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COIEPXXAHUE

[osicuurensHas 3anucka
[Inan mpakTHUecKuX (CEMHUHAPCKUX) 3aHATHIH
Pexomennyemas nurepatypa



1. ITossicHuTENbHAS 3aIIHCKa

Mertoandeckue ykazaHWs MpeaHAa3HAYCHBI I CTYACHTOB 1, 2 Kypca MarucTpaTypbl OYHON H
3204YHOU q)OpM O6y‘lCHI/IH, KOTOPBIMU OHH MOTYT MOJb30BATHLCA HNPHU IMOATOTOBKEC K MNPAKTUYCCKUM
3aHATHUAM. HpaKTI/I'-ICCKI/IC 3aHATHA OTO IUIaHHUpyEMas yqe6Ha;1, y‘le6HO-HCCHCILOBaTCHLCKaH, a TaKXKE
Hay‘IHO-I/ICCJ'ICI[OBaTCJ'IBCKaH pa60Ta CTy,I[eHTOB, KOTOpas BBIIIOJIHACTCA B ay,Z[I/ITOpHOC BpEMA 110
pyKOBOI{CTBOM IpernogaBaTelis. B cocrase METOANYCCKUX YKaSaHI/Iﬁ K IPaKTUYCCKUM 3aHATUAM
npeaAyCMOTPECHBI PEKOMCHIAIUHN IO MOATOTOBKE K MNPAKTUYCCKOMY 3aHATHIO. HpI/I BBIIIOJIHCHU N pa6OTI>I
CTy,I[CHTBI MOFyT HUCIIOJIB30BATh HE TOJBKO MCTOIUYCCKHUC YKaSaHI/IH 10 pECUHICHUIO 3aJa4, HO U /:[pyrI/Ie
MaT€pualbl y‘IC6HO-MCTOHI/I‘ICCKOFO KOMINIJIICKCA.

OCHOBHOP'I eI METOAUYCCKUX y'KaSaHI/II‘/'I IO BBIMIOJIHCHUIO MPAKTHYCCKUX pa60T ABIISACTCA
IMOBBIICHUEC HCXOAHOI'0 YPOBHA BJIAACHHUA HWHOCTPAHHLIM A3BIKOM, AJOCTUTHYTOI'O Ha npe,usmymeﬁ
CTyrIeHI/I O6paSOBaHI/IH, U OBJAICHHUC CTy,Z[eHTaMI/I HCO6XO,[[I/IMBIM U JTO0CTAaTOYHBIM ypOBHeM
KOMMyHHKaTI/IBHOfI KOMIICTCHIMU JId PpCIICHHUA 3aJad MCKINMYHOCTHOTO U  MCKKYJILBTYPHOI'O
B3aNMOICHCTBUS.

[lenpto ocBoeHus AMCUUIUIMHBI «VHOCTpaHHBIA S3bIK B cepe mpodeccrnoHaIbHON
KOMMYHUKAIUU» SIBJIIETCSI COBEPIICHCTBOBAHUE KOMMYHUKATHUBHBIX YMEHHMI Ha MHOCTPAHHOM
s3bIKE B cepe JCIOBOro OOIIEHUs OYyIyIIero Marucrpa, OOYyYaromIerocs MO HaIpaBIICHUIO
noarotoBku 19.04.04 TexHonorus npoayKIMKA U OpraHU3aIMs OO0IIECTBEHHOTO MUTAHKUS.

3ajaun OCBOCHUS JUCIHUIUIMHBI: OBJIaJICHUE MOHOJIOTHYECKOM M TMaJOTUYECKON PEUblo,
OBJIQJICHME OCHOBAaMU [HCbMEHHOM pe4yH, OBJAJCHUE OCHOBAMM CAMOOLEHKH YPOBHS
c(OPMUPOBAHHOCTH SI3BIKOBOM, PEUCBOM M COIMOKYJIBTYPHOH KOMITETECHITMH U (HOpPMHUPOBAHUS
MOTPEOHOCTH B S3BIKOBOM CaMOOOpa30BaHUH.



2. IJTAH IPAKTUYECKHNX (CEMUHAPCKHX) 3AHATHIA
IlpakTyeckoe 3ansiTue Nel. JlekcmyeckHe M CHHTaKCHYecKMe OCOOEHHOCTH O(MIMAIBLHO-
JA€JI0BOr0 CTHJISI AHTJIMHCKOTO SI3BIKA.
OpranuzanuoHHas Gopma 3aHsATHA: TPAAULUOHHBIA CEMUHAP.
Uens: dopmupoBaHue y CTYIEHTOB pEYEBOH, S3HIKOBOM M KOMMYHHWKATHBHOW KOMMETEHIIUH IS
OCYILIECTBIICHHUS ICTOBBIX KOHTAKTOB.
B pesynbraTe ocBOeHHE TEMBI CTYACHT JOKEH
3HaTh: OCHOBHBIE I'PAMMAaTHYIECKUE SIBICHU, XapaKTEePHbIE /15 NPO(heCCHOHATIBHOM peun; JIEKCHUECKIE U
CHHTaKCHYECKHE 0COOEHHOCTH O(PHIIATBLHO-IEIOBOTO CTHIIS B AHIJIMIICKOM SI3BIKE;
YMETh: ONpPEAETATh CTHJICBYIO NMPHUHAICKHOCTh AHTIUHCKHX TEKCTOB O(HUIHAIbHO-IEIOBOTO CTHIISA,
BUJICTh XapaKTepHBIC CTHIEBBIE YEPTHl; YUTATh OQPHUIMAIBLHO-ACIOBBIE TEKCTHl PA3IMYHON CTETEHU
CIIO)KHOCTH; CTPOUTh JOUAJIOTHYECKYI0 M MOHOJIOTHYECKYI0 pE€4Yb C HCIOJIb30BAaHHEM Hamboiee
YIOTPEOUTENBHBIX JIEKCUKO-TPAMMATHUYECKIUX CPEICTB B OCHOBHBIX KOMMYHHUKATHBHBIX CHTYaIHSIX
o(HLIMATBEHOTO OOILIEHUST; TOHUMATh TUAIOTHUYECKYI0 1 MOHOJIOTHUECKYIO Pedb M0 U3yYCHHOW TeMe.
AKTyalbHOCTH TeMBI: 00ycioBiieHa HeooxonuMocThio onagenus Y K-4, OITK-1.
Teopernyeckas 4acTh:

OdunuanbHO-IETOBOW  S3BIK  Kak 0COOBIA  (DYHKIMOHANBHBIN CTHIb PEYH XapaKTepU3yeTCs
W3BECTHBIMA HHTEPHAIMOHANBHBIMUA YE€pTaMH, KOTOPbIE SBIAIOTCS CIEICTBUEM YHUBEPCAIBHOCTH
pelaeMbIX UM 3a1a4 — CIYXHTb WHCTPYMEHTOM [IEJIOBOTO OOIICHMS, CPEACTBOM NOKYMEHTHUPOBAHUS
ouLMaNEHONH yNpaBleHUYECKOH U cily:keOHoW wuHpopMmaumu. OgHa H3 CaMbIX MOPa3HTENBHBIX
0cOOEHHOCTEH 3TOr0 CTWIS — HCIONB30BaHHE CJIOB B HMX HCTHHHOM CIIOBapHOM 3HadyeHuH. He
CYLIECTBYET BO3MOXHOCTH UIsI KOHTEKCTHBIX 3HAYEHUH WM IUIsI OJHOBPEMEHHOHM peanu3alul ABYX
sHayenuii. CiaoBa ¢ SMOIMOHAJIBHBIMHU 3HAUYCHHUAMU HE JOJIZKHbBI 6I)ITI> HaﬁﬂeHHLIMH B JOKYMCHTC.
Kaxapiii TUIT IeOBBIX JOKYMEHTOB UMEET COOCTBEHHBINH HA0Op (pa3 v KIHIIE, KOTOPhIe MOTYT Ka3aThCs
CTpaHHBIMH B Pa3TOBOPHOM aHTIHMICKOM S3bIKE, HampuMep e.g. invoice, book value, currency clause,
promissory note, assets (BBICTABISITh CYET, CTOMMOCTb OCHOBHOI'O KaIlMTala, ITyHKT BaJOTBL,
00s13aTeLCTBA 110 BEKCEIII0, aKTUBBI, U T.11.).

Hampumep,

OUIMATEHBINA CTHITh HeodunmansHeii cTuinb

Formal style Informal style

commence (HaYMHATh ) begin, start (HauaTh, Ha4YaJIO)

conclude (3aKOHYHTD ITOABITOKHUTD) end, finish, stop (koHeIl1, ocTaHaBIMBATHCS)

B pasroBopHOM aHIIIMHACKOM $I3BIKE MOXKHO HaOIIOAaTh MHOXKECTBO BBOIHBIX CIIOB: «XOpoiio, Bsl
BHJINTE, CBOETO POa», KOTOPHIE HE MOTYT MCIOJIb30BAaThC B MICHbMEHHOM JCJIIOBOM aHTJIMMCKOM SI3BIKE,
Y JIOTHYECKU U CTHIMCTHYeCKH. OHM UCKITIOYEHBI, IIOTOMY YTO HE HECYT CMBICIIOBON Harpy3ku. J{enoBbie
JIOKYMEHTBI, HAIIPOTHB, JIOJDKHBI UCTIOIH30BATh CIIOBA, KOTOPHIE MTEPEal0T MHOTO HH(OPMAIIHH.

Ctuiib, 0JHAKO, HE JODKEH OBITh CIIUIIKOM MPOCTHIM, IIOCKOJIBKY 3TO MOXKET MOKA3aThCsl HEKYJIbTYPHBIM
U TpyObiM. JIMHIBUCTBI PEKOMCHIYIOT CJCIYIOIINE CTHJIMCTHUYECKUE IPUEMbI, KOTOPHIC MOIJIH Obl
CIeNaTh COTJIAIIEHHS W KOHTPAKTHl 00Jee BEKIMBBIMHU: HWCIOIB30BAaHHE CIOXKHO — IOJYMHEHHBIX
MIPEIOKECHHM, OoJiee TPEANOYTUTEIHFHO YeM HCIOIB30BAaHUE MPOCTHIX MPEIOKEHUH; HUCTIOIh30BAHNE
MACCUBHOI'O 3ajI0ra Ijiarojia, a He akTHBHOTO; IOJIHbIC (DOPMBI CJIOB, & HE COKpAIlleHHbIe (DOPMBI, TaM, TIe
HEe00XO0IUMO.

[IpaBwibHasT WHTOHAIWMS JOJDKHA OBITh HEWUTPATbHOW, JUIICHHOW HAMBIICHHOTO SI3bIKa C OJHOU
CTOPOHBI, M HEO(PHIMATBHOIO WM PA3rOBOPHOrO s3bIKa C Jpyrod cropoHsl. [loatomy,
HECOOTBETCTBYIOIIHIA CIIOBAPHBIN 3amac, WIHOMBI, (Pa30BbIe IIIAroIbl HEIOITYCTHMBI.

OGe noroBapuBarOIIMECs CTOPOHBI HE JOJDKHBI HUCHBITBIBATH HUKAKUX TPYIHOCTEH B IOJYYEHUU
uHGOpPMAIIMK, OHHM JIOJUKHBI OBITh B COCTOSIHHMM IOHSITH TO, YTO HamucaHo. HemopasymeHus Bceria
BBI3BaHBI HEXBATKOW MBICIIM W BHUMAaHUS. DTO MOXXET CIYYUTHCS H3-32 HWCIOJIL30BAHMS COKpAIICHHUH,
YHCEll, PEJIOTOB B OOJIBIIIOM KOJIUYECTBE.

CokpaireHust MOTYT OBITh OUEHB TTOJIC3HBI, TaK KaK MX JIETKO U OBICTPO MUCATh U YATaTh. OXUAACTCS, UTO
00€ CTOpPOHBI JOJDKHBI 3HATH 3HAYCHHWE COKpamieHWui. Eciu oaWH W3 TapTHEPOB HE YBEPEH, YTO
COKpAIICHUs JIETKO MPU3HAHBI APYTON CTOPOHOM, UX HEJIb3S UCIIOIb30BATh.

OngHa W3 caMbIX TIOPa3UTENBHBIX OCOOCHHOCTEH JIETIOBOTO AaHIMVIMHACKOTO sI3bIKA — IIMPOKOE
WCITOJIB30BAaHUE HEMWIHBIX (POpM Tiiarosia, U MX UCCIEIOBAHUE MOTJIO OBl OBITH MHTEPECHO JJISl TE€X, KTO
W3y4aeT U MPEeoaeT aHTIMHCKUi 361K, CHCTeMa HETMYHBIX (hOPM TiIarosa BKIIFOYaeT HHPUHUTHB, -iNg
(hopMBI ¥ IpUYACTHS. DTO — OOIIEPUHATAS UCTHHA, YTO OTTIIArOJbHBIC (DOPMBI IIMPOKO UCTIOIB3YIOTCS B
AHTJIMACKOM sI3bIKE OOILICHHS, HO OHM 4YacTO MCIOJB3YIOTCS M B JIEJOBOH M KOMMEPYECKOH



KoppecnoHicHIK. M3 Haumbonee 9acTo HCIONB3yEeMBIX OTIJIATOJILHBIX ()OPM B JICIOBBIX MUCHMaX
UCTIONB3yeTCsl MHQUHUTHB.

NHPUHUTHB KaK JOMOJHEHHE K aKTHBHOMY TJIaroily Bceria cjieayeT 3a TJaBHBIM riarojioM. B memoBoii
KOPPECTOHACHIIUH 3TO CIIeIYIOIIE II1aroibl: to agree (coraamarscs), to appear(MosiBIsAThCA), to arrange
(moroBapmBathcs), to continue(mpomomkarbes), to decide (pemats), to expect (oxkuaaTh), to fail (Teprers
Heynady), to hesitate (komebatscs), to hope (HagesTees), to intend (HamepuBaThes), to like (HpaBUTHCS),
to manage (ympaBnsTh), to need (HyxmaTbcs), to offer(npeanaraTs),to omit(mpomyckars), to plan
(TuraampoBath), to prefer (mpemmounTath), to prepare (IMIOATOTaBIMBATH), to propose (Mpemararh), to
regret (coxaneTs), to secure (obeperars), to try (mpoboBaTs), to want (XoTeTh), to wish (3kemats).
Bonpocs! 1 3aganus:

1. IloaroroBbTECH K 0OCYKACHUIO TEOPETUIECKOTO MaTepHaa.

2. [Ipounraiite U epeBeAUTE TEKCT.

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

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

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

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

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

1. Ms. Cindy Flipps — a secretary;

2. Mr. Timothy Lindon — an economist;

3. Mrs. Elizabeth Nippet — a sales person;

4, Ms. Alice Trix — an office manager;

2) — What is Mr. Richard Clifford?

5. He is a businessman.

6. What kind of person is he?

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

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

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

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

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

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

He is to meet Mr. Clifford.

He is always busy.

His company is big.

He is in Mr. Clifford's office.

He is to see Mr. Clifford.

He has an important problem to discuss.

He is an important visitor.

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



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

- What ishe? - He is a bank manager.

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

2) — Is Mr. Clifford free?

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

- Do, please.

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

- What is he busy with?

- First he is to see an important visitor.

- What is he to do next?

- Next he is to go to his bank.

- What is he to do in the bank?

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

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

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

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

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

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

9. Discuss the job opportunity that this advertisement gives you

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

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

Use a dictionary to add to these lists

stationery

eraser

an envelope

carbon paper

adhesive tape

ribbon

moistener

a punch

9. correcting fluid

10. aruler

11. chips

12. a top (bottom) drawer,

13. a left (right) hand drawer

14. a filing cabinet

15. a folder

16. a safe

N~ WN

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

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



There is no paper in the top drawer.

There is no money in this safe.

There is no calculator on the shelf.

There are no letters in the folder. — The letters are...
There are no arm-chairs in the reception room.
There are no rulers there.

13. Translate and learn the following conversations.

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

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

- It's all right, Mr. Clifford.

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

- Very well, sir.

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

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

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

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

- See him in. It's William Brown from Australial

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

- No, Mr. Clifford, there are none.

- Avre there any more letters to type?

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

- Then you can go home, Cindy.

- Thank you, sir. Good-bye.

14. Listening practice.

a) Here are the new words: experienced
businesslike
married
Listen to the tape and fill in the missing words. Each dash stands for a letter.
Thisis M........ Elizabeth Nippet. .......... isasales........ Sheis..........
and businesslike.
She is She ... happily and.......three children.
b) Listen to the text on the tape. In what ways is it different from the text in the Unit?
C) Listen to what Olga and Victor say about themselves. Answer the questions and then get ready to

talk about yourself.

What is Victor? How old is he? What does he study? Is English necessary for his career? How well can
he speak English already? Why does he want to speak fluent English?

What is Olga? How old is she? What does she study? What can she already do? What is her typing
speed? Why does she want to speak good Business English?

15. Translate into English.

1) [loznakombTech ¢ mucrepom Tumoru Jluagonom. OH 3xoHOMECT. OH O4YeHb yMEH H omnbITeH. OH
aKTHBEH M J1enoBUT. OH )KeHAT M UMEET IBOUX JETEH.

-Muccuc Jluagon, Bam myx noma? — Jla, oH 1oMa, HO OH OYCHB 3aHSIT.

-Mucc ®munnc, Mucrep Kimdpdopn y ceda? — Ida, on y cebs, HO oH 3aHAT. [lomoxxaure HEMHOrO,
noxxaiyiicra. — Xopouo. — Bxonure, noxanyncra.

2) Ilo3BombTe mpencraBuThes. Mens 30ByT Januane beitae. S ynpasnstonmii 6ankom. Ceiiuac s He B
Oanke, s B opuce mucrepa Kiuddopna. ¥ meHs BaxHas npobiiema, KOTOPYIO 51 JIOJDKEH OOCYIUTDH C
mucrepom Knuddopaom. Ho mucrep Knuddopn 3auar. ¥ nero copemanue ¢ OuzHecMmenamu u3 Poccun.
3) -3mpaBctByiite. Menst 30ByT Dmnuic Tpukc. Y MeHs Ha3HaueHa Bctpeda ¢ muce Puumnrc B 10 yacos. —
3axomute, moxanyicra. S mucc @nunmc. Hazpaiite mens Cunan. — A s Onwuc. — Thl Hanr HOBEIH oduc-
MeHepKep, He Tak Ju? Paga c¢ To0Ooii mo3—Hakomuthes. — Ceituac mucrep Knuddopa gomken uaru B
0aHK, a Mbl MOXKEM IOINUTH Yar0. A 3aTeM Thl MOXKeEIIb Ha4aTh paboTy.



4) 3aka3pl Ha OPITEXHHMKY M KAaHLTOBApHI MPUXOAAT U3 pasHbix (GupMm. dupme mucrepa Knmuddopna
HY)KHBI 5 KOMITbIOTEPOB, 4 AukTodoHa, 11 KaapkyasaTtopoB, 500 koHBepToB, 20 mavyek Oymaru, Manku it
OyMar, KHOITKY U CKPEITKH.

5) Orto coBpeMeHHbIH oduc. B Hem HemHOro mebenu. 31ech HET OyMarw M JIOKYMEHTOB Ha cTojax. B
MIPUEMHOM Ha CTOJIE y CEKpeTapsl KOMIbIOTEp. B yriy Tenexc.

6) Mucrep Kmuddopa roBoput cBoemy cekperapto: — EcTh kakme-HUOyAp MUChMa W TeJIETPaMMEI?
[IpuHecute ux croga, noxainyhcra. — MHe O4eHb Hy)KEH 3TOT ajpec. Haiigure ero, moxkamyiicra. —
ITozBonute M-py JluHIOHY M HOTOBOpUTECH O BCTpede. Moil TenedoH ciomancs, U s He MOTY C HUM
CBS3aThHCA.

- Ectb 11 k0 MHe eme noceturenu? [lonpocure Mx moaokKaaTh HEMHOTO.

IIpakTuyeckoe 3ansaTHe Ne2. Oco0eHHOCTH YNIOTpPeOIeHUs] MOAAJIBHBIX IJIAr0JIOB B AHIJIMIiCKOM

J1€eJI0BOM CTHJIE.

OpranuzanuoHHas Gopma 3aHsATHA: TPAAULUOHHBIA CEMUHAP.

Uens: dopmupoBaHne y CTYOEHTOB pEYEBOH, S3HIKOBOM M KOMMYHHWKATHBHOW KOMMETEHIIUH IS

OCYILIECTBIICHHUS ICTOBBIX KOHTAKTOB.

B pesynbTare 0cBOCHHE TEMBI CTYICHT JOJIKCH

3HaTh: OCOOEHHOCTH YNOTPEeOJEeHUS MOJAJBbHBIX IJIAarojioB; OCHOBHBIC TI'paMMaTHUYECKHE SBIICHHS,

XapakTepHble sl NPOQECCHOHANBHOM peuM; JISKCMUECKHE M CHHTAaKCHYECKHE OCOOCHHOCTH

o(HIIMAEHO-IEIOBOTO CTHIIS B AHTJIMHCKOM SI3BIKE.

YMETh: YNOTPEeONISATh MOJAaJbHbIE TIJIArOJBI B O(HIMAIBHO-ACIOBOW peud il 0003HaYCHHUS

JOJDKEHCTBOBAHHUS, IPOCHOBI, PAa3pELICHUS; ONPENENATh CTWIEBYI0 NPUHAUICKHOCTh aHITIMHCKUX

TEKCTOB O(HUIMANTBEHO-IETIOBOTO CTUIIS, BHICTh XapaKTepHbIE CTHIIEBBIE YEPTbI, YHTATh O(QHUIHATBHO-

JIEJIOBBIE TEKCTHI Pa3IMYHON CTETIEHH CJIOKHOCTH; CTPOUTH JUAJOTHYECKYI0 H MOHOJIOTHUYECKYIO Peyb C

UCIIOJIb30BaHUEM Haubosee yNoTpeOUTENbHBIX JIEKCHUKO-TPAMMATUYECKUX CPEICTB B OCHOBHBIX

KOMMYHHMKATUBHBIX  CUTyallMAX  OQUIMAIbHOTO  OOLIEHMS; MOHUMATh  JAMAJIOTHYECKYID U

MOHOJIOTHUYECKYIO PeYb MO N3yYEHHOU TeMe.

AKTyaJbHOCTb TEMBI: 00ycI0BIeHa He00X0AUMOCThIO oBiaaenus: YK-4, OITK-1.

Teopernueckas 4acThb:

OnHuM W3 HamOoJiee YacTO HCIONb3yeMBIX MOJAIBHBIX 3HAUCHWH B JEJIOBOM S3BIKE SIBIISETCS
3HAYEHUs JOJDKeHCTBOBaHUS. Hanbosee ynorpebisieMbIME B JAHHOM 3HAYEHUH B aHTIUICKOM JIETIOBOM
CTHJIE SIBJISIIOTCSA Iarosisl must, to be u to have.

[Tpumeps! ynotpeGieHus riaroya must:

- We must be in time not to be late as it’s a very important event. (Mbl JOJKHBI IPUNATH BO BpEMsI, YTOOBI
HE OMO03/aTh Ha 3TO BaYKHOE COOBITHE).

- | should say you must check it once more. (£ cunTaro BaM Hy>KHO IIPOBEPHUTH 3TO €IIIE Pa3).

- Besides, your price must depend on the amount of the contract. (Kpome Toro, Bamia neHa A0DKHA
COOTHOCHTBCS C YCIIOBHSIMUA KOHTPAKTA).

AHITIMIACKUN ETOBOW CTWJb NMPENIHCHIBAET YNOTPEONATh IIaroil must TOJBKO IO OTHOLICHHIO K
COOCTBEHHBIM IMOJYMHEHHBIM, KOTJIa MOJYEPKUBACTCS 005M3aTEIBLHOCTh M HEOOXOMMOCTh BBITIOHEHHSI
TOTO WJIM WHOTO JISHCTBUS WM 3aiaHus. He 3ps 3TOT riaros yacto MCHONB3yeTcsl B 3HAUEHUH MPUKa3a,
MOJUEPKHUBAas CTPOroe TpeboBaHue WM HEOOXOAUMOCTh BHIIOJIHEHUS KAKOr0-JIMOO IEHCTBUS, HAIIPUMED,
You must decide to Monday if you stay at our office or not. You are to prepare all the papers to sign them
on Tuesday. (Bsl 00s13aHbI TOArOTOBUTH BCE JIOKYMEHTBI HA TIO/MUCH KO BTOPHHKY ).

B oTHOmIEHMSX ¢ mapTHEpaMU aHIJIMHCKUHA JEJI0BOM CTWIIb MPENNHChIBAET MOYTH MOJHBIM OTKa3 OT
riarojia must, KpoMe clydaeB, KOIrZJa HEOOXOIMMO TIOAYEPKHYTh MKECTKYI0 HEOOXOIUMOCTb HIH
HEJIOBOJIBCTBO CTapIIUM TAapTHEPOM MJIAIIIMMH TapTHEpaMH WIM BO3MYIICHHE NPH KaKOM-ITHOO
HEBBITIOJTHEHUH 00s13aTensCTB. Hampumep, Tak BbI MoXeTe yrnotpeduts dpasy You must have paid your
debt by the 3th of November. (Bbl 00s13aHbI BBIIIATUTE Ball A0JT K 3 HOSOPS).
3Hasi 0COOEHHOCTH JICIIOBOTO aHTJIMHCKOTO, BBl OyJleTe MOHWUMAaTh, YTO B OTHOIICHUSIX C MapTHEpaMU
CJIEJIyeT COCpe/IOTaunBaThCsl Ha Tiarojax to have u to be, Tak kKak 00SI3aHHOCTb BBITIOJIHEHUS JICUCTBUS
3BYYHT MEHEE KaTerOpuyIHo.

[Ipumeps! ynoTpedienus riaronos to have to u to be:

- Are you to come on every Saturday morning? (Bsr 00s13aHBI IPHXOIUTH TI0 YTPaM B Cy600Ty?).

- They are to prepare their report to the next weekend. (OHu HOKHBI MOATOTOBHTH CBOM OTYETHI K
CIIEIYIOIINM BBIXOJHBIM).



- Sorry but I have to leave as I’'m very busy last time. (ITpocTuTe, HO MHE IOpPa UATH - B IIOCIICIHEE BPEMS
Yy MEHS OY€HBb MHOTO JIET).

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

OpHako He CTOMT 3a0BIBaTh, YTO TJaroil have to MOXXKET MMETh OTTEHOK HEXENaTeJIbHOrO NEeHCTBUS,
mo3roMy cueaytomias (pasa «So we have to work with you» 3ByduT mOBOIBHO TPyOO W aHTIIMHACKHN
JICIIOBOM CTHITh HE TIPETyCMATPUBACT TAKOTO YIOTPEOICHHS 3TOTO TJIaroa.

Bo Bcex 3aTpyAHHTENBHBIX CIyYasx, a Jydlle Jake W yaile, BaM CTOMT MpuOeraTh K 0Ooiee MATKHM

dbopMaM ykazaHHsl, 3aMEHSIS JOJDKCHCTBOBAHUE BBIPAKCHUSMH, O3HAYAIOIIUMH MPEIONI0KEHUE, COBET,
BOMPOC U T.J. AHMIMHCKHUHA JETOBOM CTHIIL TpelycMaTpUBaeT MOHUMAaHUe MOTOOHBIX (hpa3 HA TOH HIIH
JIBa TOHA JKECTYE MX OPUTHHAILHOTO 3HAUCHHSI.
OT0 CXOJHO U ¢ cuTyanuel B pycckoM si3bike. ®pasza «He mornm Obl BBl epeNpOBEPUTH HAIIN JOXOMBI,
ecnn y Bac OyneT BpeMs. Mbl OBl CMOTIIH OOCYIUTh WX C HAIIMM (DMHAHCOBBIM THPEKTOPOMY» BOBCE HE
03HayaeT OyKBaJbHO CIEAYIOIIEE: «CACTaiTe 3TO, €CIIM 3aX0UeTCs, a €CIM He 3aX04eTCsl, TO U HE HaJ0».
Ha camom gmene, npockba mogpazyMeBaeT 4yTh JIU He OBICTPOE M TOYHOE UCIIOJTHEHHE YKa3aHusl.

Bonpocs! 1 3aganus:
1. [ToaroToBBTECH K 0OCYXKICHUIO TEOPETUIESCKOTO MaTepuara.
Ymorpebnenre MonmaibHbBIX TiiaroioB Can, May, Must, Should, Need n nx 3ameHuTeneit Anst BRIpaXKeHUS
TIOJDKEHCTBOBAHUS, TPOCHOBI, pa3pelieHns B [ENOBOW KOMMYHHUKAIMM Ha AaHTJIMACKOM S3BIKE.
BripakeHne nomkeHCTBOBaHMsI. BripaskeHre mpockObl. BeipaxkeHue pa3peleHus.
BriOepuTe nmpaBUIIbHBIN BapUaHT.
1. We see the lake from our bedroom window.
are able
can
must
might
2. — you speak any foreign languages?
could
can
must
might
3. lam afraid | come to the party next week.
could not
cannot
must not
might not
4. When we went to the forest, we smell burning.

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



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



have
19. He cannot come out with us this evening. He to work.
could
has
must
might
20. 1 get up early tomorrow, because my train leaves at 7:30.
need
have to
must
might

2. IlepeBeuTe Ha AaHTITMHCKUH S3BIK, YIOTPEOIIss MOJABHBIN T1aroi must.

1. OH, TOIKHO OBITh, OUYEHB YCTAIL.

2. Y Hux naxe ectb sixta. OHH, JOJDKHO OBITh, OY€HBL OOraThI.

3. Thl 1OJIKEH yexaTh 3aBTpa yTPoM?

4. Bol He TOJKHBI OMA3/bIBATh.

5. 51 e momkeH 3a0bIBaTh O CBOEH Marepu. S He mucal eil memyto BedHOCTh. CerofHst BeU4epoM S TOJDKEeH
HaIucaTh € MUCHMO.

6. OTa KHUTa OYCHb LICHHAS. BBl HE TOJDKHEI €€ TePSTh.

7. Heyxenu Bam HaZl0 YK€ YXOJIUTH?

8. 51 moyKeH npU3HaTh, YTO sl HETIPAB.

3. IlpounraiiTe U mepeBeUTE TEKCT.

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

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

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

Your friends' opinion A lot of advertising

Novelty Your needs

Your likes The brand

The label

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

2 Secretaries

3 Production engineers

4. Accountants

5. Experts

6 Representatives

7 Dealers

8 Investors

9. Shareholders

1. own one or more shares in a company

2. sell a company's products or services by

travelling around
3. give advice, an opinion or help
4. do office work
5. invest their money into a company in order to receive a profit
6. are responsible for running a company or some of its departments



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

6. Translate and learn the following conversations:

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

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

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

3) — Do you sell your products abroad?

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

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

8. Translate into English.

a) DKCHepTHI 0 PRIHOYHBIM OTHOIIEHUSM HCCIEIYIOT COCTOSIHAE PHIHKA U Pa3HBIX TOBAPOB B Pa3HBIX
ctpaHax. OHM aHANMM3UPYIOT MOTPEOHOCTH MOKYyMaTelel U PenaroT, Kakue TOBaphl TPEOYIOTCS, KaK WX
JTy4Ile peKJIaMUpPOBATh U MPO/IaBaTh.

0) Korna s 4ro-HUOYIb TOKYyIIAKO, /I MEHS Ba)KHA IIeHa, KaYeCTBO W KpacuBbId nu3aiiH. Korma s
yTO-HUOY b TIPOJAF0, JUTSI MEHS BaXKHBI MOTPEOHOCTH MOKYMATeIs W HEAOCTATOK MOJOOHBIX TOBApOB Ha
pBIHKE.

B) D10 HEOOJIbIIIass KOMIIAHUS, HO Y HEE TOBApPhl U3BECTHHI BHICOKUM Ka4eCTBOM M HHU3KOH IICHOM.
OHU IPOU3BOAT U MPOJAIOT IEKTPOTOBAPHIL: YTIOTH, MSICOPYOKH, MUKCEPHI U T.1. OHU MOHUMAIOT, YTO
3aBOEBBIBaTh MOKymHaTeds Henerko. OHM BKJIANBIBAIOT JAEHBIM B MPOU3BOACTBO, MAapKETHUHIOBBIE
uccienoBanus, B pexiiamy. KpoMe Toro, y HUX €CTh CHCTeMa CKHIOK. X TOBapHBIN 3HAK YK€ U3BECTCH
Ha MEXIYHapOIHOM pbIHKe. OHU HMEIOT JUIIEPOB B HECKOJBKUX 3apyOeKHBIX CTpaHaX.

IIpakTuyeckoe 3ansaTue Ne3. OcHOBHBIE IpPaBuJia opdorpadpuu M NyHKTYyaIUU AHTJIHIICKOTO
si3bIKA.

OpranuzanuonHas ¢popma 3aHITHS: TPAIUITUOHHBIA CEMIHAP.
Lenb: ¢dopMupoBaHUE y CTYACHTOB pPEUEBOH, SA3BIKOBOW M KOMMYHUKATUBHOW KOMIICTEHIIMM JIJIS
OCYIIIECTBJICHUS JICTOBBIX KOHTAKTOB.
B pesynbTaTe 0CBOCHHE TEMBI CTYIEHT JIOJIKEH
3HAaTh: OCHOBHBbIC TIpaBwia opdorpaduu W MyHKTyal[Ud aHTIMHCKOTO sI3BIKA; JIGKCHYECKUE U
CHHTaKCHYECKHe 0COOCHHOCTH O(DHUIIMATEHO-/IETIOBOTO CTHJIS B aHTIIUHCKOM SI3BIKE.
YMETh: TIPUMEHATh Ha MPAKTUKE OCHOBHEIE MpaBwia opdorpaguu U MyHKTYAI[UH aHTJIUHCKOTO S3bIKA;
YUTAaTh O(UIMATBHO-/IEIOBEIE TEKCTHl PAa3JIMYHONW CTENEHU CIIOKHOCTH;, CTPOHUTH IUAIOTHYECKYIO W
MOHOJIOTHUECKYIO PEYb C HCIOJb30BaHHEM HaWOOJIee YIOTPEOUTEIBHBIX JICKCHKO-TPAMMATHYECKIX
CPEICTB B OCHOBHBIX KOMMYHHKATHBHBIX CHTYyallusAX OQHUIIMAIBHOTO OOIICHMs; ITOHUMATH
JINAJOTUYECKYI0 M1 MOHOJIOTMUECKYIO pedb M0 U3YYEHHOU TEME.
AKTyaJIbHOCTh TeMbI: 00yCJIOBJIeHA HE0OX0auMoCThio oByanaeHus YK-4, OIMTK-1.
TeopeTuyeckas 4acTb:
ITPOITMCHBIE BYKBbI
Hcrnonb30BaHue TPONHMCHBIX OYKB B AHTIHICKOM SI3BIKE IOJAYUHSCTCS HECKOJBKO WHBIM IIpaBHIIAM,
HEXEJTH B PyCCKOM.
C nponucHBIX OYKB B aHTITUICKOM SI3BIKE MTUTITYTCS:
1. IlepBoe c10BO MpeIOKEHHUS.
2. Ilurara BayTpu npemioxenuns (God said, Let there be light. - Gen. 1:3).



3. IIpsiMoit BOIIPOC BHYTPH IMPEIIOKECHHS, Ja)kKe €CM OH He Bbiaeisercs kaBbiukamu (He usually asks
himself, Am 1 right?).
4. Jlnanoe mecroumenue st (He and I disagree).
5. Nmena coOcTBeHHbIE: (amuiany, uWMeHa, reorpaduueckue Ha—3Banusa (Adamson, Chapman, John,
Mary, Washington, New York).
6. [lpunararenpHble W APYTHE YacTH pedd, oOpazoBaHHBIE OT mMeH cobOctBeHHBIX (English, Russian,
American, Americanism, New-Yorky). Cp., omHako, rimaron anglicize.
7. Ha3anust HapozoB, pac, IeMeH u s3bikoB (Japanese, Russians, the Russian language).
8. 3Banus, turysl, gomkaoctr (Queen Elizabeth, President Clinton, Mr. President, Your Honor, U. S.
Minister Kevin Nicholson, Associate Professor John Robinson, Chief Engineer Leonard Cole-man,
General Manager Tom Jones).
9. OdununanbHbIe Ha3BaHUS HAIIMOHAILHBIX/ MEKIYHAPOIHBIX TOCYAaPCTBEHHBIX/YaCTHBIX OpPTraHU3aIui
u nokymentoB (The Constitution of the United States, the Fifth Congress, Federal Reserve Bank, Charter
of the United Nations).
10. CymecTBuTenbHbIE (M YacTO TpHJIAraTeNbHBIe), OTHOCSIIHEcS K ToHATHIO OoxectBa (God, the
Almighty, Allah, Providence, Lord).
11. HasBauus aueil Hemenu, mecsues, npasaaukos (Monday, March, New Year, Christmas, Fourth of
July, Good Friday).
12. Ha3BaHms JOTOBOPOB, TOCYIApCTBEHHBIX aKTOB, MCTOPHYECKUX COOBITHI, 310X, BoWH (Versailles
Treaty, Mid3le Ages, the Civil War, War of 1812).
13. HazBanwust ctpaH cBeta u ux npousBonaubie (the North, a Northerner).
14. Ha3Banusi JUTEpaTYpHBIX MPOW3BEICHUH, KypHaIoB, ctareit u 1.1 (Shakespeare's Macbeth, the
Journal of the American Medical Association).
15. Ha3Banwus Toproeix Mapok (Philips, Sony).
16. Ha3Banus y4eHbIX cTeneHei u qommkaoctei (A.B., Ph.D., M.D.).
MMPABUJIA TIEPEHOCA

Kak m B pycckoM s3bIKe, MEpPEHOC B AHIJIMKWCKOM BCEr/a MOAYMHEH cMbIciy cioBa. Cremyer
oOpamiate BHUMaHKE Ha TO, YTOOBI MEPEHOC HEe MCKA3WII CMBICI CJIOBA WIIH €r0 IPOU3HOIICHHUE.
ITepeHOC HEBO3MOXKEH B CICIYIONIUX CIyJasX:
1. He pexoMeHnyeTcst IEPEHOCHTH TIOCIIEHEE CIIOBO MPEATIOKEHHUS Ha CIEAYIONIYIO CTpaHuIly. Takxke He
PEKOMEH]TyeTCsl IEPEHOCUTh Ha CIIETYIONIYI0 CTPAHHUIY CTPOKY, KOTOpast sIBJISIETCS MOCIeJHel B a03alle.
2. Henb3s mepeHOCUTHh 3HAKH TPEMHHAHUS, a TAKKE COKpAlleHHble 0003HAYCHHS MEp Beca, JUIMHBI,
BPEMEHH, OTJEISIA UX TEM CAMBIM OT YUCIIHUTENBHOTO, K KOTOpoMy OoHHU oTHocsaTcs (220 km, 500 cm).
3. Henb3st oT/IENATH (aMIIIMIO OT MHUITUAJIOB.
4. CobcTBeHHBIE MMEHA HUKOT A He pasaeisores (Moscow, London, Africa).
5. Cnenyer nu3berath nepeHoca COCTaBHbIX yacTel Ha3BaHuil (the Atlantic Ocean, Latin America).
6. Henb3st pa3ouBaTh nepeHocoM OykBeHHble a00peruarypol (USA, UNO).
7. CiioBa, COCTOSIIME U3 OHOTO ClIora, HUKOT/Ia He nepeHocstes (though, through, height).
8. Cyddukc TpeThero JIuIa eJUHCTBEHHOTO YKCIa IIarojia B HACTOSINEM MPOCTOM BPEMEHH -S, -€S He
MEPEHOCUTCS JaKe B TEX CiIydasx, Korja oH oOpa3yer camoctostenbHbiii cior (he buys, he sells, he
wishes).
9. OKOHYaHHE MHOXXECTBEHHOTO YHUCIIa CYNIECTBUTEIBHBIX HE MEPEHOCUTCS JaXe B TeX CIydasx, Koraa
OHO o0OpasyeT camocTosTenbHbIHN cior (houses, boxes).
10. Coueranust OykB, 0003HAYAIONINE OJIUH 3BYK, HE PA3IEIIFOTCS TIPH ITEPEHOCE.
[lepeHoc BO3MOXKEH B CIIEAYIOMINX CIydasx:
1. PasnensiroTes yaBoeHHbIe coracHbie (mis-sion, let-ter).
2. Paznensirores [Be coriiacHele, crosmime psioM (pen-cil, ster-ling).
3. Ipedukcer u cyddukcet otnenstores oT kophs (dis-like, pro-long, drffer-rent, acknowledg-ment).
4. CnoxHbIe CJIOBa JeNATCS Ha COCTaBHBIC yacTu (some-times, there-after).
5. CornacHasi M@Ky IByMsl IJIACHBIMH MIEPEHOCUTCS CO BTOPBIM ciioroM (ma-jor, la-ter).
6. Tlepenocsarcs cyh(HUKCH CPAaBHUTENBHON 1 MPEBOCXOIHOMN CTEIIEHH TpUIarateNibubIx (short-er, short-
est).
7. Ilepenocurcs cypdukc -ing npuyactus u repyHaus (go-ing, play-ing).
TOUKA
1. KakuB PYCCKOM, B AHTJINICKOM SI3BIKE TOUKA CTABUTCS B KOHIEC ITPEIJIOXKCHUSA.



2. B omiamune OT pPYCCKOro, B aHIJIMHWCKOM sI3BIKE TOYKA CTAaBUTCS B KOHIIE NPEITIOKCHUS,
BOIPOCHUTEILHOIO 10 (hopMe, HO coaepikaiiero He Bompoc, a mpock0y (Will you kindly fill in the
enclosed form and return it directly to us).
3. Kak npaBuio, cokpaiieHHUs (3a HCKIIOYCHHEM Ha3BaHUHM TOCYJap-CTBEHHBIX W MEXTyHApPOIHBIX
OpraHu3aNnii) OKaHIMUBaOTCA Toukou (Mr., Mrs., Dr., pp., Dec, 7 p. M., 30 mins., no. 15).
Takue Gopmsl, kak 1st, 2nd, 3rd, 4th u 1. 1., HICIOTB3YFOTCST O€3 TOUEK.
4. Toyka OTJENAET [EJI0e YHUCIIO OT ASCATHUHOM APOOH, a Takke IeHTHI oT goyutapa(12.32 ft., $ 15.75).
5. B KoHIIe 3arojioBKa TO4ka, KaK MpaBUJIo, HE CTABUTCS.

SAITATASA
3 BCex MyHKTYAIIMOHHBIX 3HAKOB 3aIIsITast PEACTABIACT HAHOOBINNE TPYAHOCTH KaK JUIst HHOCTPAHIIEB,
TaK M JUI CAMUX HOCHUTEJEH S3bIKa.
1. 3ansaToii B aHMIMHCKOM S3bIKE, TaK € KaK M B PYCCKOM, Pa3leisIOTCS YacCTH CIOXHOTO U
crnoxHonounHenHoro npemtoxenust (This decision should in no way diminish your excellent record,
and we will be able to take advantage of your considerable talent). Eciu B ci10XHOTOAYHHEHHOM
MPE/NIOKEHUN UMEETCSI HECKOITBKO MPUIATOYHBIX MPEIUIOKEHUH, TO BCE OHH, KaK MPABHIIO, PA3IEIIIOTCS
3aIATHIMU, TIPUYEM 3aIsITask CTABUTCS U Iepe] COr30M and.
2. 3ansThIMK BBIJCISAIOTCS TaKHe BBOJHBIC CIIOBAa M BhIpakeHus, kak: Of course, on the contrary, on the
other hand, consequently, furthermore, moreover, nevertheless, therefore, in the first place, unfortunately
u 1p. (The question, however, remains unsettled. Nevertheless, we shall go).
3. 3aHﬂTaH CTaBUTCA MCKAY OAHOPOJHBIMU YJICHAMU NPCII0KCHUA, KOTOPHIC HEC COCAUMHCHBI COHO3aMU
(Five minutes, ten minutes, a quarter of an hour went by, yet nobody appeared).
4. Eciu HECKOJIBKO OJHOPOHBIX YICHOB CBSI3aHBI OECCOIO3HO, a MOCICIHUN MPUCOSTUHEH MOCPEICTBOM
COKO3a and/ or, TO BCC OAHOPOAHBLIC YJICHBLI PAa3ACIIANOTCA 3allATBIMU, MPUYCM 3anATasd, B OTIMYUC OT
MIPaBHJI PYCCKOTO sI3bIKa, CTaBUTCA U niepe] corozoM (We are sending you bicycles, cars, motorcycles, and
motorscooters). 3TO MPABUIO OTHOCUTCS U K TEM CIIy4asiM, KOTJa TOCJIEIHUN U3 OJHOPOJIHBIX YJICHOB
BeIpaXkeH ciioBoM etC. (et cetera) (Forks, knives, spoons, etc.).
5. 3amdras BbIIEISICT MPUIOKEHHE C TOSCHUTCIBHBIMH CJIOBaMH, CTOSINEE IIOCIEC ONpPEIeseMOro
cymectBuTenbHoro (St. Petersburg, the second capital of Russia, is a wonderful city).
6. 3ansTas BBIAENSACT pUYacTHBIN 06opoT (Seeing the dog approaching, he ran off down the sreet).
7. 3amstas BeigenseT obpamienne (Friends, Romans, countrymen, lend me your ears). O6parienue B
Havajie MUChMa BBIJCISACTCS 3aMATOM, B OTIIMYUE OT PYCCKOI'O sI3bIKa, TJIe B ITOJ00HOM Cly4yae CTaBUTCS
BOCKITUIIATEIbHBIN 3HAK.
8. 3amsTas cTaBUTCS B KOHIIC MHChMa TOCIE 3aAKITIOYUTENEHOW (POPMYITBI BEXKIIMBOCTH, TIEpe]] MOITHCHIO
(Sincerely yours,).
9. B 06o3HaueHnsx nat 3ansras otaensier yucio ot roga (The contract was signed May 15,1996).
10. 3ansitas cTaBUTCS BHYTPH MHOTO3HAUHBIX YHCEN JUIS OTACICHUS Kjacca ThICAY OT COTEH, Kiacca
MWUJIHOHOB OT COTeH Thicsd u T. A. (15, 000, 000). 3amsras He cTaBUTCS NpU OOO3HAUEHUHU
MHOTI'O3HAYHbIX HOMEPOB JIOMOB, CTPAHUI] KHHT .
Bonpock! 1 3a1anust:
1. [ToaroroBbTECh K OOCYKACHUIO TEOPETHUECKOTO MaTeprasa.
Opdorpaduyeckue TpyaHOCTH. TPYyAHOCTH B paCCTAHOBKE 3HAKOB MPEHHUHAHUS.

2. IlpounTaiiTe u nepeBeauTe TEKCT

MEETING A BUSINESSMAN AND ARRANGING HIS VISIT

Receiving Visitors

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

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



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

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

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

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

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

registration card:

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

Breakfast at the hotel.

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

transport facilities. Lunch with the Sales and Transport Managers.

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

18.00. At leisure.

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

President's place.

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

Manager.

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

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



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

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

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

6. Translate into English.

a) 3aBTpa CuHAM BcTpeyaeT pycckoro OmzHecMeHa 3 Mockel Urops benoa. CamoneT npuneraer B
3.15 gus. OHa moezet B a’poropt B 2 yaca. M3 aspomopra oHa 0TBE3ET €ro B TOCTUHUILY.

0) Buepa Cunau BcTpeudana pycckoro ousHecmena n3 Mocksel Mropst benoa. Camoner nomkeH Obi
npuwiereTs B 3.15 aHsA, HO omo3pan. M3 aspomopTa oHa OTBe3Nla €ro B TOCTUHMILy M TOMOTJIA €My
3aperucTpupoBarbca. Y UWrops mamo BpeMeHH, W OH cpa3y e IoeXajl Ha BCTPEeYy C MHCTEpPOM
Kimuddopaom.

B) Ecnmu Bel cobupaerech B AMEpHKY, BBl JOJDKHBI MOJTYYUTh BU3Y, Y3HATh, KAKOH Oarax MOXKHO
B3SITh C COOOIA, 3a KaK¥e BEIIH BbI TOJHKHBI TUIATUTh TAMOXKEHHBIN cOOp, CKOJBKO CTOUT OWIIET.

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

- [Toxxanyiicra. Bame ums u agpec, noxaiyincra.

[pakTuyeckoe 3ausTue Ned. [IlucbMeHHbIH MePeBo/I 1€10BOH KOPPeCIOH/IeHIIUH.
OprannzanuonHas hopma 3aHsITHS: TPAAULUOHHBIA CEMUHAP.
Lemnp: ¢dopMupoBaHue y CTYACHTOB pPEYEBOH, S3BIKOBOM M KOMMYHHUKATHBHOW KOMITCTEHIIMH JIJIS
OCYILIECTBIICHHUS JICTIOBBIX KOHTAKTOB.
B pesynbrare 0cBOCHHE TEMBI CTYICHT JOJIKCH
3HATh: OCHOBBI TMEpEeBOJa OQUIMATBHO-ICIOBBIX TEKCTOB, OCHOBHBIC T'pAaMMAaTHYECKHE SBIICHHS,
XapakTepHble I MPOQECCUOHANBHOW peYM; JICKCHUYECKHEe UM CHHTAKCHUYECKHE OCOOCHHOCTH
0o HIIMAIEHO-IETIOBOTO CTUJIS B @HTJIMHCKOM SI3BIKE.
YMETh: TEPEeBOAUTh OQHIMAIBHO-IEIOBbIE TEKCTHl; BHUJICTh XapaKTEpHBIE CTUIIEBBIC YEPTHI, YUTATh
O(HIHALHO-ICTIOBBIE  TEKCTHI PA3JIMYHOW CTENEHU CIOXKHOCTH; CTPOHTh JIHAIOTHYECKYIO U
MOHOJIOTHUYECKYI0 PEYb C HCIOJIb30BAHUEM HauOoNee YHMOTPEOUTENBHBIX JICKCHKO-TPAMMATHUYCCKHX
CpPeJCTB B OCHOBHBIX KOMMYHUKATHBHBIX CHUTyallUsX O(QHIMAILHOTO OOIICHUsS; TOHUMATh
JIUAJIOTYECKYI0 M MOHOJIOTHUECKYIO PeUb MO U3yYCHHOU TeMe.
AKTyallbHOCTh TeMBI: 00ycIioBIIeHa HeoOxonuMocThio oBnaneHust Y K-4, OITK-1.
TeopeTuueckas 4acTb:
N3yunte OCHOBHBIE COKpAILIEHHSI, HCTIOTb3yeMbIE B JIETIOBOM KOPPECTIOHICHIINY:
A/C, a/c, acc. (account current) — TEKYIIHA CYET
adsd (addressed) — ampecoBano
adse (addressee) — aapecar, moiygarenb
ad (advertisement)—pexiamuoe 00bsBIICHHE (MHOK. YrCII0 — ads)
a.m. (ante meridiem) — 1o oy s
app. (appendix) — npUIOKESHHE
Attn, (attention) — BHUMaHHIO (KOT0-JINO0)
B/E, B.E., b.e. (bill of exchange) — nepeBoHO# Bekcelnb, TpaTrTa
B/L, b/1, B.L., b.l. (bill of lading) — koHocameHT
cc., cc (copies) — yKa3aHHe Ha aapecaToB KON MHChMa
CEO (chief executive officer) — ucnonHUTENBHBIN IUPEKTOP
cf. (confer) — cpaBuute
Co. (company) — xoMIauus
contr. (contract) — KOHTpakT
Corp. (corporation) — xopriopanus
cur. 1. (currency) — Bamora; 2. (current) — texymmi
CV (curriculum vitae) — kpatkas Ouorpadus
dd 1. (dated) — natupoBanusrii; 2. (delivered) — mocraBneHHBII
Dep., Dept. (department) — 1. — oTmen; 2. — MHHHCTEPCTBO



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

doz., dz. (dozen) — mioxxuHa

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

enc., encl. (enclosed, enclosure) — BioXeHHBI, IpUIAraeMblil, BIOXKEHHE, TPUIOKEHUE (K MUCBMY U T.
1.)

exc., excl. (except, excluding, exception, exclusion) — wuckirouasi, HCKIIOYeHHE expn (expiration) —
ucTeueHue (Cpoka)

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

FY (fiscal year) — ¢huHaHCOBEIHM TOA

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

hf. (half) — monoBuna

H.Q., HQ, h.g. (headquaters) — rnaBnoe ynpasienue (kommnanuu, opranuszanun) id. (idem, mar.) — ToT
xKe

I. e., ie (id est, naT.) — TO ecTb

inc., inch (including) — Bximrovas

Inc., inc. (incorporated) — 3aperucTprpoBaHHBIN KaK IOPUANIECKOE JHIIO (KOPIOPALHS)

info (information) — uudopmarus

inv. (invoice) — cuer-thakTypa

IOU (I owe you) — monroBast pacrucka

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

LLC (limited liability company) — xoMnaHusi ¢ orpaHHYeHHOI OTBETCTBEHHOCTBIO

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

LOC (letter of commitment) — rapanTHiiHOE MTUCEMO

mdse (merchandise) — ToBapsI

memo (memorandum) — 3armrcka

M.O., 1.0. 1. (mail order) — mouToBEIi1 MepeBox; 2. (money order) —IeHEKHBIA MEPEBOJI, TUIATEIKHOE
HOpYy4YCHHUE

M.T. (metric ton) — MeTpuyeckas TOHHA

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

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

N.B., NB (nota bene, 1aT.) — BakHOE 3aMEUaHUE

NC, N.C., B/c (o charge) — GecriatHo

PA (power of attorney) — noBepeHHOCTH

p.a. (per annum, saT.) — B roj

par. (paragraph) — a63ar, maparpad, myHKT

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

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

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

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

R&D (research and development) — nay4HO-HCClIeIOBAaTEIbCKUE M ONBITHO-KOHCTPYKTOPCKHE PabOThI
(HHOKP)

ret (receipt) — pacnmcka, KBUTaHIUS

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

ref. (reference) — ccouika

shipt (shipment) — orrpyska, ornpaBka

sig. (signature) — mommch

tn. (ton) — tonHa

urgt (urgent) — cpounsbIit

V., VS. (Versus, jiat.) — mpoTuB

VAT (value-added tax) — HJIC

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

Bomnpocs! 1 3apanus:

1. [ToaroroBbTECh K OOCYKACHHUIO TEOPETHUECKOTO MaTepuara.

KakoBbl OCHOBHBIC TpeOOBaHMS, IMPEIbABISCMBIE K JeioBoMy TiepeBoay? Kakume rpaMmaTudeckue
KaTeTOPUH OTCYTCTBYIOT B PYCCKOM SI3BIKE TI0 CPABHEHHUIO C aHTJIIMHCKUM, W KaK W30€XaTh TPYIHOCTEH



npu ux nepeozae? Kak mepeBoasTCss TEKCThI ¢ OOIIETPUHATHIMUA M CIEIHATGHBIMU COKpAICHUSIMU?
Kakue ¢pasbl B TEKCTE IepeBOia OCTalOTCs B epBoHauanbHoM Buae? (CioBa u (ypas3sl Ha APYrOM sI3BIKE,
YeM S3BIK OpPUTMHAJNIA; COKpallleHHbIe (DUpPMEHHBIE HAUMCHOBAaHWS TEXHHKHU; HA3BaHUS 3apyOCIKHBIX
JKypHAJIOB U Ta3erT).

