3pacTa U NoiokeHus. B HedopmanbHOii Oecerie mydie n30eraTb MOJTUTHIESCKHUE U PEIIUTHO3HBIE TEMBI.
Jlyumre oOcyxaaTh BOIPOCH CEMbH, YBIEUYEHHUH, OTABIXA U CITOPTA.
[Ipurnamenne B TOCTH U IOJapKH
Ecnu amepukanen npuriaacui K cede T0MOi, TO, CKOpee BCEro, Bbl €My CHMIIATHYHBI, OH Bac 3aMETHI U
oueHua. B 3TOM ciydae MOXXHO NpHHECTH € COOOH MOAApOK - LBETHl, OYTHUIKY BHHA WJIM CYBEHHP,



XapakTepHBIN /Ui Bamiel ctpasl. B nienom xe, genossle nogapku B CILIA He MpUHATHI, Tak Kak MOTYT
BBI3BAaTh HemOBepHe, W BOCTIPHHATHI Kak B3fATKa (B CLIA neicTBylOT O4YeHb CTpOTHE 3aKOHBI,
perynmpytomie OTHOIIeHHS ¢ B3sTKamMu). C Ipyroi CTOpOHBI, HeOOIBIION CyBEeHHP, C IOTOTUIIOM Balei
KOMITaHUH, OylIeT MPUHAT C YAOBOJBCTBUEM M pacmakoBaH NpsMo Tpu Bac. Co cBoell CTOPOHBI, B
Ka4yecTBe MoJlapKa aMepPUKaHCKUE OM3HECMEHBI MOTYT IPUIIIACUTH BAaC B PECTOPAH, Ha OTABIX 32 FOPOJ.
AMepHKaHIbI B CBOEM OOJBIIIMHCTBE MPHUAEPKUBAIOTCS 30pPOBOTO 00pas3a KHU3HU 1, KOHEYHO, TUTaHuUS,
CTapasich CBECTH K MHHHUMYMY NOTpeOJeHHE TPOIYyKTOB COAEpPXAIIUX XOJNECTEPHH, IMPeNrnoduTast
¢pykTel W oBomu. TeM He MeHee, TpaAWLMOHHAs aMEpUKAHCKas KyXHS TOJIb3yeTcsl OOJIBIION
MOMYJISIPHOCTBIO cpenu ee xkutenei. Kypenue aMepukaHilbl He IPUBETCTBYIOT, a IOPOH axKe OCYKIAloT,
MMO3TOMY KypHUTh B 3TOW CTpaHe 3alpeIIeHo MOYTH TOBCIOY.

OTHOIIEHNE KO BpEMEHH

«BpewMms - neHbrm» - emie oJHa W3BECTHAs aMEpHKaHCKas IMOCIOBHIA. Bompoc 00 3KOHOMHH BpeMEHHU
OUYeHb BaKEH JJISI aMEPUKaHIIEB; OOJNTATh TMOIYCTY - 3HAYUT, TPATUTh BPEMsl, a CJIEIOBATEIHHO JCHBIH.
[ToaTomy Bpemst BCTped 1 MEPEroBOPOB Yallle BCET0 OrpaHMYMBAETCS OJHUM YacoM. AMepUKaHel] CTPOUT
CBOIO JKM3Hb 10 PAaCHMCaHUIO, YETKO cienys eMy Kaxpli neHb. IlynkryansHocTh B CLIIA o4eHpb BakHa,
a OTMO3/IaHuUs BOCIIPHHUMAIOTCS KaK TpyOOCTb.

OTHOIIeHrE K )KEHIIIHE

B amepukaHcKoi OM3HEC-KYNbTYpe KEHIMHBI CYUTAIOTCS] PAaBHBIMHA MY>KYMHAM M JOCTATOYHO YacTO
3aHUMAIOT PYKOBOASIINE NODKHOCTH. B nenom B nenoBom mupe CLLA ropasno Oonblie >KEHIHH, YeM B
mo00# mpyroi cTpane. AMEpHKaHCKas OW3HEC JICAW CUUTAeT ceOs IMONTHOIECHHBIM OHM3HEC MapTHEPOM,
[I03TOMY HE CJieyeT OBITh YPEe3MEPHO TaTAaHTHBIM B OTHOIIEHUH JIEIOBBIX JKEHIIMH, BOIPOCHI INYHOTO
XapakTepa 3/1eCh HEYMECTHBI.

JlemoBoii KOCTIOM

B CHIA neiictByet npaBuiio: «Uem BhIIe JOKHOCTh, TeM OQHUIMANBbHEH KOCTIOM». B enoBo# sKu3HH
MPUHATB TOJBKO TEMHBIC KOCTIOMBIL. J{JIsl SKEHIIWH TpEANOYTHTENIEH OpIOYHBIA KOCTIOM CIIOKOWHOTO
1[BeTa, a Takke 00yBh Ha Kabiykax He Bbime 4 cM. MeHee JKeCTKUe MpaBuiia, 6oiiee CBOOOTIHBINA CTHITh
OJIeKbI ACHCTBYIOT B CIOPTE, HCKYCCTBE, MOJIE U B MHAYCTPUU Pa3BICUEHUH.

JlenoBoe oOI1ICHHE

Henosoii atuker CLIA He MHOTUM OTAHMYaeTcs OT €BPOIEHCKOT0, HO €CTh M CBOM OcoOeHHOCTH. s
aMepuKaHIla HeT HHUYero OOMIHOTO B BONPOCE MaJO3HAKOMOTO YEIOBEKa O €ro 3apIuiaTre, XOTd,
HanpuMep, B 'epMaHnn 3TOT BOIIPOC CUUTAETCS HEOYCTHMBIM.

B CIIJA HamHOrO mpole NO3HAKOMUTECS U 3aBECTU IPYKECKHE OTHOLIEHHS, 110 CPABHEHUIO, HAIIPUMED,
¢ Slnonwueii. ' maBHOE, yMETh PAaBUIBHO NPEJCTABUTH CeOsl. AMEPHUKAHIIBI OYeHb SHEPTUYHBIE, OTKPHITHIE
u apyxenro0Hble moju. C HOBBIM 3HAKOMBIM MOYKHO Cpa3y MEpeXOJuTh K JIely W TOBOPHTH BIIOJHE
oTkpoBeHHO. Bripaxenus Let's get down to business - «/JlaBaiiTe nepeiiziemM K Ieiny» - OueHb MOMYJIIpHA
cpeau amepuKaHIeB. Bo BpeMms nenoBoil Oecelnsl HE MPUHSATO OTBJIEKAThCS HAa TMOCTOPOHHHE Jiena -
3BOHKH T10 Tese(oHy, pa3roBOphl C KOJJIETaMd. A BOT BCTAaBJIATH B Pa3rOBOP IIYTKH IO TEME, CUUTACTCS
MPU3HAKOM XOpOIIEro ToHa. B cTpaHe roBOpsST Ha aMEpPUKaHCKOM aHTJIMHCKOM, CUMTas JIOHJOHCKHUN
AHTJIMICKUI BRICOKOMEPHBIM BapHAaHTOM TOTO ke A3bIKa. [103TOMy eciu Bbl XOTUTE NEPEBECTU KaKHE-TO
MaTepuansl Uit cBoux Oyaymmx mapTHepoB B CLIIA, TO CTOUT 3TO AenaTh ¢ y4ETOM NaHHOW S3BIKOBON
0COOEHHOCTH.

AMepuKaHIBI TparMaTU4HbIe JTIOU, HE OYECHB JIO0SIINE CIe10BaTh TpaaulusiM. {7 HUX Ha IepBOM
MeCTe BCEr/a CTOST MHIUBHIYalbHOCTh M TpaBa yelioBeka. JKWTenb 3TOH CTpaHbl HUKOTZA HE OyneT
JKaJIOBAaThCS, M PACcCKa3bIBaTh O CBOMX Heynadyax. HesaBHCHMO OT CHTyalluu aMepuKaHell Bcerda Oyner
BBITJISIIETH YBEPEHHBIM, 3I0POBBIM, H3ITYYaIONIIM YCIIEX.

AMepuKaHIBI TOBOPAT TOJBKO TO, YTO AYMAIOT; BOCIIPMHUMAIOT JIIOOYIO (pa3y coOeceHuKa IT0CIOBHO.
OHHU MJI0X0 MOHUMAKOT HAMEKU, UPOHUIO; CIIOKHBIE BBICKA3bIBAHUSI WM CKPBITHI CMBICI CIOB MOKET
cOUTH UX C TOJIKY.

[lepen HauanmoMm J[EJOBBIX MEPErOBOPOB aMEpPUKAHIBl MPEINOYUTAIOT coOpaTh TOJHBIM MakeT
nHpopMaIu 00 yJyacTHHKax Oyaymieid BcTpeun. OHU MOTYT MOMPOCHTH MPHUCIATh CHHCOK JIUI] Balieh
JieNieranyy, JOMOTHUTEIHHO 3ampocrB HH(popMaInio 06 nx 00pa3oBaHUU, yUETHBIX CTETICHSX, MMeYaTHBIX
TpyJax u T.1.

AMepuKaHIIBI OYE€Hb 3aKOHOMOCTYIIHBIE TpakAaHe. Jlake He3HauMTeNbHAss HE3aKOHHAs KOMMepuecKas
ornepauus B 3TOM cTpaHe MOXKET CTaTh NPUYMHON TIOPEMHOIO 3akimtoueHus. «I[logMouenHas» pemyrauus
(¢upMBI HaBcerJa IMOCTABUT KPECT Ha €€ BO3MOXKHOCTH COTpyJIHHYECTBa ¢ Kommanueid u3 Illtaros.
HoBepue B AMEpHKEe MOXXHO 3aCTyXKHUTh JIMIIb MHOTOJIETHUM, O€3yNpPEUYHBIM TPYAOM, a HE APYXO00W u
cBs3amu. [1loaToMy y aMepuKaHIEB HE CYNIECTBYET HUKAKUX «OCOOBIX» YCIIOBHM CIIENOK ISl CBOMX». B



CTpaHe BO3MOXKHBI TOJIBKO OTKPBITHIE CACIKH C JIIOOBIME MapTHepaMu. [ TaBHOE I aMepUKaHIIEB, YTOOBI
MapTHEpHl OBUIM TPOYHBIMH ¥ CTAOWIBHBIMH, KaKk B ()MHAHCOBHIX, TaK W B MNPO(ECCHOHAIBHBIX
OTHOIIIEHUSX, & TAK)KE HE MTPOCTO 3apadaThIBaIM JEHBIH, a BEJH COIIMAIhbHO OTBETCTBEHHBIN OM3HEC.

Y AMepuKaHIIEB CHJIbHBI UyBCTBA HE3aBHUCUMOCTH, CAMOCTOSTEIBLHOCTH; OHM YMEIOT COPEBHOBATHCS U
BBIMTPBIBAaTh BCEraa W Bes3le. DTO OO0YCIOBIEHO MPEICTABICHUSMH TPaKAaH CTPaHbl O JOMUHUPYIOIIEM
nmonoxkeHnn CHIA B Mupe, KOTOpoe 3aKIaAbIBAeTCS C MajblX JIeT W JI)KAT B OCHOBE CHCTEMBI
obOpazoBaHUsI.

Eme oauH W3 3IIEMEHTOB YCIEHIHOTO aMEPUKAHCKOro Ou3Heca - CKOpocTb. B Amepuke Bce
MTPOUCXO/UT JOBOJILHO OBICTPBHIMH TEMIIAMH, BCE JENACTCA «CETOIHS», HE OTKIIAIbIBACTCS HA «3aBTPay.
[losTomy Ha meperoBopax HyXHO OBITh TOTOBBIM K TOMY, YTO Bac OyJIyT TOPOIUTH, MOATAIKHBATH K
JNEUCTBHUSIM, TaK KaK aMEpUKaHIIBI HAINOPUCTBIE, TPSMOJHMHEHHbIE M BCETIa crenanme OW3HEeCMEHBI.
['maBHOE 111 HUX - ATO ycCIeX, a KaXKIbIi YCIIeX - 3TO MPEANOChIIKA ISl HOBBIX OO,

OcoOeHHOCTH BeJIeHHS TIEPETOBOPOB

Ecnu ameprkaHIBI OpPraHu3yIoT JENOBYIO BCTPEUY, TO 3TO MOJHOCTBIO UCKIIIOYAET JAPYKECKyro Oeceny.
Berpeua Oymer HachlieHa, MMETh KOHKPETHYIO LIeib, M IJIUTCA He Oosee yaca. [l amMepuKaHIEB
MEPETOBOPHI - 3TO OTKPBITOE OOCYXKIEHHE, [eThb KOTOPOTO HAaWTH OOIIMe HWHTEPEeCHl W BBHIPAOOTATh
CTpaTeTuio sl COTpyIHWYecTBA. UecTHBIE CIENKH W B3aWMOBBITOAHBIE OTHOIIEHWS 0Oe3 KaKoH-Tubo
«CeMEeWHON APYKECTBEHHOCTHY - BOT UealIbHAs KapTHHA OM3Heca Il aMepHKaHLA.

JlenoBbIe MeperoBopsl aMEpHKaHLIBI JIIOOAT HAUMHATE ¢ 00CYXIEHHS 00IIero BONpoca, ¢ MpodIeMbl
TpeOyromel MPUHATHS perieHus (ITO HYyKHO JIeaTh), a 3aTeM MEePEeXOIAT K JETaISIM, CTIOCOOCTBYIOIINM
peanm3aliu AOTOBOPEHHOCTEH (KaKk HY)KHO CHENaTh), KOTOPHIM YJensercs OoJbIoe 3HA4Ye€HHE MpHU
opranuzauuu jro0oro nema. IlosTomMy K paccMOTpPEHHIO aMEpHKAaHLBI TOTOBST, KaK MPaBUIIO, LEJble
«IMaKeThD» MPENIOKEHUI. A BOT Ha (OPMATLHOCTH OHU HE OYIyT TPATUTh CBOE BpEMSI.

[eperoBopHEIii TpollecC aMepUKaHIIBl CTAPAIOTCSI BECTH B OBICTPOM TeMIle, OeCIPEepPhIBHO MOATAIKHUBAS
CBOMX MapTHEPOB K CKopeillieMy NpUHATHIO petleHHs. OHU MOTYT JaxXe MpOSIBIATH arpecCUBHOCTB,
HaBS3bIBAsI CBOW TIPABHJIIA UTPEI.

Bo Bpems nenoBBIX MEperoBOpoOB aMEPHUKAHIIBI MOTYT TIO3BOJUTH ce0e CHAETh, 3aKHHYB HOTY Ha HOTY
TaK, 4ToOBl OOTHHOK OJJHOM HOTH JieXKaJl Ha KOJICHKE APYTOi HIIH MOJIOKUTH HOTY HA COCEIHUH CTYJ HIIH
CTOJ. DTO CYMTaeTcsl HOPMOM B aMEpUKAHCKON KyJbType, XOTS HEpEIKO BBI3BIBACT pa3fpakeHUe Yy
MpeICTaBUTENeH qPYTUX CTPaH.

Bomnpocs! u 3ananus:

1. IloaroroBbTECHh K 0OCYXKICHHIO TEOPETHUECKOI'O MaTepraa.

Kynerypubie Tpagumum anriamdadH. CTpyKTypa W Hepapxusi B OpWUTAaHCKHX KOMITAHUSAX. OJTHYECKHE
MPUHIMITEL JIEIOBOTO OOIIEHHs ¢ WHOCTPAHHBIM MapTHepoM. PaGoune otHomieHus B BenukoOpuTaHuH.
buznec B BenmnkoOpurannu. [Ipaktndyeckne MoMeHTHI. bpuTanckuii nenoBoit dTukeT (4uto HykHO 1 HE
HYXHO zenarh). KiroueBble aMepuUKaHCKHE LEHHOCTH. AMEPHKAHCKMI CTWIb [JEI0BOTO OOLICHHMS.
Kenmuna u ousHec 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: I would suggest
that...

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

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

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

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

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

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

- deliver the goods on the 14th

- send the letter immediately

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

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

The secretary was late for work the day before.

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

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

The secretary forgot to tell him about a telephone call

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

Could they have forgotten to answer?

The letter couldn't have been lost.

They may have delayed the answer for some reason.

They might have forgotten to post it.

10. Translate and learn the following conversations:



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

Shop person: — Yes, sir, what is it?

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

- What colour do you want?

- Navy blue would be fine.

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

- It's only $ 200.

- All right. T'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 m BBI, 94TO Takoe NeNOBOHM ATHKET? YMeeTe u Bbl ycTaHAaBIMBAaTH KOHTAaKT C IMApTHEPAMH?
YMmeere 11 Bel BEIOHpaTh ONEKIY, MOAXOMAIIYIO TSI pabOThl U OTAbIXa? BexmBel 11 BBl co cBoMMHU
corpynaukamu? Het mm y Bac npuBsruku nepedusath Bamero cobecennnka? 3agymaiitech HaJ STUMH
BOIpocaMu. JTo momMoxkeT Bam B Bameii padore.

IIpakTrueckoe 3anatue Ne6. Paznuuns B aMepUKaHCKOM M aHTIIMMCKON 1€10BOM TEPMHHOJIOTHH.
OpranmzanuonHast popma 3aHATHS: TPAAUIIMOHHBIN ceMUHAp.

Lenb: ¢dopMupoBaHue y CTYIACHTOB PEUEBOW, SI3BIKOBOM M KOMMYHHMKATHBHOM KOMIICTCHIIUH JIJIs
OCYIIECTBJICHUS JICIOBBIX KOHTAKTOB.

B pesymbpTare ocBO€HHE TEMBI CTYIEHT JOJDKEH

3HATh: HEOOXOMUMBIN 00BEM JIEKCHKH IS OOINCHWS B NMAaHHOW cdepe; OCHOBHBIE T'PaMMAaTHUCCKHE
SBJICHUS, XapaKTepHbIE IJIsi MPO(QECCHOHATBFHON peuH; JEKCHYECKHE M CHHTaKCHYECKHE OCOOEHHOCTH
o(uIMaTbHO-EI0BOTO CTHIIS B aHTIIMHCKOM SI3BIKE.

YMETh: ONpEACTSITh CTUICBYIO NMPUHAICKHOCTh aHTIHMHCKUX TEKCTOB OQHIIMAILHO-IEIOBOIO CTHIIA,
BUJICTh XapaKTepHBIE CTHIIEBBIC YEPTHI; YUTATh O(UIUATBHO-JICIIOBBIE TEKCTHI Pa3UYHON CTENECHH
CJIIO)KHOCTH; CTPOWUTH JHAJOTHYECKYID W MOHOJIOTHMYECKYH) pPEdYh C KCIIOJIB30BaHUEM Haubolee
yHOTpeOUTENBHBIX JIEKCUKO-TPAMMATHYECKAX CPEICTB B OCHOBHBIX KOMMYHHKATHBHBIX CHTYaITUSIX
ouraTbHOTO OOIIEHUS; TIOHUMATD AUATOTUIECKYI0 U MOHOJIOTHYECKYO PeUb [0 U3yUEHHOH TeMe.
AKTyaJbHOCTh TEMBI: 00yCIIOBIEHa HEOOXOUMOCThIO oBNageHus Y K-4.

Teopernueckas 4acThb:

[Ipu o6o3HaueHNM mat Ha MUchbMe B BA (OpHUTaHCKHMIA aHTIIMHACKHIA) CTAaBUTCS YHCIIO, 3aTEM MECSI] U
nocinegHuM ykaswsiBaetcs rof: 20/7/99 mmm 20.7.99. Takoe umcno mpomsnocutcs July the twentieth,
nineteen ninety nine. B AA (aMepukaHCKOM aHIJIMHCKOM) BHayaje CTaBUTCA MECHI, 3aTeM YHUCIO U
rociemauM Tox: 7/20/99. Ilpousnocutcs Takoe uncio July twentieth, nineteen ninety nine.
HanvenoBanue uncen Takxke otiandaercs B AA u BA.:

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



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

B o0nacTn 5KOHOMHYECKOH TEPMHHOJOTMU U JIEKCHKH COBPEMEHHOro Om3Heca B AA TPHCYTCTBYET
OONBIIOE  KOJIMYECTBO TPOPECCHOHATN3MOB, a TaKXKe pacCIOCHHE CICNHATbHOM JIEKCHKH Ha
TEPMUHOJIOTUYECKUE U MTPOPecCHOHANBHBIE ClIoU (110 podeccHoHaTu3MaMi TOHUMAIOTCS! JIEKCHYECKHE
€IMHHILBI B CUTYyaluAx HedopManbHOro odmenus). OQuH U3 BEAYIUX CIIOCO00B 00pa30BaHUsl TEPMHHOB
— JIEKCHKO-CEMaHTHIeCKU Ha ocHOBe MeTadop. Hampumep:

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

company doctor — («IOKTOp KOMIAHWUM») — (HUHAHCOBBI KOHCYJIBTAHT, CHECHUATH3UPYIONIHNACS Ha
aHAIIN3e U pa3peIeHuH MpoOJieM KOMIaHUH

big gun advertiser (big gun — «TshKEnas apTUILICPHsI») — KPYIHBIA PEKIaMOIaTelh

sleeping partner («crsiuii mapTHEP») — HOMUHAIBHBII TApTHED

sleeping beauty («cmsmas kpacaBuiia») — KOMIAHUSA- MOTEHIUAIBHBIH O0OBEKT MOTIIOMIEHHS, KOTOPOit
paHbIle He JIeTaT0Ch IPEUIOKSHHUH)

angel («aHTen») — COCTOATENIbHBIN YEIOBEK, BKIIAJIBIBAIONIUN COOCTBEHHBIC CPEJCTBA B HAYaJl0 U
pacmupenue OusHeca

yellow dog contract («koHTpakT XEnToW cobakm») — o00s3aTenbcTBa pabouero O HEBCTYIUICHHH B
podcoro3

yellow dog fund («donn >x€nroii codakm») — CyMMBI, UCTIONB3yEeMBbIE AJISI TOKYTIa

bear («MeaBenb») — CHEKYISHT, UTPAIOLINIA Ha TOHWKEHUE

bull («OBIK») — CIIEKYJIAHT, UTPAOIINI Ha TIOBBIIEHUE (OUPIK.)

B psiay NMHTBOCTHIMCTHYECKHX CPEICTB, XapakKTEPHBIX Ui OOpa30BaHUS SKOHOMUYECKUX M OW3HEC

TEpMUHOB AA, Ipe/icTaBlieHa METOHUMHUSI (IIEPEHOC NPU3HAKA C YaCTH Ha LIEJIOe):

White collar («6embIit BODOTHUYOK» ) — OQHCHBINA CITyXarui

Pink collar («p030BbIii BOpOTHHYOK» ) — pabouuii chepbl 00CITyKUBaHUS

Blue collar («roxy60oii BOpOTHUYOK») — HMPOU3BOICTBEHHBINA pabounit

Open collar («OTKPBITBIHF BOPOTHUYOKY ) — JIMII0, paboTaroiiee IoMa Mo cBOOOHOMY TpaduKy
B nexcuke coBpemennoro ouzHeca CIIIA n BenmkoOputaHuu mpuCyTCTBYET TaKKe

MEKBapUaHTHAs! CHHOHUMHS TEPMHHOB:

stock — oObIkHOBeHHas akuust (AA)

share — oOpIkHOBeHHAS aKITus (BA)

B nporecce cnoBooOpa3zoBaHusl JIEKCHYECKUX JIEPUBATOB OCHOBHBIMH CIIOCOOaMU B AA SIBIISTFOTCS
apduxcarnus (illiquidity, non-payment), cnoBocnoxxkenue (job holder, bill brocker, tax payer), koHBepcHs
(off — cymecTBUTENBHOE CO 3HAUEHHEM «CHUIKEHHE KYPCOB BAIIOT MPOTHB MPEIIICCTBYIOMIETO THSY,
go-between — CyIIEeCTBUTEIHFHOE CO 3HAUYCHUEM ‘TIOCPEITHUKK).

Jlekcuyeckuii coctaB OM3HEC TEPMUHOIOTUN AA CONEPKHUT HE TaK YK MHOTO 3aMMCTBOBAaHHN U3 JPYTUX
sa36IKk0B. HO OHM NpPHUCYTCTBYIOT, M BOT IpUMEpP 3aMMCTBOBAaHMS M3 PYCCKOTO S3bIKa: energy czar
(«BIHMSITENTFHOE JIAIO B 00JIACTH IKOHOMUKHY).

Ha rpammarndeckoM ypoBHe pazinuuus Mexay AA u BA mposBisioTcst yKe Ha YpOBHE TEPMHHOJIOTHH
(Continuous Tenses B BA u Progressive Tenses B AA). Hocutenu BA ynorpe6nsitor The Present Perfect ¢
HapeunsmH just, already, yet: «We have already agreed to wait». AMepHKaHIIBI XKe HEPEaKO, OCOOEHHO B
yCcTHOH peun, ynotpeoistroT 3aech The Simple Past: «I already met himy.

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

Konctpyxkmus «have been to», pactipoctpanénnas B bA, moxer Bunonsmensatecst B AA — «I have never
been in Florida». ®pa3za «Do youhave a car?» tunuuna i AA, torga kak B BA 0osblie HIPUHATO
roeoputs «Have you got a car?»

CoOupaTenbHble CyIIECTBUTENIBHBIE, TAKME KaK government, committee, team, corporation, crew B BA
MOTYT COTJIACOBBIBATBCS CO CKa3yeMbIM KaK B CIUHCTBEHHOM, TaK W BO MHOXKECTBEHHOM YHCIIE.
AMepuKaHIBI TPEIOYUTAIOT COTJIACOBBIBATH TAKUE CYLIECTBUTEIBHBIE CO CKa3yeMbIM B €HHCTBCHHOM
qucIIe.

OnpenenéHHblii apTUKIL YacTo omyckaercs B AA mocne «all», Tam, e B BA obs3arensHO ero
ucnons3oBanue: «all day», «all night», «all morning» u ap. Y Haobopot, ompenenéHHBIN apTUKIb
ucnosbs3yercsi B AA tam, rae ero B BA ObITh He T0DKHO: «in the summer», «in the spring», «in the fall».
CpaBHuUTE BapuaHThl TEPMHHOJIOTHH
Awmep. BapuaHT AHTJ. BApHAHT 3HAYCHHE
administration Government in power [IpaBuTenbcTBO (IeHCTBYIOMIIE)

Around (ten)  About (ten) Oxouno (necsitn)



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

Checking account Current accountTexymuii cyer

Claim letter ~ Letter of complaint [Tucemo-pexnamarius

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

Corporation law Company law 3akoH 0 KOMITAaHHASX

Express man  Carrier [lochubHbIH

Ti fix a meetingTo arrange a meeting HasnauaTh BcTpeuy

Freight not prepaid Carriage forward bes ommater nepeBo3ku
Freight prepaid Carriage paid C omnaroli nepeBo3Ku

Freight train ~ Goods train ~ ToBapHnsIil moe3

Government bonds Government securities ['ocymapcTBeHHBIC IIeHHBIE OymMaru
In good shape In good condition B xopomem cocTosiHuu
Investment bank Merchant bank MuBectuiinonnsii bank

Law business Practice (law) IlpomeccyansHoe mpaBo

Local taxes Rates MectHble HasTOTH

To operate a business To run a business 3aHUMAaThCS OU3HECOM
Operating costs Running expenses Texymue pacxoabl

ordinance By — law [locranosnenue, ykas

To pass up an offer To decline an offer OTKIIOHSITH TIPEUTOKECHUE
Preferred stock Preference share [IpuBumiiernpoBanHas akuus
President Chairman [Ipe3nneHT (KOMITaHUH)

Right away Immediately Hemennenno

Shipment Consignment [laptus (ToBapa)

Stockholder Shareholder Jepxarens axIiuii

Stub  Counterfoil Kopermok (ueka)

Tag  Label Orukerka

Tender Offer IIpemnoxenue

Way back Some time ago HekoTopoe Bpems ToMy Hazaz

Bompocs! u 3aganust:

1. [TonroToBbTECH K OOCYKACHUIO TEOPETHYECKOTO MaTepraa.

N3 wuctopuM NOpPOUCXOXKACHUS aMEPUKAHCKOTO aHIJIMKMCKOTO. JIekcuyeckue, TIpaMMaTHYECKUE,
opporpaduueckue U (POHETHUECKUE OTINYHMS aAMEPUKAHCKOTO JCIIOBOrO s3bIKa OT OpPUTAHCKOIO
BapHaHTa.

2. lIpounraiiTe 1 nepeBeIUTE TEKCT.

SCHEDULING APPOINTMENTS

Appointments may be made in several ways:

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

2. You schedule an appointment with someone over the telephone or in per

son, check with the executive to confirm it, and then add it to the calendars.

3. Someone writes to secure a definite time for an appointment. Once the time is set, you notify the
person seeking the appointment and then record it on the calendars.

4, Your employer may, while conferring with someone, ask that you schedule a future appointment
with that person. After doing so, you give the person a written or oral reminder of the appointment and
enter it on the calendars.

5. You or your employer may schedule tentative appointments with out-of-

town visitors by mail. These should be entered on the calendars in pencil, since they are subject to
change.

Mr. Clifford is holding a meeting now. He is the Chairman of the meeting. Several officials of the
Company are attending it. Now they are discussing the agenda. The meeting is very important. They are
going to discuss the company's financial policy.



Later they are to report it at the annual conference of the shareholders. Miss Flipps is going to type the
minutes of the meeting as soon as it is over. She is taking down the minutes now. She is taking them
down in shorthand.

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

1) ...7 — Holding a meeting.

2) ...7 — Several officials are.

3) ...? — The agenda.

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

6) ...7 — After the meeting is over.

7 ...?7 — She is taking them down.

8) ...7 — In shorthand.

4. Respond to the requests according to the model

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

Translate this letter, please.

Copy this memo, please.

Send off this telegram, please.

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

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

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

I am talking to a visitor.

I am sending a fax.

I am copying documents.

I am correcting mistakes.

I am learning shorthand.

6. Say what Cindy is going to do

a) when the meeting is over,

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

d) on Sunday,

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

a) after the lesson is over,

b) if the weather is nice on Sunday

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

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

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

— Are you really going to Russia?

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

— Well, good luck to you both!

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

— When is he coming?

— At three o'clock.

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

8. Think of your own stories starting with
. It is 10 o'clock now. Cindy is looking through the mail. Then she is going to ...



. It is Monday today. Mr. Lindon is going to see Mr. Clifford and talk to him about...
. Do you want to know what [ am going to do when ...

9. Listening practice.

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

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

10. Translate into English.

Ceromust 20 Hosi0pst 2013 roma, 10 uwacoB ytpa. Mucrep Kmuddopn ouens 3amar. OH mpoBOIUT
COBEIIaHHe. OTO COBEIIAaHHE OYECHb BaKHOE. MeHeKephl KOMIAHUU OOCYKAAlOT BOIPOCHI
mpousBoacTBa. Mucc @nummc Beaer mpotokon. Ha crmenyromieit Hemenme oHM OymyT oOCYKAaTh
KOMMEpPYECKYI0 TOMUTUKY KommaHuu. Oru cobepyTcs 27 HosOps B 10 gacos.

— Yto THI ceituac penaemb, Cunau? — S mepeBoxy nmucbMo MuUcTepy benoBy Ha pycckuii si3bIK. — A
MOTOM 4TO ThI Oyzemb Aenars? — OTneuaTar 3TO MMCHMO M OTIIPaBIio ero B MockBy. — KTo 3T0oT MucTep
Benos? — Oto pycckuii 6uznecmen. OH cobupaercs K HaM MPUEXaTh.

IIpakTuyeckoe 3anaTHe Ne7. YcerpoiicTBo Ha padoty. Co3ganue pe3rome.
Opranu3zanuonHas GopmMa 3aHATUS: TPaIULIUOHHBIA CEMUHAP.
Lenb: ¢dopMupoBaHHe y CTYIACHTOB PEUEBOW, SI3IKOBOM M KOMMYHHMKATHBHOM KOMIICTCHIIUH IS
OCYIIIECTBJICHUS JICNIOBBIX KOHTAKTOB.
B pesynbprare ocBOeHHE TEMbI CTYJEHT 1OJDKEH
3HaTh: OCHOBHYIO OHM3HEC-TEPMHHOJIOTHIO, MCHOJb3YEMYIO0 IPH yCTpoiicTBe Ha paboTy, COCTaBICHUU
pesioMe, AEIOBBIX MUCEM; OCHOBHBIE TpeOOBaHWS M MpaBuia o(GopMIEHHs] JOKYMEHTAlUW M JEJIOBOH
KOppECTIOHACHIIMM HA AaHIVIMHACKOM; OCHOBHBIE TIpaMMAaTHYECKHE SIBICHHS, XapaKTEepHble IS
podeCcCHOHaTBFHON PEUH.
YMETh: IPUMEHSATH TOJTY4YCHHBIE TEOPETUIECKUE 3HAHMS HAa TPAKTHKE B XOJI€ OCYIICCTBICHHS JIEIOBON
YCTHOW ¥ MUCHbMEHHON KOMMYHHUKAIIMN Ha HHOCTPAHHOM $SI3bIKE; OTPENEIIATh CTUIIEBYIO TPUHAIEKHOCTD
AQHIVIMHCKUX TEKCTOB O(MUIMAIbHO-IECJIOBOTO CTWIIS, BUAETh XapaKTEpHBIC CTHUJICBBIE UYEPTHI; YUTATh
o(UIMaTbHO-IENIOBBIE  TEKCThI ~ PA3IMYHON CTENEHH CIIOKHOCTH; CTPOUTH JIMAJOTHYECKYI0 U
MOHOJIOTHYECKYIO pe4Yb C HCIOJb30BaHMEM Haunbojiee YIOTPEOUTENBHBIX JEKCUKO-IPAMMAaTHUYECKUX
CPEACTB B OCHOBHBIX KOMMYHHKATHUBHBIX CHTyaUusX OQHUIMANbHOTO OOIIEHMS; IOHHMATh
IUAJIOTNYECKYI0 1 MOHOJIOTMYECKYIO peub 110 U3YUYEHHOH TeMe.
AKTyaJbHOCTh TEMBI: 00yCIIOBIeHa HEOOXOTUMOCThIO oBnageHus Y K-4.
TeopeTuyeckas 4acThb:
Cy1ecTByIOT OCHOBHBIE BU/IbI PE3IOME:
XPOHOJIOTHYECKOE PE3oMe
XpoHOJIOTHYEeCKOe pe3loMe MpearoaraeT onucanue GpakroB TpyaoBoil Ouorpadum (padoThl, yueObl) B
00paTHOM XPOHOJOTMYECKOM TOpAAKEe, T.6. HayuMHas C TMOCJeJHero mecta paboThl, Y4eObl.
[MpeumytiecTBO 3TOTO BUIA pPe3toMe Jisi paboTOJaTeNsi COCTOUT B TOM, YTO OH MOXKET YBHUJETh B HEM
YEeTKYyI0 KapTUHY TPYAOBOW JESATEIBHOCTH 4YeNOBEKa, Uil COMCKaTelsi — OJTO BO3MOXHOCTh
MIPOIEMOHCTPUPOBATH KAPbEPHBIN U MPO(eCCHOHANBHBINA POCT B HeoOxoauMoii chepe aesrensHocTd. OT
JaHHOTO BHJA PE3IOME Jydlle OTKAa3aThCs, €CIAM IOCIEAHSA IOJDKHOCTh (IMOO BCe IOIKHOCTH)
COMCKATeNss HE WMEET OTHOIICHHS K IKEeIaeMOW JOJDKHOCTH NHOO B TpyAoBoW Ouorpagum MHOTO
«TIPOTYCKOBY - TIEPHOIOB BPEMEHH, KOT/Ia YeJIOBEK He padoTall.
DyHKIMOHATIBHOE PE3IOME
ODyHKIMOHAJIBHOE PE3IOME, B OTIMYHE OT XPOHOJIOTMYECKOro, HE TpeOyeT yKazaHHs XPOHOJIOTHH
Tpy#oBoi nesitenbHOCTH. OCHOBHOM yHOp 37ech JenaeTcs Ha NpOoQecCHOHANBHBIX HAaBBIKAX H
JOCTHXKECHUSX B Pa3HBIX cepax aesrenbHocTH. OYHKIMOHATBHOE PE3I0ME BBITOTHO IPUMEHSTH B CIydae
HaJM4YHs «IIPOTYCKOB» B TPYIOBOW OwWorpadwm, MpH KeJTaHUHU MONYIUTh paboTy 6e3 ombITa B JaHHOU
cdepe 160 PH BO3BpAIICHUH K 3TOMY HAMPABICHHIO JACATEILHOCTH MOCIIE JTUTEIEHOTO TIepephIBa.
KomOunupoBannoe pesrome (pyHKIHOHATBHO-XPOHOJIOTHIECKOE)



JlaHHBIN THIT pe3toMe 00BeINHIET OCHOBHBIC YepThl (DYHKIIMOHAIBHOTO U XPOHOJIOTHYECKOTO pe3toMe. B
HEM TOTYEPKUBAIOTCS MPO(GECCHOHANBHBIC HABBIKK U JOCTHXKECHHUS B Pa3HbIX chepax NesTeIbHOCTH, TPU
OTOM OCHOBHBIC (DAKTBI TPYIOBOM OHOTpauu H3IararoTcs B OOPAaTHOM XPOHOJIOTHYECKOM ITOPSIIKE.
[IpeumymiecTBO 3TOr0 BUAAa PE3IOME COCTOMT B TOM, YTO OHO IIO3BOJIIET OOpaTUTh BHUMAaHHE
paboTonaTens Ha MPO(eCcCHOHAIN3M COMCKATelIs B Pa3HbIX HAMPABICHUSX ICATCIbHOCTH M YBUICThH
YETKYIO MMOCIIEeI0BATENILHOCTD TPYIOBOH JIESITEIHHOCTH.
TumoBoe pe3toMe 00BIYHO BKITIOYACT CIICAYIOIIUE KOMITOHSHTHI
CURRICULUM VITAE
Date of Birth 27 February 19...
Name . Belova Margaret
Present address 25, 18 Leninsky Prospekt, Moscow
128343, Russia
Telephone number 433-54-48
Marital status single
Education and qualifications
2000—2010  Specialized Secondary School
23 Tushinskaya Street, Moscow, Russia
Work experience: Johnson Bros Ltd, 35 Ostozhenka Street
July 2010—1June 2011 Type of Company: Retail Chain Stores
Post: Junior Secretary

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

Bonpocs! u 3ananus:

1. IloaroToBbTECH K 0OCYXKIESHHIO TEOPETHUECKOTO MaTepraa.

Tumer pestome: xponomormdeckoe (chronological format), dymakmmonansHoe (functional format),
rubpugHoe (combination format), TapretupoBanHoe (targeted format) m mpaBmima ux odopmIIeHHUS.
CrpykTypa pestome. UTO Takoe pe3loMe W B YeM COCTOMT €ro OCHOBHas (QyHKuui? B uem oTimune
pestome U CV (Curriculum Vitae)? Kakue ¢opmarter pestome Bam u3BecTHbI? Kakoil dopmar pestome



OoJIblIIe TOAXOJUT AJISl YeJIOBEeKa, KOTOPBIA MHOTO JIeT MpopaboTall B 0AHOH cdepe nestenbHocT? Kakoi
(dbopmar pesroMe MmoJonien Obl CIEIHATINCTY ¢ MpepBaHHbIM cTaxeMm? Kakoit ¢popmat pestoMe BhIOpaTh
YeloBeKy, KOTOPOMY Hy)KHa KOHKpeTHast paboTa B omnpeneieHHO pupme? B kakoM mopsiike B pe3tome
JIOJDKHBI OBITh PACIIONIOKEHBI AAaThI, OTHOCSIIUECS K 00pa30BaHUIO U ONBITY PabOTHI?

2. CocraBbTe HauboJIEe MOIXO SN JIsl BAaC BApUAHT PE3IOME.

3. BelyuuTe 0OCHOBHYIO TEPMHHOJIOTHIO, UCTIOJIE3YEMYIO TPH COCTABIICHHU PE3IOME.
apply for the post ~ —mozaats 3asBIeHHE O IpUeMe Ha PadOTY/JOKHOCTD

obtain knowledge = — nmonyunTh/mproOOpecTH 3HAHUS

enclose an outline of — IPUIIOKUTE (K MUCHMY) CBEACHUS O KBATU(PHKAIIUH

one's qualifications

office experience — OTBIT paboTHI B KOHTOpE

personnel manager — Ha4aJXbHUK OT/eEJa KaJpoB (MEHEDKEP 110 Kaapam)
fairly well — BechbMa HEeIUI0Xo

be on probation — MIPONTH UCTIBITATENBHBIN CPOK

application — 3asBJICHHC

curriculum vitae CV, C.V. cv (resume) [ko'rikjulom 'vi:tai] — cBemenus 06 ydebe W TpymOBOI
NeSITeTLHOCTH, KpaTKas npodeccruoHaibHas ouorpadus, pesrome

4. llpounTaiiTe 1 IEPEeBETUTE 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. 1 have just finished a secretarial course in the Kislovodsk Branch of Moscow Commercial
Academy. We've been taught everything a secretary should know: filing, using office equipment, typing,
shorthand writing as well as Business English and Business Etiquette. I have had no office experience but
I'm willing to learn.

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

Yours faithfully,

Olga Petrova.

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

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

- Neither. We sell computers.

2) — Will you have tea or coffee?

- Oh, I don't mind. Either.

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

- Both, I think.

4) - Does your department need a new typist?

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

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

- The important thing is whether you like it.

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

- He is not only talented but also very experienced.

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

- What made you go into a hotel business?

- Why not? It's both profitable and pleasant.

7. Dramatize a conversation between Olga and a young girl who is just starting a secretarial course. Talk
about things she is going to learn, about job prospects, etc.

8. Read and translate:



Paula Tanner is interviewed by Mr. Joel Klaus, the Personnel Manager of Woodex, the company
exporting wood
J.K.: Good morning, Miss Tanner. Please take your seat. I'm Joel Klaus,
Personnel Manager. What can I do for you?
P.T.: I read an advertisement of your firm in yesterday's Business Express.
You need a secretary, so I sent my application and now I'm here.
J.K.: Have you worked as a secretary before?
P.T.: I'm sorry to say that I haven't. But in spring I finished secondary school with the  specialty of
secretarial work. So it means that theoretically I should know something.
J.K.: Oh yes, I remember now. That's very good. Do you speak any foreign languages?
P.T.: Oh, to a certain extent, yes. | know fairly well English, a little Finnish and German.
J.K.: That's not bad. We really need Finnish very much.
P.T.: Oh, I can continue my studies in Finnish. I'll go to some evening classes.
JK.: Fine.
P.T.: If you can't take me on as a secretary, I could be on probation for a time
first.
J.K.: Well, yes. I think that in the beginning you'll have to learn quite a lot.
P.T.: I'm willing to do that.
J.K.: Well, now... where have I put your application... Oh, here it is. You see,
we need a curriculum vitae as well and two photographs.
P.T.: I'll bring them as soon as I can.
J.K.: That's good. Can you start next Monday?
P.T.: Oh yes, of course.
J.K.: Well then. I'll see you next Monday at 9 sharp.
P.T.: Thank you. Good-bye.
J.K.: Good-bye.

9. Writing practice.

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

1. Your job objectives.

Your work experience.

Your education.

Personal information.

References.

kv

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

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

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

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

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

6. What is your present job?

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

9. What salary do you expect to receive?

10. What education did you receive?

11. Did you finish with academic honours?

12. What languages do you speak?

13. Are you computer literate?

14. Do you drive a car?

15. What is your family status?

16. Do you have children?

17. Are you willing to work overtime?

18. Are you willing to travel?

19. Do you have any health problems?



20. Whom can you ask for references?

IIpakTHyeckoe 3ansaTHe Ne§. YcrpoiicTBo Ha padoty. ConpoBoauTtenbHoe nmucbMo (Cover letter =
Application letter).

