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ConeprxkaHue NPakTUUYECKUX 3aHATUN

Crnrcok peKOMEHIyeMOil JINTepaTypbl



BBEJIEHUE

Meroandeckue yKa3aHWs TIO0 BBHITIOJHEHUIO MPAKTUYECKHX paldOT MO JUCITUTIIMHE
«IlepeBoa AENMOBOM JTOKYMEHTAIIMH U MEPETOBOPOBY» pa3paboTaHbl B COOTBETCTBUU C paboueit
NpOrpaMMoOil  TUCHUIUIMHBL 10 cnenuaibHocTH 45.05.01 IlepeBon W mepeBOJOBENICHUE.
[TpakTHdeckue 3amgaHusi pa3padOTaHbI B COOTBETCTBUU C pabOyeil MporpaMMoOil JTHCIIUTIIMHBI
«ITepeBo nen0BOM JOKYMEHTAIIMU U IEPETOBOPOBY.

IMenp ocBoenus mucumiuivHbl «llepeBox nEemOBOM NOKYMEHTAaUUMU U IEPErOBOPOB) -
SIBJISICTCSI U3YUCHUE OCHOB JICJIOBOM KOPPECIIOHICHIIUN, COCTaBJICHUE IMHUCEM, 3alpocoB, odepT,
3aKa30B, paboTa ¢ KOHTPAKTaMH, OPHIMYCCKUMH M TUIATESKHBIMU JOKYMEHTaMH, IIHPOKO
UCIIOJIb3YEMBIMH B OM3HECE, COBEPIICHCTBOBAHWE HABBIKOB JIMAJIOTMYECKOM peYd C
UCIIOJIb30BaHUEM TPOPECCHOHATBHON JIGKCHKH, a TakK)Ke COBEPIICHCTBOBAHUE HABBIKOB U
YMEHHH, MOJYYEHHBIX B X0J/I€ U3yUYECHUSI TEOPUH MEPEBOIA U MIPU MPAKTUYECKOM MUCbMEHHOM U
YCTHOM TIEPEBOJIC, YTO BKIIFOUALT B CEOsl.

3amaun OCBOCHHUS JUCHMILIIMHEL:

— COBEPILIEHCTBOBaHUE CITIOCOOHOCTEH MMChbMEHHOTO MIEPEBO/IA;

— YCBOEHHUE IPaMMaTUYECKUX 0COOEHHOCTEN MOCTPOCHUS IOPUANUECKUX TOKYMEHTOB;

— pa3BUTHE CIMOCOOHOCTEH OyAyIero NepeBOAYMKa OOSCICUNTh SKBHUBAICHTHBIA IEPEBON HA
JEKCHUYECKOM, IPAMMAaTH4YECKOM U CTUJINCTUYECKOM YPOBHE;

—  ¢dopMHpOBaHHE  KOMIICTCHIIHH, 00eCreUnBAOIIUX  KOHKYPEHTOCIIOCOOHOCTh U
npoecCHOHaNBHYI0 MOOMIBHOCTH OYIYIIEro CreuanicTa-nepeBoaunKa



CoaeprxaHue NPaKTHYECKUX 3aHATHH

IpakTnyeckoe 3ansiTue Ne 1. DJIeKTPOHHAS NePeNMCKa U IOKYMEHTHI.

Iesab: O3HaKOMUTH C IPaBUIAMU COCTABIIEHUS JIEKTPOHHBIX THCEM.

AKTYyaJbHOCTb TeMbI: 00YyCJIOBJIEHAa HEOOX0IUMOCThIO OBlaaeHneM [1K-3

TeopeTuyeckassyacTb:

OnexktpoHHas moyra (e-mail) DIeKTpoHHAs MoYTa CTajlla OCHOBHOH (OpMOI OOIIEeHUs
MEXy NPEJCTaBUTENIIMU PA3JIMYHBIX OpraHU3alMil 1Mo caMbIM pa3HbIM BompocaM. Crienyite
CJICAYIOIIMM IPaBUJIaM IIPU OOIICHUH 110 3JIEKTPOHHOM MOYTE:

1. Xopomo npezacraBere cede anpecara. OTTOro, KoMy Bbl IUIIETe, OyAeT 3aBHCETh
CTHJIb THChMa. YeM OJrrke OTHOLICHHUS — TEM MEHbIIe (POpMabHOCTEH.

2. Cpenaiite Balle IOCIaHHWE 10 BO3MOXXHOCTH KPAaTKMM M YETKMM. OTO IPaBUIIO
pacrpocTpaHseTcs Ha BCE BUJBI JIEIOBOTO OOLICHMS, HO JJIsl SJICKTPOHHON MOYTHI CTAHOBUTCS
Hau0oJiee aKTyaJbHbIM, IOCKOJIbKY BOCIIPMHMMATh UH(MOPMALIMIO C MOHUTOPA CIOXHEE, YeM C
mucra. [laiiTe BO3SMOKHOCTh BalleMy ajapecaTy OTBETHUTHh Takke KOopoTko. Hampumep, BmecTo
Toro, 4roObI ucath:” Let me know what you think”, ny4mie nocrasuts Bomnpoc tak:”’Is 3 PM or
5 PM best for you?” Ilome “rema” HOIKHO OBITH 3alOJHEHO TaK, YTOOBI YETKO OTPaXXaTh
OCHOBHYIO HJICIO TUChMA.

[Mpusercteue (Dear Sir/Madam) He 00s13aTenbHO ISl CTAHJAPTHOMN MIEPEMUCKH, OJTHAKO B
JIeNIOBBIX MHUCbMax He OyJeT JMIIHKUM. 5 B mepBbIX ciaoBax Halo cOpMyIUpOBaTh, B CBA3M C
YeM BBl NHIIETe NUCHMO: BBl OTBEYAeTe, Ha3HAyaeTe BCTPEUY WM BBICKAa3bIBAETE CBOU
coobpakeHus B cBsa3H ¢ ueM-10. IIpumep — | am replying to your letter dated 15 January 2007
wherein you asked for information concerning our Spring courses on Business Writing. 6 Eciu B
3JIEKTPOHHOM IUCbME Bbl HAUMHAETE CJIOBO C 3arJIaBHOW OYKBBI, 3TO O3HAUYaeT, YTO Bbl XOTHUTE
BBIJICJIUTH €r0, KaKk Hanbosee BaXHYIO MbICTb. 7 J[mMHa Ka10il CTPOKH HE JTOJHKHA MPEBHIIIAThH
65 3HaKOB, B IPOTUBHOM CJIy4ae TEKCT MOYKET MCKAa3UThCA IPU MPOUYTEHUU NMHChbMA Ha JIPYroM
kommbioTepe. 8 [IMChMO TOMKHO OBITH XOPOMIO CTPYKTYPUPOBAHO — BCTYIUIEHWE, OCHOBHAsS
yacth ((axtsl) 1 BeIBOA. 9 KISS (Keep it short and simple). IlomHuTe, 4TO BEeposTHO Ball
ajipecar MoJy4aeT JeCATOK MUCEM B JIeHb, — CTOUT dKOHOMHUTH ero Bpems. 10 Vcmons3oBanue
CTaHJApTHBIX COKpAIEHUH, XapaKTepHbIX JJIS MOBCEJHEBHOH nepenucku, Takue kak "IMHO” (
In My Honest Opinion) taxkxe He mnpuBercTBytoTcs. 11 TmartensHo mHpoBepbTe MNHCHMO,
U3MEHHUTh WIN YAAJIUTh €ro Mocje OTIPaBKHU yke Helb3s. 12 OOpaTHBIN 3JEKTPOHHBIN aapec u
UM OTIIPABHUTEIS JIyUIlIe HAIMMCAaTh B KOHIIE TIMCbMa, Ha CIIydai, €CIIM MUChMO Oy/JeT BBIBEJCHO
Ha nevatb. 13 OOIieHue Mo 3IEeKTPOHHOW MoYTe MperosiaraeT akTUBHOE B3auMO/JeicTBHE
MIOSTOMY, TIOJYYHB SJIEKTPOHHOE MHCHMO, HA KOTOPOE BHI HE MOXKETE OTBETHTH HEMEJICHHO,
clleflyeT OTIPaBUTh COOOIIEHHE O MOJyYeHUH MUChbMa

IIpakTHyeckas 4acThb:

3ananme 1. [lepeBenure ¢pas3sl Ha pYCCKUI SI3BIK.

Sender*s address, date, inside address, salutation, opening sentence, body of
the letter, closing sentence, complimentary close, signature, enclosure.
3aganue 2. Onpenennre, K KAKOMY BUAY JEIOBOTO JTOKYMEHTa OTHOCHUTCS TPEIOCTaBICHHBIN
OTPBIBOK:

I have enclosed my resume and | would like to schedule an interview. | will call you early next
week. I look forward to meeting you.

Letter of complaint

Letter of application

Ccv

Memo
3ananmue 3. [lepeBennte Ha PyCCKUM SA3BIK.

Dear Sirs,



Your name was given to us by Messrs... Ltd., who have been regular customers of your
for some years. We asked them if they knew of a manufacturer who would be able to supply
immediately the goods specified on the enclosed list.

We would explain in confidence that our usual supplier has rather let us down this year
on delivery dates and quantities, and we are in danger of getting intro arrears with one or two of
our contracts. If you can supply the goods required, please accept this as our official order:
payment will be made on any basis accept-able to yourselves.

We hope you will be able to meet our requirements in this instance? And would add that
if your products are satisfactory and terms competitive we should be interested in a long term
connection between us.

We should appreciate a prompt reply.
Yours faithfully.

IpakTuyeckoe 3ansitue Ne 2,3,4. CTpyKTypa 1e710BOro NuchLMa.
I_[e.m,: IIO3HAKOMMUTDH C BUJaMU ,Z[CJ'IOBOI71 KOPPCCIIOHACHIIUUA.
AKTYaJIbHOCTBH TeMbI: 00yCIIOBIIeHAa HEOOXOMMOCThIO oBiagenneM 11K-3

Teopernyeckass4acThb:

Buasbi nesoBbix nuceM.1 IMucemo-3anpoc ungopmanun (Enquiry (Inquiry) Letter) [Tucsmo-
3anpoc unpopmanuu (Inquiry unu Enquiry Letter) otmpasisercs, Korja He0OX0AUMO:
- TOJIy4UTh OoJiee moapoOHy0 MH(pOpMaIUi0 00 MHTEPECYIOIEM Bac TOBAape WU YCIyre; -
Y3HAaTbh, UMCHOTCA JIX OHU B HAJIMYHNHU;
- TONy4uTh HMH(OpPMANHIO 00 YCIOBUSAX IOCTaBKM M CKHUJAKAX, CIIOCO0E TPAHCIIOPTHPOBKH,
YCIIOBUAX CTpAXOBAHUSL; - ITOJYUYUTDH I/IH(l)OpMaI_II/IIO O OCHAX Ha TOBAPHI; - IIOJYYUTh KaTaJIOTU U
o0pa3ubl ToBapa. Korma xommanus momydaer muckMo (Inquiry Letter) ¢ mpocb0oii BbICHaTh
HO,I[pO6Hy1-O I/IH(I)OpMaLII/IIO 0 €€ IpOAYKIHH, TOBAPC UIIU YCIYIC, B OTBETHOM IIHUCbMC OYCHb
BaXXHO IMPOM3BCCTU 6JIaFOHpI/I$ITHOG BIICYATJICHUC HA INOTCHUHWAJIBHOI'O KJIMCHTA WJIM IapTHEpA.
Be)KJ'IHBBIfI, I'paMOTHO COCTaBJICHHBIA OTBET 00A3aTEIBHO 6yz[eT Coco0CTBOBATH CO3JaHHUIO
MOJ00HOTO BIICYATIICHUS.
1. O6pamerne Dear Mr, Ms
2. brnaromapuocTh 3a okazanHoe BHUMaHue Thank you for your letter of — Cnacu6o 3a Bamie
nrcbMo... We would like to thank you for enquiring about... — Msl xoTenu Obl MOGIArOAaPUTH
BacC 3a HpOfIBJ'IeHHI)II\/JI HHTCPEC. ..
3. IlpenocraBnenue TtpeOyemoilt unpopmanuu We are pleased to enclose ... — Msbl ¢
ynoBosibcTBUEM BKianepiBaeM... Enclosed you will find ... — B mpuxpennenHoMm aiine Bbl
Haiifgere... We enclose ... — MbI ipuiaraem. . .
4. OtBet Ha pononHUTENbHBIE Bompockl We would also like to inform you ... — MsI Takxke
XoTenu Obl cooOmmTh Bam 0... Regarding your question about ... — OTHOCHTENIBHO BaIIero
BoIpoca o0... In answer to your question (enquiry) about ... — OTBevast Ha Bai BOIpoc. ..
5. Bricka3bIiBaHue HaaCXabl Ha I[aJ'ILHefIH.Iee IJI0JOTBOPHOC COTPYAHHUYICCTBO We look forward
to hearing from you. — Msl Hameemes yeabitath Bac cHoBa. We look forward to receiving your
order. — M1 HazieeMcst ToSTyuuTh OT Bac 3aka3. We look forward to welcoming you as our client
(customer). — MsI HajieeMCs 94TO BbI CTAHETE HALITUM KIIHECHTOM.
6. HOIIHI/ICL HOMHI/ITC, KOoraga BbI O6paH_IaeTCCL K YCJIOBCKY, UM KOTOpPOTO BaM HE HM3BCCTHO,
cnenyet nucath 'Yours faithfully' u, korna ums uzsectno, "Yours sincerely'.
O0pasen oTBeTa HA MMCHMO-3aNPOC HH(poOpMan UK
Jackson Brothers 3487 23rd Street New York, NY 12009 September 12, 2000 Kenneth Beare
Administrative Director English Learners & Company 137 2520 Visita Avenue Olympia, WA
98501 Dear Mr Beare Thank you for your enquiry of 12 September asking for the latest edition
of our catalogue. We are pleased to enclose our latest brochure. We would also like to inform
you that it is possible to make purchases online at http://jacksonbros.com. We look forward to
welcoming you as our customer. Yours sincerely, (Signature) Position
[Tucemo-pexmamarus (Letter of Complaint) ITucemo, comepskariee kano0y WM MPETEH3UU IO
Ka4yecTBy MNpHOOPETCHHOIO TOBapa W OKa3aHHBIX yciyr, HaseiBaetcs Complaint Letter.



OcHOBHas 11eJIb TAaKOTO MHCbMa — MepeaaTh MOJHYI0 MHPOPMALUIO 10 BO3HHKINIEH mpobieme.
[TucbMoO TakKe MOMKET BBICTYNATh B KayecTBE O(UIMAIBLHOTO JOKYMEHTA, YBEIOMJISIOIIETO O
HEOOXOJUMOCTH MPOBEACHUS NPOBEPKU M YCTPAaHEHUs HENONagoK. B 1ernoBoil mpakThke
OCHOBHBIMH ITPUYMHAMHU OTIPABKH MHCEM-PEKIaMallui SIBIITIOTCS CICIYIOIIUE: - HEIOMOCTaBKA
toBapa (short delivery); - mocraBka HemOOpPOKA4YEeCTBEHHBIX TOBApPOB JIMOO HE TEX TOBAPOB,
KoTopble ObutM 3aka3anbl (substandard or wrong goods); - 3amepxkku B mocraBke (delays in
delivery); - ormpaBka mo HempaBwiIbHOMY anpecy (misdirection and errors in addressing); -
noBpexxaeHne ToBapa (damages of goods); - mpomsBoacTBeHHBIE nedexThl (manufacturing
defects), oOHapykeHHBIE NPH SKCIUTyaTauuu oOopyaoBaHus (equipment operation). Ilucemo
JIOJDKHO COJIEpXKAaTh BCIO HEOOXOIUMYKO HWH(OPMAIUIO, KACAIOIIYIOCsS JAHHOW YCIYIH WIA
ToBapa. Hamummre mosHoe Ha3BaHWE W OMHMCAHUS TOBapa, JaTy NMPHOOPETEHUS WM yKa3aHUs
yCIOyrd ¥ T.1. Bama nenb — oOBsICHUTH BCe JETalH, HO HE MeperpyxaTh MUCHbMO HEHYXHBIMH
noapooHocTaMu. Kpome TOoro, HeoOXOAMMO YyKa3aTh Ballk TOXEJIAHUS, YCJIOBHS M CPOKH
yCTpaHEHUs MPoOIIeM.

Komy anpecoBars nannoe mucbMo? Ilpu nproOpeTeHnu ToBapa WM 3aKJIIOYCHUH J0rOBOpa Ha
NPEJOCTABIICHUE YCIYT BBl IMOJydaeTe KOHTAKTHBIN ajpec WM Tele(OH YeIIOBEKa, KOTOPBIM
MOKCT pCHIUTh BCC BO3HHUKIIUC CIIOKHOCTH. O6I)I‘~IHO B HEOOJIBIINX KOMIIAHUSIX JTH BOIIPOCHL
pemiaet BIIajeliel] KOMIIAHUU. B opraHu3anmsx CpeaHero YpOBHS — €ro 3aMeCTUTENb WIH
BBICHIMI PYKOBOJSIINNA COCTaB. B KpYIMHBIX KOMIIAHHUSIX OOBIYHO CYIIECTBYET OTJEN Mo padoTte ¢
KJIMCHTaMH, KOTOPBIH 3aHUMAETCS PEIICHHEM TaKKX BOIIPOCOB.

N3 kakux ocHOBHBIX yactel coctouT nuchbMo? 1 Berymnenue. Name of Contact Person [lonnoe
umsi anpecata (ecnu u3BectHo) Title, if available Company Name Ha3Banue kommanuu
Consumer Complaint Division Otnen mo pabore ¢ ximentamu Street Address City, State, Zip
Code Anpec komnanuu Dear (Contact Person):

OG6partenue

2. Beenenue, coaepikaiiee HHPOPMAITUIO O IPHOOPETEHHOM ToBape oo ycayre. On (the 1st of
July), I (bought, leased, rented, or had repaired) a (name of the product, with serial or model
number or service performed) at (location and other important details of the transaction). — 1
utonst st (mpuoOpern, ciain B HaeM, apeHJ0Bal, OTpeMOHTHpOBai) (MOJIHOE Ha3BaHUE TOBapa C
CepHIfHBIM HOMEPOM WM BHJA YCIyrH) mo aapecy ... ( Janee ykaswslBaeTcs apyras BakKHAs
uHdopMarlrs o coBepiieHHo# caenke). | am writing to draw your attention to a problem in your
customer service section. — 5 muiy, 4ToOBI TIPUBJICYD Ballle BHUMaHHE K MPOoOJeMe B OTIENIE 1O
pabote ¢ kimentamu. | wish to complaint in the strongest possible terms about the treatment |
received from a member of your staff. — 51 Gb1 Xx0Ten BbIpa3uUTh MPETEH3MH K OOPAIICHUIO CO
MHOH Barero corpyanuka. | am writing to express my strong dissatisfaction with the goods |
received this morning. — f numry, 4ToObI BEIPA3UTh HEIOBOIBCTBO MPOAYKTAMH, ONTYyYCHHBIMU
ceromus yrpom. | am writing to complain about the quality of the product | purchased on-line
from your website. — I mumry, 4TtoOBI BBIPA3UTh HEIOBOJIBCTBO KAueCTBOM MPOIYKTOB,
3aKa3aHHbBIX Ha BamieM caire. | am writing in connection with the negative attitude of a member
of your staff. — S numy B CBsI3u ¢ HEraTUBHBIM OTHOIICHUEM YJICHA Ballleii KOMITAHHH.

3. Onucanue Bo3uuKIei mpodiaemsr. Unfortunately, your product (or service) has not performed
well (or the service was inadequate) because (state the problem). I am disappointed because
(explain the problem: for example, the product does not work properly, the service was not
performed correctly, | was billed the wrong amount, something was not disclosed clearly or was
misrepresented, etc.). — K coxanenuro, Bam ToBap (yciayra) He OTBEYaeT HEOOXOIUMBIM
TpeOoBaHUsAM, Tak Kak (ykas3biBaeTcs MpoOisiema). Sl pa3odapoBaH, MOCKOJIBbKY (OOBSICHAETCS
CHTyallUsl: HampuMep, 0Opudop IUIOXO0 paboTaeT HEKAYeCTBEHHO, MHE MPEIbSIBHIH
HENPaBWILHYIO CYMMY K OIUIaTe, 4To-To He Obl1o 00bsicHeHo). The equipment I ordered has still
not been delivered, despite my phone call to you last week to say that it was needed urgently. —
3akazaHHOE 00OPYIOBaHUE BCE €IIe HE JOCTABICHO, HECMOTPS Ha TO, YTO S Y)K€ 3BOHHJI BaM Ha
NPOIIJION Heene U COOOMIHII, 9TO OHO Tpebyercs HememteHHo. TO resolve the problem, I would
appreciate it if you could (state the specific action you want — money back, charge card credit,



repair, exchange, etc.). Enclosed are copies of my records (include copies of receipts, guarantees,
warranties, cancelled checks, contracts, model and serial numbers, and any other documents). —
Jns pereHust ipoOsieMbl s ObUT ObI OarogapeH BapHaHTy, eciu Obl Bbl (YKa3bIBAIOTCS Ballld
TpeOOBaHUsS: BEPHYJIU JCHBIM, KPEAUT, MPOBEIM PEMOHT, Mpou3Benu odoMeH u T1.14.) Komuu
JOKYMEHTOB  MpWJararorcs (MPWIOKHATE KOMMHM  KBUTAHLIWW, TapaHTUHHBIA  TaJIOH,
AHHYJIMPOBaHHBIC Y€KH, KOHTPAKThI U apyrue qokymentsi). | look forward to your reply and the
resolution of my problem, and will wait until (set a time limit) before seeking help from a
consumer protection agency or the Better Business Bureau. Please contact me at the above
address or by phone at (home and/or office numbers with area code). — S »xny Baiero orsera ¢
pemieHreM 1o Moeid mpobieme U Oyay KaaTh A0 (yKa3bIBaeTCs KpaHUM CPOK) Mpexie Yem
00paTUTHCS 3a MOMOIIIBIO B OPraHU3ALHUIO 110 3aUIUTE MpaB norpeduteneii. CBKUTECH CO MHOM
o crieayroiemMy aapecy uin tenedony (ykaswiBaeTcs aapec u Homep tenedona). Please deal
with this matter urgently. | expect a reply from you by tomorrow morning at the latest. —
[Toxanyiicta, pemuTe 3Ty NpoOJIeMy HeMeMIeHHO. S JKay Bamiero OTBETa HE TO03[HEe
3aBTpatHero yrpa. | insist on a full refund otherwise I will be forced to take the matter further...
— Sl HacTauBaro Ha TIOJHOM BO3MEIICHUHU PacXo0JI0B, WHA4Ye 51 Oymy BeIHYXkIEH ... Unless I receive
the goods by the end of this week, | will have no choice but to cancel my order. — Eciu s He
NOJy4dy JaHHBIM TOBAap JIO KOHIIA HENENH, y MEHS He OyJIeT Opyroro BbIOOpa, KpoMe Kak
aHHyaupoBaTh 3aka3. | hope that you will deal with this matter promptly as it is causing me
considerable inconvenience. — S Haneroch, BB pa3bepeTech ¢ ATHM JCIOM HEMEIJICHHO,
MOCKOJIBKY 3TO JIOCTABIISIET MHE CEPbE3HbIE HEY00CTBA.

4. Oxonuanwue mucema Yours sincerely/Yours faithfully Your name

[Tucemo-u3Bunenue (Apology Letter) ITucemo ¢ usBunenusimu (Apology Letter) otnpasisiercs B
oTBeT Ha nuchbMmokanody (Complaint Letter). HauaTsh ciieayer ¢ BoIpakeHHsI COXKAICHUS, TMIHOM
00ECTIOKOCHHOCTH CIIOXKHBILEHCsS cutyanneid. Heo6xonuMo oOBSICHUTH, Kakue miard Oyamyt /
ObUIM TIPEANIPHHATHI, YTOOBl YCTPAHHUTH MPOOJIEMY M W30EKaTh €€ MOBTOPEHHUS B OyayIleM.
Hwxe BBl HaliieTe HECKOIBKO (pa3, UCIIOJIb3yeMbIX TTpu Hanucanuu Apology Letter.

1. BolpaskeHre MPHU3HATEIBHOCTH 33 COOOIICHUE O CIOXMBIIEHCs cutyanuu: - Thank you for
bringing the matter/issue/problem to our attention. — Crniacu60, 4T0 COOOIIMIN HaM 00 ITOM Jielie
/ mpobaeme. - | appreciated your advising me of this incident... — Iy MeHsI OueHb Ba)KHO Baliie
coo011eHue.

2. Belpaxxenue coxxanenus: - We are very sorry to hear that... — Ham Tspkesno cipimats 06 3TOM..
- I am very sorry for this situation... — 5l 0O4eHb COXKaJICIO O CIOKHUBIICHCS CUTYAIIHH.

3. Uszsunenue: - We apologise for... — MbI mpocum mpouieHus 3a... - Please accept our
apologises for... — [IpumuTe HamM U3BUHEHUS. ..

4. O0bsicHenue neicTBuil komnanuu: - Please be assured that we will... — Byabte yBepensl, uto
MBI... - You have my assurance that ... — I rapanTupyto Bam... - TO compensate for the
inconvenience caused... — Jlns Bo3MelleHHs NMPUYMHEHHBIX HeymooOcTB... - We are doing
everything we can do to resolve the issue. — MsI neaeM Bce BO3MOXKHOE JUTsl pEIICHHUs TIPpo0ieM
- | can assure you that this will not happen again. — O6emaro, 4To 3TO BIpPEb 3TO HE MTOBTOPUTCS
- I am trying to sort it out/sort the problem out as a matter of urgency. — I meiTarocs pazodparbes
¢ 9TUM / pemuTh 3Ty npobiemy HememneHHo - Please return the faulty goods, and we will refund
you/repair them/replace them. — TToxxanyiicta, BepHUTE HEKaYECTBEHHBIN TOBAP U MBI BO3MECTUM
BAIllM 3aTPAThI/TIPOU3BEIEM PEMOHT/OOMEHSIEM €rO.