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

availability of goods;

method of transportation;
transportation costs;

delivery dates;

to give full details;

in connection with this;

to get in touch with.. .;

we urgently require to perform...;
deadline;

to have to remind,;

on favourable terms;

immediate reply;

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

our detailed catalogue;

to meet the requirements;

to place an order;

to accept the offer;

we regret to let you know;

to offer a substitute;

penal provisions;

3. Give the English equivalents of the following words and word-combinations:
MIPEIOCTaBUTh TaHHBIE O YeM-I1.;
NPUHOCUTH N3BUHEHUS 32 YTO-IL.;
HOBEHIINI NpelCKypaHT;

YKa3bIBaTh LIEHBI;

MOJIOKUTENIEHOE PEIIeHHE BOIIPOCa;

B Cllyyae HEeYIUIaThl;

OBITH MTPU3HATEIHHBIM;

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

MOCTAaBIIHK;

YCIIOBUSI IOCTaBKH;

nepeaaBaTh A0 B apOUTpaXHbIH Cy[;
YCIIOBHS OILIATHI;

mpejiaraTh TOBap;

MIPETEH3NUS;

MOATBEPKICHHE 3aKa3a;

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

OTKa3aThCs OT 3aKa3a;

B ciayuae Bamero otkasa.. .

B IPOTUBHOM CJIy4ae;

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

5. IlpounraiiTe n mepeBeaUTE TEKCT.



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

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

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

6. Find in the text answers to the following questions

How are the Company warehouses run?

How many people are employed there?

What is the electronic equipment used for?

How are the goods loaded and unloaded?

Where are the goods delivered by lorries?

What are ships and planes rented for?

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

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

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

Miss Flipps types a lot of letters every day.

Mr. Clifford holds a meeting every Monday.

Miss Flipps told Mr Clifford about his visitor.

Miss Flipps made an appointment for Tuesday.

Mr. Clifford held a meeting last Monday.

The officials discussed the Company financial policy.

Miss Flipps typed the minutes of the meeting.

Miss Flipps made ten copies of the minutes.

On Thursday Mr. Clifford received a telegram.

Miss Flipps will meet the Russian visitor at the airport.

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

The Company officials will show him around.

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

Ask Mr. Clifford

- to what countries the goods are marketed,

- how the goods are delivered,

- if any complaints are received by the Company,

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

Ask Miss Flipps

- what commissions she is given at the office,

- how much she is paid for her work,

- if she is satisfied with her position,

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

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

9. Translate and learn the following conversations:

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

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

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

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



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

10. Translate into English.

a) ToBapel 3TOH KOMIIAaHWHM JOCTAaBIAIOTCA TIO Bcel Poccum Tpy30BBIM, >KENE3HOMOPOKHBIM U
aBuaTpancrnopToM. ToBapbl Bcera JOCTAaBISIOTCS BOBpeMsl. KoMmaHust HUKOT/Ia HE OJTy4aeT Kanoo.
XpaHsTcst TOBapbl Ha XOPOIIO 00OPYAOBaHHBIX CKJIaaX. DJIEKTPOHHOE 00OpYIOBAaHHE HCIOIB3YeTCH,
YTOOBI CIIETUTH 32 YIAKOBKOW, MAPKUPOBKOW, TIOTPY3KOH U pa3rpy3KOil TOBAPOB.

0) Mucc Onunmnc — oTauyHbIi cekperapb. Muctep Kimddopn ynoenerBopeH ee paboToi, a Mucc
@numnmnc ynoBlIeTBOpeHa CBOMM TmojiokeHueM B Kommanuu. Eil muaTaT xopouryroo 3apmiaTy, JaroT
OTBETCTBEHHBIC TIOPYUYEHIIS, BCET/Ia XBAJIAT 32 XOPOIITYIO padoTy.

B) Kakx Bam nmonpaBunace Bama moe3aka B bocron? — OueHs moHpaBuiack. MeHs BCTpETHIN B
a’pONOPTY, OTBE3IM B XOpOIIYIO TOCTHHUILY, MOKa3anu ropoa. Ha crnemyroumii neHb s BCTpETHIICS C
pykoBoauTereM (UpPMBI, MBI OOCYIWIM BCE€ BOMPOCHL. MEHS MPEACTABHIN BCEM CIIEIHAIINCTaM U
MIPUTIIACKIIH HA EJOBOI JTaH4.

IIpakTuyeckoe 3ansaTue NeS. Bpuranckuii 1e710B0i I TUKET: OCHOBHbIE PUHIUNBI M IEHHOCTH.
Jenosoii atuker B CHIA.

OpranuzanuonHas hopma 3aHsATHS: TPAAULUOHHBIA CEMUHAP.
Lemp: ¢dopMupoBaHue y CTYACHTOB pEYEBOH, S3BIKOBOM M KOMMYHHUKATHBHOW KOMITCTEHIIMH JIJIS
OCYIIIECTBIICHHS IEJIOBBIX KOHTAKTOB.
B pesynbTare ocBO€HHE TEMBI CTYJEHT JOKEH
3HATH: OCHOBBI JIEJIOBOTO STHKETA.
YMETb: Ha OCHOBE JI€JIOBOTO JSTHUKETa CTPOUTh [HAJIOTMUYECKYH0) M MOHOJOTHMYECKYH0 pedb ¢
UCTIOJIb30BaHUEM Hambojee YMOTPeOUTENbHBIX JIEKCHKO-TPaMMAaTHYeCKUX CPEICTB B OCHOBHBIX
KOMMYHHKATUBHBIX  CUTyallusiX  OQUIHMAIBHOTO  OOLICHMS; TOHUMATh  JHAIOTUYECKYI0 |
MOHOJIOTHUYECKYIO pedb 110 U3YYEHHOU TEME.
AKTyaJbHOCTb TEMBI: 00yciI0BIeHa HeoOX0oauMocThio oBiaaeHus YK-4, OITK-1.
TeopeTuyeckas 4acTb:

HdenoBoit stuker B BenukoOpuraHMH BO MHOIOM ONpEAESEeTCs NPUHUMIAMHA M LEHHOCTSIMHU
JIeJIOBOM KyJIbTYPBI 3TOH CTPaHbl U UIMEET CBOM 0COOEHHOCTH.
Kak u3BecTHO, OpUTaHIIBI OYEHb BEXKIUBBI U OOXOMUTEIBHBI. DTO BO MHOTOM OIpPENENSeT CTHIb HX
oOmieHusi. bpuTaHIpl NPaKTHKYIOT JaBaTh YKJIIOHYHMBBIE OTBETHI Ha INPSIMbIE BOMPOCHI, AUAJIOTH YacToO
HOCST JBYCMBICIIEHHBIN XapakTep. YToOBl MOHATH, YTO MMEHHO OHHM XOTST BaM CKa3aTh, HEOOXOIMMO
BHUMATENBHO CJIEINUTh 32 HHTOHALIMEH T0JIoca U BRIPAKEHHEM JINIIA.

B cnoxHBIX cHUTyalusx aHIVIMYaHE TPOSABISAIOT CAEp)KaHHOCTh W camooOiananue. Ho Tak ke
OpUTaHIBl NPEANOYNUTAIOT C IOMOPOM MOAXOAMTH KO BCEM JKM3HEHHBIM CUTyalMsAM U Ou3HeC - He
uckmouenre. K 0coOeHHOCTSIM JIeIOBOTO 3THKETa B BpuTaHMM MOKHO OTHECTH CIIEAyIOIIUe 4epThl. B
OOIIEHUN HYKHO TIPUICPKUBATBCS ONpPENIeICHHON AUCTaHIMH, TOCKOJIBKY OpUTAHIIBI BeChbMa TPETETHO
OTHOCSTCS K JJMYHOMY IIPOCTpaHCTBY. IIposiBIeHneM BEXIMBOCTH OYAET COOMIOACHUE PYKOIIOXKATHS IPH
MEPBUYHOM 3HAKOMCTBE. B pasroBope NpHBETCTBYIOTCS MpsAMBIE B3MAABI B I1aza. OJHAKO HE CTOWT
3TOTO JeJaTh CIWIIKOM Joiro. JlemoBoe oOmieHwe ¢ OpUTaHIAMH HE MPEeIyCMaTpPHBAET JUYHBIX
BonpocoB. He crout 3a0bIBaTh, 4TO OOXOAUTENbHBIC aHTIMYAHE JOBOJBHO YacTO JAIOT MHCTPYKIHH B
BUE BEXIUBBIX mpock0d. Tak e He cieayer 3a0bIBaThb BaKHbIE MeJO4M. Bxoas B momemieHue
HEOO0XOMMO TIPOIYCTUTH CTAPIIETO MO JTOJKHOCTH. Ha menmoBoit BecTpede HemprueMiieMo AepKaTh PYKH B
CIIO)KEHHOM COCTOSIHMH. BpWTaHIBI BOCIPHHHMMAIOT 3TO KaK 3HAK CKYKH M HE3aMHTEPECOBAHHOCTH B
nene. Tak xe OpuraHupl Bestueck u3berarot yncna 13. OTnpaBisisich K OpUTaHCKOMY MapTHEPY B TOCTH,
Jyd4Ilie HEMHOT'O OTI037aTh, YeM MPHUITH 3apanee. [10cKkonbKy IprUXOoauTh paHbllle HA3HAYEHHOTO BPEMEHU
CUMTAETCsl HEMPHIMYHBIM. VHOT/Ia B TPUTJIAlICHUH Ha BCTPEYY MOTYT OBITh MCIOJB30BaHbI CCHUIKHA Ha
TO, B Kakoil ogexe cienyer npuidti. Kak u MHOTHe eBponelckue Hapoabl, OpUTaHIbl aKTUBHO OOPIOTCS
3a NpaBa KUBOTHBIX, IIO9TOMY HE CTOUT NPUXOANUTH B OJEXK/E U3 HATYPAIbHBIX MEXOB M KOXKHU.

Bpurtanipl BechbMa dpyAMpPOBaHHBI W MPO(ECCHOHANBHBI, 00JaIal0T BBICOKOH KyNnbTypoil. B kpyr wmx
MHTEPECOB YacTO BXOZAT JHUTEpaTypa, CIOPT U MUCKycCTBO. B nemoBoil cpeme OpuTaHIBI OTHOCATCS K
CaMbIM KBaJM(QHULIMPOBAHHBIM OM3HECMEHAM B MUpE.

bpuranckas nenoBast KyJIbTypa: OCHOBHBIE IPUHIIMIIEI U ICHHOCTH.



bpuraHipl, 0cOOEHHO aHITIMYaHE, CIAABSTCA CBOEH BEXJIMBOCTHIO M OOXOIUTEIBHOCTBIO. DTO OAUH U3
KJTIOYEBBIX MOMEHTOB B OpHTaHCKOW KynabType M (yHAAMEHTAJIbHBIH aCIeKT OPUTAHCKOTO CTHIISA
oO01IeHus.

"Stiff upper lip" - B OykBanbHOM mepeBojie "TBepaas BepxHss ryba". DToT oOpas3HBbIl TEPMHH 4YacTo
UCIIOJIB3YETCS 11l ONMCAHMS TPAAULIMOHHBIX OPUTAaHCKUX KauyecTB - CAEPKaHHOCTH M caMooOIagaHus,
KOTOpble OpHUTaHIBl MNPOSBISIIOT B TPYIOHBIX CHUTyauusx. B OpuTaHCKOHl KyJIbType OTKpBITas
JEMOHCTpAIusl IMOLMN - TO3UTHUBHBIX WM HETaTHUBHBIX - BCTPEUACTCS OYEHb PEAKO, O BO3MOKHOCTU
n30eraiire BeIpaXaTh CBOM YyBCTBa ITyOnn4yHo. Ha nesoBbIx BCTpedax 3TOT NPUHIMII 03HAYAET, YTO BaIlllU
OpHUTaHCKHE KOJJIETH HaMEPEHBI IIOCTPOUTE AUAIIOT B aTMOchepe GOopMaTbHOCTH U OECIIPHCTPACTHOCTH.
KOMop - kiIr0UeBOIi BNIEMEHT BCEX CTOPOH XHU3HU B BennkoOpuranuu. BaxkxHocTs 4yBCcTBa FOMOpa BO BCeX
CUTyalusiX, BKJIIOYas JAEJIOBOW KOHTEKCT, TPYIHO MEpPEeoleHUTh. KOMOp 4YacTo HCHONb3yeTcs Kak
3aLIUTHBIA MEXAaHU3M, B OCHOBHOM B (hOpME HPOHHMH WM CaMOMPOHUH. pOHWYHBIE HOTKH MOT'YT OBITH
CKPBITHI, 3aByaJHpOBaHbl TOATEKCTOM, YTO TAaKKe SBIACTCS XapaKTepHOH dYepTod OpUTaHCKOro
YKJIOHYUBOT'O CTUJISI OOIICHHUSI.

Coemunennoe KoponeBCTBO 3HAMEHHTO CBOCH SIPKOW WCTOPHEH ¥ CHJIBHBIMH TPaIUIIASIMH,
c(hopMHPOBaBIIUMICS TIOJ] BIUSHIUEM KOJOHHAIHLHOW MMIIEPUH, TPAXKIAHCKOW M €BPOIEHCKUX BOWH, a
TaKXe KOHCTUTYIIMOHHOM MOHapxuu. UeTBepTas Mo BENMYMHE HAIWS, TOPTYIOUIas CO BCEMH CTpaHaMHU,
BenukoOputanust ObICTpO CTaja JUAMPYIOIIUM EBPONEHCKUM IIGHTPOM MpeNlpUHHUMATEIIBCTBA.
[omnepxuBaemasi CTaOUIBLHON MOMUTUIECKON M SKOHOMUYIECKOW CHCTEMOU, BenMKoOpHUTaHUS SBIISIETCS
MPHUBJICKATEBHON 0a30il s 3apyOeXHOro Ou3Heca, Mpeljiaras MUPOKHE BO3MOMXHOCTH BO MHOTHX
o0macTsix, B TOM YHCJIE B MCCIEJOBAHMSX, pa3padOTKaX M HOBBIX TEXHOJOTHSX. TeM He MeHee, YTOObI
yCIIEIIHO paboTaTh B OPUTAHCKHUX AEJOBBIX KPyrax, HY>KHO 3allOMHUTb HECKOJIIBKO Ba)KHBIX HPaBWI, U
MPUMEHATH UX KaK JI0, TaK U BO BpeMsi cBoero Buzuta B CoenunenHoe KoponeBcTso.

Paboune MOMEHTHI:

- B COOTBETCTBUH C OPUTAHCKUM OU3HEC-TIPOTOKOJIOM, IIYHKTYaJIbHOCTh OYE€Hb Ba)KHA Ha JIF00O0H 1e0Boi
BCTpeYe, MPHEMe UIIH y>KUHE.

- Ha3Ha4aTh JIEJIOBYIO BCTPEUy MPHHSTO 32 HECKOJIBKO JTHEH 10 Hee.

- OpUTaHIBI CKJIOHHBI CJEJOBaTh YCTAHOBJICHHBIM NpPaBHJIaM, IMOSTOMY MPHUHSATHE pEUICHUS YacTo
CTaHOBHTCS BECbMA JIOJITUM IIPOLIECCOM

CtpykTypa u mepapxusi B OpUTAaHCKHX KOMIIAaHHMSX - COBPEMEHHBbIE OPUTAHCKUE KOMIIAHHUH HMEIOT
OTHOCHUTEJFHO "TOPHU30HTAIBHYIO" HEPapXUUECKYIO0 CTPYKTYpY. IIpuHIMNIansHOe pa3andne IpoBOIUTCS
MEXIY MEHEIKepaMH M OCTaIbHBIMU CIyXamuMmy. (BHUMaHue: B aHIIMHCKOM si3bIKe, U B bpuranuu
COOTBETCTBEHHO CJIOBO "MeHeIkep" o3HaudaeT "pyKOBOJUTENh"'. MeHemkepsl OOBIYHO OTBEYAlOT 3a
Cepbe3HBIH yuacTOK paboThl M YMPABISIOT OTICIOM, JeMapTaMeHTOM JIMOO menoi ciyx0oii. [Toatomy
MOMHHUTE, YTO 3TO CJIOBO HE HMMEET HHMYEro OOIIEro C POCCHICKOM Tpaauiued Has3bIBaTh KasKAOTO
MpojaBIia "MeHe[KepOM TOPToBOro 3aina').

- B ocHOBHOM, IIEHTpabHBIM OPraHOM, MPUHUMAIOIIMM PEIICHUSI, SBISETCS COBET TUPEKTOpOB. CaMble
OTBETCTBEHHBIC PEIICHMsI Beeryia B BerkoOpuTaHuu NMPUHUMAIOTCS Ha caMoM "Bepxy'.

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

- HauvanpHuK 3auacTyro Oeper Ha ceOs poJib TpeHepa, yduTells, co3faBas atMochepy MOMISPKKH H
BIOXHOBJISISI CBOMX COTPYIHHKOB Ha BBIIOJIHEHHE PAaOOTBHI.

- Komannnast paboTta oueHb BakHA, XOTA W YYBCTBO WHAWBUAYAJIBHOH WACHTH(HKALUHM TOXE OYCHb
CHJIBHO TI0 OTHOIIEHHIO KaK K PeaH3aliy 3a/Ia4H, TaK ¥ K COBEPIICHHBIM OIIHOKaM.

Jenosoit atuket B CIIIA

IIpuserctBHe

CormacHO aMEpUKaHCKOMY JEJIOBOMY OTHKETy, WPHWBETCTBUE ¥ 3HAKOMCTBO CONPOBOXAAETCS
pykonoxxkatuem. B CIIIA He nprHATO 0OMEHHBATHLCS MOETYSIMU H LIEJIOBATh PYKY KeHIuHe. [1pu Oonee
JpY>KECKOM OOILEHHUH, B 3HAK PUBETCTBUS, aMEPUKAHIIBI TPUBBIKJIN OXJIONBIBATH APYT APYra MO CIIHHE.
O6pamenue

AMepUKaHIBl, HWMes JPYKECKHH XapakTep, BCEerJa CTPEeMSTCS YCTAaHABIWBATh He(OPMAIbHYIO
aTMocdepy Ha IeperoBopax, Mo3TOMY MPEANOUYUTAIOT OOLIATHCS C JIIOABMHU M0 UMEHU HE3aBUCHMO OT HX
BO3pacTa 1 nojoxeHus. B HedopmanbHoil Oecene yyie n30erats NOJIUTUUECKUE U PEITUTHO3HBIE TEMBI.
Jlyumre oOcy>kaaTh BOIIPOCH! CEMbH, YBICUEHNUH, OTABIXA U CIIOPTA.

[Mpurnamenue B TOCTH U OJAPKH

Ecnu amepukanen npuriacui K cede JOMOH, TO, CKOpee BCETO, BBl €My CUMIIATUYHBI, OH Bac 3aMETHI
oLeHWI. B 3TOM ciy4yae MOXHO HpPUHECTH C COOOM IOJApOK - LIBETHI, OYTBHUIKY BHHA WM CYBEHHUP,



XapakTepHBIN IS Bamieil crpansl. B 1iemom ke, nenoseie mogapku B CIIIA He MPUHATHI, TaK KaK MOTYT
BbI3BAaTh HeAOBepHe, W BOCHPUHATH Kak B3aTka (B CIIIA nefcTBYIOT OYeHb CTpPOTHE 3aKOHBI,
perynupyromue OTHOIeHus ¢ B3siTkamu). C Ipyroi CTOpOHbI, HEOOIBLIONH CYBEHHD, C JIOTOTUIIOM Balllei
KOMITaHUM, OyIeT MPHUHAT C YAOBOJLCTBHEM M paclmakoBaH mpsMo mpu Bac. Co CBOEH CTOPOHBI, B
KadecTBe MoIapKa aMepuKaHCKue OM3HEeCMEHBI MOTYT IPUTIIACUTH Bac B PECTOPaH, Ha OTIBIX 32 TOPO/I.
AMepHKaHIIBl B CBOEM OOJBIINHCTBE MPHIEPKUBAIOTCS 3I0pPOBOTO 00pa3a KU3HU W, KOHEYHO, MATaHUS,
CTapasich CBECTH K MHHUMYMY MOTpeOJIeHHE NPOAYKTOB COJEpXKAIIMX XOJIECTEPHH, MPEANOYnTAas
¢bpyktel m oBomm. TemM He MeHee, TpagWIMIOHHAs aMEPUKAHCKAas KyXHS [OJB3YeTcs OONBIION
MOITYJIAPHOCTRIO cpenu ee skureneil. KypeHne ameprkaHIlbl He MPUBETCTBYIOT, a TIOPOH Jake OCYXKAAI0T,
MO3TOMY KYpHUTh B 3TOM CTpaHe 3alpelieHo NOYTH MTOBCIOAY.

OTHolIeHne KO BpeMeHU

«Bpems - neHprm» - emie OJHa M3BECTHAas aMEpHWKAaHCKas MOCIoBHIA. Bompoc 00 SKOHOMHH BpeMeHHU
OUYCHb BAXCH JUIsI aMEPHUKAHIICB; O0JITATh TOMYCTY - 3HAYUT, TPATHTh BPEMs, a CJICIOBATCILHO JICHBIU.
IToaTomMy BpeMst BCTped U MEPETOBOPOB Yallle BCEro OTPaHUYMBAETCA OJHUM YacoM. AMEpHKaHEeI] CTPOUT
CBOIO XU3HB I10 PACITMCAHMIO, YETKO CIeys eMy Kaxabril Aenb. [lyakryansHocTs B CIIA oueHs BaxHa,
a OIO37aHMS BOCTIPUHUMAIOTCS KaK TPyOOCTb.

OTHOIIICHHE K >KCHITUHE

B amepukaHckoi OM3HEC-KYIbTYPE JKSHITUHBI CYMTAIOTCS PABHBIMH MYXYHWHAM U JIOCTATOYHO YaCTO
3aHMMAIOT PYKOBOZSIINE AODKHOCTH. B menom B nenoBom mupe CIIA ropasmo 6osblie )XeHITNH, 9eM B
000U Ipyrod crpaHe. AMEpUKaHCKas OW3HEC JIeAW CUMTACT ceOsl MOJHOIECHHBIM OU3HEC MapTHEPOM,
MOATOMY HE ClIeyeT OBbITh Ype3MEPHO TAJIAHTHHIM B OTHOIICHWH JEJIOBBIX JKEHIIWH, BOMPOCHI JTHYHOTO
xXapakTepa 3/1eCh HEyMECTHBI.

JlenoBoit KocTIoM

B CIIIA neiictByeT npaBmiio: «Hem BhIIIEC JOKHOCTh, TeM O(UITHAILHEH KOCTIOM». B JeIOBOM KHU3HU
MPUHATH TOJBKO TEMHBIE KOCTIOMBL J[JIS KEHINWH TPEANOYTHTENIeH OpPIOYHBIA KOCTIOM CIIOKOWHOTO
1[BETa, a TaKkke oO0yBh Ha Kabmykax He BbIlIe 4 cM. MeHee jkecTKkre TpaBuia, Oojee CBOOOIHBIN CTHIIb
OJIeX/IbI IEHCTBYIOT B CIIOPTE, UCKYCCTBE, MOJIE U B MHLyCTPUH pa3BiIeueHUI.

JlemoBoe obiieHme

Henosoii atuker CIIIA He MHOTHM OTIMYaeTCS OT €BPOMNEHCKOro, HO €CTh M CBOM ocoOeHHocTH. s
aMepuKaHIla HEeT HUYero OOHMJHOTO B BOIPOCE MAJO3HAKOMOTO YeJOBEKa O €ro 3apiuiate, XoTs,
Harmpumep, B ['epMaHuu 3TOT BOMIPOC CUYUTACTCS HEIOMYCTUMBIM.

B CIIA maMHOTO TIpOIIIe IO3HAKOMHUTHCS M 3aBECTH APY’KECKHUE OTHOIICHNUS, 10 CPAaBHEHUIO, HAIIPUMED,
¢ Snonwueii. [ maBHOE, yMETh MPABIILHO MPEACTABUTH Ce0sl. AMEPUKAHIIBI OYeHb SHEPTUYHBIE, OTKPHITHIE
U apyxeno0nbpie moau. C HOBBIM 3HAKOMBIM MOXHO Cpa3y HEPEeXOJUTh K /eIy U TOBOPUTH BIIOJHE
oTKpoBeHHO. Bripaxkenus Let's get down to business - «J/laBaiite nepeiieM K jeiy» - O4€Hb MOMyJIsApHA
cpenu aMepukaHieB. Bo Bpems nenoBoii Oeceipl HE MPUHATO OTBJIEKAThCA HAa TMOCTOPOHHHE Jeja -
3BOHKH TIO Tesie()OHY, pa3roBOPHI C KOJUIETaMU. A BOT BCTaBIISITH B Pa3roBOP IIYTKHU IO TEME, CUUTACTCS
MIPU3HAKOM XOpOIIEro TOHAa. B cTpaHe roBOpsT Ha aMEPUKAHCKOM AaHTJIMWCKOM, CUWTasl JIOHAOHCKHUI
AHTITUHCKUI BEICOKOMEPHBIM BapUaHTOM TOTO ke s3bIKa. [103TOMy eciu BbI XOTHTE MEePEeBECTH KaKne-TO
MaTepuaibl Juid cBoux Oyaymmx naptHepoB B CILIA, To CTOUT 3TO JenaTh ¢ y4€TOM JaHHOH S3BIKOBOM
0COOEHHOCTH.

AMepuKaHIIBI TparMaTHYHBIE JIFOM, He OYEHb JI00SIINE CIeI0BaTh TpaaunusaM. [l HUX Ha IepBOM
MECTe BCEr/ia CTOAT WHAWBHUYaJbHOCTh M IpaBa uenoBeka. JKUTenb 3TOW CTpaHbl HUKOTIA HEe OyneT
KaJIOBaThCS, U PAcCKa3bIBaTh O CBOMX HeyAadax. HezaBucmMo OT CHUTyalu amepHuKaHel] Bcerda Oyner
BBITJIAJIET YBEPEHHBIM, 3JOPOBBIM, U3TyUAIOIIUM YCIIEX.

AMepUKaHIIBI TOBOPAT TOJBKO TO, YTO JyMaloT; BOCHPUHUMAIOT JI00yI0 (hpasy cobecenHuka I0CIOBHO.
OHHU TUIOXO TIOHMMAIOT HAMEKH, WPOHHIO; CIIOKHBIE BBHICKA3bIBAHUS FUIA CKPBITHI CMBICI CJIIOB MOXKET
COHTH HX C TOJKY.

Ilepen HavanmoM JENMOBBIX IEPETOBOPOB aMEPHKAHIBI NPEANOYHTAIOT CcOOpaTh IOJNHBIA MaKeT
uHpopMaiu 00 ydacTHukax Oymaymiedd Bctpeun. OHM MOTYT TOIPOCHTH MPUCIATH CITMCOK JIUI Balllei
JieNIeTaliu, JOMOTHUTENLHO 3apockB HHGOpMAIIHO 00 WX 00pa30BaHUM, YUETHBIX CTEIEHSX, MEYaTHBIX
TpyJax u T.1.

AMepuKaHIIbl OYEHb 3aKOHOIOCIHYIIHbIE TpaxkaaHe. Jaxke He3HAYUTENbHAsl HEe3aKOHHAas KOMMeEpUecKas
oTeparys B 3TOW CTpaHe MOYKET CTaTh MPUYMHON TIOpEMHOTO 3akioueHus. «llogmoueHHasn pemyTamnus
(GbuUpMBI HaBcerJa TOCTaBUT KPECT Ha €€ BO3MOXKHOCTH COTpYyJHHYecTBAa ¢ Kommanuei u3 Illtaros.
JoBepue B AMEpHKE MOXKHO 3aCITy>KUTh JIHIIL MHOTOJIETHUM, O€3yIpPEYHBIM TPYIOM, a He APYKOOH u
cBsa3simMu. [loaToMy y amMeprKaHIIEB HE CYIIECTBYET HUKAKMX «OCOOBIX» YCIOBUH CACTOK «Isl CBOUX». B



CTpaHe BO3MOXHBI TOJIBKO OTKPBITBIE CHEIKHU C JH0OBIMU MapTHepaMu. [ 1aBHOE U1 aMEpUKaHLIEB, YTOObI
HapTHEpHl OBUTM TPOYHBIMH W CTAaOWIBHBIMH, Kak B ()MHAHCOBBIX, TaK W B MPO(HECCHOHATBHBIX
OTHOLICHHUSX, a TAK)Ke He MPOCTO 3apadaThIBaNIM IEHBTH, a BEJIM COLUAILHO OTBETCTBEHHBII OM3HEC.

Y AMepHKaHIEB CHIbHBI YyBCTBA HE3aBUCHMOCTH, CAMOCTOSITEIBHOCTH; OHH YMEIOT COPEBHOBATHCS U
BBIMIPBIBATh BCETJa U Be3ie. DTO 00YCIOBICHO MPEACTaBICHISIMU TPAXKAAH CTPaHbl O TOMUHHUPYIOLIEM
nonoxeHuu CIIIA B Mupe, KOTOpOe 3aKIaibIBAacTCs C MajbIX JET U JIOKUT B OCHOBE CHCTEMBI
o0Opa3oBaHws.

Eme omwH M3 31MEMEHTOB YCIENIHOTO aMepUKaHCKOTo Om3Heca - CKopocTh. B Amepuke Bce
IPOMCXOANT JOBOJBHO OBICTPBIMU TEMIIAMH, BCE AETAETCS «CETOAHA», HE OTKJIAABIBACTCS HA «3aBTPay.
[TosTOMYy Ha TeperoBopax HY>KHO OBITH TOTOBBIM K TOMY, YTO Bac OyAyT TOPONHTH, MOATAIKHUBATH K
JEHCTBUSIM, TaK KaK aMEpPHKaHLbl HaloOpUCThle, MPSIMOJMHEHHbIE M BCErJa creulamie OW3HECMEHBI.
['maBHOE TSI HUX - 3TO yCIIEX, a KaXKAbIM yCIieX - 3TO MPENNOChIIKa U1 HOBBIX ITOOE.

OcoOEHHOCTH BEJICHUS TIEPETOBOPOB

Ecnu ameprkaHIBl OPraHU3yIOT AEJIOBYIO BCTPEUY, TO 3TO MOJIHOCTBIO MCKIIIOYAET JPYKECKYI0 Oeceny.
Berpeua Oyzer HachilieHa, MMETh KOHKPETHYIO LieNib, U AJMTCA HE Oonee yaca. [l amepuKaHIEB
MIEPEroBOPBl - 3TO OTKPBITOE OOCYXXICHHE, LEJIb KOTOPOro HalWTH oOLIve WHTEpechl U BHIPadOTaTh
CTpaTeTHI0 AJIsi COTPYAHMYECTBAa. UecTHbIE CHEIKHM M B3aWMOBBITOJIHBIE OTHOIICHUSI 0€3 KaKoH-THOO
«CEeMEHHOM ApyKECTBEHHOCTW» - BOT HeajbHas KapTUHA OM3HEcCa U1l aMEepHKaHLA.

JlenmoBbIe IeperoBOPEI aMEePUKAHIIBI JIIOOAT HAYMHATE C 00CYKIeHHs 00Iero BOmpoca, ¢ MpoOIIeMbI
TpeOyIoIIel MPUHITHS PEIICHUs (YTO HYXKHO JIeaTh), & 3aTeM MEePEXOAAT K JACTasIM, CIIOCOOCTBYHOIIUM
peanu3anuy JOTOBOPEHHOCTEH (Kak HYXKHO CHIeNaTh), KOTOPHIM YyIeNiseTcsi OONbIIoe 3HAYCHUE IPH
opranuzanuu Jo6oro gena. Ilo3ToMy K pacCMOTPEHMIO aMEPHKAHIBI TOTOBST, KaK MPaBUIIO, ILIEJIbIe
«ITaKeTh» NPEUIOKCHUN. A BOT Ha (JOPMAaITBHOCTH OHU HE OYAyT TPaTHTh CBOE BpEMsI.

[leperoBopHBIil MpoIECC aMEPUKAHIIBI CTAPAIOTCS BECTH B OBICTPOM TEMIIE, OSCIPEPHIBHO MOATAIKUBAs
CBOMX IapTHEPOB K CKopeimemy npuHsTHiO pemieHus. OHM MOTYT Aa)ke NPOSBISITH arpeCCHBHOCTB,
HAaBsI3bIBasi CBOU MPAaBHJIA UTPHI.

Bo BpEMs ACTIOBBIX MEPETOBOPOB aMCPHUKAHIbI MOT'YT ITO3BOJIMTH CC6C CHUACTh, 3aKMHYB HOI'Y Ha HOT'Y
TaK, 4T0OBI OOTHHOK OJTHOM HOTH JIeKall Ha KOJICHKE JPYTrol WM MOJIOXKHUTH HOTY Ha COCETHUN CTYI HIIH
CTOJI. DTO CYMTAeTCs HOPMOW B aMEPUKAHCKOW KyJIbType, XOTS HEPEIKO BBI3BIBACT DPa3Ipa)KeHUE Yy
MPEJCTaBUTENEHN IPYTUX CTPaH.

Bonpocs! 1 3aganust:

1. IloaroroBbTECH K 0OCYKAECHUIO TEOPETUIECKOTO MaTepHaa.

Kynbrypueie Tpagumuu anraudad. CTpyKTypa W Hepapxusi B OpHUTAHCKMX KOMIAHMSIX. OTHYECKHUE
NPUHLMITBL JI€JIOBOTO OOIIEHHUSI C MHOCTPAaHHBIM HapTHepoM. PaGoune otHomenus B BenmkoOpuranuu.
buznec B BenmukoOpurtannu. [IpakTrnueckue MoMeHThl. bputanckuil femoBoit aTukeT (4to Hy»)HO 1 HE
HYXXHO Jenarh). KitoyeBble aMepHKaHCKWE IIEHHOCTH. AMEPWUKAHCKHA CTHIb JEJIOBOrO OOLICHUS.
Kenmmnna u ousuec B CIIA.

2. Look at these two letters and answer the questions

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

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

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

a) Express your opinion about the following:

Why do women executives wear suits?

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

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

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

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

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

- always wears neat dark suits and sober ties,



- likes to wear jeans and sports jackets

- is always smartly and fashionably dressed

- never pays attention to his clothes

- wears shabby or battered clothes

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

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

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

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

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

He is a travelling agent.

They have already bought a flat.

They will live not far from here.

She showed me her wedding dress yesterday.

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

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

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

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

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

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

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

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

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

- deliver the goods on the 14th

- send the letter immediately

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

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

The secretary was late for work the day before.

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

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

The secretary forgot to tell him about a telephone call

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

Could they have forgotten to answer?

The letter couldn't have been lost.

They may have delayed the answer for some reason.

They might have forgotten to post it.

10. Translate and learn the following conversations:



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

Shop person: — Yes, sir, what is it?

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

- What colour do you want?

- Navy blue would be fine.

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

- It's only $ 200.

- All right. I'll take it.

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

- Not bad. Why do you ask?

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

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

12. Translate into English.

3naete i BwI, yTO Takoe nenoBod ATHUKET? YMeere U Bl ycTaHaBIMBAaTH KOHTAKT C MapTHepaMu?
YmMmeere m Bbl BBIOUpATh 0J1€XK Ty, TOAXOIAIIYIO JUIsl paOOThl U oTabIxa? Bexiueel a1 Bel co cBouMu
corpyanukamu? Her nu y Bac npuBbsruku nepebuBate Bamiero cobecennuka? 3amymaiTech Hall 3STUMH
Bonpocamu. I1o momoxeT Bam B Bameii padore.

IIpakTuyeckoe 3ansaTHe Ne6. Pazimyust B aMepruKaHCKON U AHTVIHIICKOM 1e10BOH TePMHHOJIOTHH.
OpranuzaionHas hopma 3aHsSTHS: TPAAULIUOHHBIA CEMUHAP.

Lenb: ¢dopMupoBaHHE y CTYACHTOB pPEUEBOM, SA3bIKOBOM M KOMMYHUKATUBHOW KOMIICTCHIIMM JIJIS
OCYILIECTBIICHHUS ICTIOBBIX KOHTAKTOB.

B pesynbrare 0cBOCHHE TEMBI CTYJICHT JIOJIKCH

3HaTh: HEOOXOJWMBIH 00BEM JIEKCHKH IJisi OOINEHWs B JaHHOW cdepe; OCHOBHBIE TI'paMMaTHYECKHUE
ABJICHUS, XapaKTEepHbIe I NPOPECCHOHAIBHONW peyM; JIEKCHUECKHE W CHHTAKCHYECKUE OCOOCHHOCTH
0o(HLIMAIEHO-IETIOBOTO CTUIISL B @HTJIMHCKOM SI3BIKE.

YMETh: ONpEIENSITh CTHICBYIO NPHHAIC)KHOCTh aHTIUHCKHX TEKCTOB O(UIIMABLHO-IIEIIOBOTO CTHIIA,
BUJETh XapaKTepHbIE CTHJIEBBIE YEPTHl; YUTATh OQPHUIMAIBHO-ACIOBBIE TEKCTHl PA3IMYHOM CTEIEHU
CIIO)KHOCTH; CTPOUTHb JIWUAJIOTHYECKYI0 M MOHOJIOTMYECKYI0 pE4Yb C HCIOJIb30BaHUEM Hamboiee
YIIOTPEOUTENBHBIX JIEKCUKO-TPAMMATHYECKHUX CPEJICTB B OCHOBHBIX KOMMYHHKATHUBHBIX CHTYaIUSIX
Oo(HIIMAILHOTO OOIIEHHUST; TOHUMATh TUAJIOTHYECKYI0 1 MOHOJIOTHYECKYIO Pedb 10 U3yUCHHOW TeMe.
AKTyaJbHOCTb TEMBI: 00yCJIOBIeHa HEO0X0AUMOCTBIO oBlaaeHus: YK-4.

TeopeTuyeckas 4acTb:

[Ipu o6o3navennn Aat Ha nrcbMe B BA (OpuTaHCKMI aHTIUIICKUIT) CTAaBUTCS YMCIO, 3aTEM MECSI] H
nociegHuM ykaseiBaercst rox: 20/7/99 wmmum 20.7.99. Takoe umcno mpowmsnHocutcst July the twentieth,
nineteen ninety nine. B AA (aMepHKaHCKOM aHTJIMICKOM) BHAdaje CTaBHTCS MECAL, 3aTeM YHCIO H
nocieaauM rox: 7/20/99. Ipousnocurcs takoe yuciio July twentieth, nineteen ninety nine.
HawnmenoBanue uncen takxe oTimyaerca B AA u BA.:

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



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

B o0macTii 3KOHOMHUYECKOW TEPMHHOJOIMH W JIGKCHKH COBPEMEHHOrO Ou3Heca B AA MPHCYTCTBYET
0onpIIOE  KOMMYECTBO MPOPECCHOHANM3MOB, a TaKXKe PacclOCHUE CIENHaIbHON JIEKCUKH Ha
TEPMUHOJIOTUYECKHE U MPOecCHOHANBHBIE ClIoU (TI0A MpodecCHOHATN3MAaMH IOHUMAIOTCS JIEKCUIECKHE
eIMHALIBI B CUTYalusIX HedopManbHOro obmeHus). OauH 13 BeAyIMHUX cIoco00B 00pa3oBaHUs TEPMHHOB
— JIGKCUKO-CEMaHTHYECKHU Ha OcCHOBe MeTadop. Hampumep:

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

company doctor — («IOKTOp KOMIAHHH») — (DUHAHCOBBIH KOHCYJIBTAHT, CICIHATU3UPYIONIMACS Ha
aHaJIM3€ U pa3pelIeHn Ipo0IeM KOMIaHUH

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

sleeping partner («crsimuii mapTHEP») — HOMHUHAIBHBINA MapTHED

sleeping beauty («crmsmas kpacaBuIla») — KOMITAHHUS- MOTEHIHAIBHBIA OOBEKT MOTIIOMIEHHSI, KOTOPOit
paHblIe HEe JeNaloch IpeaIoKeHui )

angel («aHrem») — COCTOSATENBHBIN 4YENOBEK, BKJIAJBIBAIOIINN COOCTBEHHBIE CPEACTBA B HAUYAIO H
pacimpeHne On3Heca

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

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

bear («MeaBenb») — CHEKYISHT, UTPAIOIIII HA TOHWKEHIES

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

B psiny AMHTBOCTHIMCTUYECKUX CPEACTB, XapaKTEPHBIX Uil 0Opa3oBaHMs IKOHOMHUYECKHUX M OW3HEC
TepMHHOB AA, TIpe/cTaBIeHa METOHIUMHS (TIepEeHOC PHU3HAKA C YaCTH Ha EN0e):

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

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

Blue collar («romy00it BOpOTHHYOK») — TPOU3BOICTBEHHBINA pabouuit

Open collar («OTKPBITHII BOPOTHHYOKY) — JIUII0, paboTaromiee JoMa 1o cBOOOTHOMY TpaduKy

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

B mporuecce cnoBooOpazoBaHUs JTEKCHUECKUX I€PUBATOB OCHOBHBIMM crioco0amu B AA SBISIOTCS
addukcanus (illiquidity, non-payment), cnoBocioxkenue (job holder, bill brocker, tax payer), korBepcus
(off — cymiecTBUTENBPHOE CO 3HAYCHHEM «CHIDKCHHE KYypPCOB BAIIOT MPOTHB MPEIIISCTBYIOLICIO THS,
go-between — cymiecTBuTEIBHOE CO 3HAYCHHEM ‘TIOCPETHHUKK).

Jlexcuueckuii coctaB OM3HEC TEPMHUHOJIOTHU AA COAEPKUT HE TaK y>K MHOT'O 3aUMCTBOBAaHUI U3 APYTHUX
a3bIK0B. HO OHM IpHCYTCTBYIOT, M BOT NpHMEp 3aMMCTBOBAHHUSI W3 PYCCKOrO sI3BbIKA: energy czar
(«BHATENHEHOE JIUTIO B 00JIACTH SKOHOMHKH).

Ha rpammarndeckom ypoBHe paznuuusi Mexnay AA 1 BA mposBisitoTcst y)ke Ha ypOBHE TEPMHHOJIOTUH
(Continuous Tenses B BA u Progressive Tenses B AA). Hocurenu BA ynorpe6usitor The Present Perfect ¢
HapeuusiMu just, already, yet: «We have already agreed to wait». AMepHKaHIIBI e HepellKo, OCOOCHHO B
yCTHOU peud, ynotpeoistoT 3neck The Simple Past: «I already met himy.

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

Koncrpyxkmus «have been to», pacipoctpanénnas B bA, moxer Bujon3mensithest B AA — «I have never
been in Florida». ®pa3za «Do youhave a car?» tunuuna g AA, torga kak B BA Ooiblie npuHSTO
rosoputs «Have you got a car?»

ColOuparenpHble CyIIeCTBUTENIBHBIEC, TaKHE Kak government, committee, team, corporation, crew B BA
MOTYT COTJIACOBBIBAThCS CO CKa3yeMbIM Kak B €JMHCTBCHHOM, TaK W BO MHOXXECTBEHHOM YHCIIE.
AMepUKaHIIbl MPEINOYUTAIOT COTJIACOBBIBATH TAKHUE CYIIECTBUTENLHBIE CO CKa3yeMbIM B €IMHCTBEHHOM
qHCIIe.

OmnpenenéHHplii apTUKIG YacTo omyckaercss B AA mocne «all», tam, rme B BA o0s3aTensHO ero
ucnonb3oBanue: «all day», «all night», «all morning» u np. 1 HaoOopoT, onpenenEéHHBIN apTUKIb
ucnonbdyercs B AA Tam, rae ero B BA ObITh He omKHO: «in the summer», «in the springy, «in the fall».
CpaBHHUTE BapHaHTHl TEPMHHOJIOTHH
AwMep. BapraHT AHTJI. BapuaHT 3HaUYeHHE
administration Government in power IIpaBurenscTBoO (AeiicTBYIOIINE)

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



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

Checking account Current accountTekymuii cuer

Claim letter  Letter of complaint [Mucemo-pexnamanys

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

Corporation law Company law 3akoH 0 KOMIaHHUIX

Express man  Carrier TTochUIbHBIIM

Ti fix a meetingTo arrange a meeting Hasuawath BcTpeuy

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

Freighttrain ~ Goods train  ToBapHEIii moe3

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

Law business Practice (law) IIpomeccyanbHoe mpaBo

Local taxes Rates MecrtHble Hamoru

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

ordinance By — law [TocraHoBEHKE, YKa3

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

Right away Immediately Hemennenno

Shipment Consignment  TTaprtus (ToBapa)

Stockholder ~ Shareholder  Tep»arens akiuii

Stub  Counterfoil ~ Kopemok (4eka)

Tag  Label DOrtukerka

Tender Offer Tlpemnokenne

Way back Some time ago HexoTopoe BpeMst TOMy Haza

BOHpOCBI U 3aJ1aHU4.

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

U3 HUCTOpHUU TPOUCXOKACHHUA aMEPHUKAaHCKOTO aHTJIIUMCKOTO. HeKCI/I'-IeCKI/Ie, rpaMMaTU4CCKueE,
op(borpaq)ﬂqecxne )51 (l)OHeTI/I‘IGCKI/IG OTIINYUSA aMEPHUKAHCKOIO [ACJIOBOTO f3blKa OT 6pHTaHCKOFO
BapuaHTa.

2. [IpounraiiTe U nepeBeInuTe TEKCT.

SCHEDULING APPOINTMENTS

Appointments may be made in several ways:

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

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

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

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

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

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

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

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



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

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

1) ...7 —Holding a meeting.

2) ...7 — Several officials are.

3) ...? — The agenda.

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

6) ...7 — After the meeting is over.

7) ...7 — She is taking them down.

8) ...7 — In shorthand.

4. Respond to the requests according to the model

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

Translate this letter, please.

Copy this memo, please.

Send off this telegram, please.

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

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

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

| am talking to a visitor.

| am sending a fax.

| am copying documents.

| am correcting mistakes.

| am learning shorthand.

6. Say what Cindy is going to do

a) when the meeting is over,

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

d) on Sunday,

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

a) after the lesson is over,

b) if the weather is nice on Sunday

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

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

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

— Are you really going to Russia?

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

— Well, good luck to you both!

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

— When is he coming?

— At three o'clock.

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

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



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

9. Listening practice.

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

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

10. Translate into English.

Cerogus 20 nosiOps 2013 roma, 10 wacoB yrtpa. Mucrep Knuddopn ouenp 3amar. OH mpoBoauT
COBELIaHME. OTO COBEIIAaHHE OuYeHb BaXXHOE. MeEHemKepbl KOMIAHUM OOCYXZAlT BOIPOCH
npousBoacTBa. Mucc @munmc Bexer npoTokon. Ha crmemyromeidt Hemene oHu OymyT oOCyXKIaTh
KOMMEPUECKYI0 OJIUTUKY KommaHuu. Ouu codepytcest 27 Hosiopst B 10 gacos.

— Uro T1HI ceitvac nemaemb, Cuaan? — S mepeBoxy mucbMo MucTepy bemoBy Ha pycckuil si3pik. — A
MOTOM YTO THI OyJemb AenaTth? — OTmeyaTaro 3To MMCHMO U OTIPaBITto ero B MockBy. — KTo aToT Mucrep
Benos? — D10 pycckuii 6usnecmer. OH coOupaeTcst K HaM MpHexarhb.

IIpakTu4yeckoe 3ansaTue Ne7. YerpoiictBo Ha padory. Co3gaHue pesrome.
OpranuzanuonHas hopma 3aHsATHS: TPAAULUOHHBIA CEMUHAP.
Lenb: ¢dopMupoBaHUE y CTYACHTOB pPEUYEBOHM, S3BIKOBOW M KOMMYHUKATUBHOW KOMIICTCHIIMM JIJIS
OCYILIECTBIICHHUS ICTOBBIX KOHTAKTOB.
B pesynbraTe 0cBOeHHE TEMBI CTYIEHT JOJDKEH
3HATh: OCHOBHYIO OHM3HEC-TEPMHHOJIOTHIO, HCIIONB3yeMYyI0 TPU YCTPOHCTBE Ha PabOTy, COCTaBICHUH
pes3toMe, AeJOBBIX MHCEM; OCHOBHBIC TpeOOBaHMS W IMpaBmia OQOpMIIEHHUS NOKYMEHTAIlMd M JIeOBOM
KOPPECIOHACHIMN Ha aHIJIMACKOM; OCHOBHBIE TIpaMMaTH4YEeCKHE SIBJICHUS, XapaKTepHbIE s
poheCCHOHATIBHOMN peUH.
YMETbh: MPUMEHSATh MOJYy4YEHHbIE TEOPETUYECKHE 3HAHHUS Ha MPAKTUKE B XOJAE OCYLIECTBIEHUS IETOBON
YCTHOW M MUCbMEHHON KOMMYHUKAIIMM HA WHOCTPAHHOM S3bIKE; ONPEAEISITh CTHICBYIO IPHHAIIEKHOCTh
AQHIJIMACKUX TEKCTOB O(HUIMAIBHO-IENIOBOIO CTHJIS, BHIACTh XapaKTEpHBIE CTUJIEBBIE YEPTHI; YUTAThH
Oo(HIIMALHO-IENIOBBIE  TEKCTHl PA3JIMYHOW CTENEeHHW CJIOXKHOCTH; CTPOUTh JIHAIOTHYECKYI0 H
MOHOJIOTHUYECKYIO PEYb C HCIOJIb30BaHHEM HauOoJee YHOTPEOUTENBHBIX JIEKCHKO-TPAMMAaTHYECKHX
CpPEeACTB B OCHOBHBIX KOMMYHUKAaTHBHBIX CUTyalMAX OQHUUUAIBHOTO OOLICHMS; MOHUMATh
JUAIOTUYECKYIO 1 MOHOJIOTHYECKYIO PeUb M0 U3yUYEHHOU TeMe.
AKTyaJbHOCTb TEMBI: 00yciI0BIeHa He0OX0auMOCcThiO oBiaaenus: YK-4, OITK-1.
Teopernueckas 4acThb:
Cy1iecTByIOT OCHOBHBIE BUJIBI PE3IOME:!
XPpOHOJIOTHUYECKOE PE3IOME
XpOHOJIOTHYECKOE pe3loMe TPEAToaraeT onucanne QpaxToB TpynoBoi Ouorpadum (paboTel, yueObl) B
00paTHOM XpOHOJIOTHUECKOM TMOpSAKE, T.€. HadMHasi C T[OCIEeJHEero MecTa paboTbl, Yy4eObl.
[IpenmytiecTBO 3TOrO BHAa pe3ftoMe s paboTomaTensi COCTOMT B TOM, YTO OH MOXET YBHUIETh B HEM
YEeTKYl0 KapTHHY TPYAOBOM JEATENBbHOCTH YENOBEeKa, JJsl COUCKAaTelsl — 3TO BO3MOXKHOCTH
MPOJIEMOHCTPUPOBATH KapbEePHBIH U MPO(eCCHOHAIBHBIA POCT B HEOOX0auMoi cdepe nestenbHoCTH. OT
JIAHHOTO BHJA DE3IOME JIydille OTKa3aThCs, €CIU TOCICIHSS JODKHOCTh (MO0 BCE JOIDKHOCTH)
COUCKAaTeNlsl HE WMEET OTHONICHUS K JKeJaeMOW JOJDKHOCTH JO0 B TpyAoBoW Ouorpaduut MHOTO
«IIPOIYCKOBY - IEPUOJIOB BPEMEHH, KOT/Ia YEIOBEK He paboTall.
DYHKINOHAIBHOE PE3IOME
OYHKIMOHAIIBHOE pe3loMe, B OTJIMYHE OT XPOHOJOTMYECKOTo, He TpeOyeT yKa3aHHWs XPOHOJIOTHHU
TpyZ#OBOH JnesitenbHOCTH. OCHOBHOW YHOp 31ech JeaeTcsi Ha MNpoeCCHOHANBHBIX HaBBIKAX U
JOCTIDKEHHAX B pasHbIX cdepax AesTenbHOCTH. OyHKIMOHAIBHOE PE3IOME BBITOJJHO IPUMEHSTH B CIIydae
HAJIMYHS «IIPOITYCKOB» B TPYIOBOW Onorpaduu, Mpu >KeIaHUH MOJIYIHTh paboTy Oe3 OmbITa B JAHHOM
cdepe 1100 MPHU BO3BPAIICHNH K 3TOMY HalPaBJIEHHIO JIEATEILHOCTH MOCTE JUTUTEIHHOTO TIEpEPHIBA.
KombunmnposanHoe pesioMe ((hyHKIHOHATbHO-XPOHOJIOTHYECKOE)



JlaHHBIH THI pe3toMe 00BbEIUHSICT OCHOBHBIC YePThl (PYHKIIMOHAIBHOIO U XPOHOJIOIHUECKOT0 pe3tome. B
HEM I0TYEPKHUBAIOTCS MPO(ecCHOHaTbHBIC HABBIKK U TOCTHKCHHS B Pa3HBIX cepax AeITeIbHOCTH, IIPU
3TOM OCHOBHBIC (baKTI)I TPYIIOBOP'I 61/10rpa(1)1/11/1 n3jaararoTcia B 06paTHOM XPOHOJIOTUYCCKOM TIOPAOKE.
HpCI/IMYHIGCTBO 9TOro BHJa pE3rOME COCTOMT B TOM, YTO OHO IIO3BOJIACT 06paTI/ITB BHHUMAHHUC
pa6OTOZ[aTCJ'I5{ Ha HpOCl)eCCI/IOHaJ'II/IBM COHMCKAaTCJIA B Pa3sHbIX HAIpPAaBJICHUAX ACATCIBHOCTH U YBUICTH
YCTKYIO IOCJI€A0BATCIIbHOCTD prILOBOﬁ ACATCIBHOCTH.
Tunosoe pe3roOMeE OOBIYHO BKIIOYAET CICOYIOIINEC KOMIIOHCHTDI
CURRICULUM VITAE
Date of Birth 27 February 19...
Name . Belova Margaret
Present address 25, 18 Leninsky Prospekt, Moscow
128343, Russia
Telephone number 433-54-48
Marital status single
Education and qualifications
2000—2010  Specialized Secondary School
23 Tushinskaya Street, Moscow, Russia
Work experience: Johnson Bros Ltd, 35 Ostozhenka Street
July 2010—June 2011 Type of Company: Retail Chain Stores
Post: Junior Secretary

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

Bonpock! 1 3a1aHust:

1. [loaroToBBTECH K 0OCYKICHUIO TEOPETUIECKOTO MaTepHaa.