Opranu3zaionHas GopmMa 3aHITHS: TPATUIIMOHHBIA CeMUHAP.
Lens: ¢opmupoBaHue y CTYICHTOB PEYEBOH, S3BIKOBOM M KOMMYHHUKATHBHOM KOMIETEHIMH IS
OCYIIECTBJICHUS JICJIOBBIX KOHTAKTOB.
B pesynbTare ocBO€HUE TEMBI CTYJICHT JIOJKEH
3HaTh: OCHOBHYIO OM3HEC TEPMHHOJIOTHIO, HCIIOJIb3YEMYIO TP COCTABICHUH JEJIOBBIX MHCEM, OCHOBHBIC
TpeOoBaHUS M NpaBwia OGOPMIICHUS NOKYMEHTAllMd W JIEJIOBOM KOPPECHOHICHIMHM Ha aHIJIMICKOM;
OCHOBHBIE T'pPaMMAaTH4ECKUE SBJCHUS, XapakTEpHbIC Al NMPOQECCHOHAIBHONW pedu; JIEKCHYECKHE H
CHHTaKCHYEeCKHE 0COOCHHOCTH O(PHUINATEHO-AEIOBOTO CTHIIS B aHTJIMHCKOM SI3BIKE.
YMETh: ONPEACIATh CTUIECBYIO MPUHAAJIECKHOCTh AHIIMHCKUX TEKCTOB O(UINABLHO-IEIOBOIO CTHIIS,
BUAETh XapaKTEpHbIC CTHJIEBBIE YEPThl; YMTATh O(PUIUATBHO-IEJIOBBIE TEKCTHl PAa3JIUYHON CTEHEHU
CIIO)KHOCTH; CTPOMTh [UAJOTMYECKyld) W MOHOJOIMYECKYI0 peub C HCIIOJIb30BAHUEM Hamboee
yIOTPEOUTENBHBIX JIEKCUKO-TPAMMATUYECKUX CPEACTB B OCHOBHBIX KOMMYHHKATHUBHBIX CHTYaIHSIX
o(uIMaTbHOTO OOIIEHUS; TOHUMATh AUATOTUYECKYI0 U MOHOJIOTHYECKYIO PeUb 10 U3yUYEHHOH TeMe.
AKTyallbHOCTh TeMBI: 00YyCJIOBIIeHa HEOOXOAMMOCThIO OBIaneHus Y K-4.
TeopeTuyeckas 4acThb:

ComnpoBonutensHoe nuceMo (Letter of transmittal, Accompanying letter)

ConpoBoIUTENbHOE MUCHBMO — MHCBMO, HCIIOIB3yeMOE IJISi OTIPAaBKH OKYMEHTOB, HE HMEIOIIUX
aZipecHOl yacTu. B compoBoauTENIbHOE MUChMO MOXKET OBITh BKIIFOUEHA JIOTIOJIHUTENbHAS HH(OpMaLus,
MOSICHSIONIAS COJIEPKAHUE TEX MaTepUalIOB, KOTOPBIE COCTABIISIOT MPHUJIOKEHUE K HEMY. B aToM ciydae
CHayaja cooOIIaeTcsl 0 HallpaBJICHUH JOKYMEHTOB, 3aT€M M3JIararoTcs AOMOJIHEHMS M HoscHeHus. OxHo
IIHICBMO MOXXET OOBEOUHATh HHCBMO-IPOCHOY U COIPOBOJUTENBHOE IMUCHMO, IHCHbMO-COOOICHHE U
CONPOBOAMTENILHOE MUCHMO WM MH()OPMAIMOHHOE U COIPOBOJUTEIBHOE MUChMA. B 3TOM cityuae, Kak
NpaBWJIO, CHayala u3/Iaraerca Mpock0a, cooOLIeHWe WM HMHOTO poaa HH(opMamusa, a 3aTeM
conpoBoauTebHast yacTb. O0sA3aTeIbHBIM PEKBU3UTOM CONPOBOAUTEIBHOTO MUChMA ABIIIETCSI OTMETKA O
HAJTMYUU TIPAIIOKCHUSI.

MODEL OF COVER LETTER
Your Address

City and Province

Postal Code

Y our phone number

Date of writing

Mr./Ms. Employer's Name

Employer's Title

Company name

Company Address

City, Province

Postal Code

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

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

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

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

Sincerely

Name



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

Cxema COIMPOBOJAUTCIIBHOIO MMUChMaA. OcCHOBHBIE Tpe6OBaHI/I$I K HalTMCAHUIO COMTPOBOJUTCIILHOIO MMUChMaA.

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

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

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

c) I am used to working on my own.

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

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

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

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

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

1) I have pleasure in accepting this position.

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

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

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

3. [lepeBenuTe HA aHMTUUCKUH S3BIK.

1. Sl BBICOKO IIEHIO BO3MOXKHOCTH pPabOTaTh C JOJDKHOM MEpO OTBETCTBEHHOCTH, ITPOSBIISSA
COOCTBEHHYIO HHUIIHATHBY .
2. B HacTosmiee Bpems s mostyyarto ... B MecsiIl.

3. YUyBCcTBY10, YTO MO# OIBIT pabOTHI B 3TOH 00JacTH HE OyIeT MCIOJB30BaH B IMOIHONW MEpe, MTO3TOMY
BBIHYXJICH OTKIIOHUTH ITPEAJIOKECHUC.

3. Tak xKaK MOS HACTOSILAS JOJDKHOCTh HE AaeT MHE OOJBIIMX BO3MOXKHOCTEH sl MPOABIKEHHUS, 51
XoTen Obl paboTaTh B TAKOW NEPCIEKTUBHON OpraHu3aliy, Kak Bama.

4. Ccputasice Ha 00bBsABIEHHE B «...» OT 10 sHBaps, BTOPHUK, s XOTed Obl IpPETEeHAOBaTh Ha
JIOJDKHOCTS ... B Ballel pupme.

5. C HeTeprieHHEM K1y Hadaiia padoThl 1 OKTAOpS.

6. C yZI0BOIBCTBHEM NPUHUMAIO 3TY IOJDKHOCTb.

7. S nmpuBBIK paboTaTh CAMOCTOSITEIBHO.

8. C coxanenneM cooOIIal BaM, YTO HE MOTY 3aHSTh ATy AOJDKHOCTb, TaK KaK MOJIYYMI IPYroe,
OoJiee IPUBIIEKATENbHOE IPEATIOKCHUE.

9. Bo Bpems 00yueHus 11 MOIY9IEeHUs] JOJDKHOCTH, KOTOPYIO 51 3aHUMAI0 B HACTOSILUII MOMEHT, 5
OKOHYMJI KypChl MAPKETHHTA.

10. 5] HemaBHO ycbIIIal OT ... O BAKAHCUU B BallleM TOPTOBOM OTEIIE.

11. brarogapro Bac 3a TO, 4YTO BbI NPEJIOKUIA MHE JOJKHOCTD ...

4. Translate into English.

S xouy paboTaTh MEPEBOTINKOM B KaKOW-HUOYAh COBMECTHOW KOMMAaHMU. Sl X04uy pa3ociarh pe3roMe B
HECKOJIBKO TaKMX KOMIaHWH. S HaJelCh, YTO CMOTY MOJYYHTh MHTEPECHYIO paboTy, MOTOMY YTO s
CHEIMAINCT BBICOKOW KBaTU(UKAIMK. 51 OETJIO TOBOPIO MO-aHTJIMHCKU M CHCIMATU3UPYIOCh B IEPEBOJIC
Ha JENOBBIX TeperoBopax. $1 XOpoImro 3Hal0 MHOTHE KOMIBIOTEpHBIE IMPOTPaMMBI, HEOOXOAWMEIE B
pabote. Kpome Toro, 5 HE )KE€HAT, BOXKY MAIIMHY U HE MPOTUB paOOTHI, CBI3aHHON C pa3be3JaMiL.

IIpakTuyeckoe 3anaTHe Ne9. YcerpoiictBo Ha padoty. CobecenoBanue.
OpraHnzanionHas Gopma 3aHATHS: TPATAITMOHHBIA CEMUHAP.
Lens: dopMupoBaHue y CTYACHTOB pPEUEBOH, S3BIKOBOW W KOMMYHHUKATHBHOM KOMIICTEHITUH JIJIS
OCYIICCTBJICHHA JCJIOBbLIX KOHTAKTOB.
B PE3yIbTATC OCBOCHUC TEMbI CTYACHT JOJIKCH



3HaTh: OCHOBHYIO OHM3HEC-TEPMHHOJIOTHIO, HCIOJBb3yeMyl0 Tpu  cobece/JoBaHNH;, OCHOBHBIC
rpaMMaTHYECKHE SIBIICHNUS, XapaKTepHbIE [UIs TPO(ECCHOHATBHON Peun; JISKCHIECKHE U CHHTAKCHUECKHE
0COOEHHOCTH O(HIHATBEHO-/IEIOBOTO CTHIISL B QHTJIMHCKOM SI3BIKE.

yMEeTh: BECTH coOeceoBaHHE NpU INpHeMe Ha padoTy; ONpPEAENsTh CTHICBYIO NPHHAMICKHOCTD
AQHIJIMHCKUX TEKCTOB O(MUIMAIbHO-IETIOBOTO CTWIIS, BUAETh XapaKTEpHBIE CTHUJICBBIE UYEPTHI; YUTATh
o(UINATBHO-ZIETIOBBIE  TEKCTHl  PA3NUYHONH CTENEHH CIOXHOCTH;, CTPOWUTh JAWAJIOTHYECKYI0 U
MOHOJIOTHYECKYI0 pE4Yb C HCIOJb30BaHHEM Haunbojiee YIOTPEOUTENBHBIX JIEKCUKO-IPAMMATUYECKUX
CpPEACTB B OCHOBHBIX KOMMYHHKATUBHBIX CHTyaUUsX OQHUIMAIbHOTO OOIIEHMS; TOHHMATh
IUAJIOTHYECKYI0 1 MOHOJIOTMYECKYIO peyb 110 H3y4YEeHHOH TeMe.

AKTyallbHOCTh TeMBI: 00YCJIOBJIeHa HEOOXOAMMOCTHIO OBIaneHus Y K-4.

TeopeTnyeckas 4acThb:

K cobecenoBanmio cieayeT rOTOBUTHCS 3a0IaroBpeMEHHO. DTO MOMOXKET MPEOAOJNIETh CTpax U
cTpecc, Wi, 0 KpaifHeH Mepe, CBECTH MX 10 MHUHUMYyMa. Heo0XoauMo mpogyMaTh OTBETH Ha BOIPOCH
00 ombITe paboTHl Ha TeX AOIDKHOCTAX, KOTOpHIE BBl yKa3aiu B pe3tome. OO0s3aTeNnbHO HYKHO OBITH
T'OTOBBLIM K CJICAYIOIIHUM BOIIPOCAM:

1. What do you know about our company?
O3HakoMbTeCh ¢ MH(pOPMAIMEH 0 KOMIIAHUH 3apaHee. Y3HalTe, IJie KOMIIaHHS HMEET CBOM (pHIIHalIbI,
KaKOBO €€ MOJIOKEHUE Ha PhIHKE, KAKHE TIEPCIIEKTUBBI pa3BUTHS BUANT €€ pyKOBOACTBO. [locMoTpuTe Kak
poccHiickue Tak 1 3apy0e’KHbIe HCTOYHUKH.
2. Why do you believe we should hire you?
KOHC‘IHO, HC HYXXHO NPCYBCINYUBATE CBOU JOCTOMHCTBA, HO COBCPUICHHO HCO6XO]II/IMO TNEPEUYNCIINTD TC
Ka4yecTBa U HABBIKH, KOTOPHIEC BBITOAHO OTIMYAIOT BaC OT APYTUX COMCKATENIEH.
3. Why did you leave your last job?
Huxorna He oT3bIBaiiTECh HETATHBHO O MPOILIBIX PA0OTONATENSX, HHAYE Y BAILIETO HOBOTO paboTomaress
MOJKET BO3HMKHYTH OIIACEHME, YTO BBl M UM OyJeTe JaBaTh OTPUIATENbHYIO XapaKTePUCTUKY B Pa3HBIX
KpyTax.
4. In what ways do you need to improve as an employee?
He GoiiTeck mpu3HaTh, 4TO Y Bac €CTh U CIa0ble CTOPOHBI. JITO TOBOPUT O TOM, YTO BBl OCBEIOMJIICHBI O
CBOMX HEJIOCTaTKax M TOTOBBI HAaJ HUMH PabOTaTh.
5. Scenario (BapuaHT pa3BUTHS COOBITHIA)
MoryT IpeIoKUTh CUTYaITH0, KOTOpas MOXKET BO3HMKHYTH Ha pabodeM MecTe, U KOTOPYIO CIeIayeT
paspemmuTs. HeoOxoauMo npeacTaBuTh TOYHBIH, TOMIATOBBIN MyTh PELICHUS TPOOIEMBI.
B koH1e cobeceroBanus MPeJOCTaBIT BO3MOXKHOCTD 3a/1aTh CBOU BOIIPOCHI:
Do you have any questions for us?
Bompocel MoryT KacaTbcs TEPCHEKTHB pa3BUTHA KOMIIAHWH, XapakTepa paOoTel (Hampumep,
IPeyCMOTPEHBI JIM KOMaHANPOBKH WITH Iiepee3 ] B Apyroi pernon). [Ipeamonoxum, uro B IHTEpHETE BBHI
HaIUTH HHPOPMAILUIO, YTO KOMITAaHHS IPHHUMACT YYacTHE B €KETrOJHOH BBICTaBKE, TAE €€ MPEACTABISIOT
HECKOJIbKO COTPYJHHMKOB, B 00S3aHHOCTH KOTOPBIX BXOJHUT MPOBEACHUE MPE3CHTAIMIA IS TOCETUTENCH
BBICTABKM W 3HAKOMCTBO CO CTEHJOM KOMMaHuH. Kcrone3ys 3Ty uH(OpMaIUio, MOXETe 3allaTh
CIIeTyIOIINE BOTIPOCHI:
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?

PaGoTomarenu Bcernia LEHIT OCBEIOMIICHHOCTh M WHTEPEC COUCKATeNned K J00O0# JesTenbHOCTH
KOMITaHHNH.
Tem He MeHee, eCTb BOIPOCHI, KOTOpbIE HENb3sl 3agaBaTh paboromarento. Hampumep, He crout
CIIpaIIMBaTh O pa3Mepe 3apabOTHOM IIaTHL:
What will my salary be?
OOb14HO 3Ta MH(OpMaIUs yKa3aHa B OOBSBICHUM O BakaHcuu. Kpome Toro, paboromartesib MOHUMAET,
9TO ATO BAXKHBIN JUIS Bac BOIPOC, MOATOMY O pa3Mepe 3apadOTHOH IUIaThl paboToxaTeNb COOOIIUT BaM
caM, WM )K€ Bac MOTYT CIIPOCHTb, Ha KaKylO 3apIlIaTy BBl IPETCHIYETE.
B konue cobecenoBanust BaM cooOLIAT O AaTe BTOPOTo codeceoBaHms (€CiIM TaKoe MPEeLyCMOTPEHO) HITH
0 CpOKax M3BEILECHHUS Bac O PELICHUH PadOTOJaTENS.
Bonpocs! u 3ananus:
1. [ToAroTOBBTECH K OOCYKIIEHUIO TEOPETUIECKOTO MaTepHara.
Kak Bectn cebs Ha cobecegoBanuu. YacTo 3amaBaeMble BONPOCH Ha coOecelOBaHWMHM HA aHTIIUICKOM
s3bike. Kak co3nmaTh xopolee BlieyaT/IeHHE Y NOTEHIMAIBHOTO paboToaaTens.



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

2.1

— Exuse me, may I come in?

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

— My name is James Smith.

— How old are you?

— I am 20 years old.

— Well, James, where did you work before?

— I worked as a cashier in McDonald’s.

— Are you quit yourself or somebody fired you?

— I quit myself. The work distracted me.

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

— That’s right.

— You must understand that we need skilled workers.

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

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

-He is 45.

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

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

— Oh sure. His name is George Smith.

— Thank you so much.

— Thank you.

— Have a nice day!

— Bye!

— Bye!

2.2

— Hello Anna.

— Hello.

— You are applying for an editorial job.

— Yes.

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

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

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

— Yes, I read it on the site.

— Are you satisfied with everything?

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

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

3. Read and translate:

BUSINESS TALKS

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

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

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

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

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

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



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

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

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

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

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

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

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

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

Harper- 1 am afraid, | cannot agree to that.

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

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

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

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

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

IIpaktuuyeckoe 3ansaTue Nel). CTpykTypa aejioBbIX nuceM. Buabl 1e/I0OBbIX IUCEM.

OpranuzanuonHas popMa 3aHATHS: TPAJAULIMOHHBIN ceMUHap.
Lenb: ¢dopMupoBaHue y CTYACHTOB PEUEBOW, SI3BIKOBOH W KOMMYHHMKATHBHOM KOMICTCHIIUH ISt
OCYIIECTBJICHUS JICNIOBBIX KOHTAKTOB.
B pesynbTare ocBOeHUE TEMBI CTYJICHT JIOJKEH
3HATh. OCHOBHYIO OW3HEC TEPMUHOJIOTHIO, UCTIOIb3yEMYIO IPU COCTABICHHUH JICIOBBIX IMHCEM, OCHOBHBIC
TpeOOBaHMsS W TMpaBwia O(QOpPMIICHHS IOKYMEHTAIMU W JIEJIOBOM KOPPECHOHJICHIIMM HA AHTIHICKOM;
OCHOBHBIC TPAaMMATHYECKHE SBJCHMS, XapaKTepHbIC I NPOPECCUOHAIBLHOW pPEYH; JICKCHYECKUE H
CHHTaKCHYECKHE 0COOCHHOCTH O(PHUINATEHO-AEIOBOTO CTHIS B aHTJIMHCKOM SI3BIKE.
YMETh: ONpEACTSITh CTUICBYIO MPHHAMICKHOCTh AHTIMUCKUX TEKCTOB O(PHUIMATBHO-ACIOBOIO CTHIISA,
BUJICTh XapaKTepPHBIC CTHICBBIC YEPTHI; YUTATh O(PUIUATBHO-JEIOBBIC TEKCTHI Pa3UYHON CTEMECHU
CIIO)KHOCTH; CTPOHWTh JHAJOTMYECKYl0 W MOHOJOTHMYECKYI0 pedb C UCIOJIB30BaHUEM Hanboee
YIOTPEOUTEIbHBIX JICKCUKO-IPAMMATHYECKUX CPEJICTB B OCHOBHBIX KOMMYHHMKATHBHBIX CHUTYallHsIX
o(UIHAaTHHOTO OOIICHUS; TOHUMATD JUATOTHIECKYI0 U MOHOJIOTHYECKYO PeUb [0 U3yUYEHHOM TeMe.
AKTyaTbHOCTH TEMBI: 00yCIIOBJICHA HEOOXOAMMOCTEIO oBNafeHus Y K-4.
Teopernueckas 4acThb:

CTuip HanUCaHUSA JCIIOBBIX ITMCEM MEHSETCS 0YeHb OBICTPO. C KaXKIBIM TOJIOM OH CTAHOBUTCS MPOIIIS
U MeHee odHIMaTbHBIM. B Hacrosimee Bpems ICIIOBBIE KOPPECHOHICHTHI H30eralT ynoTpeOsieHus
HACBIIICHHBIX W BUTHEBAThIX ()pa3, a MPEANOUUTAIOT IPOCTOM, KOHKPETHBIM SI3bIK, T.K. OHU IICHSIT CBOE
BpEMS M HE XOTAT €r0 TPATHTh HA YTCHHE HEHYXKHBIX CJIOB.

Ho xopoiie MaHepbl BaKHBI HE TOJNBKO B JIMYHBIX KOHTAKTaX, OHM BaXKHbI B MUchbMe. [lodTOMY
T00E3HOCTh, JOOPOKENATENBHOCTh TOJDKHBI TIPOHU3BIBAThH Ballle MHChMO. JIrobasi MBICTh MOXET OBITh
BBIPaXXCHA BEKJIMBO, CICPKAHHO U C JIOCTOUHCTBOM. TaKTUYHOCTh, BEXKIMBOCTh B JCJIOBBIX MUChMaX —
3aJI0T ycrexa.

[Mo ycraHOBUBILEHCS TPaJAUIUH CTPYKTYpa JIEIIOBOTO MMChMA BKITFOYACT:

OO0s13aTeNbHBIC KOMIIOHEHTHI, T.€. YaCTH, KOTOPBIC BCETa JOJDKHBI IPUCYTCTBOBATh B IUCHME:
MeYaTHBIN mTaMn koMnanuu/3aronoBok (Letter Head)

nata (Date Line)

BHyTpeHHHH aapec (Inside Address)

BCTynuTeNbHOE oOparnienue (Salutation or Greeting)

tekcr cbMa (Body of the Letter)

Nk e



6. 3akmounTenbHas Gopmyna BexsmBoctu (Complimentary Close)

7. nonnuchk (Signature)

JIONOTHUTENbHBIE KOMITOHEHTBI, KOTOPBIE P HEOOXOAMMOCTH MOTYT BXOJUTh B CTPYKTYPY MHUCHMA!

8. yKa3aHWe Ha WHHLMAIBl YelloBeKa, MUCABLIETO MOJ OUKTOBKY, wim cekperaps (Reference
Initials)

9. yKkazaHue Ha nmpmioxenue kK miucbMy (Enclosure, cokp. Encl. mwmm Enc.)

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

11. yKazaHWUE Ha JIMIO0, KOTOPOE IO KETAHWI0 OTIPABHUTENS JOJDKHO MPOYECTh JAaHHOE IMHUCHMO
(Particular Address or Attention Line)

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

13. ykasanue Ha cchlIKy (Reference Number)

14. yKa3aHHWEe Ha KOMUH, OTIpaBicHHbIC B qpyrue aapeca (Carbon Copy Notation, cokp. c.c. wiu cc.)

LETTER HEAD
3ATOJOBOK

3aroyioBOK Me4yaTaeTcsl TUMOrpadCKUM CIIOCOOOM, OH COJCPKHUT BeChMa BaXKHYIO MH(OpMAIU0 00
OTHpAaBUTEJIE: HaUMEHOBaHWE (DUPMBI WM OpPraHU3alUH, IOYTOBBIM M TenerpadHbIil ajpec, HOMEp
tenedoHa, Tenekca u tenedakca. Homep pacdyerHoro cyera u npyrue 0aHKOBCKHE PEKBH3UTHI B JAHHOM
cllyyae MpPUBOIUTH He cienyeT. Hamuume ¢akca sBuseTcs NPU3HAKOM €CTECTBEHHOTO YPOBHS
00€ecIe4eHHOCTH OPITeXHHUKOH, MO3TOMY OTCYTCTBHE CBEICHHMH O (hakce Ha OJlaHKe MOXET BBI3BAThH
HEJIOYMEHHBIC BOIIPOCHI Y TTOJTy4YaTedIsl.
PazMmernieHne peKBH3MTOB HE HMEET CTporoi periameHtanud. OJHAKO OOBIYHO HAaUMEHOBAaHUE
OpraHu3aluy, NpeAnpusiTHs, GUPMBI U T.A. JACTCSd B BEPXHEM JICBOM WM IPaBOM yIjax, a aipec,
TeneoH, TeleKC MU (akc B IMPOTHBOIOJIOXKHOM YIiay. Bo3MOXHO Takke pacloyioKeHHE afpeca,
TenedoHa, Tenekca U akca B HWKHEH yacTu 3arosioBka. [lon HazBaHMeM (UPMBI MOXKET OBITH YKa3aH
pOI ee AeqaTeNbHOCTH. B Ha3BaHHWAX TOPTOBBIX M MPOMBINIICHHBIX MPEANPUATHH, OAHKOB U T.J. MOXKET
pHUCyTCTBOBaTh ciioBo Limited (cokparmenno Ltd.) Hampumep:
Mitchell Diesel, Limited
B cnose Limited B cokpaiiieHHOM Bujie 3ai10keHO BhIpakeHue limited liability company T.e., komnanus ¢
OTpaHMYEHHOW OTBETCTBEHHOCTHIO.
WHorna B Ha3BaHMAX (PUPM BCTPEUAETCS U APYroe€ COKpalleHHe — Inc., 4To COOTBETCTBYET BBIPAKECHUIO
Incorporated , T.e. 3aperucTpPUPOBAHHBIN KaK KOPIIOpAIHs, HAIPUMED:
International Office Equipment, Inc.

[Tomumo npenocrasienus ¢pakTuueckod nHGpopmanuu o Gpupme, 3aroJIOBOK ONpeeIeHHBIM 00pa3oM
XapaKTepu3yeT €€ C APYroid CTOPOHBI: HeOObIYHast (hopMa 3arojioBKa, €ro Au3aiiH, sMOemMa GupMbI (a
WHOTJIAa U ee JIeBU3), IPUMEHEHUE [IBETHON KPAacKH, UCTONIb30BaHHE 0c000i OymMaru — BCe 3TO CO3JaeT
cBoeoOpa3Hblii 00pa3 ¢upmbl. YUurtas mucemo, Bbl, Ge3ycnoBHO, mpexkae BCEro, MHTEPECYETeCh €ro
COZIep)KaHHEM, OAHAKO HEBOJBHO oOpaliaeTe BHUMAaHUE U Ha O(hopMIIEHHE 3ar0JIOBKa, KOTOPOMY Cpasy
JlaeTe BHYTPEHHIOIO OIIEHKY, HHOT/A TIEPEHOCS 3Ty OLEHKY M Ha JesTeIbHOCTh caMoll GUPMEL. Y TaduHOoe
pacIolioXXeHHE KOMIIOHEHTOB 3aroJIoBKa, €ro OpUTMHalibHas 3MOJieMa CHOCOOCTBYIOT —CO3JaHHIO
OJaronpuATHOrO BIEYATIEHUS O QUpPME y TeX, KOMY HAaIPaBJICHO IHMCHMO. 3arojioBOK O(QHUIMAIBHOTO
MHChMa NPEACTaBIsIeT cO00K (GUPMEHHBIN OJIaHK, B KOTOPOM OCTaeTCs yKa3aTh TOJBKO AATy HAIlMCAHUS
nuceMa / date line: xoTopoe oObIYHO medaTaercsi cmpaBa. CyLIeCTBYIOT pa3iH4YHBIE CIIOCOOBI ee
Hanucanus. TpagurOHHBIM OPUTAHCKUM CUMTAETCS CIEAYIOMINN BapHaHT:

15 Feb. 20...

15 February, 20...

15th February, 20...

AMepuKkaHCcKuii ctocod 0003HaYeHUs! aThl HECKOJIBKO MHOM:

February 15th, 20...

February 15, 20...

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

ynoTpeOIeHUIO 3HAKOB MPEMUHAHUS B ACJIOBOW KOPPECTIOHICHIINH, TOITOMY MOXKHO BCTPETHTH U TaKOE
HalvCaHue IaThl:

4 August 2013.

He pexomennyercst ynotpeOisaTh B gatax nupbl BMECTO MeECAIIEB, MTOCKOIBKY IH(poBOe 0003HAUCHHUE
JaThl MOXKET OBITh HCTOJIKOBAaHO TIO-pa3HOMY B pa3lIMYHBIX CcTpaHax. Tak, mata 2/5/2013 Oyzer
BOCIIPHHSATA MpPEACTaBUTENIEM aMepuKkaHCKoH ¢upmbl kak 5 ¢espans 2013 roma, a mpeacTaBUTENIEM



OputaHckoi GupMbl — kak 2 Mast 2013 roga. ITo CBA3aHO ¢ OCOOCHHOCTSMHU MPOUTEHUS JaT B Pa3HbBIX

CTpaHax:
CLIA

2 /5 /13

MecsI| JICHb roj

BenmukoOpuranus

2/ 5 /[ 13

JCHb Mecsll  TOJ

JlormyckaeTcsi cCoKpalieHue Ha3BaHUi HEKOTOPBIX MECSIICB:
January — Jan. July — July

February — Feb. August — Aug.

March — March September — Sept.

April — Apr. October — Oct.

May — May November — Nov.

June — June December —Dec.

[Ipu pabore ¢ xommproTepoM MexayHapoaHas opranuzamus mo Crapmaptmsanuu (ISO) pexomeHnmyer
MOJTHOCTHI0 1H(poBoe 0003HAUEHHE AATHI, MPHYEM CHAadaja YKa3bIBAaeTCs TOJ, 3aTeM MeCSI| U JCHb,
Hanpumep: 2013-09-06 nnu gaxe cautHo 20130906, OqHako moka 3TH (POPMBI MUPOKOTO MPUMEHEHUS
HE MOy YHITH.
INSIDE ADDRESS
BHYTPEHHUUN AAPEC

Anpec monyuaTesnsi MMChMa WM BHYTPEHHHH aJpec TIOMEIIaeTcsl Ha JISBOW CTOPOHE OJlaHKa MUChMa U
CONIEPXKUT yKa3aHHWE Ha TO, KOMy OHO HampaBlIeHO W TO Kakomy anpecy. [luceMo MoxeTr OBITh
HampaBlieHO (UpMe, U TOTJla CHaJaja yKa3blBaeTCs e¢ HauMEHOBaHHE, a 3aTeM aJpec B CIEAyIolIeH
MOCIIeJIOBATEILHOCTH: HOMEP JIOMa WITK 37aHusl U Ha3BaHWE YJIMIBI (HA OAHOM CTPOKE), Ha3BaHHE Topoa
(ma mpyroit cTtpoke). 3mech ke, eclii HeOoOXOAWMO, TOMEIaeTe MPUHATOE 0003HauYeHHE IOYTOBOTO
paiiona. Ilpu oOpameHnn K OpraHW3allii, B Ha3BaHUH KOTOPOH MPUCYTCTBYIOT COOCTBEHHBIE MMEHA,
ajZipec TOIydaTelsl JEJIOBBIX MHCceM O(QOPMISIOT B 3aBUCHMOCTH OT CTPaHBI, B KOTOPOH HMEET MECTO
nepenucKa.
WNHuornma mepen HasBanweM (GUPMBI IPHHATO CTaBUTH CIIOBO Messrs (COokpaiieHne (GppaHIy3CKOro CIoBa
Messieurs). ITo femaeTcsi B TOM Cllydae, KOT/ia B Ha3BaHWU (PUPMBI MPUCYTCTBYIOT (haMMIINK KaKUX-TTHOO0
JIUII, HATPUMED:
Messrs John Brown and Co., Ltd
[Mocne aToro B TOM K€ MOCIEeIOBATENILHOCTH JAETCSI apec OpraHU3aIlHy.
Messrs HuUKOTJa HE yHoTpeOmsercs mpu oOpalleHHH K 3aperHCTPHUPOBAHHON KOMIIAHUHM, Oyl TO
myOaryHas WM 4acTHAas KOMMaHusA. PekoMeHIyeTcs HampaBIsTh KOPPECIIOHACHITNIO HETIOCPEICTBEHHO
TOMY JOJDKHOCTHOMY IHITY, JJS KOTOPOTO OHa IIpelHa3Ha4YeHa, T.e. TUPEKTOPY-pacOpsAUTEINO,
KOMMEPUECKOMY JUPEKTOpY (3aBelylolleMy OTAeJIOM CcObITa), YIPaBISIOMIEMY SKCIOPTHBIMH
ornepanysiMu U T.4. B TakoMm ciydae ykas3piBaeTcsi Ha3BaHue QupMbl 0e3 oOparieHust K Heil. OHO cTaBUTCS
YacThIO aJjpeca TOYHO TakK e, KaK Ha3BaHHe yIHUIbl WA TOPO/a.

B Coemunennsix llltatrax Amepukn ¢opma oOpamenus Messrs He yrmoTpebiseTcs: Stainway &

Sons, Inc.
Ecnu muceMo agpecyercss KOHKPETHOMY JIMIYY, TO B JEIOBOH IEPENUCKE aApec MOJydaTeNss MOXKET
oopMIIATECS CIIEAYIOMUM 00pa3oM: — €CITM MUCHMO aJPECOBAHO JIOJDKHOCTHOMY JIMILy B KakKOH-ITHOO
KOMITaHUH U TIPH 3TOM HEU3BECTHA €ro (haMUIIKs, TO aJpecaT YKa3bIBaeTCsl CIEAYIONINM 00pa3oM:
The Manager
The Hongkong Banking Corporation
- €CIIM K€ W3BeCTHA (paMWIIMS MOJDKHOCTHOTO JIMIA, TO OHA YKa3bIBAETCS MEPBOM, MOCIE YET0 MOXKET
OBITH 0003HAYEHA U JIOJKHOCTB!
Mr. Edward W. Hertzfeld, President Hertzfeld
Home Appliances, Inc.
VYkazaTb AOIKHOCTH 0e3 (paMHIMK JIUIA, €€ 3aHUMAIOIIEro, MOXKHO B TOM cly4ae, €CJId 3Ta JOJDKHOCTD
SBJISIETCS €MHCTBEHHOW B opraHuzauuu. Ecnu ke Bbl HampaBiseTre MUCEMO AEJIOBOTO COACPKaHMS
OTIENIEHOMY COTPYIHHUKY (UPMBI, TO CJelyeT CHadala yKa3aTh (paMIIMI0 3TOTO COTPYIHHUKA, 3aTeEM
Ha3zBaHue (GUPMBI (M, BO3MOXHO, KaKOTO-THOO ee OTxAerna), MOCie 4Yero ykKas3aTb ee TOJHBIN anpec,
HanpuUMep:
Mr C.C. Pan



The Standard Oil Company

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

K He3aMy>KHHM >KEHIMHAM U K AEBYIIKAM MOXKHO oOpamartbcs: «Mmucc». K 3aMyXHUM >KEHIIUHAM —
«Muccuc M(apusi) b(payH)» mnpexiae HyXHO ObLIO 00s3aTeNbHO YKas3blBaTh UMs Myxa: «Mwuccuc
T(omac) B(payn). Korma Hem3BecTHO, 3aMy>KHSS WJIM HE3aMYXKHSS JKEHIIWHA, K KOTOpod Bam HyxHO
obpatuThCs, BMecTo «Mmce» u «Mmuccucy cramo ynorpebmsatecs «Mcy». Korma Bwr comHeBaerecs,
ynotpebmsiite «Mucc». Ecnmu Bel He yBepeHbl, Kakoro Imojia 4eloBeK, KoTopomy Bpl mummure,
ynotpebsiite «Mucrepy.

3areM mocite UMEHHU OOBITHO HUACT Ha3BaHUEC NJOJDKHOCTH, TUTYJIA, Hay‘-lHOfI cTeneHu u T.1. B aTtom cjiydac
MMMCHMEHHBIN JIEJIOBOM JTHUKET TpeOyeT BBITIONHEHUS CIEAYIONNX YCIOBHH: Ha3BaHUE OJDKHOCTH
CTaBHUTCS TOJBKO ITOCIIE IMEHHU YeJIOBeKa Yepe3 3aIsiTyro:

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

Mr. Mort Monroe, Editor lNocnioguay Mopty Monpo,
Penakropy

Ha3BaHME YUYEHOM CTENEHH MUILIETCS Nepel UMEHEM, BCIIE] 3a KOTOPhIM Yepe3 3aIsATyI0 MOXKET CIIeJ0BaTh
0003Ha4YeHHUE JOKHOCTH.

[Tocne cokpameHHOro 0003HAYEeHUS] HAYYHOH CTETIEHH TOYKa MOXKET HE CTaBUTHCS.

Dr Michael Lurvey, Director  [loxTopy Maiixiry Jlepu,

JTUPEKTOPY
Prof. Alfry Smith, [Ipod. Andpu Cmur,
Head of the Department 3aBeyIOIIeMY OTAEIIOM

B Aurnuu vHorda mociie GpaMuiInu MOKET CTOSTh ClI0BO Esq., mepen KOTOpbIM CTOMT 3amsTtas. B aToMm
ClIy4yae Ha3BaHUE JOJHKHOCTU OOBIYHO MUIIIETCS C HOBOU CTPOKH:

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

Eciun vMa KOHKpETHOro JHUIla HEU3BECTHO, TO HA3BaHHWE MOJKHOCTU MHILETCA C OMpeIeICHHBIM
apTUKIIEM:

The Chief Accountant, I'maBHOMY Oyxrantepy bpuruin
The British Engineering OHIKUHUPHUHT
Co., Ltd. Kamnanu JIumuren

OnHako Takoe HalKMcaHHe BO3MOXHO TOJIBKO TOI'ZIa, Korza Bl aGCOOTHO yBEpEHSBI, UYTO 3Ta JOKHOCTD
SIBJISIETCSI €IMHCTBEHHOM B MHTEpeCyrolleil Bac opranu3zanuu. Hanpumep:

The Chairman [Ipencenarens

The President [Ipesunent

The Managing Director HupexTop-pacopsauTensb

The Chief Accountant ['maBHBINA HHXEHED

The Secretary CekpeTtapb

Ecnu sxe n3BeCTHBI M IMS 1 JOJDKHOCTB, TO apTHKITH IIepe]] Ha3BaHHEM JOKHOCTH HE CTaBUTCS:

Dr. Michael Johnson, Esq. J-py Maiikny J[»oHcoRYy,
3CKBalipy

Director HupekTtopy

The British Engineering KoMIaHuy bputuin DHIKUHUTHHT,

Co., Ltd. Kamnanu JIlumureq

Ecnu muchMo ampecoBaHO JMIly, Yel TOYHBIM aJpec HEM3BECTEH, OHO MOXKET OBITh HAIMPABICHO B
OpTaHM3alUIo0, HAIIPUMED, B TOPTIPEACTBO WIN HA PUPMY, KOTOpasi MOKET TIepellaTh WIH MEpeciiaTh eMy
3TO MHCHMO. B Takux ciydasx mepei Ha3BaHHEM OpTaHW3alliy, TOPTIPEACTBA, PUPMBI MUNIIYTCS CIIOBA
«Care of ““ (=in care of), KOTOpbIe 03HAYAIOT “Ha MOTNeYeHue”, T.€. TI0 aAPECY.

Kak oTMedeHO BbIlIe, TIOC)IC Ha3BaHUS (GUPMBI B aJjpece yKa3bIBacTCs HOMED J0Ma U Ha3BaHUE YIIHIIHL,
3aTeM Ha3BaHHE TOpoJia WK TpadcTsa.

B orHomennn Gonpmmx ropoaoB BemmkoOpurtanunm ykazanue rpadcTB He 00sS3aTENbHO, YTO Kacaercs
HEOOJBITNX TOPOI0B, 0003HaUeHHE TpadcTBa 00sI3aTEIIBEHO, OCOOEHHO, TIOCKOJIBKY Ha3BaHUS HEOOBITHX
TOPOJIOB TIOBTOPSIFOTCS (Hampumep, B BennkoOpuranun cyniecTByroT qBa Puumonga: omuH B rpadcere
Cyppeii, a ipyroii — B rpadcrse Hopkimmp).



B BenukoOpuTaHuy NmpH HANMCAHUH MTOYTOBOTO aJpeca PEeKOMEHIYETCs MUcaTh HazBaHHE Topona
MPOMHUCHIO, 3aTEM MEJKO Ha3BaHWE TpadCTBa, 3aTEM TOYTOBBIA KOJI )CHCTEMa KOTOPHIX HEJaBHO Oblia
BBeJleHa B cTpaHe). Hamucanne koma B ajipece yCKOPSIET MOCTAaBKY M MO3BOJIIET 00padaThIBaTh MOUTY C
MOMOIIBIO aBTOMATOB.

Koraa nurceMa mockaroTest B Jpyrue CTpaHbl, HY)KHO BCerja MucaTh Ha3BaHHE CTPAHBL, 1aXKe €CH 3TO
cronuria ctpanbl. CymectByer Hampumep ,JloHmoH B Aurimu, a takke B Kanane, bocton B Anrimu, a
Takke B Amepuke, Tpunonu — B Jlusun u B JIuBane, brnenraiiep — B lllommananu n 8 Manasu.
Ilo Toif sxe mprUYMHE, KOT/Ia MOCHUTAIOTCS MMChbMa B AMEPHKY, HY)KHO 00s53aTeIbHO yKa3bIBaTh Ha3BaHHUE
LITATA TIOCIE HA3BAHHS TOPOJA, KaK ykasaHo. Ilocie HasBamms ropona Heio-Mopk HykHO 06s3aTenbHO
YKa3aTh Ha3BaHHE IITATa: Hbm-ﬁopK nnu Hero-Ixepcu.
B o¢unmanbHol mepenvicke BO3MOXKHA Takash CHUTyalusi, KOT/a BBl NPOCTO HE 3HaeTe, KeM OyaeT
paccMaTpuBaThbCs Balle MHChMO. B 3TOM cilydae Ha TOMOIIb BaM MPHIET JTOBOJBHO TOMYJSpHAas B
AHTJIOS3BIYHBIX CTpaHaX (hopMyna:
To whom it may concern —ToMy, KTO MMEET K 3TOMY OTHOIICHHE. DTa (popMyna Takxke medyaraeTcs
OTJIEJIbHOU CTPOKOM IIOJ a{peECOM MOJIydaTells.
B CIIIA B nmenoBoil mepenucke craparoTcs n30erats 0e3NMMYHOTO OOpaIeHHs TaXKe B TOM CIydae, eCiu
MOJTy4JaTelb MIChMa — HE3HAKOMBIN YeJI0BEK W M3BECTHO JIUIIH €TO UMSI.
OPENING SALUTATION (GREETING)
BCTYIOUTEJBHOE OBPAIIEHUE

BerynurensHoe oOpamieHue TpeAcTaBisSeT cO00W OOMIENPUHATYIO CTaHAApTHYIO ¢opmy,
SIBIISIFOILYFOCS. HEOTHEMJIEMOH YacThIO THKETa JIeJI0BOro mucbMa. OHO TIOMEIAeTesl Ha JIEBOW CTOPOHE
OJlaHKa MMChMa W MHUIIETCS Ha OTICNLHOW CTPOKe. B NenoBoil KOpPECOHACHIIUN MPHHSATO HECKOIBKO
¢hopM oOpaleHnii, pa3IHyYaroNINXCs CBOEH «TOHANBHOCTHIO». B mmchMax k (upmaM M opraHU3alusM
OOBIYHO YIOTPEOIISAIOT ClieAyIonUe (GopMyIIbL:
Dear Sirs, (3T0 oOpalieHue XapaKTEpHO JUIs MEPENUcKd B BemukoOpuTaHWU, MOCIE HEr0 CTaBUTCS
3arsTas)
Gentlemen: (ucmonb3yetcs npu nepenncke B CLIIA n Kanane, mociie Hero cTaBUTCS IBOETOYHE)
Ctporo oduIHaTBHO 3ByYaT BBIPasKEHHUS:

Sir: Sirs:

Madam: Mesdames:

Menee opHUITMAIBHO BOCTIPUHUMAIOTCS CIeAyomue GopMbl 0OpaIIeHHIA:

Dear Mr. Allen Dear Messrs Allen

Dear Mr. Cooper and Cooper:

Dear Mrs. Allen Dear Messrs Allen

Dear Mrs. Cooper and Cooper:

B aHTawWiickuX MUChMax, KaK IPaBUIIO, YIOTPEOISIOTCS CIeMyIOIINE BCTYTUTEIbHBIE O0PAIeHHS

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

Dear Sir, — MHACHMO aJIPECOBAHO MYKUUHE.

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

Dear Madame, — MUCHMO a/IPECYETCA JKEHIIMHE WIIH JIEBYIIKE.

Dear Mrs.Brown, — nucbMO agpecyeTcsi XOpOoUIo 3HaKOMOMY
- NOJHKHOCTHOMY — KEHIIUHE.
Dear Ms.Freizer, — mucpMo afpecyercsi XOpOoIIo 3HAKOMOMY
JIOJDKHOCTHOMY JIMILY — He3aMy KHEH KEHITUHE.
Dear Sir/Madame, — mucpMo aapecyercs TOJKHOCTHOMY JIHILY,
Y aBTOPY HEU3BECTHO, SIBIISIETCS JIU
JIOJ>KHOCTHOE JIUIO MY>KUMHOW WITM KEHLIUHOM.
B aMepu KaHCKU X TUCEMaxX UCIOIB3YIOTCS CIEIYIONINE BCTYIUTEIbHBIC OOpaICHIS:
Gentlemen:

Dear Sirs: MUCHMO aIPECOBAHO
Dear Gentlemen: KOMIIAaHHH B I[€JIOM
Dear Mr. Brown MHUCHMO aIPECOBAHO
Dear Mrs.Brown: ONPEICIICHHBIM JI0JK-
Dear Miss Brown: HOCTHBIM JIUIIaM

BODY OF THE LETTER



TEKCT NUCBbMA

OcHOBHOE cojiep)KaHHE TMHChMa — TEKCT — HAXOIUTCS B 3aBUCHMOCTH OT IeJIeld ero HaIlMCaHHUA.
OpHnako, B 11000M citydae, B IepBOM ad3arie mrucbMa (popMUpYeTCsl BCTYITUTENbHBIA KOMIUTUMEHT. Takoi
BCTYNHUTEIBHBIA KOMIUIMMEHT MOYKET BBIPaXKaTh OJarofapHOCTh 3a MUCHMO (€CITM HATpaBIISIETCS OTBET),
MPU3HATEIBHOCTD 3a IIard, HAalpaBICHHbIE Ha B3aMMHOE COTPYIHHYECTBO (TakXke, €ClIM 3TO OTBETHOE
rmociaHue), 6arokenareIbHOe COOOIIEHNe O TOM, YTO ajpecaT SIBISIETCS W3BECTHBIM B CBOEH OTpaciu
MpEeINpUATHEM, OpraHu3anuend, GUpMor MW T.I. (€CIM MUCHMO TOCHUIAETCS BIIEPBBIE), COOOIIEHHE O
panocT, KOTopast BOSHUKAET MPH BO3MOKHOCTH HAIPAaBUTh JAHHOE MHUCbMO MMEHHO B 3TOT aJIpec U T.J.
Jaxe B ciiy4ae, KOT/ia MMCEMO HOCHUT B IEJIOM HEraTUBHBIA XapakTep W MOXET CBUAETEIbCTBOBATH O
pasphiBe JaIBHEHUINIEH KOPPECIOHACHITNY, BCTYNMHUTEIBHBIM KOMIUIIMEHT JIOJDKCH O005S3aTelhHO
IIPUCYTCTBOBATh.

