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BBEJAEHHUE

YueOHoe mocoome «Business correspondence and documents / [lenosas
KOPPECHOHJICHIIUSI U JOKyMEHTallWspy pa3paboTaHo B  paMKax Kypca
«HOCTpaHHBI S3BIK B MPO(PECCHOHAIBHON KOMMYHHUKAIIUW» JUIS CTYIIEHTOB,
oOyuarormuxcst 1o HampaiieHnto 49.03.01 ®usmueckas KyJabTypa C IIEJBIO
dbopmupoBaHUs OOIIEKYJIBTYPHOM KOMIETEHIIMU: CIIOCOOHOCTH K KOMMYHUKAIIUH
B YCTHON W NMUCBMEHHOW (opMax Ha MHOCTPAHHOM SI3bIKE ISl PEIICHMs 3ajady
MEKIIMYHOCTHOTO U MEKKYJIbTYPHOT'O B3aUMOJIEVCTBUS.

[TocoOue cocTouT W3 BBEIECHMS, OCHOBHOM 4yacTu (y4eOHbIN Marepuan AJis
MPAKTUYECKUX 3aHITHI), MPUIOKEHUN: OCHOBHBIE MpaBwiia opdorpabuu u
NYHKTyallud aHTJIMHCKOTO sI3bIKa, COKpAILEHUS, YIOTpeOsieMble B JEIOBOM
MEPEINCKE, CIHUCKA HCMOJIb30BAHHOM JUTEpaTypbl. B OCHOBHOM HacTh Kaxaas
IJIaBa COCTOMT W3 YEThIPEX MOATJaB (BHIOB JEATEIbHOCTH). Pa3BUTHUE HABBIKOB
YTEHUS po(ecCHOHaTbHO-OPUEHTUPOBAHHBIX TEKCTOB u o0pa31oB
KOPPECHOHAEHIIMM M JOKYMEHTOB, O3HAKOMIICHME C JEJIOBOM JIEKCUKOM,
IIPEICTABIICHHOM B TEKCTAaX, U YINPAXKHEHUSAX, O3HAKOMJIEHUE C HEKOTOPHIMHU
O0COOEHHOCTSIMU aHTJIOSI3bIYHBIX CTPaH.

Lenpro 00yueHus siBisieTcst GOpMHUPOBAHUE/PA3BUTHUE Y CIyIIATENEH 3HAHUM
Y HaBBIKOB JI€JIOBOT0 NMChMa Ha aHTJIMIICKOM SI3bIKE.

OcHoBHBbIE 337a4u O0yUYEHUSI:
e pAa3BUTHE HABBIKOB MHUCHMEHHOW PEYM U BBIPAKEHUS CBOMX MBICIEH Ha

AHTJIMHACKOM SI3bIKE B CUTYAIIUSX JIETIOBOTO OOIICHMUS;

e pacCHIMPEHHE AKTUBHOTO (IMIPUMEHSEMOI0) CJIOBAPHOIO 3amaca Mo TeMaTUKe

JIEJIOBOTO aHTJIMHCKOTO S3bIKA;

o TIOBBIIICHUE OOIIETr0 YPOBHS BIAJACHUS aHTJTUHUCKHUM SI3bIKOM;
¢ BOCIHTAHHE TOJIEPAHTHOTO OTHOUICHUS K KYJIbTYpE U3YyUaeMOTO S3bIKA.

[TocoOue naer BO3MOXXHOCTBH' TPAaBWIIBHO COCTaBUTH JIEJIOBOE IMHCHMO,
ANIEKTPOHHOE COOOIIEHNE, MPOBECTU MEPEroBOPhI, KOPPEKTHO COCTABUTH JIEIIOBYIO
nokymeHTanuio. I[loackasku 00 0COOEHHOCTSIX, OOILENPHUHATBIE O00OPOTHI PEyH,
TEMaTUYECKHUE CIOBApHU, MHOTOYUCIICHHbIE IPUMEPHI IIOMOTYT CIIyIIATENsIM Kypca
HE TOJIbKO M30€KaTh HEJOBKUX CUTYallMi, HO U YBEPEHHO YYBCTBOBAaTh CEOs Mpu
JHOOBIX JIETOBBIX KOHTAKTaX.

YyebHoe mocoOue SBISETCS CHHTE30M YXKE CYIIECTBYIOIIMX M OMUCAHHBIX
HOPM JICJIOBOM IHCBMEHHOM peuYd, TakuMu aBTropamu Kak HM3paunesnu E.E.,
CnoonukoB B.B., Cense A.B., a Takke aBTOpPCKUX pa3padOTOK y4eOHO-
METOJMYECKOT0 MaTepHajia caMoro COCTaBHUTENS JAAHHOTO mocobus. Marepuaibl
y4e0HOT0 MOCOOMs YCIIEITHO alipoOUPOBAHBI HA 3aHATUSX MHOCTPAHHOTO SI3bIKA.

[TocoOue pexomenayeTcs g pabOThl B CTYJEHUYECKUX IPYINax B KaUeCTBE
JOTIOJTHUTENBHOU JTUTEPATYPBI K OCHOBHOMY.
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Unit 1.
Business emails
(JdeoBbIe 3JIEKTPOHHBIEC MUCbMA)

To... Compusion Ltd.
Subject: Quad sound systems

Dear Sir / Madam

Please would you send me details of your quad sound systems,
advertised in the April edition of “Sounds Monthly”?

I'm particularly interested in the Omega range.
| look forward to hearing from you.

Beatrix Kaasen (Ms)
Bredgade 51

DK 1260

Copenhagen K

Tel / Fax (+45) 876656
Email: gterfv@intertel.net.dk

Matryoshka Ltd.
34 Tverskaya street
Moscow, 121121

6th April, 2012

Mrs. Diana Ross
World Treasures Inc.
100 East 24th Street
Washington, 20024
USA

Dear Mrs. Ross:

I received your address from “The Moscow Times” and would like
to propose you cooperation with our company. We produce
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Russian nesting dolls called “Matryoshka” that are famous among
tourists visiting Russia; Our dolls are made of sound wood and
are colored with natural paint.

The catalogue numbers about 500 types of matryoshkas of various
sizes. We offer considerable discounts for our regular customers.

You will find enclosed our latest catalogue. We would be happy to
have an opportunity to do business with your company.

Sincerely yours,

Mikhail Smirnov
Senior Manager

Enclosure: catalogue

Active vocabulary (AkTuBHas JieKCHKa)

Dear Sir or Madam oOpallleHHe K YeJOBEKY, €CJIU BB
He 3HAaeTe HU MMEHH, HU 3BAHHU,
HH Ja’XKe TOTO, MY>XYHHA 3TO HIIH

KCHIIUHA

Dear Mr White (Ms White/Mrs oOpamieHue K ajgpecary 1o

White/Miss Catcher) bamunumn

Dear Mr John oOpamieHue K agpecary 1mo UMEHH
(mpu 60j€e OIU3KOM J€JIOBOM
3HaKOMCTBE)

Dear Nick oOpalieHue K agpecary o UMCHH

IIpru OYCHb JaBHCM, IIPAKTHUYCCKH
JIPYXKECKOM JEJI0BOM 3HAKOMCTBE

Thank you for your message Cnacubo 3a Bame cooOmIeHue

Thank you for your e-mail of... Cnacu0o0 3a Bamie 3JICKTPOHHOE
MUchbMO OT (Harta)...

With reference to your phone.call/ B oTHOmeHHUHU Bamero

letter of (0ama)l advertisement in TenedoHHOTrO 3BOHKA/ MUCHhMa

«NW Magazinen» ... (Takoro-To uuciaa)/ oObSABICHUS B
xypHaie NW Magazine...