Tunel pestome: xpoHojoruueckoe (chronological format), ¢ynkumonamsHoe (functional format),
rubpuaHoe (combination format), tapretupoBanHoe (targeted format) um mpaBmia ux ohOpPMIICHUS.
CrpykTypa pestome. UTo Takoe pe3roMe M B Ye€M COCTOUT €ro OCHOBHas (yHkuusa? B dem oriauuue
pestome u CV (Curriculum Vitae)? Kakue dopmatsr pesrome Bam u3BecTHbI? Kakoii dopmaT pesrome



0o0JIbIlIe TOIXOAMT JJIs YeJI0BEeKa, KOTOPBIM MHOTO JIET IpopaboTai B 0aHO# chepe nesarenprocTn? Kakoi
dbopMaT pe3roMe ojoIIe]l Obl CIICHUANNCTY ¢ MpepBaHHbIM cTakeM? Kakoii ¢opMaT pe3rome BoIOpaTh
YeNIOBEKYy, KOTOPOMY HY)KHA KOHKpeTHas paboTa B omnpezeiicHHON ¢upme? B kakoMm mopsijike B pe3rome
JIOJIKHBI OBITh PACIIONIOKEHBI JIAThl, OTHOCAIIMECS K 00Pa30BaHUIO U OMBITY paOOThI?

2. CocraBbTe HanboJee IMOAXOISIIHN TS BAC BApHAHT PE3IOME.

3. BblyunTe OCHOBHYIO TEPMUHOJIOTHIO, UCIIOJIB3YEMYIO TIPU COCTABICHUH PE3FOME.
apply for the post  — monats 3asBieHHE O pHEMe Ha PaOOTY/TODKHOCTh

obtain knowledge  — mony4uTH/IPUOOPECTH 3HAHUS

enclose an outline of — mpuIOkKKUTH (K THCHbMY) CBEJCHHS O KBATU(PHUKAIIIH

one's qualifications

office experience — OIIBIT pabOTHI B KOHTOPE

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

be on probation — MPONTH UCIIBLITATENLHBIN CPOK

application — 3asIBIICHHE

curriculum vitae CV, C.V. cv (resume) [ko'rikjulom 'viitai] — cBemeHus o0 yuebe M TpyIOBOIi
JIeSITEeIbHOCTH, KpaTKas MmpodeccCHoHaNbHass Ouorpadus, pe3roMe

4. TIIpounTaiiTe U nepeBeInTe TEKCT.

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

Dear Sirs:

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

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

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

Yours faithfully,

Olga Petrova.

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

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

- Neither. We sell computers.

2) — Will you have tea or coffee?

- Oh, | don't mind. Either.

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

- Both, I think.

4) - Does your department need a new typist?

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

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

- The important thing is whether you like it.

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

- He is not only talented but also very experienced.

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

- What made you go into a hotel business?

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

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

8. Read and translate:



Paula Tanner is interviewed by Mr. Joel Klaus, the Personnel Manager of Woodex, the company

exporting wood
J.K.: Good morning, Miss Tanner. Please take your seat. I'm Joel Klaus,
Personnel Manager. What can | do for you?
P.T.: I read an advertisement of your firm in yesterday's Business Express.
You need a secretary, so | sent my application and now I'm here.
J.K.: Have you worked as a secretary before?
P.T.: I'm sorry to say that | haven't. But in spring | finished secondary school with the
secretarial work. So it means that theoretically | should know something.
J.K.: Oh yes, | remember now. That's very good. Do you speak any foreign  languages?

P.T.: Oh, to a certain extent, yes. | know fairly well English, a little Finnish and German.

J.K.: That's not bad. We really need Finnish very much.

P.T.: Oh, I can continue my studies in Finnish. I'll go to some evening classes.

J.K.: Fine.

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

J.K.: Well, yes. | think that in the beginning you'll have to learn quite a lot.

P.T.: I'm willing to do that.

J.K.: Well, now... where have | put your application... Oh, here it is. You see,

we need a curriculum vitae as well and two photographs.

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

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

P.T.: Oh yes, of course.

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

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

J.K.: Good-bye.

9. Writing practice.

specialty of

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

possible plan for your resume:
1. Your job objectives.
Your work experience.
Your education.
Personal information.
References.

grwn

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

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

What kind of a career do you want to make?

What makes you qualified for this job or position?

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

What is your present job?

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

What salary do you expect to receive?

10. What education did you receive?

11. Did you finish with academic honours?

12. What languages do you speak?

13. Are you computer literate?

©CoNo~WNE

14. Do you drive a car?
15. What is your family status?
16. Do you have children?

17. Are you willing to work overtime?
18. Are you willing to travel?
19. Do you have any health problems?



20. Whom can you ask for references?

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

Opranu3zaiuonHas Ghopma 3aHITHS: TPAIUITUOHHBIH CEMUHAP.
Uens: dopmupoBaHue y CTYOEHTOB PpEYEBOW, S3HIKOBOM M KOMMYHHWKATHBHOW KOMIETEHIIUH IS
OCYIIECTBIICHHS JIEJIOBBIX KOHTAKTOB.
B pe3ynbraTe 0cBO€HHE TEMBI CTYIEHT T0JIKEH
3HATh: OCHOBHYIO OHM3HEC TEPMHHOJIOTHIO, HCIIOIB3yEeMYIO MPH COCTABICHUN JENIOBBIX MUCEM, OCHOBHBIE
TpeOOBaHM W MpaBwia O(QOpPMIIEHUS NOKYMEHTAlMA M JeJIOBOW KOPPECIIOHACHIIMU Ha aHTJIMHCKOM;
OCHOBHBIC TPaMMaTHUCCKUE SIBJICHUS, XapaKTepHbIE NI NMPO(ECCUOHATBHOW pPEUH; JIEKCUYECCKHE W
CHUHTaKCUYECKHE 0COOCHHOCTH O(pHUIINATTLHO-IEIOBOTO CTUIISL B aHTTIMICKOM SI3BIKE.
YMETh: OMNpPENENATh CTHIEBYIO NPUHAMICKHOCTh AHTIUHCKUX TEKCTOB OQHUIINATFHO-IEIOBOTO CTHII,
BUJETh XapaKTEPHBIE CTWIEBBIE UYEPThI, YUTATh O(PHINATHHO-IEIOBBIE TEKCTHI PA3IMYHOW CTETeHU
CIIO)KHOCTH; CTPOUTH JOWAJIOTHYECKYI0 M MOHOJIOTMYECKYI0 pe4Yb C HCIOJIb30BaHUEM Hauboiee
YHOTPEOUTENBHBIX JIEKCHKO-TPAMMATHYECKHX CPEACTB B OCHOBHBIX KOMMYHHKATHBHBIX CHTYAIHSIX
opUIIATFHOTO OOIICHUS; TOHUMATh TAAJIOTHYECKYI0 K MOHOJIOTHYECKYIO PEYb 10 U3YIEHHOU TeMe.
AKTyaJbHOCTb TeMBI: 00yciI0BIeHa Heo0X0oaAuMOCThIO oBiaaenus: YK-4, OITK-1.
TeopeTuyeckas 4acTb:

ComposoauTtesnbroe muchmo (Letter of transmittal, Accompanying letter)

COHpOBOI[I/ITCJIbHOC MUCbMO — IHMCbMO, HCIIOJB3YCMOC JId OTIIPABKU AOKYMCHTOB, HC HMCIOIIHX
aJ[peCHOM 4acTu. B conmpoBOAUTENBHOE TUCEMO MOXKET OBITh BKJIFOUEHA JIOMOIHUTEIbHAS I/IH(bopMaumI,
TIOSICHATOINASI COZICPKaHNE TeX MaTepHajoB, KOTOPHIE COCTABISIOT MPWIOKEHNE K HeMy. B aTom cimyuae
CHayYaja cOoO0IaeTcs O HalpaBIIEHUU JOKYMEHTOB, 3aTEM H3JIararoTCs AOMONHEHHS U moscHeHus. OaHO
MUCBMO MOXKET OOBEIUHSATH MUCBMO-TIPOCHOY M COMPOBOAUTENBHOE MHCHMO, MUCHMO-COOOIICHUE U
COIIPOBOJUTEIBHOE MUCHMO WIIM MHPOPMAIMOHHOE M CONMPOBOAMTENILHOE MUCEMa. B 3TOM ciydae, kak
MpaBWJIO, CHayajla u3JaraeTcsi Npochk0a, cooOleHne Wi WHOTO poja wuHpopmamnms, a 3areM
COIIpOBOAUTEC/IbHAA YaCThb. OGHS&TGHBHBIM PEKBU3UTOM COIIPOBOAUTEIILHOIO IMUChbMa ABJIACTCA OTMETKA O
HaJIMYUU TIPUITOKCHHA.

MODEL OF COVER LETTER
Your Address

City and Province

Postal Code

Your phone number

Date of writing

Mr./Ms. Employer's Name

Employer's Title

Company name

Company Address

City, Province

Postal Code

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

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

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

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

Sincerely

Name



Enclosure
BOHpOCI)I " 3aJIaHus.
1. [ToaAroToBBTECH K 0OCYKICHUIO TEOPETUICCKOTO MaTepHala.

Cxema COIIPOBOAUTEIILHOIO ITMChMaA. OCHOBHBIE TpC6OBaHI/IH K HallMCAaHUIO COIIPOBOAUTEIBHOI'O IINChMa.

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

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

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

C) I am used to working on my own.

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

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

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

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

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

i) 1 have pleasure in accepting this position.

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

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

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

3. IlepeBeauTe HA AHMTMUCKUH SI3BIK.

1. S BBICOKO IIEHIO BO3MOXKHOCTh pPa0OTaTh C JODKHOH MEpPOH OTBETCTBEHHOCTH, MPOSBIISSL
COOCTBEHHYIO HUHUIIUATHUBY.
2. B nacrosee Bpems s IOAyYaro ... B MECSL.

3. UyBCTBYIO, 4TO MO OIBIT pabOTHI B 3TOI 00JacTH He OyIeT MCTONB30BaH B MOJTHON Mepe, MO3TOMY
BBIHYXX/ICH OTKJIOHUTH NIPCAJIOKCHHEC.

3. Tak kak MOsI HacTOAIIAsA JOJDKHOCTh HE 1a€T MHE OOJBLIMX BO3MOXXHOCTEH /ISl IPOABIKEHUS, 5
xoTell Obl paboTaTh B TAKOHM NMEPCIEKTUBHOM OpraHu3anuy, kak Bama.

4. Ccpinasice Ha 0OBsiBIIEHHE B «...» oT 10 sHBaps, BTOPHHUK, s XOTel OBl NMpEeTEeHI0BAaTh Ha
JOJDKHOCTS ... B Balei gupme.

5. C HereprieHHeM X1y Havyasa paboTel 1 oKTSAOpsL.

6. C yZ10OBOJILCTBHEM MIPUHUMAIO 3TY AOJKHOCTb.

7. 41 npuBBIK paboTaTh CAMOCTOSTENHHO.

8. C cosxaneHreM cooOI1ai BaM, 4TO HE MOTY 3aHSTh 3Ty JOJDKHOCTb, TaK Kak MOJY4YHJI APYroe,
Oosee NpuUBIIEKATEIBHOE IIPEIIOKEHHE.

9. Bo Bpemst 0OyueHHs TSt TIOJTyYeHHS TOJDKHOCTH, KOTOPYIO S 3aHUMAI0 B HACTOSIIIUN MOMEHT, s
OKOHYMJI KypChl MApKETHHIA.

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

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

4. Translate into English.

51 xody paboTaTh EPEBOJUMKOM B KaKOW-HUOYIb COBMECTHOW KOMITaHWH. S X0dy pa3ociiaTh pe3romMe B
HECKOJIbKO TaKWX KOMIAHWH. Sl HaJeroch, 9TO CMOTY MOJYyYUTh MHTEPECHYIO pabOTy, MOTOMY YTO A
CHEUUAINCT BBICOKON KBanmudukauuu. S 6erio roBopro Mo-aHMIMHCKH U CHIEHUAIM3UPYIOCH B TIEPEBOJIE
Ha JENOBBIX TeperoBopax. S1 Xopomo 3Hal0 MHOTHE KOMITBIOTEPHBIE MPOTPaMMBbI, HEOOXOIWMBIE B
pabote. Kpome Toro, 5 He xeHAT, BOKY MAIIMHY W HE TIPOTHB paboTHI, CBSI3aHHON C pa3be3amMH.

IIpakTHyeckoe 3ansiTe Ne9. YcrpoiicTeo Ha padoty. ColecenoBanme.
OpranuzaiuonHas hopma 3aHsATHS: TPAJAUIUOHHBIA CEMUHAP.
Lenb: ¢dopMupoBaHHE y CTYACHTOB pPEUEBOHM, SA3bIKOBOW M KOMMYHHUKATHBHOW KOMIICTCHIIMM JIJIS
OCYHICCTBJICHUA NCITOBBIX KOHTAKTOB.
B pesynbTaTe ocBOE€HME TEMBI CTYJEHT JOJKEH



3HAaTh: OCHOBHYIO OW3HEC-TEpMUHOJIOTHIO, HCIIOJNIb3YeMYyI0 TpH  COOECelOBaHWH;, OCHOBHBIC
rpaMMaTHYecKue SBICHUS, XapaKTepHbIe T MPOGECCHOHANBHON PeUH; JIEKCHUECKUE H CHHTAKCHYECKHUE
0c00eHHOCTH 0(HUIINATIBHO-EIOBOTO CTHIISL B aHTJTUIICKOM SI3BIKE.

YMeTh: BECTH coOeceloBaHWE MPH MpHeMe Ha paboTy; ONpeAeNiTh CTWIEBYIO NPHHAMIEKHOCTD
AHTTTUICKUX TEKCTOB OQHUIMATBHO-IAEIOBOTO CTHIISI, BHIETh XapaKTEepHbIE CTHIIEBBIC UYEPThHI; UHTATh
OUIMATBFHO-IETIOBBIE  TEKCTHl  PAa3jMYHOW CTETNEeHHW CIIO)KHOCTH; CTPOUTHh JHAIOTHYECKYI0 U
MOHOJIOTHUECKYIO peYb C HCIOJb30BaHUEM HauOoJee YHOTPEOUTENBHBIX JIEKCHKO-TPAMMATHYECKHX
CpPEICTB B OCHOBHBIX KOMMYHHKATHBHBIX CHTYyalllisIX O(HIMAIBHOTO  OOIICHWS; [OHUMAaTh
JTUAIOTHYECKYI0 1 MOHOJIOTHYIECKYIO PeUdb TI0 U3yUYEHHOU TeMe.

AKTyaJbHOCTb TeMBI: 00yciI0BIeHa Heo0XoauMocThio oBaaenus: YK-4, OITK-1.

TeopeTuueckas 4acTb:

K cobecenoBannio ciemyer TOTOBUTHCS 3a0JaroBpeMEHHO. JTO TOMOXET IMPEOJONeTh CTpax M
CTpecc, WiH, 10 KpalfHel Mepe, CBeCTH MX 10 MUHUMYyMa. Heo0Xonumo mpoaymars OTBETHI Ha BOIPOCH
00 ombiTe pabOTHl Ha TeX MOJDKHOCTAX, KOTOphIe BBl yKazanu B pe3tome. OO0S3aTeNbHO HYKHO OBITH
TOTOBBIM K CJIETYIOIIAM BOIIPOCAM:

1. What do you know about our company?
O3HakOMbTECh ¢ MH(MOpPMAIUCH O KOMIIAHWU 3apaHee. Y3HalTe, IJie KOMIIAHUS UMEET CBOM (DHIIMAIIBI,
KaKOBO €€ ITOJIOKEHHE Ha PBIHKE, KaKhe MePCIIeKTUBBI Pa3BUTHSA BUIUT €€ pyKOBOACTBO. IlocMoTpuTe Kak
poccuiicKkre Tak u 3apyOeKHbIE HCTOUHUKH.
2. Why do you believe we should hire you?
KOHC‘IHO, HE HYXXHO NPCYBCINYNBATHL CBOU NOCTOMHCTBA, HO COBEPIICHHO HGOGXOI{I/IMO MEPEUNCINUTD TC
Ka4eCTBa M HABBIKH, KOTOPHIE BBITOJTHO OTINYAIOT BAaC OT APYTHUX COMCKATEICH.
3. Why did you leave your last job?
Huxorma He 0T3bIBaiiTeCh HEraTUBHO O MPOIUIBIX pab0OTOAATENAX, HHAYE Y BallIero HOBOTO PaboToaTes
MOJKET BO3HHKHYTH OITaCE€HHE, YTO BBl U UM OyJIeTe aBaTh OTPHUIIATENBHYIO XapaKTEPUCTHKY B Pa3HBIX
Kpyrax.
4. In what ways do you need to improve as an employee?
He GoiiTech nmpu3HaTh, 4TO y Bac €cTh U clabble CTOPOHBL. DTO TOBOPUT O TOM, YTO BBl OCBEIOMIICHEI O
CBOMX HEIOCTAaTKaX M TOTOBBI HA/I HUMU pabOTaTh.
5. Scenario (BapuaHT pa3BUTHS COOBITHIA)
MoryT Npe/UIoKUTh CUTYalluio, KOTOpas MOXXET BO3HUKHYTh Ha pabodeM MecCTe, ¥ KOTOPYIO CleyeT
paspemnth. HeoOX0MMO TIpeICTaBUTh TOYHBIH, IOMIATOBEIH ITyTh PEIICHUs TPOOIEMBI.
B xoHIIe cobecemoBaHus MPEOCTABAT BO3MOXKHOCTD 331aTh CBOM BOIIPOCHI:
Do you have any questions for us?
Bompocer MoryT KacaTtbCs TEpPCHEKTHB pPa3BUTHS KOMIIAHWM, XapakTepa paOoTel (Hampumep,
MPeTyCMOTPEHBI JIM KOMaHAUPOBKH WITH Tiepee3] B pyroit peruoH). [Ipennonoxum, uto B IHTEpHETE BHI
Hanmm I/IH(l)OpMaHI/IIO, YTO KOMITaHUA NPUHUMACT Y4aCTHUC B emeronHoﬁ BBICTaBKE€, I'/I€ €€ NPCACTaBIIAIOT
HECKOJIbKO COTPY/JHHUKOB, B 00S3aHHOCTH KOTOPBIX BXOJUT IPOBENICHUE MPE3CHTAIIUN ISl TIOCETUTENEH
BBICTABKM W 3HAKOMCTBO CO CTEHIOM KommaHuu. Mcmonp3ys 3Ty wuH(pOpMaiuioo, MOXeTe 3alaTh
CJIEJTyIOIIHE BOTIPOCHI:
Who is chosen to represent the company each year?
Can | work my way up to becoming a representative?
Which topics do these individuals lecture on?

PaGoTomarenn Bcerya IEHAT OCBEIOMIICHHOCTh U HMHTEPEC COHMCKATeNIeH K 000U NesATeNbHOCTH
KOMITaHUH.
Tem He MeHee, eCTb BOIPOCHI, KOTOpBHIE HeNb3sd 3ajgaBaTh paboromaremo. Hampumep, He crouT
CIIPaIINBaTh O pa3Mepe 3apabOTHON TUTATHI:
What will my salary be?
OO0b1uHO 5Ta MH(pOpMaNKs yKa3aHa B OOBSBICHUHM O BakaHCHH. Kpome Toro, paboronatenb HOHUMAET,
YTO 3TO BaXKHBIH JUIS BaC BOMPOC, TIOATOMY O pa3Mepe 3apadOTHOM IiaThl paboTonaTellb COOOIIUT BaM
caM, WIH )K€ BaC MOI'YT CIIPOCUTh, HAa KaKYI0 3apIUIaTy Bbl IPETEHIYETE.
B koH11e cobecenoBanus BaM cOOOILAT O 1aTe BTOPOTro cobece10BaHus (€CIK TaKoe MPeyCMOTPEHO) HITH
0 CpOKax M3BELICHUs Bac O peIIeHNH PadOTOAATEINS.
Bomnpocs! 1 3apanus:
1. TToaroToBbETECH K 0OCYXICHUIO TEOPETUIECKOTO MaTepHaa.
Kak Bectn cebs Ha cobecemoBanuu. YacTto 3amaBaeMble BONPOCH Ha cOOECeIOBaHUHM HA aHIIIMHCKOM
s3pike. Kak co3gath xoporliee BlieyaTieHne y MOTEHIIMAIBHOTO paboTOIaTeNsl.



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

2.1

— Exuse me, may | come in?

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

— My name is James Smith.

— How old are you?

— ' am 20 years old.

— Well, James, where did you work before?

— I worked as a cashier in McDonald’s.

— Are you quit yourself or somebody fired you?

— | quit myself. The work distracted me.

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

— That’s right.

— You must understand that we need skilled workers.

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

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

-He is 45.

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

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

— Oh sure. His name is George Smith.

— Thank you so much.

— Thank you.

— Have a nice day!

— Bye!

— Byel

2.2

— Hello Anna.

— Hello.

— You are applying for an editorial job.

— Yes.

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

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

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

— Yes, | read it on the site.

— Are you satisfied with everything?

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

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

3. Read and translate:

BUSINESS TALKS

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

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

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

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

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

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



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

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

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

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

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

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

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

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

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

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

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

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

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

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

IMpakTnyeckoe 3ansitue Nel0. CTpykTypa 1e10BbIX nuceM. Buabl 1e10BBIX nuceM.
OpranuzanuonHas hopma 3aHsITHS: TPAAULUOHHBIA CEMUHAP.
Lemnp: ¢dopMupoBaHue y CTYACHTOB pPEYEBOM, S3BIKOBOM M KOMMYHHUKATUBHOW KOMITCTEHIIMH JIJIS
OCYIIIECTBIICHHS JIEJIOBBIX KOHTAKTOB.
B pesynbTare ocBO€HHE TEMBI CTYJEHT JOKEH
3HATh: OCHOBHYIO OM3HEC TEPMHUHOJIOTHIO, HCIIONB3YEMYIO TIPH COCTABICHUH JIEIOBBIX MTUCEM, OCHOBHBIE
TpeOoBaHUS W mpaBwia OQOpPMIIEHUS TOKYMEHTAIlMA M JIENIOBOW KOPPECIIOHACHIIMU Ha aHTJIMHCKOM;
OCHOBHBIC TpaMMaTHUECKHE SBJICHUS, XapaKTEepHbIC Ui NPOPECCHOHAILHOW peuH; JIEKCHYECKHE |
CHHTAKCHUYECKHE 0COOEHHOCTH O(PHUIINATBHO-/IEIIOBOTO CTUIISI B aHTJIMHACKOM S3BIKE.
YMETh: OMNPEIENATh CTHIEBYI NPUHAMISKHOCTh AHTIUHCKUX TEKCTOB OQHUIIMAIBEHO-IEIOBOTO CTHIIS,
BUJIETh XapaKTepHBIE CTHIEBBIE YEPTHI; YUTATh OQPHUIMAILHO-ACIOBbIE TEKCTHl PA3IMYHON CTETeHU
CIIO)KHOCTH; CTPOUTHh JWAIOTHYECKYI0 ¥ MOHOJIOTHYECKYI0 pe4Yb C HCIOJIb30BaHUEM Hauboiee
YHOTPEOUTENBHBIX JIEKCHKO-TPAMMATHYECKHX CPEACTB B OCHOBHBIX KOMMYHHKATHBHBIX CHTYaIHSIX
o(HIIMATLHOTO OOIIEHNUST; TOHUMATh JUAJIOTHYECKYI0 1 MOHOJIOTHUYECKYIO pedb M0 U3yYCHHOU TeMe.
AKTyaJgbHOCTb TEMBI: 00yciI0BIeHa He00X0auMOCThiO oBiaaenus: YK-4, OITK-1.
Teopernueckas 4acTh:

CTuiib HaNMCaHUs IENOBBIX MUCEM MEHSAETCs 04eHb OBICTPO. C KaXKABIM FOJIOM OH CTAHOBUTCS NPOIIE
U MeHee oUIMANBLHBIM. B Hacrosimee Bpemsi JeJIOBbIe KOPPECIOHICHTHI H30erarT yrnoTpeOieHus
HACBHIILIEHHBIX U BUTUEBATHIX (pa3, a MPEANOUUTAIOT MPOCTOH, KOHKPETHBIN A3bIK, T.K. OHU LIEHST CBOE
BpEMs M HE XOTAT €ro TPATUTh Ha YTCHUE HEHYKHBIX CIIOB.

Ho xopomme MaHepsl BaXHBI HE TOJILKO B JIMYHBIX KOHTAaKTaX, OHH BaXHbI B MHcbMe. [lodTOMy
JII00E3HOCTh, JTOOPOXKENIATSIbHOCTD JOJDKHBI MTPOHU3BIBATH Ballle MUChbMO. JIt00ask MBICIIb MOXKET ObITh
BBIpa)KEHA BEXIIMBO, CICPKAHHO MU C JIOCTOMHCTBOM. TaKTHYHOCTb, BEXKIMBOCTH B JEJIOBBIX MUCbMaX —
3aJI0T ycriexa.

Ilo ycraHoBuBIIEHCSA TpaAULIMK CTPYKTYpa JI€JI0BOr0 MUChbMa BKJIIOUYAET:

O0s3arenbHbIe KOMIIOHEHTBI, T.€. YaCTH, KOTOPBIE BCEr/la JOJDKHBI IPUCYTCTBOBATH B MHCHME:
MeYaTHBIA mTaMI Komnanuu/3aroioBok (Letter Head)

nara (Date Line)

BHyTpennuii anpec (Inside Address)

BCTynuTeIbHOE oOpamienue (Salutation or Greeting)

tekct nmuckMa (Body of the Letter)

agkrwbdE



6. 3akrounTenbHas popmyna BexnmuBoctr (Complimentary Close)

7. moanuchk (Signature)

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

8. yKa3aHWe Ha WHHULMAIBI YeJNOBEeKa, MHCABIIEro MOJ AMKTOBKY, mim cekperaps (Reference
Initials)

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

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

11. yKa3zaHHe Ha JIMIO, KOTOPOE MO KEIAHWI0 OTIPABUTENS JOJDKHO TPOYECTh JaHHOE IMHCHMO
(Particular Address or Attention Line)

12. yKa3zaHue Ha conepkanue nuchMa (Subject Heading or Caption)

13. yka3anue Ha cchliky (Reference Number)

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

LETTER HEAD
3ATOJOBOK

3aromoBOK medaTaeTcsi TUIMOTpad)CKUM CIIOCOOOM, OH COAEP)KHT BeChbMa BAXHYIO HH(YOpPMAIHI0 00
OTIIpaBUTENle: HaWMMEHOBaHWE (UPMBI WM OPraHU3aIlH, TOYTOBBIM W TenerpadHbBIi aapec, HOMEp
tenedoHa, Tenekca u tenedakca. Homep pacuetHoro cueta u Apyrue OaHKOBCKHE PEKBU3UTHI B JAHHOM
cly4ae TIpHBOIOUTH He cienyer. Hamwume (akca sBIsSeTCS NPU3HAKOM €CTECTBEHHOTO YPOBHS
00ecreYeHHOCTH OPTTEXHUKOHM, MOITOMY OTCYTCTBHE CBEIeHHH O ¢akce Ha ONaHKE MOXKET BBI3BAThH
HEIOYMEHHBIC BOIIPOCHI Y MOJTy4YaTesIsl.

PazMmemienre pekBU3UTOB HE HWMeET CTpOrod perinameHTanud. OAHAKO OOBIYHO HAUMEHOBAHHUE
OpTraHM3alyd, TPEANPUATHI, GUPMBI U T.J. JaeTcS B BEPXHEM JIEBOM WJIM TPaBOM yriax, a ajapec,
TeneoH, TelekC M (Qakc B MPOTHBOIOIOKHOM YIIIy. BO3MOXHO Takke pacIojioKEeHUE ajapeca,
tenedoHa, Telaekca u (akca B HIKHEHW 4acTu 3aronioBka. [lon Ha3BaHueM ¢GupMBI MOXKET OBITh YKa3aH
pOIl ee AeATeThbHOCTH. B Ha3BaHUSIX TOPTOBBIX M MPOMBINIICHHBIX MPENNPHUIATANH, OAHKOB U T.J. MOXET
mpuCyTCTBOBaTh cioBo Limited (cokpamenno Ltd.) Hampumep:

Mitchell Diesel, Limited

B cioBe Limited B cokpamieHHOM BUE 3aJ0KeHO BhIpakeHue limited liability company T.e., KoMnanus ¢
OTPaHMYEHHON OTBETCTBEHHOCTHIO.

WHorna B Ha3zBaHWAX (QUpPM BCTpedaeTcs M APYroe COKpaiieHue — Inc., 4To COOTBETCTBYET BHIPAKEHHIO
Incorporated , T.e. 3aperucTpUpPOBaHHBIN KaK KOPIIOPALHUS, HATIPUMEP:

International Office Equipment, Inc.

[Tomumo mipenoctaBneHust pakTuieckoi nHMOpMAIK 0 GUPMe, 3ar0JI0OBOK OIPEIEIICHHBIM 00pa3oM
XapaKTepU3yeT ee ¢ JPYrod CTOPOHBI: HeoObluHas (hopMa 3arojioBKa, ero Jau3aiid, smOnema (upmsbl (a
WHOT/a U €€ JIEBU3), IPUMEHEHHEe [BETHOW KPACKH, MCIIOIh30BaHUE 0CO00N OyMarm — BCE 3TO CO3/1aeT
cBOeoOpa3HbIii 00paz ¢upmbl. UuTast muceMo, Brel, 06e3ycioBHO, IMpekie BCEro, WHTEPECYeTeCh ero
coJiepKaHueM, OJJHAKO HEBOJILHO oOpalaeTe BHUMaHue M Ha O0(OpMIICHHE 3aroJIoBKa, KOTOPOMY cpa3y
JlacTe BHYTPEHHIOK OICHKY, MHOT/a TIEPEHOCS 3Ty OIIEHKY M Ha JEATeNIbHOCTh caMOol (pUpMBbL. Y gauHoe
pacmojyoKeHne KOMIIOHEHTOB 3arojIOBKa, €r0 OpUTHHANBbHAs HMOJeMa CIIOCOOCTBYIOT CO3JIaHUIO
OJaronpusTHOrO BIEYaTIeHUs 0 GupMe y TeX, KOMY HalpaBiIeHO MHCHMO. 3aroJIoBOK O(QHUIIHAILHOTO
MUCHMa TPEJCTABISAET cO00i (UPMEHHBIH OJaHK, B KOTOPOM OCTaeTCsl YKa3aTh TOJNBKO /ATy HAIMCAHUS
nuceMa / date line: xoropoe oObYHO mewaraercs cropaBa. CyIIECTBYIOT pa3iM4HbIE CIOCOOBI ee
HanucaHus. TpaauMOHHBIM OPUTAHCKUM CUUTAETCS CIECIYIOLIHIA BapUaHT:

15 Feb. 20...

15 February, 20...

15th February, 20...

AMepUKaHCKHUH cr1oco0 0003HaYCHHS JaThl HECKOJIBKO MHOM:

February 15th, 20...

February 15, 20...

Ilepen urcnuTeIPHBIM, 0003HAYAIOMINM TO/, OOBIYHO CTABHUTCS 3amsiTas. B mocimeanue roasl Bce Oosee
3aMETHOH CTAaHOBUTCS TCHJICHIIUS K MUHUMAaJIbHOMY

yIoOTpeOICHUIO 3HAKOB MPENUHAHNA B JIEJIOBOM KOPPECIIOHJCHIIMH, TTO3TOMY MOKHO BCTPETHThH U TaKOE
HalMCcaHUe JaThl:

4 August 2013.

He pexomennyercst ynotpeOsiTh B Jatax MUPPHI BMECTO MECSIIEB, TOCKOJIBKY MUPPOBOE 0003HAUCHHE
JaTbl MOXET OBITh MCTOJKOBAaHO IO-Pa3HOMY B pa3JIMUHBIX CTpaHax. lak, mata 2/5/2013 Oyzer
BOCIIPUHSATA MPEACTABUTEIIEM aMepuKaHCKoW (upmbl kak 5 (deBpans 2013 roma, a mpeacTaBUTEIEM



Opuranckoit pupmer — kak 2 Mas 2013 roma. IT0 CBA3aHO ¢ OCOOCHHOCTSAMHM MPOUYTEHUS JaT B Pa3HBIX

CTpaHax:
CHIA

2 [ 5 [ 13

MeECHI] JE€Hb ToI

Bemukobputanus

2 [/ 5 [ 13

JICHb MeECHI] Tox

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

February — Feb. August — Aug.

March — March September — Sept.

April — Apr. October — Oct.

May — May November — Nov.

June —June December —Dec.

[Tpu pabote ¢ kommbroTepoM MexayHapoaHas opranmzanus no Crammaprmzanuu (ISO) pexomeHmyer
MOJTHOCTBI0 U(POBOE 00O3HAYECHUE NAThl, MPUUEM CHavaja YKa3bIBaeTCsl TOJl, 3aT€M MecAll U JICHB,
Hanpumep: 2013-09-06 nn gaxke cimutao 20130906. OmHako moka 3Tu (GOPMBI IIMPOKOTO TPUMEHEHUS
HE MOy YHIIH.
INSIDE ADDRESS
BHYTPEHHUUN AJLPEC

Anpec nonyyarenst IMCbMa WM BHYTPECHHUH apec IOMEIAeTcs Ha JIeBOi cTopoHe OlaHKa MUChMa U
COJCP)KUT YKa3aHWE Ha TO, KOMY OHO HampaBJIeHO W MO KakoMmy ajapecy. ITMCBMO MOXET OBITH
HampaByieHO (UpMe, M TOT/la CHayala YKa3bIBaeTCs €€ HAaMMEHOBAaHHUE, a 3aTeM aJpec B CIEeAyIOIIeH
M0CJIE0BATEIFHOCTH: HOMEP JIOMa WM 3JaHMS U Ha3BaHME yJIHULbI (HA OJHOM CTPOKE), Ha3BaHUE ropoa
(Ha nmpyroit ctpoke). 37ech ke, ecnd HeoOXOAWMO, MOMeNaeTe MPUHATOE 0003HAUYEHHE MOYTOBOTO
paiiona. Ilpu oOpalieHNHM K OpraHW3allii, B HAa3BaHWW KOTOPOW MPUCYTCTBYIOT COOCTBEHHBIC MMCEHA,
azipec TMoJydaress AEJOBBIX MUCEM O(GOPMIISIIOT B 3aBUCHMOCTH OT CTPaHbl, B KOTOPOH MMEET MECTO
MepenucKa.
Wuoraa nepen HazBaHueM (UPMBI IPUHSATO CTaBUTh CJIO0BO Messrs (COKpaiieHHe (paHIly3CKOro CIoBa
Messieurs). ITo genaercs B TOM cilydyae, KOTJa B Ha3BaHUU (UPMBI IPUCYTCTBYIOT (haMHUITUH KaKUX-THOO
T, HallpUMep:
Messrs John Brown and Co., Ltd
[Tocne aTOTO B TOH K€ MOCTIEIOBATEILHOCTH JA€TCS alpec OpraHnu3aIHH.
Messrs HMKOTJa He YHOTpeOnsieTcs Hpu OOpallleHHHM K 3aperucTpUpOBAaHHOW KOMIAHMM, OyIb TO
nyOJIM4HAs WM YacTHas KOMIaHus. PekomeHayeTcs HampaBiisiTh KOPPECIOHIEHIHIO HEMOCPEACTBEHHO
TOMY JOJDKHOCTHOMY JIMIly, JJISi KOTOPOrO OHa TpeJHa3HadeHa, T.e. JUPEKTOPY-PaclopsIuTEIto,
KOMMEPUYECKOMY JHUPEKTOpY (3aBelylomeMy OTHeNIoM cObITa), YIPaBISIONIEMY OKCIIOPTHBIMH
orepauusmMu U T.1. B TakoMm cityuae yka3piBaeTcst Ha3BaHHe (GupMbl Oe3 oOpatueHus K Heil. OHO cTaBUTCS
YacThIO aJipeca TOYHO TaK XKe, KaKk Ha3BaHWE YIHUIBI WU TOPOJa.

B Coenunennbix Illtatax Amepuku ¢opma obOpamieHuss Messrs He ynoTpebmnsercs: Stainway &
Sons, Inc.
Ecnu muceMo anpecyeTcs KOHKPETHOMY JIMILy, TO B JI€JIOBOH IMEpenucKe aapec MOIydaTesisi MOKET
0QOPMIIATECS CIEIYIONMM 00pa3oM: — €CIM THChMO aJ[PeCOBAaHO JIOJDKHOCTHOMY JIMITy B KaKOW-ITHOO
KOMITaHUH U TIPH 3TOM HEU3BECTHA €To (haMUIIH, TO aJipecaT yKa3blBaeTCs CIEAYIOINM 00pa3oM:
The Manager
The Hongkong Banking Corporation
- €CIIM K€ W3BECTHa (aMWIHs JIOJDKHOCTHOTO JIMIA, TO OHA YKa3bIBAeTCs MEPBOH, MOCIIE Yero MOXKET
OBITH 0003HAUEHA U JOKHOCTD:
Mr. Edward W. Hertzfeld, President Hertzfeld
Home Appliances, Inc.
VYkazaTb JOJDKHOCTH 0e3 (haMHUIINH JIMLA, €€ 3aHUMAIOIIEero, MOKHO B TOM CJIydae, eClId 3Ta JOJKHOCTD
ABJISIETCS €MHCTBEHHOW B opranm3anuu. Ecim xe Bbl HampaBisieTe mMUCbMO JEJIOBOTO COJCpPKAHUS
OTJICNIFHOMY COTPYAHUKY (UPMBI, TO CleAyeT CHadaja yka3aTh (aMIJIMIO 3TOTO COTPYJHHKA, 3aTeM
Ha3BaHue (GUPMBI (M, BO3MOXKHO, KaKOro-lIuOO ee OTjeNia), TOoCJe 4Yero ykaszaTh ee TOJHBIA ajpec,
Hanpumep:
Mr C.C. Pan



The Standard Oil Company

IlucekmMa MyXUYMHaM MOXHO aJpecoBaTh, KaK YKa3aHO, B 3aBUCHMOCTH OT TOTO, KaK CaM 4YeJIOBEK
MOJIHUCHIBAET CBOM MTUCHMA.

K He3aMy>KHHM >KEHIIMHAM M K JEBYIIKaM MOXXHO oOpamatbes: «Muccy. K 3aMy)HUM KEHITUHAM —
«Muccuc M(apus) b(payH)» mpexae HYXHO ObUIO 00s3aTeNFHO yKa3plBaTh WM Myxa: «Mmuccuc
T(omac) B(payn). Korma HemsBecTHO, 3aMyXHsSI WM HE3aMY)KHsIS JKEHIIMHA, K KOTOpoi Bam HyXHO
oOpatutbes, BMecTo «Muce» u «Mmuccuc» crano ymnorpedmarscsi «Mc». Korma Ber comHeBaetecs,
ynorpeomstiite «Mwuccy». Ecaum Bel He yBepeHBI, Kakoro Iojla YelOBeK, KOTopoMy Bbl mummre,
ynotpeosiite «Muctepy.

3areM mocie UMEHH OOBIYHO UET Ha3BaHKE NOJKHOCTH, TUTYJIA, HAYYHOH CTENeHu | T.1. B aToM ciyuae
MUCHMEHHBIN JIETOBOH ASTHKET TpeOyeT BBINOJIHEHUS CICAYIOIIMX YCIOBHUH: Ha3BaHHE JOJDKHOCTH
CTaBUTCS TOJIFKO TIOCIIE MMEHH YelIOBEKa Yepe3 3amsITyIO:

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

Mr. Mort Monroe, Editor INocnoguay Mopty Momnpo,
Penakropy

Ha3BaHUC y‘-ICHOﬁ CTCIICHU MUIICTCA NEPCa MMCHEM, BCJIC 3a KOTOPBIM 4YEPE3 3aIIATYIO MOXKET CJICA0BATH
0003HaUYCHNEe JOHKHOCTH.

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

Dr Michael Lurvey, Director  oktopy Maiikiy Jlepsu,

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

B Aurnuu nHoraa mociie paMHIUN MOXKET CTOSTh CI0BO Esq., mepea KOTOphIM CTOMT 3amsras. B stom
ClTy4ae Ha3BaHHWE JOJDKHOCTH OOBIYHO MUIIETCS C HOBOW CTPOKH:

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

Ecin wMs KOHKpPETHOro JHIla HEW3BECTHO, TO Ha3BaHHWE JMODKHOCTH IHINETCS C ONpeielIeHHBIM
aApPTHUKJIIEM:

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

OHako Takoe HAMMCAHUE BO3MOXKHO TOJIBKO TOT/a, KOT/ia Bl aOCONMIOTHO YBEpEHBI, UTO 3Ta JOHKHOCTD
SBIISIETCS €IMHCTBEHHON B MHTEPECYIOIIeH Bac opranusanuu. Hampumep:

The Chairman IIpeacenarens

The President [pe3unent

The Managing Director JupexTop-pacnopsauTens

The Chief Accountant I'maBHBII HHXEHED

The Secretary Cekpertapb

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

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

Director Hupexropy

The British Engineering KOMIIaHUM BpuTHIl DHIKUHUTHHT,

Co., Ltd. Kamnanu JIumuren

Ecin muceMo agpecoBaHO JIMIly, Y€l TOYHBIM aJpec HEM3BECTEH, OHO MOJXKET OBbITh HAIIPAaBJICHO B
OpraHu3allHIo, HAIPUMED, B TOPTIIPECTBO WU Ha (GUPMY, KOTOpas MOKET MepeiaTh WX NepeciiaTh eMy
3TO MUCHMO. B Takux cirydasx mepeja Ha3BaHHEM OpPTaHHM3AIMH, TOPTTIPEICTBA, (PUPMBI IMHITYTCS CIOBA
«Care of ““ (=in care of), kOTOpbIe 03HAYAIOT “‘Ha MOMEYECHHE ™, T.C. TI0 aJIPecy.

Kak ormeueno BBIIIC, ITOCJIE Ha3BaHUA q)HpMI)I B aApe€CC YKa3bIBACTCA HOMEP AOMa U HAa3BAHUC YJIUIIbI,
3aTeM Ha3BaHUE ropoja wiu rpadCTaa.

B oTHOMmIEHNMN OobIIMX TOpOAOB BennkoOputaHum ykazaHue rpad)CTB HE 00sA3aTENBHO, YTO KacaeTcs
HEOOJIBIINX TOPOIOB, 0003HaueHUe rpad)cTBa 0053aTEIBHO, 0COOCHHO, ITOCKOJIbKY Ha3BaHUS HEOOJIBIINX
TOPOJIOB MOBTOPSIIOTCS (HampuMep, B BenmkoOpuTaHuu CyliecTBYIOT aBa Puumonna: omun B rpadcerse
Cyppeii, a npyroii — B rpacTBe ﬁomeHp).



B BenukoOpuTaHuu npu HanMCcaHUM MOYTOBOIO ajipeca PEKOMEHIyeTcs IUcaTh Ha3BaHHE ropoja
IPOITMCHIO, 3aTeM MEJKO Ha3BaHUE Ipad)CTBA, 3aTE€M IOYTOBBIN KOJ )CHCTEMa KOTOPBIX HENAaBHO ObLIA
BBEJICHA B cTpaHe). Hamucanue koma B agpece yCKOPSET JOCTaBKYy M MO3BOJSIET 00pabaThiBaTh MOUTY C
MOMOIIBIO aBTOMATOB.

Korpa nuceMa mocsutaroTcst B Ipyrue CTpaHbl, Hy>KHO BCETa MHUCAaTh Ha3BaHUE CTPAHBI, JAXKE €CIH ITO
cronuua crpansl. CymectByeT Hanpumep ,JIoHnoH B AHriuy, a Take B Kanane, bocton B Anriuu, a
Takke B Amepuke, Tpunonu — B Jlusuu u B JIuBane, bnenraiiep — B lllotTnananu u B Manasu.

Ilo Toi1 ke mpuuNHe, KOTrJa MOCHUIAIOTCS MIUChbMa B AMEpPHUKY, HY>KHO 00sI3aT€IbHO YKa3bIBaTh HAa3BaHUE
mTaTa Mocle Ha3BaHWSA ropoja, Kak ykasaHo. Ilociie HasBaHus ropona Hero-Mopk HyXHO 06s3aTeIbHO
yKa3aTb Ha3BaHUE 1ITaTa! HI;IO-ﬁOpK nimu Hero-Jlxepcen.

B odunuanbHO#i mepenucke BO3MOXKHA Takas CHTyallWs, KOTZa Bbl MPOCTO HE 3HaeTe, KeM OyaeT
paccMaTpuBaThCs Balle NMCbMO. B 3TOM ciydae Ha moOMOINb BaM IPUAET JIOBOJIBHO IOMYJISIpHAs B
AHIJION3BIYHBIX CTpaHax (opmyna:

To whom it may concern —Tomy, KTO MMeeT K 3TOMY OTHOLICHHE. DTa (OpMysa TaKKE IMeyaTaeTcs
OTZAEJIBHOI CTPOKOH MOJ aApecoM MOIy4YaTes.

B CIIIA B nmenoBoii mepemnucke cTaparoTcs u30eraTh O€3MUYHOTO OOpaIlIeHHs TaXKe B TOM CiIydae, eClind
MOJTy4aTellb THChbMa — HE3HAKOMBIH YeTIOBEK M M3BECTHO JIUIIb €TO UMSL.

OPENING SALUTATION (GREETING)

BCTYIIUTEJIBHOE OBPAIIEHMUE

BerynutensHoe  oOpamneHue  mpeAcTaBiseT  co0oil  OOIIEHPUHATYIO — CTaHAAPTHYIO  (Qopmy,
SBJIAIONIYIOCS HEOTHEMJIEMON YacThiO ATHKETa JIENOBOro mrucbMa. OHO MOMEIIaeTcsl Ha JIEBOH CTOpPOHE
OnaHKa mHMCbMa W IMUILETCS Ha OTAENBbHOW CTpOKe. B 1eoBOi KOppPECOHACHIMM NPUHATO HECKOJIBKO
¢dopm oOpalleHu, pa3IYarOIIUXCsl CBOCH «TOHAILHOCTHIO». B mUcbMax K ¢upMaM U OpraHH3alusIM
00BIYHO YHOTPEOISIOT CeAyIomHe (OPMYJIIBL:

Dear Sirs, (310 oOpamieHre XapaKTEepHO il MEepenucKd B BeanmkoOpHTaHWH, MOCIIE HETO CTABHUTCS
3armsTas)

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

Crporo opunranbHO 3ByYaT BEIPAKESHUS:

Sir: Sirs:

Madam: Mesdames:

Menee opuIMaTbHO BOCIPUHUMAIOTCS CIIECIYIOIINE (POPMBI OOPAIICHHMIA:

Dear Mr. Allen Dear Messrs Allen

Dear Mr. Cooper and Cooper:

Dear Mrs. Allen Dear Messrs Allen

Dear Mrs. Cooper and Cooper:

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

Dear Sirs, — IIUCBMO aJPECOBAHO B KOMIIAHUU B LIEJIOM.

Dear Sir, — IMCHMO QJIPECOBAHO MYXKUYHHE.

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

Dear Madame, — MUCHMO aJIPECYETCS KEHIIMHE WU JCBYIIKE.

Dear Mrs.Brown, — nmceMo agpecyercs XOpoIio 3HaKOMOMY
- JOJDKHOCTHOMY — JKEHILIUHE.
Dear Ms.Freizer, — micbMo aapecyercst XOpoIo 3HAKOMOMY
JOJKHOCTHOMY JIMILY — HE3aMY>KHEH KeHIMHE.
Dear Sir/Madame, — miuceMo agpecyercsi JOJKHOCTHOMY JIHILY,
W aBTOPY HEHM3BECTHO, SIBIISICTCS JIA
JIOJDKHOCTHOE JIMIIO MYKYMHOM WM JKEHIIMHOM.
B aMepuKaHCKHU X IMCbMaXxX UCIONIB3YIOTCSl CIEAYIOLINE BCTYIUTENbHbIE O0paIleHHS:
Gentlemen:

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

BODY OF THELETTER



TEKCT IUCbMA

OcHOBHOE cOJEpKAHUE MUCbMA — TEKCT — HAXOAUTCA B 3aBUCHMMOCTU OT IieJieil €ro HalucaHMS.
OpnHaxko, B 1000M ciydae, B IepBOM ad3aiie mucbMa (GopMHUpYETCS BCTYIUTEIbHBIN KOMIUIMMEHT. Takoi
BCTYIHUTENbHBIH KOMIUIMMEHT MOYET BBIpaXKaThb OJaroJapHOCTh 32 MHCHMO (€CIIH HampaBisieTCsl OTBET),
IPU3HATEIBHOCTD 3a Iaru, HAIIPAaBJICHHBIE HA B3aUMHOE COTPYIHHYECTBO (TaKXKe, €CIM 3TO OTBETHOE
[I0CJIaHue), OJaroxenaTeIbHOE COOOLICHUE O TOM, YTO agpecar SBJSIETCS U3BECTHHIM B CBOEHM OTpaciu
OpeAnpusITHEM, opraHu3aunueil, GupMoi M T.X. (€CIM MUCHMO TOCBUIACTCS BIEpBBIC), COOOIICHUE O
panocTy, KoTopasi BO3HUKACT IPH BO3MOXKHOCTH HAlPaBUTh JAHHOE NMHCHMO MMEHHO B ATOT aJpec U T.nI.
Jaxxe B cioydae, KOorja HMCbMO HOCHT B II€JIOM HETaTUBHBIN XapakTep W MOXKET CBHICTEIbCTBOBATH O
paspbiBe JanbHEWIIed KOPPECHOHASHIMM, BCTYNUTENbHBIA KOMIUIMMEHT JOJDKEH 00s3aTelIbHO
MIPUCYTCTBOBATh.

[locne BCTYNUTENbHOrO KOMIUIMMEHTa (JOPMUPYIOTCS OCHOBHBIE TIOJIOXKEHHS, BBITEKAIOIIUE U3 LIETIH

nuceMa. Ecni 310 cyry6o uHpopMaTHBHOE THCEMO O XapakTepe AEATeNbHOCTH OTIPABUTENS, TO KPaTKO
u3JIaraeTcsi MCTOPUS BO3HUKHOBEHHUS NPEANPHATHS, OpraHu3alud Wi (QHUPMBI OTHpPABUTENS, HX
pasBUTHS, CYIIHOCTh NESITEIBHOCTH B HACTOsIIEE BpeMs (PoJib Ha pPBIHKE, OOBEMbl peaau3alud U
HEKOTOPBIN IPYTof CTATHCTUYECKU MaTepHall, He SIBILTIONIUICS KoMMepUYeckor TaiHoi.) Ilocie gero
bopmynupyeTcs IpeasoKeHnue 0 COTPYAHUIECTBE, TPOake NapTHH TOBAPOB, OKa3aHUE YCIIYT H T.II.
Ecnn muchbMO HOCHT OTBETHBIM XapakTep, TO B 3aBUCHMMOCTH OT IEPBOHAYAIBHOIO IOCIAHUS OT
3apy0e>KHON CTOPOHBI, BO3MOXKHBI OTBETHI Ha IIOCTABJICHHBIE B IINCHME BOIPOCHI, BBICKA3bIBACTCSI MHECHHE
0 BO3MOXHOCTH JajibHEHIIEr0 COTpyJHHYECTBa JIMOO 00 OTCYTCTBUM TaKOW BO3MOXHOCTH,
OTIPECISIOTCS BCTPEUHbIE MTPEITIOKEHHUS.
Ecny nuchbMo HOCHUT XapakTep pearnpoBaHMs Ha OTKPOBEHHO HEIAPY>KECTBEHHYIO KLU0 MHOCTPAHHOIO
napTHepa — HECOOJIOZCHUE CPOKOB IUIATEKA, HEBHIMOJHEHHE B3SITHIX Ha ceOsi 00S3aTENbCTB, OPYTHE
I[GP'ICTBHSI, YIIEeMJIAIOMKUE IIpaBa OTEUYECTBCHHOM CTOPOHEBI, TO BCTyHHTCJILHBIﬁ KOMIIVIUMEHT MOXKHO
HECKOJIBKO NpUTYINTh. [lociae 3Toro ciaenyeT Belpa3uTh HEIOYMEHHE 110 TOBOAY ACUCTBUI HHOCTPaHHOU
CTOPOHBI M COXajJeHue o npowucuienmeM. [Ipy 3TOM OLEHKA CIy4YMBLIETOCS W BBIBOIBL, JaxKe
HaIpaBJICHHbIE HA MOJIHBIA pa3pblB OTHOLLIEHUM, HE JOJKHBI HOCUTh PE3KOT0o Xapakrtepa. B atoMm ciyuae
YMCECTHBI O60pOTI)I TUIIA: «C COXKAJICHUCM BLIHYXACHBI IMPEPBATH HAIIU I[aJ'IBHeI\/'IHII/Ie KOHTAKThI», «K
HallleMy COXKaJIeHHUIO, 3TO TOBJICUET 3a cO00H HEOOXOAMMOCTh OOpalleHHsl B CyAeOHbIE OPraHbl» U Jp.

OO0mmas xapakTepUCTUKAa OCHOBHOM YacTH JEJOBOrO IHChMa  JIOJDKHA OTBEYaTh TPEOOBAHUSIM
B3BCIICHHOCTH, KPATKOCTHU, JOCTYIIHOCTU M OJHO3HAYHOCTU INOHMUMAHUA TCKCTA. Tekcr JOJI’KEH OBITH
Pa3ouT Ha CMBICIIOBBIE a03albl, YTO o0JsIeryaeT 00paboOTKy KOPPECIIOHACHLIMH U BOCIIPUATHE COJCPKAHUS
tekcta. [Ipu moaroroBke Tekcra HamOoJee LeIecooOpasHO MCIOJIB30BaTh YCTOSIBIIMECS MHUCHMEHHBIE
HITAMIIBI, KOTOpPBIE CHOCOOCTBYIOT JIydllleMy NMOHMMAaHHIO TEKCTa, ero YHH(UKalUM B OMpeesIeHHOM
CTETIEHH CBHIETENBbCTBYET O BBIXOJE OTHPABUTEIs] MHCbMa Ha COOTBETCTBYIOIIMH YPOBEHb
MEXIyHaponHoro ooOmenus. [lucbMo, Ha HETpaaWMIMOHHOM «HEIEJIOBOM» SI3bIKE, IIPH BCEH
0E3yKOPU3HEHHOCTH JIMHTBUCTHYECKOTO OGOPMIICHHSI CO3JIaCT BHIMMOCTh HENpo(ecCHOHAIM3Ma €ro
WCIIOJHUTENA, YTO Cpa3y K€ CKaXXEeTCS Ha OTHOUIEHWH K NOTeHUuadbHOMY naptHepy. [loatomy, Bce
NpPU3bIBBl K «HETPAJAWLHOHHOMY, HEW30MTOMY IUTAMIIAMH S3BIKY» B JaHHOM Clydae COBEPILCHHO
HCYMCECTHBEIL. N3numne TOBOPUTH O TOM, YTO TCKCT NMUCbMa JOJUKCH 6I)ITB BbIUWTAH HAa NPEAMET HAJIINYUA
opdorpapuueckux ONIMOOK U OTIEYaTOK — OHU a0COJIFOTHO UCKITFOUAIOTCs !