[Tocne BCTYNMUTENBHOTO KOMIUTUMEHTA ()OPMHUPYIOTCSI OCHOBHBIE TTOJIOKEHSI, BBITEKAIOIIIE U3 [IETH

nmuckMa. Eciu 310 cyry6o nHbOpMATHBHOE MUCHMO O XapaKTepe AeITeIbHOCTH OTIPABHUTENS, TO KPATKO
n3jarac€Ttcsl HCTOpHUA BO3HUKHOBCHUA MPCANIPUATHSA, OpTraHU3aluud WU (1)I/IpMI)I OTIIPAaBUTCIIA, HX
pasBUTHS, CYIIHOCTh JESTENbHOCTH B HacTosimiee BpeMs (pojb Ha PBIHKE, O0BEMBI peaiu3alud U
HEKOTOPBIN IPYToil CTAaTHCTUYECKUH MaTepwai, He SBIIONIMKACS KOMMepUYeckoil TaitHoil.) Ilocie dero
(hopMyIUpyeTCS MPeIoKEHNE O COTPYTHUYECTBE, MPOJaKe TApTHH TOBAPOB, OKa3aHUE YCIYT U T.1I.
Ecnn mucebMO HOCHT OTBETHBIM XapakTep, TO B 3aBHCHUMOCTH OT I€PBOHAYaJbHOTO MOCIAHUS OT
3apy0eXHOIl CTOPOHBI, BO3MOXHBI OTBETHI Ha MOCTABJICHHBIE B IINCHME BOIIPOCHI, BHICKA3bIBAETCS MHEHHUE
0 BO3MOXXHOCTH JaJIbHEHIIET0 COTPyIHWYECTBA JHOO 00 OTCYTCTBHHM TaKOW BO3MOKHOCTH,
OTIPENIEISIOTCS] BCTPEUHBIE MTPEI0KEHNUS.
Ecnu mrcbMo HOCHT XapakTep pearupoBaHUsl Ha OTKPOBEHHO HEAPYKECTBEHHYIO aKI[UI0 WHOCTPAHHOTO
nmapTHepa — HecoONIO/IeHHE CPOKOB IJIaTe)a, HEBBHITIOJHEHHE B3ATHIX Ha ce0sl 00sA3aTeNbCTB, Ipyrue
)Z[eI\/'ICTBI/ISI, YIIEMJIAIOIIXUE IIpaBa OTEeYeCTBEHHOU CTOPOHEI, TO BCTYHHTCJIBHBIP‘I KOMIIVDIMMEHT MOKHO
HECKOJIBKO IPUTYINTh. [Tocie 3Toro ciefyeT BeIpa3uTh HEJOYMEHUE 10 MIOBOAY AEHCTBUI HHOCTPAHHOU
CTOPOHBI H COXXaJleHHe O mpoucmenmeM. lIpu 3TOM oOIeHKa CIyYWBIIETOCS W BBIBOJBI, JIaxe
HampaBJIeHHBIE Ha MTOJHBIA pa3pbiB OTHOIIEHUH, HE TOJDKHBI HOCUTHh PE3KOT0 XapakTepa. B aTom ciydae
YMECTHBI O60pOTI)I TUIA: «C COXAJICHUCM BBIHYXJCHBI IMPEPBATH HAIIU I[aJ'II)HeI\/IIIHI/Ie KOHTaKTbD», «K
HallleMy COXKaJIeHHIO, 3TO MOBJICUET 3a cO00H HEOOXOAUMOCTh OOpaleHns B cy1eOHbIe OPraHb» U Ip.

OO0mas xapaKkTepHCTHKa OCHOBHOM YacTH JIE€JIOBOTO MUChMa [OJDKHA OTBEYATh TPEOOBAaHUSAM
B3BCIICHHOCTHU, KPATKOCTHU, NOCTYITHOCTH WU OAHO3HAYHOCTH IIOHUMAHUA TCEKCTA. Tekct JOJIDKCH OLITH
pa3duT Ha CMBICIIOBBIE a03allbl, YTO 00JerdaeT 00paboTKy KOPPECTIOHACHIIMN M BOCTIPHSITHE COAEPKaHHS
tekcra. [Ipu moaroroBke Tekcra Hambosee IeIecooOpa3HO HCIONb30BaTh YCTOSIBIIMECS MUCHMEHHEIC
IITaMIlbl, KOTOPBLIC CHOCO6CTBYIOT JydlmieMy IOHHMMAaHUIO TEKCTa, €ro YHI/I(i)I/IKaHI/II/I B onpe):[eneHHof/'I
CTCIICHU CBUACTCIBCTBYET O BBIXOAC OTIIpaBUTEIA IIMCbMa Ha COOTBeTCTBYIOIlII/Iﬁ YPOBCHB
MeXIyHapomHoro oOmenus. [lucbmMo, Ha HETPagUIIMOHHOM «HEIEIIOBOM» SI3bIKEe, MpPH Bcel
0€3yYKOPH3HEHHOCTH JIMHTBUCTHYECKOTO O(OPMIICHHS CO3[JaCT BHINMOCTH HENpogecCHOHATN3Ma €ro
WCTIOJIHUTENSA, UYTO Cpa3y K€ CKAXKETCS HAa OTHOIIEHWM K MOTEeHIHalbHOMY mnapTHepy. IlosTtomy, Bce
MNpU3bIBbl K «HETPAAUIIMOHHOMY, HeI/I36I/ITOMy mTaMIiiaMu  A3bIKY» B JaHHOM CiiIydya€ COBCPIICHHO
HEyMecCTHBI. V3MUIIHEe TOBOPUTH O TOM, YTO TEKCT NMHAChMa JOJDKEH OBITH BBRIYUTAH HA TPEAMET HATUIHS
oporpadugecknx ommuOOK M OMEeYaTOK — OHH a0COTFOTHO UCKITIOYAFOTCS!

B 3akiroueHre OCHOBHOW YacTH MUCHMa JOJDKEH COACPKATbCSA 3aKITIOYMTENbHBI KOMIUIMMEHT.
Takol KOMIUIMMEHT NPU3BaH BHECTH BOCXOISAILIMHA 3J€MEHT B (MHAJIBHYIO YacThb MHChMa U MOMOYb
chopMHUpOBATH TO3UTUBHOE MHCHHE O TIMCHME B €T0 aBTOPaXx.

TaK, TPpaAUIHUOHHBIM ABJIICTCA BBIPAXXCHHUEC HAIACK/IbI Ha z[anLHeﬁmee COTPYAHUYECTBO, HA TO, 4YTO
M3NOKeHHass WHpOpMaIs B MUChMe OyAeT Toje3Ha W TMOCTYXKUT B JANbHEHIIeM Il PacUIupeHUs
B3aMMHBIX CBsi3ell. B 3aBHCHMMOCTH OT YpOBHS IMOATOTOBKM MHCHMa, BaXHO BKIIOYHTH (ppa3zy THIa
«IIOJIB3YACH CllydacMm, €IS pa3 MPUMHUTE HAlllM YBEPECHUA B TOTOBHOCTH I[aJII)HeI\/'IHIeI‘O B3aMMOBBII'OHOI'O
COTPYAHUYCCTBA», MBI C HaI[e)KZ[Oﬁ CMOTpPHUM Ha MNECPCIICKTUBLI HAIIECTO I[aJII)HCI‘/'IIHCI‘O COTPpYAHHNYCCTBA»
u 1.0. Ecnmm mmceMo anmpecyeTcs MONydaTeNto, C KOTOPBIM ellle He OBIIM YCTaHOBJICHBI JENIOBBIC
KOHTAaKTBl, TO 3aBEPUINTh OCHOBHYIO YacTh MOXXHO YBEPEHHOCTHIO B TOM, YTO TPEIIIOKEHUS,
HU3J10KCHHBIC B IIHUCHMC, 6I)I.J'II/I HWHTCPCCHBIMU, H&[{C)KILOI‘/'I Ha CKOpPOC IMOJYUYCHHUEC OTBETA U YCTAHOBJICHUC
PEryJSIPHBIX KOHTAKTOB B OYAyILIEM.

Jlaxe eciii MUCHMO HOCHT HETATUBHBIA XapaKTep W O3HAYaeT Pa3phbIB JEJIOBBIX KOHTAKTOB, HE CIEAYET
n30erarh 3aKII0YUTEIHPHOT0 KOMIUTUMEHTA. B 3TOM citydae MOXHO cOpMyIHpOBaTh Oojiee aOCTpaKTHBIN
3aKJIIOUNTENbHBI KOMIUIMMEHT W CBECTH ero K (pasaM Tuma «OJHOBPEMEHHO MBI CBHUAETEILCTBYEM
CBOIO OTKPBITOCTb JJISl IEJIOBOTO COTPYJHHUYECTBA B Oyaymiem». B aToMm cirydae mpu Bcell HEraTUBHOCTH



CoJlep KaHMsI THUChMa IMOJIYyYAaTeN0 JaeTCs IAHC B Cllydae M3MCHEHUS CBOEH IMO3UIIMH, YCTPAaHCHUS
HEJPY>KECTBEHHBIX JNEHCTBUU W T.Nl. BEPHYTHCA K JEIOBOMY COTPYAHHYECTBY C OTIpaBUTENEeM. XOT,
€CTeCTBEHHO, B TIOCJIEIHEM CIydae 3aKIIOYMTENbHBI KOMIUIMMEHT B OOJBIIEH CTENEeHH SBISETCA
MPU3HAKOM XOPOILIEro TOHA, YEM JEHCTBUTEIBHON HAIEKIOM HA MTPEACTOSIIEE COTPYAHUYECTBO.

Bo MHOrHX ciydasx nepes 3aKIFUUTEIbHBIM KOMIDIIMEHTOM B IIHCBME MPHUCYTCTBYET (pasa, B KOTOPOH
coobmraercs HOMep Tenedona, haMUIUS W JOJKHOCTH JIHIA, KOTOPOE MOTJIO Obl OTBETHTH Ha BCE
BO3HHKAIOIIHE BOMPOCHL. [Ipu 3TOM Takas ¢paza Takke CTPOUTCS B MaKCHMAaIBHO JOOpPOXKeIaTeIhHOM
TOHE» TPU HEOOXOIUMOCTH HE OTKa3blBaTE B BO3MOXKHOCTH IO3BOHUTH HAIIEMy MEHEDKEpY IO
BOIPOCAM peau3allil W YTOYHHTHh BCE BO3HHUKAIONIME BOMPOCHD. 3MIECh K€ YKa3bIBaCTCS HOMeEp
TenedoHa.

COMPLIMENTARY CLOSE

SAKITIOYUTEJIbBHA S ®OPMVYIJIA BEXJIIMBOCTU

B nemoBoii mepenucke MpUHATA ONpeeieHHas popMa 3aBepIIeHns IChMa WM TeJeKca, T.e. BCIIeH 3a
OCHOBHBIM TEKCTOM MUCHhMa CJICYET 3aKII0UUTENIbHAsS (POopMyia BEKIMBOCTH, KOTOpas Pacroiaracrcs B
paBoy yacTu JucTa. [1o cBoeMy CTHIIIO U TOHY 3aKIIOYUTEIbHBIC (DOPMYJIBI BEXKIUBOCTU JIOJIKHBI OBITh
TapMOHUYHBIMHU OOPAIICHNIO0 U OCHOBHOMY TEKCTY MUChMa. Tak, eciu MMChbMO HAaYWHAETCS CJIOBAMHU:

Dear Sirs, VBaxkaemble rocroja!
Gentlemen: T'ocnopal

TO TPEIOYTHTEIILHBIMU OYIyT 3aKIIOYUTEIbHBIC (OPMYITBL:
Sincerely yours Uckpenne Bamr

Yours faithfully C yBaxkeHHEM

Hawnbonee pacipocTpaHeHHBIMH SBIISIOTCS CICAYIONIHE (POPMYITbI BEKITUBOCTH:
Yours faithfully,

Yours truly, Crporo

Yours very truly, ounmansHO

Very truly yours,

Yours very sincerely,

Yours sincerely, OdunuansHo

Sincerely yours,

Very cordially yours,

Yours cordially, Menee

Cordially yours, oduIHaTBHO

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

Kak yxe oTmedanoch, aMepWKaHIIBI CKJIOHHBI CHIDKaTh (DOPMANBHOCTh KOPPECIIOHACHIIMH W YacTo
HAYMHAIOT JICJIOBBIC MHUChbMa C OOpalleHus M0 MMEHU. B 3TOM ciywae 3akimouuTenbHas (opmyiia
BEIJIMBOCTH UMEET MeHee O(UIHATILHBINA XapaKTep:

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

Onnako Takue GopMyIibl 6oJiee TpaTUIMOHHBI [Tl HEO(DUIUATBHBIX ITHCEM.

Nnoraa B 3aKmoYUTENBHYIO (DOPMYITy BEKIMBOCTH BXOAAT J0OABICHUS:

We hope to hear

from you soon Haneemcst Ha ObICTpBIN OTBET

We look forward

to hearing from you C HereprieHHEM JKJeM OTBETa

[Mocne 3akmrounTENBHOM (HOPMYITBI BEXKIMBOCTH BCETJa CTABUTCS 3arisiTasl.

SIGNATURE

I[MOAIINCH

HCJ'IOBI)IC IMUChbMa MNOANUCBIBAIOTCA OT PYKU YCpHUWIAMHU, YETKO U pa360ptho. HOI{HI/ICI) BCEraa JOJDKHa
ObITh OfMHAKOBa Mo CcTWwio. I[log mnoamucelo OOBIYHO TeyaraeTcss (amminsg W JTODKHOCTh
MOIUCHIBAIOMIET0 NHChMO. [lox  3akmouuTensHON  (OpPMyNOH BEXKIMBOCTH  (BBIIIE  ITOMIKCH)
IIPONMCHBIMU 6yKBaMI/I IIeyaTacTCss Ha3BaHUC q)HpMBI HJIKM OpraHyu3anunu, 3a KOTOPYIO aBTOp MOANHNCBEIBACT
MIHCHMO.



Ecmm ABTOp MOAMNMUCHIBACT OT UMCHH U 110 NOPYUYCHUIO KOMIIAHWW WUJIK APYTOro Juvua, yHOTpC6J'I§IIOTC$I
cimoBa the per pro = p.pro = p.p. (short of procurationem) «mo mOBepeHHOCTH» Tepea Ha3BaHHEM
KOMITAaHUH WIH (DaMHITAEH. DTO COKpAIEHUS OT JJATHHCKOTO BBIPKEHUS “TIO MOBEPEHHOCTH . YenmoBek,
HOI[HI/ICI)IBaIOHII/II\/'I IIUCbMO 3a KOFO-JII/IGO, YIIOJIHOMOYHMBACTCA Ha 3TO O(I)I/IIII/IZUH)HI)IM IOPUANYCCKUM
JIOKYMEHTOM (JIOBEPEHHOCTBIO).

Nuaue yrotpebnsercs Beipaxenue “For” “3a m ot umeHn” nepen haMuiInei JTulia WK Iepeax Ha3BaHuEM
CI)I/IpMI)I. Ecmm mucemo IIOANHMCHIBACTCA JIMIIOM OT MMCHH KOMIIAHHMH, OHO JOJIXKHO OLITh HAIMCAaHO B
MIEPBOM JIMIE MHOKECTBEHHOTO YHCJIA.

Wnu MOXHO BBIpa3uTh 3TO HHAYE!

€CIIM TIMCHMO THIIETCS OT TEPBOTO JIMIA MHOXECTBEHHOTO YMCIIA, TO MOCTE 3aKITFOUUTEIbHON (HOPMYJIIBI
BEXKIIMBOCTH CIIe/IyeT nieyarath HazBaHue ¢pupmsl (B/O) ¢ npeamorom “3a”, 3arem nmoanuce. Hampumep:

Yours faithfully, C yBaxkeHueM,

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

(I.Pavlova) (M.IMaBnoBa)

Director Hupexrop

N

Yours faithfully , C yBaxxeHHEM

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

F. Howard ®. T'oBapn

Secretary Cekpetapb

REFERENCE INITIALS
YKA3AHUE HA NHUIINAJIbI ABTOPA
OtcTynuB [Ba MHTEpBaNa OT IOANUCH B JIEBOW YacTH MUCHMa MPOCTABIIAIOTCS WHHIUAIBI aBTOpa M
CeKpeTapsl WJIM MAalIMHUCTKW. VHWIMambel aBTopa MEeYaTaloTCsl MPONHCHBIMH OYyKBaMH, HWHHUIHAJIBI
WCTIOJIHUTENSI — CTPOYHBIMH. MHHMIIABI aBTOpaA M UCTIOJIHUTEINS PA3eIIAIOTCS 3HAUKaMHU / HIIH
Hanpumep:
Sincerely Yours,
Edward P. Graham
Secretary
EPG /km
ENCLOSURE
YKA3AHUE HA ITPUJIOKEHUE K ITUCBMY
YacTo K Je0BOMY MHCBMY MOTYT MPHJIAraThCsl Pa3ivyHble JTOKYMEHTHL. B 3THX cilydasx HEeoOXO0IrMMO
clienaTh yKazaHue Ha MPUIOKEHHE K MAChMY. DTO YKa3aHUE TIeYaTaeTcs B JICBOM HIDKHEM YTy BCIEH 3a
WHHULIMAJIaMH aBTOpa McbMa U ucronHurens. Hanpumep,
Sincerely Yours,
Henry Powell
Director
HP : vd
Enclosure : Insurance Policy
in triplicate
Hckpenne Bau,
T'enpu [Taysnn upexrop
I'Tl: B
[Ipunoskenue: cTpaxoBoi MoIKC
B 3-x sk3emmuisipax
Hapsiny ¢ monHoit ¢opmoit ciioBa Enclosure ynorpebnsiercs u ero cokpainenue — Encl. Eciau umeercst
HECKOJIBKO TPHIIOKEHUH, TO YKa3bIBAETCSl MX YUCIIO.
2 Enclosures:
2 IPUIIOKEHUS
2 encl.:
Pexomenayem mepeyncinTs JOKYMEHTHI, IpUiaraeMele K mucbMy. [Ipu nepeunciennn Bce CIoBa, KpoMe
MPEAJIOrOB IUIIYTCS C 3arIaBHON OYKBBI.
Hampumep,
4 Encl.: Invoice 4 Tpunoxenus: Cuet-gpaxrypa
Insurance Policy CrpaxoBoii moamc



Certificate of Origin CepTudukar nporucxoxICHHs
Capitan’s Receipt Pacriucka xanmurana

POSTSCRIPT
[NOCTCKPUIITYM
OOBIYHO B [IENOBOH MeEpenucKe MOCTCKPUNTYM He BcTpeuaercs. OH WMHOIZA, NpaBaa, BCTpedaeTcs B
KOMMEPUYECKHX MHChMax, KOrJa MUIIYIINH X0YeT 0C000 BBIIEIHUTH BONPOC, O0CYKAAeMBIi B IHCHME.
[TocTckpuUNTYM HauMHAETCS C JIBYX 3aryIaBHBIX JATHHCKUX OykB P.S. wmm PS ( = mat. post scriptum
“Ilocne HamMCaHHOTO”) M pacroyiaraeTcsd B JIEBOM YacTH NHChMa WM YKa3aHWS Ha TPHIIOKCHHE.
[TocTckpunTyMm, Kak NpaBHiIO, HE MOANUCHIBACTCS, B €r0 KOHIIE aBTOP MPOCTO CTAaBUT CBOM MHUIIHAJIBL.
Penko, HO B JKM3HM BCTPEYAIOTCS HENPEIBHICHHBIE OOCTOSTEIbCTBA, KOTJA IMHUCBMO YXE T'OTOBO K
OTIpaBKe, HO MIPOUCXOHUT COOBITHE, O KOTOPOM HENPEMEHHO HYKHO coo0muTh. Hanpumep:

Sincerely yours,
Henry Davis

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

Hckpenne Baiu

I'enpn [leiiBuc

Ypapistonui 0TAEI0M

COpITa
I'l|ac
[1.C. Ham nupexTop momnan B katactpody. ..
PARTICULAR ADDRESSORATTENTION LINE
YKA3AHHUE HA JIMLO, KOTOPOE IIO XEJIAHUIO OTIIPABUTEJIA JAOJDKHO ITPOYECTD
JAHHOE ITMCbMO
OObBIMHO pacrionaraeTcss Ha JBE CTPOKM HHXKE BHYTPEHHETO ajapeca. PacmpocTpaHEHBI ClieAyromue
(hOpMbI HATTUCAHUS
Attention: Mr. R. W. Stoll, Export Manager
Attention of Mr. R. W. Stoll

Attention of Export Department
Mr. R. W. Stoll, please
Attention Mr. Cave
Attention of Purchasing Manager
OTa CTpOKa MPU3bIBAET K OCOOOMY BHHUMAHHIO OMPEICIIEHHOTO YeNOBEKa, YacTO C IIeNBI0 YCKOPEHHS
paccMOTpEHUs TIHCHMa.
SUBJECTHEADING ORCAPTION
YKA3AHUE HA COAEPXKAHUE ITMCbMA
OObBIYHO TI€YaTaeTcs Ha JIB€ CTPOKH HIDKE BCTYNMHTENBHOTO oOparieHns. Ero Bcerga BBIACITSIOT, 9TOOBI
yierde OBIIO Pa3dUpaTh MOUTY W HANPABIATh MUChMa afjpecaTaM, Harmpumep:
Subject : Personnel Changes
Subject : Your Retirement Plan
SUBJECT : Your Retirement Plan
Re : Your Order of July 14, 1989
Price Reductions
Re B nepeBoze 03HauaeT “OTHOCUTENBHO, KACATEIBHO™
REFERENCE NUMBER
YKA3AHUE HA CCBUIKY
Jiis obneryeHnst IEPENyCKH M COKpAIleH!s] BPEMEHH Ha MOWCK HEeOOXOAWMOW TOKYMEHTAIH JIeJI0Bast
KOPPECTIOHACHITNS OOBIYHO HMEET CBOW pPEruCTpallOHHBIA HOMep. HoMep mokyMeHTa, Ha KOTOPBIH
CCBLIAETCS aBTOP MMHUChMa, UJCT MOCIIE CIIOB
Our Reference : (Our Ref. No)
Your Reference : (Your Ref. No)
KOTOpBIE, KaK MPaBUI0, MUIIYTCSA PSIOM CO CTPOKOH MaThl MIIM HaJl BHYTPSHHUM aIpecoM.
Ecnmu nannas wH(boOpMaus OTCYTCTBYET, TO aBTOP MUChMa MOXET CChUIATHCS HA HOMEp JIOKYMEHTa B
Hayvaje TeKcTa nmucbMa, Hampumep:



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

VYKA3AHUE HA KOITMU, OTTIPABJIEHHBIE T10 IPYTUM AJIPECAM

Ecnu, kxpome azipecaTa, KOMUH NHChMa MOJTYYaT JIpyTUe JIHIA, TO Takas MOMETKa JOJDKHA OBITh CclieaHa
Ha O/IMH-[[Ba MHTEpBaJla HWKE YKa3aHUs Ha TPUIIOKEeHHE K muchbMy. Hanpumep:

Copy to Mr. M. G. Emhart

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

The Osaka Chamber of Commerce and Industry

LOCATION OF BUSINESS LETTER PARTS

PACIIOJIOXKEHUE YACTEN IHMCHMA

B anrnmiickoM NHCBMEHHOM MEJIOBOM JTHKETE HET €AMHOTOo 00paslia paclojIOKEHHsS BCeX dYacTei
nucbMa. CyIecTByeT HECKONBKO OPM, M3 KOTOPBIX Hanboee yHoTpeOUTeNbHBIMHU SIBIISIFOTCS JIBE.

1. bounas ¢opma (Block form ). OcHoBHast 0coO€HHOCTB 3TO (HOPMBI AETOBOrO MHCHMa 3aKIII0YAETCS B
TOM, 4TO BCE €T0 YaCTH, 32 HCKIFOUEHHEM aJIpeca OTIHPABUTEIIS, 3aKIIOUATENLHON (OPMYITBI BEXKITUBOCTH
W TIOJIIIMCH, HAYMHAIOTCSI HETIOCPEACTBEHHO OT Kpasi JIEBOTO MMOJIsl; OpocaeTcst B Ila3a TaKKe OTCYTCTBHUE
KpacHO CTPOKH B Hayajie KaXaoro ad3ara.

2. CymectByer u npyras (opMa pacHoJIOKeHHs MUCBMEHHOTO Marepualia, KOorja CTPOKH ajpeca
OTHpaBUTEIS] M JlaTa, a TaKkKe ajapeca MoJydaTesss W 3aKIIOYUTEIBHOW (POpMYIBI MEYaTaroTcsl C
orctynamMu. OCHOBHOW TEKCT MUCbMa TakKKe I[edaTaeTcsl ¢ ab3alHbBIMH OTCTymaMu. JTta Qopma
HazbIBaeTcs “3youaroit” (indented wimu step form)

B koMMepueckoil KOppecIOHICHIMH CYIIECTBYIOT U APYTHe CIIOCOOBI KOMIO3UIIMOHHOTO O(OPMIICHHS
JeTIOBOro muchbMa. HekoTopble M3 HUX — HEOOBIUHBIE, OpPOCKHE — HCHONB3YIOTCS Ui TOTO, YTOOBI
MpUBJIeYs BHUMAaHUE YUTATENs K PopMe MrceM, COAepKaIluX HHPOPMAIHIO PEKIIaMHOTO XapaKTepa.
EXAMPLES OF WRITTEN COMMUNICATIONS

IMMPUMEPBI INCBbMEHHBIX NMITAMITIOB

JUIS1I HAYAJIA TTMCBbMA OPENING PHRASES

Me! nosyunnu Bamie nucemo or. .. We have received your letter of...

biarogapum 3a nucsMo oT ...
biraronapum 3a Bame nucemo
ot 15 mas...

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

Bonpmroe cnacubo 3a Bame miuceMo Many thanks for your letter

Bb110 0ueHb NPUATHO y3HATH, YTO. .. It was good to hear that...

S1 6611 OB OYCHB OJIarogapeH,
eciu Obl BhI. ..

I should be grateful if you would...

B otBer Ha Barre nmucemo or... (Ipock0y)...

[To Bameit mpockOe MbI BICTamN Bawm. ..

Pagsl cooOmmTs BaMm, 4to...

[Tumry ¢ Tem, 94TOOBI BBIACHUTD (3aKa3athb). ..

MBI OueHb 3aMHTEPECOBAHHI B...
Ccroutasgch Ha Bamr 3aka3

Xorenock ObI J0OABHUTE, YTO. ..

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...



ME&I oueHb pajipl Y3HATh, 9TO Bl We are very gratified to learn

3aWHTEPECOBAIUCH HAIIHM ... that you are interested in our ...
Xorenochk 0b1 00patuTh Bare We should like to draw your
BHUMAaHHUE Ha... attention to...
[Noxamnyiicta, cooOIUTE CBOM Please let us have your
yKa3aHus 0 JOCTaBKe instructions for shipping
[lonTBepxaaem Harr 3aka3 OT... This is to confirm our order of...
Bame nucemo ¢ npusioxeHneM Your letter enclosing (stating
(YxazaHueM, Ipoch00ii 0...) that..., asking us to do....,
PaccMOTpPEHO requesting us to do...,) has

been considered (given proper attention)
B otBet Ha Barie nucsmo oT. .. In reply (in response) to your letter of ...
B moarBepxnenue Hamrero (1x) In confirmation to our (their) telephone
Tene)OHHOTO pasroBopa (mepe- conversation (talks, held in ...) we
TOBOPOB, COCTOSIBIITHIXCS B ...) inform you that...

coo0I111aeM, YToO...

Cchlnasich Ha Hallle TUCbMO OT. .. With reference to (Referring to) our

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

BHOBB ccblasch Ha ... With further reference to...

Panbr coobmuts BaMm, 4ro. .. We are pleased (We are glad) to inform you
that. ..

We have pleasure in informing you that...

K coxanenunro, BBIHYXICHbI We are sorry (We regret) to have to
HANOMHUTHL Bawm, 4uro... remind you that...

W3 Bamero nuceMa MBI y3HaJH, 9To. .. We learn from your letter that...

B cBs13u ¢ HAIIMM MUCHMOM OT ... In connection with our letter of....

U B MOATBEPKACHUE TEIETPAMMEBI OT ... and in confirmation of our cable of...

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

CBA3YIOIIME 2JIEMEHTHI IMCBMA  BINDING PHRASES

Mgl BBIpakaeM YBEpPEHHOCTb B TOM, 4TO... We express confidence that...
MBI COBEPIIIEHHO YBEPEHHI. .. We are sure (confident) that...
OmHOBpPEMEHHO XOTeNH Obl At the same time we would like
HAIIOMHUTHL Bawm, 4To... to remind you that...
CuntaeM HEOOXOAUMBIM We find (consider) it is necessary
(BasKHBIM, T1€JIECO00pPA3HBIM) OTMETHTH. .. (important, reasonable) to note...
[ToMuMoO BBIIIEYKA3aHHOTO. . . Apart from the above...

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



Mp1 ObITH OB pajibl UMETh BO3MOXKHOCTb. . .

[Tonb3ysch BO3MOXXHOCTBIO
HaIrIOMHUTB, YTO...

Camo coboit pazymeercs. ..

Oopamaem Banre BHuMaHue Ha
TOT (pakt, 4TO

BBuay BBIIEU3I0KEHHOTIO. ..

B cBA3u ¢ aTUM...

B cBs3u ¢ Bameit mpock00ii. ..

B cBs13U ¢ BBIIIEU3I0KEHHBIM. ..
Jleno B TOM, 4TO...

B croxuBmmxcst 06CcTOSITEIHCTBAX. . .
[To Bamemy MHEHHUIO. ..

B cootBeTcTBUM ¢ Bameit nmpocs00ii. ..

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

Hanee Bol numiere

bonee Toro...

Tewm He menee. ..

B nepByto ouepensb. ..

DaKTUYCCKH. . .

Kpowme Toro...

B nononHeHue x HaeMy MUCbMY OT...

Mzl BBIHYXX/ICHbBI HAIIOMHUTDH
Bawm, uTo...

HNmeem yn0BONIBCTBUE IPEMIOKUTH Bam. ..

Bam, HeCOMHEHHO, U3BECTHO, YTO...
OueBnnHo, Bam n3BecTHO, 49TO. ..

[MpunaraeM KOMUIO MUCHMa HUPMBEI. . .
IO TTOBOTY ... (B CBSI3HU C)....

[IpocuM NpuHATE BO BHUMaHUE
(yuects), uToO...

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, UCTTOJIB3YEMBIE B KOHIIE [TMCHEMA

CLOSING PHRASES

M1 Oynem npu3HaTeNTbHBI 32 We early reply will be appreciated...
OBICTpBII OTBET...

[Ipocum oOpamaThCs K HaM, If we can be of any assistance please
ecim Bam nmotpebyercs do not hesitate to contract us...
MOMOIIIb (COAeHCTBUE). ..

Haneemcs nonyunts Bam We are looking forward to hearing
OTBET B OMKaiiieM Oyaymiem. .. from you...
We expect your early reply...
We expect to hear from you in the
nearest future

MsI xotenu Okl 3aBepuTh Bac... We would like to assure you...
Haneemcs mommepkathb We wish (would like) to maintain
COTpYJHHMUECTBO ¢ Bamu... cooperation with you

Bynem mpusHatenpHBI 3a ObICTpOE Y our prompt execution of our order
BBITIOJTHCHUE HAIIIETO 3aKa3a will(would be) appreciated

MBI He 3aMeIUM CBSI3aThCSA C We shall not fail to contact (to get
HAIIMMHU OPTraHU3alUIMHU in touch with) our organizations
(TPOEKTHBIMH OpPTaHU3ALUSIMH, (design organizations,
3aBOJAMH-TTPOU3BOIUTEIISIMH) manufactures)

Bomnpocs! u 3ananus:

1. IloaroToBbTECH K 0OCYXKIESHUIO TEOPETHUECKOTO MaTepraa.

CTpyKTypa AeI0BOro MHChMa:

1. 3arosoBok.

2. JlaTa mucema.

3. HaumeHnoBaHue u aipec moxydaTens mucbMa (BHYTPEHHUH apec).

4. IlpuBetcTBUE.

5. OCHOBHOM TEKCT MHCHMA.

6. 3axirounTenbHas GOPMYIIa BEKINBOCTH.

7. Iloamnuce.

8. Ykazanue Ha IPUIIOKEHHUE (€CTTH UMEETCS]).

[one3unsie Boipaxkenus B jnenoBoiri mepernucke (Helpful Expressions in Business Correspondence):
IMpoceorr  (Requests), Broipaxenune coobmenus, Breipaxxenne Hagexnasl (Expressing Hope),
brnaromapaocts (Gratitude), M3Bunenms (Apologies), Bripakenne ueymoBneTBopeHus (Expressing
Dissatisfaction), OTBeThI Ha Bompoch U ipepioxkeHus (Responding Questions and Proposals).

2. OTBETHTE Ha BOMPOCHI:

1). Ha3oBuTe OpUTaHCKUI M aMEpUKaHCKHUN SKBUBAJIEHTHI pycckod abOpeBuaTypbl OOO (obmiecTBo C
OTPaHWYCHHOW OTBETCTBEHHOCTHIO).

2). Kax B Ha3BaHMM (PUPMBI OTpaXKaeTCs TO, YTO OHA MPEJCTABIAET cOO0I MapTHEPCTBO ABYX WM Oosee
monen?

3). Uro yka3bIBaeTCs B 3ar0JIOBKE ITHChMa?

4). O yem rOoBOpPHUT HOMEp TOKyMeHTa?

5). I'me u xak yka3pIBaeTcs 1ata nmucbma?

6). Kax nmmeTcst BHyTpeHHUI ajpec (agpec moixydarens)?

7). Kakue BexxnuBsie ¢hopmbl oOpareHus (M B KaKUX CIydasix) YKa3bIBaloTcs nepen hamunmeit anpecara?
8). Hanmmmre npou3BonbHEBIN BapuaHT aapeca noiydartens B CIIIA, BenukoOpuranuu, Kanane, ogHoit
u3 crpal EBporsl.

9). Uro mmmeTrcs B HavanbHOM ab3ame mucbMa? JlaiiTe cBOM BapHaHT HadalbHOTO ab3ama IMUChMa,
KOTOpPOE BbI IIHUIIETE B OPTaHU3AIHMIO TI0 MEKIYHAPOIHOMY OOMEHY CTyJIEHTaMH € MPOCKOOH COOOIINUTh
BaM YCJIOBUSI y4yacTusl B MPOrpamMMe JIETHETO OOMEHa M BO3MOXXHOCTH MopadoTaTh B JIETHEM Jlarepe B
CIOA?



3. BeimosauTe 3agaHus.

1. CocTaBbTe MUCHEMO-3aIIPOC OT CBOEH OpPraHM3alNN O BO3MOXKHOCTH TIOCTaBKH CIIOPTHBHON 00yBH
JUUIS1 FOHOLIIEH U JIEBYIIIEK.
2. Hanumure oTBET Ha 3ampoc O MOCTaBKE CIHOPTHUBHOM 06yBH C IMOATBEPKIAECHUEM T'OTOBHOCTH

OKa3aTh MOMOIL M IONBITKOM YOEIUTh HOBOTO KJIIMEHTa B TEPCHCKTUBHOCTH OTHOIICHHWN C Ballen
KOMITaHHEMN.

3. CremaiiTe 3aka3 Ha TMapTHIO TOBapa C MOATBEPKIECHHUEM YCJIOBUH IUIaTexa, 0OpaTHB BHUMAaHHE
MOCTABIMKA HA CIIOCO0 YMaKOBKH.
4. Ob6partutech B prupMy, mocTaBisoLIyio 000pyJ0BaHHUE Ul IPOU3BOACTBA MeOenH, ¢ MpockOoil 0

MPEIOCTABJICHUHA BO3MOXXHOCTH TOJYYMTh MX MPOAYKIHIO B KPeAUT. YOEIUTE MOCTABIIMKA B Balleh
HaJIe’)KHOCTHU Kak MapTHepa.

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

6. Coo0mytTe cBOEMY KIMEHTY-UMIIOPTEpY 00 OTHIpaBKe Tpy3a aBTOMOOHIBHBIM TPaHCIOPTOM,
yKa3aB JeTall yIaKOBKH, BEC, CTOMMOCTb U IIPOYXE JIETATH COMPOBOJUTENbHON JOKYMEHTAIUH.

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

4. Answer the following question:

1. What are the parts of the Business letter?

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

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

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

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

6. What should you remember about enclosures?

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

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

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

Dear Sir:

Messrs

Dear Mr. Brown,

Dear Madam,

Gentlemen:

Dear Mrs. Popov,

Dear Mrs. Brown:

Dear Dr Harris

6. Write the following dates in English:

3.1.2012, 9.3. 2010, 24.4. 2011, 23.VL 2011,
5.2.2012, 22.V. 2013, 29.VIL. 2013, 5.8.2013,
1.9. 2009, 7.10. 2009, 19.12. 2012, 2.11. 2013

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

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

b) na pupmy «Jlonnon Meran» B Jlonmone H.B.7, mo ynue Jleitn 37, Ha nMs cekperaps;

B) na dupmy «lxon Bpayn», myGinunas xomnanus, B JIOHOOHE (CeBepO-BOCTOUHBIM CEKTOp 5), MO
yiune XonbopH, 1om Ne27, r-ny Jx. bpayny;

I') B Manuecrep, 15, yn. Pen Poya, nom Ne37, na ¢pupmy bpayn Bpa3ses;

1) B Jlusepnyins, 16, yn. Japsun Poax, nom Ne64, dpupme «Becren Metan Ko Jlumuteny, r-xe Matu
Hapsus;

E) B Bectdopn, rpaderso Xemmmmup, yi. bur Poya, nom Ne33, pupme «Cmut u Can JIta». Baumanuio -
Ha bpayHa.

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

A) B aHTTIUHCKYIO IMTyOJIMIHYIO KOMIIAaHHIO;

b) B aMepuKkaHCKyI0 KOPITOPAIIHIO;

B) cexperapro — skeHIIMHE;

I') cexkperapro KoMIaHuy;



1) muccuc J1. JIxoHCOH;

E) mucc E. I'pus;

) r-ny Ctoky (B amepukaHcKoi (opme);

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

W) cexperapio (B aMepHKaHCKOH hupme).

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

A) Tucemo Hamucano 25.4.2012, dupme «Bpayn Bpases JItay mo agpecy: Anrius, rpaderso Mopkump,
ymuua Anenep Poya, nom Ne21, mo nmoBogy Bamero 3anpoca ot 15.4.2012.

Hamumure, uto B nononHenue k Bamemy nmuceMy ot 15.4.2013 Bl xoTenu Obl COOOIIUTS €IIle KOe-KaKue
CBeNIcHUS. B 3akirodueHre BBIPA3UTE HANCKIY, YTO YCTAaHOBUTE C (DUPMOU IUIOJOTBOPHBIC JCIOBBIC
OTHOIIICHUSI.

B) IMucemo nammcano 21.11.2013, ¢upme «Jlom Koy (mybnmuunas kommanus) mo azapecy: Horturrewm,
ynuua bumon Poyn, nom Nel5, mo noBoay ux 3anpoca ot 1.11.2013. OtBetbTe, uTO BEI C YI0BOJIBCTBHEM
MOCHUTAETE UM MOCJIEIHUM KaTajor U MPEUCKypaHT.. .. .

B 3akimoueHHMe HANWIIMTE, YTO BbI OXKHJAETE B3aMMOBBITOJIHOW TOProBiM ¢ uXx (upmoii. He 3a0yapte
yKa3aTh IPUJIOKEHHE Ha 8 JINCTax.

B) IIucemo mammmcano 15.12.2013 ¢upme «bpayn Metan Ko» B AHIIHIO, 9TO00BI OHO OBUIO TIPEIaHO T-HY
Cmury.

Anpec: JlonmoHn (ceBepHBI cektop 6), ymuna Xaiireit Bect Xwmi, mom Ne 32, OTHOCHTENBHO
obopynoBanus Mo KoHTpakTy Ne 51. Hamummre, 94ro ¢ coxkameHneM Bam mpuxoauTcs COOOIIHUTH €My,
9T0...

B 3axrouenue momnpocute ero cpoyHo Bam oTBETHTH.

[pakTuuyeckoe 3ansaTue Nell. ConuanabHo-cyke0HAs NepenucKa.
OpranmzanuonHast popma 3aHATHS: TPAAUIIMOHHBIN ceMUHAp.
Lenp: ¢dopMupoBaHHe y CTYACHTOB pPEUYEBOW, SI3BIKOBOM W KOMMYHHMKATHBHOM KOMIETEHIIUH IS
OCYIIECTBJICHUS JIEJTIOBBIX KOHTAKTOB.
B pesynbTaTte ocBOEHUE TEMBI CTYICHT AOKEH
3HaTh: OCHOBHBIEC TPAMMAaTHYECKHUE SBIICHUS, XapaKTepPHbIE IS MPOPECCHOHATFHON PEeUH; IEKCHIECKHE U
CHHTaKCHYEeCKHE OCOOCHHOCTH O(HUIINATHHO-AETI0BOTO CTHIIS B AaHTJINHCKOM SI3BIKE.
YMETh: ONPEJCNATh CTHICBYH NPUHAIUICKHOCTh AHTIMICKHX TEKCTOB O(HIIMAIBHO-ICIOBOTO CTHII,
BHUJIETh XapaKTEPHBIC CTWJICBBIE YEpPThI, YUTATh O(MUIMAIBLHO-JIEIIOBBIE TEKCTHl Pa3IUYHON CTETICHU
CIIO)KHOCTH; CTPOWUTH [HAIOTHYECKYI0 M MOHOJIOTMYECKYI0 pEdYb C HCIIOJIb30BaHHEM Hamboee
YIOTPEOUTENBHBIX JIEKCUKO-TPAMMATHYECKUX CPEJCTB B OCHOBHBIX KOMMYHHUKATHBHBIX CHUTYaIIHAIX
o(pHUIIATBHOTO OOIIEHUS; TOHUMATh JUATIOTHIECKYI0 M MOHOJIOTHYECKYIO pedb [0 U3YUCHHOH TeMe.
AKTyallbHOCTbh TeMBI: 00yCJIOBIIeHa HEOOXOAMMOCThIO OBIaneHus Y K-4.
TeopeTuyeckas 4acThb:
Buel 1enoBoil KOppeCOHACHIIUN

Kaxxnoe nenoBoe NucbMo MUIIETCS C ONPENEICHHON LIEbIO, BBIPAXKAOIIEE HAMEPEHHUE aBTOpPA, T.€.
nepenaTh WK MoNydnuTh nHpopmarmio. C ompeaeneHHON NoJei YCIOBHOCTH BCE MHOXKECTBO JIE€TIOBOM
KOPPECHOHICHIIMK MOXKHO pa30uTh Ha rpynnbl. [lepByro rpynmy o0pa3yroT IeNOBbIe MUChMa, CBI3aHHBIC
C pacnpocTpaHeHneM uHpopMmarmu. JlemoBas JeATENBHOCTh MIpPEIoJaracT pachpoCcTpaHeHHE
vHQOpPMAITM B CBS3W C Pa3IUYHBIMA TPUYHHAMHU: HEOOXOIMMOCTBIO Tepenadn  o(UIHaIbLHOMN
nHpopManu (MHPOPMAITMOHHBIE MTUCbMA), HeOOX0AUMOCTHI0 HHPOPMUPOBAHHUS IAPTHEPOB 0 OU3HECY
U 3aUHTEPECOBAHHBIX CTOPOH B IPOBEACHUU TEX WM HHBIX MEPONPUATHUH WIM O CYIIECTBEHHBIX
COOBITHSIX B cpepe MX WHTEpeCOB (ITUChMa-W3BEUICHHS, MUChMa-TIPUIIANICHIS, THChMa-yBEIOMIICHUS,
MUChMa-COO0INEHUS ), HEOOXOAUMOCThIO HH(POPMHUPOBAHHUS TAPTHEPOB U MOTEHIMAILHBIX MOKYyTIaTeICH U
notpeduTeNnei 0 MpeAOCTaBIsIEMBIX TOBapax M yciayrax (IHUCbMa-NpeJIoKEeHNs, PeKJIaMHbIe MUChMa).
Kax npaBuiio, nenoBsie nucbMa JaHHOW IPYIIBI HOCST UHUIIMATUBHBIA XapaKTep.
Bropyio rpymmy o00pa3yroT AenoBble MHCHEMA, CBA3aHHBIE C OOpalmleHHSAMH K TEeM WIH WHBIM
OpraHu3alusaM, NpeAnpusTHsIM, (Gupmam (B TOM 4YHCIC W MapTHepaM 10 OW3HECY) B CBS3M C
MPHOOPETCHUEM TOBApPOB, OKa3aHHEM YCIIYT WU BBIMOJHEHUEM TEeX WM MHBIX JIEHCTBHHA. DTH MUChMa
MOT'YT HOCUTh KaK MHHUIIMATUBHBIA XapakTep, TaK U SIBIATHCS CIEACTBHEM MOJYYEHUS NIEIOBBIX IHCEM,
OTHECEHHBIX K mpeapiaymel rpynme. Tperpio rpymmy o0pa3yroT AENOBBIE IMHChMA, SBISIOIINECS
OTBETaMU Ha TOJyYEeHHBIC MPEUIOKEHUS W MPOCchObl. YeTBepras Tpymia ACIOBBIX NMHCEM CBs3aHA C
HEOOXOAMMOCTBIO pa3pElIeHUs] BO3HUKAIONIMX B TMPOLECCE JEIOBOTO B3aWMOJEHCTBHS CIIOPOB U



MPOTUBOPEYUN U OTPAXKAIOT Pa3IUYHYIO CTEIECHb M TIIYOMHY MPETCH3UM (0T MUCEeM-HAIIOMUHAHUK 10
mUceM-TpeOOBaHUM W pPEKIaMalMOHHBIX THCEM). B TSTyr0 Tpymmy BXOJST IMUChbMA, CBS3aHHBIC C
BBIPOKEHHEM JIMYHOTO Y4YacTHs [0 pas3iudyHbIM moBojaM. He oTpaxas coOCTBEHHO JElOBYIO
NESITEIbHOCTh, O3TU IHChMa CIOCOOCTBYIOT MOJJICPKAHUIO HEOOXOJMMBIX KOHTAKTOB, CO3]aBas
HEOOXOAMMYIO ITHYECKYIO U TICUXOJIOTHIECKYIO Cpe/ly BEACHUS On3Heca.