In reply (in answer/ in response) B orBeT Ha Balry npoch0y...

to your request...

In accordance (in conformity) B cooTBeTCcTBUH C Balei
with your request ... MPOCHOOH...
In compliance with your Bo ucmomHeHue Bamei mpochOwl...

request...



Further to our conversation/
telephone talk...

We are writing in response to your
publication in...

We were pleased to receive your
inquiry of...

We are writing to inquire about...

We apologize for...

We confirm that...

We would like to clarify...

We kindly ask you to...

| am writing to enquire about/ to

apologize for/ in connection with/
get more details about/ explain...

This is to confirm .

We hereby inform you ...

The document is attached
Please take a look at the
attached document

| have attached the document

You will find

the document attached to this'e-
mail

Replace the old document with the
new one which is attached

As always, if you have any
questions, please send them
directly to me.

If you have any questions feel free
to contact me. /Should you have
any questions, please feel free to
contact me directly

Should you have any questions,
please do not hesitate to ask

Thank you and I am looking
forward to hearing from you
Thanking in advance

B npononxenue Hameit 6ecennl/
TeJIe)OHHOTO pa3roBopa u T...
MBbI vmeM B OTBET Ha Ballly
nyOJUKaIUIo B...

Ham ObIJI0 IpUSATHO MOJYYUTH Ball
3ampoc oT...

MpsI numeM, 4To0bl HABECTH
CIpaBKH O ...

MBI IPUHOCHM CBOM M3BHHEHHS 3a

Mps1 moaTBepxKIAEM, UTO ...

Mpb1 OBl XOTEAH NPOSICHUTD...

Mpu1 1106€3H0 IPOCHUM Bac...

S numy Bam, 4TOOBI Y3HATH 0/
U3BUHUTHCA 32/ B CBSI3U C/ y3HATH
neTaid o/ OOBACHUTD...

Jns noaTBepKACHUSA ...

Hacrtosmum YBCOAOMIIACM Bac ...

JIOKYMEHT BO BJIOKEHUU
[loxxanylcTa, 03HAKOMBTECH C
JOKYMEHTOM BO BJIOXEHUU

S npukpenuna (a) JOKYMEHT BO
BJIOKEHUU

Bbl HaliiéTe TOKYMEHT BO
BJIOXEHUU

3aMeHHUTE CTapbhli JOKYMEHT
HOBBIM, IPUJIOKEHHBIM BO
BJIIOKEHUU

Kak Bcerma, eciu y Bac €cTh
KaKHe-TO BOIPOCHI, MOXKaJyicTa,
oOpanjaiiTech NIpAMO KO MHE
Ecnn y Bac ecTh Kakue-to
BONIPOCHI, HE CTECHAUTECH
oOpaujaTbcs KO MHE/ IPAMO KO
MHE, MOXKaJlyhucra

Ecnu y Bac ecTth Kakue-n1ubo
BOIIPOCHI, MOXKaJIyucra,
oOpamanTech 0e3 KonebaHui
(OCIIOBHBINA TEPEBO).
Cnacubo u Ay OTBeTa OT Bac

3apanee Onarogapio



Please contact us again if we can
help in any way

Yours faithfully

Yours sincerely

Best wishes
Kind regards
Warmest regards.

[Toxanyiicta, oOpamaiTech K Ham
ele, €CJIu MBI CMOXEM BaM
MOMOYb JIIOOBIM 00pazom

C yBaxeHueM, ... (eciau ums
yeJ0BeKa HEU3BECTHO, T.C.
NUChbMO HayMHaloch ¢ Dear Sir
uin Madam)

C yBaxeHuewM, ... (eciu ums Bam
U3BECTHO, T.€. MUCHMO

HadyuHanochk ¢ Dear
Mr/Miss/Ms/Mrs)

Ecau xe BB oOmiaeTecs ¢
YEeJOBEKOM JOCTATOYHO JAaBHO U
oOpamjaeTech K HEMY B MMUChMeE T10
UMEHHU, TO YMECTHO MCITI0JIb30BaTh
A1000# U3 CIeAYIONNA BapUaHTOB
(mepeBecTH MOXKHO KaK «C
HAWJIYYIIHMU TTOXKCITaHUAMUY ):

DONATION LETTER
SAMPLE

(Recipient Name)
(Title)

(Company Name)
(Street Address)
(City, ST ZIP Code)

Dear (Recipient Name):

(Y our Name)
(Street Address)
(City ST ZIP Code)
January 13, 2014

Adventure Works is a social service agency in this countv serving the needs of
families at risk. We recentlv purchased a building but it needs major repairs and
renovations to comply with city building codes. The counseling office also needs
office furiture and equipment, especiall v a photocopier.

“our companyv can help us by providing funds in the form of a grant or bwv
donating goods and services. A copyv of our tax-exempt certificate is attached.

hank vou in advance for vour support.

Sincerel v,

Enclosure




Do you know that...
(A 3HaeTe au Bpl, uTO...)

DIEeKTpOHHAs MoYTa.

DIEKTpOHHAS IMOYTa TAKXKE SBISETCSI CPEACTBOM KOMMYHUKAIWHU,
MO3TOMY UMEET CBOU MpaBUia.

Heob6xoaumo dToO6b Bame nuchbmMo ObLIO 3aMe4€HO, MOATOMY
UCIOJIB3YHTE 3aroJIOBOK C MOJE3HOW MHPOpManueu, 1y OoO0JeTrdyeHus
COPTUPOBKHU MUCEM.

[ToctapaiiTech HCMOJAB30BATh BCTYIJIEHHE, KOTOpoe OyIeT
BhIpaXaTh KOMIIJTUMEHT K ajpecary.

OTkaxuTechb OT JIUPEKEMBHBIX (pa3, MNHUCbMO JOJKHO UMETh
pPEKOMEHAATENbHBIN XapaKTep.

Ncnonp3yiiTe raaroiisl \COBEPUIEHHOTO BHa HWJIHU COBEPUIEHHOTO
BpEMEHU, YTOOBI MOKa3aTh pe3yJbTar.

Kaxnayro TemMy cBOEro mocllaHusi OTHAEISNTE NYyCTOHW CTPOKOH
(urparoT poab ab3aleB) A JYUIIETO BOCIPUATHSI UHOPMAIHH.

He BcraBasiiTe B NUCHMO MeJKHE NOJAPOOHOCTH — [JIS 3TOTO
CIIy>)KaT BJOXEHHBIe (alJbl MJIU CCHUIKM Ha MOJE3Hble MaTepuajbl C
KOMMEHTapusMu B TeKkcTe. Ecliu ke Heo0XO0qUMO MOCHaTh BIOXKECHHBIN
apXWUBHUPOBAHHBIA (aia rar uium zip, npegynpeaure o0 3TOM B TEKCTE
nocjiaHus (4ToObl HE MOAYMaJH, 4YTO 3TO BUPYC).

[loagnuce B DBJIEKTPOHHOM MHUChME CTaBUTh 00s3aTEJIbHO —
MakcuMyMm 4-6 cTtpok. OHa HENPEMEHHO AOJKHA BKJIKOYATh Ballle UMS
(oTuecTBO, €ClIMU XOTUTE, YEOOBI K BaM Tak oOpamaiuch) U paMuiInio, a
TaKK€ MOXHO YyKa3aTh JOJIKHOCTb, HAa3BaHUE M CaWT KOMIAHWH,
KOHTaKTHBIA TeaeoH, aapec PIEKTPOHHON MOUYTHl U APYTHUE CIOCOOBI
CBSI3U C BaAaMH.

bonpmoe BHHUMaHHWE  yJelsgeM  NPOBEPKE —  OTCYTCTBHE
opborpadhuyeckux W MNYHKTYAaIIMOHHBIX OMHUOOK, TOYHOCTh H
MOHATHOCTHh (Ppa3, TOTUYHOCTHh MOCTPOCHHUS TEKCTA.