5. HamomuHanue o OOJNBIIOI BaXKHOCTH JJIsl COBMECTHOTO coTpyaHuuectsa: - We value your
custom highly. — Jlns Hac o4eHb BaXXHO COTPYAHUYECTBO ¢ BamH. - Your satisfaction is our
priority. — Jlsist Hac SIBISIETCS] IPHOPUTETHBIM YIOBICTBOPEHHE BAILIIMX MMOTPEOHOCTEH.
[Mucemo-npennoxenue (Offer) ITucbmom-nipenioxkeHHeM IOCTABIIMK OOBIYHO OTBEYaeT Ha
nucbMo-3anpoc. OTBeuas Ha OOHIMI BOMpOC, OH OJarofapuT 3a HpPOSBICHHBIH HHTEpPEC U
OOBIYHO TpHUJIAraeT MPEHCKypaHThl, KAaTaJoTH WM YCIOBHS THUIOBOTO mgoroBopa. OTBeT Ha
CHEHATBHBIN 3aIIPOC MPETYCMaTPUBACT OTBETHI Ha BCE BOITPOCH! TIOTEHIIMATBHOTO KIIMEHTA.
CrtpyKkTypa nmuchMa-Tpe I0KCHHS:



1) moBo1 HaMMCaHUS;

2) OTBETHI Ha BOIIPOCHI MOTEHIIMAILHOTO 3aKa3UHKa;

3) AONOJIHUTENBHBIE NPEAJIOKEHNS;

4) BbIpakeHUe HaJexabl Ha 3aka3. [lucpma-mpeuiokeHus MochUIaloT 0e3 MPeAleCTBYIONIIEro
3arpoca, €ciaM MOCTABIIMK JKeJaeT MPUBJICUYh BHUMAHHUE MOTEHIMAIbHBIX KIMEHTOB WM HAlTH
HOBBIX 3aKa3UMKOB K KOHKPETHBIM ITPOJYKTaM MUJIM UX aCCOPTHUMEHTY.

[Mucemo-3aka3, muceMmo-oTkinoHeHue 3akaza (Order, Refusal of Orders) Mlns Toro, 4to0OsbI
clenaTh 3aKa3 Ha 3aKyIlKy T€X WJIM MHBIX TOBAPOB OOBIYHO 3aMOJHSIOT ClielUalbHbIe OJTaHKU
3aKa30B, B KOTOPBIX yKa3bIBa€TCsI KOJUYECTBO M3JIEIMM, UX ONUCAHUE, 1I€HA, YCIOBHS OILIATHI,
JaTa MOCTaBKU, CKHJIKH U T.I. B psge ciaydaeB, Korja HEOOXOJUMO MPOSICHUTH OTHAEIbHbIC
MYHKTHI 3aKa3a, MUIIETCS] COMPOBOAUTEIBHOE MUCHMO, K KOTOPOMY NpHJIaraeTcs OJIaHK 3aKasa.
Pexnamuoe mucemo (Advertising) Hanbonee nmonmysisipHbIM, MPOCTHIM U JOCTYITHBIM CPEJICTBOM
peKiiaMbl OblIa U OCTAETCs TeyaTHAsk MPOAYKIHUS — IPOCIIEKTHI, KAaTaJOTrH, PEKJIAMHBIE JINCTOBKH
U OpOUIIOpPBI, MIpecc-penu3bl U mp. B pekiiaMHOM MUChME KeNaTeNbHO MPOSIBUTH U3BICKAHHYIO
BEXJINBOCTD.

DOnexTpoHHas modra (e-mail) DJaeKkTpoHHas MovTa craja OCHOBHON (hopMOi OOIIEeHUs MEXKIY
NPEJCTaBUTEIISIMU  Pa3NIMUHBIX OpraHu3alMid MO caMbiM pa3HbBIM  Bompocam. Cremyiite
CJIEIYIOIIUM MTPaBUJIaM MIPH OOILIEHUU TI0 AIEKTPOHHOMN MOYTe:

1. Xopomo mpencraBeTe cebe ampecara. OTTOro, KOMy BBI NIHIIETE, OyIET 3aBUCETh CTUIb
nucbMa. Uem Oimrke OTHOIICHUS — TeM MEHbIIe (popManTbHOCTEH.

2. CpenaiiTe Balle IOCIAHWE [0 BO3MOXXKHOCTHM KpaTKUM UM YETKUM. OTO IpPaBUIO
pacmpocTpaHsieTcsl Ha BCE BHUJBI JEOBOTO OOIICHHS, HO ISl DJIEKTPOHHOM IMOYTHI CTAHOBUTCS
HanOoJiee aKTyaJIbHBIM, TOCKOJIBKY BOCIIPHHUMATh MH(POPMALIUIO C MOHUTOPA CIOXKHEE, YeM C
mucta. JlaiiTe BO3MOXKHOCTh BallleMy aJipecaTy OTBETUTh Takke KOpoTko. Hampumep, BMecTo
TOT0, 4T00BI THCcaTh:” Let me know what you think”, mydire mocraButh Bompoc tak:”’Is 3 PM or
5 PM best for you?” Ilone “rema” AOMKHO OBITH 3alOJHEHO TaK, YTOOBI YETKO OTPaXaThb
OCHOBHYIO HJIEIO MTHCHMA.

4. IlpuserctBue (Dear Sir/Madam) He 00s3aTenbHO A CTAaHAAPTHOM MEPENUCKH, OJHAKO B
JIETIOBBIX TMHChMax He OyJeT JUIIHAM. 5 B mepBbIX cioBax Hamo0 cpopMyaupoBaTh, B CBSI3U C
YeM BBl MHIIETE MHCHMO: BBl OTBEUAeTEe, Ha3HAuaeTe BCTPEUY WM BBHICKA3bIBAETE CBOU
coobOpakeHus B cBsi3u ¢ uyeM-To. [Ipumep — | am replying to your letter dated 15 January 2007
wherein you asked for information concerning our Spring courses on Business Writing. 6 Eciu B
AJIEKTPOHHOM MHUChME Bbl HAUMHAETE CJIOBO C 3arjlaBHOI OYKBBI, 3TO O3HAYaET, YTO Bbl XOTUTE
BBIIETIUTH €r0, KaKk Hanbosee BaXKHYIO MbICb. 7 J{TMHA KaXA0H CTPOKH HE JO0JKHA MPEBBIIIATh
65 3HAKOB, B IPOTHBHOM CIIy4ae TEKCT MOKET MCKAa3UThCS NPU MPOUYTESHUH NMHCHMa Ha IPYTroM
kommnbtoTepe. 8 [IMcbMO JTOMKHO OBITH XOPOIIO CTPYKTYPUPOBAHO — BCTYIUIEHHE, OCHOBHAs
yacthb (Qaxtel) u BbeIBOA. 9 KISS (Keep it short and simple). [TomHuTE, YTO BEpOATHO Ball
ajipecatr Mojy4daeT JEecATOK MUCEM B JIeHb, — CTOMT 3KOHOMUTH ero Bpems. 10 Mcmons3oBaHue
CTaHJAPTHBIX COKPAIEHUN, XapaKTePHBIX ISl MOBCETHEBHON Tepenucku, Takue kak "IMHO” (
In My Honest Opinion) taxke He npuBeTcTBYIOTcs. 11 TmarenbHO MpoBephTE MHUCHMO,
M3MEHUTh WIN YJAJIUTh €ro Mociie OTIPaBKU yxKe Henb3sl. 12 OOpaTHbIN 3J€KTPOHHBIN aapec u
UMsl OTIPABHUTENS JTy4llle HAMKCaTh B KOHIIE MUCHbMa, Ha CITydai, eCI MUChMO Oy/IeT BBIBEICHO
Ha medaTh. 13 OOuIeHHe Mo 3JIEKTPOHHOM MOYTe MpeArnoiaraeT akTUBHOE B3aMMOJIEHCTBHE
MO3TOMY, TOJYYMB JIEKTPOHHOE MHCbMO, HA KOTOPOE Bbl HE MOXKETE OTBETHTh HEMEIEHHO,
ClelyeT OTIpPaBUTh COOOIIEHHE O IMOJyYEHHWU MHCbMa M MPEIojiaraeMOM BPEMEHHU OTIPaBKU
nUchMa

IIpakTHYeckas 4acThb:
3apanme 1. Onpegenure, K KAKOMY BHAY JI€TOBOTO TOKYMEHTAa OTHOCUTCS
OTPBIBOK.
Letter of complaint
Letter of application



CVv

Memo

I have enclosed my resume and | would like to schedule an interview.

I will call you early next week.

I look forward to meeting you.

3amanme 2. PacrionoxuTe B IPaBHWILHOMN MOCIEA0BATEILHOCTH YaCTH
MMUCbMa-MpuUuIrjialmcHug.

- thanking your correspondent in advance;

- giving your reasons or perhaps offering some appropriate explanations;
- expressing your invite

3ananue 3. 3akoHuuTe (pa3bl ¥ MEPEBEAUTE UX HA AHTIIUHUCKUH S3BIK.

Me1 yBuznenu Bamry peknamy B Bbl BBIITYCTHIIM HOBYIO MOJEIb ... HA

PBIHOK. BBl siBIIleTech MPOU3BOAUTENEM ... . MBI OyJieM IpuU3HaTENbHBbL, eciid Bbl
BbIIIIJIETE HaM. TpaHCHOpTHBIE pacXobl ... . Hamu TpeboBanus ... .
[ToBpexxnenue ToBapa ... .

IIpakTuyeckoe 3anaTue Ne 5,6,7. CokpalieHusi B aHIVIMICKOH Nepenucke.
Lesib: MO3HAKOMHUTH C COKPALICHHBIMH (hOpMaMH CJI0B, a00peBuaTypaMu, KpaTKuMu (GpopmMaMu
CJIOB.
AKTYaJIbHOCTBH TeMbI: 00yCIIOBIIeHAa HEOOXOMMOCThIO oBiagenneM 11K-3
Teopernyeckass4acThb:

AHTTIMIICKHE COKpAIIEHUS] MOYKHO ITOCTPOUTH:
— uenoi3yst nugpsl (4, 8)
— UCToJb3ys Ha3BaHUs OykB andasuta (R = are, C = see)
— BeIOpachIBas IilacHble OYKBBI (Smmr = summer)
— UCHOJB3ysd aKpOHUMBI (a00peBuaTypbl, 00pa3oBaHHBIA HadambHBIMU OykBamu — ILNY = |
love New York).
Jlnst TOro, yToOBl 3aIOMHUTH AHTJIMIICKHE COKpAIEHHUs, HECKOJIBKO pa3 «IpOOekKHUTECH
110 HUM TJ1a3amu. M ucnonp3yiTe uX B IEPETHCKE.
3Ha4yeHHe OCHOBHBIX aHIIIMHCKUX COKpAIeHUI
Coxkpainenus, coepskamiie 3Haku 1 HHQpsI
& =and (n)
0 = nothing (an4ero)
2 = two, to, too (1Ba, mpeyor to, Toxe)
2DAY = today (ceromms)
2MORO / 2MROW = tomorrow (3aBtpa)
2NITE / 2NYT = tonight (ceromHst HOYBIO, CETOHS BEYEPOM)
2U =to you (tebe)
4U = for you (must Te0s)
4E = forever (HaBcera)
B4 = before (10, pexe yem)
B4N = bye for now (1mmoka, 10 BCTpeun)
CULS8R = call you later / see you later (mo3Bomto Tebe mo3xke / yBHIUMCS MTO3XKE)
D8 = date (nara, cBumanue)
F2F / FTF = face to face (siuriom x suiry)
F8 = fate (cynp0a)
GRS = great (3ameuaTenbHO, OTIMYHO U T.J.)
HB2U = happy birthday to you (c maem poxaenus)
L8 = late (mo3aHO, HETABHO, 3a TIOCIICTHEE BPEMSI)
L8R = later (mo3:xe)



Luv U2 = I love you too (toxe 100110 TeOs)

MS8 = mate (mpusitens, npyr, dyBak). CIEHTOBOE CJIOBO mate — MPUMEPHO TO YK€ caMoe,
gyro dude (uyBak, nanas u 1.1.): Hey, mate, what’s up? (Dii, ayBak, kak 0HO?)

N2S = needless to say (camo co0oit pazymeeTcsi, OYUEBHIHO UTO...)

NEI1 = anyone (KT0O yroHo, 1000ii)

NO1 = no one (HuKTO)

PC&QT - peace and quiet (tummuHa W moKo#). Mmuoma, KoTopas wyaiie BCEro
HCITOJIB3YETCS B KOHTEKCTE kenanus Oonee crokoiHoi u3Hu: All I want is a little peace and
quiet (Bce, 4TO 51 X0y — HEMHOTO THILIIUHBI ¥ ITOKOS)

SOML1 = someone (kTo-T0)

WAN?2 = to want to (xoreTb)

IIpakTuyeckas 4acThb:
3aganue 1. Hanummre nuceMa BaliuM OJAHOTPYIITHUKAM, YIOTPeOss
IIepeynCIeHHble HIKe a00peBuarypbl. OOMEHANTECh MMCbMaMU U NIEPEBEIUTE
MOJIy4YE€HHBIE MUCHMA.
AAMOF — As A Matter Of Fact — B cymHoctn
AFAIK — As far as | kKnow — HackosIbKO s 3HaIO
BTW — By The Way — kcratu
CU — see you — yBuaumcst
F2F — face to face — naeaune
FOAF — Friend of a Friend — u3 Tpetbux pyk
FYA — For Your Amusement — k Barieil paziocTu
FYI — For Your Information — x Baiemy cBeieHHIO
HSIK — How Should | Know? — nonsitus He umero
IMO — In My Opinion — o MoeMy MHEHHIO
IMHO — In My Humble (Honest) Opinion — mo MoeMy CKpOMHOMY MHEHHIO
IOW — In Other Words — uxbIiME clioBaMu
IWBNI — 1t Would Be Nice If — xoporo 661
KIS — Keep It Simple — roBopu mpoiie
NRN — No Reply Needed — otBeT HeoOs13areneH
OS — Operating system — omepaiinonHas CHcTeMa
OTL — Over The Line — cBepx MOJI0KEHHOTO
OTOH — On The Other Hand — ¢ apyroii ctopoHbI
R — Received — mony4ueno
TFS — Thanks For Sharing — ciacu6o 3a cchUIKy
TIA — Thanks in Advance — 3apanee Garogapex
WOBTAM — Waste of Bloody Time and Money — notepst BpeMeHH | JeHer
WRT — With Respect To — ¢ yBaxxeHHeM K
3aganue 2. OOMeHSHTECh MUCbMAaMU U TIEPEBEIUTE MOTYICHHBIE TTHChMA.
3aganue 3. B npuBencHHoM HIke nmucbMe 7 ommnbok. HaliquTte u ucnpasbTe Ux.
8 Oxford St.
London 114965
United Kingdom
5
th October, 2012
Dear Miss Ann Smith,
Thank you for the letter from the 23 September. We are glad to know that your
sister has got married. Our best congratulations.
Further to our holiday, everything is all right. We are swimming and sunbathing
a lot. Yesterday we went on an excursion to the mountains. The trip was interesting
and we saw a lot of beautiful places.



We are going to return on 14 October. | hope the flight will not be tiring.
Do not hesitate to contact us.
Yours faithfully,
Helen

3aganue 4. Hanummre nuckMa, ynotpebiisis abOpeBruaTypsl U COKpAIICHUS.
PLC uu plc — Public Limited Company (akmuoHepHO€e 00IIeCTBO OTKPHITOTO
TUIIA)
Ltd — Limited (akunoHepHOE 00IIECTBO 3aKPHITOrO THITA) B HA3BAHUU aHTIIMHCKUX
KOMITAHUM C OTPaHUYEHHON OTBETCTBEHHOCTBIO.
Corp. — Corporation (B Ha3BaHUH aMEPUKAHCKHX KOMIIAHHIA, B opme
KOpHoparuii)
Inc. — Incorporated (akiuoHepHOE 00IIECTBO, 3aPETUCTPHUPOBAHHOE KaK
KOpIopalys) B Ha3BaHUH aMEPUKAHCKUX KOMITAHUH.

Rd — Road;
St — Street;
Sg. — Square;

# — nomep noma B CIIIA;

Ne — Homep noma B BennkoOputaHuu.

Mr — ipu oOpaleHuH K My>KUMHe;

Miss — ipu 0OpallieHnH K He3aMy>KHEH KEHIIUHE,

Mrs — pu oOpaIieHnu K 3aMy>KHEH JKEeHIINHE;

Ms — ecriu HEM3BECTHO, 3aMYKEM OHA UJTU HET.

Dr (Doctor), Dept (Department) - otaen, GB (Great Britain), UK (United
Kingdom), USA (The United States of America), CA (Canada), FR (France), IT
(Italy), G (Germany), JP (Japan);

Enc. (Enclosure (mpunoxenue)), C.C. (carbon copy (komnus nucsma)), B.C.C.
(blind carbon copy), RSVP (tpebyercs oTBer).

IpakTuyeckoe 3ansaTue Ne 8,9,10
Pe3roMe 1 HHTEPBLIO.
Iean: 3HaTh MpaBMiIa COCTaBICHUS PE3IOME.
AKTYaJIbHOCTD TeMbI: 00YCJI0B/IeHAa He00X0ANMOCTHIO oBJIageHuem ITK-3
TeopeTuyeckaayacTb:

Pestome. IIpaBuia cocraBiieHus pesome.

CocraBiieHHE yIauyHOTO PE3I0ME Ha aHTIMHCKOM SI3BIKE YacTO SIBJISIETCS OJHOW M3 CaMBbIX
CJIOKHBIX 3aJ1a4 NP MOUCKE pabOTHI 3a TPAHUIICH WU B 3aMaJHONW KOMIIaHUHU. Pe3rome moinKHO
OTBEYaTh BCEM HEOOXOJMMBIM TpeOOBaHMIM, HO MPHU 3TOM BBITOAHO OTIMYATh Bac OT JIPYIHX
MIPETEHEHTOB Ha JaHHYIO JOJDKHOCTh. BaM mpuaercss moaBeCTH UTOI CBOEMY >KU3HEHHOMY
OnpITYy Ha 1-2 CcTpaHHMIAX, OCBETUB IPH 3TOM CBOM HamOOJEe BBLAAIOIIUECS JOCTHKCHMS.
OO6buHO paboTOMATENh HE YWTAET MOJIHOCTHIO KAXJI0€ PE3OME, TI0ITOMY HEOOXOIUMO Cpa3y
3aMHTEPEcOBaTh €ro caMoil BaxxHOM HHopmanueil. B momomp Tem, KTO NpeTeHayeT Ha
COJIMAHYIO JIOJDKHOCTh B MEXYHAPOJIHON KOMITAHUU UM COOMPAETCSI UCIBITATh ce0sl B MOMCKE
paboThl 3a npenenamu Poccun, Mbl IpejiaraeéM HECKOJIBKO COBETOB 110 COCTABIICHUIO Pe3lOME Ha
AHTTIMHCKOM si3bIKe M oOpaszen pe3tome Ha aHrnuiickoM. B CIIA pe3toMe mpuHATO Ha3bIBaTh
Resume, B EBpone — CV (Curriculum Vitae). CrannaptHas ¢opma pe3tomMe eBpOIeHCcKoro
YpOBHS BKJIIOYaeT B ceOst 6 0CHOBHBIX yacTeil: 1) nuunas uHpopmanus (Personal Information);
2) uenb (Objective); 3) ombiT pabotel (Work Experience); 4) obpaszoBanue (Education); 5)
cnenuanbubie HaBbIkK (Additional Skills); 6) pekomennanuu (References). OcHOBHBIE MOMEHTHI,
KOTOPbIE JOJDKHBI OBITh YUTEHBI IIPU COCTABICHUH PE3IOME:



1. Bo-miepBbIX, BECh Balll OMBIT pa0OTHI, OMJIAYUBAEMbIN M HEOIJIAaYUBAEMBbIH, C TIOJTHOU
3aHATOCTBIO U 10 COBMECTUTEILCTBY. BcriOMHUTE BCe BHUIIBI AEATEIBHOCTH, KOTOPHIE BXOIMIN
KOrJa-1100 B Bay 00s3aHHOCTH.

2. Bame oOpa3oBaHue: MOJTYYEHHE YUEHBIX CTEHEHEH, CBUIETENHCTB 00 OKOHYAHUU
Pa3IMYHBIX y4eOHBIX 3aBEICHUI.CICHUS.

3. Kakas-nmu0o AOMONHUTENbHAS NEATEIbHOCTh: YICHCTBO B Pa3JIMYHBIX OPraHU3AIMIX,
ciyx0a B apMHH U T.A.

4. BoibepuTe U3 MpeaplayuX TyHKTOB (hakThl, Hanboliee, Mo BallleMy MHEHHUIO, BaYKHBIE,
B Oyayieit paboTe, IMEHHO OHH U COCTABSIT OCHOBY BaIlIErO Pe3lOMe.

5. Pe3rome cnenyer Hauath ¢ auvyHoM mHpopmaruu (Personal Information). Hamummre
MOJTHOCTBIO CBOE MMSI, YKXKHTE aJipec, TeIe(oH, JEKTPOHHBIA aapec.

6. CrenyoomuM MyHKTOM SIBJSETCS IIeJib Balllero yCTPOMCTBA Ha JaHHYIO JOJKHOCTh
(Objective). B HECKONBKHX CIOBaX ONUIIUTE pabOTy, KOTOPOIl BBl XOTUTE 3aHATHCA U IPHYUHBI,
0 KOTOPBIM BBl CUUTAETE CBOIO KaHIUAATYpY noaxondiieil 1 Hee. [Ipeacrappre Baly cambie
BaXKHbIE JOCTHKEHUS B JaHHOM oOnactu. Pexkiamupys cedsi ¢ Hamtydield CTOpOHbI, TOKa3bIBas,
B YeM MMEHHO BbI MPEYCIeNH, Bbl OyJeTe BBHITOJHO OTIMYATHCA OT APYTUX MPETEHIECHTOB Ha
JAHHYIO JOJKHOCTB, IPOCTO NEPEYUCIISIONINX CBOU CIIOCOOHOCTH.

PacckasbiBas o cebe, ucmonb3yiiTe 0OJblIe MpUaraTeabHbIX, 3TO CAENaeT TEeKCT Oojee
SAPKHUM U WILIIOCTPATUBHBIM, BOT KPaTKUi epedyeHb Hanbosee ynoTpeOUTeabHbIX CIIOB:

directed, led managed, supervised,;

achieved, delivered, drove, generated, grew, increased, initiated, instituted and launched;

cut, decreased, reduced, slashed;

accelerated, created, developed, established, implemented, instituted, performed,
pioneered, planned, produced, re-engineered, restructured, saved and transformed. M36eraiite
Takux Kiuiie, kak: - dynamic, - people-oriented - results-oriented - self-motivated - hands-on
leader - visionary

7. Tlocne aroro mepelaute Kk onucanuto ombita padborsl (Work Experience). Hauats
HYXXHO € Balllero nocjiegHero mecra padorsl. HeoOxoaumo naTh Ha3BaHME KOMITAHHM, POJ €€
JeSITeIbHOCTH, Ballly JOJKHOCTh. PacckasbiBas 0 BallleM MpPEebIIyIIEM OIbITE, HE CTECHSIMTECH
YIOMSHYTh O CBOMX JOCTHXKEHHUsX. [lepeuncnsiite mecra cBoed mnpenbiayiield paboTbl B
00paTHOM XpPOHOJIOTHYECKOM MOPSAAKE, HAUMHAS C ITOCIIETHETO.

8. PacpocTpaHeHHON OIMOKON SBIsSETCS MOCTPOCHUE pe3toMe MO “DyHKIIMOHATBHOMY
MPUHIINITY, pa3/ieisis BeCh ONBIT pabOThl Ha IPYMIBI B 3aBUCUMOCTH OT poJia AESITEIbHOCTU. DTO
MOYET CTaTh HACTOSILIUM IPOBAJIOM JUUIsl IPETeHIEHTa Ha padoTy, Tak Kak paboToAaTeb MOXKET
U HE MPOYNTaTh €ro pe3tome. He ykaspiBaiiTe NpuYMH CMEHBI pabOThI, ’TO MOKET BBITJISAETH KaK
ONpaBJaHUE WM YKa3aTh Ha BAalllM BO3MOXKHBIE HEOCTATKH. B MyHKTE, MOCBAIICHHOM BallleMy
obpazoBanuto (Education), onummure xorma, kakoe y4eOHOE 3aBeJCHUE BBl OKOHUYMIIN, KAKyIO
HOJY4YMIIM CcrenuanbHocTh. He 3a0yabTe mepeduciauTb BCe JIONOJIHUTENbHbIE KBaTH(HUKAINY,
CTa)KUPOBKH, OTHOCSIIIHUECS K TOW JOKHOCTH, KOTOPYIO BbI XOTEJIH ObI MOIYYUTb.

9. HlomonHutenbHas HHQPOpMaIUs, Takas KaK YPOBEHb BIIQJCHUS HWHOCTPAaHHBIMHU
A3bIKAaMH, YMEHHE paboTaTh ¢ KOMIBIOTEPOM, HATUYUE BOJUTENBCKUX MPaB U T.J1., JOJKHA OBITH
nepevncieHa B MyHKTe cnenuaibable HaBbIkU (Additional Skills), ecau oHa nMeeT OTHOLIEHKE K
BalllM 00513aHHOCTSM B HOBOM JTOJIKHOCTH.

10. OObIuHO pe3toMe 3akaH4YMBaeTcsl MyHKTOM pexkomenaanuu (References), B koTopom
HY)KHO Ha3BaTh HECKOJBKO JIIOJEH C MpeAbIaylier paboThl (3KelaTeabHO HEMOCPEICTBEHHBIX
HAYaJIbHUKOB) C yKa3aHMEM JIOJDKHOCTH, Ha3BaHHEM OpraHM3allid, KOHTAKTHBIM Tene(oHOM,
AIIEKTPOHHBIM aJIpECOM, KOTOpbIE MOIVIM OBl 3a Bac MOPYYUTHCS. BBIMYCKHUKH BY30B, HE
UMeEIoIMe OmbITa pabOThl, MOTYT Ha3BaTh B KaueCTBE MOPYUMUTENs JEKaHA WM 3aBEIyIOIETro
Kadeapoi.

11. Ilocnegumii myHKT MOkHO 3ameHUTH ¢pazoit “REFERENCES Available upon
request”. 12 O6beM pe3toMe MOJIOAOTO CIICIHAIMCTA HE TOJDKEH MPEBBINIATh 1 CTPaHUIIBI, €CIIH



e y Bac 3a Iieyamu OOJIbIION cTaxk paboThl, MHPOPMALIKIO O cebe HY>KHO pa3MecTUTh He Ooee
YeM Ha JIByX CTpaHMLAX.