HNudopmarmmonnoe nucsmo (Informative note)

WudopmanyionHoe MHCbMO — JIETIOBOE MHCHMO, COJEpIKalllee CBEICHHs OQHIMAIBLHOTO XapakTepa.
Nudopmarrionssie mucbMa 00BIYHO HOCST THIIOBOHM XapaKTep W, Kak MPaBHUJIO, PACCHUIAIOTCS OpraHaMU
BIIACTH W YIIPABIICHUS PA3IMYHBIX YPOBHEH NOJBEIOMCTBEHHBIM OpPTaHH3alWsM WM OpPTaHH3aIHsiM,
NESITEILHOCTH KOTOPBIX KacaeTcs cojepikaiiascs B HUX uHbpopmaius. B mHOOpPMAIMOHHBIX MHUChbMax
MOTYT OyKBaJbHO MPUBOAMTHCSA T€ WM WHBIC MOJIOKEHHUS MPABOBBIX JOKYMEHTOB, MOTYT COJACPIKATHCS
PEKOMEHIAIMY, MPEUIOKEHUS W Pa3bsICHEHHS MO MX MPUMEHCHUIO B OMPEACICHHBIX CUTyalusx. B
OTACTBHBIX CIyYasx WHPOPMAIHOHHBIC MUCbMa MOTYT COJACPKATh MPUIIOKEHHS (COOCTBEHHO MPABOBHIC
JIOKYMEHTBI, METOJIMYCCKHIE YKA3aHUS U Pa3bsICHEHUS U T.IL.).

O0beM nHGOPMAIIMOHHOTO MUChMa KOJISOJIETCsl OT OJJHOTO ad3ana J0 AByX-Tpex crpanull. Kak npasuo,
WH(QOPMAIOHHBIC MUCHMA MOAMUCHIBAIOTCS PyKOBOIUTENIEM PACCHUTAIONICH X OpraHU3aIlHH.

[Tucemo — coobmenue (Notification)

[Mucemo-cooOIeHre — AET0BOE MUCHMO, COJIEPIKAIee CBEICHUS O KAaKUX-TUOO COOBITHSIX U (aKTax,
MPEJICTABIIAIONINX HWHTEpPEC, Kak Ui aBTopa, Tak W Uil aapecara. [IuceMo-cooOlieHue OOBIYHO
Ha4yMHaeTcsl ¢ OOOCHOBAaHUS WM HEMOCPEICTBEHHO C W3JIOKEHUs coobmaemMoil uH(OpMaum ¢
WCIIOJIb30BAHNEM OJIHOW M3 CIICIYIONIMX KIFOYEBBIX (pa3:

We inform you that ... JoBoaum g0 Bamiero cBenenus, 4to ...
Coobmaem Bawm, uto ...

We consider it is necessary to make CuntaeM HEOOXOAMMBIM MOCTaBUTH Bac

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

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

You may know that... OueBunaHo, BaMm u3BecTHO, 4TO...

HpI/I COCTaBJICHUH HI/ICCM-COO6HIGHI/II71, ABJAIOINUXCA OTBETAMHM Ha HpOCI)6I)I Wk 3alpocChbl, AJOJIKHO
COOJIFOIaThCS SI3BIKOBOE COOTBETCTBHE. B TEKCTE OTBETA CIEAYET HCIOJB30BaTh TE JKE S3bIKOBBIC
00OpOTHI M IIEKCHKY, KOTOpPBIE HWCIIOIB30BAl aBTOP IMPOCHOBI WIIM 3ampoca, NpW yCIOBHH, YTO OHHU
KOPPEKTHEI B AI3IKOBOM OTHOIICHUU.

[Mucemo — yBepomiieHne

[Mucemo-yBemomiieHe — JEOBOE MHCHMO, cojepikaiiee OpHUIHaIbHY0 WHPOPMAIMIO O KaKOM-TH00
MEPOIPUATHU WM JCHCTBHUSIX, MUMEIONIMX OTHOIICHHE K ajapecary. [IMCbMO-yBeqOMJICHHE OJIHM3KO IO
Ha3HaA4YCHUIO u COACPIKAHUTIO HI/ICI)My-COO6HIeHI/IIO, MUCbMY-U3BCUICHUIO niIn IMPpUTJIAIICHUIO.
YBenoMieHHss MOTYT ITyOJIMKOBAThCS B CPENICTBAX MACCOBOM MH(DOPMAIIMKU /ISl OMOBEIIEHUS OONBIIOTO
KpyTa 3aMHTEepPEeCOBaHHBIX JUII. Yalre Bcero B MIChMax-yBEAOMIICHUAX UCIIONB3yeTCs KirtodeBas (pasa:
We notify that YBenomisieM, UTo ...

IInceMo — u3BeleHNE

[TnceMo-u3BeIIeHnEe — CITYKEOHOE MUCHMO, coaep Kaliee HHGOpManuio 00 OpraHu3aIiui U MPOBEACHUH
PasTUYHBIX ITyOJMYIHBIX MEPONPHSTHH (COBEIaHWH, CEMHHApPOB, BBICTABOK, KOH(GEPEHIMH M T.IL.).
[Mucema-u3BeIeHUs PacChUIAIOTCS IIUPOKOMY KPYTY OpraHU3alluid, YUpexaeHud, GUpM U MpeArpUsITHN
JUIE UX TIPUBJICUSHUS WM TPUIIIANICHUS K YYacTUIO B YKa3aHHBIX MEpONPHUATHSX. B 3aBHCHMOCTH OT
0COOCHHOCTEH TIPOBOJMMBIX MEPONPHUATHH WIH CIeNU(PUKHA OTHOIIEHWHA ¢ aapecaTaMd IHChMa-
M3BEIIEHHS MOTYT JIMOO TOJIBKO COOOIATh O MPOBOAMMOM MEPOIPHUATHH, BPEMEHH M MECTE MTPOBEACHHUS,
00 OJHOBPEMEHHO TIPUTIIAIIATh K YYacTHI0 C HWH(QOpMUpPOBaHWEM 00 YCIOBUSAX YYacTUs B
MEPONPUATHH U COIEPKATH IPYTYIO BCIIOMOTATENbHYIO HHPOPMAIIHIO.

[Mucemo-npurnamenue (Invitation)

[MuceMo-npurnamenne — Je0BOE MUCHEMO, colepxaiiee HH(OPMAIUI0 O KaKOM-ITHOO MPOBOJUMOM
MEPONPUATHH U TIPHUTIIANICHUE aJpecaTy IPUHATh B HEM y4acThe

[Ipurmamennss MoryT oGOpMIISITECA KaK Ha ONaHKe MUChMa, TaK W B TPOU3BOJBHOM Qopmare ¢
Pa3JINYHbIMU JIEMEHTAMH XYIOKCCTBCHHOI'O O(I)OpM.HCHI/I}I.

B nucemax-mpurianieHusx, Kak MpaBUiIo, MCIOJB3YETCS JIMYHOE oOpanieHue K aapecary: Dear ... u
KJIFOYEBBIM TJIaroJIOM SIBJISIETCS TJIaroi invite.
... invites you to take part in .... ... Ipuramaer Bac mpuHATEL ydacTue B...

We invite you to visit our exhibition... Ilpurnamaem Bac nocetuTs Hamry BBICTABKY...



IIncpMa-npuUralieHysi, HalpaB/sieMble B BBILIECTOSIINE OpPraHU3allii, OPraHbl BIACTA U YIIPaBJICHUS,
W3BECTHBIM JIMIIAM, JOJKHBI MOIMUCHIBATECS PyKOBOAUTENEM opranusanuy. OHM pacchUIaroTCA MO ITOYTE
WIN KypbEPCKOH CBSI3bI0, HO HE IOJDKHBI IIEpefaBaThCsi IO KaHajlaM 3JIEKTPOCBS3U (B 4aCTHOCTH, IO
KaHaiaMm (aKCUMHJIBHOW CBsi3M). Pacchuika mpuriamieHuss B KOMUM MO [OYTe WM [0 KaHajam
(aKkCUMUIBHOW CBS3M JOMyCTUMa B TOM Clly4yae, €CId HPOBOAMMOE MEpPONPHITHE HOCUT pabouuii
xapakrep (COBEIlaHME, 3acelaHhe KOJUIEIMH, KOMMCCHM, COBETa) WJIM OPraHU3aTOPbl MEPONPHUSITUS
3aMHTEPECOBAHBl B INPHUBICYCHUH K HEMY KaK MOXHO OOJBINETr0 KOJMYECTBA YYAaCTHHKOB (HAyJIHBIE
KOH(EPEHLUH, CHMIIO3UYMbI, CCMHHAPHI U JIP.).

Pexnamuoe nrcemo (Advertising)

N3BecTHO, YTO OCHOBOW BCSIKOM TOProBiau sBIsercs peknama. [losToMy OJZHMM M3 IIAroB K
YCTaHOBJICHUIO TIPOYHBIX JICJIOBBIX KOHTAKTOB SIBIISIETCSl OOMEH PEKJIaMHBIMU MaTepUallaMH C 1IEJIbI0 1aTh
KaK MOKHO OoJiee MOJHOE MpENCTaBICHUE O TOM MPOAYKUWHU (MHGOPMALUH, yCIyrax), KOTopas MOXKET
CTaTh OCHOBOH OyIyIiero napTHEpCTBa.

Haubonee momynsipHbIM, TPOCTBIM U JOCTYIHBIM CPEACTBOM pEKJIaMbl ObUIa M OCTAaeTCs IedaTHas
NPOAYKIHS — TPOCHEKThI, KAaTalOTH, PeKIaMHbIE JHCTOBKM M OpOIIIOPHI, Mpecc-pesu3bl U mp. B
PEKIAMHOM MHCBME JKEIATEIbHO IPOSIBUTH H3BICKAHHYIO BEXKIINBOCTD.

W3BecTuTh N€0BOTO MAapTHEPA O BHICBUIKE T€X WM MHBIX MaTepUaoB (IPWIOKEHHEM K IHChMY WIIH
OTAETHHOU OaHIEPOIbI0) MOXKHO CIEAYIOMINM 00pa3oM:

We are attaching some [IpuBOIMM HEKOTOPYIO HHPOPMALHIO O...
information about...

I enclose the description of... [Mpunararo onucanue

I am enclosing a folder with [Ipunararo mommuBkKy ¢ HHGOpManuen
information on our new ... 0 HAIIUX HOBBIX ...

Our new trade list will be available Hair HOBBIN epeueHb TOBapOB

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

to send you one as soon as it comes ¥ MBI BBIIUTEM Bam sx3emrnisp,

off the press. KaK TOJIbKO OH BBIMIET M3 TICUATH.
We would like to draw your attention Xotum obpatuTh Bame BHUMaHue Ha
to the attached press release announcing MIpUJIaraeMblil Ipecc-pein3, KOTOPBIM

the launch of... products and services. MbI H3BeIIaEM O HaIIEH MPOTYKIIHH
M ycIyrax B O0JIacTH ...

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

As you requested, we are enclosing [To Bareit npock0e npuiaraem

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

I will send you our catalogues S Oyny BeIchUIaTh Bam Hatm

on a regular basis. KaTaJIoTH PETyJIIpHO.

[Tucemo-ipocrOa (Request)

[MuceMa-npockObI — JenoBbIe MUChbMa, UMEIOIINE Pa3HOOOpa3HyI0 TEMaTHUECKYIO HalpaBlIeHHOCTb, OHU
MOTYT COCTaBIISITHCS TMPAKTHYECKH IO BCEM HAIPABIICHUSAM JEATCIBHOCTH OpraHu3anuu. l[luceMo-
pocb0a MOYKET COCTOSTH TOJILKO M3 OJHOW MJIH IBYX YacTel. B mepBoM ciydae oHo HaumHaeTcs (ppasoii:
We hereby (kindly) request... [Ipocum ...

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

Taking into consideration Bcrssuc...

Due to the fact

In connection with

With reference of

According with/to B coorsercTBUHE C
a M3JI0XKEHHUE MPOCHOBI ¢ (hpasbl:
We kindly request you to provide [Ipocum Bac npemocTaBuTh TaHHBIE

0 ... information about...
[Ipocbba MosxkeT hopMyIHpPOBaTHCA U O€3 HCIOIB30BAaHUSI IIarojia «IPOCUTHY», HAIPUMED:
We hope for a positive solution... Haneemcs Ha nonoxxurensHoe



of the problem peleHue Borpoca ...

[Tpocs0a, Kak cocTaBHas YacTh NMUCbMa, MOXKET NMPUCYTCTBOBATh M B JPYTHX BHIAX JEJOBBIX IHCEM,
HaIrpuMep B COIPOBOUTEINILHBIX, FAPAaHTUHHBIX 1 1p. [InceMo-npocsba TpedyeT nmucbMa-oTBeTa.
ITnceMo-3as1BKa

[MuceMo-3asBkKa — 3TO Pa3HOBUAHOCTH MUCHMA-MPOChObl. OOBIYHO NHCHbMa-3asBKH HE TPeOYIOT
NUCBMEHHOTO OTBETa. B OTBET Ha NHCHMO-3asBKY MOJydYaTeleM OCYIIECTBISIOTCSA OIpEAEICHHbIE
JCUCTBHS TI0 pealu3alliy 3asBICHHONW NpPOCHOBI: BKIIOUEHHE YKA3aHHBIX B 3asBKE JIMI[ B YHCIO
YYaCTHUKOB KaKoOro-ITu00 MEpONpHSTHS, BBHICBUIKA HEOOXOOMMBIX MaTEpUallOB WIM M3AaHUN W T.m. B
TEKCTE 3asBKU OOBIYHO UCIIONB3YIOTCS T JKE S3BIKOBBIE 00OPOTHI, YTO M B MMMCHMaX-IPOCHhOaXx.
IapanTuitnoe mceMo (Letter of guarantee, letter of assurance)

lapanTHiiHBIe TIHCbMa — 3TO JEJOBBIE NHCHMa, COAEPKAIIME 00S3aTeNbCTBA OIUIATHI, BBHIMOTHEHUS
paboT, Bo3Bpara KpeauTa U T.I. B kadecTBe anpecaTroB rapaHTUHHBIX IHMCEM BBICTYNAIOT OpPTraHH3AI[HN
WITM KOHKPETHBIE JIAIIA.

lapanTHiiHOE THCHEMO OJHOBPEMEHHO SBISIETCS M IMHCBMOM-TIpOChO0#. FOpuamdeckyio 3HaYMMOCTH
rapaHTUHHOMY MUCHMY MPHIAET UCTIONB30BAHNE TAKUX YCTOWUMBBIX SI3BIKOBBIX 000POTOB, KaK

We guarantee payment Omutaty (TIpefocTaBIeHUE YCIIYT.)

(service delivery) rapaHTupyeM

B rapanTHifHOM NHICbME YKa3bIBalOTCSl OAHKOBCKHUE (IUIATEKHBIE) PEKBU3UTHI €T0 COCTABHUTEIS.
[Mucemo-3amnpoc (Inquiry)

[Mucemo-3ampoc (inquiry, Wiy enquiry) KOMIIaHUS TTOChIIAET, KOTAa XO4eT:

— MOJIYYHTh TOAPOOHYI0 nH(popMaIiio o ToBapax (goods-,

— y3HaTh, UMEIOTCA JIM OHH B Hanmuuy (availability of goods);

— YTOYHHTH BpeMsl U CpOKH mocTaBku (delivery dates);

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

— MOITYYUTh WH(OPMAITHIO O T[eHax Ha ToBapHl (prices of goods);

— TMOJTyYUTH Katajoru (catalogues) u oOpasitel ToBapa (samples of goods), u T. 1.

[Ipu HanmMcaHuK MUCEM-3APOCOB CIIEYET KaK MOXHO 0OoJiee moApoOHO M3JIOKUTh CYTh Bompoca (to give
full details), uTo mo3BonuT Baremy nen0BoMy mapTHEpY COKpaTHUTh BpeMsI Ha COCTaBJIEHHE OTBETA.

B ciyuae, eciim Ber oOparmaeTech ¢ 3amrpocoM B JaHHYIO KOMITAHUIO TIEPBBIA pa3, B MUCHMO JKeJIaTEITHHO
BKITIOUUTH CJICYIONIHE TYHKTHI:

1. Yka3zaHue Ha NCTOYHUK MH(POPMAIIUU O JaHHOH KOMITAHUH U €€ TOBape.
2. CyTs Bompoca.

3. Kpatkue ceenenns o Bamieit kommanum.

4, BripakeHre HaACKIbl HA COTPYTHUUECTRO.

[Ipuuem coBceM He 00s3aTeNbHO CTPOTO TPUACPKHUBATHECA JaHHOW TmocienoBaTenbHOCTH. [lpm
MTOBTOPHOM 3aIIpoce B TTMCEMO OOBIYHO BKJIFOYAETCS] TOJNBKO BTOPOH MyHKT. Kak u OOJIBIIMHCTBO IPYTHX
JICTIOBBIX THCEM, THCHMO-3alpoC, KaK IMpaBWIIO, MedyaTaeTcss Ha (UPMEHHOM OJlaHKe, Ha KOTOPOM
yKa3aHbl Ha3BaHHE KOMITAHUH-OTIPaBUTENA 3alpoca, ee TOUTOBBIH aapec, HoMepa Tese()OHOB U (akca.

B 3ampocax 0OBIMHO HCITONB3YIOTCS CIEAYIONIHE KITUIIIE:

Please inform us IIpocum cooOuUTH

Please send us [Ipocum BeIcTaTH

We should be pleased if you could M1 ObLTH OBI pajibl, €CITM OBl HAM
inform us cooouIn

We shall be obliged to Mp! ObUTH OBl IPU3HATENBHBI TIOIYYUTh
receive your(price-list) Bam (npeiickypaHT)

We shall be grateful if you will Msr1 6ynem OnaromapHsbl, eciu Bt
kindly send us your catalog T00€3HO BBILUIUTE HAM CBOH KaTajor
We are interested in Mp! uHTEpECcyeMmcst

We are in the market for M&b1 HaMepeHBI 3aKyTIUTh

Quote prices (terms) Ykaxxute 1eHsI (YCI0BHUsA)

With reference to your Ccrinasics Ha Bamry pexinamy B ...
advertisement in...

Referring to your advertisement Ccrpinasch Ha Bamy peximamy

We have an inquiry for Mp&1 x0oTenu OBl TTOJTYIHUTh

MH(QOPMALHIO O...
In connection with this ... B cBs3u ¢ sTUM



We read your advertisement in...
We have heard of your
products from ...

We are interested in buying

(importing, etc.) ...
Many thanks for your letter
We were very pleased to
receive your letter
We thank you for your inquiry
We are obliged for your letter

We attach (enclose)

We are pleased to send you

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

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

According to your inquiry

We send for your consideration our...

May we draw your attention

Please inform us (let us know)

MpeI ipounTany Bally peKiiaMmy B...
MBI y3HaIM 0 MPOAYKIHU

Balle KOMIIAHWUH U3...
Mgl xoTenu Obl KyIHUTh
(MMIIOpPTHPOBATH U T. 1L.) ...
Boneimoe cnacu6o 3a Barie MMCbMO
MBI OBITH OY€HB PaJIBl TOTYyYUTh
Bamre nmucemo
bnarogapum Bac 3a Bam 3ampoc
Mp1 npu3HartenbHbl 3a Bame nucsmo

IIpunaraem k cemy

Panpr BeICTATH BaM

Panpl BeIcIaTh BaM B OTBET Ha Ballle
MICHEMO (3arpoc)

Ccolnasch Ha Ballle MUCHMO OT ...
Kak BbI mpocuiy B BareM MIcbMe OT. ..

CortacHo Baremy 3amnpocy
[ockinaeM Ha Balie pacCMOTpEHUE

Ilo3BoinbTE O6paTI/ITB Bame Baumanue Ha. ..

[Ipocum cooOIUTL HAM

as soon as possible...
We are distributors (importers,
retailers, etc.) of...

We would like to get in touch with

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

for your products.
We look forward to your early reply.
Y our prompt answer would
be appreciated.
[Tucemo-nipemnoxenue (Offer)
[MuceMomM-nipeanoxkenueM moctaBiuk (the Supplier) oO0buHO oTBewaeT Ha muchMo-3anpoc. OTBevas Ha
o0UMii 3ampoc, OH OJIaroJapuT 3a MPOSBICHHBIA MHTEPEC U OOBIYHO MpHIIaraeT MpeucKypaHThl (price-
lists), katamoru (catalogues) v ycioBus TUIIOBOTO mHoroBopa (typical Contract). OTBeT Ha crieIuaIbHBINA
3aIpoc MpeayCcMaTpUBaeT OTBETHI Ha BCE BOIPOCHI MOTEHIIMAILHOTO KIIMEHTA.
CTpyKTypa MHChbMa-TIPEAI0KEHHS:

KaK MO>HO CKOpEe ...
Mp&l sBIIsieMcs JUCTPUOBIOTOpaMHU
(uMnopTepamMu, MPOAABLAMH H T.IL.)...
MBI OBI XOTENN YCTAaHOBUTH KOHTAKT
C IPOU3BOIUTENAMH (ITOCTABITUKAMH).
Bamu uznenus HaitnyT y Hac
CBOETO MOKYTIATEIS.
C nerepnenueM xeM Bariero orsera.
Bynem npusHaTebHbL

3a OBICTpBIIl OTBET.

1. IToBox HanmucaHus.

2. OTBeTHI Ha BOIPOCH OTEHITHAIFHOTO 3aKa34nKa.
3. JlomoTHUTENBHEIE TPEIOXKEHUS.

4. BripaxxeHue Hagexabl Ha 3aKa3.

OtBedast Ha BONPOCHI, CIEAYET OaTh TOYHOE OIMCAaHUE TOBapa, 10 BO3MOXKHOCTH CONPOBOIUTH €TI0
¢doTomaTepuaiaMi W/MIM pUCYHKamMu w/win oOpasiamu (samples). [lpu ompenenenuu neHsl (price)
YUUTHIBAIOTCS BO3MOXHBIE CKHIKU (discounts). OTHenbHO pemaroTcs BOMPOCH PACXOJ0B Ha YMAKOBKY
(packing), TpaHCIIOPTHBIX pacxomoB (transportation costs), ycmosuii moctaBku (terms of delivery) u
ortatel (terms of payment).

[TuceMa-nipeioskeHUsT MOCBUIAIOT TakKe 0Oe3 MPEeIIIeCTBYIOMIErO 3alpoca, €CIU MOCTaBIIUK JKETaeT
NpUBJIeYb BHUMAHHE ITOTCHUHMAJbHBIX KIMEHTOB WM HANTH HOBBIX 3aKa3uMKOB Ha KOHKPETHBIC
npoaykTel (special products) mimm wmx accoptumeHT (range). Tsepmoe mnpemnmoxkenue (firm offer)
MpeaycMaTpuBaeT 0CoObIe yCIIOBHSI, HalIpUMep, KOHeUHbIH cpok (deadline) momyueHust 3akaza U CUCTEMY
CKHUJIOK B 3aBUCUMOCTH OT KOJIMYECTBA TOBapa U JAPYTHX YCIOBUH.

B npeioxkeHusix 00bIYHO UCTIONB3YIOTCS TAKOTO poa (pa3bl-KITHIIE.

On favourable terms we offer you... Ha BBITOTHBIX yCIOBUSX... IpeanaraeM Bam

We have pleasure in offering you, C yIoBOJBCTBHEM TpeiaracM Bam,



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.

IIpH ycaoBuM Bamero aknenra
TEJIEKCOM

Ota odepTa Aenaercs Mpu yCIOBUH

Bamero HemezyieHHOTO OTBETA. ..

Mt npeutaraem Bam ToBapsl, ipu

ycnoBuu Bamero noarsepyxaeHus

B TCUEHHUE ... THEH

C JIaThl JAHHOTO MHChMa

MBI 1epKuM 3Ty 0pepTy OTKPBITOR

JUIS akienToBanusa Bamu no...

C ynoBOJBCTBHEM IpeiaraeM Bam
0e3 00513aTeNbCTB. . .

Ota oepTa gemaercs 6e3 Kakoro-
100 0053aTENHCTBA C HAIIICH CTOPOHBI.

Ota odepra nercTBUTENRHA JIUITH B
TOM CIy4ae, eCJId TOBap emle He OyeT
MIpOJIaH 1o moy4yeHuu Barmero oTsera...

Orta odepra gaercs Ha TOT CIydaid,
ecIIi MallliHa e1e He OyAeT nmpoaaHa
10 noJydeHuu Bamero orsera. ..
Hawm 6bu10 ipuaTHO y3HATH O
Barneit 3aMHTEpECOBaHHOCTH B ...
MBg1 04eHB JOBOJIHHEL,
YTO BBI MTOKEJIANU KYIUTD ...
MBI pabl COOOIINTS,
YTO MOYKEM OCTABHTH 33 BAMH ...
bbuto ouens mobe3Ho ¢ Bameit
CTOPOHBI ITPOSIBUTH TAKOH
UHTEpeC K Hamlel padore...
C yZIOBOJIBECTBHEM ITOCHUIaEM BbIOpaHHBIE
BaMH 00pa3ibl U MPEJIaraem ...
Ha Bam 3anpoc oT... MbI
coobiiaeM Bawm, uTo ...
MBI npunaraeM Hai KaTajaor
C HOBEUILINM MIPEHUCKYPAHTOM.
Ham mompoOHeIif ipeiickypanT
yOemuT Bac B pasHOOOpazuu
HAaIIEro aCCOPTUMEHTA.
Hate npeosxeHne gedCTBUTENBHO O ...
Mg moctaBisieM Ha yciaoBuax CUD.
[lena BKIIFOYAET yIakoBKY
Y TPAHCHOPTHBIE PACXOIBI.
MBI MOXEM NPe0CTaBUTh
BaM 5 % CKUIKY.
Kak BunHO 13 Hariero npenckypaHra,
HAaIllK [IEHbI IO KpalHel Mepe
Ha 3% HIDKE PHIHOYHBIX.
41 ocobenHO oOpainao Baile BHUMaHHUE Ha...
Kpome ynomsHyTBIX BBIIIE TOBAPOB
Hamra ¢pupMa IPOU3BOAUT TaKkKe (CM....)
s Bamux uesnei Bam Jiydiie
BCETO MOJIOWAET MOAETb...
MBI mpocuM Bac elie pa3 00CyIuTh
HAIlIe IPE/IOKECHUE M COOOIIUTEL HaM,
MOJKHO JIM pacCUMTHIBATh Ha MOJyueHHE 3aKa3a.



I encourage you to order as soon A npomny Bac ObicTpee 0hOPMUTH 3aKa3,

as possible as the quantity of this TaK KaK KOJHMYECTBO ATOTO TOBapa

product available at our warehouse Ha CKJIaJl¢ OTpaHUYCHO.

is limited.

We would appreciate if we get the Mei ObUTH OBl OYEHB PAJIBI TOTYYHUTh

order from you as soon as possible. OT Bac 3aKa3 Kak MO’KHO CKOpee.

If you are not happy with our proposed Ecnu Bac He ycTpanBaer Hate

please let us know why. MPeASIoKEHUE, TPOCHM COOOIUTD
HaM O NPHYHHE.

We are looking forward to hearing C HeTepIieHHEM KIEM OTBETA.

from you soon.

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

s toro utoObl crenath 3aka3 (to place an order) Ha 3aKkymnKy TeX WJIM WHBIX TOBAapOB OOBIYHO
3alOJHAIOT CHenralbHble OJaHku 3aka3oB (order forms), B KOTOPBIX yKa3bIBaeTCsl KOJIMYECTBO (quantity)
m3nenuit, ux onmcanue (description), meHa (price), ycnoBus omiaTsl (terms of payment), qata mOCTaBKA
(date of delivery), ckumku (discounts) u T.1. B psnme cimydaeB, Koraa HEOOXOAMMO MPOSICHUTH OTACTLHBIC
MYHKTH 3aka3a (to make certain points quite clear), mumeTcs conmpoBOAWTENBHOE MHCBEMO (covering
letter), k kKoTOpOMy mpujaraeTcst OaHK 3aKas3a.

Ecmu Iponasen (Seller) mmm [MocraBmumk (Supplier) ToBapa B COCTOSHUY BBIITOJHUTH 3aKa3, OH MOCHUIAET
IMoxynaremo (Buyer) moareepxnenue 3akasza (order acknowledgement, or confirmation), kotopoe yarie
BCETO MpeAcTaBisieT cobol komuio 3akaza (order copy, or duplicate), moamucannyo IlpomaBrom.
OOBIYHO TOATBEPKICHUE 3aKa3za IpHIaraeTcs K CONMPOBOAWTEIBHOMY MHCHMY, B KoTopoM IIponaBer
BBIpaKaeT OJarofapHOCTh 3a 3aka3, a Takke coobOmaer [lokymaTemro o TeX WJIM HWHBIX H3MEHEHHSIX
(M3MEHEHHUH I1IeH, CPOKOB ITOCTABKH U T. I1.).

Ecnu [ponaser; 6o IloctaBumk ToBapa o KakuM-1m00 MpHYMHAM HE B COCTOSIHUM BBITTOJTHUTD 3aKa3,
oH MO0 oOTKa3bIBaeTcsi OT 3aka3a (to refuse (to reject, to decline) the order), mmbo mpemmaraer
aJIeKBaTHYIO 3aMeHYy (substitute) ToBapy, KOTOPOTO HET B HAJTUYHUH.

Knuie v BeIpaKeHUs MUCeM-3aKa30B:

In reply (response) to your letter B otBet Ha Bame nicsmo (¢hakc) ot ...,
(fax) of (dated) ..., we thank you for ... MBI Oimarogapum Bac 3a...
We are pleased to enclose our HmeeM ynOBOIBCTBHE IPHIIOKHUTE K
Order No. ... JAaHHOMY IIMCbMY Haml 3aka3 Ne ...
We enclose (are enclosing) our order for ... Mp&1 mpusiaraeM Harm 3akas Ha...
We accept your offer and have pleasure MpbI IpUHUMAEM Ballle IPEJIOKEHUE U
in placing an order with you for ... MMEEM YAOBOIIbCTBUE PA3MECTHTD

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

MOXETE TTOCTaBUTb...

Please send the copy of this order B kadecTBe MoATBEPKICHUS 3aKa3a
to us, duly signed, as an MIPOCHM BBICIIaTh HaM ITOATHCAHHYIO
acknowledgement. Bamu konmro 3akasa.
Please supply/send us... [Ipocum mocTaBuUTh...
Kutuiire v BhIpaKeHHs IHCEM-TIOITBEPIKICHUIN 3aKa30B:
Thank you very much for your Bbrnaromapum Bac 3a Bamr 3aka3z Ne ... ot ...
order No ... of (dated) ...
As requested we enclose (are enclosing) Kax Bs1 mpocuui, Mbl ipritaraem
the copy of your order, duly signed, KOITUIO 3aKa3a, MOIITUCAHHYIO
as an acknowledgement. HaMHU, KaK MOATBepkIeHue Barero 3akasa.
We confirm that delivery will MBI oITBEpIKAAEM, UTO ITOCTaBKa OyIeT
be made by... MPOM3BEACHA K ... (TAKOW-TO JIaTe).
We hope that you will have a good Haneemcsi, uto BbI OyieTe KIMETh XOPOIIUT
turnover, and that we will be dealing 000pOT, U MBI OyJIeM COTPYIHUYATH C
with your company in the future. Baleil KOMIaHUEH U B TabHEHIIIEM.
Delivery will be made in conformity [ToctaBka OyneT nmpousBeneHa B
(accordance) with your instructions. COOTBETCTBHH C BAIIMMH WHCTPYKLUSIMH.

Koumie n BBIPA>XXCHUS, UCIIOJIB3YCMBIC IIPHU OTKIIOHCHUU 3aKa30B:



We are sorry (we regret) to let you K cokaneHHI0 BBIHYKICHBI COOOIINUTh

know (to inform you) that we cannot BaM, YTO MbI HEC MOXEM BBIITOTHUTH Balll

execute your order because of... 3aKa3 1Mo NPUIHHE ...

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

longer available. 0O0JIbIlIC HET B HAJTMYHH.

We can offer you a substitute. MoskeM peUIoKUTh BaM 3aMEHY

[Tucemo — mamomunanue (Reminder letter)

[TuceMo-HamoMuHAaHHE — JEJI0OBOE IHCbMO, HCIIOJIB3yeMOe IIpH HEBBIIOJIHEHUN OpraHu3alueii-

MapTHEPOM B3STHIX Ha ce0si 00A3aTeNbCTB WM HPUHSTHIX JoroBopeHHocTed. KiroueBeiMu ¢pazamu
TaKHX IHACEM SIBIISTFOTCS:

We are sorry (We regret) to have to K coxanenuro, BRIHYXIEHBI HAITOMHUTH Bam, gTo0.. .-
remind you that...
We have to remind you that... MB&I BEIHY X /I€HBI HAIOMHUTH
Bawm, urto...
We wish to draw our attention to Obpamaem Baie BHIMaHue Ha

the fact that... ToT daxr, uro

We would like you to note that...

We wish to bring to you notice that...

TekcT mUcbMa-HATOMHUHAHUSI MOJKET BKITIOYAThH B CEOSI IBE YACTU: CCHUTKU Ha OPUIIHATLHBIN TOKYMEHT, B
KOTOpPOM 3a(pMKCHPOBAHBI 00sM3aTEIBCTBA CTOPOH MM OOCTOSTENhCTBA, B CBS3H C KOTOPBIMH
OopraHusanuvs 00s3aHa NpEANPUHATE ONPCACIICHHBIC I[eﬁCTBPIS[, u HpOCLGy BBIIIOJIJHUTH B CBSI3U C 3TUM
ompe/ieNicHHbIe TeicTBUsA. JIOBOJBHO YaCcTO TaKKUE MUChMA COACPIKAT TONBKO COOCTBEHHO HAITOMHUHAHUE.
B oTaenbHBIX ciydasx MHUCHMO-HAIOMHUHAHUE MOXET COJACPKATh TPETHIO YacTh: MPEAYNpPEkICHHE O
BO3MOKXHOCTH NPUMCHCHUA OIPECACICHHBIX CaHKHI/Iﬁ IIPpY HEBBIIIOJIHCHUU aApeCaTOM B3ATBIX Ha ce651
00513aTeNbCTB, HAIPUMED:

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

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

Should you fail to make payment(s)

[Tucemo-TpedoBanue (Require, Dunning letter)

[Mucema-TpeOOBaHMS COCTABISIOTCS B CUTYAIUAX, KOTJIa OPTaHU3alUs-TIApTHEP HE BBIMTOJHACT B3AThIC HA
ce0s 00s3aTeNbCTBA WM BO3JIOKEHHbIE Ha Hee (QyHKIuH. [lo cpaBHEHWIO C CHTyalMsMH, KOTJa
HaIlpaBJIAIOTCA NHCbMa-HAallOMUHAaHWA, 31€Ch HEBBLIIIOJIHCHHC 00s13aTENILCTB HOCUT CHCTEMATHYECKHUI
XapakTep WIM UMEeT MECTO UTHOPHPOBAHHE BBICTABIISIEMBIX MPETEH3MH. 3a4acTyio MUChMY-TPEeOOBaHHUIO
MpeIecTByeT NHChMO-HarmoMuHaHue. [linchbma-TpedoBaHus, KaK MPaBIIIO, HMEIOT CIIOKHYIO CTPYKTYPY.
B Hmx o00s3aTenpHO W3NAraroTCs YCIOBHS 3aKIIOYEHHBIX JOTOBOPEHHOCTEH CO CCBUIKOHW Ha
COOTBETCTBYIOIIUC OOKYMCHTBI, OIMUCBIBACTCA CJIOXKUBIIAACA B CBA3M C UX HCBBIIIOJHCHUCM CHUTYyalluA,
¢dbopmynupyeTcs TpeOoBaHUE O HEOOXOAMMOCTH BBITOJHEHUS 0053aTEIbCTB M yrpO3bl MPUMEHEHUS
CaHKIIMH B ajpec KOPPECIIOH IEHTA, ECITH 00513aTeIbCTBA HE OYIyT BHIITOJHEHBI.

KirroueBpiMU (hpazaMu B MUCEMax-TPEOOBAHISIX MOTYT OBITE:

We urgently require to perform CpouHo TpeOyeM BBINOTHUTH

(send, grant, pay)... (BBICTIATD, IPEIOCTABUTD, IEPEUHCIIHUTB). .
We require fulfil the obligations TpebyeM BBIITOTHUTH B3STHIE

under the agreement. Ha ce0s 00s13aTeNbCTBA.

So far (Up till now) we have Jo cux mop MBI HE MTOITyYHIIH OTBETA. . .

received no replay.

We cannot accept your point Me1 He cornacHsl ¢ Bareit Toukoit
of view for the following reasons... 3pEHUS 110 CICAYIOIIUM IIPUIHHAM. ..
In case of your refusal... B ciygae Bamero oTkasza...

Should you refuse...

Vrpo3sl B a/ipec KOPPECIOHACHTa MOTYT (POPMYIHPOBATHCS CIIEIYIOIMM 00pa3oM:
Otherwise, you will be presented B nporuBHOM ciiyyae Bam OynyT
to the penal provisions. MpeAbSABICHBI ITpadHbIC CAHKIHH.



Otherwise the case will be submitted B npotuBHOM cnyyae gerno Oyner

to arbitration. nepenaHo B ApOUTpakHBIH Cy/I.

[IpeTensnonnoe (pexnamanronnoe) micbMo (Claim)

[Iperensnonnble (peKiaMalMOHHBIE) MMUCbMa COCTABJSIFOTCSA B CIIydasX, €CIM MpU HCIOTHEHUH
JIOTOBOPOB OJIHA U3 CTOPOH HapylIaeT B3sAThIE Ha ce0st 00s13aTeNnbCTBa. Bo MHOTHX cilydasx Takue MUChbMa
HOSIBIIIIOTCSA  TIOCJIE TOTO, KaK OBUIM OCTaBJEHBI 0e3 OTBETa NHChbMa-HATIOMHHAHWS WM THChMa-
TpeboBanus. llenp mpereH3un (pekiaManMd) — BO3MECTUTH TOTEpPH, IOJyYCHHBIE B peE3ylbTaTe
HapyILIeHUs YCIOBHHA AoToBOpa. TeKCT mpeTeH3uu (peKnamMannin) BKIYaeT B ceOs:

- OCHOBaHME IJISi NMPEABSBICHUS NPETEH3UH (CChUIKA Ha JOTOBOP, 3aKIIOYCHHBIH MEXAY CTOPOHAMH,
rapaHTUIHOE MTICHMO WM MHBIE 0053aTeIbCTBA);

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

- JI0OKa3aTenbCcTBa (CCHUIKM HAa JOKYMEHTHI, MOJATBEPKIAIOLINE HapyLIICeHUE JIOTOBOPHBIX 00s3aTEIbCTB
BHHOBHOW CTOPOHON);

- KOHKpPETHBIE TpPeOOBaHUs COCTABUTENs NMpeTeH3uH (TpeOoBaHWE 3aMEHBl HEKaueCTBEHHOTO TOBapa,
TpeOOBaHHE YLEHKH TOBapa, TpeOOBaHWE CKUAKH C OOLICH CTOMMOCTH HapTHU ToBapa, TpeOOBaHHE
pacTopKEeHHUs KOHTPAKTA MM BOMEIICHUS yOBITKOB H JIp.).

[TpunoxeHusIMHI K IPETEH3UH MOTYT OBITh TaKHe JOKYMEHTBI, KaK aKT SKCIIEPTU3BI, aKT HECOOTBETCTBUS
TOBapa MO KOJMYECTBY M KauyecTBY, PEKIAMAlMOHHBIA aKT, TPAHCHOPTHBIE AOKYMEHTHI M [Ip., B
3aBUCHMOCTH OT MpeaMeTa npereH3un. Hanpumep:

We present you a claim... [Ipenssasnsem Bam npereHsuto...
In accordance with the above, please B cooTBeTcTBHM € N3I0KEHHBIM ITPOCHM
send us new consignment stock. Bac ornpaBuTh HaM HOBYIO TIAPTHUIO TOBapa

[Mucemo — nmo3apasnenne (Letter of congratulation)

[MuceMa-mio3apaBiieHUsT HANpPaBISIFOTCS. B TOP)KECTBEHHBIX — CIy4asx: O(UIMaNbHBIA Tpa3IHUK,
npodecCHOHANBHBIN NPa3HUK, 3HAYNTEIFHOE COOBITHE B KU3HH JTOJHDKHOCTHOTO JIMIA WIIM OpTaHU3aluu
(BpydeHue Harpabl, FOOWJIEH, TPUCYXIeHHE TIOYETHOTO, HAYIHOTO 3BaHUs, CTETICHH, N30paHue B KaKOH-
00 opraH W Ap.), 3HAYMMbIE COOBITHS B YaCTHOM »Ku3HU. [lo3apaBieHns MUIITYTCS Ha OJaHKE MHChMa
OpTaHM3alliy WM Ha CIeUUaTbHBIX OlaHKax mosapasieHuid. [lo3apaBieHue, MOAroTOBICHHOE Ha OJlaHKe
MUChbMa, JIOJDKHO COJiepKaTh O(OPMIICHHBI B COOTBETCTBUM C TPEOOBAHUSMHU CTaHIAPTa PEKBU3UT
«Anpecat». IlozmpaBiaeHus MOTYyT OQOPMIIATHECA Ha OyMare pa3iHYHON IIBETOBOH TaMMBI C
YKpalIeHUsIMHA B BUJIe OPHAMEHTOB M BOJSHBIX 3HAKOB, IMEIOIICH OOJBIIYIO INIOTHOCTD, U BKJIABIBATHCS
B CHelUalbHBIE Manku-aapeca. B mocnenHem ciydae MO3ApaBiI€HUE COAEPKHUT TOJBKO OOpalieHue K
JUIy WIM KOJUIGKTHBY. lIpM KOJUIEKTHMBHOM ajpecare W IpPH HANpPAaBICHUH MUChMAa-TIO3APaBICHUS
OPUIUIECKOMY JUITy TOo(haMITbHOE ¥ TIOMMEHHOE 0OpalieHue He ucmoib3yercs. [Incema-mo3apaBieHus
BCETJa JJOJDKHBI OBITH TIOAMTUCAHBIL.

[Mucemo — 6marogaprocts (Note of thanks)

[Mucemo-6marogapHocTs (O6IarogapcTBEHHOE NHCHMO) — JIETIOBOE MHCHMO, HANpaBisieMoe afpecaTy
(opraHu3zanyy, JOJHKHOCTHOMY JIMILY WM TPayKAaHUHY) C BEIpaKEHHEM OJIaroJJapHOCTH 338 COBEpIICHHEIC
JCHCTBUS WM OKa3aHHbBIC YCITYTH.

