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1. [losicauTenpHAS 3amMKCKa

Meronuieckre yka3aHUs IpeIHAa3HA4YeHbl ISl CTY/IEHTOB OYHOW/3209HON (OpMBI OOydeHWUS,
KOTOPBIMU OHU MOT'YT IOJI30BaTHCS NP MOATOTOBKE K MPAKTHUYECKUM 3aHATHAM. [IpakTndeckue 3aHATUSA
9TO TUTaHUpyeMasi ydeOHasl, yueOHO-HCClieIoBaTeIbCcKas, a TaKKe Hay4YHO-HCCIlefoBaTelbcKas pabora
CTYJEHTOB, KOTOPas BHINIOJHIECTCA B ayJUTOPHOE BpeMs IO/ PYKOBOJICTBOM IIpernojaBaTelisi. B cocrase
METOJUYECKHX YKa3aHUHA K MPAKTUYECKUM 3aHITHAM IPEIyCMOTPEHBI PEKOMEHIAINH 110 TIOJTOTOBKE K
NpaKkTUYEeCKOMY 3aHsATHIO. [Ipu BBIMOJMHEHWH PAaOOTHl CTYOEHTHI MOTYT HCIIOJNB30BaTh HE TOJBKO
METOIUYECKHE YyKa3aHWs MO pemeHHI0 3ajad, HO W JApPyTrHe MaTepHalbl y9eOHO-METOIUIEeCKOTO
KOMILIEKCA.
OCHOBHOH 1IETIbI0 METOJMUECKUX YKa3aHUH MO BBHITIOTHEHHIO MMPAKTUYECKUX padoT SBISAETCS MOBBIIICHUE
UCXOJHOTO YpOBHS BIAJCHHUA WHOCTPAHHBIM S3bIKOM, JOCTUTHYTOTO Ha TpeAblAyIIed CTyNeHu
00pa3oBaHMs, W OBIAJCHHE CTyIEHTAMH HEOOXOIWMBIM W JOCTATOYHBIM YPOBHEM KOMMYHHKATHBHOMN
KOMIIETEHILIUH /7S PEIIeHUs 3a7a4 MEKIMYHOCTHOTO U MEXXKYJIbTYPHOTO B3aUMOICHCTBUSL.

Henbto ocBoenust nucuuiuivHbl  «MHOCTpaHHBIM  s3bIK B cdepe  mpodeccHoHaTbHON
KOMMYHUKaUW» sBIseTcs (opmmpoBanne y CTydeHTOB kommereHImn YK-4 kak cpexncrtsa,
MO3BOJISIOMIETO 00ECTIEYNTh KOMMYHHKATHBHO-TIO3HABATEIBHBIE TIOTPEOHOCTH B chepax aKkaIeMUIecKOn,
npodecCHOHANBFHON M CONMAIbHO-TYMaHUTAPHOM JEesITENBHOCTH, YUYaCTBYS B MEXKKYJIBTYPHOM OOLIICHUH.
3amaun OCBOCHHWS IVICIHIUIMHEL: OBIAJICHHE MOHOJOTHYECKOH M HAIOTHYECKOW Pedblo, OBIAJICHUE
OCHOBaMH MICHMEHHOU pedH, OBIAJICHHE OCHOBAMH CAMOOIIEHKH YPOBHS C(HOPMUPOBAHHOCTH SI3BIKOBOH,
peueBO M  COLMOKYJIBTYPHOH KOMIETEHIMH U  (OpMUpOBaHUS TIOTPEOHOCTH B  S3BIKOBOM
caMo00pa3oBaHUH.

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

YMETh:

- BBIIIOJIHATH KOPPEKTHBIA MUCEMEHHBIH NEPEBO] ¢ THOCTPAHHOTO S3bIKA HA TOCYAAPCTBEHHBIN SI3bIK PO 1
C TOCYJIapCTBEHHOT O s3bIka PD Ha MHOCTPaHHBIN A3BIK;

BJIQ/I€Th!

-)KaHpaMH{ MIChbMEHHOU pedn B MpoQeCCHOHAIBLHOM cdepe.



2. INTAH MIPAKTUYECKHX (CEMHAHAPCKHX) 3AHATHIA
IIpakTHyeckoe 3anaTHe Nel. Jlekcnueckne H CHHTaKCHYeCKHe 0COOEHHOCTH 0HIMAIBLHO-1eJI0BOT0
CTHJISI AHIVIMCKOTO SI3BIKA.
OpranunzanuoHHas Gopma 3aHATHA: TPAAULUOHHBINA CEMUHAP.
Uens: dopmupoBaHue y CTYOEHTOB PpEYEBOM, S3HIKOBOM M KOMMYHHWKATHBHOW KOMMETEHIIUH IS
OCYIIIECTBIIEHHS IETIOBBIX KOHTAKTOB.
B pesynbraTe ocBOeHHE TEMBI CTYIEHT JOJDKEH
3HaTh: OCHOBHBIE TPAMMaTHYECKUE SIBIICHU, XapaKTEePHbIE /151 NPO(hecCHOHATIBHOM peun; IEKCHIECKIe U
CHUHTaKCHYECKHE 0COOCHHOCTH O(PHUIUATBEHO-/ICIIOBOTO CTUIIS B @HTJIMHCKOM SI3BIKE;
YMETh: ONpPEAETATh CTHICBYIO MPHHAIC)KHOCTh AHIVIMHCKUX TEKCTOB O(HUIMAIBHO-IEIOBOTO CTHII,
BUJAETh XapaKTEpHbIC CTHIEBBIE YEPThl; YUTATh OQHLIMAIBHO-AEIOBBIE TEKCThl PA3IMYHON CTEIEHU
CIIO)KHOCTH; CTPOUTH JAUAIOTHYECKYI0 M MOHOJIOTHYECKYI0 pedb C MHCIONb30BaHHEM Haubolee
YIOTPEOUTENBHBIX JIEKCUKO-TPAMMATHUYECKIUX CPEICTB B OCHOBHBIX KOMMYHHMKATHUBHBIX CHTYallUSIX
ouLMaNBEHOrO OOLICHUS; TOHUMATh JUAOTMYECKYI0 1 MOHOJIOTHUECKYIO PEUb 10 U3YUCHHON TeMe.
AKTyalIlbHOCTh TeMBI: 00yCIIOBIIEHAa HEOOX0IUMOCTEIO OBNaneHust Y K-4.
TeopeTuyeckas 4acTb:

OdunmansHO-AeTOBONM  S3BIK  KaK OCOOBIA  (DYHKIIMOHANBHBIM CTHJIbP PEYH XapaKTephu3yeTcs
W3BECTHBIMH HHTEPHAIIMOHAIBHBIMUA YE€pTaMH, KOTOPbIE SBISIOTCS CJIEICTBUEM YHUBEPCAIBHOCTH
pemia€MbIX UM 3adad — CIYXUTb MHCTPYMCHTOM [J€JI0OBOIO O6H.[CHI/I$I, CpCACTBOM JOOKYMCHTUPOBAHUA
OQUIMATILHON YIPaBIECHYCCKOH W cioyxeOHOM wuHpopMaruu. OpHa H3 CaMbIX [OPA3UTEIBHBIX
0Cc0OEHHOCTEH 3TOr0 CTUJISI — UCIIOJIB30BaHKE CJIOB B UX HCTHHHOM CJIOBapHOM 3HaueHuH. He cymecTByer
BO3MOYXHOCTH JIJIs KOHTEKCTHBIX 3HAUCHHM WX JIJIs1 OMTHOBPEMEHHOM peanu3aluy AByX 3HaueHuid. CroBa
C OMOIMOHAJHHBIMU 3HAYCHUSMHU HE JIOJDKHBI OBITh HAMJICHHBIMHU B JIOKYMEHTe. KaXKIbIli THIT JIEIOBBIX
JOKYMEHTOB HMeeT COOCTBEHHBIH Ha0Op ¢pa3 M KIHMILE, KOTOPble MOTYT Ka3aThCsl CTPaHHBIMHU B
Pa3rOBOPHOM aHTIUICKOM SI3bIKE, HApUMep e.g. invoice, book value, currency clause, promissory note,
assets (BBICTABJISITh CUET, CTOMMOCTh OCHOBHOTO KalWTalla, MyHKT BAIIOTHI, 00S3aTENbCTBA MO BEKCEITIO,
aKTHUBBI, U T.1.).

Hanpuwmep,

O(UIMATILHBINA CTHIIh HeodunmanbHpiii CTHIL

Formal style Informal style

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

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

B pa3roBopHOM aHIIIMIICKOM SI3BIKE MOYKHO HAOJII0aTh MHOXKECTBO BBOJIHBIX CJIOB: «XOpOIIo, Brl BuauTe,
CBOETO pOJa», KOTOpbIe HE MOTYT HCIOIB30BATHCSA B MHUCHMEHHOM JEIIOBOM AHTIUHCKOM SI3BIKE, U
JIOTUYECKH U CTHIUCTHUYeCKH. OHU UCKIIFOYEHBI, TIOTOMY YTO HE HECYT CMBICIOBON Harpy3ku. [lenoBbie
JIOKYMEHTBI, HAIIPOTHUB, JIOJDKHBI UCIIOJIb30BATh CII0BA, KOTOPHIC MEPEIAI0T MHOTO HH(OPMAIIHH.

Ctuib, 0JJHAKO, HE JO/DKEH OBITh CIIUIIKOM MPOCTHIM, IIOCKOJIBKY 3TO MOXKET MOKa3aThCsl HEKYJIbTYPHBIM
Y TpyOBIM. JIMHTBUCTHI PEKOMEHAYIOT CIEAYIOIIHE CTHINCTHYECKHE TIPUEMBI, KOTOPBIE MOTJIH OBl CJIENIaTh
COTJIAIlICHUS] U KOHTPAKThI 00JIee BEKJIMBBIMHU: HCIIOJIB30BAHUE CJIOKHO — MOJYUHEHHBIX MPEII0KEHUM,
0ojiee MPEINOYTUTEIBLHO YeM HCIIOIb30BAHUE MPOCTHIX TMPEAIOKEHUIN; HCIOIb30BAaHUE MACCHBHOIO
3aJI0ra rJ1aroja, a He akTHBHOTO; TTOJTHbIE ()OPMBI CIIOB, @ HE COKpaIlleHHbIE (JOPMEI, TaM, TIe HEOOXO0IUMO.
[IpaBwiibHast UHTOHAIMS JTOJDKHA OBITH HEUTPAIBLHOMW, JIUIIEHHOW HATIBIIIICHHOTO SA3bIKa C OJTHOW CTOPOHBI,
U HEO(QUIMAILHOTO HWJIM Pa3rOBOPHOIO S3blKa C JAPYrod CTOPOHBL. [103TOMY, HECOOTBETCTBYHOIIUI
CJIOBapHBIH 3amac, UJAHOMBI, (Pa30BbIE TIIATOJIBI HEJIOTYCTHMEI.

OGe noroBapuBarOIIMECs CTOPOHBI HE JODKHBI HUCHBITBIBATH HUKAKUX TPYIHOCTEH B IOJYYCHUU
nHGOpPMAIIMK, OHHM JIOJUKHBI OBITh B COCTOSIHHMM IOHSITH TO, YTO HamucaHo. HemopasymeHus Bcerma
BbI3BaHbl HEXBATKOW MBICJM W BHUMAaHHs. DTO MOXKET CIIYYUTHCSA H3-3a MCIIOIB30BAHUS COKDAICHHIA,
YHCEll, PEJIOTOB B OOJIBIIIOM KOJIUYECTBE.

CokpaireHust MOTYT OBITh OUEHB TTOJIC3HBI, TaK KaK MX JIETKO U OBICTPO MUCATh U YATaTh. OXUAACTCS, YTO
00e CTOpPOHBI JO/UKHBI 3HATh 3HAYCHHE COKpalleHuil. Eciu onMH M3 HapTHEPOB HE YBEPEH, 4TO
COKpAIIEHHUsI JIETKO TPU3HAHBI JPYTOil CTOPOHOH, UX HEJIb3s UCTIOIH30BATh.

OpHa U3 caMbIX TTOPa3UTENLHBIX OCOOEHHOCTEH JEIOBOT0 aHTIIHICKOTO S3bIKa — ITUPOKOE UCTIOIH30BAHKE
HEJMYHBIX (OpM IJIaroja, ¥ MX HCCICIOBAHME MOIJIO ObI OBITh MHTEPECHO ISl TeX, KTO H3ydaeT U
MpernoaaeT aHMIMHCKUN 361K, CHcTeMa HeMMYHBIX ()OpM IJ1arojia BKIOYACT HHOUHUTHB, -ing GOPMBI U
npuyacTus. OTO — OOIICNPUHITas WCTUHA, YTO OTIJIArOJbHBIE ()OPMBI IMUPOKO HCHOJB3YHOTCS B
AHTJIMACKOM sI3bIKE OOILCHHUS, HO OHM 4YacTO MCIOJB3YIOTCS M B JIEJOBOH M KOMMEPYECKOH
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KoppecnoHicHIK. M3 Hambonee 9acTo HCIONB3yEeMBIX OTIJIATOJILHBIX ()OPM B JICIOBBIX IMUCHMaXx
UCTIONB3yeTCs HH)UHUTHB.

WHpUHNTHB KaK JONOJHEHHE K aKTHBHOMY IJIaroyly BCerja CieAyeT 3a TJaBHBIM TiarojioM. B 1enoBoit
KOPPECMOHACHIIUY 3TO CIIeAYyIOIIHe IIaroibl: to agree (coriamarscs), to appear(IosBisIThes), to arrange
(moroBapmBathcs), to continue(mpomomkarbes), to decide (pemars), to expect (oxkunaTh), to fail (Tepmers
Heynady), to hesitate (komebatbcs), to hope (HamesTscs), to intend (HamepuBartbes), to like (HpaBuTHCS), tO
manage (ynpamate), to need (Hyxknatecs), to offer(mpeanaraTs),to omit(mpomyckars), to plan
(rutanupoBaTh), to prefer (mpeamounTats), to prepare (IIOATOTaBINBATH), tO propose (IpemiaraTs), to regret
(coxaiets), to secure (oOeperarp), to try (mpobOoBats), to want (xoTeTs), to wish (>kenarsp).

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 isto ....

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 ...;

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

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

9. Discuss the job opportunity that this advertisement gives you

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

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

Use a dictionary to add to these lists

stationery

eraser

an envelope

carbon paper

adhesive tape

ribbon

moistener

a punch

correcting fluid

10. aruler

11. chips

12. a top (bottom) drawer,

13. a left (right) hand drawer

14. a filing cabinet

15. a folder

16. a safe

CoNoOR~WDNE

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.

- Are there any more letters to type?

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

- Then you can go home, Cindy.

- Thank you, sir. Good-bye.

14. Listening practice.

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

talk about yourself.

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

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

15. Translate into English.

1) [loznakombrech ¢ mucrepoM Tumoru Jluagonom. OH 3koHOMECT. OH O4YeHb yMEH W ombITeH. OH
AKTHBEH M J1eN0BUT. OH KE€HaT U UMEET IBOUX JCTEH.

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

-Mucc ®munmne, Mucrep Kimmddopn y cedsa? — [a, on y cebsi, HO oH 3aHAT. [logoxkauTe HEMHOTO,
nokanyicra. — Xopoio. — Bxonure, noxanyiicra.

2) Ilo3BonbTe mpencraBuThes. Mensa 30ByT Jlannanpe beitac. S ympasnstonuii 6ankom. Ceifuac s He B
Oanke, s B opuce mucrepa Kimmddopna. Y MeHs Baxnas npoblieMa, KOTOPYIO s JOJDKEH OOCYIHTH C
mucrepom Knuddopaom. Ho muctep Knuddopn 3ansr. Y Hero coBeranue ¢ Ouznecmenamu u3 Poccun.
3) -3mpaBcTByiiTe. Mens 30ByT Dnuc Tpukc. Y MeHs Ha3HaueHa Bcrpeda ¢ Mucce Ommmnrc B 10 yacos. —
3axomute, moxanyicra. S mucc Onunmc. Hazpaiite mens Cunan. — A s Omnwuc. — Tl Hanr HOBEIN oduc-
MEeHeKep, He Tak iu? Pana ¢ To6oi mo3—HakoMmuTthes. — Ceituac muctep Kimnddopn nomken uaru B 6aHK,
a MBI MOKEM TIOTIUTH Yaro. A 3aTeM Thl MOXKEIIb Ha4aTh paboTy.



4) 3aka3bl Ha OPTTEXHUKY ¥ KQHIITOBAPHI MPUXOAT U3 pa3HbIX Gupm. @upme mucrepa Kiuddopaa HyxHbI
5 KoMIBIOTEPOB, 4 nukTodoHa, 11 kampkymaropoB, 500 xkorBepTOB, 20 Mavyek Oymaru, Manku st Oymar,
KHOIIKU U CKPEITKU.

5) Orto coBpeMeHHbIH oduc. B Hem HemHOro MeOenu. 3mech HET OyMaru M JIOKyMEHTOB Ha cTojax. B
MIPUEMHOM Ha CTOJIE y CEKpeTapsl KOMIbIOTEp. B yriy Tenexc.

6) Mucrep Kmuddopa roBoput cBoemy cekperapro: — EcTh kakme-HUOyAp MUChMa W TeJIETPAMMEI?
[IpuHecute ux croga, noxaiayhcra. — MHe O4eHb HY)KEH 3TOT aapec. Haligure ero, moxkanyiicra. —
ITozBonnte M-py JluHmoHy u moroBoputech 0 BcTpede. Mo TenedoH cioMancsa, u S HE MOTY C HUM
CBS3aThHCA.

- Ectp 11 k0 MHe emie nocetutenu? [lonpocure nx mogoxxaaTe HEMHOTO.

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

JAeJI0BOM CTHJIE.

OpranuzanuoHHas Gopma 3aHsATHA: TPAAULUOHHBIA CEMUHAP.

Lenp: ¢dopMupoBaHue y CTYACHTOB pEYEBOH, S3BIKOBOW M KOMMYHHUKATHBHOW KOMITCTEHIIMH JIJIS

OCYILIECTBIICHHUS ICTOBBIX KOHTAKTOB.

B pesynbTare ocBO€HHE TEMBI CTYJEHT JOKEH

3HaTh: OCOOEHHOCTH YNOTPEeOJEeHUS MOJANBHBIX IJIarojioB; OCHOBHBIE TI'PaMMAaTHUYECKHE SIBIICHHS,

XapakTepHbIe I TPOo(EeCCUOHATIBHOMN Peyr; IEKCHIECKUE U CHHTAKCHYECKHE 0COOCHHOCTH O(GHIMAIBHO-

JIEJIOBOTO CTHJISI B @HTJTUICKOM SI3BIKE.

YMETh: YHOTPEONATh MOZAJbHBIC TJIATOJIBI B OQHUIMANBHO-AETIOBOM peud Ui  0003HaueHHs

JOJDKEHCTBOBAHUS, IPOCHOBI, pa3pelleHHs; ONPEaeIsTh CTUIEBYIO IPUHAIEKHOCTD aHITIMICKUX TEKCTOB

Oo(HIIMAEHO-IEIOBOTO CTWJISL, BHJETh XapaKTEpPHbIC CTUJIEBBIE YEPThI, YHTATh O(UIMATIBLHO-IEIOBBIE

TEKCThl PA3JIMYHON CTENEeHH CJIO0KHOCTH; CTPOMUTh JAHAJOTMYECKYyI0 W MOHOJIOTHYECKYI0 peyb ¢

UCIIOJIb30BaHUEM Haubojee yNoTpeOUTENbHBIX JIEKCHUKO-TPAMMATUYECKUX CPEICTB B OCHOBHBIX

KOMMYHHMKAaTUBHBIX CUTYyalUsIX O(HUIINATIBHOTO OOLICHUS; IOHUMATh AUATOTHYECKYI0 1 MOHOJIOTHYECKYTO

pedb 10 U3YYEHHOU TeMeE.

AKTyaJIbHOCTb TEMBI: 00yCIOBIeHa HEOOXOAUMOCTHIO OBNaaeHust YK-4.

Teopernueckas 4acThb:

OpHUM U3 HarboJIee YacTo UCTI0IBb3YEMbBIX MOIAIbHBIX 3HAYSHHH B JICTIOBOM SI3BIKE SBIISICTCS 3HAUCHUS
JnojpkeHcTBOBaHMsl. Hambosee ynoTpeOnsieMbIMH B JJaHHOM 3HA4Y€HWM B AHTJIMHCKOM JICTIOBOM CTHIIE
SIBJIAIOTCS IJIaroJisl 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 IPUHATH BO BPEMSI, YTOOBI
HE OTO03/aTh Ha 3TO BaKHOE COOBITHE).

- | should say you must check it once more. (51 cuuTaro BaM Hy>KHO IPOBEPHUTH TO €IIIE pa3).

- Besides, your price must depend on the amount of the contract. (Kpome Toro, Bama meHa go/KHA
COOTHOCHUTKCS C YCIIOBHSIMHU KOHTPAKTa).

AHTTIMIACKUN ENTOBOW CTWJIb NMPENNHChIBAET YHNOTPEOJATh Iiaroa must TOJBKO MO0 OTHOIIEHHIO K
COOCTBEHHBIM IMOJYMHEHHBIM, KOTJIA MOJYEPKUBACTCS 005S3aTEIBHOCTh U HEOOXOJMMOCTh BBHITIOJTHEHHUSI
TOTO WJIM WHOTO JeMCTBUA WX 3afaHud. He 3ps 3TOT Iilaros 4acto MCIMoJb3yeTcs B 3HAYEHUU NPHUKa3a,
MOJYEPKHUBAas CTPOroe TpeboBaHUe MM HEOOXOANMOCTh BBIIOJIHEHHs KAKOTro-T1u00 JeiicTBUS, HallpuMep,
You must decide to Monday if you stay at our office or not. You are to prepare all the papers to sign them
on Tuesday. (Bsl 00s13aHbI TOArOTOBUTH BCE JIOKYMEHTBI Ha TOJMKCH KO BTOPHHKY ).

B oTHOmIEHMSX ¢ mapTHEpaMu aHIVIMHCKHUHA JEe0BOM CTWIIb NMPEANHCHIBAET MOYTH HOJIHBIH OTKa3 OT
riarojia must, KpoMe clydaeB, KOIrzJa HEOOXOIMMO MOAYEPKHYTh MKECTKYI0 HEOOXOIUMOCTb HIIU
HEJOBOJIBCTBO CTapIIMM IMapTHEPOM MIIAJIIMMK TapTHEpAaMU WM BO3MYIIEHHE TNPU KaKOM-THOO
HEBBITIOJTHEHUH 00s3aTensCTB. Hanpumep, Tak BB MOXeTe yrnoTpeouts (pasy You must have paid your
debt by the 3th of November. (Bbl 00s13aHbI BBIIIATUTE Ball A0JT K 3 HOSOPS).
3Hast 0COOEHHOCTH [I€JOBOT0 AaHTJIMHUCKOTO, BBl OyJeTe MOHWMAaTh, YTO B OTHOUICHHSX C MapTHEpaMu
CIIeTyeT cocpenoTauynuBaThCs Ha Tiarosax to have u to be, Tak kak 005S3aHHOCTH BBITOJHEHUS ACHCTBUSA
3BYYUT MEHEE KaTErOPUYHO.

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

- Are you to come on every Saturday morning? (Bsr 00s13aHBI IPUXOIUTH TI0 YTpaM B cy600Ty?).

- They are to prepare their report to the next weekend. (O HOIKHBI MOATOTOBUTH CBOM OTYETHI K
CIIEIYIOIINM BBIXOJHBIM).



- Sorry but I have to leave as I’'m very busy last time. (ITpocTuTe, HO MHE IOpa UATH - B MOCIIEIHEE BPEMS
Yy MEHS OY€Hb MHOTO JIeT).

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

OpHako He CTOUT 3a0bIBaTh, YTO TJaroil have to MOXXET MMETh OTTCHOK HEKeNaTeIbHOTO JEHCTBUS,
nmoaroMy cuexayiomas (pasa «So we have to work with you» 3ByduT JOBONBHO TpyOO M aHTIUHCKUI
JICIIOBOM CTHITh HE TIPETyCMATPUBACT TAKOTO YIOTPEOICHHS 3TOTO TJIaroa.

Bo Bcex 3aTpyAHHTENBHBIX CIy4asx, a JIydlle JaKe W yalle, BaM CTOUT MpHOeraTh K 0ojee MATKUM

dbopMaM yKazaHHWsl, 3aMCHSIS JOJDKCHCTBOBAHUE BBHIPAKCHUSMHE, 03HAYAIOIIUMHU MPEIIONI0KEHHE, COBET,
BOIPOC U T.JA. AHTTTUACKHI IETOBOM CTHIIh IPEAyCMATPUBACT IIOHIUMaHUE TIOA00HBIX (hpa3 Ha TOH WIIH JIBa
TOHA JKECTYE UX OPUTMHAIBHOTO 3HAYCHUSI.
OT0 CXOJHO U ¢ cUTyaluel B pycckoM s3bike. ®pasza «He Mornu Obl BBl EpenpoBEpUTh HALIH JTOXOBI,
ecnn y Bac OyneT Bpems. Mbl OB CMOTTIH OOCYAHWTH WX C HAIIMM (DHHAHCOBBIM THPEKTOPOM» BOBCE HE
03HayaeT OyKBaJbHO CIEAYIOIIEE: «CACTaiTe 3TO, ECITU 3aX0UeTCs, a €CIM He 3aX04eTCs, TO U HE HAJIO».
Ha camom gmene, npockba mogpazyMeBaeT 4yTh JIU He OBICTPOE M TOYHOE UCIIOJTHEHHE YKa3aHusl.

Bonpocs! 1 3aganus:
1. [ToaroToBBTECH K 0OCYXKICHUIO TEOPETUIESCKOTO MaTepuara.
Ynorpebnenre MonmanbHbBIX riaronoB Can, May, Must, Should, Need 1 ux 3ameHuTenei s BRIpaKeHUS
JTOJKEHCTBOBAHMUS, IPOCKOBI, pa3pelieHns B JeI0BOM KOMMYHHKAITIH Ha aHTITUHCKOM SI3bIKe. BeIpaxeHnne
JOJKEHCTBOBaHMUs. Bripaxkenue npockObl. BeipaskeHne pa3zpenieHusl.
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
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have
19. He cannot come out with us this evening. He to work.
could
has
must
might
20. 1 get up early tomorrow, because my train leaves at 7:30.
need
have to
must
might

2. IlepeBenuTe Ha aHTIAMKUCKUH A3BIK, YIOTPEOISs MONAIBHBIN TI1aroi must.

1. OH, TOIKHO OBITh, OUYEHB YCTAIL.

2. Y Hux paxe ectb sixTa. OHH, JOJDKHO OBITh, OU€Hb OOraThI.

3. Thl 1OJIKEH yexaTh 3aBTpa yTPoM?

4. Bol He TOJKHBI OMA3/bIBATh.

5. 51 e momkeH 3a0bIBaThH O CBOEH MaTepw. S He mHcan eif menyto BedHOCTh. CeroHs BEYepoM S TOJDKEeH
HaIucaTh € MUCHMO.

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

7. Heyxenu Bam HaZl0 YK€ YXOIUThH?

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
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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 OTHOIIIEHUSM HCCIEIYIOT COCTOSIHAE PhIHKA JUISI Pa3HBIX TOBAPOB B Pa3HBIX
ctpaHax. OHM aHAMM3UPYIOT MOTPEOHOCTH TOKYIATeNel W PemaroT, KakKhue TOBaphl TPEOYIOTCS, KaK UX
JIy4Ille peKIIaMUpPOBAaTh U NPOJaBaTh.

0) Korpa st uro-HrOy s OKyMaro, Ik MEHS BaKHA [IeHa, Ka4eCTBO M KpacHBbIil iu3aiiH. Korna s 4ro-
HUOYIb TPOAAL0, U MEHS BayKHBI TIOTPEOHOCTH TOKYTIATENS U HEAOCTATOK MOJOOHBIX TOBAPOB HA PHIHKE.
B) Ot0 HeOobIIIast KOMITaHHUS, HO Y HE€ TOBAaphl U3BECTHBI BELICOKUM Kauy€CTBOM U HU3KOM 11eHoH. OHU

MPOM3BOJAT M MPOJAAIOT AIEKTPOTOBAPHL: YTIOTH, MSCOPYOKH, MHKcepbl H T.A. OHM MOHMMAIOT, YTO
3aBOEBBIBaTh MOKYyMaTesss Henerko. OHM BKIAABIBAIOT JEHBIM B IPOM3BOJCTBO, MApPKETHHTOBBIC
UCCIJIEIOBAaHNS, B pekinaMy. KpoMe Toro, y HUX eCTh CUCTEMA CKUAOK. VIX TOBapHBI 3HaK y)Ke U3BECTEH Ha
MEXyHApOTHOM phiHKe. OHU UMEIOT JUIIEPOB B HECKOJIBKHUX 3apYOEIKHBIX CTpaHaX.

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

OpranuzaionHas hopma 3aHsSTHS: TPAAULIUOHHBIA CEMUHAP.
Lemnp: dopMupoBaHue y CTYACHTOB pEYEBOH, S3BIKOBOW M KOMMYHHUKATHBHOW KOMITCTEHIIMH JIJIS
OCYIIIECTBJICHHS JIEJIOBBIX KOHTAKTOB.
B pesynbTare ocBO€HUE TEMBI CTYEHT JOKEH
3HaTh: OCHOBHbIE TpaBwia opdorpadu W NYHKTYalMH aHIJIMHACKOTO s3bIKa; JIEKCHUYEeCKUE U
CHUHTaKCHUYECKHE 0COOCHHOCTH O(pHUIINATEHO-IEIOBOTO CTHIISL B aHTJIMICKOM SI3BIKE.
YMETh: MPUMEHSITh Ha MPAKTHKE OCHOBHbBIE MpaBwia opdorpaduu M MyHKTYallul aHTIIAHCKOTO SI3bIKA;
YUTaTh O(UIMATBHO-IEIOBbIE TEKCTHl PA3IMYHON CTENEHH CJIO0XXHOCTU; CTPOUTH AMAIOTMYECKYI0 U
MOHOJIOTHUECKYIO PEYb C HCIOJb30BaHUEM HauOoJee YHOTPEOUTENBHBIX JIEKCHKO-TPAMMAaTHYECKHX
CpPEJICTB B OCHOBHBIX KOMMYHHUKATHBHBIX CHTYAIUSIX OQUIIMAIEHOTO OOIIEHUS; TOHUMATh JUATOTHIECKYFO
¥ MOHOJIOTUYECKYIO PeUb M0 N3yUYEHHOU TEMe.
AKTyaJbHOCTb TEMBI: 00yCJIOBIeHa HEO0X0AUMOCTBIO oBlaaeHus: YK-4.
TeopeTuyeckas 4acTb:
[MPOITMCHBIE BYKBbBI
Hcnonp3oBaHue MPONHMCHBIX OYKB B AHTJIMICKOM SI3bIKE MOJAYMHSIETCS HECKOJIBKO HHBIM IIpaBUIIaM,
HEXEIN B PyCCKOM.
C mpomnucHBIX OyKB B aHTJIMHACKOM SI3BIKE MUY TCS:
1. ITepBoe CIIOBO TpETOKEHUS.
2. IuraTa BuyTpH npemnoxenuns (God said, Let there be light. - Gen. 1:3).
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3. IIpsiMoit BOIIPOC BHYTPH MPEIJIOKECHHS, Ja)kKe €CM OH He Bbiaeisercs kaBbiukamu (He usually asks
himself, Am 1 right?).
4. Jlnanoe mecroumenue st (He and I disagree).
5. Umena cobcTBeHHbIE: paMunm, UMeHa, reorpaduieckue Ha—3BaHusa (Adamson, Chapman, John, Mary,
Washington, New York).
6. [lpunararenpHble W ApPYTHe YacTH pedyH, oOpazoBaHHBIE OT mMeH cobctBeHHBIX (English, Russian,
American, Americanism, New-Yorky). Cp., omHako, rimaron anglicize.
7. Ha3zBanus Hapoz10B, pac, TuieMeH | s3bIKoB (Japanese, Russians, the Russian language).
8. 3Banus, tutyssl, 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. OdunmanbHbIe Ha3BaHUS HAIIMOHAILHBIX/ MEKIYHAPOIHBIX TOCYAAPCTBCHHBIX/YACTHBIX OpPTraHU3AIMI
u nokymentoB (The Constitution of the United States, the Fifth Congress, Federal Reserve Bank, Charter
of the United Nations).
10. CymecTBuTeNnbHbIE (M YacTO TpHIIAraTelbHBIE), OTHOCSIMECS K ToHATHIO OoxkecTBa (God, the
Almighty, Allah, Providence, Lord).
11. Ha3Banwus aHeit Hemenau, Mecsies, npasauukos (Monday, March, New Year, Christmas, Fourth of July,
Good Friday).
12. Ha3BaHus JOTOBOPOB, TOCYIApCTBEHHBIX aKTOB, NCTOPHYECKHX COOBITHI, 310X, BOWH (Versailles
Treaty, Mid3le Ages, the Civil War, War of 1812).
13. HazBanwust ctpaH cBeta u ux npousBonansbie (the North, a Northerner).
14. Ha3Bauwus IuTepaTypHbIX IPOU3BEICHUH, )KypHaIoB, craTei u T.11. (Shakespeare's Macbeth, the Journal
of the American Medical Association).
15. HazBanwust ToproBsix mapok (Philips, Sony).
16. Ha3Banus y4eHbIX cTenenei u qommkaoctei (A.B., Ph.D., M.D.).
MMPABUJIA TIEPEHOCA

Kak u B pycckoMm s3bIKe, IEPEHOC B aHTIIMHCKOM BCeTa MOAYMHEH cMBIcTy ciioBa. Criemyer oOpaiaTh
BHUMAaHHUE Ha TO, YTOOBI MIEPEHOC HE UCKA3KII CMBICH CIIOBA WJIH €0 MPOU3HOIICHHE.
ITepeHOC HEBO3MOXKEH B CICIYIONIUX CIyJasX:
1. He pexoMeHnayeTcsi IEpEHOCHTH TIOCIEHEE CIIOBO MPEATIONKECHHUS Ha CISAYIONIYIO CTpaHuIly. Taxxke He
PEKOMEH]TyeTCsl IEPEHOCUTh Ha CIIETYIONIYI0 CTPAHHUIY CTPOKY, KOTOpast sIBJISIETCS MOCIeJHel B a03alle.
2. Henp3s mepeHOCUTh 3HAKH TPEMHHAHUS, a TaKKe COKpaIlleHHble 0003HAYCHUS 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. CoOcTBeHHBIE MMEHA HUKOTAA He pasaenstorcs (Moscow, London, Africa).
5. Cnenyet n3berath nepeHoca cocTaBHbIX yacTel Ha3BaHuil (the Atlantic Ocean, Latin America).
6. Henb3st pa3ouBaTh nepeHocoM OykBeHHble a00peruarypol (USA, UNO).
7. CnoBa, cocTosIIue U3 OJHOTO CJIOTa, HUKOIIa He nmepeHocstes (though, through, height).
8. Cyddukc TpeThero JIuIa eJUHCTBEHHOrO YHCIa I1aroja B HACTOSINEM MPOCTOM BPEMEHH -S, -€S He
MEPEHOCUTCS JaKe B TEX Ciydasx, Korja oH oOpa3yer camoctostenbHbiii cior (he buys, he sells, he
wishes).
9. OKOHYaHHE MHOKECTBEHHOTO YHCIIa CYLIECTBUTENBHBIX HE MEPEHOCUTCA AaXe B TeX CIydasx, Koraa
OHO 0o0Opa3yeT camocTosTenbHbIH 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, crosume psioMm (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 MKy IByMsl IJIACHBIMU [IEPEHOCUTCS CO BTOPBIM citorom (ma-jor, la-ter).
6. Tlepenocsarcs cyh(HUKCHI CPAaBHUTENBHON 1 MPEBOCXOIHOMN CTEIEHH MpHiaraTteNibubIx (short-er, short-
est).
7. Ilepenocurcs cypdukc -ing npuyactus u repyHaus (go-ing, play-ing).
TOUKA
1. Kak u B pyCCKOM, B aHTJIIMHCKOM SI3bIKE TOYKA CTABUTCS B KOHIIEC TIPEINIOKCHHSI.
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2. B omiin4me ot pyccKoro, B aHTIIMHCKOM SI3bIKE TOYKA CTABUTCS B KOHIIE MPEJIOKEHHS, BOTIPOCUTEIHHOTO
o (popme, HO coneprkaIiero He Borpoc, a mpock0y (Will you kindly fill in the enclosed form and return it
directly to us).
3. Kak mnpaBuio, cokpaimieHus (3a HCKIIOUYCHHEM Ha3BaHW TOCYJIap-CTBEHHBIX U MEXKIYHAPOIHBIX
OpraHu3aNnii) OKaHIMUBaOTCA Toukou (Mr., Mrs., Dr., pp., Dec, 7 p. M., 30 mins., no. 15).
Takue Gopmsl, kak 1st, 2nd, 3rd, 4th u 1. 1., HICIOTB3YFOTCST O€3 TOUEK.
4. Toyka OTJENSAET [EJI0e YHUCIIO OT ASCATUIHOM APOOH, a Takxke IeHTHI oT goytapa(12.32 ft., $ 15.75).
5. B KoHIIe 3arojioBKa TO4ka, KaK MpaBUJIo, HE CTABUTCS.

SAITATASA
W3 Bcex MyHKTYaIlMOHHBIX 3HAKOB 3allsTasl MPEACTaBIsACT HAUOOIbIINE TPYTHOCTH KaK I HHOCTPAHIIEB,
TaK U JJIs CAMHX HOCHUTEJICH sI3bIKa.
1. 3ansaToii B aHMIMHCKOM $3bIKE, TaK € KaK M B PYCCKOM, DPa3JENSAIOTCS YaCTH CJIOXHOTO H
croxHomorunHeHHoro npemtoxkenus (This decision should in no way diminish your excellent record, and
we will be able to take advantage of your considerable talent). Ecnu B crio)kHOIOJUUHEHHOM MPETIOKESHUH
UMEEeTCs] HECKOJBKO MPHUIATOYHBIX MPEUIOKEHHUN, TO BCE OHHM, KaK MPABUIIO, Pa3JCsSIOTCs 3alsThIMU,
MpUYeM 3arsITas CTaBUTCS U mepe]] coro3oM and.
2. 3ansaThIMH BBIICISAIOTCS TaKHe BBOJAHBIC 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 HJIICHAMU NPCII0KCHUA, KOTOPHIC HEC COCAUMHCHBI COIO3aMU
(Five minutes, ten minutes, a quarter of an hour went by, yet nobody appeared).
4. EciH HECKOJIbKO OJIHOPOTHBIX YICHOB CBSI3aHBI OECCOIO3HO, a MOCIEIHUI PUCOSANHEH MTOCPEICTBOM
coro3a and/ or, TO BCe OJHOPOHBIE WICHBI PA3/ICIISIOTCS 3aSTHIMU, IPUYEM 3aIiATasi, B OTIIMYHE OT MTPABHII
pyccKoro si3bika, cTaBUTCA U mepen corwo3oMm (We are sending you bicycles, cars, motorcycles, and
motorscooters). ITO MPABUIO OTHOCUTCS M K TEM CIIydasMm, KOTJia TOCIEAHUN U3 OJHOPOJHBIX YJICHOB
BeIpaXkeH ci10BoM etc. (et cetera) (Forks, knives, spoons, etc.).
5. 3amdras BbIIEISICT MPUIOKEHHE C TOSCHUTCIBHBIMH CJIOBaMH, CTOSINEE IIOCIE ONpEIeIIeMOro
cymectBuTenbHoro (St. Petersburg, the second capital of Russia, is a wonderful city).
6. 3ansTas BBIAENSACT pUYacTHBIN 06opoT (Seeing the dog approaching, he ran off down the sreet).
7. 3ansaTas Beiessier obparenne (Friends, Romans, countrymen, lend me your ears). O6paiienue B Hagaje
MUChMa BBIACISACTCS 3aIlATOW, B OTJIMYHE OT PYCCKOrO s3bIKa, TI€ B IOJOOHOM Cllydae CTaBUTCS
BOCKITUIIATENIbHBIN 3HAK.
8. 3amsTas cTaBUTCS B KOHIIE MHCHbMA MOCIE 3aKITIOUUTEIBHON (OPMYITbI BEKIHBOCTH, TIEPE]T MOAMUCHIO
(Sincerely yours,).
9. B 06o3HaueHnsx nat 3ansras otaensier yucio ot roga (The contract was signed May 15,1996).
10. 3amsitas cTaBUTCS BHYTPH MHOTO3HAUHBIX YHCEN Ui OTACICHUS Kiacca ThICSd OT COTEH, Kiacca
MUJUTHOHOB OT COTeH ThicsY U T. 1. (15, 000, 000). 3ansras He CTaBUTCS MPH 0003HAYEHUH MHOTO3HAYHBIX
HOMEPOB IOMOB, CTPAHUILL KHUT'.
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
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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, | 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.
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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 Cunau BcTpevaeT pycckoro omsHecMeHa u3 Mocksel Uropst benosa. Camoner npuneraer B 3.15
mas. OHa moezieT B adponopt B 2 gaca. M3 aspornopTta oHa OTBE3ET €ro B TOCTHHUILY.

0) Buepa Cunau BcTpedana pycckoro ousHecmena uz Mocksbel Uropst benoa. Camoner moimkeH ObLT
npwiereTs B 3.15 gHsA, HO omo3nan. M3 aspomopTa oHa OTBe3Nla €ro B TOCTHHHILY M MOMOTJIA €My
3aperucTpupoBarbca. Y UWrops mamo BpeMeHH, M OH cpa3y e IoeXajl Ha BCTpedy C MHCTEpPOM
Kimuddopaom.

B) Ecnu Bei cobupaerech B AMEpHUKY, BbI JOJKHBI [TOYYHTh BU3Y, Y3HATh, KAKOH Oarax MO>KHO B3sITh
¢ co0o14, 32 KaKkre BEIIX BbI JOJDKHEI INIATUTh TAMOXKEHHBIH cOOp, CKOIBKO CTOUT OHIIET.

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

- [Toxxanyiicra. Bame ums u agpec, noxaiyincra.

IIpakTuyeckoe 3ansaTue Ned. [IucbMeHHBIN NMePeBO/1 1€10BOI KOPPeCOHIeHIIUN.
OprannzanuonHas hopma 3aHsITHS: TPAAULUOHHBIA CEMUHAP.
Lemnp: ¢dopMupoBaHue y CTYACHTOB pPEYEBOH, S3BIKOBOM M KOMMYHHUKATHBHOW KOMITCTEHIIMH JIJIS
OCYILIECTBIICHHS IEIOBBIX KOHTAKTOB.
B pesynbTare ocBO€HUE TEMBI CTYJEHT JOJDKEH
3HATh: OCHOBBI TMEpeBOJa OQHUIMAIBHO-ACIOBBIX TEKCTOB, OCHOBHBIC TI'paMMAaTHUYECKHE SBIICHHS,
XapakTepHbIe U1 TPO()EeCCHOHATIBHOMN Peyr; JIEKCHIECKUE U CHHTAaKCHYECKHE 0COOCHHOCTH O(HIIMATBHO-
JIEJIOBOTO CTUJISI B @HTJTUICKOM SI3BIKE.
YMETh: TEPEeBOJUTh OQHIMAIBHO-IEIOBbIE TEKCTHI; BHUJCTh XapaKTEpHBbIE CTHIIEBBIC UEPTHI; YUTATh
o(ULMANBEHO-IENOBBIE  TEKCTHl PAa3JIMYHOM CTENEHHM CJOXHOCTH; CTPOUTH JHAJIOTHYECKYI0 U
MOHOJIOTHUECKYIO PEYb C HCIOJIb30BaHHEM HauOoJee YHOTPEOUTENBHBIX JIEKCUKO-TPAMMATHYECKHX
CPEJICTB B OCHOBHBIX KOMMYHHKATHBHBIX CHTYaIUSIX OQHUIIMAIEHOTO OOIICHUS; TOHUMATh JIUATOTHIECKYTO
Y MOHOJIOTHYECKYIO PEYB M0 U3YUYEHHOU TEME.
AKTyaJbHOCTb TEMBI: 00yCIIOBI€HAa HEO0OX0AUMOCThIO oBlaaeHus: YK-4.
TeopeTuueckas 4acTb:
N3yunTe OCHOBHBIE COKpAIIEHUS, UCIIOJIb3YEMBIE B IEJIOBOM KOPPECTIOHAEHITNH:
A/C, a/c, acc. (account current) — TEKYIIHA CYET
adsd (addressed) — ampecoBano
adse (addressee) — aapecar, moiygarenb
ad (advertisement)—pexiamHoe 00BsIBIICHHE (MHOXK. YHCII0 — 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) — nepeBonHOI BeKkceb, TpaTTa
B/L, b/1, B.L., b.l. (bill of lading) — koHocameHT
cc., cc (copies) — yKa3aHHe Ha aapecaToB KON MHChMa
CEO (chief executive officer) — ucnonHUTENBHBIN IUPEKTOP
cf. (confer) — cpaBuute
Co. (company) — xoMIauus
contr. (contract) — KOHTpakT
Corp. (corporation) — xopriopanus
cur. 1. (currency) — Bamora; 2. (current) — texymmit
CV (curriculum vitae) — xpartkas 6morpadust
dd 1. (dated) — natupoBanusrii; 2. (delivered) — mocraBneHHBII
Dep., Dept. (department) — 1. — oTmern; 2. — MHHHCTEPCTBO
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doc. (document) — mokymeHTHI (MHOX. drcio — docs.)

doz., dz. (dozen) — mroxxuHa

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

enc., encl. (enclosed, enclosure) — BiokeHHBIH, IpUIAraeMbIil, BIOKEHHE, TPUIOKEHUE (K MUCBMY U T.
1.)

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

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

FY (fiscal year) — ¢huHaHCOBEIHM TOA

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

hf. (half) — monoBuna

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

I. e., ie (id est, mar.) — TO ecTh

inc., inch (including) — Bximrovas

Inc., inc. (incorporated) — 3aperucTpupoBaHHBIN KaK IOPUANIECKOE JHIO (KOPIOPAIHS)

info (information) — uudopmarus

inv. (invoice) — cuer-thakTypa

IOU (I owe you) — monroBast pacrucka

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

LLC (limited liability company) — xoMmnaHusi ¢ OrpaHHYeHHON OTBETCTBEHHOCTHIO

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

LOC (letter of commitment) — rapanTHiiHOE MTUCEMO

mdse (merchandise) — ToBapsI

memo (memorandum) — 3armrcka

M.O., 1.0. 1. (mail order) — mouToBEII mepeBo; 2. (money order) —ICHEKHBIN MEPEBOJ, IDIATEKHOE
HOpYy4YCHHUE

M.T. (metric ton) — MeTpuyeckas TOHHA

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

N/A (not applicable) — ue npumeHrMoO (Harp., yHKT 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-HCClIeIOBaTEIbCKUE M ONBITHO-KOHCTPYKTOPCKHE PabOThI
(HHOKP)

ret (receipt) — pacnmcka, KBUTaHIUS

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

ref. (reference) — ccouika

shipt (shipment) — orrpyska, ornpaBka

sig. (signature) — moanuch

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. IToaroToBeTECH K 0OCYKICHHUIO TEOPETHIECCKOTO MaTepHaa.

KakoBbl OCHOBHBIC TpeOOBaHMS, IMPEIbABISEMBIE K JeioBoMy TmiepeBoay? Kakuwe rpaMmarudeckue
KaTErOPHH OTCYTCTBYIOT B PYCCKOM SI3BIKE TI0 CPABHEHHIO C aHTITUICKUM, 1 KaK N30€KaTh TPYAHOCTEH pH
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ux nepeBoye? Kak mepeBojsaTcs TEKCTH ¢ OOMICIPUHITHIMEA H CIIEIHATBHBIMU coKparneHnsMu? Kakne
(pas3sl B TEKCTE TIepeBO/Ia OCTAIOTCS B mepBoHavamsHOM Buae? (CioBa u (hpa3bl HA IPYTOM SI3BIKE, YEM
SI3BIK OPUTUHAJIA; COKPAIICHHBIC (PUPMEHHBIC HAMMCHOBAHUS TEXHHUKH, Ha3BaHUs 3apyOeKHBIX JKYPHAIOB
U Ta3eT).

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

availability of goods;

method of transportation;
transportation costs;

delivery dates;

to give full details;

in connection with this;

to get in touch with.. .;

we urgently require to perform...;
deadline;

to have to remind,;

on favourable terms;

immediate reply;

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

our detailed catalogue;

to meet the requirements;

to place an order;

to accept the offer;

we regret to let you know;

to offer a substitute;

penal provisions;

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

YKa3bIBaTh LIEHBI;

MOJIOKUTENIEHOE PEIIeHHE BOIIPOCa;

B Cllyyae HEeYIUIaThl;

OBITH MTPU3HATEIHHBIM;

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

MOCTAaBIIHK;

YCIIOBUSI IOCTaBKH;

nepeaaBaTh AeN0 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.
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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?
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- You are so kind. Looking around is a thirsty job.

10. Translate into English.

a) ToBapel 5TOM KOMIAHWU JOCTABISIOTCA MO Bcell Poccum rpy30BBIM, JKENE3HONOPOXKHBIM U
aBUaTpaHcropToM. ToBapel Bceraa JOCTaBIAIOTCS BoBpeMsl. KoMmaHus HUKOrAa He MOIy4aeT »aoo.
XpaHATCsSI TOBapbl Ha XOPOIIO OOOpPYIOBAaHHBIX CKJIagax. DJIEKTPOHHOE 00OpYIOBAaHHE HCIONb3YeTcs,
4TOOBI CIEANTH 32 YIAKOBKOW, MAPKUPOBKOM, MMOTPY3KOH U pa3rpy3Koi TOBapoB.

0) Mucc @nunmc — ormmuHbN cekperapb. Muctep Kimuddopa ymnosineTBopeH ee paboToii, a Mucc
@nunnc yaoBIETBOpEeHa CBOMM monoxeHueM B Kommanuu. Eil miaTaT Xopollyro 3apIuiaty, JaroT
OTBETCTBEHHBIE MOPYUYCHHS, BCET/Ia XBAJIAT 32 XOPOILIYIO paboTy.

B) Kakx Bam nmonpaBunace Bama noeznka B boctoH? — OueHp moHpaBuiach. MeHs BCTpETHIN B
a’poIIOPTy, OTBE3JIM B XOPOILIYI0 FOCTHHHMILY, MOKaszanu ropox. Ha cinemyrommii neHp s BCTpeTHiICS C
pyKoBoAuTENEeM (GHUPMBI, MBI OOCYAMIM BCE BOMPOCHL. MeHs MpeACTaBHUIM BCEM CIICHHAINCTaM M
MIPUTJIACHIIM HA JI€JI0BOM JIaHY.

IIpakTHyeckoe 3ansaTHe NeS. BpuTanckuii 1e10B0ii ITHKET: 0CHOBHbIE MPUHIMIIBI ¥ HEHHOCTH.
Jenosoii 3tuxker B CIIA.

OpranuzaiuonHas ¢popma 3aHITHS: TPATUIIUOHHBIA CEMITHAP.
Lenb: ¢dopMupoBaHHE y CTYACHTOB pPEUYEBOHM, S3BIKOBOW M KOMMYHUKATUBHOW KOMIICTCHIIMM JIJIS
OCYIIIECTBIICHHS IEJIOBBIX KOHTAKTOB.
B pesynpTaTe 0OCBOCHHE TEMBI CTYICHT TOJDKEH
3HaTh: OCHOBBI JIEIOBOTO ATHKETA.
yMeTh: Ha OCHOBE JIeJIOBOTO JSTHKETa CTPOUTH JHATOTMYECKYI0 M MOHOJIOTMYECKYI0 pedb C
WCIIONB30BaHNEM HamOoJiee YIOTPEOUTENbHBIX JIEKCHKO-TPAMMATHYECKUX CpPEACTB B  OCHOBHBIX
KOMMYHHKATHBHBIX CUTYaIHSIX O(QHUIIHATBHOTO OOIIEHH; TOHNMATh AHATOTHIECKYIO0 H MOHOJIOTHYECKYIO
pedb 10 U3YYEHHOU TeMeE.
AKTyaJIbHOCTb TEMBI: 00yCIOBIeHa HEOOXOAUMOCTHIO OBNaaeHus: Y K-4.
Teopernueckas 4acTh:

Jenoroii aTukeT B BenmukoOpuTaHuy BO MHOTOM OIIPEICIISICTCS PUHIMITAMHU U IICHHOCTSIMHU JICJIOBOM
KyJIbTYpbI 3TOW CTPaHbl U UMEET CBOM OCOOCHHOCTH.
Kak wm3BecTHO, OpHUTaHIBI OYE€Hb BEXJIHMBBHI U OOXOMUTENHHBL. DTO BO MHOI'OM OMpEENSIeT CTHIIb HX
oOmiennst. bBpuTaHIBI TPAKTUKYIOT JaBaTh YKIOHYMBBIC OTBETHI Ha IPSIMBIE BOITPOCHI, TUAIOTH YaCTO HOCAT
JBYCMBICIIGHHBIN xapakTep. UTOOBI MOHSTH, YTO HMMEHHO OHHM XOTSAT BaM CKa3aTh, HEOOXOJIUMO
BHUMATEIFHO CJIEIUTh 32 HHTOHAIIMEH T0JI0Ca U BRIPAKEHUEM JTUTIA.