B 3akiroueHre OCHOBHOM YacTH NHCHbMA JOJDKEH COAEPXKATbCA 3aKIIOYUTENbHBIA KOMIUIMMEHT.
Takol KOMIUIMMEHT NpPU3BaH BHECTU BOCXOISIIMHI 3JEMEHT B (PMHAIBHYIO YacTh MHChMa U MOMOYb
chopMupoBaTh MO3UTUBHOE MHEHHUE O MMHCHME U €r0 aBTOpax.

Tak, TpagULIMOHHBIM SIBISETCS BBIPAKEHUE HAAEKAbl HA JAajbHEHIee COTPYJHMYECTBO, Ha TO, YTO
M3JI0KeHHass WHpOpManusl B MUCbME OyleT MoJjie3Ha W IOCIHYXKHUT B JalbHEHIIEM Ui PacIlupeHHs
B3aMMHEBEIX CBs3eid. B 3aBHcHMMOCTH OT YPOBHA IMOATOTOBKHW NHCbMa, BaXHO BKIIIOYHUTH (1)p33y THUIIA
«TIONB3YACh CITy4YaeM, ellle pa3 MPUMHTE HAlllM YBEPEHHs B TOTOBHOCTH AAJTBHEHIIIEr0 B3aNMOBBITOTHOTO
COTPYAHUYECTBA», «MBbI C HA/ICKIOW CMOTPHUM Ha MEPCIEKTUBBI HAILIETO AATbHEHILETO COTPYIHHYECTBA
u 1. Ecnm mmceMo ajapecyercsl MONyYaTelo, ¢ KOTOPhIM elle He ObUIM YCTaHOBIICHBI JICIIOBBHIE
KOHTAaKTbI, TO 3aBCPIIUTL OCHOBHYIO 4YaCThb MOXHO YBCPECHHOCTBIO B TOM, YTO HNPCIAJIO0XKCHUA,
M3JI0)KEHHBIE B MTUCbME, OBUIM MHTEPECHBIMH, HaJISKIOH Ha CKOPOE MOJYyYCHUE OTBETA M YCTAHOBJICHHUE
PEryJSIpHBIX KOHTAKTOB B OyAyILEM.

Jla)xe €CJIIH IMUCHhMO HOCHUT HETaTHUBHBIN XapaKTep U O3HA4YAC€T pa3pbIB ACJIOBBIX KOHTAKTOB, HE CJICAYCT
n30eraTh 3aKIIOYUTENILHOTO KOMIUTUMEHTA. B 3ToM citydae MokHO chopMynupoBaTh 6osiee abCTpaKTHBIH
3aKIIIOYUTENILHBI KOMIUIMMEHT M CBECTH €ro K ()pasaM Tuma «OIHOBPEMEHHO MBI CBHIETEIBCTBYEM
CBOIO OTKPBITOCTb JUIsI A€TIOBOIO COTpYAHUYECTBA B Oyayiiem». B 3ToM cityyae npu Bceil HEraTUBHOCTH



COJICp)KaHUsl THChMa IONy4aTeNi0 JAaeTCs IIaHC B CIydae M3MCHEHHS CBOCH MO3HMIMH, YCTPAHCHUS
HEJIPY)KECTBEHHBIX JIEHCTBUU W T.I. BEPHYTHCS K JIENIOBOMY COTPYIHHYECTBY C OTIPABHTEIIEM. XOT,
€CTECTBCHHO, B IIOCIICAHEM CIIy4ae 3aKJIFOUUTCIbHBI KOMIUIMMEHT B OOJIBIICH CTENEHH SIBIISICTCS
MPU3HAKOM XOPOIIIETO TOHA, YeM JCHCTBUTEIILHOM HAJICKION Ha MPEACTOSIIIEE COTPYIHUIESCTBO.

Bo MHOTHX ciydasx mepe 3aKII0YNTEIbHBIM KOMILTHIMEHTOM B IIHChME MPUCYTCTBYET Gpa3a, B KOTOPOH
coobmraeTcss HoMmep TeiedoHa, GamMmIds M JODKHOCTH JIMIA, KOTOPOE MOTIIO OBl OTBETHUTHL Ha BCE
BO3HUKAIOIUE BOMPOCHL. [Ipu 3ToM Takas ¢paza Takke CTPOUTCS B MaKCHUMAJIBLHO JIOOPOXKEIATEIHHOM
TOHE» TPU HEOOXOJMMOCTH HE OTKa3bIBalTe B BO3MOXKHOCTH ITO3BOHUTH HAIleMy MEHEIDKepy II0
BOMpOCaM peai3alid ¥ yTOYHUTH BCE BO3HUKAIOIIME BOMPOCH». 3JI€Ch K€ YKAa3bIBAECTCS HOMEP
TenedoHa.

COMPLIMENTARY CLOSE

3AKIIIOUYUTEJIBHA S ®OPMVJIA BEXJIMBOCTHU

B nenoBoii nepenucke npuHATa ONpe/esieHHas opMa 3aBepIICHUs MUChbMa WM TEJIeKca, T.€. BCIEH 3a
OCHOBHBIM TEKCTOM IHCHMa CIIEAYET 3aKI0YUTeIbHas (hOpMyJia BEKIMBOCTH, KOTOpas pacloyiaracTcs B
NpaBoii yacTh nucra. [1o CBoeMy CTHIIIO M TOHY 3aKIFOUUTENbHbIC (POPMYIIBI BEKIHBOCTH JIOJDKHBI OBITH
TapPMOHUYHBIMU OOPAICHHIO U OCHOBHOMY TEKCTY MUCHhMa. Tak, ecIi MUChbMO HAYUHAETCS CJIOBAMH:

Dear Sirs, YBaxkaeMble rocroja!
Gentlemen: T'ocmoma!

TO MPEANOYTUTECIBHBIME OYIyT 3aKITFOUNTENbHBIC HOPMYJIBL:
Sincerely yours Hckpenne Barr

Yours faithfully C yBaxxeHHEM

Hawnbonee pacipocTpaHeHHBIMH SIBIISIOTCS CIEAYIONIHE (DOPMYIIBI BEXKIHBOCTH:

Yours faithfully,

Yours truly, Crporo

Yours very truly, ourmansHO

Very truly yours,

Yours very sincerely,

Yours sincerely, OdurnanbHoO

Sincerely yours,

Very cordially yours,

Yours cordially, Menee

Cordially yours, oUIHaTHEHO

JIt00OTIBITHO OTMETUTH CIEMYIOIIYI0 TOHKOCTh B OTTEHKax 3HaueHMWi: eciu B mucbMax u3 CLIA Yours
SIBJIICTCSL TIEPBBIM KOMIIOHEHTOM coueTanuss Yours faithfully, To oTHomieHue k aapecaty MeHee
oUIMATFHOE, a €CIIK BTOPHIM KOMIIOHEHTOM 3aKJIFOUUTENHEHON (DOPMYITBI, TO 3TO HEHABA3YMBBIA HAMEK
Ha HEOOXOIMMOCTh CYOOpAMHAITUH.

Kak yxe oTMedanoch, aMEpHKaHIIbI CKJIOHHBI CHHXKaTh (POPMaIbHOCTh KOPPECHOHICHIIMM U YacTo
HAYMHAIOT JICJIOBBIC MUChbMAa C OOpalleHHWs 10 MMEHU. B 3TOM cilydae 3akirO4uTeNbHAs (opmysia
BEXJIMBOCTH UMEET MeHee O(UITUABHBIA XapaKTep:

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

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

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

ITocne 3akmounTeabHON (GOPMYITBI BEXKIMBOCTH BCETIa CTABUTCS 3arisTasl.

SIGNATURE

TTOAITNCH

JlenoBbie MChMa TIOJITUCHIBAIOTCS OT PYKH YEpHWIAMH, YETKO U pa3bopunBo. [loamuce Bcerna aomkHa
ObITh oOpMHaKoBa 1O CTwio. [log TOANMMCEID OOBIYHO TedaTaeTcs QaMuius W JTOJHDKHOCTb
MOANMKCHIBAIONIET0 THUChMO. [lox 3aKimroYuTensHON  (OPMYJIOH BEKIUBOCTH  (BBIIIE  ITOATIFICH)
MIPOTMMCHBIMU OYKBaMU TI€YaTaeTCs Ha3BaHue (PUPMBI WU OPTaHU3AINH, 32 KOTOPYIO aBTOP MOAMKICHIBACT
MIHUCHMO.



Ecnu aBTOp moAnuchIBaeT OT UMEHH U TI0 MTOPYYEHUIO KOMIIAHUH HIIM JPYTOTO JIMIA, YIIOTPEOIIIIoTCs
cioBa the per pro = p.pro = p.p. (short of procurationem) «mo mOBEpeHHOCTH» TE€pe]] Ha3BaHUEM
KOMITaHUH WK paMuineil. 3To COKpalieHus OT JIATHHCKOTO BBIPAXKEHUS “TIO JOBEpEHHOCTH . YelnoBek,
MOJNHUCHIBAIOUIMNA THCHMO 32 KOTO-TH00, YMOJHOMOYMBAETCS Ha 3TO  O(QUIHUATBHBIM IOPHINYECKUM
JIOKYMEHTOM (JIOBEPEHHOCTHIO).

Wnage ynoTtpebsiercs Beipaxkenne “For” “3a m or nmeHn” niepen haMuinei Inia wiv epe Ha3BaHHEM
¢upmbl. Ecau muchbMo MOAMUCHIBAETCSA JHMIOM OT MMEHH KOMIAHWH, OHO JIOJDKHO OBITh HAmMcaHO B
TIEPBOM JIMIIE MHOKECTBEHHOTO YHUCIIA.

Wi MOXHO BBIPa3uTh 3TO WHAYE:

€CJIM MUChMO MUILIETCA OT NEPBOTO JIMIAa MHOXKECTBEHHOT'O YHUCIIA, TO MOCTE 3aKII0UUTENLHON (OPMYIIBI
BEXXJIMBOCTH CJIEAYET neyaTtats Ha3Banue Gpupmsl (B/O) ¢ mpemnorom “3a”, 3atem noanuck. Hampumep:

Yours faithfully, C yBaxxeHuewM,

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

(I.Pavlova) (M.ITaBnoBa)

Director Jupexrop

N

Yours faithfully , C yBaxxeHUEM

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

F. Howard ®. lN'oBapn

Secretary Cexperapb

REFERENCE INITIALS
YKA3AHUE HA UHULINUAJIBI ABTOPA
OTCTYHI/IB ABa HWHTCpBaJla OT MOAIIUCHU B JIEBOM YacTH IIMCHMa IMPOCTABJIAIOTCA HMHHUIMAJIBI aBTOpa U
CEKpeTapss WJINW MallUuHUCTKH. I/IHI/ILII/IaJ'IBI aBTOpa I€YaTaroTCsA NPONHCHBIMU 6y1(BaMI/I, MHUIINAJIbI
HCIIOJIHUTEIIA — CTPOYHBIMU. I/IHI/ILII/IaJ'ILI aBTOpa U UCIIOJIHUTEIIA pa3aC/IA0TCA 3HaYKaMU / nim
Hampumep:

Sincerely Yours,

Edward P. Graham

Secretary
EPG / km
ENCLOSURE
YKA3AHUE HA ITPUJIOXEHUE K ITMCbMY
YacTo K ACJIOBOMY MHUCHBMY MOTYT IpUWjIaratbCsa pa3jJnyHbIC JOKYMCHTHI. B sTux ciydasax HeO6XOJII/IMO
CACJ/IaTh YKA3aHHUC HA IIPUJIOKCHUC K TNCbMY. 39T10 YKa3aHHUC MCHYATACTCA B JICBOM HUKHEM YIJIY BCJIC/ 3a
HWHHIHAJIaMH aBTOPa NMCbMa U UCIIOJTHUTCIIA. Har[pI/IMep,

Sincerely Yours,

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

[IpunoxxeHune: ctpaxoBoH MOJHUC
B 3-x sxzemmsipax
Hapsiny ¢ monnoit popmoii ciioa Enclosure ynorpebsiercst u ero cokpainenue — Encl. Eciu umeercs
HECKOJIBKO IPUIIOKEHHUH, TO YKa3bIBA€TCS MX YHUCIIO.
2 Enclosures:
2 MIPUIIOKEHUS
2 encl.:
PexoMeHayeM nepeunciuTh JOKYMEHTHI, IpuUlaracMble K MucbMy. 1lpu nepeuncienun Bce CioBa, KpoMme
MIPEJIOrOB MHUIITYTCS C 3arJIaBHOM OYKBBI.
Hanpuwmep,
4 Encl.: Invoice 4 Mpunoxenus: Cuet-paktypa
Insurance Policy CTpaxoBoii oJIHC



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

POSTSCRIPT
[NOCTCKPUIITYM
OOBIYHO B JICJIOBOM MEpErmucKe MOCTCKPUNTYM He BcTpedaercs. OH WHOTIA, MpaBla, BCTpEYaeTCs B
KOMMEPUYECKUX THChMax, KOTJa MUIIYIHA X04eT 0CO00 BBIACIUTH BOIPOC, OOCYXIAeMbI B THCHME.
[MocTckpunTyM HaYyMHAETCS C JBYX 3aryIlaBHBIX JATHHCKHX OykB P.S. wnm PS (= nar. post scriptum
“Iloce HamMCaHHOTO”) W pacmojaraeTcsl B JICBOM YacTH NMHChbMa WM yKa3aHWs Ha MPUIOKCHHE.
[MocTckpunTyM, Kak MPaBUIIO, HE MOAMUCHIBACTCS, B €r0 KOHIIE aBTOP MPOCTO CTABUT CBOU MHUIIHAIEI.
Penko, HO B KW3HU BCTPEYAIOTCSI HEMPEIBUICHHBIE OOCTOSATENBCTBA, KOTJAa IMHCHMO YXE TOTOBO K
OTIIpaBKe, HO IPOUCXOUT COOBITHE, O KOTOPOM HEMPEMEHHO HYXHO coo0muTh. Hampumep:

Sincerely yours,
Henry Davis

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

Uckpenne Bau

I'enpu JleiiBuc

Ynpapistomuii OTAEI0M

CObiTa
I']|ac
I1.C. Hamr aupekrop monai B KatacTpody. r.a.
PARTICULAR ADDRESSORATTENTIONLINE
YKA3ZAHUE HA JIMIIO, KOTOPOE IIO XEJIAHUIO OTIIPABUTEJIA AOJDKHO IMTPOYECTH
JAHHOE ITMCBbMO
OObIuHO pacmonaraeTcs Ha JIBE CTPOKM HWKE BHYTPEHHEro ajapeca. PacmpocTpaHEHBI ClieAyrolue
(hOpMbI HATTUCAHUS:
Attention: Mr. R. W. Stoll, Export Manager
Attention of Mr. R. W. Stoll

Attention of Export Department
Mr. R. W. Stoll, please
Attention Mr. Cave
Attention of Purchasing Manager
Ota CTpOKa IIPU3bIBACT K OCOGOMy BHUMAHUIO OIIPCACIICHHOI'0 4YCJIOBCKA, YaCTO C ICJIbKHO YCKOPCHUA
paccMOTpEHUS MUCbMa.
SUBJECT HEADING OR CAPTION
YKA3AHUE HA COAEPXXAHUE ITMCBMA
OOBIYHO TIEYATAETCA HA JIB€ CTPOKU HUKE BCTYMHUTEIHLHOTO 06pameHI/151. Ero Bcerga BBIIEISIOT, YTOORI
yerye ObIIO pa3dupaTh MOUTY U HANPaBJIATH IMChMa aJipecaTtaM, HallpuMep:
Subject : Personnel Changes
Subject : Your Retirement Plan
SUBJECT : Your Retirement Plan
Re : Your Order of July 14, 1989
Price Reductions
Re B mepeBoe 03HaYaeT “OTHOCHUTENHHO, KACATEIHHO
REFERENCE NUMBER
YKA3AHUE HA CCBUIKY
Jnst obmeruenus MIEPETINCKA W COKPAIICHUSI BPEMEHU Ha TIOMCK HEOOXOIMMOHN JOKYMEHTAIMH JEJIOBas
KOppECTOHACHIINA OOBIYHO WMEET CBOW PEeTHUCTpAliOHHBIA HoMep. Homep nokymeHTa, Ha KOTOPBIi
CCbLIACTCA aBTOP IMUCbMa, UJCT MOCJIC CJIOB
Our Reference : (Our Ref. No)
Your Reference : (Your Ref. No)
KOTOPBIC, KaK IpaBUJIO, MAIIYTCA PSAJA0M CO CTpOKOI71 JaTbl WX Hal BHYTPCHHUM aaApECOM.
Ecmu JaHHas I/IH(l)OpMaLII/Iﬂ OTCYTCTBYCT, TO aBTOp MNHUCbMa MOXKCT CCbLIIATBCA HAa HOMCP JOKYMCHTA B
Hauaje TekcTa nucbMma, Hanpumep:



Dear Sirs,

We refer to your letter of December 2, 1990, ref. 519|57300, and are pleased to learn from the last
paragraph that your corporation is quite willing to continue and develop the friendly trade relationship,
which has already existed so many years between us.

Gentlemen:

Thank you for your letter of February 28 under your reference

513/0240 regarding the European Production Conference.

CARBONCOPY NOTATION

YKA3AHUE HA KOIIMU, OTITPABJIEHHBIE 110 APYT'UM AJIPECAM

ECJ’II/I, KpoMe€ aapecaTta, KOIIMU NMCbMa MOoJIydaT APYTUC JIMId, TO TaKasd INOMETKa JOJIKHA OBITh caciiaHa
Ha OJUH-ABA MHTCPBAJIa HUKC YKa3aHUA HAa IPHUJIOKCHHUE K ITUCHMY. HaHpHMep:

Copy to Mr. M. G. Emhart

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

The Osaka Chamber of Commerce and Industry

LOCATION OF BUSINESS LETTER PARTS

PACIIOJIOXKEHUE YACTEU IMMCbMA

B aHramiickoM NHCBMEHHOM JEJIOBOM 3THKETE HET €JUHOr0 00pasila pPAacIoOKEHHS BCEX vacTel
nuchbMa. CyliecTByeT HeCKOIBKO (GopM, U3 KOTOPHIX HanOoJee YIOTPEOUTEIEHBIMU SIBIISIFOTCS JIBE.

1. briounas ¢opma (Block form ). OcHoBHast 0cOOEHHOCTB 3TOH (POPMBI AETOBOTO MUChMA 3aKITFOYAETCS B
TOM, 4TO BCE€ €T0 YacTH, 32 HCKIIIOUEHHEM a/ipeca OTIPaBUTENS, 3aKIIOUNTENBHON (HOPMYITBI BEKITHBOCTH
" MOAINNCH, HAYUHAIOTCA HCIIOCPECACTBCHHO OT Kpas JICBOI'O I10JIA; 6p0C3€TC$I B IJia3da TaKiX€ OTCYTCTBHUE
KpacHOW CTPOKH B Hayalle Ka)xI0To ad3ama.

2. CymectByeT W Japyras ¢opma paclolOoKEHHs MUCBbMEHHOTO Marepualia, KOrja CTPOKH ajpeca
OTHPABUTCIIA MW [aTa, a TaAKXE aJapeca MNoJaydarciisi U 3aKJIIOYUTEIIbHOMN (I)OpMy.HLI neyaTaroTCsa C
orcrymamMu. OCHOBHOW TEKCT THChMa TaKXKe IIe4aTraeTcsi ¢ a03amHbBIMH OTCTymamu. OJta ¢opMma
HazbIBaeTcs “3youaTtoir” (indented wmm step form)

B xomMepueckol KOPPECHOHACHIIMU CYIIECTBYIOT M JPYTUe CHOCOOBI KOMIIO3MIIMOHHOTO O(QOPMIICHUS
JIeNoBOr0 muchMa. HekoTopple W3 HUX — HEOOBIYHBIE, OPOCKHE — MCHOIB3YIOTCS IS TOTO, YTOOBI
IMIPUBJICYb BHUMAHUC YHUTATCIIA K q)opMe nmucem, coacprkalmux HH(bOpMaLIPIIO PEKIIAMHOI'0 XapaKTepa.
EXAMPLES OF WRITTEN COMMUNICATIONS

IMIPAMEPBI IUCBMEHHBIX IITAMIIOB

JJTAA HAYAJIA TINCBMA OPENING PHRASES

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

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

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

BonkIoe cacn6o 3a Barie mucsMo Many thanks for your letter

bri0 oueHB IMPUATHO Yy3HAThb, 4YTO...

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

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

ITo Bameit mpocs0e MbI Bbicnanu Bawm. ..

Panpl coobmiuts Bam, uTo. ..

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

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

Xorenocsk 06l J00OABUTH, YTO...

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

We should like to add that...



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

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

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

€000111aeM, 9TO...

Cchlnasich Ha Hale MUChbMO OT.. . With reference to (Referring to) our

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

BHOBE cchlasch Ha ... With further reference to...

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

We have pleasure in informing you that...

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

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

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

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

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

CBA3YIOUIME 2JIEMEHTHI ITMCBMA  BINDING PHRASES

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

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



Me1 66111 OBI pasibl IMETh BO3MOXKHOCTb. ..

HOJIB3y5[Cb BO3MOXHOCTBIO
HAIIOMHUTB, 4YTO...

Camo coboit pazymeerc. ..

O6pamaem Barre BHIMaHne Ha
TOT (pakT, 4TO

BBuay BHIIEU3T0KEHHOTO. ..

B cBs131 ¢ aTHM. ..

B cBs13u ¢ Bamieit mpocb00ii. ...

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

B cioxxuBIInxcs 00CTOSTEIbCTBAX. ..
Ilo Bamemy MHEHHUIO. ..

B cootBercTBUM ¢ Bameit mpock00i. . .

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

Janee Bol nutere

bonee Toro...

Tem He MeHee. ..

B nepByto ouepens...

DaKTUYECKH. ..

Kpowme Toro...

B nononHeHue Kk HalIeMy MUCHMY OT...

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

HNmeem YAOBOJIBCTBUC MMPEIJIOKUTH Bawm...

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

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

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

We would welcome the opportunity...

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

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

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

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

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

As requested by you..

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

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

You may know that..

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

Please note that...



BBIPAXKEHUM A, UCITOJIb3YEMBIE B KOHIIE [TMCHEMA

CLOSING PHRASES

Me1 OyieM pU3HATEIBEHBI 32 We early reply will be appreciated...
OBICTpBIN OTBET. ..

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

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

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

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

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

Bonpock! u 3ananus:

1. [ToarotoBhTECH K OOCYKACHUIO TEOPETUIECKOTO MaTepHaa.

CrpyKTypa AEJI0BOro MUCHhMa!

. 3aroJI0BOK.

. JlaTa nucema.

. HaumeHnoBanue u agpec nosyyaresns mucbMa (BHYTPEHHHUI aapec).

. [IpuBercTBUE.

. OCHOBHO#1 TE€KCT MUCHMA.

. 3akmounTenbHast HopMya BEXKIMBOCTH.

. Ioamucse.

. YKa3aHue Ha NPHIIOKEeHUE (€CIIM UMEETCs).

[Monesubie Boipaxkenuss B nenoBoit mepenucke (Helpful Expressions in Business Correspondence):
IIpocs0sr  (Requests), Beipaxenne coobmienns, Bwipaxenne Hanexnsl (Expressing Hope),
bnaronapuocts (Gratitude), M3sunenust (Apologies), Boipakenne HeymoBnerBopenusi (Expressing
Dissatisfaction), OTBeTs! Ha Borpockl u nipemiokenust (Responding Questions and Proposals).

2. OTBEeTBhTE Ha BONPOCHI:

1). HazoBure OpuTaHCKMH W aMEPHUKAaHCKMI SKBUBAJICHTHI pycckoil abOpeBuaTypsl OOO (obmiecTBo
OTPaHUYEHHON OTBETCTBEHHOCTBIO).

2). Kak B Ha3BaHuu (GUpPMBI OTpakaeTcsi TO, YTO OHA MPEACTaBIsAET COOOH MapTHEPCTBO ABYX MM Ooliee
moaeun?

3). Uto yKka3bIBaeTCs B 3ar0JIOBKE MAChMa?

4). O ueM TOBOpUT HOMEP AOKyMeHTa?

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

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

7). Kakue BexmBbie (opMbl oOpaieHus (M B KaKuX CITydasix) yKa3bIBaloTcs nepes dhamuieid aapecara?
8). Hanmmmre npousBonbHeld BapuaHT azapeca nomydatens B CILIA, BenukoOpurtannn, Kanazge, ogHoit
u3 crpad EBporsl.

9). Uro mumiercs B HadaJbHOM ab3are muchMa? Jlaiite cBOW BapHaHT HadaldbHOTO ab3ama MHUCHMa,
KOTOpOE BbI MHUIIIETE B OPraHU3aIMIO 110 MEX/YHAPOTHOMY OOMEHY CTYACHTaMH C MPOChOOH COOOIINTH
BaM YCJIOBHUS y4yacTdsl B IPOTrpaMMe JIETHETO oOMeHa M BO3MOXKHOCTH MOpaboTaTh B JIETHEM Jlarepe B
CIIA?

03N DN W —



3. BeinonHuTe 3a0aHUS.

1. CocTaBbTe MICHMO-3aMPOC OT CBOCH OPTaHU3AITUN O BO3MOYKHOCTH ITOCTaBKH CIIOPTHBHOW 00yBH
JUTSI FOHOIIICH U JICBYIIICK.
2. Hamummre oTBeT Ha 3ampoc O TMOCTaBKE CIIOPTUBHOW OOYBH C TOATBEPXKICHUEM T'OTOBHOCTH

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

3. CrenaiiTe 3aka3 Ha TAPTUIO TOBapa C MOITBEPKICHUEM YCIIOBUH IUIaTeXa, 0OpaTHB BHUMAaHHE
MOCTABIIUKA HA CIIOCO0 yITaKOBKH.
4, Ob6patutech B GupMy, IIOCTABIIAIONIYI0 000pyIOBaHUE ISl IPOM3BOICTBA MeOeIH, C TIPOoch0oil 0

MpeAOCTABIICHUN BO3MOXXHOCTHU IOJYYUTHL HUX HNPOAYKIMIO B KPEOUT. y6CI[I/ITC IIOCTaBIIMKA B BaIlIeH
HaACKHOCTHU KaK IMapTHEPA.

5. CocTaBbT€ MHUCHMO-3aIIPOC O BO3MOXKHOCTH M YCJIOBHUSX TPaHCHOPTHPOBKHU Tpy3a MO KEIe3HOU
Jopore.

6. Coobmute cBOEMy KIMEHTY-UMIIOPTEpY 00 OTHpaBKe Ipy3a aBTOMOOWIBHBIM TPaHCIIOPTOM,
YKa3aB ACTaliki YIIaKOBKH, BEC, CTOUMOCTDb U IPOYUEC ACTAIU COHpOBO,Z[HTGJILHOﬁ JOKYMCHTAIIUU.

7. [TopyunTe cBOEMy OaHKY cenaTh NePEUHCICHNE 3a TAPTUIO TOBapa.

4. Answer the following question:

1. What are the parts of the Business letter?

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

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

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

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

6. What should you remember about enclosures?

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

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

Dear Sir,

Dear Sir:

Messrs

Dear Mr. Brown,

Dear Madam,

Gentlemen:

Dear Mrs. Popov,

Dear Mrs. Brown:

Dear Dr Harris

6. Write the following dates in English:

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

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

A) Ha Qupmy «Cwmut u Can Jlumuren», Jlongon C.B.5, KBun Bukropus 25, Ha uMsa MeHeIkepa 10
JKCIIOPTY;

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

B) na ¢upmy «lxon Bbpayn», myOnuunas kommanus, B JIoHIOHE (CeBEpO-BOCTOUHBIA CEKTOpP 5), 1O
yiute XonbopH, gom Ne27, r-ny Jx. bpayny;

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

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

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

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

A) B aHIIHICKYIO TyOIMYHYIO0 KOMIIAHHIO;

b) B aMepHKaHCKYIO KOPIIOPAITHIO;

B) cexpeTtapro — xeHIIMHE;

I') cexkperapro KOMITaHWH;



J) muccuc J1. JIxoHCOH;

E) mucc E. I'pumn;

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

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

W) cexperapio (B aMepHUKaHCKO# dupme).

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

A) TIucemo Hanmcano 25.4.2012, ¢pupme «bpayn Bpases JIta» o anpecy: Aurmus, rpaperso Hopkump,
ymuta Anbaep Poyn, mom Ne2 1, mo moBoay Barmero 3ampoca ot 15.4.2012.

Hamummre, uro B nomonHenue kK Bamemy mucemy ot 15.4.2013 Brr xoTenu ObI COOOINTS e1iie KOe-KaKue
cBeicHUs. B 3akiroueHue BbIpa3suTe HAJCKAY, YTO YCTAaHOBHTE C (UPMOIW IUIOJOTBOPHBIE JICIOBEHIC
OTHOLICHUSI.

b) IMucemo wammcano 21.11.2013, ¢upme «Jlom Ko» (myOGmmunas xommanusi) mo aapecy: Horturrewm,
ynuua bumon Poyn, oM Nel5, mo noBoay ux 3anpoca ot 1.11.2013. OtBetbTe, uTo BBI € YyHOBONBCTBHEM
MOCHUTAETE UM MOCIEAHUN KaTalor U MPeHCKypaHT.. .. .

B 3axiroueHmne HamWImuTe, 9TO BbI OKHIA€TE€ B3aUMOBBITOAHON TOpProBiu ¢ ux (upmoi. He 3a0ynpre
yKa3aTh NPUIOKEHHUE Ha § JHCTaX.

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

Anpec: Jloumon (ceBepHblii cexTop 6), ymuma Xairedt Bect Xwmn, mom Ne 32, oTHOcCHTENBHO
ob0opynoBanus o koHTpakty Ne 51. Hamwmmute, 9To ¢ coxaleHHeM Bam mpUXOIUTCs COOOIIUTH €My,
qT0...

B 3akiroueHre nonpocuTe ero cpouHo BaM OTBETUTH.

IpakTuyeckoe 3ausaTue Nell. CounaabHo-ciIy:ke0Hasi mepenucka.

OpranunzanuoHHas Gopma 3aHATHA: TPAAULHUOHHBIA CEMUHAP.
Lemnp: ¢dopMupoBaHue y CTYACHTOB pPEYEBOH, S3BIKOBOM M KOMMYHHUKATHBHOW KOMITCTEHIIMH JIJIS
OCYIIIECTBJICHHS IEJIOBBIX KOHTAKTOB.
B pesynbTare ocBO€HUE TEMBI CTYJEHT JOJDKEH
3HaTh: OCHOBHBIE TPaMMaTHYECKHE SIBICHU, XapaKTEePHbIE 1151 TPO(EeCCHOHATIBLHOM peun; IEKCHUECKHE U
CHUHTaKCHUYECKHE 0COOCHHOCTH O(PUIINATLHO-/IEIIOBOTO CTHIISL B aHTTIMHCKOM SI3BIKE.
YMETh: ONpEIENATh CTHICBYIO NMPHHAICKHOCTh AHTIUHCKHX TEKCTOB O(MWIMATBHO-IEIIOBOTO CTHIIA,
BUJETh XapaKTepHbIE CTHICBBIE YEPTHl; YUTATh OQHUIUAIBHO-AEIOBBIE TEKCTHl PA3IMYHOM CTENEeHU
CIIO)KHOCTH; CTPOUTHh JIUAJIOTHYECKYI0 M MOHOJIOTMYECKYI0 pE4Yb C HCIOJIb30BaHUEM Haumboiee
YIOTPEOUTENBHBIX JIEKCUKO-TPAMMATHUYECKMX CPEJICTB B OCHOBHBIX KOMMYHHUKATHBHBIX CHTYAIHSIX
oduIMaNBEHOrO OOLIEHNS; TOHUMATh JUAJIOTMYECKYI0 1 MOHOJIOTHUYECKYIO Pedb M0 U3YYEHHOH TeMe.
AKTyallbHOCTh TeMBI: 00ycIioBIIeHa HeoOxonuMocThio oBnaneHust Y K-4, OITK-1.
TeopeTuueckas 4acTb:

Bujpbl nenoBoi KOppeCoHAEHIIUN

Kaxnoe nenoBoe MuCbMO MUIIETCS C ONPEACTICHHON LEJBIO, BIpaKalollee HaMepeHue aBTopa, T.€.
nepeaath WM Noiay4nuTh uHpopmamuo. C onpeaeneHHoN oJel YCIOBHOCTH BCE MHOXKECTBO JICTIOBOM
KOPPECTIOHICHIINN MOJKHO pa30uTh Ha rpymiisl. [lepByro rpynimy o0pa3yroT JeloBBIe MHChMa, CBS3aHHbIE
C pacmpocTpaHeHueM uHpopManuu. JlenoBas AEATENbHOCTh MPEANoiaraeT PpacnpoCTpaHEHUE
MHQOpPMalMK B CBS3M C Pa3IMUHBIMA NPUYMHAMH: HEOOXOIMMOCTBIO Mepeadd Oo(UIHaIbHOMN
uHpopmaruu (MHGOPMAIMOHHBIE MMChMA), HEOOXOMMOCTHI0 HH(OPMHUPOBAHUS MAPTHEPOB TI0 OU3HECY
U 3aUHTEPECOBAHHBIX CTOPOH B MPOBEJEHMM TEX MWJIM HMHBIX MEPONPHUATHH MM O CYIIECTBEHHBIX
COOBITHSIX B cepe MX HMHTEPEecOB (IMMCbMa-M3BELICHMS, MHChMa-PUTTIAICHHUs, THChMa-yBeIOMJICHNUS,
MUCHMa-COOOIIEHHS ), HEOOXOIUMOCTHIO HH(POPMHPOBAHHS MAPTHEPOB U MOTCHIIUALHBIX MTOKYTIaTENeH 1
norpeduTeneld 0 MPEJOCTaBIAEMbIX TOBapax M yCIIyrax (MUChMa-TIPEAIOKEHUs, peKJIaMHbIe MHChMa).
Kak mpaBuiio, nenoBble MUCbMa IaHHOM IPYMITBI HOCSAT HHULUATHBHBIA XapaKkTep.
Bropyio rtpymmy o00pa3yroT [enoBble THChbMa, CBSI3aHHBIE C OOpalIeHHsAMH K TE€M WIA HWHBIM
OopraHuzalusM, NpeanpusiThsM, ¢upmMam (B TOM 4YHCIE€ W TapTHEpaM N0 OW3HECy) B CBSI3U C
NproOpETEHUEM TOBAPOB, OKAa3aHUEM YCIYT WM BBIOJHEHUEM TEX WM MHBIX ACUCTBHHA. DTH MHChMa
MOTYT HOCHTh KaK WHULIUATHBHBIA XapakTep, TaK U SIBISATHCS CIEICTBUEM IOJyYCHHS JEJIOBBIX IHCEM,
OTHECEHHBIX K Tpenplaylie rpymme. TpeTeio Tpymnmy oO0pa3yloT [eJOBble NHChbMa, SBISIOMINECcS
OTBETAaMH Ha TOJyYeHHbIC TPEIONKEHNsT M MpockObl. YeTBepras Tpymma JeNOBBIX THCEM CBsI3aHA C
HEOOXOTUMOCTBIO pa3pellieHHsT BO3HHKAIOIMX B MPOLECCe [EI0OBOr0 B3aHUMOJACHCTBHS CIIOPOB H
IPOTUBOPEUUI U OTPa)KarOT Pa3JIMYHYI0 CTENEHb M INIyOMHY NpeTeH3uil (0T IHceM-HallOMUHAHUH 110



nuceM-TpeOOBaHUH M pPEKIaMalMOHHBIX NHCEM). B maATyro rpynmy BXOIST NHChMA, CBA3AaHHBIE C
BBIPAKEHHEM JIMYHOTO Y4YacTUSl II0 pasiMuHBIM MoBojaMm. He oTpaxas COOCTBEHHO JEJIOBYIO
JesITeIbHOCT, STH MHCbMa CHOCOOCTBYIOT MOIACPKAHHIO HEOOXOJMMBIX KOHTAKTOB, CO3/aBast
HEOOXOTUMYIO 3THUECKYIO U IICUXOJIOTHYECKYIO Cpey BelleHHs On3Heca.
HNudopmanmonnoe muckMo (Informative note)
WudopmanmoHHOE NMUCEMO — JIEJIIOBOE IHCHMO, COJEpIKaIlee CBEACHUS OQHIMAIBHOTO XapakTepa.
HNuadopmamoHHble MMCbMa OOBIYHO HOCSAT TUIIOBOM XapaKTep W, KaK MPaBUIIO, PACCHIIAIOTCS OpraHaMu
BIIACTH W YHIPABICHUS PA3IMYHBIX YPOBHEH ITO/BEIOMCTBEHHBIM OPTaHM3AIMAM WM OPTaHH3AIMM,
JIeATeNTHOCTH KOTOPBIX KacaeTcs Coaepikamascss B HUX nHpopMmanus. B mMH(MOPMAIMOHHBIX MHCEMax
MOTYT OYKBaJIbHO MPHUBOAUTHCS T€ WM MHBIC MOJIOKEHHS MPABOBBIX TOKYMEHTOB, MOTYT COJEPKATHCS
PEKOMEHIIAINH, TPEIUIOKEHUSI U Pa3bsCHEHUs] MO0 WX NPUMEHEHHUIO B ONpENeNIeHHBIX CHTyauusx. B
OTAENBHBIX CIyYasX MHPOPMAIIMOHHBIE MICEMa MOTYT COJIEpPKaTh MPUIIOKEHUS (COOCTBEHHO MPaBOBBIC
JOKYMEHTBI, METOJUECKHIE YKAa3aHUS U Pa3bICHEHUS H T.II.).
O6pem nHOOPMAIIMOHHOTO MUChMa KOoJeOJIeTcsl OT OJHOTO ab3ana a0 AByX-Tpex crpanul. Kak mpaswuio,
MH()OPMAIMOHHBIE IMChMA ITOIHUCHIBAIOTCS PYKOBOIUTEIIEM PACCHUIAIONIECH X OpTaHH3AIHH.
ITucemo — coobmenne (Notification)
[MuceMo-cooOlIeHne — AeI0BOE MHCEMO, COZAEPIKAlllee CBEACHUS O KaKUX-TMOO cOOBITHSX M (hakTax,
NPE/CTABIAIONINX HMHTEpPEC, Kak IS aBTopa, TaKk M JUIs ajpecara. [IuceMo-cooOmieHne OOBIYHO
HAYMHAETCS C OOOCHOBaHWS WM HEMOCPEICTBEHHO C W3JIOKEHHS CooOIaeMoil WHopMaIu C
WCIIOJIb30BaHUEM OJTHOM U3 CICAYIOIINX KIIOUEBBIX (hpas:
We inform you that ... JoBonum o Bamero cBenenus, 4ro ...

Coob6mraem Bawm, 4ro ...
We consider it is necessary to make Cunraem HeOOXOIUMBIM ITOCTABUTH Bac

you aware of... B U3BECTHOCTH O...
You are no doubt aware that... BaM, HECOMHEHHO, U3BECTHO, YTO. ..
You may know that... OueBnaHo, Bam u3BectHo, 4To0. ..

IIpy coCTaBICHUH TMHCEM-COOOIIEHHI, SBISIOIIMXCS OTBETAMH Ha MPOCHObI WM 3aIPOCHI, JOJLKHO
COOJIIOIATHCS  I3BIKOBOE COOTBETCTBHE: B TEKCTE€ OTBETA CJIEAYET HCIOJIb30BaTh TE JKE S3BIKOBBIC
000pOTHI M JICKCHKY, KOTOPbIE HCIOJb30Bal aBTOP MPOCHOBI MM 3ampoca, MPH YCIOBHH, YTO OHHU
KOPPEKTHBI B SI3IKOBOM OTHOIIEHHUH.

ITnceMo — yBEejOMIIEHHE

[TrceMO-yBeIOMIICHHE — JICJIOBOE IHCHMO, COZEpIKaliee OPHUIHaIbHyI0 HHOOPMAIHIO O KaKOM-THO0
MEPONPHUSITHN MM JEUCTBUAX, MMEIOIIUX OTHOIICHHE K ajapecary. IIucbMo-yBenomiieHHe OIHM3KO MO
HAa3HAYEHUI0O W  COJEPKAHMIO IHChMY-COOOIIEHHIO, IHChbMY-U3BELMIEHUIO WM  HPHUIJIAIECHHIO.
VBenoMIIeHHsT MOTYT ITyOJIMKOBAThCS B CPEJCTBAX MAacCCOBON MH(OPMAIIUH IS OTIOBEHIEHHUs OOJIBIIOrO
Kpyra 3aMHTEPECOBaHHBIX JIKIL. Yalle BCero B MUChbMax-yBeIOMIICHUAX HCIIOIb3YETCsl KIFoUeBas (pasa:
We notify that VBegomisieM, 4To ...

IIncemo — u3BeleHue

[TrceMo-u3BeIeHrE — CIIy)KeOHOE MHUChMO, CojiepKaliee HHPOPMAIHIo 00 OpraHu3aIMi U MPOBEICHUN
Pa3sIMYHbIX IMMyOJMYHBIX MEPONPHITHI (COBEIIAHUN, CEMHUHAPOB, BBICTABOK, KOH(MEPEHLWH W T.IL.).
[TuchMa-u3BENIEH s PACCHITAIOTCS IUPOKOMY KPYTy OpraHU3alldii, yupeKIeHUH, GUpM U IpeAnpUusTHil
JUISL UX TIPUBJICYCHHS WM MPHUIJIAMICHUS K YYaCTHIO B yKa3aHHBIX MEpPONPUATHAX. B 3aBUCHMMOCTH OT
0COOCHHOCTEH TPOBOJAMMBIX MEPONPUATHH WM CrHeMU(GUKA OTHONIICHWH ¢ ajapecaTaMH MHCbMa-
U3BELIEHUS MOTYT JIMOO TOJBKO COOOMLIATH O POBOIUMOM MEPOIPUATHH, BPEMEHH M MECTE IIPOBE/ICHMS,
a100 OJHOBPEMEHHO TpHIJIAIATh K Y4YacTHIO C WH(GOPMHpPOBAaHHEM OO0 YCIOBHSAX y4yacTHs B
MEPOMPHUSITHH U COJEPHKATh JIPYTYI0 BCIIOMOTATEIbHYIO HHPOPMAIIUIO.

IMucemo-mpurnamenue (Invitation)

[TucbMoO-TIpUrIamieHde — JIEJIOBOE MUCHMO, CoZepiKamiee MHPOPMALUID O KaKOM-ITHO0 MPOBOIUMOM
MEPONPHUSITHH U MPUTJIALIEHHE aJ[pecaTy MPHHATH B HEM ydacTHE

IMpurnamenus Moryr oQopMiIsThCS Kak Ha OJlaHKe MUChbMa, TaKk W B IPOM3BOJILHOM (opmare ¢
Pa3IMYHBIMU JIEMEHTAMH XYI0KECTBEHHOIO O(OPMIICHHS.

B muchMax-mpuriameHusx, Kak MpaBUiio, WCTONB3YyeTCs JTHYHOE oOpaiieHue K ampecary: Dear ... u
KJTFOUEBBIM TJIAr0JIOM SIBIIICTCS TJIarod invite.
... invites you to take part in .... ... ipuriamraer Bac npuHsTh yyacTHe B...

We invite you to visit our exhibition... TIpurnamaem Bac moceTuTs Haily BBICTaBKY...
[Mucema-npurialeHus, HalpaBisieMbIe B BBIMICCTOSIINE OPraHU3AIMH, OPTaHbl BIACTU U YNPABICHHS,
U3BECTHBIM JIUIIaM, JOJDKHBI TIOAMHCHIBATHCS PYKOBOUTEIEM opranu3aniu. OHU pacchUIaloTCs 110 M0YTe



WIH KypbepCKOH CBS3bI0, HO HE JOJDKHBI MEPEaBaThCs MO KaHalaM JJIEKTPOCBSI3M (B YaCTHOCTH, IO
KaHajaMm (haKCUMUJIBHOW CBsi3M). Paccpiika mpuriameHdss B KOMUM 10 IOYTE WM IO KaHajam
(akCUMUIBHOW CBA3M JIOMyCTUMa B TOM Cllydae, €CIM MPOBOJMMOE MEPOIPHUSATHE HOCHT PabOuMid
xapakTep (COBelIaHWe, 3aceJaHue KOJJIETHH, KOMHCCHH, COBETa) MU OpPraHU3aTOPbl MEPOTPHSITHS
3aMHTEPECOBAHBl B TIPUBJICUYEHUH K HEMY KaK MOYKHO OOIBIIET0 KOJIMYECTBA yYYACTHHKOB (HAyJIHBIE
KOH()EPEeHIINH, CHMITO3UYMBI, CEMUHAPHI U JIP.).

Pexiamuoe mucemo (Advertising)

M3BecTHO, 4YTO OCHOBOM BCAKOW TOProBiM sBiseTCs peknama. [losToMy OAHMM M3 IIaroB K
YCTaHOBJICHUIO MTPOYHBIX JIEIOBBIX KOHTAKTOB SIBJIsIETCS 0OMEH peKJIaMHBIMU MaTepHallaMH C IEeTbI0 1aTh
KaK MOXKHO OoJjiee MOJHOE MpEeJCTaBlIeHUE O TOW MpoAyKuMu (MH(OpMAIMH, YCIIyrax), KOTopas MOXKET
CTaTh OCHOBOH OyAyILIEero napTHEPCTBA.

Hawnbonee momynsipHBIM, MPOCTEIM U AOCTYITHBIM CPEACTBOM pPEKJIIaMbl ObLIa W OCTAaeTCsl IedaTHas
MPOAYKIMSA — TPOCICKTHI, KaTajJOrd, PEeKJIaMHbIC JUCTOBKH M OpOIIIOPHI, Mpecc-penu3bl U mp. B
PEKIaMHOM IHCHME JKEIaTeIbHO MPOSBUThH H3BICKAHHYIO BEIKIUBOCTb.

M3BecTuTh N1€70BOTO MapTHEpPa O BHICBUIKE TEX HIIM WHBIX MaTepHaioB (MPHIOKEHWEM K MHCHMY HIH
OTJIENBHOM 0aHAEPOIBIO) MOKHO CIEAYIOIIIM 00pa3oM:

We are attaching some ITpuBOANM HEKOTOPYIO HH(POPMAIIHIO O...
information about...

I enclose the description of... [Npunararo onucanue

I am enclosing a folder with [Ipunararo MOAMMUBKY ¢ HHGOPMAIUCH
information on our new ... 0 HAIIMX HOBBIX ...

Our new trade list will be available Harr HOBBII TIepeveHb TOBApOB

in a week and we are making anote  Oyzaer roToB uepe3 HeeIio,

to send you one as soon as it comes U MBI BbIIIIIEM Bam sk3eMusip,

off the press. KaK TOJBKO OH BBIMIET M3 II€YaTH.
We would like to draw your attention Xotum oOpatuTh Batie BHIMaHuE Ha
to the attached press release announcing NpUJIaraeMblil IPECC-PENn3, KOTOPbIM

the launch of... products and services. MbI u3BenaeM o0 HalleH TPOAYKIHU
M yCIIyrax B O0JIaCTH ...

Our new catalogue will be published Harir HOBBII KaTayior Bckope OyneT
soon, and | shall send you a copy M3JIaH, ¥ 5 BBIILIIO Bam sx3emIusp,
when it appears. KaK TOJIBKO OH IOSBUTCAL.
As you requested, we are enclosing ITo Barmeii mpockOe npuiaraem
a copy of our latest catalogue. 9K3EMILTSAP HAIIEro MMOCETHETO KaTalora.
Enclosed you will find the latest [MpunaraeTcsi caMblii TIOCIEIHAN ITEPEUCHb
listing of our products. Halei HOBOM MPOLYKITUH.

I will send you our catalogues S1 6yny BbichUIATh Bam Harm

on a regular basis. KaTaJlOr PeryJssipHo.

[Tucemo-nipocwba (Request)

[MuceMa-npockObI — JIENIOBBIE MHChMa, UMEOIIIE Pa3HOOOPa3HYI0 TEMAaTHYECKYIO HANPaBIeHHOCTh, OHH
MOT'YT COCTaBJIATHCA IMPAKTHUYCCKHM II0 BCEM HAIPaABJICHUAM JCATCILHOCTU OpraHuU3alnu. ITucemo-
npoch0a MOKET COCTOATh TOJILKO U3 OJTHOM WJIH JBYX 4acTeil. B mepBoM ciyyae oHO HaunHaeTcst ppa3oil:
We hereby (kindly) request... [Ipocuwm ...

Bo BTOpOM CiTydae OHO comep KUT OOOCHOBaHHE MPOCKOBI M M3JTIOXKEHHE caMoil MpockObl. O60CHOBaHME
MPOCKOBI OOBIYHO HAYMHAETCS C KIIFOUYEBBIX (hpas:

Taking into consideration Bcaszuc...

Due to the fact

In connection with

With reference of

According with/to B cootBercTBHU C
a U3JI0’KEHHE MTPOCHOBI ¢ Ppassr:
We kindly request you to provide IIpocum Bac npenoctaButh 1aHHbBIE

0 ... information about...

[Ipocrba MoxkeT GopMyITHUPOBATHCS U 0€3 UCTIOIL30BAHMS TJ1aroja «IIPOCUThY, HAIIPHUMEP:
We hope for a positive solution... HaneeMmcst Ha OJOKUTENBHOE

of the problem pelIeHre BOmpoca ...



ITpockba, Kak cocTaBHas 4acTh MHChbMa, MOXKET IPHCYTCTBOBATh W B JPYIMX BHAAX IETOBBIX IHCEM,
HarpuMep B COMPOBOIUTENBHBIX, FAPAaHTHHHBIX U Ap. IInceMo-nipock6a TpedyeT nuchMa-oTBeTa.
[Tucemo-3as1BKa

[TuceMo-3asiBkKa — 3TO Pa3HOBUAHOCTh NHCHMAa-NPOChOBl. OOBIYHO MHChMA-3asBKH HE TPeOYIOT
NUCBMEHHOTO OTBETa. B OTBET Ha NHCHMO-3asBKYy IIOJyYaTelIeM OCYIICCTBISIFOTCS OMNpE/ICICHHBIC
JEUCTBUS TI0 peaH3alliy 3asABICHHOW NPOCHOBI: BKIIOYCHHE YKAa3aHHBIX B 3asBKE JHI[ B YHCIO
YYaCTHUKOB KakKOro-TMHOO MEpONpHUSTHSA, BBICBUIKA HEOOXOAWMBIX MaTepHalOB WIM M3JaHUM U T.N. B
TEKCTe 3assBKH OOBIYHO HCTIONB3YIOTCS T€ )K€ SI3BIKOBBIC 000POTHI, UTO M B MUCHMAaX-TIPOCK0ax.
T'apanrtuitnoe mucemo (Letter of guarantee, letter of assurance)

apanTHifHble TICBMa — 3TO JAEJOBBIC NHCHbMa, COJEpIKallre O005S3aTeNIbCTBA OIUIATHI, BBHIOIHECHUS
pabot, Bo3BpaTa KpeauTa u T.I. B KauecTBe aapecaToB rapaHTHHHBIX MMHCEM BBICTYMAIOT OpPTaHU3alUuN
WITH KOHKPETHBIE JIHIIA.

apanTHifHOE THCHMO OIHOBPEMEHHO SIBJISIETCSI W MUCBMOM-TIpOchOOoi. HOpummdeckyro 3HAYUMOCTD
rapaHTUHHOMY THCbMY TIPUAAET HCIIOIb30BAHME TAKMX YCTOHUUBBIX S3BIKOBBIX O0OPOTOB, KaKk

We guarantee payment Omutary (TIpenocTaBIeHIEe yCIyT. )

(service delivery) rapaHTupyem

B rapanTuitHoM mucbMe yKa3bIBaroTCsl 0aHKOBCKHE (TUIaTEKHBIC) PEKBU3UTHI €0 COCTABUTEIIS.
[Mucemo-3ampoc (Inquiry)

[Mucemo-3ampoc (inquiry, wiu enquiry) KOMITaHUS TOCBIIAET, KOTa XOUeT:

— MOJIyYUTh MOAPOOHY0 HH(OpMaInio 0 ToBapax (goods-,

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

— YTOYHHTH BpeMmsi u cpoku noctaBku (delivery dates);

— MONY4YuTh MH(GOpMANKI0 00 YCIOBHSAX MOCTaBKM M ckuakax (terms and discounts), crmocobe
TpancnoptupoBku (method of transportation), crpaxoBaruu (insurance);

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

— MoTy4uTh Katanoru (catalogues) u 00pasis! ToBapa (samples of goods), u T. 1.

[Ipu HanMcaHUM MHCEM-3aIIPOCOB CIEAYET KaK MOKHO 00Jiee MoApoOHO U3JI0KUTh CYTh Bompoca (to give
full details), uro mo3BonuT Bamemy nenoBoMy napTHepy COKpaTUTh BpeMs Ha COCTaBIICHHE OTBETA.

B ciyuae, eciim Bel oOpariaerech ¢ 3apocoM B IaHHYIO KOMITAaHHIO TIEPBBIN pa3, B MUCBMO JKEJIAaTEIbHO
BKJIIOYUTH CJICAYIOIINEC ITYHKThBI:

1. VYkazaHune Ha HCTOYHUK MH(OpPMAIMY O IJaHHOH KOMIIAHWH U €€ TOBape.
2. CyTs Bompoca.

3. Kpatkue cBenenust o Bameit komnanuu.

4. Bripaxkenue HaziexX b1 Ha COTPYIHUYECTBO.

[lpudeM coBceM He O00S3aTENbHO CTPOrO IPHICPKUBATBCS JAHHOM MOCIEA0BAaTEIbHOCTH. [lpu
HOBTOPHOM 3alIpoce B MHChbMO OOBIYHO BKIIFOUAETCS TOJBKO BTOPOM MyHKT. Kak U OOJBIIMHCTBO JAPYrHX
JICTIOBBIX TIMCEM, IMHCbMO-3alpOC, KaK MpaBWIIO, IedaTaeTcss Ha (UpMEHHOM OJlaHKe, Ha KOTOPOM
yKa3aHbl Ha3BaHHE KOMITAHUU-OTIIPABUTEIIS 3aIIpoca, €€ MOYTOBBIH ajpec, HoMepa TeseoHOB U (akca.

B 3ampocax 00bIYHO UCTIONB3YIOTCS CICAYIOLINE KIUIIIE:

Please inform us ITpocum cooOIIUTH

Please send us [Tpocum BeICATH

We should be pleased if you could Mpb1 GbuTH GBI pajibl, €CII ObI HaM

inform us COOOIMIH

We shall be obliged to Mpb1 ObuTH OBl IPU3HATEBHBI TOIYYUThH

receive your(price-list) Ba (mpeiickypaHr)

We shall be grateful if you will Mp1 Oynem Onarogaphsl, eciid Bul

kindly send us your catalog 7F00€3HO BBINUTUTE HAM CBOHM KaTasior

We are interested in MBI HHTEpecyeMCst

We are in the market for

Quote prices (terms)

With reference to your
advertisement in...