[lo cpaBHEHHIO C IPYTHMH BUJAMH JIEIOBBIX TIHCEM OJIaroapCTBEHHBIE IIChMa OOBIYHO COCTABIISIOTCS B
6omnee cBoboanOM hopme. KimroueBbIMHU (hpazaMu TaKUX THCEM SIBIISTIOTCSI:

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

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

[Tucemo-cobonesnoBanwme (Letter of condolence)
[Mucemo-cobomne3HoBaHHE — IMCHMO, HAMpPAaBIsEMOE B TPArMYECKHX WM TEYAIbHBIX >KH3HEHHBIX
CUTYyanusiX (CMepTh, HECUACTHBIN CITy4Yal, CTUXUITHOE OSICTBHE U JIP.) JJIs BHIPAXKCHUS YUACTHS:
We regret (We are sorry) to learn from MBI ¢ coxalleHUEeM y3HAJIH U3
your letter of... that... Bamero nucbMa 0T ..., 9TO...
We express to you our Bripaxxaem Bam Hamm uckpeHHHE
sincere condolences... c000JIe3HOBAHMA. ..
[Mucemo — uzBuneHue (Apologies)
[MucemMo-u3BMHEHHE — JEIOBOE MHUChbMO, aBTOP KOTOPOIO MPHUHOCHUT W3BUHEHHS aJpecary 3a
MpUYHHEHHBIe Heyno0cTBa. [TMchMa-H3BHHEHHS, KaK MPABHUIIO0, HAYHHAIOTCS CIICAYIOIUME (hpa3aMu:
We offer apologies for the delay in [IpocuM H3BHUHEHUS 32 HEKOTOPYIO
answering your letter 3aepxKy ¢ oTBeTOM Ha Barre nicemo



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

Please accept our apologies for...

B cootBercTBHE ¢ TpeOOBaHUAMHU STHKETA JISIOBOTO OOIIEHHS B IICbME TPeOyeTcsi OOBICHUTD MTPUUYUHY,
NPUBEANIYI0 K BO3HHKHOBCHHUIO MPOOJIEMHOHN U aapecaTa CUTyallMd, a B KOHIIE MHChMa MOBTOPUTH
(dpasy ¢ U3BUHEHHUSIMHU, HO HE OYKBAJIBHO, & B MHON ()OPMYIHPOBKE.

PexomennmarensHoe ucbMo (Letter of recommendation)

PexomennaTenbHOe MUCHMO — MUCHMO, B KOTOPOM JIa€TCsl XapaKTEePUCTHKAa KOHKPETHOTO YeIOBeKa IS
ycTpoiicTBa ero Ha pabory, oOydeHme u JOp. PekomeHOarenbHble TNHChbMa BCETAa COAEp KAt
OJIaronpusTHBIC OT3BIBEI O XapaKTEPH3YEMBIX, B CBSA3M C YeM MHOTHE CIEIMAIUCTHI N0 YIPaBICHUIO
MEPCOHAIIOM CUYUTAIOT TaKWe IMUChMa CYOBEKTHBHBIMH, TEM HE MEHee, OHH HMEIOT ONpe/eieHHOe
3HaYeHWe TpU OIEHKE KaHJuAara, IoMoras co3jgaTh oOllee NpeiCTaBIeHHE O COMCKaTele.
PexomeHnnaTenbHOE MUCHMO, KaK MPaBUIO, MHIIETCS Ha OJaHKe KOMIAHWW — MOCTIEIHETO MecTa paboTh
COWCKATEJNs, TOANMCHIBAETCS PYKOBOAWTEIEM KOMIIAHHUM WA JPYTHM JIOJDKHOCTHBIM JHIOM. Jlis
MOTEHIUAIBLHOTO paboTojarenss peKOMEHAaTeNbHOe MHCBMO — 3TO, CKOpee, TapaHTHs TOTro, 4YTO
COHMCKATeNb JCUCTBUTENBHO padoTall B TaHHON KOMITAHUH, BBITIOJHSIT ONPEACICHHBINA KPYyT 00s13aHHOCTEH
M OCTaBWJI KOMIIAHHIO, COXPAaHWB O cebe Xopollee BIleYaTieHne. PekoMeHaaTenbHOe MHCHMO JTOJDKHO
COCTOSATD U3 CIEAYIONIUX Pa3/IeIOB:

- BBEIEHHE, B KOTOPOM KpaTKO M3JIararoTcsi OOCTOSITEIhCTBA 3HAKOMCTBA aBTOpa MHChMa C
PEKOMEHTyEeMbIM UM JIUIIOM;

- CBEICHHUS O PEKOMEHIYEeMOM JHIle (CBeAeHHUsS 00 00pa3oBaHWM, YPOBHE MOJATOTOBKH, KBaTU(HUKAIINH,
OmbITe PalOTHI, JAENOBBIE M JHMYHOCTHBIE KAadecTBa), MPH ATOM 0CO0O0 BBLAETSIOTCS T€ €ro 4YepThl U
CHOCOOHOCTH, KOTOpBIE MOTYT OBITh HamOoyiee MOJIE3HH PAOOTONATENI0 B TOH OpraHu3aluu WK
JOJDKHOCTH, KyJ1a COUCKATENb CTPEMUTCS MTOTIACTh;

- 3aKJIIOYUTENbHAS YacTh, B KOTOPOH aBTOP MPOCUT MOTydaTelsl 03HAKOMHUTHCS C PE3IOMe COMCKATEeNs TN
€ro KpaTKUMHU aHKETHBIMU JAHHBIMU U HA3HAYUTH BCTPEUy ISl COOECE0BaHMUS;

- KOMIUTHIMEHTapHAas 9acTh, B KOTOPOW aBTOP BBIPAJKAET CBOIO MPHU3HATEIHHOCTD.

EcTp HeckodpKO OTpacieil AesTeNbHOCTH, T/Ie PEKOMEHIAINH O00S3aTeNbHBI MOYTH 0e3 HMCKITIOYCHHA:
OXpaHHBI OWM3HEC, MEIWIMHA, HayKa, paboTa ¢ JCTbMHU (HSHU, T'YBEPHAHTKH M T.1.). B ocCTalbHBIX
CJIy4asix MCIIOJIb30BAaHUE PEKOMEHIATESILHBIX IMMCEM 3aBUCUT OT KOHKPETHOM CUTYaInH.

Bonpocs! u 3ananus:

1. [ToAroTOBBTECH K OOCYKIIEHUIO TEOPETUIECKOTO MaTepHara.

Buner nenoBsix mucem (OTBer Ha mpuriamenue. biarogapcrBenHoe muckMo. Peknmamanms. [Iperensus.
Haznauenus nenoBoi BcTpeuw. [lmcbMa: mpuriamieHus, MpocbObl, OJIAroJapHOCTH, COOOJIE3HOBAHHMSA,
COYKaJIeHUs], cCOTyBCTBHS). Pexnamanuu u nperensun. OTBeTH Ha pexyiamanun. Kareropun pexiamariuii.
2. BommonHuTe 3371aHUA U OTBETHTE HA BOMPOCHI:

1). O3HaKOMUBIIHNCH CO CTPYKTYpPOH MHChMa M 00pa3IaMy IMHCEM MEXIYHApOIHOTO 00pa3iia, HAITUIIIUTE
Ha JMcTe OyMarw pEeKBU3WTHI NMHChMa B TOPAIKE WX CieqoBaHuWs. JlaliTe aHTIUICKHE SKBUBAJICHTHI
HAa3BaHUH PEKBU3UTOB.

2). Kak HauMHAETCsI U 3aKaHYMBACTCS MTUCHMO, €CITU (PaMUIIUS M UMS aJipecara BaM HEe U3BECTHBI?

3). C xakoil meipi0 Ha CIEMYIOIIEH CTPOKe Iociie OOpalleHHus CTaBWIICA COKpamieHune Re: um 4To OHO
o0o3HaudaeT?

3. 3ajmanust ¥ BOMPOCHI It POPMUPOBAHUS U KOHTPOJIS BJIAJICHUST KOMITCTECHITUSIMH:

Hanummre cBouM mapTHEepam 1mo OU3HeCy KpaTKHe MUChMa!

- C TIO3/IpaBIIEHUEM 10 ITOBOJIY YCIIEITHOTO yYacTHs B BEICTABKE;

- C BBIp@XKEHUEM COOO0JIE3HOBAHMSI 110 TIOBOIY KOHYMHBI T€HEPATbHOTO IUPEKTOPA;

- ¢ O61aro1apHOCTHIO 32 MPUEM BAITUX COTPYIHHKOB BO BpEMs U KOMaHIHPOBKH;

- C UW3BUHEHHEM 3a 3aJepXKKy TIOCTaBKH TPOAYKIUH, BBI3BAaHHYIO (HOPC-MaKOPHBIMHU
00CTOSATEIbCTBAMU,

- C TIPUTJIAIICHUEM MPUHSTH YYaCTHE B TOPKECTBAX IO MoBoy 20-y1eTus Baiied (hUpMsi;

- C peKOMEHJIAINel Ballero KOJJIETH ISl yJacTHs B MEPEroBOPHI 10 WHTEpeCcyromel o0e Bamm
(hbUpMBI TEMaTHKE.

MpakTtuueckoe 3ansaTue Nel2. Ciayxe0Hble 3aIMCKH, CO00IIEHUs M0 GaKcy, JJIEKTPOHHAS MOYTA.
OpranmzanuonHast (popma 3aHATHS: TPAAULIIMOHHBIN ceMUHAp.
Lens: dopMupoBaHue y CTYACHTOB pPEUEBOH, S3BIKOBOW W KOMMYHHUKATHBHOM KOMIICTEHITUH JIJIS
OCYIIECTBJICHUS IEJIOBBIX KOHTAKTOB.
B pesynbTaTte ocBo€HUE TEMBI CTYIEHT AODKEH



3HaTh: OCHOBHYIO OHW3HEC-TCPMHHOJIOTHIO, HCIONB3YEMYIO MpH HANHMCAHWM CIY)KEOHBIX 3aIUCOK,
COOOIIEHUI TOCPEACTBOM DSJCKTPOHHBIX CPEJICTB OOIICHUS; OCHOBHBIC TpPaMMATHYCCKHC SIBIICHHS,
XapaKkTepHble ISl NPO(PECCHOHANLHOW pedd; JIGKCHYeCKHEe W CHHTAKCHYECKHE OCOOCHHOCTH
o(HIIMATBHO-IEIIOBOTO CTUJIS B aHTJIUHCKOM SI3BIKE.
YMETb: ONPEACIATh CTUICBYIO MPHHAUICKHOCTh AHIIMHCKAX TEKCTOB O(MHUIIMAIBHO-JICIIOBOTO CTHIIA,
BUJIETh XapaKTepHBIC CTHIECBBIC YEPTHI; YUTATh O(PUIIUATHHO-JIEIIOBBIE TEKCTHI Pa3UYHON CTENEeHU
CIIO)KHOCTH; CTPOWTH JHAJOTHYECKYI0 W MOHOJOTHMYECKYI0 peub C WCIONB30BAHUEM Hanmboee
YHOTPEOUTENBHBIX JICKCUKO-TPAMMATHYECKAX CPEIICTB B OCHOBHBIX KOMMYHHKATHBHBIX CHTYaIUSIX
O0(UIHATHLHOTO OOIICHUS; TOHUMATh AUATOTHYECKYI0 U MOHOJIOTHYECKYIO PeUb [0 U3yUEHHOM TeMe.
AKTyallbHOCTh TeMBI: 00YCJIOBJIeHa HEOOXOAMMOCTHIO OBIaneHus Y K-4.
TeopeTnyeckas 4acThb:

CoBpeMeHHBIE CpelICTBa Niepeiaun HHGopMaruu
1. ®akc (fax, fax machine) ciry>xuT s epegaun neaoBoit koppecnonaeHwn (business correspondence)
o tenedoHHol ceTu. B COBpeMEHHOI /10RO MPAKTHKE O (PaKCy OOBIYHO MOCHUIAIOT:
— KOMMepueckue npeanoxenus (offers);
— npaiic-mucTsl (price lists);
— pekiamMubie MaTepuanbl (advertising materials);
— npecc-penusbl (press releases);
— MUCHMEHHBIC 3ampOoCkl (Written inquiries) ¥ T.I., a TAKXKE OCYIISCTBIIIOT TEKYIIYIO MEPEITUCKY.
Pazmep ¢akca oObIYHO HE MpPEBHINIAECT OJHOM CTPaHWIIBI, a €ro CTPYKTypa COOTBETCTBYET CTPYKType
JITIOBOTO MTUCHMA.
dakchbl MOANIMBAIOTCS B JeN0. FIX MOXKHO HMCIOJIb30BATh B KAUYECTBE OKA3aTEILCTBA MPH Pa3pelIcHUH
MPOTHBOPEYNI MEXTy JICTIOBBIMU TAPTHEPAMH.
Mo dakcy oObIYHO HE MepeaaroTCs:
— OpUTHHAJIBI KOHTpakTOB (original contracts);
— akkpeauTushl (letters of credit);
— cuera-QakTypsl (invoices) W Ap. BaXKHBIE JOKYMEHTHI, KOTOPBIE IEPECHUIAIOTCS 3aKa3HBIMU
MHMCbMaMHU TUO0 TIEPENAIOTCS C KYPBEPOM.
2. DnexkrponHas nouta (E-mail) sBisercs HamOoyiee MOMyNSIPHBIM M CaMBIM THPOCTHIM TPHIOKEHUEM
NI00AIbHON KOMTIBIOTEpHOU ceTH Internet, oxBartbiBatomeii 6omee 100 cTpaH W MECATKH MUJUTHOHOB
[10JIB30BATEIIEH.

DJNEeKTPOHHASA T0YTa MO3BOJIAET COKPATUTh PACXOJbl HA JIOCTABKY MHCEM M OTHpPaBKy (pakcos, a
TaKXKe yNPOCTHTh OOMEH KOPPECTOHICHIMEH MEXTy JCTOBBIMU MapTHEpaMH. [ TaBHBIM HEIOCTATKOM
3JIEKTPOHHOM MOYTHI ABJSETCA ciadas 3aIInTa Imepe1aBaeMoi 1Mo Hell nHpopManuu.

[Ipocreiimum perieHreM Ajis OONBIIMHCTBA HEOOJBIINX KOMIIAHUN M OM3HECMEHOB 3allajHbIX CTpPaH,
MO3BOJIAIONICe MM TOJNYyYUTh JOCTym K Internet, sBISIOTCA KOMMbHOTEp ¢ MojaemoMm (modem) u
kommyTtupyemoe (dial-up) coemmueHwe c y3moBeIM KommbloTepoM (host) mo TemedoHHON ITHHHM.
Bo3moxHOCTE TOmacTe B ceTh, HaOpaB HOMeEp TeledoHa Y3JIOBOTO KOMIIBIOTEpA, HEMOCPEICTBEHHO
BXoJIs11ero B Internet, mpeoCTaBIIAIOT MECTHBIC MIOCTABIUKU CETEBBIX yCIYT (service providers).
TexHW4YecKH OSICKTPOHHAs TOYTa — OOMEH IU(PPOBBIMH COOOIICHUSAMH MEXIYy aJIpecamMH BHJIA
[Totb30BaTENb | (@[ MHTEPHET-TIpOBaiiAep |.[ ToMeH]. Jomen — COKpaIlicHHe CTpaHBbI HTH
OPraHU3alMOHHOTO TUIA (0OBIYHO com).

Tunel opranuzanuii. AHTIoroBopsiue (OCOOCHHO aMEpPUKaHCKHE) MPEANPUATHS HMEIOT
npodmibHBIe JoMeHEL. Anpec biffl@math.utoronto.ca Oymer o3HagaTh, UTO €T0 MOJIB30BATENh, T-H budd,
pabotaet Ha MaTdake TOPOHTCKOTO YHHBEPCUTETA.
com  KOpIopanus
edu  oOpasoBarenbHOE YUPESKIACHUE
gov MPaBUTEIILCTBEHHBIN OpPraH

mil BOEHHOE BEIOMCTBO
net WUHTEPHET-KOMITaHHSI
org OpraHu3arus

[Tanka 371€KTPOHHON MTOYTHI

JlenoBble COOOINEHUST HAYMHAIOTCS CO CTATUCTHKH: to (moyvarens), from (OTHpaBUTENb) W MHOTIA CC
(vommu). CKpBITEIE KOTHMH 0003HAYArOTCS Kak bee. ImaBHOE — subject (TemMa) Kak 3aroloBOK mackMa. OHa
OOJIKHA TOYHO OIMMCBIBATH COACPIIKAHUEC. CpquHe COO6IlIeHI/ISI MOYHO IMTOME€YaTh KPpaCHbBIM (1)Ha)KKOM.
3-1M0YTOBOE BCTYIUICHHE



JenoBsie coobmienus HaunHatoTest ¢ Dear... u 3akaHuuBarotcst Best wishes wnu (Best) regards. B Tekcre
aBTOp YTO-TO YTBEPIKAAeT, COOOIIAeT, CHpamIMBaeT, OTBEYaeT, 00cyxknmaer, mpocut... CyTb ciemyer
M3JIaraTh B TIEpBOM ad3arie.

[Tpumepsr hopMaTbHOTO BCTYIICHUS:

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

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

Regarding our ... OTHOCHUTENBHO ...

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

Te3ucel YacTo M3NararoT MOPSIKOBBIM CIIMCKOM, a MOAPOOHOCTH IPHIIAraoT.

D-TI0YTOBOE 3aBEpIICHNE

[Mpumeps! hopMaTbHBIX 3aBEPIICHHIA:

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

We look forward to doing business with you  Bynmem paapl cOTpyAHHYECTBY C BAMH

JlenoBeie COOOIIEHHST TOXKE colepaT OJOKM MOAMUCH (MM, AOJDKHOCTB, TenedoH, ¢akc, aapec), HO
qarie OTPaHWYMBAIOTCS JIMIIb yKa3aHHEM aBTopa. JIMIIHWM OyneT W MOBTOPATH YXKe aBTOMAaTHYECKH
MpUCBanuBaeMblid SJIEKTPOHHBIN ajpec.

CoxkpalueHus, UCIoIb3yeMbIe B 3JIEKTPOHHBIX MHChMax

AAMOF As A Matter Of Fact B cymuocTH

AFAIK As far as | know HACKOJIBKO 5 3HAIO

BTW By The Way  kcratu

CU see you yBUAUMCS

F2F face to face HaeIuHe

FOAF Friend of a Friend U3 TPETBUX PYK

FYA For Your Amusement x Bareit pagoctu

FYI For Your Information k Bamemy cBeJeHHIO

HSIK How Should I Know? moHsTHS HE HMEIO

IMO  In My Opinion mo MoeMy MHEHHUIO

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

IWBNI It Would Be Nice If  xopormo Obr

KIS  Keep It Simple rosopu mporre

NRN No Reply Needed OTBET HeoOs3aTelICH

oS Operating system oTiepaIriioHHas CUCTEMa

OTL Over The Line cBepx mojgoXeHHOTO

OTOH On The Other Hand ¢ apyroii cropoHbI

R Received MOITy4eHO

TFS  Thanks For Sharing  cmacu6o 3a cChUIKY

TIA  Thanks in Advance 3apaHee OyiarogapeH

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

Bompocs! u 3aganust:

1. [ToAroTOBBTECH K OOCYKIIEHUIO TEOPETUIECKOTO MaTepHara.

[IpaBuna odopmiteHust ciayxeOHoi 3amucku. Cocrapistoniue (HakcoBoro cooOrieHus. I[IpaBuna
HAIMCaHUS DIIEKTPOHHOTO coo0meHus. CoKpalleHus, UCIOIb3yEMbIE B SJICKTPOHHBIX COOOIIEHUIX.

2. BBIOJIHUTE 3a0aHUSA:

1). CocraBbTe (hakc ¢ COOOIIEHHEM O IMEPEUUCIICHUM JCMO3UTa 3a MPOXXKMBAHUE B TOCTHHHMIIC BaIllMX
YYaCTHUKOB KOH(pepeHIun (pupM- apTHEPOB, a TAKKe O JAaTe UX NpuObITHA Ha KoH(epeHuuto B [Ipary.
2). HanmmmmmTe cooOmienne mo 37MeKTPOHHON MoUTe ¢ IPOCh00i pacCMOTPETh BOBMOYKHOCTH O BBIICIICHUN
Bam (hrHaHCOBO# MOMOIITH I y9acTHS B CHMITO3UYME, OPTKOMUTET KOTOPOTro oTodpan Bamn moxman s
BBICTYIUJIEHHS B OJIHOW CEKLUH.

3). CocraBbTe (hakcoOBOE COOOIICHHE OPTaHU3aIMOHHOMY KOMUTETY TOPTOBO-TIPOMBIIIJICHHON BBHICTABKU
¢ mpock0oi 3a0poHHpOBaTh 7 OJHOMECTHBIX HOMEPOB B TOCTHHHIIE IJIS UYICHOB Balllel TPYNIBl U3
pacdera He 6omee S0 momutapos CIIA B cyTku Ha YelTOBEKaA.

4). TlopTBepauTe 1O AJIEKTPOHHOM MOYTE MOJMydYeHHE HWHQPOpPMANUK OT MapTHEPOB MO Ou3Hecy o0
OTIIpaBKe MapTHH rpy3a. He 3a0ypTe 3aM0IHUTh CTPOKY «TeMa COOOIICHUS.



5). CooOmuTe mapTHepaMm 1o OW3HECY 00 M3MEHEHWM Balllero 3JCKTPOHHOTO ajapeca ¢ 1-ro ymcia
CJIC/TYIOIETO MECSIIa B CBSI3U C pEOpPraHU3allel yCIayT TeIeKOMMYHUKAIMH B BallleM PErHOHE.
3. Read and translate the business letters. Define the type of business letter. Answer to these letters.
1.  Gentlemen:
With reference to your advertisement in “Omni” vol.1 No 6 we should be pleased to receive your price-
list of Cobra telephone. Please state what discount you allow for quantities and cash payment.

Yours faithfully

John Burton

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

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

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

Yours sincerely,

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



— guarantees

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

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

Your early reply would be appreciated.

Yours faithfully

A. Smirnov

Export-Import Manager

6. Dear Mr. North,

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

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

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

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

I look forward to hearing from you.

Yours sincerely,

Fred Stock

7. Dear Sirs,

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

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

Yours faithfully

A. Serov

Encl. Order No. 142

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

Yours sincerely,
Alfred Smithers
Sales Manager
9. Dear Mr. Carson,
According to our records payment of our invoice No. 3823, sent to you in April, has not yet been made.
As specified on all our estimates and invoices our terms of payment are 30 days. Your invoice has now
been outstanding for 90 days. In the case of unsettled debt of this duration it is our company policy to
take legal action.
We would naturally prefer not to have to go so far. Would you please send us a check by return. In case
you have lost or mislaid the original I am enclosing a copy of our invoice.
We look forward to receiving your payment by return.
Yours sincerely,
Pierre Lacoste
Credit Controller
10. Dear Mrs. Hastings,



I would like to apply for the position advertized in The Moscow Times on June 16 for a Personal
Assistant to the Sales Manager.
As you see from my CV, much of the work I do in my present position is that of a PA. I deal not with the
routine work of a secretary, but also represent the Assistant Director at small meetings and functions, and
I am delegated to take a number of policy decisions in his absence.
Your advertisement asked for knowledge of languages. My English is fluent and I have kept up my
French. I have accompanied the Assistant Director on his business trips acting as an interpreter and
translator for him.
I am also familiar with the latest developments in Information Technology. I have just completed a one-
month course at the City College in addition to the previous courses I attended when I was with Johnson.
I am particularly interested in the situation you are offering, as I would like to become more involved
with computer technology. I am quite familiar with many of the software products that ICS manufacture
for offices.
As well as my secretarial skills and experience of running a busy office, I am used to working with
technicians in the field of computers. I have a genuine interest in computer development and the people
involved in the profession.
Please let me know if there is any further information you require. I look forward to hearing from you.
Yours truly,
Margaret Belova
Encl.CV

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

— nocraBka Ha ycnoBusix CIF, Caparos;

— rieHa 60 10J1apoB 3a €ANHHUITY TOBAPA;

— LIBET: YEPHBIN, CEPBIN U CUHUM;

— pasmepsl: L u XL;

— (opma omnara: Oe3HATMYHBIN 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 TCEXHUUYCCKUC XapPAKTCPUCTUKHN I/I3,HGJ'H/II\/'I, KOTOpPBIC TIPOM3BOAUT HI/I60
AUCTPUOBIOTOPOM KOTOPBIX sIBJIsieTCs Baiia kommnaHus;

- OTMETBTE T€ OCOOCHHOCTH M3JeNHi, KOTOpbIe, 10 BalieMy MHEHHIO, BHIFTOAHO OTIMYAIOT HX OT
AHAJIOTHYHBIX TOBapOB Balllmx KOHKYPEHTOB;

- YK@XHTE, Ha KaKOW CPOK CIIy)KObl paccuuTaHbl Bamm wu3menus, kKakoBa HPOJOJIKUTEIBHOCTD
rapaHTUHHOIO CpOKa, KaKylo MOAJIEpkKYy Baia komnaHus OKa3bIBa€T IMOJIb30BATENSIM 3THUX H3ACIHM,
CKOJIBKO I/ISZIeJ'H/Iﬁ 1 B KaKnM€ CpOKU Bamra xomnanus rotToBa IOCTaBUTh IMOKYIIaTCIIIO.

IIpakTHyeckoe 3ansaTHe Nel3. BpoHupoBanue MecT B roctuHuie. bBponnpoBanue 01JieToB 1Jis1
NyTelecTBUi.

OpranmzanuonHast popma 3aHATHS: TPAAUIIMOHHBIN ceMUHAp.
Lenp: ¢dopMupoBaHue y CTYACHTOB pPEUYEBOW, SI3BIKOBOM W KOMMYHHKATHBHON KOMIETEHIIUH IS
OCYIIECTBJICHHA ACJIOBbBIX KOHTAKTOB.
B pesynbpTare ocBOeHHE TEMBI CTYJIEHT JOKEH
3HaTh: OCHOBHBIE TPAMMAaTHYECKHE SBIICHUS, XapaKTePHbIE IS MPOPECCHOHATFHON PEeUH; IEKCHIECKHE U
CHHTaKCHYECKHE OCOOCHHOCTH O(HUINATHHO-AETI0BOTO CTHIIS B AaHTJINHCKOM SI3BIKE.
YMETh: ONPECNATh CTHICBYH NPUHAIUICKHOCTh AHTIMICKHX TEKCTOB O(HIIMAIBHO-ICIOBOTO CTHII,
BHUJIETh XapaKTEPHBIC CTHJICBBIE YEpPThI, YUTATh O(UIIMAIBLHO-JIEIIOBBIE TEKCTHl PA3IUYHON CTEIICHU



CIIO)KHOCTH; CTPOHUTh JHAJOTMYECKYl0 W MOHOJOTHMYECKYI0 pedb C UCIOJIB30BaHUEM Hanboee
YIIOTPEOUTENBHBIX JIEKCHKO-TPAMMATHYECKHX CPEJICTB B OCHOBHBIX KOMMYHHKATHBHBIX CHTYaIHsIX
o(UIHaTBEHOTO OONIEHNUS; TOHUMATh TUAJIOTMYECKYI0 M MOHOJIOTHYECKYIO Pedb 110 H3y4EeHHOH TeMe.
AKTyaJIbHOCTh TE€MbI: 00yCIIOBIIEHA HEOOXOIUMOCThIO OoBJaaeHus Y K-4,
Teoperuueckas 4acThb:
People from all round the word work in the glamorous hotel industry. There are more than 50% Non-
English Speaking Hoteliers and Restaurateurs work in different hotels, restaurants, pubs, coffee shops etc.
Hotel industry is all about serving your guest. While serving properly you have to communicate. So, if
you are non-English speaking personnel then do not be afraid. I am here to help you. Anyway, today we
will learn some Basic English words and expressions depending on various situations.
1. For Addressing:
- Mr. — To address any Gentleman (Both married and non married)
- Mrs. — To address any Woman (Only married)
- Miss — To address any Woman (Only Unmarried)
- Ms. — To address any Woman (Both married & Non married)
Note: Whenever you are not sure whether your lady guest is married or not then the safest approach is to
address her as Ms. But sometimes it has been found that very few Lady guests become irritated at your
addressing. So, if possible it is better to ask “How should I address you, Sir/Madam?”
2. Greetings:
- Good morning, Sir/ Madam
- Good afternoon, Sir/ Madam
Good afternoon, Sir/ Madam
. Welcoming any one:
- Welcome to XXX hotel
- We are glad to see you Mr. X
- Thanks for your coming Mr. X
- We are honored to get the chance to serve you sir
. Asking questions or Inquiring:
- Could I ask you, a question, Sir?
- Do you need anything else, sir?
- May I have your first name?
- May I have your name, please?
- Your initials, please?
- May I have your room number?
- May I have your signature here, sir?
- May I know who I am talking to?
- May I ask who the next is?
- May I be of your service, madam?
- May I recommend our XXX to you, sir?
- May I help you with that, madam?
- Is there anything else I can do for you, madam?
5. Wishing your Guest:
- Have a pleasant stay in the XXX Hotel, sir
- Have a pleasant stay with us, madam
- Have a nice day
- Have a pleasant evening
- Have a good weekend!
- Have a good day
- Enjoy your stay/day
- Happy New Year!
- Merry Christmas!
- Happy Birthday!
6. Apologizing:
- I am terribly sorry, sir.
- Excuse me
- I am awfully sorry
I beg your pardon, sir

98]
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- 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:

- It is OK

- No problem

- No problem at all

- That is all right

- It does not matter

- It is nothing

8. Thanking any one:

- Thank you

- Thank you very much

- Thank you for telling us

- Thank you for your compliment

- Thank you for coming

- Thank you for calling

- Thank you for waiting

- Thank you for being so understanding

- That’s very kind of you

- Thank you very much

9. Answering Thanks:

- You are welcome

It’s my pleasure

My pleasure

With pleasure

- Thank you

10. Assuring your guests:

- Don’t Worry, sir

- Take it easy

- Don’t worry, madam. We’ll see to it

- Don’t be afraid sir

- I’1l look into the matter

- I’1l be with you in a moment

- It won’t be too long, sir

- Please take it easy, madam

11. Directing to a destination:

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

- Let me show you

- This way, please

- Go down to the lobby

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

12. Show eagerness to serve:

- I am always at your service sir

- Feel free to call me, sir

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

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

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

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



- I’m afraid we cannot do that

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

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

- I will try, but not sure enough

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

- I’m sorry, sir. ’'m afraid I’'m not sure, but I’1l ask some one for you
- If you wait a moment, sir, I’ll try to find it out

15. Expressing happiness:

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

- I’m glad to hear that

- It is great sir

- I am very fortunate sir

16. Expressing sorry:

- I am shocked to hear it, sir

- I’m sorry to hear that

- It’s a great pity

- I am really sorry sir

17. Expressing concern:

- Are you ok, sir?

- Is everything all right?

- Are you all right, sir?

- I hope you did not hurt yourself

18. Agreeing on anything:

- Certainly sir

- Definitely

- That’s true

- Absolutely, sir

19. When you don’t understand something:

- Could you repeat please?

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

- Could you speak more slowly?

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

20. Finishing Conversation

- Good bye, and have a nice trip

- Have a nice day

- See you

- Thank you for coming

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

- We all look forward to serving you again

- Hope you enjoyed staying with us

Bormpocs! u 3aganust:

1. IloaroroBeTeCh K 0OCYKICHUIO TEOPETUIECKOTO MaTepHaa.
INepenucka mo opraHu3amuu pa3menieHus. YacTHBIH 3ampoc 0 OpOHUPOBAHWUM MECT B TOCTHHHIIC.
KopriopatusHslii 3anpoc 0 OpoHupoBaHMM MecT B roctuHuile. [Ipocsba o pesepBupoBaHNH OmiieTa Ha
camorer. [Ipocs0a o pesepBupoBaHuM OnieTa Ha moe3, mapoxo. [lepenmcka Mo opraHu3anuy MOE3IKH.

2. l[IpounraiiTe u nepeBeIUTE TUAIIOT.

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

Guest: “I want to make a reservation”

Agent: Ok sir. How should I address you?

Guest: [ am Robert Temple.

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

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

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

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



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

Agent: How should I spell your name sir?

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

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

Guest: Yes, you are right.

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

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

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

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

Guest: Yes, that’s great.

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

Guest: Yes, you are right.

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

3. [lepeBenure BeIpaxkenus. [locTpoiiTe AMAIOTH, HCIIONB3YS JaHHBIE (pasbl.

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

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

- Can you please spell your name please?

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

- Who made the reservation?

- Shall I make a reservation for you?

- What was the date of the reservation?

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

- Is this a new reservation or a confirmation call?

- Do you remember the name of the reservation clerk?

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

- In whose name was the reservation made?

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

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

- When did you make the reservation?

- When was it made?

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

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

IIpakTuuyeckoe 3ansaTue Nel4. IleperoBopsl kKak Aeji0Basi KOMMYHUKALUS.
OpranuzanuonHas GopmMa 3aHATUS: TPaIULIHOHHBIA CEMUHAP.
Lenb: ¢dopMupoBaHue y CTYACHTOB PEUEBOW, SI3BIKOBOM M KOMMYHHMKATHBHOM KOMIICTCHIIUHM ISt
OCYILIECTBIICHUS I€TIOBBIX KOHTAKTOB.
B pesynbprare ocBO€HHE TEMbI CTYJEHT 10JDKEH
3HaTh: OCHOBHYIO OW3HEC-TEpMHHOJOTHIO, HCIIONB3YEMYIO TPH BEACHWU MEPEroBOPOB; OCHOBHBIC
rpaMMaTHUYECKHE SABJICHHUS, XapaKTepHbIe AJIsl TPo(eCCHOHAIBHON peyuy; JIEKCHUECKHE U CHHTAKCHUECKHUE
0Cc00CHHOCTH O(HUIHATBHO-AEIOBOTO CTHIISI B AHTJIIMHCKOM SI3BIKE.



YMETh: BECTH TIE€PETOBOPHI; OMPEICIATh CTUIEBYIO MPUHAUICKHOCTD aHTTTUICKUX TEKCTOB O(QHIUATBHO-
JEJTOBOTO CTWJIS, BHJCTh XapaKTepHbIE CTHJIECBBIE YepThl; YHUTaTh O(UIIHATBEHO-/ICIOBBIE TEKCTHI
Pa3IMYHON CTETIEHH CIIOKHOCTH; CTPOUTH JAUAJIOTMYECKYI0 1 MOHOJIOTHYECKYIO pedb C HCIIOIb30BaHUEM
HanOoJiee YMOTPEOUTENBHBIX JIEKCHKO-IPAMMATHYECKHX CPEICTB B OCHOBHBIX KOMMYHHKATHBHBIX
CUTyallMsiX O(MUIMAIBHOTO OOILCHUS; TMOHUMATh JHAJIOTHYECKYI0 W MOHOJIOTHYECKYI0 pedb II0
HU3y4YEHHOU TeMe.

AKTyallbHOCTh TeMBI: 00YyCIOBIIeHa HEOOXOANMOCThIO OBlaneHus Y K-4.

Teopernueckas 4acTsb:

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

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

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

1. Opening the Negotiations

Welcoming:

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

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

. Welcome to ...

Suggesting a procedure:

. I would like now to begin by suggesting the following procedure (agenda).
. To start with, I think we should establish the overall procedure.

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

Checking for agreement:

. Does that fit in with your objectives?

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

. Does that seem acceptable to you?

. Is there anything you'd like to change?

. Is this okay with you?

Giving the discussion leadership to a colleague:

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

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

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

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

Dealing with digressions:

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

. Can we deal with ... first?

2. Clarifying Proposals
Reviewing the previous session:

. At our last meeting, we discussed ...

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

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

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

Putting forward future possibilities:



. We foresee ...

. We envisage ...

. We see ...

Seeking clarification:

. Could you clarify one point for me?

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

. Could you be more specific?

Defining a proposal more specifically:

. It involves ...

. It covers ...

. It includes ...

. It leaves out ...

Reassuring:

. Let me reassure you that ...

. I can promise you that ...

. Have no doubts that we will ...

Going Beyond Positions to the Underlying Interests
Asking why:

. Why would you want to ...?

. What would you do with ...?

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

. Why couldn't you ...?

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

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

. Can we summarize your position up to this point?

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

. Is that an accurate summary of where you stand?

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

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

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

4. Bargaining
Signalling the start of bargaining:

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

. Regarding your proposal, our position is ...

. Our basic position is ...

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

Making and qualifying concessions:

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

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

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

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

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

5. Entering the Critical Phase

Identifying obstacles:

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

. The main thing that bothers us is ...

. One big problem we have is ...

Analyzing an obstacle:



. What exactly is the underlying problem here?

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

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

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

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

Declining an offer:

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

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

Asking for further information:

. Would you like to elaborate on that?

. Could you go into more detail on that?

6. Closing

Checking:

. Let's just confirm the details, then.

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

. Can we check these points one last time?

Delaying:

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

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

. We are happy to accept this agreement.

. This agreement is acceptable to us.

. I believe we have an agreement.

Bompocs! u 3aganus:

1. [TonroToBhTECH K OOCYKACHUIO TEOPETHYECKOTO MaTepraa.

OcHoBHBIE (DYHKIMM M MOAXOIBI K TMEPErOBOpPHOMY mporeccy. CTpaTerndyecKkue Lend W MPHHIUIIBL
BEJICHUS MEPErOBOPOB. DTallbl M TAKTUYECKHE MPUEMBI BEACHMS MEPErOBOPOB. 3aBEPIICHHE Ipoliecca
MIEPETOBOPOB, PE3YIbTATHI U aHAJIH3.

2. Speech patterns in speech situations

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

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

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

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

- to discuss our export and import policy,

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

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

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

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

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

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

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

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

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



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

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

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

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

arise;

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

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

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

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

4. Combine the two sentences according to the model:

The discussion was started. Then the manager came.

The discussion had been started before the manager came.

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

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

The offer was declined. Then he consulted his boss.

IIpakTnueckoe 3ansaTue NelS. IlpoBegenne npe3eHTanuii ¥ BHICTYIJICHHUIA.
Opranu3zaionHas GopmMa 3aHITHS: TPATUIIMOHHBIA CEMUHAP.
Llenb: QopmHupoBaHME y CTYICHTOB pPEYEBOM, S3BIKOBOH M KOMMYHUKATUBHOW KOMIICTCHIIUH JUIS
OCYIIIECTBJICHHS JICTIOBBIX KOHTAKTOB.
B pesynbTare ocBOeHUE TEMBI CTYJICHT JIOJKEH
3HaTh: OCHOBHYIO OHM3HEC-TEPMUHOJIOTHIO, UCIIOJIL3YEMYIO TPU TPOBEJCHUU TPE3CHTAIMH U JETOBBIX
BBICTYIUICHUI; OCHOBHBIC TPaMMaTHUECKHE SIBICHHS, XapaKTepHbIC Uil NPO(ECCHOHATBHOW peyH;
JICKCHYECKHE ¥ CHHTAKCUYECKUE 0COOEHHOCTH O(HUIMATBHO-TCIOBOTO CTHJIS B AHTJIMHCKOM SI3bIKE.
YMETh: TPOBOJIUTH MPE3CHTALMM W JIEJOBBIC BBICTYIJICHUS; ONPEACIATh CTHUIICBYIO MPHUHAIICKHOCTD
AQHTJIMHACKUX TEKCTOB O(QHIMATBHO-IEIOBOrO CTH/IS, BUAETh XapaKTEPHbIC CTHJCBBIC YEPThbl; YUTATh
O(DUIATHHO-ICIOBBIE  TEKCThI  PA3JIMYHON CTEMEHH CIIOKHOCTH, CTPOUTHh JUAJOTHYCCKYI0 U
MOHOJIOTHYECKYI0 pE4Yb C HCIOJb30BaHHEM Haunbojee YHOTPEOUTENbHBIX JEKCUKO-IPAaMMATHUYCCKUX
CPEICTB B OCHOBHBIX KOMMYHHKATHBHBIX CHUTyalUsX O(UIHMATBHOTO OOIICHHUS, TOHUMATh
JMAJIOTUYECKYI0 1 MOHOJOTHYECKYIO peub 110 H3YUYEHHOH TeMe.
AKTyallbHOCTb TeMBI: 00yCIOBIeHa HEOOXOAMMOCThIO OBIaneHus Y K-4.
TeopeTuyeckas 4acTh:
HOW TO OVERCOME CROSS CULTURAL COMMUNICATION IN BUSINESS

In global companies, effective cross-cultural communication enables businesses to run more
smoothly. By acknowledging the potential problems that can occur and taking proactive steps to
minimize conflict, you can help your employees work together better. Adjusting behavior takes time, so
be sure to provide opportunities for your employees to learn about each other’s cultures and habits before
problems arise. Set expectations throughout your company that additional effort might be required to
understand each other. Foster engagement in thoughtful consideration instead of jumping to hasty
conclusions that lead to volatile, unproductive conflicts.
Step 1
Run meetings to expose your employees to other cultures. Introducing employees who will be working
together in a non-threatening environment enables a good working relationship long term. Learning about
another culture’s language, rules and norms for acceptable behavior helps prepare your employees to deal
with situations as they arise. Changing preconceptions can lead to more conducive working relationships.
Step 2
Conduct activities to demonstrate how dependent we are on language. For example, dedicate a day to
being silent. Have each employee develop a contract stating what they hope to learn, how long they will



remain silent (what exceptions can be made) and how they plan to cope without speaking all day. After
experiencing a day with limited communication, participants can typically relate to being in a foreign
environment more easily.

Step 3

Provide workshops, tips and techniques for communicating effectively in cross-cultural work
environments. People act according to the values of their own culture. Others from another culture might
interpret behavior differently. Practicing such strategies as active listening (paraphrasing what is said to
ensure understanding can be achieved) and using multiple forms of communication, such as written,
audio and visual, can enhance employee involvement in assuring that conflicts do not arise because of
cultural misunderstandings due to lack of awareness.

Step 4

Coach employees to mediate conflicts related to cultural misunderstandings. Provide opportunities for
employees to respond to situations from viewpoints different than their own. Divide a group of people
into pairs to conduct role-playing exercises that allow participants to acknowledge culture difference
exist. Encourage each pair to think about a conflict they have experienced recently due to cultural
differences. Have each participant describe what they might find offensive or unusual. Let each
participant suggest how the problem would be handled in their own culture. Together, have the
participants develop a resolution to the problem. Have each pair report to the larger group on their
experiences.

How do cultural differences affect communication?

People living in different cultures have different habits, values and ways of expression. These differences
are cultural differences which cause problems when people communicate. The following points can
highlight more about such differences:

1. Body movements: Our body sends non-word messages through hands, fingers, eyes, head, face and so
on. These non-word messages have different meaning in different cultures, such as:

Handshake: Americans like to greet by firm of handshake while Chinese do not like much touching to
greet. Rather they bow to greet people.

Eye contact: In U.S.A people maintain eye contact while speaking to provide importance. Whereas, in
Indonesia, looking directly at people considered to be disrespectful.

Fingers: Use of two fingers to show victory sign is a symbol of success in U.S.A. The same symbol has a
vulgar meaning in Australia. In Japan such sign represents money. Even the use of “thumbs up” means
“things are well” in England and U.S.A but it has a negative meaning in Nigeria.

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

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

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

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

Arabians are late to show that they are busy.

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

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

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

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



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

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

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

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

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

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

Bonpocs! u 3ananus:

1. IloaroroBeTECh K 0OCYKICHUIO TEOPETHIECKOTO MaTepHaa.

[IpencraBienue ceds B MEKKYJIBTYPHBIX KOMMYHHUKaNUAX. PeKOMEHAMy 1Mo MOAroTOBKE MPE3eHTAIIN
u BbicTymuieHusi. CTpyKTypa mpe3eHTalud. BCTymieHue, mpeacraBicHUe MpoOieMbl, OObCHEHHE
CYIIHOCTH MPOOJIEMBI C ONOPOW Ha MILTIOCTPALMH, MPEUIOKEHHUS M0 PEIICHUI0 Mpo0ieMbl, 00001IeH e,
3aKITIOYEHHE.

2. IlpounTaiite, MepeBeJUTE TEKCT U3 TEOPETUIECKON YaCTH U BHITIOJIHUTE CIICIYIOIIUC 3a1aHHs

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.

IIpakTnuyeckoe 3ansaTue Nel6. TesedonHble pa3roBopbl. JyieKTPOHHBINH ouc. UHTEepHeT.
Opranu3zaionHas GopmMa 3aHATHS: TPaIULUOHHBIA CEMUHAP.
Lenb: ¢dopMupoBaHue y CTYACHTOB PEUEBOW, SI3BIKOBOH W KOMMYHHMKATHBHOM KOMICTCHIIUHM ISt
OCYIIIECTBIICHHUS IETIOBBIX KOHTAKTOB.
B pesynpTaTte ocBOSHUE TEMBI CTYICHT JOKCH
3HATh. OCHOBHBIC TPAMMATHYCCKHUE SBIICHUS, XapaKTEPHBIC IS MPOPECCUOHATLHON PEeUH; IEKCUIECKHE U
CHHTaKCHYECKHE OCOOCHHOCTH O(HUIMATBLHO-AETI0BOTO CTHIIS B aHTJIMHCKOM SI3BIKE.