B clI0’XHBIX cHUTyaIusX aHTJIMYaHe MPOSIBIISIOT CIIEPKAaHHOCTh U camoobmananue. Ho Tak sxe OpuTaHIibt
NPEAMOYUTAIOT C IOMOPOM MOJIXOANUTH KO BCEM JKU3HEHHBIM CHTYalMsM M OM3HeC - He UcKiodeHne. K
0COOEHHOCTSIM JIETIOBOTO 3THKETa B BpUTaHNMH MOYKHO OTHECTH CIEYIOUIHe YepThl. B 00meHnn HyXHO
TIPHUJIEPIKUBATHCS  ONPEEIEHHONW JUCTAHINK, TIOCKOJBKY OpUTAHIBI BECbMa TPENETHO OTHOCATCS K
JUYHOMY THpocTpaHcTBY. [IposBieHneM BEXIMBOCTH OyJeT COOMIOCHUE PYKOIOXKATHS MPHU NEPBUYHOM
3HaKOMCTBE. B pasroBope MpUBETCTBYIOTCS MpPsIMbIE B3MIAABI B T1a3a. OJHAKO HE CTOUT 3TOTO JeNaTh
ciumkoM poiro. /lenoBoe obuieHne ¢ OpuTaHLaMH HE TMpeaycMaTpuBaeT JMYHBIX BorpocoB. He crout
3a0BIBaTh, YTO OOXOANUTENFHBIC aHTTIMYaHE JOBOJBHO YacTO JAI0T MHCTPYKIMH B BHJIE BEKIMBBIX MPOCHO.
Tax e He cienyeT 3a0bIBaTh BaKHBIE MEJIOUX. BX0s B TOMeIIeHne He00X0ANMO TPOIYCTHTh CTAPIIETO
1o poipkHocTU. Ha nienoBoil BecTpede HempuemsieMo JepakKaTbh pyKH B CII0)KEHHOM COCTOSIHMU. bpuTaHIbl
BOCIIPHHUMAIOT 3TO KaK 3HaK CKyKH M HE3aWHTEPECOBAHHOCTH B jejie. Tak e OpHTaHILbl BCSYECKH
n3berarot yncna 13. OTmnpaBnssack K OpUTAHCKOMY MApTHEPY B TOCTH, JydUIlleé HEMHOTO OIO3AaTh, YEM
npuiit 3apanee. [10CKONMBKY MPUXOIWTH paHbIlle HA3HAYEHHOTO BPEMEHH CUUTAETCS HENPHINIHBIM.
WHorza B npuriameHny Ha BCTpEedy MOTYT OBITh UCIIOJIB30BAaHbI CCHIJIKM Ha TO, B KAKOW OEXIE clelyeT
npuiitu. Kak 1 MHOTHE eBponeiickue Hapoabl, OpUTaHIIBI AKTHBHO OOPIOTCS 32 MTpaBa KUBOTHBIX, TO3TOMY
HE CTOUT NMPUXOAUTH B OJIEK/E M3 HATYPATHHBIX MEXOB M KOXKH.

Bputannsl BeckMa 3pyAMpPOBAaHHBI M HpodeccHOHaNBHBI, 00JIaAaloT BBICOKOW KyIbTypoil. B kpyr mx
MHTEPECOB YacTO BXOASAT JIMTEpaTypa, CIOPT M MCKYcCTBO. B nenoBoi cpene OpuTaHLBI OTHOCATCS K
CaMbIM KBaJTM(QHUIIMPOBAHHBIM OM3HECMEHAM B MUpE.

Bputanckas nemoBast KyJabTypa: OCHOBHBIE IPUHIIHUITHI U IICHHOCTH.

Bputanipl, 0COOEHHO aHIIIMYaHE, CIABATCS CBOCH BEKIMBOCTBIO M OOXOAWUTENBFHOCTBHIO. JTO OJUH U3
KIJTFOUEBBIX MOMEHTOB B OPUTAHCKOH KyIbType U (yHIaMEHTAIBHBIN aCIIEKT OPUTAHCKOTO CTHIIS OOIICHHMS.
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"Stiff upper lip" - B GykBampHOM mepeBoze "TBepaas BepxHsA ryba". DTOT 0OpasHBI TEPMHH YacTo
WCTIONB3YETCS ISl OTMCAHUS TPAIUIIMOHHBIX OPUTAHCKUX Ka4decTB - CIEPKaHHOCTH W CaMOOOJIaTaHuUs,
KOTOpbIe OpUTaHILIBI IPOSIBIISIOT B TPYIHBIX CUTyalusIX. B OpuTaHCKO# KyIbType OTKpBITas JEMOHCTPALHS
SMOLMI - TO3WTHBHBIX WJIM HETaTHBHBIX - BCTPEYaeTCsl OYEHb PEAKO, MO BO3MOXKHOCTH H30eraiite
BBIpaXXaTh CBOM YyBCTBA ITyOaMaHO. Ha emoBeIX BcTpeyax 3TOT MPUHIIMIT 03HAYAET, YTO BaIlll OPUTAHCKHE
KOJUIETH HaMEPEHBI TOCTPOUTH THAjIorT B aTMocdepe GopMabHOCTH M OECTIPUCTPACTHOCTH.

KOMop - kI1r04eBoif AIEMEHT BCeX CTOPOH XHU3HH B BennkoOpurannu. BaxkHOCTh 4yBCcTBa 10MOpa BO BCEX
CUTyaIusiX, BKJIOYast AETOBOM KOHTEKCT, TPYOHO TIepeoleHuTh. KOMOp YacTo WCMONB3yeTcsl Kak
3aIIUTHBIA MEXaHU3M, B OCHOBHOM B ()OpMe WPOHUHU WM CAMOMPOHHU. VIpOHWYHBIE HOTKH MOTYT OBITH
CKPBITHI, 3aByaJHpOBaHbl TOATEKCTOM, 4YTO TAaKKe SABJSACTCS XapaKTEepHOW YepTod OpUTaHCKOTO
YKJIOHYUBOT'O CTUJISI OOIICHHUSI.

Coemunennoe KoponeBCTBO 3HAMEHHTO CBOCH SIPKOM HMCTOPHEH M CHIBHBIMH TPaJHIHSIMH,
c(OpMHUPOBABIIMMHUCS IO BIUSHUEM KOJOHHAJIHHON MUMIIEPHHU, TPAKIAHCKON M €BPOMEHCKUX BOWH, a
TaKXe KOHCTUTYLIHOHHON MOHapxuu. UeTBepTas Mo BENMYMHE HAIMsL, TOPTYIOLIas CO BCEMH CTpaHaMHU,
BenmukoOputanus OBICTpO cTajna JHIMPYIONIMM €BPONEHCKHUM IEHTPOM MPEANPUHUMATEIHCTBA.
[omnepxuBaemasi CTaOUIBLHON MOMUTUIECKON M SKOHOMUYIECKOW CHCTEMOU, BenMKOOpHUTaHUS SBIISIETCS
MIPHUBJIICKATENBHON 0a30il s 3apyOekHOro Ou3Heca, mpeljiaras IMUPOKHE BO3MOMXHOCTH BO MHOTHX
o0nacTsx, B TOM YHCJIE B UCCIEINOBaHUAX, pa3pabOTKax W HOBBIX TEXHOJOTHAX. TeM He MeHee, YTOObI
yCTemHO paboTaTh B OPUTAHCKUX AETMOBBIX KPYyrax, HYy)KHO 3aIIOMHUTH HECKOJIBKO Ba)KHBIX MPaBWI, U
NPUMEHATH UX KakK JI0, TaK U BO BpeMsi cBoero Buznuta B CoenunenHoe KoponeBcTso.

Paboune MOMEHTHI:

- B COOTBETCTBUU C OPUTAHCKIM OM3HEC-TIPOTOKOJIOM, ITYHKTYaJIhHOCTh OYEHb BaKHA Ha JTFOOOH 1eTI0BOit
BCTpeyYe, IpUeMe U Y)KHUHE.

- Ha3HavaTh JCJOBYIO BCTPEUY MPHUHATO 332 HECKOJIBKO THEH J0 Hee.

- OpWTaHIBI CKIOHHBI CIIEOBaTh YCTAaHOBJIEHHBIM IPAaBWIIAM, TOSTOMY TPWHSATHE PEIICHUS YacTo
CTaHOBHUTCS BEChMa JIOITHUM TPOIIECCOM

CrpykTypa M Mepapxusi B OpUTAHCKMX KOMIIAHUSX - COBPEMCHHBIC OpUTAHCKHE KOMIIAHHMH UMEHOT
OTHOCHUTEJIBFHO "TOPHU30HTAIBHYIO" HepapXUUYECKYI0 CTPYKTYpY. IIpuHIIMNanbHOE pa3auune MpOBOIUTCS
MEXJIy MEHE/DKEpaMH W OCTAIBHBIMH CiyXamuMmu. (BHuMaHwe: B aHTTHIICKOM s3bIKe, U B bpuranuu
COOTBETCTBEHHO CJIOBO '"MeHe/kep" o3HauaeT "pyKoBOAUTENb"'. MeHemKkepsl OOBIYHO OTBEHAIOT 3a
CEPbE3HBIN y4acTOK pabOThl M YIPABISIOT OTIEIOM, JCMAPTAMEHTOM JIH00 1enoi ciayx0oi. [Toatomy
MTOMHHTE, YTO TO CJIOBO HE HMEET HUYETro O0IIEro ¢ pOCCUICKOM Tpa uirel Ha3pIBaTh KAXKIOTO MPOoIaBIa
"MEHEKEPOM TOProBOro 3ama").

-B OCHOBHOM, IICHTPAJIbHBIM OPraHoM, NPUHHUMAIOIINUM PCUHICHUSA, SABJISICTCA COBET JUPEKTOPOB. Camble
OTBETCTBEHHBIC PEIICHMsI Bcer/ia B BennkoOpuTaHuu MPUHIMAIOTCS Ha caMOM ""Bepxy".

PykoBomurenn B BenukoOpuTaHMM B OCHOBHOM IMIPENIIOYMTAIOT YCTaHABIUBATh XOpoInue padoune
OTHOIICHUSA C MIOJYNHCHHBIMU.

- HauvanpHuMK 3auacTyro Oeper Ha ceOs poJib TpeHepa, yuuTelsd, co3jaBas arMochepy MOIIEPKKH U
BJIOXHOBIISISI CBOMX COTPYAHHUKOB Ha BBHITTOTHEHHE PaOOTHI.

- KomanHast pabota oueHb BaxkHa, XOTS ¥ YyBCTBO HHANBUAYAITLHON WACHTH()HUKAIINH TOKE OUYEHb CHITBHO
M0 OTHOLICHHUIO KaK K peasi3aluy 3a/1a49H, TaK U K COBEPIICHHBIM OIINOKaM.

Henosoii atuket B CIIIA

IIpuserctBHe

CoriacHo aMepHKaHCKOMY JICIOBOMY OTHKETy, TPUBETCTBUE W 3HAKOMCTBO COINPOBOXKIACTCS
pykonoxarueMm. B CILIA He npuHATO 0OMEHHMBATHCS MOLETYSIMH U LIEJIOBAaTh PyKy >keHiuHe. [lpu Oonee
JpY>KECKOM OOILIEHHUH, B 3HaK PUBETCTBUS, aMEPUKAHIIBI IPUBBIKIINA HOXJIONBIBATH APYT APYra MO CIIHHE.
O6pamenue

AMEpUKaHIIBI, UMest APYKECKHI XapaKTep, BCErla CTPEMSITCS yCTaHABIMBATh HehopMallbHYI0 aTMochepy
Ha MEePeroBopax, MO3TOMY MPEANOYUTAIOT OOIIATHCS C JIFOJbMH 110 MMEHH HE3aBUCHUMO OT UX BO3pacTa
nosiokeHus. B HedopmasbHON Oeceze jydine M30eraTh MOJUTHYECKHE W PEIMTHO3HBIC TeMbl. Jlydiie
00cyXIaTh BOIIPOCH CEMBH, YBICYCHNUH, OTABIXA U CIIOPTA.

[Ipurnamienue B rocTy ¥ MOJAPKH

Ecnu amepukanen mpuriiacui K cede JOMOH, TO, CKOpee BCEro, BBl €My CUMIIATUUHBI, OH Bac 3aMETUI U
omeHWI. B 3TOM ciiydae MOXKHO TPHHECTH C COOOM TMOJApOK - LBETHI, OyTHUIKY BHWHA WJIA CYyBEHHD,
XapakTePHBIN IS Bamieil crpansl. B 1iemom ke, aenoseie mogapku B CIIIA He MPUHATHI, Tak KaK MOTYT
BBI3BATh HENOBEpHE, W BOCHPUHATHI Kak B3ATKa (B CILA #eWCTBYIOT OYEHb CTpPOTHE 3aKOHHI,
PETYIHPYIONINE OTHOMIEHHS C B3sITKaMu). C Ipyroi CTOPOHBI, HEOOIBIION CYBEHHP, C JIOTOTHIIOM Ballen
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KOMIIaHUH, OyIeT MPUHST C YAOBOJIBCTBUEM U PACIIaKOBaH NPAMO 1pH Bac. Co cBOEi CTOPOHBI, B KAUeCTBE
MoJIapKa aMepUKaHCKHE OM3HECMEHBI MOTYT IPUTIIACUTH Bac B PECTOPAH, Ha OT/BIX 32 TOPO/I.
AMepUKaHIIBl B CBOEM OOJIBIIMHCTBE MPUACPKUBAIOTCS 30POBOT0 00pasa KU3HHU M, KOHEYHO, MUTaHNUS,
CTapasich CBECTH K MUHUMYMY MOTpeOJIeHNE MPOAYKTOB COACPIKAIINX XOICSCTEPHH, IPEAIOUNTAsT PPYKTHI
u oBomy. TeM He MeHee, TPAAWIIMOHHAS aMEPUKAHCKas KyXHS MOJb3YeTCs OONBIION MOIMyISIPHOCTHIO
cpenu ee xxuteneid. Kypenmne aMepukaHIlpl HE IPUBETCTBYIOT, @ TIOPOH Jake OCY)KIAIOT, IOITOMY KypPHUTh
B 3TOM CTpaHe 3alpelieHo MOYTH MOBCIOY.

OTHoIIeHHE KO BpEMEHHU

«Bpewms - neHprn» - e1e 01Ha U3BECTHAS aMepHUKaHCKast TTOCIOoBUIA. Bompoc 06 ’KOHOMUYM BpeMEeH! 04€Hb
Ba)KEH /17151 aMEpUKaHIIEeB; OONTATh MOMYCTY - 3HAYUT, TPATUTh BpeMsl, a CIIeI0BaTeNbHO AeHbIH. [loaToMy
BpeMs BCTpeU U MEPEroBOPOB YaIlle BCEr0 OTPaHUYMBACTCS OJHUM 4acOoM. AMEpPHKaHEI] CTPOUT CBOIO
JKU3HB TI0 PACIMCaHUIO, YETKO Clenyd eMy Kakablid meHb. llyakryamsHocTh B CIIIA oueHp BaxHa, a
OTI03AaHUs BOCTIPUHUMAIOTCS KaK Tpy0OCTb.

OTHOILIEHNE K JKEHIINHE

B amepukaHckoi OM3HEC-KYJIBTYPE KSHITUHBI CYNTAIOTCS PABHBIMHA MYXXYHHAM U JIOCTATOYHO YaCTO
3aHUMAIOT PYKOBOSIINE AODKHOCTH. B mmemom B nenoBom mupe CIIIA ropasmo 6ombiie KeHIIH, 9eM B
000U Ipyrod crpaHe. AMepUKaHCKas OW3HEC JieAW CUMTAeT ceOsl MOJHOIEHHBIM OWU3HEC MapTHEPOM,
MO3TOMY HE CJeyeT OBITh YPEe3MEPHO TaJJaHTHBIM B OTHOIICHHWH JEIIOBBIX JKEHIIWH, BOMPOCHI JIHYHOTO
xXapakTepa 3/1eCh HEyMECTHBI.

JlenoBoit KocTioM

B CIIIA neiictByeT npaBuio: «Hem BbIIIE TOKHOCTh, TeM O(HUIIMATBHEH KOCTIOM». B Ne/IoBOM XKU3HU
MPUHATH TOJBKO TEMHBIE KOCTIOMBL. [l KEHIMUH TPEaNOYTHTENIeH OpPIOYHBIN KOCTIOM CIIOKOWHOTO
1[BETa, a TaK)ke 00yBb Ha KabOJykax He BbIlie 4 cM. MeHee jKeCcTKHe TpaBuia, 0ojee CBOOOIHBIN CTUIIh
OJIeX/IbI IEHCTBYIOT B CIIOPTE, UCKYCCTBE, MOJIE U B MHLyCTPUH pa3BIeuCHUH.

JlemoBoe oOIIeHNe

Hemnosoit atuker CIIIA He MHOTHIM OTIHYAeTCS OT €BPONEHCKOro, HO €CTh M CBoU ocobeHHOcTH. s
aMepHUKaHIIa HeT HU4ero oOMIHOTO B BOIPOCE MAIO3HAKOMOTO YEJIOBEKA O €T0 3apIuiaTe, XOTs, Halpumep,
B ['epMaHMuM 3TOT BONPOC CUUTAETCS HEJIOMYCTUMBIM.

B CIIIA HaMHOTO TIpOIIIe TO3HAKOMUTHCS U 3aBECTH JIPY’KECKIE OTHOIIIEHUS, TT0 CPABHEHHUIO, HATIPUMED, C
SAnonwueni. [ naBHOE, yMETh PaBUIIEHO MPEJCTABUTH ce0sl. AMEPHKAHIIbI OUYeHb YHEPTUYHBIC, OTKPHITHIE U
npyxemoOHbie moad. C HOBBIM 3HAKOMBIM MOXKHO Cpa3y IMEPEeXOAWTh K JIely W TOBOPHUTH BIIOJHE
oTKpoBeHHO. Bripaxkenus Let's get down to business - «/laBaiiTe nepelizem k neiny» - O4eHb MOMYJSIpHA
cpenu amepHukaHIieB. Bo Bpems 1e10Boit Oecenlbl He MPUHSTO OTBIEKAThCS HA IIOCTOPOHHUE Jea - 3BOHKU
no TeneoHy, PasrOBOPHI C KOJUIETaMH. A BOT BCTaBISTh B Pa3roOBOP IIYTKH 10 TeME, CUUTAETCS
MIPU3HAKOM XOPOIIEro TOHA. B cTpaHe roBOpAT Ha aMEPUKAHCKOM AaHTJIMICKOM, CUWTas JIOHJIOHCKHH
AHTTUHCKUI BEICOKOMEPHBIM BapUaHTOM TOTO ke s3bIKa. [103TOMy eciu BbI XOTHTE MepeBeCTH KaKue-TO
MaTepHaibl Juis cBoux Oyaymux maptHepoB B CLLA, To CTOUT 3TO JenaTh ¢ Y4E€TOM JIAHHOH S3BIKOBOI
0COOEHHOCTH.

AMepuKaHIIpI TparMaTHYHBIE JIFOJM, HE OYEHB JII00SIINE CIeI0BaTh TpaaunusaM. [ HUX Ha TIEpBOM
MeCTe BCET/ia CTOST WHAWBUAYaIbHOCTH W TMpaBa 4ejoBeka. JKuTenb 3TOW CTpaHbl HUKOTZA HE OyAeT
JKAIIOBATHCS, U PACCKa3bIBaTh O CBOMX Heynadax. He3aBHCMMO OT CUTyallMu amepHKaHel| Bcerjaa Oyjaer
BBHITJIAJETH YBEPEHHBIM, 3/I0POBBIM, U3JIyYalOIIUM YCIIEX.

AMEepUKaHIIBl TOBOPAT TOJIBKO TO, YTO JyMalOT; BOCIPHHUMAIOT Jr00yr0 (hpasy cobeceHUKa TOCIOBHO.
OHH TJI0X0 MOHUMAIOT HAMEKH, WPOHUIO; CJIOKHBIE BBHICKA3BIBAHUS WJIM CKPBITHIA CMBICI CIIOB MOMKET
COUTB X C TOJKY.

ITepen HayaIOM JI€TOBBIX MIEPETOBOPOB aMEPUKAHIIBI TPEAIIOUYUTAIOT COOPATH MOJIHBIN MaKeT HHPOPMALIUN
00 yvactHuKax Oymymed Bctpeun. OHM MOTYT IMONPOCUTH TPHUCIATh CIHMCOK JIWIl Balllel JeJieraluy,
JIOTIOJTHUTENBHO 3aIPOCUB HHPOPMAITHIO 00 WX 00pa30BaHUM, YIETHBIX CTEIICHSX, IEYaTHBIX TPYax U T.JI.
AMepuKaHIIBl OYeHb 3aKOHONOCHYIIHbIE Ipaxkaane. laxke He3HAUUTENbHAs HE3aKOHHAsh KOMMepYecKas
oTieparys B 3TOI CTpaHe MOXKET CTaTh MPUYMHON TIOpeMHOTO 3akiodeHns. «llommouenHas» pemyranus
(UpMBI HAaBCET/1a TOCTABUT KPECT Ha €€ BO3MOXKHOCTH COTpyTHIUEeCTBa ¢ Komnanuei u3 llItaTos. JloBepue
B AMepuKe MOXHO 3aCIy’KHUTb JIMIIL MHOTOJIETHUM, O€3yNpeyHbIM TPYIOM, a He APYXKOOH M CBA3AMHU.
[losTOMy y aMeprKaHIEB HE CYIIECTBYET HUKAKUX «OCOOBIX» YCIOBHH CHEJOK «Ulsi CBOUX». B crpane
BO3MOXHBI TOJIbKO OTKPBITBIE CHENKH C JIIOOBIMH MapTHepamu. [JaBHOE IS aMepUKaHIIeB, YTOOBI
napTHepsl ObUIM TMPOYHBIMH U CTAOMIBHBIMH, Kak B (UHAHCOBBIX, TaK U B NPOQPECCHOHATBHBIX
OTHOLICHHUSX, a TAK)Ke HE MPOCTO 3apadaThIBANIM IEHBTH, a BEJIM COLUAIBHO OTBETCTBEHHBII OM3HEC.
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VYV AMepukaHIEB CHIbHBI YyBCTBAa HE3aBHCHMOCTH, CAMOCTOSTEIIFHOCTH; OHH YMEIOT COPEBHOBATHCS U
BBIUTPHIBATH BCET/A M Be3le. DTO 00YCIOBICHO NPEICTABICHUAMH TPaXKIaH CTPAHBI O JOMHHHUPYIOIIEM
nonoxennu CILIA B Mupe, KOTOpOe 3aKiaIbIBaeTCs C MANbIX JIET U JIGKHUT B OCHOBE CHCTEMBI 00pa30BaHMsI.

Eme oavH W3 3/IEMEHTOB YCIENIHOTO aMEPUKAHCKOTO OM3Heca - CKOpocTh. B Amepuke Bce
IPOUCXOJHT JTOBOJIBHO OBICTPBIMU TEMITAMH, BCE JIENIACTCS «CETOTHS», HE OTKIAIBIBACTCS HA «3aBTPay.
[TosTomMy Ha meperoBopax HYXXHO OBITH TOTOBBIM K TOMY, YTO Bac OyXyT TOPOIHTH, MOATAIKHBATH K
JEHCTBUSIM, TaK KaK aMEpHKaHLbl HalOpUCThIE, MPSIMOJIMHEHHbIE M BCErAa Crelanie OW3HECMEHBI.
I'maBHOE U HUX - 3TO yCIeX, a KayKIbIi yCIIeX - 3TO MPEINOCHUIKA JUIS HOBBIX TTO0EI.

Oco0eHHOCTH BEIIEHHUS TIEPETOBOPOB

Ecnu ameprkaHIbl OPraHU3yIOT AEJIOBYIO BCTPEUY, TO 3TO MOJIHOCTBIO MCKIIIOYAET JPYKECKYIO Oecemy.
Berpeua Oyzer HachilieHa, UMETh KOHKDETHYIO LieNlb, M JAJUTCA He Oonee yaca. [l amepuKkaHIEeB
HEPEeTOBOPBI - 3TO OTKPHITOE OOCY)KIEHHE, IIeJb KOTOPOro HAiTH o0mme HMHTEepechl M BhIpabOoTaTh
CTpaTeTHI0 AJIsl COTPYAHMYECTBAa. UecTHbIE CHEIKHM M B3aWMOBBITOJHBIE OTHOLICHHS O€3 KakoH-THOo
«CEeMEMHOM ApYyKECTBEHHOCTH» - BOT HcabHasl KapTUHA OM3Heca [ aMepHKaHLIA.

JlenoBbIe IEpEroBOPHI aMEPUKAHIIBI JIFOOAT HAYMHATH C OOCYKIESHHUS OOIIEro BOMpoca, ¢ MpoOIeMbl
TpeOyromiel MPUHATHS PeIeHns (YTO HYKHO JeNaTh), a 3aTeM IMEePEXOIST K JeTalsIM, CIOCOOCTBYIOIINM
peanu3anuy JOTOBOPEHHOCTEH (Kak HYXHO C/eNaTh), KOTOPBIM YAEIseTcs OONbIIoe 3HAYCHHUE MpU
opranm3anuu Jrodoro jaena. I1oaToMy K paccCMOTpPEHHIO aMEpUKaHIBI TOTOBST, KaK IPABUIIO, IIENIbIC
«TaKeThD» IPEJUTOKEHUI. A BOT Ha ()OPMATBHOCTH OHU HE OYIyT TPaTUTh CBOE BPEMSI.

[leperoBopHBIil MPOIIECC aMEPUKAHIIBI CTAPAIOTCS BECTH B OBICTPOM TeMIIE, OSCIPEPHIBHO MOATAIKUBAS
CBOMX MAapTHEPOB K CKOpEHIIeMy MpUHATHIO perieHrs. OHU MOTYT Jaxe MpOsBIATH arpecCUBHOCTb,
HaBs3bIBasi CBOM MPABHJIA UTPEI.

Bo BpEMs ACTIOBBIX MMEPETOBOPOB aMCPUKAHIILI MOT'YT ITO3BOJIUTH ce6e CUACTh, 3aKMHYB HOT'Y Ha HOT'Y TakK,
4T0OBI OOTHHOK OZIHOM HOTH JIeXaJl Ha KOJICHKE JPYrod MU MOJIOKUTH HOTY Ha COCEIHUH CTYJ WM CTOL.
OTO cuuTaeTcs HOPMOW B aMEpPHKAHCKOW KyJIbType, XOTS HEPEAKO BBI3BIBACT pa3IpakeHHE Yy
HpE/ICTaBUTENEH IPYTHX CTPaH.

Bonpock! u 3ananus:

1. IloaroroBbTECH K 0OCYKACHUIO TEOPETUIECKOTO MaTepHaa.

KynerypHbie Tpamuiuu anrimvaH. CTpykTypa M uepapxuss B OpPUTAHCKMX KOMIIaHUSX. DTHYECKUE
MIPUHLIMIIBI JIEJIOBOTO OOIIEHHSI ¢ MHOCTPAaHHBIM MapTHepoM. Paboune oTHomenus B BennkoOpuranuu.
buznec B BenmukoOpurtannu. llpaktnueckue MmoMeHThl. bputaHckuii AenoBoi atuker (4to Hyx)HO 1 HE
HYXHO zenarb). KitoueBble aMepuKaHCKHME IIEHHOCTH. AMEpPUKAHCKHI CTWIIb [JEJI0OBOTO OOLICHHMS.
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
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- 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...
| strongly recommend that...
b) The manager talks with his friend who says:
If 1 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?
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- Navy blue would be fine.

- Here is an excellent suit. Will you try it on?

- Just the thing. How much is it?

- It's only $ 200.

- All right. I'll take it.

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

- Not bad. Why do you ask?

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

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

12. Translate into English.

3Haete 11 Bbl, 4TO Takoe nenoBoi STUKET? YMeeTe i Bl ycTaHAaBIMBATh KOHTAKT C MApTHEPAMU? Y MeeTe
mu Bel BBIOMpaTh OfEKAYy, MOAXOAIIYyIO st paboTel W oTabixa? BexnuBel 11 Bel co cBommMu
corpynuukamu? Her nu y Bac npuBbuku nepeduBath Bamiero codecennuka? 3agymaiTech Haj 3TUMU
Bonpocamu. IT1o momoxeT Bam B Bameii padore.

IIpakTrueckoe 3anstre Ne6. Pa3nnunst B aMepUKaHCKON M aHIVIMHACKOH J1€I0BOM TEPMHUHOJIOTUH.
OpranunzanuoHHas Gopma 3aHATHA: TPAAULUOHHBIA CEMUHAP.

Lenb: ¢dopMuUpoOBaHUE y CTYACHTOB pPEUEBOHM, SA3bIKOBOM M KOMMYHUKATUBHOW KOMIICTCHIIMM JIJIS
OCYILIECTBIICHHUS ICTIOBBIX KOHTAKTOB.

B pesynbraTe 0cBOCHHE TEMBI CTYAEHT JOKEH

3HaTh: HEOOXOAWMBIH 00BEM JIGKCHKU MJisi OOIEHHS B JaHHOW cdepe; OCHOBHBIC TpaMMaTHYeCKUe
SBJICHUS, XapaKTepHbIe I MPOPECCHOHAILHONW PeyH; JICKCHUECKHEe W CUHTAKCUYECKHE OCOOCHHOCTH
o(HLIMAIEHO-IEIIOBOIO CTUIISL B QHTJIMHCKOM SI3BIKE.

YMETh: ONpEIENATh CTHICBYIO NMPHHAJJIC)KHOCTh AaHTIMHCKUX TEKCTOB O(HINAaIBHO-IEIOBOTO CTHIIS,
BUJIETh XapaKTepHbIE CTHIIEBBIC YEPTHI; YUTATh OQPHIMATEHO-AETOBbIE TEKCThI Pa3IMYHON CTETIeHU
CIIO)KHOCTH; CTPOUTHb JHAJOTMYECKYID M MOHOJIOTMYECKYIO pedb C HCIOJIb30BaHHEM Haubolee
YIOTPEOUTENBHBIX JIEKCUKO-TPAMMATHYECKUX CPEICTB B OCHOBHBIX KOMMYHHKATHUBHBIX CHTYalUsIX
Oo(HIIMATLHOTO OOMIEHHUST; TOHUMATh TUAJIOTHYECKYIO 1 MOHOJIOTHUYECKYIO pedb M0 H3YYeHHOH TeMe.
AKTyaJbHOCTb TEMBI: 00yCJIOBIeHa HEO0X0AUMOCTHIO oBNaaeHus: YK-4.

Teoperuueckas yacThb:

[Ipu o6o3Havennn Aat Ha nucbMe B BA (OpuTaHCKMIA aHTTUHCKUIT) CTAaBUTCS YUCIIO, 3aT€M MECHI] U
nocieaAHuM ykaszbiBaetcst roa: 20/7/99 umum 20.7.99. Takoe umcio npousHocutcs July the twentieth,
nineteen ninety nine. B AA (aMepHKaHCKOM aHTJIMICKOM) BHAyaje CTaBHTCS MECAL, 3aTeM YHCIO U
nocieaaum rog: 7/20/99. TIpousHocurcst Takoe 4uciio 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)

ToBopst 0 BpeMeHH, aMepuKaHIIbl BMeCTO past yrorpeOisitot after: «It’s ten after eleveny.

B obnacti KOHOMHYECKOH TEpMHMHOJIOTHH M JICKCHKH COBPEMEHHOTO OHM3Heca B AA TPHCYTCTBYET
0onpIIOE  KOMMYECTBO MPOQPECCHOHANM3MOB, a TakKXKE PAacCIOCHUE CIECHUAJIbHON JIEKCUKH Ha
TEePMHHOJIOTHYECKHE U MPpodeccroHaNBHbIE CJION (110 MPOeCcCHOHANTN3MAMI TIOHUMAIOTCSI JIEKCHIECKHE
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€JMHHMIIBI B CUTyalMsIX HehopMabHOro ooieHus). OauH 13 BEAYIIMX CIIOCO00B 00pa30oBaHUs TEPMHHOB
— JIGKCUKO-CEMaHTHYECKHU Ha OCHOBe MeTadop. Hampumep:

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

company doctor — («I0KTOp KOMITaHHH») — (PUHAHCOBBIH KOHCYJBTAHT, CICIUATH3UPYIONIUACS Ha
aHalM3e U pa3perieHuy IpodiieM KOMIaHUU

big gun advertiser (big gun — «rspxénas apTUILIEpUs») — KPYITHBIA PEKIaMOIaTe b

sleeping partner («crsimuii mapTHEP») — HOMHHAIBHBINA MapTHED

sleeping beauty («crsmas kpacaBuIa») — KOMITAHUS- TMOTEHIMATBHBIA OOBEKT MOTIIOMIEHISI, KOTOPOit
paHbIIIe HEe IeNaloch MPEII0KEeHUH)

angel («aHrem») — COCTOSITENBHBIA YEIIOBEK, BKJIAJBIBAIONIUI COOCTBEHHBIC CPEJCTBA B HAYAIO W
pacipenue ou3Heca

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

yellow dog fund («dona xEnToit codakm») — CyMMBI, HCIIOIb3YEMbIE IS TIOJKYIIa

bear («MenBenb») — CHEKYISHT, UTPAIOIINI HA TOHW)KEHIES

bull («OBIK») — CIIEKYISIHT, HTPAOIINH HA MOBBIIIEHHE (OUPIK.)

B psiay AMHTBOCTHIMCTUYECKUX CPEICTB, XapaKTEPHBIX Il 0Opa3oBaHUs IKOHOMHUYECKHX M OH3HEC
TepMHHOB AA, TIpe/icTaBIeHa METOHIUMHS (TIepEeHOC MPHU3HAKA C YaCTH Ha LEN0e):

White collar («6enbiii BOpOTHHYOK») — OGUCHBIN CITY>KaIIHA

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

Blue collar («romxy0oit BOpOTHUYOK») — MPOU3BOACTBEHHBII paboumii

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

B nekcuke coBpemennoro 6usHeca CIIA n BenmukoOpuTanun nprucyTCTBYET TAKKe
MEKBapHaHTHAsi CHHOHUMUS TEPMUHOB!
stock — o6sIkHOBeHHAS akius (AA)
share — o6rikHOBeHHas aknus (BA)

B mpornecce ciioBooOpa3oBaHus JIEKCHYECKUX JEPUBATOB OCHOBHBIMU CHOCO0aMU B AA SIBISIOTCS
apdukcanus (illiquidity, non-payment), cioBocnoxkenue (job holder, bill brocker, tax payer), koHBepcHs
(off — cymiecTBUTENIBHOE CO 3HAYCHUEM «CHIDKEHHE KypCOB BAJIIOT MPOTHB MPEALICCTBYIOIIETO THS, ZO-
between — cyrecTBUTENBHOE CO 3HAUEHUEM ‘TTOCPETHIKLK).

Jlexcuueckuii cocTaB OU3HEC TEPMHUHOJIIOTUN AA COJEPKUT HE TaK y>K MHOTO 3aUMCTBOBAaHUHN U3 IPYTUX
S3bIKOB. HO OHHM TPHCYTCTBYIOT, M BOT INpPHMEp 3aUMCTBOBAHMS M3 PYCCKOrO s3bIKa: energy czar
(«BIUATENEHOE JUIIO B O0JIACTH SKOHOMHKI).

Ha rpammarndeckom ypoBHe paznuuusi Mexnay AA 1 BA mposBisitoTcst y)ke Ha ypOBHE TEPMHHOJIOTUH
(Continuous Tenses B BA u Progressive Tenses 8 AA). Hocurenu BA ynorpe6usitor The Present Perfect ¢
HapeuusiMu just, already, yet: «We have already agreed to wait». AMepuKaHIIBI e HEpeIKo, OCOOCHHO B
yCcTHOU peud, ynotpeoistoT 3neck The Simple Past: «I already met himy.

B AA cymectyer n8e ¢opmbl Past Participle Il y rmarona get: gottenu got, B To Bpems kak B BA — Tonbko
oJlHa: got.

Koncrpyknus «have been to», pacripoctpanénnas B bA, Moxxer Bunon3mensaThest B AA — «I have never
been in Florida». ®paza «Do youhave a car?» Tunudna st AA, Torna kak B BA 6omnbliie npuHAITO TOBOPHTH
«Have you got a car?»

CoOuparenpHble CyLIECTBUTEIbHbBIC, TAKUE Kak government, committee, team, corporation, crew B BA
MOTYT COTJIACOBBIBAThCS CO CKa3yeMbIM KaKk B EIMHCTBCHHOM, TaK W BO MHOXXECTBEHHOM YHCIIE.
AMepUKaHIBl MPEANOYUTAIOT COIJIACOBBIBATH TAKHE CYIIECTBUTENBHBIE CO CKa3yeMbIM B €IMHCTBEHHOM
YHCIe.

OmnpenenéHHplii apTUKIBb YacTo omyckaercss B AA mocne «all»y, tam, tne B BA o0s3arensHO ero
ucnonb3oBanue: «all day», «all night», «all morning» u np. U HaobopoT, omnpenenEéHHBIN apTUKIb
ucnonbyercs B AA TaM, rae ero B BA ObITh He oKHO: «in the summer», «in the spring», «in the fall».
CpaBHHUTE BapUaHTHl TEPMHHOJIOTHA
AwMep. BapraHT AHTJI. BApHaHT 3Ha4YeHHE
administration Government in power IIpaBurenscTBo (IeiicTBYIOIINE)

Around (ten)  About (ten)  Oxkomno (necsitn)

Blue-chip investments First-class investments TlepBokiiaccHble HHBECTHIIHH
Call loan Short-term loan KpaTkocpounslii 3aiim

Checking account Current accountTekymuii cuer

Claim letter ~ Letter of complaint ITuceMo-peKnamanys
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Collect on delivery Cash on delivery OmutaTa mpu J0CTaBKe
Common stock Ordinary share OGBIKHOBEHHAS aKIIKs

Corporation law Company law 3akoH 0 KOMIaHHIX

Express man  Carrier ITochuibHbIN

Ti fix a meetingTo arrange a meeting Hasuawath BcTpeuy

Freight not prepaid Carriage forward be3 omnars! mepeBo3Ku
Freight prepaid Carriage paid C omiaToii mepeBo3KH

Freighttrain ~ Goods train  ToBapHBEIif oe3

Government bonds Government securities T'ocynapcTBeHHbIE IIEHHBIE OyMaru
In good shape In good condition B xopoiiieM coCTOSIHUH
Investment bank Merchant bank NMuasectuninonnsiii bank

Law business Practice (law) IIpomeccyanbHoe mpaBo

Local taxes Rates MecTHbIe HAJIOTH

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

ordinance By — law [TocraHoBIEHHE, YKa3

To pass up an offer To decline an offer OTKJIOHATH TPEAT0KEHUE
Preferred stock Preference share [puBHIErMpOBaHHAS AKIIHS
President Chairman [Mpe3umeHT (KOMITaHUH)

Right away Immediately Hemennenno

Shipment Consignment  Tlaprtus (ToBapa)

Stockholder ~ Shareholder  lepxarens akiuii

Stub  Counterfoil ~ Kopemok (4eka)

Tag  Label DOrtukerka

Tender Offer TIlpemnoxenne

Way back Some time ago HekoTopoe Bpemst TOMy Ha3za.

Bonpock! u 3ananus:

1. [loaroToBBTECH K OOCYKIECHUIO TEOPETUIECKOTO MaTepHaa.

W3 wucTopuM TNPOMCXOXNACHUS aMEPUKAHCKOrO aHrjiuickoro. Jlekcuueckue, TIpaMMaTHYCCKUE,
opdorpaduueckre v HOHETUISCKUE OTIUUUS AMEPUKAHCKOTO JICJIOBOTO S3bIKa OT OPUTAHCKOTO BapHaHTA.

2. IlpountaiiTe U IEPEBEIUTE 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) ...? —Holding a meeting.
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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.

I am talking to a visitor.

| am sending a fax.

| am copying documents.

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

— Well, good luck to you both!

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

— When is he coming?

— At three o'clock.

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

8. Think of your own stories starting with

. Itis 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?
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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.

Ceromus 20 HostOpst 2013 roma, 10 gacoB yrpa. Mucrep Kimuddopn ogens 3anar. OH mpoBOIUT COBEIIIAHHE.
OTO coBelaHHe OYEeHb BaXKHOE. MeHemxepsl KOMIAHUU OOCYXIAIT BONPOCHI MPOU3BOIACTBA. Mucc
Onunmc Bener mpotokon. Ha crnemyromeilt Henmene oM OyayT OOCYXIaTh KOMMEPYECKYIO MOJIHTUKY
kommanuu. Ouu codepytcst 27 HosOps B 10 gacos.

— Uro 18I ceftuac nenaents, Cuaan? — S mepeBoXky MuchMo MUCTEPY beoBy Ha pyCcCKHii S3BIK. — A TIOTOM
4TO ThI Oynemb nenath? — OTnevararo 5To MUCHMO U OTHPaBIIO ero B MockBy. — Kto aToT Muctep benos?
— O710 pycckuit 6uzHecmeH. OH coOupaeTcs K HaM MpuexaTh.

IIpakTuyeckoe 3ansaTue Ne7. YerpoiictBo Ha padory. Co3gaHue pesrome.
OpranuzanuonHas hopma 3aHsITHS: TPAAULUOHHBIA CEMUHAP.
Lemnp: ¢dopMupoBaHue y CTYACHTOB pPEYEBOH, S3BIKOBOM M KOMMYHHUKATHBHOW KOMITCTEHIIMH JIJIS
OCYILIECTBIICHHUS ICTTOBBIX KOHTAKTOB.
B pesynbrare 0cBOCHHE TEMBI CTYJICHT JOJKCH
3HATh: OCHOBHYIO OW3HEC-TEPMHHOJIOTHIO, UCIIONB3YyEMYyI0 TMpPU YCTPOWCTBE Ha pabOTy, COCTAaBICHWUHU
pes3toMe, AEJIOBBIX MHCEM; OCHOBHBIE TPeOOBaHHSA M MpaBuia OQOPMIICHHS IOKYMEHTALMH U JIEIOBON
KOppECIOHACHIIMM  Ha aHI‘HI/II‘/'ICKOM; OCHOBHBIC TI'paMMAaTUUYCCKUC SABJICHUA, XapaKTCPHBIC JJIA
po(heCCUOHATIBHOMN PeYH.
YMETh: IPUMEHAThH MOJIY4YEeHHBIE TEOPETHUCCKUE 3HAHUS HA MPAKTUKE B XOJE OCYIIECTBIICHHS I1EIOBON
YCTHOW M MUCbMEHHON KOMMYHHUKAIIMKM Ha HHOCTPAHHOM S3bIKE; ONPEAEIISITh CTUICBYIO IPHUHAIIICKHOCTh
AHTIIMHACKUX TEKCTOB O(I)I/IHH&JII)HO'I[GHOBOFO CTWJIA, BUACTH XapaKTCPHBIC CTUJICBBIC YC€PTbhl; YUTATH
oQHIMANBLHO-IENOBBIE  TEKCTHl PAa3JIMYHOW CTENEHHW CJIOKHOCTH; CTPOUTh JHAIOTHYECKYI0 |
MOHOJIOTHUYECKYIO PEYb C HCIOJIb30BaHHEM HauOoJee YHOTPEOUTENBHBIX JIEKCHKO-TPAMMAaTHYECKHX
CpCACTB B OCHOBHBIX KOMMYHUKATUBHBIX CUTYyallUAX O(I)I/IHI/IEIJ]LHOFO O6HIeHI/IH; IMOHMUMAThb ANAJIOTHICCKYIO
1 MOHOJIOTUYECKYIO peub 110 H3Y4YEeHHOH TeMe.
AKTyaJbHOCTb TEMBI: 00yCIIOBI€Ha HEO0OX0AUMOCThIO oBlaaeHus: YK-4.
Teopernueckas 4acThb:
CyIecTBYIOT OCHOBHEIE BUIBI PE3IOME:
XPOHOJIOTHYECKOE PE3IOME
XpOHOJIOTHYECKOE pe3loMe TMPEAIoIaraeT onucanue (GakToB TpynoBoi Ouorpadum (paboTsl, yueObl) B
00paTHOM XPOHOJIOTHYECKOM IOPSIJIKE, T.€. HAUYMHAS C MIOCIEIHETO MecTa padoThl, yueObl. [IpernMyiecTBo
9TOTO BHJIA pe3IOMe JUIs PadOTOJaTeNss COCTOUT B TOM, YTO OH MOXKET YBHJIETh B HEM UYETKYIO KapTUHY
TPYZOBOH AEATEIbHOCTH YEIOBEKa, U COMCKATEIS — 3TO BO3MOKHOCTh IPOJIEMOHCTPUPOBATH KapbEPHBIN
U Mpo(decCHOHATBHBIN POCT B HEOOXoAMMOU cdepe nestenbHOocTH. OT JAaHHOTO BHJA pe3lOMeE JydIle
OTKAa3aThCsl, €CIIM TOCIENHSS TOIDKHOCT (JM00 BCE JOJDKHOCTH) COMCKATENs HE MMEET OTHOIICHHUS K
JKeJlaeMoi TOJDKHOCTH MO0 B TPYAOBOW Onorpaduu MHOTO «IpPOITyCKOBY» - MEPHUOJIOB BPEMEHH, KOIZa
YeJIOBEK He padoTall.
DYHKINOHAIBHOE PE3IOME
OyHKIMOHATBFHOE PE3IOME, B OTIIMYHE OT XPOHOJIIOTHYECKOT0, He TpeOyeT yKa3aHus XpOHOJIOTHHU TPYIOBOM
nesitenbHOCTH. OCHOBHOHM yNoOp 37ech JenaeTcs Ha MPO(QECCHOHANBHBIX HAaBBIKAX M IOCTHKEHUAX B
Ppa3HbIX cq)epax ACATCIBbHOCTH. (DYHKI_H/IOHaHI)HOe PE3IOME BBI'OAHO IMPUMEHATH B ClIy4a€ HaAJIWN4YUA
«IIPOMYCKOB» B TPYJIOBOM OHOTpaduu, MpH >KelaHUH MOJTYYHTh PaboTy Oe3 ombiTa B JaHHOH cdepe oo
NpY BO3BpAILlEHUH K 3TOMY HAIPABJICHUIO IESTEIHLHOCTH TIOCIIE JUTUTEILHOTO TIEPEPHIBA.
KombunmnposanHoe pestoMe ((hyHKIIMOHATBHO-XPOHOJIOTHYECKOE)
JlaHHBIN TUN pe3toMe 00bEAMHSET OCHOBHBIC YePThI (PYHKIIMOHAILHOTO U XPOHOJIOTHYECKOTO pe3toMe. B
HEM MOAYEPKUBAIOTCS MPO(eCcCHOHAIbHbIE HABBIKH M TOCTH)KEHUS B PAa3HBIX cdepax NesTeIbHOCTH, IPU
3TOM OCHOBHBIE ()aKThl TPYAOBOW Ouorpaduu mziararorcs B OOpaTHOM XPOHOJOTUYECKOM MOPSIIKE.
[IpenmyIecTBO 3TOrO BUIA PE3FOME COCTOHT B TOM, UTO OHO ITO3BOJISIET 00paTUTh BHUMaHUE PabOTOaTeNs
Ha TPO(ECCHOHATIM3M COUCKATeNs B pa3HBIX HANPABICHUSAX NEATCIBHOCTH U YBUAETh YETKYIO
M0CJIE0BATENFHOCTD TPYIOBOH AESATEIBHOCTH.
Tunosoe pe3toMe 0ObIYHO BKIIFOUACT CIEAYIOIINE KOMIOHEHTEI

29



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. IToAroToBHTECH K OOCYKACHUIO TEOPETHISCKOTO MaTepHala.

Tunel pestome: xpoHojoruueckoe (chronological format), ¢ynkumonamsnoe (functional format),
rubpuanoe (combination format), taprerupoBanHoe (targeted format) m mpaBmia ux 0oGOpPMIICHUS.
CrpykTypa pestoMe. UTo Takoe pe3roMe U B UeM COCTOUT €ro OCHOBHAs QyHKIHs? B uem oTinyre pesrome
u CV (Curriculum Vitae)? Kakue ¢opmatel pestome Bam u3BecTHbI? Kakoit ¢opmar pestome OoJblie
MOIXOUT JUISl YSJIOBEKa, KOTOPBIA MHOTO JIeT popadoTai B OfHOM chepe AesrenbHocTH? Kakoit hopmat
pes3roMe mooIeN Obl CIISIMATKUCTY ¢ MpepBaHHbIM cTakeM? Kakoli Gopmar pesrome BBIOpATh YEIOBEKY,
KOTOPOMY HY»Ha KOHKpeTHast paboTa B ornpe/iesicHHOM Gupme? B kakoM Mopsake B pe3toMe JODKHBI ObITh
PacIoJIOKEeHBI JaThl, OTHOCSIIIHECS K 00pa30BaHUIO U OTIBITY pabOTHI?

2. CoctaBpTe Hanboee MOAXO/ISIIHAN TSl BAC BAPHAHT PE3IOME.

3. BelyunTe OCHOBHYIO TEPMHUHOJIOTHIO, UCIIOIB3YEMYIO IIPH COCTABICHUH PE3IOME.
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apply for the post  — momars 3asBieHNE O IPHEME HA pabOTY/MOIDKHOCTD
obtain knowledge  — mony4uTH/IPUOOPECTH 3HAHUS

enclose an outline of — mpuIOkKKUTH (K THCHMY) CBEJCHUS O KBATU(DHUKALIIH
one's qualifications

office experience — OIBIT pabOTHI B KOHTOPE

personnel manager — Ha4YaaBHMK OTHENa KaapoB (MEHEIKED O Kaapam)
fairly well — BecbMa HEII0XO

be on probation — MPONTH UCTILITATENLHBIN CPOK

application — 3asIBIICHHE

curriculum vitae CV, C.V. cv (resume) [korikjulom 'viitai] — cBeneHust o0 yuebe W TpymoBOU
JeSITeIbHOCTH, KpaTKast mpodeccruoHansHas ouorpadus, pesrome

4. IlpounTaiitTe U IepeBeIUTE 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. I 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?
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P.T.: I'm sorry to say that | haven't. But in spring | finished secondary school with the  specialty of
secretarial work. So it means that theoretically | should know something.

J.K.: Oh yes, | remember now. That's very good. Do you speak any foreign  languages?

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

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

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

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

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

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

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

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

P.T.: Oh yes, of course.

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

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

J.K.: Good-bye.

9. Writing practice.

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

1. Your job objectives.

Your work experience.

Your education.

Personal information.

References.

grwmn

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?

IpaxkTuueckoe 3ansitTue Ne8. YerpoiictBo Ha padoty. ConpoBoautennnoe nucbmo (Cover letter =
Application letter).
Opranu3zaiuonHas Ghopma 3aHITHS: TPAIAIUOHHBIH CEMHUHAP.
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Hens: dopMupoBaHHE y CTYICHTOB PEYEBOM, S3BIKOBOM M KOMMYHHUKATHBHOM KOMIICTCHIIUH JIS
OCYIIECTBIICHHS JIEIIOBBIX KOHTAKTOB.

B pesynbraTe ocBOeHHE TEMBI CTYACHT JOKEH

3HATh: OCHOBHYIO OM3HEC TEPMHHOJIOTHIO, HCIIOIB3yEeMYIO IPH COCTABICHUU JEJIOBBIX MMUCEM, OCHOBHBIE
TpeOOBaHM W TpaBwiIa O(POpPMIIEHUS MOKYMEHTAlMA M JEJOBOW KOPPECIIOHACHIINU Ha aHTIHICKOM;
OCHOBHBIE TpaMMAaTHUYECKHE SIBIIEHHUS, XapaKTepHbIE IS NMPo(ecCHOHATBHOW pedr; JEKCUYEeCKHe U
CHUHTaKCHUYECKHE 0COOCHHOCTH O(pHUIINATEHO-IEIOBOTO CTHIISL B aHTTIMICKOM SI3BIKE.

YMETh: OMNpPENENATh CTHIEBYIO NPUHAMIECKHOCTh AHTIUHCKAX TEKCTOB O(MHIIMAIBHO-IIEIOBOTO CTHIIS,
BUJETh XapaKTEepHBIE CTWIEBBIE UYEPTHI; YUTATh OQHUIIMAIHHO-AETOBBIE TEKCTHl PAa3INYHOW CTEIeHU
CIIO’)KHOCTH; CTPOUTH JAUAIOTHYECKYI0 M MOHOJIOTMYECKYI0 pedb C HCIOJIb30BaHHEM Haubolee
YHOTPEOUTENBHBIX JIEKCUKO-TPAMMATHYECKHX CPEACTB B OCHOBHBIX KOMMYHHUKATHUBHBIX CHUTYaIlHsIX
opHUIIATFHOTO OOIIEHHS; TOHUMATh THATOTHYECKYI0 H MOHOJIOTHYECKYIO PEYb M0 N3YYEHHOU TEMe.
AKTyaJIbHOCTb TEMBI: 00yCI0BIeHa HEOOXOAUMOCTHIO OBNaaeHus: YK-4.