Referring to your advertisement
We have an inquiry for

In connection with this ...

We read your advertisement in...

MBI HaMEpPEHBI 3aKYITUTh
VYkaxure 1eHbl (YCIoBus)
Ccrinasices Ha Bamny pexinamy B ...

Ccputasice Ha Banry pexnamy
Mps1 xoTenu OBl TOTYIHUTh
rH(OPMAITHIO O. ..

B cBs13u ¢ aTHM

MBI IpounTay Ballly peKjiamy B...



We have heard of your
products from ...

We are interested in buying
(importing, etc.) ...

Many thanks for your letter

We were very pleased to

receive your letter

We thank you for your inquiry

We are obliged for your letter

We attach (enclose)

We are pleased to send you

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

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

According to your inquiry

We send for your consideration our...

May we draw your attention

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

We would like to get in touch with

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

for your products.
We look forward to your early reply.
Your prompt answer would
be appreciated.
[Mucemo-npeanoxenue (Offer)

Mpbl y3HAIIU O IPOAYKIIUU

Balllell KOMIIAHUU U3...
Mer xoTenu Obl KyIHTh
(MMIIOpTHUPOBATH U T. 11.) ...
Bonpmoe criacu6o 3a Barre mucbMo
M1 OBIITH OYEHB PAJIBI TOTYYUTh
Bame nucemo
bnarogapum Bac 3a Bam 3anpoc
MpbI nnpu3HaTenbHbI 32 Barie nucsMo

IIpunaraem k cemy

Panp! BeiciaTh Bam

Paje1 BEICTIATH BaM B OTBET Ha Ballie
MUCHMO (3ampoc)

Ccrinasich Ha Ballie IUCHMO OT ...
Kak BBl mpocuiiu B BalieM MUCbME OT...

CormnacHo BauiemMy 3anpocy
ITocslnaeM Ha Ballle paCCMOTPEHHE
[To3BonbTe 0OpaTuTh Bame BHUManue Ha...

[Ipocum cooOmuThE HaM
KaK MOXHO CKOpEe ...
MeI siBIIsieMCS TUCTPUOBIOTOPAMH
(uMITOpTEpaMHu, IPOAABIAMH H T.IL.)...
MpbI OBl XOTEIIM YCTAaHOBUTH KOHTAKT
C TIPOU3BOIUTENISIMHU (TIOCTABIIUKAMH).
Bamu n3nenus HaligyT y Hac
CBOETO MOKYIATEJIs.
C HeteprieHueM xjem Baiero otsera.
Bynem mpusHaTtenbHBI

3a OBICTPBIN OTBET.

[TuceMoM-nipeanioxenreM noctaBmuk (the Supplier) o6bI4HO OTBeuaeT Ha muchbMo-3amnpoc. OTBevas Ha
o0IMii 3ampoc, OH Oarofaput 3a MpPOSIBJICHHBIH MHTEpPEeC M OOBIYHO NpHiIaraeT NMpencKypaHTHl (price-
lists), karanoru (catalogues) wiu ycinoBus TUIIOBOTO joroBopa (typical Contract). OTBeT Ha crielUAIbHBIN
3aIpoc MpeaycMaTpUBaeT OTBETHI Ha BCE BOMPOCHI MOTEHIIHATBHOTO KIIHEHTA.

CTpyKTypa MHChbMa-TIPEIIOKECHUSL:

1. IToBox Hanmucanus.

2. OTBeTHI Ha BOMPOCH! MOTCHIIMATEHOTO 3aKa3unKa.
3. JloToTHU TN HBIE TTPEIOKEHNS.

4, Bripaxkenue Haexabl Ha 3aKa3.

OtBeuast Ha BONPOCHI, CIEAYET JaTh TOYHOE ONHMCAHHE TOBapa, MO BO3MOXKHOCTH COMPOBOJIUTH €r0
¢doroMaTepranamMu W/UIM pUCYHKamMu W/uiau obOpasuamu (samples). Ilpu onpenenenun ueHs! (price)
YUUTHIBAIOTCA BO3MOXKHBIE CKHAKH (discounts). OTaenbHO pemaroTcs BONPOCH Pacxol0B Ha YHMaKOBKY
(packing), TpaHCHOPTHBIX pacxoioB (transportation costs), ycioBuii moctaBku (terms of delivery) wu
omaThl (terms of payment).

[Mucema-npenioKeHusl MOChUIAIOT Takke 0e3 MPEIIISCTBYIOIIEr0 3alpoca, €Cii IMOCTABIIMK KelaeT
NpUBJIeYh BHUMAaHHE TOTCHIUAIBHBIX KIMEHTOB WM HaWTH HOBBIX 3aKa3YMKOB Ha KOHKDPETHEIC
npoaykTel (special products) mnu ux accoprument (range). TBepmoe mpemnoxenue (firm offer)
npeaycMaTpuBaeT 0coOble YCIOBHS, HapuMep, KoOHeuUHbIH cpok (deadline) moiyueHus 3aKa3a U CUCTEMY
CKUOK B 3aBHCUMOCTH OT KOJIMYECTBA TOBApa M JPYTUX YCIOBHH.

B npeutoskeHusIX 0OBIYHO KCIIONB3YIOTCSl TAKOTO pojia (pa3bl-KITUIIE.

On favourable terms we offer you... Ha BBITO/IHBIX YCIIOBHSIX... TIpeiaraemM Bam

We have pleasure in offering you, C ynoBosibcTBHEM NpeaaracM Baw,

subject to acceptance by telex,... MIpH yCJI0BHM Barmero axirernra



This offer is made subject to your
immediate reply

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

this letter ...

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

We have pleasure in offering you,

TCIICKCOM

Ota odepTa nenaeTcs IpH yCIOBUH
Bamero HemeyieHHOTO OTBETA. . .
Me1 npequiaraeM Bam ToBapsl, ipu
ycnoBud Baiiero noaTBepkaeHUs
B TEUECHHUE ... THEU

C 1aThl JaHHOT'O MHChMa

Me1 niepkum 3Ty odepTy OTKPBITOH
JUIS akLenToBaHus Bamu 0. ..

C ynoBoabCTBUEM IpeanaraeM Bam

without engagement,... 0e3 00513aTeNbCTB. . .
This offer is made without Ora odepra gemaercs 6e3 KaKoro-
engagement/obligation on our part 00 0053aTENILCTBA C HAIICH CTOPOHBI.

This offer is subject to the goods Orta odepra HeHCTBUTEIRHA TUIIE B
being unsold on receipt of your TOM CJIydae, ecii ToBap ele He Oyaer
reply ... IIPOJIaH 110 Mojdy4yeHuu Bamero orsera. ..

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

We were pleased to learn
your interest in...

We are most pleased

that you want to buy...

We are glad to say that

We can reserve you ...

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

We take pleasure in sending

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

are informing you that...

We enclose our catalogue with

the latest price-list.

Our detailed catalogue will
demonstrate the wide range

of our products

Our proposal is valid till...

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

We can give you a 5 per cent
discount.

As you can see from our price-list,

Orta odepTa maeTcs Ha TOT ciydaii,
€CJIM MalllhHa elle He OyZeT npojana
0 nojy4yeHuu Bamero orsera. ..
Hawm 6bL10 IpHUATHO y3HATH O

Baieii 3aMHTEpECOBaHHOCTH B ...
MBI O4YEHB TOBOJILHBI,

YTO BBI IOXKEIATIH KYIIHTb ...

MBI pazibl COOOIINTS,

YTO MOKEM OCTABUTH 34 BAMM ...
Beu1o ouens 1r00e3Ho ¢ Bameii

CTOPOHBI IIPOSIBUTH TAKOH
WHTEpeC K Haiel padoTe...

C yIIOBOJILCTBHEM ITOCHLIAEM BbIOPAHHBIC

BaMH 00pasIbl U NPEAJIaraem ...
Ha Bam 3anpoc oT... Mbl
coobmaem Bawm, uTo ...

MBI npularaeM Hail KaTajor

C HOBEHIIINM NPEUCKYPaHTOM.
Hamr moppo0OHeIit peicKypaHT
yOeauT Bac B pa3Ho00Opa3uu
HAIllero aCCOPTUMEHTA.

Hamre mpenoxxenue AeHCTBUTENBHO JO ...

Mer noctapinsiem Ha yenoBusx CUO.
Ilena BKIIOYaET yIakoBKY

1 TPAHCIIOPTHBIC paCXOdbl.

MBI MOXKeEM ITPEeNOCTaBUTh
BaM 5 % ckuKy.
Kak BUIHO 13 HaIIero MpelcKypaHTa,

our prices are at least 3 % lower HAIIIN IIEHBI TI0 KpalHel Mepe

than market prices. Ha 3% HIKE PHIHOYHBIX.

| especially call your attention to... 51 ocobenHo obparato Baie BHUMaHHE Ha...
Besides the above mentioned goods Kpome yroMsiHyTBIX BBIIIE TOBAPOB

our company also produces (see ...) Haia pupmMa MPOU3BOIMT TAKKE (CM....)
The model... will meet most s Bammx nesnei Bam nydiie

of your requirements. BCEro HONONIET MOJIEIb. ..

We ask you to consider our proposal MBbI ITpocuM Bac eliie pa3 00CyIuTh
once more and let us know HaIlle TPEUIOKEHNE U COOOIINTH HaM,
if we can expect your order. MOYKHO JIM pacCYMTHIBAThH Ha MOIyUYEHHE 3aKa3a.
| encourage you to order as soon S nporty Bac ObicTpee 0hOPMUTH 3aKas3,



as possible as the quantity of this
product available at our warehouse

is limited.

We would appreciate if we get the
order from you as soon as possible.

If you are not happy with our proposed
please let us know why.

TaK KaK KOJIMYCCTBO 3TOI'O TOBapa
Ha CKJIage€ OrpaHUYCHO.

Mb1 ObuTH OBl OYEHB PaJbl HOTYYHTh
OT Bac 3aKa3 Kak MOKHO CKopee.
Ecnu Bac He ycTpauBaeT Hae
NpeJIOKEHHUE, POCHUM COOOIINTh
HaM O MPHYHHE.

We are looking forward to hearing C HeTepIIEHHEM KIEM OTBETA.

from you soon.

[Tucemo-3aka3. [loareepkaenue u oTkinoHenue 3aka3oB (Order. Acknowledgement (Confirmation) and
Refusal of Orders)

Hns Toro uroObl caenarh 3aka3z (to place an order) Ha 3aKymKy TeX HJIM HHBIX TOBapOB OOBIYHO
3aTOJIHSIOT CHelUalIbHbIe OJaHKu 3aka3oB (order forms), B KOTOPBIX yKa3bIBaeTcsi KoamdecTBo (quantity)
m3nenuit, ux omucanue (description), meHa (price), ycimoBus oruiatel (terms of payment), 1aTa mocTaBKH
(date of delivery), ckunku (discounts) u 1.11. B psine cimydaes, korma He0OXOIMUMO MTPOSCHUTH OT/ENBHEIE
MyHKTHI 3aka3a (to make certain points quite clear), muieTcs cOnmpoBOAMTEIbHOE MUCHMO (covering
letter), k koTOpOMy TIprIaraercst OJaHK 3aKasa.

Ecmu [ponasen (Seller) nmm [locraBmuk (Supplier) ToBapa B COCTOSHUH BBITIONHUTH 3aKa3, OH MOCHLUIAET
[Mokynaremto (Buyer) noarsepxaenue 3akaza (order acknowledgement, or confirmation), kotopoe yarie
BCEro TNPEJACTaBIsAET co0oi komuio 3akaza (order copy, or duplicate), moamucanuyto IIpomasiiom.
OOBIYHO MONTBEPKJICHUE 3aKa3a MPHJIAracTCsi K COMPOBOIUTEIHHOMY MHCBMY, B KoTopoM IIponaseir
BBIpaKaeT OJaroJapHOCTh 3a 3aKa3, a Takke cooOmiaer Ilokynarenro o TeX WM WHBIX H3MEHEHHSIX
(M3MEHEHNH 1IeH, CPOKOB TIOCTAaBKH U T. II.).

Ecmu Tponagen mubo TTocTaBniyk ToBapa Mo KakKMM-TH00 MPHYMHAM HE B COCTOSHHH BBITIONHUTH 3aKas3,
oH 100 oTKaszbBaeTca OT 3akaza (to refuse (to reject, to decline) the order), nmbo mpemmaraer
aJICKBaTHYIO 3aMeHy (substitute) ToBapy, KOTOPOro HET B HAJTMYWH.

Kruiie u BeIpaskeHus MICEM-3aKa30B:

In reply (response) to your letter

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

Order No. ...

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

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

Please confirm that you can supply...

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

Please supply/send us...

B otBer Ha Bamie mucemo ((axc) or ...,
MbI Oarogapum Bac 3a...
HMeeM yI0BOIBCTBHE TIPUIOKHUTH K
JAHHOMY MMUCHhMY Har 3aka3 Ne ...
MBI IipsIaraeM Haiil 3aKa3 Ha...
MBbI IpUHUMAEM Ballle PEUIOKEHNE U
HMeEM YI0BOJIbCTBUE PA3MECTUTD
y Bac 3aKa3 Ha...
[TpocuM NOATBEPAMTH, YTO BB
MOKETE TIOCTABHT...
B KayecTBe MOATBEPIKICHUS 3aKa3a
IPOCUM BBICJIATh HaM MOIIUCAHHYIO
Bamu konuto 3akasa.
[TpocHM MOCTABHT...

Kiume n BBIPAXKCHUA HI/ICGM-HO,[[TBep)K,I[eHI/Iﬁ 3aKa30B:

Thank you very much for your

order No ... of (dated) ...

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

We confirm that delivery will

be made by...

We hope that you will have a good
turnover, and that we will be dealing
with your company in the future.
Delivery will be made in conformity
(accordance) with your instructions.

biraronapum Bac 3a Baur 3aka3 Ne ... ot ...

Kax Bsl mpocuiu, Mbl ipuitaraem

KOITHUIO 3aKa3a, MOMUCAHHYIO

HaMH, KaK OATBepkIeHHEe Bamrero 3akasa.

MBEI TOATBEpKAaEM, UTO MOCTaBKa OyaeT
Mpow3Be/eHa K ... (TAaKOH-TO JaTe).

Haneemcst, 4To BbI Oy/ieTe UMETh XOPOIIHA
000pOT, U MBI OyIEM COTPYAHUYATH C
Balllelf KOMIIAaHUEH U B JaJbHEHIIIEM.

[TocTaBka Oymert mpousBeicHa B

COOTBCTCTBUU C BAlIMMU UHCTPYKLUAMMU.

Kinme n BBIPpAXXCHUSA, UCIIOJIB3YCMBIC ITPU OTKIIOHCHUU 3aKa30B:

We are sorry (we regret) to let you

K coaneHuio BEIHYXICHBI COOOITUTh



know (to inform you) that we cannot BaM, YTO MBI HE MOKEM BBIIOJHUTE BaIll

execute your order because of... 3aKa3 110 IPUYHHE ...
The goods you ordered are no ToBapa, KOTOPHI BBI 3aKa3aliH,
longer available. 0OJIbIIIC HET B HAJTMYUH.
We can offer you a substitute. MoskeM MpeIoKUTh BaM 3aMEHY
IIncemo — manomuaanme (Reminder letter)
[Mucemo-HaIOMUHAHKE — JICJIOBOE IHUCHMO, UCIONB3yeMOE TPU HEBBITIOJHCHHH OpraHW3aIuei-

MApTHEPOM B3ATHIX Ha ce0sl 00s3aTeNbCTB WM NPUHATHIX JOTOBOpeHHOCTeH. KimroueBsiMu (pazamu
TaKHUX IHCEM SIBJISFOTCS:

We are sorry (We regret) to have to K coxanenmuto, BBIHYXI€HbI HATOMHUTH Bawm, 4To0.. .-
remind you that...
We have to remind you that... MBI BEIHY X /I€HBI HATTOMHHTH
Bawm, uro...
We wish to draw our attention to O6pamaem Bamie BHIMaHue Ha

the fact that... ToT daxr, uro

We would like you to note that...

We wish to bring to you notice that...

TekcT muchbMa-HATOMUHAHHUS MOXKET BKJIFOUATh B Ce0S JIBE YaCTHU: CCHUTKU Ha O(HITUATILHBIN IOKYMEHT, B
KOTOpPOM 3a(MKCHPOBaHBl 0053aTENLCTBA CTOPOH WM OOCTOSATENBCTBA, B CBA3H C KOTOPBIMU
opranu3anus 06513aHa MNpEeAINpPpUHATL ONPCACIICHHBIC I[eﬁCTBHSI, u HpOCL6y BBIIIOJIHUTH B CBS3HU C OTUM
orpezieieHHbIe eicTBHs. JJOBOJBHO YacTO TaKUe MHUChMa COJACPIKAT TOJBKO COOCTBEHHO HAIIOMHUHAHHE.
B oTAenbHBIX cioydasx MHCEMO-HAMIOMHHAHHE MOXKET COJCPXKATh TPEThIO0 YacTh: MPEAYNpPEXkKICHUE O
BO3MOKHOCTH NPUMCHCHHS OIIPCACIICHHBIX CaHKHHﬁ TPy HECBBIIIOJHCHUHN aApPeCaTOM B3ATHIX Ha 06651
00513aTeLCTB, HAIPUMED:

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

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

Should you fail to make payment(s)

ITucemo-tpeboranme (Require, Dunning letter)

[MuceMa-TpeOOBaHUS COCTABISIFOTCS B CUTYAIIUsIX, KOT/Ia OpraHu3alis-TIapTHEP HE BBIMIOIHSICT B3ATHIC HA
ce0s1 00s3aTenbCTBA WIIM BO3JIOKEHHBbIE HAa Hee (yHKUIMH. [lo CpaBHEHMIO C CHTyalMsSIMH, Korna
HAIpaBJIAIOTCS THMChbMa-HAIIOMUHAHUS, 3/I€Ch HEBBINIOJIHEHHWE O0S3aTeNbCTB HOCHT CHUCTEMATHYECKUI
XapakTep WIK UMEET MECTO UTHOPUPOBAHKE BHICTABISIEMBIX NPETCH3UH. 3a4acTyI0 MUCHMY-TPEOOBAHUIO
HpeIIeCTByeT NHChMO-HanoMuHanue. [lncema-TpeboBaHms, Kak MPaBUIIO, UMEIOT CIIOKHYIO CTPYKTYpY.
B HHX 00s3aTeNbHO W3NATalOTCS YCIOBHS 3aKJIIOYEHHBIX JIOTOBOPEHHOCTEH CO CCHUIKOM Ha
COOTBETCTBYIOIINE JOKYMEHTBI, OMIMCHIBAETCS CIIOKUBILIASCS B CBS3H C MX HEBBIIOJHEHWEM CHUTYyallus,
dopmynupyercss TpeOOBaHHE O HEOOXOIWMOCTH BBIOJIHEHUS 0053aTENbCTB M YTPO3bl MPUMEHEHHUS
CaHKIUH B aJjpec KOPPECIIOH/ICHTA, €CITN 0053aTeIbCTBA HE OY/IyT BHIIIOJTHEHBI.

KnroueBbiMu pazamul B mucbMax-TpeOOBaHUSIX MOTYT OBITh:

We urgently require to perform Cpouno TpebyeM BBITIOTHUTE

(send, grant, pay)... (BBICIIATh, TIPEIOCTABUTD, TIEPEUNUCITUTD). ..
We require fulfil the obligations TpebyeM BBINOIHUTE B3STHIE

under the agreement. Ha ce0st 00s13aTeNbCTBA.

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

received no replay.

We cannot accept your point Mpb1 He cornacHbl ¢ Bameit Toukoit
of view for the following reasons... 3pEHUS 110 CICAYIOUIUM IIPUUHHAM. ..
In case of your refusal... B cityuae Bamero otkasa. ..

Should you refuse...

VYTpo3sl B aipec KOPPECIOHIEHTa MOTYT (hOPMYITHUPOBATHCS CIACAYIOIIUM 00pa3oM:
Otherwise, you will be presented B nportuBHOM ciydae Bam OymyT
to the penal provisions. NpeabsBICHBI IITPa(QHBIC CAHKLINY.
Otherwise the case will be submitted B mpoTuBHOM cityuae nenno Oymer



to arbitration. nepeaano B ApOUTPaXKHBIHA CYI.

IIperensnonnoe (peknamarmorHoe) muckMo (Claim)

[IpereH3noHHBIE (PEKIAMAlMOHHBIC) IHChMa COCTABIAIOTCS B CIIy4asX, €CIH TPU HMCIOJIHECHUU
JIOTOBOPOB OJIHA U3 CTOPOH HApYIIAeT B3AThIE Ha ce0s 00s13aTeNIbcTBA. Bo MHOTHX ClTydasix Takue MUChMa
MOSIBISIFOTCS  TTOCIIE TOTO, Kak OBbLIM OCTaBIEHBI 0€3 OTBETa NHChMa-HATIOMHHAHHUS WU TMHCHMa-
TpeboBanus. llenp mpereHszun (pekinamarii) — BO3MECTHUTH IOTEPH, IONYYCHHBIC B peE3yibTare
HaApYIICHUsS YCIOBUN J0roBOpa. TeKCT mpeTeH3nu (peKiiaMalni) BKIFYaeT B ceOs:

- OCHOBaHHE JUIs TMPEIbSBICHUS MPETEH3MH (CCHUIKA Ha JIOTOBOP, 3aKIFOYCHHBIA MEXKIY CTOPOHAMH,
TapaHTHHHOE MTUCHMO HIIH HHBIC 00513aTeIhCTBA);

- IPeIMET MPETEH3UH (JODKHO OBITH YKa3aHO, KAKOE 00s13aTeILCTBO HAPYIICHO U B KaKOH Mepe);

- JIOKA3aTeNbCTBA (CCBUIKM Ha JOKYMEHTHI, MOATBEPIKIAIOIINE HAPYIICHUE JIOTOBOPHBIX 0053aTENbCTB
BHHOBHOM CTOPOHOM);

- KOHKDETHBIC TPeOOBAaHUS COCTABUTENS TMPETCH3MM (TpeOOBaHHWE 3aMEHBI HEKAYSCTBCHHOTO TOBapa,
TpeOOBaHUE YIICHKH TOBapa, TpeOOBaHWE CKUJIKH C OOIICH CTOMMOCTH MapTUU TOBapa, TpeOOBaHUE
pacTop>KeHUs] KOHTPAKTA UK BO3MEIICHUS YOBITKOB | JIP.).

[MpunokeHUsIMH K IPETSH3UU MOTYT OBITh TAKHE JTOKYMEHTBI, KK aKT SKCIIEPTH3bI, aKT HECOOTBETCTBUS
TOBapa IO KOJUYECTBY M KAueCTBY, DPEKJIaMAalMOHHBIA aKT, TPAaHCIOPTHBIE JOKYMEHTBI U Jp., B
3aBHCUMOCTH OT TpeaMeTa peTen3un. Hanpumep:

We present you a claim... [penbsiBasieM Bam npereHsuro. ..
In accordance with the above, please B COOTBETCTBUY € M3TI0)KEHHBIM TIPOCHM
send us new consignment stock. Bac oTrnpaBuTh HaM HOBYIO MAPTHIO TOBapa

IMTucsmo — no3apasienue (Letter of congratulation)

[MuceMa-mio3ApaBieHUsT HANpaBSIOTCS B TOPIKECTBEHHBIX — CIIydasxX: OQHUIMANBHBIA TMpa3iHUK,
HpO(beCCHOHaHBHBIfI IMpasaHuK, 3HAYUTCIIBHOC CO6BITI/IG B JXU3HHU JOJDKHOCTHOI'O JIMIa UJIW OpraHu3alnn
(Bpy4eHHe Harpaabl, I00WIeH, MPUCYKICHUE MOYETHOTO, HAYYHOTO 3BaHUS, CTEIIEHH, N30paHue B KaKOii-
0o opraH M IIp.), 3HAYNMBIe COOBITHS B YacTHOW »u3HU. [lo3npaBneHus mumryTcs Ha ONaHKe MUChMa
OpraHM3alMy WM Ha CIICIMANIbHBIX OaHKax 1mo3/pasieHuil. [lo3apasienue, oAroToBICHHOE Ha OJaHKe
NKHChbMa, JIOJDKHO COZIEPXKaTh O(POPMIICHHBIH B COOTBETCTBHH C TPEOOBAaHHSMH CTaHIApPTAa PEKBH3HUT
«Anpecar». IloznpaBnenust Moryr odopmisiTbess Ha Oymare pasiIMYHOM IIBETOBOW TaMMBI C
YKpall€HUAMHU B BUAC OPHAMCHTOB U BOJASAHBIX 3HAKOB, I/IMCIOHICﬁ 6OJ'IBIHyIO IJIOTHOCTB, U BKJIAJAbIBATHCSA
B CHelMaNbHBIE TANnKu-ajJpeca. B mocieaneM ciiydae Mmo3ipaBlieHHE COJCPKHUT TOJIBKO OOpalieHue K
JMIy WIM KOJUIEKTUBY. I[Ipm KOJUIEKTMBHOM ajpecaTe M TPH HAIPaBICHHW ITHCHbMa-TO3PaBICHUS
IOPUANYECKOMY JIMIY TTO(paMUIIbHOE U IOMMEHHOE oOpalleHne He ucroib3yercs. [Tucema-no3apaBneHus
BCErJa JOJDKHBI OBITH ITOIIIUCAHEL.

[MTucemo — Grarogaprocts (Note of thanks)

[Tucemo-6narogapHocTs (OJ1aroJapcTBEHHOE MHCHBMO) — JIEJIOBOE IHMChMO, HAINpaBiIsIeMOe ajpecaTy
(opranmzanuu, JOHKHOCTHOMY JIMIY WIH MPaXKJIaHWHY) C BBIPAKEHHEM OJIaroJapHOCTH 338 COBEpIICHHEIC
JICUCTBHUS MJIM OKA3aHHBIC YCIYTH.

[To cpaBHEHHMIO C JPYTMMH BHIAMH JEIIOBBIX IMUCEM 0OJ1arolapCTBEHHbIE THChMa OOBIYHO COCTABIISIOTCS B
Ooee cBoOoHOM (opme. KimoueBbiME (hpa3amMu TaKHX ITUCEM SIBIISIOTCS:

We thank you for ... Bnaronmapum 3a...

Let me thank you for... [To3BoabTe Bac mobnaromapurs 3a ..

ITuceMmo-cobonesnoBanue (Letter of condolence)
ITuceMo-c000Ie3HOBAHHE — MHUCHMO, HAMPABIIEMOE B TPArvMdeCKHX WM TEYATbHBIX >KU3HECHHBIX
cuTyanusax (CMepTh, HECYACTHBIN CiTydail, CTUXHUITHOE OCCTBHE U JP.) JJIS BBIPAKCHUS YUACTHS:
We regret (We are sorry) to learn from MEI ¢ coXKalleHHEM Y3HAITH W3
your letter of... that... Baiero nucbma 0T ..., 4TO. ..
We express to you our Bripaskaem Bawm Hamm nckpeHaue
sincere condolences... C000JIe3HOBAHHSL. ..
ITucemo — u3BuHeHHE (Apologies)
[MucbMO-M3BUHEHHE — JIGJIOBOE MHCHBMO, aBTOP KOTOPOTO IIPHHOCHT W3BHHEHHUS ajpecary 3a
NpUYHHEHHbIC HeyA00cTBa. [TuchMa-M3BUHEHUSI, KaK MPABUIIO, HAUWHAIOTCS CIACIYIONIMMHU (pa3aMu:
We offer apologies for the delay in ITpocum U3BHHEHHUS 32 HEKOTOPYIO
answering your letter 3aepxKy ¢ oTBeTOM Ha Baiire mucsmMo

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



Please accept our apologies for...

B cooTBeTcTBHE ¢ TPEOOBAHHAME ITHKETA JCIIOBOTO OOIIEHUS B MIChME TPpeOyeTcsl OOBSICHUTE TPUIHHY,
NPUBEAIIYI0 K BO3HHKHOBEHHIO MPOOJEMHOW A ajgpecaTa CUTyalldd, a B KOHLE MHChMa MOBTOPUTH
¢bpasy ¢ U3BUHEHUSIMH, HO HE OYKBaIbHO, @ B UHOW ()OPMYITHUPOBKE.

Pexomenmarensroe mrcsMo (Letter of recommendation)

PexoMeHaaTenpHOE MUCEMO — MHCHEMO, B KOTOPOM JTA€TCsl XapaKTEPUCTHKA KOHKPETHOTO YeJoBeKa s
ycTpoiicTBa ero Ha paboTy, oOydenne u Jp. PexoMeHmaTenbHbIE NHCbMa BCerga coaepiKaT
OJIarONpHUATHBIE OT3BIBBI O XapaKTepU3YEeMbIX, B CBSI3M C YeM MHOTHE CHEIHaJUCTHl MO YIPaBICHHIO
MEPCOHAIOM CYHUTAIOT TaKWe IMHChMa CYOBEKTHBHBIMH, TeM HE MEHee, OHH HMEIOT OIpe/IelIeHHOE
3HAUGHUE TP OLEHKE KaHAWAara, IMoMoras co3aarh oOmiee MpeAcTaBIeHHE O COHCKAaTele.
PexkomengarenbHOE MHCHMO, Kak MPAaBUIIO, MUIIETCA Ha OJaHKe KOMIIAHUH — MOCIIETHEr0 MecTa PadoThI
COWCKAaTeNs, TOIIICHIBAETCS PYKOBOJAUTENEM KOMIAHWMA WM JAPYTUM JOJDKHOCTHBIM JHIOM. Jist
MOTEHIUANBHOTO paboTomaTensi PeKOMEHIATENbHOE MUChMO — 3TO, CKOpee, TrapaHThsi TOro, 4YTO
COHWCKATeNb JICHCTBUTENHHO paboTali B JaHHOW KOMITAHWH, BBITIONHSLI ONPEAEICHHBIN KPYT 00sI3aHHOCTEH
¥ OCTaBWJI KOMIIAaHHMIO, COXpPAaHHWB O cebe xopoliee BredyatieHHe. PekoMeHnaTenbHOe MMCHMO JOIKHO
COCTOSITh U3 CIIEIYIOIINX Pa3/IeNIOB:

- BBEJICHHE, B KOTOPOM KpaTKO H3JIAraloTcsl OOCTOSTEIhCTBA 3HAKOMCTBA aBTOpa MHChMa C
PEKOMEHyEeMBIM UM JIHIIOM;

- CBEIICHUS O PEKOMEHAyeMOM JHIe (CBeleHHs 00 00pa30BaHWU, YPOBHE MOATOTOBKH, KBAaTHU(UKAIIH,
ombITe paboThl, JEIOBBIE M JINYHOCTHBIE KauecTBa), MPU ITOM 0OCOOO BBIICISIOTCS T€ €ro YepThl H
CIOCOOHOCTH, KOTOpBIE MOTYT OBITH Hambojee TMOJe3Hbl paboToAaTeNt0 B TOH OpraHM3alWd HIIH
JIOJKHOCTH, KyIa COMCKATEIh CTPEMHUTCS TOTIACTH;

- 3aKIIIOYUTENIbHAS YaCTh, B KOTOPOH aBTOP MPOCHUT IOJTy4YaTessi 03HAKOMHUTBCS C PE3IOME COUCKATENS HITH
€ro KpaTKUMH aHKETHBIMHU JaHHBIMU M HA3HAYUTH BCTPEUY Uil COOCCEAOBAHMS,

- KOMIUTHIMEHTAapHAs 9aCTh, B KOTOPOH aBTOP BhIpa)KaeT CBOIO MPU3HATEIHFHOCTb.

EcTtp Heckonmbko oTpacineil AesaTenhbHOCTH, TAe PEeKOMEHIAIMU 00s3aTelbHBI MOYTH 0e3 MCKITFOYEHUI:
OXpaHHBIN OHM3HEC, MEAMIIMHA, HayKa, paboTa C JeThbMH (HSHHM, TYBEpPHAaHTKH M T.O.). B ocTambHBIX
CIIydasix UCTIOJIb30BaHNE PEKOMEHIATENbHBIX MIICEM 3aBHCUT OT KOHKPETHON CHUTYAIIHH.

Bormpocsr u 3aganus:

1. IToaroToBbETECH K 0OCYXIEHUIO TEOPETUIECKOTO MaTepHaa.

Bunpr nenoeix mucem (OTBeT Ha npuriamenne. biarogapctBeHHoe nmucbMo. Pexknmamanus. [Ipetensust.
Hasnauenust nemoBoii BcTpeun. Iluckma: mpurnameHus, mpockObl, 01arolapHOCTH, COOOJIE3HOBAHUS,
COKaJIeHHs, COUYBCTBUs). Peknamarin n nperen3uu. OTBETH Ha pekinamanun. Kateropuu pexiamarmi.
2. BeimonHWUTE 331aHUSI U OTBETHTE HA BOIIPOCHI:

1). O3HaKOMHBIITUCH CO CTPYKTYPOI MUChMa U 00pasliaMu MUCEM MEXTyHapOTHOTO 00pasia, HAITUIIATE
Ha JMcTe OyMard pEeKBH3WTHI MHChMAa B TIOPSIKE WX cienoBaHus. JlaliTe aHTIMHACKHE SKBUBAJICHTHI
Ha3BaHUI PEKBU3UTOB.

2). Kak HaunHaeTcs ¥ 3aKaHYMBAETCA MUCbMO, eclii (haMuITus ¥ UMsI afipecara BaM He W3BECTHBI?

3). C xakoil menpio Ha CJeIyrolIeld CTPOKE TOcCie OOpaIeHHsl CTaBWIICS COKpalleHne Re: m 4ro oHO
o0o3HavaeT?

3. 3aiaHus ¥ BOIPOCHI [Jisi (POPMHUPOBAHUS U KOHTPOJIS BIAJICHHS KOMITCTCHIIUSIMU:

Hamummre cBouM nmapTHepaM 1o OM3HECY KpaTKHe MMchMa:

- C MO3/paBJICHUEM T10 MIOBOAY YCIIEUIHOTO YUaCTHS B BHICTABKE;

- C BBIp@XKEHUEM COOOJIE3HOBAHMUS 110 TIOBOTy KOHYMHBI TeHEPAIBHOTO JHUPEKTOPA;

- ¢ 0J1arogapHOCTHIO 32 IPUEM BalllUX COTPYAHUKOB BO BpEMsI 1 KOMaHIUPOBKHY;

- C U3BMHEHHEM 32 3aJeP)KKy IOCTaBKM TNPOAYKLUHMH, BBI3BAaHHYIO (HOpC-MaKOPHBIMU
00CTOSTEILCTBAMM;

- C MpUIJIANIEHUEM NIPUHSATH yYacTHe B TOPIKECTBAX 10 NoBoAYy 20-J1eTHst Baield GUpMBbl;

- C PEeKOMEHJAIMel Ballero KOJUIETH U y4acTHsl B IEPEroBOphHl IO MHTEpecylolield obe Balu
(bUpPMBI TEMATHKE.

IIpakTuyeckoe 3anaTne Nel2. Ciny:keOHbIe 3alIMCKH, COO0IIEHHUS MO (paKCy, ITEKTPOHHAS NT0YTA.
OpranuzanuoHHas Gopma 3aHITHA: TPAAULUOHHBIA CEMUHAP.
Hens: dopmupoBaHHE y CTYICHTOB PEYEBOM, S3BIKOBOM M KOMMYHHUKATHBHOW KOMIICTCHIIUH JIS
OCYIIIECTBIICHHS JIEJIOBBIX KOHTAKTOB.
B pesynbraTe 0cBOEHHE TEMBI CTYAEHT TOJDKEH



3HaTh: OCHOBHYIO OW3HEC-TEPMUHOJIOTHIO, HCIIONB3YeMYyIO IIPH HAIMCAaHUHM CIIy>KCOHBIX 3aIHCOK,
COOOIIEHNIT TIOCPEICTBOM 3JIEKTPOHHBIX CPEACTB OOIICHMS; OCHOBHBIE I'PAMMATHUYECKHE SIBICHHS,
XapakTepHble Ui MPOQECCUOHANBHOM peuM; JIEKCHUECKHEe M CHHTAaKCHUECKHE OCOOCHHOCTH
o(HLIMAEHO-IETIOBOTO CTUJIS B aHTJIMHCKOM SI3BIKE.
YMETb: OIPEACNATh CTHIEBYIO NPHHA/UICKHOCTh AHIVIMHCKAX TEKCTOB O(HINAIBHO-AEIOBOTO CTHIIA,
BUJICTh XapaKTEPHBIC CTHWIEBBIE YEPTHI; YUTATh O(QUINAIBHO-IETIOBBIC TEKCTHl PAa3IMYHON CTEHEeHH
CIIO)KHOCTH; CTPOUTH JOWUAJIOTHYECKYI0 M MOHOJIOTHYECKYI0 pE4Yb C HCIOJIb30BaHUEM Hauboiee
YIIOTPEOUTENBHBIX JIEKCHKO-TPAMMATHYECKUX CPEACTB B OCHOBHBIX KOMMYHUKATHBHBIX CHTYaIlHsIX
ourmansHOro O0IEH s ; TOHUMATh JHATOTHYECKYIO U MOHOJIOTHYECKYIO Pedb 110 U3YYEHHOH TeMe.
AKTyaJbHOCTb TeMBI: 00yciI0BIeHa Heo0XoauMocThio oBaaenus: YK-4, OITK-1.
TeopeTuueckas 4acTb:

CoBpeMeHHBIE cpeACcTBa Iepeaadn HHpopMaIuu
1. @akc (fax, fax machine) cyxut aJ1s nepenaun AeI0Boi KoppecnonaeHun (business correspondence)
no TeneoHHOM ceTH. B coBpeMeHHOI J1eoBoi MpakTuke 1mo (akcy 00bIYHO MOCHUIAIOT:
— KoMMepueckue mpemroxenns (0ffers);
— npaiic-muctsl (price lists);
— pexmamubsie Matepuaisl (advertising materials);
— npecc-penussl (press releases);
— MMMCHMEHHBIE 3aIlpochl (Written inquiries) W T.II., a TaKXKe OCYIIECTBISIIOT TEKYIIYIO MEPETHCKY.
Pazmep ¢akca oOBIYHO HE MPEBBIIACT OJHOW CTPAHHUIBI, @ €0 CTPYKTypa COOTBETCTBYET CTPYKTYype
JIEJI0OBOTO MUCHhMA.
®akcpl moAMMBAIOTCSA B Aei0. VX MOXHO HCIOJIB30BaTh B KaYECTBE JOKA3ATEIbCTBA MPU Pa3peIIeHUN
MPOTUBOPEYNI MEXIy AeTOBBIMU TAPTHEPAMH.
Mo dakcy 0OBIYHO HE TIepeaaroTCs:
— opuruHaibl KoHTpakToB (Original contracts);
— axkpeautussl (letters of credit);
— cuera-pakTypsl (invoices) W Ap. BaXHBIC JIOKYMEHTBI, KOTOPBIC IEPECBHLIAIOTCS 3aKa3HBIMU
MUChMaMHU JIHOO TIEPEHAIOTCS C KyphepoM.
2. Dnextponnas nodra (E-mail) sBisiercs HamnOosee MOMMyISPHBIM U CaMBIM NPOCTHIM TPHIOKEHHEM
ry100ajbHONM KOMITBIOTEpHOM ceTr Internet, oxBateiBatomiedi 0osnee 100 cTpaH M ACCATKH MHIIMOHOB
II0JIB30BATEINIEH.

DNeKTpOHHAsT MOYTa TO3BOJSIET COKPATHTh PACXOIbl HA JOCTAaBKY ITMCEM M OTIPaBKy (akcoB, a
TaKKe YIPOCTUTh OOMEH KOPPECHOHJICHIMEH MEXIy NIeJIOBBIMU TapTHepaMu. [ JTaBHBIM HEIOCTATKOM
AJIEKTPOHHOH MOUTHI SIBIISIETCS cllabast 3alluTa NepeaBaeMoi 1Mo Hell nHpOpMAITUH.

[IpocTeiimmm perreHreM Ui OOJBIIMHCTBA HEOOJBIINX KOMIAHMH M OM3HECMEHOB 3alaJHBIX CTPaH,
HO3BOJISIOIIIEE MM TOJNYYUTh JOCTYN K Internet, SBISIOTCS KOMIBIOTEp C MoaeMoM (modem) u
kommytupyemoe (dial-up) coeamneHwe c¢ y3moBbIM KommbloTepoM (host) 1o TenedOHHOW JHHUM.
Bo3MoxHOCTh TOmacTe B ceTh, HaOpaB HoMmep TeneoHa Y3I0BOTO KOMITBIOTEPA, HEMOCPEACTBEHHO
BXOJAIIIETO B Internet, Mpe10CTaBISAIOT MECTHBIE ITOCTABIINKHY CETEBBIX YCIyT (service providers).
TexHUUEeCKH DIEKTPOHHAS MoYTa — OOMEH NU(QPOBBIMH COOOLICHUSMH MEXIy aJpecaMy BHJIA
[mosib30Batens (@[ uHTEpHET-TIpOBaiiAep |.[1OMeH]. Jomen - COKpAIIICHHE CTpaHbI 17R11
OpraHU3aIMOHHOTO THIA (OOBIYHO Ccom).

Tumel  opraHuzauuid. AHCIOTOBOpsIIME (OCOOCHHO AaMEpPHKAHCKHE) NPEANPHATHS  HUMEIOT
npoduibHbie foMeHbl. Anpec biff@math.utoronto.ca Oynet o3HayaTh, YTO €ro MOJIL30BaTEb, I'-H budd,
pabotaeT Ha MaTdake TOPOHTCKOTO YHHUBEPCHUTETA.
com  KopHopauus
edu  oOpa3oBaTeIbHOE YUPEIKICHUE
goOvV  TIpaBUTEJIBbCTBEHHBIN OpraH
mil BOCHHOE BEIOMCTBO
net WHTEPHET-KOMIIaHUS
org OpraHu3aIus
[ITanka 31eKTPOHHON MOYTHI
JenoBble cooOmeHnss HAYMHAIOTCS CO CTaTUCTUKU: to (mosrydyarens), from (OTHpaBHUTENb) W WHOTIA CC
(xormmm). CkpbIThIE KOITUHM 0003HauaroTes Kak bee. [maBHoe — subject (Tema) kak 3aroyioBok nmucbMa. OHa
JIOJDKHA TOYHO OIMUCHIBATH coziepikanue. CpouHble COOOIEHHS MOYKHO IOMEYaTh KPACHBIM (PIIasKKOM.
3-MOYTOBOE BCTYIJICHUE



[enoBsie coobIenns HaunHatoTes ¢ Dear... u 3akanunBaroTcs Best wishes nnu (Best) regards. B Tekcre
aBTOP YTO-TO YTBEPXKIAET, COOOINAET, CIpaIluBacT, OoTBedaeT, obcyxmaer, mpocut... CyThb clemyer
u3Jarath B IIEPBOM ad3arle.

[Tpumeps! HOpMaNTBHOTO BCTYIUICHUS:

Following our meeting / phone conversation, ...B mpoxo/skeHre Hallel BCTpeun/ IeperoBopa, . ..

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

Regarding our ... OTHOCHUTEINBHO ...

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

Te3uchl YacTo U3JIArar0T MOPSIKOBBIM CIIUCKOM, a TIOJPOOHOCTH MPUIIATafoT.

3-mo4YTOBOE 3aBEpILCHHE

[Tpumeps! (hopMaTBbHBIX 3aBEPIICHUN:

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

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

JlenoBele COOOIIEHUS TOXKE coaepkaT OJIOKW MOANHCH (MM, TOJDKHOCTH, TeledoH, ¢akc, agpec), HO
Yarie OrpaHWYMBAIOTCS JIMINL yKa3aHHeM aBropa. JIMIIHUM OyIeT W MOBTOPSATH YK€ aBTOMATHYECKH
NPUCBaUBACMbII AJICKTPOHHBII aipec.

CokpallieHusl, HCIIOIb3YEMBbIE B JJICKTPOHHBIX MHChMax

AAMOF As A Matter Of Fact B cymuHocTH

AFAIK As far as | know HACKOJIBKO S 3HAIO

BTW By TheWay «cratu

CuU see you yBUIuMCSI

F2F  facetoface  mHaemuue

FOAF Friend of a Friend U3 TPETBUX PYK

FYA For Your Amusement k Bameii pagocTi

FYI  For Your Information «x Baremy CBeJIEHHIO

HSIK How Should | Know? monstus He uMeio

IMO In My Opinion o MoeMy MHEHHIO

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

IWBNI It Would Be Nice If  xopormo 651

KIS  Keep It Simple roBopu nporie

NRN No Reply Needed OTBET HEOOA3aTENCH

0S Operating system oTepanoHHas CHCTEMA

OTL Over The Line cBepx Mmo0)KeHHOTO

OTOH On The Other Hand ¢ apyroii cTopoHsI

R Received MOJTy9IEHO

TFS  Thanks For Sharing  crmacu6o 3a ccbuiky

TIA  Thanksin Advance  3apanee Onaromapex

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

Bormpocsr u 3a1anus:

1. TToaroToBbTECHh K 0OCYXICHUIO TEOPETUIECKOTO MaTepHaa.

IIpaBuna odopmnenus ciyxxeOHoW 3ammcku. CocraBnstonme ¢akcoBoro coodOmienus. [Ipasuna
HAIMCAaHUSA DJIEKTPOHHOTO co00IIeHUs. COKpAIeHHS, UCIIOIb3YEMbIEC B JJICKTPOHHBIX COOOIICHHSX.

2. Brimonmanre 3aqasus:

1). CocraBbTe (hakc ¢ COOOIIEHHEM O MEPEUMCIICHUH JEMO3UTa 3a IPOKMBAHWE B TOCTHHHIIC BalllUX
Y4aCTHUKOB KOH(pepeHInH (hupM- TapTHEPOB, a TAKXKE O JIaTe X NPUOBITHS Ha KoH(epeHuio B [Ipary.
2). Hanmumunre cooO1iieHne Mo 3IeKTPOHHOM MoYTe ¢ MPOCKOOH pacCMOTPETh BO3MOXKHOCTD O BBIJEICHUT
BaMm ¢uHaHCOBOI MOMOIIY [T y4acThsi B CHMIIO3UyMe, OPTKOMUTET KOTOporo otobpain Bamr poxman mist
BBICTYTLJICHUS B OTHOM CEKLIHUU.

3). CocraBbTe (hakcoBOE COOOIIEHNE OPraHU3ANMOHHOMY KOMHUTETY TOPTOBO-IIPOMBIIIIJICHHON BBICTABKH
¢ mpoch0oil 3a0pOHUPOBATH 7 OJHOMECTHBIX HOMEPOB B TOCTHUHHIIE JUIS WICHOB Ballled TPYIIbI U3
pacuera He 6osee 50 nomapos CLIA B cyTku Ha yeoBeKa.

4). TloaTBepauTe MO 3JEKTPOHHOW TOYTE MONy4YeHHE HH(POpMANMM OT MapTHEPOB MO OusHecy 00
OTIIpaBKe MapTHH Tpy3a. He 3a0yabTe 3aMoIHUTE CTPOKY «TeMa COOOIICHISD».



5). Coobmure mapTHepaM 10 OW3HECY 00 M3MEHEHHWM BaIllero JJIEKTPOHHOTO ajpeca ¢ 1-To dmcia
CIIEYIOLIET0 MeCsIa B CBSA3M C peopraHu3aliuent yciIyr TeJIeKOMMYHUKAIIUU B BalllEM PETHOHE.
3. Read and translate the business letters. Define the type of business letter. Answer to these letters.
1.  Gentlemen:
With reference to your advertisement in “Omni” vol.1 No 6 we should be pleased to receive your price-
list of Cobra telephone. Please state what discount you allow for quantities and cash payment.

Yours faithfully

John Burton

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

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

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

Yours sincerely,

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



— guarantees

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

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

Your early reply would be appreciated.

Yours faithfully

A. Smirnov

Export-Import Manager

6. Dear Mr. North,

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

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

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

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

I look forward to hearing from you.

Yours sincerely,

Fred Stock

7. Dear Sirs,

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

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

Yours faithfully

A. Serov

Encl. Order No. 142

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

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



I would like to apply for the position advertized in The Moscow Times on June 16 for a Personal
Assistant to the Sales Manager.
As you see from my CV, much of the work | do in my present position is that of a PA. | deal not with the
routine work of a secretary, but also represent the Assistant Director at small meetings and functions, and
I am delegated to take a number of policy decisions in his absence.
Your advertisement asked for knowledge of languages. My English is fluent and | have kept up my
French. | have accompanied the Assistant Director on his business trips acting as an interpreter and
translator for him.
I am also familiar with the latest developments in Information Technology. | have just completed a one-
month course at the City College in addition to the previous courses | attended when | was with Johnson.
| am particularly interested in the situation you are offering, as | would like to become more involved
with computer technology. | am quite familiar with many of the software products that ICS manufacture
for offices.
As well as my secretarial skills and experience of running a busy office, 1 am used to working with
technicians in the field of computers. | have a genuine interest in computer development and the people
involved in the profession.
Please let me know if there is any further information you require. I look forward to hearing from you.
Yours truly,
Margaret Belova
Encl.CV

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

— noctaBka Ha ycnoBusax CIF, Capatos;

— ueHa 60 noy1apoB 3a €AUHULYY TOBapa;

— LIBET: YEPHBIN, CEPHII U CUHUN;

— pa3mepsl: L u XL;

— (hopma orrara: OE3HATMYHBIN pacyer.

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

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

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

- OMUIIUTE OCHOBHBIC TCXHUUYCCKUC XapPAKTCPUCTHUKU PI3):[6JIPII>'I, KOTOpBIC TPOHU3BOAUT 1100
JTUCTPUOBIOTOPOM KOTOPBIX sABJsieTcs Baia kommaHus;

- OTMETBTC TC OCO6eHHOCTI/I I/I3)Z[GJ'II/II\/'I, KOTOp&IC, 110 BameMy MHCHHIO, BBITOAHO OTJIIMYAKOT UX OT
AHAJIOTUYHBIX TOBApPOB Bammx KOHKYPCHTOB;

- YKa)XUTC, Ha KaKou CpOK CJ'Iy)K6BI pacCUrUTaHbI Bamm HU3ACIIUSA, KaKOBa MNPOAOJIZKUTCIbHOCTDH
TrapaHTUMHOTO CpOKa, KaKylo MOJJIEPKKY Ballla koMmaHusi OKa3bIBa€T IOJIB30BATENSIM 3THUX H3AEIHMH,
CKOJIBKO I/I3,I[€J'II/II71 " B KaK1U¢€ CPOKU Bama xoMnaHus roroBa NoCTaBUTH MOKYIaTeJIr0.

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

OpranuzaiuonHas hopma 3aHsATHS: TPaAUIIUOHHBIA CEMUHAP.
Hens: dopmupoBaHHE y CTYICHTOB PEYEBOM, S3BIKOBOM M KOMMYHHUKATHBHOW KOMIICTCHIIUH JIS
OCYIIIECTBIIEHHS IEIOBBIX KOHTAKTOB.
B pesynberaTe 0CBOEHHE TEMBI CTYIEHT JIOJIKEH
3HAaTb: OCHOBHBIC I'PaMMAaTUYCCKUC ABJICHUSA, XapaKTCPHBIC JJId HpOd)eCCHOHaHLHOﬁ peun; JIECKCUYCCKUE U
CHHTAaKCHYECKHe 0COOEHHOCTH O(PHUIINATbHO-IEIOBOTO CTHIISI B @HTJIMHCKOM S3BIKE.
YMETh: ONpPEAETATh CTHJICBYIO NMPHHAIICKHOCTh AHTIUHCKHX TEKCTOB O(UIHAIbHO-IEIOBOTO CTHIIA,
BUJIETh XapaKTEpHbIC CTHICBBIE YEPTHl; YUTATh OQPHULUAIBHO-AEIOBBIE TEKCTHl PA3IMYHON CTEIEHU



CJIOKHOCTH, CTpPOUTHh OUAJIOTMYECKYI0O W MOHOJIOTHYCCKYIO pPE€Yb C HUCIHOJIB30BAHUEM HauboJiee
YHOTpe6I/ITeJIBHBIX JICKCUKO-TPaAaMMAaTUYECKUX CPpCIACTB B OCHOBHBIX KOMMYHUKATHUBHBIX CHUTyalUsIX
O(l)I/IHI/IaJ'II)HOFO 06HI€HI/I$I; NMOHUMATh AUAJOTUYCCKYIO U MOHOJIOTMYCCKYIO PE€Yb 110 H3y‘leHHOﬁ TEME.
AKTyaJbHOCTb TeMBI: 00yciI0BIeHa Heo0XoauMocThio oBaaenus: YK-4, OITK-1.
TeopeTuueckas 4acThb.
People from all round the word work in the glamorous hotel industry. There are more than 50% Non-
English Speaking Hoteliers and Restaurateurs work in different hotels, restaurants, pubs, coffee shops etc.
Hotel industry is all about serving your guest. While serving properly you have to communicate. So, if
you are non-English speaking personnel then do not be afraid. | am here to help you. Anyway, today we
will learn some Basic English words and expressions depending on various situations.
1. For Addressing:
- Mr. — To address any Gentleman (Both married and non married)
- Mrs. — To address any Woman (Only married)
- Miss — To address any Woman (Only Unmarried)
- Ms. — To address any Woman (Both married & Non married)
Note: Whenever you are not sure whether your lady guest is married or not then the safest approach is to
address her as Ms. But sometimes it has been found that very few Lady guests become irritated at your
addressing. So, if possible it is better to ask “How should I address you, Sir/Madam?”
2. Greetings:
- Good morning, Sir/ Madam
Good afternoon, Sir/ Madam
Good afternoon, Sir/ Madam
. Welcoming any one:
Welcome to XXX hotel
- We are glad to see you Mr. X
Thanks for your coming Mr. X
We are honored to get the chance to serve you sir
. Asking questions or Inquiring:
Could I ask you, a question, Sir?
- Do you need anything else, sir?
- May | have your first name?
- May | have your name, please?
- Your initials, please?
- May | have your room number?
- May | have your signature here, sir?
- May | know who | am talking to?
- May | ask who the next is?
- May | be of your service, madam?
- May | recommend our XXX to you, sir?
- May | help you with that, madam?
- Is there anything else | can do for you, madam?
5. Wishing your Guest:
- Have a pleasant stay in the XXX Hotel, sir
- Have a pleasant stay with us, madam
- Have a nice day
- Have a pleasant evening
- Have a good weekend!
- Have a good day
- Enjoy your stay/day
- Happy New Year!
- Merry Christmas!
- Happy Birthday!
6. Apologizing:
I am terribly sorry, sir.
Excuse me
- I am awfully sorry
| beg your pardon, sir

W

LR



- Excuse me for interrupting

- Sorry to have bothered you

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

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

7. Answer to apologizing:

- Itis OK

- No problem

- No problem at all

- That is all right

- It does not matter

- It is nothing

8. Thanking any one:

- Thank you

- Thank you very much

- Thank you for telling us

- Thank you for your compliment

- Thank you for coming

- Thank you for calling

- Thank you for waiting

- Thank you for being so understanding

- That’s very kind of you

- Thank you very much

9. Answering Thanks:

- You are welcome

- It’s my pleasure

- My pleasure

- With pleasure

- Thank you

10. Assuring your guests:

- Don’t Worry, sir

- Take it easy

- Don’t worry, madam. We’ll see to it

- Don’t be afraid sir

- I’1l look into the matter

- I’ll be with you in a moment

- It won’t be too long, sir

- Please take it easy, madam

11. Directing to a destination:

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

- Let me show you

- This way, please

- Go down to the lobby

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

12. Show eagerness to serve:

- I am always at your service sir

- Feel free to call me, sir

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

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

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

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



- I’m afraid we cannot do that

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

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

- I will try, but not sure enough

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

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

15. Expressing happiness:

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

- I’'m glad to hear that

- It is great sir

- I am very fortunate sir

16. Expressing sorry:

- I am shocked to hear it, sir

- I’m sorry to hear that

- It’s a great pity

- I am really sorry sir

17. Expressing concern:

- Are you ok, sir?