YMETh: BECTHU Teﬂe(bOHHLIC MEPETOBOPLI; ONPECACTIATE CTUIICBYIO NPUHAIJICKHOCTD AHTJINHCKUX TEKCTOB
0(UINATLHO-IETIOBOTO CTWIISA, BUAETh XapaKTEpPHBIE CTHJIECBBIC UYEPTHI, YATATh O(UIMAIBEHO-IETOBbIC
TEKCTBl PA3IMYHON CTENCHN CIIOKHOCTH; CTPOWTH JHAJOTHYECKYI0 M MOHOJIOTHYECKYI0 pedb C
HUCIIOJIb30BAHUEM HaI/I6OHee yHOTpC6I/ITCHI7HI)IX JICKCUKO-TPAaMMATHYCCKUX CpPCACTB B OCHOBHBIX
KOMMYHHKATHBHBIX ~ CUTyallsiX  O(QHIMAIBHOTO  OOIICHHs; TOHMMATh  JUAJOTHYECKYID  H
MOHOJIOTHYECKYIO Pedb II0 H3y4EHHOH TeMe.
AKTyallbHOCTh TeMBI: 00YyCIOBIIeHa HEOOXOANMOCThIO OBlaneHus Y K-4.
Teopernueckas 4acTsb:
TELEPHONING

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

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

— National Bank. What can we do for you?

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

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

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

— Yes, thank you.

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

— It's about the Company financial policy.

— Thank you. Good-bye.

— Good-bye.

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

— Hello, Mr. Clifford's office.

— Could I speak to Mr. Clifford, please?

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

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

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

— That's right.

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

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

- So that's B for Box...

— No, P for Paper.

— Sorry, P-I-L-K-I-N-S.

— Yes, that's it.

— I'll give him your message, Mr. Pilkins.

— Thank you. Good-bye.

— Good-bye, sir.

USEFUL PHRASES



Hello. I'd like to speak to Mr. Green, please!" — Ajo. Sl Obl XOTen MOTOBOPUTH C I-HOM ['pHHOM,
noxxanyiicra!

Can I have a word with him? — Mo»xHo MHE ITOTOBOPHTH ¢ HUM?

Could you put me through to Mr. Green, please? — CoenuuauTe MeHs1, MOXKaNyHcTa, ¢ T-HOM [ puHOM.
Who's this, please? — Ko y Tenedona?

Who's speaking? — KTo roBoput?

Mr. Green speaking. — ['oBopwur -0 ['puH.

Is that Mr. Green? — Oto -0 ['pun?

Speaking. — Ciymato.

You've got the wrong number. — BbI ommn6ncs HoMepom.

Sorry, you must have the wrong number. — V3Bunute, Bbl, 10J1KHO OBITh, OIIUOIUCE HOMEPOM.

It's the wrong number. — 9T0 HE TOT HOMED.

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

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

The line is clear. — JIuaus ceoboaHa

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

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

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

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

Could you take a message? — Brl He Moryiu ObI IiepeaTh €My KOe-4To?

telephone / switchboard operator -teseonuct(ka)

telephone charges / bill — maTa 3a TenedoHHBIE pa3roBOpHI

pick / take up the receiver — cHATH TPyOKyY

ring off / hang up- monoxuTH TPyOKY

hold the line / wire — He kmaauTe TPyOKY

to ring smb back — mepe3BOHUTH

to answer a call — oTBeyaTh Ha 3BOHOK

to make an appointment — Ha3Ha4aTh BCTpeUy (IEIOBYIO)

receptionist — cekpeTapb (BeIyIUi IPHEM IIOCETUTENCH); PETUCTPATOP; AAMHHHCTPATOP CITYKOBI IpreMa
Y pa3MenieHns (B TOCTUHUIIE)

Bomnpocs! u 3apanus:

1. [ToaroTOBHTECH K OOCYKIIEHUIO TEOPETUIECKOTO MaTepHara.

[Moaroroeka k TenedorHHOMy paszroBopy. Kak oTBeTUTh Ha 3BOHOK. Kak MpHHATE U MepeaaTh COOOIeHHE.
Kak nepecripocuts. [lone3Hsie BbipakeHHs A7 Tene(OHHBIX pa3roBopoB. Kak ocTaBuTh cooduieHne Ha
aBTOOTBeTYHKe. BBIOOp cTmisg obmieHust B teneoHHOM pasroBope. MHTEpHET B JKU3HH COBPEMEHHOTO
o01ecTBa U B Ou3Hece.

2. Beinonnute 3a1aHus:

1) OcraBbTe COOOIICHS HA aBTOOTBETIMKE CBOMM ITapTHEPaM 110 OM3HECY B CICAYIONIUX CHTYAITHIX:

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 I have already read them.
I'm duplicating the agenda.

I'm correcting mistakes in the protocol.

I'm cleaning the desk.

I'm sending a telex.

I'm watering the flowers.

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

6. Translate and learn the following conversations:

1) - I hear you are going to work in a joint venture. Have you already learnt English?
— Unfortunately I'm only just learning English. I speak English poorly. And I would like to speak it
fluently.

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

— Hi, Cindy. Tell Richard we'll have the meeting in Room 213.

— Could you repeat the number? Room 230? -No, 213.

— 213. O’kay, I'll tell him.

3) — It's Mr. Livingston calling.

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

— Mr. L-i-v-i-n-g-s-t-o-n.

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

— I'll be there. Bye.

7. Mr. Livingston is here but Mr. Clifford has an urgent meeting with the President of the Company. He
has asked Cindy to make his visitor feel comfortable for 10 or 15 minutes.

Dramatize a talk between Cindy and Mr Livingston.

Use: Would you like to...? Could you...?

8. Listening practice.
Listen to Miss Flipps talking about yesterday's meeting. Is it the meeting described in Unit 4?

9. Translate into English.

a) Mucrep Kmuddopa tomapko uto mompocun CHHIM UCIPaBUTh OMMUOKKM B mpotokoie. OHa B3suia
MPOTOKON 1 ynTaeT ero. OHa y)e 3aMeTriIa U UCTIpaBIiIa JIBE OIINOKH.

0) 51 cobupatoch paboTaTh HAa COBMECTHOM mpedanpuiatud. llosToMy s mOMKHAa TOBOPUTH IO-
aHmmiicku. 1 OBl XoTesla TOBOPHUTH IMO-aHIMMHCKU Oersmo. Ho g Tonmpko Hawanma u3ydaTh 3TOT SI3BIK.
Ceituac s TOBOPIO Ha HEM IIIOXO.

B) - Amo!

- 3BunMTE, HE Bemaiite TpyOKy, moxkanyiicra... Cekperaps muctepa Kimddopaa ciymraer.

- Mucrtep Kimnddopx mpocnn MeHs mo3BoHUTH. Mos pamummsi CBEHCOH.

- Muctep Cencon u3z Hopserun?

-Jla, IpaBUIIBHO.

-Mucrep Knmuddopa oxnunaer Barn 380HOK. CoeTuHSIIO.

r) - A0, MOXKHO TTIOTOBOPUTH ¢ MUCTepoM JImHI0HOM?

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

-Jla, moxkanyiicta. Y MeHs Ha3HAY€HA C HUM BCTpeYa 3aBTpa B 3 yaca, HO s HE

cMory npuiitTi. He cMor Obl OH coO MHOH BCTPETUTBCS TIocsie3aBTpa? Sl mo3BoHIO

CEer0JIHSI BEYEPOM.

- A MoxHO y3Hath Bame ums?

- Oii, n3Bunure. Mucc Kasana u3 Kanazp!.

- Sl nepenam emy Bamry npocs0y, mucc lBane.

1) CoBMeCTHBIC MPEANPHUATHS HA TEPPUTOPHH POCCHM — 3TO MPEanpHsITUS X y4acTHEM POCCHUHCKHX U
3apyOeKHBIX MapTHEPOB. [[oya poccuiickoro kamWrtajga AODKHA OBITh He MeHee 51 mporeHrta. Takwe
MPEeINpUATHS TOJYUHSAIOTCA POCCHICKOMY 3aKkoHOAarenbcTBY. OHHM mojaJiekaT 00S3aTeIbHOMY
CTPaxOBaHUIO, BHIIJIAUYMBAIOT HAJIOTH, 00ECIIEUMBAIOT YCIOBUS TPYJa, OIJIATy M COLMAIbHBIC TapaHTHH
CBOMM CIIY’KaIlliM.



10. Telephone Rules to Be Remembered

. Be prompt in answering the telephone,

. Avoid being misunderstood — speak directly into the mouthpiece and pronounce words and
numbers distinctly.

. When answering, give the firm's name immediately, and then your own name.

. If the person wanted is not in, offer to take a message for him.

. Write down every message and put it in a conspicuous place on the desk of the person for whom
it is intended.

. Check the accuracy of names and numbers received over the phone by repeating them very
clearly.

. Be brief, courteous and businesslike.

. Keep an index of frequently called numbers beside the telephone.

. Consult the telephone directory for information about any special services.

IIpakTuueckoe 3ansaTue Nel7. Padora ¢ ucrounnkamu HHpopManun (TeKkyuieil mpeccoi,
NHCbMAaMHU, TeJlerpaMMaMu, PeKJIAMHBIMH MPOCNEKTAMHU).
OpranuszaroHHas GopMa 3aHITHS: TPATUIIMOHHBIA CEMUHAP.
ens: (opMHpOBaHHE Yy CTYJEHTOB PEYEBOM, S3BHIKOBOM M KOMMYHHKATHBHOM KOMIIETEHIMH IS
OCYIIECTBJIEHHUS JICIOBBIX KOHTAKTOB.
B pesynbTate 0CBOCHUE TEMBI CTYICHT TOKEH
3HaTh: OCHOBBI Pa0OTBHl C pPa3MUYHBIMH HMCTOYHHKAMHU HH(GOPMAIMH; OCHOBHBIC TIPaMMaTHYCCKHUE
SIBJICHUS, XapaKTepHbIE T MPO(PECCHOHATBHON PeuH; JEKCHYECKHE W CHHTaKCHYECKHE OCOOEHHOCTH
O(UIHATBEHO-ICTOBOTO CTHIIS B aHTJIHHCKOM SI3BIKE.
yMeTh: 00palbaThiBaTh pa3IMYHbIC HCTOYHWKH WHQOPMAIMH; YHTaTh O(PHUIUAILHO-ICIOBBIC TEKCTHI
PA3INYHON CTENCHU CIIOXHOCTH; CTPOHTH JTUATIOTHYECKYIO H MOHOJIOTHYECKYIO PeUb C UCIOIb30BaHHEM
Hanbojee YHMOTPEOUTENBHBIX JIEKCHKO-TPAMMATHYECKUX CPEACTB B OCHOBHBIX KOMMYHHKATHBHBIX
CUTyalusiX O(UIIHATLHOTO OOIICHUS; TMOHUMATh JAUATOTHYECKYI0O W MOHOJOTHYECKYIO pEYb IO
HU3y4YECHHOU TeMe.
AKTyallbHOCTh TeMBI: 00YyCJIOBIIeHa HEOOXOAMMOCTHIO OBIaneHus Y K-4.
TeopeTHueckas 4acTh:
WHAT ARE THE SECRETARY'S TASKS?

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

WHAT CHARACTERISTICS ARE IMPORTANT FOR SECRETARIES?

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

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

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

4. Ability to write:  Every secretary should be capable of handling routine correspondence, reports,
summaries and take good minutes at meetings.

5. Professionalism: Business can be tense and people are often under a lot of stress. A secretary
who can work under deadline pressures and produce high quality work is of great value.

6. Good dress and presentation: This involves looking and behaving appropriately. People's first
impression is important. Their ideas about the company/organization are influenced by the staff’s
appearance.

AN EXPERIENCED SECRETARY SPEAKS ABOUT HIS/HER JOB

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



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

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

NOTES ON THE TEXT

characteristics [kerikta'ristiks] — xapakTepHbie 4epThl, 0COOCHHOCTH
loyalty — BepHOCTB

trustworthy ['trAstwo:01] — HaIeKHBIH, 3aCITy>KHBAIOITHI TOBEPHSI
relationship — oTHOIIEHUS

involve — BoBnekats (3a co0Ooit)

responsibility — 0TBeTCTBEHHOCTH

conscientiousness [konfi'enfasnas] — 100pOCOBECTHOCTD
prompt — onepaTuBHBIN, OBICTPBII

flexible — nerko mprcnocabnMBarOIUICs, THOKAN
confidentiality [konfiden/i'zeloti] — koHpUICHINATEHOCTD
key factor — ocHOBHOI1 (hakTOp, KITHOUEBOMH (hakTOp

be dedicated ['dedikeitod] — ObITh TpemaHHBIM

initiative [i'nifativ] — HUIIMAaTHBA

act — IefCTBOBATh, IOCTYNATh

handle — cipaBnsiTECS

summary — KpaTKoe H3JI0KeHNE

take minutes — BECTH ITPOTOKOIT

professionalism [pra'fef(a)nolizm] — nmpodeccruonanuzm
tense — HalpsKCHHBIN

work under deadline pressures — paboTaTh HaPsHKEHHO, C YIETOM CPOKOB
be of great value ['vaelju] — ObITH LIEHHBIM

presentation [prezen'teifn] — ymeHue ce0s mpenogHeCTH
appropriately [o'proupristli] — cooTBeTCTBYIOMUM 00pazomM
deal with — umeTs aemno (¢ yeM-u60, KeM-1100)

input on the computer — BBOAWTH JaHHBIC B KOMIIBIOTEP
incoming mail — BXopsimas mo4ra

walks of life — cdheps! xu3HN

outnumber — MPEBOCXOJUTH YUCICHHO

get through — mo3BoHHUTECS

annoy — pasapaxarb

frustrating [frAst'reitin] — paccTpamBaroIuii, pa3apakaroIInid,
attire [o'taio] — Haps, omexnaa

immaculate [i'makjulot] — Oe3ynpeunsrit

jewelry ['d3u:olri] — roBeHMpHBIEC U3IENHS, YKpPAILICHHS
well-groomed — yXokeHHBIH

necklace — oxepenne

match — moaxoauTh

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

heavy make-up — MHOro KOCMETUKH

perfume ['poa:fjuim] — apomar, 3amax, O1aroyxaHue, TyXH

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.

BOHpOCBI n 3adaHusd:
1. HOZ[FOTOBBTGCL K O6CY)K,Z[CHI/IIO TCOPCTUICCKOT0 MaTepurajia.

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

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

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

5. Ask for additional information about the time

a) of the actions in the text

Model: When does Cindy type letters?

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

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

b) of Cindy's past actions

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

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

Look through Mr. Banes into my room, please.

Type this telegram, please.

Show about this meeting, please.

Send off this agreement, please.

Call the telephone, please.

Answer Mr. Lindon, please.

6. A young man asks Cindy to go to the cinema with him.

Listen to their talk and finish the sentences following it

Young man — Can we go today?

Cindy — No, unfortunately we can't. I must accompany Mr. Clifford to a party. He wants to meet an
important client there.

Y.m. — Do you really have to go?

Cindy — Yes, I do. Mr Clifford cannot do without me.

Y.m. — Then can we go on Sunday?

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

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

7. Answer the questions

a) What does a secretary do every day?
b) What does Cindy have to do today?

c) Why can't Mr. Clifford do without her?
d) Cindy can type well, can't she?



e) Cindy can work the computer, can't she?
1) What can you do well?
g) What do you have to do at your classes today?

8. Translate and learn the following conversations:

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

- All right, Cindy. Show him in.

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

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

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

9. Reading with a dictionary

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

to have a lot of things

to do business engagements

to answer the telephone

to type letters

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

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

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

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

........ years ago Mr.........and...........of  his.............started  a.......of their own. Mr.
Clifford............ B ereeere et then. There was............ ONC.....ccuueen. n ite....... was
: FOUUUU , some shelves,............. chairs, : TOUUUUU and ) s FOUUUU type-writer in
hiS..ccooeeeeiciiee,

There nothing else.

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

IIpakTuyeckoe 3anaTHe Nel8. BusHec-koMMyHuKanus B AeiictBuu. busHec-nany. CBerckas
Oecena.
Opranu3zanuonHas GopmMa 3aHATUS: TPaIULIHOHHBIA CEMUHAP.
Hens: ¢opmupoBaHue y CTYOCHTOB pEYEBOM, S3BIKOBOM M KOMMYHUKATHBHOM KOMIETEHIMH IS
OCYIIECTBJICHUS JICIOBBIX KOHTAKTOB.
B pesynbTare ocBOeHUE TEMBI CTYJICHT JIOJKEH
3HAaTh: OCHOBBI pa6OTBI C pa3JIM4YHbIMHU HUCTOYHHUKAMU I/IH(bOpMaHI/H/I; OCHOBHBIC TI'paMMAaTH4YCCKHC
SIBJICHUS, XapaKTepHbIEe IJIs1 NPO(QECCHOHATBHON PEuM; JEKCHYECKHE M CHHTaKCHYECKHE OCOOEHHOCTH
o(uIaTbHO-IEI0BOTr0O CTHIIS B aHITIMHCKOM SI3BIKE.
YMETh: BECTH [ICJIOBYIO CBETCKYIO Oecely; CTPOUTh AMAIOTHYECKYI0 M MOHOJOTUYECKYI0 pPedb C
WCIIOJIb30BaHUEM HanOoyee YMOTPeOUTEIbHBIX JIEKCUKO-TPAMMATHYECKHX CpPEICTB B OCHOBHBIX
KOMMYHHMKATUBHBIX  CUTyallMiX  OQUIMANbHOrO  OOLICHMS;  NOHMMAaThb  JAWAJIOTHYECKYID H
MOHOJIOTHYECKYIO PeUb [0 U3yYEHHOU TeME.
AKTyaJIbHOCTh TEMbI: 00yCIIOBIIEHA HEOOXOIUMOCThIO OoBJageHus Y K-4.
Teopernueckas 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 — MEXKyIbTYpHOE OOIIEHUE

interpersonal interaction — MeXJIMIHOCTHOE B3aUMO/IEHICTBHE

diverse background — pa3nuunbie, HECXOIHBIC ()OHOBBIC 3HAHUS

verbal — croBecHBIT

nonverbal — oTHOCSIIUIiCS K HeCTOBECHONW HH(OPMAIINH, HECJIOBECHBIH

multiple — pazHOOOpa3HBII

identifiable — paznuuuMebIii

preference — npennoureHue

revert — 00paniaThCcsi BHOBb, 00paIaThCs

context — cuTyallusi, OKpy>KeHue, cpefa, (OKpysKkaromias) 00CTaHOBKa, 00CTOSATENBCTBA, COCTOSHUE

pace — CKOpPOCTb, TEMIT

rational — panMoHaNBHBIH, 1IEJIECO00Pa3HBII

emotive — SMOLIUOHATBHBIN

assertiveness — yBepeHHOCTb B cebe

age — cTapoCTh, MPEKIOHHBINA BO3PACT, CTapIliee MOKOJICHUE

assumed — mpeAroNaraeMelii, JOITyCKaeMbIi

unambiguously — HEeIByCMBICIICHHO, OJTHO3HAYHO

disrespectful — HeBexITUBBII

precisely — TouHO, B TOYHOCTH

understanding — ocMBICTICHUE, TOHUMAHNE, TTOCTIKCHUE

beating around the bush — moxxoanTs k Aemy U3AaIeKa, TOBOPUTH OOMHSIKAMH, XOIUTH BOKPYT a OKOJIO
directness — OTKPOBEHHOCTb, MPSMOTA

equate — IpUPaBHUBATh, CYUTATH PABHBIM

convey — BBIpaXxarhb, epeaBaTh

subtle — HEYTOBUMBIH, €1Ba PA3THYHNMBIIA

indirectness — yKJIOHYHBOE TIOBEJICHIE, BBOJAIIEE B 320y KIeHUE

politeness — BE&XKIMBOCTh, YYTUBOCTh, 00XOAUTEIBHOCTh

speech pattern — KapTHHa pe4eBbIX CUTHAIOB, MOJIENIb PEUYEBOT0 OOIICHHS

engagement — JieiTEIbHOE YYACTHE, B3aUMOJICHCTBUE

reflection — pa3MeITiuIeHne, 00 yMBIBAHUE; Pa3ayMbe

thoughtfulness — rirybokombicne

status — 00111eCTBEHHOE TIOJIOXKEHHE, TI0JIOKEHHE B 001eCTBE/KOMIIAHUH

ritualize — cobmomaTe 0OpSIABI

convention — TpaJuIIKs, IPaBHUJIA TOBEJICHUS; YCIOBHOCTh

linear — npsAMOIMHEHHBIIH

take turns — nenate (4T0-1MO0) IO OUEPETH, EHCTBOBATH IIOOUYEPETHO

people-oriented — opreHTHPOBAHHBIN HA TIOBECHUE JFOACH

passionate — moJBep>KEHHBII CTPACTSM, MBUTKUH, CTPACTHBIN

morale — MOpaJIbHOE COCTOSTHHE, OO HACTPOI

DEVELOPING INTERCULTURAL COMMUNICATION SKILLS

1. There are basic intercultural communication skills and behaviors that one can use to reduce confusion
and miscommunication when communicating with others from various backgrounds and cultures. The
following tips will improve your intercultural communication interaction skills.

2. Be prepared and learn all you can about the host culture of your opponents before negotiations begin.
Do research about other culture’s communication habits, styles and behaviors. This means learning about
the behaviors as they relate to formality, status, nonverbal actions, the use of language, and the like.



3. Make sure communication interactions take place in a quiet space or room away from large crowds,
activities, and loud background noises. When communicating with people of a different culture, it is
important to be able to concentrate on the communication interaction.

4. Make sure the space or room where intercultural communication is taking place is comfortable for the
person with the different background or culture. Different cultures prefer specific settings for
communication with others. Lighting, temperature, refreshments, tables and seating are a few examples of
how space setup effects successful intercultural communication interactions. Every culture has its own
“ideal” communication space.

5. Develop sensitivity to the use of time and be patient when dealing with cultures that use a different
tempo than the one found in your culture.

6. Listen carefully. Part of concentrating on the proceedings is learning to remain comfortable with
silence and realize that a lack of words is also a form of communication.

7. Learn to tolerate ambiguity and be tolerant of the unknown as you seek to make sense of what is new
and often hard to characterize. Many intercultural encounters are characterized by confusion and a search
for meaning.

8. There are number of communication techniques you can employ that might help resolve the conflict
before it reaches the point of being irresolvable. Here are a few suggestions:

9. Learning to use collective pronouns can help defuse conflict. Although at times you may have to refer
to people by name, when you are with a group of people, try to develop the practice of using collective
pronouns as a way of centering on content instead of people. Notice how words such as “we” and “our”
focus the conversation on everyone instead of on one person, as is the case with “I,” “me,” and “you.”

10. Repeat the other person’s comments as objectively as possible so that you can determine if you
actually heard what they meant to communicate.

11. Try to locate areas of agreement. Often the areas of agreement can outweigh the differences, and
therefore conflict can be avoided. Since both sides in a negotiation want to gain something, it should be a
simple matter to isolate areas of agreement. If both parties can be made to see these areas, everyone
benefits.

LEXIS

skills and behaviors — HaBBIKK ¥ CTHIIN [TOBEACHUS

reduce — ocmabnATh, MOHMKATH, COKPAIaTh, yMEHBIIATh

confusion and miscommunication — 3aMeNIaTeNbCTBO/IyTaHUIIA U OIIMOKH B TIpoIiecce OOIICHUS
tips — MOJICKa3Ku

host culture — ponHas/6a3oBast KyIbTypa

do research — nu3yuuTh

background noise — ¢ oHOBEIE TOMEXH, TOCTOPOHHHIA IITYM

crowd — Tonma

specific setting — crieragbHas 00CTaHOBKa, 0COOBIM 00pa30M OpraHN30BaAHHOE BPEMS M MECTO JCHCTBUS
lighting — ocBelieHue, cBet

space setup — opraHu3anus MpocTpaHCTBa

sensitivity — BOCIIPHUMYHBOCTb, CITOCOOHOCTH K OBICTPOMY pearupoBaHUIO

be patient — 3amacTuch TepreHHEM

tempo — TeMI peyun

tolerate — noIryckarthb; TepIeTh, MO3BONIATH, Pa3peIIaTh

ambiguity — IByCMBICIICHHOCTh TOJKOBaHUS, HESICHOCTD

make sense — UMeThb CMBIC, ObITh TOHSATHIM

encounter — NepBbIi OMBIT (OOMIEHUS ¢ YeM-JIN00), MEPBOE 3HAKOMCTBO, HEOXKHJaHHAsl BCTpeYa
resolve — pasperars (npo0ieMy), UCTIPABIIATh, PELIaTh

point of being irresolvable — 3Tarm, HaunHAasI ¢ KOTOPOTO YTO-JIMOO CTAHOBUTCS HEPa3pelInMbIM
collective pronoun — coOupaTeTbHOE MECTONMEHHE

defuse — cHATH OCTPOTY, CTIIAXKHUBATh, CITYCKaTh HA TOPMO3axX

refer to people by name — o0OpamaThcs K JIIOIIM 110 UMCHH

comments — KOMMEHTAPHH, CYKICHUS

areas of agreement — BOITPOCEI, 10 KOTOPBIM BO3MOKHO COTJIAIICHHUE; Chepa COrIacus
outweigh — mepeBemuBaTh; ObITH 00JIee BaKHBIM

isolate — BBIOpAaTh, BHIJCITUTH

benefit — n3BiIEKaTH MOJB3Y, BEITOLY



Bonpocs! u 3ananus:

1. TlToAroTOBBTECH K OOCYMICHUIO TEOPETUUECKOTO MaTepraa.

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

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

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

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

5. What communication is called “intercultural”?

6. What does the style of communication depend on?

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

2. Agree or disagree

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

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

3. Intercultural communication covers only verbal interactions.

4. It’s better to avoid using collective pronouns in business interactions.

5. The context of intercultural communication is always assumed to be known.

6. The values of status and hierarchy are paramount in all styles of communication.

3. Supplement further information on the topic “Intercultural Communication”.
KEY WORDS
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background

body language

business letter
communication
communication skills
complaint

complementary close
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conversation

convey
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message
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BBEJEHHUE

OCHOBHOW IIENIBI0  CAMOCTOSITENIBHOM PabOThl  CTYACHTOB SBISETCS IOBBIIICHHE
HCXOJIHOTO YPOBHS BJIAJICHHUS WHOCTPAHHBIM SI3BIKOM, JOCTUTHYTOTO HA MPEIBIAYIICH CTyIeHU
o0Opa3oBaHMs, M  OBJAJEHUE CTYACHTAMH HEOOXOIUMBIMH  JOCTAaTOYHBIM  YPOBHEM
KOMMYHHUKATHBHOM KOMIIETEHIIMM JUIS PEIICHHs 3a7ad MEXKIMYHOCTHOTO W MEXKYJIbTYPHOTO
B3auMoieiicTBUA. M3yueHre HHOCTPaHHOTO S3bIKa MPU3BAHO TAK)KE 00ECTICUUTh:

MOBBILICHUE YPOBHS yueOHONH aBTOHOMHUU M CIIOCOOHOCTH K CaMOOOPa30BaHHUIO;
pa3BUTHE KOTHUTHBHBIX U HCCIIEOBATEIbCKUX YMEHHIA;

pa3BUTHE UHPOPMALMOHHON KYJIbTYpPHI;

paciIpeHre Kpyro3opa u MoBbllIeHHE O01Iel KyJIbTypbl CTYI€HTOB.

CamocrosTenbHas paboTa CTYJICHTOB 3aHMMAET BaXHOE MECTO B y4eOHOIl HaydyHO-
HCCIIEI0BATEIbCKON JIESTEIbHOCTH CTYAEHTOB. be3 camocTosTenbHOW paboThl HEBO3MOXKHO HE
TOJIBKO OBJaJieHuE JH000N BY30BCKOM AMCLMILIMHONW, HO M (POPMUPOBAHUE CIEIUAINCTA KaK
npodeccuoHansa. B MIMpPoOKOM cMbIcie MOJA CaMOCTOATENBHOW pPaboTON cieayeT MOHMMAaTh
COBOKYITHOCTB BCEH CAMOCTOSATENBHOU JIESITeTbHOCTH CTYACHTOB, KaK B yUeOHOU ayIUTOPHH, TaK
U B HEe, B KOHTAKTE C MPENoaBaTeeM U B €r0 OTCYTCTBHE.

VYcunenue poiau caMOCTOSITENIBHOM paboThl CTYJIEHTOB O3HAa4yaeT NPUHLIMIHAIbHBIN
NEPEeCMOTP OpraHu3ali y4yeOHO-BOCIMTATENLHOIO IIpollecca B By3€, KOTOPBIH JODKEH
CTPOUTHCS Tak, YTOOBI pPa3BHBATh YMEHHE YUHUTHCS, (POPMHPOBATH Yy CTYJEHTA CIIOCOOHOCTH K
CaMOpPa3BUTHUIO, TBOPUECKOMY INPUMEHEHUIO NOJIYYEHHBIX 3HaHMH, crocobaM ajanTtaluu K
poeCCHOHATILHOM IEATETFHOCTH B COBPEMEHHOM MHPE.

EEREEE



1. OBIIASI XAPAKTEPUCTUKA CAMOCTOATEJBHOM PABOTBI
OBYYAIOHIETI'OCHA

[Tox camoctositenbHON pabotoit cryaeHtoB (CPC) moHMMaeTrcss COBOKYITHOCTH BCEH
CaMOCTOSITETTFHOU JIEATEIILHOCTH CTYACHTOB, Kak B Y4eOHOU ayJUTOPHH, TaK U 32 €€ MpeIeIaMH,
B KOHTAKTE C MPENoJaBaTesIeM U B €ro OTCYTCTBHUE.

Llenp camocToATEeTLHONW pabOTHI CTYACHTA — HAYYUTHCS OCMBICICHHO U CaMOCTOSITENEHO
paboTaTh ¢ y4eOHBIM MaTepuajoM W HaydyHOW WHMOpMaIued, oBlIaaeTh (yHIaMEHTAIbHBIMU
3HAHUSMH, YMEHUSMH ¥ HaBbIKAMH B cdepax akaJeMU4YecKo, TpodecCHOHATHLHOU U
COLIMATbHO-TYMAaHUTAPHON  J€STENbHOCTH, CQOPMUPOBATH OCHOBBI CAMOOPraHMU3ALMU U
CaMOBOCITUTAHMSI C TEM, YTOOBI IPUBUTH YMEHHUE B JAIBbHEUIIIEM HETPEPHIBHO MOBBIMIATH CBOIO
podeccHoHaNbHYI0 KBaTU(PUKALUIO.

3agauamu CPC sBasgroTcs:

— CHUCTeMaTH3alhsl W 3aKPEIUICHHE TMOJYYCHHBIX TEOPETHUYECKUX 3HAHMM W TMPAKTUYECKHUX
YMEHU;
— yriayOJieHre U pacuIMpeHue TEOPETUYECKUX 3HAHMUI;
— (hopMHpOBaHKE YMEHHUI UCIIOJIB30BAaTh YIEOHO-CIIPABOYHYIO JIUTEPATYPY;
— pa3BUTHE TO3HABATENbHBIX CIOCOOHOCTE MW AKTUBHOCTH CTYJEHTOB: TBOPYECKOM
WHUIMATUBBI, CAMOCTOSITETFHOCTH, OTBETCTBEHHOCTH U OPTaHU30BAHHOCTH;
—(popMUpOBaHHE  CaMOCTOSITEIbHOCTH  MBINIICHUS, CIIOCOOHOCTEH K  CaMOpPa3BHUTHIO,
CaMOCOBEPILICHCTBOBAHUIO U CAaMOPEATTN3aLINH;
— pa3BUTHE UCCIIEIOBATENBCKUX YMEHUM;
— HCIOJIb30BaHUE MaTepuasia, COOpPAaHHOTO M MOMYYEHHOTO B XOJI€ CaMOCTOSITENIbHBIX 3aHATHIA
Ha MPAKTUYECKUX 3aHITHIX, IS 2P (HEKTHBHOM MOJTOTOBKH K 3a4€TaM U dK3aMEHaM.
~ OCHOBHBIMHU BUJAMH CAMOCTOSITEIBHON paOOTHI CTYACHTOB SIBISIOTCS:
. CamMocmosmenbHoe uzyienue 1umepamypol,
[enb: caMOCTOATENBHO JAETATBLHO U3YYUTh TEMBI, IIPE/ICTABICHHbBIE B pabouell mporpamme.
3amauyn: npuoOpeTeHue HaBblKa PAOOTHl ¢ UCTOYHHKAMHU W JIMTEPATYPOH; YMEHHUS TPaMOTHO
COCTaBJISITh KOHCIIEKTHI M TIOJIb30BATHCSI MMH; BBISIBIIATH Pa3JIMUYHbIC TOUKH 3pEHUS Ha MPoOIemMy
_ ¥ CTEIEHb €€ pa3pabOTaHHOCTH B JIMTEPATYPE.
. nooeomoska K npakmuyeckum 3auamusm  (BBIIIOJIHEHHWE JOMAIIHUX 3aJaHui) U K
co0eceI0BaHuIO M0 UHIUBUIAYAJIbHBIM 33/JaHUSM;
Lens: yrny6nenue 3Hanus y4eOHOT0 MaTepuara.
3amaun: OCBOWTH OTENbHBIC BOMPOCHI B paMKax H3y4aeMOW UCHUIUIMHBI; TPaMOTHOCTb,
TIOCJIEIOBATENbHOCTh W PALMOHAIBLHOCTh U3JIOKEHUSI TMOJAIOTOBJIEHHOTO MaTepuajla BO BpeMs
MPAKTUYECKOTO 3aHSTHSL.
-cocmaenenue 210ccapus no mekcmy.
[enb: cocTaBUTH 0a3y HOBBIX JIEKCUYECKUX STUHMUII.
3anaumn:
* CaMOCTOSITENIbHAS MTO3TAIHASL 0TPAO0TKA yUECOHBIX IJIEMEHTOB;
* pa3BHUTHE NPAKTHYECKUX YMEHUI;
* (opMmupoBaHHE YMEHHI HWCHOJIB30BaTh HH(POPMAIMOHHBIE WCTOYHUKU: CIPABOYHYIO U
CHELMATIbHYIO JINTEPATYDPY .

[Ipuctynas kK caMOCTOSITEJIbHOMY M3YYEHHMIO JHMTEpPaTypbl 10 Y4eOHON IUCHUIUIMHE
«VlHOCTpaHHBIA S3BIK», HEOOXOAMMO: O3HAKOMUTBHCS C pabouell NporpaMMoii; B3sTh B
OuOIMOTEKE PEKOMEH/JIOBAaHHbIE YYEOHHKM U YyueOHbIE IOCOOUS; IOJIYyYUTh Y BEIYyIIEro
IIpernojaBaTeisi B DJJEKTPOHHOM BHJAE METOJWYECKHME DPEKOMEHIAUUM K IPaKTUYECKUM U
CaMOCTOSITENIbHBIM pa0oTaM; 3aBECTH HOBYIO TE€Tpajb JJIsl KOHCIEKTUPOBAHUS TEOPETUUYECKOIO
MaTepuaia U BBIIIOJHEHUS IPAKTUYECKUX 3alaHuM.

Jnst u3ydeHMs] JUCUUIUIMHBI TpeJularaercs CIHUCOK OCHOBHOM M JIONOJHUTEIbHOU
murepatypel. OCHOBHasi JMTeparypa IpelHa3HauyeHa Juid  00sA3aTeIbHOIO  U3y4YeHMs,



JOTIOJTHUTENbHAS — MOMOXKET Oo0Jiee TITyOOKO OCBOUTH OT/ENbHBIE BOIIPOCH B PAMKAX M3y4aeMOi
JVCIIUTUTAHBI.

B xoze moAroToBKM K NPAKTHYECKHM 3aHATHUAM CTYAEHT O0s3aH OCYIIECTBISTH
KOHCIIEKTUpOBaHHWE Y4yeOHOro Mmarepuaia, oco0oe BHHMMaHME, oOOpaimas Ha TEOopHIo,
(OpMYIMPOBKH, PACKPBIBAIOILINE COJEPKAHUE TEX WJIM HHBIX T'PAMMATHUECKUX U S3BIKOBBIX
MOHATHH. B pabo4ynx KOHCHEKTax >KeNaTeIbHO OCTAaBJIATH TOJsI, HA KOTOPBIX CIEAYET IeaTh
MIOMETKH, JIOTIOJIHATH MaTepuall, OpMyIMPOBATH BBIBO/BI U MPAKTUUYECKUE PEKOMEHIAIHH.

CamocrosTenpHas paboTa CTYJCHTOB HaJl MaTEpUAIIOM YYeOHOH TUCIMIUIMHBI SIBISICTCS
HEOThEMJIEMOI 4acThi0 y4eOHOro IMpolecca M JOJDKHA MpearnojiaraTh yriayOleHue 3HaHUS
y4eOHOTO MaTepualia, HW3JaraeMoro Ha ayAWTOPHBIX 3aHATHAX, W  TNPHOOpPETCHHE
JOTIOJTHUTENBHBIX 3HAHUH MO OTJENIBHBIM BOIIPOCAM CaMOCTOSITEIBHO.

KoHcnekT TeMbl — TUCBMEHHBIN TEKCT, B KOTOPOM KPAaTKO M IMOCIIEIOBATEIHHO H3II0KEHO
coJiepKaHuEe OCHOBHOI'O MCTOYHHMKA MH(popMmanuu. KoHCeKTHpOBaTh — 3HAYUT MPUBOAUTH K
HEKOEMY TIOPSIKY CBEIEHHs, IOYEpIHYThIle W3 OpHWIMHaja. B oOcHOBe mporecca JIeKUT
cucTeMaTH3anus
MPOYMTAHHOTO WJIM YCIBIIIAHHOTO. 3allMCH MOTYT JIENIaThCsl KaK B BHUJIE TOYHBIX BBIJICPIKEK,
LIUTAT, TaK U B popMe CBOOOIHON MOJauu CMBICIIA.

NuauBuayajbHble 3aJaHusl TPU3BAaHBl PACHIMPUTH KPYro30p CTYIEHTOB, YIIyOUTh HX
3HAHUS U Pa3BUTh YMEHUS HCCIIEI0BATEIbCKOM IeATEIbHOCTH, IPOSBUTH 3JIEMEHTHI TBOPUECTBA.

ColeceqoBanue — CpelICTBO KOHTpOJIA, OPraHM30BaHHOE Kak clelnuanbHas Oecena
IpernojiaBaTessi CO CTYAGHTOM Ha TEMBbl, CBS3aHHbIE C M3y4aeMOW JUCHUIUIMHOW, U
paccuMTaHHOE Ha BBIICHEHME 00beMa 3HaHUN OOydarollerocs IO OIpelelIeHHOMY pasJieny,
Teme, mpodemMe u T.11.

I'noccapwmii - cioBapb, KOTOPBI MTOMOTaeT OCBaMBATh HOBBIC JICKCUYECKUE EIIUHUIIBI IO
teme. B rioccapuii HeoOX0AMMO 100aBIATH CHELHATIBHYI0 TEPMUHOJIOTHIO, aO0OpeBHATyphl U
COKparteHus, (hpa3eoorndecKue eAMHUIIBI U TIp.

Kaxip1ii BUj caMoCTOATENbHOM paboThl UMEET onpeeeHHbIe (POPMBI OTYETHOCTH.

B Xozme BBIMONHEHHSI CaMOCTOSATENBHOW pabOTHI CTYIEHT IOJDKEH IMPOJEMOHCTPUPOBATH
c(OPMHPOBAHHOCTh KOMIIETCHIIUU:

Kon DopMYJIHPOBKA:
YK-4 CrniocobeH OCyIIeCTBIATh JENOBYI0 KOMMYHHKAIMIO B YCTHOH H
NMMCbMEHHOM (opMax Ha TOCYJapCTBEHHOM s3bike Poccuiickoii
Pepepannu U MHOCTPAHHOM(BIX) s3bIKe(ax)

2. METOJJMYECKHUE PEKOMEHJIAIIMA K CAMOCTOSATEJBbHON PABOTE
2.1. CamocTosiTeibHasi padoTa HaJ (POHETHKOIl HHOCTPAHHOIO A3bIKA

Omnpenesurech ¢ BAPUAHTOM AHIVIMHCKOr0. BapHaHTOB aHIVIMHCKOTO MPOM3HOLIEHHS CYIIECTBYET
MHOTO: KaHaJCKNH, aBCTPAIMHCKUM, CpelHEaTIIaHTHUeCKUd U T. A. OJHAKO CaMbIMU MOIYJIIPHBIMHU
SBIISIFOTCS. OpPUTAHCKWN W aMepHKaHCKWI aHrimiickuid. [IpoW3HOIIEHHE B 3THX ABYX Pa3HOBUIHOCTSIX
OJIHOT'O sI3bIKa OTJINYAETCS JOBOJIBHO CUJIBHO.

IIpoananu3upyiite cBo peyb. BeiOepute Kakoi-HHMOYIb aynO- MM BUACOPOIHK C TEKCTOM 3aIHCH.
ITocmymaiite, Kak MPOU3HOCHUT €ro HOCUTEND. [locie 3TOro NpodTUTE TEKCT CaMOCTOSATENBHO U 3aIIAIINTE
Ha qukTodoH. [Ipocnymaiite cBO# Toioc U CpaBHUTE C PEUbi0 HOCHTEINS, ONPEACIUTE, KAKUE 3BYKH BbI
MIPOM3HOCHTE HEBEPHO. BOT Hal STUMHK caMbIMHU 3ByKaMH MBI U MpeiaraeM BaM nopaborats. EcTh ere
OOUH MHTEPECHbIM M  HAIEXHBIH crnoco0 MPOBEpUTh CBOE IPOU3HOLIEHHE —  PEcypc
https://speechpad.pw/prononce.php. OH MO3BOISIET OIEHUTH, HACKOIBKO XOPOIIO M TOYHO 3BYYHT Balla
peub. CailiT paboraer KoppekTHO yepe3 Opaysep Google Chrome. IIpocTo BKJIIOUHTE TapHUTYPY,
Ha)KMHUTE KHOTKY “Start recording” u npousHecuTe JiI000€ CI0BO WIIM NpeAToKEeHHE. B HIKHEM OKOIIKe
IporpamMma MoKakeT BaM, HACKOJBKO TOYHO BBl MPOU3HECIH 3BYKH B TPOIIEHTHOM COOTHOIIeHWHU. Ecin
KaKOM-TO 3BYK BbI IIPOU3HOCUTE IIJI0XO0, TO YBUAUTE: IIporpaMMa paclio3Hajaa COBCEM ApYyroe ciioBo. Bam
Cpa3y CTaHET MOHATHO, KaKWe 3BYKH y Bac IMOJY4YarOTCs, a HaJ KAKMMH CTOUT MOTPYIOUTbCA. A eciu




MOCTaBHUTh TAIOUKY BO3ie clioBa Recording, mporpamma 3amuiieT Bairy pedb, Bl MOXKETE MPOCIYIIATh,
KaK 3ByYUTE CO CTOPOHBI.

[IpaBuiibHOE aHTJIIMHCKOE MPOU3HOUIEHWE — 3TO KapTHUHKA-TasJ, cocTofAmas u3 4 Ba)KHBIX
9JIEMEHTOB: NPAaBWJILHOW apTHKYJSLUH, YJapeHHs, UHTOHAMU M CBSI3HOCTH peud. UToObl KapTHHKA
coOpanach M BBITJISIENA KpacuBo, HeoOXoanmMo paboTaTh HaJ BCEMH €€ COCTAaBISIOMIMMH, BEIOb Y
KaXIO0TO M3 HHUX €CTh CBO€ Ba)KHOE MecTo. MTak, 94TOOBI yNy4IINTh aHTIIMHACKOE MPOM3HOIIECHUE, BaM
HE0OX0MUMO OyIeT:

- BoipaGoTaTh NPaBUIbHYI0 APTHKYJSIUMIO. APTHKYJISLUS — 3TO TOJOXKEHHE M JBIKEHHE BCEX

opranoB peuu. OT MpaBUIBHON apTUKYJIALWN HAPSIMYIO 3aBHCUT YETKOCTh Mpou3HoteHus. [lonoxenne
OpPraHOB PEYM IPH Pa3rOBOPE HA PA3HBIX SA3bIKAX OTIUYACTCS, MIOATOMY, YTOOBI aHTVIMMCKUI HE 3Bydal
MO-PyCCKH, HEOOXO0AUMO MPUYUYHTH CeOsl MPABUIBHO paCIofiaraTh S3bIK M IyOBI MPH MPOM3HECEHUH TEX
WJIM UHBIX 3BYKOB.
- Caenutsb 32 ynapenneM. HeBepHO MOCTaBIIeHHOE B CIIOBE yJIapeHHUE MOXKET COMTH C TOJKY HOCHTeNeH
SI3BIKA U CTATh MPUYMHON HermoHuMaHus. OTCI0a BEIBO: CIIEIUTE 3a peublo. Ecian He yBEpeHBI B KAKOM-
TO CIIOBE, OOpaTHTECh K OHJIAWH-CIOBAapIO U MOCIyIIAiTe, Ha KAaKOW CJIOT HY’KHO AeJaTh ylapeHHe B TOM
WM WHOM CJIOBEe. AMEpHKaHeI Wik OpHTaHeI] MOTYT MPOCTUTh BaM HE COBCEM BEPHOE MPOU3HOIIECHUE
coueranus /th/ wim pycckoe /p/, HO HEPABWIBHOE yIapSHUE MOXKET CTaTh MPUIMHON HETIOHUMAaHHUS.