TeopeTuueckas 4acTb:

ComposoauTtesnbroe muchmo (Letter of transmittal, Accompanying letter)

ConpoBoIUTENNFHOE MUCHMO — IHCHMO, WCTOIB3yeMOe U OTIPABKH JOKYMEHTOB, HE HMMEIOIIUX
aIpecHOi YacTH. B conmpoBoAnTEIbHOE MHCEMO MOXKET OBITH BKJIIOUYEHA JOMOIHUTEIbHAS HH(OpMAIIHS,
TIOSICHATOINASI COZIEPKaHNE T€X MaTEepHajoB, KOTOPHIE COCTABISIOT MPWIOKEHNE K HeMy. B aTom cimyuae
CHayYaja coo0IaeTcs O HalpaBIEHUH JOKYMEHTOB, 3aTeM M3JIAraloTCs JAOMOMHEHH U nosicHeHus. OIHO
MUCEMO MOXKET OOBEIUHSTH MUCBMO-TIPOCHOY M CONPOBOAUTENBHOE MHCHMO, MUCHMO-COOOIEHHE W
COIIPOBOJUTEIBHOE MUCHMO WIIM MHPOPMAIMOHHOE M CONMPOBOAMTENILHOE MUCEMa. B 3TOM ciydae, kak
MpaBWJIO, CHayajla u3JaraeTcss Mpochk0a, cooOIeHne WM WHOTO poia wuH(opMamus, a 3aTeM
COIIpOBOAUTCI/IbHAA YaCTh. O6H3aTeJII)HI)IM PCKBU3UTOM COIIPOBOAUTECIILHOI'O MMUCbMa ABJIACTCA OTMCTKA O
HaJIMYUHW TTIPUITOKCHHA.

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

Bomnpocs! u 3aganust:
1. TToaroToBbTECH K 0OCYXICHUIO TEOPETUIECKOTO MaTepHaa.

Cxema COITPOBOAUTEIIBHOI'O ITUChbMa. OCHOBHBIE TpC6OBaHI/I}I K HallMCAaHUIO CONPOBOAUTEIBHOI'O IMChMa.

2. Match Russian equivalents with the useful key phrases used in the cover letter.
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a) With reference to your advertisement in "..." of Tuesday, January 10, 1 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.

9) | 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) '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 Pa0OTaTh C JODKHOH MEpOH OTBETCTBEHHOCTH, IPOSBIISLSL
COOCTBEHHYIO HUHUIIUATHUBY.
2. B nHacrosmee BpeMs s IOIYyYaro ... B MECSL.

3. UyBcTBYIO, 4TO MO OIBIT pabOTHI B 3TO 00JacTH He OyIeT WCTIONB30BaH B MOJTHON Mepe, MO3TOMY
BBIHYX/ICH OTKJIOHUTH NPECAJIOKCHHUC.

3. Tak kak MOsI HacTOAIIAsA JODKHOCTh HE TaeT MHE OOJIBIINX BO3MOXKHOCTEH ISl MPOJABIKEHUS, 5
xoTen ObI paboTaTh B TaKOW MEPCIIEKTUBHOW OpraHU3anny, Kak Barma.
4. Ccrinasich Ha 00BSIBICHHE B «...» OT 10 sSTHBapsi, BTOPHUK, S XOTEN ObI IPETEHAOBATh HA TOHKHOCTh

... B Baiel gpupme.

5. C HereprieHneM X1y Hayana paboTsl 1 OKTSAOpSL.

6. C yI0BOIBCTBHEM MPUHUMAIO 3Ty JOJKHOCTb.

7. 41 npuBBIK paboTaTh CAMOCTOSTENHHO.

8. C cosaneHreM cooOIIal0 BaM, 4TO HE MOTY 3aHSTh 3Ty JOJDKHOCTh, TaK KaK MOJyYHJ APYroe,
OoJiee MpUBIIEKATEIFHOE MIPE/ITIOKEHHE.

9. Bo Bpemst 0OyueHHs TS TTOJTyYeHHST IOJDKHOCTH, KOTOPYIO sl 3aHMUMAl0 B HACTOSIIMNA MOMEHT, S
OKOHYMJI KYpCBl MapKETHHTa.

10. S HeTaBHO yCIBINIAN OT ... O BAKAHCHH B BallleM TOPrOBOM OTEJIE.

11. brnaropapto Bac 3a TO, YTO BbI IPEUIOKIIN MHE I0JDKHOCTb ...

4. Translate into English.

A xouy paboTaTh NMEPEBOTYNKOM B KaKOW-HHOYJb COBMECTHOW KOMIMaHWH. Sl Xouy pa3ociaTh pe3toMe B
HECKOJIBKO TaKUX KOMIaHWH. SI Hajewch, YTO CMOTY MOJYYHTh MHTEPECHYIO paboTy, MOTOMY 4TO S
CHEUAINCT BBICOKOH KBan(uKauu. 5 6erio roBopro mo-aHriIuicKy U CIIEUaIN3UPYIOCh B IEPEBOIE HA
JIEJIOBBIX MEpEroBopax. S Xopomo 3Hal0 MHOTHE KOMIBIOTEPHBIE MPOTPaMMBbl, HEOOXOAUMBIE B padoTe.
Kpowme Toro, s He jkeHaT, BOKY MalIMHY ¥ HE IPOTHB PabOTHI, CBI3aHHOW C pa3be3IaMH.

IIpakTuyeckoe 3anaTHe Ne9. YcrpoiicTso Ha padoty. CobdecenoBanme.
OpranuzaiuonHas hopma 3aHsATHS: TPAAUIUOHHBIA CEMUHAP.
Hens: dopMupoBaHHE y CTYICHTOB PEYEBOM, S3BIKOBOM M KOMMYHHUKATHBHOM KOMIICTCHIIUH JIs
OCYHICCTBJICHUA NCITOBBIX KOHTAKTOB.
B pesynbTaTe ocBO€HHE TEMBI CTYJEHT JOJKEH
3HaTh. OCHOBHYIO 6H3H€C-TepMI/IHOHOFI/IIO, HCIIOJIb3YEMYIO npu CO6CCC,ZIOBaHI/II/I; OCHOBHBIC
TpaMMaTUYICCKUC ABJICHUS, XapAKTCPHBIC AJId HpO(l)eCCI/IOHaJ'IBHOf/i peuH; JICKCUUICCKUC U CUHTAKCUYICCKUC
0COOEHHOCTH O(bHHHaHLHO-,I[eHOBOFO CTHJISA B aHTJIMHCKOM SI3BIKE.
YMETh: BECTH coOeceloBaHME IpU MpHeMe Ha paboTy; ONpeAeNATh CTHIEBYIO MPHUHAIICKHOCTD
AHTJIIMMCKUX TEKCTOB OCI)I/II_II/IaJIBHO-Z[CHOBOI‘O CTUJIA, BUACTH XapaKTCPHBIC CTUJICBBIC YC€PThI; YHUTATh
O(l)I/IL[I/IaJ'II:HO-,Z[eJ'IOBBIe TCKCTHI paSJ’IH‘lHOﬁ CTCIICHU  CJIOXKHOCTHU; CTPOUTH JHUAJIOTHYCCKYHO U
MOHOJIOTUYCCKYIO pE€Yb C HUCIIOJIB30BAHUEM HauoOoee YHOTpe6I/ITeJII>HBIX JICKCUKO-TpaMMaTUYCCKUX
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Cp€ACTB B OCHOBHBIX KOMMYHUKATUBHBIX CUTYyallUAX O(bl/II_II/IaJ'ILHOFO OGH.[CHI/I}I; IIOHUMAaTh IUAJIOTHYECKYIO
Y MOHOJIOTHYECKYIO PEUb 10 U3yUYEHHOH TeMe.

AKTyaJbHOCTb TEMBI: 00yCIOBIeHa HEOOX0AUMOCTHIO oBNaaeHus: YK-4.

TeopeTuueckas 4acTb:

K cobecemoBanmro crieayeT TOTOBUTHCS 3a0JI1arOBPEMEHHO. JTO IIOMOXKET IPEOI0IETh CTPaxX u CTpece,
WM, TI0 KpaifHe! Mepe, CBECTH BX 10 MUHUMyMa. HeoO0XoauMo mpoyMaTh OTBETHI Ha BOIIPOCHI 00 OTTBITE
pa6OTI>I Ha TCX OOJDKHOCTAX, KOTOPBIC BbI YKa3ajid B PE3HOMC. O0s13aTenbHO HYXXHO OBITH T'OTOBBIM K
CJICAYIOIIHUM BOIIpOCaM:

1. What do you know about our company?
OszHakoMbTech ¢ MH(GOpMaNKEdl 0 KOMIAHUW 3apaHee. Y3HalTe, Iie KOMIAaHUs UMEET CBOM (DHIIHAIbI,
KaKOBO €€ ITI0JIOKCHUC Ha PBIHKC, KAKUEC IMICPCIICKTUBLI Pa3BUTHUA BUAUT €€ PYKOBOACTBO. HOCMOTpI/ITe Kak
poccuiicKkre Tak u 3apyOe)KHbIe HCTOUHUKH.
2. Why do you believe we should hire you?
KOHG‘IHO, HE HYXXHO NPCYBCINYNMBATHL CBOU NOCTOMHCTBA, HO COBCPIICHHO H606XOI[I/IMO MEPEUNUCINTD TC
Ka4y€CTBa U HABbIKU, KOTOPBIC BBII'OAHO OTJIMYAIOT BaC OT APYIruUux COHUCKAaTEINEH.
3. Why did you leave your last job?
Huxor, Ja HE OT3bIBAliTECh HETaTUBHO O ITPOLLIBIX paGOTOZ[aTCHSIX, HWHA4YC y Balll€ro HOBOI'O pa6OTOI[aTCJ151
MOJKET BO3HHKHYTH OITaCE€HHE, YTO BBl U UM OyJIeTe NaBaTh OTPHUIIATENbHYIO XapaKTEPUCTHKY B Pa3HBIX
Kpyrax.
4. In what ways do you need to improve as an employee?
He GoiiTech mpu3HaTh, YTO y Bac €CTh U Clla0ble CTOPOHBL. DTO TOBOPUT O TOM, YTO BbI OCBEIOMIICHEI O
CBOHUX HEOOCTATKaX U T'OTOBBI HAJA HUMU pa6OTaTI:.
5. Scenario (BapuaHT pa3BUTHS COOBITHIA)
MoryT npeyIoKUTh CUTYaIlMI0, KOTOpas MOXET BO3HUKHYTH Ha pa0d04YeM MECTE, U KOTOPYIO CIICAYyeT
paspemuTh. HeoOX0MMO TIpeICTaBUTh TOYHBIH, IOMIATOBEIH IMTyTh PEIICHUS TIPOOIEMBI.
B xoHIIe cobecemoBaHus MPEIOCTABAT BO3MOXKHOCTB 331aTh CBOM BOIPOCHI:
Do you have any questions for us?
Bomnpocel MOryT KacaThCsi TEPCICKTHB pPa3BUTHS KOMIIAHMM, Xapakrepa paboThl (Hampumep,
MPeTyCMOTPEHBI JIM KOMaHAUPOBKH WU Tiepee3] B Ipyroit peruon). [Ipenmonoxkum, uto B UIHTEpHETE BHI
HaIllJIn I/IH(l)OpMaHI/IIO, YTO KOMITIaHUA NPUHUMACT Y4aCTHUC B C)KCI“OJIHOI\/’I BBICTaBKEC, I'/I€ €€ NpCACTaBIIAIOT
HECKOJIbKO COTPYJHHUKOB, B O0S3aHHOCTH KOTOPHIX BXOJUT IIPOBEICHUE MPE3CHTAIUIN I MMOCETUTENEH
BBICTABKM MW 3HAKOMCTBO CO CTEHAOM KOMIIAHHH. I/ICHOJ'H>3Y$I Ty I/IH(i)OpMaLII/IIO, MOXETE 3aJaTb
(R (13 01105(§ BOHpOCLI:
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 Bceryja NEHAT OCBEAOMIIEHHOCTb W HMHTEPEC COMCKaTeleld K JII0OOH JAesTeNbHOCTH
KOMITaHUU.
Tem He MCHEC, €CTh BOIIPOCHI, KOTOPHIC HCJIL3s 3a/1aBATh pa6OTOI[aTeJ'IIO. HaanMep, HE CTOUT CIIpallInBaTh
0 pa3mepe 3apabOTHOM TUTATHI:
What will my salary be?
OObBIYHO dTa HHq)OpMaHHH YKa3aHa B 00BSBIECHUH O BAKaHCHH. KpOMC TOro, pa60TO,Z[aT6J'IL IIOHUMAacECT, 4YTO
9TO Ba)KHBIN AJid BaC BOIIPOC, MO3TOMY O pa3Mepe 3apa60THOﬁ I1J1aThI paﬁoTO,Z[aTeJ'IB COO6H_II/IT BaM caM,
WM JK€ BaC MOT'YT CIIPOCHUTh, Ha KaKyIO 3apIliaTy BbI IPETCHAYETE.
B koH11e cobeceoBaHms BaM cOOOILIAT O 1aTe BTOPOro cobeceaoBaHus (e Takoe NPeayCMOTPEHO) WK
0 CpOKax U3BCHICHUA BAC O pCHICHUN pa60T0;[aTen$[.
Bomnpocs! 1 3apanus:
1. [ToaroToBbTECh K OOCYKACHUIO TEOPETHUECKOTO MaTepuaa.
Kak Bectn cebs Ha CO6CC€I[OB8.HI/II/I. Yacro 3alaBacMbIC BOIIPOCHI Ha CO6CC€I[OBaHI/II/I Ha aHTJINHCKOM
s3e1ke. Kak CO34aTh XOpOUICE BIICHATIICHUC Y IIOTCHIHUAJIIBHOT'O pa60T011aTensI.

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.
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— How old are you?

— | am 20 years old.

— Well, James, where did you work before?

— I worked as a cashier in McDonald’s.

— Are you quit yourself or somebody fired you?

— | quit myself. The work distracted me.

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

— That’s right.

— You must understand that we need skilled workers.

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

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

-He is 45.

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

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

— Oh sure. His name is George Smith.

— Thank you so much.

— Thank you.

— Have a nice day!

— Bye!

— Bye!

2.2

— Hello Anna.

— Hello.

— You are applying for an editorial job.

— Yes.

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

— | started working as a freelance reporter. For the year | 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, I think we should get-down to business.

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

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

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

Harper- Oh, I am afraid, these periods are too long, we cannot agree to that.
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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. I will confirm our next order for the second part of the year
in writing tomorrow.

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

IIpaktuyeckoe 3ansaTue Nel). CTpykrypa aesioBbIX nuceM. BuabI 1eJ10BbIX MUCEM.

OpranunzanuonHas hopma 3aHsATHS: TPaAULUOHHBIA CEMUHAP.

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

OCYIIECTBIICHHS JISIIOBBIX KOHTAKTOB.

B pesynbTare ocBO€HHE TEMBI CTYJEHT JOKEH

3HaTh: OCHOBHYIO OM3HEC TEPMMHOJIOTHIO, HCIIOJIb3YEMYIO TIPU COCTABIIEHUH JEJIOBBIX MHUCEM, OCHOBHBIE

TpeOoBaHU W TpaBuia O(POpPMIIEHUS TOKYMEHTAlMA W JIEIOBOW KOPPECIIOHACHIIMU Ha aHTIHICKOM;

OCHOBHBIE TpaMMaTHUYECKHE SIBIICHHUS, XapaKTepHbEe I NMPo(ecCHOHATbHOW pedd; JEKCUYEeCKHe U

CHUHTaKCHUYECKUE 0COOCHHOCTH O(UIINATBHO-IEIIOBOTO CTUIISL B aHTTIMICKOM SI3BIKE.

YMETh: ONpEIETATh CTHICBYIO MPHHAIC)KHOCTh AHTIMHCKHX TEKCTOB O(HINAaIbHO-IEIOBOTO CTHIIS,

BUJIETh XapaKTEePHBIE CTWIEBBIE YEPTHI; YUTATh OQHUIIMAIHHO-IETOBBIE TEKCTHl Pa3jINYHOW CTEIeHU

CIIOKHOCTH; CTPOUTHh JHMAJOTHYECKYI0 M MOHOJOTHYECKYI0 pedb C HCIOJIb30BaHHEM Haubonee

YHOTPEOUTENIbHBIX JIEKCHKO-TPAMMATHYECKMX CPEACTB B OCHOBHBIX KOMMYHHMKATHUBHBIX CHUTYallHsIX

OQUIIATFHOTO OOIICHUS; TOHUMATh TUAJOTHYECKYI0 K MOHOJIOTHYECKYO PEYb 10 U3YYEHHOU TEME.

AKTyaJIbHOCTh TeMBI: 00yCIIOBIIEHAa HEOOX0IUMOCTEIO OBNaneHust Y K-4.

TeopeTuyeckas 4acTb:

Ctuib HanmMcaHMs JISIOBBIX ITHCEM MeHSeTCs 04eHb ObICTpo. C Ka)IbIM TOJIOM OH CTAHOBHUTCS MIPOIIIE
U MeHee OQUIMATBHBIM. B Hacrosiiee BpeMs [EIOBbIE KOPPECIIOHIIEHTHI HM30€raroT YIoTpeOIeHUs
HACBIIICHHBIX U BUTUEBATHIX (Ppa3, a MpeANOYUTAIOT MTPOCTONW, KOHKPETHBIH SI3bIK, T.K. OHH ILIEHAT CBOE
BpPEMSI M HE XOTSIT €ro TPATUTh HA YUTCHUE HEHY)KHBIX CJIOB.

Ho xopomme maHepsl BaKHBI HE TOJNBKO B JIMYHBIX KOHTAKTaX, OHH BaXXHbI B muckMe. [loaTtomy
JII00E3HOCTh, JTOOPOXKENIATEIbHOCTD JOJ/DKHBI MTPOHU3BIBATH Ballle MUChMO. Jt00asik MBICIIb MOXKET OBITh
BBIpa)K€Ha BEXKJIMBO, CAEP)KAHHO M C JOCTOMHCTBOM. TaKTHYHOCTH, BEXJIMBOCTh B JIEJOBBIX NMHCHMaX —
3aJI0T ycIexa.

ITo ycTanoBUBIIEHCS TPaIUIUK CTPYKTYpa JETOBOTO MHChMAa BKITFOUYAET:

O06s13aTenbHbIE KOMIIOHEHTHI, T.€. YaCTH, KOTOPBIE BCEeTa JOJHKHBI IIPUCYTCTBOBATH B IMCHME:

MeYaTHBIA mTamMI Komnanuu/3aroioBok (Letter Head)

nara (Date Line)

BHyTpennwuii anpec (Inside Address)

BCTymUTeIbHOE obparenne (Salutation or Greeting)

teker uckma (Body of the Letter)

3axrounTenbHas popmyna BexmBoctr (Complimentary Close)
noanuck (Signature)

OIIOJTHUTENBHBIE KOMITIOHEHTBI, KOTOPBIE MPU HEOOXOIUMOCTH MOTYT BXOJHUTh B CTPYKTYPY IHCHMA:
yKa3aHUE Ha WHUIMAIBI YeJIOBEKa, MMCaBIIEro MO/ IUKTOBKY, min cekpetaps (Reference Initials)
yKazaHue Ha npuioxkenue k muceMy (Enclosure, cokp. Encl. wim Enc.)

10. noctckpuntym (Postscript, cokp. P.S. nmu PS)

11. yKa3aHUE Ha JIUIO, KOTOPOE IO KCIAHWIO OTIPABHUTEIS JOJDKHO MPOYECTh JNaHHOE IMHCHMO

(Particular Address or Attention Line)

OCoMNoO~®WNE
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12. yKa3zaHue Ha coaepkanue nucbMa (Subject Heading or Caption)

13. ykazanne Ha cchuiky (Reference Number)

14. yKa3aHUe Ha KOIUH, OTIpaBJicHHbIC B Apyrue anpeca (Carbon Copy Notation, cokp. c.c. uiu cc.)
LETTER HEAD

3ATOJOBOK

3aromoBOK TedaTaeTcsi TUIOTPad)CKUM CIIOCOOOM, OH COAEPIKHT BEChMa BaXXHYI0 HMH(pOpMAIHIO 00
OTIIpaBUTENC: HAMMEHOBaHME (UPMBI WM OpraHM3allH, MOYTOBBIM WM TejerpadHbId aapec, HOMEp
tenedoHa, Tenekca u tenedaxca. Homep pacueTHoro cuera u npyrue 6aHKOBCKHE PEKBU3UTHI B TAHHOM
cIy4ae TpHBOAUTH HE cienyer. Hamwume dakca sBIsSeTCS NPU3HAKOM €CTECTBEHHOTO YpPOBHS
00eCTIeYeHHOCTH OPTTEXHUKOW, MO3ITOMY OTCYTCTBHE CBEACHHH O (akce Ha ONaHKE MOXET BBI3BAThH
HEIOYMEHHBIC BOIIPOCHI Y MOJTy4YaTedsl.

Pasmemienne peKBU3WTOB HE WMeEET CTPOro perimamedtanud. OpHako OOBIYHO HAWMEHOBAHHE
OpraHu3alyy, NPEATNPHUATHS, PUPMBI U T.JI. AACTCS B BEPXHEM JICBOM WJIM IIPABOM Yrilax, a apec, TeledoH,
TeJIeKC U (paKc B MPOTUBOIOIOKHOM yTiTy. BO3MOXKHO TaKke pacroiioxeHue aapeca, Tenedona, Tenekca u
¢akca B HIOKHEW yacTh 3arojoBka. [lox Ha3BarmeM (GUPMBI MOKET OBITh YKa3aH PO/ ee IesTeNbHOCTH. B
HA3BaHUSAX TOPTOBBIX W MPOMBIIUICHHBIX TPEANPUSATHIA, OaHKOB M T.JA. MOXKET MPUCYTCTBOBATH CIOBO
Limited (cokpamiento Ltd.) Hanpumep:

Mitchell Diesel, Limited

B crmoBe Limited B cokpamieHHOM BHJIe 3a10KeHO BbIpaxkenue limited liability company T.e., kommanus ¢
OTPaHUYEHHOH OTBETCTBEHHOCTBIO.

WHorna B Ha3zBaHUAX (QUpPM BCTpedaeTcs M APYroe COKpalleHue — Inc., 4To COOTBETCTBYET BHIPAXKECHUIO
Incorporated , T.e. 3aperucTpupOBaHHBIN KaK KOPIIOPAIHS, HATPUMEP:

International Office Equipment, Inc.

[Momumo mpenoctasnenus Gpakrrnyeckoit nHGopManyu o GUpMe, 3ar0JI0OBOK ONpeIeIeHHBIM 00pa3oM
XapaKTepu3yeT ee C IPYrod CTOPOHBI: HeoObdHas (hopMa 3arojioBKa, €ro AW3aifH, sMOreMa (Gupmsl (a
WHOT/a W ee JIeBU3), MPUMEHEHNE [[BETHOW KPAaCKH, HCIIOJNB30BaHUE 0CO00H Oymaru — BCe 3TO CO3/1aeT
cBoeoOpasublii 00pa3 ¢upmel. Uutas muceMo, Bbl, 0e3yclioBHO, Mpexae BCEro, MHTEPECyeTech €ro
coJiep)KaHueM, OJJHAKO HEBOJILHO oOpallaeTe BHUMaHHWE M Ha 0(QOpMIICHHE 3aroJIOBKa, KOTOPOMY Cpazy
JlaeTe BHYTPEHHIOIO OIEHKY, MHOT/IA TIEPEHOCS 3Ty OLIEHKY U Ha JEATEIHHOCTh caMoil (hMpMEL. Y padHoe
pacroyiokeHne KOMIIOHEHTOB 3arojioBKa, €ro OpWUTHHAIbHAs HMOjeMa CIOCOOCTBYIOT CO3aHUI0
ONaronpusTHOrO BIEYATICHUS O pupMe y TeX, KOMY HalpaBICHO MHCHhMO. 3arojioBOK O(HUIHAIBHOTO
MUChMa TPENICTaBIsIeT CO00H (PUPMEHHBIN OIaHK, B KOTOPOM OCTaeTCs yKa3aTh TOJIBKO ATy HAIHCAHUS
nuckMa / date line: koTopoe 00b19HO TIedaTaeTcs cripaBa. CyIecTBYIOT pa3IMuHbIE CIOCOOHI €€ HalMCaHusl.
TpaauIMOHHBIM OPUTAHCKUM CYUTAETCS CIICAYIOUIUI BapHUAHT:

15 Feb. 20...

15 February, 20...
15th February, 20...

AMepUKaHCKUH cr1oco0 0003HAYCHHS JaThl HECKOJIBKO MHOM:

February 15th, 20...

February 15, 20...

[Mepen uncnuTeNbHBIM, 0003HAYAIONIMM TOJI, OOBIYHO CTaBHUTCS 3amsTas. B mocieanue ronsl Bce Oornee
3aMETHOM CTAHOBHUTCS TCHJICHIIVSI K MUHUMAIBHOMY

yIOTPeOICHUIO 3HAKOB MPENMHAHMA B JIEJIOBOM KOPPECTIOHACHIINH, TOITOMY MOKHO BCTPETHTH M TaKOe
HaIHCaHWe JIaThI:

4 August 2013.

He pexomennyercst ynotpe0msTh B qatax HU(pPE BMECTO MECSIIEB, TOCKOIBKY HU(PPOBOE 0003HAUEHHE
JIATBI MOXKET OBITh KCTOJIKOBAHO IT0-Pa3HOMY B Pa3JIMYHBIX cTpaHax. Tak, aata 2/5/2013 Oyner BocipuHsTa
MpeICTaBUTENIEM aMePUKaHCKOH (hupMbl Kak 5 pespaist 2013 roaa, a mpeacTaBuTesieM OpUTAaHCKOU (GUPMBI
—kak 2 mas 2013 roma. 3To CBA3aHO ¢ OCOOCHHOCTSIMU MTPOYTEHHUS JIaT B Pa3HBIX CTpaHaX:

CIIA
2 [ 5 [ 13

MecsIIl JICHb rof
BenukoOpuranus

2 [/ 5 [ 13

JICHb Mecsll  TOJ

JomnyckaeTcs coKpaleHie Ha3BaHWH HEKOTOPBIX MECSIIEB:
January — Jan. July — July
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February — Feb. August — Aug.

March — March September — Sept.
April — Apr. October — Oct.
May — May November — Nov.
June —June December —Dec.

IIpu pabote ¢ kommbpioTepoM MexmyHapoaHas opramm3anus o Cranmapruzammu (ISO) pexomeHnmgyer
MOJTHOCTBI0 U(POBOE 00O3HAUYECHHUE NAThl, MPHUUEM CHAYaja YyKa3blBaeTCsl TOJ, 3aTeM MECSIl U JACHb,
Hanpumep: 2013-09-06 unu mgaxe caurao 20130906, OgHako moka 3TH GOPMBI ITUPOKOro IPUMEHEHHS HE
MOy YHIIH.
INSIDE ADDRESS
BHYTPEHHHWMU AJIPEC

Anpec moydaTenns MUChMa WM BHYTPEHHUH a/ipec TIOMeIIaeTcs Ha JIEBOH CTOpoHe OaHKa MHChMa U
COJEPKUT yKa3aHHE Ha TO, KOMY OHO HaIpaBJIeHO U Mo KakoMy aapecy. [lncbMo MoxeT ObITh HallpaBICHO
¢upme, u TOrga CHavaja YKasblBaeTCsi €€ HauMEHOBaHHe, a 3aTeM aJpec B CIeAyIoUeH
MOCIIEIOBATENILHOCTH: HOMEp JIOMa WJIH 3[aHHS U Ha3BaHHE YIHUIEI (Ha OAHOMN CTPOKE), Ha3BaHHWE ropoja
(Ha gpyroii cTpoke). 31ech Ke, eClii He0OX0IUMO, ITIOMEIaeTe MPUHATOE 0003HAYEHHE ITOYTOBOTO paiioHa.
[lpu oOpamieHur K OpraHM3alli, B HAa3BaHUU KOTOPOW MPUCYTCTBYIOT COOCTBEHHBIE MMEHA, aJpec
MOJTy4YaTells AEOBBIX MHCEM O(OPMIISIOT B 3aBUCHMOCTH OT CTPAHBI, B KOTOPOW UMEET MECTO TIepeIUCKa.
Wuorna nepen HazBaHueM (UPMBI IPHUHATO CTaBHTH CI0BO Messrs (COKpaieHue (GpaHIly3CKOTO CIIOBa
Messieurs). ITo Aenaercsi B TOM cilydae, KOTJa B Ha3BaHUU (PUPMBI IPUCYTCTBYIOT (PaMUIINU KaKUX-JINOO
JINLI, HalIpuMeEp:
Messrs John Brown and Co., Ltd
[Tocne aTOTO B TOH K€ MOCTIEIOBATEILHOCTH JACTCS aJpec OpraHnu3alHH.
Messrs HUKOrAa He ymoTpeOisercs mpH OOpalleHWH K 3aperHCTPUPOBAHHON KOMIIAHWH, Oyab TO
MyONMMYHas WM YacTHas KOMIaHUs. PexoMeHyeTcss HampaBisaTh KOPPECIIOHISHITMIO HEMOCPEICTBEHHO
TOMY JOJDKHOCTHOMY JIMIy, JJIsi KOTOPOTO OHAa TMpeAHa3HadeHa, T.e. IUPEKTOPY-PacCIIOPSIUTEIO,
KOMMEPUYECKOMY JAHPEKTOpY (3aBeaylomeMy OTHENIOM cObITa), YIPaBISIONIEMY JKCIIOPTHBIMH
orepauusiMu U T.J1. B TakoM cityuae yka3eiBaeTcst Ha3BaHue (hpupMbI 6e3 oOpaieHus K Heil. OHO cTaBUTCS
YaCThIO aJ[peca TOYHO TaK K€, KaK Ha3BaHUE YIIHIIBI WM TOPO/Ia.

B Coenunennbix Tarax Amepuku gopma obpamenuss Messrs He yrorpeoisieTcs: Stainway & Sons,
Inc.
Ecimn muceMo anpecyeTcsi KOHKPETHOMY JIMITy, TO B JIGJIOBOW TEpPENUCKE aJpec MONydaTellss MOXKET
0OpMIIATECS CIEAYIONMM 00pa3oM: — €CIIH MUChMO aJ[PECOBAaHO JOKHOCTHOMY ITHILy B KaKOH-THOO
KOMITaHUH U TIPH 9TOM HEU3BECTHA €T0 (haMHJIIHsI, TO apecar yKa3bIBaeTCs CISAYIOIUM 00pa3oM:
The Manager
The Hongkong Banking Corporation
- €CITU K€ M3BeCTHA (PaMIJIHSI JJOJDKHOCTHOTO JIMIIA, TO OHA YKa3bIBAETCS MEPBOHL, TIOCIIE Yero MOXKET ObITh
0003Ha4Y€Ha U JIOMKHOCTh!
Mr. Edward W. Hertzfeld, President Hertzfeld
Home Appliances, Inc.
VYkazaTh JOKHOCTH 0e3 paMuiiny nuna, ee 3aHUMAOIIET0, MOXKHO B TOM CIyYae, €Cld 3Ta JIOJDKHOCTh
ABJISIETCS €MHCTBEHHOW B opranm3anuu. Ecim xe Bbl HampaBnsieTre muCbMO JEJIOBOTO COJCpPKAHUS
OTIENBHOMY COTPYAHUKY (HUPMBI, TO CleQyeT CHadaja yKazaThb (aMHJIMIO 3TOTO COTPYAHHKA, 3aTeM
Ha3BaHue (GUPMBI (M, BO3MOXKHO, KakKoro-lmbo ee oTjelia), IMOClie 4Yero yKasaTh ee IOJIHBIH aJpec,
Hanpumep:
Mr C.C. Pan
The Standard Oil Company
[Mucbma MyXYHMHAM MOXHO aJIpecoBaTh, KakK YKa3aHO, B 3aBHCUMOCTH OT TOTO, KaKk caM YeIOBEK
MOJMHCHIBAET CBOM MTUCHMA.
K HezaMyXHUM JKEHIIMHAM W K JIEBYIIKaM MOXHO oOpammarbesa: «Mwucc». K 3aMyXHUM JKeHIMHAM —
«Muccuc M(apus) b(payn)» npexae Hy>kHO ObLT0 0043aTeIbHO yKa3bIBaTh UM Myxa: «Muccuc T(omac)
B(payn). Korna HemsBecTHO, 3aMyXHSIA MM HE3aMYXKHSIA KEHIMHA, K KOTOpoil Bam Hy»)HO 00paTUThC,
BMecTo «Muce» n «Muccuc» crano ynorpebnsateest «Mcy. Korma Bwl comHeBaerech, ymnoTpeOsiite
«Mmuccy». Eciiu Bel He yBepeHBI, KaKoro 10JIa 9eJIOBEK, KOTOpoMy BeI mummute, yrmoTpebssiite «Mucrtepy.
3areM mocie UMEeHH OOBIYHO MAET Ha3BaHUE JTOJDKHOCTH, TUTYJIA, HAYyYHOW CTENeHH U T.II. B 3TOM cirydae
MUCbMEHHBIN JICTIOBOH A3THKET TpeOyeT BBINOJIHEHUS CICAYIOIIMX YCIOBHH: Ha3BaHHE OJDKHOCTH
CTaBUTCS TOJIFKO TIOCJIE UMEHH YelIOBEKa Yepe3 3amsITyIO:
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Mr. John Hunt, Manager T'ocniopuny Jony XaHry,
3aBeyIOIIEMY
Mr. Mort Monroe, Editor lNocnioguny Mopty Monpo,
Penakropy
Ha3BaHWE YYEHOHW CTETIeH! MHUIIETCS Tepe]l UMEHEM, BCIe ] 32 KOTOPBIM depe3 3aIsITyI0 MOXKET CIIeT0BaTh
0003HaYEHNE TOIDKHOCTH.
IMocne cokpaieHHOr0 0003HAYCHUST HAYYHOH CTEIIEHH TOYKA MOXKET HE CTAaBUThCS.
Dr Michael Lurvey, Director  Tokrtopy Maiikiy Jlepsu,

TMPEKTOPY
Prof. Alfry Smith, [Ipod. Andpu Cmur,
Head of the Department 3aBeyIOIIEMY OTICIIOM

B Anrmun mHOTAa mocie haMriInd MOXKET CTOSTh clIoBO Esq., mepem KOTOPBIM CTOUT 3amsTas. B aTom
ClTy4ae Ha3BaHUE JIOJDKHOCTH OOBIYHO MHIIETCS C HOBOH CTPOKH:

Dr. Michael Johnson, Esq. [-py Maiikiy J[>o0HCOHY, 3cKBallpy

Director The British Jlupextopy KommnaHuu bpuruin

Engineering Co., Ltd. Oumxuaupunr Kamnanu Jlumuren

Eciii uMst KOHKPETHOTO JINIIAa HEU3BECTHO, TO HA3BAHHUE JOJDKHOCTH MHIIETCS C ONPEICICHHBIM apTHKIIEM:
The Chief Accountant, ['maBHOMY Oyxrantepy bpurumn

The British Engineering OHKUHHUPHHT

Co., Ltd. Kammanu JInmuren

OnHako Takoe HaIMCaHUE BO3MOXKHO TOJBKO TOTZA, Korjaa Bel aOCONOTHO yBEpEHBI, UTO 3Ta JOJIKHOCTb
SIBJISIETCS] €IMHCTBEHHON B MHTEPECYIOLEH Bac opranu3auuu. Hanpumep:

The Chairman [Ipencenarens

The President [IpesunenT

The Managing Director JupekTop-pacnopsaauTensb

The Chief Accountant ['maBHBII HHXEHED

The Secretary Cekpertapb

Ecnu ke n3BeCTHBI M UMsI U TOJDKHOCTD, TO apPTUKIIb NIepe/l HA3BaHHEM JIOJDKHOCTH HE CTaBUTCS:

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

Director Hupexropy

The British Engineering KOMITaHUH bpuTHi OHIKUHUTHHT,

Co., Ltd. Kamnanu Jlumuren

Ecniu muceMo angpecoBaHO JiMIly, Y€l TOYHBIH aJpec HEM3BECTEH, OHO MOXKET OBITh HAlpaBiICHO B
OpTraHM3aIlHIo, HAIPUMEP, B TOPTIIPEICTBO WX Ha GUPMY, KOTOpas MOXKET MepeaaTh WK MepeciaTb eMy
3TO MUCHMO. B Takux cirydasx mepeja Ha3BaHHEM OpPTaHHM3AIMH, TOPTTIPENCTBA, (PUPMBI IMHIITYTCS CIOBA
«Care of “ (=in care of), KoTopble 03Ha4YaIOT ‘““Ha TIONIEUeHHE”, T.€. TIO aJIPecy.

Kak orMmedeHo BbIlIe, MOCIC Ha3BaHUS (PUPMBI B apece yKa3bIBaeTCs HOMEpP JIOMa M Ha3BaHUE YJIHIIBI,
3aTeM Ha3BaHWE ropoja Wi rpadCTpa.

B ortHomienun Gonbimx roponoB BenmkoOputanuu ykazaHue rpadcTB He 00s3aTENBHO, YTO KacaeTcs
HEOOJIBIINX TOPOIOB, 0003HaUeHUe rpad)cTBa 0053aTEIBHO, 0COOCHHO, TIOCKOJIBKY Ha3BaHUS HEOOJIBIINX
TOPOJIOB TIOBTOPSIOTCS (Hanmpumep, B BenukoOputaHuu CymiecTByIOT aBa Puumonga: oquH B rpadcrse
Cyppeit, a apyroii — B rpadcrse Mopkimp).

B BenukoOpuTaHuy NMpH HANMKMCAHWHM TOYTOBOTO ajpeca PeKOMEHIYeTCs NKMCaTh Ha3BaHUE Topoja
MPOIUCHIO, 3aTEM MEJKO Ha3BaHUe rpad)cTBa, 3aTE€M ITOYTOBBIA KOJ )CUCTEMa KOTOPBIX HEJaBHO ObLIa
BBeJIeHa B cTpaHe). Hammcanue kofa B ajpece YCKOPSET TOCTaBKYy U MO3BOJISIET 00pabaThIBaTh MOUTY C
MTOMOIIIbIO aBTOMATOB.

Korma nucbMa mochUIalOTCsl B IPYTHE CTPaHbl, HY)KHO BCEr/a MUCATh Ha3BaHHE CTPAHbI, JIaXe €CIU 3TO
cronuua crpanbl. CyuiecTByeT HanpuMmep ,JIonaon B Anrnuu, a takxe B Kanane, bocron B Anrnuu, a
Take B Amepuke, Tpunonu — B JluBuu u B JIuBane, bnenraitep — B lllotnananm u B Manasu.

ITo Toii sxe mpuYKMHE, KOTa IMOCHUIAITCS MUChbMa B AMEPHKY, HY)KHO 0053aTeIbHO YKa3bIiBaTh HA3BaHUE
IITaTa TIOCIe HAa3BaHMA TOPOJa, Kak ykasawo. ITocie HasBauus ropoga Hpro-Mopk HyKHO 06s3aTelbHO
yKa3aTb Ha3BaHUE 1ITaTa! HBm-ﬁOpK unu Hero-Jlxepcen.

B odunmanbHON Iepenucke BO3MOXHA Takash CUTyallusi, KOrJa Bbl IIPOCTO HE 3HaeTe, KeMm Oynuer
paccMmaTpuBaThCs Balle MUCHBMO. B 3TOM ciydae Ha MOMOIINs BaM IPHIET TOBOJBHO TOIMYJSpHAs B
AHTJIOSI3BIYHBIX CTPaHax QopMmyIa;
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To whom it may concern —ToMy, KTO UMEET K 3TOMY OTHOIIEHHE. DTa (HopMysa TaKKe IeUaTaeTcs
OTZAEJIBHOI CTPOKOH MOJ aApecoM MOIydYaTes.
B CIIIA B nmenoBoii mepenucke cTaparoTcsi u3derarb O€3MUYHOrO OOpalIeHUs Jake B TOM cllydae, eciu
MOJTy4YaTellb TUChMa — HE3HAKOMBIH YEJIOBEK U M3BECTHO JIUIIIH €r0 UMSL.
OPENING SALUTATION (GREETING)
BCTYIIUTEJIBHOE OBPAIIEHUNE

BerynurensHoe oOpalieHue mpecTaBisieT co00i 00MIEPUHATYIO CTaHAAPTHYIO POPMY, SBISIONTYIOCS
HEOTHEMIIEMOM 4acThIO ATHKETA JAeOBOro miuchMa. OHO TIOMEIIaeTcsl Ha JIEBOM CTOpOHe OIaHKa MUChMa U
MUTIETCS Ha OTAETHHOW CTpoke. B memoBoil KOpPECHOHASHITHH TTPHHATO HECKOJIBKO (GopM oOpareHui,
Pa3IMYAIONINXCS CBOCH «TOHAIBHOCTBIO». B MuchMax Kk pupMaM U OpraHU3aiusIM OOBIYHO YIOTPEOISIOT
cnenyroue GopMyJIbl:
Dear Sirs, (3T0 oOpamieHne XapakTepHO I MEpPEnucKh B BenmkoOpuTaHWH, TOCIEe HETO0 CTaBUTCS
3amnsTas)
Gentlemen: (ucnonb3yercs npu nepenucke B CIIA u Kanane, mociie Hero CTaBUTCS IBOCTOUHE)
Crtporo odunuagbHO 3ByJaT BRIPAKESHUS:

Sir: Sirs:

Madam: Mesdames:

Menee opuuanTbHO BOCTPUHUMAIOTCS CIEIYIOIINE (GOPMBI OOPAIICHHIA:

Dear Mr. Allen Dear Messrs Allen

Dear Mr. Cooper and Cooper:

Dear Mrs. Allen Dear Messrs Allen

Dear Mrs. Cooper and Cooper:

B aHTauiicKMX NUChMaX, Kak MPABIIIO, YIIOTPEOJISAIOTCS CICAYIONIUE BCTYIUTEIbHBIC O0PAICHHMS:

Dear Sirs, — MIACHEMO a/IpECOBAHO B KOMIIAHHUH B IIEJIOM.

Dear Sir, — TIICHMO aJIPECOBAHO MYKUMHE.

Dear Mr. Brown  — mmcbMo agpecyeTcs XOpOoIio 3HaKOMOMY
JOJDKHOCTHOMY JIMIYY — MY >KYHHE.

Dear Madame, — IUCHMO aJIPECYETCS KEHIUHE WITH JICBYIIKE.

Dear Mrs.Brown, — nuceMo agpecyercs XOpoIio 3HaKOMOMY
- IOJDKHOCTHOMY — >KEHIIIUHE.
Dear Ms.Freizer, — mucbMo aapecyercst XOpoIio 3HAKOMOMY
JOJDKHOCTHOMY JIMITY — He3aMYy>KHEH KEeHIIIHE.
Dear Sir/Madame, — mucbeMo aapecyercst JOJDKHOCTHOMY JIHILY,
Y aBTOpPY HEHM3BECTHO, SIBIISICTCS JI
JOJDKHOCTHOE JINIO MY>KYNHOM WITM KESHIINHOM.
B amMepuKaHCKH X IMChbMaX HCIOIB3YIOTCS CIIEIYIONINE BCTYIHTEIBHBIE O0pAICHUS:
Gentlemen:

Dear Sirs: MIUCHMO aJPECOBAHO
Dear Gentlemen: KOMITAaHHHU B LIEJIOM
Dear Mr. Brown MMUCBMO aJPECOBAHO
Dear Mrs.Brown: ONPEACIIEHHBIM 10K~
Dear Miss Brown: HOCTHBIM JIUIIAM

BODY OF THE LETTER
TEKCT INCbMA

OcHOBHOE cofiepxkaHie MMCbMa — TEKCT — HAaXOAUTCS B 3aBUCMMOCTH OT LieJiel ero Hanucanus. OgHako,
B JIOOOM ciy4yae, B TIepBOM ab3are nucbMa (POpPMHUPYETCS BCTYMUTENBHBIM KOMIUTUMEHT. Takoit
BCTYNUTENbHBII KOMIUIMMEHT MOXET BBIpa)kaTh OIarofapHOCTh 3a MHCHMO (€CIIM HalpaBIIseTCs] OTBET),
NPU3HATEIBLHOCTD 3a IIaru, HalpaBJCHHbIE HA B3aUMHOE COTPYIHHYECTBO (TakXke, €ClIM 3TO OTBETHOE
HOCJIaHKe), OJarokesnaTeNbHOe COOOLIEHNE O TOM, YTO aJpecar SBJISETCS M3BECTHBIM B CBOCH OTpaciiu
NPEANPHUITAEM, OpraHu3anuei, GupMord U T.JI. (€CIM MUCHMO IOCBUIAETCS BIEPBBIC), COOOIIEHUE O
PagoCcTy, KOTOpask BOZHUKAET IIPU BO3MOXKHOCTH HAIIPABUTH JAHHOE IIUCHbMO MMEHHO B 3TOT aJpeC U T.[.
Jaxe B ciaydae, Korja MUCbMO HOCUT B IIEJIOM HETATUBHBIA XapaKTep M MOXET CBUAETEIbCTBOBATH O
paspeiBe JaNbHEHIIEH KOPPECHOHIEHITNH, BCTYNUTENBHBIA KOMIUIUMEHT JOJDKEH 00s13aTeIhHO
MIPUCYTCTBOBATb.

[locne BCTYNHUTENBHOTO KOMILIMMEHTa (POPMHUPYIOTCS OCHOBHBIE TIOJIOXKEHUSI, BBITEKAIOIINE U3 LETTH
nuceMa. Ecim 910 cyry0o mH(pOpMaTHBHOE MHCHEMO O XapakTepe AesITEIbHOCTH OTIPABUTENS, TO KPAaTKO
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M3JIaraeTcsi NCTOPHS BOSHUKHOBEHHS NIPENPHATHS, OPTaHU3AINH WIN (GUPMBI OTIIPABUTEINS, X Pa3BUTHS,
CYLIHOCTb AEATENLHOCTH B HACTOsIIEE BpeMs (pOJib Ha PhIHKE, 00BEMbI PeaIn3alui U HEKOTOPBIH APYroi
CTaTUCTHYECKUH MaTepHaln, He SIBISIOIIUicS Kommepueckod TaitHoil.) Ilocme wero dopmymnupyercs
MIpeJI0KEHNE O COTPYTHUYECTBE, IPOJaKe apTUH TOBApOB, OKa3aHHUE YCIYT U T.J.

Ecnn nmuchbMO HOCHT OTBETHBIM XapakTep, TO B 3aBUCHMMOCTH OT II€PBOHAYAIBHOIO IOCIAHUS OT
3apy0e>KHON CTOPOHBI, BO3MOXKHBI OTBETHI Ha IIOCTABJICHHBIE B IINChME BOIPOCHI, BBICKA3bIBAETCSI MHCHHE
0 BO3MOXXKHOCTH JABHEHIIET0 COTPYJHHYECTBA TMOO0 00 OTCYTCTBHH TaKOH BO3MOXHOCTH, OTIPEIEISIOTCS
BCTPEYHBIE IPEATIOKCHUS.

Ecnn nuchbMo HOCHUT XapakTep pearnpoBaHMsA Ha OTKPOBEHHO HEIPY’KECTBEHHYIO aKIHI0O HHOCTPAaHHOTO
napTHepa — HECOOJIOACHUE CPOKOB IUIATEKA, HEBBIMOJIHEHHE B3STHIX Ha ceOs 005S3aTENbCTB, APYyTHE
JIEHCTBUS, YHIEMJIAIOUINE IIPaBa OTEYECTBEHHOW CTOPOHBI, TO BCTYNUTENBHBIM KOMIUIUMEHT MOKHO
HECKOJIbKO NPUTYWUTh. [locie 3Toro ciaenyeT BbIpa3uTh HEAOYMEHHE MO TOBOAY ACHCTBUI HHOCTPAHHOU
CTOPOHBI M COXaJEeHHWE O MpoucuienuieM. [Ipm 3TOM OLIEHKAa CIy4YUBIIETOCS M BBIBOABI, JaXKE
HaIpaBJIeHHBIE HA MOJIHBIM pa3pblB OTHOILIEHUI, HE JOJKHBI HOCUTh PE3KOTo Xapakrepa. B aToMm cioyuae
yMeCTHBI O0OpOTBI TUIA: «C COYKAJICHHEM BBIHY)KICHbI IPEpBaTh HAIlM AajbHEHIINE KOHTAKTBD», «K
HaIIeMy COXKaJICHHIO, 3TO MOBJIEYET 332 COOOM HEOOXOAUMOCTh OOpaIIeHus B CyAe0HbIe OPTaHbD) U .

OOmast xapakTepuUCTHKa OCHOBHOH YacTW JEJOBOTO MUChMa JOJDKHA OTBeYaTh TpeOOBaHUSIM
B3BELICHHOCTH, KPATKOCTH, AOCTYIHOCTU U OAHO3HAYHOCTH HMOHMUMAHUSI TEKCTa. TEKCT IOJDKEH OBITh
pa3duT Ha CMBICIOBEIE a03a1lbl, 4To 00JerdaeT 00pabOTKy KOPPECTIOHICHIINA U BOCTIPUATHE CONCPIKaHUS
tekcta. [Ipu monroroBke Texcra Hambolee IerecooOpa3HO WCIONB30BATh YCTOSIBIIHECS MUCHMEHHBIE
HITAMIIBI, KOTOpPBIE CHOCOOCTBYIOT JIydllleMy MMOHHMAaHHIO TEKCTa, €ro YHH(UKAUH B ONpPEIeNICHHOM
CTCTIEHH CBHUIETENBbCTBYET O BBIXOJAE OTHPABUTEIsI MNHUCbMAa HAa COOTBETCTBYIOIIMH YPOBEHb
MEXIyHaponHoro ooOmenusi. [lucbMo, Ha HETPAAWIMOHHOM «HEJCIOBOMY» SI3bIKE, TpPH BCei
0E3yKOPU3HEHHOCTH JIMHTBUCTHYECKOTO OGOPMIICHHSI CO3[aCT BHAMMOCTH HEMPO(ECCHOHANIN3MA €ro
UCIIOJIHUTENIS,, YTO Cpa3y K€ CKAXKETCs Ha OTHOLICHMH K MOTEHIManbHOMY mnapTHepy. llosTomy, Bce
NPU3BIBBl K «HETPaJWIMOHHOMY, HEHW30MTOMY IMITAMIIAMH S3bIKY» B JAaHHOM CIy4ae COBEPLICHHO
HCYMCCTHEIL. W3numne TOBOPUTH O TOM, YTO TCKCT MUCbMa JOJIKCH 6I>ITI> BbIYHUTAH Ha MPEAMET HAJIUYUA
opdorpapuueckux ONIMOOK U OTIEYaTOK — OHU a0COJFOTHO UCKITFOUAIOTCS !

B 3akiroueHne OCHOBHOW 4acTH MCbMa JOJDKEH COAEPIKATHCS 3aKIIF0UNTENbHBIN KOMIUTUMEHT. Takoi
KOMIUITMMCEHT TIIpU3BaH BHECTU BOCXOILSIHIPIIZ DJICMEHT B q)HHaJ'IBHYIO YaCTb IIMCbMa HW IIOMOYb
c(hopMHUPOBAThH MIO3UTUBHOE MHEHHUE O TIMCHME U €r0 aBTOPax.

Tak, TpagULHMOHHBIM SIBISETCS BBIPAKEHUE HAIEKAbl Ha JAajbHEiIIee COTPYJHHYECTBO, Ha TO, YTO
U3JI0KeHHasi MHpOpMalus B NMUCbME OyleT IMoJjie3Ha W IOCIYXKHUT B JAalbHEHIIEM [yl PacIIUpEHUs
B3aMMHBIX CBsI3ei. B 3aBHCHMMOCTH OT YPOBHA MOATOTOBKMW NHCbMa, BaXXHO BKIIIOYHTH (bpa3y TUIIa
«TIOJIB3YSICh CIIyYaeM, eIl pa3 MPUMUTE HAIlM YBEPEHHUs] B TOTOBHOCTH AaJbHEHIEr0 B3aUMOBBITOJJHOTO
COTPYAHUYECTBA», «MbI C HA/ICXKIOW CMOTPHUM Ha HEPCIEKTUBBI HAILIET0 AaJbHEHILET0 COTPYIHHYECTBA
u T.1. Ecnu muckMo azipecyercst MoyvaTelnto, ¢ KOTOPBIM ellle He ObUIM YCTaHOBIICHBI JICTIOBBIC KOHTAKTHI,
TO 3aBCPIINUTH OCHOBHYIO YaCTh MOXHO YBEPEHHOCTBIO B TOM, YTO MPECIIOKCHU A, U3JIOKCHHBIC B IMCHMCE,
ObUIM UHTEPECHBIMH, HA/ICXKIOW Ha CKOPOE MOJyYeHHE OTBETA U YCTAHOBJIEHHE PETYIISIPHBIX KOHTAKTOB B
Oymytiem.