CumBoan @ (“cobaka”), Bxoasmuid B cocTaB JKOOTO
IEKTPOHHOTO ajpeca, MNO-aHIMJIUUCKKA 4YuTaetrcs [&t] wunm [et]
(mpuMepHOE MNpPOU3HOWIEHHE Mmo-pyccku — “3717). Ha mnuceme B
AaHTJIUMCKOM s3bIKe 3HaK “cof0aka” ob0o3HauaeTcs Kak ‘“at”, mpanja,
HEOOXOJUMOCTh 3aMEHSITh 3TOT CHMBOJI CJIOBOM B NMHUCBMEHHOMW peuu
BO3HUKAET KpalHe peako. A BOT B YCTHOW peyu CHMBOJ “cobaka” B
BUJE CJOBa OYE€Hb Jaxe BocTpeboBaH — g TOTO, YTOOHI
NpPOAUKTOBATH MO TelehOHy aapec DICKTPOHHOW TMOUYTHI TPOCTO
HEOOXOIMMO 3HaTh, KakK TPOM3HOCUTCS CHMBOJ “cofaka” Ha
aHrnumckom s3bike. IlpuBememM mnpuMep >SICKTPOHHOrO ajapeca co
3HaKoOM “co0aka” U MOKaxeM, KaK MNPaBUJIbHO NPOU3HECTU JaHHBIU
agpec DBJIEKTPOHHOW MOUYTHl mo-aHraucku. Hampumep, aapec Bamei
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anekTpoHHOW mouThl (e-mail address) B Poccum  crenyromuii:
f.kuskov@mail.ru Torma mnpoHM3HOMIEHHE 3JEKTPOHHOTO ajpeca Io0-
anrnuiicku Oymet takum: [ef dpvt kuskov et meil dot a: ju:]. Ilo-pyccku
3TO OyJeT 3BydaTh NPUMETHO Tak: “a¢h dom Kyckoe sm m3uUnr oom a
10

OOpatuTe BHUMaHHE, UYTO CHMBOJ “TOYka” NPOU3HOCHUTCS Kak
[dot] (“moT”).

Ecnu e-mail ciumkoM CHOXHBIN, IpUAETCSA TUKTOBATH €r0 MOJHOCTHIO
no OykBam (spell it). Jlnsg 3Toro HE0OXOAMMO 3HATH, KAK MPOU3HOCATCS
Bce OYKBBI aHTJIHIICKOTO andaBuTa.

Ecau  Tpebyercs  mepemaBaTh B ycTHOW  ¢opme  1mo-
aHTIUICKU ajJpec cailiTa B HHTepHeTe, UMEWTE B BUAY, YTO CHUMBOJ /7
gutaeTcs kak ['fowad slaf] (“dboyon cmam™), 3Hak “\” mpom3HOCUTCS
kak [bak slef] (“O5k cimdm™), 3Hak “:” (“ABoeTOUYME”) MO-aHTIUHCKHU
yutaetcsa Kak ['kouvlon] (“koyaon”).

Exercises (YnpaxHeHus)

1. Hanumure 31eKTPOHHOE MUCHhMO, IO BBIIIE JaHHOMY 00pa3my.

2. PacctaBbTe ¢passl B MUChME B MPaBUJIBHOM MOPSIKE.

1) Best wishes

2) Dear, Alison

3) Looking forward to"meet you at last.

4)  Thank you for sending-me your flight details. I will be there at
the airport to meet you.

3. BcraBpTe nponymeHHbIE€ CI0Ba.

(questions, forward, you, message, hesitate)
Thank you for your

Thank for your e-mail

As always, if you have any , please send them directly to
me.

Should you have any questions, please donot to ask.
Thank you and | am looking to hearing from you.

4, [lepeBenure craeayromue NOPEIIOKEHHUS C  PYCCKOTO  Ha

AHTJIMHACKUU A3bBIK:

10


mailto:f.kuskov@mail.ru

Cnacu6o0 3a Bamie 3JeKTPOHHOE MUCHMO OT 3r0 Mas.

Ham Ob1710 IpUSTHO MOJYYHUTH Ball 3aMpoc.

MBI IPHHOCUM CBOU M3BHHEHHS 32 CTOJb MO3JTHUIN OTBET.

Mpbl 1106€3HO0 TPOCUM Bac MPUHITH HAII 3aKa3.

Kaxk Bcerma, ecinu y Bac €cTh KakKuMe-TO BOMPOCHI, MOXKaIyicTa,
oOpamaiTech mMpsiMO KO'MHE.

Cnacubo u XAy OTBETa OT Bac.

3apanee Omaromapio.

C yBaxeHueMm, [[xon CMmur.

5. HamumuTe TeKCT NMUChbMa UCTOJb3YS HHGOPMAIMIO HUXKE:

Hara: 15.12.2015

Anpec: Aurnusi, Manuecrtep, [lonnap Poyna, a. 16, bisk sun I'pun Jlta.
ConepxxaHue:

- coobmuTe o nmoaydeHuu nuchbma 0124.11.2015 u BeIpazuTe cBOIO
O07arolapHOCTh 3a HETO;

- coo0muTe, YTO MO MPOChOE KOMMAHUU BBl BHICHIJIAETE OTJECIbHBIM
MaKeTOM KaTaJor CTAaHKOB, MPOU3BOJAUMBIX BAlIUM NPEANPUATUEM, A
Tak)Ke MpujaraeTe K HeMy NpehuCcKypaHT;

- BBIpA3uTE HaJl€X/1y Ha MOJyYEHHE CKOPOrO OTBETA.

[Tonnuce: M.M.NUBanoB, npeacenarenps «ABC-umnopT»
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Unit 2.
Order letter

2 (ITmcbMoO mpeasIoKEeHNE)

v )

|-

Dear Mr. Smith,

Thank you for your inquiry about our new camera. | have pleasure in
enclosing our pro forma invoice, which gives general information
about the product. This invoice is valid for three months.

In answer to your specific questions:

The total cost of this item is $400, which includes cost, insurance, and
freight. We will be able to deliver your order within 10 days of
receiving it. As you will see, we are prepared to offer you a discount
of 5 % on orders of five units or more. However, unless you already
have an account with us, we will require payment with your order. If
you have any further questions, please do not hesitate to contact me.

Yours sincerely,
Carry Biggs
Manager, New Traditions

Active vocabulary (AkTuBHas JeKCcHKA)

We have received your letter
dated ...

Many thanks for ... / Thank you
(very much) for ...

This is to confirm ...

We hereby inform you ...

If you have any questions, do not
hesitate to contact us.

We look forward to your reply.

We are looking forward to
hearing from you soon.

Yours sincerely / Sincerely yours
Yours faithfully / Faithfully yours
(BrE)

Sincerely / Sincerely yours (AmE)
We got your address from ...

Your advertisement has come to
our attention.

We were told that you produce ...

12

MBI mony4uau Bame NUCbMoO OT ...
(bonwmoe) cnacubo 3a ...

Jnst noaATBEPKACHUSA ...
Hacrosmum yBegomiisiem Bac ...
Ecnu y Bac ecTtp BONIPOCHI,
CBSI)KMTECh C HAMH, HE KOJCOIACH.
C HeTepneHHUEM KJEM Ballero
OTBETA.