- Pagorarp nHan unronanueii. [IpaBunbHas HHTOHALUS U JIOTHYECKOE YAAPEHUE — €MIe OJMH KoY K

TOMY, KaK yJIy4IIUTh MPOM3HOLICHHE Ha aHTJIMMCKOM fA3bIKE. YUHWTeCh MHTOHALUK Y HOCHUTENECH S3bIKa:
CIIyIIaiTe ayAno3aliCH W CMOTPHUTE BUAEO PA3IUYHON TEMaTHKH, MOBTOPSITE (pas3sl 3a CHHKEpaMHU.
WNHocTpaHIbl OTAMYAIOTCS JKCIPECCHMBHONM MaHEpoil OOIIeHHs, HaM OHa HMHOTJA Ka)KeTCS HEMHOTO
CTpaHHOW W HM3JIMIIHE dMONMOHAIBHOU. OIHAKO €CIM BBl XOTHTE TOBOPUTH IMO-aHTIIMHCKU 0€3 aKIIeHTa,
TO MHTOHAIIUS — 3TO TO, HAJ YeM HYKHO IOpadoTaTh.
- PaGotaTth Hax cBSI3HOCTHIO peun. B 00buHOI Oecene MBI HE MPOU3HOCHM PEYb MO CXEME «CIIOBO-
ray3a-cjoBo-Tay3a». Mbl TOBOPHUM CBS3HO, CJIOBa CIMBAIOTCS B €JIMHOE TpejajiokeHue. B pasroBope
OKOHYaHHE TPEBIAYIIET0 CJIOBa CIMBACTCS C HAYaJIOM IMOCIEAYIONIET0, ATO TO3BOJISIET PeYd 3BYdYaTh
€CTCCTBEHHO W TUTaBHO. Tak MBI 3HaeM, 4yTOo OyKBa, TOYHEEC 3BYK /I/ B KOHIIC CIIOBa B OpHUTAaHCKOM
BapuaHTe aHIIMHCKOro OOBIMHO HE Mmpou3Hocutcsi. Hampumep, B croBe car (Mammuna). OQHAKO eciu
Mocjie CJ0Ba, 3aKaHYMBAIOIIErocsi Ha 3Ty OYKBY, CTOMT CJOBO, HauMHaromleecs C TJacHOW, To /r/
npousHocutces. Hampumep, B mpemioxennn The car is here (MammHa 37ech). Jlemaercst 3T0 kKak pa3 s
0oJ1ee TUTaBHOTO 3ByUYaHUs PEYH.

Kak yay4ymuThs Npon3HoLIeHre Ha aHTJIHICKOM
PaboraiiTe Hax HABBIKOM ayaMpoBaHusi. YeM sydiie Bbl TOHMMAETe aHIIMHCKUIN S3BIK Ha CIyX, TEM
nydiie OyJeT Ballle IMPOU3HOIICHUE. Y MHOTHX JIFOJICH BO3HUKAIOT CIOXKHOCTHU C MTPOM3HOIICHHEM KaK pa3
M3-32 HEJJOCTATOYHOM paboThI ¢ aynupoBaHueM. UeMm dalre Bbl CIyIIaeTe HHOCTPAHHYIO pedb, TEM YeTue
pazimuaeTe 3ByKH. JJOBOJIBHO 4acToO OMIMOKH B IPOU3HOIICHUH CBSI3aHBI C TEM, YTO MBI IMEEM HEBEPHOE
MIPEJICTaBIIEHUE O TOM, KaK 3BYYHT CJIIOBO WM 3BYK. UTOOBI 000CHOBATH ATy TOUKY 3pEHUS, TPUBEICM
MPOCTON TpHUMeEp: TMOocHymaiTe peub TiIyxuxX moged. OHM TNPOH3HOCAT cJoBa Tak, Kak cede 3To
MMpeaACTaBIAOT, BEAb HC HMMCIOT (bH?;I/I‘IGCKOﬁ BO3MOKHOCTH YCJIbIIIATh, KaK JOJDKHO 3BYy4YaTb CJIOBO.
NMeHHO mMOATOMY HX pedb OBIBaeT JJOBOJBHO CIOXKHO pa3o0OpaTh. OO0s3aTeNbHO ITOCBAIMIANTE
ayIupoBaHMIo XOTs O 10-15 MUHYT B JIeHB, TOT/Ia Y BaCc HE BO3HUKHET BOIIPOC, KaK Pa3BUTh aHTIINHCKOE
MIPOU3HOILIECHHE.

YuuTe TPAHCKPUNLIMIO AHIJIMICKOrO SI3bIKA.

Yuure ciioBa npaBuIbHO. BKIIOUNTE OHIANH-CI0Baph U MPOCIYIIAWTE HECKOJIBKO pas3, KaK IPOU3HOCUT
€ro HOCHTENb S3bIKa, WJIM OTKPONTE OOBIYHBIN CIOBaph M MPOYTHUTE (HDOHETUUECKYIO TPAHCKPHIILIHUIO.
Taxum 00pa3om, BBl cpa3y e BBIyUHTE BEpHOE NPOM3HOILICHHE CJIOBA — 3TO HAMHOIO NpOLIE, YeM
3ay4HTh ONMIMOOYHBIM BapHAHT, a 3aTeM NIepeydnuBaThCS.

Yuraiite Beayx. UteHne — 3aHsATHE, KOTOPOE MOMOXKET BaM COBMECTUTH MPHUATHOE C MOJIe3HbIM. Bo
BpeMsl YTEHHs BCIyX BBl JIelaeTe caMo€ Ba)XKHOE — MHCIIOJIb3YeTe CBOM TEOPETUYECKHE 3HAHUS O
MTPOM3HOIIEHNH Ha TIpakTHKe. He TopommTech, crapaiiTech 4eTKO M MPaBUIHLHO MPOTOBAPHUBATH KaXKI0E
CJIOBO, a €CJIM 3BYK BaM TPYJHO JTaeTCs, IIOBTOPUTE €r0 HECKOIBKO pas, MoKa He J00bheTech Oojiee-MeHee
MMPUWJINYHOI'O 3ByYaHMUs. A ecin BCTPETUJIM HOBOC CJIOBO, CMOTPUTEC HpeI[I)IILYHH/II‘/'I ITYHKT.

Hcnoab3yiite ckoporoBopku. IlonpoOyiiTe BBIOpaTh HECKOJIBKO CKOPOTOBOPOK, B KOTOPBIX
0TpabaTBIBAIOTCS TPYAHBIC UIS BaC 3BYKH M UYHUTAHTE MX ©KETHEBHO — 3TO 3alMET BCETO 5-7 MUHYT B
nenb. [Tombopka ckoporoBopok ¢ 03By4Koi http://engblog.ru/50-difficult-tongue-twisters

CMmoTpuTe cnenuanbHble o0ydaromue Buaeo. B lHTepHETE €cTh MHOIO BHAEOPOJIMKOB, B KOTOPBIX
HOCHTEJb S3bIKa MOAPOOHO pacCcKa3blBaeT, KaK MPABHILHO MPOU3HOCHUTH T€ WX HHBIE 3BYKH. [lpn 3TOM




HEKOTOPBIE CHHKEPHI JIaKe BKIIOYAIOT B CBOE BHUICO CXEMBI, N300paXKarollie MpaBHIbHOE MOJOKEHUE
opraHoB peud. [1o Takum pormmkaM MOYKHO Pa300paThCs, KaKk TOYHO JIOJDKEH 3By4aTh TOT WJIA WHOU 3BYK.
BpuraHckOMy NPOU3HOIIEHUIO MOYXKHO YUUTHCSI:

https://www.youtube.com/playlist?1ist=PL. D6B222E02447DC07 ,

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

MoapaxkaiiTe peun HocuTesell sa3bIKa. BriOepure MHTEpECHOE BHACO WIM ayauO WM TIOCTApalTeCh
MOOUThCS 3By4YaHUs, KaKk y AukTopa. llompakaliTe Ka)XmoW MEIOYHM: MaHepe pasroBOpa, MHTOHAITUH,
aKIEHTy, JeNaiiTe JIorTuh4eckne may3bl U ynapeHus. Ilycte 3To m Oyaer cHavanma 3By4aTh CTPaHHO U
HEECTECTBEHHO /Ui BalllMX YIIEH, 3aTO MMEHHO TaKUM CIIOCOOOM TIpOIIE BCETO JTOOUTHCS BEPHOTO

AHIJIMHCKOT O [IPOU3HOLLEHUSI. st o0ydeHus y100HO HCII0JIB30BaTh cait
http://www.englishcentral.com/videos =~ — TaM NpeJCTaBICHbl COTHU THICSY BHUACO Pa3zHOOOpazHOU

TEeMaTUKH U JUIMHBL Bce OHM comepkaT CyOTHTpBI, pa30MThI 10 COOTBETCTBYIOIIUM TeMaM U YPOBHSIM
crnoxxHocTH. Tlociie mpocMoTpa BaM MPeIoKaT HECKOJIBKO YIIPaKHEHHH, CpeI KOTOPBIX €CTh M paboTa ¢
MPOU3HOIICHHEM — HY)XHO TPOU3HOCHTH (Ppas3bl M3 BUJICO 32 TUKTOPOM. YUUTHCS Y HOCHTENCH S3bIKa
MoOKHO 1 Ha http://www.engvid.com/. Beibepute pazgen “Pronunciation” u oTKpoiTe Al cesi ceKpeThl
MPaBUJIbHOM aHTTTUHCKON peyn.

2.2. CamocrosiTeIbHAsi pa00Ta HAJ JTeKCHKOH HHOCTPAHHOIO A3BIKA
3annMaiiTech Ha 00y4YAIOIINX caliTax:
http://esl.fis.edu/ B mompaznene First words crmoBa mist ypoBreit Beginner u Elementary pa3zoutsr mo
TeMaTHKaM. boJblias 4acTh yOpa)KHEHUI NPEACTABICHA B BUJIE BU3YaJIbHOTO cioBaps. [limroc B ToM, 4To
BaM HE JAIOT MEPEBOA HAa PYCCKUH SA3BIK, MO3TOMY B MAMSTH BO3HHUKHET acCOLMALMS: ONpeAeICHHas
KapTHHKa CBs3aHa CO CIIOBOM Ha aHIJIMICKOM s3bIke. Kpome BH3yalnbHBIX YIPaXHEHHUH, Bbl HalieTe HE
MCHEC HHTCPCCHBLIC pa3sBUBAIOIIME 3aJlaHUd Ha IOMCK CHMHOHMMOB M aHTOHHMMOB K CJIOBY, a TaKiKe€
3aJaHusA-BONIPOCHI, NPOBEPAIOIINE Balllkd 3HAHUSA JICKCUKHU TOM WJIN MHOM TEMATHKU.
http://www.learnenglish.de/
Ha caiite BB MOXeTe HAWTH (IIDII-KAPTOYKH B AIEKTPOHHOM BHJE U YUUTh aHTIHMICKHE CIIOBA OHJIAWH:
nporpeccuBHO W yaoOHO. Bam mpemiaraioT Tpu STama u3y4eHUs HOBBIX ciioB: CHadaja BBl IIPOCTO
CMOTpHUTE Ha CJIOBa U CTapaeTech 3allOMHUTh UX MPH MIOMOIIX acCOLUalny ¢ KapTuHkol. [lotoM Bam Ha
HEKOTOpOEe BpeMsl MOKa3bIBAIOT KapTHHKY, a BBl IbITAETECh BCIOMHUTH clI0BO. Ha Tperhem sTame BbI
TECTUPYETEC CBOU 3HAHUA: ITMIINUTE PAIOM C KapTHHKOfI CJIOBO Ha aHTJIMMCKOM SI3BIKE.
http://englishspeak.com/
[IpeacraBneHO HECKONBKO Pa3lesioB AJsl U3ydeHUs1 Hauboiee yrnoTpeOsseMbIX CIIOB, a TAKKE Pas3lelibl C
pasroBOpHbIMH (pazaMu, TAe Bbl MOXKETE YYUTh HOBBIC CJIOBa B KOHTEKCTe. Bce ciioBa 03BydYeHBI
HOCHUTENISIMH, YYHUTE UX M TOBTOpsAWTEe 3a nukropoM. Ilocme storo mepexoaute B pazzen 1000 Most
Common English Phrases. 3neck Bbl MOkeTe H3ydaTh HOBBIE CIIOBA B KOHTEKCTE.
http://freerice.com/
31ech BaM 10T TOJIBKO OJIHO YNPasKHEHUE: HE0O0OXO0AUMO YKa3aTh, YTO O3HAYAET TO WIIM UHOE CIOBO, TIPU
OTOM IMpeIararoT 4€ThIp€ BapuaHTa OTBCTA. To ecTb (baKTI/ILIeCKI/I BaM HYXXHO HOI[O6paTI: CHHOHHUM K
CIIOBY.
O0benunsiite cioBa nmo reMaTuke. OOBIYHO XOPOILIO 3alIOMUHAIOTCS TPYIIIBI CJIOB, OTHOCSIIMXCS K
onHoit teme. [losTomMy crapaiiTeck pa3duTh cioBa Ha rpynmbl mo 5-10 mwTyk u yuuts ux. DPQext
Pectropdda: genoBeueckuii MO3T U3 IpyNIbl OOBEKTOB JIy4llle BCETO 3a[IOMHHAET TOT, KOTOPBIA YE€M-TO
BeIIeNsieTcs. Mcnonp3yiiTe 310 monokeHne cede Bo Gyiaro: B TPYIITY CJIOB OJHOM TEMAaTHKH «BHEAPHUTE
Yy’KE€CTpaHLa» — BIMILIUTE CIOBO HECBA3aHHOW TeMaTtuku. Hanpumep, yuure ciioBa o reme «@pyKTbl»,
100aBbTE K HUM OJIHO CJIOBO 10 TeMe « TpaHcnopTy, Balllu 3aHATHS CTaHyT emie 3¢ dexkTuBHee.

TemaTu4eckuii cji0Bapb
TeMaTUUeCKWIA cnoBapb [pencrarnser coboW TeTpaab WM OJOKHOT JIJIs
3allUCH Balero Oyaymiero CIOBapHOro 3armaca —

=» nasmE lexical notebook. Takyro TeTpagp HyXHO Cpazy xe
é: pa36I/ITI> 10 TeMaM, HallpUMEP: pa60Ta, €aa, 4yBCTBa,
é: Good / Bad weather  Cold / Hot weather  Dry / Wet weather YacTd Tella U T. II. Ha Kaxxgoe ciIoBO KellaTelIbHO
?- OTBOJUTEL | CTpaHWIy WIIM XOTSI OBI IMOJOBHUHY — B
£  Weather forecast — npozro3 nozodel 3aBHCHMOCTH OT (opMara TeTpand W BEIWIHHBI
g:. Weather station — memeocmaoHUUA BallIero nmo4epka.

S.-t' To be under the weather — HesaXHO ceba HysCmaEoBams

i Weather permitting — npu dnazonpurmeol nosode

::. The weather can change quickly.



Ecin cnoBo wuMeeT HECKOJNBKO 3HAYEHHWH, JKelaTelnbHO HamucaTh 3-4 pasHBIX OIpeNeeHus.
TpaHckpunuus — 110 XeJaHUIo, €CM BaM ynoOHO ee yntaTh. OmpenesieHre CIoBa Ha aHTJIMHCKOM SI3bIKE
— YMECTHO, €CJM Balll YPOBEHb 3HAHHS CPEAHUI W BblmIe. Tak Bbl 3a0AHO BBIYYHTE €IIE€ HECKOJBKO
MOJIC3HBIX CJIOB W3 ompenenenus. ClioBa, coueraromuecs co cioBoMm (collocations). [TocMmotpute Ha
KapTUHKY C IPUMEPOM, TaM Bbl BUIUTE cloBocoueTanus bad weather, hot weather, weather forecast u T.
. DT BBIPAXEHUS JIydlle 3allOMHATCS BaM, YeM JIBa OTOPBAaHHBIX APYT OT Apyra ciosa. K Tomy ke, BbI
HEe OImMOeTecCh B COYETaHUM CIIOB. HECKOJIBKO MPUMEPOB YMOTPEOJICHHS 3TOTO CJIOBa B MPEUIOKEHH,
NpUYeM >KelaTeIbHO HamucaTh XOTS Obl MO OAHOMY NpUMeEpY Ha KaXI0€ 3alHMCaHHOE OIpeeIeHHE
ciioBa. CHHOHMMBI 1 aHTOHUMBI K CIIOBY. MIIMOMBI € yOTpeOJIeHHEM 3TOrO CJI0Ba, €CIM Balll ypOBEHb HE
Hiwke Intermediate m BBl coOupaeTech IOMOJHUTH CBOW CIIOBAPHBIA 3amac MOJE3HBIMH SPKHUMU
BEIpaKeHUAMU. HO HYXHO TNpHIEPKHUBATBCS MEpBl, HE CTOUT BBIIHCHIBATH BCE HIAMOMBI, KOTOpBIE
CBs3aHbl C BamuM cjoBoM. [locratouHo oxHoW mim AByX. KaprtuHka — mo sxemanuro. HekoTopbiM
JIOASM IOMOTaeT TaKoW MpHeM: IPU M3YUYCHUH CJIOBa OHM PHUCYIOT KapTHHKY K Hemy. Tak JieKcuka
HaYMHAET aCCOLMHPOBATHCS C ONMPEIETICHHBIM BU3YalIbHBIM 00pa30M U 3aIIOMHUHACTCS TPOILIIE.
Pucyiite mind map (uHTe/1eKT-KApTy). BBl Jerko BblydnTe aHTIUHCKHE CIOBA OJHOW TEMATHKU,
€CJIM HapuCyeTe WHTEUIeKT-KapTy wiu mind map.

( Bath towel ) ( Toilet ( Wirror o
%l_) )—J Takast cxema HarisaHO MOKAa3bIBACT, K KAKOH TeMe

OTHOCSTCS ClIoBa. A IIOKa BEI €€ pUCyCTE, JICKCUKA

Tableclath b Bathroom X
% k " 9& OTJIOKUTCS B MMAMSITH.

- : , OOpamaiiTe BHMMaHHe HAa TMPUCTABKU H
Dining raom table '—- Dining room Bedroom ——M

/ \ cyppurchl
pa— . e Bo Bpemst uTeHMs 3a0CTpsANTE BHUMAHHE Ha TOM,
Lo | f]\ E KaKk MpH TIOMOIIM MPUCTaBOK U cyddukcos
G G G 00pa3yroTcs HOBBIE CIIOBA U3 YK€ 3HAKOMBIX BaM.

OTO MOMOXKET BaM «IOYYBCTBOBaTH» A3bIK. Ilpu
MTOMOIIIA 3TOTO TIPOCTOTO NMPHEMa BO BpeMs YTEHHs BBl Oy/leTe M3ydaTb CIOBOOOpa3OBaHHE, NOWMETe
MIPUHLIUIIBI TIOCTPOCHUS HOBBIX CJIOB. BIOCIENCTBUM 3TO MIPUTOJUTCS BaM: BCTPETUB HE3HAKOMOE CIIOBO,
BBl CMOXETE JIOTaIaThCsl O €r0 3HaYeHUH 0e3 cI0Bapsl, HCXOAS U3 KOHTEKCTa M CBOETO OIBITA.

Haiinute ¢ppa3osbie riarobl. M3ydeHne ¢ppa3oBbix I7arojoB B OTPEIBE OT KOHTEKCTa OECIONe3HO: STH
CJIOBa HE TEPEBOJATCS Kak OOBIYHBIE THarosbl. Haifiaure ux B TeKcTe, BHIMUIINTE ceOe MpPEeIOKEHUE C
(hpa3oBBIM TJIATOJIOM, TIOCMOTPHUTE, KaKyl0 POJIb OH BEHIMOJHAET B Tekcte. [lompoOyiite cocTaBuUTh emie
HECKOJIBKO IMOJOOHBIX TNPEUIOKEHUH, HO YK€ OT CBOEro Juna. Tak BBl BEIyYUTE HOBYIO JIEKCHKY B
KOHTEKCTE U HE 3aIlyTaeTeCh C €€ YIIOTpeOICHHEM.

Hcnoab3yiiTe ci1oBapb CHHOHMMOB. BBl MOXeTe JOMOIHUTH CBOIO MHTEIUIEKT-KapTy I OOBIYHBIN
CJIOBAph CICAYIOIIUM o6pa30M. HaXOIII/ITe CHUHOHHUMBI K HOBBIM CJIOBaM W NHUUIIUTEC UX PAOOM, IIPU 3TOM
CpeIy HHUX JOJDKHO OBITH XOTs OBbI 1-2 3HAKOMBIX BaM CIIOBa, TOTJa 3allOMHUTh HOBYIO JIEKCHKY OynmeT
mporie. MOXXHO 3a0[JHO BHINMKMCHIBATD U aHTOHWMBI, HEKOTOPHIM JIOASM yAOOHO YYHTH Cpa3zy TaKue
rpynmnsl cioB. HaliTh CHHOHMMBI M aHTOHMMBI K CIIOBaM BaM TIOMOXET clioBapb Merriam-Webster
(http://www.merriam-webster.com/).

Onumute KapTuHky. [lompoOyiiTe mepecka3aTh TEKCT, IS HA WITIOCTPAIIMIO M UCTIONB3YS HOBBIE
cnoBa. He o0s3aTenpHO 4YETKO MPHUAEPKUBATHCS CIOKETHOW JIMHWM, TJIIABHOE — 3a/IeHCTBOBATh Kak
MOYKHO OONblIe HOBOW JEKCUKU. TakMM HEXUTPBIM CIOCOOOM MOKHO JIETKO PacIIMpPUTH CIIOBApHBIN
3arac aHIIMHACKOTO SI3bIKa.

CocTraBbTe HOBBIIT paccka3. [locie n3ydeHns He3HAKOMBIX CIIOB IMONPOOYHTE COCTaBUTH CBOM pacckas,
HCIIOJIb3Ysd BCIO HOBYIO JICKCHUKY. Ecim BB He J'IIO6I/ITe MNPpUAYMBIBATE HUCTOPUH, MOKCETC IIPOCTO
Nepeckas3arb TO, YTO MPOUYHUTANIH, HO C HEKOTOPBIMHU U3MEHEHUAMU. I1yCTh ONO0KUTENBHBIN T€PO CTAHET
OTPHIIATEIHHBIM B HA00O0POT.

2.3. CamocrosiTeIbHAsi paboTa HAJ TPAMMATHKOH MHOCTPAHHOTO A3bIKA
3anumajiTech Ha 00y4aKOIIMX caliTax:
http://learn-english-today.com/
Kpatkoe anrnosissranoe nmocobue mo rpammaruke. HecMoTpst Ha To, 4To Best HHGOpManus mpeacTaBieHa
Ha aHTJMHACKOM S3bIKE, COBETYeM MOIMpoOOBaTh YYHTh IpaMMaTHKy Ha STOM pecypce: Bce MpaBHiia
M3JI0KEHBI KPATKO M TIOHATHO, 0€3 JIMIITHEH TeOpHHu.
http://www.englishlearner.com/
Caiit ¢ TecTaMu IO TpaMMaTHKe 751 HAYMHAIOMINX HA aHTIIMHCKOM s3bIke. [lonpoOyliTe mpoHTH TECTHI C
noMeTKol Beginner, B HUX 3a1aHusl OpPUCHTUPOBAHbI HA HAYaJIbHBIH YPOBEHb 3HAHUM.




http://englishteststore.net/

http://agendaweb.org/
JIBa MOX0XKMX aHIJIOA3BIYHBIX CaiiTa ¢ TECTaMHU 10 IPaMMAaTHKE Ha aHIJIMHACKOM SI3BIKE JUIS HAUMHAIOIIHUX.

PaboTaliTe ¢ HUM aHATOTUYHO: BBITIONHANTE 3aJaHUs IO TEM TeMaM, KOTOphIE YK€ U3yUHITH, pa3oupaite
OLIMOKYU U IPY HEOOXOAUMOCTH MOBTOPSIITE TEOPHIO.
IIpakTukyiiTeck.

® JlepeBoauTe TEKCTHI C PYCCKOTO Ha AHTIIMHCKWI, BBIOJIHSIMTE YIpakHEHUS W3 Y4eOHHKA H
WntepHeT-pecypcoB, crapaidTech dalle YHOTPeOISATH pa3HOOOpasHblE TIpaMMaTHYEeCKue
KOHCTPYKIIMM B pa3rOBOPHON peun. JloBeAWTE HaBBIK WX HCIOJNB30BAaHUS 10 aBToMatu3Mma. He
OTpaHMYMBAWTECh MpUMEpaMH U3 OJHOrO Yyd4eOHHWKa. [lpuaymbIBaiiTe CBOM TNPHMEPEI
ynoTpeOIeHus apTUKJIsL, BpeMeH, aKTHBHOTO U ITACCHBHOTO 3aJI0I'0B, a TAK)KE MPOXOAUTE OHJIalH-
TeCThl Ha pa3HBIX caiWrax. MHOro pa3HOOOpa3HBIX TECTOB MOKHO HaWTH Ha caire
http://esl fis.edu/.

® He oOs3aTenbHO 3yOpUTh Hau3ycTh MpaBWiIa B TOM BHJIE, B KaKOM OHHU MpPEICTaBICHBI B
y4eOHUKE, TJIaBHOE — IMIOHATh W 3allOMHUTH NPaBUIBHOE YNOTpeOJeHHe TOH WM HHOU
KOHCTPYKITUH.

® 3aMmeuaTenbHBIN calT http:/www.engvid.com/ mpeasaracT BaM TNpPEKpacHbIE BUACOPOIIHKH,
KOTOpbIE IOMOTAIT pa3obparbcsi ¢ rpamMmarukoid. HecomMHeHHOe IpenMmyInecTBO pecypca —
JIeTKas rmojiada MaTeprana u OObSICHEHUS! HOCUTENEH SI3bIKa.

¢ [lompoObyiite monp3oBaThCs cioBapeM http:/www.lingvo.ru/. OH mpuMedaTeneH TeM, YTO JaeT
MIpUMEpPBI UCIOIB30BAHMS CIIOB, HO BBl MOXKETE UCIOJIB30BaTh €ro mno-apyromy. Hampumep, Bb
yuute Bpemst Present Continuous: BBeJUTE B OKOIIKO Iporpammsl “I am writing” (MOXHO J1r000#
Ipyroi 4Yacto ymnorpebnsiemblii riaroin). [IporpamMma TyT e BbIIACT BaM HECKOJBKO COTEH
MIPUMEPOB, COIEPKAIINX 3TU CI0Ba. Tak Bbl yBUANUTE, B KAKOM KOHTEKCTE, C KAKUMHU HapeUHsIMH,
B KaKuX CJIyyasx daiie Bcero ynorpeobisercs Bpems Present Continuous.

® MOXHO yYUTh TpPaMMaTHKy B CTHXaX, pU(QMOBaHHbIC (OPMYIUPOBKH JIETKO 3allOMHUHAIOTCS.
[TompoOyiiTe BBIyYUTHh HENpPaBHIBHBIC INArojbl aHTIHHCKOrO f3bIKa 1O 3a0aBHBIM aBTOPCKUM
CTHIIIKaM, 3TO HE TIPOCTO JIETKO, HO eIle U Beceso!

* 3ydyeHue M000W rpaMMaTHYECKON KOHCTPYKIMHM HAYWHAETCA C TOTO, YTO MBI JOJDKHBI HAMTH
(mpouMTaTh, YCHBIIATH) OINUCAHUE OTOM KOHCTPYKIMH, TO €CTh Yy3HaTh, 4YTO OHA
o3HadaeT. O3HAKOMUBLINCH C €€ 3HAYEHHEM M MOCTPOEHUEM, MBI JOJDKHBI €€ 3alOMHUTH. [
3TOTO HaM HEOOXOAMMO BBITIOJIHUTE OTIPE/IeNICHHbIEC YIIPAKHEHUST Ha MEXaHHUECKOe 3aKperieHIe
3TOH CTPYKTYpHI, TaK Ha3blBaeMble «IpHIUIbD» (OT aHrimiickoro ciosa “drill””, uro o3HawaeT
«TPEHUPOBOYHOE YNPAKHEHHE» / «IpakTH4YecKas oTpaboTkay). Ilocieanuil mar - 3170 oTpaboTKa
BBIyYCHHOH IpaMMaTHYECKOM KOHCTPYKIHU B peuu. be3 3Toro mara Hamie 3HaHHE KOHCTPYKIIMH
OCTaHeTCsI TOJILKO Ha Oymare.

2.4. CamocTosiTeJIbHAsA padoTa HAJl AyTHPOBAHHEM

CaymaiiTe pa3inyHble ayIHOMAaTePHAJbI PEryJisipHo.

Canywaiite ayanoypoKH, TOAKACTBI, MECHH, CMOTPUTE (UIBMBI M CepHajbl Ha AHTJIMHCKOM SI3bIKE

(opueHTHpYyiiTeCh Ha CBOW ypOBEeHb 3HaHHWH). [JaBHOe — mnogoOpaTh YBJIEKAaTeNbHBIA Uit ceds

Marepuai. [lompoOyiite mpoOyauTs B cebe MHTEpecC, MOMIOOUTh ayANpOBAaHUE, TOTAA 3aHUMATHCS UM

Oy/ZieT HaMHOT'O TIPOIIIE.

H3yuyaiite aHrauiickuii A3bIK M0 GUIBMAM U CepHAJIaM - 3TO JOCTABUT BaM MAacCy YJIOBOJBLCTBUS U

MTOMOXXET TOHNMATh aHTJIMHCKUH S3bIK Ha ciryX: https://ororo.tv/en u https://show-english.com/

CaiiThl ¢ ay1M03anUCAMU:

- http://www.eslfast.com/ B kaxxaom pasjerne ecTh TeMaTHYeCKHUE TMOJpa3ieibl. BeiOupaiite HeOObIIMe
UCTOPUM WM JHUAJIOTd HA pPAa3rOBOPHBIE TEMbl, OTKPBIBAHTE COOTBETCTBYIOIIYIO CTpaHuLy. B
OTKPBIBIIEMCS] OKHE B BEPXHEH 4acTH SKpaHa Bbl YBUIUTE NIAHEIb YIIPABICHUS ayAUONPOUTPBIBATEIIEM,
a HUKe BaM OyJIeT NPEICTaBIICH TEKCT.

- http://www.esl-lab.com/ Ha caiite ectb Heckombko pa3nenoB. IlepBblil, KOTOPBI CTOUT H3Y4HUTh, —
General Listening Quizzes. B HemM ecThb Marepwaibl TpeX ypPOBHEW: JIETKHHA, CPEeIHUM, CIOKHBIM.
Bri6upaiite moaxosmuii BaM U OTKPBIBAMTE YPOK 110 3aMHTEPECOBABIIIEH Bac TEME.

- http://www.talkenglish.com/listening/listen.aspx Ypoku mpeacTaBieHbl A TPeX YPOBHEH 3HAHMIM:
0a30BbI{, CpelHUI U NPOABUHYTHIN. TemMaTnka pa3HOOOpa3Hasi, B OCHOBHOM NPEACTABICHBI IUAJIOTH U3
Ku3HH. W3 9TUX MOXOOpPOK He JHMINHMM OyJeT 3aloMHUTh Tapy JecsITKoB ¢(pa3 — Bce OHH
WCIIOJIB3YIOTCS B COBPEMEHHOM aHTJIMUCKOMN peuu.




CaiiThl ¢ MoAKACTAMHU HA AHIVIMICKOM: j100aBbTe ceOe B 3aKJIaJKU U TOCEIIAanTe XOTs Obl Mapy pas B

Henenmo: http://www.audioenglish.org/,
http://www.bbc.co.uk/worldservice/learningenglish/general/sixminute/,
http://learningenglish.voanews.com/programindex.html,

http://www.listen-to-english.com/index.php?cat=podcasts,
http://www.dailyesl.com/,

http://www.privateenglishlessonlondon.co.uk/category/learn-english-online.

CHayana ciyniaeM KOpOTKHE 00yJarolye ayJu03alrcy B MENICHHOM TEMIIe, TIOTOM TIepeXouM K Oolee
CJIOKHBIM, TIEpEJAIOIIUM €CTECTBEHHYIO pedb. Bbl y3HaeTe OCOOCHHOCTH MPOU3HOIICHHS 3BYKOB,
IIOCTAaHOBKM YyIapC€HUsA B CJIOBAX, MWHTOHALWH, PpPAaCCTAHOBKU JIOTUYCCKHUX IIay3bl H yz[apeHHﬁ.
COBpeMeHHBIe IIOAKACThI O3BYUYHMBAaIOTCA HOCHUTCIISIMU SA3bIKa — OOBIYHBIMU JIIOAbMH,
pa3roBapHBarOIIMMHU TPAMOTHO. BBl CMOKeTe 3alOMHUTH IMOJIe3HbIe (Dpa3bl U MCIOIB30BaTh UX B CBOSH
pedn, 3Hasl, 9YTO COOECETHUK-HHOCTPaHel TOYHO TOHWMeET Bac. BBl mpuBBIKaeTe K pa3HbIM akIeHTaM B
AHIJIMHCKOM s13bike. CHavana peub HEKOTOPHIX HHOCTPAHIIEB MOKAXXETCSI BAM CTPAHHBIM HA0OPOM 3BYKOB.
OpHako eciiu Bbl OyJeTe 3aHUMAThCs 110 TaKUM aynuodaiijiaM IMOCTOSHHO, TOCTEIICHHO CMOXKETE
MIPUBBIKHYTHh K OOJBITMHCTBY aKIICHTOB M Oymere Oe3 Tpyla IMOHWMAaTh MHOCTpaHIeB. YTOOBI 3HATH, B
KaKuX CcIydasx [pueMieMo yrmoTpebjeHne TOro WM WHOTO CJOBa, CIyIIaiTe TOIKaCThI
COOTBETCTBYIOIICH TeMaTuku. Hanpumep, Bol u3yumim temy “Shopping”, HaiiiuTe ayimo Ha 3Ty TeMy U
CIIylIaiiTe, Kak HOCUTENH SI3bIKa MCTIONB3YIOT U3YUCHHBIC BaMU coBa. M3 aynuoszamucu Bbl MOWMeETe, C
KakuMHK CJIOBaAaMH COYE€TACTCAd HOBAaA JICKCHKA, B KaKOM KOHTCKCTC OHa HUCIIOJIB3YyCTCH. Bo BpEMs
IMpocCIylIuBaHus IOJKacTa Bbl Y3HACTC, B KAKOM KOHTCKCTC M KaK MMCHHO HCIIOJIB3YCTCA TO WM HHOC
BpEMsI WIIH acleKT TPaMMAaTHUKHA. BIIOCIEICTBIY BBl CMOXKETE CAMOCTOSTEIIBHO COCTABUTH MPEIOKECHHUS,
AQHAJIOTUYHBIE YCIBIIIAHHBIM.

Haiigute nusi ce0 onTHUMAJBHBINA cnocod padoTsl ¢ moakacToM. CiyiiaeM MOJAKACT U TBITaeMCS
MOHSTh MAaKCUMYM WH(pOpPMaluu U3 Hero. Eciam 3To TpyAHO caenaTh, MONPOOyHTe yIOBUTH OCHOBHYIO
MBICITh 3anicH. HaXoauM TEeKCT MOoIKacTa, YUTaeM ero, BHIMACHIBAEM HE3HAKOMBIE CIIOBA M KOHCTPYKIIWH.
PazbupaemMcst ¢ He3HAKOMOH BaM JIGKCHKOW W TpaMMAaTHKOW TakK, YTOOBI BBl TOYHO TOHSUIH KaKIO€
MMPEAJIOKECHUC TCKCTA. CHOBa BKJIIOYaEM AyJIU03aIlliuCh U NbITACMCA YJIOBUTH Ha CIIYX YiKE 3HAKOMBIA BaMm
TekcT. [lepeckaspiBaeM yCIBIIIAHHOE, CTapasCh MOJPaKaTh Peud AUKTOpa. PadoTaiiTe ¢ HE3HAKOMBIMHU
CIIOBaMH W TPaMMaTHYECKHMH KOHCTPYKIHUSMH. BBIMHCHIBaiiTe TpeaiokeHUs] ¢ HE3HAKOMBIMH BaM
000OpoTaMu W CJIOBaMH, pa3OMpanTech, MOYEMY HCIOJIB3YETCs WMEHHO TaKOe CIIOBO WMJIM KOHKpPETHas
KoHCTpyKIH. [locie 3Toro monpoOyiTe COCTABUTh HECKOJIBKO TOXO0XKHUX MPEToKeHHH. Kak TOJIBKO BB
HaYajgy XOpOIIO NMOHMUMATh MPOCTHIC TOJKACTHI, IEPEXOIUTe Ha Ooliee CIOXKHBIC, C OBICTPHIM TEMIIOM
pedn, 0obIIeH MPOAOKATEIFHOCTHIO M HOBOM JICKCUKOM.

Urto0b! y3HATh, HACKOJIBKO XOPOIIO BB CTAJM MOHUMATh aHTIIMMCKUIA HA CIyX, U MIPOBEPUTH CBOM HaBBIK
MIPaBOIMUCAHHUS, TIOCETUTE OJINH M3 CATOB C OHJIAWH-TUKTAHTAMHI HA aHTJIMHACKOM SI3bIKE:

http://www.dictationsonline.com/
http://www.rong-chang.com/eslread/eslread/dict/contents.htm
https://www.englishclub.com/listening/dictation.htm
http://breakingnewsenglish.com/dictation.html

http://www.learnenglish.de/dictationpage.html
3aHuMaiiTech N0 AayIHOKHHUTAM. AYJIWOKHUTH— OTJIWYHBIA pecypc Ui pa3BUTHUS HaBbIKA

ayaupoBaHus. Bo3pMHTE TEKCT 3allUCH M YMTAlTE €ro npo ceds mapamienbHo ¢ AMKTOPOM. MUHYT depes
10-20 BBI MPUBBIKHUTE K TEMITY PEUH U TOJIOCY CIHUKEpa, BaM OyJIeT JIerde pacrio3HaBaTh CJIOBa HA CITyX.
3aKkpoiiTe TEKCT M ciymiaiTe aynuo3anuch. MoxeT ObITh, BBl HE MOMMeETe Ka)KI0e CIOBO, HO 3aMETHUTE,
YTO yJaBJIMBacTe OOJBIIYIO YACTh TOTO, YTO FOBOPUT AUKTOP. A €CIIM CIIyIIaTh KHUTY KaKAbIH JA€Hb, TO
gyepe3 HEeKOTOpoe BpeMsl Bbl OyneTe CIOKOMHO 00XxoauThest 06e3 Texcra. Mcrnonb3yiite Bce TEXHUUECKHE
JOCTHIKCHUSI, MCTIONBb3YHTEe (PYHKIMIO 3aMEIJICHHOTO BOCIPOU3BEICHUS YTOOBI YMEHBLIAWTE CKOPOCTh
BOCIIPOU3BECHMUSI, I0KA HE CTAHETE YJIaBIMBAaTh PeUb JUKTOPA.

- http://www.librophile.com/#!/audiobooks/popular/free

- http://www.voicesinthedark.com/content.php?iContent=50
- http://freeclassicaudiobooks.com/

- http://www.audiobooktreasury.com/

2.5. CamocTosiTe1bHAsi padoTa HaJ rOBOPEHUEM
Kak mokHO yame o0miaiiTech Ha aHIVIMICKOM C TIperojaBaTesieM, OJHOTPYIITHUKAMH Ha Kypcax,
IpYy3bsIMH, M3YYaIOMIMMHU SI3bIK, MHOCTPaHUAMH. Tak Bbl CMOXETE YCJBIIATH <OKUBYIO» pedb H



IPUBBIKHYTh K TOMY, YTO AHIVIMHCKUM MOET 3BydYaTb II0-PAa3HOMY, BEJb y KAKJIOIO YEJIOBEKA CBOE
MTPOU3HOIIIEHUE, aKIICHT.

Yuurtech AyMaTh Ha aHIJIHIiCKOM si3bIKe. Korma unTaere wim cirymraere Kakohi-mu0o0 TEKCT, He HY>KHO
MBICJICHHO MEPEBOJUThH €TI0 Ha PYCCKUH s3bIK. BaskHO BBHIOMpPATh MHTEPECHYIO ISl BaC MH(POPMAIIHIO: BbI
yBJIEYETECh TIOBECTBOBAHUEM U HE OY/IETE€ OTBIICKATHCS HA JJOCIOBHBIN MEPEBO/I.

O0s13aTeTFHO POTOBAPUBANTE CBOM MBICITH BCIYX: OT OAHHUX MBICICH TOBOPUTHh HE HAYUHIIILCS, HO €CIH
BbI 3aBEJIETE IPUBBIUKY PETYJIIPHO AyMAaTh HA AHIJIMICKOM, TO U TOBOPUTH Bbl HA HEM CMOXETE, KaK Ha
POJTHOM SI3BIKE.

Pa3roBapuBaiiTe ¢ keM-unOyab. Hanpumep, pacckaxute cBOeMy OTPaKCHHIO B 3epKajie, KaKk y Bac
JIeJ1a, YTO MPOMU30IILIO 3a JIeHb. BO3MOXKHO, MPe/I0KEHUE TIOTOBOPUTH C 3€PKAJIOM IMOKAXKETCs CTPAHHbBIM,
HO TOJIb3bI MPUHECET MHOI0. 3E€pPKaJI0 MOXKET OBbITh JIyYllle YeJOBEeKa [0 HECKOJBKHM MpUYuHaM. Bbl
MOJKETE CKa3aTh CBOEMY OTPaXKEHWIO BCE, YTO XOTHUTE W aymaere. Bel He OouTech CKa3aTh YTO-TO
HenpaBuiIbHO. OUeHb YacTO M3YYAIONIMX S3BIK IMPECIeAyeT CTpax CAeaTh OIMMOKY. DTO MPUBOIUT K
TOMY, YTO YCJIOBEK HE TOBOPHUT COBCEM. A C 3€pKaJiOM 3TOT CTPaX YXOJUT: BPSJ JIU KTO-TO CTCCHSICTCS
CBOETO OTPaXKCHUSI.

OnuceiBaiiTe KApTUHKU. Bo3pMuTe m00yr0 KapTHHKY. OHa MOXKET OBITH CBsI3aHA C TEMOM, KOTOPYIO
BBl M3y4aeTe, MOXET ObITh Ha OTBIeUeHHYI0 Temy. llocTapaiiTech ommcaTh, 4TO Ha HEHW M300pa’KEHO.
l'oBopuTe BCe, 4TO CMOXKETE MPUAYMaTh: KTO U300paKeH, YTO OH JCJIACT, KaKHE MPEIMEThI Bbl BUINTE,
€CTh JIU BTOPOCTEIICHHBIC JICTAJN, HPABUTCS BaM KapTHHKA WM HET. Eciu Bain ypoBeHb 3HAaHUI BHICOKHIA
M HaBBIK TOBOPEHHUS PA3BUT XOPOIIO, aHAIM3MPYWUTE MPOM3BEACHUS HCKyccTBa. He CTOMT CHIIBHO
BIIaBaThCS B MOAPOOHOCTH, HECKOJIBKUX MPEIIOKECHIM Oy IeT JOCTATOUHO.

3anucpiBaeM cBoii rosoc. BriOepute kakyro-HHOYAb OOIIEPa3rOBOPHYIO TEMY, HAlPUMEP pacckas o
Bariei ro0uMoii kaure. BrmrounTte mukTodoH  3anmumuTe ¢Boi ronoc. [locime 3Toro BKIIOUNTE 3ammch
1 BHUMATCJIBbHO Hpocnymaf/'ITe c€. OGpaTI/ITe BHUMAHUEC, B KaKUX CIIy4dasX y BaC BO3SHUKACT 3aMHHKaA, I'/IC
Bbl 3aTATMBACTC I1ay3y, HACKOJIBKO 6I)ICTpa}I Yy BaC pc€yb, XOpOoUICEC MPOHU3HOMICHUEC W MNPAaBUIIBHOC
nHTOHUpOBaHWe. OOBIYHO TEepBBIC 3aMUCH U M3YYAIONIMX AaHTJIMACKANA — WCIBITAaHUE HE IS
CITA0OHEPBHBIX: BO-TIEPBBIX, MBI HE MPHUBBIKIH CIBIIIATE CE0S CO CTOPOHBI, BO-BTOPBIX, aHTJIOS3bIYHAS
peub Ha MEPBBIX CTYNCHSAX 00yYeHHs 3BYYHT CTPAHHO M HEMOHITHO. MBI PEKOMEH/yeM BaM B3sITh ceOs B
pykH (BCE C 3TOTO HAUWMHAIM) U TPOJOJDKUTH MOJOOHBIC 3aHATHS. A depe3 MeCsl-IPYrod CpaBHHUTE
MEPBYIO0 W TIOCTIEHUE 3aIUCH: pasHUIla OyneT pa3uTenbHas, W ATO BOOAYIIEBHT Bac Ha JajlbHEUIIHE
IMOABUTC B U3YUYCHUUN AHTJINICKOTO SI3BIKA.