13. Cpenaiite Bam JOKyMeHT yAOOHBIM aisi ureHus. CdopmupoBaB oOmUi TUIaH
pes3tome, yoenuTech, 4TO B HEM €CTh JOCTaTOYHO YUCTOrO MPOCTPAaHCTBA. BepxHee M HUXKHee
HOJISL IOJDKHBI OBITh HE MeHee 1,5 caHTHMETpOB BBICOTOM, a OOKOBBIE MOJIA HE MeHee 2. Mexay
OTJEJIHBIMU YacTAMHU pe3loMe OcTaBistiiTe npooesnsl. JKupHbIM MIpUQGTOM BbIIEISINTE Ha3BaHUA
OYHKTOB, a TaKKe€ Ha3BaHMW KoOMIaHuid W uMmeHa. Ecnu Bame pesioMe OyIeT COCTaBICHO
HEaKKypaTHO U OyJneT HeyAOoOHO Ul YTeHMs, He MHOTHE 3aXOTAT ¢ HUM oO3Hakomurcsa. He
NOJUYEpPKUBANTE CIOBA M HE HCHOJB3YWTE KYpPCHB JJIs NPUAAHUS BHIPA3UTENbHOCTH. Takue
YJIOBKH CKOpEe CHM3ST 00l1iee BIIeYaTIEHUE OT IPOYUTAHHOTO.

14. He mnpumensaite peakue MPUQPTH IS MPUBICUCHUS BHUMAHUS YHUTATEIS.
OpuruHabHBINA MIPUPT HE MPUBETCTBYETCS B JICJTOBOM JOKYMEHTAIIMH, TI0 OJJHOM TOW MPUYHHE
€ro MOIryT M HE INpouYuTarh. JUIsl IOJIHOW YBEPEHHOCTH HCIIOIB3YHTE TAKUE CTaHAAPTHBIE
mpudThl, kKak Arial, Garamond, Helvetica, Tahoma or Times Roman. He naumnaiiTe xaxmoe
IpeUIO’KEHNE OJMHAKOBHIMU (Ppa3aMu M HE BBOJUTE JIMYHBIE MECTOMMEHHsA. UTOOBI crenarh
TEKCT 0o0Jiee BBIPA3UTENIbHBIM, UCIIONIB3YITE Pa3HOOOPA3HYIO JIEKCUKY.

15. ITumure pe3roMe KOHKPETHO JUIsl OIIpeielIeHHON BakaHcuu. Llenb Hanucanus pesome
— HOJY4YUTh KOHKPETHYIO JOJDKHOCTh B ONpejaeraeHHOM kommanuu. [loaTomy pacckasbiBaTh
ClieyeT O TOM, YTO OyAeT BaXHO Ha HOBOM MecTe paboTsl. I[lpomyckaiite To, 4TO He
npezcTaBisier OONBIIOro 3HadeHus. YeM MeHblIe Bbl OyJeTe YHNOMUHATh He3HauUTelbHbIE
¢axThl, TEM OONBIIOE 3HAUYEHUE MPHOOpETeT camoe riaBHoe. Eciin BBl MOCHUIaeTEe pe3loMe B
pasinyHble KOMIIAHUM, IMHIIUTE OTAEIbHbIE pE3OMe JUIsI KaXJIO0ro KOHKPETHOIO MeECTa.
OtnmpaBnss  pe3loMe Ha  WHTEPECYIONIYI0O Bac  BAaKaHCHIO, OO0S3aTENbHO  MMUIINTE
COIIPOBOIUTENIbHOE MUCHMO. [To100HOE MUCBMO MOXKET Cpa3y IpUBJIeYb BHUMaHHE K Ballei
KaHAWJIAType ¥ TOBBICHTH Ballld IIAHCHI HA T[IOJIy4eHHWE JKeJaeMoi paborel. B
COIIPOBOJIUTEIIEHOM ITUCbME Bbl MOKETE:

— JIOTIOJTHUTENFHO OOpaTHTh BHUMAaHHE Ha Balll NPOQPECCHOHATBHBIE IOCTIKEHHUS,
UMeEIOIIMe 3HaUeHHE 15 TaHHOW BaKaHCHH;

— COOOIINTE, TOYEMY BbI 3aMHTEPECOBAHBI B TIOJTYYCHUHU 3TOH pabOTHI,

— MPOJEMOHCTPUPOBATh BAIllM 3HAHUS AHTJMICKOrO sA3bIKAa M YMEHHs HalMCaHUs
JIETTOBBIX MTUCEM.

IIpakTHYecKkas 4acThb:
3ananue 1. CoctaBbTe pe3tome o cede.
3aganue 2. HaUIIUTE CONPOBOAUTENBHOE MTUCHMO.

IpakTuyeckoe 3anaTue Ne 11,12,13. AHramiickas aesioBasi KOppecnoHIeHIM s
Ieab: NO3HAKOMUTH C BHUAAMHM JE€JIOBOM KOPPECHOHICHIMH; PA3IUUMAIMU  MEXIY
aAMEpPUKAHCKUM U OpUTAaHCKUM BapHaHTaMU aHTJIIMHCKOTO SI3bIKA.
AKTYaJIbHOCTBH T€MbI: 00yCIIOBIIEHa HEOOXOAMMOCTHIO OBiazeHnem [1K-3

TeopeTuvyeckaasyacThb:

B nponutom Beke OJMH 3HAMEHUTHIN YUeHBIH, 3aKaHYMBas JEIOBOE MUCHMO, Cleal
XAPaKTEPHYIO MNPUIIUMCKY» MPOIIY HU3BHHUTH, YTO IMHCHBMO IMOJTYYHJIOCH TaKWUM JJIMHHBIM. He
ObUIO BpeMEeHM». ABTOp NHCbMa CBOEOOpPAa3HO OTpPA3Ui CBOE IMPEJCTABICHHE O KYJIbType
JIEJIOBOTO OOIICHHUS, MOJAYEPKHYB, YTO TAKOTO poAa obiieHue TpedyeT OOJBIIOro BpeMEHH s
IpeBapUTENbHBIX Pa3MBIIIICHUN MO O0TOOpY MaTepuaia Ui MHCbMa, Ul €ro MOCTPOSHHS U
BBIOOpa 00010/T0I0CTYITHOTO SI3BIKA.

Kpartko 3Ta KynbTypa — KyJabTypa opUIHAIbHON NEepenucKy — MOKET OBITh ONpesesieHa
TpeMsl NPUHLMIAMU: 1) JaKOHU3M J[€I0BOr0 HHCbMA, 2) AOCTATOYHOCTh MH(MOPMALMOHHOTO



cooOlIeHns, OTBedarolas MelsM MHCbMa M XapaKTepy OTHOLICHWH, 3) SCHOCTh U
HEJIBYCMBICIIEHHOCTb COOOILIEHHS.

BceM u3BeCTHO, UTO T'PaMOTHO COCTaBJIEHHAs J1€J0Bas JOKYMEHTALMsl — 3TO IOJOBHHA
ycnexa moboro npoekra. Kem Obl BB HM paboTany ¥ 4eM Obl Bbl HU 3aHUMAJIUCh, Bbl HABEPHSKA
HE pa3 OTHPABISUIM CBOE PE3lOMe, MUCAM KOMMEpUECKHe MMchMa MapTHepaM, 0ObsICHUTEIbHBIE
3allUCKU HAyaJIbCTBY, TOTOBMJIM MaTepHajbl K COBELIaHUIO. B naHHOM paszerne pedb Moiaer o
TOM, KaK IPaBUIBHO TOTOBUTH U O()OPMIIATH JAETIOBbIE JOKYMEHTHI HA aHTJIMHCKOM SI3BIKE.

CrangapTHoe 1eJ10Bo€ MUCbMO

Jlnst popManbHOrO AEJI0OBOTO MHUChMA ClieBa BBEpXY MHUIIYT 0OpaTHBIN anpec. OOparute
BHUMaHME: B OOJBIIMHCTBE €BPOIEHCKUX CTpaH aJpec MUUIYT «B OOpaTHOM HOpsIKe»: CHaydaia
yKa3bIBalOT UM M (aMIIIUIO aJpecara, 3aTeM - HOMEp KBapTHpHI (oduca), HoMep A0Ma, YIHILY,
ropo, KoJx ropoja, peruoH (B Poccum ykassiBatoT o00iactb, B AMepuke — IITaT, B
BenukoOpurtanuu — rpadcTBo) U cTpany. Ilepen ykasanuem Aathl cienaiTe ABOWHOW MHTEPBAI.
Ha3Banue mecsla MOMKHO HamucaTh CJIOBaMH, a MOXHO M uu¢ppamu. Ecnu Bel pemunte
BOCIIOJIb30BaThCsl LUGPOBBIM ¢dopmarom, He 3al0ynpTe, 4ro B BenmkoOpuranum cHaudana
yKa3bIBaIOT YMCIIO, 3aTeM Mecsl U rof, a B CoenunenHbix LltaTax cHayana numyt mecsi. Jlanee
UJET ajipec moiiyqarens (crpasa).

Ecnu Bam Heo0X0aMMO cociiaThCsl Ha MpeAbIAyIlee TUCbMO, 3TO CIIEAYET CIeNaTh Mepe
obpamierreM. OOBIYHO CCBUTKY CTaBST CIICBA.

Dear Mr. Sharp:

[epen obpamenreM NpUHATO AeNaTh JBOWHOW HHTEPBAII MEKIY CTPOKAMH.

Ecnu BBl JMYHO 3HAKOMBI C aJpecaTroM, TO OOpalleHue JOKHO HAuMHAThCS CO
cinoB"Dear Mr. X” (no-namemy, «yBaxaembli MBan  VBanbiu»). K keHuuHe
oOpamtatorcs MrS., eciiu yBepeHsl B TOM, 4TO OHA 3aMyXeM, U MS. BO BCeX OCTaJIbHBIX CIydasix
(ecni oOHa OJTMHOKA WIIM €CJIM BBl HE 001aaeTe HHPOpMaIUei 0 ee COMAIIbHOM CTaTyce).

Ecnu BBl C agpecaroM JMYHO HE 3HAKOMBI U BOOOIIE MOHATHUA HE HMeEETe, K KOMY
MOMaJIeT Ballle MUChMO, HAITUIIINTE:

1. To whom it may concern: (10CIOBHO: TOMY, B Ybeil KOMIICTCHIIUH HAXOAUTCS JAaHHBIN

BOIIPOC)

WIn

2. Dear Sir or Madam:(0e3nu4noe “YBaxxaeMble JaMbl U Tocroaa”).

OOparuTe BHUMaHHME Ha TO, YTO MOCje OOpalleHUs €BpONEHIbl U aMEepPUKAHIIbI CTaBsT
nBoetoure. Hukakmx BOCKIMIATEIbHBIX 3HAKOB — BAC HEMPABUIILHO MONMYT.

Haxosnen Mbl 100panuck 10 caMOro TEKCTa MUChbMa, paju KOTOPOro, COOCTBEHHO IOBOpH,
BCE M ObLIO 3aTESHO.

O ToM, 4TO MUCaTh HY)KHO BEXJIHMBO Jla)ke B TOM ciydae, €ClIM BaM HE 3aIulaTHiu (He
OTTPY3UJIH, HE Mpeaynpeauii, oOMaHylnu, OOMAENIu), MHE JakK€ U HAllOMHUHATh HE XOYEeTCs.
Tekct nomkeH ObITh HalMCaH JAOCTATOYHO KOMIIAKTHO, Yepe3 oJuH MHTepBal. OHAKO MEXAy
a03amamMu clieAyeT MpoIycKarh 1Mo JBe CTpouku. [ToHsATHE «KpacHas cTpokay, wiu "indent™ (ato
KOTJa OT JIEBOT'O Kpasi MMCbMa OTCTYMAIOT Mepesl TeM, Kak HayaTh HOBBIN a03all) y eBponeiieB u
aMEepUKaHIIeB OTCYTCTBYET, IO3TOMY €€ HCHOJb30BaHME JUIsi 00O03HaueHus ab3aleB
HEKEJIATENIbHO.

3akaHYMBAaTHCSI MUCHMO JOJDKHO 00s3aTENIbHO Ha IO3UTHMBHOM HOTE HE3aBUCHUMO OT
comepxanusi! Bpl ke He XoTuTe, 4TOOBl BBHIMYYEHHBIH BaMu IMIeJAeBp OBbLI BBHIOPOIIEH B
MYCOPHYIO KOP3UHY Cpa3y MocJjie IPOYTEHHUS.

Pexomennyemble (bopmybI BEXKJIUBOCTH.
We are looking forward to hearing from you.
(MBI cropacm oT HCTCPIICHUAA, MMpOYNTATDh Ball OTBGT) .
We would appreciate your cooperation on this matter.
(Msr Oynem OmaroapHbl 3a COTPYJIHUYECTBO 1o TOMY BOIIPOCY).

Thank you in advance for your cooperation. (3apanee OmaromapuM Bac 3a IIOMOIIIb).
Awaiting your prompt reply. (B oxuganuu CKOpeHIero oTBera).



OO0s13aTeNIbHO B KOHIIE MUChMa YKaXUTE, KAaK C BAMH MOKHO CBSI3aThCS. DTHM BbI KaK ObI
elie pa3 MoAYEpKHETe, YTO OXKUIAeTe OT CBOETr0 KOPPECHOHJEHTa OINpeAeTCHHBIX ACHCTBHIA.
Kpome TOro, 310 nEHCTBUTENBHO YAOOHO — BallleMy [ApTHEPY HE HPUIETCS PBITbCA B
MUCHbMEHHBIX CTOJIaX CBOMX KOJUIET B IMOMCKax Ballei eIMHCTBEHHOH BU3UTKH, KOTOPYIO OH B
NOCJIEAHUN pa3 BUEI JIET CTO Ha3al.

Hy, u, HakoHel, 3aKk/II0unTeNbHbBIE Ppasbl:

Sincerelyyours,(iuckpeHHe Barim)
Yours faithfully,
Yours truly, moanucek u pacmupoBKa.

Mex 1y MOANMUCHIO U MPEABIAYIIEH CTPOKOH TOIKEH ObITh OOJIBIIION HHTEPBAJ.

Ecnu x nucbMy npusararorcst JOKYMEHTBI, CIEyeT 005A3aTe€IbHO O HUX YIOMSAHYTb. J{is
3TOr0 MOCje MOJMKUCH B JIEBOM HIDKHEM yriry muinyt  ENnclosure:... u yka3bIBarOT KOJUYECTBO
JIOKYMEHTOB M X Ha3BaHUS.

[Io BO3MOXXHOCTM MHUCHBMO CJEIyeT OTIPaBUTh B CTaHAAPTHOM OW3HEC-KOHBEPTE.
Hcnonp3yiiTe 60JbIINe KOHBEPTHI TOJIBKO MPH HEOOXOAMMOCTH.

HpaKTI/I‘leCKaH 4acTb:

3aganue 1. Pacnionoxure yacTu Ae10BOro MUChbMa B IPABUIIBHOM MOPSIZIKE.
FOOD MACHINES

Pine Estate, Bedford Road, Bristol,

UB28 12BP

Telephone 9036 174369 Fax 9036

36924

8 August 2011

James Dean, Sales Manager, Electro

Ltd, Perry Road Estate,

Oxbridge UN54 42KF.

Thank you for your letter. | am afraid that we have a problem with your order.
Unfortunately, the manufacturers of the part you wish to order have advised us that they cannot
supply it until November.

Dear Mr.Dean,
| look forward to hearing from you.

Yours sincerely,

Simon Tramp

Sales Manager

3aua}me 2. BcraBbTe COOTBCTCTBYIOIINEC ITPEJIOTH B CICAYIOIINC

npeaoxenus. [lepeBeaure npeainokeHuss Ha pyCCKUM S3BIK.

1. We read your advertisement ... the «Pet Magazine» ... 25 th December.

2. We are interested ... buying your equipment ... producing pet food.

3. Would you kindly send ... more information ... this equipment.

4. We would like ... represent your products ... the Ukraine market.

5. Please send ... samples ... goods.

6. Our company specializes ... distributing pet products ... Russia.

3anganme 3. 3aMeHUTE pyCCKUE CIIOBA U BBIPAKEHHS B CKOOKaX,

AHTIJIMUCKUMHU DKBUBAJICHTAMU, HepeBem/ITe MMPCATTOKCHUA.

1. (Ms1 Obutu Obl mpusHaTensHbl) If you send us futher information on the admission
requirements of your college.

2. Will you please send up samples of your goods your company (BbimrycTHIIa Ha PBIHOK)

3. (Ham 6ymer mpusito) to receive your illustrated catalogue and price-list for the range
of tape recorders.



4. (Mm1 y3uamu ot) our business partner "Comlel™ that you are manufactures of watches
we would like to import to Russia.

5. Please (coo6mure Ham) your prices in sterling for the airway tickets.

6. We (ccputaemcs Ha Baile pekiamHoe o0bsaBiaeHue) in The Moscow Times

of today.

IIpakTnyeckoe 3ansaTue 14,15,16. IlncbMeHHbIe 3a11POCHI.

Llens: copMupoBaTh HaBBIKK COCTABIICHHUS 3aIIpOCa, OTBETA HA 3alPOC U MPEIOKEHHE,
NPUHATHS U 0TKa3a OT MPEJIOKEHHs, OJIar0JapCTBEHHBIX MMHUCEM, PEKIIAMHBIX TTHCEM.

AKTyaJIbHOCTB TEMbI: 00yCIIOBI€Ha HEOOX0MMOCThIO oBiIageHneM [1K-3

TeopernueckassyacThb:

[Tucemo-3anpoc uapopmanuu (Inquiry wmmum Enquiry Letter) ormpaisiercsi, korma
HE00X0UMO:

- IOIY4UTh OoJIee OAPOOHYIO HH(POPMALIUIO 00 HHTEPECYIOIIEM Bac TOBAPE MM YCIYTe;
- y3HaTh, IMEIOTCS JIU OHU B HAJIMYWH;

- nmomy4uTh UMHpOpManMio 00  YCIOBHSAX TOCTaBKM M CKHAKax, cCrocooe
TPAHCHOPTHPOBKH, YCIOBHUAX CTPAXOBAHUS; - MOJYYUTh MH(OPMAIMIO O IIEHaX Ha TOBApPHI; -
HOJIYYUTh KaTtanord u oOpasusl ToBapa. Korma kommanus nmomydaer nucbMo (Inquiry Letter) c
poch00ii BBICIIATh TOAPOOHYI0 HH(OPMAIIHIO O €€ MPOIYKIIMH, TOBAPE UIIH YCIIyTe, B OTBETHOM
NHCbME OYEHb BaYKHO IMPOU3BECTH OJarONpHUATHOE BIICYATICHHE HA MOTEHIMAIBLHOTO KIMEHTA
WIM MapTHepa. BexnBbId, TpaMOTHO COCTaBJIEHHbBIN OTBET 00s13aTEJILHO OY/AET CIIOCOOCTBOBATD
CO3JJAHUIO TT0100HOTO BIICYATIICHHS.

1. O6pamenue Dear Mr, Ms

2. bnaronapHoctsb 3a okazaHHoe BHMMaHue Thank you for your letter of — Cnacu6o 3a
Bame mucbMo... We would like to thank you for enquiring about.. — Mb1 xoTenu Obl
no0JaroJapuTh Bac 3a MPOsIBICHHBIN HHTEPEC. ..

3. IlpenocraBnenue TpeOyemoit nmudpopmanuu We are pleased to enclose ... — MsI ¢
yJ0BOJIbCTBHEM BKJIajbiBaeM... Enclosed you will find ... — B npukpeniennom ¢aiine BbI
Hamgere... We enclose ... — MbI ipuiiaraem. ..

4. OtBer Ha nononHuTenbHbIE Bompockl We would also like to inform you ... — Msr
TakXke XoTeqd Obl cooOmuTh BaM 0... Regarding your question about ... — OTHOCHTENBHO
BaIllero Bompoca o... In answer to your question (enquiry) about ... — OTBeuast Ha Ball BOIpoC. ..

5. BrICKa3biBaHUE HAJEkKIbl Ha JadbHEHIEe IMI0I0TBOPHOE coTpynHuuectBo We look
forward to hearing from you. — Mer Hageemcs ycabimarh Bac cuoBa. We look forward to
receiving your order. — MbI HazeeMcst moyduTh OT Bac 3aka3. We look forward to welcoming
you as our client (customer). — MbI HaJieeMcst UTO BbI CTAaHETE HAIIIUM KIIHCHTOM.

6. Ilogmuce IlomHUTE, KOrAa BB oOpamiaerech K YeJIOBEKY, MMs KOTOpPOTO BaM HeE
U3BECTHO, caenyet nucath 'Yours faithfully' u, korna ums ussectno, "Yours sincerely'.

IIpakTHYeckas 4acThb:

3apanue 1. CocraBbTe NPEIIOKEHHUS C AKTHBHBIMHU CIIOBAMH M CIIOBOCOYETAHHSIMH.
Advertisement — peknama, catalogues — kartamoru, products - mpoaykius distributors —
TUCTpUOBIOTOPHI, current catalogue - mocienHui karanor, network — cerb, to deliver —
MOCTaBJIATh, iImporters — UMIIOPTEPHI, quantity - KOJIMUECTBO retailers — mpozaBibl, a quotation
for — pacuenka, Ha get in touch - ycTaHOBHUTH KOHTakT, price — IeHa, manufacturers —
npousBoauTeny, terms of delivery — ycrnoBus nocraBkw, sellers — mpoaasiibl, terms of payment -
ycaoBus orutatel, Suppliers — mocraBuuku, goods — ToBapsl, letter of credit — akkpeauTus,
delivery dates — cpoku nocraBku, cheque — ek, discounts — ckuaku, bank transfer — 6aHKOBCKUI
nepeBoj;, quality — xadyecTBo, range — acCOpTHMEHT, in the market - Ha pbiHKe, price list —
npeickypant, samples — o0pasibl, typical contract — THIIHYHBIN JOTOBOP.



3anganmne 2. CocTaBbTe NUCHMO-TIPEITIOKEHUE, YIOTPEOIISAs BEIPAKEHUS:

1.We are pleased to learn your interest in... -Ham mnpusitHo y3HaTh o Bameit
3aMHTEPECOBAHHOCTH B ... 2.We are most pleased that you want to buy... - MBI O4€Hb TIOBOJILHBI,
4yTo BBl HOXenanu KymuTh... 3.\We are glad to say that we can reserve you ... - Msl pajsl
COOOIUTH, YTO MOXEM OCTaBUTH 3a BamH... 4.1t is good of you to take so much interest in our
work... -beuto ouens 1r00e3H0 ¢ Barieir cTOpOHBI IPOSBUTH TAKOH MHTEPEC K Hamieil padore...
5.We take pleasure in sending you the desired samples and offer... -C ynoBoibcTBHEM MOCHLTaEM
BbIOpaHHBIE BaMU 00pa3ibl U mpeiaraem ... 6.As to your inquiry of ... we are informing you
that... -Ha Bam 3anpoc or... Mbl cooOmiaem Bawm, uro... 7.In reply to your letter of... this year we
would like to inform you... - B oTBeT Ha Ballie MMCEMO OT... 3TOr0 rojaa coodmaem Bawm, uTo... 8.
Referring to you inquiry of... - Ccputascs Ha Bam 3ampoc oT... 9. As to your inquiry of... we are
sending you the desired samples and offer... — Ha Bam 3ampoc oT... Mbl BbICBUIaeM Bam
BhIOpaHHBIC BaMu 00pa3ubl U npemnaraem... 10. We enclose our catalogue with the latest price-
list. -MsI mpuaraeM Haln Katajor ¢ HoBeimum mnpeiickypantom. 11. Our detailed catalogue will
demonstrate the wide range of our products. —Hamr moxpoOHbIi KaTanor yOemuT Bac B
pasHooOpa3um Harrero accoprumenrta. 12. Our proposal is valid till... - Hame npemmoskenue
neiictBuTensHO 10... 13. We deliver our goods on CIF terms. - MbI mocTaBiisieM Hallll TOBapbl Ha
yenosusix CU®. 14. The price covers packing and transportation expenses. - Llenbl BKiItOYaeT
yIIaKOBKY M TpaHCHOpTHBIE pacxonsl. 15. As you can see from our price-list, our prices are at
least 3% lower than market prices. - Kak BuaHO W3 HaIlero mpeWcKypaHTa, HAIllU [EHBI 10
KpaiiHeir Mepe Ha 3% Hwke peiHOouHBIX. 16. | especially call your attention to ... -5I ocobenno
obpamraro Baire BHMMaHue Ha... 17. Besides the above mentioned goods our company also
produces (see...) — Kpome yrnoMsHyTHIX BbIIIE TOBApOB Haila (pupMa MPOU3BOAUT TaKxkKe (CM...)
18. The model... will meet most of your requirements. - Moaenb... Oyaer Jaydiie BCEro
COOTBETCTBOBATH Bamum TpeboBanusiM. 19. We ask you to consider our proposal once more and
let us know if we can expect your order. - MbI mpocuM Bac emie pa3 OOCYIUTh Halle
NpeUIO’KEHNE U COOOIMTH HaM, MOKHO JIM pacCYMTHIBATh Ha morydeHue 3akasa. 20. | encourage
you to order as soon as possible as the quantity of this product available at our warehouse is
limited. - S mporry Bac ObicTpee 0hOpMHUTH 3aKa3, Tak KaKk KOJIMYECTBO ATOTO TOBapa Ha CKIaze
orpannyeno. 21. We would appreciate if we get the order from you as soon as possible. - Ms1
ObuTH OBbI OYEHBb pajibl OJYYHTh OT Bac 3aKa3 Kak MOXHO ckopee. 22. If you are not happy with
our proposal please let us know why. - Eciu Bac He ycTpanBaeT Hallle NMpeOKEHHE, TPOCUM
coobmuTh Ham o mpuumHe. 23. We are looking forward to hearing from you soon. - C
HETEPIEHUEM JKJIEM OTBETA.