- Is everything all right?

- Are you all right, sir?

- I hope you did not hurt yourself

18. Agreeing on anything:

- Certainly sir

- Definitely

- That’s true

- Absolutely, sir

19. When you don’t understand something:

- Could you repeat please?

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

- Could you speak more slowly?

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

20. Finishing Conversation

- Good bye, and have a nice trip

- Have a nice day

- See you

- Thank you for coming

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

- We all look forward to serving you again

- Hope you enjoyed staying with us

BOHpOCBI U 3alaHUA:

1. [ToaroToBbTECh K OOCYKACHUIO TEOPETHUECKOTO MaTepraJa.
Ilepenncka mo opraHuW3anuu pasMenieHnsa. YacTHbIM 3ampoc O OpOHHPOBAHHMM MECT B TOCTHHHIIE.
KOpHOpaTI/IBHHﬁ 3arpoc o 6pOHI/Ip0BaHI/II/I MCECT B I'OCTUHHUIIC. Hpocs6a 0 PE3CpBUPOBAHUUN ouiera Ha
camoJieT. [Ipocs0a 0 pesepBupoBaHuy OmiieTa Ha 10e3/1, mapoxo. [lepenucka 1Mo opraHu3ay MOE3AKH.

2. IlpounTaiiTe U nepeBeaUTE TUAIIOT.

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

Guest: “I want to make a reservation”

Agent: Ok sir. How should I address you?

Guest: | am Robert Temple.

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

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

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

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



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

Agent: How should I spell your name sir?

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

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

Guest: Yes, you are right.

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

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

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

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

Guest: Yes, that’s great.

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

Guest: Yes, you are right.

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

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

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

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

- Can you please spell your name please?

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

- Who made the reservation?

- Shall I make a reservation for you?

- What was the date of the reservation?

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

- Is this a new reservation or a confirmation call?

- Do you remember the name of the reservation clerk?

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

- In whose name was the reservation made?

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

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

- When did you make the reservation?

- When was it made?

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

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

IIpakTHyeckoe 3ansaTHe Nel4. IleperoBopsl kak Jeji0Basi KOMMYHHUKALHS.
OpranuzaiuonHas hopma 3aHsATHS: TPAAUIUOHHBIA CEMUHAP.
Lenb: ¢dopMupoBaHHE y CTYIACHTOB PEUYEBOH, S3BIKOBOW M KOMMYHHUKATHBHOW KOMIIETCHIIMM JIJIS
OCYIIIECTBIIEHHS IEIOBBIX KOHTAKTOB.
B pesynberaTe 0CBOEHHE TEMBI CTYIEHT JIOJIKEH
3HaTh: OCHOBHYIO OW3HEC-TEPMHUHOJIOTHIO, HCIOIB3YEMYIO0 TP BEICHHH II€PErOBOPOB; OCHOBHBIE
TpaMMaTHYCCKUE ABJICHUA, XapaKTCPHBIC JJIA HpO(i)eCCHOHaHBHOﬁ peUH; JICKCUYCCKUEC U CUHTAKCHUYCCKHUEC
0c00EeHHOCTH 0(HUIINATIBHO-EIOBOTO CTHIISL B aHTTTUICKOM SI3BIKE.



YMETh: BECTH TIEPETOBOPHI; ONPEICIIATh CTHIIEBYIO IPHHAIIC)KHOCTh aHTIIMHACKUX TEKCTOB O(HUITMATLHO-
ACJIOBOI'0 CTUJIA, BHIACTH XapaKTCPHBIC CTHUJICBBIC YCPTHI, YWUTATbh O(I)I/ILII/IaJIBHO-I[CJIOBBIC TCEKCThI
pa3J11/1qH0171 CTCIICHU CJIOKHOCTH, CTPOUTH JUAJIOTMYCCKYIO U MOHOJIOTHUYCCKYIO pC€Ub C UCIOJIb30BAHUCM
Haubosee ynOTpe6I/ITeJIBHBIX JICKCUKO-TpPaMMAaTUYCCKUX CpPCACTB B OCHOBHBIX KOMMYHHKATHBHBIX
CUTYyalUsaX O(bI/ILII/IaJ'IbHOFO O6I_I_ICHI/I$I; IMOHUMATh JUAJIOTUYCCKYI0O MW MOHOJIOTHYCCKYIO pE4Yb II0
W3YYEHHOU TeME.

AKTyaJbHOCTb TeMBI: 00ycI0BIeHa Heo0XoauMOCcThIO oBaaenus: YK-4, OITK-1.

TeopeTuueckas 4acThb.

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

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

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

1. Opening the Negotiations

Welcoming:

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

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

. Welcome to ...

Suggesting a procedure:

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

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

Checking for agreement:

. Does that fit in with your objectives?

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

. Does that seem acceptable to you?

. Is there anything you'd like to change?

. Is this okay with you?

Giving the discussion leadership to a colleague:

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

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

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

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

Dealing with digressions:

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

. Can we deal with ... first?

2. Clarifying Proposals
Reviewing the previous session:

. At our last meeting, we discussed ...

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

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

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

Putting forward future possibilities:



. We foresee ...

. We envisage ...

. We see ...

Seeking clarification:

. Could you clarify one point for me?

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

. Could you be more specific?

Defining a proposal more specifically:

. It involves ...

. It covers ...

. Itincludes ...

. It leaves out ...

Reassuring:

. Let me reassure you that ...

. I can promise you that ...

. Have no doubts that we will ...

Going Beyond Positions to the Underlying Interests
Asking why:

. Why would you want to ...?

. What would you do with ...?

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

. Why couldn't you ...?

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

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

. Can we summarize your position up to this point?

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

. Is that an accurate summary of where you stand?

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

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

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

4. Bargaining

Signalling the start of bargaining:

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

. Regarding your proposal, our position is ...

. Our basic position is ...

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

Making and qualifying concessions:

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

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

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

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

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

5. Entering the Critical Phase
Identifying obstacles:

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

Analyzing an obstacle:



. What exactly is the underlying problem here?

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

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

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

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

Declining an offer:

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

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

Asking for further information:

. Would you like to elaborate on that?

. Could you go into more detail on that?

6. Closing

Checking:

. Let's just confirm the details, then.

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

. Can we check these points one last time?

Delaying:

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

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

. We are happy to accept this agreement.

. This agreement is acceptable to us.

. | believe we have an agreement.

Bonpocs! 1 3aganus:

1. ITonroroBbTeCh K 00CYXKICHUIO TEOPETHUECKOTO MaTepHaa.

OcHOBHBIE (YHKIMH W TOAXOIBI K IEperoBopHoMy mporeccy. CTpaTerHuecKkue Lend W MPHHIHIIGI
BEJICHMSI NTEPETOBOPOB. JTalbl M TAKTHUUYECKUE MPUEMBI BEACHMs MIEPETOBOPOB. 3aBEpIIECHUE Mpolecca
IIEPEroBOPOB, PE3YJIbTAThl U aHAIU3.

2. Speech patterns in speech situations

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

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

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

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

- to discuss our export and import policy,

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

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

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

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

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

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

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

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

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



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

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

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

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

arise;

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

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

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

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

4. Combine the two sentences according to the model:

The discussion was started. Then the manager came.

The discussion had been started before the manager came.

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

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

The offer was declined. Then he consulted his boss.

IIpakTuyeckoe 3ansaTue NelS. IlpoBenenue npe3eHTauuii U BbICTYIICHU .
OpranuzaiuonHas ¢popma 3aHITHS: TPATUIIUOHHBIA CEMITHAP.
Lenb: ¢dopMupoBaHUE y CTYACHTOB pPEUYEBOHM, S3BIKOBOM M KOMMYHUKATUBHOW KOMIICTCHIIMM JIJIS
OCYHICCTBJICHUA NCITOBBIX KOHTAKTOB.
B PeE3yabTaTC OCBOCHUEC TEMBI CTYACHT NOJIZKCH
3HaTh: OCHOBHYIO OHM3HEC-TEPMMHOJIOTHIO, HCIIOIB3YEMYIO NMPH MPOBEACHUU MPE3CHTALUNH U JEIOBBIX
BBICTYIUICHUH; OCHOBHBIE TIpaMMaTHYECKHUE SIBJICHHUS, XapaKTepHble sl NpodecCHOHATBFHOH peuw;
JIEKCUYECKHE U CHHTAKCUYECKHE OCOOEHHOCTH O(I)I/II_II/IaJ'ILHO-L[eJ'IOBOFO CTHJISA B aHTJIMHCKOM SI3BIKE.
YMETh: NPOBOAWUTL MNPE3CHTAIUU W ACJIOBBIC BBICTYIUICHUA, OIPEACIATL CTHUICBYHO IIPUHAAJICIKHOCTDH
AHTIIMHACKUX TEKCTOB O(I)I/IIII/IaJII)HO-)Z[eJ]OBOFO CTWJIA, BUACTH XapaKTCPHBLIC CTUJICBBIC YC€PThI; YUTATbh
O(I)I/ILII/IaJ'ILHO-Z[CJ'IOBBIe TCKCThI pa3anH0ﬁ CTCIICHU  CJIOJKHOCTHU; CTPOUTH [JHUAJIOTUYCCKYID U
MOHOJIOTUYCCKYIO pEYb C HCIOJb30BAHUCM Hauboee y1'[0Tpe6I/IT6J'ILHI>IX JICKCUKO-TPaMMAaTUYCCKUX
CpeacCTB B OCHOBHBIX KOMMYHUKAaTUBHBIX CUTyalusax O(i)I/II_[I/IaJII)HOFO O6IIIeHI/I$I; IIOHUMAThb
AUAJTOTNYECKYI0O 1 MOHOJIOTHYCCKYIO p€Yb 110 I/I3yquHOI71 TEME.
AKTyallbHOCTh TeMBI: 00ycIioBIIeHa HeoOxoauMocThio oBianeHus YK-4, OITK-1.
TeopeTnueckas 4acTh:
HOW TO OVERCOME CROSS CULTURAL COMMUNICATION IN BUSINESS

In global companies, effective cross-cultural communication enables businesses to run more
smoothly. By acknowledging the potential problems that can occur and taking proactive steps to minimize
conflict, you can help your employees work together better. Adjusting behavior takes time, so be sure to
provide opportunities for your employees to learn about each other’s cultures and habits before problems
arise. Set expectations throughout your company that additional effort might be required to understand
each other. Foster engagement in thoughtful consideration instead of jumping to hasty conclusions that
lead to volatile, unproductive conflicts.
Step 1
Run meetings to expose your employees to other cultures. Introducing employees who will be working
together in a non-threatening environment enables a good working relationship long term. Learning about
another culture’s language, rules and norms for acceptable behavior helps prepare your employees to deal
with situations as they arise. Changing preconceptions can lead to more conducive working relationships.
Step 2
Conduct activities to demonstrate how dependent we are on language. For example, dedicate a day to
being silent. Have each employee develop a contract stating what they hope to learn, how long they will
remain silent (what exceptions can be made) and how they plan to cope without speaking all day. After



experiencing a day with limited communication, participants can typically relate to being in a foreign
environment more easily.

Step 3

Provide workshops, tips and techniques for communicating effectively in cross-cultural work
environments. People act according to the values of their own culture. Others from another culture might
interpret behavior differently. Practicing such strategies as active listening (paraphrasing what is said to
ensure understanding can be achieved) and using multiple forms of communication, such as written,
audio and visual, can enhance employee involvement in assuring that conflicts do not arise because of
cultural misunderstandings due to lack of awareness.

Step 4

Coach employees to mediate conflicts related to cultural misunderstandings. Provide opportunities for
employees to respond to situations from viewpoints different than their own. Divide a group of people
into pairs to conduct role-playing exercises that allow participants to acknowledge culture difference
exist. Encourage each pair to think about a conflict they have experienced recently due to cultural
differences. Have each participant describe what they might find offensive or unusual. Let each
participant suggest how the problem would be handled in their own culture. Together, have the
participants develop a resolution to the problem. Have each pair report to the larger group on their
experiences.

How do cultural differences affect communication?

People living in different cultures have different habits, values and ways of expression. These differences
are cultural differences which cause problems when people communicate. The following points can
highlight more about such differences:

1. Body movements: Our body sends non-word messages through hands, fingers, eyes, head, face and so
on. These non-word messages have different meaning in different cultures, such as:

Handshake: Americans like to greet by firm of handshake while Chinese do not like much touching to
greet. Rather they bow to greet people.

Eye contact: In U.S.A people maintain eye contact while speaking to provide importance. Whereas, in
Indonesia, looking directly at people considered to be disrespectful.

Fingers: Use of two fingers to show victory sign is a symbol of success in U.S.A. The same symbol has a
vulgar meaning in Australia. In Japan such sign represents money. Even the use of “thumbs up” means
“things are well” in England and U.S.A but it has a negative meaning in Nigeria.

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

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

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

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

Arabians are late to show that they are busy.

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

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

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

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

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



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

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

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

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

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

Bonpocs! u 3aganus:

1. [ToAroToBBTECH K 0OCYKICHUIO TEOPETUICCKOTO MaTepHrala.

HpC[ICTaBHeHI/Ie CC6H B MCKKYJIbTYPHBIX KOMMYHUKAIUAX. PCKOMCH}I&HI/II/I 110 MOATrOTOBKEC MPE3CHTALIUN
u BeIcTymuieHus. CTpyKkTypa Tpe3eHTanuu. BceryruieHue, mpencTaBieHHe MPOOIeMbl, OOBSICHEHHE
CYIITHOCTH TIPOOJIEMBI C OMOPON Ha WILTIOCTPAIHNH, TIPEIOKEHHUS 110 PEIICHHIO MTPOOIIeMbI, 0000IIIeHNE,
3aKJIFOYCHUC.

2. HquHTaﬁTe, NEpEeBEANTE TCKCT U3 TeopeTquCKOﬁ YaCTH U BBIITOJHUTC CICAYHOIIHNC 3a1aHUs

2.1. Read and translate the article.

2.2. Answer the questions.

A. What enables businesses to run more smoothly?

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

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

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

E. Do you agree that cultural differences affect communication?

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

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

2.5. Retell the article.

2.6. Discuss these questions:

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

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

IIpakTuyeckoe 3anaTue Nel6. Tesedonnbie pa3ropopsl. jeKTPpOHHBIN oduc. UHTepHeT.
OpranuzaiuonHas hopma 3aHsATHS: TPAAUIUOHHBIA CEMUHAD.
Lenb: ¢opMupoBaHue y CTyIEHTOB pPEYEBOM, SI3BIKOBOW KW KOMMYHUKAaTHBHOW KOMIETEHIMH JUIS
OCYILECTBJIEHUS JEJIOBbIX KOHTAKTOB.
B pesynbpTaTe 0cBOE€HHE TEMBI CTYAEHT JOJDKEH
3HaTh: OCHOBHBIE TPaMMaTHYECKHE SIBICHUS, XapaKTEePHbIE 1151 NPO(eCCHOHAIBHOM peuH; TIEKCHUECKHe U
CHUHTAaKCHYECKHE 0COOCHHOCTH O(pHUIINATEHO-IEIOBOTO CTHIISL B aHTJIMHCKOM SI3BIKE.
YMETh: BECTH TeJe(OHHBIE TIEPETOBOPHI; ONMPEAETATh CTUIIEBYIO MPUHAMJIEKHOCTD aHTJIMHCKAX TEKCTOB
Oo(HIINALHO-IEIOBOTO CTWJISL, BHJETh XapaKTEPHbIE CTUJIEBBIE YEPThI, YHTATh O(UIHAIHHO-/ICIOBBIE
TEKCThl PA3JIUYHOM CTENEHHW CIOKHOCTH;, CTPOMTH JAHAJOTHMYECKY0 M MOHOJIOTHUYECKYIO pPEUYb ¢
UCIIOJIb30BaHUEM Haubosee yNOTPeOUTENbHBIX JIEKCHUKO-TPaMMaTH4YEeCKUX CPEICTB B OCHOBHBIX



KOMMYHUKAaTHUBHBIX CUTyalusax 0(1)I/II_II/IaHLHOFO 06IJ_I€HI/I}I; IIOHUMAaTh JUaJTOTNYECKYIO u
MOHOJIOTHUYECKYIO PeYb M0 U3yYEHHOU TeMe.
AKTyaJbHOCTb TeMBI: 00yciI0BIeHa Heo0XoauMocThio oBianeHus YK-4, OITK-1.
TeopeTnueckas 4acTs:
TELEPHONING

One cannot imagine life without using media means and telephone is one of the most accessible of
them. Telephone is the quickest way of communication and is most frequently used under pressure of
time. It is used, as a rule, to get or pass on information. We use telephone in public and private
conversations. It often replaces correspondence, requiring great efforts and time. The telephone may be
one of the most powerful, efficient and cost-effective business tools you have at your disposal. If things
start out badly on the phone, they may never progress beyond the first call.

Most of the important characteristics of telephone conversation are of course exactly the same as those of
conversation which takes place face to face. There are, however, a number of differences: people cannot
see each other and so place a great amount of reliance on the way you speak. You must pronounce your
words very clearly or your listeners will misunderstand you. Telephone manners and etiquette are critical
components of a professional image. Speaking a foreign language over the phone impose certain skills in
understanding and keeping up the conversations, such skills are to be worked out and developed through
the whole period of foreign language learning. The telephone is one of the most important business
instruments used in an office, so it is essential that it is used skillfully. A pleasing voice, resonant, low,
well-controlled and firm, is a decided asset and should be developed. To save time in the opening and
closing of telephone conversations the following common set phrases are given below:

Mister Clifford has just asked Miss Flipps to ring up Mr. Banes and make an appointment with him for
the next day. Miss Flipps has dialed Mr. Banes office and is talking to his secretary.

— National Bank. What can we do for you?

— Good morning. This is Mr. Clifford's secretary from the Company for Foreign Trade. Could |
speak to Mr. Banes?

— I'm sorry, he is out at the moment. Would you like to leave a message? It's his secretary speaking.
— Mr. Clifford has asked me to arrange an appointment with Mr. Banes for tomorrow.

-Then | can help you. Just a moment, I'm looking in the diary. Is ten o'clock all right for Mr. Clifford?

— Yes, thank you.

— What shall | tell Mr. Banes his business is about?

— It's about the Company financial policy.

— Thank you. Good-bye.

— Good-bye.

As soon as she puts down the receiver the telephone rings again.

— Hello, Mr. Clifford's office.

— Could I speak to Mr. Clifford, please?

— I'm sorry, he's out right now. Would you like to leave a message?

— Yes. I'd like him to call me as soon as possible. My telephone number is 5-7-4-5-1-4-3-0.

— That was 5-7-4-5-1-4-6-0. -No, 3-0. -5-7-4-5-1-4-3-0.

— That's right.

— And can | have your name and business, please?

— Oh, sorry. Mr. Clifford is expecting my call. My name is Mr. Pilkins.

- So that's B for Box...

— No, P for Paper.

— Sorry, P-1-L-K-I-N-S.

— Yes, that's it.

— I'll give him your message, Mr. Pilkins.

— Thank you. Good-bye.

— Good-bye, sir.

USEFUL PHRASES

Hello. I'd like to speak to Mr. Green, please!" — Amno. 51 Gbl XOTesn MOroBOPUTH C r-HOM ['puHOM,
nmoXkayiicra!

Can I have a word with him? — Mo)xHO MHE TOTOBOPHUTH ¢ HUM?

Could you put me through to Mr. Green, please? — Coeaunure MeHsl, IIOKaITyHCTa, ¢ T-HOM [ pUHOM.
Who's this, please? — Kto y Tenedona?



Who's speaking? — Kto rosopur?

Mr. Green speaking. — T'osoput r-u I'pum.

Is that Mr. Green? — Oro r-u ['pun?

Speaking. — Cnymiaro.

You've got the wrong number. — Bel OImOIHCE HOMEPOM.

Sorry, you must have the wrong number. — M3sununte, Bbl, JOIDKHO OBITE, OITHOIMCH HOMEPOM.
It's the wrong number. — 3o He ToT HOMED.

Sorry to have bothered (troubled) you. — M3sunnTe 3a 6€CIIOKONHCTBO.

The line is engaged/busy/occupied. Can you hold on? — Homep 3anst. Ber MoxxeTe He  Bemiath TpyOKy?
The line is dead. — JIunus HencnpaBHa

The line is clear. — JIunus cBoGoHA

I'll see if he is in. — 5I mocMoTprO, HA MeCTE JIH OH.

I'm afraid he's out at the moment. — ITo Mmoemy, ero ceifuac HeT.

I'm afraid he is not available. — Borocs, ero ceiiuac Her.

Will you leave a message? — Ilepenath emy 4T0-HHOYAb?

Could you take a message? — Bol He Morn OBl IepeaaTh eMy KOe-4To?

telephone / switchboard operator -renedonuct(ka)

telephone charges / bill — mtaTa 3a TenedoHHbIe pa3roBoOpsI

pick / take up the receiver — cusTh TpyOKy

ring off / hang up- monoxuTh TPyOKY

hold the line / wire — e kmaauTe TpyoKy

to ring smb back — nepe3sonuts

to answer a call — orBeuats Ha 3BOHOK

to make an appointment — ma3Ha4ath BCTpeuy (Ie10ByIO)

receptionist — cekperaphb (BeayIuii MpUeM MOCETUTEINEH ); PETUCTPATOP; AIMHUHUCTPATOP CIYXKObI IpremMa
Y pa3MeleHus (B TOCTHHHIIE)

Bonpock! u 3ananus:

1. IloaroroBbTECH K 0OCYKACHUIO TEOPETUIECKOTO MaTepHaa.

[Moarororka kx TenedgoHHOMY paszroBopy. Kak oTBeTHTh Ha 3B0HOK. Kak NpuHSATH U miepeaTh COOOIIEHHE.
Kak nepecnpocuts. [Tone3nsie BeipaxkeHUs Uisi TeJdeQOHHBIX pa3roBopoB. Kak ocTtaBUTh cooOlieHne Ha
aBTOOTBeTYMKE. BhIOOp cTHis 00weHus B TeneoHHOM pasroBope. MHTEpHET B KU3HH COBPEMEHHOIO
oO1ecTBa u B OU3Hece.

2. BeimomHuTe 3agaHus:
1) OctaBbTe COOGH_IGHPIH Ha aBTOOTBCTHYUKEC CBOUM IAPTHEPAM I10 6H3Hecy B CJICAYIOMIUX CUTYyallUsIX:
2) Practice leaving messages on the answering machine of your business partners:

1. you are calling to confirm your arrival time;

2 you are calling to ask their parking lot location;

3. you are calling to invite them to a press conference;

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

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

meeting.

3. Respond to the requests according to the model

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

Make an appointment with Mr. Banes, please.

Type the minutes, please.

Find that file for me, please.

Switch off the computer, please.

4. Say that you have already done something

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

I'm correcting mistakes in the protocol.

I'm cleaning the desk.



I'm sending a telex.
I'm watering the flowers.

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

6. Translate and learn the following conversations:

1) - | hear you are going to work in a joint venture. Have you already learnt English?

— Unfortunately I'm only just learning English. | speak English poorly. And | would like to speak it
fluently.

2) — Just a minute. Hold the line, please. Mr. Clifford's office.

— Hi, Cindy. Tell Richard we'll have the meeting in Room 213.
— Could you repeat the number? Room 230? -No, 213.

— 213. O’kay, I'll tell him.

3) — It's Mr. Livingston calling.

— Sorry | can't hear you. Say it again, please.

— Mr. L-i-v-i-n-g-s-t-0-n.

— Oh, Mr. Livingston, Mr Clifford is expecting you at 4.

— I'll be there. Bye.

7. Mr. Livingston is here but Mr. Clifford has an urgent meeting with the President of the Company. He
has asked Cindy to make his visitor feel comfortable for 10 or 15 minutes.

Dramatize a talk between Cindy and Mr Livingston.

Use: Would you like to...? Could you...?

8. Listening practice.
Listen to Miss Flipps talking about yesterday's meeting. Is it the meeting described in Unit 4?

9. Translate into English.

a) Mucrep Knuddopa tonsko uro mompocun CHUHAM HCHpPaBUTH OMIMOKM B mporokosne. OHa B3sia
NpOTOKON ¥ ynTaeT ero. OHa yXe 3aMeTHJIa U HCIIPaBUIIa JIBE OIIHOKH.

0) S cobupatoch paboTaTh Ha COBMECTHOM Mpeanpusitud. [1o3ToMy s J0KHA TOBOPHUTH IIO-
aHrMicku. S Obl XoTena roBOpuTh MO-aHrIuiicku Oerno. Ho s Tonbpko Hadama M3ydaTh 3TOT SI3BIK.
Celiyac g roBOpIO Ha HEM IIJIOXO.

B) - Ao!

- M3BuHMTE, HE Bewaiite TpyOKy, noxanyiicra... Cekperaps Mmuctepa Kimuddopaa ciymaer.

- Mucrep Kimnddopa nmpocun menst no3BoHnTs. Most pamunus CBEHCOH.

- Muctep Cencon u3 Hopserun?

-Jla, npaBUIIBHO.

-Muctep Knuddopn oxnaaer Bam 380H0K. CoeTUHSIO.

r) - A10, MO’KHO TIOTOBOPUTH ¢ MUCTEPOM JIMHTOHOM?

- K coxxanenuro, ero ceituac Het. MokeT ObITh, BB XOTUTE €MY UTO-HUOYb IepeIaTh?

-Jla, moxkamyiicta. ¥ MeHs Ha3HaueHa ¢ HUM BCTpeya 3aBTpa B 3 yaca, HO s HE

cMmory npuirtd. He cMor Ol OH cO MHO# BCTpeTHThCS nocie3aBTpa? S H03BOHIO

CETO/IHS BEYEPOM.

- A MOXHO y3HaTh Bame ums?

- O, m3Bunnte. Mucc Kapana n3 Kanasgpl.

- Sl nepenam emy Banry npocr0y, mucc HBane.

1) CoBMecCTHBIE TIPEANPHUATHS HA TeppUTOpUr Poccuu — 3TO mpeanpusiTHs X y4acTHEM POCCHMCKHUX U
3apyOeKHBIX mapTHepoB. Jloyisi poccHicKoro Kamurana JoKHa ObITh He MeHee 51 mponenra. Takue
MNPEeINpUATHAS TOMYUHAIOTCS POCCHHCKOMY 3aKOHOJATeNbCcTBY. OHHM TOJuiexaT o00s3aTebHOMY
CTPaxOBaHMWIO, BHITNIAYMBAIOT HAJIOTH, 00ECTIEYMBAIOT YCIOBHS TPYJa, OIUIATy M COLMANbHbBIE TapaHTHU
CBOMM CIIyXKallliM.

10. Telephone Rules to Be Remembered

. Be prompt in answering the telephone,

. Avoid being misunderstood — speak directly into the mouthpiece and pronounce words and
numbers distinctly.



. When answering, give the firm's name immediately, and then your own name.

. If the person wanted is not in, offer to take a message for him.

. Write down every message and put it in a conspicuous place on the desk of the person for whom
it is intended.

. Check the accuracy of names and numbers received over the phone by repeating them very
clearly.

. Be brief, courteous and businesslike.

. Keep an index of frequently called numbers beside the telephone.

. Consult the telephone directory for information about any special services.

IIpakTuyeckoe 3anaTne Nel7. Padora ¢ ncrouHukaMu HHGopManum (TeKyLel nmpeccoi,
NHUCbLMAaMHU, TeJIerPaAMMAaMU, PEKJIAMHBIMU MPOCNIEKTAMM).
OpFaHI/ISaHI/IOHHaH (bopMa 3aHATHA: TpaHI/IHI/IOHHHﬁ CEMHUHap.
L[CJ'II:: (bOpMI/IpOBaHI/IC Yy CTYACHTOB pequoﬁ, SI3BIKOBOM U KOMMyHI/IKaTPIBHOP'I KOMIICTCHIIMHU JIs1
OCYHICCTBJICHUS ACJIOBBIX KOHTAKTOB.
B pesynpTaTe 0CBOCHUE TEMBI CTYACHT JOJIKEH
3HATh: OCHOBBbI pa60TbI C pas3siindHbIMKU HCTOYHHUKAMU I/IH(bOpMaIII/H/I; OCHOBHBIC T'PaMMAaTH4YCCKHC
SBIICHUS, XapaKTepHBIC ISl MPOPECCHOHAILHOW pevd; JIEKCHYECKHEe M CHHTAKCHYECKHE OCOOCHHOCTH
O(l)PILII/IaJ'ILHO-L[eJ'IOBOFO CTWJIS B aHTJIMICKOM SI3BIKE.
YMCTh: O6pa6aTI)IBaTI; pa3jIn4yHbI€ HCTOYHUKH I/IH(bOpMaHI/II/I; quTaTthb O(l)I/I]_[I/IaJ'II:HO-I[CJIOBI)IC TCKCTHI
pa3JII/I‘IHOI\/'I CTCIICHU CJIOKHOCTH, CTPOUTH JUAJIOTMYCCKYIO U MOHOJIOTUYCCKYIO p€Ub C UCIIOJIB30BAHUEM
HauOoJee yHOTpC6HTCJ‘IBHLIX JICKCUKO-TpaMMAaTHYCCKHUX CpPEACTB B OCHOBHBIX KOMMYHHUKAaTUBHBIX
CUTyalusax O(i)I/IHI/IaJ'II)HOFO O6H1€HI/I$I; MMOHUMATh OUAJOTUYECKYI0O U MOHOJOTHYECKYIO PpC€4Yb II0
H3Y4EHHOU TeMeE.
AKTyalbHOCTH TeMBI: 00ycIioBiIeHa HeoOxonuMocThio onanenust YK-4, OITK-1.
Teopernyeckas 4acTh:
WHAT ARE THE SECRETARY'S TASKS?

You must know your boss's whereabouts and timetable so as to provide satisfactory answers and
make appointments. You must know how to answer the telephone, make long distance and international
calls, send faxes, telexes and E-mail. Often you have to book hotel rooms, theatre tickets and look after
official visitors. You have to write a lot of correspondence — business letters, reports, memos, invitations,
condolences, etc. Typing is essential and shorthand useful.

WHAT CHARACTERISTICS ARE IMPORTANT FOR SECRETARIES?

1. Loyalty:  Secretaries must be absolutely trustworthy. No relationship in business involves a
higher degree of trust and responsibility between two persons than the secretary — boss team.
2. Conscientiousness: It is important for secretaries to be prompt and flexible. Quite often they

may have to work long hours. Confidentiality is another key factor. Secretaries must take pride in their
work and be dedicated to their boss.

3. Initiative: The secretary should be able to act for the boss in his/her absence. True initiative on
the secretary's part is the ability to know when to act on one's own and when to do as directed.

4. Ability to write:  Every secretary should be capable of handling routine correspondence, reports,
summaries and take good minutes at meetings.

5. Professionalism:  Business can be tense and people are often under a lot of stress. A secretary
who can work under deadline pressures and produce high quality work is of great value.

6. Good dress and presentation: This involves looking and behaving appropriately. People's first
impression is important. Their ideas about the company/organization are influenced by the staff’s
appearance.

AN EXPERIENCED SECRETARY SPEAKS ABOUT HIS/HER JOB

"I'm a secretary at a large business. | deal with people and incoming mail. Dealing with people is one
of the most important parts of my job. I find it very enjoyable. 1 also input on the computer, send telexes
and faxes.

I meet people from all over the country, all over the world, and all walks of life, which makes it the
most interesting part of my job. They can be very nice. | think the nice ones outnumber the irritating ones.
It's a people-oriented job. It's communication, whether it's in person or on the telephone and that can be
fun. Sometimes you have problems getting through, sometimes you get a wrong number, but it's all part
of the job. You don't often get annoying people face to face. You get more of them on the phone, because



people feel they can say things over the phone that they perhaps wouldn't say to your face. So | don't find
people too frustrating in person.

As a secretary you must always be professional-looking, your clothes should be immaculate. It's
better to wear skirts than trousers. Your attire should be fresh and clean. It's best to wear simple jewelry —
small earrings, a matching necklace and rings. Hands should be well-groomed and you can wear white or
soft coloured nail-varnish. Your shoes should be well-polished, not worn or dirty. Your hair should be
clean and neat. Heavy make-up is not recommended. You should always look fresh, and use just a little
perfume.”

NOTES ON THE TEXT

characteristics [kaerikta'ristiks] — xapakrepHbie 4epTbl, 0COOCHHOCTH
loyalty — BeprOCTB

trustworthy ['trAstwa:01] — Ha/Ie)KHBIH, 3aCTyKUBAIOIIHNA JOBEPHS
relationship — orHomICHKS

involve — BoBiekaTh (3a coboit)

responsibility — oTBeTcTBEHHOCTE

conscientiousness [konfi'enfasnas] — 106pocoBecTHOCTH
prompt — onepaTHUBHBIH, OBICTPHIA

flexible — nerko nmpucnocabauBarOIIUiCs, THOKHI
confidentiality [konfiden[i'eloti] — koHDHUAEHIIMATHFHOCTH
key factor — ocHOBHOI (hakTOp, KIFOUEBOH (haKTOp

be dedicated ['dedikeitod] — 6sITE TTIpeTaHHBIM

initiative [i'nifativ] — uHUIMaTHBA

act — nelicTBoBaTh, NOCTYIATh

handle — cripaBnsiThCst

summary — KpaTkoe U3JI0XKeHUE

take minutes — Bectu mpoToKoI

professionalism [pro'fef(9)nalizm] — mpodeccnonanuzm
tense — HanpsKEHHBII

work under deadline pressures — pabotaTh HanpsHKEHHO, C YYETOM CPOKOB
be of great value ['vaelju] — ObITH HIEHHBIM

presentation [prezen'teifn] — ymeHue ce0s mpenoHeCcTr
appropriately [a'praupristli] — coorBeTcTBYIOIIIIM 06pazoM
deal with — umets neno (¢ yeM-u60, KeM-TUO0)

input on the computer — BBOJMTH JaHHBIC B KOMIBIOTEP
incoming mail — Bxoxsmias moura

walks of life — cdepsr xu3nu

outnumber — IPeBOCXOANTE YUCICHHO

get through — no3BoHuTHCS

annoy — pasapaxarb

frustrating [frAst'reitin] — paccTpauBaromIyii, pa3aparkaroIiyii,
attire [o'taio] — Haps, oexa

immaculate [i'makjulot] — Oe3ynpednsrit

jewelry ['dzu:olri] — roBenupHBIE H3ENHUS, YKPALLICHUS
well-groomed — yxosxeHHBII

necklace — oxepenbe

match — moagxoauts

nail-varnish ['neilva:nif] — max mis Horrei

heavy make-up — MHOTO KOCMETHKH

perfume ['pa:fjuim] — apowmar, 3anax, 61aroyxanue, T1yxu

Cindy Flipps comes to the office at 9 o'clock. She always comes to the office on time. She is never late.
She has a lot of things to do. She looks through the mail and tells Mr. Clifford what the letters and
telegrams are about. She keeps the business diary and reminds Mr. Clifford about his business
engagements. She answers the telephone and makes telephone calls. She meets visitors and shows them
into Mr. Clifford's inner office. She types his letters and sends them off. Sometimes she helps Mr.
Clifford to entertain his clients.

Miss Flipps is very helpful. Mr. Clifford cannot do without her.



Bomnpocs! 1 3apanus:
1. IToaroToBeTECH K 0OCYKICHHUIO TCOPETHIESCKOTO MaTepraa.

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

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

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

5. Ask for additional information about the time

a) of the actions in the text

Model: When does Cindy type letters?

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

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

b) of Cindy's past actions

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

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

Look through Mr. Banes into my room, please.

Type this telegram, please.

Show about this meeting, please.

Send off this agreement, please.

Call  the telephone, please.

Answer Mr. Lindon, please.

6. A young man asks Cindy to go to the cinema with him.

Listen to their talk and finish the sentences following it

Young man — Can we go today?

Cindy — No, unfortunately we can't. I must accompany Mr. Clifford to a party. He wants to meet an
important client there.

Y.m. — Do you really have to go?

Cindy — Yes, | do. Mr Clifford cannot do without me.

Y.m. — Then can we go on Sunday?

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

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

7. Answer the questions

a) What does a secretary do every day?

b) What does Cindy have to do today?

C) Why can't Mr. Clifford do without her?
d) Cindy can type well, can't she?

e) Cindy can work the computer, can't she?
f) What can you do well?
0) What do you have to do at your classes today?

8. Translate and learn the following conversations:
1) — Mr. Clifford, Mr. Banes is here. He wants to talk to you. He says he has an important question to
discuss.



- All right, Cindy. Show him in.

2) — Mr. Clifford, do you have to go to the bank today? — No, I don't. I can go to the bank tomorrow.
3) — Can | go home a bit earlier today, Mr. Clifford?

- Yes, you can. But you must send off these letters first.

9. Reading with a dictionary

Read another text about secretary's duties. Write out word combinations which describe things this
secretary does. Find in the text words and word combinations which mean the same as the following:

to have a lot of things

to do business engagements

to answer the telephone

to type letters

| have a lot of responsibilities at work. My boss, Mr. Keller is often away from the office and | am to
make his travel arrangements.

I book all the trains, planes and hotels, fix up his meetings and sort out the papers he needs to take with
him. When Mr. Keller is not away | type his correspondence, make appointments for him, talk to the
visitors and take telephone calls. | also do the filing. At the meetings | usually take the minutes. And I'm
also responsible for circulating memaos to other members of the staff.

So, you see, I'm very busy most of the time at work.

10. Listen to the text on the tape and fill in the missing words
In what way is this text different from the text in unit three?

........ years ago Mr..........and.........of  his............started  a.......of their own. Mr.
Clifford............ - TR then. There was............ ONE..vvrereeenne in it was
- W , some shelves,............. chairs, Aeveerrererrenens and AN type-writer in
RIS,

There nothing else.

Mr. Clifford............... NO...vvvveeveecrecteenen, then.......ccoc..... did everything..........

IIpakTHyeckoe 3ansaTre Nel8. busnec-koMmmyHnkanus B aeiicteuu. busnec-n1and. Ceerckas
Oecena.
OpranunzanuoHHas Gopma 3aHATHA: TPAAULUOHHBIA CEMUHAP.
Lenb: ¢dopMuUpoBaHUE y CTYACHTOB pPEUEBOM, SA3bIKOBOM M KOMMYHUKATUBHOW KOMIICTCHIIMM JIJIS
OCYILICCTBJICHUA NCITOBBIX KOHTAKTOB.
B PE3YyIbTaTC OCBOCHNUE TEMBI CTYACHT NOJIKCH
3HaTb: OCHOBBI paGOTI)I C pas3siin4HbIMKU HCTOYHHUKAMU I/IH(bOpMaIII/II/I; OCHOBHBIC TI'PaMMAaTH4YCCKHUE
SBJICHUS, XapaKTEepPHbIC I MPOPECCHOHAILHON PeYH; JICKCHUECKHEe W CHHTAKCUYECKHEe OCOOCHHOCTH
O(I)HLII/IaJ'ILHO-Z[eJ'IOBOFO CTUJIS B aHTJIUICKOM SI3EIKE.
YMETh: BECTH JEJOBYIO CBETCKYIO Oecely; CTPOUTh IUAJIOTHYECKYI0O M MOHOJIOTMYECKYI0 pedb C
HCIIOJIL30BaHMEM Hanboliee YHOTPGGI/ITGJIBHBIX JICKCUKO-TPAaMMATUYCCKUX CPCACTB B OCHOBHBIX
KOMMYHUKAaTHUBHBIX CUTyalusx O(I)I/II_II/IaJ'ILHOFO OGH.IGHI/IH; IIOHUMAThb AUAJIOTNMYCCKYTO u
MOHOJIOTMYCCKYHO pE€Yb 110 I/I3y‘leHHOﬁ TEMC.
AKTyaJbHOCTb TEMBI: 00ycII0BIeHa He00X0aUMOCThIO oBiaaenus: Y K-4, OITK-1.
TeopeTquCKaﬂ YacCThb.
INTERCULTURAL COMMUNICATION
1. Intercultural communication can be defined as any interpersonal interaction between persons belonging
to different cultural or social groups, which differ from one another because of diverse backgrounds,
communication behaviors, communication interpretations, and word meanings. Intercultural
communication interactions include both verbal and nonverbal messages.
2. While each individual may use multiple styles of communication, there are identifiable, culturally
taught preferences. Use of multiple styles is common although there tends to be a personal preference that
is the style that individuals may revert to under pressure. Style refers to how one speaks, not what one
says. There are differences with regard to:
- low context and high context;
- being direct or indirect when speaking;
- working at a slow pace or a rapid pace;



- being formal or informal;

- rational and emotive;

- working collectively or as individuals;

- encouraging group harmony or individual assertiveness;

- respecting age or respecting youth.

3. Low Context:

* The context of communication is not assumed to be known. Things must be explained clearly and
unambiguously.

* Interlocutor tends to use lots of words because the words establish the context/meaning.

4. High Context:

*The context of communication is assumed to be known. It is unnecessary, even disrespectful, to explain
things precisely.

« Interlocutor tends to use few words because the context establishes the meaning.

* Interlocutor leaves understanding to the other person and respects their understanding of the situation.

5. Direct:

* What one means is stated in a direct manner; no “beating around the bush.”

* Directness is equated with honesty and respect for the other person and the other person’s time.

* The values of saving time and focusing on task are supported.

6. Indirect:

* Meaning is conveyed by subtle means such as nonverbal behaviors, questions, stories, parables, or use
of a third party.

* Indirectness is equated with politeness and respect for the other person and the other person’s feelings.

* The values of relationship, history, and group harmony are supported.

7. Faster Paced:

* Speech patterns are rapid, indicating engagement and intelligence.

* Immediate answers to questions are expected.

8. Slower Paced:

* Speech patterns are slower, indicating reflection and thoughtfulness.

* Responses to questions are expected after the other person has time to reflect.

9. Formal:

» Communication is governed by strict rules regarding such things as forms of address based on age,
status, topics.

» Communication is ritualized, including the use of organizational hierarchy to determine who can/cannot
be talked to and under what circumstances.

* The values of status and hierarchy are supported.

10. Informal:

» Communication has few rules; people tend to be addressed by first name.

» Communication is less bound to specific conventions. More flexibility in what is said, to whom one can
speak, and under what circumstances.

* The values of fairness and equity are supported.

11. Rational:

* Focus is on objective information/data and tends to be linear.

* The emphasis is on ideas that are separate from the person. Disagreement with another person’s ideas is
acceptable and even valued. It is not seen as a personal attack.

* Discussion remains objective and not personalized.

* Preference is for “taking turns” when talking.

* There is less variation in tone or gestures.

* When announcing a decision, an interlocutor focuses on facts or information.

12. Emotive:

» Focus is on feelings. Communication tents to appear more people-oriented and passionate. The
emphasis is on the person, so great importance is attached to feelings. Issues, ideas, and the person are not
separate. Disagreement, if done at all, is done carefully and often indirectly because the person and idea
are not separate — disagreement with ideas is an attack on the person.

* Sharing one’s values and feelings about the issues is highly valued.

* Interlocutor can overlap (interrupt) when others are speaking.

* When announcing a decision, an interlocutor may describe it in terms of how it will affect people,
relationships, or morale.



LEXIS

intercultural communication — MmexxkyIpTYpHOE 00IIIEHHE

interpersonal interaction — MeXJIMYHOCTHOE B3aMMO/ICHCTBHE

diverse background — pasauunbie, HecxoHbIE (HOHOBBIC 3HAHUS

verbal — croBecHsIi

nonverbal — otHOCAIIHMICS K HECTOBECHOH HH(OPMALINH, HECIOBECHBII

multiple — pasnooOpa3HsbIit

identifiable — pazmuummerit

preference — mpeamourenue

revert — oopataTbcsi BHOBb, 0OpaaTbes

context — curyanus, OKpyxeHue, cpena, (OKpyXkaroias) 00CTaHOBKa, 0OCTOSATEIILCTBA, COCTOSHUE

pace — ckopoCTb, TEMIT

rational — panmoHanbHBIN, 1ETECO00Pa3HBIN

emotive - SMOHI/IOHaJ'II)HHﬁ

assertiveness — yBepeHHOCTh B ceOe

age — cTapoCTh, NPEKJIOHHBIA BO3pPACT, CTApUIEE MOKOICHUE

assumed — npeamnonaraeMplii, 10MyCKaeMbIi

unambiguously — HeIByCMBICIIEHHO, OIHO3HAYHO

disrespectful — meBexuBEII

precisely — Touto, B TouHOCTH

understanding — ocMBICIeHIEe, TTOHUMAaHHUE, TTOCTHKCHIE

beating around the bush — moxxoxuTs k meny u3maneka, TOBOPUThH OOMHSIKAMH, XOIUTh BOKPYT JIa OKOJIO
directness — OTKpOBEHHOCTb, ITPSIMOTA

equate — npupaBHUBATH, CYUTATH PABHBIM

CONvey — BeIpaXkathb, IiepeaaBaTh

subtle — HeyTOBUMBIIA, €1Ba pa3THINMBbIi

indirectness — ykJIoHYMBOE TIOBEICHNE, BBOJISIICE B 320y KICHUC

politeness — BeXXIMBOCTD, YITHBOCTE, 00XOAUTEIHLHOCTD

speech pattern — kapTuHa pedeBbIX CHT'HAJIIOB, MOJIE)Ib PEUEBOTO OOIICHHUS

engagement — nesTenbHOE y4acTUE, B3aUMOJIECTBUE

reflection — pasmeiierre, 06 lyMbIBaHUE; Pa3ayMbe

thoughtfulness — rmy6okombiciue

status — 06H160TB€HH06 IIOJIOKCHHUE, ITOJIOKCHHUC B 06HI€CTB€/KOMH3,HI/II/I

ritualize — cobromats 0Ops B!

COﬂVGntiOﬂ — Tpaaunus, rmpaBujia MOBEACHUS; YCJIIOBHOCTb

linear — mpsiMoTMHEHHBII

take turns — genaTh (4To-1M00) MO OUEpEaH, ICHCTBOBATE TIOOYEPETHO

people-oriented — opreHTHPOBaHHBIH Ha MOBEACHUE JTIOAEH

passionate — 1moiBepyKEHHBIN CTPACTSIM, ITBUIKHAHN, CTPACTHBIN

morale — MopasibHOE COCTOsIHUE, OOIIHIA HACTPOI

DEVELOPING INTERCULTURAL COMMUNICATION SKILLS

1. There are basic intercultural communication skills and behaviors that one can use to reduce confusion
and miscommunication when communicating with others from various backgrounds and cultures. The
following tips will improve your intercultural communication interaction skills.

2. Be prepared and learn all you can about the host culture of your opponents before negotiations begin.
Do research about other culture’s communication habits, styles and behaviors. This means learning about
the behaviors as they relate to formality, status, nonverbal actions, the use of language, and the like.

3. Make sure communication interactions take place in a quiet space or room away from large crowds,
activities, and loud background noises. When communicating with people of a different culture, it is
important to be able to concentrate on the communication interaction.

4. Make sure the space or room where intercultural communication is taking place is comfortable for the
person with the different background or culture. Different cultures prefer specific settings for
communication with others. Lighting, temperature, refreshments, tables and seating are a few examples of
how space setup effects successful intercultural communication interactions. Every culture has its own
“ideal” communication space.

5. Develop sensitivity to the use of time and be patient when dealing with cultures that use a different
tempo than the one found in your culture.



6. Listen carefully. Part of concentrating on the proceedings is learning to remain comfortable with
silence and realize that a lack of words is also a form of communication.

7. Learn to tolerate ambiguity and be tolerant of the unknown as you seek to make sense of what is new
and often hard to characterize. Many intercultural encounters are characterized by confusion and a search
for meaning.

8. There are number of communication techniques you can employ that might help resolve the conflict
before it reaches the point of being irresolvable. Here are a few suggestions:

9. Learning to use collective pronouns can help defuse conflict. Although at times you may have to refer
to people by name, when you are with a group of people, try to develop the practice of using collective
pronouns as a way of centering on content instead of people. Notice how words such as “we” and “our”
focus the conversation on everyone instead of on one person, as is the case with “I,” “me,” and “you.”

10. Repeat the other person’s comments as objectively as possible so that you can determine if you
actually heard what they meant to communicate.

11. Try to locate areas of agreement. Often the areas of agreement can outweigh the differences, and
therefore conflict can be avoided. Since both sides in a negotiation want to gain something, it should be a
simple matter to isolate areas of agreement. If both parties can be made to see these areas, everyone
benefits.

LEXIS

skills and behaviors — HaBBIKM U CTHIM IOBEACHUS

reduce — ocnabuisATh, MIOHWKATh, COKpAIlaTh, yMEHbBIIATh

confusion and miscommunication — 3amenraTeabCTBO/MyTaHHIIA U OIIMOKH B IIPOIIECCE OOICHUSI
tips — moackasku

host culture — ponnasi/6a3oBas KyabTypa

do research — u3y4utsb

background noise — hoHOBBIE TOMEXH, TOCTOPOHHUI IITyM

crowd — Tonma

specific setting — cenmansHas 06cTaHOBKA, 0COOBIM 00Pa30M OPraHM30BAHHOE BPEMsI K MECTO JEHCTBUS
lighting — ocBerenue, cser

space setup — opraHu3aiys IPOCTPAHCTBA

sensitivity — BocnpuMMYHUBOCTb, CIIOCOOHOCTH K OBICTPOMY PEearnupoBaHUIO

be patient — zamacTuce TeprienueMm

tempo — remn peun

tolerate — momyckathb; TepneTh, MO3BOJISATH, pa3peliaTh

ambiguity — 1BYCMBICTIEHHOCTD TOJIKOBAHUsI, HEICHOCTh

make Sense — UMeTh CMBICII, ObITH TOHATHIM

encounter — mepBblit OMbIT (0OMIEHHS C YeM-JIN00), IEpBOE 3HAKOMCTBO, HEOXKUIAaHHASI BCTpeUa
resolve — paspemats (podiemMy), HCIIPABIISATh, PeIIaTh

point of being irresolvable — stamn, HauuHAsS ¢ KOTOPOTO YTO-THOO CTAHOBUTCS HEPA3PEIIUMbIM
collective pronoun — cobupaTensHOE MECTONMEHNE

defuse — cHSITH OCTPOTY, CIIIaXKKUBaTh, CIIYCKaTh Ha TOPMO3axX

refer to people by name — o6pararbes K JIFOIAM 110 UMEHH

comments — KOMMEHTapHH, CyKICHHS

areas of agreement — Borpochl, 110 KOTOPbIM BO3MOYKHO COTJIAIIICHUE; Chepa Coraacus
outweigh — nepeBemmBarh; ObITH OOJIEE BaXKHBIM

isolate — BBIOpaTh, BBIACITHUTD

benefit — u3BexaTs mMOIB3y, BEITOAY

Bomnpocs! 1 3ananus:

1. [loaroToBBTECH K 0OCYKICHUIO TEOPETUIECKOTO MaTepHaa.

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

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

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

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

5. What communication is called “intercultural”?

6. What does the style of communication depend on?

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



2. Agree or disagree

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

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

3. Intercultural communication covers only verbal interactions.

4. 1t’s better to avoid using collective pronouns in business interactions.

5. The context of intercultural communication is always assumed to be known.

6. The values of status and hierarchy are paramount in all styles of communication.

3. Supplement further information on the topic “Intercultural Communication”.
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BBEJIEHUE

OCHOBHOW IIENBI0  CAMOCTOSITENILHOW pabOTBHl CTY/AEGHTOB SIBJSIETCS IOBBIIICHHE
MCXOJJHOTO YPOBHS BJIAJICHUS MHOCTPAHHBIM SI3BIKOM, JOCTUTHYTOTO Ha MPEIBIAYIIECH CTyNeHH
06pa3OBaHI/I5'I, u OBJIAJACHUC CTyACHTaMU HCO6XOI[I/IMLIMI/I J0CTaTOYHBIM YPOBHEM
KOMMYHUKAaTHBHOW KOMIIETCHIIUH JUIS PELICHUS 331a4 MEXIMYHOCTHOTO M MEXKYIBTYPHOTO
B3auMoJieiicTBHA. M3yueHre HHOCTPaHHOTO S3bIKa MIPU3BAHO TAK)KE 00ECTICUHTH:
® [TOBBIILICHUE YPOBHS y4eOHON aBTOHOMUH U CIIOCOOHOCTH K CaMO00pa30BaHMUIo;
® PAa3BUTUC KOTHUTUBHLIX U UCCIICAOBATCIILCKUX YMCHHﬁ,

e pa3BuTHE UH(POPMAIIMOHHOHN KYJIbTYPHI,
® pacHMpeHue Kpyro3opa u IMoBBIIIEHHE OOIIEH KyJIbTYpPhI CTYIEHTOB.

CamocrosiTenbHast paboOTa CTYJICHTOB 3aHMMAaeT Ba)KHOE MECTO B Y4eOHOW Hay4HO-
UCCIIEI0BATEIbCKOM EATEIbHOCTU CTYIEHTOB. be3 camocToATebHON paboThl HEBO3MOXKHO HE
TOJBKO OBJIAJICHHUE JIIOOOH BY30BCKOHM IUCHMIUIMHON, HO W ()OPMUPOBAHUE CIICHHATHNCTA KaK
npodeccuonana. B mmpokoMm cMbIcie MOJ CaMOCTOSITENbHOM pPabOTOH ciemayeT MOHHMATh
COBOKYITHOCTB BCEW CAMOCTOSATEIILHOM JIESTEIBHOCTH CTY/ICHTOB, KaK B y4eOHOW ayIUTOPUH, TaK
U B HEe, B KOHTAKTE C MPETOAAaBATEIIEM 1 B €r0 OTCYTCTBHE.

VYcuneHnue posid CaMOCTOSITEIbHOM paOOThl CTYIAEHTOB O3HAdaeT HMPUHLUIHAIbHBIN
IepecMOTp OpraHU3alUKM y4eOHO-BOCIMTATENBHOIO TIIpoliecca B BY3€, KOTOPBIH JOJDKEH
CTPOUTHCS TaK, YTOOBI Pa3BHBATh yMEHHE YUUTHCS, (POPMHUPOBATH Yy CTYAEHTA CIIOCOOHOCTU K
CaMOpPAa3BUTHUIO, TBOPUECKOMY IPUMEHEHUIO TMOJYYCHHBIX 3HAHUHM, croco0aM ajanTalud K
npodeccHoHaIbHOM AATEILHOCTH B COBPEMEHHOM MUDE.