Humem moctei. [lonpoOyliTe Hamucath HEOONBIIONW paccKa3, UCHONB3Ys CIOBa WIN (pasbl, KOTOPHIC
XOTUTE «aKTUBUPOBaTh». ECi Balll ypoBeHb 3HAHUI JIOBOJIBHO BBICOK, BAM CKYYHO IHCATh YYCHUYECKHE
YIPOKHEHUS B TETPAJKy, W Bbl JJABHO JKAXKJETE CBOEH MHUHYTHI CJIaBbl, OTIPABISHUTECh HA IPOCTOPHI
Wurepnera. Jlenaiite 3anucu B Twitter, Ha Facebook, Ha ctene BkonTakte, 3aBeaute Osior. [Iummre Ha
AHTJIMICKOM SI3bIKE KOPOTKHE 3aMETKH, CTaThU C UCIIOJIh30BAaHHEM HOBBIX CJIOB.

Oo6maemcst ¢ uHocrpanuamu. CoBeTyeM HaMTH Jpyra Mo Mepernucke Ha OJHOM U3 OTHUX CaWTOB:
penpalworld.com, interpals.net, mylanguageexchange.com. [lummre emy UIMHHBIE MUCHMa, a MeEpes
OTHpaBKOfI ClIc u YyHUTanTe BCJIYyX — IMOJIC3HO W I MPOU3HOIICHUA, U [JISI aKTUBALUU CJIIOBAPHOI'O
3araca.

YuuMm HaU3yCTh CTHXH U NecHH. 3yOpekKa — 3aHATHE CKYYHOE, JPYTOe JENI0, eClId Bhl pa3ydnBacTe
WHTEPECHBbIE BaM CTUXH M TIECHH HaW3yCTh. OTO HMHTEPECHO, IOJIC3HO Ui OOINEro pa3BUTHS U
oOoraiieHus: CJIOBApHOTO 3araca. PUPMOBaHHBIE CTPOYKH 3alIOMUHAIOTCS JIeTde OOBIYHBIX TEKCTOB, TaK
YTO W HOBAs JICKCHUKaA 6BICTpee OTJIOKUTCA B aKTUBHYIO 4aCTh BallI€ro CjIoBaps.

2.6. CamocTosiTe1bHAsA paboTa HAJ YTEeHHEM
I[MapannelbHoe YTeHHMe — 3TO YTCHHWE OJHOIO W TOTO JK€ TEKCTa Ha JABYX S3BIKAX: POTHOM H
nzydyaemom.Tem, KTO TOIBKO Hayald YYUTh aHTJIMMCKWNA, HET CMBIC/IA YHUTATh NapajuiesibHble TEKCThl. Bbl
IIOKAQ HEC CMOXKETEC COIIOCTABUTH FpaMMaTI/I'-ICCKI/IC KOHCprKHI/II/I 1 9aCTu peqn B pa3HI>IX A3bIKaX. HOZ—)TOMy
JOXIUTECh XOTsl Obl ypoBHs Elementary, ocBo#iTe OCHOBBI IpaMMAaTHKHU W TOJIBKO ITOTOM MPUCTYIANTE K
gTeHnio. Kak TOMpKO BRI JOCTUIIH YpoBHs Intermediate, mepexonuTe K YTCHHIO KHUT TOJHOCTHIO Ha
aHFHHﬁCKOM SI3BIKEC. 9TO MOXKET 6BITB KaK aZIaHTI/IpOBaHHaSI JmTepaTypa, TaK U KHHUTU B OpI/H‘I/IHaﬂe.
3HaHUE TPaBUIT YTEHUST — 00sI3aTEILHOE YCIOBHE JJIsl MCIIOJIB30BaHUSI METO/a MapaslIeIbHBIX TEKCTOB.
Bcerna BeiOMpaiiTe TOT TEKCT, KOTOPBIA BbI C yJIOBOJILCTBHEM MPOYUTAINA Obl WIHM TEpEUYUTANIH Obl Ha



pycckom si3pike. CrymiaiiTe aynmos3anuch TEKCTa. Takke MOXKHO BOCIOJB30BaThCs CIEIMATbHBIMU
nporpammamMu ¢ TexHosorue Text-To-Speech, mampumep http:/neospeech.com/. B okomko MoXHO
BBecTH Jr00yr0 ¢pa3y, M mporpaMma O3BYUUT €€ TIOJIOCOM HOCHUTENS $3bIKa C IIPAaBUIbHBIM
MPOM3HOIICHHEM M HMHTOHauued. YuTaiite Qpady Ha PycCKOM M COIOCTAaBISIHTE C MPEAJIOKECHUEM Ha
AHIJIMHCKOM YTOOBI pa3o0parbesi B CTPYKType MpeuioskeHus. Tak, Bbl mpouuTaeTe (pasy Ha PYCCKOM H
aBTOMAaTH4ECKH OyneTe COIOCTaBJIATh AHIJIMHCKHE CJIOBA C PYCCKUMH, pa3OuparbCsi B CTIPYKType
MPEUIOKEHNUS, 3TO TIOMOXKET BaM Pa3BUTh YyBCTBO SI3bIKA U S3BIKOBYIO JIOTA/IKY.

Bribepute ynoOHbIe pecypcesl: https://sites.google.com/site/aglonareader/home/lang-ru IIporpammy mmnst
YTEHHUsI MApaJICTIbHOTO TEKCTa, a TAaKKe MPUIOKEHHE MOXHO CKadaTh OecryiaTHo. DTO HHTEpecHas
pa3paboTKa, KOTOpas IIOJICBEYMBAECT COOTBETCTBYIOIIME OTPBHIBKM B TApaNICNbHBIX TEKCTax.
https://studyenglishwords.com/ - GecruiaTHbIH caliT, HA KOTOPOM MOYKHO YHTAaTh MapajuielIbHbIe TEKCThI
Ha aHTJMICKOM S3bIKE, COXPAHITH CJIOBA M3 HUX B COOCTBEHHBIM AJICKTPOHHBIA CIOBAPUK U YUYHUTH B
CBOOOTHOE BpEMSI.

YrteHue BCIyX HA AHTJIMIICKOM fI3BIKE:

1. UnraiiTe MeJJICHHO, YETKO M BBIPA3UTEIBHO MTPOrOBapUBaiiTe KaXKAbIN 3BYK U KaXKI0€ CIOBO, JesaiiTe
nay3bl. Ecnu Bbl OynieTe rHaThCsl 32 CKOPOCTBIO, TO MHOTOrO HE JoOberech. Jlaxe eciiu CKOPOCTb Bl U
HapaboTaeTe, TO IPOU3HOLICHWE, MHTOHALMS, KpacuBble 3BYKM — BCE€ 3TO yHAeT B HuKyzaa. s
BBIPA3UTENBHON peun B NMEPBYIO OYepeb HY>)KHO XOpollee MPOU3HOIIEHUE U MTpaBUJIbHAs MHTOHALUA. A
CKOPOCTb MOSIBUTCSI CO BpEMEHEM caMa, OHa HapaOaThIBaeTCsl MPaKTHKOM.

2. IlpounTaiiTe TEKCT W TOJIBKO TOTOM HWIIUTE HOBBIE ciioBa. He 3a0bIBaiiTe, 4TO MPH YTEHUH BCIyX
ObIBaeT CIIOXKHO TOHITH cojepkanue Tekcra. CHavana IOJIHOCTHIO YHTATEe TEKCT, HE olpamas
BHUMAaHMs Ha HE3HAKOMbIe ciioBa. CrapaiiTech YJIOBHUTH IJIaBHYIO MBICIb U MOHATH, 0 4eM TeKcT. ITocre
TOrO Kak Bbl IPOYMTAIIM MEPBBINA pa3, MOXKHO yKe padoTaTh C HE3HAKOMBIMH CJIOBAMH: MCKATh 3HAUCHUS
B CJIOBape, CMOTPETh, Kak TNpou3HOcATCS. UTOOBl pacHIMPUTH CIIOBApHBIM 3alac, yYUTe HOBBIC
BBIPOKCHHS, TIOBTOPSITE CIIOKHBIE M TPYAHONPOU3HOCHUMBIE clioBa. UTOOBI BaMm OBLIO JIerde 4YWTAaTh,
HEOOXOJMMO BBIONPATh KHUTY, COOTBETCTBYIOLIYIO BallleMy YPOBHIO 3HAHHM.

3. OOpamaiiTe BHIMaHHE Ha TpaMMaTHKy. Ywrtas mpo cebs, MOKHO OErjo IMPOCMOTPETh TEKCT, HE
BJIaBasiCh B MOJPOOHOCTU cojepkaHus. UuTas aHTIUICKUI TEKCT BCIyX, BBl HHKYJA HE TOPOIMTECH,
MOJTOMY MOJKETE YBHIETb, KaK YIOTPEOJSIOTCS BpeMeHa M apTHKIW. 10 ecTh BBl 3allOMUHAeTe
MIPABUIILHBIE MOJENIN UCTIONB30BAHUS TPAMMATHYECKIX TIPABHIL.

4. Yuraiite He menpie 10 muHyT B JeHb. Pasymeercs, yem Oonblne BBl OyaeTe YuTaTh BCIyX Ha
aHIJIMICKOM s13bIKe, TeM Jydmie. OnTuManbHbld BapuanT — 30 MHHYT B JeHb. Ho ecnm mumiHero
BPEMEHH y Bac HET, crapaiiTech BbLACHATH XOTS Obl 10-15 MuHYT. DTO HY)XHO Kak pa3 Ui TOTro, 4YTOObI
Ballla pevyb CO BPEMEHEeM cTajia ObICTpOi W TUTaBHOW. Bam He Hajo mpuIyMbIBaTh pedb HA XOIy, KaK B
pasroBope, BBl YMTAETEe TPAMOTHO HAIMCAHHBIA TEKCT W ClelyeTe 3a XOJ0M MbiciH. Eciu Bbl Oynere
YUTaTh BCIyX HE MEHbIIE [oJlydaca B JEHb, TO Yepe3 MECSI-IpPyroldl 3aMeTuTe, KaK CUJIbHO
npeo0pa3niiack Bala peyb: 3BYKH CTaJIM YETKUMH, YIIH CI0Ba-11apa3uThl U HEJIOBKHE 3aMHUHKH.

5. Ywraiite pa3Hble TeKCThl. UnTaiiTe XyH0)KECTBCHHBIC NMPOM3BEICHHS, CTUXH, HAYYHBIC IyOIMKAIIUH,
CTaThH B Ta3eTax W XypHasiaxX. Pa3HOoOOpa3HbIe TEKCTHI IOMOTYT pPa3BUTh HABBIK YTEHHUSI CO BCEX CTOPOH.
Jist KasKA0To TeKCTa OyAyT pa3Hble TEMIIbl PEUH U M1ay3bl, HHTOHALIUS.

HutepHeT-pecypcehl:
http://www.rong-chang.com/nse/ TOT caiT mofOWAET ISl 3aHATHI HAYMHAIOIIUM C YpoBHeM Beginner
u Elementary. Bce TekcThl KOPOTKHE, B HUX HUCIIOJIB3YIOTCSI IPOCTHIC CIIOBA M JIEMEHTapHasi TpaMMaTHKa
— Tpu Bpemenu rpynnsl Simple. [lormpoOyiiTe untaTh X0TS OBI 2-3 TEKCTa €KETHEBHO, 3TO 3aiiMET BCETO
5-10 munyT. TeMbl TEKCTOB pa3HbIe, YACTO OHHU IPEICTABISIFOT cO00H Hebonbinne myTKH. Bee cioBa
noJo0paHbl TakMM 00pa3oM, YTOOBI M3yYarollMil HE MPOCTO YMTaJl TEKCThl HAa AHTJIHMHCKOM, HO H
pacumpsul CBOM JIeKCMYeckuid 3amac. Tak, Bbl CMOKETE BBIYUMTh HEpBble (hpa3oBble IJIAroJibl, 4acTo
ynotpeOsieMble coBa 1 BeIpakeHus. K kak1oMy TeKCTy MpHuiiaraercsi ay Juo3aruch.
http://www.english-online.at/index.htm DTOT pecypc co3naH CHEUAIBHO I U3yYaIONINX aHTITMACKUN
s3bIK ¢ ypoBHeM Pre-Intermediate u Bbime. TekcThl HE OYEHB JUIMHHBIC, 3aTO HACBIIIEHBI IOJIE3HBIMU
BBIpQXXECHUAMHA U ciioBaMH. CTaThbM pa3HOM TEMAaTHKH AaJalTHPOBAHBI CIEHUAIBHO JUIS YYalIUXCS:
UCTIONIb3yeTCsl HauboJjiee 4acTo yrnorpedisemMas JIEKCHKa M HECIIOKHBIE TPaMMaTHYeCKue KOHCTPYKIIHU.
Ha nanHBIf MOMEHT Ha caiiTe HOCTYIHBI AJISl YTEHUS] HECKOJBKO COTEH TEKCTOB pa3HOW TemaTWku. Bee
OHH JI0OBOJIBHO MHTEPECHBI, TaK YTO JAHHBIA PECypc COAEPKUT ONTHMANBHYIO IPONOPLUI0 O0YUYEHUS U
pasBiedeHus. Bo Bcex CTaTpbiax BBl YBUAWTE CJIOBA, BBIACIEHHBIE XHUPHBIM IIPHUPTOM. DTO JEKCHKA,
KOTOPYIO BaM NpeJlaratoT M3yduTh. [lociie TekcTa cTaTby Bl HaliieTe aHIIO-aHIVIMHCKUHN CIIOBAaph C



THMH clloBaMHU. TakuMm o0pa3oM, CalT BBITIOJHSET BaKHYIO (DYHKIHIO — BBl MOXKETE M3y4aTh Ha HEM
HOBYIO JICKCHKY B KOHTEKCTE.

http://short-stories.co.uk/ A 3TOT caliT moIOMIET BCeM JIOOUTEIAM XYI0’KECTBEHHOH JTUTEpaTyphl. 31eCh
HET aJanTUPOBAHHBIX TEKCTOB WJM CIOBaped, TOJNBKO PAaccKa3bl aHTJIOSA3BIYHBIX aBTOPOB B
HeM3MEHEHHOM Buze. Ha caliTe mpeacTaBieHbl 8 MOMYJISPHBIX JKAaHPOB: AETCKasl IUTEPaTypa, NETEKTUB,
(aHTacTHKa, y’KaChl, IOMOp, IOKYMEHTaIbHAas IIp03a, poMaH, Hay4Has (¢aHTacTUka. Eciau Bbl HAXOJUTECH
Ha ypoBHe Pre-Intermediate, monpoOyiiTe HaYaTh YUTATH AETCKAE PACCKA3HI.
http://easyenglisharticles.com/ DTo eme oAWH pecypc ¢ TEKCTaMH JAJsl W3yYarolluX aHTJIMHCKUN SI3BIK.
Caiir opueHTHpOBaH Ha yuamuxcs ¢ ypoBHeM Pre-Intermediate m Bwime. Bece cratbum Ha 3TOM caiite
aIaNITUPOBAHBI ISl YUAIIUXCS: B TEKCTAX COACPIKUTCS TOJIBKO HanOoJIee YacTo ynorpeodisiemas JICKCHKa
W TpaMMaTHKa CPEJHEro YPOBHS CIOKHOCTH. TEKCTHI B OCHOBHOM IIPEJICTABISIIOT MOCTICTHIE MHUPOBEIC
HOBOCTH, HO €CTb W  pa3Hble CTaTbU-COBETHl 10  HW3YyYCHHIO  HHOCTPAHHOTO  SI3BIKA,
CaMOCOBEPIICHCTBOBAHMIO U T. II. CaMble CBEXHE HOBOCTH CO BCEro MHpa B aJlalTHPOBAaHHOM BapHaHTe!
OOpatuTe BHMMaHHE: TOCIE KaKIOH CTaTbl €CTh CIIMCOK CJIOB, PEKOMEHAYEMBIX K H3YyYCHHIO.
[TompoOyiiTe yragate MX 3Ha4Y€HHE M3 KOHTEKCTa, 3TO, KaK MPaBHUJIO, BECbMa TOJIC3HAS Ui M3Y4CHUs
JICKCHKA.

http://www.infosquares.com/readingcomprehension/ Ha »ToM caliTe TpencTaBIeHO BCETO HECKOILKO
JIECATKOB TEKCTOB, OJIHAKO OH JOCTOMH Ballero BHUMaHHA. Pecypc momoiaer Ass 3aHATHI yUYeHHKaM C
ypoBHeM Intermediate u Bbie. Pecypc oTnmuaercs OT MpenblaylIMX CalTOB TEM, YTO Balla 3ajaya
Tenepp — HE TPOCTO TPOYHUTATh TEKCT W IMOHSATH OCHOBHYIO MBICNIb, & YJIOBUThH JaXe Melbuaiiime
neranu. Ha Bxiazke c yto00i craTheil BBl HaiiieTe HE TOJBKO CCBIJIKY HAa CaM TEKCT, HO M TECT Ha
MIPOBEPKY MOHUMAaHMS MPOYUTaHHOTO. [[03TOMY MBI COBeTyeM 00paTHUTh BHUMAaHUE HA 3TOT PECYPC BCEM,
KTO TOTOBUTCS K JK3aMEHy IO aHTJIMICKOMY SI3bIKY, BEIb Bbl MOXETE «OTPENeTHPOBATH» Ha 3TOM
pecypce ceknmto Reading. 3amada Toro caiita — MpoBEpUTh, HACKOIBKO XOPOIIO BbI IOHUMAETE TEKCT.
[TosTOMY MBI pEeKOMEHJIyeM 3aHUMATBLCSl Ha STOM caiiTe MPUMEPHO Pa3 B MECSI], a B OCTaJIbHOE BPEMsI
YUTaTh JPyrue cTaTbd. TakuMm oO0pa3oM, Bel OyJeTe BUAETh, HACKOJIBKO OBICTPO pa3BUBACTCS Balll HABBIK
YTEHUsI HA aHTJIMICKOM $3bIKE U HACKOJIBKO Bbl BHUMATEJIbHBI IPU YTCHUU.
http://web2.uvcs.uvic.ca/courses/elc/studyzone/330/reading/  DTOT CalT CXOXK C  HPEIBIIYIIUM:
HEOOIbIIOE KOJIMYECTBO MAaTEpUAOB C JIMXBOH KOMIICHCHUPYETCS HaJIMYMEeM pas3HBIX YHpaKHEHHH,
MIPOBEPSIONINX TOHMMAHKE TeKCTa. 31eCh MOKHO 3aHUMAThCs ¢ ypoBHeM Pre-Intermediate u BpItIIE.
http://dreamreader.net/ 3TOT pecypc 3auHTEpeCyeT TeX, KTO JIIOOUT YUTaTh pa3HBIC TTO3HABATEIIHHBIC U
pasBiekaTenbHble cTaTbu B MHTepHeTe. CallT nmojgoiaeTr yuyammMmcs ¢ yposHeM Elementary u Bbime.
Boustblie Bcero TeKCTOB Ha 3TOM caiiTe npezcTaBieHo B pazaenax Fun English u Academic English.
[Ipenecth cTareit B TOM, YTO HAITMCAHBI OHU XOTh M IIPOCTHIM, HO JKUBBIM SI3IKOM. A paccMaTprBacMbIe B
CTaThsIX TEMbI aKTYaIbHBI M OCBELIAIOT CaMble Pa3HbIe CTOPOHBI KHM3HHU: OT sI3bIKa Teja 10 gacr-dynaa, ot
HJIO no «xomaubux» uanoM. K kaknomy U3 TEKCTOB MPHIIAraeTcs psifi BOIPOCOB, HOMOTaIOLINX
MIPOBEPUTH, HACKOJILKO XOPOILO BbI OHSUIM NPOYUTaHHOE. BBl MOKeTe He MPOCTO YMTATh CTaThIO, HO U
MOCITyIIAaTh ee.

2.7. CamocTosiTeJIbHASA padoTa HAJl MHCHbMOM

M3yuaiite mpaBuja HANMMCAHUS CJOKHBIX CJI0B. 3allOMHUTH IPABONNCAHHUE MHOTHX CIIOB OyzaeT
npolie, ecid 3HaTh IpaBWia, MO0 KOTOpbIM OHM mwmirytcs. Hampumep, B crathe «Silent letters.
HernponsHocumblie OyKBBI B aHTTTHHCKOM SI3BIKE» YETKO M MOHSTHO OOBSICHSFOTCS MpaBUiia YIOTPEOICHUS
HENPOM3HOCUMBIX OyKB. M3yunTe 3Ty CcTaThlo, M y Bac y)Ke HE BO3HUKHET jKeJaHWs HammucaTs nowledge
BMecto knowledge http://engblog.ru/silent-letters. Takxke coBeTyeM O3HAKOMHUTLCS M CO CTaThel
«Opodorpadusi aHIIMHACKOTO s3bIKa», B HEH MPEICTaBICH CIUCOK IIOJIE3HBIX MaTEPHAIOB IS
COBEpIIICHCTBOBAHUS IIpaBonucanus http://engblog.ru/spelling.

Hcnoanb3yiiTe mpueM W3 HIKOJbI. BCOMHHTE, KOT/Ia Mbl COBEpIIANN OIMHOKY B JUKTAHTE, YYUTENb
3aCTaBIsLT HAC MPOMUCKHIBAThH CIOBO 5-10 pa3. OH genan 3TO HE U3 JKEJIaHUS HaKa3aTh YUCHHKA, a IS
TOTO, YTOOBI B HAIIICH MaMSITH MPOYHO 3aKPEMUIIOCH PaBHIIbHOE HamucaHue cioBa. [lompolyiite nenath
AQHAIOTMYHO M C IIPABONHMCAHWEM AHIJIMICKUX CIIOB: KaK TOJBKO OIIMOJINCH, BO3BMHUTE TETPAIKy M
HAIMAIIWUTES MOHATUC IIPABUJIBHO HECKOJIBKO pas. Brimonnsas takoe YHOpaKHCHUEC, Bbl BKIIIOUACTC B pa60Ty
MEXaHUYECKYIO MaMsiTh, & 3TO 3HAYMTEIBHO OOJIeryaeT 3allOMUHAHHME CJoBa. MayeHbKas XUTPOCTB:
MHorue (uIonOrH W JMHTBHUCTHI COBETYIOT OTKa3aThCs OT IPOMHUCHBIX OykB. OHHM PEKOMEHIYIOT
rnéyaratb CJIOBO Ha KJIaBHATypE WM MHUCAaThb €I0 INCYaTHbBIMU 6yKBaMI/I. B XO0J€ DOKCIICPUMEHTOB
BBISICHWIOCh, 4YTO TI€YaTHbIE OYKBBI HMMEIOT YETKYyI (OpMy, IMOITOMY MO3TY IMpOILIEC 3allOMHHUTH
HarMcaHue cioBa. YTo KacaeTcsl MPONUCHBIX OYKB, TO MOYEPK ObIBACT pa3HbIM, U (AKTUUSCKU KasKIbli



pa3 Mbl UIIeM OYKBY HEMHOTO IMO-APYroMy. DTO YCIOXHSET Bocupusthe nHpopmaruu. [lompolyiite
revaraTh, a He MACaTh, BOSMOXKHO, ’TO UMEHHO TO, YTO BaM HYXKHO.

I[IpakTukyiiTech, NpakTHKYTech U ellle pa3 MPaKTHKYHTech. UTOOBI Hay4YNWTHCS BOJUTH MAIIHHY,
BaM HY)KHO KaK MOXHO Yallle CaJuTbCs 3a Pyib, a YTOOBI MUCATh TPAMOTHO, HY>KHO KaK MOKHO 4Yalle
camuThCs 3a cTon W mucarb. [lompoOyiiTe nenath pasiuuHbIC 3alMCH HAa AHIJIMKACKOM  SI3BIKE,
MPAaKTHKOBAaThCS MOXKHO Tak: BenwTe AHEBHHK, a JIydile MOMPOOYWTE 3aBECTH OJNIOT Ha AHTIIMHCKOM
s3pike B MHTepHeTe. CaMOBBIpaXeHHE M TEIJIble KOMMEHTAPUHU YHTATeNIel BOOJYNIEBAT BaCc HAa HOBBIC
noasuru. Jlenaere goMamnHee 3aganue? Hanumure unu HameyaTaite ero, a He IpOCTO OTMETHTE HYKHBIC
OTBeTHI B yueOHUKe. [[eno 310 Tpymoemkoe, HO oKynuTcs cropulieii. [loHpaBuiace nHTEpecHas 1HUTaTa
WM WAMOMa Ha aHTIUHCKOM s3bike? He kommpyiite ee cebe Ha KOMIIBIOTEp, a HaledaTaTe BPYIHYIO.
OT0 OTIIMYHBIA IpHUEM, COBMEIIAOINUNA B cebe M OOydeHHe, U pa3BiieycHHe. BbIOepUTEe MHTEPECHYIO
kHATY uiau Onmor B MHTepHere. EskemHeBHO mepenuchiBaiiTe 1-2 CTpaHUIBI TEKCTa, MPUYEM CIIOBO B
CJIOBO. DTO OJIMH U3 CAMBIX JEHCTBEHHBIX METO/IOB yiyuiieHus spelling.

3aneiicTByiiTe SiiAeTH3M. DiifieTn3M — Qororpaduueckasi maMsaTh, KOTOpasi OTBEYAET 3a 3alIOMUHAHKE
3pUTENBHBIX 00pa30B. 3a/eiicTBOBATH €€ JIydllle BCEro NPH H3yYCHHHM HOBOTO ClioBa. BHHMMaTelIbHO
CMOTpHUTE Ha HEro, MOCTapalTech 3alOMHUTH ero (opmy, mopsmok OyKB, 3aTeM 3aKpoWTe Tia3a |
MOCTapaTech MPEJCTaBUTh €r0 — Yy BAaC B MaMATH OTJIOXHUTCA 3PUTENbHBIH 00pa3 HOBOTO MOHATHS.
OnHOBpEMEHHO € MPOCMOTPOM MPOM3HECHTE CJOBO, YTOOBI ATH 3BYKH ACCOLMHUPOBAIUCH y Bac C
KOHKPETHBIM MPaBUIbHBIM HAlKCaHUEM. BBIMOTHSANTE 3TH ACHCTBUS MpU Ka)XAOM MOBTOPEHUH, TOTA
yIpaxxHeHne OBICTPO MTPUHECET CBOM TITOJIBI.

CaepsiiTech co cjaoBapeM. Korma mummeTe CIOXHOE CIOBO, HE TOJAraiTech TOJIBKO HA CBOIO MAMSTH,
MpoBepsiiiTe HamucaHue B cioBape. Jlydiie mucath MENJIEHHO, 3aTO MPAaBHIBHO, 4YeM OBICTPO U
HerpamoTHO. He mepexwuBaiite, 1mociie HeCKONBKHUX «IOJTIISABIBAHUI BBl 3aIIOMHUTE CIOBO W Oynere
YBEPEHHO MMUCaTh €ro 0e3 BCIKUX MOJICKA30K.

CocTaBbTe COOCTBeHHBIN cil0Bapb. B JW4HBIN cloBaph BKIIIOYHTE TOJBKO TE CJOBA, HAIMCaHHE
KOTOPBIX BBI3BIBAET y Bac TPYyAHOCTH. PaboTaiiTe ¢ 3THM «AeTHIIeM» KaK OOBIYHO TPH H3YYCHUU
AQHIJIMHACKOM JIEKCHKHU: 4YacTO IPOCMATpPUBANTE, MOBTOPSWUTE, MEPEBOAUTE C PYCCKOrO HA AHTIUHCKUN
(Jryu1mie Bcero NMCbMEHHO). DTO IOMOKET BaM JIETKO BBIYyYHUTb MIPABOMUCAHNE aHTJIMHCKOTO S3bIKa.
Bcenomuure 06 3¢ dexre Pecropdd. Jlyumie Bcero Ham 3anomMuHaeTcsi HHGOpManys, BbLACSIOMAsICS U3
obmeit maccel. Mcmonb3yiite 3¢dekt cedbe Bo Oaro. Kak caemars ciioBo 3anoMuHaomuMes? Beigennre
€ro M3 JPYTUX CJIOB B MPSMOM CMBICIE — TIPU TOMOIIN SAPKOW PYYKH WM LBETHOTro ImpudTa. Mosr
BBUICTIUT 3Ty WH(OPMAIUIO U3 OCTAIBHBIX CIOB W 3allOMHUT. [[OMHUTE, BeJb B IIKOJE HAC 3aCTaBIISLTH
JIeNlaTh aHAJIOTUYHO Ha YPOKaxX PYCCKOrO S3bIKA: CIOBAapHBIE CIIOBA MbI BBLICSUIA Pa3HOLBETHBIMU
pyukamu. ManeHbkass XUTpOCTb: HekoTopble memarord COBETYIOT HE IMPOCTO BBIACIATH CJIOBO, HO H
nmUcaTh Kakayo OyKBY pa3HbIM IIBeTOM. BpeMeHn Ha HamucaHue yitneT Oosnblie, paboTaTh ¢ MOHSTHEM
BBI Oy/ieTe JIOJbIIe, MO3TOMY U 3alIOMHHUTCS OHO ObicTpee. O0s3aTeNbHO MONMPOOYHTE Ha MPAKTHUKE 3TO
MPOCTOE yTpakHEHHE.

Padoraiite ¢ Microsoft Word. Vcronbs3yiiTe aBTOMaTHUECKYIO MPOBEPKY opdorpaduu HE TOIBKO MO
NpsSMOMY Ha3HA4YCHUIO, HO U JUId oOydeHUs. Kak TONBKO yBHIMTE, YTO MporpaMma HCIpaBHia Kakoe-
00 CIIOBO, COTPHUTE €r0 M HAINMIINTE BPYYHYIO MPAaBHIBHBIA BapHaHT. DTO HEMHOTO YBEIHYUT BpPEeMs
paboTHI ¢ TOKYMEHTOM, HO OyIeT MOJIe3HBIM yIpakHeHueM ais spelling.

YuraiiTe kKak MO:KHO 4ame. Kak 3alOMHUTH JUII0 HOBOTO 3HAKOMOro wiu Kosuieru? HykHo warie c
HUM BHJETbCA. 3allOMHHATh HAMMCAHHUE CJIOB MOKHO M HYKHO aHaJOTUYHO: CTapalTech BCTPEUaThCA C
HUMHA dacTo. [Ipormie Bcero 3To OyIeT AenaTh, €Cau BBl OyJeTe YUTAaTh Pa3sHOOOpa3HBIC AHTIIOS3BIYHBIC
CTaTbl W KHUTHU. DTOT MpHEM, TOXayd, caMbli WHTEPECHBIH M HEHABA3YMBBIA, BEIb BBl yUUTE
MIPaBOMUCAHNE aBTOMATHYECKN BO BPEMS UTCHHSL.

TecTupyiite cBou 3Hanusa. B MHTepHETE MOXXHO HalWTH MHOTO Pa3HOOOpa3HBIX TECTOB W OHJIAWH-
3aJlaHi, KOTOpble TOMOTYT BaM COBEPIICHCTBOBATh HABBIK IPABOMUCAHMUA Ha AHIJIMICKOM S3BIKE.
Hampumep, MHOT'O pa3HooOpa3HbIX TECTOB MOXKHO HalTU Ha ITUX cafrax:
https://howtospell.co.uk/spellingquiz.php, http://eslus.com/LESSONS/SPELL/SPELL.HTM.

Hrpaiite B npaBWibHbIEe UTPHI. 3ydeHne aHTITUICKOTO SI3bIKA JOJDKHO OBITH IS BaC YBIEKATEIbHBIM.
A cjenaTh €ro TakMuM MOMOTYT pa3HOOOpa3Hbie 00y4YaONIUEe OHJIAWH-UIPBl. X MOXHO HCIOJIb30BaTh B
nepepsiBe MEXAYy YHNPaXHEHMSIMHU: BBl 370POBO pa3BJieyeTech M B TO K€ BpeMs IMPOJODKUTE YUHUTh
aaTuiickuid. [lonrpats ¢ mMONIb30M MOKHO Ha cairtax http://www.wordgames.com/, http://www.merriam-
webster.com/word-games, http://www.funbrain.com/spell/.

H3yuurte mpaBuiaa ureHusi. Eciou BbI Oyjere 3HaTh NpaBUjia YTCHUS aHTIIMHCKOTO s3bIKa, BaM OyneT
JIeTYe JI0ra/laThCs, KaK MUCcaTh HE3HAKOMOE CJIOBO, MCXO/s U3 ero 3By4aHus. Spelling bee - urpa mus




IPaMOTHBIX JIIOAEH. XOTUTE MPOBEPUTh CBOM 3HAHUSI? XOTUM OTMETUTh, YTO MPABONMCAHUE BBHI3BIBAET
TPYJHOCTH J1aXKe y HOCUTeENEH s13bIka. FIMEHHO T03TOMY B AMEpHKE €CTh Pa3InYHbIE KOHKYPCBI, KOTOpPBIE
IIPU3BaHbl IPOBEPSTH I'PAMOTHOCTS JItoJeH, Hantpumep Spelling bee. 910 copeBHOBaHuE, B X0[1€ KOTOPOT'O
JIO/ISIM Ha3bIBAIOT Pa3IMYHbIC CII0BA, 8 OHU JIOJKHBI MPOU3HECTH 10 OyKBaM, KaK MUIIYTCS ATH MOHSTHS.
Kro caenan ommbOky — BbIObIBaeT. Ha Kak7joM 3Tare KOHKypca JaloTcs Bce 0oJiee CI0KHBIE CIIOBA, TTOKa
HE OCTaHeTCs OJMH MoOennTeNb. BriepBrie KOHKYpC OBIT IPOBEIEH B HainekoM 1925 romy u ¢ Tex mop He
Tepsiet momyssapHocTH. Ceituac Spelling bee mpoBoasAT B pa3HBIX CTpaHax MHpa.

3. METOAUYECKHUE PEKOMEHJAIIUU 11O U3YUYEHUIO TEOPETUYECKOI'O
MATEPHAJIA

N3yuenue moboro pasjena cieiyeT HAYMHATH C O3HAKOMIIEHHUS C BOIIPOCAaMM IUIaHA
u3yueHust TeMbl. [Ipu u3ydeHHMHM TEOPETHYECKOro MaTepuaja HEeoOXOJUMO HCIOJIb30BaTh
PEKOMEH/YyEMYI0 OCHOBHYIO U JIOTIOJIHUTENbHYIO JIMTEpaTypy [Uld JIy4lero YCBOEHUS
MaTepuaia.

OcBauBaTh TEOPHUIO CIEAYET B COOTBETCTBMM C TOH IOCIENI0BATEIbHOCTBIO, KOTOpPAs
IIPEJICTaBJICHA B [IJJaHE CAMOCTOSTENbHBIX U IPAKTUUECKUX 3aHATHUI.

Mertonuka paboThl ¢ IUTEpaTypoil MpeaycMaTpuBaeT BEJEHHUE 3allUCH POYUTAHHOIO B
BUJE IUJIaHA-KOHCIIEKTA, OIIOPHOTO KOHCIEKTa U T.J. OTO IO3BOJMT CHAENaTh 3HAHMS
CHCTEMHBIMHU, 3a()UKCUPOBATh U 3aKPENUTh UX B IAMATH.

KoHcneKT — CI0KHBIA cr1oco0 N3I0KEHUs COJePKAHNS KHUTH WM CTaThU B JIOTHYECKOM
nocjae0BaTeNnbHOCTH. KOHCIEKT akKyMyJIupyeT B cebe IpeblayIiye BUAbI 3allUCH, 1103BOJISET
BCECTOPOHHE OXBATUTh COJEP’KAHUE KHUTH, CTATbU, TEKCTa, I'PaMMaTHYECKOIO0 MaTepuaia.
ITosTOMy yMeHME COCTaBISAThH IUIaH, TE3HUCHI, JIeaTh BBINUCKU U APYTHE 3allUCU OINpelessieT U
TEXHOJIOTHI0 COCTABJIECHHS KOHCIIEKTA.

MeTtoanyeckune ykazaHusl 10 COCTABJICHHIO KOHCIIEKTA
1. BHuMmaTenbHO NpOYUTANTE TEKCT. YTOUYHHTE B CIPABOYHOW JIMTEpAType WM CIOBape
HernoHATHble cioBa. Ilpum 3amucu He 3a0yAbTe BBIHECTH CIPABOYHBIE JIaHHBIE Ha IOJSA
KOHCIIEKTa;
2. Beiienure riaBHoe, COCTaBbTE IUIAH;
3. Kpartko cpopmynupyiite OCHOBHBIE ITOJIOKEHUS TEKCTA;
4. 3aKOHCHEKTHPYHTE MaTepuai, 4YeTKO Clefys IyHKTaM IulaHa. [Ipy KOHCIEKTHMpOBAaHUU
CTapalTeCh BbIPa3UTh MbICIb CBOUMHU CIIOBaMU. 3aIIUCH CIIEYET BECTH UYETKO, SICHO.
5. I'pamoTHO 3anuceiBaiiTe nuraThl. LIUTUPYs, yUnTHIBAlTE TAKOHUYHOCTh, 3HAUUMOCTh MBICIIH.

B Texcre KOHCIEKTA kKelaTelnbHO NPUBOAUTH HE TOJIBKO TE3UCHBIE MOJIOKEHUS, HO U UX
nokasaresnbeTBa. [Ipu opopmileHMH KOHCIEKTa HEOOXOIUMO CTPEMHTBCS K €MKOCTH KasKIOoro
npeuiokeHus. MBICIM  aBTOpa KHUTH CIEAyeT H3/aratb KpaTko, 3a00TsICh O CTWIE H
BBIPA3UTEIbHOCTH HAITUCAHHOTO. JIJ11 yTOUYHEHUS U JOTIOJIHEHUS HE00XO0AUMO OCTaBJIATh OJIS.

[pouienypa mpoBepKH KOHCHEKTa BKIIFOYaeT B ceOs MEpedyeHb BOMPOCOB 0a30BOrO |
HOBBIILIEHHOTO YPOBHEH IS COOeCe1I0BaHUs.

MeTtoauyeckue peKOMeHAAMH 110 NPeACTABJCHNIO H 0(hopMIIeHH IO
pe3yJbTaTOB co0eceI0BAHUS

CobeceroBaHue MpeaCTaBIseT COOON MHAMBUIYAIbHYIO Oecelqy ¢ KaKIbIM CTYJCHTOM
[0 TPEAJIOKEHHBIM BOIPOCaM C MOCIEIYIOIEH OIEHKOM MX MOAroToBKH. llenmbpro naHHOM
(bopMBl 3aHATUS SBISETCS OCYIIECTBICHHE TEKYIIErOo KOHTPOJIA 3HAaHMU 1o Teme. B 3amaun
cobece]oBaHUS BXOAUT IIPUOOPETEHNE HABbIKA PAOOTHI ¢ MCTOYHUKAMU U JINTEPATYpOH; yMEHUS
IPaMOTHO COCTaBJIATh KOHCIIEKTHI U MOJIb30BaThCSI UMU; BBIABIATH Pa3jIMUHble TOUKU 3pEHUS Ha
Ipo0JeMy U CTEeNEHb ee pa3padOTaHHOCTH B JIUTEPATYpeE.

CobecenoBanue mpeanonaraeT o00s3aTelbHOE  KOHCIEKTUPOBAaHME TEKCTa WM
rpaMMaTH4YeCKOro MaTepuana, a Takxke popadoTKy BCeH MPEI0KEHHOM JINTepaTyphl 110 TEME.

Bonpocel 1y cobGecenoBanusi U Kputepuu oueHuBaHus npuBeaeHsl B ®OC manHOM
JUCLUIUINHBIL.

4. METOAUYECKHUE YKA3AHUSA 11O BUIAM PABOT,



NPELYCMOTPEHHBIX PABOUYEM ITPOT'PAMMOM JUCIATIIAHBI
4.1. IToaroroBKa K NPAKTHYECKUM 3aHATUAM
Memoouueckue ykazanusi no no020moeke K npakmuyeckum 3aHAmusm.

K camocTosaTenbHOl paboTe OTHOCHUTCS MOATOTOBKAa K IMPAKTUYECKOMY 3aHSTHIO U
BBITIOJTHEHUE TOMAILIHETO 3aJaHMs.

JlomanrHee 3aJaHUEe COCTOMT W3 WHAMBHAYAJIbHBIX 3aJlaHHUM, Npoleaypa MHpOBEPKU
KOTOPBIX BKJIOYaeT B ceOsi TepeueHb NPAKTHUECKUX YHPAKHEHUHM M  BOMPOCOB IS
cobeceoBaHMUA.

HToroBniii NpoAYKT cAaMOCTOATEIbHON Pa0d0ThI: HHIUBUAYAIbHOE 3aJaHHE.
CpencTBa M TeXHOJIOTHM OLIEeHKH: cOOECeI0BaHUE.

4.2. MeroanuyecKkue yKa3aHusl 110 COCTABJICHHUIO IJI0CCAPHS 110 TEKCTY

[TooOHO r060MY ClIOBapIO TIIOCCApPUN COCTOUT M3 aBTOHOMHBIX JISKCHUECKUX €IMHUII,

PacIoyIOKEHHBIX:

- 1o andasury;

- 110 Mepe TOSBIICHUSI TEPMUHOB B TEKCTE WJIU 3aJaHNU;

- B COOTBETCTBUU C TEMOM MU3y4aeMOro pas/ena JUCIUILINHBL.

Jlns cocTtaBieHus rioccapus M0 3aJaHHOW TeMe HYKHO HallTh MH(OpMAIHIO C Pa3HbIX
UCTOYHUKOB (ceTb «HTepHET», SHIMKIIONEIUH, TPaKTHUECKue nocoOus, yueOHas aureparypa),
U3YYHTh €€ U COCTaBUTh B PyKOMMMCHOM BapHaHTE WU MOJIb3YSACh TEKCTOBBIM IIPOLECCOPOM.

PabGora nomkHa OBITH T@peicTaBlieHa Ha Oymare d¢opmara A4 B TeYaTHOM
(KOMITbIOTEPHOM) WJIM PYKOIIMCHOM BapUaHTe.

Kaxxnas nexcuueckass eQUHMIIA 3alMCBIBAETCS HA OTHENIBHOM cTpouke. B cocrtaB ee
XapaKTePUCTUKHU JOJDKHBI BXOAWTH HE TOJIBKO KpaTKOE TOJKOBaHME, HO M KOMMEHTapHH,
IIPUMEPBI, MOSICHSAIOUINE LUTAThl, CCBUIKM Ha JIMUTEPaTypy. I JTaBHBIM OTJIMYMEM TJOCcCapusi OT
OOBIUHBIX ciI0Bapeil sABiseTcsl GOPMUPOBAHUE €r0 B KAUECTBE €IMHOT0 KOMIUIEKCa HHPOpMAIH
B COOTBETCTBUU C MCCIIEN0BATENBCKON MIIM IPAKTUUYECKON 3aJaueH.

PexoMeHanum 1o coCcTaBJICHUIO IJIOCCAPUS:
* I'1aBHOe MpaBWJIO TJIoccapusi — JA0CTOBepPHOCTh. [losicHeHHe NOKHO Haubojiee TOYHO
OTpaXkaTh CyTh JIEKCUUECKON €MHUIIBI.
* IlosicHeHHe 10JIKHO OBITh KOPPEKTHBIM U MOHATHBIM. Henb3s HCnoab30BaTh OTKPOBEHHBIE
KAPTOHMU3MBbI, HO U CJIMIIKOM CJIOKHBIM HayUHBIM TEKCT MOKET TOJBKO 3aIyTaTh MOJIb30BATEIS.
* YuuThIBaTH BCe BapHaHThl. EciM OIMH M TOT XK€ TEPMHUH MOXET HMETh HECKOJIBKO
pPaBHO3HAYHBIX 3HAYCHHWH, HY)KHO YYHMTBIBATH BCE BAPHAHTHI, W HAa KOHKPETHBIX IMPHMEPax
NPUBOINUTH 3HAUCHHE TEPMUHA B TOM MJIM MHOM KOHTEKCTE.
HToroBbiii MpoaAYKT CAMOCTOATEIbLHOM Pad0ThI: CIIOBapHAs CTaThs.
CpeacTBa M TeXHOJIOTHM OLEHKH: cOOeceI0BaHHeE.
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