IIpakTuyeckoe 3ansaTue Nel7,18,19 IlncbMmo-xkano6a (mucbMO-NpeTeH3Msl) ITHKET.
Henan: chopMupoBaTh HABBIKM COCTABIICHHE MUChMa-KalloObl, OTBETA HA JKall00y, KOHTPAKTA.
AKTYaJIbHOCTH TeMbI: 00yCIIOBIEHa HEOOXOAUMOCTHIO oBnageHuem [1K-3

TeopernyeckasyacTb:

[Mucemo-pexaamarust  (Letter of Complaint) ITucemo, coaepskaiiee >Kano0y HIN
NPETeH3UU TI0 Ka4eCTBY NMPHOOPETEHHOTO TOBapa M OKa3aHHBIX yCiyr, HasbiBaercss Complaint
Letter. OcHOBHas Ieb TAaKOro MHUCbMa — IEpelaTh MOJHYI0 HH(QOpPMAlMIO MO BO3HHUKIIEH
npobneme. [lucbMO Takke MOXET BBICTYNATh B KauyecTBe OQUIMAIBHOIO JIOKYMEHTA,
YBEIIOMJISIIONIETO O HEOOXOAMMOCTH TPOBEJCHUS TPOBEPKHM W YCTPaHEHHUS HEMNojamok. B
JIeIOBOM  MPAaKTUKE OCHOBHBIMHM TPHUYMHAMHM OTHpPAaBKH IMHCEM-peKJIaMaluil  SBISIOTCS
ciemyromue: - HegomoctaBka ToBapa (short delivery); - mocrtaBka HegoOpOKadeCTBEHHBIX
TOBapoB JHMOO HE TEX TOBApOB, KOTOpble OBbUIM 3aka3aHbl (substandard or wrong goods); -
3ajepkku B roctaBke (delays in delivery); - oTnpaBka o HenpaBuibHOMY aapecy (misdirection
and errors in addressing); - noBpexaeHue ToBapa (damages of goods); - pPOM3BOJICTBEHHBIC
nedextel  (manufacturing defects), oOHapyXeHHbIE TpPU OSKCIUTyaTalluk OOOPYIOBaHUS
(equipment operation). IlucbMo IOMKHO coAep:kaTh BCIO HEOOXOIUMYIO HH(POpPMAIHIO,



Kacarollyrocsl JaHHOM yCIyru Wid ToBapa. HamuimuTe mojHOe Ha3BaHWE M OMUCAHHUS TOBapa,
JnaTy NpUOOpEeTeHUs WM yKa3aHWs YCIYrd M T.1. Bama nenb — oOBbsICHUTH BCE AETal, HO HE
neperpyxarb MUCbMO HEHY)KHbIMH ToApoOHOocTsMH. Kpome Toro, HeoOXoauMo yka3aTh Ballld
MO’KEJIaHUsI, YCIOBUS M CPOKU YCTPAHEHUS MTPOOIIEM.

Komy anpecoBars panHoe nucbMo? Ilpu mpuoOpereHMM TOBapa WM 3aKJIFOUYEHUU
JIOTOBOpA Ha MPEAOCTaBICHHUE YCIYyT Bbl MOTyYaeTe KOHTAKTHBINA aJipec Win TeleoH YeloBeKa,
KOTOPBII MOXET PEeIIUTh BCE BOZHUKIIME CIOXKHOCTH. OOBIYHO B HEOOJNBUIMX KOMIAHUAX ITU
BOIPOCHI pelIaeT Biajelsiell KOMIIaHuU. B opranuzanusax cpeIHero ypoBHS — €ro 3aMecTHTEelNb
WINA BBICIIUM PYKOBOAAIIMHI COCTaB. B KPYMHBIX KOMIAHHUSX OOBIYHO CYIIECTBYET OTHEN IO
paboTe ¢ KIIMeHTaMH, KOTOPBIM 3aHUMAETCS PEIICHUEM TaKHX BOIIPOCOB.

N3 xakux OoCHOBHBIX yacTeil coctout muchMo? 1 Berymnenne. Name of Contact Person
[TomHoe ums anpecata (eciau uzBectHo) Title, if available Company Name Ha3Banue komnanuu
Consumer Complaint Division Otnen mo pabore ¢ knuentamu Street Address City, State, Zip
Code Anpec kommanuu Dear.

IIpakTH4yeckas 4acTh:

3aganne 1. CoctaBbTe MUCHMO-PEKIAMALINIO, HCTIONB3Ys BeipakeHus: 1. We would like
(have) to remind you that... — MbI xoTenu Obl (BBIHYKICHBI) HAIIOMHUTH Bam, uro... 2. We wish
to draw your attention to the fact that ... — M1 xoTim oOpatuth Barie BHuManue Ha TOT (akr,
gro... 3. We are disappointed to find that quality of the equipment (goods) you supplied does not
meet (comply with, satisfy, match) their requirements of ... — K coxxanenuro, Mbl 00OHApYKHIIH,
4yTo 000pymoBaHue (TOBAphI), KOTOPhIC BBl MOCTABUIN HaM, HE YIOBJIECTBOPSIOT TPEOOBAHHUSAM...
4. To prove our statement we enclose (are enclosing) ... — B moaTBepkacHIe HAETO 3asBICHUS
mbI iputaraeM ... 5. The delay in delivery is causing us great inconvenience, as... — 3aaepxka B
IIOCTAaBKE NMPHUBOJIUT K OOJIBIINM HeymoOcTBaM, mockoibky... 6. We find it necessary to note ... —
CuntaeM HeoOXOAMMBIM OTMETHTH... 7. We are returning ... and would ask you to replace ... —
Boseparaem BaMm ... u mpocuM 3aMeHuTh... 8. SO far we have received no reply ... — Jlo cux mop
MBI He mony4min otBeta... 9. Four containers in the consignment were found to be damaged. —
YeThIpe KOHTEHHEpa B MapTUH oka3ainuchk nospexaeHabiMu. 10. We duly informed you about the
breakdown of the equipment. — Mb1 nomkHbI nporH(MOpPMUpPOBaTE Bac 0 BbIXOAe U3 CTPOs
obopynoBanus. 11. At present your failure to deliver the goods greatly worries us. — B
HacTosIIee BpeMs Mbl KpaiiHe OOECIIOKOEHBI TeM, YTO BBl HE MOXKETE TOCTaBUTh ToBap. 12.
When we installed the equipment, we found that it was faulty — Korma bl ycranoBuin
o0opyoBaHue, TO OOHApPYXWIU, 4TO OHO He paboraer. 13. When we examined the goods, it
turned out that... — ITocie ocMoTpa TOBapOB 0Ka3aoCk, YToO...

3amanue 2. CocTaBbTe NPEIUIOKEHHS, UCIIONB3Yys AKTUBHBIE CIIOBA W BHIpaKEHHUs. 1)
letter of complaint — mrcemo sxano6a 2) claim letter - mucemo-pexnamanus 3) substandard goods
- HeIoOpoKavecTBEHHbI ToBap 4) wrong goods - He Tot ToBap 5) delays in delivery - 3amepxku
B mocraBke 6) manufacturing defects - mpousBoncTBennbie nedektsr 7) damages of goods -
noBpexaeHus ToBapa 8) to remind — mamomuuTh 9) to draw your attention - mpuBieds Bamie
suumanue 10) we are disappointed - mbr oropuenst 11) does not satisfy (match) the requirement
of... - He ynoBieTBOpseT TpeOOBaHMIO ... 12) to prove our statement - B MOATBEPIKICHUE HAIIIETO
3asgBiaeHHs 13) it is causing US great inconveniences - 3TO MPHBOAWT HAC K OOJBIIMM

HEyaA00CTBaM.
3aganue 3. 3aKOHYHTE U MEPEBEINUTE HA PYCCKUMN SA3bIK OTPHIBOK, MPUBEACHHBIN HUXKE.
Otkyna stor otpbiBok? This Agreement is made this __ day of , 20_ between
, @ corporation organized under the laws of State of , United States of
America, and having its principle office at (N ‘) and , a
corporation organized in accordance with the laws of and having its
principle office at (o ‘) with reference to the following facts: ...

3ananue 4. IlepeBeaute ¢dpa3bl U CKOKUTE, B KAaKOW YaCTH JOTOBOPA OHU OOBIYHO
conepxarcs. IN WITNESS WHEREOF, the parties have hereunto set their hands and seals the



day and year first above written. IN WITNESS WHEREOF, the parties hereto duly executed this
Agreement. IN WITNESS WHEREOF, the parties hereto, intending to be legally bound, have
signed this Agreement the day and year first above written.

IIpakTuyeckoe 3ansaTue Ne 20,21,22 /lesioBOi peveBoii ITHKET.
Hesb: M3yuuTh J1eKCUKY IO TEME U UCIIOJIb30BaTh B BEICHUE JIEIIOBBIX IEPETOBOPOB.
AKTYaJIbHOCTBH TeMbI: 00yCIIOBIIeHa HEOOXOJMMOCThIO oBiagenueM 11K-3
TeopeTuvyeckassyacTb:

JlenoBoii MPOTOKON (JUIUIOMAaTHYECKUN MIPOTOKOJI) — 3TO COBOKYIIHOCTH IPABUJI, HOPM,
TPaJULMHA, BBIpAOOTAaHHBIX IS AE€JIOBOTO OOLCHHUS.

IIpn Bcex moe3akax 3a IpaHMIly HYKHO HMMETh B BHJy, YTO BO MHOTMX CTpaHax
JMYHOCTHBIE KAayecTBa OT/ENbHO B3SITOTO 4YEJIOBEKAa WUIPAIOT ropas3io OOJbIIYI0 pOJib, YEM B
HAalllel CTpaHe.

Bynbre AOCTOMHBIM NpPENCTaBUTENIEM CBOEH KyJIbTYphbl, BeAUTE ce0sl, KaKk XOpOILIO
BOCIIMTAHHBII 4eloBeK, — OyayT BcTpedarh ¢ yBakeHuUeM. KoJjekc Xopoliero mnoBeaeHUs B
crpanax Esponsl u CLIA ¢daktuuyecku equs. [lelicTBYIOT YeThbpe OCHOBHBIX IPaBUIIa XOPOLIETO
MOBE/ICHNUS: BEKIMBOCTh, IPOCTOTA, JIOCTOMHCTBO U XOPOLIEE BOCIIUTAHHE.

Ho cymectByer M HanuoHanbHas crHeuupuka JUIJIOMAaTHYECKOrO IPOTOKOJIA.
AHriyaHe OynyT HOTPSICEHBI, €CJIM BbI ONO3/]a€TE€ HAa BCTPEUY J1aK€ MUHYT Ha IATh-AECITh. A B
Vcnianuu Ha 3TO HE 00paTAT BHUMAHUS.

1. ®panuus JlenoBble IeperoBophl, Kak IpaBuio, HauuHatores B 11.00. B 12.30
YYaCTHHUKaM I€PEroBOPOB MOT'YT HPEAJIOKUTh TPAAULIMOHHBINA 3aBTpak ¢ aneputuBoM. lupoko
NpaKkTUKyeTcss oOcykaeHue nen 3a enou. JlemoBoil oOen MOKET AIUTBCS IOJITOpa-/Ba yaca,
JIeIOBOM  Y)KUH — 3aHATh Bech Beuep. Bo ®panumm moau mo0AT OJIECHYTH CIOBOM,
MOJYaJIMBOCTh 3/1eCh HE IeHHUTCS. CTHUIb TMOATOTOBKH (DPAHIY3CKUX JENOBBIX JIOACH K
HPEICTOSIIUM IIEpEroBopaM — OCHOBATENIBHOCTh U TINATENIBHOE, JOCKOHAIBHOE U3Y4YE€HUE BCEX
aCHeKTOB M MOCJEICTBUN MOCTyNAalOUIMX MpeanoxkeHuu. [lpu BeneHuu aen xapakTepHas yepra
(bpaHIry30B OCTOPOXXKHOCTb. OHU BEChbMa MCKYCHO, C U3SIIECTBOM OTCTaHBAIOT CBOM MHTEPECHI U
MO3UIMH, HE JIIOOAT TOProBaThCs, IMEPEroBOpPHI BEAyT BecbMa >KecTko. IIporokon wurpaer
LEHTPAJIbHYIO POJIb B JAEJIOBOH KyJIbType. BexIMBOCTh U POPMATBHOCTh UTPAIOT 3HAYUTEIBHYIO
POJIb B ONpEENIEHUU CTPYKTYPhl paO0OYHX OTHOILIEHUH.

@paniy3ckas KyiabTypa OuzHeca uepapxudeckas — GOpMaIbHBIN «BbI», a HE «ThI», €CIU
BaM He OyJeT MpemsioKeHO caenaTh 3T0. DpaHIry3sl — BEIMKUE NaTPUOTHI CBOEM POJIMHBI, C
JTr000BBIO OTHOCAIIMECS K €€ UCTOpUH, KyIbType, A3bIKy. IloaTOMy Ha meperoBopax ¢ HUMHU
BECbMa JKEJaTeJbHO WCIOJb30BaHWE B KauecTBEe O(UIMAIBLHOrO (paHIy3CKOrO S3bIKA.
Marepuansl, HCHOJIB3yEMBIE Ha IEPEroBOpax, TAKXKE Jydllle TOTOBUTH Ha 3TOM S3BIKE.
JloroBOpeHHOCTh O BCTpeue HEOOXOAUMO BCAKHI pa3 MOATBEP)KIaTh B MUCHbMEHHOM BHJE Ha
6e3ynpedHoM (paHIly3ckoM si3bike. DpaHIly3bl CUMTAIOT BYJIblapHBIM T'OBOPUTH O JEHBrAaX B
Hayaje BCTPEUr M MPEJIOYUTAIOT HE 3aTparuBaTh 3Ty TEMY, IIOKa NEPEroBOpbl HE MPUOIHU3ATCS
K KOHILy.

2. AHriamss AHTIMHACKUN XapakTep KaXeTCs MPOTHUBOIOJIOXKHOCTBIO (PaHITy3CKOMY.
IIpexxne Bcero, 3T0 CAEPKAHHOCTb, CKIOHHOCTh K HEJOCKa3aHHOCTH, HEMHOTOCJIOBHE, MOPOM
rpaHyyaiiee ¢ MoiyaiauBocThlo. CuibHeHIIas depTa XapakTepa aHIJIM4aH — 4YYBCTBO
CIIPaBEIMBOCTH.

[Ipu BeneHUM €N aHIIMYaHE IOJIaralOTCsl Ha BEpy B YECTHOCTh MapTHEpa, HE TEpIsT
KoBapcTBa M XUTpocTu. OOIIen3BeCTHO UX YBa)KEHUE K MHEHMIO cobecenHuka. Kpome Toro, B
pa3roBOpax OHU BCSYECKH HM30€raroT JUYHOCTHBIX TE€M, YTO CUMTAIOT BTOP)KEHHUEM B JIMUHYIO
*u3Hb. [Ipouieaypa 3HaKOMCTBa OJrOE€TCS OYEHb CTPOro, boisbloe 3HaYeHHE UMEET, Ybe MM
OyZeT Ha3BaHO NMEPBBIM. AHTJIMYAHUH HAOJI0IaeT, KOro MEPBBIM IPEICTABIISIIOT.

IleperoBopsl ¢ AaHMIMICKUMHU OpraHU3alUsSMU HAJ0 HAuYMHATh C TIIATEIbHOU
HOJATrOTOBKH U corylacoBaHus. Eciu cpoku v mporpamma Bamero npeObIBaHHsI COITIaCOBaHbI, HET
HUKAaKOM HEOOXOJMMOCTH COOOINATh AHIIMKWCKAM MapTHEpaM O CBOEM HPUOBITHM M MECTe



OCTaHOBKHM, T.K. AHTJIMYAaHE HCKIIOUUTENIbHO MNYyHKTyainbHbl. [Ipu mepBoil BcTpede NPUHATO
0OMEHHMBATHCS PYKOTIOKATHIMU, TIPH TATBHEUIIINX JOCTATOYHO YCTHOTO MPUBETCTBUS. Pazrosop
HAYMHAETCS C MOCTOPOHHUX TE€M — MOroja, CIOpT W T.[. PerieHue aHrinyaHe NPUHUMAIOT
MeJIeHHee, Hexenn (paHiy3bl. B meperoBopax BecbMa TMOKH ¥ BHUMATEJIbHBI K MHUIIMATHBAM
JIPYroi CTOPOHBL.

3. Uranus JlenoBble WUTaIbSHIBI OTIMYAIOTCS ONPEAEICHHOW clep)KaHHOCThI0. U 3TO
HECMOTpPS Ha CBOM HAI[MOHAJBHBIC YEPTHI — IKCMAHCHUBHOCTH, TOPBIBUCTOCTH, OOIIMTEIHHOCTb.
[Ipencrapmsisick, Ha3bIBaliTe TOJBKO CBOKO (pammmio, Hanpumep «IleTpoB», a 3areM MOXKMUTE
pyku. B Utanum pykomnokateM OOMEHHMBAIOTCA Jake >KCHIIMHBI. LlenoBaTh pyKy >KEHIIMHE
MOXXHO B Hepabouel oOCTaHOBKe, B JIeJI0OBOM He mpuHATO. OTHIOIL HE BCE, Nake B OM3HeEce,
3HAIOT AHTJIMUCKUN sI3bIK. ECITM BBl HE 3HACTE UTAIBSHCKOrO, 0€3 IepeBOAYMKa, ObITh MOXKET,
BaM HE 00OWTHCH. [[enoBbIe pa3BiIeKaTeIbHBIE BCTPEUN UTANBSIHIIBI YCTPAUBAIOT B PECTOPAHE, a
HE JIoMa.

Takum HeopMaIbHBIM OTHOIICHHSM OHU IPHAAIOT OOJIBIIOE 3HAYCHHE, IoJIaras, 4To
Oonee cBoOOMHAs aTMocepa TaKUX MEPONPHUSTHN CIIOCOOCTBYET YCTPAHEHHUIO IMPOTHBOPCUHUH.
Cobupasice B 3Ty CTpaHy, MOCTapaiiTecb y3HaThb MOOOJbIIE O €€ HUCTOPUU U KYIbTYype.
WtanbsHIBbl BHICOKO IEHST MPOSIBJICHUE CO CTOPOHBI MHOCTPAHIIEB YBAXKECHHS U MHTEpeca K UX
POJUHE, YTO MOXKET CO3/1aTh OJIAroNpuUsATHYIO0 aTMOC(epy Ha MeperoBopax.

4. Wcnanmst Mcnanckuit O6m3Hec odeHb oduuumaneH. Tak, cobupasce B Mcmanwuio,
HENPEMEHHO HY)XKHO COOOIIUTh KCIAHCKHUM IMapTHEpaM O CBOEM IMPUOBITUM B CTpaHy.
Llepemonust mpuBETCTBHSI OOBIUHA: PYKOTIOKAaTHE U OOMEH BU3UTHBIMU KapToukamu. Ho B camoit
Vicnanuy mpu BCTpede MYXYHMHBI KPENKO OOHUMAIOTCA, YTO CleAyeT MMEeTh B BUAY. bonbiioe
3HAUEHUE TPUIACTCS TOMY, YTOOBI TIEPErOBOPHI BEIWCHh MEXKIY JIOABMH OIHOTO CIYKEOHOTO
anbo obmecTBeHHOro panra. I[leperoBopbl OOBIYHO NTPOXOASAT C y4YaCTHEM OJHOTO WU
HECKOJIbKUX MMAPTHEPOB H TI0 TPAAWIIMA HAYMHAIOTCS ¢ OOIIMX TEM — TOTOJIbI, CIIOPTa, MECTHBIX
JOCTONpPUMEYATEeNbHOCTe M T.M. ['OBOPUTH HCHAHIBI JIOOAT MHOrO, a TOTOMY periiaMeHT
BCTpPEY 4YacTo He coOirofaercs. TOUHO Tak e MYyHKTYaldbHOCTh M COOJIOJIEHHE CPOKOB — HE
camas cwibHas yepra ucnanHueB. CTuUb BEJAEHHS MEPErOBOPOB C HMUMH CYIIECTBEHHO MEHEe
JTUHAMHUYEH, YeM, CKa)XX€M, C aMepUKaHI[aMH. XapaKTepHbIE YepPThl HCIAHIEB — CEPbE3HOCTD,
OTKPBITOCTh, YEJIOBEYHOCTbh, FaJJaHTHOCTb, YYBCTBO IOMODA.

5. T'epmanus CunpHbIE Y€pThI HEMEIIKOTO HAIMOHAIBHOTO XapaKTepa OOIIEH3BECTHBI:
Tpyaoo0ue, NpUJIeKaHUE, MYHKTYaJIbHOCTb, PalMOHAIBHOCTb, OepexKIINBOCTD,
OpTraHW30BaHHOCTh,  MEJAHTUYHOCTh, CEPbE3HOCThb,  PACUYETIMBOCTh, CTPEMJICHHE K
ynopsanoueHHoctd. [lpomenypa JWYHOrO TpEACTaBICHHST M 3HAKOMCTBA HAaXOOUTCS B
COOTBETCTBUU C MEXIYyHapOJHBIMH HOPMaMH: PYKOIOKaThHe W OOMeH Bu3HTKaMu. [lepBbiM
clenyeT Ha3BaTh TOTO, KTO HAaXOAWUTCS Ha Ooliee BHICOKOW cTymeHu. [leperoBopbl OOBIUHO
BEJyTCS C Yy4YaCTHEM OJHOTO WM HECKOJbKMX TapTHepoB. Bce BcTpeun HazHavaroTcs
3a0maroBpeMeHHo. Hemiibl oueHb cAepKaHHBI U O(QUIMANBHBI, U MOTOMY MHOTHM KaXKyTCs
HeApyXeMOOHbIME. O4YeHb TIIATENHHO MPOpadaTHIBAIOT CBOIO TMO3UIMIO. Bompockl mro0sT
00CyXJaTh MOCIEIOBATENILHO, OJMH 32 IPYTHM.

3akmrouasi CHCNKH, HEMIIbI HACTaWMBAIOT Ha JKECTKOM BBITIOJIHEHUW TPHHSITHIX
00513aTeNLCTB U HA YCJIOBHH YIUIAThI BBICOKUX IITPAdoOB B Cllyuyae UX HEBBITOJHEHUS. A BOT elle
MeJIKHe, HO TIOJIC3HBIC JeTajIn:

€CJIM Ha COBEILIaHUH BaM HaJI0 YTO-TO 3aIUCATh, TOMPOCUTE Pa3pEIICHUS;

K HAYaJbCTBY YacTO OOpaIaloTCs MO Ha3BaHMIO Tpodecchu Wik 1Mo 3aHWMaeMOun
JIOJI>KHOCTH;

KOT/Ia pa3roBapuBacTe ¢ HEMIIEM HJIA TIOKUMAETE PYKY, HUKOT/Ia HE OCTABJISUTE PYKY B
KapMaHe — 3TO CYUTAETCS] BEPXOM HEYBaKEHUS,

MPU 3HAKOMCTBE BaYKHBI YNHBI M 3BaHNS,

HE yBIIEKalTeCh CBETCKUMHU Pa3roBOpaMHu — 3TO OU3HEC.

6. IlIBemuss JlocTOMHCTBaAMU IWIBEIOB ABISIIOTCA  CEPHE3HOCTh, MOPSAIOYHOCTD,

AKKypaTHOCTh, NYHKTYaJIbHOCTb, HaJeXkHOCTb. IlIBeabl BBICOKO LIEHAT B MapTHEpax



npodeccuoHanu3M. BageroT HECKOJIbKUMH S3bIKAMH, B IIEPBYIO OYepelb AHTIIMHCKUM U
HEMELUKUM. YIOMsIHyTash IyHKTYaJbHOCTb Ha IEPEroBOpax IMpPOSBISETCA B TOM, YTO OHH
HOSIBJISIFOTCSL B TOYHO Ha3HAYEHHOE BPEMsI, OTKJIOHEHHE OT KOTOPOI'O HE MPEBBIIIAET 3-5 MUHYT.
OHM [UIaHHPYIOT Jena M JOrOBapHBAaKOTCSI O BCTpedax 3apanee. [{nsg mBenckux
IpEeIIIPUHUMATENIEH KeNaTeIbHO 3apaHee 3HaTh COCTAaB YYaCTHUKOB IIEPErOBOPOB U IIPOrpaMMy
npeObIBaHMs MapTHEPOB B UX cTpaHe. lIpeanounTaroT npeaBapuTenbHO BCECTOPOHHE HU3y4aTh
NIOJIyueHHBIE Ipeaoxkenus. Ilpu paccMoTpeHnH 1€I0BbIX BOIIPOCOB 00paIalOT BHUMAHUE J1aXKe
HAa MeJbYaillliue JeTanu, MO3TOMY HX TMapTHepaM CcleAyeT TIaTeJbHeUIuM o00pazom
TOTOBHUTHCS, a TAKXKE HE BECTH CE0s CIUIIKOM CaMOYBEPEHHO U M30eraTh XBaCTOBCTBA.

B nro6oMm ciydae, kak Obl Bl HE MPOBEIM BCTPEUY C HUMH, KOMIUIUMEHTOB BPAJ JIH
noxjaerech. [leperoBopsl mBeAb! TPAAUIIMOHHO HAYMHAIOT ¢ OOLIMX TEM — MOr0/1a, BICYATICHHS
rocre, cnopt M T.A. BbIckazaTbcsd NpenocTaBAT BO3MOXKHOCTh Kaxkaomy. Hamaxupaiite
'BHYTPEHHUH KOHTAaKT C HUMH — JIPYXECKHE OTHOUIEHMS] Yy HUX HUIPAlOT Ba)XXHYIO pOJIb B
OusHece.

7. CIHA OcobeHHOCTH TOBEICHHS JEJIOBBIX AMEpPUKAHLEB OOYCIOBIIEHBI YepTaMu
COOCTBEHHO HAIIMOHAJIBHOTO XapakTepa, cuctemMoil oOpaszoBanus, nuaepctBoM CIIIA B mupe.
Ctunb e10BOTO 00MIEHUsT — TMPOPECCHOHATN3M B KOMIETCHTHOCTh. VIMesi 0OBIMHO OOJBIIYIO
cBOOOAY B NPHUHITHUM OKOHYATENbHBIX PEIICHUN, YeM MpeICTaBUTEeNd JPYyTUX CTpaH,
aMEpUKaHCKUE MapTHEPhl HEPEJKO IIbITAIOTCS HaBA3aTb CBOM IIpaBWJIa UIPBL, MPOSBIISL
W3BECTHYIO arpecCUBHOCTh U Jlaxke rpybocTh. Ha meperoBopax mpuaep:KuBalOTCS TPEX MPaBUIL:
aHAJIM3UPYH, pa3zenssidi 00s13aHHOCTH, TIPOBEPSIN UCIIOTHEHUE.