1. OBIIASI XAPAKTEPUCTUKA CAMOCTOSTEJBbHOM PABOTHI
OBYYAIOHIETOCA

ITox camoctositenpHOM pabotoit crymeHtoB (CPC) moHMMaeTrcss COBOKYIMHOCTh BCEH
CaMOCTOSITEIILHOM IeATEeIbHOCTH CTYJCHTOB, KaK B yUeOHON ayTMTOPUH, TaK U 3a €€ MpeeiiaMu,
B KOHTAKTE C NMPENoJIaBaTeIeM U B €r0 OTCYTCTBHUE.

[lenb camMOCTOSTENTLHOM PabOTHI CTYACHTA — HAYYUTHCS OCMBICICHHO U CaMOCTOSTEIHHO
paboTath ¢ y4eOHBIM MaTepHalloM M Hay4dHOH HHopMalueil, oBianeTs (QyHIaMeHTaIbHBIMU
3HAaHMSIMH, YMCHUSMH W HaBbIKaMH B cdepax axKaJIeMHYecKoi, mpodeccCHoHATbHOU |
COLIMATIbHO-TYMAaHUTAapHON  JEATENBHOCTH, C(GOPMUPOBATh OCHOBBI CaMOOpPraHU3aluu U
CaMOBOCITUTaHUS C TE€M, YTOOBI MPUBUTH YMEHUE B JATBHEUIIIEM HETPEPHIBHO MOBBIMIATH CBOIO
po(eCCHOHAIBHYIO KB (DHUKAITHIO.

3amauamu CPC sBisitoTes:

— cucTeMaTH3alus U 3aKpelyieHHEe IOJYyYEHHBIX TEOPETHUECKUX 3HAHUN U MPAKTHYECKUX

YMEHUU;

— yrayOJieHHne U pacliupeHrne TEOPETUUECKUX 3HAHUM;

— (hopmupoBaHUE YMEHUI HCIIOTB30BATh YI€OHO-CIIPABOYHYIO JIUTEPATYPY;

— Dpa3BUTHE [IO3HABATENIbHBIX CIOCOOHOCTE W AaKTHUBHOCTU CTYACHTOB: TBOPYECKOMH

WHUITUATHBBI, CAMOCTOSTEIbHOCTH, OTBETCTBEHHOCTH U OPTaHU30BAHHOCTH;

—(opMHUpOBaHHE  CaMOCTOATEIBHOCTH  MBIIUICHUS, CIIOCOOHOCTEH K  CaMOpa3BUTHIO,

CaMOCOBEPILIEHCTBOBAHUIO U CAMOpPEAIU3aLllN;

— pa3BUTHE UCCIIEOBATEIbCKUX YMEHUII;

— WCIOJIh30BAaHUE MaTepuana, COOPAaHHOTO W TMOJYYCHHOTO B XOJIe CAMOCTOSTEIBHBIX 3aHATHH

Ha MPAKTUYECKUX 3aHATHSIX, s 3 EKTUBHOMN MOATOTOBKH K 3a4eTaM U IK3aMEHaM.
OCHOBHBIMHU BUJAMH CAMOCTOSTEIHLHON PaOOTHI CTYJICHTOB SIBJISIOTCS:

— camocmosimenbHoe uzyiueHue Iumepamypbol,

[{enb: caMOCTOSATENBHO ACTATHLHO U3YIHTh TEMBI, TPEJICTABICHHBIE B pab0oUeii mporpamMmme.

3amauyn: mpuoOpeTeHrne HaBbIKA PAOOTHl ¢ UCTOYHUKAMHU M JHUTEPATypOW; YMEHHUS TPaMOTHO

COCTaBIISITh KOHCIIEKTHI M TIOJIb30BATHCSI MU, BBISBIISITh PA3IMUHBIC TOYKU 3pEHUS HA TTPOOIeMY

U CTETIeHb ee pa3pab0TaHHOCTH B JTUTEpaType.

— n0020MO6KA K Npakmuueckum 3ausmusm (BBIIOJHEHUE JIOMAIIHUX 3aJaHUd) H K

co0eceT0BaHuIO 110 WHINBUYyaTbHBIM 33JIaHUSM;

Lenb: yrnybneHue 3HaHUS y4eOHOTO MaTepuana.

3amaun: OCBOWTH OTJEIbHBIC BOMPOCH B paMKax H3y4aeMOW JHCIHILTUHBI, TPAMOTHOCTH,

MOCIIEIOBATENbHOCTh W PAIMOHATLHOCTh HW3JIOKEHUS TIOATOTOBICHHOTO MaTrephana BO BpeMs

TIPAKTUIECKOTO 3aHSTHSI.

-cocmaeienue 210ccapus no meKcmy.

[{enb: cocTaBUTh 0a3y HOBBIX JIEKCHYCCKUX CTUHHUII.

3agaun:

* CaMOCTOSTEIbHAS ITOATAITHAS OTPA0OTKA YICOHBIX JIEMEHTOB;

* pa3BHUTHE MPAKTUYECKUX YMEHUH;

* (opmupoBaHWEe YMEHUH HCIIONB30BaTh WHPOPMAIMOHHBIE WCTOYHHKH: CIPABOYHYIO H

CHEIHANIBHYIO JINTEPATYPY.

[Tpuctynas Kk caMOCTOSITEIbHOMY HM3YYEHHMI0 JMTEPATypbl MO Y4eOHON NUCIUIUIMHE
«MHOCTpaHHBIN SA3bIK», HEOOXOAMMO: O3HAKOMHUTHCS C paboueill mporpammoii; B3ATb B
OnOMMoTeKe PEKOMEHJOBAaHHbIE YUYEOHMKH U Yy4eOHBbIE MOCOOUS; TOIYYUTh y BEAYIIETO
mperojaBarelis B 3JCKTPOHHOM BHJAC METOJAWYSCKAE PEKOMEHJANWHA K TPAKTHYECKUM U
CaMOCTOSITENILHBIM pa0oTaM; 3aBECTH HOBYIO TETPaAb JJIsI KOHCIIEKTUPOBAHUS TEOPETUUYECKOTO
MaTepuraia W BBITIOJTHEHUS MPAKTUYSCKUX 3aIaHuH.

Jis  u3ydeHwsl NUCHUIUIMHBI TIpeJUIaraetcss CIHCOK OCHOBHOM W JIOTIOTHHUTEIHHON
auteparypel. OCHOBHas JHWTepaTypa NpeIHa3HAadeHa JUId 005S3aTeIbHOTO  HM3YYCHHS,



JIOTIOJTHUTENIbHAS — IIOMOXET 0oJiee TTy00KO OCBOUTH OT/IEIbHbIE BOIPOCH! B paMKaX W3ydaeMon
JUCLUTIIINHBI.

B xozme moarotoBKkM K MNPAKTHYECKUM 3aHATHSIM CTYACHT OO0s3aH OCYILECTBIISATh
KOHCIIEKTUpOBaHHWE Yy4yeOHOTro Marepuasia, oco0oe BHHMaHME, oOpamas Ha TEOpHIO,
(OpMYITMPOBKH, PACKPBIBAIOIINE COACPKAHUE TEX WM HHBIX I'PAMMATHYECKUX U SI3BIKOBBIX
noHATHI. B pabounx KOHCIEKTax >KelaTeIbHO OCTaBISAThH MOJS, Ha KOTOPBIX CIEAYeT JienaTh
MIOMETKH, JIOTIOJIHATH MaTepual, (OPMYIUPOBATH BHIBOJIBI U PAKTUYECKUE PEKOMEH IAINH.

CamocTtosaTenbHas paboTa CTYACHTOB HaJ MaTepHalioM Y4eOHOM MUCHUIUIMHBI SBIISETCS
HEOTHhEMJIEMOI 4acThi0 y4yeOHOro mpolecca M JOJDKHA IpearnojiaraTh yriayOJieHHe 3HaHUS
yueOHOro Marepuaia, M3J1araéMoro Ha ayIUTOPHBIX 3aHATHAX, M NpUOOpeTeHue
JIOTIOJTHUTEIIBHBIX 3HAHUH 110 OTJEJIBHBIM BOIIPOCAM CaMOCTOSITENIBHO.

KoHcneKkT TeMbl — MMCbMEHHBIN TEKCT, B KOTOPOM KpPAaTKO U IMOCIIEI0BATEIbHO H3JI0KEHO
coJiepKaHue OCHOBHOTO MCTOYHMKA MH(popManuu. KOHCHEKTHpOBaTh — 3HAYUT MPUBOJIUTH K
HEKOEMY IMOPSAKY CBEIEHMs, IOYEpIHYTble M3 OpUIrMHana. B OCHOBe Impolecca JEeKUT
CUCTEMAaTHU3aLMs
MPOYMUTAHHOTIO WJIM YCIBIIMIAHHOTO. 3allMCH MOTYT JI€JaThCs KaK B BUJE TOYHBIX BBIIEPIKEK,
IIUTAT, TaK U B popMe CBOOOTHOW TIOJJauM CMBICTIA.

NupuBuayanbHble 3aJaHUsl MPU3BAHBI PACHIMPUTH KPYro3op CTYIACHTOB, YIIYyOUTh HX
3HAHMS U Pa3BUTh YMEHUS UCCIIEI0BATENbCKON AESITEIbHOCTH, IPOSIBUTh 3JIEMEHTHI TBOPUYECTBA.

CobleceqoBanme — CpeICTBO KOHTPOJIS, OpPraHM30BaHHOE Kak clenuaibHas Oecena
MPENOJABATeNsl €O CTYJEHTOM Ha TEMBI, CBS3aHHBIE C UW3y4aeMOW JUCLMIUIMHON, U
paccuMTaHHOE Ha BBIICHEHHE O0beMa 3HAHWU 00ydYaromierocs Mo OMpeAeNIeHHOMY pasiaeny,
Teme, mpobaemMe u T.11.

I';occapuii - cnoBapb, KOTOpPBI MOMOTaeT OCBaWBAaTh HOBBIE JIEKCUYECKUE €IMHMIIBI 10
teme. B rioccapuii HeoOX0AMMO 100ABIATH CHENHATBHYI0 TEPMUHOJIOTHIO, aO0peBHATYPHl U
COKpalleHus, Ppa3eonoruueckue eauHUIbI U TIp.

Kaxxnpiit BUs1 caMOCTOSTENIbHON pabOoThl UIMEET OIpeesieHHbIE (HOPMBI OTYETHOCTH.

B xoze BBINOJIHEHUS CAMOCTOSITEIBHOM pabOThl CTYAEHT JOJKEH HPOAEMOHCTPUPOBATH
c(OpMHUPOBAHHOCTh KOMIIETEHIINU:

Kon DopMyIHpOBKA:

VK-4 CriocobeH MpUMEHSATh COBPEMEHHbIE KOMMYHUKATHUBHBIE TEXHOJIOTUH, B
TOM 4YHCJIE Ha WMHOCTPAaHHOM(BIX) sI3bIKe(ax), A aKaJeMHYEeCKOro M
po¢eCCHOHATILHOTO B3aUMOJICHCTBUS

2. METOJAWYECKHAE PEKOMEHJAIIMU K CAMOCTOSTEJIbHOM PABOTE
2.1. CamocTosiTe1bHAA padoTa HaJ (POHETHKOI HHOCTPAHHOIO SI3BIKA

Omnpeneanrech ¢ BApHAHTOM AHIJIMIICKOro. BapuaHTOB aHIIUIICKOrO NPOWU3HOIIEHUS CYLIECTBYET
MHOTO: KaHAQJCKUH, aBCTPATUUCKHM, cpeaHeaTIaHTHIecKuid W T. A. OIHAKO CcaMBIMU TOMYJISIPHBIMH
SBIISAIOTCA OPUTAHCKUN W aMepHKaHCKUH aHrimmickuid. [Ipon3HommeHne B 3THX JIBYX Pa3sHOBHIHOCTSIX
OJIHOTO SI3bIKA OTIMYAETCS I0BOJBHO CHIIBHO.

IIpoananu3upyiite cBo peub. Boibepure KakoH-HUOYAb ayAHO- WIN BHICOPOIHMK C TEKCTOM 3aIHCH.
ITocnymaiite, Kak IPOU3HOCHUT €ro HOCUTENb. I1ociie 3TOro NpouYTUTE TEKCT CAMOCTOSITENIEHO U 3aIIUIIUTE
Ha JuKkTo(oH. [Ipocnymaiite cBOM rojoc u CpaBHUTE C PEUbI0 HOCHTEINS, ONPEACTUTE, KAKHE 3BYKH BBI
NPOM3HOCHTE HEBEpHO. BOT Haj 3TMMM caMbIMU 3BYKaMu MBI M IIpeajiaraeM Bam nopabotars. EcTe eme
ONWH WHTEPECHBII W HAAEKHBIA CIOCO0 TPOBEPUTH CBOE TPOMBHOIIEHHE —  Pecypc
https://speechpad.pw/prononce.php. OH 1M03BOJISIET OIEHHUTH, HACKOJIBKO XOPOIIO M TOYHO 3BYUYHUT Ballla
peub. CailiT paboTtaeT KoppekTHO uepe3 Opayzep Google Chrome. IIpocTo BKJIIOUMTE TapHHUTYPY,
HaXMHTE KHOMIKY “Start recording” u mpousHecuTe I1000€ CI0BO WM Mpesio’keHue. B HIKHEM OKOIIKe
mporpaMma MoKakeT BaM, HaCKOJIbKO TOYHO BBl IPOM3HECTH 3BYKH B MPOIIEHTHOM COOTHOIIEHNH. Ecmu
KaKOW-TO 3BYK BBI IIPOM3HOCHUTE IJIOXO0, TO YBUJUTE: IpOrpaMma pacro3Hajia COBCEM Ipyroe cioBo. Bam
cpa3y CTaHeT MOHATHO, KaKWe 3BYKHM y Bac IOJIy4aloTcs, a HaJl KAKUMU CTOUT MOTPYAWUTHCA. A eciu
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MOCTaBHUTh TANTOYKY Bo3ie ciioBa Recording, mporpaMma 3amuiier Balry pedb, BBl MOKETE MPOCIYIIATh,
KaK 3BYYUTE CO CTOPOHBI.

[IpaBunbHOE aHTIMNCKOE TMPOU3HOIICHHE — OSTO KAPTUHKA-TA3J, COCTOsIas U3 4 BaKHBIX
JJIEMEHTOB: TMPABWIBHON apTUKYJSIUK, yIApPCHUs, WHTOHAIIMM U CBS3HOCTU peuyu. UTOOBI KapTHHKA
coOpanack W BBITIISZENIa KPACHBO, HEOOXOMUMO padoTaTh HaJ BCEMH €€ COCTaBJISAIONIMMH, BEOb Y
KaKIOTO M3 HHUX €CTh CBOE Ba)KHOE MecCTO. MTak, 4ToObI yIydIIUTh aHTINICKOE MPOU3HOIICHHE, BaM
HEOO0XO0aUMO OyIeT:

- BpipaGoTaTh NMpaBMIBHYI0 APTHKYJANUI0. APTUKYIANNAS — OTO TIOJOXKEHHWE M JBI)KEHHE BCEX
opraroB pedr. OT IpaBUILHON aPTUKYISIIIANA HAMIPSIMYIO 3aBUCHT YETKOCTH Mpon3HoIieHus. [lomoxxenne
OpPTraHOB Peud IPU Pa3roBOpPE Ha Pa3HBIX S3bIKAX OTIMYACTCS, MOITOMY, YTOOBI aHIJIMACKUN HE 3Bydas
MO-PYCCKU, HEOOXOAUMO MPUYUYHUTH CeOs MPABUIIBHO PACIIOIAraTh S3bIK U I'yObl MPU MPOU3HECCHUHU TEX
WJIU UHBIX 3BYKOB.

- Caenuthb 3a ynapenuneMm. HeBepHO MOCTaBIIEHHOE B CJIOBE Y/IapCHHE MOXET COUTh C TOJIKY HOCHTEICH
SI3BIKA U CTATh MPUYUHON HemoHuMaHus. OTCI0/1a BBIBOJ: CICAUTE 3a peublo. Eciiu He yBepeHbl B KaKOM-
TO CJIOBE, OOPATUTECHh K OHJIAWH-CIIOBAPIO M TIOCTyIIalTe, HA KaKOW CIIOT HYXKHO JIeNaTh yAapeHne B TOM
WIH WHOM CIIOBE. AMEpHUKaHel WM OpUTaHel MOTYT IPOCTUTh BaM HE COBCEM BEpPHOE IPOU3HOIICHUE
coueTanus /th/ wim pycckoe /p/, HO HEPaBUILHOE YAAPEHUE MOKET CTATh IPUUHMHON HEITOHUMAHHUS.

- PaGorarp Hag nHTOHAUMeli. [IpaBuiibHAsS MHTOHAINS U JIOTHYECKOE yIAapeHHe — eIle OJUH KITF0Y K
TOMY, KaK YJIyYIIUTb MPOU3HOLICHUE HA aHIVIMMCKOM SI3bIKE. YUUTECh UHTOHALUMU y HOCUTEJEH SI3bIKA:
CIIyIIAlTe ayJMO3alMCd ¥ CMOTPUTE BHJICO PA3IMYHON TEMATHUKH, MOBTOPSITE (pas3bl 3a CIUKEpaMHU.
WNHocTpaHIlbl OTIMYAIOTCS SKCIIPECCUBHOW MaHEpPOW OOIIECHHUS, HAM OHAa HWHOTJA KaXKeTCs HEMHOTO
CTPaHHOW W W3JHIIHE SMOIHMOHAIBEHOW. OIHAKO €CIIM BBl XOTUTE TOBOPHUTH IMO-aHTIIMHCKA 0€3 aKIeHTa,
TO MHTOHAIIMS — 3TO TO, HAJl YeM HY)KHO IOpPadOTaTh.

- PabdoraTh HaJa CBS3HOCTHIO peun. B oObIuHOM Oecee Mbl HE MPOM3HOCUM PEUb IO CXEME «CJIOBO-
nay3a-ciioBo-nay3a». Mbl TOBOPUM CBSI3HO, CJIOBa CIIMBAIOTCS B €IMHOE MpeaiokeHue. B pasroBope
OKOHYAHME MPEABIAYLIECIO CIOBA CIMBACTCS C HAYaJIOM IOCIEAYIOIIEro, 3TO MO3BOJISET PEUH 3BY4YaTh
€CTeCTBEHHO W IUIaBHO. Tak MbI 3HaeM, 4To OyKBa, TOYHEe 3BYK /1/ B KOHIIE CJIOBa B OpHUTaHCKOM
BapuaHTE aHMVIMMCKOro OOBIYHO He mpou3HocuTcs. Hampumep, B cioBe car (MamuHa). OmHaKo eciu
MOCIIe CJIOBA, 3aKaHYHMBAIOIIETOCs Ha ATy OYyKBY, CTOUT CIIOBO, HAa4MHAOIIEECS C TIIACHOW, TO /r/
npousHocurcsi. Hanpumep, B npeioskenun The car is here (mamuna 31ech). Jlenaercs 310 Kak pas st
0oJiee MIaBHOTO 3BYYaHHUS PEUH.

Kak yay4muTs NpoOU3HOILeHHEe HA AaHTIJIMICKOM
PabGoraiiTe Haq HaBbIKOM ayaupoBaHus. UeMm Jydilie Bbl TOHUMAETe aHTIUUCKUN S3bIK Ha CIyX, TeM
mydie OyAeT Balie MPOU3HOIIEHEe. Y MHOTHX JIFOJIeH BO3HUKAIOT CIOKHOCTH C TIPOU3HOIIIEHUEM KaK pa3
M3-32 HEJIOCTATOYHOW paboThI ¢ ayiupoBaHreM. YeM Yaiile B CITylIaeTe MHOCTPAHHYIO PeUb, TEM YeTde
paznuuaeTe 3ByKHU. JJOBOJILHO Y4acTO OIMMOKHM B IMPOU3HOIICHUH CBS3aHBI C TEM, YTO MBI UMEEM HEBEPHOE
MIPEAICTABICHUE O TOM, KaK 3BYYHT CJIOBO WJIHU 3BYK. UTOOBI OOOCHOBATH ATy TOYKY 3PCHUS, TPUBEIECM
MPOCTON HpPUMEpP: MOCHyIIaWTe pedb DIyXux Jirojeii. OHU MPOM3HOCAT CJIOBa Tak, Kak cede 3T
MIPEJICTABIISIOT, Belb HE WUMEIOT (PU3MYECKON BO3MOXKHOCTH YCIBIIIATh, KaK JIOJDKHO 3BYdYaTh CIIOBO.
NMeHHO mMO3TOMY HX pedb ObIBACT JOBOJILHO CJIOKHO pa3o0parh. OO0s3aTeNbHO IMOCBSINANTE
ayJIupoBaHuio XoTs Obl 10-15 MUHYT B JIeHb, TOT/Ia Y BAC HE BOZHUKHET BOIPOC, KaK Pa3BUTh aHTJIMUCKOES
MIPOU3HOLIEHUE.

Y4yuTe TPAHCKPUIIIUIO AHTJIMIICKOT0 A3BIKA.

Y4ure ciioBa npaBuibHO. BKII0UNTE OHJIAH-CI0Baph U MPOCIIYIIANTE HECKOJIBKO Pa3, KAK IPOU3HOCUT
€ro HOCHTENb $3bIKA, WIH OTKPOWTE OOBIUHBINM CIIOBAPh W MPOUYTHTE (POHETUYECKYI TPAHCKPHUIIIIHIO.
Takum 00pa3oM, BBl Cpa3y K€ BBIYYHUTE BEPHOE IPOM3HOIICHHWE CIOBA — 3TO HAMHOTO TPOIIE, YeM
3ay4YUTh ONMNOOYHBIN BapUaHT, a 3aTEM MIEPEYINBATHCSI.

Yuraiite Beayx. UteHue — 3aHATHE, KOTOPOE MOMOXKET BaM COBMECTUTH IPUATHOE C MOJE3HBIM. Bo
BpeMsl UTEHMsI BCIyX BbI JI€Ja€T€ CaMOE€ BAXKHOE — MCHOJb3YETE CBOM TEOPETUUYECKUE 3HAHUA O
MIPOM3HOIICHNN Ha TMpakTuke. He Topommrech, cTapaiiTech 4€TKO W MPABIJILHO ITPOTOBAPHUBATH KAXKIOC
CJIOBO, & €CITU 3BYK BaM TPYJHO JaeTCs, IOBTOPUTE €r0 HECKOJIBKO pa3, MoKa He To0heTech Ooyee-MeHee
MPUWINYHOTO 3BYYaHUs. A €ClId BCTPETHIIM HOBOE CJIOBO, CMOTPUTE MPEIbIAYIINI TyHKT.

HUcnonb3yiite ckoporoBopku. [lompoOyiite BBIOpaTh HECKOJIBKO CKOPOTOBOPOK, B  KOTOPBIX
OTpabaTRIBAIOTCS TPYIHBIC IS BAC 3BYKH M YHTAWTE WX €XKEIHEBHO — 3TO 3aliMeT BCEro 5-7 MHUHYT B
nenb. ITogbopka ckoporoBopok ¢ o3Byukoi http://engblog.ru/50-difficult-tongue-twisters

CMmoTrpuTe cnenuajibHble od0yuyawiue Buaeo. B MuTepHeTe ecTh MHOTO BUACOPOJUKOB, B KOTOPBIX
HOCHTENb S3bIKa TIOJPOOHO paccKa3bIBaeT, KaK MPaBUIHHO MPOU3HOCUTH T€ HIIM WHBIE 3BYKHU. [Ipu sTOM
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HEKOTOPBIE CIMKEPHI Ja)ke BKIIOYAIOT B CBOE BUICO CXEMbI, N300pakaroliye MPaBHIIbHOE IMOJOKEHHE
opraroB peun. [lo TakuM ponrkam MOXKHO pa3o0paTbcs, Kak TOYHO JOJDKEH 3By4aTh TOT WIJIM MHOHM 3BYK.
BpuTtaHCcKOMY MPOU3HONIICHUIO MOYKHO YUUTHCS:
https://www.youtube.com/playlist?list=PLD6B222E02447DC07 ,

amepukanckoMy — https://www.youtube.com/channel/UCvn_XCI_mgQmt3sD753zdJA.

IoapaxkaiiTe peun HocuTeseil si3bIka. BriOepuTe WMHTEpEeCHOE BHUICO WM ayAWO W IOCTapanTech
JIOOUTHCS 3BYYaHHs, Kak y JaukTopa. [lompakaiTe KaKAOW MEJIOYW: MaHEepe pasroBOpa, MHTOHAIIWH,
aKIIeHTy, JeNaiTe JOrmuYecKue may3sl W yaapeHus. IlycTh 370 M OymeT cHadama 3BydaTh CTPaHHO H
HEECTECTBEHHO JUIS BaIlllUX yIIEeH, 3aT0 UMEHHO TaKWM CIIOCOOOM TMpOIIe BCETO TOOWUTHCS BEPHOTO
AHTJIUHACKOTO MIPOU3HOIIICHUSI. Hus o0yueHust y100HO HCIIOJIb30BATh cait
http://www.englishcentral.com/videos =~ — Tam mOpeacTaBicHBl COTHH TBHICSY BHICO Pa3HOOOpPa3HOI
TEMaTHKU W JUIMHBL. Bce oHM comepikaT CyOTHTPHI, pa30UTHI MO COOTBETCTBYIOIIMM T€MaM U YPOBHSIM
cioxHocTH. [loce mpocMoTpa BaM MpeiioKaT HECKOIBKO YIPaKHEHUH, CPEId KOTOPBIX eCTh 1 paboTa ¢
MIPOU3HOIIICHUEM — HYXHO MPOU3HOCHUTH (Dpa3bl M3 BUACO 332 JTUKTOPOM. YUHTHCS y HOCUTENICH s3bIKa
MOKHO 1 Ha http://www.engvid.com/. Beibepute pasmen “Pronunciation” u OTKpoOiTe IS ceOs CEKPETHI
MPaBUIbLHOM aHINIMMCKOMN peyH.

2.2. CamocrosiTeqibHast pa0oTa Ha/l JIEKCUKOIl HHOCTPAHHOIO A3bIKA
3anuMaiiTech Ha 00y4YaIOIIMX CalTAX!
http://esl.fis.edu/ B monpa3snene First words cioBa ans ypoBHeit Beginner u Elementary pa3outsr mo
TeMaTHKaM. bosbIas yacTh yrpakHEeHHU NpecTaBieHa B BUAE BU3yaabHOro ciosaps. Ilmtoc B ToM, 4TO
BaM HE AT NEPEBOJ, HAa PYCCKHH S3BIK, IOITOMY B MAaMSITH BO3HUKHET acCOLUALMA: ONpPEeIICHHAs
KapTHHKa CBs3aHa CO CJIOBOM Ha aHTJIMICKOM si3bike. Kpome BH3yalbHBIX yIpakHEHUi, Bbl HaiizieTe He
MeHee HHTEpECHble pPa3BHUBAIOIIME 33JaHMS Ha IMOMCK CHHOHMMOB W AaHTOHMMOB K CIIOBY, a TaKxke
3a1aHUSA-BOIIPOCHI, IPOBEPSIOIINE BAIllA 3HAHUS JICKCHKH TOW WJIH WHOW TEMATHKH.
http://www.learnenglish.de/
Ha caiite Bbl MOXXeTe HalTH ()IIII-KAPTOUKU B AJIIEKTPOHHOM BUJIE€ M YYUTh aHTIIMICKHE CIIOBA OHJIANH:
MPOTPECCUBHO U yA0OHO. BaMm mpennararor Tpu 3Tama u3y4deHHsT HOBBIX ciioB: CHadama BBl MPOCTO
CMOTpHTE Ha CJIOBA U CTapaeTECh 3aIOMHUTH MX MPHU NOMOIIH acCOLMALNN ¢ KapTUHKOM. [loTrom Bam Ha
HEKOTOpOe BpeMs IMOKAa3bIBAIOT KapTHUHKY, @ BBl MbITA€TECh BCIIOMHUTH clI0BO. Ha TpeTbeM 3Tame BBI
TECTHpPYeTe CBOM 3HAHHUSA: MUILINUTE PAOM C KAPTUHKOM CJIOBO Ha aHTJIMHCKOM f3BIKE.
http://englishspeak.com/
IIpencraBieHO HECKOJIBKO Pa3lIesioB Ui U3yUeHHs HanOojee ynoTpeOisieMbIX CIIOB, a TAKXKE Pa3Jlelbl C
pasroBOpHBIMH ()pa3aMu, TJie Bl MOXKETE€ YYUTh HOBBIE CIIOBa B KOHTEKCTe. Bce ciioBa 03BYYeHBI
HOCUTEJISIMM, YYUTE HUX M MOBTOpAHTe 3a aukropoM. llocie storo mepexomure B pasmen 1000 Most
Common English Phrases. 3necb Bl MOXeTe U3y4aTh HOBBIE CJIOBAa B KOHTEKCTE.
http://freerice.com/
31ech BaM JIal0T TOJIBKO OJHO yIpakHEHHE: HE0OXO0IMMO YKa3aTh, YTO 03HAYAET TO MJIM HHOE CJIOBO, MPH
3TOM NpEAJIaraloT 4YeThlpe BapuaHTa OTBeTa. 10 ecTh (PaKTHYEeCKH BaM HY)KHO MOAOOpaTb CHHOHHUM K
CJIOBY.
Oo0benuusiiTe ca1oBa mo Temarnke. OOBIYHO XOPOIIO 3aMOMHHAIOTCS TPYIIIBI CJIOB, OTHOCSIIMXCS K
onHoi Teme. IlosTomy crapaiitech pa3OuTh cioBa Ha rpymmsl o 5-10 mWTyk ¥ yuuth uX. DpexT
Pectopdda: yenoBedecknii MO3r U3 TpyIIBl OOBEKTOB JYYILIE BCETO 3alIOMHHAET TOT, KOTOPBIA 4eM-TO
BbIIeNsieTcs. Vcnomnp3yiiTe 3TO MOJ0XKeHne cebe Bo OJaro: B TPYIITY CIOB OJTHOM TEMATHKH «BHEAPHUTE
Yy»KECTpaHIa» — BIUIINTE CIOBO HECBA3aHHOHN TeMaTuku. Hanpumep, yuute cinosa 1o reMe «DpyKToi»,
n00aBbTE K HUIM OJJHO CJIOBO M0 TeMe « TpaHcropT», Bally 3aHATHS CTaHyT elle 3 deKTUBHEE.

TemaTu4eckuii cJi0OBapb

TeMaTuuecKuii cnosapb IIpencrasisier cobOoi TeTpaab WM OJOKHOT IS
3alKMCH Bamiero OYAyIIero CJIOBApHOrO 3amaca —
lexical notebook. Takywo TeTpaib HYKHO cpasy ke

S g Weather
Etn ~ pa3duTh 1O TeMaM, Hanpumep: paboTa, eaa, 1yBCTBa,
é) Good / Bad weother  Cold | Hot weother  Dry ) Wet weother . 9ACTH Tea M T. 1. Ha KaxkIoe CIOBO JKenaTelbHO
=» OTBOAWTH | CTpaHHWIly WM XOTS OBI MOJIOBUHY — B
SE®  Weather forecast — npoz+03 0200 3aBUCHUMOCTH OT (opmara TeTpaau W BEIUYUHBI
? Weather station — MemeocmaHUus Ballero Mmo4cpka.
=»
g. To be under the weather — HegaxcHO cebs 4yscmaosams

i
S—®  Weather permitting — npu 6aazonpusme+od no2ode
i The weather can change quickly.
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Ecmu crnoBo wWMeeT HECKONBKO 3HAUCHHH, JKENATeNbHO Hamucath 3-4 pa3HbIX —OIpeeliCHHS.
TpaHCKpUNITHS — 10 KENAHUIO, €CITH BaM YA00HO ee yuTarh. OmpesieieHne cI0Ba Ha aHTJIMICKOM SI3bIKE
— YMECTHO, €CJM Balll YPOBEHb 3HAHUS CPeAHUN M BbIIe. Tak BBl 3a0HO BBIYYUTE €II€ HECKOJIBKO
MOJIE3HBIX CNIOB M3 ompeneneHus. CioBa, codetarompecs co ciaoBoM (collocations). [Tocmorpute Ha
KapTHUHKY C TIPUMEPOM, TaM BBl BUANTE ciaoBocodeTanns bad weather, hot weather, weather forecast u T.
1. DTH BBIPAXEHHUS JIydIlle 3alTOMHITCS BaM, Y€M JBa OTOPBAHHEIX JIPYT OT Apyra cioBa. K Tomy e, BBI
He omuOeTech B COUETaHUH CIIOB. Heckolibko MpUMepoB YHOTpeOIeHHsT STOrO CIOBa B MPEJIOKCHHY,
MIPUYEM JKEJIATENIbHO HamucaTh XOTA Obl M0 OJHOMY IpHMEpPy Ha Ka)XIOe 3alrMcaHHOE OIpeIesieHue
cioBa. CHHOHMMEI ¥ aHTOHUMEI K cJIOBY. UTHOMBI ¢ yrmoTpebiieHneM 3TOTo CII0Ba, €CIIH Balll YPOBEHb HE
Hwke Intermediate w BBl coOupaeTech TOMOJIHUTH CBOHM CIOBapHBIA 3amac IOJIE3HBIMH SIPKUMH
BhIpaKeHUSAMUA. HO HYXHO NpHIEpXKHUBATHCS MEpBI, HE CTOWT BBIUCHIBATH BCE HIUOMBI, KOTOpBIC
CBsI3aHbl ¢ BamuM cjoBoM. JloctarouHo ofgHOM miu AByX. KapTuHka — mo sxenanuto. HekoTopsiM
JIOASM TMOMOTAeT TAaKOW MpHEM: MpPU W3YyYEHHWH CIIOBa OHM PHUCYIOT KapTHHKY K HeMy. Tak Jekcuka
HauMHAET aCCOLMUPOBATHCS C ONPEAeSICHHBIM BU3yaJbHBIM 00pa30M M 3alIOMHUHAETCSI MPOILE.
Pucyiite mind map (MHTe/UIEKT-KapTy). BBI JerK0o BBIyYMTE aHTIHIICKHE CIOBa OJHOW TEMATHKH,
€CJIM HapucyeTe MHTEUIeKT-KapTy Wi mind map.

saniona ) (o) (e .
%—J )—J Takast cxema HarjasHO IIOKa3bIBaeT, K KaKOW TeMe

F - OTHOCSTCS CIIOBa. A IIOKa BHI €€ PUCYETE, JICKCUKA

Bathroom - -
Tablecloth Blanket OTJIOKHUTCHA B IIaMATH.

e W — ~—— OOpamaiite BHHMaHHe HAa TNPHCTABKH U
: . ' cypdukchol
Z T— Bo BpeMs uTeHusl 3a0CTpsiiTe BHUMaHUE Ha TOM,
\zenze) /Lg‘\ ) Kak TMpH TOMOIIM MPUCTaBOK U cyhdukcos
o) @ [ 00pa3yroTcs HOBBIE CIIOBA U3 YK€ 3HAKOMBIX BaM.
OTO MOMOXKET BaM «IOYYyBCTBOBaTb» s3bIK. Ilpu
MOMOIIM 3TOTO MPOCTOTO MpHeMa BO BpeMs YTEHHS Bbl OyaeTe M3ydyaThb CIOBOOOpa3OBaHME, MOMMETE
IIPUHOUIIBI TOCTPOCHHA HOBBIX CJIOB. BHOCJIGI[CTBI/II/I 9TO INPUT'OAUTCA BaM: BCTPECTUB HE3HAKOMOEC CJIOBO,
BbI CMOJKETE JI0rafiaThCsl O €ro 3HaYeHUH Oe3 clioBapsl, UCX0/I U3 KOHTEKCTa U CBOETO OIIBITA.
HajinuTe ¢pazoBble riaroJibl. M3yueHne ¢ppa3oBbix I71arojoB B OTPEIBE OT KOHTEKCTa OECIOIE3HO: 3TH
CJIOBa HC NEPCBOAATCA KakK O6LI‘IHI)I€ TJ1aroJibl. HaﬁI[PITe HUX B TCKCTC, BBIIIUIINUTC 0666 MMPpEAJIOKEHUC C
($pazoBBIM TIAroJioM, MOCMOTPUTE, KaKYI0 POJIb OH BBIMOJHsET B TekcTe. [lompolyiite cocTaBUTh ele
HECKOJIBKO TMOJOOHBIX TPEIUIOKEHUH, HO yXe OT CBOEro JHuIa. Tak Bbl BBIyYHUTE HOBYIO JICKCHKY B
KOHTEKCTE U HE 3aIlyTaeTeCh C €€ yNOoTPeOIeHUEM.
Hcnoab3yiiTe cioBapb CHHOHMMOB. BBl MOXKeTe JOMOJHUTH CBOIO MHTEIUICKT-KApTy WM OOBIYHBIN
CJIOBaph ciexyouuM oopazoM. Haxoaure cCHHOHMMBI K HOBBIM CJIOBaM U MHLIMTE UX PSIOM, IIPH 3TOM
Cpeay HUX JOJDKHO OBITH XOTS Obl 1-2 3HAKOMBIX BaM CJIOBa, TOTJa 3allOMHUTH HOBYIO JIGKCHKY OyneT
mpouie. MoxHO 3a00HO BBIIIUCBIBATE MU AHTOHHWMbI, HCKOTOPLIM JIIOAAM y,Z[O6HO YUUTh Cpaly TaKue
rpynmnel cinoB. HallTh CHHOHMUMBI W aHTOHMMBI K CIIOBaM BaM IIOMOXKET ciioBapb Merriam-Webster
(http://www.merriam-webster.com/).
Onumurte kaptunky. [lompoOyiiTe mepeckazaTh TEKCT, TS/ HA MIUTIOCTPAIMIO M WCIIONB3YSl HOBBHIC
cioBa. He o0s3aTenpHO YETKO MPHAEPKUBATHCS CIOKETHOW JMHMH, TJIaBHOE — 3aJeMICTBOBATh Kak
MOKHO OOJbllle HOBOW JIEKCHKH. TakvMM HEXHUTPHIM CIIOCOOOM MOXKHO JIETKO PACIIMPUThH CIIOBAPHBIN
3arac aHIIUICKOro A3bIKa.
CocTaBbTe HOBBIH paccka3. [locne m3ydeHnss He3HAKOMBIX CJIOB MOMPOOYHTE COCTAaBUTH CBOM pacckas,
UCIIOJIb3YSl BCIO HOBYIO JIEKCHMKY. Ecnu BBl He JIOOMTE NPHUAYMBIBAaTH HCTOPHH, MOXKETE IPOCTO
nepeckasaTh TO, UTO MIPOYUTAIH, HO C HEKOTOPBIMU M3MeHEHUsMHU. [1ycTh MOJI0KNUTENBHBIN repoii CTaHeT
OTpHIIATENFHBIM U HA000POT.

2.3. CamocTosiTe1bHAsA padoTa HAJ TPAMMATHKON HHOCTPAHHOIO SI3BIKA
3anuMaiiTech Ha 00y4yalOIMX caiiTax:
http://learn-english-today.com/
Kpatkoe aHriosseraaoe mocodbue mo rpammarrke. HecMoTpst Ha TO, 9TO BCsl HHGOpMAIUs TIPeICTaBIcHa
Ha aHTJIMMCKOM S3bIKE, COBETYEM IONpPOOOBaTh YYUTHh I'paMMAaTHUKy Ha 3TOM pecypce: BCe IpaBHIa
N3JI0KCHBI KpaTKO " IIOHATHO, 663 JII/IHIHCﬁ TGOpI/II/I.
http://www.englishlearner.com/
CaiiT ¢ TecTaMH O TpaMMaTHKeE )11 HAYMHAIOIIUX Ha aHTJIMICKOM si3bIke. [lompoOyliTe MPOHTH TECTHI C
MoMeTKOM Beginner, B HUX 3a/jaHNsT OpUEHTHPOBAHBI HA HAYaJILHBIN YPOBEHD 3HAHUH.



http://www.merriam-webster.com/
http://learn-english-today.com/
http://www.englishlearner.com/

http://englishteststore.net/

http://agendaweb.org/

JIBa IOXO0XKUX aHTJIOSI3BIYHBIX CaliTa C TECTAMH 110 TPAMMATHUKE Ha aHTJIUHCKOM SI3BIKE JISI HAYMHAIOIIHUX.
PaboraiiTe ¢ HUM aHAJIOTUYHO: BBIMOJHANUTE 33aJJaHMsI 10 TEM TeMaM, KOTOPBIC YKe H3Y4HId, pasoupaiite
OIMMOKH ¥ MPH HEOOXOTUMOCTH IIOBTOPSINTE TCOPHIO.

IpakTuKyiiTECh.

e [lepeBoaWTe TEKCTHI C PYCCKOTO HA AHTJIMUACKWM, BBITIOJNHSWTE YHpaKHEHUS W3 YYeOHHKA |
WntepHer-pecypcoB, cTapaiiTech dHamle yHnoTpeOasTh pa3HOOOpa3Hble TpaMMaTHUECKHE
KOHCTPYKIIUM B Pa3roBOpHOM peuu. J[oBeauTe HABBIK MX MCIOJIL30BaHUS 10 aBToMaTu3Mma. He
OTpaHWYMBANTECh TIPUMEpPaMH U3 OXHOro ydeOHWKa. IIpuaympIBaliTe CBOM TIPHUMEPHI
YHOTpeOIeHNS apTUKIIS, BPEMEH, aKTHBHOTO M ITACCUBHOTO 3aJIOTOB, a TAK)KE MPOXOANTE OHJIAIH-
TECTBl Ha Pa3HBIX caiTtax. MHOro pa3HOOOpa3HBIX TECTOB MOXKHO HAWTH Ha calTe
http://esl.fis.edu/.

e He oOs3arensHO 3yOpUTh HAW3yCTh NpaBWiIa B TOM BHJIE, B KAKOM OHHU IPEICTABJICHHI B
y49eOHHUKe, TJIABHOE — TIOHSATh W 3allOMHHATH TPABWIBHOE YIOTPEOIeHWE TOW WM WHOU
KOHCTPYKITHH.

e 3ameuarenbHBI caiT http://www.engvid.com/ mpemmaraer BaM IIpeKpacHbIE BHIEOPOJIHKH,
KOTOpBIC TOMOTAIOT Pa3o0parhcs ¢ rpaMMaThKod. HecoMHEeHHOe MpeuMylecTBO pecypca —
JIeTKasl 1ojiaya MaTepuaia U 00bsICHEHUS HOCUTENCH S3bIKa.

o TIlompoOyiiTe monb3oBaThes ciaoBapeM http://www.lingvo.ru/. On mpuMmedareneH TeM, YTO JaeT
MIPUMEPHI UCIIOB30BAHUS CIIOB, HO BBl MOXKETE HCIIOJIb30BaTh €ro mo-apyromy. Hampumep, BbI
yumrte Bpems Present Continuous: BBeIuTe B OKOITKO ITporpaMmel “I am writing” (MO>kHO r000#
JIpyro 4acto ymorpeOnasembiii raaroi). I[IporpamMmma TyT ke BBIJACT BaM HECKOJBKO COTCH
MIPUMEPOB, COJIEPIKAIINX ATH CI0Ba. Tak BeI YBUANTE, B KAKOM KOHTEKCTE, C KAKIMH HAPEUUSIMHU,
B KaKHX CITydasx dalie Bcero ynorpebmnsercs Bpems Present Continuous.

e MOXHO Y4YUTh IPaMMaTHKy B CTHXax, pu(pMoBaHHBIE (OPMYIUPOBKH JIETKO 3alIOMUHAIOTCS.
[TonpoOyiiTe BBIy4nTh HENMPABUIIBHBIC IJIArojibl aHIVIMHCKOIO S3bIKA IO 3a0aBHBIM aBTOPCKUM
CTHILIKaM, 3TO HE IPOCTO JIETKO, HO €Ille U Beceso!

e I3ydeHue M000H rpaMMaTHUYECKOW KOHCTPYKLUUHM HAYMHAETCS C TOTO, YTO MBI JOJDKHBI HAWTH
(npounTaTh, YCHIBIIATH) ONHCAHME JSTOM KOHCTPYKLUMHM, TO €CTb Y3HaTb, YTO OHa
o3HayaeT. O3HaKOMMBIINCH C €€ 3HAYEHHEM U MOCTPOCHHEM, MBI JOJKHBI €€ 3allOMHUTH. s
9TOTr0 HaM HEOOXOJUMO BBITIOJIHUTH ONpPEACTICHHBIC YITPAXKHEHUS Ha MEXaHIMUECKOE 3aKperIeHUe
9TON CTPYKTYpHI, TaK Ha3bIBaeMble «IPWILIBD (OT aHrimickoro ciosa “drill”, 4uro o3HawaeT
«TPEHUPOBOYHOE YIPAKHEHHE» / «IIpaKkTHUecKas orpadoTka»). [locaennuii mar - 3To oTpadoTka
BBIYYEHHOHN I'PAMMAaTUYECKOW KOHCTPYKIIMM B peud. be3 3Toro mara Hanle 3HaHUE KOHCTPYKLUU
OCTaHEeTCs TOJILKO Ha Oymare.

2.4. CamocTosiTeJIbHASI PA00Ta HAJ ayAUPOBAHHEM

CaymaiiTe pa3inyHble ayTHOMATEPHAJIBI PETYJISIPHO.

Chayuraiite ayJauOypOKH, MOJKACTBI, MECHH, CMOTPUTE (GUIbMBI M CEpHalbl HA AHTIUHCKOM S3BIKE

(opueHTHpYHTECh Ha CBOW YpOBeHb 3HaHMU). [J1aBHOe — TOJ00paTh YBJIEKATENbHBIA Ui ceOs

Marepuai. [lompoOyiiTe mpoOyauTs B cebe WMHTEpec, MOMOOUTh ayaupOBaHHE, TOTNA 3aHUMATLCS UM

OyJeT HaMHOTO IIPOIIIE.

WN3yuaiiTe aHIVINICKUI A3bIK M0 (PUIBMaM U CepUAaIaM - 3TO JTOCTABUT BaM MAacCy YJIOBOJIbCTBUSI U

MIOMOYKET MOHUMATh AaHTJIMICKHUIT 361K Ha ciyX: https://ororo.tv/en u https://show-english.com/

CaiiThl ¢ ayAno3anucsiMu;

- http://www.eslfast.com/ B kaxxaom pasjene ecTh TeMaTHYeCKue mojapas/ienbl. Beibupaiite HeOombIne
HUCTOPUH WJIM JHAJIOTH Ha Pa3rOBOPHBIC TEMbI, OTKPHIBAWTE COOTBETCTBYIOIIYIO CTpaHuily. B
OTKPBIBIIIEMCS] OKHE B BEPXHEN YaCTH dKpaHa BbI YBUAUTE MAaHENb YIIPABICHUS ayIHOIPOUTPHIBATEIIEM,
a HIKe BaM OyJIeT MpPe/ICTaBJICH TEKCT.

- http://www.esl-lab.com/ Ha caiite ectb Heckonbko pa3zienoB. [1epBblif, KOTOPBIH CTOUT WU3y4YUTh, —
General Listening Quizzes. B Hem ecTh Marepuanbl TpexX YpOBHEH: JIETKWH, CPEITHHM, CIIOKHBIM.
Bri6upaiite moaxoaqmuii BaM B OTKPBIBATEe yPOK O 3aMHTEPECOBABIIIEH Bac TEME.

- http://www.talkenglish.com/listening/listen.aspXx Ypoku mnpeactaBieHbl i TpeX YPOBHEU 3HAHUIA:
0a30BbIi, CpeIHUI U TPOABUHYTHIN. TeMaTnka pasHOOOpa3Hasi, B OCHOBHOM MPEICTABICHBI THAIOTH W3



http://englishteststore.net/
http://agendaweb.org/
http://esl.fis.edu/
http://www.engvid.com/
http://www.lingvo.ru/
https://ororo.tv/en
https://show-english.com/
http://www.eslfast.com/
http://www.esl-lab.com/
http://www.talkenglish.com/listening/listen.aspx

*)u3Hdu. W3 »THx MmoaboOpoK He JUIIHMM OyAeT 3alOMHUTh Iapy JECATKOB (pa3 — BCEe OHHU
HCIIOIB3YIOTCS B COBPEMEHHOM aHTJIMMCKON pedHm.
CaiiThl ¢ MoAKACTAMH HA aHTJHMIICKOM: J00aBbTe ceOC B 3aKJIaJIKU M TOCEIIAlTe XOTs ObI Mapy pa3s B
nenemo: http://www.audioenglish.org/,
http://www.bbc.co.uk/worldservice/learningenglish/general/sixminute/,
http://learningenglish.voanews.com/programindex.html,
http://www.listen-to-english.com/index.php?cat=podcasts,
http://www.dailyesl.com/,
http://www.privateenglishlessonlondon.co.uk/category/learn-english-online.
CHauana ciymaeM KOpoTKre 00yJarolue ayIno3annci B MEAJICHHOM TeMIIe, IOTOM IepexoIuM K Ooree
CJI0XXHBIM, IEpcaaromuM CCTCCTBCHHYIO pPCUb. Brl Y3HACTC OCO66HHOCTI/I MIPOU3HOLICHHA 3BYKOB,
MOCTAHOBKM yJapeHusi B CJIOBaX, HWHTOHAIIMH, PACCTAHOBKM JIOTHYECKUX TMay3bl W YJIApEHHUU.
COBpCMeHHI)IG IIOAKAaCThI O3BYYHMBAKOTCA HOCUTCIISIMU A3bIKaA — 06I>I‘{HI)IMI/I JIIOAbMHU,
pa3roBapuBarOmiiMU I'paMOTHO. BbI cMokeTe 3alIOMHUTE I10JIE3HBIE (bpa3l>1 U UCIIOJIL30BaTh UX B CBOEU
pedn, 3Has, 9TO COOECeIHUK-HHOCTPAHEI TOYHO MOWMET Bac. BBl mpHBBIKacTe K pa3HBIM aKICHTaM B
aHTJIMIACKOM s13bIKe. CHavasa pedb HEKOTOPBIX HHOCTPAHIIEB MOKKETCS BaM CTPaHHBIM Ha0OpOM 3BYKOB.
OnHaKo eciau BBl OyJeTe 3aHMMaThCS TI0 TaKHUM ayzuzlod)aﬁnaM MOCTOSIHHO, MOCTEIIEHHO CMOXETE
MIPUBBIKHYTH K OOJBITHHCTBY aKIICHTOB M Oyjaere 0e3 Tpyna MOHMMATh WHOCTpaHIeB. UTOOBI 3HATH, B
KaKAX CIydasgx IpHeMIIEMO yIOTpeOJeHHe TOro WM HWHOTO CIIOBA, CIIYIIAWTE ITOIKACTHI
COOTBETCTBYIOIIEH TeMaTuku. Hampumep, BbI u3yuniiu temy “Shopping”, HailiuTe ayano Ha 3Ty TeMy H
CIyIIAiTe, KaK HOCUTENM f3bIKa HUCIOJb3YIOT M3YUEHHbIE BaMu clioBa. M3 ayauo3anucu Bbl NOMMETE, C
KakuMM CJIOBaMH COYCTACTCd HOBasd JICKCHMKA, B KAaKOM KOHTCKCTC OHa HCIIOJIb3YETCH. Bo BpEMA
HpOCJ’IYIHI/IBaHI/IH ImoaKacTa BbI y3HaeTe, B KAKOM KOHTCKCTC M KaK MMCHHO I/ICHOJII)3yeTC$I TO HUJIN UHOC
B'pCMSl HUJIN aCIICKT FpaMMaTI/IKI/I. BHOCJIGI[CTBI/II/I Bbl CMOKETC CaMOCTOSATCIIBHO COCTAaBUTH npez[non(eﬂym,
aHaJIOTUYHBIC YCIbINIAHHBIM.
Haiinute nisi ced0si onTUMAJBHBI cmocod padoTel ¢ moakacToMm. CIIylraeM MOIKACT M TIBITaeMCS
MOHATh MakCUMyM HH(popManuu u3 Hero. Eciu 310 TpyaHO caenarb, momnpoOyiTe yIOBUTh OCHOBHYIO
MBICJIb 3aIIUCH. HaXOZ[I/IM TCKCT IIOJKACTa, YUTAaCM €ro, BBINIMCBIBACM HC3HAKOMBIC CJI0OBa U KOHCprKHI/II/I.
Pa361/1paeMc;1 C HE3HAKOMOM BaM JIEKCHUKOU U FpaMMaTHKOﬁ Tak, IITO6I>I Bbl TOYHO IIOHAJIM KaXI0€
npeuiokeHne Tekcra. CHOBa BKITIOYAEM ayAHMO3aIUCh U MBITAEMCS YJIOBUTh HA CIyX YK€ 3HaKOMBIH Bam
TekcT. [lepeckaspiBaeM ycCIbIIaHHOE, CTapasch MOApPaXaTh peun AuKTopa. PabGoraiite ¢ HE3HAKOMBIMU
CJIOBaMH W TIpaMMaTU4YCCKUMU KOHCTPYKHHUAMMU. BrimcriBalite NpeJIOKCHUA € HC3HAKOMBIMU BaM
O60p0TaMI/I n CJI0BaMu, pa36HpaﬁTeCB, IMO4YCMYy HCIIOJIB3YCTCSA MMCHHO TAaKOC CJIIOBO HJIM KOHKPCTHAasA
KOHCTpyKIHs. [locie 3Toro nonpoOyiTe COCTAaBUTh HECKOJIBKO MOXOKUX NpeIokeHni. Kak ToIbKO BbI
Ha4aJIkx XOpOoIIO IMOHHUMATh IMPOCTBIC IMOAKACTBI, NECPECXOJUTEC Ha 60.1'[66 CJIOKHBIC, C 6LICTpI>IM TEMIIOM
peun, 60J'II>].LI€ﬁ IpOAOJDKHUTCIIbHOCTBIO U HOBOMU JIEKCUKOMU.
UTOoOBI y3HATH, HACKOIBKO XOPOIIIO BBl CTAJIM MOHUMATh AHTJIUHCKUAN Ha CIIyX, U IPOBEPUTH CBOI HABBIK
mpaBonurcanus, NoCETUTE OJIUH U3 CaiToB C OHHaﬁH-IlHKTaHTaMH Ha aHTJIUUCKOM SI3BIKE:
http://www.dictationsonline.com/
http://www.rong-chang.com/eslread/eslread/dict/contents.htm
https://www.englishclub.com/listening/dictation.htm
http://breakingnewsenglish.com/dictation.html
http://www.learnenglish.de/dictationpage.html
3aHuMaiiTech MO ayIMOKHUTaM. AYIWOKHWTH— OTJIWYHBIA pecypc Juid pPa3BUTHS HaBbIKa
Ay IUpOBaHUs. BO3I>MI/ITC TCKCT 3aIllUCU U III/ITaI\/'ITe €ro I1po CC6$I napauiCjibHO ¢ JUKTOPOM. MI/IHyT quepe3
10-20 BbI ITPUBBIKHUTC K TEMITY p€UH U I'OJIOCY CIIMKEpa, BaM 6y;[eT JICT4YC pacCrio3HaBaTh CJIOBA Ha CIIyX.
3aKkpoiTe TEeKCT U ciymaiTte ayauo3anucb. MoxeT ObITh, BBl HE TIOWMETE KaKJ0€ CJIOBO, HO 3aMETHUTE,
YTO YJIAaBJIMBAETE OOJBIIYIO YAaCTh TOTO, YTO TOBOPUT AUKTOP. A €CIH CIyIIaTh KHUTY KaXAbIH JI€Hb, TO
gyepe3 HEKOTOpOe BpeMs BBl OyJieTe CIIOKOHHO 0OXOIUThCsA 0e3 TekcTa. Vcmonmb3yiTe Bce TEXHUYCCKUE
JOCTHXKCHUA, I/ICHOHB3YI71TC q)YHKHI/IIO 3aMCIJICHHOI' O BOCHpOI/ISBeIIeHI/ISI ‘-ITO6BI yMeHBmaﬁTe CKOpOCTB
BOCHpOI/ISBeJIeHI/IH, IIOKA HEC CTAHECTC ynaBJ'II/IBaTB petn) JII/IKTOpa.
- http://www.librophile.com/#!/audiobooks/popular/free
- http://www.voicesinthedark.com/content.php?iContent=50
- http://freeclassicaudiobooks.com/
- http://www.audiobooktreasury.com/

2.5. CamocTosiTeJibHAsI pad0oTa HAJl TOBOPEeHHEM


http://www.audioenglish.org/
http://www.bbc.co.uk/worldservice/learningenglish/general/sixminute/
http://learningenglish.voanews.com/programindex.html
http://www.listen-to-english.com/index.php?cat=podcasts
http://www.dailyesl.com/
http://www.privateenglishlessonlondon.co.uk/category/learn-english-online
http://www.dictationsonline.com/
http://www.rong-chang.com/eslread/eslread/dict/contents.htm
https://www.englishclub.com/listening/dictation.htm
http://breakingnewsenglish.com/dictation.html
http://www.learnenglish.de/dictationpage.html
http://www.librophile.com/#!/audiobooks/popular/free
http://www.voicesinthedark.com/content.php?iContent=50
http://freeclassicaudiobooks.com/
http://www.audiobooktreasury.com/

Kak MokHO yamie ofmaiiTech Ha aHIJMIiCKOM C TIpernojaBaTelieM, OJHOTPYNITHUKAMHA Ha Kypcax,
JIPY3bSAMH, HU3YYAIOUIUMH S3BIK, WHOCTpPAHIIAMH. TaK BB CMOXKETE YCIBIIIATh <OKUBYIO» pedb W
MPUBBIKHYTh K TOMY, YTO QHIJIMMCKUNA MOXXET 3BYYaTh IO-Pa3HOMY, BEIb y KaXKIOTO YEIOBEKa CBOC
MIPOU3HOIIICHUE, AKIICHT.