)Ian(e €CIIH MUCHbMO HOCHUT HETaTHUBHBIN XapaKTEep U 03HA4YacT pa3pbiB JACJIIOBbIX KOHTAKTOB, HC CJIICAYCT
n30eraTh 3aKIIYNTENILHOIO KOMIUIMMEHTA. B 3ToM ciydae MoxkHO chopMynupoBaTh 6osee abCTpaKTHBIH
3aKJIIOYUTENIbHBIA KOMIUIMMEHT M CBECTH €r0 K ()pazaM TUIIa «OJIHOBPEMEHHO Mbl CBHIETEILCTBYEM CBOIO
OTKPBITOCTH JJIA JIEJOBOTO COTPYAHHWYECTBa B Oyaymiem». B 3TOM ciaydae mpu BCeH HETaTHBHOCTH
COJIEp)KaHUsl MHUCbMaA IOJIyYaTeNI0 JAaeTCsl IIaHC B CIy4dae M3MEHEHHUS CBOEM IO3WLMUH, YCTPaHEHUs
HEAPY>KECTBEHHBIX JEHCTBUHM M T.I. BEPHYTHCS K JIEJIOBOMY COTPYJHHYECTBY C OTIpaBUTENEM. XOTH,
€CTCCTBCHHO, B IIOCJICIHEM CiIydac 3aKIIOYNTEIbHBIA KOMIUIMMEHT B OOJBIIEH CTEIEHU SBIISIETCS
MIPU3HAKOM XOPOILEro TOHA, YEM JIEUCTBUTEIBHON HAJEK 0N Ha MPEJICTOAILEE COTPYITHUUECTBO.

Bo MHOTHX ciydasx mepes 3aKII0YUTENbHBIM KOMIIIMMEHTOM B IUCBME MPHUCYTCTBYET (pasa, B KOTOPOH
coobimaercss Homep TenedoHa, GaMuaMsS M TOJKHOCThH JIMIA, KOTOPOE MOIJIO Obl OTBETHTh Ha BCE
BO3HUKatomue Bompockl. Ilpu sTom Takas ¢pasa Takke CTPOUTCS B MaKCHMAJIBHO J00pOKEIaTeThHOM
TOHE» ITPH HEOOXOAUMOCTH HE OTKa3bIBAlTE B BO3MOKHOCTH ITO3BOHUTDH HAILLIEMY MEHEIKEPY 10 BOIIPOCcaM
peanu3anuy 1 yTOYHUTH BCE BO3HUKAIOIIUE BOPOCHD». 3MIECh XK€ yKa3bIBaeTCsA HoMep TenedoHa.
COMPLIMENTARY CLOSE

3AK/IIOYUTEJIBHA L ®OPMVYJIA BEXJIMBOCTHU

B nenoBoii nepenucke npuHsTa onpeaeicHHas GopMa 3aBeplICHHs NMHChMa WIH TeJeKca, T.e. BCIen 3a
OCHOBHBIM TEKCTOM IIMChbMa CJIEAYeT 3aKIIOUUTENbHAs (PopMysia BEKIMBOCTH, KOTOPAs pacroiaraercs B
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npaBoil yactu nucTa. [lo cBoeMy CTHIIIO U TOHY 3aKITIOUUTENbHBIE (POPMYIIBI BEKIMBOCTH JOJDKHBI OBITh
TapMOHUYHBIMA OOPAIIEHUIO H OCHOBHOMY TEKCTY MHChMa. TaK, eciii MIChMO HAYMHAETCS CIIOBAMHU:

Dear Sirs, VBaxkaeMmele rocroja!
Gentlemen: T'ocnona!

TO MPEANOYTUTEIBHBIMH OYIYT 3aKITFOUNTENbHBIC HOPMYIIBL:
Sincerely yours Hckpenne Bar

Yours faithfully C yBaxxeHHEM

Haunbonee pacripocTpaHeHHBIMHU SIBJSIFOTCS CleAyromue (GOpMyibl BEKIHBOCTHU:

Yours faithfully,

Yours truly, Crporo

Yours very truly, ouLIMaIBEHO

Very truly yours,

Yours very sincerely,

Yours sincerely, OdunmanbHO

Sincerely yours,

Very cordially yours,

Yours cordially, Menee

Cordially yours, ouUIHaIHEHO

JIt00OTIBITHO OTMETUTH CIEMYIOIIYI0 TOHKOCTh B OTTEHKax 3HadeHWi: eciu B mucbMax u3 CIA Yours
SIBJIICTCS TIEPBBIM KOMIIOHEHTOM coueTaHust Yours faithfully, To oTHomeHue k aapecaty MeHee
oduIManbHOe, 8 eCIIM BTOPHIM KOMIIOHEHTOM 3aKIIOUYUTENLHON (POpMYJIBI, TO 3TO HEHABS3YHMBBII HAMEK
Ha HEOOXOIMMOCTH CYOOpAMHAITUH.

Kak yxke oTmeuanoch, aMEpHKaHIBl CKJIOHHBI CHIXATh (DOPMATBHOCTh KOPPECHOHACHIMHU M YacTo
HAYMHAIOT JIEJIOBBIE MUCbMa C OOpalleHHs MO WMEeHH. B 3ToM ciyyae 3akimrouuTedbHas Qopmyia
BEXJIMBOCTH UMEET MEHEe O(ULINAIBHBIN XapakKTep:

Yours sincerely Hckpenne Bain
Yours truly Hckpenne Bam
Very truly yours Hckpenne Bai

OmHaKo Takue (1)OpMyJ'ILI Oosee TpagULIUOHHBI IS H€O(1)I/ILII/IaJ'II>HI>IX IMUCEM.
WHorna B 3aKIIOYHTENLHYIO (POPMYITY BEKITUBOCTH BXOJIST J00ABICHUS:
We hope to hear

from you soon Haneemcs Ha ObICTpBIiA OTBET
We look forward
to hearing from you C HeTeprieHHEM KJIEM OTBETA

ITocne 3akarounTeNbHOM (HOPMYIIBI BEKIMBOCTH BCETIA CTABUTCS 3aIISTasl.

SIGNATURE

IOAITINCH

JenoBble cbMa IMOJIMUCHIBAIOTCS. OT PYKH YepHHIIAMHU, YeTKO H pa30opuuBo. [loamuck Bceraa T0HKHA

ObITh oaMHakoBa 1o crumo. [lon mnognmcelo OOBIMHO TeyaTaeTcss (QaMuiIus M JOJDKHOCTh

TIOJIIHUCHIBAIONIETO MUCHMO. 101 3aKITI0UnTENFHON (POPMYITON BEXKIIMBOCTH (BBIIIE TTOAMMCH) TPOITHCHBIMH

OyKBaMU IevaTaeTcsi Ha3BaHWue (PUPMBI HIIH OPTaHU3AIINH, 32 KOTOPYIO aBTOP MOJIIMUCHIBAET MTUCHMO.
Ecnu aBTOp moxnuceIBaeT OT UMEHH U 110 MOPYYSHHIO KOMIIAHUM WK APYTOro JHLA, YHOTPEOISIOTCS

cioBa the per pro = p.pro = p.p. (short of procurationem) «1mo J0BepeHHOCTHY MEepeT Ha3BaHUEM KOMITAHUN

win  damMuiiei. DTO COKpamleHHs OT JIATUHCKOTO BBIpAXKEHUs ‘N0 JoBepeHHOcTH . UYenosek,

MOJMHUCHIBAIOUINNA THCHMO 32 KOro-Iu0o0, YNOJHOMOYHMBAETCS Ha 3TO  OQHUUIUAIBHBIM IOPUANYECKUM

JOKYMEHTOM (JI0BEPEHHOCTBIO).

WHuaye ynotpebisiercs Boipakenue “For” “3a u or umenu” nepen haMuiIvei JiMiia Wi rnepe Ha3BaHueM

¢dupmbl. Ecniv muchMo MoIHUChIBAETCSI TUIIOM OT UMEHH KOMITAHHH, OHO JIOJDKHO OBITh HATTHCAHO B IIEPBOM

JIUIIE MHOKECTBEHHOT'O YHCIA.

Wnm MOXXHO BBIPa3uTh 3TO WHAYE:

€CJI MMUChMO IMUILETCS OT MEPBOTO JIMI]A MHOKECTBEHHOTO YHUCIIA, TO MOCTE 3aKIFOUYUTEIbHON (GOPMYIIBI

BEXXJIMBOCTH CJIEAYeT nedaTtats Ha3Banue Gpupmsl (B/O) ¢ mpemnorom “3a”, 3atem noanuck. Hampumep:

Yours faithfully, C yBaxxeHuewM,

For V/O “Prodintorg” 3a B/O “IIpogunTopr”
(I.Pavlova) (A.ITaBnoBa)
Director Hupexrop

N
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Yours faithfully , C yBaxkeHHEM

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

F. Howard ®. lN'oBapn

Secretary CekpeTapb

REFERENCE INITIALS
YKA3SAHUWE HA UHUIINAJIBI ABTOPA
OTCTyrII/IB IBa HWHTEpBaJia OT IIOAIIMCHU B JIEBOM YaCcTH IMHCHMAa IIPOCTABIAKOTCA HMHHIHAJIBI aBTOpa U
CEKpETapss HWJIN MAIINHUCTKH. I/IHI/ILII/IaJ'II:I aBTOpa I€4YaTaroTCia IIPONMCHBIMHA 6YKBaMI/I, WHUIINAJIbI
HCIIOJIHUTECJIA — CTPOYHBIMHU. I/IHI/IHI/IaJ'H)I aBTOpa U UCIOJHUTCIIA pasACIA0TCA 3HAYKaM1 / unm
Hanpuwmep:

Sincerely Yours,

Edward P. Graham

Secretary
EPG / km
ENCLOSURE
YKA3AHUE HA ITPUJIOXXEHHUE K ITMCbMY
Yacto K JIENOBOMY MUCHMY MOTYT HPHJIAraThCs Pa3iudHble JOKYMEHTHI. B 3THX ciydasx HEoOXoauMmo
CACIaTh YKa3aHUC Ha NPHUIOXKEHHUE K ITUCbMY. 9t10 YKa3aHUEC T€YaTa€TCA B JICBOM HMXKHEM YIJTy BCJIC/ 3a
HHHUIHAJIaM1 aBTOpa NMCbMa U UCIIOJTHUTCIIA. HaHpI/IMCp,

Sincerely Yours,

Henry Powell
Director
HP : vd
Enclosure : Insurance Policy
in triplicate
Nckpenne Bau,
I'enpu Ilaysmn Jupexrop
I'Tl: B

IIpunoxenue: CTpaxoBOU MOJIAC

B 3-x sxzemmusipax
Hapsny ¢ momHo# dopmoii cioBa Enclosure ynorpebmnsiercs u ero cokpamenue — Encl. Eciin umeercs
HECKOJIbKO IPUIIOKEHHUH, TO YKa3bIBACTCSA UX YUCIIO.
2 Enclosures:

2 OpUTIOKEHUS

2 encl.:
PexomMennyem nepedrcauTh JOKyMEHTHI, puiiaraeMele K nucbMy. [Ipu nepedrcieHnn Bce clioBa, KpoMe
NPEJIOTOB MUIIYTCS C 3arJaBHOM OYKBEI.

Hanpuwmep,
4 Encl.: Invoice 4 Tlpunoxenus: Cuer-akrypa
Insurance Policy CtpaxoBoii moJsuc
Certificate of Origin Ceptudukar mporucxXoxIeHHU
Capitan’s Receipt Pacrnucka kanurana
POSTSCRIPT
[HOCTCKPHUIITYM

OOBIYHO B ﬂCHOBOﬁ NEpCHMCKE IMOCTCKPUIITYM HE BCTPCUACTCA. On HWHOrAa, IpaBJa, BCTPEUYACTCA B
KOMMEPUYCCKUX IMHCbMax, Korja HI/IHJYHII/II’I X04eT OCO6O BBIACIIUTL BOIIPOC, 06Cy)K}IaCMI)H71 B IIHUCBME.
ITocTCKpUIITYM HAYMHAETCS C IBYX 3arJIaBHbBIX JJATHHCKUX OykB P.S. mmu PS (= nart. post scriptum “Tlocie
HaHI/ICEIHHOFO”) " pacnojiaracTcs B JIEBOM YaCTH ITMCHbMa WA YKa3aHus Ha IMPUIIOKCHUC. HOCTCKpI/IHTyM,
KaK IpaBujio, HE MOAIMMUCBIBACTCA, B €T0 KOHIC aBTOP IMMPOCTO CTABUT CBOW MHUIIUAJIBI.
PeJIKO, HO B JXHU3HHM BCTPCHAIOTCA HETIPEABUIACHHBIC O6CTO$ITC.HBCTB3, Korga mucbMO YK€ T'OTOBO K
OTIIPAaBKE, HO MPOUCXOAUT CO6BITI/IC, 0 KOTOPOM HCIIPEMEHHO HYKHO COO6H_II/ITB. HaanMep:

Sincerely yours,
Henry Davis

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

I'enpu JleitBuc

Ynpapngrouui 0TAEIOM

COpiTa
I'l|ac
I1.C. Hamr nupekrop nomnai B KatacTpody. r.a.
PARTICULAR ADDRESSORATTENTION LINE
YKA3AHUE HA JIMIO, KOTOPOE IIO JXEJIAHUIO OTIIPABUTEJIA JOJDKHO INTPOYECTD
JAHHOE ITMCbMO
OO0bIuHO pacnonaraercs Ha JiBe CTPOKH HIDKE BHYTPEHHETO aapeca. PacnpocTpaneHsl cinenyromue GopMbl
HaAIMCAHNSA:
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
DTa CTpoKa MPHU3bIBAET K 0COOOMY BHMMAHHUIO ONPEACICHHOIO YEJIOBEKa, YacTO C IEIbI YCKOPCHHUS
paccMOTpEHUS NMUCbMa.
SUBJECT HEADING OR CAPTION
YKA3AHUE HA COAEPXXAHUE ITMCbMA
OOBIYHO TeyaTaeTcs Ha JBE CTPOKH HIDKE BCTYNUTEIBHOTO 06paHIGHI/I$1. Ero Bcerma BEIAENSIOT, YTOOBI
nerde ObUTO Pa3doHMpaTh IMOUTY W HAMPABIISITH MUChMa aapecaraM, HallpuMep:
Subject : Personnel Changes
Subject : Your Retirement Plan
SUBJECT : Your Retirement Plan
Re : Your Order of July 14, 1989
Price Reductions
Re B mepeBozie 03Ha4aeT “OTHOCUTENBHO, KaCaTEIbHO
REFERENCE NUMBER
YKA3AHUE HA CCBUIKY
Jnst obnmerdenus MEePENUCKN U COKpAIICHUsS BPEMEHHU Ha ITOMCK HEOOXOaUMO JOKYMEHTAIUU JEJIOBas
KOPpECTOHACHIINA OOBIYHO MMEET CBOW PETUCTpPAIOHHBIA HOoMep. Homep nokymeHTa, Ha KOTOpBIiI
CCbUIACTCA aBTOP IMUCbMaA, UJCT MOCJIC CJIOB
Our Reference : (Our Ref. No)
Your Reference : (Your Ref. No)
KOTOPBIC, KaK IPpaBUJIO, MAIIYTCA PSAA0M CO CTpOKOﬁ AaThbl WK HaZl BHYTPCHHUM aApCCOM.
Ecmm JaHHast I/IH(bOpMaHI/IH OTCYTCTBYET, TO aBTOp NHUCbMa MOXKCET CCBUIATHCA Ha HOMCP JOKYMCHTa B
HauaJje TekcTa nucbma, Hanpumep:
Dear Sirs,
We refer to your letter of December 2, 1990, ref. 519|57300, and are pleased to learn from the last paragraph
that your corporation is quite willing to continue and develop the friendly trade relationship, which has
already existed so many years between us.
Gentlemen:
Thank you for your letter of February 28 under your reference
513/0240 regarding the European Production Conference.
CARBONCOPY NOTATION
YKA3AHUE HA KOITMHA, OTITIPABJIEHHBIE 110 IPYTUM AJIPECAM
ECHI/I, KpoM€ ajpecaTa, KOIMMHU IMMChbMa IoJiydaT APyrue Jinuna, To Takas IOMETKa I0JDKHa OLITH CcJcjIaHa Ha
OIWH-ABAa UHTCPBAJIa HUKC YKA3aHWA HA IMPUJIIOKCHUC K TNCbMY. HaanMep:
Copy to Mr. M. G. Emhart
C.C.: The Bank of Osaka, Ltd., Kobe
The Osaka Chamber of Commerce and Industry
LOCATION OF BUSINESS LETTER PARTS
PACIIOJIOXKEHME YACTEN ITMCHMA
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B aHrnmiickoM MMCbMEHHOM JIEIOBOM THKETE HET €IMHOT0 00pasiia pacroloKeHHs BCeX JacTeil michma.
CymiecTByeT HECKOIBKO (OpM, U3 KOTOPHIX HAHOOJIEe YIOTPEONTEIbHBIMH SIBIISTIOTCS JIBE.

1. bnounas ¢popma (Block form ). OcHoBHas 0coO€HHOCTB 3TO# (POpMBI AETOBOrO MHCEMA 3aKITIOYAETCS B
TOM, YTO BCE€ €T0 YacTH, 32 HCKIIOUEHHEM aJipeca OTIPaBUTENS, 3aKIIIOUUTEIbHON (POPMYIIBI BEKINBOCTH
Y TIOATMCH, HAYMHAIOTCS HETIOCPECTBEHHO OT Kpas JIEBOTO TOJIS; OpocaeTcs B I1a3a TaKKe OTCYTCTBHE
KPacHOH CTPOKHU B Hayajie KakJ0ro ad3ara.

2. CymectByeT W apyras ¢opma pacHoioKeHHs MUCbMEHHOTO Marepuana, KOorja CTPOKH aapeca
OTIPaBHTENS U 1aTa, a TAKXKE aJIpeca MOIydaTes sl ¥ 3aKII0UUTENbHON (POPMYJIBI HEYaTaroTCs C OTCTYIaMU.
OCHOBHO¥ TEKCT IMUChMa TaKKe MedaTaeTcs ¢ ab3aIHpIMHU OTCTyaMu. JTa (popma Ha3bIBaeTCs “3youaToin”
(indented wm step form)

B xoMMepueckoil KOppecmoHIEeHIIMN CYIIECTBYIOT U JAPYTHe CIOCOObI KOMIO3UIIMOHHOTO O(QOpMIICHUS
JieTIoBOro nrckMa. HekoTopsie U3 HUX — HEOOBIYHBIE, OPOCKHE — HCIIONIB3YIOTCS TS TOTO, YTOOBI TPHUBIICYb
BHUMAaHHUE YUTATeNs K POpMe IMHCeM, CoAepKaNX HHPOPMALIUIO PEKIaAMHOTO XapakKTepa.

EXAMPLES OF WRITTEN COMMUNICATIONS

INPUMEPB IUCHBMEHHBIX IITAMIIOB

JJI1 HAYAJIA ITMCBMA

Mp1 nonyuunu Bamie nmucsMo or...
Brnaronapum 3a muceMo OT ...

biarogapum 3a Baie nucbmo

ot 15 mas...

Bonbiioe cnacn6o 3a Bamie muceMo

bru10 OYeHb MPUATHO Y3HATH, UTO. ..

51 ObuI1 OBI OYCHB OJTaroapeH,

ecnu Obl BHI. ..

B otBer Ha Bare micsMo oT. .. (pock0y)...
ITo Bameit mpocb0e Mol BeicTanu Bawm. ..
Paner coobmnTe Bawm, 4ro...

[Munry ¢ Tem, 9TOOBI BEISICHHUTS (3aKa3aTh). ..
MpbI O4eHb 3aMHTEPECOBAHBI B. ..

Ccolnasice Ha Bam 3aka3

Xorenock 06l T00ABUTE, UTO. ..

MBI o4eHb pajbl y3HaTh, 4TO Bl
3aUHTEPECOBAIUCH HAILIUM ...

Xotenock Ol 00paTuTh Bame
BHUMAaHHUE Ha...

IToxxamyiicta, coOOINTE CBOU
YKa3aHHs I10 JOCTaBKe

IloaTBepx1aeM Hal 3akas oT...
Bamre nrceMo ¢ npuiioskeHueM
(yxa3anuem, mpock0oii o...)

paccMOTpeHo

B oTBeTr Ha Bame nucemo or...

OPENING PHRASES
We have received your letter of...

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

We should like to add that...

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

We should like to draw your
attention to...

Please let us have your
instructions for shipping

This is to confirm our order of...

Your letter enclosing (stating

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

requesting us to do...,) has
been considered (given proper attention)
In reply (in response) to your letter of ...
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B moaTBep:kaeHme Hamero (ux)
TeneoHHOTrO pa3roBopa (mepe-
TOBOPOB, COCTOSIBIIUXCA B ...)
coo01aem, 4To...

Ccpltasich Ha HAallle ITMCHBMO OT. ..
cooO1aeMm, 4To...

BHOBE cchltasich Ha ...

Paner coobmnte Bawm, 4To0...

K coxanennro, BEIHYXICHBI
HaIrfoMHHTE Bawm, 4To...

W3 Bamiero nucbma Mbl y3HaJIH, YTO. ..

B cBs3u ¢ HamIMM NHUCHEMOM OT ...
U B MOJTBEPKICHUE TEJIETPAMMBI OT ...

MBI ¢ yAMBIIEHUEM Y3HAIIU U3
Bamero tenekca. ..

In confirmation to our (their) telephone

conversation (talks, held in ...) we
inform you that...

With reference to (Referring to) our

letter of... we wish to inform you that...

With further reference to...

We are pleased (We are glad) to inform you that...

We have pleasure in informing you that...

We are sorry (We regret) to have to
remind you that...

We learn from your letter that...

In connection with our letter of....
and in confirmation of our cable of...

We are surprised to learn from your
telex...

CBA3YIOUIUE 3JIEMEHTEI IITMCBMA  BINDING PHRASES

MBI BbIpakaeéM yBEpEHHOCTh B TOM, UTO...

MBI COBEpIIIEHHO YBEPEHHI. . .

OOHOBpPEMEHHO XOTEJH OBl
HaIlOMHHUTE Bawm, 4ro0...
CynraeM HEOOXOIUMBIM

(BaxXHBIM, 11€J1€CO00OPA3HBIM) OTMETHTb. ..

IToMuMO BBIIIEYKA3aHHOTO. ..

B JAOMNOJHCHUC K BBIIICYKA3aAHHOMY. ..

MpI ObLTH OBI paJIbl UMETh BO3MOXKHOCTb. ...

HOJ'IB3y5[CB BO3MOXHOCTBIO
HAIIOMHUTB, YTO...

Camo coboii pazymeerc. ..

Obpamaem Barie BHIMaHie Ha
TOT (pakT, 9TO

BBuay BBIIEU3T0KEHHOTO. . .

B cBsi3u ¢ aTHM. ..

B cBs13u ¢ Bameit nmpock0o0ii. . .
B cBs13u ¢ BBIIEU3TI0KEHHBIM. . .

We express confidence that...

We are sure (confident) that...

At the same time we would like
to remind you that...

We find (consider) it is necessary

(important, reasonable) to note...

Apart from the above...

Further to the above...

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
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Jlemo B ToM, UTO...

B cnoxuBmmxcst 00CTOSATENHCTBAX. . .
IIo BameMy MHEHHIO. . .

B cooTtBercTBHHM ¢ Bamei mpock00ii. ..

B Bamem nuceme Brl 3asBisieTe,
4To...

Hanee Brl nuiere

Bosnee toro...

Tem He MeHee. ..

B nepByto ouepens...

DaKTUYECKH. ..

Kpowme Toro...

B nononHeHue Kk HalIeMy MHUCHMY OT...
Mpg1 BBIHYXX/ICHbBI HAIIOMHUTDH

Bawm, uro...

Nmeem ynoBOIBCTBUE IPEIIOKUTE BaMm. ..
Bam, HeCOMHEHHO, H3BECTHO, UTO...

OueBnnHo, Bam u3BecTHO, 4TO. ..

[MpunaraeM Komuio muchbMa (HUPMBI. . .
IO TTOBOTY ... (B CBSI3HU C)....

ITpocum npuHATH BO BHUMAaHKE
(yuectsn), 49TO...

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...

BBIPAXKEHNM A, UCITOJIB3YEMBIE B KOHIIE ITMCEMA

CLOSING PHRASES
Mp1 Oyzem npU3HATENBHBI 32
OBICTpBIIl OTBET. ..

IIpocum obpamiatbes K HaMm,
eciu Bam notpeOyercs

MOMOIIIb (COaeicTBHE). ..

Haneemcs nonyunts Baru
OTBET B OMMKaNTIIEM OymayIeM. ..

Mpr1 xoTenu OBl 3aBEpHTH Bac...

Haneemca nognepxars

We early reply will be appreciated...

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

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

We wish (would like) to maintain
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COTpYyJIHMYECTBO ¢ Bamu...

Bynem npusHatenbHbI 3a ObICTpOE
BBITIOJTHEHHE HAIllETo 3aKa3a

MBI He 3aMeITUM CBSI3aThCS C
HalTUMU OpraHU3aIUSIMU
(TIpOEKTHBIMU OpPTraHU3AIUSIMH,
3aBOJJAMH-TIPON3BOIUTEIISIMH)

cooperation with you

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

We shall not fail to contact (to get

in touch with) our organizations
(design organizations,
manufactures)

Bonpocs! 1 3aganus:

1. IloaroroBbTECH K 0OCYKACHUIO TEOPETUIECKOTO MaTepHaa.

CTpyKTypa AeT0BOTO MUChMA:

1. 3aronoBok.

2. aTta nucspma.

3. HammeHoBaHMe 1 aapec moxydates mickMa (BHYTpEHHHUH agpec).

4. IlpuBercTBUeE.

5. OCHOBHOM TEKCT MHCHMA.

6. 3axmounTensHas GopMyiia BEKITHBOCTH.

7. Iopmucs.

8. YkazaHue Ha mpuiiokeHue (eciiu umMeercs).

ITone3nnsie BeIpaxkeHust B nenoBoit mepernmcke (Helpful Expressions in Business Correspondence):
ITpocw0st (Requests), Beipaxxenue coobienns, Beipakenue Hanexabl (Expressing Hope), brarogaprocts
(Gratitude), Mssunenus (Apologies), Beipakenne neymosiaerBopenus (Expressing Dissatisfaction),
OtBeThI Ha Bopockl U npeanoxenus (Responding Questions and Proposals).

2. OTBETHTE HA BOIPOCHI:

1). HazoBure OpuTaHCKHIA 1 aMEPHUKAHCKHUI AKBHUBAJCHTHI pycckoil abbpeBuatypsl OOO (obmecTBo ¢
OTPaHUYEHHON OTBETCTBEHHOCTBHIO).

2). Kak B Ha3zBaHuu (GUpPMBI OTpakaeTcs TO, YTO OHA TMPEACTABIISET COO0I MapTHEPCTBO ABYX WM Oojee
Jronen?

3). Uto yka3bIBaeTCs B 3ar0JIOBKE MUChMa?

4). O ueM TOBOPUT HOMEP JOKyMeHTa?

5). I'me u xak yka3pIBaeTcs gata muchbma?

6). Kak nummercst BHyTpeHHUH anpec (aapec moirydarens)?

7). Kakue BexmuBbie hopMbl 0OpalieHust (M B KaKuX CiIydasx) yKa3blBatoTcs repes] pamuineit agpecara?
8). Hanmmmre npou3BobHbIN BapuaHT aapeca nonydarens B CLIA, BenukoOpurtanuu, Kanane, onHolt u3
ctpald EBpomnsl.

9). Uro nuiercs B HaYaabHOM ab3arie nuchMa? Jlaiite CBOM BapuaHT HavyabHOIO a0d3alia MuchmMa, KOTOpoe
Bbl THIIETE B OPTaHH3AIMIO M0 MEXIYHApOJHOMY OOMEHY CTyJIEHTaMH C IMpOchOOi COOOIIUTH Bam
YCIIOBHUS YYaCTHsI B IPOrpaMMe JIETHEro oOMeHa U BO3MOKHOCTH IopadoTaTh B jieTHeM jarepe B CLIIA?
3. BoInonHuTE 3a0aHUS.

1. CocraBbTe MUCHLMO-3aMPOC OT CBOCH OPTaHU3AINH O BO3MOXXHOCTH ITOCTABKH CIIOPTHBHOM 00YBU
JUTS IOHOIIEH M ICBYILIEK.
2. Hanumwure oTBeT Ha 3ampoc O MOCTaBKE CIIOPTHBHOW OOYBH C MOATBEP)KICHHEM TOTOBHOCTH

OKa3aTh TIOMOIIh M TIOMBITKONH yOEauTh HOBOTO KJIHEHTAa B TMEPCHEKTUBHOCTH OTHOIICHHWM C BaIlei
KOMITAaHHUEMN.

3. Caenaiite 3aka3 Ha MapTHIO TOBapa C MOATBEPKACHUEM YCIOBHH IUIaTea, 0OpaTuB BHUMAaHUE
MOCTaBIIMKA Ha COCO0 yIaKOBKH.
4. Obpatutech B GupMy, ITOCTABIIAIONIYI0 000pPYy/IOBaHHE ISl IPOM3BOICTBA MeOeIH, ¢ MPockOoii o

MPEIOCTABIICHNH BO3MOXHOCTH TOJYYUTh MX TMPOIYKIMIO B KpeAUT. YOeNuTe MOCTaBIIMKA B Ballei
HaJISKHOCTH KaK IapTHepa.

5. CocTaBbTe MHCHMO-3aPOC O BO3ZMOXXHOCTH M YCIIOBUSX TPAHCIOPTHPOBKHU T'py3a IO >KEIIC3HOU
Jiopore.

6. Coolure cBOEMY KIHMEHTY-UMIOPTEPY OO0 OTHpaBKE Ipy3a aBTOMOOWIBHBIM TPaHCIIOPTOM,
YKa3aB J€TajJid YIIaKOBKH, BEC, CTOMMOCTD U ITPOYUC ACTAIN COHpOBO}IHTeHLHOﬁ JOKYMCHTalHU.

7. [Topyuute cBoeMy OaHKY cleiaTh IEPEUUCICHHAE 3a MTAPTUIO TOBApA.

4. Answer the following question:

1. What are the parts of the Business letter?
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What is the difference between the English and American ways of writing the date?

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

How do the English and the Americans write the opening salutation and the complimentary closing?
What is the main principle of dividing the letter into paragraphs?

What should you remember about enclosures?

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

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:

NGO~ LN

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. 2009, 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», Jlonmon C.B.5, Keun Bukropus 25, Ha uMs MeHemKepa IO
IKCTIOPTY;

b) na pupmy «Jlormon Metam» B Jlongone H.B.7, mo ynuue Jleiin 37, Ha ums cekpeTaps;

B) na pupmy «/Ixon bpayn», myonuunas kommanusi, B JIoHm0HE (ceBEpO-BOCTOUHBIN CEKTOP 5), MO YIIHLIE
XonbopH, oM Ne27, r-ny JIx. bpayny;

I') B Manuecrep, 15, yn. Pex Poyx, nom Ne37, na pupmy bpayn Bpases;

) B Jluepnyib, 16, yin. dapeun Poanx, nom Ne64, dupme «Becren Metan Ko Jlumurten», r-xe Matu
HapBuH;

E) B Becrdopa, rpadcrBo Xemnmup, yi. bur Poyn, nom Ne33, ¢upme «Cmut u Can JItny». Baumanuro r-
Ha bpayna.

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

A) B aHIJIMHCKYIO TyOJIMYHYIO KOMIIaHUIO;

b) B aMeprKaHCKYI0 KOPIOPALUIO;

B) cexperapro — xeHIIHHE;

I') cexperapro KoMmaHuy;

) muccuc J1. JI>KOHCOH;

E) mucc E. I'pus;

2K) r-ny Croky (B aMmepuKaHcKoi Gopme);

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

W) cexperapro (B amepuKaHCKO# pupme).

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

A) ITucsmo Hammcaso 25.4.2012, ¢pupme «Bpayn Bpases JIta» 1o aapecy: Aurmus, rpaderso Mopkump,
yiuua Aneaep Poyn, nom Ne21, mo moBony Bamero 3anpoca ot 15.4.2012.

Hammmure, 9aro B nononaenne k Bamemy muceMy ot 15.4.2013 Ber xoTenu 651 cOOOITUTE €111e KOe-KaKue
cBeZieHHs. B 3axuroueHue BBIPAa3UTE HAAEKAY, UYTO YCTAHOBUTE C (DUPMOW TUIOMOTBOPHBIE JETIOBHIE
OTHOILICHUS.

b) IIucemo manmmcano 21.11.2013, pupme «Jlom Koy (myOnmanas komnanus) o aapecy: Hortunrem, ynuia
bumon Poyxn, mom Nel5, mo moBoxy mx 3ampoca ot 1.I1.2013. OtBetpTe, uTO BBI C ymoBoibCTBHEM
MOCBUTAETE UM MOCIEAHUN KaTaJIOT U IPEHCKYpaHT.. .. .

B 3akiroueHue HamWIIUTE, YTO Bbl OXHJAETE B3aMMOBBITOJHOW TOpProBiu ¢ ux (upmoil. He 3a0yabre
yKazaTh IpUJIOKEHHE Ha 8 TNCTax.

B) IMucemo wanucano 15.12.2013 ¢upme «bpayn Mertan Ko» B AHrauio, 4ToObl 0HO OBLIO MPEAaHO I-HY
Cwmury.
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Anpec: Jlonmon (ceBepHBIH cekTop 6), ynmma Xairedtr Bect Xwmi, gom Ne 32, OTHOCHTETHHO
obopynoBanus o koHTpakTy Ne 51. Hammmmute, 9To ¢ coxaineHHeM Bam mpHXOguTCsl COOOIIUTH eMy,
qT0...

B 3axnrodenune nonpocute ero cpouHo Bam oTBeTHUTS.

IIpaktuuyeckoe 3ansaTue Nell. ConuajbHO-ClIy:ke0HAS NMepenucKa.

OpranunzanuonHas Gopma 3aHATHA: TPAAULHMOHHBINA CEMHUHAP.
Hens: dopmupoBaHue y CTYOEHTOB PEYEBOM, S3BIKOBOM M KOMMYHHUKATHBHOW KOMIIETEHITUH ISt
OCYILIECTBIICHHUS ICTIOBBIX KOHTAKTOB.
B pesynbTaTe 0cBO€HHE TEMBI CTYIEHT I0JIKEH
3HaTh: OCHOBHBIE TPAMMAaTHYECKUE SIBICHU, XapaKTEePHbIE /151 NPO(hecCHOHATIBHOM peun; IEKCHIECKIe U
CHUHTaKCHYECKHE 0COOCHHOCTH O(PULIUATEHO-IEIOBOTO CTHIISL B aHTTIMICKOM SI3BIKE.
YMETh: ONpEAETATh CTHICBYIO MPHHAICKHOCTh AHTIIMHCKUX TEKCTOB O(HINaIbHO-IEIOBOIO CTHII,
BUAETh XapaKTepHbIC CTHIEBBIC YEPTHl; YUTATh OQHUMAIBHO-AETIOBBIE TEKCThl DPA3IMYHON CTENEHU
CIIO)KHOCTH; CTPOUTHh JAHAJOTHYECKYI0 M MOHOJOTHYECKYI0 pedb C MHCIOJIb30BaHHMEM Hauboiee
YIOTPEOUTENBHBIX JIEKCUKO-TPAMMATHUYECKIUX CPEJICTB B OCHOBHBIX KOMMYHHKATHBHBIX CHTYaIUSIX
o(ULMaNBEHOrO OOLICHUS; TOHUMATh JTUAOTMYECKYI0 1 MOHOJIOTHUECKYIO PeUb 10 U3YUCHHOW TeMe.
AKTyaIIbHOCTh TeMBI: 00yCIIOBIIEHAa HEOOXOAUMOCTEIO OBianeHus YK-4.
TeopeTuyeckas 4acTb:

Bunel nenoBoi KOppeCoHAEHIIUN

Kaxnoe nemoBoe mMuCbMO MUIIETCA C ONPEAEICHHON LIENbIO, BBIpaXKalollee HaMEepeHHe aBTopa, T.C.
nepeaath Wi Noiay4uTh uHpopmManuoo. C ompeeNeHHoNl 10ei YCIOBHOCTH BCE MHOXKECTBO JIETOBOH
KOPPECMOHACHIIUN MOKHO Pa30uTh Ha rpymnimsl. [lepByro rpynimy o0pa3yioT JefoBble MMChbMa, CBSI3aHHEIC
C pacmpocTpaHeHueM uHpopManuu. JlenoBas AEATENBHOCTh IPEANONaraeT paclpoCTpaHEHUE
MHQOpPMAlMK B CBS3M C pPa3jIYHBIMH [PUYMHAMH: HEOOXOAMMOCTBIO Tepenadn oduIrambHON
uHpopMauu (MHPOPMaUOHHBIE THCEMA), HEOOXOIUMOCTHIO HH(POPMUPOBaHNS TAPTHEPOB 110 OM3HECY U
3aWHTEPECOBAHHBIX CTOPOH B MTPOBEACHUH TEX WM MHBIX MEPOIIPHUATHHA MM O CYIIECTBEHHBIX COOBITHAX
B cdepe MX HHTEpecOB (MHMChMa-W3BEIICHUS, MUCbMa-TIPUIIIALICHUS, MUChbMAa-yBEJIOMIICHUs, MUCbMa-
cooOmieHus1), HEOOXOAUMOCTBIO WH(GOPMHPOBAHHS MAapTHEPOB M TMOTCHIHMAIBHBIX MOKyMNaTeled |
noTpeduTenel o MpeoCTaBIsIeMbIX TOBapax M yciyrax (MucbMa-TpeyiosKeHus, peKiIaMHble muchma). Kak
NPaBUIIO, JIeJIOBbIE MICbMA TAaHHOM IPYIIBI HOCSAT WHULMATHBHBIA XapakKTep.
Bropyto rpyniy o0pa3yroT A€10BbIE TUCbMa, CBI3aHHbIE C OOpAIEHUSIMU K TEM WIIM HHBIM OPTaHU3aLMSIM,
OpeAnpusITAsM, GupMaM (B TOM YHCIIEe W NapTHepaM 1Mo OM3HEeCy) B CBSI3M C NMPHOOPETEHHEM TOBApOB,
OKa3aHHWEM YCIYr WM BBIIOJHEHHEM TE€X WIM HHBIX JCUCTBHHA. ODTH MUCbMA MOTYT HOCHUThH Kak
WHHULMATUBHBIA XapakTep, TaK W SIBISATHCS CIEACTBUEM IIOJMYUYCHHUS JIEJIOBBIX MHCEM, OTHECEHHBIX K
npeapyiymieit rpymnme. Tperbio rpymiy o0pa3yloT JAejoBbie IUChMa, SIBISIIONIMECS OTBETaMH Ha
MOJTyYeHHBIE TIPEIOKEHNS U TPOCKObl. YeTBepTas rpyIina AeTOBBIX MMHCEM CBA3aHA C HEOOXOIMMOCTHIO
paspelIeHus] BO3HUKAIOIIUX B IIPOLIECCE EI0OBOT0 B3aUMOCHCTBHUS CIIOPOB M IPOTUBOPEUUH U OTPAXKAIOT
pa3IMYHyI0 CTeNeHb W TIIyOWHY MpeTeH3uid (0T MUCeM-HAOMHHAHHWN JI0 TMHCEM-TpeOOBaHWN U
pEKJIaMAIMOHHBIX MTUCEM). B MATYI0 TpyNITy BXOJST MHCHMa, CBA3aHHBIE C BRIPAYKEHUEM JIMYHOTO y4acTHs
M0 Pa3NUYHBIM MoBojaM. He orpakasi cOOCTBEHHO ENOBYIO IESATEIBHOCTD, 3TH MHUChMa CIIOCOOCTBYIOT
NOJ/IeP>KaHUIO0 HEOOXOIUMBIX KOHTAKTOB, CO3/1aBasi HEOOXOIUMYIO STHYECKYIO U IICUXO0JIOTUYECKYIO CpeLy
BEJICHUSI OM3HECa.
Hndopmaunonnoe nucemo (Informative note)
WndopmanmoHHOE MUCBMO — JIEJIOBOE IMHUCHMO, COJEpXallee CBEACHUS O(PUIHUATBLHOIO XapakTepa.
HNudopmanmonHble MmuchMa 0OBIYHO HOCSAT THIIOBOM XapakTep W, Kak MPaBHJIO, PACCHIIAIOTCS OpraHaMu
BJIACTH W YNPAaBJICHUS PAa3IMYHBIX YPOBHEH TOJBEIOMCTBEHHBIM OPTaHU3AIMAM MM OpTaHU3alHsM,
JeSITeIbHOCTH KOTOPBIX KacaeTcs cojepikamiascs B HUX uHGopmauusa. B MHOOpMALMOHHBIX MHChBMAax
MOTYT OYKBJILHO MPHUBOJUTHCS T€ WM MHBIC MOJIOKEHHS MPABOBBIX JIOKYMEHTOB, MOTYT COZIEPIKATHCS
PEKOMEHJIAINH, TPEIUIOKEHUST W Pa3bsICHEHUs] 10 WX MPUMEHEHUIO B ONpENENCHHBIX CHUTyanusx. B
OTJENBHBIX ClTydasx HH()OPMAaLMOHHBIE UCbMa MOTYT COJEpXaTh NPHIIOKEHHs (COOCTBEHHO IPABOBHIE
JOKYMEHTBI, METOJMUECKHE YKAa3aHUS U Pa3bICHEHUS H T.II.).
O0beM MHOOPMALIMOHHOTO TUChbMa KOJIEOJIETCS OT OJHOTO ad3ara 10 ABYX-TpeXx crpaHuil. Kak npaBuio,
MH()OPMALIMOHHBIE MMChMA ITOIUCHIBAIOTCS PYKOBOIUTENEM PACCHUIAIONICH X OpTaHU3AIHH.
ITucemo — coobmmenne (Notification)
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ITuceMoO-co00IIEHHE — JICIIOBOE MUCHMO, COJIEpIKAlllee CBEACHUSA O KaKHX-IH0O COOBITHAX M (DaKTax,
MPEJICTABIISIONINX HHTEPEC, KaK Il aBTOPA, Tak ¥ Ut aapecara. [ITucbkMo-coolIieHie 0ObI9HO HAUNHACTCS
¢ 000CHOBaHUS WM HEMOCPEACTBEHHO C U3JIOKEHUS co00IIaeMoi HHPOPMALIUH C UCTIONB30BaHUEM OJTHON
U3 CIEAYIOIUX KII0UeBBIX (hpas:
We inform you that ... Hosoaum no Bammero cBenenus, 9to ...

Coob6maem Bawm, 4ro ...
We consider it is necessary to make CuyntaeMm HeOOXOTUMBIM MTOCTABUTH Bac

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

[Ipu cocraBieHNH NUCEM-COOOIICHUH, ABISAIOIIMXCS OTBETAMH HA MPOCHOBI WM 3allpOChHl, JOJDKHO
COOJIIOATHCS SI3BIKOBOE COOTBETCTBHUE: B TEKCTE OTBETA CJIEAYET HCIIOIb30BATh TE€ )K€ SI3IKOBBIE 00OPOTEI
U JIGKCHUKY, KOTOpBIE MCIIOJIb30BaJl aBTOP MPOCHOBI WIIM 3aIpoca, MPH YCIOBHU, YTO OHU KOPPEKTHBI B
S36IKOBOM OTHOILICHHH.

ITuceMo — yBegOMIIEHHE

[Tucemo-yBemoMIIeHHE — [IEIOBOE MHCHMO, cojieprKaiiee opunruatpbHyl0 WHPOPMAIWIO O KaKoM-IIHOO
MEpOTPHUITHU WU ACUCTBHAX, MMEIOMIMX OTHOIICHHE K aapecaTy. llmceMo-yBenoMieHHEe OJHM3KO TI0
Ha3HAYCHUI0O M  COJNEPXKAHUIO IUCbMY-COOOLICHMIO, NHCbMY-M3BEIICHUIO MJIM HPUIJIALICHHUIO.
YBenpomiieHUs MOTYT IyOJIMKOBAaThCS B CPEACTBAX MaccOBON MH(OpMAIMK AJIsl ONOBEILEHHs OOJIBLIOr0
Kpyra 3anHTepPECOBaHHBIX JIHII. Yalle Bcero B MuChbMax-yBeJJOMIICHUIX HCIIONB3YeTCs KIto4yeBas ¢paza:
We notify that YBepomisieM, UTo ...

ITucemo — u3BeImEHNE

[MuceMo-u3BenIeHue — ciy)e0HOe MUCHMO, cofiepKaliee HHQOpMAIHI0 00 OpraHnu3allK U IPOBEACHUH
Pa3NIMYHBIX MYyOJMYHBIX MEPONPHSITHH (COBEIIAHWI, CEMHHApPOB, BHICTABOK, KOH()EPEHUUH U T.IL.).
[Mucepma-n3BemeHUsT pacCchUTIAOTCS IMUPOKOMY KPYTY OpTaHW3alWH, YApeKISHHH, GUPM U TPEIIPUITHI
U MX INPUBJICUCHHS WM NPUITIAIICHUA K YYacTHIO B yKa3aHHBIX MEpONpHUsTHsAX. B 3aBucumocTtu ot
OCOOCHHOCTEH IPOBOJUMBIX MEPONPHUATHI WIM CHeNU(pUKA OTHOIICHUH ¢ ajgpecaTaMH ITMChbMa-
W3BEIICHUS MOTYT MO0 TOJIBKO COOOIIATh O MPOBOAMMOM MEPONPHUITHH, BPEMEHU U MeCTe TIPOBEICHHS,
1100 OJHOBPEMEHHO MIPUTJIAIIATH K YYaCTHIO ¢ MHPOPMUPOBAHUEM 00 YCIOBHUSX YUaCTHS B MEPONIPUITUH
U Co/IepKaTh APYT'YIO BCIIOMOTaTENbHYI0 HHPOPMAIHIO.

[Mucemo-npurnamnienne (Invitation)

[TuceMo-npuriamenie — JAEJI0BOE NMUCHMO, CoAepiKaiiee MHPOPMALUI0 O KaKOM-THOO MPOBOIUMOM
MEPONPHUIATUH U TIPUTTIALIeHUE agpecary IPUHATh B HEM yJacTue

[Mpurnamenus MoryT odopMIsITbCS Kak Ha OnaHke THChMa, TaK W B MPOHM3BOJIBHOM (opmare c
Pa3InYHBIMU 3JIEMEHTaMHU Xy10’KECTBEHHOTO 0(OPMIICHHUS.

B nmchMax-nipuriiameHusx, Kak MpaBUilo, MCIOJb3yeTCs JIMYHOE oOpaiieHne K aapecary: Dear ... u
KJTFOYEBBIM TJIAr0JIOM SIBJISCTCS TJ1aro invite.
... invites you to take part in .... ... ipuriamraer Bac npuHsATh yyacTue B...

We invite you to visit our exhibition... TIpuraamiaem Bac moceTuTh Haly BHICTaBKY...
[TucpMa-TipuraneHus, HanpaBisieMble B BBIIICCTOSIINE OPraHU3aIlMH, OPTaHbl BIACTH U YIPABJICHHUS,
M3BECTHBIM JIMIAM, JTOJDKHBI MTOIITUCHIBATHCSI PYKOBOIUTENIEM opraHu3aiii. OHU PacChUIAIOTCS 10 MOYTE
WIN KyphEPCKOM CBS3bI0, HO HE JOJDKHBI TEpPeAaBaThCsl MO KaHajlaM JJIEKTPOCBS3U (B YAaCTHOCTH, IO
KaHajaM (aKCUMWIIBHOM CBs3M). Pacchuika mpuriamieHus B KONMUHM IO TOYTE WM 110 KaHalaM
(bakCUMHIIBHOW CBSI3M [ONMYCTHMa B TOM Cily4yae, €CJIH IMPOBOJAMMOE MEPONpPHUATHE HOCHT pPabouuii
Xapaktep (COBEIIaHWE, 3acelaHue KOJUICTMH, KOMHCCHH, COBETa) WM OPraHU3aTOpPbl MEpPONPHUSTHUS
3aMHTEPECOBaHbl B NPUBICUYCHUH K HEMY KaK MOXXHO OOJBIIETO KOJIMYECTBA YYaCTHUKOB (HAy4HBIC
KOH(EPEHIINH, CUMITO3UYMbI, CEMUHAPBI U 1IP.).

Pexnamuoe muceMo (Advertising)

W3BecTHO, 4TO OCHOBO¥ BCSIKOI TOPTOBIIM SBJISETCS pekiiama. [103ToMy OIHUM M3 IIAaroB K YCTAaHOBIICHUIO
NPOYHBIX JICTIOBBIX KOHTAKTOB SIBIISICTCS OOMEH PEKJIaMHBIMUA MaTepuajlaMd C IEIbI0 aTh Kak MOXKHO
0oJtee MOIHOE MPECTABICHUE O TOH MPOAYKIMU (MHDOPMAIHH, yCIyrax), KOTOpas MOKET CTaTh OCHOBOM
Oyay1ero napTHepCTBa.

HawuGonee momynasipHbIM, TPOCTBIM W JOCTYIHBIM CPEACTBOM peKJIaMbl ObUIa M OCTaeTCsl IedaTHas
OPOJYKIMS — MPOCHEKThI, KaTaJOTH, PEKJIAMHBbIC JIMCTOBKM M OPOIIIOPHI, Mpecc-penu3bl U np. B
PEKIIaMHOM ITHUCHME XKEJTATeIBHO MPOSIBUTH U3BICKAHHYIO BEXKIIMBOCTb.

W3BecTuTh 1enoBOro MapTHEpa O BBHICBUIKE TEX WM MHBIX MAaTEpHAIOB (MPWIOKCHUEM K MHCHMY WU
OTAENbHOM OaHIEPOIIBIO) MOKHO CIICTYIOIITIM 00pa3oM:
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We are attaching some ITpuBOANM HEKOTOPYIO HH(POPMAIIHIO O...
information about...

| enclose the description of... [Tpunararo onucanue

I am enclosing a folder with [Tpunararo moAMMUBKY ¢ HHGOPMAITUCH
information on our new ... O HAIIUX HOBBIX ...

Our new trade list will be available Harir HOBBII TIepeueHb TOBapOB

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

to send you one as soon as it comes 1 MBI BEIIIIJIEM BaM dK3eMIumsp,

off the press. KaK TOJIBKO OH BBIMIET M3 IT€YATH.
We would like to draw your attention Xotum obpatuth Bamie BHuManue Ha
to the attached press release announcing NpUIIaraeMbIil PECC-PENn3, KOTOPhIM

the launch of... products and services. MmbI u3BeraeM o HaIe#i TPOIYKIHN
W ycllyrax B 00JIacTH ...

Our new catalogue will be published Ham HOBBII KaTasior Bckope OyneT
soon, and | shall send you a copy U3J1aH, U s BBIIUTI0 BaM 3K3eMIusip,
when it appears. KaK TOJIBKO OH IOSBUTCAL.
As you requested, we are enclosing ITo Barreii mpocs0e mpuiaraem
a copy of our latest catalogue. 9K3EMIUTSP HAIIEro MOCIEIHEr0 KaTajaora.
Enclosed you will find the latest [MpunaraeTcst caMblii TIOCTIEIHAN MTEPEUCHb
listing of our products. Halel HOBOH MPOTYKIIUH.

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

on a regular basis. KaTaJIOTl PEryJISIPHO.

IMucemo-npocrba (Request)

[MuceMa-npockObl — JIENIOBBIE MHCHMa, UMEIOIIUE Pa3HOOOPa3HYI0 TEMAaTHYECKYIO HAPaBlIeHHOCTh, OHU
MOTYT COCTaBJIATECS IPAKTUUECKH 10 BCEM HAIIPABIICHUAM JESITEeNbHOCTH opranuzanuu. [Tucemo-mpocs0a
MOJKET COCTOATH TOJBKO M3 OJHOM WIIH IBYX 4acTeil. B mepBoM cirydyae oHO HaunHaeTcs (hpa3oii:

We hereby (kindly) request... [Ipocuwm ...

Bo BTOpOM ciiyyae OHO COAEPKUT 0OOCHOBaHME MPOCHOBI M U3TIOKEHUE caMOi MpochObl. O0OCHOBaHHE
MPOCKOBI OOBIYHO HAYMHAETCS C KIFOUYEBHIX (hpas:

Taking into consideration B cBsi3u c...

Due to the fact

In connection with

With reference of

According with/to B cootBeTcTBHH C
a U3JI0KEeHNE TIPOCHOBI ¢ (hpassbr:
We kindly request you to provide ITpocum Bac npeoctaBuTh JaHHbIC

o ... information about...

[Mpocsba MosxkeT hopMyaHpOBaThCS U O€3 UCTIONB30BAHUS IJIaroia «IPOCUThY, HAIIPUMED:

We hope for a positive solution... HazmeeMcst Ha TOIOXKHUTENLHOE

of the problem pelieHre Bompoca ...