C HeTeprieHUEM OXKUAAEM OT Bac
U3BECTHUM.

C MCKPEHHUM YBaXEHUEM

C coBeplHICHHBIM TOUYTEHUEM

C UCKpEHHUM yBaXXECHUEM

MpbI y3Hanu Bam agpec oT ...

MBbI UMenu BO3MOXHOCTh YBUJIETh
Bally peKJiaMy

HaMm cooOmunu, 4To BBI



We intend to buy ... / We are
considering the purchase of ...

We have a steady demand for ...
We would like to know more about

Could you please send us
information about ...?

Please send us your catalogue /
catalog.

We are pleased to hear that you
are interested in our products.
We hereby send you our offer.

Enclosed please find our offer. /
Enclosed you will find our offer.
We are pleased to make the
following offer:

We assure you that your order
will be dealt with promptly.
Please let us know your
requirements as soon as possible.
We look forward to receiving your
order.
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NPOU3BOJUTE ...

Mgl HamepeBaeMcs KyNUTh ... /
MB&BI paccMaTpuBaeM BO3MOXHOCTD
MNOKYIKH ...

Y Hac ecTh NOCTOSTHHBIMA CIIPOC Ha

Mgl xoTenau Obl 0OJIBIE Y3HATH O

He moram ObI OTHpaBUTHh HAM
CBEJACHHUS O ...7

I[IpocuMm Bac mpucaath HaM Ball
KaTajior.

Mpur Ob1LTH paabl y3HATh, UYTO BaM
WHTEPECHBI HAallU TOBAaPHI.
HacTosgmum nucsMoM MbI
OTIIpaBIsIeM BaM Halle
NpeII0KEHHUE

Bo BiOX€HUU BBl HalI€eTE HAlllE
NpeII0KEHUE

MpsI paabl OpeqJIOKHUTh BaM
clenympiuee:

M5l yBEepsieM Bac, 4TO Balll 3aKa3s
OyneT HeMeJJIeHHO oO0paboTaH.
[ToxanyiicTta, COOOIMMTE HAM BalllH
TpeOOBaHUS KaK MOXHO CKOpee.

C HeTeprieHUEM OXUJAAEM Ballero
3aKasa.



Axlmgton Heyzhts Programong Associstes
16 Cak Srreet
Sprngfield, CA 0467

Movember 11, 1996

Custorme r Felations
Turing Drata Solutions
2345 Maple Asrerme
Blomrtain Wiew, CA 94941

Drear Cozomer Belations:

[ amm a syt ems engineer st Arington Heights Programoning Associstes
desreloping a new clent-server networked database grsterm for two non-
proft cororat 1ons.

Wb tearmn 15 considering vsing wour new release of Cimega Database Plus
1.0as a key part of the sygem. If we corporste your poduct nfo our
desizn, our clients will need to purchase at least atotal of 140 copies of
your software.

SRE havre read your prormotions] material and are very nterested n vsing
wour procduoct . BE need, howewer, the answers to the following gue s ions
before we can decide whether or not to vse Cumega Database Plos:

1. Arevou gill planming to wlease the Cmega Database Flus Ve rsion 1.0
on Pebimarr 12, 19987

2. What L AN erironone ris will your product support?

3 Wil wour product suppor PGP encryption?

Do you know that...
(A 3HaeTe au Bbl, uTO...)

TUNUYHBIN KOHBEPT NMUChMaA HA AHTJIUUCKOM f3BIKE C alpECOM
BBITJISIIUT CICAYIOIIUM 00pa3zom:
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W laalisnie Shiiidd
-
RUSSLA Stamp

Student Advice Cendre
Unidapewsidy of Lovudlon

Steswmyt Howuie
A AT 52 Rucssell Sgrioue
Aapec nonydarens L 5 WeLs SDM
UNITED KINGDaM

MecTo ana
MADKM WM WITakMNa

CymectByioT pekomenganuu nodtel CIIIA mo npaBuibHOMY
oQOpMIEHUIO KOHBEPTOB AJISI UX MAaIIMHHON 00paboOTKU:

[Your Mame)

[Address) 33%

[Address)

505
- -
[On-Amrival Matation ] [Special Maling Naotation]
2 214" [Recipient's Name] i
[Compamy Mame]
[Strest Address or PO, Box)
[Clry, State Abbreviation, Zip-+4]
Barcode Clear Zone, 4-34

Hudper 1/2" unu 2 3/4" o0603HavyaOT 10JU AOUMOB (IPUHITOU B
CIIA cuctemb usmepenuit). Onqun awoiim pasen 2,54 cm. To ects 1/2"
- oxHa BTOpas AmiMa - paBHa 2,54/2=1,27 cm. 2 3/4"™ - aBa u eule Tpu
YeTBEpPTHIX JArOWMa paBHB - 2,75%2,54 = 6,975 cm (mpumepHo 7
cautumetpoB). Crtpoka On-Arrival Notation - Vkazanume g
nonydarens. Yame Bcero 3aech numyT - PERSONAL (JIMYHO), nu6o
CONFIDENTIAL (KOH®OUAEHIINAJIBHO). Ctpoka Special Mailing
Notatoin - CnenuanbHble 0003HAYCHUS JJI5l MTOYTOBOW PAaCCHIIKU. 3/1€Ch
YKa3bIBACTCs CUCTEMa TOCTABKU:

« SPECIAL DELIVERY - cpouynas mocTtaBka
« CERTIFIED MAIL - 3aka3uag moura
« AIRMAIL - aBuagocTaBka

Ha nmuueBod CTOpOHE KOHBEPTA AHTIMKUCKOTO NMUChbMA B HUKHEW 4YacCTH
cCIpaBa HEOOXOJUMO OCTaBUTh nycToe mnpocTpaHcTBO (Barcode Clear
Zone). DTO MECTO UCHOJB3yeTCs HAa MOUTE JJIs MevyaTaHbs MITPUX-KOJa.
Eciu mnucemo wuner wu3-za rpanunsl CHIA, 10 mepen Zip-Koaom
HeoOxonuMo yka3aTh ab6peBuatypy USA. Zip-xkoa roponos CIHIA
MOXXHO HAWTH B COOTBETCTBYIOIIUX CIPaBOYHHKAX B MHTepHeTe. Ecau
)K€ Bbl HANWIIUTE aJApec C HApYUICEHUSMHU OBTUX PEKOMEHAAUUN, TO
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MUChMO BCE-paBHO JOWUAET, TOABKO UATHU OyaeT Aojabpiie, T.K. OyIeT
00pabaThIBaThCS BPYUHYIO.

Kak BuaHo u3 cxembl W oOpa3lla, OCHOBHOE OTJIHUYUE POCCHUICKOTO
KOHBEpPTAa OT aMEpPUKAHCKOTO COCTOUT B TOM, 4YTO B 000UX ajapecax
(oTnmpaBuUTENs U MOJIydyaTess) HA aHTJIUUCKOM SI3bIKE BHadajle MUIIETCS
dbamunusi, 3aTeM HOMEp JAoMa, YyJWlla, HOMEp KBapTUPbl HIH
amapTaMeHTOB, TOpOJ, CTpaHa, 4YTO (PaKTUYECKU MPOTUBOIMOJIOXKHO
TOMY, YTO MBI IPUBBIKJIN BUJETh HA POCCUUCKUX KOHBEpTAaX.