[leperoBopsl, Kak MpaBUiIO, UAYT OAUH Ha oAuH. [IpeanokeHrs HauMHAIOT OOCYKAATh C
o011ero Bompoca, MOCTENEHHO Nepexois K AeTtamsam. Jleranmu, T.e. 'MeJNO4Yu', Al HUX OYeHb
Ba)XXHBI, T.K. HET HUKAKUX MEJIOYel MpU OpraHu3alnuu Jodoro neira — Oyab TO MOATOTOBKA K
IeperoBopaM WM MpaKkTHYECKasl peanusalus A0roBopa. AMEpHUKaHIIbl KUBYT 10 PacIUCAHUIO,
KOTOPOE€ COCTABIISIIOT Ha KaXKIbli JE€Hb, a IOTOMY OYEHb IYHKTYaJbHbI, Ha JEJIOBBIE BCTPEUU
HUKOI'/Ia HE OMa3/bIBaloT. BpeMsi Takux BCTped U MEpEeroBOpPOB CTPOTO OIpaHUYEHO — He Ooiee
qaca.

8. OcTanpHble €BPONENCKUE CTPaHbI

ABcTpus

BynbTe MyHKTyaabHBI.

Bce ouens odunmansHo. He Ha3bIBaiiTe Mo MMEHaM.

Kpenkue pykomnoxatus ¥ IpsiMOM SHEPIUYHbIN BU3yaJIbHBIA KOHTAKT.

benbrus

benbruiiibl 04eHb MyHKTYaJIbHBI.

YMerotr nepxkarbes U OpUIMAIBEHO, U HEO(PUIIMAIbHO, 00JIaJal0T OTJIMYHBIM YyBCTBOM
IOMODA.

He nepxwnre pyku B KapMaHax.

bonrapus
Maito K10 3HaeT aHTJIUHCKUH.
KuBoxk o3HauaeT «HeT», a MOKaYMBaHUE TOJIOBOW U3 CTOPOHBI B CTOPOHY O3HAYaeT Ja .
IIyHKTyaJIbHBI.
O BcTpeuax creayeT AOrOBApUBATHCS 3apaHEee M IMOJATBEPKAATH JIOTOBOPEHHOCTH
MHUCHbMEHHO.
[TpuBeTCTBUS — pyKOMOKATHSI.
Janus
JlaTyaHe 04eHb MyHKTyaJIbHBI.
[IpuBeTcTBUS — KpENKUE PYKOIOKATHS, TaKE C AEThMHU.
He myraiite natdan co mBeaamMu WM HOPBEKIIAMHU.
I'penns



I[CJIOBBIG OTHOIICHHA OYCHb 0(1)I/ILII/IaJIbHI>I€, B HHUX Y4YaCTBYIOT IJIaBHBIM 06pa30M
MY>KYHHBI.
I[eJII/IKaTHO, C CO6JIIOI[CHI/IGM OTHUKETA, OTHOCUTECCH K JKCHIIMHaM.

Benrpus

IToBCceMECTHO pacIpOCTpaHEHbl PYKOIIOKATHSL.
BeHrpel oueHb BEKIMBHI U 0UY€Hb OQUITHATIBHBI.

He mo06sT, KOrja XBaJiAT UX CaMUX WM UX paloTy.

Hunepnannabt
O BcTpeyax HEOOXOIMMO TOTOBAPUBATHCS 3a071arOBPEMEHHO.
OneBarbes ciieyeT KOHCEPBaTUBHO.
He mHaseBanite Hupnepnmanaelr ['osmanguein: B cocraB  HupepnanaoB, NOMHMO
co0ctBenHo ["omnanaun, Bxoasar Cypunam u Hunepnanjackue AHTHUIBCKHE OCTPOBA.

Ynorpebnsiite TEepMUH «HUAEpIaHIUb. «[ommaHanbsy — ompeneleHue YacTu
JKUTEJIEH, UM HE CIIEyeT MO0JIb30BaThCsl.
Hopserus

He nyraiiTe HOpBEXIIEB CO MIBEJAMU WIN JaT4aHAMM.
ByabTe oueHb MyHKTYyaJbHBI.
Obpamienus opuimanbHel. MOTyT Ha3bIBaTh MO (paMUITUU.
[Tonbma
IleHuTCS TaKT U BEKIMBOCTD.
[Tonsiku ropaaTcst CBOEH UCTOPUEH U KYJIBTYPOH.
[TpuHATH oULIHATBHBIE IPUBETCTBUS U PYKOIIOKATHSL.
[Topryranus
Hu B xoem ciyuae He 1y
TaWTe MOPTYTrAJIbLEB C HCIIAaHIAMU.
ByzabTe NCIIOITHUTENBHBI.
*TIoMHHUTE O TPAIULIMOHHBIX OOBATUSAX MPU BCTPEUE MYKUKH.
Pymbiaust * MHoro pykonoxartui.
IIyHKTYyanpHOCTB.
OdunmanbHOCTh B 00pallICHUSIX.

IIpakTHYeckasi 4aCTh:
3amanmne 1: Ckaxxute No-aHTIANCKU:
1st March, 1947; 15/12/1944; 3/10/1971 (USA); 27/10/1980; 6/2/1978
(UK); 5/7/2002 (USA); 2nd April, 1994; 9/3/1942 (USA).

3ananme?2. [TogOepuTe KOMIUIMMEHTApHYIO (pasy.

1 Dear Gentlemen a. Best wishes

2 Dear Miss Smith b. Yours sincerely
3 Dear Ms. Black c. Yours faithfully
4 Dear Sirs

5 Dear Madam

6 Dear Mr. Green

7 Dear Ann

8 Dear Mrs. Wilson

9 Dear Jack

3ananue 3. [TogOepute SKBUBaIEHTHBIC (hpa3bl.



1 B TomoTHEHUH K

a. Yours faithfully

2 B LIEJIOM

b. in response to

3 ObITh OJ1aroTapHBIM

C. as requested

4 B 10OaBIEHUN, K TOMY KE

d. with reference to

5 0XKuJaTh C HCTCPIICHUCM

e. Yours sincerely

6 c yBayKCHHEM, NCKpeHHEe Ba f. enclose

7 ¢ yBaXE€HUEM, NPEAaHHBIN Bam g. Best wishes

8 B OTBET HA h. in accordance with

9 HamITy4IIKe TOXKEJIaHHsI i. look forward

10 mpumarath, BKIaabIBaTh B TOT K€ J. be kind
KOHBEPT

11 cchunascey HA k. on the whole

12 B COOTBETCTBUU C l. in addition

m. further to

13 cornmacHo npock0e

3aganue 4. 3an10JHUTE NPOIYCKHU COOTBETCTBYIOIIUMH IIPEITIOTaMHU.

1. reply your letter 13 September we are glad
to inform you that the terms of the contract have been approved. 2 The contract
was signed 22 February. 3 According your request we sent you our
price list enclosed. 4 reference our telephone conversation we
confirm the following. 5 We are obliged your letter 7 May. 6 accordance
the contract the goods will be delivered 25 March. 7.Further our previous
letter we are glad to send samples of our goods. 8 We

look seeing you again.

IIpakTyeckoe 3anaTue Ne23,24,25 TenedonHbie pa3roBophbl.
IeJsb: U3y4UTh JIEKCUKY 110 TEME M UCIIOIB30BaTh IPU BEACHUH TelIe(OHBIX Pa3rOBOPOB.
AKTYaJIbHOCTb TeMbl: 00yCIIOBI€Ha HE00X0IMMOCThIO oBiageHneM [1K-3

TeopeTu4yeckaayacThb:

JlenoBoil pazroBop no TeneoHy — HeoTbeMiIeMasl 4yacTb paboThl J1I000ro OM3HECMEHa.
[To TenedoHy Ha3HA4YalOTCA M MEPEHOCATCS BCTPEYM, OOIrOBAapUBAIOTCS YCIOBHUS pPalOTHI,
BezieTcsl mpodeccuoHanbHbIi nuanor. Heckonbko COBETOB O TOM, Kak MPaBUIIBHO MOCTPOUTH
pasroBop 1o TenaepoHy, Tak YTOOBl OH ObUI MaKCHMaJbHO YCIEUIHBIM. Bo-mepBbiX, OCHOBHas
LIeJIb Ballero 3BOHKA — IIE€pPelaTh CBOK 3aMHTEPECOBAHHOCTH. BBl JOKHBI MOKAa3aTh, YTO C
HETEepIIEHUEM XJIETe BCTPEUM C MapTHEPOM U BaM JACHCTBUTEIBHO €CTh, YTO OOCYIAUTH C HUM.
CrapaiiTecb BECTH pa3roBOp HMBO, PHEPrUYHO, Cpa3y COOOIIaTh O TOM, YTO BBl XOTHUTE
paccka3aTh NpHU JUYHOI BcTpeue (pa3ymeercsi, KOPOTKO, HE pacKphiBas jeraieil). Bo-BTopbix,
MOMHHTE, YTO Balll TeJe(OHHBIN 3BOHOK 110 BPEMEHH JOKEH ObITh KOPOTKUM, MAaKCUMAbHO 2-
3 MuHyTHl. Benp Bameil OCHOBHOW 3amadeil SIBJISIETCA TOJIBKO HA3HAYUTH BCTpedy, a HeE
pacckazaTh O Bamled KoMmmaHuM wiu mpoaykre. Iloctapaiitece oOpucOBaTh CUTyalMIO Kak
MOKHO Ooiiee eMko B 1-2 mpeanokeHusix. 3BeCcTHO, YTO TOJBKO NMpPHU ayAHATBHOM KOHTAaKTe
BHUMaHHME 4eJOBEKa OBICTPO TepseTcsi, M CKOpee BCero, o Bac OBICTPO 3a0yAyT Kak o0
MCTOYHUKE YTOMHUTEJIBHOTIO IIyMa. B-TpeTbux, mpexae ueM MO3BOHUTH BalllUM IapTHepam,
HaMMIINTE MPUMEPHBIH TEKCT auanora Oymare. 9TO MOMOXXET BaM HE TOJBbKO He COMBATHCS B
IpOLIECCe pa3roBOpa, HO U CHAceT Bac OT HEMPUATHBIX Hay3 U 3aTPyJHEHUH, €CIH Bbl BAPYT
3a0ynere cioBO WK (pa3y Ha aHTITUICKOM.

Huxe MbI paccMOTpuM, Kak MPaBUIIbHO HA3HAUYUTh BCTPEUY Ha aHTJIMHCKOM SI3bIKE.

1. Hagano pasroBopa

B camom Hauane pasroBopa OyaeT 04eHb JIOTUYHBIM IIPEICTABUTHCS U MTOMPUBETCTBOBAThH
4eJI0BEeKa Ha JPYTrOM KOHIIE Tene(OHHOMN THHUH.

Hello, my name is .... — 3npaBcTByliTe, MeHs 30BYT... Good morning I'm .... — JIoO6poe



yTpo, 370 ....

May I speak to ...? — MoxHO moroBoputs ¢ ....? I’'m calling on behalf... — 5 3BoHt0 oT
.... (umenu, xommanun). I’d like to arrange an appointment. — $I GbI XOTENl Ha3HAYUTH BCTPEUY
C....

2. Tlpouecc oOCyxmeHUs BCTpeYH 31eCh YMECTHBI OYAyT BEXKIHUBBIC IMPEIJIOKCHUS
BPEMECHH BCTpPEYH, OOCYKICHUS BO3MOXHOCTEH CTOPOH, YIOMUHAHUS IPYTUX YYACTHUKOB
npezmnonaraeMoii Bcrpeun: I’'m calling to fix/arrange/agree another time. — 51 3BoHIO, 4TOOBI
nepeHectu Hamry Bctpedy. Michel and Ana are tied up/busy/unavailable this week. — Muxaun u
Amnna He Moryt Ha sToi Hegene. Do you mind if we postpone it/move it back/put it back to next
week? — Kak Bam cienyromas neaens? Which day are you thinking of/do you have in mind/do
you want? — Kakoii nens Bol npemnaraecte? Does Wednesday sound good/suit you/look ok? —
Bam noaxoaur cpena? How about/ Are you free on/Can you make Thursday? — Bac yctpout
yerBepr? Which would be best/convenient/OK for you? — Kakoii nenr Bam ymoben? We can
make it/’re free/’re available after lunch. — Mbr cBoOomubl mocie obGema. That sounds
fine/great/good. — Otnuuno. The appointment is/So that’s/We can confirm Thursday at two
o’clock. — Utak, mb1 Bctpeuaemcs B yetBepr B 14.00.

3. Koner pasroBopa.

3/1ech YMECTHO HE TOJIBKO MPOIIAHKE, HO U U3BUHEHMUS, a Takxke npockObl: Could you tell
him that...please? — He moriu ObI BbI CKa3aTh emy, 4to...? Sorry to have troubled you.

— U3Bunute, uro nmodecnokomi. Can | take a message? — Uro-uubyap nepenatsh? Thanks,
Il call back later. — Cnacu6o, st mepe3BoHIo.

IIpakTH4yeckas 4acTh:

3ananue 1.Making or receiving a telephone call when should you be or not be:
cheerful and accurate

responsive and helpful

cautious

in arush

courteous

cold and impersonal

confusing and irritating

sympathetic

3aganue 2. BcraBbTe mpemiory :

1 I’'m talking ... the phone.

2 Will you jot ... the notes?

3 After waiting for a long time he hung ... .

4 Don’t wander ... the business.

5Ishe ... now?

6 Now I can’t talk on the phone, I’ll call ... .

7 He always rambles ... . He never tries to enunciate ... clearly.
8 You should smile ... the clients.

IIpakTuyeckoe 3ausiTue Ne 26,27,28. TesnedoHHbIe pa3roBOpbI M NMePeroBopblI.
Heab: U3y4nTh NTEKCUKY TIO TEME U CIIOJIH30BATh MIPH BEICHUH Telle()OHBIX Pa3TOBOPOB.
B pe3yabTare ocBOeHHE TEMBbI CTYIEHT A0JI5KEeH
AKTYaJIbHOCTb TeMbI: 00yCIOBIIeHAa HEOOXOAMMOCThIO OBiageHuem [1K-3

Teoperuyeckasyacrb:



MexayHapoHbI Tene(OHHBI 3TUKET MPEAyCMaTPUBAET HECKOJIBKO HOPM, KOTOPBIX
CTOUT MPHUAECPKUBATHCS, OTBEYAas HA BXOJSIIME 3BOHKM WJIM COBEpIIAs 3BOHKM OT JIMLA
komranuu. Camble NPOTPECCHBHBIE KOMIIAHUHU CIIEAYIOT 3TUM HOpMaM, 3a00TiICh O CBOEM
umuke. Eciu Bbl jkenaete ObITh Mpo¢eCCHOHAIOM B I1a3aX CBOUX MapTHEPOB U KIMEHTOB, —
coOirofaTh HWXKE TMEPEYUCIICHHBIC TpaBmia mpocto Heobxomumo. [IpaBuno Nel. Cnemauth 3a
WHTOHALUEN

[Tpu xuBOoM OOIIEHMH MBI JenuMcs MH(OpMauei Ipyr ¢ APYroM ¢ MOMOIIBIO TPEX
KAHAJIOB: UHTOHALIMH, CJIOB U KECTOB.

W ecnu B pa3roBope 1no BUIEOCBA3U €CTh CMbICI KOHTPOJIUPOBATh BCE TPU KaHala, TO B
00BbIYHOM TeNe()OHHOM PEKHMME — TOJIBKO JIBa: MHTOHALIMIO U coBa. VIHTOHALMs nMeeT Oosbliee
BIIMSIHHE HA cOOECEIHNKA, YEM CIIOBA.

NmMenHo oHa co3maéT HAcTpoeHHE BalleMy COOECeTHUKY W CTPOUT TIEpBOE WU
OuepeIHOE BIIEUATIIEHUE O BaC.

Yro cTOUT neaaTh?

VupibaiiTech BO BpeMs pPa3roBOpa, TNPOSIBUTE B TOJOCE DHEPTUI0 M HHTY3HA3M.
WNHToHanus Bceraa BbIAAET: 1O HEW OYEHb MPOCTO MOHSATh, KAK Bbl HACTPOEHBI — MOJIOKUTEIBHO
WIM OTpULaTeNbHO. Baia ynpiOka momMoxeT co0eceIHUKY yIOCTOBEPUTHCS B IIEPBOM.

Yero He cTouT nenaTh?

Ot pa3BanuBaHUil Ha CTyJle, COCTOSHUN «OTYIEXKA», «IIOTYCUID» JIydlle OTKa3aTrbesd. B
TaKHX IMOJIOKEHUSX Tela Auadparma MEHseT CBOM yroJj, a 3TO, B CBOIO O4epe/ib, OTPaKaeTCs Ha
TeMOpe ronoca. CoOeceTHUK CMOXKET TMOHSTh, YTO BBl JISKUTE M MPUHSITH 3TO 32 HEYBAKEHHE,
HE3aWHTEPECOBAHHOCTD U JaXKe MOJTHOE Oe3pa3inyue.

[TpaBuio Ne2. [TpuBeTCTBOBATH 3BOHSIIETO M HACHTU(PHUIIMPOBATH CBOIO JIMYHOCTD

CusaB TtenedoHHy0 TpyOKy, 00s3aTeNbHO TMO300poBaiiTech. IlpuBeTcTBUE MOXKET
3aBHCETh OT BpeMeHH cyTok (good morning, goof afternoon, good evening), a moxer OBbITH
muorodyukiuonanbueiM (hello). [locne  crout mpeacTaBUThCS, Ha3BaB CBOE UM H
OpraHM3aluio, B KOTOpOi Bbl paboTaere. Baie o6paienue Oyner 3By4arbh NPUMEPHO TaK:

Hello, my name is Ann Popova from KYZ Corporation. May | please speak with Ms.

Jane Smith?

ITpaBuso Ne3. CHuMaTh TpyOKy IOCJIE€ BTOPOTO 3BOHKA (Ty/IKa)

To, k 4eMy JOHKEH CTPEMUTHCS 000 omeparop, ceKperaphb, aIMUHHCTPATOp U T. 1.
[Touemy mmenHo nocne BToporo? CHsB TpyOKy B HEpPBYIO )K€ CEKYHIY, Bbl MOXKETE 3acTaTh
3BOHSIIEro Bpaciiox. K Tomy xe, BaMm caMmoMy HE0OOXOIMMO Hapy CEKyH]I, YTOOBI OTBJIEUbCS OT
Jieqia, KOTOPBIM Bbl ObUIN MOTJIONIEHBI 10 3BOHKA.

CHumaiiTe TpyOKy CO BTOPOro, MaKkCUMyM C TpeTbero 3BOHKa. [IpoxknaB 4-5 u Oonee
T'YAKOB, 3BOHSIIMNA MOKET COCTaBUTh O Ballel KOMIIAHUU HE caMoe 0JIaronpUsTHOE MHEHHE WIIN
e IMPOCTO MOTepsieT TeprieHue. B pe3ynbTare OH HE MOBEPUT YOEXKAEHHSIM B TOM, YTO BBI
CHOCOOHBI YJIOBJIETBOPUTH BCE €I0 MOTPEOHOCTH WM PELIUTH MPOOIEMBI.

[IpaBuio Ne4. YTOUHATH BOZMOKHOCTh pa3roBopa (€ciau 3BOHUTE BbI)

[To3BOHUB, CIIPOCUTE, MOXKET JIM MAPTHEP WM KIMEHT OOIIAThCs ¢ BaMM IpAMO ceifuac.
Benp y xaxaoro ectb IjaHbl, BCTPEUM, 3aJauM, BpeMs KOTOPBIX PACCUUTAHO MO MHUHYTaM.
[TosToMy He mepexoauTe cpaszy K Jelly, a YTOUHUTEe BO3MOXKHOCTH COOECETHUKA MU CEKpeTaps
O TOM, MOJKETE€ JIM BBl MOOOHIATHCS C OMNpENElIeHHbIM dYenoBeKoM. CaejaTb 3TO MOKHO C
MOMOLIBI0 TAKUX (ppa3:

Could I speak to (ums) please?

May | speak to (ums) please?

Is John Bright available?

Ha uTto BbI MOKeTe MOIyYUTH OTBET Bpoje:

Mr. John is not taking calls right now. Can | take a message?

He is on the phone now. Can | have his call you back later?

Please, hold, while I connect you to him.

I am connecting you right now.



IIpaBuio Ne5. IlepexoauTs K CyTH 3BOHKA KaK MOXKHO CKOpee
CrapaiiTech HE TpaTUTh BpeMsi Ha O0€CCMBICICHHYIO JIMPUKY WK BOMPOCHl Bpoje «Kak
BaM noroja?» win «Bbl ClbIIadN MOCIEIHIO HOBOCThH?». BylnbTe KpaTKMMH U TOBOPUTE IO

CYyTH.

Ho B sTOM mpaBuiie ectb UCKiItoueHHe. Bbl MOxxeTe 103BOIMTE cebe 3aJaTh HECKOJIBKO
BOIIPOCOB COOECENHUKY WM IMOOOIAThCS HAa MHTEPECHYIO TEMY, €CJIUM 3a JUINTEIbHBIM CPOK
MEX/y BaMH 3aBS3JIUCh TEMJIbIE IPUATEIBCKUE OTHOLIECHUS.

I'm phoning (calling, ringing) to find out if... [IpaBuo Ne6. He 3a0piBaiiTe mpomarbcs

Bb1 korpa-uuOyns oOpamiany BHMMaHHE, KaKk MHOTO JIIOJEH 3aKaHUMBAIOT pasroBoOp,
pOCTO MOJIOKUB TpyOKy? Cornacutech, 3T0 HenpusaTHO. [Ipomasce, yrounute y codeceqHuka,
HET ]I y HEro Apyrux BompocoB wiw mnpock0. Ilomyumnm oteer «Her»? Temepb MOXKHO
no0JaroapuTh 3a 3BOHOK U MOMPOINATHCS, TOYKEJIAB XOPOILIETo JIHS.

Thanks for calling, Mr. James. Is there anything else I can help
you with?

Be sure to contact me if you have any more problems.
Have a nice day.
Don't hesitate to call again.

Thank you for calling. Have a great day.

3 MUHU-TIpaBHMJa, CIeIysd KOTOPBIM, BBl YIYYIIUTE KayeCTBO KOMMYHHUKAIIUU C
MEKyHAPOJIHBIMH ApTHEPAMH U KIMEHTaMH
1. TIlpucnocabnuBaiiTeck K CKOpOCTH peduu coOecelHUKa. MeaeHHO TOBOpsIIEMY
9eJI0BEeKY Oy/IeT TPYIHO YJIaBJIMBATh MIOTOK MBICTIEH TOTO, KTO U3BSICHIETCS OBICTPO.
2. He ucnone3yiiTe TpOMKYIO CBSI3b (€c/iu MOIbKO 2O He 02080PEHO 3apanee).
3. OtHocuTech K cekperapsiM ¢ yBakeHreM. OHU TOXe 00JIaIaloT ONpeIeIEHHON BIAaCThIO
U MOT'YT MOBJIUSATH HA PELICHNE CBOETO PYKOBO/ICTBA.

I'm phoning (calling, ringing) to tell you that...

IIpakTHYecKkas 4acThb:

3aganue 1.1Ipounraiite 1 nepeBeAUTE TEKCT:

Telephones and Voice Mail Telephones and voice mail are valuable business tools only
when they generate goodwill and increase productivity. Poor communication techniques can
easily offset any benefits arising from improved equipment. Making Productive Telephone Calls
Before making a telephone call, decide whether the intended call is really necessary. Could you
find the information yourself? If you wait a while, would the problem resolve itself? Perhaps
your message could be delivered more efficiently by some other means. Alternatives to
telephone calls include e-mail, memaos, or calls to voice mail systems. If a telephone call must be
made, consider using the following suggestions to make it fully productive: Plan a mini-agenda.
Before placing a call, jot down notes regarding all the topics you need to discuss. Following an
agenda guarantees not only a complete call but also a quick one. You'll be less likely to wander
from the business at hand while rummaging through your mind trying to remember everything.
Use a three-point introduction. When placing a call, immediately (1) name the person you are
calling, (2) identify yourself and your affiliation, and (3) give a brief explanation of your reason
for calling. For example: "May | speak to Larry Lopez? This is Hillary Dahl of Sebastian
Enterprises, and I'm seeking information about a software program called Power Presentations."
This kind of introduction enables the receiving individual to respond immediately without asking
further questions. Be cheerful and accurate. Let your voice show the same kind of animation that



you radiate when you greet people in person. In your mind try to envision the individual
answering the telephone. A smile can certainly affect the tone of your voice, so smile at that
person. Moreover, be accurate about what you say. "Hang on a second; I'll be right back™ rarely
is true. Better to say, "It may take me two or three minutes to get that information. Would you
prefer to hold or have me call you back?" Bring it to a close. The responsibility for ending a call
lies with the caller. This is sometimes difficult to do if the other person rambles on. You may
need to use suggestive closing language, such as "I've certainly enjoyed talking with you," "I've
learned what | needed to know, and now | can proceed with my work,” "Thanks for your help,"
or "l must go now, but may I call you again in the future if | need . . .?" Avoid telephone tag. If
you call someone who's not in, ask when it would be best for you to call again. State that you
will call at a specific time—and do it. If you ask a person to call you, give a time when you can be
reached-and then be sure you are in at that time. Leave complete voice mail messages.
Remember that there's no rush when you leave a voice mail message. Always enunciate clearly.
And be sure to provide a complete message, including your name, telephone number, and the
time and date of your call. Explain your purpose so that the receiver can be ready with the
required information when returning your call Receiving Productive Telephone Calls With a
little forethought you can make your telephone a productive, efficient work tool. Developing
good telephone manners also reflects well on you and on your organization. Identify yourself
immediately. In answering your telephone or someone else's, provide your name, title or
affiliation, and, possibly, a greeting. For example, "Larry Lopez, Proteus Software. How may |
help you?" Force yourself to speak clearly and slowly. Remember that the caller may be
unfamiliar with what you are saying and fail to recognize slurred syllables. Be responsive and
helpful. If you are in a support role, be sympathetic to 14 callers' needs. Instead of "I don't
know," try "That's a good question; let me investigate.” Instead of "We can't do that," try "That's
a tough one; let's see what we can do." Avoid "No" at the beginning of a sentence. It sounds
especially abrasive and displeasing because it suggests total rejection. Be cautious when
answering calls for others. Be courteous and helpful, but don't give out confidential information.
Better to say, "She's away from her desk™ or "He's out of the office"” than to report a colleague's
exact whereabouts. Take messages carefully. Few things are as frustrating as receiving a
potentially important phone message that is illegible. Repeat the spelling of names and verify
telephone numbers. Write messages legibly and record their time and date. Promise to give the
messages to intended recipients, but don't guarantee return calls. Explain what you're doing when
transferring calls. Give a reason for transferring, and identify the extension to which you are
directing the call in case the caller is disconnected.