[Mpocsba, Kak cocTaBHash 4acTh MHUChMa, MOXKET MPUCYTCTBOBAThH M B JIPYTUX BUAAX JICJIOBBIX ITHCEM,
HalpUMep B CONPOBOIUTEIBHBIX, FApaHTUHHBIX U Ap. [lucemo-npocsba TpedyeT nuckMa-oTBeTA.
ITucemo-3asBKa

IluceMo-3aiBKa — 3TO Pa3HOBHUIHOCTb NHCHMA-TIPOCKObI. OOBIYHO TNHCHhMa-3asiBKA HE TpPeOyroT
NUCBMEHHOTO OTBeTa. B OTBeT Ha NHCHMO-3asBKY MOJy4aTelIeM OCYILIECTBISIFOTCS ONpe/eeHHbIE
JEeHCTBUS TI0 peann3aluy 3asiBIIEHHON MPOCHObI: BKIIOUECHHUE YKA3aHHBIX B 3aBKE JIMII B YUCIIO YIACTHUKOB
KaKOT0-JTHOO MEpOIIPHATHS, BBICHUTKA HEOOXOAMMBIX MaTepUAIIOB WM W3JaHUU U T.NI. B Tekcre 3asBKu
0OBIYHO HCITONB3YIOTCS T€ YK€ A3BIKOBBIE 000POTHI, YTO M B MHCHhMAaX-TIPOCKOAX.

I'apanTuitnoe nucemo (Letter of guarantee, letter of assurance)

[apanTuitable TMCbMa — 3TO JIENOBBIE THCEMA, COJICpPIKaIle 00s13aTeNILCTBA OILIATHI, BBITOIHEHHS padoT,
BO3BpaTa KpeauTa W T.II. B kadecTBe ajpecaToB TapaHTUHHBIX MHCEM BBICTYMAIOT OPraHHU3alluN HIIHA
KOHKPETHBIE JIUILIA.

lapanTuiiHoe NMUCBMO OJHOBPEMEHHO SABJSETCS M MHUCBMOM-TIpOCHOOil. FOpmamueckyio 3HaYMMOCTBH
rapaHTUHHOMY TIHChMY TIPUIAET MCTIOIB30BAHME TAKMX YCTOHUUBBIX SI3BIKOBBIX 000OPOTOB, KaKk

We guarantee payment Omnaty (TIpemxocTaBiIcHUE YCIIYT.)

(service delivery) rapaHTupyem

B rapantuiiHoM nucbMe ykas3bIBaroTCs OaHKOBCKHE (IJIaTEKHbIE) PEKBU3UTHI €0 COCTaBUTEIIS.
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IIncemo-3ampoc (Inquiry)

IIncemo-3ampoc (inquiry, WiIn enquiry) KOMIaHHAS MTOCBUTAET, KOT/Ia XOYeT:

— MOJYYHTH MOAPOOHYI0 HH(pOpMAaLUIO O ToBapax (goods-,

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

— YTOYHHTH BpeMmsi 1 cpoku noctaBku (delivery dates);

— MmoNTydnTh WH(pOpManuio 00 yCIOBHSIX MOCTaBKM W ckuakax (terms and discounts), crmocobe
TpancnoptupoBkH (method of transportation), crpaxoBanuu (insurance);

— MOJTyYnTh HH(POPMAIIHIO 0 IIeHaX Ha ToBapHl (prices of goods);

— moyduTh Katanoru (catalogues) n 0Opasis! ToBapa (samples of goods), u T. 1.

[Tpu HanMcaHUK MUCEM-3aMPOCOB clieTyeT KaKk MOYKHO OoJiee TOAPOOHO U3NOKUTH CYyTh Bompoca (to give
full details), uro mo3Bonut Bamemy nenoBoMy napTHepy COKpaTUTh BpeMsl Ha COCTaBJICHHE OTBETA.

B ciy4dae, eci Ber oOpamaetech ¢ 3alrpocoM B TaHHYIO KOMITAHUIO TIEPBEIA pa3, B MUCHMO JKeTIaTeIbHO
BKJIIOUUTH CIIEAYIOUINE TTYHKTHI:

1. VYkazaHne Ha HCTOYHUK MH(OpPMAIMK O JaHHOH KOMIIAHWUH U €€ TOBape.
2. CyTb Bompoca.

3. Kpatkue cBenenus o Bameil komnanuu.

4. Bripaxkenue Haziexpl Ha COTPYIHUYECTBO.

[Tpudem coBceM He 00SI3aTENBHO CTPOTO MPUACPKUBATHCS AAHHON MOCIIe10BaTeNIbHOCTH. [Ipr moBTOpHOM
3arpoce B MHCbMO OOBIYHO BKJIIOYAETCSI TOJIBKO BTOPOH MyHKT. Kak ¥ OONBIIMHCTBO APYIHX AEIOBBIX
mIceM, MMMChbMO-3aIPOC, KaK MPaBHIIo, IeYaTacTcsi Ha GUpPMEHHOM OJIaHKe, Ha KOTOPOM YKa3aHbl Ha3BaHUE
KOMITaHUH-OTIPABUTES 3a1poca, ee MOYTOBBIN ajipec, HoMepa TeneoHOB U (akca.

B 3ampocax 00bIYHO UCTIONB3YIOTCS CIEAYIOIIUE KITHIIE:

Please inform us
Please send us

We should be pleased if you could

inform us

We shall be obliged to

receive your(price-list)

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

We are in the market for
Quote prices (terms)

With reference to your
advertisement in...

Referring to your advertisement
We have an inquiry for

In connection with this ...

We read your advertisement in...

We have heard of your
products from ...

We are interested in buying

(importing, etc.) ...

Many thanks for your letter

We were very pleased to

receive your letter

We thank you for your inquiry

We are obliged for your letter

We attach (enclose)

We are pleased to send you

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

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

[Ipocum cooOUTUTH

IIpocum BeICIATH

Me1 ObITH OBI pajibl, €ciid ObI HaM
coo0mmIm

Mp! Ob1TH OBl IPU3HATEIBHBI TOTYYHUTh
Ba (mpeiickypaHr)

Me1 Gynem OnaronmapHsl, eciu Bt
J00E3HO BBIIUIMTE HAM CBOM KaTaJlor
MBI unTEpECcyemcs

MpbI HAaMEPEHBI 3aKYIHUTh

Vkaxure 1neHbl (YCIoBus)

Ccrinasce Ha Bamny pexinamy B ...

Ccputasice Ha Bamry pexnamy
Ms1 xoTenu Obl TOTYYIHUTh
WHPOPMALIHIO O. ..
B cBs3u ¢ aTM
Mpbl pounTalId Bally peKJIamy B...
MB!I y3HQIIA O IPOAYKLIMH

Balleil KOMIIAaHUH U3...
Mgl x0oTenu Obl KyIUTh
(MMmopTHpOBaTH U T. 11.) ...
Bosnbmoe cnacu6o 3a Baie MUCbMO
Mp! ObLTH OYEHB pasibl HOTYYUTh
Bamre nucemo
Bbuaronapum Bac 3a Bamu 3anpoc
ME1 npusHaTensHbI 3a Barie nucsmo

IIpunaraem k cemy

Paner BeICTIATE Bam

Panel BICTIATE BaM B OTBET Ha Ballle
MUCHEMO (3a1poc)

Cchutasch Ha Ballle IMMCHMO OT ...
Kaxk BoI IIPOCUJIK B BallIEM ITUCBMCE OT...
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According to your inquiry CornacHo Balemy 3amnpocy
We send for your consideration our... Ilocbutaem Ha Baie pacCMOTpEHHUE

May we draw your attention [lo3BonbTe 0OpaTuTh Bame BHUManue Ha...
Please inform us (let us know) ITpocuM COOOIINUTE HaM
as soon as possible... KaK MOXKHO CKOpEe ...
We are distributors (importers, MBI ABJISIEMCS TUCTPUOBIOTOPAMHU
retailers, etc.) of... (uMITOpTEpPaMH, IIPOAABLIAMHU H T.IL.)...

We would like to get in touch with Mgl OB XOTENHN YCTAHOBUTH KOHTAKT

manufacturers (suppliers)... C IPOU3BOIUTENSIMHU (TIOCTABIIUKAMH).
There is a large market here Barim u3nenvst HAWayT y Hac

for your products. CBOETO TIOKYTATEIs.
We look forward to your early reply. C HerepnienueM xjeM Barero orsera.
Your prompt answer would Bynem npusHaTeIbHbI
be appreciated. 3a OBICTPBIN OTBET.

[Mucemo-npeioxkenue (Offer)

[Mucemom-ipeioskeHneM noctaBmwk (the Supplier) oOpr4HO OTBEeuwaeT Ha muchbMo-3ampoc. OTBeuas Ha
o0mIuii 3ampoc, OH OaroJapuT 3a MPOSIBICHHBIA MHTEPEC W OOBIYHO MpHIIaraeT MpelcKypaHTHI (price-
lists), kataynoru (catalogues) unu yciioBus TurioBoro gorosopa (typical Contract). OTBeT Ha crienuaIbHBIN
3alpoc MpeaycMaTpUBaeT OTBETHI Ha BCE BOMPOCHI MOTEHIIMATBHOTO KIIMEHTA.

CTpyKTypa MHChMa-TIPEIIOKECHUSL:

1. IToBox HamucaHus.

2. OTBeTHI Ha BOMPOCHI OTEHITMAILHOTO 3aKa34YHKa.
3. JIONOJTHUTENBHBIE MPETOKEHHUSL.

4, BripakeHue Haiek bl HA 3aKa3.

OtBeuast Ha BONPOCHI, CIEAYeT JaTh TOYHOE OMHCAaHHE TOBapa, MO BO3MOXKHOCTH COMPOBOJUTH €ro0
dboTomaTepualiaMid W/WIKM pUCYHKaMH W/Wiau oOpasuamu (samples). Ilpu ompenencHum neHsl (price)
YUUTBIBAIOTCS BO3MOXHBIC cKujkH (discounts). OTAenbHO pemiaroTcs BOMPOCHI PACXOJOB HA YIAKOBKY
(packing), TpaHCTTIOPTHBIX pacxo0B (transportation costs), ycmoswii moctaBkH (terms of delivery) u omutater
(terms of payment).

[TucbMa-npeIoKEeHUsT MOCKUTAIOT TaKke 0e3 MPEANIECTBYIONMIEr0 3arpoca, €ClIM MOCTABIIUK JKEIaeT
NPUBJICYh BHUMAHUE MOTCHIIMATBHBIX KIIUCHTOB WM HAWTH HOBBIX 3aKa34YMKOB HA KOHKPETHBIC TTPOTYKTHI
(special products) miau ux accoptumeHt (range). Trepnoe npemnoxenue (firm offer) mpexycmarpuBaeT
0CcOOBIE YCIIOBHUS, Hampumep, KoHewHbI cpok (deadline) momydeHus 3aka3a W CHCTEMY CKHJIOK B
3aBHCUMOCTH OT KOJUYECTBA TOBApa M JPYTHUX YCIOBHH.

B npeanoxeHnsx 00bIYHO HCTIOIB3YIOTCS TAKOTO Pojia (Ppasbi-KIIHIIE.

On favourable terms we offer you... Ha BBITO/IHBIX YCIIOBHSIX... TIpeiaraemM Bam
We have pleasure in offering you, C ynoBoJIbCTBHEM TpeaiaracM Bawm,
subject to acceptance by telex,... npy yciioBuM Barrero akienTa

TEJICKCOM
This offer is made subject to your Orta odepra Aenaercs Npu yCIOBUU
immediate reply Bamrero HemMeasieHHOTO OTBETA. . .
We offer you the goods subject to Mpe1 nipesiaraem Bam ToBapsl, npu
receiving your confirmation ycnoBuu Bamero noareepxaeHus
within ... days of the date of B TEUEHUE ... THEH
this letter ... C JIaThl JAaHHOI'O IIHUCHhMa
We are holding this offer open Mgl iepKuM 3Ty 0depTy OTKPBITON
for your acceptance until.. It akuenrtoBaHus Bamu no. ..
We have pleasure in offering you, C yIoBOIIBCTBHEM TIpeaaraeM Bam
without engagement,... 0e3 00513aTeIbCTB. . .
This offer is made without Orta oepra nenaercs Oe3 Kakoro-
engagement/obligation on our part 00 00s3aTeNLCTBA C HALLEH CTOPOHBI.
This offer is subject to the goods Orta odepra AeHCTBUTEIBHA TUIIE B
being unsold on receipt of your TOM CITy4ae, €CIId ToBap elie He Oyaer
reply ... HpoJaH Mo MojydyeHun Barero oTeera. ..
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This offer is made subject to the Orta odepra gaeTcs Ha TOT CIy4vai,

machine being free on receipt €CIIM MalllhHa elle He OyAeT npojgaHa
of your reply... o roJyiy4eHnu Bamiero oTBera...
We were pleased to learn Ham ObLI0 MPHUATHO y3HATH O
your interest in... Barieit 3anHTEpPECOBAHHOCTH B ...
We are most pleased MBI OYEeHB TOBOJIBHBI,
that you want to buy... YTO BbI TIOYKENIAIN KYITHTD ...
We are glad to say that MBI pazsl COOOIIUTE,
we can reserve you ... 9YTO MOKEM OCTaBHTh 33 BAMH ...
It is good of you to take so bb110 oueHs mobe3Ho ¢ Bareit
much interest in our work ... CTOPOHEI IPOSBUTH TAKOM
MHTEpeC K Haiel padoTe...
We take pleasure in sending C yZI0BOJILCTBHEM MOCHUIACM BHIOPAHHBIC
you the desired samples and offer... BaMK 00pas3Ilbl U MPEJIAraeM ...
As to your inquiry of... we Ha Baim 3ampoc or... MbI
are informing you that... coobimaem Bawm, uTo ...
We enclose our catalogue with MBbI pusiaraeM Haiil KaTajaor
the latest price-list. C HOBEHIIIUM TIPEHCKYPAHTOM.
Our detailed catalogue will Ham noapo6HsIii mpeicKypaHT
demonstrate the wide range yOenut Bac B pa3HOOOpa3uu
of our products HAIIIero aCCOPTUMEHTA.
Our proposal is valid till... Hamre npemosxxenue AeiCTBUTENBHO JIO ...
We deliver our goods on CIF terms. Mpe1 nocraisieM Ha ycnoBusix CUO.
The price covers packing and IleHa BKITFOYAET YIIAKOBKY
transportation expenses. W TPAHCIIOPTHBIE PACXOBI.
We can give you a 5 per cent MBI MOKEM TPEIOCTABUTh
discount. BaM 5 % ckuiky.
As you can see from our price-list, Kak BHIHO K3 HaIIIEro MpeiicKypanTa,
our prices are at least 3 % lower HAIIIK IIEHBI TI0 KpalfHel Mepe
than market prices. Ha 3% HIKE PHIHOYHBIX.
| especially call your attention to... 51 ocobGeHHO 0Opararo Baiie BHUMaHUE Ha...
Besides the above mentioned goods Kpome yHoMsIHYTBIX BBIIIIE TOBAPOB
our company also produces (see ...) Haia pupmMa IMPOU3BOIMT TAKKE (CM....)
The model... will meet most Jlnist BaImx 1iesiei Bam JIydiie
of your requirements. BCETrO MONOMIET MOJIEIb...
We ask you to consider our proposal M5l TpocuM Bac eliie pa3 00CyIuTh
once more and let us know Hallle TPEJUIOKEHUE U COOOIINTD HaM,
if we can expect your order. MOKHO JIH PaCcCUYMTHIBAThH HA MOJyYEHHE 3aKa3a.
| encourage you to order as soon S npoiy Bac ObicTpee 0OPMUTH 3aKa3,
as possible as the quantity of this TakK Kak KOJHYECTBO 3TOTO TOBapa
product available at our warehouse Ha CKJIaJie OrPaHuIEHO.
is limited.
We would appreciate if we get the Mg1 ObLTH GBI OYEHB PAIbI TOIYYHTH
order from you as soon as possible. OT Bac 3aKa3 Kak MOKHO CKOpee.
If you are not happy with our proposed Ecnu Bac He ycTpanBaet Haiie
please let us know why. NpeUIOKEHNE, IPOCUM COOOIIUTH
HaM O NIPUYKHE.
We are looking forward to hearing C HereprieHHEM >KJeM OTBETA.

from you soon.

IMucemo-3akas. Iloareepxaenue u otkioneHue 3aka3oB (Order. Acknowledgement (Confirmation) and
Refusal of Orders)

st Toro utoObI caenats 3aka3 (to place an order) Ha 3aKyINKy T€X WJIM MHBIX TOBapOB OOBIYHO 3aIOIHSAIOT
crienuaibHble OaHky 3aka3oB (order forms), B KOTOPBIX yKa3bIBaeTCs KOJMYECTBO (quantity) U3aenuid, ux
omucanue (description), mena (price), yciaoBus ormaatel (terms of payment), mara mocraBku (date of
delivery), ckunku (discounts) u T.. B psime ciydaeB, Koraa HEOOXOIUMO MPOSICHUTH OTACIBHBIEC MyHKTHI
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3aka3a (to make certain points quite clear), muieTcs CONPOBOIUTEIbHOE MHUCHMO (covering letter),
KOTOPOMY IpHiiaractcs OJaHK 3aKasa.

Ecnu IIponasen (Seller) mm [TocraBmmk (Supplier) ToBapa B COCTOSHUM BBIITOTHUTE 3aKa3, OH MOCHUIAET
[Mokynaremto (Buyer) moarsepxaenue 3akasa (order acknowledgement, or confirmation), koTopoe yare
BCETo MpecTaBisieT coboi Komuto 3akasa (order copy, or duplicate), mognucannyto [IponaBmom. O6br9HO
MOJITBEPIKICHNE 3aKa3a TPHUIIAracTcs K COMPOBOJUTEILHOMY IMHChMY, B KoTopoM [IpomaBer] BhIpakaeT
0JarogapHOCTb 32 3aKa3, a Takke cooduaeT [TokynaTemnro o TeX UM UHBIX U3MCHEHHSIX (M3MEHECHUH IICH,
CPOKOB TIOCTaBKH H T. 11.).

Ecmu Tponasen mubo IocraBimk ToBapa mo KaKMM-IA00 MPUIHHAM HE B COCTOSHUU BBITIOJIHUTD 3aKa3,
oH 100 OTKa3bIBaCTCs OT 3aKasa (to refuse (to reject, to decline) the order), 1160 npeiaraet axekBaTHYIO
3aMeHy (substitute) ToBapy, KOTOPOro HET B HATMYHH.

Kimuie v BbIpaskeHHs TUCEM-3aKa30B:

In reply (response) to your letter B otBer Ha Bame nucemo (¢axc) or ...,
(fax) of (dated) ..., we thank you for ... MBI Onaronapum Bac 3a...
We are pleased to enclose our HmeeM ya0BOIbCTBHE TIPUIOKUTH K
Order No. ... JTAHHOMY MHACHMY Har 3aka3 No ...
We enclose (are enclosing) our order for ... MBbI puaraeM Haii 3aka3 Ha...
We accept your offer and have pleasure MbI IprHUMAaeM Ballle IPEUIOKCHUE U
in placing an order with you for ... HUMEEM yJI0BOJIbCTBHE PA3MECTHTh
y Bac 3aka3 Ha...
Please confirm that you can supply... ITpocuM TIOATBEPIUTH, UTO BBI
MOYETE MMOCTABUTb...
Please send the copy of this order B kauecTBe moATBEpKICHUS 3aKa3a
to us, duly signed, as an MPOCHM BBICJIATH HAM MOAMHUCAHHYIO
acknowledgement. Bamu komuro 3akasa.
Please supply/send us... [TpocUM MOCTABHUTb...
Knuiie u BeIpaskeHus MHCeM-TIOATBEPKICHUHN 3aKa30B:
Thank you very much for your bnaronapum Bac 3a Bam 3aka3 Ne ... ot ...
order No ... of (dated) ...
As requested we enclose (are enclosing) Kak BbI mpocHiIy, MBI IIpHIaracm
the copy of your order, duly signed, KOTIMIO 3aKa3a, MOAMMCAHHYTO
as an acknowledgement. HaMH, KaK IOATBepsKAeHIe Baiero 3akasa.
We confirm that delivery will MBbI TOATBEPXKIaeM, YTO MOCTaBKa Oy/IeT
be made by... NPOM3BEEHA K ... (TAaKOH-TO jaaTe).
We hope that you will have a good Haneemcst, 4to BbI Oy1eTe UMETh XOPOIIHi
turnover, and that we will be dealing 000pOT, 1 MbI Oy/IEM COTPYIHUYATH C
with your company in the future. BalllCii KOMIIAHUEH U B TAIbHEHIIIEM.
Delivery will be made in conformity [MocraBka OyneT mpou3BelicHa B
(accordance) with your instructions. COOTBETCTBHH C BallTHMH HHCTPYKIIUSMH.
Kiuiie u BeIpakeHHsI, UCIIOJIb3yeMbIe IPU OTKJIOHEHUH 3aKa30B:
We are sorry (we regret) to let you K coxaneHuto BEIHYKIEHBI COOOIIUTE
know (to inform you) that we cannot BaM, YTO MbI HE MO>KEM BBIIIOJIHUTH Balll
execute your order because of... 3aKas3 [0 MPUYMHE ...
The goods you ordered are no ToBapa, KOTOpBIii BbI 3aKa3aiy,
longer available. 0oJblIe HET B HATMYWH.
We can offer you a substitute. MoxeM NpeasioxKUTh BaM 3aMeHy
ITucemo — HannomuHanue (Reminder letter)
[TicbMO-HATIOMUHAHWE — JISJIOBOE IHCHMO, HCIIOJIB3yeMOEe MpPU HEBBIMOJHEHUH OpraHu3alueii-

MapTHCPOM B3ATHIX Ha ce0s1 00s13aTENBCTB UK MIPUHATBIX HOFOBOpeHHOCTCﬁ. KitoueBpiMu (bpa3aMI/1 TaKHX
IINCEM SABJISIFOTCS:

We are sorry (We regret) to have to K cosxasieHnto, BEIHYX/IeHbI HATOMHHUTH Bawm, 4ro...-
remind you that...
We have to remind you that... MBI BEIHY % /I€HBI HATOMHHTh
Bawm, 4ro...
We wish to draw our attention to O6pamaem Baire BHUMaHMEe Ha

the fact that... Tor ¢axr, uto
We would like you to note that...
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We wish to bring to you notice that...

TekcT nuchbMa-HAMIOMUHAHHUS MOXKET BKJIFOYATh B CEOSI IBE YaCTH: CChUIKH Ha OQHIIHATbHBINA TOKYMEHT, B
KOTOPOM 3a(h)MKCHPOBAHBI 0053aTEIBCTBA CTOPOH U OOCTOATEILCTBA, B CBA3M ¢ KOTOPHIMU OPTaHHU3aIHs
00s13aHa MPEANPHUHATH ONPEACTICHHBIC IEHCTBUSA, U MPOCHOY BBHIMOIHUTH B CBSI3H C 3THM OINpPEICICHHBIC
neicTBust. JIOBOJIBHO YacTO TaKWe MUChbMa COAEPXKAT TOJBKO COOCTBEHHO HAIOMHUHAHHE. B OTIENBHBIX
Clly4asix MHChMO-HAMIOMUHAHUE MOXKET COIEPKaTh TPETHIO YacCTh: MPEAYIPESKIACHHE O BO3MOKHOCTH
MPUMEHEHHUST ONPEACICHHBIX CAHKIIUIM MPH HEBBIIIOIHEHHH AJPECaTOM B3ATHIX Ha ceOs 00S3aTENbCTB,
Harpumep:

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

In the case of your failure to make B cnydae Heymiatel
payment(s)

Should you fail to make payment(s)

[Tucemo-tpedosanue (Require, Dunning letter)

[Tucepma-TpeOOBaHMS COCTABISIOTCS B CUTYalUsIX, KOTJ]a OpraHU3alis-TIapTHEP HE BBITIOIHSET B3ATHIC HA
ce0s1 00s3aTenbCTBA WIIM BO3NIOKEHHBIE Ha Hee (yHkmuu. [lo cpaBHEHHIO ¢ CHTyalMsMH, Korna
HaIlpaBJIAIOTCA IMUCbMa-HAallOMUHAHUA, 3ACCh HCBBIIIOJIHCHUC O6H3aTCJH>CTB HOCHUT CHCTEMaTHYECKHUH
XapakTep WM UMEET MECTO UTHOPUPOBAaHHE BHICTABISIEMBIX IPETCH3MUH. 3a9acTyl0 MUCEMY-TpeOOBaHHIO
IpeIIeCTByeT NHUChMO-HanoMuHanue. [lncema-TpeboBaHms, Kak MPaBUIIO, UMEIOT CIOXKHYIO CTPYKTYpY.
B Hux 00s3aTensHO W3MAraroTCs YCJIOBUS 3aKIIOYCHHBIX JOTOBOPEHHOCTEH CO CCBUIKOW Ha
COOTBCTCTBYIOIIMEC NOKYMCHTBI, OIMMCBIBACTCA CIIOXUBIIAACSA B CBA3HM C UX HCBBIIIOJIHCHUEM CUTYyallu:d,
dopmynupyeTrcs TpeOOoBaHHE O HEOOXOJUMOCTH BBHITIOTHEHUS O0S3aTENbCTB M YIPO3bl MPUMEHEHUS
CaHKIM{ B aJJpec KOPPECTIOHICHTA, €CJI 00s13aTeNbCTBa He Oy IyT BHITIOTHEHBI.

KnroueBbiMu pazamu B mucbMax-TpeOOBaHUSIX MOTYT OBITh:

We urgently require to perform CpouHo TpeOyeM BBIIOIHUTD

(send, grant, pay)... (BBICIIATh, TIPEIOCTABUTD, TIEPEUUCITUTD)...
We require fulfil the obligations TpebyeM BBIMOIHUTD B3SITHIE

under the agreement. Ha ce0s 00A3aTeNLCTBA.

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

received no replay.

We cannot accept your point Mpbl He cornacHbl ¢ Bamei Toukoit
of view for the following reasons... 3peHUs 10 CIEAYIONUM IIPUYHUHAM. ..
In case of your refusal... B ciyuae Bamero otkasa...

Should you refuse...
VYTpo3sl B aipec KOPPECIOHIEHTa MOTYT (hOPMYITUPOBATHCS CICAYIOIIUM 00pa3oM:

Otherwise, you will be presented B nportuBHOM ciiyuae Bam OyayT
to the penal provisions. NpeIbSIBICHBI IITPa(HbIC CAHKIINH.
Otherwise the case will be submitted B npotuBHOM citydae fieio Oyaet
to arbitration. nepeaano B ApOUTPaXHBIHA CyJ.

[IperensuonHoe (pexnamanronnoe) nmuckMo (Claim)

[IpereH3noHHbIe (peKIaMaIlMOHHbIC) MChMa COCTABISIIOTCS B CITy4dasK, €CIIH PU UCTIOITHEHUH JIOTOBOPOB
0JIHa U3 CTOPOH HapyIIaeT B3sAThIe Ha ce0s 00s13aTenscTBa. Bo MHOTHX cliydasix Takue MUChMa MOSBISIOTCS
1ocjIe TOro, Kak ObUIM OCTaBlieHb!l 0e3 OTBeTa NMHChMa-HallOMHHAHUs WM NUchbMa-TpeOoBanus. Llensb
npereH3un (pekjaManiu) — BO3MECTHTh IOTEpH, TOIyYEHHBIE B pe3ylibTaTe HapyNICHHUS YCIOBUM
nmoroBopa. TekcT mpeTeH3un (pekiiaMannun) BKIF0YaeT B ceOsl:

- OCHOBaHME JUIs NPEIbSBICHUS MPETEH3MH (CCBhUIKAa Ha JOTOBOP, 3aKIIOYEHHBIH MEXAY CTOPOHAMH,
rapaHTUHHOE MUCHMO WU WHBIE 00sI3aTENbCTRA);

- IPEJIMET MPETEH3UH (JOJDKHO OBITh YKa3aHO, KaKoe 00s13aTeIbCTBO HAPYIIIEHO U B KAKOW Mepe);

- JIOKa3aTesIbCTBa (CCBUIKM Ha JOKYMEHTHI, IOATBEPXAAIOIINE HAPYIIEHHE TOTOBOPHBIX 0053aTENbCTB
BUHOBHOW CTOPOHOI1);

- KOHKpETHBIE TPeOOBAaHMS COCTABUTENS TNpPETeH3WH (TpeOOBaHHWE 3aMEHBl HEKAYEeCTBEHHOTO TOBapa,
TpeOOBaHME YIIEHKH TOBapa, TPeOOBaHHE CKHUIKA C OOIIEH CTOMMOCTH TApTHH TOBapa, TPeOOBaHWE
pacTopKeHUs! KOHTpaKTa WM BO3MEIIEHUS YOBITKOB U Jp.).
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HpI/IJIO)KeHI/I}IMI/I K OPETCH3UNU MOTYT OBITH TaKHe JOKYMCHTEI, KaK aKT OKCIECPTU3bI, aKT HCCOOTBETCTBUA
TOBapa IO KOJUYECTBY H KadCCTBY, peKHaMaHI/IOHHLIﬁ aKT, TpPaHCHOOPTHBIC IOOKYMEHTBI WU [Op., B
3aBUCUMOCTHU OT NPE€AMETA NPETCH3UU. HaanMep:

We present you a claim... [penapasnsem Bam npereHsuro. ..
In accordance with the above, please B COOTBETCTBHHM C M3I0KEHHBIM IIPOCHM
send us new consignment stock. Bac oTrpaBuTh HaM HOBYIO APTHIO TOBAPa

IMTucemo — mo3apasnenue (Letter of congratulation)

[Tncema-mo3apaBiIeHUs] HANPABIAIOTCS B TOPXKECTBEHHBIX — CIydasx: O(UIMANBHBIN TMpa3IHUK,
npodeccnoHanbHBINA MPA3IHUK, 3HAYUTEILHOE COOBITHE B )KU3HH JTOJDKHOCTHOTO JIMIIA WM OPTaHU3aIN
(Bpy4eHHe Harpabl, I0OWIeH, MPUCYKICHUE TOYSTHOTO, HAYYHOTO 3BaHMs, CTCTIICHH, N30paHue B KaKOii-
a100 OpraH | JIp.), 3HAUYMMbIe COOBITUS B YaCTHOM u3HU. [lo3paBneHus numyTcs Ha OJaHKE MUChbMa
OpraHM3aIMy WM Ha CIIENMANbHBIX ONaHKax 1mo3apasieHuil. [lo3pasienne, oaAroToBIeHHOE Ha OIaHKe
NKHChMa, JIOJDKHO COJIEPXKaTh O(QOPMIICHHBIH B COOTBETCTBUH C TPEOOBaHHSMH CTAaHAApTa PEKBH3UT
«Anpecary. [To3apasienust MOTyT 0(OpMIATHCS Ha OyMare pa3iIMyHOi [[BETOBOW raMMBbI C YKPALICHUSIMU
B BHJI€ OPHAMEHTOB M BO/STHBIX 3HAKOB, UMEIOMIEH OOJIBIIYIO TNIOTHOCTH, ¥ BKJIAIBIBATHCS B CIICIUAIBHBIC
nanky-aapeca. B mociemHem ciydae MO3ApaBICHHE COICPXKUT TOJNBKO OOpalieHHe K JIUIY WU
KOJIJICKTUBY. HpI/I KOJUICKTUBHOM aJpeCaTc U IPH HAIIPABJICHUHN MHUCbMA-NIO3APABJICHUA IOPUANYCCKOMY
JuIy nopaMuIbHOE H TOUMEHHOE oOpaleHne He ucnonb3yercs. [lncpma-mo3apaBieHus Bceraa JOJDKHBI
OBITDH ITOIIIUCAHEL.

ITucemo — 6maromapuocts (Note of thanks)

[Tucemo-6arogapHocTs (0J1aroJapcTBEHHOE MHChMO) — JEJIOBOE IHChbMO, HANpaBiIIeMOe ajpecaTy
(opranu3zanuy, JOJHKHOCTHOMY JIMILYy WJIM TPAXKJIAHWHY) C BBIp)KEHHEM 0JarolapHOCTH 32 COBEPIICHHBIC
JICUCTBHUS MJIM OKa3aHHBIC YCIYTH.

ITo CpaBHCHUIO C IPYTYUMU BUAAMU ACITOBLIX THCEM 6Har0,[[apCTBCHHI>IC II1uchbMa O6LI‘IHO COCTAaBJIAKOTCA B
Oonee ceobomHOM Popme. KimtodeBpIMU (ppazamMu TaKUX MUCEM SIBIISTFOTCS:

We thank you for ... brarogapum 3a...

Let me thank you for... [Mo3BonbTe Bac mobnaronapurts 3a ..

[Tucemo-cobone3nopanue (Letter of condolence)
[MuceMo-co00Ie3HOBaHHE — TIMCHMO, HAMpaBlsIeMOE B TPArdvyeCKUX WM TEYAIbHBIX >KU3HEHHBIX
cuTyanusx (CMepTh, HECHACTHBIN CiTydail, CTUXHIHOE OeJICTBUE | JIP.) IS BEIPAKEHUSI yUACTHUS:
We regret (We are sorry) to learn from MBbI ¢ coKaJICHHEM y3HAITH U3
your letter of... that... Bamero nucema or ..., 9TO...
We express to you our Bripaxxaem Bawm Hamm nckpenaue
sincere condolences... c0o0O0JIC3HOBAHHSL. ..
[Mucemo — n3BuHEeHKE (Apologies)
[TuceMO-M3BMHEHNE — JIEJIOBOE MMHUCHMO, aBTOP KOTOPOTO TPHWHOCUT W3BUHEHHS ajpecary 3a
NpUYMHEHHBIE Heya00cTBa. [TuchMa-u3BUHEHMSI, KaK PAaBUIIO, HAUUHAIOTCS CIECIYIONIMMHU (pazamMu:
We offer apologies for the delay in [Ipocum M3BHHEHUS 32 HEKOTOPYIO
answering your letter 3aiepxky ¢ oTBeTOM Ha Barire nmucbmo

We apologize for... [Noxxamy¥icTa, MpUMUTE HAIIK U3BUHEHHUA 34. ..

Please accept our apologies for...

B cooTBetcTBUM ¢ TpeOOBAaHHUSIMH ITUKETA JIEIOBOTO OOIICHHUS B TIMChME TpeOyeTcsl OOBACHUTh TIPUYHHY,
NPUBEAIIYIO K BOSHUKHOBEHUIO ITPOOJIEMHOM [T agpecara CUTyalllu, a B KOHIIE TMCbMa MOBTOPUTH Bpazy
C U3BHHEHUSIMHU, HO HE OyKBaJIbHO, a B MHOH (hOpMYJIMPOBKE.

Pexomenmarenshoe trcbMmo (Letter of recommendation)

PekomeHarenbHOE MHUCHMO — TIHCHMO, B KOTOPOM JIa€TCs XapaKTEPUCTHKA KOHKPETHOTO YeJIOBEeKa JJIst
yCTpOMCTBa ero Ha paboTy, o0yueHue u ap. PekoMeHaaTenbHbIe MMChbMa BCETia CoAep KaT OJaronpHusiTHEIE
OT3BIBBI O XapaKTEPU3YEMBIX, B CBSI3U C YEM MHOTHE CIICIIUAIMCTHI IO YIPABJICHHUIO IIEPCOHATIOM CUUTAIOT
Takue THChMa CYOBEKTUBHBIMH, TEM HE MEHee, OHH HMMEIOT OIIpe/IclIeHHOEe 3HAYeHHUE MpPU OIICHKE
KaHAMJaTa, IoMoras co3AaTh oOllee NpeACTaBlieHHEe O COUcKaresne. PekoMeHaaTelbHOe MUChbMO, Kak
NpaBWIIO, MHULIETCS Ha OJJaHKE KOMIIAHMW — TOCIEIHEr0 MecTa paboTbl COMCKATENs, MOIMUCHIBAETCS
PYKOBOJMTEIEM KOMIIAHWU WM JIPYTMM JIOJDKHOCTHBIM JHIOM. Jisi MOTeHIMalbHOTO padoTomaTens
peKOMeHIaTeIbHOE NMUCbMO — 3TO, CKOpee, rapaHTHs TOT0, YTO COMCKATeNb AEHCTBUTENIBHO paboTal B
JaHHOW KOMIIAHWH, BBITIOJIHSJ OTIPEIeNICHHBIN KpyT 00513aHHOCTEH M OCTaBMIJI KOMIIAHUIO, COXPaHHB O cebe
Xopolliee BredarieHue. PekoMeHaaTenpHOe MUChMO IOJDKHO COCTOATh U3 CIEAYIOLINX Pa3/ieioB:
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- BBeJleHHWEe, B KOTOPOM KpaTKO U3JaraioTcsi OOCTOSATENbCTBA 3HAKOMCTBA aBTOpa IHCHbMa C
PEKOMEHIyEeMBIM UM JIHIIOM;

- CBEJICHUSI O PEKOMEHAyeMOM Jiuie (cBeneHus o6 oOpa3oBaHHM, YPOBHE MOATOTOBKH, KBaJH(PHUKALIUH,
ombITe paboThl, AEIOBBIE M JINYHOCTHBIE KauecTBa), IPHU ITOM 0OCO0O BBIACISIOTCS T€ €ro YepThl U
CIIOCOOHOCTH, KOTOpBIE MOTYT OBITH HanOoJee TIONe3HBl PadoTOAaTeNI0 B TOW OpTaHW3allMH WU
JIOJKHOCTH, KyZIa COMCKATeIh CTPEMHUTCS TOTIACTh;

- 3aKJIIOYMTENbHAS YaCTh, B KOTOPO aBTOP MPOCHUT MOJTy4yaTessi 03HAKOMHUTBCS C PE3IOME COUCKATENS HITH
€ro KpaTKUMU aHKETHBIMHU JTaHHBIMH W Ha3HAYWTH BCTPETY IJIsl COOECEeIOBAHMUS;

- KOMIUTIMEHTapHAs 9aCTh, B KOTOPOH aBTOP BhIpa)kaeT CBOIO MPU3HATEIHFHOCTb.

EcTb HEcKONBbKO OTpacieil NesiTeNbHOCTH, A€ PEeKOMEHIAIMK 00s3aTeNbHBl MOYTH 0€3 HCKIIOYEeHUH:
OXpaHHBII OM3HEC, MeUIIMHA, HayKa, padoTa C AeTbMH (HSHH, TYBEPHAHTKH U T.1.). B ocTanbHBIX ciydasx
WCTIOJIb30BaHIE PEKOMEHATETIHHBIX MHCEM 3aBUCUT OT KOHKPETHON CHTYAaIlHH.

Bonpocs! 1 3aganus:

1. I[loaroroBbTECH K 0OCYKACHUIO TEOPETUIECKOTO MaTepHaa.

Buner nenoseix nucem (OTBeT Ha mpuriamienne. biaaronapcTeenHoe muckMo. Pexknamanms. [IperenHsust.
Hasnauenust nmemoBoii Bcrpeun. [lncema: mpurnameHus, mpockObl, 0JIaromapHOCTH, COOOJIE3HOBAHMS,
co’KajleHus, couyBcTBUs). Peknamariiu u nperen3uu. OTBeTH Ha pexiamanuy. Kateropuu pexiamamui.
2. BpinoiaHuTe 33a4aHUs U OTBETHTE HA BOMPOCHL:

1). O3HaKOMHBIITUCH CO CTPYKTYPOH MUChMa U 0Opa3laMi MUCeM MEXITyHapOTHOTO 00pasia, HAIUIIIATE
Ha JIMCTC 6YMaFI/I PCKBU3UTHI IMUCbMaAa B MOPAAKES HX CJICIOBAHUA. HaﬁTC AHTIIMHCKUE SKBUBAJICHTHI
Ha3BaHUU PEKBU3UTOB.

2). Kak HauMHaeTCs 1 3aKaHYUBAETCSI IUCHMO, eCIT (haMIITHS ¥ IMSI aJjpecaTa BaM He M3BECTHBI?

3). C kako# IIeJbI0 Ha CICAYIONICH CTPOKE Mocie oOpallleHHs CTaBWJICS COKpaileHHe Re: u 4To OHO
o0o3Hayaet?

3. 3amaHus v BONPOCH 7151 POPMHUPOBAHHS M KOHTPOIIS BIIAJCHISI KOMITETCHITUSAMU:

Hamummre cBonM mapTHepaM 1o OM3HECY KpaTKHe MMchMa:

- C MO3/IpaBJICHUEM TI0 TIOBOJY YCIICUTHOTO YUaCTHS B BBICTABKE;

- C BBIPOXXEHUEM CO00JIE3HOBAHUS 110 TIOBOY KOHUMHBI TCHEPAJILHOTO TUPEKTOPA;

- ¢ O6IaroIapHOCTHIO 32 IIPUEM BAIlIUX COTPYTHUKOB BO BPeMs 1 KOMaHINPOBKH;

- C U3BMHECHHEM 32 3aJIep)KKy TIOCTaBKH TPOAYKIMH, BBI3BaHHYIO (HOpC-MaKOPHBIMU
00CTOSTEILCTBAMM;

- C TIpUTJIAIIEHUEM TIPUHSATH YIacTHe B TOPKECTBax 1o nmoBoay 20-netus Bamieit pupmsr;

- C peKOMEHIaIel Ballero KOJUIETH IS Y4acThs B IEePEeroOBOPHI N0 MHTEpeCyIolleil o0e Bamu
(bUpMBI TEMATHKE.

IIpakTuyeckoe 3anaTue Nel2. Ciny:keOHbIe 3alIUCKH, COOOLIEHHUS 10 (paKCy, ITEKTPOHHAS M0YTA.
OpranuzaionHas hopma 3aHsSTHS: TPAAULIUOHHBIA CEMUHAP.
Lenb: ¢dopMupoBaHUE y CTYACHTOB pPEUEBOH, SA3bIKOBOM M KOMMYHUKATUBHOW KOMIICTCHIIMM JIJIS
OCYIIECTBIICHHS JISIIOBBIX KOHTAKTOB.
B pesynbTare ocBO€HHE TEMBI CTYJEHT JOKEH
3HaTh: OCHOBHYIO OW3HEC-TEpMHHOJIOTHIO, HCIIONB3yeMYyI0 IIPH HAlMCAHWW CITy>KEOHBIX 3aIHCOK,
COOOIIEHUI IOCPEACTBOM 3JICKTPOHHBIX CPEJCTB OOIIEHUS; OCHOBHBIE TI'paMMAaTHYECKUE SBIICHUS,
XapakTepHbIe IS TPO(HEeCCHOHANTBHON PEYH; JICKCHUSCKUE U CHHTAKCHYECKHUE OCOOSHHOCTH O(PHUITHAITEHO-
JIEIIOBOTO CTHJISI B @HTITUHCKOM SI3BIKE.
YMETh: OMNPEIENATh CTHUIEBYIO NPUHAMICKHOCTh AHTIUHCKUX TEKCTOB O(MUIIMAIBHO-IIEIOBOTO CTHIIS,
BUJICTh XapaKTECPHBIE CTWIEBBIE YEPTHI; YUTATh OQHUIIMAIHLHO-IEIOBBIE TEKCTHI Pa3INMYHOW CTEICHU
CIIO)KHOCTH; CTPOUTHh JHMAJOTHYECKY0 M MOHOJIOTHYECKYI0O pedb C HCIOIb30BaHMEM Hauboee
ynOTpe6I/ITeHBHBIX JICKCUKO-TPaAaMMATUYCCKHUX CpPpECIACTB B OCHOBHBIX KOMMYHUKATHBHBIX CHUTyalUAX
OUIMATEHOTO OOIICHUS; TOHUMATh TUATOTHYECKYI0 K MOHOJIOTHYECKYIO PEYb M0 U3YUYCHHOU TEME.
AKTyaJIbHOCTh T€MbI: 00YCJIOBJIEHA HEOOXOIUMOCThIO OBNIafaeHus Y K-4.
TeopeTuyeckas 4acTh:

CoBpeMeHHBIE CpeICTBa Mepenadr HHHOpMaIuu

1. ®@akc (fax, fax machine) ciayxut uist mepenayn IenoBoi koppecnonaeHmu (business correspondence)
1o TenedoHHoM ceTr. B cOBpeMeHHOH /1e10BO# MpaKkTHKE 10 (hakCy OOBIYHO MMOCHIIAIOT:
— KOMMepuecKue npemtokenns (offers);
— npaiic-muctsl (price lists);
— pexnamusie Matepuansl (advertising materials);
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— npecc-penussl (press releases);

— MMMCBMEHHBIE 3aIlpochl (Written inquiries) W T.II., a TaKXKe OCYIIECTBIISIIOT TEKYIIYIO MEPETHCKY.
Pasmep (akca oOBIYHO HE TPEBBINIAECT OAHOM CTPAaHHIBI, & €r0 CTPYKTYpa COOTBETCTBYET CTPYKType
JIEJIOBOTO MUCHMA.

dakchl TOAMMBAIOTCS B Jen0. X MOXXHO MCIOJIb30BaTh B KAUeCTBE JIOKA3aTENLCTBA MPH pa3pelIcHUN
MPOTHBOPEYNI MEXIy JICTIOBBIMU TTAPTHEPAMH.

ITo dakcy 0OBIYHO HE IEepeaaroTCs:

— opHruHaiIsl KoHTpakToB (Original contracts);

— akkpenuTussl (letters of credit);

— cueta-akTypsl (invoices) W Op. BaKHbIE IOKYMEHTBI, KOTOPbIE IepechUIAlOTCS 3aKa3HBIMU
MUCbMaMU JI00 MepeatoTCs ¢ KypbepOM.

2. DnektponHas mouta (E-mail) sBnsieTcs manbosee MOMYJSIPHBIM M CaMbIM TPOCTHIM MPHIIOKECHHEM
rio0anbHON KOMIBIOTEpHON ceTH Internet, oxBaTbiBaromieii 6onee 100 cTpaH M AECATKH MHJUIMOHOB
MIOJIB30BATEIIECH.

DJIeKTPOHHAS TI0YTa MO3BOJISIET COKPATUTH PACXO/IbI Ha JIOCTABKY IMHUCEM U OTIPABKY (PaKCOB, a TAKIKE
YIOPOCTUTh OOMEH KOPPECHOHCHIMEH MEXIy JACJIOBbIMH MapTHEpamMH. [JIaBHBIM HEIOCTATKOM
AJIEKTPOHHOH MOUTHI SIBIISIETCS cllabast 3aIluTa nepeaaBaeMoi 1Mo Heil HHpOpMaIUH.

[Mpocreiimmm pereHreM sl OONMBITUHCTBA HEOOBIIMX KOMITAHWH W OW3HECMEHOB 3aMaJHbIX CTPaH,
MO3BOJISIIONIEE WM TIONYYHTH AOCTYNl K Internet, sBistoTcs KommbplOTep ¢ MoaeMoM (modem) u
kommytupyemoe (dial-up) coeamHeHuwe c¢ y3m0BBIM KommbloTepoM (host) mo TenedOHHOW JUHHU.
Bo3MoxHOCT TOmacTe B ceTh, HaOpaB HoMep TenedoHa Y3JIOBOTO KOMIBIOTEPA, HETMOCPEICTBEHHO
BXOJAIIET0 B Internet, mpeoCTaBIsIIOT MECTHBIE ITOCTABIIUKH CETEBBIX yCiIyT (Service providers).
TeXHUYEeCKH »JJICKTPOHHAs I04YTa — OOMEH IM(PPOBBIMH COOOIICHUSIMH MEXIy ajpecaMHd BHJIa
[mosib30Batens (@[ uHTEepHET-TIpOBaiiaep |.[ 1oMeH]. JJoMeH — COKpallleHHEe CTPaHbl MU OpraHU3al[HOHHOTO
TH1a (0OBIYHO com).

Tune! opranuzanuii. AHTIOTOBOpSIIHE (OCOOCHHO aMEePUKAHCKHUE ) IPEANPUATHSI UMEIOT IPOPUITEHEIE
nomenbl. Anpec biff@math.utoronto.ca Oyznet o3Ha4aTh, 4TO €ro Moib30BateNb, I'-H budd, padoraer Ha
Mmatdake TopoHTCKOro yHUBEpCUTETA.
com  kopropamus
edu  oOpa3oBaTeIbHOE YUPEIKICHUE
gov MPaBUTEILCTBEHHBIN OpraH
mil BOEHHOE BEJIOMCTBO
net HWHTEPHET-KOMIAHUS
org opraHu3anus
[ITanka 31€KTPOHHON MOYTHI
JenoBeie cooOIIeHnss HAYMHAIOTCS CO CTATUCTHKH: to (Toiydarens), from (OTHpaBUTENb) U HHOTIA CC
(xormmm). CkpbIThIE KOITMM 0003HauaroTes Kak bee. [maBHoe — subject (Tema) kak 3aroyioBok nmiucbMa. OHa
JIOJDKHA TOYHO OMUCHIBATH coziepikanie. CpouHble COOOIICHHS MOKHO IOMEYATh KPaCHBIM (PIIasKKOM.
3-MOYTOBOE BCTYIJICHUE
JenoBele coobmennst HaunHaroTest ¢ Dear. .. u 3akanunBarotcst Best wishes wnu (Best) regards. B Tekcre
aBTOp 4YTO-TO YTBEP)KAAET, COOOIIaeT, CIpallMBaeT, OTBe4aeT, oOcyxaaeT, mpocuT... CyThb cieayer
u3jarath B IIEPBOM ad3alle.

[pumeps! GopManbHOTO BCTYILICHUS:

Following our meeting / phone conversation, ... B npogomkeHie Halliel BCTpe4yr/ meperosopa, ...
With reference to ...  Co ccbuikoii Ha ...

Regarding our ... OTHOCHUTENBHO ...

I’m writing to confirm ... [Tumry moaTBEPANTS . ..

Te3uchl YacTo U3JIArar0T MOPSIKOBBIM CIIUCKOM, a TIOJJPOOHOCTH MPUIIATraroT.

O-TIOYTOBOE 3aBEPIICHUE

IIpumeps! popMaIbHBIX 3aBEPIICHUI:

For additional information, please ...  3a moapoOHOCTAMH, MOXKAIYHCTA, ...

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

JlenoBbie COOOIICHHSI TOKE COAEPIKAT OJI0KH MOAUCH (MMsI, TOJDKHOCTD, TelaedoH, (hakc, aapec), HO Jaile
OTPaHUYMBAIOTCA JIUINL YyKa3zaHWeM aBtopa. JIMmHuM OyJner W TOBTOPSTH YK€ aBTOMATHUYECKH
MIPUCBANBACMBIN IICKTPOHHBIN ajpec.

CoxpalleHusi, UCTIOJIb3YeMBbIC B DJICKTPOHHBIX MMUChMaX
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AAMOF As A Matter Of Fact B cymHOCTH
AFAIK As far as | know HACKOJIBKO 51 3HAI0
BTW By TheWay «cratu

Cu See youU yBUIUMCS

F2F  facetoface  maemume

FOAF Friend of a Friend U3 TPETHHX PYK

FYA For Your Amusement k Bameii pagocTi

FYI  For Your Information «x Baremy CBEJICHHIO
HSIK How Should I Know? mnonstus He nuMero

IMO  In My Opinion mo MoeMy MHEHHIO

IMHO In My Humble (Honest) Opinion M0 MOEMY CKPOMHOMY MHEHHIO
IOW  In Other Words nxbimu crioBamu

IWBNI It Would Be Nice If  xoporo 651

KIS  Keep It Simple roopu mporiie

NRN No Reply Needed OTBET HEOOA3aTENCH
0S Operating system OIepaIMoHHast CHCTEMa
OTL Over The Line cBepx Moy0)KEeHHOTO

OTOH On The Other Hand ¢ apyroii cTopoHsI

R Received MOJTY4EHO

TFS  Thanks For Sharing  crmacu6o 3a ccbuiky
TIA  Thanks in Advance 3apaHee OJyiarogapeH
WOBTAM Waste of Bloody Time and Money MOTEPsI BDEMEHH H JICHET
WRT With Respect To C YBOKEHHEM K

Bonpocs! 1 3aganus:
1. [loaroToBRTECH K OOCYKISHUIO TEOPETUIECKOTO MaTepHaa.
[TpaBuna opopmiteHus ciryxeoHo 3anucku. CocTapistoniue GakcoBoro coodiieHus. [IpaBuia HanmucaHus
3JIEKTPOHHOTO coolmeHus. COKpalleHus, UCIIOIb3YeMbIE B 3JICKTPOHHBIX COOOIIECHUSIX.
2. BeimmomHuTe 3agaHus:
1). CocraBbTe (hakc ¢ COOOIICHHWEM O MEPEUMCIICHUH JENO3UTa 3a NMPOKMBAHWE B TOCTUHUIIC BallUX
YYaCTHUKOB KOH(epeHIINH PUpM- TAPTHEPOB, a TAKKE O JIaTe WX NpUObITHS Ha KoH(pepeHuro B [Ipary.
2) Hamummre COO6H.I€HI/I€ o Z-)JIeKTpOHHOﬁ Io4Te C HpOCB60ﬁ pPaccMOTpPETh BO3MOKHOCTD O BbIICJICHUH
Bawm Q)HHaHCOBOﬁ oMoy Ajist ydaCctus B CUMIIO3UYME, OPIKOMUTET KOTOPOTO 0To6pan Bam JOKJIaa 1A
BBICTYIUJIEHUA B OJTHOM CEKIUH.
3) CocraBbTe (I)aKCOBoe COO6H.I€HI/I€ OpraHu3aliMOHHOMY KOMUTECTY TOpFOBO-HpOMBIHIJ'IeHHOfI BBICTaBKH C
HpOCL60ﬁ 336pOHI/IpOBaTB 7 OIHOMECTHBIX HOMCPOB B TOCTUHHUIIC JIA YJICHOB Bamei TPpYyIIIbI U3 pacucTa
He Oosiee 50 nosmmapor CIIA B cyTKH Ha 4YelloBEKa.
4). IlonTBepauTe MO NEKTPOHHOH MOYTE NOTyueHHe HHQOpMAIMY OT TAPTHEPOB 10 OH3HECY 00 OTHpaBKe
naptuu rpy3a. He 3a0yapTe 3aMoHUTE CTPOKY «TeMa COOOIICHUSD).
5). Coo0muTe mapTHepam Mo OuW3HECY 00 M3MEHEHHMM Balllero 3JCKTPOHHOrO ajapeca ¢ 1-ro yucia
CJICOYIOUICTO MECsILa B CBA3U C peopraHmauHeﬁ YCIyr TCICKOMMYHHKAIIMU B BalIEM PETrUOHE.
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,
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We thank you for your enquiry of the 12th June concerning Paraffin Wax. We are pleased to inform you
that today we have sent you, by parcel post the following samples of Paraffin Wax:

Grade A = Melting point 52 -54 C

Grade B = Melting point 51 -52 C
We can offer you 100 tons of Paraffin Wax grade A at the price of $ 50 per English ton and 100 tons of
Paraffin Wax Grade B at $ 45 per English ton. Both prices include delivery. Shipment can be made within
three weeks of receipt of your order. The Terms of payment and other conditions are stated in the enclosed
copy of our General Conditions forming an integral part of our Sales Contract. This offer is subject to the
goods being unsold on receipt of your reply.
Please let us hear from you as soon as possible.