Eme oaHO CyHmecTBEHHOE M OYEHb Ba)XHO€ pa3jHYUe COCTOUT B
pasMeleHnn aapecoB Ha KoHBepTe. Ha Hamem kKoHBepTe o00a ajapeca
NUIIYTCS CIIpaBa: ajJpec MoJydaTelss B ILPaBOM BEPXHEM yriy, a ajgpec
OTHpaBuUTENii — MOJ HUM, Takxkxe crnpaBa. Ha amepuKaHCKOM WU
€BPOIMEHUCKOM KOHBEPTE aJpec OTIHPABUTENS NUIIETCS B JEBOM BEPXHEM
yriy, a ajapec mojydareys — HOYTHU NMOCepeJUHEe KOHBEpPTA, HECKOJbKO
cnpaBa W HeMHoro KHuszy. HWHorma, mpaBga (0coOEHHO B YaCTHBIX
NUuchMax), aJpec OTHpPaBUTENs NHUIIETCI Ha O0OpaTHONW CTOpOHE
KOHBEPTA, HO aJpec MOoJIydyaTessd BCErja Ha JHUIEBOW CTOpPOHE IMpaBee
OT UEHTpPa, HEMHOTO KHU3Y.

[ToutoBass cnyx6a CIIA npumaer 6oybuIoe 3HAYEHUE NPABUIBHOMY
opopMIeHHUIO KOHBEPTAa W pacchljiaeT CBOUM KJIHEHTAM CIEIHUAIbHYIO
namMmsaTky-cxemy How to Address Envelopes Completely and Correctly.
NMenHO coONIoqeHe YCTAaHOBJICHHBIX MPaBUJl o0ecneurnBaeT ObICTPYIO
M TOYHYIO JOCTaBKY KOPPECMOHACHIIUU ajpecaTy. MBI Takke COBETyeM
YUTATEISIM CTPOTO MPUJEPKUBATHCS UMEHHO 3TOW cXeMbl opopMIIeHUS
KOHBEpTA, MHAUE Ballle NTMChMO BO3BpPATUTCA K BaM, MPOMAS BECh KPYT
00paboTku Ha mouToBBIX MamunHax EBponsl u CIIA.

Heckonbko 3aMeuyaHuli, NOABOASIINX UTOTH.

[Ipexae Bcero HEOOXOAUMO €Ie pa3 MOAUYEPKHYTh, UTO HUHDOpMAIHS,
npeacTaBjIeHHAs Ha KOHBEPTE, NOJKHA OBITh MO CYHIECTBY TaKOW XKe,
Kak U uHGopManus BO BHYTPEHHEM ajapece, T. €. B CaMOM IMHUChME.

Exercises (YnpakHeHus)
1. IlepeBeauTe Ha pPyCCKHUU S3BIK.

1) In reply to your letter dated March 10, | wish to inform you that
our Council is willing to discuss your proposal.

2) Thank you for the/letter of December 19 and for the materials
you enclosed with it.

3) On behalf of our Institute, I wish to acknowledge with sincere
thanks the receipt of your letter of May 12.

4)  We are in possession of your letter of June 1 and of the telegram
of the same date and the beg to advise you that s.s. “Manchester” left

London for Saint-Petersburg on the 31° ult.
16



5)

Moscow, August 16

Dear Sirs,
M.V. “Neva”

We acknowledge with thanks receipt of your telegram of today’s

date informing us of the sailing

2.

3.

CocTaBpTe MUCHMO C NPEIIO0KEHUESM HOBOTO TOBapa.

[lepeBenuTe HA AHTITUUCKUM S3BIK.

1) Mel OyaemM mnpu3HATEIbHBI, €CiIM BBl TnpumuieTe HaM CHHCOK
bupM, TOPTYIOIIUX 3TUMH TOBapaMU.

2) Hac nHTEpecyeT acCOpTUMEHT CBUTEPOB, KOTOpPbIC MBI BUJCIU HA
apmapke B Kazanu.

3) IIpocuM mpuciaTh HaM MOAPOOHOE ONMUCAHHUE TOBAPOB, KOTOPBIMH
Bbl 3anHTEpECOBANNCE.

4) MpbI ABJIsSICMCS KPYIIHBIMH UMIIOPTEpAMHU CTAHKOB.

5) MBI wuIieM TPOU3BOJUTENSA, KOTOPBIH CMOXKET MHOCTAaBHTh HaM
HIUPOKHNA aCCOPTUMEHT 3UMHEN 00YyBHU.

6) [TockonbKy MBI OOBIYHO pa3MemaeM KPYIHBIE 3aKa3bl, MBI
HaJeeMCs Ha MOJIy4eHUEe CKUAKHU 33-KOJIUYECTBO.

7) Mbp1 monyuunu o0Opa3nel TKaHe# (textiles) mocmaHHBIX Bawmu
OTAEJIBbHBIM MAaKETOM, U MPOCUM NpHUCIaTh HaM Bam npelickypaHT
Ha 3TU TOBapBHI.

8) IlpunaraemMplii  KaTajJor  COJCPXKHT MOAPOOHOE  OMHUCAHHE
MHTEepecyrmux Bac ToBapos.

9) Coobmure, mokalyicTa, CMOXKeTe JH BBl MMOCTaBUTh HaM
HEO0OXO0IMMOE KOJHUYECTBO TOBapa M NPUHATH IJIaTeX B (opme
WHKacco.

10) Mps1 xoTenu OBl 3HATH, MO KAKOW IIE€HE U HAa KAKUX YCIOBUAX
Bol mornu 661 moctaBuTh HaM 1000 TOHH MITEHUIIBI.

11) CooOmure HaM, MOXeTe Jii Bbl BBINONHATH 3aKa3bl Ha
konnuecTBO cBhime 1000n3nenuilt B Kaxx10W MapTUH.

12) CornacHo Bamei npocsoe, MocChlIaeM Hall
WIITIOCTPUPOBAHHBIN KaTajaor, collepKalmui noapoOHOe onMcaHue
TpeOyromux Bam mamuH.

13) Mb1 npusHatesnbHbl MaHYeCTEpCKOW TOProBOW majare 3a
coobOmenue Bamero agpeca u Obl1u OBl OJIarOmAapHBI, eciu Obl Bol
npucianu Bam kaTamor HacocoB (pumps).

14) B orBer Ha Bame mnucemo otTl5 wMasg, aagpecoBaHHOE
ToproBomy mnpeacraButenbcTBy Poccum B AHIIUU, MBI C

YyAOBOJBCTBUEM moOcChbIIaeM Bam Tpu 3K3eMmisgpa HaLIEro
17



KaTtajgora CcTaHKOB. Mbl HajgeeMmMcsi, 4YTO KaTaJol OKaxXeTcsd
noJje3HbM g Bac.

15) Ms1 npocuMm Bac cooOmuth HaM, Mo KakoW Il€HE, B KaKOWM
CPOK M Ha KakKHX ycJoBUAX Bsl Moram 0w moctaBuTh Ham 2000
TOHH caxapa.

4. HamumwuTte OTBET Ha CIEAYIOIIEE MUCHMO.

ABC

32 Smolenskaya Street
Moscow 115577,
Russia

Dear Sirs,

Thank you for your enquiry of March 20, 20... in which you inform us
that you are interested in purchasing the Model R 800 computers from
us. We enclosed with letter all particulars concerning technical
characteristics of this model.

We are happy to inform you that we are able to meet your quantity
requirements and offer you three computers at the price of ... per unit.
The price includes packing. We can promise delivery in two months if
you place your order immediately. We hope you will be able to accept
our offer.

Yours sincerely,
Wilson&Co Ltd.

5. CocTaBbTe AMAJIOr MEXAy nmapTHepamMu u3 Poccun u AMepuku,
rJle OHU JOTOBAapUBAIOTCH O I[EHE, BPEMEHH M CPOKAX MOCTAaBKH
TOoBapa.