IIpakTnueckoe 3ansitue Ne 29,30,31. KOHTPaKThI M X HCIIOJTHEHHE.
Heab: U3y4uTh CTpYKTYpy KOHTPAKTOB M IPABUJIA UX MCIIOJHEHUS.
AKTYaJIbHOCTb TeMbI: 00yCIIOBJIEHa HEOOXOMMOCThIO oBnajeHueM 11K-3
TeopeTuvyeckaayacThb:

CocraBieHne KOHTpakTa IO IMpaBy CUMUTAETCSd HambOoyee CIOKHOW W OTBETCTBEHHOM
YacThl0 TPEANPUHUMATENBCKON nesTenbHOCTH. OT TOro, HACKOJIBKO MPO(EeCCHOHAIBHO
MOJTOTOBJIEH KOHTPAaKT, OyaeT 3aBuceTh ero 3¢ddexruBHOCTh. Ha mpakTuke HCHONB3YIOTCS
Pa3iIUYHBIE BUABI KOHTPAKTOB, YTO OIPEACIACTCA TOBApOM, HO OOJBIINHCTBO KOHTPAKTOB
COJIEPKHUT BCTYNHUTEIbHYIO 4acTh (TOJIHOEe Ha3BaHHWe opranuzanuu, @O u A0mKHOCTH JHIA,
MOJINHCHIBAIOIIET0 KOHTPAaKT) W 0a30BbIe CTAaTbU: TIpeAMET KOHTpaKTa; IeHa; OIJara;
00513aHHOCTH CTOPOH; MPHEMKa TOBapa; CaHKIMH; OCBOOOXKAECHNE OT OTBETCTBEHHOCTH; MOPSIOK
YPEryjainupoBaHUuA BO3MOXKHBIX CIIOPOB; BCTYIINICHHC KOHTpaKTa B CHIIy, IIPOYHC YCIOBUA,
U3MEHEHUS U JIOTIOJIHEHHSI K KOHTPAKTY.

CraTtbpn MOTYT OLITH O6’I)e)II/IHeHBI WK BKJIKOYCHBI B KOHTPAKT B HWHOM IIOpSAAKE.
KoHTpakT Ha NpoJNaXy/NMOKYNKy TOBapa COCTaBisercs Oojee MOAPOOHO, T.K. LENIbIA psin
YCJIOBHM TpeOyeT CrelnabHONW OTOBOPKH.



CrpyKTypa TOProBOro KOHTPAaKTa B OOJBIIMHCTBE CIy4yaeB COJNEPIKUT TAKUE CTATbU Kak
npeamOyna, MpeaMeT KOHTpakTa, IeHa M o0Ilas cymMMa KOHTpPaKTa, SKCIIOpTHas JIUIEH3US,
CTpaxoBaHHe, peKJIaMaluu, apOuTpax u T. 1.

CymectByloT pasznuyHble (opMbl KOHTpakToB Kymiau-nipomaxku (Contracts for
Sale/Purchase of Goods), 3axiouaeMbIX MeXay MPOAABIOM M MOKyHaTejleM, KOMMEpUYEeCKHe
MPEINPUATHS KOTOPBIX HAaXOSATCS B Pa3HbIX TocyaapcTBax. TeKCThl KOHTPAKTOB COCTaBIICHBI B
COOTBETCTBUHM C TPAJULIUAMU MEXKIYHAPOAHOH 6 TOProBIM M HA OCHOBE MEXIYHApPOIHBIX
TOproBeix ycinoBuil Mukorepmc B penakiuu 2010 roga, ucnoab3yeMbIX KOMMEPCAHTAMU BCETO
MHpa.

Henbto HMukoTepMmc siBisieTcss oOecrnedyeHue KOMIUIEKTa MEKIYyHApOJIHBIX IPaBUIl
TOJIKOBaHHS TOPTOBBIX TEPMUHOB, HaOOJIEE YACTO MCIIOJIb3YEMbIX BO BHEIITHEH TOPTOBIIE.

Takum oOpa3zom, MOXHO H30€XaTb WM, MO KpaiHel Mepe, 3HAUYUTENBHO CHU3UTH
HEOMPEICICHHOCTh Pa3IMYHOTO TOJIKOBAHHMS TaKMX TEPMHUHOB B OTJAEIBHBIX CTpaHax.
HNHKOoTEepMC PErIaMeHTUPYIOT TOJIBKO OTHOIICHHS MEXAY MNPOAABIAMHM U MOKYMATEISIMH I10
JIOTOBOpaM KYIUIU-TIPOAAKU U, KPOME TOrO, JHMIIb [0 HEKOTOPHIM OINpPEAEICHHBIM aCIEKTaM.
OcHoBHbIE TYHKTHI KOHTpakTa [Ipennaraembie (hOpMBI KOHTPAKTOB MO CUCTEME MOCTPOCHUS HE
UMEIOT 3HAYUTENBHBIX pa3auuuii. VX TEKCTBI OTIMYAIOTCS IPYT OT JApyra B MEPBYIO OYepenb
YCIIOBUSIMU TIOCTABKH TOBapa U (hopMaMu OILIATHI 32 HETO.

CopepxaHue KOHTPAaKTa OTPAXKAETCS B €ro MyHKTaX (CTAaThAX), O KOTOPHIX BCTYHAIOLIUE
B JIOTOBOP CTOPOHBI JIOTOBOPUJIIUCH B MpPOIECCEe 3AKIIOYCHHUS KOHTPAKTa U MpPEIBapUTEIbHBIX
neperoBopoB. OCHOBHBIMH ITYHKTaMH KOHTPAKTa SIBIISIOTCS: TMPEAMET KOHTPAaKTa, IeHa U o0Ias
CyMMa KOHTpAaKTa, CPOKH U YCIIOBHS MOCTaBKM TOBapa, KOJUYECTBO TOBapa, KaueCTBO TOBApa,
oljlata, TapaHTUM, CaHKIMHU 3a HEHaJUIeKalllee MCIOJIHEHUE KOHTPAaKTa, YIaKoBKa U
MapKUpPOBKa, OTBETCTBEHHOCTh CTOpOH U 1ap. PaccMoTpum Oosiee moapoOHO HEKOTOpHIE
OCHOBHBIE ITYHKTBI KOHTPAKTA.

IIpakTnyeckas 4acThb:
3ananmue 1. 3anonHuTe NPOOEIHI CIEAYIOUMMH CIOBAMMU:

contract, quality, conditions, delay, referred, conformity, unit

1 The price is 100$ per .....

2 “FAR” Itd. hereinafter .... to as the Seller.

3 The .... of the goods is to be in strict .... with the technical data.

4 The goods should correspond to the technical .... of the Contract.

5 In the event of .... the date of delivery is postponed.

6 The present .... will come into force when all conditions shall be complied.

3ananue 2. [lepeBennre Ha aHVIMICKUN A3BIK CIIETYIOLIE TPIIOKEHHUS:

1. IIponasen u [lokynaTenp 3aKIF0UNIN HACTOSIIIUN JOTOBOP O HIXKECIEAYIOLIEM. ..

2. Omnara toBapa npousBoautcsa B gosuiapax CIIIA. 3. Ilmatex ocymiecTBisieTcs Mo
NPEIbSABICHUM CIEAYOIUX JAoKymMeHTOB... 4. IlponmaBenr wusBemaer Iloxymarens o
MIPOU3BEIEHHOM OTrpy3Ke TesnerpaMmoit. 5. IloctaBka ToBapa oCyIecTBIsIeTCsS TPEMS TapTUSMHU.
6. LleHb! ocTaroTcs HEU3MEHHBIMU Ha Bech nepuon aerctBus Konrtpakra. 7. B ciiydae 3anepxku
toBapa [Iponaser BeimnaunBaer I[lokymarento mrpad. 8. KauecTBo TOBapa OJKHO OTBEYATh
TEXHUYECKHM HOpMaM 3aBoja-usroroButend. 9. Ilokynarenp uMeeT npaBO IPEXbABUTH
nperensuto [Iponasiy. 10. IIpu BOZBHUKHOBEHHH 0OCTOSATENBCTB GOPC-MAKOP CPOK HUCIIOJIHEHUS
00513aTeNIbCTB IO JI0TOBOPY MEPEHOCUTCS HAa COOTBETCTBYIOIEe Bpems. 11. YmakoBka JOKHA
obecreunBaTh MOJHYIO COXpaHHOCTH rpy3a. 12. [IpomaBer ocymecTBiIsieT cTpaxoBaHUE TOBapa.
13. Hactosmuii KoHTpakT BcTymaeT B CHJy ¢ MOMEHTa IOANMCAaHUSA €ro CTOpoHaMu. 14.
A3bikom HacTosiero KonTpakra siBisieTcsl aHTTIMUCKH s3bIK. 15. Bee mpeTeH3uu no JoroBopy
HOJIeXKAT PACCMOTPEHUIO B apOUTPAKHOM CYJIE.



IIpakTyeckoe 3ansaTue Ne 32,33,34. [Ipeqmer KOHTpPaKTa

Henpb: M3yunts npeaMeT KOHTPAKTOB U ITPABHIIA UX UCIIOJIHEHUS.

AKTYyaJbHOCTb TeMbI: 00YyCJIOBIIEHAa HEOOX0IUMOCThIO oBiaaeHneM [1K-3

TeopeTuvyeckassyacTb:

IIpenmer xoHTpakrta. IIpenMeToM KOHTpakTa SBISIETCS HMMYILECTBO (TOBap), KOTOPOE
IpojaBel MpoJaeT MOKYNaTeNo U 00s3aH nepeiaTh ero MOKynaTelto B ONPeAeICHHOM MeCTe B
YKa3aHHBII CPOK WM MEPUOJ U HA ONpeAeIeHHbIX yciaoBusX. LleHa u olmast cymMmMa KOHTpaKTa.
Ilena 1 o0mas cymMMa KOHTPAKTa JIOJKHA TOUHO ONPENEIATHCS B KOHTPAKTE, IIPU 3TOM JIOJDKHA
OBITh TOYHO yKa3aHa BaJIOTa IIEHbI M OOIIEH CyMMBl KOHTpakTa. J[OmMyCcKaroTCsi OTOBOPKH O
BO3MOKHOM IMOHM>KEHUH WUJIM MOBBIIIEHUH LIEHbI U, COOTBETCTBEHHO, O0IIEH CyMMbI KOHTPAKTA.

Jl1s 3TOro CyHiecTBYIOT IIPaBOBBIE BO3MOYXKHOCTH, KOTOPBIE JIOJIKHBI ObITh BHECEHBI B
KOHTPAKT B BUJI€ OTOBOPOK.

Cpoku u ycioBHs INOCTaBKU. B JaHHOM NyHKTE JOKHO OBITH yKa3aHO YCJIOBHE
IIOCTaBKHU TOBAPOB, a TAK)KE CPOK IIOCTABKHU C YKa3aHUEM OINPEACIECHHOro 4ynucia. B 3Tom myHKTe
MOTYT TaK)X€ OTOBapWBAThCS M INTpadHBIC CAHKIUH, NMPUMEHSEMBbIE K IPOJABIy B CiIydae
HEBBINOJIHEHNS UM CPOKOB nocTtaBku. KonnuecTBo ToBapa.

KonuuectBo mpojgaBaeMoro ToBapa MOXET YKa3blBaTbCi KaKk B OCHOBHOM TEKCTE
KOHTPAKTa, TaK M B NPWIOKEHUU WM NPUIOKEHUAX K HEMY, KOTOPBIE JOJIKHBI COCTaBJIATH
HEOTBEMJIEMYIO YacTh KOHTpakTa. KoinmdyecTBO mpoaaBaeMoro ToBapa OINpeAensercs B
eIMHULaX U3MepeHHsl, 00BIYHO MPUHATHIX JJI TOBAPOB IaHHOI'O BU/A.

KauecTBo TOBapa. B 1aHHOM MyHKTE KOHTpaKTa JOHKHA MJITU PEUb O TOM, YTO Ka4eCTBO
IPO/IaBa€MOro TOBapa JIOJDKHO IOJATBEPKAAThCS CepTU(UKATOM KauecTBa NpojaaBLa U
COOTBETCTBOBATh YCJIOBUSIM, H3JIO)KEHHBIM B KOHTPAKTE€ WM, €CIM 3TO HE OOYCIOBIIEHO
KOHTPAaKTOM — CTaHJapTaM, CYIIECTBYIOLUIMM B CTpaHE€ NpOJaBLia JIJs JAHHOIO BHJA TOBapa B
MOMEHT BBIIIOJITHEHUS! KOHTPAKTA.

Omnnata. B naHHOM nyHKTEe HEOOXOAMMO yKa3aTh (POpPMY OIUIATBI: aKKPEIAUTHUB (U €ro
BU[), MHKAcco, mpejaoriara win japyras gopma. Heo6xoaumo Takxke yka3aTb HaMMEHOBaHUE
BaIIOTHl IulaTexa. Cienyer OTMETUTh, YTO BAIIOTA, B KOTOPOH IPOM3BOJAUTCS OIUIaTa, HE
00s3aTeNbHO J10JKHA COBIMAJIaTh C BAJIIOTON, B KOTOPOM yCTaHOBIIEHA lieHa ToBapa. Kpome Toro,
B 3TOM IIYHKTE€ YKa3bIBAE€TCS CUET M aJpec NMpOJaBLA, Ha KOTOPBIM JOJKHA MPOU3BOIUTHCS
oIJlaTa 3a IOCTaBJIIEMbII MM IO KOHTpakTy ToBap. HykHO Takke yka3aThb NOKYMEHTBI, Ha
OCHOBAHMHU KOTOPBIX MPOU3BOJUTCS oIjiaTa (cueT-(hakTypa, TpaHCIOPTHAsL HaKJIaHast U Jp.).

l'apantus. 'apanTus 1OJDKHA JaBaTbCsl NPOJABIIOM HA IOCTaBIIEMBIA MM TOBAap Ha
OTpe/ieIeHHbI Tepuo/l. B JaHHOM NMyHKTe KOHTPAKTa JOJDKHO OBITh yKa3aHO, YTO IpPOJaBel]
OTBEYaEeT B TEUEHNE FAPAHTUITHOIO CPOKa 3a Ka4eCTBO MOCTABIISIEMOr0 TOBAPa, M €CJIU B TEUEHUE
ATOr0 CpoOKa TOBap OKaXeTcs Ae(eKTHhIM HE IO BHMHE MOKymarens, MmpoaaBel o0s3aH 0e3
IPOMEJIEHUS] YCTPAHUTh Ae(PEKTHI WM 3aMEHUTH 1€(DEKTHBIN TOBap HOBBIM COOTBETCTBYIOIIETO
KauecTBa. YIIaKoBKa U MapKupoBKa. [[pogaBaemblii 10 KOHTPAKTy TOBAp JOJKEH OTTPY’KAThCs B
YIIaKOBKE, COOTBETCTBYIOIIEH €ro XapakTepy.

VYnakoBka JOKHA IPEJOXPAHATH TOBAP OT MOBPEKIAEHUN U KOPPO3UM IIPU NEPEBO3KE U
COOTBETCTBOBATh YCJOBHUSM IIOCTaBKH, YKa3aHHBIM B KOHTpakTe. YTaKOBKa JIOJKHA HMETh
COOTBETCTBYIOILIYIO MAaPKUPOBKY U HAHOCHUTHCA HAa KaXJ0€ MeCTO (KOHTEWHep, MUK U T. [I.) C
JBYX OOKOBBIX CTOPOH HECMbIBaeMO# Kpackoil. [Ipu MapkupoBke HEOOXOIMMO MPUIEPKUBATHCS
yKa3aHUM MOKymaTens, HO M B JIOOOM MHOM Cily4ae MapKUpOBKa JOJDKHA COJEpKaTh:
HauMEHOBAaHME NPOJaBlia, HAMMEHOBAHHUE MOKYIATENs, HOMEP KOHTPAaKTa, HOMEp YIaKOBOUHOI
€IMHUIIBI, MECTO Ha3HAYEeHHUs, TabapuThl, THCTPYKILIUHU TI0 MOTPY3KE U BBITPY3KE («BEPX», «HU3Y,
«He KaHToBaTh» M Ap.). IIpennaraembie (OpMbl KOHTPAKTOB COJEP)KAT M APYrue IYHKTHI —
«ApOuTpax 1 pyKOBOJAIINNA 3aKOH», «OTBETCTBEHHOCTHY, «Dopc-Maxopy, «I[Ipoune yciaoBus»,
«¥Opunuyeckue anpeca u cuera crTopoH». IlyHkTel «Dopc-maxop», «ApOuTpaxk u
PYKOBOJISIIINMN, 3aKOH» COAEPKAT OOIICTIPUHATHIE B MUPOBOU MPAKTHKE IOPUINYECKUE HOPMBI U
noapoOHO HaMM He paccMaTpuBaroTcsi. B myHkTe «OTBETCTBEHHOCTBY» YCTAHABIMBAETCS



OTBETCTBEHHOCTD NPOJaBIia Mepe/l MOKYyMaTeIeM U/ Ui Ha000pOT B CBSA3U C OOCTOSATEIILCTBAMH,
KOTOpBIE HE HAIILJIM CBOETO OTPAXKEHUSI B IPYTHX MYHKTaX KOHTPAKTA.

B nynkre «lIpoune ycioBus» OrOBapHBAIOTCS Pa3IMYHBIC TOMOJHUTEIBHBIC YCIOBUS,
HaIpUMep: MOMEHT BCTYIUICHHS KOHTPAaKTa B CHIY, KOJIMYECTBO TMOAMHCAHHBIX 3K3EMIUISIPOB
KOHTpaKTa, BO3MOKHOCTh BHECEHHS JOIOJHEHHA W W3MEHEHMH B KOHTPAKT, JOKYMEHT, Ha
OCHOBaHUHU KOTOPOro OyAeT TOJKOBaThCS KOHTpakT. [lanee mpuBeneHsl cienyromue (GhopMbl
KOHTPaKTOB:

dopma Ne 1 — KOHTPAKT KYILTU-TIPOJIAXKH Ha yCIOBUAX MOCTaBKH «CHDy;

¢dopma Ne 2 — KOHTPAKT KYIUTU-TIPOJIAXKM HA YCIOBHSX MOCTaBKH «DpaHKo3aBomy;

dopma No 3 — KOHTpaKT KYIUIM-MPOJAXH Ha YyciaoBHsXx mnoctaBku «llocraBieHo,
NOLIUIMHA HE OIJIaueHay;

¢dbopma Ne 4 — KOHTPAKT KYIUTH-TIPOJIAXKH HA YCIOBUSAX MOCTaBKU «DpaHKOEPEBOZUUKY;

dopma Ne 5 — KOHTPAKT KYIUTH-TIPOJIAXKH HA YCIOBUSX MOCTaBKU «DOby;

dbopmMa No 6 — KOHTpPAKT KyIUTU-TIPOAAKHM Ha YycioBusiXx mocraBku «llepeBo3ka u
CTpaxOBaHHE OILIAYEHBI 0.

Cyl1ecTBYIOT pa3In4YHbIe THUIIBI KOHTPAKTOB:

1. KonTpakT kymm-niponaxu (Ha ycnosusix CU®) — CIF — Cost, Insurance and Freight —
CTOUMOCTH, CTpPaxoBKa M ()paxT — OJHO U3 0a30BBIX YCIOBUI SKCIOPTHBIX KOHTPAKTOB, IO
KOTOpPOMY TpOJaBel] OIUIaYMBAET PAcXO/Abl Ha TEPEBO3KY TOBApOB JO MOpTa HAa3HAYCHHS U
CTpaxyeT uX JI0 Iepexo/ia MpaBa COOCTBEHHOCTH IPY30I0JIydaTeio;

2. KoHTpakT Kyrum-npoaaxu (Ha ycinoBusx gppanko-3aBox) — f.0.b. factory, free on board
factory — ycrmoBHs [MOCTaBKM TOBapoB, KOIJIa IOKYIarelb [O/DKEH OIUIATHTh WX
TPAHCHOPTHPOBKY C MPENPUATUS-TIPOU3BOTUTEIIS;

3. KouTpakT Kymiu-npoaaxu (TMOCTABJIEHO, HO MOIUIMHA He oruladeHa) — DDU) —
Delivered, Duty Unpaid — nocraBka 6e3 oruiathl MOLUUTUHBI (C YKa3aHHEM MecTa Ha3HA4YCHUS,
O3HAYaeT, 4YTO TMpOJABell MPEJOCTAaBUT HE MPOIIEAIINNA TAMOXKEHHYIO OYHCTKY H
HEepasrpyKeHHBIN ¢ MPHUOBIBIIETO TPAHCIIOPTHOTO CPEJICTBA TOBAP B PACIOPSHKEHUE MOKYIATEIs
B HA3BaHHOM MECT€ Ha3HAaYeHUs; MOTYT OBITh JO0OABIIEHBI MOJOKEHMs, 00S3BIBAIOIINE MTPOAABIIA
OIJIATUTH  OTIENIbHBIC JIOMOJHHUTEIbHBIE (OPMATBHOCTH, JAaHHBIA THII paclpeieieHus
OTBETCTBEHHOCTH MOYET HCIOJIb30BATHCS HE3aBUCUMO OT BUA TOCTABKH);

4. KoHTpakT Kymid-npojaxu (Ha ycinoBusx ¢panko-nepeBo3unk) — FCA — free carrier —
yCJIOBHE B TOPrOBOM KOHTPAKTe, 03HAUAIOIIEE, YTO MPOABEll HECET OTBETCTBEHHOCTD 33 TOBAPHI
U OIUIAYMBAET BCE PACXOJIBI 10 TPAHCIOPTHPOBKE M CTPAXOBAaHUIO TOBAPOB JIO TEX TOP, TMOKa
TOBapbl HE MEPEeHyT B paclopsHKeHHE MEepPeBO3YMKA; IOCIE CaMOro TepMHHA OOBIYHO HJET
Ha3BaHHWE IOpTa, YKa3aHHE Ha CKJIAJ] MpPOJAaBIa WIM JPYroe MECTO, TNl MEePEBO3UMK JOJIKEH
IIPUHATH ToBapsl; 10

5. KonTpakT kyrumu npoaaxu (Ha ycnoBusix ®OB) — ¢ppanko-6opt — FOB — free on board
— YCIIOBHE BHEIIHETOPrOBOI'O KOHTPAKTa, COIJIACHO KOTOPOMY 3KCIopTep (MpojaBel) HeceT
TPaHCIOPTHEIE, CTPAXOBbIE W MOTPY30YHBIE PACXOBI 0 3aBEPIICHHS MTOTPY3KH TOBApa; MPaBo
COOCTBEHHOCTH M BCE PUCKHU MEPEXOAAT K MOKYIATEII0 ¢ MOMEHTA 3aBEPILIEHUS MTOTPY3KH;

6. KoHTpakT Kymm-npojaxu (epeBo3ka u cTpaxoBanue oradensl 10) — CIP — carriage
and insurance paid to — crangapTHOE YCIIOBHE BHEIIHETOPIOBOIO KOHTPAKTa, B COOTBETCTBHH C
KOTOPBIM ITPOABEIl HECET Te e 00s3aTeNbCTBA, YTO M TPU YCIIOBHH «IOCTAaBKa OIUIAYCHA JI0Y,
HO KpOME 3TOro 00s13aH 3acTpaxoBaTh TOBAp HA BPeMs €ro NepeBO3KU U MOATOTOBUTH TOBAp K
IKCTIOPTY; YIMOTPEOseTcs ¢ yKa3aHWeM MecTa TPHUOBITHSA Tpy3a. TpaHCIOPTHBIE TOKYMEHTHI
Cuer-daktypa Cuer-dakrypa (invoice), SBISACH NPOCKOOH 00 omuare, OJHOBPEMEHHO
noaTBepxkaaeT Gakt peanuzanun caeaku. OHa COCTABISETCS C HENbI0 YBEIOMIICHHS TOKYITaTeIs
00 OTrpy3Ke TOBapa M COACPKUT CIEAYIOUIYI0 HH(OPMAIIHIO: JaHHbIe 00 SKCropTepe (Ha3BaHue
W ajJpec MOCTABJSIONMICH OpraHu3a Iuu) — WH(opmalus JobKHA OBITh ncuepnbiBaromieit (full
name, business name, street address, city, postcode and countiy, phone number, e-mail); nanubie
00 wummopTtepe (Ha3BaHWE U aJApPeC OpPraHU3ANMH-TIONy4YaTeNs) JOJDKHBI OBITh TaKkKe
MaKCHUMaJIbHO MOJPOOHBIMU U TOYHBIMH; * JaTa BBIMUCKU U HOMeEp cueTa-¢pakTypsl (date of issue



and number); KOJIMYECTBO, OMHCAHHE W CTOMMOCTH ToBapa (quantity, description and cost);
cTonMoCTh (hpaxTa U cTpaxoBkH (cost of freight and insurance); o01mas cTOUMOCTb Tpy3a U CPOK
omnarbl (total amount and remittance dates); uucio, THM, COIEPKUMOE H MapPKHUPOBKA
OTJENBHBIX MECT rpy3a (number, type, contents and marks on packages); HoOMep JTUIIEH3UH HA
umnopt (import licence number); moanuce 3xcoprepa (signature of the exporter).

Cuet-¢akTypa MOXET OBITh NMPHIOKEHA K CONPOBOAMTEIBHOMY IHCHMY, B KOTOPOM
u3jaraercs Kakas-nmu0o jpomonHutensHas uHGopmanus. Konocament 1) bill of lading
(Bctpeuaercs u BapuaHT bill of loading), cokp. B/L, mHoxectB, uncino Bs/L (cuHOHUMBL:
waybill, cokp. W.B.; consignment note, cokp. C/N). Haubonee oOmmM TepMHUHOM,
yHoTpeOIsIEMBIM TIPU TIEPEBO3KE IPY30B JHOOBIMH BHIAMH TpPaHCIIOPTa, sBisieTcs: TepmuH bill of
lading.