Yours faithfully

J. Smith
Encl.

4. Dear Mr. Marinin:
| am a first-year student in the M.B.A. program at the Wharton Business School in Philadelphia.
I understand that you are heading the independent Russian airline. | have heard from my friend Mr. Bill
Eastman, a student at Duke University's Fugua 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. | 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.
| have enclosed a copy of my resume. If my background and qualifications are of interest to you, please
telephone me on (2 1S) 748-3037. | would be interested in meeting you in mid-April in New York to discuss
further the possibility of such a summer position, and your requirements.
I look forward to hearing from you soon.

Yours sincerely,

Marie Diamond
5. Dear Sir,
We read your advertisement in the 'Pet Magazine' of 25th December. We are interested in buying your
equipment for producing pet food. Would you kindly send us more information about this equipment:
— price (please quote CIF price)
— dates of delivery
— terms of payment
— guarantees
— if the price includes the cost of equipment installation and staff training.
Our company specializes in distributing pet products in Russia. We have more than 50 dealers and
representatives in different regions and would like to start producing pet food in Russia. If your equipment
meets our requirements, and we receive a favourable offer, we will be able to place a large order for your
equipment.
Your early reply would be appreciated.
Yours faithfully
A. Smirnov
Export-Import Manager
6. Dear Mr. North,
Thank you very much for y our enquiry. We are of course very familiar with your range of vehicles and are
pleased to inform you that we have a new tine of batteries that fit your specifications exactly.
The most suitable of our products for your requirements is the Artemis 66A Plus. This product combines
economy, high power output and quick charging time and is now in stock.
I enclose a detailed quotation, specifications and delivery terms. As you will see from this, our prices are
very competitive. | have arranged for our agent Mr. Martin of Fillmore S.A. to deliver five of these batteries
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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 how 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 | 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. I deal not with the
routine work of a secretary, but also represent the Assistant Director at small meetings and functions, and
I am delegated to take a number of policy decisions in his absence.
Your advertisement asked for knowledge of languages. My English is fluent and I have kept up my French.
I have accompanied the Assistant Director on his business trips acting as an interpreter and translator for
him.
I am also familiar with the latest developments in Information Technology. | have just completed a one-
month course at the City College in addition to the previous courses | attended when | was with Johnson.
I am particularly interested in the situation you are offering, as | would like to become more involved with
computer technology. I am quite familiar with many of the software products that ICS manufacture for
offices.
As well as my secretarial skills and experience of running a busy office, | 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. | look forward to hearing from you.
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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:

— nmocraBka Ha ycnoBusx CIF, Capatos;

— reHa 60 moyuTapoB 3a eIMHHAIYY TOBapa;

— LIBET: YEPHBI, CEPBIN U CUHUN;

— pa3mepsl: L u XL;

— (dhopma oriaTa: Oe3HATMIHBIA pacyeT.

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:

- ONMUIIHUTE OCHOBHBIC TCXHUYCCKUEC XapaKTCPHUCTUKU PIS,Z[QJ'II/Iﬁ, KOTOPBIE IIPOU3BOAUT 100
JUCTPHOBIOTOPOM KOTOPBIX sIBIIsieTcs Barra koMmaHus;

- OTMETHTE T€ OCOOCHHOCTH H3JICJIMA, KOTOPbIE, M0 BalieMy MHEHHUIO, BHITOJHO OTIMYAOT MX OT
AHAJOTUYHBIX TOBAPOB Balimx KOHKYpPEHTOB;

- YKaXHuTe, Ha KaKoW CPOK CIyXObl paccuuTaHpl Bamm w3nmenws, KakoBa MPOJOIHKUTEIHHOCTh
rapaHTUMHOIO CPOKa, KaKkyl NOANEpKKY Ballla KkoMIaHMsi OKa3bIBae€T IOJIb30BATENSAM 3THUX H3JIEIIUH,
CKOJIBKO I/I3I[€HI/II71 1 B KaKHU€ CPOKU Bamra xommanus roToBa IOCTaBUTH MMOKYIaTeJIr0.

HpaKTI/l‘leCKOC 3anaTue Nel3. EpOHHpOBaHHe MeCT B TOCTHHHUIIC. Bponnponalme ONJIeTOB IJIA
ImyTelecTBHUIA.

OpranunzanuoHHas Gopma 3aHATHA: TPAAULUOHHBIA CEMUHAP.
Lenb: ¢dopMuUpoOBaHUE y CTYACHTOB pPEUEBOHM, SA3bIKOBOM M KOMMYHUKATUBHOW KOMIICTCHIIMM JIJIS
OCYILICCTBJICHUA NCITOBBIX KOHTAKTOB.
B PE3YyIbTaTC OCBOCHNUE TEMBI CTYACHT NOJIKCH
3HATh: OCHOBHBIE TPaMMAaTHYECKHUE SIBICHHS, XapaKTepHbIC IS MPO(HECCHOHATIBHON PeUH; IEKCHYECKHE U
CHUHTaKCUYECKHE 0COOCHHOCTH O(PUIINATLHO-/IEIIOBOTO CTHIISL B aHTTIMHCKOM SI3BIKE.
YMETh: ONpCACIIATE CTHICBYHO HNPHUHAIJICIKHOCTDH AHTJIIMACKUX TEKCTOB Oq)HHI/IaJILHO-L[eJIOBOFO CTHJIA,
BUICTH XapaKTCPHBLIC CTHUJICBLIC YCPThI, YUTAThH O(bI/IIlI/IaJ]LHO-IleJIOBI)Ie TEKCThI paSHHqHOﬁ CTCIICHU
CJIO)KHOCTH, CTpPOUTH JUAJIOTHMYECKYI0O W MOHOJIOTHYCCKYIO pPE€Yb C HUCIHOJIB30BAHUEM HauboJee
yHOTpe6I/ITeJ'H:HBIX JICKCUKO-TPAMMATHUYCCKUX CpPCACTB B OCHOBHBIX KOMMYHUKATHUBHBIX CUTyalUAX
O(l)I/ILII/IaJ'IBHOFO 06H.[6HI/I$I; NMOHHUMATh AUAJIOTHUYCCKYIO U MOHOJIOTMYCCKYIO p€Ub 11O HBy‘{eHHOﬁ TEMC.
AKTyaJIbHOCTh T€MbI: 00YCJIOBJIEHA HEOOXOIUMOCThIO OBNIafaeHus Y K-4.
TeOpeTI/I‘{eCKaﬂ YacCThb.
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)
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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

W

. 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?

. Wishing your Guest:

Have a pleasant stay in the XXX Hotel, sir

Have a pleasant stay with us, madam
Have a nice day
Have a pleasant evening
Have a good weekend!
Have a good day
Enjoy your stay/day
Happy New Year!
Merry Christmas!
Happy Birthday!
. Apologizing:
I am terribly sorry, sir.
Excuse me
I am awfully sorry
I beg your pardon, sir
Excuse me for interrupting
Sorry to have bothered you
I am sorry. A guest is waiting for me.
I am sorry to have kept you waiting, sir
I am sorry. The house is fully booked
. Answer to apologizing:
Itis OK
No problem
No problem at all
That is all right
It does not matter
It is nothing
. Thanking any one:
Thank you
Thank you very much
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Thank you for telling us

Thank you for your compliment
Thank you for coming

Thank you for calling

Thank you for waiting

Thank you for being so understanding
That’s very kind of you

Thank you very much

9. Answering Thanks:

You are welcome
It’s my pleasure
My pleasure
With pleasure
Thank you

10. Assuring your guests:

Don’t Worry, sir

Take it easy

Don’t worry, madam. We’ll see to it
Don’t be afraid sir

I’ll look into the matter

I’ll be with you in a moment

It won’t be too long, sir

Please take it easy, madam

11. Directing to a destination:

Come with me, | 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’ll 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

67



- 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

Bonpock! u 3ananus:

1. [ToaroToBhTECH K 0OCYKICHUIO TEOPETUIESCKOTO MaTepHara.
HepeHI/ICKa 0 OpraHu3an pa3MCIICHUA. YacTHbIil 3arpoc o 6p0HI/IpOBaHI/II/I MECT B T'OCTHHHUIIC.
KoprioparuBHblii 3ampoc o OpoHHpoBaHUM MecT B roctunuie. [Ipockba o pesepBrpoBaHuM Ouiera Ha
camorieT. [Ipocs0a 0 pesepBupoBanuy OuiieTa Ha 1oe3/1, mapoxo. [lepenucka mo opraHu3aiy MOE3AKH.

2. llpounTaiiTe U IepeBETUTE 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 | 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, I would like to recommend you to guarantee
your booking as we have very high occupancy rate, you know.

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

Agent: May | 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.
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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. IlepeBenute BoipaskeHus. [locTpoliTe quanioru, UCMOIb3Ys AaHHBIE (pa3bl.

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

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

- Can you please spell your name please?

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

- Who made the reservation?

- Shall I make a reservation for you?

- What was the date of the reservation?

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

- Is this a new reservation or a confirmation call?

- Do you remember the name of the reservation clerk?

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

- In whose name was the reservation made?

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

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

- When did you make the reservation?

- When was it made?

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

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

IIpakTuyeckoe 3ansaTHe Nel4. IleperoBopsl kak Jeji0Basi KOMMYHHUKALHS.

OpranunzanuoHHas Gopma 3aHATHA: TPAAULUOHHBIA CEMUHAP.
Lenb: ¢dopMupoBaHUE y CTYACHTOB pPEUEBOH, SA3bIKOBOM M KOMMYHUKATUBHOW KOMIICTCHIIMM JIJIS
OCYIICCTBJICHUA NCITOBBIX KOHTAKTOB.
B PE3yabTaTC OCBOCHNUE TEMBI CTYACHT NOJIZKCH
3HaTb: OCHOBHYIO 6H3H€C-TepMI/IHOHOFI/I}O, HCIIOJIB3YEMYIO TIpM BEACHHU IIEPECrOBOPOB; OCHOBHBLIC
rpaMMaTHYECKHUE SIBICHHS, XapaKTEePHbIE JUIs MPOPEeCCHOHATLHON PeUr; IEKCHUECKHE U CHHTAKCUUECKUE
0COOEHHOCTHU 0(1)I/II_II/IaJ'ILHO-,Z[eJ'IOBOFO CTHJIA B aHTJIMHCKOM SI3BIKE.
YMETh: BCCTHU NEPETOBOPLI; OMPLEACTATL CTUIICBYIO IIPUHAAJIICIKHOCTD AHTJIMHCKUX TEKCTOB O(I)I/II_II/IaJ'ILHO-
JCJIOBOI'0 CTUJIA, BUJACTD XapaKTCPHBIC CTUJICBBIC YEPTHI; YUTATh Oq)HIlI/IaJIBHO-)IeHOBBIe TEKCTHI pa3n1/mH0171
CTCIICHU CJIOKHOCTHU; CTPOUTH AUAJIOTHUYCCKYIO U MOHOJIOTMYCCKYHO pCYb C HUCIIOJIB30BAHUEM Hauboiee
yHOTpe6I/ITeJ'H:HBIX JICKCUKO-TPAMMATHUYCCKUX CpPCACTB B OCHOBHBIX KOMMYHUKATHUBHBIX CHUTyalUAX
O(i)I/IIII/IaJH)HOFO 06H_IeHI/ISI; IMOHUMATh AUAJIOTHYCCKYIO U MOHOJIOTMYCCKYIO PE€Yb 110 I/IS}"—ICHHOﬁ TEME.
AKTyaJIbHOCTh T€MbI: 00yCJIOBJIEHA HEOOXOIUMOCThIO OBNIaneHus Y K-4.
TeOpeTI/I‘{eCKaﬂ YacCThb.

Negotiation, by Webster's definition, is a meeting which aims to communicate or confer with another
S0 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
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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___, whois ...

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

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

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

Dealing with digressions:

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

. Can we deal with ... first?

2. Clarifying Proposals
Reviewing the previous session:

. At our last meeting, we discussed ...

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

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

. We foresee ...

. We envisage ...

. We see ...

Seeking clarification:

. Could you clarify one point for me?

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

. Could you be more specific?

Defining a proposal more specifically:

. It involves ...

. It covers ...

. It includes ...

. It leaves out ...

Reassuring:

. Let me reassure you that ...

. I can promise you that ...

. Have no doubts that we will ...
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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.).
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. Can we check these points one last time?

Delaying:

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

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

. We are happy to accept this agreement.

. This agreement is acceptable to us.

. I believe we have an agreement.

Bomnpoce! 1 3ananus:

1. I[loaroroBbTECH K 0OCYKACHUIO TEOPETUIECKOTO MaTepHaa.

OcHOBHBIE (PYHKIIMM W TIOAXOABI K MEPEeroBOpHOMY mporeccy. CTparermueckue Ied U MPUHIIUITEL
BEJICHHSI IIEPETOBOPOB. JTalbl M TAKTHUYECKHE TMPUEMBI BEACHHS MEPETOBOPOB. 3aBEpIEHHE TpoIiecca
MIEPETOBOPOB, PE3YJIBTATHI U aHATIH3.

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 | 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 | was thinking of going there myself... .

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

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

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

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

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

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

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

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

arise;

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

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

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

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

4. Combine the two sentences according to the model:
The discussion was started. Then the manager came.
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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. Ilpoenenue npe3eHTaumMii U BbICTYIICHHA.
Opraam3amorHas GopMa 3aHATHS: TPATUITHOHHBINA CEMUHAp.
L[CJ'II:: (bOpMI/IpOBaHI/IC Yy CTYACHTOB pequoﬁ, SI3LIKOBOM U KOMMyHHKaTHBHOﬁ KOMIICTCHIIMN JIA
OCYHICCTBJICHUS NCITOBBIX KOHTAKTOB.
B PE3YyIbTATE OCBOCHUE TEMBI CTYACHT JOJDKCH
3HAaTh: OCHOBHYIO 6I/I3HGC-T€pMI/IHOJlOFI/I}O, HCIOJIb3YEMYIO TIPU MPOBCACHUN HpeBCHTaHHﬁ 1 ACJIO0BBIX
BI:ICTyr[J'ICHPIfI; OCHOBHBIC TpPaMMATHUYCCKUC SABJICHHA, XapPaKTCPHLBIC IJId HpO(bCCCHOH&HBHOfI peuu;
JIEKCUYECKUE U CHHTAKCHYECKUE OCOOEHHOCTH Oq)HHHaHLHO-HeJIOBOFO CTWJISL B aHTJIMICKOM SI3BIKE.
YMETH: NMPOBOAUTH NPE3CHTALMU K OCJIOBBIC BBLICTYIINICHHSA; ONPEACIATH CTHUICBYIO NPHUHANJICKHOCTH
AHTIIMHACKUX TEKCTOB O(I)I/IHI/IaJIBHO-I[CJ]OBOFO CTWJIA, BUACTH XapaKTCPHBIC CTUJICBBIC YC€PThI; YUTATH
O(bHLIPIaJ'ILHO-L[eJ'IOBBIC TCKCThI pa3anH0ﬁ CTCIICHU  CJIO)KHOCTHU; CTPOUTH JUAJOTMYECKYH0 H
MOHOJIOTUYECKYIO pPE€Yb C HUCIIOJIBb30BaHUEM HauOoJee y1'IOTp66I/IT6J'IBHI>IX JICKCUKO-TpaMMaTHYCCKUX
CpCACTB B OCHOBHBIX KOMMYHUKATUBHBIX CUTYallUAX O(i)I/IHI/IaJII)HOFO O6H1€HI/I$I; IMOHUMAaThb AUAJIOTUYCCKYIO
Y MOHOJIOTUYECKYIO PEUb 10 U3yUYEHHOH TEME.
AKTyalIlbHOCTh TeMBI: 00yCIIOBIIEHAa HEOOXOAUMOCTEIO OBianeHus YK-4.
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.
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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
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are lots of cultural differences to affect communication. We should understand the cultures and modify our
communication to address our receivers of different cultures.

BOHpOCI)I U 3alaHUsA:

1. [ToaroToBBTECH K 0OCYKICHUIO TEOPETUICCKOTO MaTepHara.

IIpencrasienne cedsi B MEXXKYIbTYPHBIX KOMMYHHUKAIUAX. PEKOMEHIAINH IO TIOATOTOBKE IIPE3CHTAIUH U
BeIcTyIUIeHUs. CTPYKTypa mpe3eHTaluu. BeTyrienne, mpencraBieHne mpooieMbl, 00bsICHEHHE CYIITHOCTH
poOJIeMBI C OTIOPOH Ha MILTIOCTPALIUH, IPEIJIOKEHUS IO pelIeHH0 Ipo01eMbl, 00001IeHe, 3aKITI0UeHHE.

2. IlpounTaiitTe, IEpeBEANTE TEKCT U3 TEOPETHUECKON YACTH U BEITIOJTHUATE CIIEAYIOIIUE 3aJaHUs

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 3ansaTue Nel6. Tenedonnbie pa3roBopsl. JiieKTPOHHBbIH oduc. UHTEpHeT.
OpranunzanuoHHas Gopma 3aHATHA: TPAAULUOHHBIA CEMUHAP.
Lenb: ¢dopMupoBaHUE y CTYACHTOB PEUYEBOH, S3BIKOBOW M KOMMYHUKATHBHOW KOMIICTCHIIUH JIs
OCYIICCTBJICHUA ACITOBBIX KOHTAKTOB.
B PE3YyIbTaTC OCBOCHNUE TEMBI CTYACHT NOJIKCH
3HATb: OCHOBHBIC I'PAMMATUYCCKUC SABJICHUS, XaPAKTCPHBIC JJII HpO(l)eCCHOHaJ'ILHOI}'I pe4uu; JICKCUICCKUC U
CHUHTaKCHUYECKHE 0COOCHHOCTH O(UIINATLHO-/IEIIOBOTO CTHIISL B aHTTIMHCKOM SI3BIKE.
YMETh: BECTHU TeJ’Ie(I)OHHHe IMIEPETOBOPLI; OHNPCACIIATL CTUIJICBYIO NPHUHAIIICIKHOCTDH AHTJIINHCKUX TEKCTOB
O(I)I/ILIPIaJ'ILHO-Z[eJ'IOBOFO CTWJI, BUJACTb XAPAKTCPHBLIC CTUJICBBIC UYCPThI; YUTATH Oq)HHHaJILHO-,Z[eJIOBLIC
TEKCThI paanquﬁ CTCIICHU CJIO)KHOCTHU; CTPOUTH OUAJIOTHYECKYI0 W MOHOJIOTMYECKYIO pE€Yb C
HCIIOJIL30BAaHUEM HauOoJIee YHOTpe6I/ITeJII)HI)IX JICKCUKO-TPAaMMATUYCCKUX CPCACTB B OCHOBHBIX
KOMMYHHUKATHBHBIX CUTyallUAX O(I)I/II_II/IaJ'ILHOFO OGIJ.I@HI/IH; MNOHUMATh AUAJIOTHYCCKYIO U MOHOJIOTUYCCKYTO
pedb 10 U3YYEHHOU TeME.
AKTyaJbHOCTb TEMBI: 00yCIIOBIeHa HEOOXOAUMOCTHIO OBNaaeHus: Y K-4.
TeopeTquCKaﬂ YacCThb.
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,
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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-I1-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 Obl XOTesn HMOrOBOPUTH C T-HOM ['puHOM,
noxkanyiicra!

Can I have a word with him? — Mo)xHO MHE TOrOBOPHTH C HUM?

Could you put me through to Mr. Green, please? — CoenunuTe MeHs, MOKaIy#cTa, ¢ T-HOM [ pHHOM.
Who's this, please? — Ko y Tenedona?

Who's speaking? — Kto rosoput?

Mr. Green speaking. — 'oBopwurt r-u ['puH.

Is that Mr. Green? — Dro r-u ['pun?

Speaking. — Caymaro.

You've got the wrong number. — Bs omu6imcs HomepoMm.

Sorry, you must have the wrong number. — M3sununte, BbI, 10IDKHO OBITE, OITHOINCH HOMEPOM.

It's the wrong number. — 3o He ToT HOMED.

Sorry to have bothered (troubled) you. — 3BununTE 32 GECIIOKOMCTBO.

The line is engaged/busy/occupied. Can you hold on? — Homep 3anst. Ber MoxxeTe He  Bemiath TpyOKy?
The line is dead. — JIunus HencpaBHa

The line is clear. — JIunusa cBobogHa

I'll see if he is in. — 5I mocMoTprO, HA MECTE JIH OH.

I'm afraid he's out at the moment. — ITo moemy, ero ceiiuac HeT.

I'm afraid he is not available. — Borocs, ero ceituac Her.

Will you leave a message? — Ilepenats emy 4To-HHOYAB?

Could you take a message? — Bor He Morim ObI TepeaaTs eMy Koe-4To?

telephone / switchboard operator -renedonncr(ka)

telephone charges / bill — maTa 3a TenedonHbIe pa3roBops!

pick / take up the receiver — cusTh TpyOKy
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ring off / hang up- moxoxuTE TPYOKY

hold the line / wire — He kmagure TpyoKy

to ring smb back — nepe3Bonuts

to answer a call — orBeuatp Ha 3BOHOK

to make an appointment — HaszHa4yath BcTpedy (1e10BY0)

receptionist — cekperaphb (BeayIIuii MpUeM MOCETUTEINEH ); PETUCTPATOP; AIMHUHUCTPATOP CIYXKObI Mprema
Y pa3MmelieHus (B TOCTHHUIIC)

Bomnpoce! 1 3ananus:

1. IToAroToBBTECH K 0OCYKACHUIO TEOPETUIECKOTO MaTepHaa.

IToarororka k TenaedorHHOMy pasroBopy. Kak oTBeTHTh Ha 3BOHOK. Kak MpUHATH U TiepeiaTh COOOIICHHE.
Kak nepecnpocuts. Ilone3npie BeipakeHuUs 11t TeneOHHBIX pa3roBopoB. Kak ocTaBuTh COOOILICHHE Ha
aBTOOTBeTUMKE. BBIOOp cTHisS 0OIeHus B TeleOHHOM pa3roBope. VHTEPHET B JKU3HH COBPEMEHHOTO
o011ecTBa 1 B OHM3HECe.

2. BhINIOJTHUTE 3aJTaHUS:

1) OctaBbTe COOOIICHUS Ha aBTOOTBETYMKE CBOMM MapTHEPaM 10 OM3HECY B CIEAYIOMINX CUTYaIHAX:

2) Practice leaving messages on the answering machine of your business partners:

you are calling to confirm your arrival time;

you are calling to ask their parking lot location;

you are calling to invite them to a press conference;

you are calling to let them know how many people will be present at the reception;

you are calling to remind them of their promise to bring sample of product for tomorrow’s meeting.

arwbdE

3. Respond to the requests according to the model

Call the Bank, please. - But | have already called there.
Send off the letters, please.

Make an appointment with Mr. Banes, please.

Type the minutes, please.

Find that file for me, please.

Switch off the computer, please.

4. Say that you have already done something

I'm reading the minutes. - And | have already read them.
I'm duplicating the agenda.

I'm correcting mistakes in the protocol.

I'm cleaning the desk.

I'm sending a telex.

I'm watering the flowers.

5. It's 12 o'clock now. Say what Miss Flipps has already done today and what she is only going to do.

6. Translate and learn the following conversations:

1) - | hear you are going to work in a joint venture. Have you already learnt English?

— Unfortunately I'm only just learning English. | speak English poorly. And | would like to speak it
fluently.

2) — Just a minute. Hold the line, please. Mr. Clifford's office.

— Hi, Cindy. Tell Richard we'll have the meeting in Room 213.
— Could you repeat the number? Room 2307 -No, 213.

— 213. O’kay, I'll tell him.

3) — It's Mr. Livingston calling.

— Sorry | can't hear you. Say it again, please.

— Mr. L-i-v-i-n-g-s-t-0-n.

— Oh, Mr. Livingston, Mr Clifford is expecting you at 4.

— I'll be there. Bye.
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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 Knuddopn tomsko uro mompocun CHHAM HCOpPaBUTH OMHMOKK B mporokosie. OHa B3suia
NPOTOKON ¥ ynTaeT ero. OHa ye 3aMeTHsIa U UCIIPaBUIIa IBE OLIMOKH.

0) A cobuparock paboTaTh Ha COBMECTHOM mpennpustud. [loaToMy s MOMKHA TOBOPHUTH TIO-
aHrmicku. S Obl X0TeNa rOBOPUTH MO-aHTIIMHCKH Oero. Ho s Tonbko Hadana u3ydath 3TOT sA3bIK. Ceituac
sl TOBOPIO HAa HEM TIJIOXO.

B) - Amo!

- V3BunnTe, He Bemaiite TpyOKy, moxkanyticta... Cekperaps muctepa Kimuddopna caymaer.

- Mucrep Kimnddopa nmpocun menst mo3BoHnTh. Most pamunust CBEHCOH.

- Mucrep Ceencon u3 Hopseruu?

-Jla, npaBUIIBHO.

-Muctep Knuddopa oxxuaaer Bam 380HOK. CoeTUHSIO.

r) - A10, MO’KHO TIOTOBOPUTH € MUCTEPOM JIMHTOHOM?

- K coxxanenwro, ero ceituac HeT. MoxkeT OBITh, BEI XOTUTE €My YTO-HUOYAb IepenaTs?

-Jla, moxxamyiicta. Y MeHs HA3HAYEHA C HUM BCTpeya 3aBTpa B 3 yaca, HO 5 HEe

cMmory npuiitu. He cMor 061 0H co MHOM BCTpeTUThCS Moce3aBTpa? Sl Mo3BOHIO

CETOJIHS BEYEPOM.

- A MoxHO y3HaTh Bame nmsa?

- O, m3sunute. Mucc Kasana u3 Kanazp!.

- Sl nepenam emy Bamry npocr0y, mucc HBane.

1) CoBMecTHbIE NpEANPUATHS Ha TeppuTopun Poccuu — 3TO mpeAnpusTus X y4yacTHEM POCCHUHCKUX U
3apyOeXHBIX MapTHEpOB. J[ons pocchiickoro kamwrana JoJDKHA ObITh He MeHee 51 mporenrta. Takue
OPEANPUITUST TTOAYHHSIOTCS POCCHICKOMY 3aKOHOJATeNnbcTBY. OHHM  TOJJIEXKAT 00s3aTENbHOMY
CTPaxOBaHHIO, BBIIUIAYMBAIOT HAJIOTH, 00ECIIEYNBAIOT YCIOBHUS TPYJa, OIUIATy M COLMAJIbHbIE rapaHTUU
CBOUM CITYXKaIl[1M.

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.

IIpakTHyeckoe 3ansiTe Nel7. Padota ¢ ncrounnkamu nHpopManuy (TeKylei mpeccou,
NUCbMaMHU, TeJIerpaMMaMH, PeKJIAMHBIMHM MPOCIEKTaAMM).

OpranuzaiuonHas hopma 3aHsATHS: TPAAUIUOHHBIA CEMUHAP.
Lenb: ¢opMupoBaHue y CTyIEHTOB pPEUYEBOHM, SI3BIKOBOW M KOMMYHHKATHBHOW KOMIETEHIMH JIs
OCYIIIECTBIIEHHS JIEIOBBIX KOHTAKTOB.
B pesynbTaTe 0OCBOCHNE TEMBI CTYIEHT JIOJIKEH
3HaTh: OCHOBBI pabOTHI ¢ Pa3IMYHBIMU UCTOUHUKAMH UH()OPMAIK; OCHOBHBIE TPAMMAaTHYECKUE SIBIICHUS,
XapaKkTepHbIe I TPOo(eCCHOHATBHOMN peyr; IeKCHYeCKUEe U CHHTaKCHYECKHEe 0COOCHHOCTH O(QHUINATBHO-
JIEJIOBOT'O CTWJISL B AHIJIMICKOM SI3bIKE.

78



yMETh: 00padaThIBaTh pPa3IMYHBIC HCTOYHHKH HWH(POPMAIUW; YUTATh OQHUITHATHHO-IEIOBBIE TEKCTHI
pa3n1/1qH0171 CTETICHU CJIOKHOCTH; CTPOUTH AUAJIOTHUCCKYIO U MOHOJIOTHUYECKYIO PE€Yb C UCITIOJIb30BaHUEM
Hauboee y1'[OTp66I/ITeJ'IBHHX JICKCUKO-TPAaMMAaTUYCCKUX CPCACTB B OCHOBHBIX KOMMYHHWKATHBHBIX
CUTyalusax O(l)I/IHI/IaJ'II)HOFO O6HI€HI/I$I; MMOHUMATh AUAJIOTHUYCCKYIO U MOHOJIOTHUYCCKYIO p€Ub 110 I/I3y‘leHHOI71
TEMC.
AKTyaIIlbHOCTH TeMBI: 00yCIIOBIIeHAa HEOOX0IUMOCTEIO oBiafeHust Y K-4.
TeopeTnueckas 4acTs:

WHAT ARE THE SECRETARY'S TASKS?

You must know your boss's whereabouts and timetable so as to provide satisfactory answers and make
appointments. You must know how to answer the telephone, make long distance and international calls,
send faxes, telexes and E-mail. Often you have to book hotel rooms, theatre tickets and look after official
visitors. You have to write a lot of correspondence — business letters, reports, memos, invitations,
condolences, etc. Typing is essential and shorthand useful.

WHAT CHARACTERISTICS ARE IMPORTANT FOR SECRETARIES?

1. Loyalty: Secretaries must be absolutely trustworthy. No relationship in business involves a higher
degree of trust and responsibility between two persons than the secretary — boss team.
2. Conscientiousness: It is important for secretaries to be prompt and flexible. Quite often they may

have to work long hours. Confidentiality is another key factor. Secretaries must take pride in their work
and be dedicated to their boss.

3. Initiative: The secretary should be able to act for the boss in his/her absence. True initiative on the
secretary's part is the ability to know when to act on one's own and when to do as directed.

4, Ability to write:  Every secretary should be capable of handling routine correspondence, reports,
summaries and take good minutes at meetings.

5. Professionalism: Business can be tense and people are often under a lot of stress. A secretary who
can work under deadline pressures and produce high quality work is of great value.

6. Good dress and presentation: This involves looking and behaving appropriately. People's first
impression is important. Their ideas about the company/organization are influenced by the staff’s
appearance.

AN EXPERIENCED SECRETARY SPEAKS ABOUT HIS/HER JOB

"I'm a secretary at a large business. I deal with people and incoming mail. Dealing with people is one
of the most important parts of my job. I find it very enjoyable. 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 outhnumber the irritating ones.
It's a people-oriented job. It's communication, whether it's in person or on the telephone and that can be
fun. Sometimes you have problems getting through, sometimes you get a wrong number, but it's all part of
the job. You don't often get annoying people face to face. You get more of them on the phone, because
people feel they can say things over the phone that they perhaps wouldn't say to your face. So I don't find
people too frustrating in person.

As a secretary you must always be professional-looking, your clothes should be immaculate. It's
better to wear skirts than trousers. Your attire should be fresh and clean. It's best to wear simple jewelry —
small earrings, a matching necklace and rings. Hands should be well-groomed and you can wear white or
soft coloured nail-varnish. Your shoes should be well-polished, not worn or dirty. Your hair should be clean
and neat. Heavy make-up is hot recommended. You should always look fresh, and use just a little perfume."
NOTES ON THE TEXT
characteristics [kaerikta'ristiks] — xapakrepHble 4epThl, 0COOCHHOCTH
loyalty — BeprOCTH
trustworthy ['trAstwa:01] — HaJIe)KHBIH, 3aCTYKHUBAIOIIMNA JOBEPHS
relationship — orHomIeHHs
involve — BoBiekars (3a coboit)
responsibility — oTBeTcTBEHHOCTE
conscientiousness [konfi'enfasnas] — 100pocoBecTHOCTh
prompt — onepaTHUBHBIHI, OBICTPHIHA
flexible — nerxo mpucnocabnuBaroMiics, THOKMI
confidentiality [konfiden[i'eloti] — KOHDUACHIIMATEHOCTD
key factor — ocHoBHOI1 (hakTOp, KIFOUYEBOIT (hakTOp
be dedicated ['dedikeitod] — ObITE TIpETaHHBEIM
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initiative [i'nifstiv] — naurmaTBa

act — nelicTBOBaTh, NOCTYNATh

handle — cripaBnsiThest

summary — KpaTkoe H3JI0KeHHE

take minutes — BecTH IIPOTOKOJT

professionalism [pra'fef(9)nslizm] — mpodeccrnonamuzm
tense — HanpsKEHHBII

work under deadline pressures — pabotaTh HampsHKEHHO, C YYETOM CPOKOB
be of great value ['vaelju] — ObITH IEHHBIM

presentation [prezen'teifn] — ymeHue ce0s mpenoHeCTH
appropriately [o'praupristli] — cooTBeTcTBYIOIIIIM O0OpaszoM
deal with — umets meno (¢ yeM-n60, KEM-ITHO0)

input on the computer — BBOAMTH JaHHBIC B KOMIBIOTEP
incoming mail — Bxoasias moyra

walks of life — cdepsr xu3nu

outnumber — MPeBOCXOANUTh YUCICHHO

get through — no3BonuTHCS

annoy — pazapaxarb

frustrating [frAst'reitin] — paccTpauBaromIwii, pa3IpayKaroIIwid,
attire [o'taio] — Hapsa, oxexIa

immaculate [i'maekjulot] — 6e3ynpeunsii

jewelry ['dzu:olri] — roBenupHBIE H3AETHS, YKPALICHUS
well-groomed — yxoxeHHbIi

necklace — oxepenbe

match — monxoauts

nail-varnish ['neilva:nif] — mak myist Horrei

heavy make-up — MHOTO KOCMETHKH

perfume ['pa:fjuim] — apomar, 3anax, 6aroyxaHue, JyXu

Cindy Flipps comes to the office at 9 o'clock. She always comes to the office on time. She is never late.
She has a lot of things to do. She looks through the mail and tells Mr. Clifford what the letters and telegrams
are about. She keeps the business diary and reminds Mr. Clifford about his business engagements. She
answers the telephone and makes telephone calls. She meets visitors and shows them into Mr. Clifford's
inner office. She types his letters and sends them off. Sometimes she helps Mr. Clifford to entertain his
clients.

Miss Flipps is very helpful. Mr. Clifford cannot do without her.

Bormpocsr u 3aganus:
1. IToaroToBbETECH K 0OCYXIEHUIO TEOPETUIECKOTO MaTepHaa.

2. Make a list of things a secretary does.
Add your ideas to those in the text . A secretary looks through the mail,...,..., ...

3. Change the text to describe what Cindy did yesterday. Start your story with: "Yesterday Cindy came to
the office...."

4. Express your surprise about
a) what is said in the text Model: Does Cindy really come to the office at 9 o'clock?
b) what Cindy did yesterday Model: Did Cindy really come to the office at 9?

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.
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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, | don't. | can go to the bank tomorrow.

3) — Can | go home a bit earlier today, Mr. Clifford?

- Yes, you can. But you must send off these letters first.

9. Reading with a dictionary

Read another text about secretary's duties. Write out word combinations which describe things this secretary
does. Find in the text words and word combinations which mean the same as the following:

to have a lot of things

to do business engagements

to answer the telephone

to type letters

I have a lot of responsibilities at work. My boss, Mr. Keller is often away from the office and | am to make
his travel arrangements.

I book all the trains, planes and hotels, fix up his meetings and sort out the papers he needs to take with
him. When Mr. Keller is not away | type his correspondence, make appointments for him, talk to the visitors
and take telephone calls. | also do the filing. At the meetings | usually take the minutes. And I'm also
responsible for circulating memos to other members of the staff.
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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............ TSR then. There was............ ONE...vevrnen, in it was
- IR , some shelves,............. chairs, @.......ceeeveennee. andan.......coeeeeeevneenn, type-writer in his.........cccccoeevne.
There nothing else.

Mr. Clifford............... NO...vvvvreeeciereraneen, then.......cccc..... did everything..........

IIpakTuyeckoe 3ansaTue Nel8. busnec-koMmmynukanus B aeiictBuu. busnec-nany. Ceerckasi
Oecena.
OpF aHU3allMOHHAas (bopMa 3aHATHA: TpaHI/IHI/IOHHHﬁ CEMHUHap.
Lenp: ¢dopMupoBaHue y CTYACHTOB pEYEBOH, S3BIKOBOW M KOMMYHHUKATHBHOW KOMITCTEHIIMH JIJIS
OCYHICCTBJICHUS AC€JIOBBIX KOHTAKTOB.
B pe3ynbraTe 0CBOEHUE TEMBI CTYACHT JAOJIKEH
3HATh. OCHOBBHI pa6OTBI C pa3/InYHbIMHA UCTOYHUKaAMHU I/IH(I)OpMaI_II/II/I; OCHOBHBIC I'PaMMAaTUYCCKHUE ABJICHUA,
XapakTepHbIe I TPO(heCCHOHANBHON PeUH; JICKCHUECKUE U CHHTAKCHYECKHE OCOOEHHOCTH OPHUITHAITEHO-
JCJIOBOT'O CTUIISA B AHTIINHCKOM SI3BIKE.
YMETh: BECTH JCJIOBYIO CBETCKYIO Oecely; CTPOUTh IUAJOTHYECKYI0O M MOHOJIOTMYECKYIO pedb C
HCIIOJIL30BAaHMEM HanbOolee yHOTpGGI/ITeJ'II;HHX JICKCUKO-TpaMMaTUYECKUX CpPEACTB B OCHOBHBIX
KOMMYHHUKATUBHBIX CUTyallUAX O(bI/IHI/IaIH)HOFO 06H1€HI/I$1; IMOHUMATh AUAJIOTHYCCKYIO 1 MOHOJIOTHYCCKYTO
pedb 10 U3YYEHHOU TeME.
AKTyallbHOCTh TeMBI: 00yCIIOBIIEHAa HEOOXO0IUMOCTEIO OBNaneHust Y K-4.
Teopernyeckas 4acTh:
INTERCULTURAL COMMUNICATION
1. Intercultural communication can be defined as any interpersonal interaction between persons belonging
to different cultural or social groups, which differ from one another because of diverse backgrounds,
communication behaviors, communication interpretations, and word meanings. Intercultural
communication interactions include both verbal and nonverbal messages.
2. While each individual may use multiple styles of communication, there are identifiable, culturally taught
preferences. Use of multiple styles is common although there tends to be a personal preference that is the
style that individuals may revert to under pressure. Style refers to how one speaks, not what one says. There
are differences with regard to:
- low context and high context;
- being direct or indirect when speaking;
- working at a slow pace or a rapid pace;
- being formal or informal;
- rational and emotive;
- working collectively or as individuals;
- encouraging group harmony or individual assertiveness;
- respecting age or respecting youth.
3. Low Context:
* The context of communication is not assumed to be known. Things must be explained clearly and
unambiguously.
* Interlocutor tends to use lots of words because the words establish the context/meaning.
4. High Context:
*The context of communication is assumed to be known. It is unnecessary, even disrespectful, to explain
things precisely.
* Interlocutor tends to use few words because the context establishes the meaning.
* Interlocutor leaves understanding to the other person and respects their understanding of the situation.
5. Direct:
» What one means is stated in a direct manner; no “beating around the bush.”
* Directness is equated with honesty and respect for the other person and the other person’s time.
* The values of saving time and focusing on task are supported.
6. Indirect:

82



* Meaning is conveyed by subtle means such as nonverbal behaviors, questions, stories, parables, or use of
a third party.

* Indirectness is equated with politeness and respect for the other person and the other person’s feelings.

* The values of relationship, history, and group harmony are supported.

7. Faster Paced:

* Speech patterns are rapid, indicating engagement and intelligence.

* Immediate answers to questions are expected.

8. Slower Paced:

* Speech patterns are slower, indicating reflection and thoughtfulness.

* Responses to questions are expected after the other person has time to reflect.

9. Formal:

» Communication is governed by strict rules regarding such things as forms of address based on age, status,
topics.

» Communication is ritualized, including the use of organizational hierarchy to determine who can/cannot
be talked to and under what circumstances.

* The values of status and hierarchy are supported.

10. Informal:

» Communication has few rules; people tend to be addressed by first name.

» Communication is less bound to specific conventions. More flexibility in what is said, to whom one can
speak, and under what circumstances.

* The values of fairness and equity are supported.

11. Rational:

* Focus is on objective information/data and tends to be linear.

* The emphasis is on ideas that are separate from the person. Disagreement with another person’s ideas is
acceptable and even valued. It is not seen as a personal attack.

« Discussion remains objective and not personalized.

* Preference is for “taking turns” when talking.

* There is less variation in tone or gestures.

* When announcing a decision, an interlocutor focuses on facts or information.

12. Emotive:

* Focus is on feelings. Communication tents to appear more people-oriented and passionate. The emphasis
is on the person, so great importance is attached to feelings. Issues, ideas, and the person are not separate.
Disagreement, if done at all, is done carefully and often indirectly because the person and idea are not
separate — disagreement with ideas is an attack on the person.

* Sharing one’s values and feelings about the issues is highly valued.

* Interlocutor can overlap (interrupt) when others are speaking.

* When announcing a decision, an interlocutor may describe it in terms of how it will affect people,
relationships, or morale.

LEXIS

intercultural communication — MmexxkyIBTYpHOE 00IIIEHHE

interpersonal interaction — MeXIMYHOCTHOE B3aMMOJICHCTBHE

diverse background — pa3nuunble, HecXoHbIE (POHOBBIC 3HAHUS

verbal — ciioBecHsri

nonverbal — oTHOCsIIMIiCS K HECIOBECHOH MH(OPMAIMHU, HECIOBECHBII
multiple — paznooOpas3usrii

identifiable — pazmiurmerit

preference — mpeamourenve

revert — oOpamarscsi BHOBb, 00pamaThCs

context — curyarusi, oKpyXeHHe, cpeza, (OKpyKaromias) 00CTaHOBKA, 00CTOSTEIBCTBA, COCTOSIHHE
pace — CKOpPOCTh, TEMIT

rational — parnmoHasbHBIH, 11€71€C000pa3HbIi

emotive — SMOIMOHANTBHBIN

assertiveness — yBepeHHOCTB B cebe

age — cTapocTh, MPEKIOHHBIH BO3PACT, CTapIliee MOKOJICHUE

assumed — npearonaraeMplii, 1OMyCKaeMbIi

unambiguously — HeIBYCMBICIEHHO, OJHO3HAYHO
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disrespectful — neBexUBBII

precisely — Touno, B TouHOCTH

understanding — ocMBbICIeHIE, TOHUMAaHHUE, TTOCTHKCHHE

beating around the bush — noxxonuTs k nenmy u3naneka, TOBOPUThH OOMHIKAMH, XOIUTh BOKPYT JIa OKOJIO
directness — OTKpOBEHHOCTD, IIPSMOTA

equate — npupaBHUBATH, CYUTATH PABHBIM

Convey — BbIpaXXaTb, IEpCAaBaThb

subtle — HeyTOBUMBIIA, €/1Ba pa3THINMBbIi

indirectness — ykJI0HYMBOE TIOBEICHNE, BBOISIIECE B 3201y K ICHNC

politeness — BeXXIMBOCTD, YUTHBOCTh, 00XOAUTEILHOCTD

speech pattern — kapTHHa peYeBbIX CUTHAIOB, MOJEIH PEUCBOTO OOIICHHS

engagement — nesTeapHOE y4acTHe, B3aUMOJICUCTBHE

reflection — pasmsiiuieHre, 00 lyMbIBaHUE; Pa3IyMbe

thoughtfulness — rmy6okombiciiue

status — oO1IecTBEHHOE I0JI0KEHHE, TIOJIOKEHNE B 00I1IECTBE/KOMITAHUN

ritualize — cobroaaTh 0OPSIIBI

convention — Tpaguuus, IpaBujla MOBEACHUS, YCIOBHOCTh

linear — mpsiMoTMHEHHBII

take turns — nenarte (4To-1K00) MO OYEPETH, ICHCTBOBATH TIOOYEPEIHO

people-oriented — opreHTHPOBaHHBIH Ha MOBEACHUE JIIOACH

passionate — moBep)KEHHBIN CTPACTSM, MBUIKUH, CTPACTHBIN

morale — MopaibHOE COCTOsIHUE, OO HACTPOI

DEVELOPING INTERCULTURAL COMMUNICATION SKILLS

1. There are basic intercultural communication skills and behaviors that one can use to reduce confusion
and miscommunication when communicating with others from various backgrounds and cultures. The
following tips will improve your intercultural communication interaction skills.

2. Be prepared and learn all you can about the host culture of your opponents before negotiations begin. Do
research about other culture’s communication habits, styles and behaviors. This means learning about the
behaviors as they relate to formality, status, nonverbal actions, the use of language, and the like.

3. Make sure communication interactions take place in a quiet space or room away from large crowds,
activities, and loud background noises. When communicating with people of a different culture, it is
important to be able to concentrate on the communication interaction.

4. Make sure the space or room where intercultural communication is taking place is comfortable for the
person with the different background or culture. Different cultures prefer specific settings for
communication with others. Lighting, temperature, refreshments, tables and seating are a few examples of
how space setup effects successful intercultural communication interactions. Every culture has its own
“ideal” communication space.

5. Develop sensitivity to the use of time and be patient when dealing with cultures that use a different tempo
than the one found in your culture.

6. Listen carefully. Part of concentrating on the proceedings is learning to remain comfortable with silence
and realize that a lack of words is also a form of communication.

7. Learn to tolerate ambiguity and be tolerant of the unknown as you seek to make sense of what is new
and often hard to characterize. Many intercultural encounters are characterized by confusion and a search
for meaning.

8. There are number of communication techniques you can employ that might help resolve the conflict
before it reaches the point of being irresolvable. Here are a few suggestions:

9. Learning to use collective pronouns can help defuse conflict. Although at times you may have to refer to
people by name, when you are with a group of people, try to develop the practice of using collective
pronouns as a way of centering on content instead of people. Notice how words such as “we” and “our”
focus the conversation on everyone instead of on one person, as is the case with “I,” “me,” and “you.”

10. Repeat the other person’s comments as objectively as possible so that you can determine if you actually
heard what they meant to communicate.

11. Try to locate areas of agreement. Often the areas of agreement can outweigh the differences, and
therefore conflict can be avoided. Since both sides in a negotiation want to gain something, it should be a
simple matter to isolate areas of agreement. If both parties can be made to see these areas, everyone benefits.

LEXIS
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skills and behaviors — HaBeIKH U cTHIIM TOBEICHUS

reduce — ocnabusATh, MOHWKATh, COKpAIaTh, yMEHbBIIIAThH

confusion and miscommunication — 3aMenaTeabCTBO/MyTAHKMIIA M OIMHOKK B TIPOLIECCE OOIICHHS
tips — moackasku

host culture — ponnas/6a3oBast KyabTypa

do research — usy4utsb

background noise — hoHOBBIE TOMEXH, TOCTOPOHHUIA IITyM

crowd — ronma

specific setting — cennansHas 06¢cTaHOBKa, 0COOBIM 00pa30M OPraHM30BAHHOE BPEMSI M MECTO JEHCTBUS
lighting — ocBemenue, cser

space setup — opranu3anus IPOCTPAHCTBA

sensitivity — BoCnpHMMYHUBOCTbD, CIIOCOOHOCTH K OBICTPOMY PEarupOBaHHUIO

be patient — 3amacTuce TeprienueMm

tempo — remn peun

tolerate — momyckartb; TepreTh, MO3BOJIATH, pa3peliaTh

ambiguity — TBYCMBICTICHHOCTD TOJIKOBAHUsI, HEICHOCTh

make Sense — KMEeTh CMEICIT, OBITh TOHSITEIM

encounter — mepBeIif OmBIT (OOIIEHHS ¢ YeM-ITH00), TIEPBOE 3HAKOMCTBO, HEOXKHUIaHHAS BCTpEeda
resolve — paspemats (mpobieMy), HCIIPABIIATH, PEIIaTh

point of being irresolvable — sTamn, HaurHas ¢ KOTOPOTO YTO-THMOO CTAHOBUTCS HEpa3peIIUMbIM
collective pronoun — cobupaTtensHOE MECTOUMEHUE

defuse — cHSITB OCTPOTY, CIIIAXKKUBaTh, CIIYCKaTh Ha TOPMO3axX

refer to people by hame — o6paraTbCst K JTIOIIM 110 UMCHH

comments — KOMMEHTapUH, CYKIACHUS

areas of agreement — Bonpochsl, 110 KOTOPBIM BO3MOYKHO COTJIAIIICHUE; Chepa COrIacust
outweigh — nepeBermBarh; ObITH 60OJIEE BAYKHBIM

isolate — BBIOpaTh, BBIACIHUTD

benefit — u3BexkaTh MOIB3Y, BEITOAY

Bonpoce! 1 3a1anust:

1. TloaroroBbTECh K 0OCYXKICHUIO TEOPETHIECKOTO MaTepHaia.

1. Do we have in Russia a low context or high context culture?

2. How do rational and emotive styles of communication differ?

3. How do you understand the statement that “different cultures prefer specific settings for communication
with others™?

4. How does a pace of living influence on an individual style of communication?

5. What communication is called “intercultural”?

6. What does the style of communication depend on?

7. What techniques can help you avoid conflicts in business communication?

2. Agree or disagree

1. “Beating around the bush” is associated with being direct when speaking.

2. In a high context culture the words establish the meaning of interaction and thus everything must be
explained clearly and in distinct terms.

3. Intercultural communication covers only verbal interactions.

4. It’s better to avoid using collective pronouns in business interactions.

5. The context of intercultural communication is always assumed to be known.

6. The values of status and hierarchy are paramount in all styles of communication.

3. Supplement further information on the topic “Intercultural Communication”.
KEY WORDS

area of agreement

background

body language

business letter

communication

communication skills

complaint
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complementary close
context

conversation

convey

destination address
enclosure

intercultural communication
interlocutor

interpersonal interaction
memo

message
miscommunication nonverbal communication
opening

postscript

printed letterhead
reference

request

response

return address

salutation

tempo

to communicate in writing
to communicate orally

to discuss an issue

to keep a record

to resolve

to take turns

to tolerate

verbal communication
ZIP code
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BBEJIEHUE

OCHOBHOH LIEJIBIO CAMOCTOSTENILHON paOOTHI CTYZACHTOB SIBJISICTCS TOBBIIIEHUE UCXOIHOTO
YPOBHS BJIaJICHUSI HHOCTPAHHBIM A3BIKOM, JIOCTUTHYTOTO Ha MPEbIAyIIel CTYIIeHH 00pa30BaHuUs,
U OBJAQJICHHE CTYACHTAMH HEOOXOJUMBIMU JIOCTATOYHBIM YPOBHEM KOMMYHUKATUBHON
KOMIETEHIIMM JI1 pPeUIeHHs] 3aad MEXKINYHOCTHOTO U MEXKKYJIbTYPHOTO B3aUMOJICHCTBUS.
M3yueHre "HOCTPAHHOTO S3bIKa MPU3BAHO TaKXKe 00ECIICYUTh:
® MIOBBIIICHNE YPOBHS Y4eOHON aBTOHOMHH U CIIOCOOHOCTH K CaM000pa30BaHUIo;
® Pa3BUTHE KOTHUTHUBHBIX U UCCIIEIOBATEIHCKUX YMEHUI;
® pa3BUTHE HH()DOPMAIIMOHHON KYJIBTYPHI;
® pacHIMpeHue Kpyro3opa U MoBbIIIEHUE 00IIel KyJIbTypbl CTYACHTOB.