18



Unit 3

. Letter of Invitation
| 3_&;\ : (MucbrMo MpHUTIaLIEeHHE)
Dear Nikolay,

I’'m writing to you in regard of your enquiry. Please find enclosed our
information pack, which contains our brochures and general details
on our schools and summer centers.

In England, we have two schools, Brighton and Bath, both beautiful
locations that | am sure you and your students will like. Our schools
are located in attractive premises in convenient, central positions.
Brighton is a clean and safe town with a beautiful bay and countryside
nearby. Bath is one of the most famous historic cities in England,
famous for its Georgian architecture and Roman Baths.

Accommodation is provided in host families chosen for the ability to
provide comfortable homes, a friendly welcome and a suitable
environment, in which students can practice English and enjoy their
stay. We have full-time Activities Organizers responsible for sports,
cultural activities and weekly excursions.

Please complete and return the enclosed registration form in order to
receive more brochures and other promotional materials.

| look forward to hearing from you and later hope to welcome your
students to our schools and summer centers.

Yours sincerely,
Tomas Green
Managing Director

Active vocabulary (AkTuBHas JieKCHKa)

bnaronapro Bac 3a Bame
Thank you for your letter ... NUCHMO...
We thank you for your letter braromapum Bac 3a Bame nucsmo
(inquiry) of the 15th of May ... (3ampoc) ot 15-ro mas ...
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Due to the fact that ... bnaromaps Tomy, 4ToO ...
In reply (answer) to your letter of B orBer Ha Bame nucemo ot 15-
(the) 15th of May ... ro ...
Further to our letter of (the) 15th B momoiiHeHHE K HamIEeMy MUCHMY
oT 15-ro mas ...
B orBeT Ha Bamy

In response to your cableftelex ... Teaxerpammy/tenexc ...

Would you like t... : Would you like

to come up here on Saturday? Bbl cMokeTe npuiitu B cy600TYy?
Please, help yourself YyBcTBYyTE ce0s Kak Joma.

OcTaBaiiTech ¢ HAaMU CTOJIBKO
Stay with us as long as you like.  ckoabpkKO cMOXkeTe.
[Ipuxoaurte ceroaHs Ha

Do come to a party tonight! BCUCPHUHKY.
Would you like to comment on
that? KakoBo Bamie mEHeHHE 00 dTOM?

Bbl He 3aliieTe BBIIIUTH YETrO-
Won’t you come and have a drink? aubynn?
You must come to Turin! Bbl nonxHbl npuexatb B Typun!
I was wondering if... MHe uHTEepEeCHO, €Cllu...
How would you like to come...,
Why don’t you come..., How about
coming..., You’ll come..., won't

you Bel puenere, He Tak au?
Should the need arise, do not Ecnu s monamo0irocsh,
hesitate to ask me. HEIPEMEHHO O0pamanTecs.
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Invitation Letter Dinner Party Example:
(insert recipient address)

(insert date)

Dear (insert name/names)

It is with great pleasure that we will be hosting a dinner party on (enter date) at (enter
time) and would like to invite you, (insert name/names), to attend

We will be hosting a formalicasualithemed dinner party at (insert location) due to a big
annocuncement that we would like to make in front of all of our loved ones

It has come to our attention that we all have not come together to spend guality time
with each other for quite a few months due to everybody's busy schedules. Due to this
we are taking this opportunity to host for you a special dinner that we hope you will be
able to attend

Please let us know if you will be attending as soon ag possible. We look forward to
seeing you soon

With love

(enter names)
(enter contact information)

Do you know that...
(A 3HaeTe au Bpl, uTO...)

[Tuchma, KOTOpBIC BBl MHUIIETE, — ATO BAIlle JHUIO, Ballla BU3UTHAS
KapTodka, KOTopas MOXET paccka3aTh MOJYJaTEII0 OYCHb U OUYCHD
MHOTO€ O Bac.

CtpykTypa nucmma.

Kak m Bcskoe TBOpEHHE UYEIOBEUYECKOTO pa3ymMa, MUChbMO HMEET
COOTBETCTBYIOIYIO CTPYKTYPY, BKJIIOUAIONIYIO ONpeAeeHHbIe YyacTu. B
neJoBOM, odHUOHaTbHOM  THUCbME HUX  Ooibimie. B nmuuHOM,
Heo(uUIIMaIbHOM THUChbME — MeEHblie. JlaHHas KHHUra TOCBAIIEHAa B
OCHOBHOM HEO(MUIIMATbHBIM yIMChbMaM Ha aHTIUMCKOM S3BIKE, MMOITOMY
MBI OCTAHOBUMCS UMEHHO HA UX CTPYKTYypE.

B o6mem u nHaunbomnee MofIHOM BUJAE CTPYKTypa Heo(pUIIMAIBHOTO
NUChMa Ha AHTJIHUCKOM SI3BIKE MOXET OBITh MPEJACTaBICHA CICAYIOIUM
obpazom:

1. Anpec ornpaButens (sender's address).

2. lara (date). (September 7, 1996; amep. 12.22.96; Opwur.
22.12.96

3. Anpec nmonyuarens (inside address).

4. O6pamenue (salutation).
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5. 3auuH, unu nepBas ppasa (opening sentence).

6. Texct mucsma (body of the letter).

7. 3aknouutenbHas ¢ppasa (closing sentence).

8. 3akmwouutenbHas ¢opMmyna BexauBocTH (complimentary
close).

9. llonnucek oTnpaBuTens (signature).

10. [TocTckpuntym, T.€. NPUNKUCKAa K OKOHYeHHOMY nucbmy (P.S.
unu Postscript).

KoneuHno, B KaXJ0M NHUChME BOBCE HE 00s3aTeIbHO TOJKHBI
NPUCYTCTBOBAaThH BCE 0€3 HUCKIYCHUS TMepeducicHHble Bbime 10
yacTter. HexoTopsle U3 HUX MOYHO ONYyCTUTh. T€M HE MEHEEe OCHOBHBIE
WA, TO0 YCMOTPEHHUIO OTIHpPaBUTENs, CaMble BaXHBIC YaCTHU JOJKHBI
MPUCYTCTBOBATh B KAXJOM MHUCbME, HOO OHU SABIAIOTCS HEOOXOTUMBIMU
AJIEMEHTaMHU aHTJIUHUCKOTO NUCbMEHHOTO 3TUKETA.

Pacnonoxxenue Ha cTpaHUHE CTAaHJApPTHOTO pa3Mepa yKa3aHHBIX
BBIIIE YacTEeH MUChbMa MOXXHO IIPENCTABUTH B BUJE CXEMHBI.

HanonaHuM nmpuBEIEHHYIO BBINIE CXEMY HEKUM COJEPKAHUEM.
1. Ums/ bamunus oTnpaBuTessi, HOMEP

KBapTUPBI/ 1OMa, HA3BAHUE YJIHIIHI,

ropoj, mrat/ pailoH, MOYTOBBIH

WHJICKC U CTpaHa OTIPaBUTEIS

2. Mecs1, yucio, rojg

3. Uma/ bamunus noaydaTtessi, HOMED

KBapTHUPBI/ TOMa, Ha3BaHUE YJIHUIIBI, TOPO/I,

mTat/ paioH, MOYTOBBIM UHIEKC U

CTpaHa MmojydvaTemns

4. Noporoi IxoH!

5. 5l naBHO X0Ten TeOe HamUcaTh, HO BCE HE OBIJIO BPEMCHH.