[Ipy HEOOXOMUMOCTH YyKa3aHWsI BUIA TEPEBO3KM WM TPAHCIIOPTHOTO CpEACTBA
YIOTPEOIISIOTCS COOTBETCTBYIOIINE JIEKCUYECKHE YTOUHUTEIHN, HallpUMEp:

ocean (ship mnm steamship) bill of lading — Mmopckoit konocamenT; onboard (wnu shipped)
bill of lading — 6opToBoit KOHOCaMEHT (KOHOCAMEHT Ha TPYy3, PUHATHIA Ha OOpPT cynHa), liner
bill of lading — nuueiHbli KOHOCaMeHT; air (wiam air-craft) bill of lading (cuHOHHMBI: air
consignment note; air freight bill; air waybill) — rpy3oBas aBuanakmagHas, aBHarpy3oBas
HaKJaJHasg, BO3AYIIHAs HakilagHas; motor waybill (cuHonumsbr: road consignment note
(waybill); truck bill of lading (amepukanu3m) — aBTOTpaHCTIOpPTHAS (ABTOJOPOXKHAS) HAKIIAIHAS
(mpu aBTOMOOWJIBHBIX TepeBo3Kax Tpy3oB); railroad (British English: railway) bill —
KENe3HOIOPOKHAs HaKIaaHas U T. 1. 2) shipper — rpy3oornpaBurens (He myTaTh ¢ shipowner—
cyloBiazenen). 3) consignee — Tpy3omoiydareib, aapecar rpy3a. Tak ke MOXET ObITh
MIEPEeBEJICH U BCTPEUAIOIINICS JJajiee B TEKCTe TepMuH receiver. Juddepennmanus Bo3MoxHa 3a
CYeT TMepeBoa ero Kak «mpueMiuk (rpy3a)». 4) port of loading (unu port of shipment) — mopt
MOTPY3KH, MOPT OTTPY3KU

HpaKTI/I‘-IECKaH 4acTb:
Sauaﬂne 1 CocTaBbTe TFOOBIX TPU pa3HbIX BUJd KOHTPAKTOB HA AHTJIUHUCKOM.

3a/1a}me 2. HaﬁHHTe [IATh T'pylnr CHHOHUMOB M 3allOJIHUTC IMPUBCACHHYIO HUIKE
tabmuiy: dispute, possessions, amenity, circumstances, wares, agreement, conditions, property,
argument, deal, factors, treaty, quarrel, liability, duty.

responsibility goods disagreement situation contract

IpakTuyeckoe 3ansaTue Ne 35,36,37. Buabl npe3eHTanuii 1 BoICTYIJIEHUIA.
Henb: n3y4nTh BUIBI IPE3EHTALMN U BBICTYIUICHUM.
AKTYaJIbHOCTDh T€MbI: 00YCIIOBJIEeHa HEOOXOIMMOCThIO oBiafeHueM [1K-3

TeopeTuvyeckaayacThb:

[Tpesenrarus (ot aHri. presentation) — cnoco0 HarJSIIHOTO MPEACTAaBICHHUS UH(OPMAIHK
C WCIIOJIb30BaHUEM ayJOBU3YaIbHBIX CpeacTB. lIpeseHTamus mpencTaBisieT co0OH coueTaHue
KOMIBIOTEPHOW aHUMaIuu, TpaduKd, BHIEO, MY3bIKH W 3BYKOBOTO psifa, KOTOpHIE
OpraHu30BaHbl B €QuHYI cpeay. Kak mnpaBuino, mpe3eHTanus HMEET CIOKET, CIEHApUl |
CTPYKTYpY OpTraHH30BaHHYIO JJs YAOOHOTO BocmpusasTHs uHpopManuu. OTIHYUTETHHON
OCOOCHHOCTBIO TPE3CHTALUU SBJSETCS €€ HMHTEPaKTUBHOCTb, TO €CTh coO3JaBaemasi Ul
MMOJIb30BAaTCJIsI COBPCMCHHBIMU KOMIIBIOTCPHBIMU CPEACTBAMHU BO3MOKHOCTDH BSaHMOﬂeﬁCTBHH C
n3o0paxxkeHnueMm. lIpe3eHTanus OOBIYHO CONEPKHT B ceOE TEKCT, WJUIIOCTPAIMM K HEMY |



BbIJIEpKaHa B enuHOM rpaduyeckoM ctmine. CMbica  mpe3eHTanud — 00eCHeyuTh
OJyaro>kenaTeNbHbIA MPUEM MPE3EHTHPYEMOMY HOBIIIECTBY CO CTOPOHBI OOIIIECTBEHHOCTH.

[TpoBeneHue npe3eHTauH BKIIOYAET HECKOIBKO ITAIOB!

1 Ompenenenue 1eNU: TPHUBICUYECHHE HOBBIX KJIMEHTOB, (OPMHPOBAHHUE HUMHIKA B
JIeNIOBOM cpefie; MpUBJIeYeHHE HOBBIX NapTHepoB. CyIIECTBYIOT TpH OOIIME LENH MyOIMYHOTrO
BBICTYILJICHUS: IPOUH(POPMHUPOBATH, YOSIUTh U pa3Biicub. BOJBIIMHCTBO pevell — 3TO COUYeTaHHe
JBYX WM OoJiee 1elei.

2. I'enepupoBaHue ujaen (OCHOBHOTO 3aMbIC/Ia) MPE3CHTAIMH U €€ KOHIEITYaln3aIus;
OTIpeIeIeHuE MECTa U CPOKOB MTPOBEACHUS, COCTaBa yYACTHUKOB.

3. Pazpaborka creHapusi (mporpamMmsbl), BBIOOp HArJISAHBIX IOCOOMM | SI3BIKA
NPe3eHTAIHH.

HarnsiiHeie MaTepualibl IMOMOTAOT KakK BBICTYIAIOMIEMY, TaK W IYOJIMKE 3allOMHUTH
OCHOBHBIC ITYHKTHI BBICTYIICHHS. BONBITMHCTBO (POpPMATIBHBIX peueii U Mpe3eHTaluil BKIIYAI0T
B ce0s MCIOJIb30BaHWE HATJSAHBIX 1MocoOuid. CyIIecTBYIOT JIBa OCHOBHBIX THIIA HATJISITHBIX
ocoouii:

1. TexctoBbie. [ToMOrarT CiaylIaTeNIO0 CISAUTH 32 XOJIOM Pa3BEPTHIBAHHS apTyMEHTOB.
W crionb3yroT 3puTeNbHYIO TaMATh ayAWTOPHH, TOMOTasi IPU 3TOM B 3allOMUHAHHUU. TeKCTOBBIE
HarJISIIHBIC TIOCOOMS TOJDKHBI COCTOSITh HE 0O0Jiee YeM M3 IIECTH CTPOK, He 00JIee UeM C IIECThIO
cioBamMu B cTpoke. OHU JOJDKHBI OBITh HATJISIIHBL: HAMUCAaHbl OONBIIMMU OyKBaMH U C
MI0JIb30BAHUEM ITYCTOTO IMPOCTPAHCTBA MEXKILY HUMH.

2. I'paduueckue. VnmoCTpupyrOT TIIaBHBIE MYHKTHI BBICTYIUICHHUS, CO3HA0T 00pasbl,
BJIMSIFOT MOPAJIbHO U CO3/IAl0T 00Jiee MIyOOKOE M OCHOBATEIHOE BIICUYATIICHHE OT MPE3CHTAIUH.
[Tomorarot B 3amomuHanuu. ['papudeckne 0OBIYHO TPEACTABISIIOT COO0H nuarpamMmsl, rpadukH,
PHUCYHKH, cXeMbl. UTOOBI MOMOYBL ayJWTOPUU TOHATh HAa3HAYCHHE MaTepualia KpPaTKHi ero
CMBICII TOJDKEH OBITh TaM HamucaH. Kak TeKCTOBBIE, Tak W rpaduyecKkue HarisaHble TOCOOUs
JIOJDKHBI OBITH JJOBOJIBHO MPOCTHI, T. K. 3pUTENIM HE MOTYT OJJHOBPEMEHHO, U CIIyIIaTh OpaTropa u
aQHAJTM3UPOBATh U BOCTIPHHUMATH CJIOXKHBIE HATJISHBIE TOCOOHS.

SI3BIK MIpe3eHTalH

B osrom pasmene Bbl Haiiiere clioBa, KOTOpPHIE TOMOTYT BaM HadaTh IPE3CHTAIHIO,
VIpaBsTh BHUMAHHEM ayJUTOPWHU, OTBEYATh HA BOIMPOCHI U MOJBOJAUTH HUTOTH BHICTYIUICHHUS.
Hcnonp3oBanue 3TUX (pa3 CTPYKTYpUPYET Ball TOKIAMI, TIOMOXET YIOKUTHCS B PETIIAMEHT U
IpUaacT BaM YyBCTBO yBepeHHocTH. 1. Hauano npesentanun

Jlydmie Bcero Ha4yaTh C MPUBETCTBUS ayIUTOPHH, 3aTEM IPEACTABUTHCS, OOBIBUTH TEMY
NPE3EeHTAIMU U ONPEIETUTh BPEMs Il BOIIPOCOB.

1) Good morning/afternoon/evening ladies and gentlemen.....

2) My name is... [ am ....

3) Today I would like to talk with you about.... My aim for today’s presentation is to
give you information about...

4) Please feel free to interrupt me if there are any questions.

5) If you have any questions, please feel free to ask me at the end of the presentation.

2 CTpyKTypa npe3eHTalnu

[Tocne BCTYNUTENBHOTO CJOBa IIOJIE3HO O3HAKOMHUTH AyJUTOPUIO C DPErJIAMEHTOM
NPE3CHTAIMH, TO OOJIETYUT BOCTPHUSTHE CIIyIIATeNIed M CHUMET BO3MOXKHOE HANpSHKCHHUE OT
MBICJIH, YTO UM Tpujercs ciaymaTh Bac uneiblii gens! 1) First I would like to talk about.... 2)
Then I would like to take a look at... 3) Following that we should talk about... 4) Lastly we are
going to discuss... 5) I would like to talk to you today about for _minutes. Or 6) We
should be finished here today by  o’clock E.2.3 VYnpasnenune ayautopueii OueHb BaKHO BO
BpeMs BBICTYIUICHUSI aKIIEHTUPOBaTh BHUMAHUE ayJUTOPUM HA OYEPEIHOM IYHKTE IOKJIAja.
bnaromapst aTomy BBl OyZleTe yHpaBisiTh BHUMAaHWEM CIyIIATeNed, ¥ TOMOTaTh UM CJIEIOBATh
noruke noBectBoBanus. 1) Now we will look at.... 2) I’d like now to discuss... 3) Let’s now talk
about... 4) Let’s now turn to... 5) Let’s move on to... 6) That will bring us to our next point...
7) Moving on to our next point... 8) Firstly...9) Secondly... 10) Thirdly... 11) Lastly... Ilepen



TEeM, KaK BaM HAYHYT 3aJaBaTh BOMPOCHI, HY)KHO KPATKO MOJBECTH WTOTH BBICTYIUICHHS WU
0003HAYUTh KIFOYEBBIE MOMEHTBI, YTOOBI ayJUTOPUU CTAJIO IMPENEITBHO SICHO, YTO BHI XOTEJH
cKa3aTh. JTUM BbI H30aBUTE ceOsl OT JHMIIHUX BOIPOCOB M MOBTOPHO JOHECETE MH(POPMAIUIO JI0
HEBHUMATEJIBHBIX CITyIIATEIICH.

[Monsenenue uroros 1) I would just like to sum up the main points again... 2) If I could
just summarize our main points before your questions. So, in conclusion... 3) Finally let me just
sum up today’s main topics...

Bo Bpems BONpOCOB ayAMTOpPUU OYEHb BAXKHO ITOHMMaTh, O 4YeM HMEHHO Bac
crnpammBatoT. Huke npuBeneHsl ¢pasbl, KOTOpPbIE Bl MOXETE HCIOJIb30BaTh B Cllydae, €CIH
CMBICJI BOTIPOCA BaM HE SICEH.

O6mwsacuenus 1) 'm sorry could you expand on that a little? Could you clarify your
question for me? 2) I’'m sorry I don’t think I’ve understood your question; could you rephrase it
for me? 3) I think what you are asking is.... 4) If I’ve understood you correctly you are asking
about... 5) So you are asking about...

IIpakTH4yeckas 4acTh:
3aganue 1. CocTtaBbTe IIPE3EHTALIMIO.

IIpakTuyeckoe 3ansaTue Ne 38,39,40. Small talk: 6osib110€ HCKYCCTBO ''MaJIeHbKOI

oecennr".

Llesb: pa3BUTHE TIEKCUYECKUX HABBIKOB; Pa3BUTHE JUAJIOTMUECKUX HABBIKOB.

AKTYaJIbHOCTD TeMbI: 00yCIIOBJIeHa HE0OX0AUMOCThIO oBnaaenuemM [1K-3

TeopeTu4yeckaasyacThb:

VYnaunas cBerckas Oecema (small talk) moker oka3aTh 3HAYMTEIIBHOE BIIMSHHE HaA
YCTAHOBJICHHE JETOBBIX KOHTAKTOB. JIF000O KOHTAKT HaYMHAETCSI MMEHHO CO CBETCKOM Oecelpl
(small talk).

Taxum 0Opa3oM, TPOUCXOANT Kak ObI TEpBOE B3aUMHOE CKaHHpoBaHue. CBeTcKas Oecena
(small talk) siBisieTcst o4eHb BaKHBIM (HPAaKTOPOM Kapbepbl, MOTOMY YTO YaCTO OHA 3aBUCHT OT
KOHTAKTOB ¥ OTHOIICHHH C OTIpeIeIeHHBIMY JII0IbMHU. He Hy»KHO 3a0BIBaTh O TOM, YTO CBETCKas
6ecena (small talk) — 3T0 TOIBKO CpeACTBO, MOITOMY €ro COJAEpkKAaHHWE HE JIOJDKHO CTOATh Ha
nepBoM 1iane. Ha camom pene, BaxkHa o01miast armocdepa 0ecensl. Bo Bpemsi cBeTckoil Gecenpl
(small talk) MBI MoJCO3HATENbHO AHAIM3UPYEM OCAHKY YEJIOBEKa, €ro MHTOHALUIO, OOIIMi
HACTpOM.

Mp1 monyyaeM O4eHb MHOTO HeBepOaibHON MHpopManmu. IMEHHO A 3TOrO M HY)KHA
JIeTKasi, Ha MEepBBIN B3IUIAJ HUYEro He 3Hauamias Oecena. UtoObl cBerckas Oecexa (small talk)
yJanach, pEKOMEHAYETCs MPUACPKUBATHCS HECKOTBKUX MPABUI:

- IlocrapaiiTech Kak MOKHO CKOpee HalTH OOLIyl0 TeMmy Jjsi pa3roBopa, TOTAa Ball
uHTepec B Oecesie OyaeT HEMOANENbHBIM. - BHUMAaTENbHO CilyllaiiTe U NposBISHTE MHTEpEC K
YCIIBIIIIAHHOMY.

- 3agaBaiiTe OTKpBITBIE BONPOCHI, HA KOTOPBIE HE TOCIEAYeT OJHOCIOXHBIH oTBET "ma"
unu "Hetr".

- Jlenaiite Bamemy cobeceHUKY KOMIUTMMEHTHI. Ho He mepecrapaiitech. Bama moxsana
JIOJIKHA OBITh 00OCHOBAHHOM.

- PerymspHo uuTaliTe W 3aBeIuTe OpUTHMHAIBHOE X000M. OTO caenaer Bac
3aHUMATENbHBIM cobecemnnkoM. Small talk — 3T0 MCKycCTBO acconuanmii, TO €CTh dJETaHTHBIN
nepexoa OT OJHOM TeMbl K Ipyroil. Eme cymectByer psa Bemied, KOTOpble HE CTOUT JAeJaTh,
yTOOBI HEMPHUHYXKCHHAs Oecena yaanach:

- He 3areBaiiTe nmpo0KUTEIBHOTO Pa3roBOPa, €CIU Bbl BUIUTE, YTO Ball COOECEAHUK
CTEIITUT WJIH 3aHAT YEM-TO IPYTHM.

- He mepeckaspiBaiiTe copepkaHusi KHUT WU (DUIBMOB, €CIM HUKTO, KpOME Bac, HE
3HAKOM C HUMH.



- He 3arparuBaiiTe TeM, KOTOpble MOTYT CTaTh NMPUYUHON KOHQIMKTA WIH TOJYYUThH
HenpusaTHOE pa3BuTHe. K TakuM TemMaM OTHOCSTCS NOJIUTHKA, PEIUTHUs U OOJIE3HH.

B CHIA cuuTaercst BIOJIHE JOMYCTUMBIM Pa3roBOp O 0X0jAax, B ['epMaHuu 3ta Tema —
TaOy. Hackosbko mpuiavyHa Ta WIM HMHas TeMa, MHOIJA 3aBUCUT 4YacTO OT HAI[MOHAJIbHOU
MEHTAJIBHOCTH.

Hanpumep, Ha rore EBpornbl cobece/HUKHM 4acTO IMOYTH Cpa3y HAuYMHAKOT Pa3sroBapuBaTh
0 CEMbeE.

B I'epmanuu ke ¢ He OYEeHb 3HAKOMBIMU JIFOJbMHU 3Ta TeMa He obcyxaaerca. CaMu TOro
HE JKeJas, MBI MOXXEM KOro-TO 3aJeTh CBOMM BONPOCOM. MOKeT ObITh, Halll COOECETHUK
00JIe3HEHHO NepexuBaeT pa3Boj. VM y Hero Her Aerei, IOTOMY YTO OH HE MOXET UX UMETb.
Tema ceMbH — JTOCTATOYHO MHTUMHAs, OSTOMY Jydlle OOXOAUTH €€ CTOpoHOW. Bor crmmcok
Haun0oJiee pacpoCTPaHEHHBIX TEM CBETCKOW Oecebl:

- CIIOPT — TEKYIIME MaTYU WU UTPBl, JIFOOUMbIE KOMAH[IbL, U T.11.;

- X000u;

- I0rojia — CKy4yHO, HO MOXET CABUHYTbCS C MEPTBOM TOUKH!

- CeMbsI — 001I[1e BOIPOCHI, HE CBSI3aHHbIE C JIMYHBIMU NTPOOIIEMaMH;

- Meana — (UIIbMBI, KHUTH, KYPHAJIBI U T.]I.;

- IPa3HUKU — TJe, KOrja, U T.1.; - paboTa — OISITh ke, 00IIKe BOIPOCH], HE CIUIIKOM
KOHKPETHBIE; - MOCIEAHS MOJa U TEHACHLIUH; - 3HAMEHUTOCTH — J1t00as cruieTHa. Bot cnincox
TEM, KOTOpbIE, BEPOSITHO, HE OUYEHb XOPOIIU JUIsl CBETCKOW Oecelpl: - 3apIulaTta; - IMOJIUTUKA; -
MHTUMHbBIE OTHOIIECHHUS; - PEJIUTHS; - CMEPTh; - MPOJAXKU. DTU TEMBI FOJATCSA AJi1 00CYKIEHUS
TOJIBKO ¢ ONU3KUMHU JIpy3bsiMu. Dpasbl Aiist cBeTcKoil Oecennl (small talk): - o moroge;

[Ipumepsr

1 TIpexpacHblii eHb, HE TIpaBaa Ju?

2 Iloxoxe, OyAeT cHer. - 0 TeKymux coObITusx; [Ipumepsl 1 Bl cablmany cerogHsamniHue
HOBOCTH? 2 BbI ciblllianu 0 TOM, 4TO MOKap Ha 4eTBepToi St?

3 A npouuTtan B razere, uto ceroans Mall Sears 3akpbiBaeTcs.

4 51 ycnplan Mo pajuo, 4TO CEroJHs HAKOHel, COOMpPAaloTCs HAayaThb CTPOMTEIHCTBO
HOBOro mocta. - B o¢uce. [Ipumepsr 1 C HerepnieHHeM >kKJeM BBIXOAHBIX? 2 PaboTtanu u Bbl
3nech? 3 Uto BBl JyMaeTe 0 HOBBIX KOMIIBIOTEPAX?

IIpakTHYecKkas 4acThb:
3aganue 1. CocraBbTe AUaNOr OM3HEC BCTPEUU HA yXKUHE.

IMpakTuyeckoe 3ansaTue Ne 41,42,43.
Tema 41,42,43 [loBcenHeBHAs /1e/10Basi MepenucKa
Heab: GopmupoBaHue HABBIKOB O()OPMIICHUS HANIOMHHAHWMN, 3alTUCOK, MPUTIIANICHHA,
MPOCTHIX KOMMEPUYECKUX MHUCEM.
AKTYaJIbHOCTH T€MbI: 00yCIIOBIIEHa HEOOXOAMMOCTHIO OBiazeHnem [1K-3

TeopeTuvyeckaasyacTb:

HanmoMHHUTH TOMY HIIM HHOMY Y€JIOBEKY O KaKOM-THOO 0OCIaHUM WM 00sI3aTENbCTBE HE
SBJISIETCSI TYPHBIM TOHOM, KOT/Ia 3TO CAEJIaHO B O(PHUIIMATIBLHOW JEIOBOM mepernucke. s atux
Hejael CylecTByeT MNHUChbMO-HAIIOMUHAHWE HA AHTJIMMCKOM S3BbIKE, MPU3BAHHOE YBEIOMUTH
BTOPYIO CTOPOHY O HEOOXOIMMOCTH BBITIOJHEHHUS KaKOro-TuO0 BUAA paOOThl Wiu yciryrH. Jis
TOTO YTOOBI JIydIlle OPUEHTHPOBATHCS B OCOOCHHOCTSIX TaKOW business KOPPECIOHACHIIUN, CTOUT
00paTUTbCSI BHUMAaHWE HA HEKOTOPHIE THUIIOBBIE TPUMEPHl TAaKWX JOKYMEHTOB, HW3YYUTh
BO3MOXXHBIE KIMIIE JJIsi HAlMCaHUS TaKUX IUCEM, a TakXKe MPOYUTaTh oOpaszer] MUchMma
HalIOMHWHAHWS. OCHOBE Ha3BaHUs reminder letter iexxuT aHruiickuid raaron remind, mepeBoj Ha
PYCCKUI Yy KOTOPOTO — «HAaIOMUHATh». OTCI0/1a U NOSIBUJIACh TEHEHIIMS Ha3bIBaTh TAKOTO POJa
JTIOKYMEHTHI reminders.



OcHOBHasi CyThb 3TOTO NHCbMa — JIIOOE3HO COOOLIUTH YEJIOBEKY WJIM JaXe LeIoi
opraHuzanuu 00 0053aTesbCTBE, KOTOPOE JOJIKHO OBITh BBHINOJHEHO. be3ycloBHO, HUKakue
rpyOsie ¢pa3bl He TOIDKHBI (PUTypHpoBaTh B Tekcre. HanpoTus, 310 ckopee kind reminder, rae
aBTOP BEXJIMBO U B JIEJIOBOM (popme oOpaiaThCs K MOJydyaTesro, HE MCIOJIb3Ysl Pa3srOBOPHYIO
JIEKCUKY U KaproHU3Mbl. B 3TOM U 3akitoyaercs IVIaBHOE OTJIMYUE JIEI0BOM KOPPECIIOHACHIIUN
OT OOBIYHOM, KOIJa Iepenucka BeneTcsl OQHUIMAIbHBIM U CTPOTMM S3bIKOM (MCKIIIOYEHHE
COCTaBJISIIOT, IIOXKAIYH, JIMIIb [103paBJICHUS U OJarogapHoCTn).

UIIOB MHMCEM-HAIIOMUHAHUIM Ha aHIVIMHCKOM SI3bIKE MOKET ObIThb HECKOJBbKO, U BCE OHHU
HaXOJAT CBOE IPUMEHEHHUE Ha IIPAKTUKE:

— HaIlOMMHAHUE KPEAUTOPY O 3a10JIKEHHOCTH C LIE€JIbI0 BO3BpaTa JieHer. JJoBoIbHO yacTo

TaKO€ MUCHMO C TEKCTOM O TEKYIIEM JOJre OTHpPAaBIsAeTCs OAHKOBCKUMH CIYKAIUMH

WIA JIpYyTUMH OOLIECTBEHHBIMHM OpPraHU3ALUSAMH, KOTOPbIE YacTO HCHOJb3YIOT

ounmanbHbI OJ1aHK U Jpyrue aTpuOyThl TOCYJapCTBEHHON KOPPECTIOHACHINHY;

— HallOMHMHaHHe 00 oIulaTe ONpEAETEHHBIX YCIYI, HallpUMep, AOCTaBKH TOBapa WM

KaKOH-TM00 MOKYIKA B MHTEPHET-Mara3uHe;

— IpO/iaBel] WK MOCTABIIMK MOXET HAaIOMHUTh O ce0e KIMEHTY, YacTO 3aKa3bIBalOIIEMY

TOBap OIPEIEICHHOIO HauMEHOBaHUA. B a3ToMm ciyyae aBTOp NUCbMa NPOSBISAET

YYTHUBOCTb M, HalpuMep, yBEIOMJIET IOKyIaTelis O TOBape, KOTOPbI MOXET ero

3aMHTEPECOBATH.

KoHcTpykuuu 11 nuceM-HanoOMUHaHUN

HanmomMHHWTE O TOHW WM WHOW yCiayre MOMOTAIOT pa3jiMdHbIe MIA0IOHBI — (pasbl, C
IIOMOILIBI0 KOTOPBIX MOJKET CYLIECTBEHHO OBICTpee HamucaTh COOTBETCTBYIOIIEE HMUCbMO, TaK
KaKk OHHM HCIOJB3YIOTCS OYEHb YacTO M, MO CYTH, (OPMHUPYIOT Tak Ha3bIBAeMbIH KapKac
noo0Horo gfokymeHTa. K HuM otHocsTCS:

May we remind you that... — MoxeM 1M MBI BaM HAallOMHUTh, 9YTO...

At the same time, we would like to remind you that... — B To ke BpeMsi, MbI ObI XOTEIH BaM
HAIIOMHUTb, 9TO0. ..
We are taking the opportunity to remind you that... — Ilonp3ysck ciaydyaeM, HaloOMUHAEM
BaM, 9T0. ..
You will be pleased to learn that... — Bsl Oyzmere paasl y3HaTh, uUTO...

We hasten to inform you that... — Cnemum yBe1OMHUTb Bac, 4To. ..