CaMmocrosiTenbHasi paboTa CTYIEHTOB 3aHMMAeT BaXHOE MECTO B y4YeOHOW Hay4dHO-
HCCIIEIOBATEIbCKON JIEATENIHOCTH CTYACHTOB. be3 camocToATenbHOM pabOThl HEBO3MOXKHO HE
TOJIBKO OBJIaJIeHUE JIO0O0W BY30BCKOM AUCHMILTUHONW, HO M (OPMHUPOBAHUE CIEIUANINCTA KaK
npodeccuonana. B muMpokoM cMbIcie TOJ CaMOCTOSITENbHOM paboToil cieayeT MOHUMAaTh
COBOKYITHOCTb BCEU CAaMOCTOSITEJIbHOM €ATEeIbHOCTU CTYJAEHTOB, KaK B y4eOHOIl ayAUTOpUHU, TaK
U B HEE, B KOHTAKTE C IPENO0JIaBaTENIEM U B €r0 OTCYTCTBHUE.

YcuneHue poiM CaMOCTOSITENBHON paboOThl CTYJEHTOB O3Ha4yaeT MPUHIMIIHATBHBINA
[IEPECMOTp OpraHu3aluy Y4eOHO-BOCIUTATENIBHOTO IIpoliecca B BYy3€, KOTOPBIH JOJKEH
CTPOUTHCS TaK, 4TOOBI pa3BUBATh YMEHHUE YUYUTHCA, (POPMUPOBATH Y CTYAEHTA CIIOCOOHOCTH K
CaMOpa3BUTHIO, TBOPUYECKOMY IMPUMEHEHHUIO IOJYYEHHBIX 3HAaHUN, cHocobaM ajanTaluM K
pohecCHOHANBHOM JeSTENIbHOCTH B COBPEMEHHOM MHpE.
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1. OBIIASI XAPAKTEPUCTUKA CAMOCTOSTEJBbHOM PABOTHI
OBYYAIOHIET'OCA

ITox camoctositenbHOM paboToit cryneHtoB (CPC) moHMMaercss COBOKYIMHOCTh BCEH
CaMOCTOSITEIILHOM IeATEeIbHOCTH CTYJCHTOB, KaK B yUeOHOW ayIMTOPUH, TaK U 3a €€ MpeeiiaMHu,
B KOHTAKTE C MPENoJIaBaTeIeM U B €r0 OTCYTCTBHUE.

[lenb camMoOCTOATENHHOM PaOOTHI CTYACHTA — HAYYUTHCS OCMBICICHHO U CaMOCTOSITEIHHO
paboTath ¢ yueOHBIM MaTepHaioM M Hay4dHOM uH(popMaiuel, oBiaaaeTh (QyHIaMeHTaTIbHBIMU
3HAHUSIMH, YMEHUSMH U HaBBIKAMH B c(hepax akageMHIecKou, MpodecCHOHATBHON U COIIMATBLHO-
TYMaHUTapHON AESITeNbHOCTU, C(HOPMHUPOBATH OCHOBBI CAaMOOPTaHU3AIMM U CAMOBOCIIMTAHUSA C
TEM, YTOOBI IPUBUTH YMEHUE B JAJIbHEHIIIEM HEMPEPHIBHO MOBHINIATH CBOIO MPO(ecCHOHAIBHYIO
KBaTH(PUKAIIHIO.

3amauamu CPC sBisitoTes:
— cHUCTEeMaTH3allis U 3aKpelyieHUE MOJNYyYEHHBIX TEOPETHUECKUX 3HAHUUW W MPaKTHYECKHX
YMEHUU;
— yrayOJieHne U pacuIiupeHrue TEOPETHUECKUX 3HAHUM;
— (hopmupoBaHUE YMEHUI HCIIOIB30BATh YICOHO-CIIPABOYHYIO JIUTEPATYPY;
— pa3BUTHE MMO3HABATENBHBIX CIOCOOHOCTEH U aKTUBHOCTH CTY/IEHTOB: TBOPUYECKOI MHUIIUATUBBIL,
CaMOCTOSITEJIbHOCTH, OTBETCTBEHHOCTH U OPTraHU30BaHHOCTH;
—(opMHUpOBaHHE  CAMOCTOSTEIBHOCTH  MBIIUICHUS, CIOCOOHOCTEM K  CaMOpa3BHUTHUIO,
CaMOCOBEPILIEHCTBOBAHUIO U CAMOPEATIU3aLINN;
— pa3BUTHE UCCIIEOBATEIbCKUX YMEHUII;
— MCTOJB30BaHUE MaTepuala, COOpaHHOTO U MOJYYEHHOTO B X0J/I€ CAMOCTOSITEIbHBIX 3aHATHI HA
MPAKTUYECKUX 3aHATHUSAX, U () ()EKTUBHOM MOATOTOBKH K 3a4€TaM M dK3aMeHaM.

OCHOBHBIMHU BHUJIaMU CaMOCTOSITEILHOW pabOTHI CTYJIEHTOB SIBJISFOTCSI:
— camocmosimenbHoe uzydenue 1umepamypbol,
[{enb: caMOCTOSTENBHO AETAIBHO U3YyYUTh TEMBI, IPEJCTaBICHHBIC B paboueil mporpaMmme.
3amaun: MpuUOOpeTeHrne HaBbIKa PAOOTHI ¢ MCTOYHUKAMU M JUTEPATypOil; YMEHHUS TPaMOTHO
COCTaBJISITh KOHCIIEKTHI M TIOJIb30BATHCSI MU, BBISBIISITh PA3IMUHBIC TOUKU 3pEHUS HA TPOOIeMY
U CTETICHb e pa3padO0TaHHOCTHU B JIUTEPATYpeE.
— n002omoeKka K npakmuueckum 3ausmusm  (BBIIOJHEHUE JIOMAIHUX 33aJaHuil) U K
cobeceI0BaHUIO IO MHIUBUIYaTIbHBIM 3aJaHUsIM;
Lenb: yrnybneHnue 3HaHUS y4eOHOTO MaTepuana.
3amaun: OCBOUTH OTIEIbHBIE BOMPOCHI B paMKaxX H3y4yaeMOW JHCIHIUIMHBI, TPaMOTHOCTH,
MOCIIEIOBATEbHOCTh M PAIMOHATLHOCTh HW3JIOKEHUS TOATOTOBICHHOTO MaTrephana BO BpeMs
MPAKTHYECKOTO 3aHSTHSL.
-cocmaeienue 210ccapus no meKcmy.
Ilens: cocTaBuTh Oa3y HOBBIX JICKCUUYECKUX CAMHUIIL.
3agaun:
* CaMOCTOSITEIbHAS TTOATATHAs OTPA0OTKA yUeOHBIX 2JIEMEHTOB;
* pa3BHUTHE MPAKTUYECKUX YMEHUI;
* (opmupoBaHWEe YMEHUH HCIIONB30BaTh WHPOPMAIMOHHBIE WCTOYHHKH: CIPABOYHYIO H
CHEIHAIBHYIO JIUTEPATYpYy.

[Ipuctynas Kk €aMOCTOSITEIbHOMY H3YYEHHI0 JHUTEPATYpbl MO Yy4eOHON MUCHUIUIMHE
«MHOCTpaHHBIN S3bIK», HEOOXOAMMO: O3HAKOMHUTHCS C pabouell mporpaMmoii; B3SITh B
OnbnMoTeke pPEeKOMEHJOBAaHHbIE YYEOHMKHM W YyueOHbIe MOCOOHWS; TMONYYHTh Yy BEAYIIETO
mperojaBaresis B 3JCKTPOHHOM BHUJAEC METOJMUYECKAE PEKOMEHJAIMU K MPAKTHYSCKUM U
CaMOCTOSITENIbHBIM Pa0oTaM; 3aBECTH HOBYIO TETPadb AJII KOHCIIEKTUPOBAHHS TEOPETHUECKOTO
MaTepHuasa v BHITTOJTHEHUS TPAKTUYECKUX 3aJaHUN.

Jis u3ydeHws NUCHUIUIMHBI TIpeJUIaraetcss CIHCOK OCHOBHOM W JIOTIOTHHUTEIHHOU
muteparypel. OCHOBHas JHTeparypa MpeaHa3HaueHa sl 00s3aTeTbHOTO  H3YYCHHS,
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JIOTIOJTHUTEIIbHAS — IIOMOXKeET 0oJjiee TTyO00KO OCBOUTH OT/IEIbHbBIE BOIPOCH! B paMKaX W3ydaeMon
JUCLUTUIMHBL

B xone mnmoaroroBkM K NPaKTHYeCKMM 3aHATHAM CTYICHT O053aH OCYLIECTBIISTH
KOHCIIEKTUPOBaHME y4eOHOro Mmarepuana, oco0oe BHMMaHue, oOpaiias Ha TEOpHIo,
(OpMyYITHPOBKH, PACKPBIBAIOLINE COACPKAHUE TEX WIM HHBIX T'PAMMATHYECKUX U S3BIKOBBIX
NoHATUI. B pabounx KOHCHEKTax jKeNaTesJbHO OCTaBJIATh IOJS, HAa KOTOPBIX CIELyeT JeslaTh
MIOMETKH, JIOTIOJIHATH MaTepual, (OpMyIMPOBATH BBIBOBI U MPAKTUYECKHE PEKOMEHIAINH.

CamocrosTenbHas padoTa CTYIEHTOB HaJl MAaT€pHaJIOM Y4eOHOW AMCUUIUIMHBI SIBIISETCS
HEOTHhEMJIEMOIl YacThi0 y4yeOHOro Imporecca M JODKHA TPEAIoiaraTh yriayOsieHue 3HaHUS
y4eOHOro MaTepuajla, H3JaraéMoro Ha  ayAMTOPHBIX 3aHATUAX, M  HpuoOpeTeHHe
JIOTIOJTHUTEIIBHBIX 3HAHUM 110 OTJEJIbHBIM BOIIPOCAM CaMOCTOSITENBHO.

KoHcneKkT TeMbl — MUCbMEHHBIA TEKCT, B KOTOPOM KPaTKO U MOCIJIE€A0BATENbHO U3JI0KEHO
coJiepKaHue OCHOBHOTO MCTOYHMKA MH(popMauu. KoHCIEKTHpOBaTh — 3HAYUT MPUBOIUTH K
HEKOEMY TMOpSAJKY CBEIEHHs, IOYEpIHYyTble M3 OpUrMHaja. B ocHOBe mpolecca JEKUT
CUCTEMAaTU3aLUs
IPOYNUTAHHOTO WU YCIBIIIAHHOTO. 3alIMCH MOTYT JIeNIaThCsl KaK B BUJIE TOYHBIX BBIAECPIKEK, LIUTAT,
Tak ¥ B popMe CBOOOIHOM 1MOAaYH CMBICIIA.

NupauBuayaibHble 3aJaHUS NPU3BAHBl PACHIMPUTH KPYro3op CTYIEHTOB, YIIIyOUTh HMX
3HAHMS U Pa3BUTh YMEHUS UCCIIEOBATEIbCKOM 1€ATENbHOCTH, IPOSIBUTH 3JIEMEHTHI TBOPUYECTBA.

CobeceroBanne — CpeJICTBO KOHTpOJI, OpPraHU30BaHHOE Kak cCHeluanbHas Oecena
IIpernoaaBaTesisi Co CTYJIEHTOM Ha TEMbI, CBSI3aHHbIE C U3y4aeMOM AUCLUILIIMHON, U PaCCUUTAaHHOE
Ha BbISICHEHHE 00beMa 3HaHUM 00yyarolerocs 1o OonpeAeIeHHOMY pas3zelny, TeMe, npodieMe u
T.I1.

I'1occapmii - ciioBapb, KOTOPBI TOMOraeT OCBaUBATh HOBBIE JIGKCUYECKHUE €MHHULIBI I10 TEME.
B rnoccapuit  HEOOXOMMMO JOOABIATH CHENHMATBHYI0 TEPMHHOJIOTHIO, a0OpeBHATyphl H
COKpalleHus, (ppa3zeoqornueckue eJUHULBI U TIp.

Kaxxnprit BUs1 caMocTOATENbHON paboThl UMEET OIpeiesieHHbIE (HOPMBI OTYETHOCTH.

B xoze BBINOJIHEHUS CaMOCTOSTEIBHON pabOThl CTYAEHT JOJKEH MPOAEMOHCTPUPOBATH
c(OpPMHUPOBAHHOCTh KOMIIETEHIIUU:

Kon DopmyIupoBKa:
YK-4 CriocobeH NpUMeHSTh COBPEMEHHbIE KOMMYHUKATUBHBIE TEXHOJIOTHUH, B
TOM 4YHCJI€ Ha MHOCTPaHHOM(BIX) f3bIKe(ax), JUIsl aKaJeMUYECKOro M
po¢eCCHOHATLHOTO B3aUMOICHCTBUS

2. METOJAWYECKHAE PEKOMEHJAIIMU K CAMOCTOSTEJIbHOM PABOTE
2.1. CamocTosiTe1bHAA padoTa HaJ (POHETHKOI HHOCTPAHHOIO SI3BIKA

Omnpeneanrech ¢ BAPUAHTOM AHIVIMICKOro. BapuaHTOB aHTIUMHCKOrO MPOU3HOILICHHUS CYIIECTBYET
MHOTO: KaHAQJCKUH, aBCTPATUUCKHM, cpeaHeaTIaHTHIecKuid W T. A. OIHAKO CcaMBIMU TOMYJISIPHBIMH
SBIISAIOTCA OPUTAHCKUN W aMEpHUKaHCKUH aHrimmickuid. [Ipon3HommeHne B 3THUX JIBYX Pa3sHOBUAHOCTSIX
OJIHOTO SI3bIKa OTJIIMYAETCS JOBOJIBHO CUIIBHO.

Ipoananu3upyiite cBoI0 peub. BriOepute Kakoi-HUOYb ayn0- WIA BUACOPOJIMK C TEKCTOM 3allHCH.
ITocnymaiite, Kak IPOU3HOCUT €ro HOCUTENb. I1ociie 3TOro NpouTUTE TEKCT CAMOCTOATEIBHO U 3aIUILINTE
Ha juktodoH. [IpociymaiiTe cBO roJloc U CpaBHUTE C PEYbI0 HOCHUTENS, ONPEACITUTE, KaKie 3BYKH BbI
MIPOM3HOCHUTE HEBEpHO. BOT HAJl 3TUMU caMbIMH 3ByKaMU MBI U MpejjiaraeM BaMm nopaborath. EcTh ee
ONWH WHTEPECHBIM W HANEXKHBIA CIIOCOO TMPOBEPUTH CBOE MPOW3HOIICHHE —  Pecypc
https://speechpad.pw/prononce.php. OH mo3BOJISET OLEHUTH, HACKOJIBKO XOPOIIO M TOYHO 3BYYHT Balla
peub. CaiiT paboTaeT KOppekTHO uepe3 Opaysep Google Chrome. [IpocTo BiItoUHMTE rapHUTYPY, HAKMHTE
KHOTIKY “Start recording” u mpou3HecHTe J1000€ CIOBO MU MPeAIoKeHNe. B HIKHEM OKOIIIKe porpaMMa
MOKa)XeT BaM, HACKOJIBKO TOYHO BBl IIPOU3HECIH 3BYKH B ITPOLIEHTHOM COOTHOIIIEHUH. BN Kakon-To 3ByK
BbI IPOU3HOCUTE IUIOXO, TO YBUAMUTE: IpOrpaMma pacro3Hania COBCEM ApPYyroe cioBo. Bam cpasy craner
MOHATHO, KaKUe 3BYKH Y Bac MOIYy4al0TCs, @ HaJl KAKUMHU CTOUT MOTPYAUTHCA. A €CJIM MTOCTaBUTh TAJIOUKY
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Bo3sie cioBa Recording, mporpamMma 3amuineT Bamly pedb, BBl MOXETE MPOCTYIIaTh, KaK 3ByYUTE CO
CTOPOHEI.

[IpaBunbHOE aAHTIMHCKOE TMPOU3HOIICHHE — 3TO KAPTUHKA-TA3J, COCTOsIas U3 4 BaKHBIX
JJIEMEHTOB: TMPABWIBHON apTUKYJSIUK, yIApPCHUs, WHTOHAIIMM U CBS3HOCTU peuyu. UTOoOBI KapTHHKA
coOpaJach ¥ BBITJISIIENa KPACHBO, HEOOXOIUMO pabOTaTh HAJl BCEMH €€ COCTABISIONINMH, BEIb Y KaXI0TO
W3 HAX €CTh CBOE Ba)KHOE MecTO. Tak, 4TOOBI yIy4IINTh aHTIUICKOE MPOU3HOIICHHE, BaM HEOOXOIUMO
Oymer:

- BopipaGoTaTh NpaBMJIBHYI0 APTHKYJALNMIO. APTUKYISIHAS — STO TIOJOXKEHHE W JBWKEHHE BCEX
opraroB pedn. OT MPaBUIBHON apTHKYJISAIMH HAMPSIMYIO 3aBUCUT YE€TKOCTh Mpom3HomIeHns. [lonoxkenne
OpPTraHOB PeYM MPH PA3rOBOPE HA PA3HBIX SI3bIKAX OTIIMYACTCS, [IOATOMY, UTOOBI aHTJIMHCKHUI HE 3ByYall T10-
PYCCKH, HEOOXOIUMO MPUYUYUTh CeOs PAaBUIBHO pacIoiaraTh S3bIK M TyObI IPHU MPOU3HECEHUHU TEX WU
WHBIX 3BYKOB.

- Caenuthb 3a ynapenuneM. HeBepHO MOCTaBJICHHOE B CJIOBE YIapEHUE MOXET COUTh C TOJIKY HOCUTENCH
SI3BIKA U CTATh MPUUYUHON HemoHuMaHus. OTCI0/a BBIBOJ: CICAUTE 3a peublo. Eciiu He yBepeHbI B KaKOM-
TO CJIOBE, 0OpPAaTUTECHh K OHJIAWH-CIIOBAPIO M TIOCITYIIAlTE, HAa KaKOH CIIOT HY)XHO JIeNlaTh yIapeHre B TOM
WIH WHOM CIIOBE. AMEpHUKaHel] WM OpuTaHel MOTYT MPOCTHTh BaM HE COBCEM BEPHOE MPOU3HOIICHUE
coueTanus /th/ wim pycckoe /p/, HO HEPaBUILHOE YAAPEHUE MOKET CTATh IPUYHMHON HEITOHUMAHHUSI.

- PaGorarp Hag nHTOHAUMeli. [IpaBuiibHAs MHTOHAIMSA U JIOTHYECKOE yIapeHue — eIle OJWH KU K
TOMY, KaK YJIyYIIUTh MPOU3HOIICHNE HAa aHTIIMHCKOM SI3bIKE. YUYHTECh WHTOHAIIMHA Y HOCUTEINEH S3bIKa:
CIIyIIAlTe ayJMO3aluCd ¥ CMOTPUTE BHJICO PAa3IMYHONW TEMATHUKH, MOBTOPSIHTE (hpa3bl 3a CIUKEPAMH.
WHocTpaHIlbl OTIMYAIOTCS 3KCIPECCUBHOW MaHEpPOW OOIEHUS, HAM OHAa HWHOIJIA Ka)XeTCs HEMHOI'O
CTPaHHOW W M3JIUIITHE YMONMOHATHFHONU. OTHAKO €CIIH BBl XOTUTE TOBOPHUTH MO-aHTIUICKHU 03 aKIeHTa, TO
WHTOHAIUS] — 3TO TO, HaJl YeM HY>KHO 1OpadOTaTh.

- PabdoTaTh Haj CBA3HOCTBIO peun. B 00bIYHON Oece/ie Mbl HE IPOM3HOCHUM PEUb 110 CXEME «CII0BO-TIay3a-
CJI0BO-TIay3a». MBI TOBOPHM CBSI3HO, CJIOBA CIMBAIOTCS B €IMHOE Mpe/iIoKeHue. B pasroBope okoH4YaHWE
MIPEIBITYIIETO CIIOBA CIMBACTCS C HAYAIOM TIOCIIEIYOIIEro, ATO MO3BOIISIET PEYH 3BY4aTh €CTECTBEHHO U
ruiaBHO. Tak MBI 3HaeM, 4To OyKBa, TOUHEE 3BYK /I/ B KOHIIE CJIOBAa B OPUTAHCKOM BapHaHTE aHTIHICKOTO
0o0blyHO He mpousHocuTcsa. Hampumep, B cioBe car (mammua). OmHaKo eciW TIOCe CJIOBa,
3aKaHYMBAIOIIETOCS Ha 3Ty OYKBY, CTOMT CIIOBO, HAaYMHAOIIEECS C TIIACHOW, TO /r/ TPOM3HOCHUTCH.
Hanpumep, B npenioxkenun The car is here (MammHa 31eck). [lenaercst 3To Kak pa3 jajs 0oliee TIIaBHOTO
3BY4YaHUS PEUU.

Kak yay4muTs NpoOU3HOILeHHEe HA AaHTIJIMICKOM

PabGoraiiTe Haq HaBbIKOM ayaupoBaHusi. UeM Jydilie Bbl TOHUMAETe aHTIMUCKUN SI3bIK HA CIyX, TEM
myudre OyAeT Balie MPOU3HOIIeHEe. Y MHOTHX JIFO/IeH BO3HUKAIOT CIOKHOCTH C TIPOU3HOIIICHUEM KaK pa3
W3-32 HEJIOCTATOYHOW paboThI ¢ ayupoBaHWeM. UeM Yarie BB CITylIaeTe MHOCTPAHHYIO PEeUb, TEM YeTde
paznuuaeTe 3ByKH. JJOBOJIBHO 4acTO OIMMOKHU B IMTPON3HOIICHUH CBS3aHBI C TEM, YTO MBI IMEEM HEBEPHOE
MIPEICTABIICHUE O TOM, KaK 3BYYHT CJIOBO WJIHU 3BYK. UTOOBI OOOCHOBATH ATy TOYKY 3PCHUS, TPUBEICM
MPOCTON TpPHUMEp: MOCHyIIalTe pedb DIyXux Jirojeil. OHU TPOM3HOCAT ClIOBAa TakK, Kak cebe 3To
MIPEJICTABIISIOT, BElb HE WMEIOT (PU3MYECKON BO3MOXKHOCTH YCIBIIIATH, KaK JIOJDKHO 3BY4YaTh CIIOBO.
HiMeHHO 1o3ToMy UX peub ObIBAET JOBOJIBHO CIIOKHO Pa3o0paTh. O0s3aTeIbHO MOCBSIANTE Ay IMPOBAHUIO
x0Ts1 Ob1 10-15 MUHYT B JieHb, TOT/Ia Y BaC HE BO3HUKHET BONPOC, KaK Pa3BUTh aHTIIMHCKOE IPOU3HOIICHHE.
Y4yuTe TPAHCKPUIIIUIO AHTJIMHCKOT0 A3BIKA.
Yuure ciioBa npaBuibHO. BritounTe oHnaiiH-clI0Baph U NPOCIyIIAiTe HECKOIBKO pa3, Kak MPOU3HOCUT
€0 HOCUTEJh SI3bIKA, FITH OTKPOUTE OOBIYHBIN CIIOBAPH U MPOUTUTE (DOHETHIESCKYIO TPAHCKPHUIIITHIO. Takum
00pa3oM, BbI Cpa3y K€ BBIyUYHUTE BEPHOE MPOU3HOIICHHE CIOBA — 3TO HAMHOTO IMPOIIE, YeM 3ay4HUTh
OIMOOYHBIN BapUaHT, a 3aTeM IIePEYIUBATHCS.

Yuraiite Beayx. UteHue — 3aHATHE, KOTOPOE MOMOXKET BaM COBMECTUTH IPUATHOE C MOJE3HBIM. Bo
BpeMs UTCHHsI BCIyX BBl JIeJlacTe CaMO€ Ba)KHOE — MCIOJB3YeTe CBOM TEOPETUYECKHE 3HAHUS O
MIPOU3HOILICHUU Ha npakTuke. He Toponurech, crapaiiTech YeTKO M MPABWIBHO MPOrOBapUBATh KAXKI0€
CJIOBO, & €CITU 3BYK BaM TPYJHO JaeTCsl, IOBTOPUTE €r0 HECKOJIBKO pa3, MoKa He To0heTech Ooyee-MeHee
MIPWIMYHOTO 3BYYaHUS. A €CITH BCTPETIIIA HOBOE CJIOBO, CMOTPUTE TIPEIBITYIIHI TyHKT.

HUcnonb3yiite ckoporoBopku. [lonpoOyiite BbIOpaTh HECKOJIBKO CKOPOTOBOPOK, B  KOTOPBIX
0TpabaThIBAOTCS TPYIHBIC JJI BaC 3BYKH W YHTANTE WX ©KEIHEBHO — 3TO 3aliMET BCEro 5-7 MUHYT B
nenb. [Togbopka ckoporoBopok ¢ o3Byukoi http://engblog.ru/50-difficult-tongue-twisters
CMoTpuTe cnenuajbHble o0y4yaromme Bujaeo. B MHTepHeTe ecTh MHOTO BHIEOPOJIMKOB, B KOTOPBIX
HOCHTENb sI3bIKa TIOJJPOOHO paccKa3biBaeT, KaK MPaBUIBHO MPOU3HOCUTH TE WM WHBIC 3BYKH. [Ipu 3TOM
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HEKOTOpBIE CITUKEPHI JIAXKE BKIIIOYAIOT B CBOE BHJICO CXEMBI, M300paKalolie MPaBUIbHOE MOJI0KEHUE
opranoB peu. [10 TaKHUM poJTMKaM MOYKHO pa3o0paThesl, K&k TOYHO JIOJDKEH 3BYYaTh TOT WM HHOH 3BYK.
BpuTtaHCcKOMY MPOU3HONIICHUIO MOYKHO YUUTHCS:
https://www.youtube.com/playlist?list=PLD6B222E02447DC07 ,

amepukanckoMy — https://www.youtube.com/channel/UCvn_XCI_mgQmt3sD753zdJA.

IloapaxkaiiTe peun HocuTeseil si3bIka. BriOepuTe HMHTEpEeCHOE BHUICO WM ayAWO W IOCTapanTech
JIOOUThCS 3BYYaHHs, Kak y aukropa. [logpakaiiTe KakIoW MEJIOYW: MaHEpE pPa3roBopa, WHTOHAIIUH,
aKIeHTy, JeNaiiTe Jormyeckue naysbl M yaapeHus. IlycTh 370 W OyJeT cHadaia 3By4aTh CTPAHHO H
HEECTECTBEHHO ISl BallUX YIICH, 3aTO MMEHHO TaKUM CIIOCOOOM IMpOIIE BCEro JOOHWTHCS BEPHOTO
AHTJIUHACKOTO MIPOU3HOIIICHUSI. Hus o0OyueHust y00HO HCIIOJIb30BaTh caiT
http://www.englishcentral.com/videos — TaM MPEACTaBICHBI COTHU THICSY BUICO Pa3HOOOpPA3HOM
TEMaTUKW W JUIUHBL. Bce oHM conmepar cyOTHTPBI, pa30UThI MO COOTBETCTBYIOIIUM TeMaM U YPOBHSIM
cinoxHocTH. [locne mpocMoTpa BaM MpesioKaT HECKOIBKO YIPaKHEHUH, CPEIU KOTOPBIX eCTh 1 padoTa ¢
MIPOU3HOIIICHUEM — HYXHO MPOU3HOCHTH (Dpa3bl M3 BUACO 33 JUKTOPOM. YUHUTHCS y HOCUTEIEH s3bIKa
MOHO ¥ Ha http://www.engvid.com/. Beibepute pasaen “Pronunciation” u OTKpoWTe st ce0st 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 mis ypoBueit Beginner u Elementary pa30ouTsl mo
TeMaTHKaM. bosbIas yacTh yrpakHEeHHUi npejcTaBieHa B BUe BU3yajabHoro ciosaps. Ilmroc B ToM, yTo
BaM HE AT NEPEBOJ, HA PYCCKHU S3BIK, IIOSTOMY B MAaMATH BO3HUKHET ACCOLMALMA: ONpPEIEIICHHAs
KapTHHKA CBs3aHa CO CJIOBOM Ha aHIJIMIcKoM si3bike. Kpome BH3yanbHBIX yNpakHEHUH, Bbl HaleTe He
MeHee HHTepeCHbIE pa3BUBAIOIIME 3a/1aHUS Ha IOMCK CHHOHMMOB M aHTOHUMOB K CJIOBY, a TaKXKe 3aJaHHsI-
BOIPOCHI, POBEPSIOIINE BAIN 3HAHWS JTEKCUKH TON MIIM NHON TEMAaTHKU.
http://www.learnenglish.de/
Ha caiite BbI MOXkeTe HalTH (QIAII-KAPTOYKH B IEKTPOHHOM BUE M YYUTH aHTJIMHCKHUE CIIOBA OHJIAWH:
MPOTPecCUBHO U yaoOHO. BaMm mpemnararor Tpu 3Tama M3ydeHUs HOBBIX clioB: CHauasa BB IPOCTO
CMOTpPHTE Ha CJIOBA U CTapaeTeCh 3alIOMHUTH MX MPH MOMOILU acCOLMAalUK ¢ KapTUHKOU. IloTrom Bam Ha
HEKOTOpOEe BpeMsl MOKa3bIBAIOT KapTHUHKY, a BbI NbITA€TECh BCIOMHHUTH clloBO. Ha Tperhem 3Tarme BbI
TECTHpPYeTe CBOM 3HAHHUSA: MUILINUTE PAOM C KAPTUHKOM CJIOBO Ha aHTJIMHCKOM f3BIKE.
http://englishspeak.com/
IIpeacraBieHO HECKOJIBKO PA3lesIOB Uil U3yUeHHs Hanbojee yHoTpeOsieMbIX CIIOB, & TAKXKE Pa3lelibl C
pasroBOpHBIMH ()pa3aMu, TJie Bl MOXKET€ YYUTh HOBBIE CIIOBa B KOHTEKCTe. Bce ciioBa 03ByYeHEI
HOCHUTEIISIMHM, YYUTE UX U MOBTOpsiiTe 3a aukTopoMm. Ilocime 3toro mepexomute B pazaen 1000 Most
Common English Phrases. 3necb Bl MOXeTe U3y4aTh HOBBIE CJIOBAa B KOHTEKCTE.
http://freerice.com/
3/1ech BaM JIalOT TOJIBKO OJIHO YIPaKHEHHE: HEOOXO0AMMO yKa3aTh, 4TO 03HAYAET TO MM UHOE CIIOBO, MPH
3TOM NpEAJIaraloT YeThlpe BapuaHTa OTBeTa. 10 ecTh (PakTHYEeCKH BaM HY)KHO MOA0OpaTb CHHOHHUM K
CJIOBY.
Oo0benuusiiTe ca1oBa mo Temarnke. OOBIYHO XOPOIIO 3aMOMHHAIOTCS TPYIIIBI CJIOB, OTHOCSIIMXCS K
onHoi Teme. IlosTomy crapaiirech pa3OuTh cioBa Ha rpynmbl 1o 5-10 mwTyk ¥ yuuth ux. DddekT
Pectopdda: yenoBeuecknit MO3r U3 IpymIbl 0OBEKTOB JYUILIE BCETO 3alIOMHUHAET TOT, KOTOPBHIA 4eM-TO
BbIIeNsieTcs. Vcnomnp3yiiTe 3TO MOJ0XKeHne cebe Bo OJaro: B TPYIITY CIOB OJTHOM TEMATHKH «BHEAPHUTE
Yy»KECTpaHIa» — BIIUIINTE CIOBO HECBSA3aHHOM TeMaTuku. Hanpumep, yunte cioBa no teme «OpyKTh»,
n00aBbTE K HUIM OJJHO CJIOBO M0 TeMe « TpaHcropT», Bally 3aHATHS CTaHyT elle 3 deKTUBHEE.

TemaTu4eckuii cJi0OBapb
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IIpencramnsger coOoil TeTpaap WU OJOKHOT ISt

TemaTtnueckmn cnosapb
3a1IMCu BalICro 6ynymero CJIOBApHOro 3amaca —

== ki lexical notebook. Takyro TeTpaib HYKHO cpa3y ke
=» . pa30duTh 1Mo TeMaM, HanmpuMep: pabora, eia, YyBCTBa,
S  Good/Bud weother  Cold Hot weather  Dry/ Wet weather | ACTH Telma U T. 1. Ha kakaoe c0BO sKenaTelbHO
=» OTBOJIUTH | CTpaHUILy WU XOTs OBl MOJOBUHY — B
S—®  Weather forecast — npozro3 no2ode 3aBUCHMOCTH OT (opmara TeTpaiu W BEIUYUHBI
S=®  Weather station — MemeocmaHuus Bamuero mo4cpka.

=» Ecnm cimoBo nMeeT HeCKOIbKO 3HAUSHHI, KEIIaTeIbHO
S99 0p thdertrie werther —-Headxrp el yaamisbearo Hamucath 3-4 pasHbIX ompeAeieHHs. TpaHCKPUILUS
SE®  Weather permitting — npu 6azonpusmroli nozode — M0 KCJIaHUI0, €CIM BaM YJO00HO €€ YHuTaTh.
SL-" OmnpeneneHue cjaoBa Ha aHIMIMHCKOM SI3bIKE —
<=—p [he weather can change quickly.

YMECTHO, €CJIM Balll ypOBEHb 3HAHUSI CPENHUN U

Bbimie. Tak BBl 3a0[HO BBIYYHTE €II€ HECKOJBKO

TIOJIE3HBIX CIIOB W3 ompexaeneHus. CioBa, coderaromquiecs co cioBoMm (collocations). IlocmoTpuTte Ha

KapTHHKY C IPAMEPOM, TaM BBI BUANTE ciioBocoueTanus bad weather, hot weather, weather forecast u T. 1.

OTH BBIpaYKEHHUS JIy4lIe 3alIOMHATCS BaM, YeM JIBa OTOPBAHHBIX APYT OT Apyra cioBa. K ToMy ke, BBl He

omnbeTeck B cCOUETaHnH clioB. HeCKoIbKO MprMepoB yroTpeOIeH s 3TOr0 CI0Ba B IPEIOKEHUN, IPUIEM

JKEeNaTeIbHO HAIMCaTh XOTA Obl MO OAHOMY NPHUMEPY Ha KaXZO€ 3allMCAHHOE OIpEeIesiCHHE CIIOBA.

CHHOHUMBI U aHTOHHUMEI K CJIOBY. MIHOMBI ¢ yIOTpeOIeHUEM ATOTO CIIOBA, €CIIM Balll YPOBEHb HE HHXKE

Intermediate u BBl coOMpaeTech MOMOTHUTE CBOM CIOBApHBIN 3aIac MoJIE3HBIMH SPKUMHU BBIPRKEHHUSIMU.

Ho HyXHO npuaepKuBaTbCsi MEpBl, HE CTOUT BBHIUCHIBATH BCE HIMOMBI, KOTOPBIE CBSI3aHbI C BallUM

cioBoM. JloctaTouHo ofHO# uiu AByX. KapTunka — 1o sxenanuro. HeKoTophIM JTIOASIM TOMOTAeT TaKoH

MpYeM: TIPY U3yUYCHUH CIIOBA OHU PUCYIOT KaPTUHKY K HeMy. Tak JIEKCHKa HAYMHACT acCOLIMUPOBATHCS C

OTIpeIeJIEHHBIM BU3YaJlbHBIM 00pa3oM M 3alIOMUHAETCS MIPOILLIE.

Pucyiite mind map (MHTeJIeKT-KapTy). BEI Jerko BEIydnTe aHTIHIICKUE CII0BA OJJHON TEMaTHKH, €CIH
HapuCyeTe WHTEJUIeKT-KapTy wiu mind map. Takas
cXeMa HarjsITHO TOKa3blBaeT, K KakoHW Teme
OTHOCSITCSI CJIOBa. A TIOKa BBl €€ PUCYETE, JIEKCHKA

OTJIOKHTCS B MIAMSITH.

OOpamaiiTe BHUMaAHHE Ha TNPUCTABKH U

Bath (owel Tanet lmror

Bathroom
Tablecloth

Dining room table. }—— Dining room Bedroom Narmc\ock
L ‘ cypdukcbl
Bo Bpems yreHHs 3a0CTpsiiiTe BHUMaHUE Ha TOM,
Sewlng bowl Living room F’IHOW
W Kak TMpH TOMOIIM MPUCTaBOK U cy(hdukcos
G LCMS' 00pa3yloTcs HOBBIE CIIOBA U3 YK€ 3HAKOMBIX BaM.

OTO NMOMOXET BaM «IOYYBCTBOBaTh» s3bIK. llpn
TIOMOIIM ATOTO MPOCTOTO IMpHeMa BO BpeMsi UTEHUs Bbl OyjeTe M3ydaTh CIOBOOOpa3oBaHUE, MOiMeTe
IIPUHOUIIBI TOCTPOCHHA HOBBIX CJIOB. BHOCJ’IGILCTBI/II/I 9TO INPUT'OJUTCA BaM: BCTPETUB HE3HAKOMOE CJIOBO,
BBl CMOXETE JI0Ta/IaThCsl O €ro 3HaYeHHUH 03 CIoBapsi, UCXOs U3 KOHTEKCTa U CBOETO OIBITA.

HajinuTe ¢pazoBble riaroibl. M3ydenue Gppa3oBbixX TIarojoB B OTPhIBE OT KOHTEKCTA OECIIONE3HO: 3TH
CJIOBa HC IEPCBOAATCA KakK O6LI‘IHI)IC TJ1aroJibl. HaﬁﬂHTe HUX B TCKCTC, BBIITUIINUTEC ce6e MMPpEAJIOKEHUC C
(G pa3oBBIM T7IArojIoM, MOCMOTPUTE, KaKyl0 pOJib OH BBINOJHsET B TekcTe. [lompolyiite cocTaBuTh erie
HECKOJIBKO TOJOOHBIX TPENIOKEHUH, HO YK€ OT CBOEro JMIa. TaKk Bbl BBIyUYHUTE HOBYIO JIEKCHKY B
KOHTEKCTE U HE 3aIllyTaeTeCh C €€ yIOoTpeOIeHUEM.

Hcnoanb3yiiTe cioBapb, CHHOHUMOB. BBl MOXeTe AONOJIHHUTH CBOIO MHTEUICKT-KApTy WM OOBIYHBIN
CJIOBaph cienyroumM o0pa3oM. Haxoaure CHHOHUMBI K HOBBIM CJIOBaM M MUIIATE WX PAJOM, IIPH 3TOM
Cpell HUX JIOJDKHO OBITh XOTSl ObI 1-2 3HAKOMBIX BaM CJIOBa, TOTJA 3allOMHUTH HOBYIO JIEKCHKY OyIeT
nporiie. M0O>KHO 320/THO BBIMUCHIBATh M aHTOHUMBI, HEKOTOPBIM JIFOASIM yI00HO YIUTh Cpa3y TaKue FPYIIThI
cioB. HalTm CHHOHMMBI ¥ aHTOHMMBI K CJIOBaM BaM TIOMOXET cioBapb Merriam-Webster
(http://www.merriam-webster.com/).

Onummurte xkapTuHKY. [lompoOyiiTe mepecka3atb TEKCT, TISAS HAa HILTIOCTPAIMIO W WCIIONB3ysd HOBBIE
cioBa. He 00s13aTenbHO 4eTKO NPUACPKUBATHCS CIOKETHOW JIMHNH, TTIABHOE — 33J1€HCTBOBATH KAK MOYKHO
Oonblie HOBOM JEKCHKH. TakMM HEXHUTPBIM CIIOCOOOM MOXKHO JIETKO PACHIMPUTH CIIOBApPHBIN 3arac
AHIVIMMCKOrO SI3bIKA.

CocTaBbTe HOBBIH paccka3. [locne u3ydeHnss He3HaKOMBIX CJIOB MOMPOOYHTE COCTaBUTh CBOM pacckas,
WCIIONIB3YSl BCIO HOBYIO JIEKCHKY. Ecnu BBl He MOOMTE NpPUAYMBIBATb HCTOPHH, MOXETE MPOCTO
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nepeckas3aTh TO, YTO MPOUYHUTAIH, HO C HEKOTOPBIMU M3MeHeHUsIMH. [1yCTh MON0XXHUTENbHEIN repoil CTaHeT
OTPHUIATETFHBIM 1 HA000POT.

2.3. CamocTosiTe1bHAsA padoTa HaJl TPAMMATHKON HHOCTPAHHOIO SI3BIKA
3anuMaiiTech Ha 00y4yalOIMX caiiTax:
http://learn-english-today.com/
Kpartkoe anrnosissiaHoe mocodue mo rpaMmaruke. HecMoTps Ha To, 4TO Besi HHGOpPMAaLUS peAcTaBiIeHa
Ha aHTJIMMCKOM S3bIKE, COBETYEM IONpPOOOBaTh YYHTHh I'paMMAaTHKy Ha 3TOM pecypce: Bce IpaBHIa
M3JTI0KEHBI KPaTKO M MIOHATHO, 0e3 JHUIITHEHN Teopun.
http://www.englishlearner.com/
CaiiT ¢ TecTaMu MO rpaMMaTUKe JIs HAUWHAIOINX HAa aHTJIMHACKOM si3bIke. [lompoOyiiTe mpoiTH TECTHI C
nmoMeTkoi Beginner, B HUX 3a1aHWsl OPHEHTHPOBAHBI HA HAYAIBHBIN YPOBEHb 3HAHHIA.
http://englishteststore.net/
http://agendaweb.org/
JIBa IOX0XKUX aHTIOSI3BIYHBIX CaliTa C TECTAMH 110 TPAaMMAaTHKE Ha aHTIUICKOM SI3BIKE IS HAYMHAIOIIHX.
PaboraiiTe ¢ HUM aHAJIOTUYHO: BHIMTOJHANWTE 3aJaHMs TI0 TEM TeMaM, KOTOpBIE YXKe H3y4dd, pa3oupaiire
OIIMOKH Y NPH HEOOXOIMMOCTH ITOBTOPSHTE TCOPHIO.
IIpakTukyiirecs.

o [lepeBoauTe TEKCTHI C PYCCKOIO HA AHTVIMMCKHUM, BBITOJHANTE yHOpaKHEHHS M3 YYeOHHMKA H
WuTepHeT-pecypcoB, cTapaiiTech 4damie YHOOTpeONsATh pa3HOOOpa3HblE TpaMMaTHUECKUE
KOHCTPYKLMU B Pa3roBOpHOW peuu. [JoBeauTe HaBBIK MX MCHOJB30BaHMS 1O aBToMartu3Ma. He
OTpaHMYUBANTECh MpPUMEpaMH M3 OXHOro ydeOHuka. [IpuayMmbIBaiiTe CBOM IpPUMEPHI
YHOTpeOICHNS apTUKIIS, BpEMEH, aKTHBHOTO ¥ ITACCUBHOTO 3aJIOTOB, a TAK)KE MPOXOANTE OHJIAH-
TECTBI Ha Pa3HBIX calTtax. MHOro pa3HOOOpa3HBIX TECTOB MOXKHO HAaWTH Ha caiite
http://esl.fis.edu/.

e He o0s3arensHO 3yOpUTh HAM3YCTH MIPaBHIIa B TOM BUJE, B KAKOM OHH IPEJICTABIICHBI B YISOHHKE,
TJIaBHOE — MOHATH U 3alIOMHHUTH NPaBUIIbHOE YIOTPEOIeHHE TON WITH UHOH KOHCTPYKIIUH.

e 3ameuarenbHbIl caiiT hitp://www.engvid.com/ mpemiaraeT BaM MNpeKpacHbIE BHICOPOJIUKH,
KOTOpBIC TOMOTAIOT Pa300parhCs ¢ rpaMMaTHKOW. HeCOMHEHHOE NPEeHMYIIECTBO pecypca —
JerKas 1ojia4ya MaTeprana i 00bsSCHEHHsI HOCUTEIICH sI3bIKa.

e TlompoOyiite momb3oBathesi cioBapeM http://www.lingvo.ru/. OH nmpuMeuaTeneH TeM, 4To AaeT
HpPUMEpPbI HCTIOJIB30BAaHMS CJIOB, HO BBl MOXKETE MCIIOIB30BaTh €ro mo-apyromy. Hampumep, BbI
yuute Bpemst Present Continuous: BBEJUTE B OKOIIKO IporpaMMsl “I am writing” (MoHO 110001
Jpyroit yacto ymotpeOusiemblid rinaroin). IIporpamma TyT jke BBITACT BaM HECKOJBKO COTEH
HPUMEPOB, COJEPIKAIINX STH ciioBa. Tak BBl yBUANTE, B KAKOM KOHTEKCTE, C KAKUMH HAPESUHSAMH,
B KaKMX ClIydasx 4alie Bcero yrnorpeosercs Bpems Present Continuous.

e MOXHO yYHTh T'PaMMATHKy B CTHXaX, pH(MOBAaHHBIC (POPMYIHPOBKH JIETKO 3allOMHHAFOTCS.
[TonpoOyiiTe BBIYYHTH HEMPABHIbHBIC IIAr0jbl AHTJIMHCKOrO S3bIKa IO 3a0aBHBIM aBTOPCKUM
CTHIIIKaM, 3TO HE MPOCTO JIETKO, HO elle U Becelo!

e l3yuenmue nr000¥ rpaMMaTHYECKON KOHCTPYKIMHM HAYUHAETCS C TOTO, YTO MBI JTOJKHBI HAUTH
(mpounTaTh, YCHBIIIATh) ONHKCAHWE OJTOM KOHCTPYKIMH, TO €CThb Yy3HaTh, 4YTO OHa
o3HavyaeT. O3HAKOMUBIINCH C €€ 3HAUYCHHEM WM IOCTPOCHHEM, MBI JOJDKHBI €€ 3allOMHUTE. J1Jis
3TOTO HaM HEOOXOJMMO BHITIOHUATE ONPEIeICHHBIC YIPAKHCHHUS HA MEXaHUIECKOE 3aKpETUICHNE
3TOM CTPYKTYpPBI, TaK Ha3bIBaeMbIC «IPWJUIBD» (OT aHTIHKickoro cioBa “drill”, yTo o3HagaeT
«TPEHUPOBOYHOE yIPAKHEHUE» / «IIPaKTHUYECKas oTpaboTKay). Ilociaenuuii mar - 310 orpadoTKa
BBIYUECHHOH IpaMMaTHIeCKOW KOHCTPYKIIMH B pedu. be3 3Toro mara Harne 3HaHHE KOHCTPYKITUH
OCTaHETCS TOJBKO Ha Oymare.

2.4. CamocTosiTeJIbHAs padoTa HaJA ayAUPOBAHUEM
CaymaiiTe pa3Tu4HbIe ayAHOMATEPHAIBI PeryIspHO.
Crnymaiite ayIuoypoKd, IMOAKACTHI, MECHH, CMOTPUTE (MIBMBI M CEpUalbl HAa AHTIUHCKOM SI3bIKE
(opueHTHpyiiTeCh Ha CBOM YpOBEHB 3HAHUH). | TaBHOE — 1MOI00paTh yBIEKATEIbHBIN /IS ce0s1 MaTepHal.
[TopoOyiite mpoOyauTh B cebe MHTEPEC, MOTIO0UTE ayTHPOBAHKE, TOTIa 3aHIMAThCS UM OyIeT HAMHOTO
powie.
H3yuaiiTe aHrIMiiCKAIl A3bIK M0 (GUJIBMaM M cepHaJaM - 3TO JOCTABUT BaM MaccCy YIOBOJIBCTBHA U
ITOMOJKET ITOHUMATh aHTIIMACKHI A3bIK Ha ciyX: https://ororo.tv/en u https://show-english.com/
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CaiiTsl ¢ ayiuo3anucsiMu:

- http://www.eslfast.com/ B xaxxaom pasjeiie ecTh TeMaTHIeCKue Moapasaebl. Beibupaiite HeOoIbInTe
WCTOPUM WM [JMAJOTH Ha Pa3rOBOPHBIC TEMBI, OTKPBIBAWTE COOTBETCTBYIOIIYIO CTpaHully. B
OTKPBIBILIEMCS OKHE B BEpXHEH 4acTH PKpaHa Bl YBUJIUTE MAHEhb YIPABICHUS ayIUOPOUTPHIBATEIICM,
a HIDKe BaM OyIeT MpeCcTaBIeH TEeKCT.

- http://www.esl-lab.com/ Ha caiitTe ecTb HECKONBKO pa3zenoB. IlepBhlif, KOTOPHIA CTOUT HU3yYHTh, —
General Listening Quizzes. B HeM ecTh MaTepualibl TpeX YpPOBHEH: JIETKWH, CPEIHMIA, CIOXHBIN.
BriOupaiiTe moaxoasmmii BaM B OTKPBIBANTE YPOK IO 3aMHTEPECOBABIIICH Bac TEMe.

- http://www.talkenglish.com/listening/listen.aspX Ypoku mpemcTaBieHBl I TPEX YPOBHEH 3HAHUIA:
0a30BbIl, CpeIHUN U IPOABUHYTHIN. TemMaTnka pazHooOpa3Has, B OCHOBHOM ITPEJICTABJICHBI IUANIOTH U3
*)u3HU. 13 3THX moA00pOK He JIUIITHUM OYyJIET 3aIIOMHHTD Iapy JIECATKOB (ppa3 — BCE OHH UCTIONIB3YIOTCS
B COBPEMEHHOM aHTJIMHACKON peUH.

CaiiThl ¢ MOAKACTAMH HA AHTJHMIICKOM: J100aBbTe ceOe B 3aKJIaJKU U MOCEIIaiTe XOTs ObI Mapy pas B

Henento: 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.

CHayasia ciryIraeM KOPOTKHE 00yJarolyue ayin03aniucy B MEIIJICHHOM TEMIIE, TIOTOM MEePEX0uM K OoJiee

CJIOXKHBIM, MEPEIAIOIIMM €CTeCTBEHHYI0 peub. Bbl y3HaeTe OCOOCHHOCTH IPOM3HOIICHHS 3BYKOB,

MTOCTAaHOBKH yIapEHUS B CIIOBaX, HHTOHAIINH, PACCTAHOBKH JIOTUYECKUX TMay3bl U yaapeHuil. CoBpeMeHHbIE

IMMOAKACThI O3BYUMNBAIOTCA HOCUTCIISIMU A3bIKA — O6I)I‘-IHI)IMI/I JIIOAbMU, pa3sroBapruBarOIIiMu I'paMOTHO. Bl

CMOXKETe 3allOMHUTL ITOJIE3HbIe (hpa3bl W HCIIONB30BaTh WX B CBOEH peuH, 3Has, 4YTO COOECEeIHHK-

HWHOCTpaHell TOYHO MoiMeT Bac. Bbl MpUBBIKAETE K pa3HbIM aKIEHTaM B aHIJTMHCKOM si3bike. CHauvasna pedb

HEKOTOPBIX HMHOCTPAHIIEB TMOKAXXETCS BaM CTPaHHBIM HaOopoMm 3BYKOB. OmHako eciam BBl Oynere

3aHUMATbCA IO TaKHUM aynuoq)af/inaM IMOCTOSAAHHO, IMOCTCIICHHO CMOXKCTC MPUBLIKHYTH K 6OHBHII/IHCTBy

aKUEeHTOB M Oynere 0e3 TpyAa MOHMMATh MHOCTpaHIEB. UTOOBI 3HATh, B KaKUX CIy4asx MPUEMIIEMO
yHoTpeOIeHne TOT0 WIIH HHOTO CJI0Ba, CITyIIANTe MOIKACTHI COOTBETCTBYIONIEH TeMaTuku. Hampumep, BbI
u3yunniu temy “Shopping”, HaiiiuTe ayano Ha 3Ty TeMy U CIIyIIaiTe, KaKk HOCHTENHN S3bIKa UCTIONB3YIOT

MN3Yy4YCHHbLIC BaMH CJIOBA. 4k Ay 03aliicCuy BbIl HOﬁMeTe, C KaKMMH CJIOBAMH COYCTACTCA HOBaA JICKCHKaA, B

KaKOM KOHTEKCTE OHa UCIIONb3yeTcs. Bo Bpems MpoCITyInBaHus [TOIKACTa BBl y3HAETE, B KAKOM KOHTEKCTE

Y KaK UMEHHO HCITOJIb3YETCSI TO WIIM MHOE BPEeMs WM acleKT IpaMMaTHKHU. BriociieiIcTBuM BBl CMOKETE

CaMOCTOATCIIBHO COCTABUTH MPCIJIOKCHUA, aHAJIOTUYHBIC YCJIbIIIaHHBIM.

Haiigure st ceds onTHMAJBHBINA cmocod padoTsl ¢ moakacTtoM. CiymiaeM MOAKAcT M IBITAEMCS

MOHATh MaKCUMyM HH(popMaruu u3 Hero. Ecim 3T0 TpyaHO cnenarb, monpoOyiTe YIOBUTh OCHOBHYIO

MBICJIb 3aIIMCH. HaXOZ[I/IM TCKCT IMOJIKacTa, YyuTacM €ro, BbIIUChIBAEM HE3HAKOMBIC CJIOBA U KOHCTPYKI[UU.