7. Utak, Ay TBOErO OTBETA U JKEJIAX0 BCEr0 CAMOT0 HAMJIYUILIETO.

8. Bcerga tBoOit

9. Jlenuc

10. P. S. [la, 3a0b11 TeO€ cka3zaTh, 4TO BUuepa BcTpeTuia Bepy.

[Tocne TOro Kak Mbl YCTAaHOBUJU OOLIYIO CTPYKTYpY U GOopMy MUCHMA,
nepenueM K KpaTKOMY OIMMMCAHUIO €T0 OTAEIbHBIX YacTeMu.

Exercises (YnpaskHeHus)

1. BcraBbpTe HEOOXOAMMBIC IPEIIOTH U TIEPEBEIUTE MPEATOKCHUS.

1) This firm has been dealing ... timber ... twenty years.
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2) Please let us know ... what price you could sell us 300 tons ...

rubber.

3) We shall be obliged ifyyou will make ... us an offer ... these
goods.

4) We are sending ... you some samples ... the goods you are
interested ... .

5) We shall be glad to know ... what terms we could buy ... you the
following goods required ... us.

6) We have no publications ... the types ... machines ... which refer
... your enquiry.

7) We are sending you ... your information a copy ... a letter which
we have written ... Messrs. Smith&Co.

8) Please send ... us ... duplicate all publications you have ... this
question.

9) ...compliance ... your request we are sending you our new
catalogue ... Compressors.

10) We are indebted ... the Russian Chamber ... Commerce ...
your name and address.

11) We have pleasure ... sending you ... triplicate our
Brochure No. 126 containing a description ... our range ... Gas
Turbines.

12) ... reference ... your letter ... the 15" May we are sending
you, ... separate cover, the shipping documents relating ... the
m.v. “Krasnovodsk™.

13) We regret to advise you that ... present these instruments

are not available ... sale.
14) We have marked ... X the types ... machines which may be
interest ... us and would like to receive ... you their

description ... duplicate.

2. BcraBpTe nponynl€eHHbBIE CJI0BA U NMEPEBEIUTE NUCHMO.

We have been ... your name ... our associates ... Howard&Co. ...
Carlisle, who ... us that you have been ... them with stationery ... a
number of years.

There is a ... demand here ... Edinburgh ... the qualities you ...

b

and we believe we could ... large orders ... you if you ... are
competitive.

... you please send us your illustrated ... together with your ...
list and details of your ... of business.

We look forward to ... ... you.
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3. CocraBbTe NUCbMO NpUTJIAllEHUE Ha KOH(pepeHI o
OTEYECTBEHHBIX TOPTOBBIX KOMIAaHUH.

4. CocTaBbTe MUCHMO HCIIOJIB3Yd CICAYIOININC BBIPAXKCHHUA.

1) We thank you for your letter (inquiry) of the 15th of May ...
2) In reply (answer) to your letter of (the) 15th of May ...

3) In response to your cable/telex ...

4) Would you like to comment on that?

5) I was wondering if...

6) Should the need arise, do not hesitate to ask me.

5. 3amoJIHUTE IIponIyCKHu HGO6XOIII/IMI>IMI/I IIO CMBICIIY CJIOBaMHU.

Accommodation is ... in host families chosen for the ability to provide
... homes, a friendly welcome and a suitable environment, in which
students can practice ... and enjoy their stay. We have full-time
Activities Organisers responsible for sports, cultural ... and weekly
excursions.
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Unit 4

Application letter
‘ (IMncbMo 3asBJIEHHE)

\

87 Orchard Rise,

Bishop Castle,

Oxfordshire.

Mr. Michael Cartwright September 15, 2001

World Aid, Palmers House, Ludford.

Dear Mr. Cartwright,

| am writing to apply for the job of volunteer worker which | saw
advertised in The Guardian last week. | would be interested in
teaching maths to primary children in your camp in Chittagong in
Bangladesh. | enclose a copy of my CV. | am 18 years old and | have
just finished secondary school in Newcastle. | would like to work for
you because | am very interested in teaching. | would also like to
learn about a different culture as | feel that intercultural
understanding is extremely important. I am a hard-working and
committed person. | have participated for the last three years in a
voluntary program, Community Links, visiting elderly people in my
local area. | also feel that I can get on well with people from other
cultural backgrounds, since | have also taught immigrant children
English at our church school. | think | would be a good primary
teacher of Math’s due to my teaching experience. In addition, | have
recently passed my Math’s’ “A” level (grade B), so I have a good
understanding of the subject. In addition, | hold a certificate in first
aid, which might be useful. | leek forward to hearing from you.

Yours sincerely,

Ms. Maureen Taylor

Active vocabulary (AkTuBHas JieKCHKa)

| am particularly interested in 51 oueHb 3aMHTEPECOBAH B

this job, as... NOJYYEHUU dTOU paboOTHI,
HOCKOJBKY...

| would like to work for you, in S xoten OB paboTaTh B BallleH

order to... KOMIIAaHUHU, TOCKOJBKY...

My strengths are... Mowu cuibHbIE CTOPOHBI:...

| would say that my only weakness Mory cka3aTb, 4TO Moek
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/ weaknesses are... . But I am
looking to improve in this / these
areals.

| would be well suited to the
position because...

Although I have no previous
experience in..., I have had...
My professional qualifications /
skills appear to be well suited to
your company's requirements.

During my time as ..., | improved"/
furthered / extended / my
knowledge of...

My area of expertise is...

Whilst working at... I became
highly competent in...

Even when working at high speed,
I do not neglect accuracy and
would therefore be particularly
suitable for the demands of
working as ....

Even under pressure, | can
maintain high standards.

And thus | would have the
opportunity to combine my
interests with this placement.

I have a lively interest in ... and
would appreciate the opportunity
/ chance to broaden my knowledge
by working with you.

As you can see from my enclosed
résumé, my experience and
qualifications match this
position's requirements.

My current position as...for...has
provided me with the opportunity
to work in a high-pressure, team
environment, where it is essential
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€IUHCTBEHHOW cIabOW CTOPOHOI/
cJ1a0BIMH CTOPOHAMHM SBJISIOTCA... .
Ho s pa6oraro Hanx coboii.

A cuuTar cebs MOAXOIAIUM
KaHJIUJAaTOM Ha MO3UIHIO...,
MOCKOJBKY...

XOTs y MEHsSI HEeT olbIiTa paboThI
B..., 9 OBILT...

Hymaro, Mo npodeccruoHaabHbIC
HaBBIKH B 00JIACTH... OTIHYHO
MOIXOAST K TpeOOBAHUSAM,
BEIJIBUTa€MBIM Balleil KOMIIAHHUCH.
3a Bpems paboOTHI... o
yIy4IIuI/pa3Buil/mpuoopen
SHaHUS/yMEHHUS...

A cnenuanu3upyroch Ha...

3a BpeMs pabOTHI B ... 1 pa3BHII
CBOM HaBBIKH...

BeicTpbriii TeMn paboTH HE
CKa3bIBAaeTCs Ha KauyeCTBE
BBIINOJHSAEMBIX MHOM 3aJlaHUH,
MMOATOMY S MOTY COOTBETCTBOBATH
BBICOKUM TpeOOBaHUSAM paboOTHI,
Hampumep, ...