HpaKTI/IHECKaH YacThb:
3a,Z[aHI/Ie 1. Pacmonoxure B HpaBHHLHOﬁ IIOCJICOOBATCIIbHOCTH YaCTHU IIMCbMa-
npurnamrenus. - thanking your correspondent in advance; - giving your reasons or perhaps
offering some appropriate explanations; - expressing your invite.
3amanne 2. 3akoHuuTe (Ppa3pl U MEPEeBENUTE MX HA AHTIUHUCKHUMN S3bIK. MBI yBUIETH
Bamy pexknamy B ... . BBl BBIIYCTHIM HOBYHO MOJEIb ... Ha DPBIHOK. Bbl sBiserecs
MPOU3BOJUTENEM ... . MBI OyleM NpU3HATENbHBI, eciu Bbl BbIlIuleTe HaM... . TpaHCIOpTHBIC
pacxonsl ... . Hamu tpeboBanus ... . [loBpexenue ToBapa ... .



CIIMCOK PEKOMEHIYEMOM JIUTEPATYPBI

OcHoBHas1 InTepaTypa
1. Bepemaruna, JI. B. Ilpaktukym 10 mepeBoay o(QUIHANbHO-IEIOBON

JIOKYMEHTAIMU (aHTJIMHCKUHN A3bIK) : yaeOHoe mocobue / JI. B. Bepemaruna, M. B. Cenuna. —
Capanck : MI'Y um. H.II. Orapesa, 2020. — 148 c. — ISBN 978-5-7103-4097-4. — TekcrT :

AJICKTPOHHBIN /l Jlanb : 3JICKTPOHHO-OMOIMOTEeYHAs cucrema. — URL:
https://e.lanbook.com/book/204755
2. [leBenera, C. A. [lenoBoit aHrmiickuii : yuyebHoe mocobue s By3oB / C. A.

[leBenera. — 2-¢ uza. — Mocksa : FOHUTU-JAHA, 2017. — 382 c. — ISBN 978-5-238-01128-8.
— Tekcrt : anekrponnsiii // Lludposoit obpazoBarensHbiil pecype IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/71767.html

3. I'opouna, E. A. JlenoBas w auriomarwueckas rnepenucka = Business And
Diplomatic Correspondence : yue6Hoe mocobue / E. A. Topauna, JI. C. AdanacreBa. —

HoBocubupck : HoBocuOUpCckHii rocylapcTBEHHBI YHHUBEPCUTET 3KOHOMUKH M YIIPABJICHUS
«HMHX», 2018. — 143 c. — ISBN 978-5-7014-0882-9. — Texkcr : anmekTponHbiit // LudpoBoi

00pasoBarenbHbIN pecypce IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/87104.html

4. Kocrepuna, 0. E. [lenoBoii anrmuiickuii s3eik = Business English : ygeGHoe
nocoone / FO. E. Kocrepuna, M. B. Jlacuma, C. 0. Bssuruna. — Owmck : Owmckuid

rocyapcTBEeHHBIH TexHuueckuit ynusepcuter, 2020. — 96 c. — ISBN 978-5-8149-2981-5. —
Tekcr : snextponnsblil // Ludposoit oOpazosarensublii pecypc IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/115417.html

IlepeyeHb 1O0NOTHUTEIBHOM JIUTEPATYPbI:

1. bensera, E. B. OcHOBBI peueBOl JESATENbHOCTH IEPEBOAYMKA B JIEJIOBOM
muckypee : yuebHoe mocobue / E. B. bensesa, E. B. UncroBa. — Kpacnosipck : Cubupckuii
denepanpubiii yauBepcuteT, 2017. — 108 ¢. — ISBN 978-5-7638-3811-4. — TekcT : 37I€KTPOHHBIH

/" LudpoBoit  obpazoBatenbHblii  pecypc IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/84282.html

2. Coxonos, C. B. YcTHbli nocnenoBaTenbHbIi NepeBO]] Ha EperoBopax (HeMeKui
—pycckuil a3blkn) : yueObHoe mocobue / C. B. CokonoB. — MockBa : MocKoBCKuit

Hearornyeckuii rocyiapcTBeHHblid yausepcurert, 2018. — 204 ¢. — ISBN 978-5-4263-0621-9. —
Tekcr : anextponHsbIil // Ludposoit oOpazosarenshblii pecypc IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/79031.html

3. 3opuna, E. E. Business writing for economists and managers = JlemoBas
KOPPECHOHJIEHIUS JUIsl SKOHOMUCTOB U MEHEDKEpOB : yueOHo-meTtoanudeckoe nocobue / E. E.
3opuna. — CapartoB : Ait [Iu Ap Menua, 2019. — 144 c. — ISBN 978-5-4497-0159-6. — TekcrT :
anektpoHHbt // LludpoBoit obpazoBarensHbiii pecypc IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/85502.html

4. I'pumienko, H. A. MWuoctpanHsli s3bIk. AHDmickuil. ([emoBas cdepa
KOMMYHHUKaIuM) : ydyeOHoe nocodue / H. A. I'pumenxo, E. O. Epmosa, M. A. CrapmieBa. —
Kpacrosipck : Cubupckuii denepansubiii yausepcurer, 2019. — 172 ¢. — ISBN 978-5-7638-
4206-7. — Tekcr : anextpoHHbIH // Llndposoit oOpazoBarensHbIil pecypc IPR SMART : [caiit]. —
URL.: https://www.iprbookshop.ru/100019.html



5. [TepeBoa kKOoHTpakTOB : yueOHOe ocodue / coctaBurenu E. FO. baxxenosa, H. M.
3anecoBa, M. B. CHutko. — bnarosemenck : M3narenbcTtBo AMYypCKOro rocyJapCTBEHHOIO
yauBepeuteta, 2020. — 99 c. — Tekcr : anekrponsslit // LudpoBoit oOpa3zoBaTenbHEIN pecype
IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/103900.html

6. Jlabzuna, II. T. Business English: nuHrBogmmakruyeckue OCHOBBI
MOJICJIUPOBAHUS JEJIOBOTO M MPO(ECCHOHATBLHOTO B3aUMOACUCTBUS @ y4eOHO-METOJUYECKOe
nocobue / Il. I'. Jlab3una, E. B. JlazapeBa, C. I'. Menbmenuna. — 2-¢ uza. — Camapa :
Camapckuii rocynapcTBeHHbIN Texundeckuii yauepeuter, 9bC ACB, 2020. — 163 ¢. — Tekcr :
anextpoHHbd // IludpoBoii oOpazoBarensHblii pecypc IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/105000.html

Ilepeuennb pecypcoB HHGOPMALMOHHO-TEJIEKOMMYHUKANMOHHOM ceT UHTEpHET

1. http://www.bbc.co.uk - pecypcsl u marepuaisr BBC

2. http://www.s-english.ru — pecypchl Uit H3y4eHUs aHTIMHCKOTO S3bIKa

3. http://www.engvid.com - pecypchl Uit H3y4CHHUS aHTIHHCKOTO S3bIKA

4. http://www.english-globe.ru - pecypchl i H3y4eHuUs! aHTIMHCKOTO S3bIKa

5. https://lwww.englex.ru - rmatpopma aiasi MHTEPAKTHMBHOTO HW3Y4YCHHUS AHIIIMICKOTO
SI3bIKA

6. http://www.biblioclub.ru - Yausepcuterckas bubinoreka oHaaiH
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1. O0mas xapakTepUCTUKA CAaMOCTOSATENILHON PabOThI 00yUaromIerocs
2. Merouyeckue peKOMEHIALMH 110 U3yYSHHIO TEOPETUUECKOTO MaTepHaa

Crnucok peKoMeHIyeMO#l JTuTepaTypbl



BBEJIEHHUE

Metoanyeckre yka3aHHs 1O OpPTaHU3aIllMM U TPOBEACHUIO CaMOCTOSTENLHOW pPabOTHI
CTyJeHTOB 1o aucuuruinie «llepeBoa AenoBol JOKyMEHTALMH U [IEPErOBOPOB» pa3paboTaHbl B
COOTBETCTBUU C pabouell mporpaMMmol TUCHUIUIMHBI 0 criennonbHOCcTH 45.05.01 «IlepeBon u
MEPEBOIOBEICHUE.

OcHoBHO# (hopMOI pabOTHI CTY/ICHTA SABISETCS HE TOJIBKO padoTa Ha JIEKIUHU, U3yYEeHUE
KOHCIIEKTa JIEKIUH, UX JOMOJHEHHE PEKOMEHIOBAHHOW JIMTEpaTypod, HO U CaMOCTOATEIbHAas
HAYYHO-HUCCIIEJIOBATENIbCKass pabdoTa, KOTOpas MO3BOJSET MOApOOHEEe H3YyYHTh U TOHATH
paccMaTpuBaemMylo npo0aemMy U NOArOTOBUTH CTY/IEHTA JJIsl HalrcaHus KypcoBbix padboT u BKP.
Ho mnst yemenHol y4eOHOM, HAyYHO-HUCCIIECIOBATENBCKON IEATEILHOCTH, €€ MHTCHCU(DUKAIINH
HEO0OXOUMO YUUTHIBATH CIAEAYIONINE CYObeKTUBHBIE (DaKTOPHI:

1. 3nanme mnporpaMMHOrO MaTepuajia, HaIWYHe TPOYHON CHCTEMBl 3HAHUH,
HE00XO0aAUMOKI
JUISL  YCBOCHHSI OCHOBHBIX JWCIHIUINH, TPEAYCMOTPEHHBIX TMPOTPAMMON  BY30BCKOTO
po(eCCHOHAIBHOTO 00pa30BaHUs.

2. Hanmmuue BeIpaOOTaHHBIX YMEHUH, HABBIKOB YMCTBEHHOTO TPYy/la: a) YMEHUE JIeIaTh
IyOOKHid, OOCTOATENbHBIA aHalu3 mpu paboTe ¢ KHUTOW, naucceprauued, HHTepHer-
UCTOYHUKAMU;

0) BIa/ieHre JIOTHYECKUMHU OTIepalusiMU: CpaBHEHUE, aHATIU3, CUHTE3,
o0o01mIeHune, onpeaeeHne OHATHIA, IPaBUiIa CUCTEMaTH3alluy U Kilaccuukanuu.

3.Crnenndurika mo3HaBaTeNbHBIX ICUXUYECKUX MTPOLIECCOB: BHUMAHHE, AMSITh, peUb,
HaOJII01aTeIbHOCTD, HHTEIIEKT U MBIIIICHHE.

4, Xoporas paboTocrocoOHOCTh, KOTOpast 00eCIICUNBACTCS HOPMATbHBIM (PU3UYECKUM
COCTOSIHUEM.

5. CooTBercTBUE N30PAHHOM 1eATENBHOCTH, Mpodeccuu

NupuBuyanbHbIM CITOCOOHOCTSIM. Heob6xomumo BBIpabOTaTh YMEHHE
CaMOpErylIupoBaTh CBOE€ OSMOIIMOHAJIBHOE COCTOSHUE U  YCTpPaHATh  OOCTOSITENHCTBA,
HapyIIaoIlye Ae0BOM HACTPOil, Melarolre HaMe4eHHO! paborTe.

6. OBnajieHre ONTUMAJILHBIM CTHIIEM PadOThI, 00ECTIEYUBAIOIIUM YCIIEXB AESITEILHOCTH.

7.YpoBeHb TpeOoBaHUil K ce0e, onpenesieMblid CII0KHUBIIEHCS CaMOOLIEHKOM.

AnexBaTHas OlIEHKa 3HAHHM, JOCTOMHCTB, HEJJOCTATKOB — BayKHAsI COCTABJISAIOIIAs
caMOOpTraHU3aIlMy YesloBeKa, 0e3 Hee HEBO3MOXKHA yCIIeNIHash padoTa MO YIPaBJICHUIO CBOUM
MOBE/ICHUEM, IeATEIbHOCTHIO.

Ilo HaOmrOmEHMSM MCCIEIOBaTeleld II€AaroroB, OJHAa M3 OCHOBHBLIX 0OCOOEHHOCTEH
oOydeHHsT B By3€ 3aKIIOYaeTCsl B TOM, YTO MOCTOSHHBIM BHEUTHUH KOHTPOJb 3aMEHSETCS
CaMOKOHTPOJIEM, aKTHBHAsI POJb B OOyUEHHH MPUHAIUICKUT yXKE HE CTOJIBKO IPEToIaBaTelio,
CKOJIBKO CTYJICHTY.

Opranuzaiids camMoOCTOSITeNbHOM paboTel cTyneHTOB B Kypce «llepeBon memoBoit
JIOKYMEHTAIlUH U MEPErOBOPOBY 3aKIIOYAETCS B CO3/IaHUM TICUXOJIOTO-IUAAKTHYECKUX YCIOBUN
Pa3BUTHS HHTEIUIEKTYaJIbHOM HMHULMATHUBBI, TEOPETUYECKOIO MBINUIEHUS M HAYYHO-
HICCIIEN0BATEIbCKOMN
MO3ULMHU CTYAECHTA.



1. OBIIASA XAPAKTEPUCTHUKA CAMOCTOSTEJIBHON PABOTHI
OBYYAIOUIEI'OCHA

Lenb caMOCTOSATENBHOM PA0OTHI CTYACHTOB B MPOLIECCE U3YUSHHS TUCIIUIUTHHEI
«[lepeBox nenOBOM NOKyMEHTAalMM W IE€PErOBOPOB — HAYYUTh CTYAEHTa OCMBICICHHO U
CaMOCTOSITENILHO paboTaTh: 1) ¢ ydeOHBIM MaTepuajioM IO AUCHUIUIMHE, 2) C HAay4IHOU
uHpopMaLuel, aKTyaJlbHbIMU HCCIIEOBAaHUAMM B 0O0JAacTH TIepMaHCKoH ¢uonoruu, 3) ¢
OMIIUPUYCCKUMU JAHHBIMHU, I10JIy4aCMbIMU B XOJAC OSKCICPUMCHTAJIBHBIX I/ICCJICZ[OB&HPIFI B
00J1aCTH T'€HEaJIOTUU U UCTOPUU U3Y4aeMbIX MHOCTPAHHBIX S3bIKOB, 4) C METOJI0JOTMYECKUMHU
noaxogaMm COBPCMCHHBIX JIMHIBUCTHYCCKUX I/ICCJIG,HOBaHI/If/’I B o0JIacTH HCTOPUHN s3bIKA, 5) C
KOKPETHBIMU METO/IaMU U METOAMKAMU CPaBHUTEIbHO-UCTOPUYECKOTO aHAIM3a.

3amaun caMOCTOSTENLHON pabOTHI:

- ¢(OpMHUPOBATh U Pa3BUTh HABBIKU BEAECHUS CAMOCTOATEIbHON paOOThI M OBJIAJICHUS

METOAMKOW WCCIENIOBaHMs TIPH pEIICHHH pa3padaTblBaéMbIX B y4eOHO-HAy4YHOU
JeSITebHOCTH

po0JIEM U BOTIPOCOB;

-[IOBBICUTH YPOBEHb [TOJATOTOBICHHOCTH K CAMOCTOSATEJILHOM paboTe B COOTBETCTBUHU C

BBIODAaHHBIM HAyYHBIM HAIPABICHHEM B YCIOBHUSX COBPEMEHHOTO COCTOSHHMS HAayKH U
KYJIBTYpBI.

Kon DopMyTUpPOBKA:

I1K-3 | CnocobGeH OCyIIeCTBIIATh NHCbMEHHBIH IEpeBOJ] HAay4yHbIX M Hay4HO-
HOMYJISIPHBIX TEKCTOB, a TAaKXXE JIEJIOBOM JOKYMEHTAllMM B CIELMAIbHBIX
OpeaMeTHhIX — o0macTsax (B TOM  4HClI€  C  MCIOJIb30BaHUEM
CIeUATM3MPOBAHHBIX HHCTPYMCHTAIBHBIX CPEJICTRB))

JIJis. BBITIOJTHEHHSI CaMOCTOSATEIHHOW pabOThl HEOOXOJAMMO IOJIH30BATHCS JINTEPATYPOH,
KOTOpasi TpeUIoKEeHa B CIUCKE PEKOMEHIyeMOW JuTepaTypbl, MHTepHEeT-pecypcaMu WU
JPYrUMU UCTOYHUKAMHU [0 YCMOTPEHUIO CTYICHTA.

CamocTosTenbHast paboTa paccurTaHa Ha pa3HbIE YPOBHU MBICTUTENBHOMN I€ATEIHHOCTH.
Brimonnennas pa60Ta IIO3BOJIUT HpI/IO6p€CTI/I HEC TOJIBKO 3HaHHA, HO 1 YMCHU A, HABBIKH, a TAKKEC
BBIPa0OTaTh CBOKO METOAMKY MOATOTOBKH, YTO OUEHb BaXKHO B JalIbHEHIIIEM IMpoliecce HayqIHOU
JESTSIILHOCTH.

[Tpyu u3yyeHnn TUCIUIUIMHBI IPEAYCMATPUBAIOTCS CAMOCTOSTENBHON pabOTHI CTY/ICHTA!

— paboTa ¢ KOHCIIEKTOM JICKIIHIA;

—CaMOCTOSITENTbHOE U3yYeHHEe OCHOBHOW U IOMOIHUTENBHOM TUTEPATyPHI 110
JTUCIUILTAHE ¢ KOHCIIEKTUPOBAHUEM 10 pa3JieiiaM;

—paboTa ¢ 3NIeKTPOHHBIMU pecypcamu B ceTu HTepHeT;

2. MeToau4ecKkue peKOMEH/IANMHU M0 U3YyYeHUI0 TEOPETHYECKOro MaTepuaJia
Pabora ¢ KOHCIIEKTOM JIEKI[MH.

PaGora ¢ xoHcmekToM seknwii mo aucuurinHe «llepeBon nenoBOW MOKYMEHTAlUU H
MEPETOBOPOB» 3aKIIOYAETCSs B TOM, YTO CTYAEHT, TOCIE PACCMOTPEHHUS KaXJOoro pasjaesa
JUCLUILIMHBI, B TEPUOJA MEXKIY OYEPEIHBIMHU JICKIMOHHBIMHU 3aHSATUSAMM, HU3y4daeT maTepual
KOHCIIeKTa. HemoHATHRIE TOI0KEHUST KOHCTIEKTa HE0OXOAMMO BBISICHUTH y TPENoaaBaTelss Ha
KOHCYJIBTAIHSIX MO KYpPCY, KOTOPBIE MPETyCMOTPEHBI YIeOHBIM IIJIAHOM.

YreHne OCHOBHOM ¥  JONOJHHMTEJbLHOW  JIMTEpPAaTypbl MO  KYpCy ¢
KOHCIIEKTMPOBAHHEM 110 pa3jesam.

CamocrosiTenpHas paboTa MpHU YTCHUH YYEOHOW JIUTEpaTyphl HAUMHAECTCS C M3yYEHUS
KOHCIIEKTa MaTepHuaia, MOJIYyYEeHHOTO MpHU CIYyIIAaHWU JeKIuil mpenojaBarens. [lomydeHHyro
nH(OpMaIro HEOOXOIUMO OCMBICTHUTE. [Ipr HEOOXOTUMOCTH, B KOHCIIEKT JICKIIMA MOTYT OBIThH
BHECEHBI CXEMBbI, JIpyrasi JOMOJHUTENbHas uHpopMaius. [lpu u3ydeHHH HOBOTO MaTrepuana
COCTaBJISIETCSI KOHCIIEKT. CKaTo M31araeTcsi CaMoe CylIECTBEHHOE B IAHHOM MaTepuare.



Pabora ¢ 31ekTpoHHBIME pecypcaMu B cetu HTepHeT.

Jlisa moBblieHUST 3(PPEKTUBHOCTH CaMOCTOSITENIbHOM pabOThl CTYIEHT JIOJDKEH YMETh
paboTaTh B TOUCKOBOMW cUCTeMe ceTH VIHTEpHET U MCII0Ib30BaTh HAWJICHHYI0 HH(OPMAIUIO MPH
noAroToBke K 3aHATusAM. [lomck uHpoOpManmuum MOXHO BECTH IO aBTOpY, 3arjiaBHIO, BHIY
W3JIaHMs, TOAY HW3JaHMS WIM M3IaTesbCeTBy. Takke B cetw MHTepHET mocTymHa yciayra Io
CKaYMBAHUIO METOAMYECKUX YKa3aHUU M y4yeOHbBIX MOcoOUii, moadopy HEOOXOAUMON Hay4dHOM
JIUTEPATYPBL.

KoncnektupoBanue u  pedepupoBaHHe  NEPBOMCTOYHHUKA M HAYYHO-
HCCJIeJ0BATEIbCKOM JTUTEPaTyPhI.

Koncnekrt npezacrapisieT co60i TOCIOBHBIE BBIMUCKH U3 TeKCTa McToyHHKA. [Ipu sTOoM
HEO0OXOJUMO IIOHHMMAaTh, YTO KOHCIIEKT — 3TO HE IOJHOE IEPENUCBHIBAHUE UYKOIO TEKCTa.
HeoOxonumo 3HaTh, YTO MPH HAMMCAHUU KOHCIIEKTA CHaYyasla MIPOYUTHIBAETCS TEKCT — UCTOYHUK,
B HCM BBIJCISIOTCS OCHOBHBIC TOJIOXKEHUS, MOJOMPAIOTCS MPHUMEPHI, UACT MEPEKOMIIOHOBKA
MaTepuaa, a y>ke 3ateM oopmiisercs TeKCT KoHcnekTa. KoHcnekT MokeT ObITh MOJIHBIM, KOTa
paboTa UACT CO BCEM TEKCTOM MCTOYHMKA MJIM HEMOJIHBIM, KOI/Ia MHTEPEC IPEICTABIISIET KaKO-
100 OJIUH WIIM HECKOJIBKO BOMPOCOB, 3aTPOHYTHIX B HICTOUHHUKE.

PedepupoBanmne — 3TO CIOXKHBIA TBOPYECKHI IMPOLECC, B OCHOBE KOTOPOTO JIEKHUT
YMEHHE BBLICNTUTH TJaBHYIO HH(OpManMiO M3 TeKcTa MepBoucTouHuka. PedepupoBanue —
IpoIecC AHATUTUYECKU-CHHTETHYECKOTr0 00paboTKM HH(pOpMAIuu, KOTOpas 3aKiIoyaeTcs B
aHaJIM3€ NMEPBUYHOrO JIOKYMEHTA, HAXOXKJEHUU 3HAYUMBIX B CMBICIIOBOM OTHOILIEHHUH JAHHBIX
(OCHOBHBIX TIOJNIOKEHUH, (DaKTOB, JOBEIWTE ACHb, PE3YJIbTaTOB, BBIBOJOB) PedepupoBanue
UMEET LIEJbI0 COKPAaTUTh (PU3NYECKUH 00beM MEPBUYHOTO JOKYMEHTa MpPHU COXPAHEHUU €ro
OCHOBHOI'O  CMBICIOBOTO  COJEp)KaHMs, MCIOJb3YyeTCd B  HAay4HOW, H3JATEIbCKOW,
uH(pOpPMaAITMOHHOM 1 OMOIMOTPaPUIECKON TSI TEIBHOCTH.



CIIMCOK PEKOMEHIYEMOM JIATEPATYPBI

OcHoBHas JInTepaTypa

1. Bepemaruna, JI. B. Ilpaktukym 1o miepeBoAy oOQHIIMaILHO-IEIOBOM
JOKYMEHTAIMU (aHTIHICKUI s3bIK) : yueOHoe mocooue / JI. B. Bepemaruna, . B. Cenuna. —
Capanck : MI'Y um. H.II. Orapesa, 2020. — 148 c. — ISBN 978-5-7103-4097-4. — TekcrT :
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00pazoBaTenbHbIN pecypce IPR SMART : [caiiT]. — URL:
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4. Kocrepuna, HO. E. [lenoBoit anrnmiickuii s3pik = Business English : yueOHOe
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IlepeyeHnb 10MOJHUTEIBHON JTUTEPATYPHI:

1. bensiesa, E. B. OcHOBbI peueBOM JEATEIBHOCTH IEPEBOAYMKA B JICJIOBOM
muckypee : yuebHoe mocobue / E. B. bensesa, E. B. UncroBa. — Kpacnosipck : Cubupckuii
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2. Coxkomnos, C. B. YcTHbIl nocine1oBaTeNbHbIN IEPEBO]T Ha MEPEroBopax (HEMELKHM
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3. 3opuna, E. E. Business writing for economists and managers = J[lenoBas
KOPPECHOHJIEHIUS JUIsl SKOHOMUCTOB U MEHEKEpOB : ydeOHo-meroanueckoe nocodbue / E. E.
3opuna. — CapartoB : At [Iu Ap Menua, 2019. — 144 c. — ISBN 978-5-4497-0159-6. — TekcrT :
anektponabld // LudpoBoit obpazoarensHbii pecypc IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/85502.html

4, I'pumenko, H. A. MWHoctpannwni s3eik. Axriuiickuii. ([emoBas cdepa
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Kpacrosipck : Cubupckuii denepansubiii yausepcuret, 2019. — 172 ¢. — ISBN 978-5-7638-
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yauBepeuteta, 2020. — 99 c. — Tekcr : anexrponHslit // LudpoBoit 0Opa3zoBaTenbHBIN pecype
IPR SMART : [caiit]. — URL.: https://www.iprbookshop.ru/103900.html

6. Jlab3una, II. TI. Business English: nuHrBoAMmakTHYeCKHE  OCHOBBI
MOJICJIUPOBAHMS JI€I0BOTO U IMPO(ECCHOHAIBHOIO B3aUMOJEHCTBHS @ Y4eOHO-METOAMUYECKOE
nocobue / II. T'. Jlab3una, E. B. JlazapeBa, C. I'. Menbiienuna. — 2-¢ u3g. — Camapa :
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ocoukrwnE

ITepeueHb pecypcoB HH(POPMAIMOHHO-TEJIEKOMMYHHKANUOHHOI ceTn UHTepHeT
http://www.bbc.co.uk - pecypcer 1 maTepuansr BBC

http://www.s-english.ru — pecypchl [uist H3y4eHUs aHTIHECKOTO S3bIKa
http://www.engvid.com - pecypchl 11t H3ydeHHsI aHTIIHICKOTO S3bIKa
http://www.english-globe.ru - pecypchi 1y1st M3y4eHus aHTIIUHCKOTO SI3bIKA
https://www.englex.ru - miardgopma aas HMHTEPAKTHBHOTO H3YYEHHS aHTIIMHCKOTO
SI3bIKA

http://www.biblioclub.ru - Yausepcurerckas bubmnoreka oHmaix