PazOupaemMcsi ¢ HE3HAKOMOH BaM JIEKCMKOW M TpaMMATHKOM Tak, 4TOOBI Bbl TOYHO TOHSUIM KayKIOE

npeiokerne Tekcra. CHOBa BKITIOYAEM ayHO3aINCh U MBITAEMCS YIIOBUTh Ha CITyX YK€ 3HAKOMBIN BaM

TekcT. [lepeckaspiBaeM YCIBIIIIAHHOE, CTapasch MOJApakaTh peud aukTopa. PabGortaiiTe ¢ He3HAKOMBIMHU

CJiIoBaM M TpaMMaTU4Y€CKUMU KOHCTPYKIUAMMU. BrimucriBalite MMpEeJIOKECHUA C HE3HAKOMBIMH BaM

o0opoTamMu W CIOBaMH, pa3doHMpailiTech, MOYEMY HCIIOJIB3YETCS UMEHHO TaKOE CIIOBO HMJIM KOHKPETHas

KoHCTpyKIus. [locie 3Toro monpoOyiTe COCTAaBUTh HECKOJIBKO MOXOKUX MpeUIokeHnH. Kak TOIbKO BbI

Ha4daJIx XOpo1Io MOHMUMATh IPOCTHIC MOJAKACTEI, IICPEXOAUTE HA 60.]'[66 CJIOKHBIC, C 6BICTpBIM TEMIIOM pE€YH,

0OJBIIIEH TPOIOJKUTEILHOCTHIO U HOBOH JIEKCHUKOM.

UToOb! y3HaTh, HACKOJIBKO XOPOIIIO BbI CTAJIN MOHUMATh aHTJIMHCKUN Ha CIyX, ¥ IPOBEPUTH CBON HABBIK

MpaBOIKCAHUs, TIOCETUTE OJUH U3 CAUTOB C OHJIAMH-AUKTAHTAMM Ha aHTJIMIUCKOM 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 AyTHOKHUTAM. AYyJINOKHUTH— OTIMYHBIA PEeCypC JUIsl Pa3BUTHS HAaBbIKA ayAMPOBAHHUS.

Bo3pmuTe TEKCT 3amvcu W YMTalTe ero mpo ceds mapayienbHO ¢ TUKTOpoM. MuHyT yepe3 10-20 BbI

MIPUBBIKHUTE K TEMITy P€YH U TOJIOCY CIIMKepa, BaM OYIeT Jierde pacro3HaBaTh CIOBA Ha CIyX. 3aKpOWTe

TEKCT W CIIyIIalUTe ayano3amuch. MoxeT ObITh, BBl HE IMOHMETE KaXJO0€ CIIOBO, HO 3aMETUTE, YTO

yJIaBIUBaETe OOJBIIYIO YaCTh TOTO, YTO TOBOPUT AMKTOP. A €CIU CIIyIIaTh KHUTY K&Kl J€Hb, TO Yepe3
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HEKOTOpOE BpeMs BBl OyaeTe CIIOKOWHO 00XomuThes Oe3 Tekcra. VCmonp3yilTe BCE TEXHHUYCCKHE
JIOCTKEHHS, WUCTONB3YHTE (PYHKIIMIO 3aMEICHHOTO BOCIPOM3BENEHUS YTOOBI yMEHBIIAWTE CKOPOCTH
BOCITPOU3BCCHUS, ITOKA HE CTAHCTC YJIaBJIMBATHL PCYb JUKTOPA.

- http://www.librophile.com/#!/audiobooks/popular/free

- http://www.voicesinthedark.com/content.php?iContent=50

- http://freeclassicaudiobooks.com/

- http://www.audiobooktreasury.com/

2.5. CamocTosiTe/IbHASI PA00Ta HAJI TOBOPEHHEM
Kak mokHO yamne o0maiTech HAa AaHIJIMHCKOM C TIPEINOJAaBaTelieM, OJHOTPYIITHUKAMH Ha Kypcax,
JIPY3bSIMU, U3YYAIOLTUMHU SI3bIK, THOCTPAHIIaMU. TaK Bbl CMOYKETE YCIIBIIIATE «GKUBYI0» PEYb U IIPUBBIKHYTh
K TOMY, 9YTO aHTJIMHACKAN MOXET 3By4aTh IO-PAa3HOMY, Belb Y KaXIOTO YEIOBEKa CBOE MPOHM3HOIICHHE,
aKIICHT.
Yunrtech AymMaTh HA AHTJIHIICKOM si3bIKe. Korja yntaere i ciayniaere Kakou-1m0o TeKCT, He HYKHO
MBICIICHHO TIEPEBOJIUTH €T0 Ha PYCCKUH S3bIK. Ba)XHO BRIOMpPATh MHTEPECHYIO ISl BAC WH(POPMAITUIO: BEI
yBIJIEYETECH TOBECTBOBAHNUEM H He Oy/IeTe OTBIEKAThCS Ha JOCIOBHBIN MEPEBOI.
O0s13aTeNIbHO NIPOTOBAPUBANTE CBOM MBICIIHM BCIIYX: OT OJIHUX MBICJICH TOBOPUTH HE HAYUHIIILCS, HO €CITU
BbI 3aBeJIETE MPUBBIYKY PETYJSPHO AyMaTh Ha aHTJIMACKOM, TO U TOBOPHUTH BBl HA HEM CMOXKETE, KaK Ha
POJTHOM SI3BIKE.
PasroBapusaiite ¢ kem-uu0yab. Hanpumep, pacckaxuTte cCBOeMy OTPOXKECHHIO B 3€pKaje, Kak y Bac Jiena,
YTO MPOU3OILIO 32 ACHb. BO3MOXKHO, IPEIOKEHNE TTOTOBOPHUTH C 3E€PKATIOM MOKAXETCSI CTPAHHBIM, HO
TMOJIB3BI TIPUHECET MHOTO. 3epKajio MOXKET OBITh JydIlle YeJIOBeKa 110 HECKOJIBKUM MPUYHHAM. BeI MokeTe
CKa3aTh CBOEMY OTPaKCHHIO BCE, YTO XOTUTE U jJymacTe. Bbl He OOUTECh CKa3arh 4TO-TO HEMPABHIILHO.
OdeHb YaCTO U3YYAIOUIUX S3bIK MPECISAYET CTpaxX CAeaTh OMIMOKY. DTO MPUBOIUT K TOMY, YTO YEJIOBEK
HE TOBOPHUT COBCEM. A C 3epKaJIOM ATOT CTPaX yXOJHUT: BPS JIN KTO-TO CTECHSETCS CBOETO OTPAKCHUS.
OnmucepiBaiiTe KApTUHKH. Bo3pmuTe mo0yro kapTuHKy. OHa MOYKET OBITH CBsI3aHa C TEMOU, KOTOPYIO BBI
u3y4aere, MOKET ObITh Ha OTBJIICUeHHYIO TeMy. [locTapaiitecs onucartk, 4To Ha Hell m300pakeHo. ['oBopuTe
BCC, UTO CMOXCTC NpUAYyMAaTb: KTO 1/1306pa>i<eH, 4YTO OH ACJIaC€T, KaKue MpEAMETHI Bbl BUJUTC, €CTh JIN
BTOpPOCTETICHHBIE JIETAIH, HDABUTCS BaM KapTHHKA WK HET. Eciu Bamr ypoBeHb 3HAHUMH BEICOKHIA M HABBIK
TOBOPEHUSI Pa3BUT XOPOILO, AHAIU3UPYUTE MPOU3BEAEHU UCKyccTBa. He CTOUT CHUIIBbHO BJaBaThbCs B
MOAPOOHOCTH, HECKOJIBKUX MTPEAJIOKEHHUM OyAET J0CTaTOYHO.
3anuceiBaeM CBOii rooc. Bribepute kakyroo-HUOYAb 00IIEpa3rOBOPHYIO TeMy, HalpUMeEp paccka3 o
BaIei moouMol kHure. Brimrounte 1ukTodoH 1 3anmummmTe cBo rosoc. [locne 3Toro BKIFOUNTE 3a1TUCh U
BHUMATEIbHO Mpociymiaiite ee. OOpaTuTe BHUMaHUe, B KAKMX CIIydasX y BaC BOZHUKAET 3aMUHKA, TJI€ BbI
3aTATUBaeTe IMay3y, HACKOJIBKO OBICTpas y Bac pedb, XOpOIlee IPOHM3HOIICHWE | MPaBHILHOES
uHTOHUpOBaHUEe. OOBIYHO TIEPBHIE 3alKCH IS M3YYAIOIIWX AaHTIIMACKAH — WCIBITAaHUE HE IS
CJ'Ia6OHepBHBIX: BO-TICPBLIX, Mbl HEC IIPUBBIKJIN CJIBIIIATH ce6;1 CO CTOPOHEI, BO-BTOPLIX, aHTJIOA3BIYHAA PEUb
Ha MePBbIX CTYNEHSX 00Y4EHUs 3BYUHUT CTPAHHO M HEMOHITHO. MBI pEKOMEH/yeM BaM B3STh Ce0sl B PyKH
(BCe ¢ 3TOr0 HAYWMHAIIN) U MIPOJOIDKUTH MOA00HBIE 3aHATHSA. A depe3 MeCSI-IPYrol CpaBHUTE TIEPBYIO U
MOCJIC/IHUE 3allMCHU: pa3HHUIlA OyJeT pa3uTelbHas, U 3TO BOOJYIICBUT BaCc Ha JaJibHEHINNE TOJBUIE B
N3y4CHUHU AHTJIMHCKOTO SI3bIKA.
Humem moctsel. [lonpoOyiiTe Hanmucath HEOOJIBIION paccka3, UCMOB3YS CloBa WK (hpa3bl, KOTOPHIS
XOTHUTE «aKTUBUPOBaThy». ECiy Balll ypoBeHb 3HAHUI JJOBOJIBHO BBICOK, BAM CKYYHO ITHCATh YUYSHHUYECKUE
YOPAKHEHUSI B TETPAJKY, U Bbl JIABHO XaXJETE€ CBOCH MHHYTHI CJIaBbl, OTIIPABISINTECh HA MPOCTOPBI
Wnrepnera. [lenaiite 3amucu B Twitter, Ha Facebook, Ha crene Bronrakrte, 3aBeaure Oinor. [Iummre Ha
AHTJIUHCKOM SI3bIKE€ KOPOTKHUE 3aMETKH, CTAThH C UCIIOJIb30BAHUEM HOBBIX CIIOB.
Oomaemcss ¢ uHocTpanuamu. CoBeTyeM HaWTH JIpyra 1O TEPENuCcKe Ha OJHOM W3 3THUX CaWTOB:
penpalworld.com, interpals.net, mylanguageexchange.com. [lummure emy JJIMHHBIE THChbMa, a TIEpe]
OTIIPABKOM eI ¥ YUTANUTE BCIYX — ITOJIE3HO M JIJISl IPOU3HOINICHUS, U JIJIsl aKTUBAIIUH CIIOBAPHOTO 3araca.
Y4uM HAU3yCTh CTUXM M MeCHU. 3yOpekka — 3aHITHE CKYYHOE, APYroe JEN0, €CIH BhI pa3ydnBacTe
HWHTEPECHBIC BaM CTHXH U IIECHU HAU3YCTh. ITO HHTEPECHO, MOJIC3HO IS O0IIEro pa3BUTHS U 00OTaICHHUS
clIoBapHOro 3arnaca. PudMoBaHHBIE CTPOUKH 3aIIOMHHAIOTCS JieT4e OOBIYHBIX TEKCTOB, TaK YTO M HOBAs
JIEKCHKa OBICTPEE OTIIOKHUTCS B aKTUBHYIO YacTh Balllero CIOBaps.
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2.6. CamocTosiTEILHAS PA00Ta HAX YTEHHEM
IlapanjenbHoe 4YTeHHMe — OTO YTEHHE OJHOTO M TOTO >K€ TEKCTa Ha JBYX S3bIKaX: POTHOM U
n3ydyaeMoM.TeM, KTO TOJIbKO Hayall yYUTh aHTJIUICKUI, HET CMBICIA YUTATh MapajljielbHble TEKCThl. Bl
M0Ka HE CMOKETE CONOCTAaBUTh I'PaMMATHYECKHE KOHCTPYKIIMM U YaCTH PEUYH B pa3HBIX s3bIKax. [loaTomy
JOKAUTECh XOTst Ob1 ypoBHs Elementary, ocBOWTE OCHOBBI TPAMMATHKH M TOJIBKO MTOTOM MPHUCTYIANWTE K
yTeHnto. Kak Tombko BBl JOCTUTIH ypoBHS Intermediate, mepexoauTe K YTEHHWIO KHHT TTOJTHOCTHIO Ha
AHTJIMKCKOM SI3bIKE. JTO MOKET OBbITh KaK alaiTUPOBAaHHAs IUTEPATypa, TAaK M KHUTH B OPUTHHAJIC. 3HAHNE
MIPaBHJI YTEHUSI — 00s13aTENTFHOE YCIOBHE I WCIIOJIB30BAHMS METO/Ia TapallIeIbHbIX TEeKCTOB. Beerma
BBIOMpAiTe TOT TEKCT, KOTOPHIH BBI C yIOBOJILCTBHEM MPOUYUTAIN OBl WM MEPEYNTATH OBl HA PyCCKOM
a3bike. Ciymiaiite ayimo3anuch TekcTa. Takxke MOKHO BOCIIOJIb30BAThCs CIIEUATbHBIMU ITPpOrpaMMaMHu ¢
texnonorueit Text-To-Speech, nanpumep http://neospeech.com/. B okoriko MOXkKHO BBECTH JIF00YIO (hpasy,
¥ TporpamMMa O3BYYHT €€ TOJIOCOM HOCHTENS S3bIKa C TMPAaBIJIBHBIM MPOW3HOIIEHHWEM M MHTOHAIWEH.
Yuraiite ¢pasy Ha PyCCKOM M CONOCTABISIUTE C MPEAJIOKECHUEM Ha aHTIMHCKOM 4YTOOBI pa3o0paThCsl B
CTpYKTYype npeioxkenus. Tak, Bbl mpounTaete Gppasy Ha pyCCKOM M aBTOMAaTHUECKH OyeTe COMOCTaBIATh
AHTTIUICKUE CIIOBA C PYCCKHMMH, pa3OMpaThCs B CTPYKTYPE IMPEIJIOKEHHS, dTO MOMOXKET BaM Pa3BUTh
YYBCTBO SI3bIKA U S3BIKOBYIO JIOTAJIKY.
Bribepute ynobusie pecypcesl: https://sites.google.com/site/aglonareader/home/lang-ru Ilporpammy s
YTeHHUS MapajuIeIbHOTO TEeKCTa, a TakKe TPWIOKEHHE MOXKHO CKadyaTh OECIIaTHO. DTO HWHTEpecHas
pa3paboTka, KOTOpas IIOJICBEYMBAECT COOTBETCTBYIOIIME OTPHIBKM B MapajUIeTbHBIX TEKCTaX.
https://studyenglishwords.com/ - 6ecratHblil caiiT, Ha KOTOPOM MOYKHO YUTaTh Mapaslie/IbHbIe TEKCThI HA
AHTJIMKACKOM S3BIKE, COXPAHSTH CIIOBA W3 HUX B COOCTBEHHBIM AJIEKTPOHHBIM CJIOBApUK U YYUTH B
cBOOOHOE BpEMSI.
YrteHue BCIyX HA AHIJIMIICKOM SI3bIKE!

1. YnraiiTe MeIJIEHHO, YETKO M BBIPA3UTEIIBHO MPOrOBAPUBANTE KaXKIbIH 3BYK M KaXKJ0€ CJIOBO, JIeJIalTe
nay3bl. Ecnu BeI OyJieTe THaThCS 32 CKOPOCTBHIO, TO MHOTOTO HE JoObeTech. Jlaske eciii CKOpOCTh BBl U
HapaOoTaeTe, TO TPOW3HOIICHHWE, WHTOHAIWS, KpacHBBIE 3BYKH — BC€ OTO yHaer B Hukyma. s
BBIPA3UTEIBHON pedr B MEPBYIO OUepe/lb HY>KHO XOpoIllee MPOU3HOIIEHUE U MpaBUIIbHAsg UHTOHAIMS. A
CKOPOCTb MOSIBUTCSI CO BPEMEHEM caMa, OHa HapaOaThIBAETCs MPAKTUKOM.

2. llpounTaiiTe TEKCT ¥ TOJIBKO IIOTOM HIIUTE HOBBIE c10Ba. He 3a0bIBaliTe, 9TO IpH YTEHUH BCIyX OBIBAaET
CJIOKHO TIOHATH cojep:kaHne TekcTa. CHavaja IMOJIHOCTBIO YUTalWTe TEeKCT, He oOpaias BHUMaHHUSA Ha
He3HaKoMble ciioBa. CtapaiiTech YJIOBUTH TJIaBHYIO MBIC]Ib U TIOHATH, O YeM TekcT. [locie Toro xak BbI
MIPOYMTAIH TEPBBIA pa3, MOXKHO yKe padoTaTh ¢ HE3HAKOMBIMHU CIIOBAaMH: UCKaTh 3HAUEHUS B CIOBApeE,
CMOTPETh, KaK TMPOHM3HOCATCSH. UTOOBI pacIIMpUTh CIOBAPHBIA 3allac, YYHTE HOBBIE BBIPAKEHUS,
TIOBTOPSIATE CIIOKHBIE M TPYAHONPOU3HOCUMBIE cloBa. UToObI BaM OBLIO Jierde 4MTaTh, HEOOXOIAMMO
BBIOMpaTh KHUTY, COOTBETCTBYIOIIYIO BallleMy YPOBHIO 3HaHUH.

3. OOparmaiiTe BHUMaHUE Ha rpaMMaTUKy. YuTast ipo ce0s1, MO’KHO OETIIO TPOCMOTPETh TEKCT, HE BIaBasiCh
B 1oapoOHOCTH conepkaHus. UuTas aHMIMHCKUNA TEKCT BCIyX, BBl HHUKY/Aa HE TOPOIHTECH, TOITOMY
MOJKETe YBHJIETh, KaK yIIOTPEOISIFOTCS BpeMEHa U apTUKIIH. T0 ecTh BbI 3alIOMHUHAETE TIPABUIILHBIE MOJIEITH
WCTIOJIb30BaHMsI TPAMMATHYECKUX TTPABUIL.

4. Ywuraiite He MeHbiie 10 MuHYT B JieHb. Pasymeercsi, yem Oouibllie Bbl OyJieTe 4HMTAaTh BCIyX Ha
AHTJIUICKOM SI3bIKE, TeM Jyuine. OnTuManbHbIi BapuanT — 30 MUHYT B JieHb. Ho ecin numiHero BpeMeHu
y Bac HET, cTapaiTech BBIACIATH XOTA Obl 10-15 MuUHYT. DTO HY)KHO Kak pa3 JyIs TOro, YToObI Balla peyb
CO BpeMeHeM cTaiia ObICTpOil U TuIaBHOW. Bam He Hag0 MpUAYMBIBAaTh peub Ha XOAY, KaK B pa3roBOpe, BbI
YUTaeTe TPAMOTHO HANMCAHHBIN TEKCT M Clie/lyeTe 3a X0J0M MbIciU. Ecii BBl OyjieTe 4nuTaTh BCIYX HE
MEHbIIE ToTydaca B JCHb, TO Yepe3 MECSI-APYrod 3aMeTHTEe, KaK CHJIBHO NpeoOpaswiiach Ballla peyb:
3BYKH CTaJIM YETKUMH, YIIUIN CJIOBA-TIapa3nuThl U HEJIOBKUE 3aMUHKH.

5. Ywuraiite pa3Hble TeKCTHl. UHMTalTe XyJOKECTBEHHBIE MPOW3BEICHHS, CTHXH, HAyYHBIE ITyOJIUKAINH,
CTaThU B Ta3eTax M XKypHanax. PasHooOpa3Hble TEKCThI IOMOTYT Pa3BUTh HABBIK YTCHHUS CO BCEX CTOPOH.
Jist kKaxxgoro Tekera OyAayT pasHble TEMIIbl PeUd M Nay3bl, HHTOHALHSL.

Hurepuer-pecypchl:
http://www.rong-chang.com/nse/ 3ToT caifT momoWAET I 3aHATHI HaYMHAIOIINM C YpoBHEeM Beginner
u Elementary. Bce TeKCTbI KOPOTKHE, B HUX HCIOJIB3YIOTCS MIPOCTHIE CIIOBA M 3JIEMEHTapHasi paMMaTHKa
— Tpu BpeMeHu rpymibl Simple. [TonpoOyiite unTath X0Ts 0Bl 2-3 TEKCTa €KEIHEBHO, 3TO 3aiIMET BCErO
5-10 muHyT. TeMbl TEKCTOB pa3Hble, YaCTO OHU MPEACTABISIOT co00i HeOombimue myTKH. Bee cioa
mo1o0paHbl TAKUM 00pa3oM, 4YTOOBI M3YJaIONIUi HE TPOCTO YNUTAN TEKCTHI HA aHTIUICKOM, HO U PaCIIUPSLIT
CBOM JIeKCHUeCKUH 3amac. Tak, BBl CMOXKETE BBIYUUTh MEPBBIC (PPa3oBbIe INIATOJIBI, YACTO YIOTPEOIsIeMble
CJI0Ba M BeIpakeHUs. K KakqoMy TeKCTy MpHiiaraeTcs ay Juo3armuch.
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http://www.english-online.at/index.htm SToT pecypc co3man CreMUaabHO st H3YYarONUX aHTIHHACKHUMA
s3bIK ¢ ypoBHeM Pre-Intermediate u Bbiie. TeKCThI HE OYCHB UIMHHBIC, 3aTO HACBIMICHBI MOJC3HBIMU
BhIpaXXCHUSIMU W clioBamu. CTaThu pa3HON TEMaTHUKU aJalTUPOBAHBl CHCIMATBHO IS yYalluXCs:
UCIIOJIB3YETCs HAn0OoJIee 4acTo yroTpedisiemMast JISKCHKA U HECIIOKHBIC TPaMMaTHYeCKIe KOHCTpyKIuu. Ha
JIAHHBIII MOMEHT Ha CalTe TOCTYIHBI JJIsl YTEHUSI HECKOJIBKO COTEH TEKCTOB pa3HOUM TeMaTuku. Bce oHn
JIOBOJIbHO WHTEPECHBI, TaK YTO MAHHBIH PECypC COAEPKUT ONTHMAIBHYIO IMPOIMOPIUI0 OOyYeHUs u
pasBieueHusi. Bo Bcex cTaThsiX BBl YBUAWTE CJIOBA, BBIJCJIICHHBIC JKUPHBIM MIPU(TOM. DTO JIEKCHKA,
KOTOPYIO BaM IpejiaraloT u3y4duThb. [locie TekcTa cTaThbd Bbl HaMIeTe aHTJIO-aHIJIMHCKHUI CJIOBaph C
STUMH CJIOBaMH. TakuM 00pa3oM, CailT BBHIMTOTHSAET BAXKHYIO (DYHKITMIO — BBl MOXKETE M3y4daTh Ha HEM
HOBYIO JICKCUKY B KOHTCKCTE.

http://short-stories.co.uk/ A »ToT caliT HOJOUAET BCEM TIOOUTEISIM XYI0KECTBEHHOM TUTEPATYPEL. 31€Ch
HET aJalTHPOBAHHBIX TEKCTOB MM CIIOBapel, TOIFKO PACCKA3bl aHTIIOSA3BIYHBIX aBTOPOB B HEM3MEHEHHOM
Buje. Ha caiite mpencraBiieHbl § TOIMYJSPHBIX KAHPOB: JICTCKAas JMTEPATypa, JCTEKTUB, (paHTACTUKA,
y’Kachl, FOMOp, JIOKyMEHTaJIbHAs IP03a, pOMaH, HayuHas (haHTacTuka. Eciiu Bel HaxoauTech Ha ypoBHe Pre-
Intermediate, mompoOyiiTe HaYaTh YATATH JETCKHUE PACCKA3HI.

http://easyenglisharticles.com/ Dto elire ouH pecypc ¢ TEKCTaMH IS H3YJIAIOMINX aHTIAHACKHUIMA 361K, CaiiT
OpHEHTHPOBAH Ha ydwalmuxcs C¢ ypoBHeMm Pre-Intermediate u Bbime. Bce crathu Ha 3TOM caiite
aJIaITUPOBAHBI [T yYAIIUXCSI: B TEKCTaX COJACPKHUTCS TOIBKO HanOOJIee 4YacTo yrmoTpeoiseMas JISKCHKA U
rpaMMaTHKa CPETHETO YPOBHS CIOKHOCTH. TEeKCTHI B OCHOBHOM IIPEACTABISIOT TMOCIEIHAE MHUPOBBIC
HOBOCTHU, HO €CTh U pa3HbI€ CTATbU-COBCTHI 110 U3YUCHUIO NHOCTPAHHOT'O A3bIKa, CAMOCOBCPHICHCTBOBAHUIO
u T. 1. CaMbIe CBE)KHE HOBOCTH CO BCErO MUpPA B a/IallTUPOBAHHOM BapuaHTe! OOpaTUTe BHUMAHKE: MTOCIIS
Ka)KIOW CTaThU €CTh CIIMCOK CJIOB, PEKOMEHYEeMbIX K m3y4deHunto. [lompolOyiiTe yragaTh ux 3Ha4eHHUE U3
KOHTEKCTa, 3TO, KaK IPaBUJI0, BEChMa IMOJIC3HAsS ISl U3yUCHHUsI JICKCUKA.
http://www.infosquares.com/readingcomprehension/ Ha stom caiiTe mpeacTaBI€HO BCErO HECKOILKO
JIECSITKOB TEKCTOB, OJJHAKO OH JOCTOWH Balllero BHUMaHWA. Pecypc momoiier ais 3aHATHI YIeHHUKaM C
ypoBHeM Intermediate u Beime. Pecypc oTimgaercs oT mpeApAyIIAX CAiTOB TEM, YTO Ballla 3a/1a4a Tenepb
— HC IPOCTO NPOYNTATh TEKCT U IMMOHATH OCHOBHYIO MBLICJIb, a4 YJIOBUTL JAXKE MeJlbuaninme JcTalin. Ha
BKJIAJIKE C JIF0OOH CTaThel Bbl HAMIETE HE TOJILKO CChIJIKY Ha CaM TEKCT, HO M TECT Ha MPOBEPKY OHUMaHUS
npouyntanHoro. [loaToMy MBI coBeTyeM OOpaTHTh BHHUMaHHE Ha ATOT PECypc BCEM, KTO TOTOBUTCH K
9K3aMEHY 110 aHTJIMHCKOMY SI3bIKY, BEJlb Bbl MOKETE «OTPEIETHPOBAThLY Ha 3TOM pecypce cekinto Reading.
3ajiaya 3TOro caiiTa — MPOBEPUTH, HACKOJIBKO XOPOIIIO Bbl IOHUMAaETe TEKCT. [103TOMy MBI peKOMEHyeM
3aHMMATKLCS Ha 3TOM CaiiTe MPUMEPHO pa3 B MECSII, a B OCTaJIbHOE BPEMs YUTATh JPYTHE CTaThU. TakuM
o0pa3om, BbI OyzieTe BUAETh, HACKOJIBKO OBICTPO Pa3BUBASTCS BAlll HABBIK YTCHUS HAa aHTJIMICKOM SI3bIKE U
HACKOJILKO Bbl BHUMATECJIbHBI ITPU YTCHUU.

http://web2.uvcs.uvic.ca/courses/elc/studyzone/330/reading/ DToT callT CX0X € MPEABLAYLIIAM: HEOOIbIIOE
KOJIMYECTBO MAaTEPHaJOB C JIMXBOH KOMIIEHCHPYETCS HAIMYUEM PAa3HBIX YIPAKHEHHH, MPOBEPSIONINX
MMOHUMaHHUE TeKCTa. 37IeCh MOKHO 3aHUMAThCs C ypoBHEM Pre-Intermediate u Bbiie.
http://dreamreader.net/ Dtot pecypc 3auHTEpECYET TEX, KTO JIOOUT YMTATh Pa3HbIe MO3HABATEIbHBIC U
pasBiekatenbHble cTaThtl B lHTEpHETE. CaliT mozoiaeT yuamumcs ¢ ypoBHeM Elementary u Bbime.
Boubliie Bcero TeKCTOB Ha 3TOM caiiTe nmpejcTasieHo B pasaenax Fun English u Academic English.
HpeHeCTB cTaTel B TOM, YTO HAIMMCaHbl OHU XOTh U IMMPOCTHIM, HO JKUBBIM SA3bIKOM. A paccMaTpruBacMbIC B
CTaThsIX TEMbI AKTYaJIbHBI i OCBEIIAIOT CaMble pa3HbIE CTOPOHBI JKU3HU: OT s3bIKa Tela 10 gact-pyaa, oT
HJIO no «xomaypux» uauoM. K kax1oMy U3 TEKCTOB IpUJIaraeTcs psijl BOIPOCOB, TOMOTAOIIUX
ITPOBEPUTH, HACKOJIBKO XOPOMIO BbI ITOHAIU IIPOYUTAHHOC. Br1 MokeTe He IIPOCTO YUTATh CTATbIO, HO 1
MOCITyIIaTh ee.

2.7. CamocTosiTeIbHAA padoTa HaJ MHCHMOM

H3yuaiiTe npaBu/ia HAMMCAHUS CJIOKHBIX CJIOB. 3alIOMHUTH MPABOMTUCAHUE MHOTHX CIIOB OyJIET MpoIIie,
€CJIM 3HaTh MPaBUIIa, 110 KOTOPBIM OHM muiryTca. Hanpumep, B cratbe «Silent letters. HemponzHocumele
OYKBBI B aHTJIMHCKOM SI3BIKE» YETKO M TIOHATHO OOBSCHSIOTCS MTPaBUiIa YIOTPEOJICHUST HEMPOU3HOCUMBIX
OykB. Mzyunte 3Ty cTaThio, M Y Bac y)Ke He BOSHUKHET jkeyaHus Harnmcath nowledge BMecto knowledge
http://engblog.ru/silent-letters. Taxxe coBeTyeM 03HAKOMUTBCS U €O cTaThel «Opdorpadust aHTIHECKOTO
SI3bIKa», B HEH MPEJICTABJIICH CIMCOK ITOJIE3HBIX MAaTEpHUajOB JIJIsi COBEPIICHCTBOBAHUS MPABOIHCAHUS
http://engblog.ru/spelling.

HUcnonpb3yiiTe mpueM M3 IIKOJbI. BCIIOMHUTE, KOIJIa Mbl COBEPIIANN OMIMOKY B JUKTAHTE, YUUTEIIb
3acTaBIIsLl HAC MPOMHUCHIBATH C0BO 5-10 pa3. OH menai 3To He U3 )KeJaHusl HaKa3aTh YUCHHKa, a JJIsl TOTO,
yTOOBI B HAlIel MaMATH TPOYHO 3aKPENUJIOCh MPaBUIbHOE HamucaHue cioBa. llompoOyiiTe nenartsb
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AQHAJIOTUYHO W C TIPABONHMCAHWEM AHTIHICKUX CJOB: KaK TOJBKO OIMIMONHCH, BO3BMHUTE TETPAIKYy U
HANUIINTE MTOHIATHE MPABUIBHO HECKOJBKO pa3. BeIMomHsS Takoe yrnpakHeHHe, BbI BKIIOYaeTe B padoTy
MEXaHMUYECKYI0 MaMATh, a 3TO 3HAYUTEIBHO O0JeryaeT 3allOMHHaHUE cjioBa. MalleHbKas XUTPOCTb:
MHorwue QUI0NIOoTH U TUHIBUCTHI COBETYIOT OTKa3aThCsl OT MPOMHUCHBIX OYKB. OHM pEKOMEHAYIOT IleuaTaTh
CJIOBO Ha KJIABHAType I MHCATh €ro MeYaTHRIMA OyKBaMH. B XoJle 3KCTIEepUMEHTOB BBISICHHIOCH, YTO
nevyaTHble OyKBBI MMEIOT YETKYI0 (OpMy, TOSTOMY MO3TY MPOINE 3allOMHHUTH HamMcaHue cioBa. Uto
KacaeTcsl MPOMUCHBIX OYKB, TO MOYEPK OBbIBACT pa3HbI, U (HPAaKTUUECKH KaKJbIH pa3 Mbl MUIIEM OyKBY
HEMHOTO MO-APYyroMy. JTO yCIOXKHSAET Bocmpustne nHpopmarmn. [lompoOyiite medataTs, a He MHCATH,
BO3MOYHO, 3TO UIMEHHO TO, YTO BaM HY>KHO.

IIpakTukyiiTech, NPaAaKTUKYHTECH U ellle pa3 NPaKTHKYiiTech. YTOObI HAYYHUTHCSI BOAUTH MAILIUHY, BaM
HYKHO KaK MOKHO Yallle CaJUThCs 3a PyJib, @ YTOObI MUCATh TPaMOTHO, HY>KHO KaK MOKHO YaIlle CaJuThCs
3a CTOJ W nucaTh. [lompoOyiiTe nenaTes pa3mmyHbIe 3aiCH Ha aHTIIHICKOM SI3BIKE, IIPAKTUKOBATHCSI MOYKHO
Tak: Benute nHeBHHMK, a sydnie monpoOyilTe 3aBecTH OJOT Ha aHIIMICKOM si3bike B HTepHere.
CaMoBBIpa)XE€HNE U TEIUIble KOMMEHTapuU 4MTaTelell BOOAYIIEBAT Bac Ha HOBble MoJBUTH. [lemaere
JoMarrHee 3a1anre? Hanummre wim HarieyataiiTe ero, a He MpoCcTO OTMETHTE HY)KHBIE OTBETHI B yUeOHHUKE.
Heno sTto Tpynoemkoe, HO OKymuTcsi cropulieid. [loHpaBuiiach MHTepecHass LUTaTa WIA HAMOMA Ha
anrimiickoM s3bike? He kommpyiite ee cebe Ha KOMIBIOTEp, a HalleyaTaiiTe BPy4HYI0. DTO OTIMYHBIHA
MpreM, COBMelaromuil B cebe u o0ydeHne, U pasBiieueHre. BriOeprTe HHTEPECHYI0 KHUTY HIIN OJIOT B
WNurepnere. ExxenneBHO nepenucbiBaidiTe 1-2 cTpaHUIbl TEKCTa, MPUYEM CIOBO B CJIOBO. DTO OJIUH W3
CaMbIX JICHCTBEHHBIX METOIOB yiyulieHus spelling.

3ageiicTByiiTe lAeTH3M. DiifieT3M — QoTorpaduueckas namsTh, KOTOpas OTBEYACT 3a 3alIOMHUHAHUC
3pUTENBHBIX 00pa30B. 3a/eiicTBOBATh €e Jydllle BCEro TpW HM3y4eHHH HOBOTO CJIOBAa. BHUMarenhHO
CMOTpPUTE Ha HEro, MocTapaiTech 3allOMHUTH ero (GopMy, HOpsIoK OYKB, 3aTeM 3aKpOWTe Iiasza |
nocTapaiTech MPEICTaBUTh €r0 — Yy Bac B MaMATH OTJIOKUTCS 3PUTENBbHBIA 00pa3 HOBOTO IOHSTHSI.
OOHOBPEMEHHO C TPOCMOTPOM TPOU3HECUTE CJIOBO, YTOOBI 3TH 3BYKH aCCOIMHUPOBAINCH y Bac C
KOHKPETHBIM NPaBWIbHBIM HalUCaHUEM. BBINONHSNTE 3TH ASUCTBUS MpPU KaXIOM MOBTOPEHUHU, TOIAA
yrpakHeHHEe ObICTPO MPUHECET CBOU TUIOIBI.

Caepsiitech co cioBapeMm. Korzia nurmiere cioXHOE CIOBO, HE IOJIaralTech TOJIBKO Ha CBOIO MaMSATh,
MIpOBEpsIiiTe HaNMcaHue B clioBape. Jlydiie nucaTs MeATICHHO, 3aTO MPABUIIBHO, 9YeM OBICTPO U HETPAMOTHO.
He niepeskuBaiiTe, mociie HECKOIBKHUX «ITOJITIISABIBAHUI BBl 3aIIOMHUTE CIIOBO M OyJIeTe YBEPEHHO IMHCATh
ero 6e3 BCSKHUX MOJICKa30K.

CocraBbTe COOCTBEHHBIN CJI0BAPh. B TMUHBII ClI0Baph BKIIOYHUTE TOJIBKO T€ CJI0BA, HATMCAHUE KOTOPBIX
BBI3BIBACT y Bac TpyAHOCTH. PaboraiiTe ¢ 3TUM «HeThiemM» Kak OOBIYHO TIPW M3YyYEHHH aHTIINHCKOM
JIEKCUKHU: YacTO MpPOCMAaTpHUBaiiTe, MOBTOPSITE, MEPEBOJUTE C PYCCKOTO HAa AaHTIUICKUI (JIydine BCero
MUCbMEHHO). JTO IOMOXET BaM JIETKO BbIyUUTb [IPABOMMCAHUE aHIJIMHCKOTO SI3bIKA.

Bcnomuure 06 3¢ pexte Pecropdd. Jlyume Bcero Ham 3anoMuHaeTcst HHOOPMAITUS, BBIICISIOMASICS U3
o0mieit maccel. Mcnonb3yiite adhdext cede Bo Oiaro. Kak cienars ciioBo 3anoMuHarommmMes? Boinennure
€ro M3 JIPYTHX CJIOB B MPSMOM CMBICIE — IPH TIOMOIIM SIPKOM PyYKH WM [BETHOro mmpudra. Mosr
BBIJICTIUT 3Ty WH(MOPMAITUIO U3 OCTAJIbHBIX CIOB M 3allOMHUT. [loMHHTE, Beb B ITKOJIE HAC 3aCTaBIISLTH
JlenaTth aHAIOTMYHO HAa YpOKaX PYCCKOTO S3bIKa: CIIOBapHBIE CJIOBA MBI BBIJIENSIN PAa3HOIBETHBIMHU
pyukamu. MasienbKkast XuTpocTh: HekoTopble eiaroru COBeTyIoT He IPOCTO BBIACIATH CIIOBO, HO M THCATh
Ka)1y1o OyKBY pa3HbIM IIBETOM. BpemeHnu Ha Hanrcanue yiaer Oosblie, padoTaTh ¢ HOHSATHEM BbI OyzeTe
JOJIbIIE, MTOSTOMY M 3allOMHHUTCS OHO ObicTpee. OO0s3aTeNbHO MOMPOOYHTE Ha MPaKTHKE 3TO MPOCTOE
yHIpaxHeHHE.

Pao6oraiite ¢ Microsoft Word. Vcronb3yiiTe aBTOMaTH4eCcKyt0 TIpOBepKy opdorpaduu HE TOJNBKO I10
NpsSMOMY Ha3HaYCHMIO, HO U JuIs 00y4eHust. Kak Tolbko yBHIHTE, YTO IPOTpaMMa HCIPaBUIIa KaKoe-TH00
CJIOBO, COTPUTE €ro ¥ HANMIITUTE BPYYHYIO MPABMIIBHBINA BApUAHT. ITO HEMHOT'O YBEIUYUT BpeMsl pabOThI
C IOKYMEHTOM, HO OyJIeT MOJIe3HBIM yIpakHeHueM Juis spelling.

YuraiiTe kKak MO:kHO yamie. Kak 3aoMHUTB JIMII0 HOBOT'O 3HAKOMOT0 uin Koyeru? HyxxHo vaiiie ¢ HUM
BUJIETHCS. 3alIOMHHATH HAITMCAHHUE CJIIOB MOXKHO M HYKHO aHaJOTHYHO: CTapaiTech BCTPEUaThCs C HUMHU
yacro. [Ipore Bcero 3To OyneT JienaTh, €Clid Bbl Oy/IeTe YUTATh Pa3HOOOPa3HbIE aHTIIOSA3bIUHBIC CTATHH U
KHUTH. DTOT NpHUEM, MOKaldyl, caMbli MHTEPECHBI M HEHABA3UUBBINA, BEJb Bbl yUUTE MPABONHCAHUE
ABTOMATUYECKH BO BPEMsI UTEHUSI.

TecTupyiite cBou 3HaHus. B VHTepHeTe MOXHO HAWTH MHOIO Pa3HOOOpa3HBIX TECTOB W OHJIAMH-
33/1aHUM, KOTOpbIE IMOMOrYT BaM COBEPIICHCTBOBATh HABBIK IMPAaBOIMCAHUS Ha AHIVIMMCKOM S3BIKE.
Hampuwmep, MHOT0 pa3HooOpa3HbIX TECTOB MO>KHO HalTH Ha ITUX caifTax:
https://howtospell.co.uk/spellingquiz.php, http://eslus.com/LESSONS/SPELL/SPELL.HTM.
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Hrpaiite B npaBu/IbHbIe UTPbI. V3ydeHne aHMIMHACKOTO sI3bIKA JIOJDKHO OBITh JIJIsl BAC YBIICKATEIBHBIM.
A chenate €ro TakuM MOMOTYT pa3HOOOpa3Hble 00ydYaroIue OHIAHH-UIPhL. MIX MOXHO HCIIONB30BaTh B
nepepbIBe MEXAY YIMPaXKHEHUSIMH: BBl 3I0POBO Pa3BlEUYETECh M B TO K€ BPEMs MPOAOIDKUTE YUUTh
anrnmiickuii. [Tourpath ¢ monab30i MOXKHO Ha caiitax http://www.wordgames.com/, http://www.merriam-
webster.com/word-games, http://www.funbrain.com/spell/.

H3yuyure npaBuia yrenusi. Ecim BeI Oyzere 3HaTh IpaBuIIa YTCHUS aHTIIMHICKOTO S3BbIKA, BAM OyIeT Jierde
JoragaThbesl, Kak mucaTth He3HAKOMOE CJI0BO, HCXOAsl U3 ero 3Byuanus. Spelling bee - urpa s rpaMOTHBIX
mrofiei. XOTHTe MPOBEPUTH CBOM 3HAHMA? XOTHM OTMETHTbh, YTO IPABOIHCAHUE BBI3BIBACT TPYTHOCTH
JlaXke y HOCUTeJel sA3bIka. FIMEeHHO MOATOMYy B AMEpHKE €CTh Pa3IMYHbIe KOHKYPCHI, KOTOPBIE TIPH3BaHbI
MPOBEPSITh IPAMOTHOCTH JItozeH, HarpuMep Spelling bee. D10 copeBHOBaHUE, B X0/l KOTOPOTO JIFOJSIM
Ha3bIBAIOT PA3JIMUHBIC CIIOBA, & OHH JIOJDKHBI MIPOM3HECTH MO OyKBaM, KaK MUIIYTCS 3TH MOHATHS. KTo
crenan omuOKy — BEIOBIBaeT. Ha kaxoM 3Tamne KOHKypca JaloTces Bece 0oJiee CIOKHBIE CI0Ba, ITOKa HE
ocTaHeTcsi oJuH nolOeanTens. BriepBrie KOHKypC OBUT MpoBelieH B AanekoM 1925 rogy u ¢ Tex mop He
TepsieT nomysipuoctu. Celiuac Spelling bee mpoBoAsIT B pa3HbIX CTpaHAX MUPA.

3. METOAUYECKHUE PEKOMEHJAIIUU 110 U3YUYEHUIO TEOPETUYECKOI'O
MATEPHUAJIA

N3zyuenune mo0oro paszena cienyeT HauMHaTh C O3HAKOMJIEHHS C BONPOCAaMM IUIaHA
u3ydeHus: TeMbl. [IpW W3ydeHUHM TEOPEeTHUYECKOro MaTephajia HEoOXOIUMO HCIOIb30BaATh
PEKOMEH/1yEMYI0 OCHOBHYIO U JONOJHUTEIbHYIO JTUTEPATypy AJIs JYUILEro yCBOSHHUs MaTepHala.

OcBauBaTh TEOPHUIO CIEAYeT B COOTBETCTBHHM C TOHM MOCIIEAOBATEIBbHOCTBIO, KOTOpas
IpEeJCTaBJICHA B INIAHE CAMOCTOSATEIbHBIX U IPAKTUUECKUX 3aHATHH.

Metoauka paboThI C IUTEPATypOl MpeAyCMaTpUBAET BEACHHUE 3alMCH IPOYUTAHHOTO B
BUJIE TJIAHA-KOHCIEKTAa, OOPHOI'0 KOHCIEKTA U T.JI. DTO NO3BOJIMT C/IE/IaTh 3HAHUS CUCTEMHBIMH,
3a()MKCUPOBATH U 3aKPEIUTH UX B MaMSITH.

KoHcnekT — ciioxHbIH c11oco0 U3J105KEHHsI COIepKaHUsI KHUTH UM CTaTbU B JIOTMUYECKON
MOCJIeI0BATEIBbHOCTA. KOHCIIEKT aKKyMyJIMpyeT B ceOe MpeablIyIIie BUIBI 3alUCH, TTO3BOJISET
BCECTOPOHHE OXBAaTHTh COJAEp)KaHUE KHMTH, CTAaThbH, TEKCTa, I'PaMMaTHYECKOr0 MaTepuaia.
HOBTOMy YMCHHUE COCTABJIATH ILJIaH, TC3UCHI, JCJIaTb BBIIIUCKU U APYTUC 3allUCU ONPCACIACT U
TEXHOJIOTHIO COCTABJIEHHS KOHCIIEKTA.

MeTtoanyecKue yKa3aHusl 0 COCTABJIEHUI0 KOHCIIEKTA
1. BHuMaTenpHO NpPOYUTAWTE TEKCT. YTOUHUTE B CIPABOYHOW JUTEpaType WM ClloBape
HCIIOHSTHBLIC CJIOBA. HpI/I 3aI1ucu HE 336YI[I>TG BBIHCCTHU CIIPABOYHBIC JAHHBIC Ha ITOJIA KOHCIICKTA,
2. BeienuTe riaBHOE, COCTaBbTE IUIAH;
3. KpaTko cpopmymnupyiiTe OCHOBHBIE MOJIOKEHUS TEKCTA;
4. 3akoHCHEKTHpPYWTE MaTepHuaji, 4YeTKO cieays MyHKTaM IUlaHa. lIpm KOHCIEKTUpOBaHUU
CTapaiTech BBIPa3UTh MBICIh CBOMMH CIIOBAaMH. 3aITUCH CJIETyeT BECTH YETKO, SICHO.
5. I'paMoTHO 3anuchiBaiiTe nuTaThl. LIUTHPYS, yYUTHIBAiTe TAKOHUYHOCTh, 3HAUUMOCTh MBICITH.

B TekcTe KOHCHIEKTa JKeIaTelIbHO MNPUBOAUTE HC TOJIBKO TE3WCHBIC ITOJOXKCHUA, HO U UX
JoKazarenbcTBa. [Ipu odopmiIeHMM KOHCIEKTa HEOOXOJMMO CTPEMHUTHCS K €MKOCTH Ka)KJOro
npeutoskeHusl. MBICIIM  aBTOpa KHUTH CIIEAyeT u3jaraTh KpaTrko, 3a00TsICh O CTHIE |
BBIPA3UTENbHOCTH HATUCAHHOTO. [l yTOYHEHHUS ¥ IOTIOJIHEHHSI HEOOXO0AUMO OCTaBJIATh MOJIS.

[Tpomerypa TpoBEepKH KOHCIIEKTA BKIIFOYaeT B ceOs MepedeHb BOMPOCOB 0a30BOTO
MOBBIILIEHHOTO YPOBHEH 15 COOeCeIOBaHMS.

MeToauuecKkue peKOMeH/ AU M0 NPeICTABIEHHI0 H 0()OPMIICHHI0
pe3yJabTaToB codece10BaHUSs

Co0ecenoBaHue npeacTaBiseT cOO0N HHINBUYaTIbHYIO O€cey C KaKIbIM CTYAEHTOM I10
IPEeUIOKEHHBIM BOMPOCaM C IMOCIEAYIOIIEH OIIEHKOH MX MOAroTOBKH. Llenbio naHHOM dopmbl
3aHATUA ABJIICTCA OCYIICCTBJICHUC TCKYHIETO KOHTPOJIA 3HaHUHA 1o TeMme. B 3a1a4yu
cobeceJ0BaHUs BXOAUT MPUOOpPETEHNE HaBbIKA PA0OTHI ¢ HCTOYHUKAMU U JINTEPATYpPO; yMEHUS
IPaMOTHO COCTaBJISATh KOHCIIEKThI M NOJIb30BATHCS UMH; BBISIBIIATH PA3JINUHbIE TOUKH 3pEHUS Ha
npobJeMy U CTeTeHb ee pa3padOTaHHOCTH B JIUTEPATYpe.

CoOecenoBanue mpenmnosaraerT  o0s3aTelbHOE  KOHCIEKTUPOBAaHME TEKCTAa WM
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rpaMMaTHYECKOT0 MaTepraa, a TakKe MpopadoTKy BCel MPeI0KEHHON JINTEPATYPHI TI0 TEME.
Bompocel mist cobeceoBanuss M KpuTepuu orneHuBaHus mnpuBeneHbl B ®OC maHHOM
JTUCIIAILINHEI.

4. METOANYECKUE YKA3AHMS 11O BUJIAM PABOT,
NPEJIYCMOTPEHHBIX PABOYEN TPOI'PAMMOM JUCHUITJIUHBI
4.1. IToaAroToBKA K NPAKTUYECKUM 3aHATHAM
Memoouueckue ykazanus no n0O20MoKe K NPAKMUYECKUM 3AHAMUSIM.

K camocrostensHOI pabOTe OTHOCHUTCS TOATOTOBKA K MPAKTHUYECKOMY 3aHATHIO W
BBITTOJIHEHHE JIOMAIITHETO 3aaHHUs.

JlomaliHee 3ajaHMe COCTOMT W3 HMHJIMBHUAYAIbHBIX 3aJaHUM, MPOLENypa IIPOBEPKHU
KOTOPBIX BKJIIOYAaeT B CeOs MepedYeHb MNPAKTHYCCKUX YIPWKHEHUH W BOMNPOCOB JUISA
cobecenoBaHus.

HToroBplii NPOAYKT CaMOCTOSITEJILHOW PA0OTHI: WHAUBUYAIBHOC 33JaHHC.
CpencTBa M TEXHOJIOTHH OIIEHKH: COOSCeIOBaHUE.

4.2. MeTtoanyeckue yKa3aHus M0 COCTABJECHUIO IJ10CCAPUS 10 TEKCTY

ITonoGHO r000MYy ClIOBapIO IiIoCCapuil COCTOMT M3 aBTOHOMHBIX JIEKCUUECKUX €IMHHLI,

PacoIOKEHHBIX:

- 110 andaBuTy;

- IO Mepe TOSBJICHUS TEPMUHOB B TEKCTE WU 33/1aHUH;

- B COOTBETCTBUH C TEMOH M3y4aeMoro paszesna JUCIUILUIMHBI.

Jlnist cocTaBiieHUs TI0Ccapysl MO 3a/laHHON TeMe HY)KHO HaWTH MH(OPMAIMIO C Pa3HBIX
UCTOYHUKOB (ceTh «/HTepHET», SHIMKIIONEIUH, IPaKTHUECKUE oco0us, yueOHas JIuTepaTypa),
U3YYUTH €€ U COCTAaBUTh B PYKOITMCHOM BapHAHTE WU TOJIb3YsCh TEKCTOBBIM IIPOIIECCOPOM.

PabGora nomkHa ObITH T@pejcTaBieHa Ha Oymare ¢opmara A4 B meyaTHOM
(KOMIIBIOTEPHOM) UJIM PYKOTIMCHOM BapUaHTe.

Kaxnas nexcuueckas eIMHHUIIA 3alMCHIBAeTCs Ha OTIENbHOM cTpouke. B cocrtaB ee
XapaKTEPUCTHKHN JIOJDKHBI BXOJIUTh HE TOJBKO KpPaTKOE TOJIKOBaHHWE, HO M KOMMEHTAapHH,
IPUMEPBI, MOSICHSAIOLINE LUTAThI, CCBUIKM Ha JIMTEpaTypy. [ JIaBHBIM OTIMYHEM IJIOCCApHUS OT
OOBIYHBIX CTIOBapei ABIsiETCS (POPMUPOBAHUE €TO B KAYECTBE €IMHOTO KOMIUIEKCa HHPOPMAIIUN
B COOTBETCTBHH C MCCIIEI0BATEIbCKON WM MPAKTUUECKON 3a/1aueil.

PexomMeH1alIUH 110 COCTABJICHHIO IJI0CCAPHS:
* 'naBHOe mpaBHJIO TJiOCCApUsl — JOCTOBEPHOCTb. [losicHeHHe MOKHO Haubosiee TOYHO
OTpakaTh CYTh JIEKCHYECKOW €IUHUIIBI.
* IlosicHeHue 10JI5KHO ObITh KOPPEKTHBIM U MOHATHBIM. Helnb3s Mcnosb30BaTh OTKPOBEHHBIE
YKAPTOHU3MBI, HO ¥ CJIMIIIKOM CJIO’KHBIM HAYYHBIH TEKCT MOKET TOJIBKO 3aIyTaTh MOJIb30BATEIIS.
* YuuThIBaTH BCe BapuaHTbl. EciM OAMH M TOT X€ TEpPMHUH MOXKET HMMETh HECKOJIbKO
PaBHO3HAYHBIX 3HAYCHHWW, HY)KHO YYHTBHIBATH BCE BAPHAHTHI, W HAa KOHKPETHBIX MpUMepax
NPUBOINUTH 3HAUCHHE TEPMUHA B TOM WJIM UHOM KOHTEKCTE.
HToOroBblii NPOAYKT CAMOCTOATEILHON PAa0OTHI: CIIOBAPHAs CTAThs.
CpeacTBa M TeXHOJIOTHM OLEHKH: COOece0BaHUeE.
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