Y4yurech AymMaTh Ha aHTJHHCKOM si3bIKke. KoTma ynTaeTe WiIu CiymiaeTe Kakoi-Tn00 TEKCT, He HY)KHO
MBICIIEHHO TIEPEBOUTH €T0 Ha PYCCKHUH S3bIK. Ba)XHO BEIOMpATh MHTEPECHYIO IS BaC HH(POPMAIIHIO: BBI
YBJICUETECH [TOBECTBOBAHUEM M HE OyJ/IeTe OTBICKAThCSI Ha JOCIIOBHBIN MIEPEBOI.

O0s13aTeTbHO TIPOTOBAPHUBANTE CBOM MBICIH BCIIYX: OT OJHUX MBICIEH TOBOPUTH HE HAYUHIILCS, HO €CITH
BbI 3aBeJIETE MPUBBIYKY PETYJSIPHO AyMaTh HA aHTJIMACKOM, TO U TOBOPHUTH BBl HA HEM CMOXKETe, Kak Ha
POJTHOM SI3BIKE.

PasroBapusaiite ¢ keM-HUOYyAb. Hanmpumep, paccKakuTe CBOEMY OTPKEHHIO B 3epKayie, KaK y Bac
JleJia, 9TO MPOU30IILIO 3a IeHb. BO3MOXKHO, TPEeITIOKEHIE TTOTOBOPHUTH C 3€PKATIOM TTOKAKETCS CTPAHHBIM,
HO TIOJIB3bI TIPUHECET MHOI0. 3€PKajo MOXET OBITh JIYYIIEe YeIOBEKa MO HECKOJbKUM MpHYUHAM. BB
MOJKETE CKa3aThb CBOEMY OTPaXCHHIO BCE, YTO XOTHTE M Aymaere. Bbl He OouTech cKazaTb YTO-TO
HenpaBWwiIbHO. OYeHb 9acTO M3YYarOIIMX SI3BIK TPECIIeyeT CTpax CHeNaTh OMHOKYy. DTO MPHBOIUT K
TOMY, YTO YEJIOBEK HE TOBOPHUT COBCEM. A C 3€PKaJIOM STOT CTPaxX YXOAWT: BPS JU KTO-TO CTECHSETCS
CBOET0 OTPaXKECHMUS.

OnmucepiBaiiTe KapTUHKU. Bo3pmure mo0yio kapTHHKY. OHAa MOXET OBITh CBS3aHAa C TEMOM, KOTOPYIO
BBl M3y4aeTe, MOXeT ObITh Ha OTBICYCHHYIO TeMy. [locrapaiitech ommcaTh, 9YTO Ha HEll H300pa)KeHo.
I'oBopuTe BCE, YTO CMOXKETE MPUAYMAaTh: KTO W300pakeH, YTO OH JIEJIAaeT, KaKue MPEAMEThI Bbl BUJIHTE,
€CTh JIM BTOPOCTCIICHHBIC ACTAIM, HPABUTCA BaM KapTHUHKA UJIN HCT. Ecan Bam YPOBCHb 3HAHUM BBICOKHI
¥ HaBBIK TOBOPEHHUS PAa3BUT XOPOIIO, aHAJIM3UPYHTE NpPOU3BEICHHsS HCKyccTBa. He cToWT CHIIBHO
BJIaBaThCsl B MOAPOOHOCTH, HECKOJIBKUX TIPE/IOKEHUH OyIeT JOCTaTOUHO.

3anuceiBaeM cBOii rojioc. BriOeprre Kakyro-HHOYAb OOIIEpa3srOBOPHYIO TEMY, HAIpHUMeEp pacckas o
Bameil moOnMol KHUTe. BKITFounTe TUKTOPOH U 3alHUIIATE CBOM rojoc. [lociie 3Toro BKIOYNTE 3aIiCh
¥ BHUMATEINIbHO TIpociyiaiTe ee. OOparnTe BHUIMaHUe, B KaKUX CIydasX Y Bac BOSHHKAET 3aMHUHKA, TJIe
Bbl 3aTATMBACTC Iay3y, HACKOJIBKO 6LICTpa$I Yy BaC pc€yb, XOpOoHICC MNPOU3HOLICHUEC U IIPABUIIBHOC
UHTOHHUPOBAHUC. OOBIYHO MIEPBBIC 3allMCH JId H3YYarolluX AHTJIMHACKUM — WCIBITAHUE HE JJIsL
C1a00HEPBHBIX: BO-TIEPBBIX, MBI HE TPUBBIKJIN CIBIIIATH CE0sI CO CTOPOHBI, BO-BTOPHIX, AHTJIOS3BIYHAS
peub Ha MEePBBIX CTYNEHSX 00YYEHUs 3BYYHT CTPAHHO M HEMOHSATHO. MBI pEKOMEH]TyeM BaM B3SITh ce0sl B
pPYKH (BCE€ C 3TOT0 HAUYMHAIM) W TMPOJODKUTH MOJOOHBIE 3aHATHS. A uyepe3 MecsI-Ipyroid CpaBHHUTE
MIEPBYIO0 W TIOCIEHNAE 3allMCU: Pa3HMIA OYJeT pasWuTeNbHas, W 3TO BOOAYIIEBHT Bac Ha AallbHEHIINE
MOJIBUTE B N3YYCHUH aHTIIMHACKOTO S3bIKA.

Mumem moctel. [lonpoOyiiTe Hanmucath HEOOJBIIOW paccka3, UCIOJB3YS ClIoBa WK (hpa3bl, KOTOPHIC
XOTHUTE «aKTUBUPOBaThY». ECiM Ball ypoBeHb 3HAHUI JJOBOJIBHO BBICOK, BAM CKYyYHO IMHCATh YUEHUYECKHE
YVIpaXXHEHUsS B TETPAJKy, W BbI JIaBHO JKaXKJIETE€ CBOSH MUHYTHI CIaBbl, OTIPABISHTECh HA MPOCTOPHI
Wurepuera. [denaiite 3anucu B Twitter, Ha Facebook, Ha crene Brkonrakre, 3aBeaure Ojor. [lummure Ha
AHTIIMHACKOM SI3BIKE KOPOTKHE 3aMCTKH, CTAaTbH C UCIIOJIb30BAHUEM HOBBIX CJIOB.

O6maemcs:i ¢ nHocTpanuamu. CoBeTyeM HaWTHU Jpyra MO NEPENHCcKe Ha OJHOM M3 ATUX CaWTOB:
penpalworld.com, interpals.net, mylanguageexchange.com. [Iummure emy JUIMHHBIE THCHMa, a TIEPE]
OTHpaBKOfI CIe u quTanTe BCJIYX — TIOJIE3HO M JIs IMPOU3HOUICHUWA, W JId aKTHBAllUKW CJIOBAPHOI'O
3araca.

Y4uuMm Hau3ycTh CTHXH U MEeCHU. 3yOpexKa — 3aHsITHE CKYyYHOE, JPYroe JeJo, €ClIM Bbl Pa3ydrBacTe
HHTEPECHbICE BaM CTHXU W IECHH HAM3yCTh. OJTO HHTEPECHO, IOJIE3HO Ui OOILICro pa3BUTHS U
oOorareHus CIOBapHOTo 3anaca. PudMoBaHHBIE CTPOUYKH 3alIOMHHAIOTCS JIeT4e OOBIYHBIX TEKCTOB, TaK
YTO U HOBasl JICKCHKA OBICTPEE OTIIOKUTCS B aKTHBHYIO YaCTh BAIIETO CIOBAPSL.

2.6. CamocTosiTEILHAA PA00Ta HAX YTEHHEM
I[MapaiyiejibHOEe YTeHHMEe — HTO YTEHHE OJIHOTO M TOr0 e TeKCTa Ha JBYX Ss3bIKax: POJHOM U
n3yyaeMoM.Tem, KTO TOJbKO Hayajl YYUTh aHIJIMIACKUMI, HET CMbICIIA YUTATh NapajulelbHble TeKCThI. Bl
MOKa HE CMOYKETE COMOCTAaBUTh IPaMMATUYECKHE KOHCTPYKIIMU U YaCTH PEYM B Pa3HbIX si3bikax. [ToaTomy
JIOKIUTECh XOTsI Obl ypoBHs Elementary, ocBOWTE OCHOBBI TPAaMMAaTHKH U TOJIKO ITIOTOM MPHUCTYHANTE K
yTeHuto. Kak Toabko BBl JTOCTUTIM ypoBHs Intermediate, mepexoauTe K YTCHHIO KHHT IIOJHOCTBIO Ha
AHTJIMACKOM SI3BIKE. DTO MOKET OBITh KaK aJanTHpOBaHHAs JUTEpaTypa, TaK W KHUTH B OpPUTHHAJE.
3HaHWE MPaBWI YTCHHUSI — 0053aTEeIHFHOE YCIOBHE ISl HCTIOIB30BAHNS METO/Ia MapAIIICIHHBIX TEKCTOB.
Bceerpa BeiOMpaiiTe TOT TEKCT, KOTOPBIH BBl ¢ yIOBOJLCTBHEM MPOYHMTAIN OBl MM IEpECUYNTAIH OBl Ha
pycckoMm si3pike. CrymmaiTe ayamo3aluch TEKCTa. Takke MOXHO BOCIIONB30BATHCS CIEIHATHHBIMA



nporpamMMamu ¢ TexHonorueir Text-To-Speech, manmpumep http:/neospeech.com/. B okomko MoXxHO
BBeCTH JI0OyI0 ¢pady, W MporpaMma O3BYYHT €€ TOJOCOM HOCHUTENsl S3bIKa C MPaBHIbHBIM
NPOM3HOIICHNEM W MHTOHanued. Yuraiite ¢pasy Ha PyCCKOM M CONOCTABISIATE C MpEIIOKEHHUEM Ha
AHTJIMKACKOM YTOOBI pa3o0paThCsl B CTPYKTYpe NpeanoxeHus. Tak, Bbl pounTaete ¢ppazy Ha PYCCKOM H
aBTOMAaTHYEeCKN Oy/eTe COMOCTABIATH AHTIMHCKHE CJIOBA C PYCCKHMH, Pa3OMpaTbcs B CTPYKTYpe
MIPEIOKEHHUSI, 3TO IIOMOXKET BaM Pa3BUTh UyBCTBO SI3bIKA U SI3bIKOBYIO JOTAKY.

Bribepute ynobuble pecypcenl: https://sites.google.com/site/aglonareader/home/lang-ru Ilporpammy s
YTeHHUS MapajuleIbHOTO TEeKCTa, a TakKe MPWIOKEHHE MOXKHO CKadaTh OeCIIaTHO. DTO HMHTEpecHas
pa3paboTka, KOTOpas IIOJICBEYMBAECT COOTBETCTBYIOIIME OTPHIBKM B TMapaUIeIbHBIX TEKCTax.
https://studyenglishwords.com/ - 6ecruaTHbI# caliT, Ha KOTOPOM MOYKHO YMTaTh MAPaUICIbHBIC TEKCTHI
Ha aHIJIMICKOM SI3BIKE, COXPaHATh CJIOBA M3 HUX B COOCTBEHHBIM 3JICKTPOHHBIM CIOBAPUK U YYHUTH B
CcBOOOHOE BpEMSI.

UreHue BCJIYX HA AHTJINHCKOM SI3bIKE!

1. YUuraiiTe MENJIEHHO, YETKO U BBIPA3UTEIBHO MPOroBaprBaiTe Kax bl 3ByK U KaXKI0€ CIO0BO, JIenaiTe
nay3sl. Ecnu BeI OyJieTe THaThCS 32 CKOPOCTBHIO, TO MHOTOTO HE J00heTech. Jlake eciu CKOpOCTh BBl U
HapaOoTaeTe, TO TPOW3HOIICHHWE, WHTOHAIWS, KpacHBBIE 3BYKH — BC€ 3TO yHaer B Hukyma. s
BBIPA3UTEIBHON pedr B MEPBYIO OYEPEb HY)KHO XOpoIllee MPOU3HOIIEHUE U MpaBUiIbHAs MHTOHAIMA. A
CKOPOCTb TTOSIBUTCSI CO BpEMEHEM caMa, OHa HapabaThIBaeTCs TPAKTUKOM.

2. IlpounTaiiTe TEKCT M TOJHKO ITOTOM HINUTE HOBBIC ciioBa. He 3a0bIBaiiTe, 4TO MpH YTEHWH BCIyX
ObIBacT CIOXHO IMOHATH COjepkaHhe Tekcra. CHavyana MONHOCTBIO YWTaliTe TEKCT, He oOpamias
BHUMAaHUs Ha He3HakoMble cioBa. CtapaiiTech yIOBUTH TNIABHYIO MBICIIb U MOHSATH, O 4eM TekcT. [locre
TOTO KaK BbI IPOYXTANN TIEPBBIA pa3, MOKHO yKe paboTaTh C HE3HAKOMBIMHU CIIOBAMU: MICKATh 3HAYCHUS
B CJIOBape, CMOTpETh, KaK MPOM3HOCATCA. YTOObI pacIIMpuTh CJIOBAapHBIA 3amac, y4YUTe HOBBIC
BBIPQKEHHUS, TTOBTOPSIUTE CIIOKHBIE W TPYTHOMPOM3HOCHMBIC cioBa. UTOOBI BaM OBLIO Jierye 4YuTath,
HEO0OXOMMO BBIOMPATh KHUTY, COOTBETCTBYIOIIYIO BAallleMy YPOBHIO 3HAHUIA.

3. OOpamraiiTe BHIMaHHE Ha TpaMMaTHKy. Uwmras mpo cebsl, MOXKHO OErJio MpOCMOTPETh TEKCT, He
BaBasCh B TMOAPOOHOCTH cojepkaHus. UnTas aHTIMHCKUAN TEKCT BCIYX, Bbl HUKYyJla HE TOPOIHTECH,
MOATOMY MOKETE YBHJETh, KaK YMNOTPEOJSIOTCS BpeMEHa W apTUKIA. To ecTh BBl 3alOMUHAeTe
MpaBUJIbHBIE MOJICIIN UCIIOJB30BAHUS TPAMMATUUYECKUX MTPABUIL.

4. Yuraiite He MeHnbimie 10 MuHYT B JeHb. Pasymeercsi, yueM Oombie Bbl OyJieTe YUTAaTh BCIyX Ha
AHTTUICKOM s3bIKe, TeM Jyuine. OnTtumanbHbelii BapuanT — 30 MuHYT B JeHb. Ho ecnm mumiHero
BpPEMEHH y Bac HET, cTapalfTech BBIACHATH XOTs Obl 10-15 MUHYT. DTO HYKHO Kak pa3 JAJsl TOTO, YTOOBI
Ballla pe4b CO BPEMEHEM CTasla OBICTPOH M IIaBHOW. BaM He Hallo MpUAYMBIBATH pedb HA XOAY, KakK B
pasroBoOpe, BBl YMTAETE TPAMOTHO HANMCAHHBIM TEKCT M ClielyeTe 3a X0J0M Mbiciu. Eciu Bbl Oyzere
YUTaTh BCIyX HE MEHbIIE I[OJydyaca B [J€Hb, TO 4YEpe3 MECSI-IAPYyrol 3aMeTHTe, KaK CHUIbHO
peoOpasniiach Balla pedb: 3BYKH CTAIM YeTKUMU, YIIUTH CIIOBA-Iapa3uThl U HEJIOBKHE 3aMHHKH.

5. Uwraiite pa3Hble TEKCThl. YWTalTe Xy/10’)KECTBEHHBIC MPOM3BEIICHHS, CTUXH, HAyYHBIC IMyOJIMKAIINH,
CTaThH B Ta3eTax M KypHanax. PasHooOpa3Hble TEKCThI MOMOTYT PAa3BUTh HABBIK YTEHHUS CO BCEX CTOPOH.
Jist Kaykoro TeKcTa Oy IyT pa3Hble TEMITbI PEYX U May3bl, HHTOHAIHSL.

Hurepuer-pecypchl:
http://www.rong-chang.com/nse/ 3ToT caiiT mogOWAET /T 3aHATHI HAYMHAIOIINM C YpoBHEeM Beginner
u Elementary. Bce TekcThl KOpOTKHUE, B HUX MCIIONB3YIOTCS MPOCTHIE CJI0OBA U AJIEMEHTapHask IpaMMaTHKa
— Tpu BpeMeHu rpymibl Simple. [TonpoOyiite unTath X0Ts OBl 2-3 TEKCTa €KEAHEBHO, 3TO 3aiIMET BCETO
5-10 muHyT. TeMbl TEKCTOB pa3Hble, YaCTO OHU MPEACTABISIOT co00i HeOonbiue NIyTKH. Bee cioBa
nmoo0paHbl TakUM 00pa3oM, YTOOBI W3YYalONIUi HE MPOCTO YWTAT TEKCThl Ha AHTJIMICKOM, HO U
pacimpsl CBOM JIeKCHMYecKuid 3amac. Tak, BBl CMOXETE BBIYYHTh IEpPBbIC (Ppa30OBbIC TIIAroJibl, Y4acTo
yrnoTpebsieMble CJIOBa U BhIpakeHUs. K KaIoMy TEKCTY MpUIIaraeTcst ayIHo3aIuch.
http://www.english-online.at/index.htm 3ToT pecypc co3aaH CHENUanbHO IS N3yYarOInX aHTITHHCKU
s3bIK ¢ ypoBHeM Pre-Intermediate u Bbime. TekcThl HE OYEHB JIMHHBIC, 3aTO HACHIMIEHBI TOJIE3HBIMU
BBIp@XEHUSIMH W ciioBamMH. CTaTbu pa3HON TEMaTHUKM aJalnTHPOBAHBI CHENHAIBHO JUIS YYaIIUXCs:
WCIIOJNIB3yeTCs HanboJee JyacTo yrnoTpediseMas JeKCUKa W HECIOKHbIE TPAMMAaTHYEeCKHEe KOHCTPYKIIHU.
Ha nanHbIil MOMEHT Ha caiiTe AOCTYIHBI JUIsl YTEHUS HECKOJBKO COTEH TEKCTOB pa3HOW TeMaTuku. Bce
OHH JIOBOJIbHO MHTEPECHBI, TaK YTO JAHHBIM PECYPC COACPKUT ONTHUMAIBHYIO ITPOIMOPIUI0 O0yUEHUS U
pasBiieueHusi. Bo Bcex CTAaThsX BBl YBHJHUTE CJIOBA, BBIJCICHHBIC JKUPHBIM HMIPUPTOM. ITO JIEKCHKA,
KOTOPYIO BaM IpejiararoT u3yuuth. [locne TekcTa cTaTbM Bbl HAWAETE aHIVIO-aHIVIMUCKUI CIIOBaph C
STUMH CJIOBaMH. TakuM 00pa3oM, CalT BBIMTOJHSAET BaXKHYIO (DYHKIIUIO — BBl MOXETE M3y4YaTh Ha HEM
HOBYIO JIEKCUKY B KOHTEKCTE.
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http://short-stories.co.uk/ A 3ToT caiiT momoiaeT BceM IIOOUTENSIM XYI0KECTBEHHOM JINTEPATyPhI. 3/1€Ch
HET aJaNTHPOBAHHBIX TEKCTOB WM CIIOBapel, TOJNBKO paccKa3dbl AaHTJIOSA3BIYHBIX AaBTOPOB B
HeM3MEeHeHHOM Bune. Ha caifte mpeactaBieHbl 8 MOMyJsIpHBIX JKaHPOB: JAETCKas JIUTEpaTypa, NCTCKTHB,
(haHTacTHKA, yKACKI, OMOD, TOKYMEHTAJIbHAS [TP0O3a, POMaH, Hay4Has (paHTacThuka. ECIu BbI HAXOIUTECH
Ha ypoBHe Pre-Intermediate, mompoOyiiTe Ha9aTh YUTATh NETCKUE PACCKA3BI.
http://easyenglisharticles.com/ Dto emre omuH pecypc ¢ TEKCTAMM IS W3yYAIOIINX AHTIHHACKUHN SA3BIK.
CaiiT opueHTHPOBAaH Ha ydammxcs ¢ ypoBHeM Pre-Intermediate u Bwime. Bce craTthu Ha dTOM caiiTe
aJanTHPOBAHBI IS YUAIUXCS: B TEKCTAX COMAEPKUTCSA TOIBKO Hamboiiee 4acTo ynorpebisemas JeKCHKa
¥ TpaMMaTHKa CPEJIHEr0 YPOBHS CIIOKHOCTH. TEeKCTHI B OCHOBHOM IIPENICTABIISIIOT MOCIEIHIE MHUPOBEIE
HOBOCTH, HO €CTb W  pa3Hble  CTAaTbU-COBETHl IO  HM3YyUYCHHUIO HHOCTPAHHOTO  SI3BIKA,
CaMOCOBEPIICHCTBOBAHUIO U T. . CaMble CBEKKME HOBOCTH CO BCETO MHUpPA B alalTUPOBAHHOM BapuaHTe!
OOpatuTe BHHMaHHE: TIOCIE KaXJAOH CTaTbM €CTh CITHUCOK CJIOB, PEKOMEHAYEMBIX K H3yUCHHIO.
[MompoOyiiTe yranaTh MX 3HaUYE€HUE U3 KOHTEKCTA, 3TO, KaK MPABUIJIO, BEChbMa ITOJIC3HAS JJIs M3YUYCHHS
JIEKCHKA.

http://www.infosgquares.com/readingcomprehension/ Ha sTom caiiTe TpeacTaBIEHO BCETO HECKOIBKO
JIECSITKOB TEKCTOB, OJJHAKO OH JOCTOWH Balllero BHUMaHWA. Pecypc momoiier amns 3aHATHI YIeHUKaM C
ypoBHeM Intermediate u Bwimie. Pecypc oTimuaeTcs OT MpeAplAyIIMX CAMTOB TEM, YTO Ballla 3ajJada
TeNeph — HE MPOCTO MPOYUTATh TEKCT W TOHSATH OCHOBHYIO MBICIBH, a YIIOBUTHh JaKe MeJbuaiIimie
nmetanu. Ha Bkiamke ¢ 000l cTaTbell BbI HaifJieTe HE TOJNBKO CCBUIKY Ha CaM TEKCT, HO M TECT Ha
MPOBEPKY MOHUMAaHHS TPOYUTAHHOTO. [103TOMY MBI COBETYEM OOpaTHTh BHUMaHHE Ha 3TOT PECYPC BCEM,
KTO TOTOBHUTCA K 3K3aMCHY IIO aHFJ'IHfICKOMy A3BIKY, BC€Ab BBl MOXCTC «OTPCICTHPOBATH» HA 3TOM
pecypce cekmuio Reading. 3amada sToro caiita — MpoBEpHUTH, HACKOJIBKO XOPOIIIO BBl IOHUMAETE TEKCT.
[ToaTOMy MBI peKOMEHAYEM 3aHUMATHCA HAa ATOM CaiiTe MPUMEPHO pa3 B MECAI, a B OCTAIILHOE BpeMs
YUTATh JPyTrue cTaThu. TakuM 00pa3oM, Bbl OyjaeTe BUIETh, HACKOJIBKO OBICTPO Pa3BHBACTCS Balll HABBIK
YTEHHS Ha aHTJIMICKOM SI3bIKE M HACKOJFKO BBl BHUMATENHBI TP YTCHUH.
http://web2.uvcs.uvic.ca/courses/elc/studyzone/330/reading/  Dtor caiT  CXOK € TPEIBIIYIIHM:
HEOOJIBIIIOE KOJMYECTBO MATEPHUAJIOB C JIMXBOM KOMIICHCHUPYETCS HAJIMYUEM pa3HbIX YIPaKHCHUH,
MIPOBEPSIIOIIMX TIOHUMAHKUE TEKCTA. 3/1eCh MOXHO 3aHUMAThCs ¢ ypoBHEeM Pre-Intermediate u BbIe.
http://dreamreader.net/ ItoT pecypc 3aHHTEpECYET TeX, KTO JIIOOUT YMTATh Pa3HbIe O3HABATEIbHbIC H
pasBiiekatenbHble cTaThi B IHTepHeTe. CailiT mojoiineT yuamumes ¢ ypoHeM Elementary u Bbite.
Boubliie Bcero TeKCTOB Ha 3TOM caiiTe nmpejcTasieHo B pasaenax Fun English u Academic English.
[IpenecTh cTaTeit B TOM, YTO HAITMCAHBI OHU XOTh M MTPOCTHIM, HO JKUBBIM SI3BIKOM. A paccMaTpHBaeMbIE B
CTaThsIX TEMBI aKTYaJIbHBI I OCBEIIAI0T CaMble pa3HbIe CTOPOHBI JKU3HU: OT s3bIKa Tema 110 (pact-pyaa, oT
HJIO no «xomaubux» uanoM. K kaxxjoMy U3 TEKCTOB MpUiIaraeTcs psiji BOIPOCOB, TOMOTAIOIINX
MIPOBEPUTH, HACKOJIBKO XOPOIIIO BHI MIOHSUIA IPOYUTAHHOE. BRI MOKETE HEe TPOCTO YUTATh CTATHIO, HO U
MOCITyIIaTh ee.

2.7. CamocTosiTeTbHASI PAa00Ta HAl MACHMOM

U3yuaiiTe mpaBuia HANMMCAHHS CJIOMKHBIX CJIOB. 3allOMHUTH TPABOIMCAHWE MHOTHX CIIOB OyjeT
npolle, eciy 3HaTh MpaBuia, 1O KOTOpPbIM OHW mwminyTcs. Hampumep, B crathe «Silent letters.
HenpounsHocrumbie OYKBBI B aHTITHIICKOM SI3bIKE» YETKO U TIOHSITHO OOBSICHSIOTCS TIPAaBUIIA YIIOTPEOJICHHS
HEMPOU3HOCUMBIX OYKB. M3yuuTe 3Ty CTaThio, H Y Bac y»Ke He BO3HHKHET JKellaHHs Hamucath nowledge
BMecto knowledge http://engblog.ru/silent-letters. Takxe coBeTyeM O03HAaKOMHUTBCS H CO CTaThel
«Opdorpadusi aHTTIMICKOTO sI3bIKa», B HEHW MPEJCTABICH CIHHCOK TIOJE3HBIX MAaTepHajoB IS
COBepIIICHCTBOBaHUS mpaBonvcanus http://engblog.ru/spelling.

Hcnoab3yiiTe mpueM M3 WKOJbI. BerioMHuTe, KOra Mbl COBEpLIATM OIIMOKY B JUKTAHTE, YYUTEIb
3aCTaBJISUT HAC MPOIMHUCHIBATE ¢lIoBO 5-10 pa3. OH menan 3TO HE W3 JKENaHUS HAKa3aTh YUYCHUKA, a IS
TOTO, YTOOBI B HAIIICH TAMSITH MTPOYHO 3aKPEMIIIOCH NTPaBUILHOE HamucaHue cioa. [lompobyiiTe nemath
AQHAJIOTHYHO M C IPaBOMNHMCAaHMEM AaHTJIMHCKUX CJIOB: KaK TOJBKO OIIUOJIHMCH, BO3BMHUTE TETPAJIKy H
HAIHIIATE TOHSATHE MPABHILHO HECKOJIBKO pa3. BhIMomHsis Takoe ynpakHeHne, Bbl BKIIOYaeTe B paboty
MEXaHHUYECKYI0 NaMsTh, a 3TO 3HAYUTEIBHO O0Jierdaer 3arlOMHHAaHUE cioBa. MalleHbKask XUTPOCTb:
MHorue QuIOIOrM M JMHIBHCTBI COBETYIOT OTKa3aThCsl OT HPOMUCHBIX OykB. OHHM PEKOMEHIYIOT
meyaTath CJIOBO Ha KJaBHaType WM NHCaThb €ro IedaTHbIMH OykBaMH. B Xoae 3KCIepMMEHTOB
BBISICHUJIOCh, YTO I€4aTHble OYKBBI HMEIOT 4YeTKyr (opMy, [MOITOMY MO3TY TpOIIE 3allOMHUThH
HamucaHue ciioBa. YTo Kacaercsl MPONMKUCHBIX OYKB, TO MOYEPK OBIBACT Pa3HbIA, U (PAKTHUECKU KaXK/IbIi
pa3 Mbl numieM OyKBY HEMHOTO TO-IPYroMmy. DTO YCIOXKHsSET Bocmpusthe nHpopmanun. [lompoOyiite
neyaTarh, a He IUCaTh, BO3MOXHO, 9TO IMEHHO TO, YTO BaM HY)KHO.
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IIpakTukyiiTech, MPaKTHUKYiiTeCh M ellle pa3 MPaKTHKYHTech. UTOOB HAyYUTHCS BOAWTH MAIUHY,
BaM HY)KHO KaK MOXHO 4Yalle CaJAMThCs 3a PyJib, a YTOOBI IIMCAaTh I'PAMOTHO, HYKHO KaK MOYKHO yalle
caiuThCs 3a CTON W mucarh. llompoOyiiTe aAenaTh pa3NUuYHBIE 3alUCH Ha AHTJIIMHCKOM SI3BIKE,
MPaKTUKOBATHCS MOXKHO Tak: BeawTe AHEBHHK, a Jydmie NMONMpoOyHTe 3aBecTH OJOT Ha aHTJIHHCKOM
a3bike B MHTepHeTe. CaMOBBIpaKCHUE U TEIUIbIe KOMMEHTapUHM YUTaTelell BOOAYILEBST Bac HA HOBBIC
nogsuru. [lenaere nomaminee 3aganue? HanumuTe win HanedaTaiTe €ro, a He MPOCTO OTMETHTE HYKHbIE
OTBEeTHl B yueOHHKe. J[e10 3To TpymoeMKoe, HO OKynmuTcs ctopuueil. [lonpaBunace uHTEpecHas nuTaTta
WIM WIMOMa Ha aHTIIMHACKOM si3bike? He xommpyiite ee cebe Ha KOMITBIOTEp, a HaledaTaiTe BPYYHYIO.
DTO OTAMYHBIA MPHEM, COBMEINAONINI B cebe W oOydeHue, M pa3BiedeHne. Bribepute MHTEPECHYIO
kHuTy uinu Omor B Mutepnere. ExxeqHeBHO mepenuchiBaiiTe 1-2 cTpaHMIBI TEKCTa, MPUYEM CIOBO B
CJIOBO. DTO OAMH M3 CaMbIX ACHCTBEHHBIX METOJOB yiyulieHus spelling.

3ajgeiicTByiiTe 3ligeTH3M. DiineTn3mM — ¢oTorpaduueckas namsITh, KOTOpas OTBEYAeT 3a 3alIOMHHAHUE
3pUTENBHBIX 00pa30B. 3aJeHCTBOBaTh €€ Jydlle BCEro MpH M3YyYCHWH HOBOTO CJOBa. BHHMMaTenbHO
CMOTpPUTE Ha HEro, MocTapailTech 3allOMHUTH €ro (GopMy, MOpSIOK OYKB, 3aTeM 3aKpOWTe Iiaza |
[ocTapaiTech MPEICTaBUTh €r0 — Yy BaC B HaMATH OTJIOKUTCSA 3PUTEIbHBIA 00pa3 HOBOIO IOHSTHS.
OfHOBPEMEHHO C MPOCMOTPOM IIPOM3HECHUTE CIIOBO, YTOOBI 3TH 3BYKHM acCOLUMHPOBAINCH y Bac C
KOHKPETHBIM IpaBHJIbHBIM HamnucaHueM. BuIMonmHsANTe 3TH AeMCTBUSA MpU Ka)JI0M MOBTOPEHMH, TOTJa
yhnpakHeHHEe ObICTPO MPUHECET CBOU IUIOIBL.

CeepsiiTech co ciaoBapeM. Korja nuiere CIoXKHOE CIO0BO, HE MOJAraiTech TOJBKO HA CBOK MaMSITh,
npoBepsiiTe HamucaHue B cioBape. Jlydimie mucath MEAJICHHO, 3aTO NPaBWIIBHO, 4YeM OBICTPO U
HerpaMoTHO. He mepexuBaiite, Tociie HECKOJIBKUX «IIOATJISBIBAHUID BBl 3alIOMHUTE CIIOBO M OyneTe
YBEPEHHO MHUCATh €T0 0e3 BCAKHUX MOJCKA30K.

CocTtaBbTe COOCTBEHHBIH ca0Bapb. B JHUHBIA cloBaph BKJIIOYMTE TOJIBKO T€ CJIOBA, HaMMCaHUE
KOTOPBIX BBI3BIBACT y Bac TPYIHOCTH. PaboTaiiTe ¢ ITHM «IeTHIIEM» KaKk OOBIYHO NPH H3YYCHUH
AHIVIMMCKOM JIEKCHUKU: 4acTO MPOCMaTpHUBATE, MOBTOPSUTE, MEPEBOAUTE C PYCCKOTO Ha AHIJIUHCKUNA
(Jtyu1ie Bcero NMCbMEHHO). DTO MOMOXKET BaM JIETKO BBIyUUTh [IPABONKUCAHUE aHIJIMHCKOTO SI3bIKA.
Bcenomuute 06 ygdexre Pecropdd. Jlyume Bcero Ham 3arnmomuHaeTcst HHGOpMAaIys, BBLACTSIOMASNCS U3
o0meit maccel. Mcnonb3yiite a3dekt cede Bo Oiaro. Kak crnenars ciioBo 3anomuHarommmMcs? Beijgenure
€ro U3 JPYrux CJIOB B NPSIMOM CMBICIE — IPU MOMOIIM SIPKOM Py4YKH MM LBeTHOro mpudra. Mosr
BBIJICJIUT 3Ty UHQOPMAIUIO M3 OCTAJIBbHBIX CIIOB W 3alOMHHT. [lOMHHTE, BeJlb B IIIKOJIE HAC 3aCTaBIISLIH
JlenaTh aHAIOTMYHO Ha YpOKax PYCCKOTO S3bIKa: CIIOBapHbIE CJIOBAa MBI BBIJIEISUIM PAa3HOIBETHBIMU
pyukamu. Masnenbkast XuTpocTh: HekoTopble menaroru COBETYIOT HE MPOCTO BBIACISATH CIOBO, HO U
nucath Kakaylo OyKBY pa3HbIM IBeTOM. Bpemenu Ha Hamucanue yiiner Oojblie, padoTaTh C MOHATHEM
BbI OyJieTe JIONbIIe, MIOATOMY U 3allOMHHUTCS OHO ObicTpee. OO0sA3aTebHO MOMPOOYHTE HA MPAKTHKE 3TO
IPOCTOE yIPaKHEHHUE.

Padoraiite ¢ Microsoft Word. Vcrmonb3yiiTe aBTOMaTH4ecKyto poBepKy opdorpaduu He TOJIBKO IO
MpsIMOMY Ha3HA4EHHUIO, HO W JuIst oOyueHus. Kak TOJIbKO yBHIWTE, YTO Mporpamma HCIpaBHiIa KaKoe-
1100 CIIOBO, COTPUTE €ro M HAMUIINTE BPYYHYIO TPAaBUIILHBIA BapUaHT. DTO HEMHOT'O YBEIMYHUT BPEeMs
paboTHI C TOKYMEHTOM, HO OYZIET MOJIE3HBIM yIpaxkHeHueMm i1s spelling.

YuraiiTe Kak MOkHO 4amle. Kak 3amoMHUTH JTUII0O HOBOTO 3HaKoMoro wiu kosuiern? HyxHo wamie c
HUM BUJIETHCS. 3alIOMHHATH HAIMCAHME CJIOB MOXKHO M HY)KHO aHAJIOTMYHO: CTapalTech BCTPEUATHCS C
HUMH yacto. [Ipome Bcero 3To OyAer aenarb, €ClU Bbl OyZeTe YWTaTh PasHOOOpPA3HbIC AHTJIOSN3bIYHbIC
CTaTbl M KHUTHU. OTOT MpHUEM, MOXKaJIyH, CaMblii MHTEPECHBIH M HEHaBS3UUBBIA, BEOb BBl YUHTE
MPaBOIMMCAHNE aBTOMATUYECKH BO BPEMS YTECHUSI.

TecTupyiite cBon 3HaHusi. B MHTepHeTe MOXXKHO HAaWTH MHOIO pPa3HOOOPAa3HBIX TECTOB M OHJIAWH-
3aJaHul, KOTOpbIe MOMOTYT BaM COBEPIICHCTBOBATh HABBIK MPABONMCAHMS Ha AHTJIHICKOM S3BIKE.
Hanpuwmep, MHOI'0 pa3Ho00pa3HbBIX TECTOB MOXHO HalTH Ha JTHUX cairax:
https://howtospell.co.uk/spellingquiz.php, http://eslus.com/LESSONS/SPELL/SPELL.HTM.

Hrpaiite B npaBu/ibHbIe UIPbI. V3yueHne aHMIMHACKOTO s13bIKa JIOJHDKHO OBITh ISl BAC YBJIEKATEIbHBIM.
A caenaTh ero TakMM MOMOTYT pa3HOOOpa3Hble O0ydaromue OHIaHH-Urphl. X MOXHO MCTOIB30BATh B
MepephIBe MEXIY YIMPAKHEHHSAMH: BbI 3[JOPOBO pa3BI€YeTeCh W B TO YK€ BPEMs MPOJOIDKUTE yUUThH
anruiickuit. [Tourpath ¢ MONIB30i MOXHO Ha caiiTax http://www.wordgames.com/, http://www.merriam-
webster.com/word-games, http://www.funbrain.com/spell/.

H3yunte npaBuaa yreHusi. Eciiu Bbl Oyzere 3HaTh NMpaBuiia YTEHUs aHTJIMHCKOTO S3bIKa, BaM OyjeT
Jlerde JIoraJiaThes, KaK MUCcAaTh HE3HAKOMOE CIIOBO, UCXOJsl M3 ero 3Bydanus. Spelling bee - urpa s
TPaMOTHBIX JIFOJeil. XOTUTE NMPOBEPUTH CBOM 3HaHMs? XOTHM OTMETHUTbh, YTO NPABONMCAHUE BBI3BIBAET
TPYAHOCTH JlaKe y HOCUTeNeH s3bIka. IMEHHO 03TOMY B AMEpUKE €CTh Pa3JIMuHble KOHKYPChI, KOTOPBIE
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MIpHU3BaHBI IPOBEPATH TPAMOTHOCTS JIIoAel, Hanpumep Spelling bee. 910 copeBHOBaHME, B X0/1¢ KOTOPOTO
JIFOAAM Ha3bIBAIOT PA3JIMYHBIC CJIOBA, A OHU TOJIKHBI ITPOU3HECTH 110 6YKBaM, KakK IMUINYyTCA 3THU IMOHATHUSA.
Kro caenan ommbky — BbIObIBacT. Ha kak10M 3Tarne KOHKypca JaroTcsl Bce 00JIee CIIOKHBIE CIIOBa, MOKa
HE OCTaHEeTCsI OAMH MoOenuTeNb. BriepBble KOHKypC ObLT poBeaeH B AanekoM 1925 roxy u ¢ Tex mop He
tepsieT nomyisipaocTH. Cefigac Spelling bee TpoBOAT B pa3HBIX CTpaHAX MHUpA.

3. METOAMYECKHUE PEKOMEHJALIHWHA 11O U3YYEHHUIO TEOPETHYECKOI'O
MATEPHUAJIA

N3yuenune mo0oro pasjena cienyeT HauyMHATh C O3HAKOMIIEHUS C BOIIPOCaMM IUIaHA
u3ydeHust TeMmbl. IIpu u3yueHHMM TeOpeTHYEeCKOro MaTepuajia HEeoOXOIMMO HCIOJIb30BATh
PEKOMEH/IYEMYIO OCHOBHYIO M JIOIOJHUTEIBbHYIO JIUTEpATypy [Ulsl JIy4LIEro YCBOEHUs
MaTepuaia.

OcBauBaTh TEOPHUIO CIIEIYET B COOTBETCTBUU C TOW IOCIEAOBATEIBHOCTBIO, KOTOpas
IIPEJICTaBJICHA B IUIAHE CAMOCTOSTENIBHBIX U IPAKTUYECKUX 3aHATHIH.

Metoanka paboTHI C IUTEpaTYpoOil MpeayCcMaTpUBAaET BEJICHHE 3alUCH MPOYUTAHHOTO B
BUJE IUIAHA-KOHCIIEKTA, OIOPHOIO KOHCIEKTa M T.J. OTO TMO3BOJMUT CHEJIaTh 3HAHUS
CHCTEMHBIMH, 3a(UKCHPOBATH M 3aKPEMUTh UX B TAMSTH.

KoHcnekT — cioxHbIi c11oco0 U3M105KEHUsI COIEPKAHUSI KHUTH UM CTaTbU B JIOTHYECKOMH
1OCJIe0BaTeNbHOCTA. KOHCIIEKT aKKyMylIupyeT B cebe Mpeablayline BUAbl 3aIiCH, TT03BOJISIET
BCECTOPOHHE OXBATUTb COJEP/KAHUE KHUIH, CTATbH, TEKCTa, IPAMMAaTH4YECKOrO0 MaTepuala.
[ToaToMy ymeHHE COCTaBJIATH IUIAH, TE3UCHI, 1€1aTh BBIIUCKUA U IPYTHE 3aIUCH OINpPENEseT U
TEXHOJIOTHIO COCTaBJICHMsI KOHCIIEKTA.

MeTtoauyeckue yKazaHus 10 COCTABJICHUIO KOHCIIEKTA
1. BHuMAaTeNbHO NpPOYUTANTE TEKCT. YTOYHUTE B CIPABOYHOM JMTEpaType WIM CJIOBape
HENoHsATHbIEe cyioBa. llpu 3amucu He 3a0ynbTe BBIHECTH CIPAaBOYHbBIE JAaHHbIE Ha IOJS
KOHCIIEKTa;
2. Beigenure riaaBHOE, COCTaBbTE IIJIAH;
3. Kpatko copmynupyiite OCHOBHBIE ITOJIOKEHUS TEKCTA;
4. 3aKkOHCHEKTUPYHTE MaTepuan, 4YeTKO Ccleqys NyHKTaM IjaHa. [Ipu KOHCHEKTHpOBAaHUU
CTapalTeCh BBIPA3UTh MBICIb CBOMMHU CIIOBAMHU. 3aIIUCHU CJIEyET BECTU YETKO, SICHO.
5. I'pamoTHO 3anuceiBaiiTe HUTAThL. LIUTHPYS, yUUTHIBAalTE JTAKOHUYHOCTD, 3HAYUMOCTb MBICIIH.

B Tekcre KOHCIEKTa KeJNaTeNbHO IPUBOAUTH HE TOIBKO TE€3UCHBIE MOJIOKEHHUS, HO U UX
nokazatenbeTBa. [Ipu odopmieHnH KOHCIEKTa HEOOXOJUMO CTPEMUTHCS K €MKOCTH Ka)J10To
npeuiokeHusl. MBbICIM  aBTOpa KHUTHM CIIEAYeT u3jaraTb KpaTko, 3a00TsACh O CTWIE U
BBIPAa3UTEIbHOCTH HAITMCAHHOTO. J{J1s1 yTOUHEHUS U TOTIOJHEHHsI HEOOXOIUMO OCTaBIISITh IOJIS.

Iporieypa mpoBepKM KOHCHEKTa BKIIIOYAET B ceOs IepeyeHb BOIPOCOB 0a30BOro u
MIOBBIIIEHHOTO YPOBHEH 17151 COOECe0BaHUSL.

MeTtoanyeckue peKOMEeHAANH 110 NPeACTABJICHHIO H 0(hopMIICHHIO
pe3yJbTaToB codece10BaAHUSA

CobecenoBanmne mpeaCcTaBIsSeT COOON MHAMBUIYAIbHYIO Oecely ¢ KaKIbIM CTYJIEHTOM
M0 TPEUIOKEHHBIM BOIIPOCaM € TMOCIEAYIOEH OLIEHKOW HMX MOAroToBKU. Llenbro maHHOU
(bopMBl 3aHATHS SIBJISETCS OCYILECTBIEHHE TEKYIIEro KOHTPOJS 3HaHMHM mo Teme. B 3amaum
co0ece0BaHNs BXOAUT MIPHUOOPETEHUE HaBbIKa pabOThI C ICTOYHUKAMU U JIUTEPATYPO; YMEHHUS
IPaMOTHO COCTaBJISITh KOHCIEKTHI M MOJIb30BAaThCSI UMHU; BBISBIIATH Pa3IMYHbIE TOUKH 3pEHUS Ha
poOJIeMy U CTETICHb €€ pPa3pabOTaHHOCTH B JIUTEPATYPE.

CobecenoBanue mpenmnosaraeT  o0s3aTelbHOE  KOHCIIEKTUPOBAaHME TEKCTAa WM
rpaMMaTH4YeCcKOro MaTepHana, a Takke NpopadoTKy Bcel MpeyIoKEHHON JINTEPaTyphl 10 TEME.

Bonpocsl qya cobeceoBaHuss U KpUTepUM olieHuBaHus npusereHbl B POC naHHOM
JTUCIUTUIAHBI.

4. METOANYECKHUE YKA3ZAHMUA 110 BUJIAM PABOT,
NPEAYCMOTPEHHbBIX PABOYEN ITPOI'PAMMOM JUCHUITIUHBI
4.1. lToaroroBKa K NPAKTHYECKUM 3aHATUAM



Memooduyeckue ykazanus no n0020mosKe K NPAKmu4ecKum 3aHamusm.

K camocrosTensHOi paboTe OTHOCHUTCS MOJATOTOBKA K TMPAKTHUYCCKOMY 3aHATHIO W
BBIIOJIHEHNE JOMAIIHETO 3aIaHUs.

JloManiHee 3aJaHUE COCTOMT W3 HWHIAMBUAYAIBHBIX 3aJaHHi, MTpOIEeaypa MpPOBEPKHU
KOTOPBIX BKIIIOYAeT B CeOsl TMEpedYeHb MPAKTUYECKUX YIPAKHEHUH U BOMPOCOB  JUIS
cobeceIoBaHNUs.

HToroBslii NPOIYKT cAMOCTOATEIBHOI PadoThI: HHIUBUIYATHHOE 3aaHHE.
CpecTBa M TEXHOJIOTHH OIEHKH. COOSCeIOBaHuE.

4.2. MeToan4yeckne yKa3aHHsi 10 COCTABJIEHUIO IJIOCCAPUS 0 TEKCTY

[Tomo6HO MFOOOMY CITOBApIO TIIOCCAPUN COCTOUT M3 ABTOHOMHBIX JICKCHUECKHUX CIMHHIIL,

PacoJIOKEHHBIX:

- 1o andaBury;

- [10 M€pe MOSBJICHUS TEPMUHOB B TEKCTE WM 33JaHUU;

- B COOTBETCTBUU C TEMOM U3y4aeMOro pasjiena JUCIUIUINHBI.

Jliis cocTaBiieHus TiI0ccapus MO 3a/laHHOM TeMe HY)KHO HalTH MHGPOPMAIUIO C pa3HbIX
UCTOYHUKOB (ceTh «MHTEepHET», SHIMKIIONEINH, IPAKTUYECKUE [TOCOOUs, yueOHas IuTeparypa),
M3YYUTh €€ U COCTABUTh B PYKOIIMCHOM BapUAHTE WM MOJIb3YSACh TEKCTOBBIM MPOLECCOPOM.

PaGora nomkHa OBITH TmpencTaBieHa Ha Oymare ¢opmara A4 B TeYaTHOM
(KOMITBIOTEPHOM) UJIM PYKOTIHUCHOM BapUaHTE.

Kaxnas nexcuueckas eAMHMIIA 3alUCBIBAETCS Ha OTAENBHOM cTpouke. B cocraB ee
XapaKTEPUCTUKU JIOJKHBI BXOAWTb HE TOJIBKO KpaTKO€ TOJIKOBAHWE, HO W KOMMEHTapHH,
IIPUMEpBI, MOSICHSIONINE LUTAThl, CCBUIKA Ha JINTEpATypy. [ 1aBHBIM OTIMYHMEM IyOCcapus OT
OOBIUHBIX clIOBapel sBIseTcs (OPMUPOBAHHUE €TO B KAYECTBE €AMHOTO KOMIUIEKCa HHGOpMaIuu
B COOTBETCTBUH C MCCIIEIOBATEIBCKON WIIM IPAKTUYECKOMN 3a1aUei.

PexoMeHaanMu 10 COCTABJICHUIO IJIOCCAPHSA:
* I'1aBHOe MpaBWJIO rJjioccapusi — J0CTOBepHOCTh. [losicHeHue AOKHO Haubosiee TOYHO
OTpaXkaTb CyTh JEKCUYECKOW E€IMHUIIBI.
* [TosicHeHue 10/1KHO OBITH KOPPEKTHBIM U MOHATHBIM. Henb3s nCosib30BaTh OTKPOBEHHbBIE
YKaprOHU3MBI, HO U CJIIMIIKOM CJIOKHBIM Hay4YHBIN TEKCT MOXKET TOJIBKO 3aITyTaTh MOJIb30BATEIIS.
* YuurhiBaTh Bce BapuMaHTbl. Eciu OOMH M TOT XK€ TEPMUH MOMKET HMETh HECKOJbKO
paBHO3HAYHBIX 3HAYEHWUH, HY)KHO YYMTHIBAaTh BCE BapHAaHTHl, U Ha KOHKPETHBIX NpUMEpax
IPUBOJUTH 3HAYEHNE TEPMUHA B TOM WJIM HHOM KOHTEKCTE.
HToroBnlii NPpOAYKT CAMOCTOATEIBLHOM PadOThI: CIIOBapHAas CTAaThs.
CpencTBa M TeXHOJIOTHM OLIEHKH: cOOEceIoBaHueE.

5. METOJJUYECKHUE YKA3AHMUA 110 IOATI'OTOBKE K OK3AMEHY

Iponenypa mpoBeeHHsI IK3aMeHa OCYILECTBIAETCS B COOTBETCTBHU ¢ llonokeHneM o HpoBeneHUH
TEKYIIEro KOHTPOJIS YCIIEBAEMOCTH M TMPOMEKYTOUHOW arTecTali OOYyYaroluXcsi MO 00pa3oBaTeIbHBIM
TporpaMmam BBICIIEro 00pa3oBaHusi - mporpamMam Oakasnaspuata B CKOY.
B sKk3aMeHalOHHbINA OMIIET BKITIOUAIOTCS 3a1aHus TSl IPOBEPKH:
1) w3ydwaromiero ureHHs (HAyYHO-TIOMYJSAPHBIA TEKCT WJIM TEKCT OBITOBOTO, COLMOKYJILTYPHOTO
XapakTepa Ha HHOCTPaHHOM s13b1ke 00hemMoM 10 2000 med. 3H.);
2) JIeKCUKHU U TpaMMaTHKH (TecT, 00beM - 10 npensnoxenuil);
3) MOATOTOBIIEHHOW YCTHOM pe4r MOHOJIOTHYECKOTO XapakTepa (Coo0ImeHne Ha O/IHY U3 H3yUeHHBIX TEM,
00beM - He meHee 15-20 dpa3s).

s nonroroBku 1o Owety orBoautes: 20-25 MuH.

[pu noaroToBKE K OTBETY CTY/AEHTY NPEAOCTABIISIETCS IIPABO MOJIb30BAHMUSL: CIIOBAPEM.

IIpwm mpoBepke MPaKTHHYECKOTO 3a/IaHus], OIIEHUBAIOTCS:
- TPaBUJIBHOCTH (DOHETHMYECKOr0 M JISKCHYECKOTO CTPOSi MHOCTPAHHOTO SI3BIKA; MOHMMAaHUE HHOS3BIYHOTO
TEKCTa MOCPEACTBOM YaCTUUHOIO TIepeBoAa U B hopMme GecelIbl ¢ HK3aMEHAaTOPOM I10 €TI0 COAEPIKaHHUIO;
- KOPPEKTHOCTD BBINOJIHEHHS JIEKCHKO-TPAMMaTHYECKOTO TECTA;
- COOTBETCTBYIOIEE YMOTpPEONCHNEe JIeKCHKH, (OHETHKM M TpPaMMATHKHA TIPH MOHOJIOTHYECKOM
BBICKa3bIBaHHH; JIOTHYHOCTH U TIOCJIEAOBATEIBHOCTD BBICKA3bIBAHUS, TEMIT PEUH.
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