Jlaxxe moQl 1aBJIEHUEM SI MOTY
COOTBETCTBOBATHh BEICOKHUM
CTaHIapTam

Jlymaro, 3aHUMAas 3Ty JTOJKHOCTbD,
s OBl C YAOBOJBCTBHEM BBITIOJIH S
CBOM 00s13aHHOCTH, MOCKOJIbKY 3Ta
paborta HaxonuTcsa B chepe Moux
JUYHBIX HHTEPECOB

5l KUBO 3aMHTEPECOBAH B .
OII€HIO BO3MOXHOCTB/IIAHC
NPUMEHUTHh MOU 3HAHUS Ha DTOM
paboTte

Kak BBl MOXeTe BUAETH B
NPUIOKECHHOM K TUChMY pe3loMe,
MOUW OMBIT pabOTHl U
CHENUAJIbHOCTh COOTBETCTBYIOT
TpeOOBaHUAM HA JOJKHOCTH

Mos HacTOosimass JOJXKHOCTD... B...
najia MHE ImaHc mopaboTaTh MO
BBICOKHM JaBJICHHEM, B KOMaHJE,
rae OBIJIO Ba)XHO TECHO

. Hx



to be able to work closely with my corpyauuuars ¢ MouMH

colleagues in order to meet KOJIJIETaMH, YTOOBI BBIMTOJHITH
deadlines. paboTy BO BpeMms.

In addition to my responsibilities B momonHeHUEe K MOUM

as..., | also developed...skills. 00s3aHHOCTSM ... 1 pa3BUJ B cebe

TaKHC KadC€CTBa Kak...

June 1, 2013

123 Broadway

City, State 12345
Phone: (000) 111-1111
Email: john@smith.com

Mrs. Jane Smith
Recruitment Officer
The Corporation
123 Pleasant Lane
City, State 12345 ]
Dear Mrs. Smith, H

PARAGRAPH ONE: State the reason for the letter, name the position or type of work vou are applying for
and identify the source from which you learned of the opening (i.e. career development center, newspaper,
employment service, personal contact).

PARAGRAPH TWO: Indicate why you are interested in the position, the company, its products, services -
above all, stress what you can do for the employer. If you are a recent graduate, explain how your academic
background makes you a qualified candidate for the position. If you have peactical work experience, point
out specific achievements or unique qualifications. Try not to repeat the same information the reader will find
in the resume. Refer the reader 1o the enclosed resume or application which summarizes your qualifications,
training, and experiences. The purpose of this section is to strengthen your resume by providing details
which bring your experiences to life.

PARAGRAPH THREE: Request a personal interview and indicate your flexibility as to the time and place.
Repeat your phone number in the letter and offer assistance to help in a speedy response. For example,
state that you will be in the city ¢ the company is located on a certain date and would like to set up an

interview. Alternatively, state will call on a certain date to st up an interview. End the letter by
thanking the employer for taking fime/to consider your credentials,
IAHK®
Sincerely yours,
John Smith

Do you know that...
(A 3HaeTe au Bbl, uTO...)

Huxe NpeaACTAaBJICHO KPAaTKOC OIIMCAHHUEC OTACIbHBIX yacTell muchbma.
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l. Anpec oTnpaBuTens.

Kak BHIHO u3 CcXeMbl, aJpec OTHpaBUTENs B AaHTJIUHCKOM MHCbME
NUIIeTCS B MPaBOM BEPXHEM YTy CTPAHHUIBI, XOTS 4acTO €ro MOXHO
BUJETh U B JIECBOM BEPXHEM YTIy.

CneumnanpHO MOJ4YEpKHEM, YTO (B OTJIMYHUE OT PYCCKOT0) B AaHTIHUKUCKOM
NUChbME HOMEp JAOMa B aJpece CTAaBUTCS Iepe] Ha3BaHUEM YJIHUIIBI, a
Ha3BaHUE ropojla — MOCJe Ha3BaHUS yIHLbl. MexXay HOMEpOM JIoMa U
Ha3BaHUEM YJHIBI 3amsTas He cTaBUTCca. Hampumep:

25 North Road, Apt. 5 5 Green Street, Apt. 3
London W2 4RH Ann Arbor48104
England Michigan USA

Jlo mocieaHero BpeMeHH OBLJIO MPHUHSATO OKAHYMBATH KAXIYI CTPOUKY
agpeca 3amsaTol, a BeCh ajpec TOukou. B Hacrosdmee Bpems 3Ta
NpakTUKa HECKOJBbKO ycTapelsia U ajpec numeTcs 0e3 3amsaThiX B KOHIIE
CTpOoUYeK U 0€3 TOYKHU B KOHIIE.

2. Nara.

JlaTa oTmpaBi€HHUS Yallle BCEro yKa3blBAa€TCs B MPAaBOM BEPXHEM YTy,
cpasy e MoJl aipecoM OTIPABUTEJIA (€CIU OH €CTh).

CymiecTByeT HECKOJbKO BAPUAHTOB HANMCAHUS J1aThl:

September 7, 1996

September 7th, 1996

7 September 1996

7th September 1996

[lepBBIii BapuaHT B HacToOsIIee BpeMsi HauboJyiee ynoTpeOUTEEH.

B nate He cTaBsATCA HM TNpPEIJIOTH, HU ONpEACICHHBIA apTUKIbL (3a
HCKJI0YEeHUEM Oo(UIIUaIbHBIX MHUCEM U JEJOBBIX JOKyMeHTOB). Ilocne
naThl TOYKA, KaK NPaBUJIO, OMYCKAETCS.

Hymaercsi, HEIUIMIHUM OyJAeT HANOMHUTh M 00 OCOOEHHOCTAX
HanWCaHUS OKOHYAHUN TMOPSIIKOBBIX YHUCIUTEIbHBIX B AaHTJIUHCKOM
A3BIKE.

1 st, 21 st, 31 st — first 'mepBoIit’

2nd, 22nd — second 'BTopoii’

3rd, 23rd — third 'rpeTuit’

Bo Bcex ocTanbHBIX ciaydasX TOPAIKOBBIE UYHUCIUTEIbHBIE HUMEIOT
okoHuanue th: 5th, 11th, 17th, 24th, 30th. Ognako, kak nmpaBuJio, NpH
0003HAYEHUU AAThl B MUChME ITU OKOHUAHUS B HACTOsIIEEC BpeMs HE

yOnoOTpeOaSIOTCS.

Ha3Banus MecsueB 4acTo MUIMIYTCA COKPAUIEHHO:

January - Jan., May — May, September — Sept.
February - Feb., June —Jun., October — Oct.
April — Apr, August — Aug. / Ag. November — Nov.
March — Mar., July — Jul., December — Dec.

JlaTy MOXHO YyKa3plBaTh W NUpaMu, OJHAKO MPH OSTOM CJEAYeT

MOMHHUTh, YTO B aAMEPHUKAHCKOM BapHaHTE Ha MEPBOE MECTO CTaBSAT

Mecsl, Ha BTOPOE€ — YHCIO M Ha TpeThe — roia. Hampumep, mara 22
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nekabps 1996 ronma uudppamMum B aMEpUKAHCKOM BapuaHTe OyaeT
npejcTaBieHa ciaeayoomuMm obOpazom: 12.22.96 unm 12/ 22/ 96. B
OpUTaHCKOM BapHaHTE Ha MEPBOE MECTO CTABUTCS YHCJIO, a HA BTOpPOE
— MecsI, KaK U B pyCCKOM s3bIke: 22.12.96 unu 22/ 12/ 96.

3. Aapec moayuartens.

Anpec moaydarens MUIIETCS TaK ke, KaK M aJpec OTHpaBUTENd, U
pacmoJiaraeTcs B JEBOW 4YacTH CTpPaHUIIbl, HECKOJbKO HHUXKE CTPOKH C
NaTOM.

[lepen damunueir naunma, KOTOPOMY BBl HalpaBisgeTe MNUCHMO (eciw,
KOHEYHO, ’TO HE Balll POJCTBEHHUK MW XOPOIIO 3HAKOMBIN), MOJKHA
00s13aTeNbHO CTAaBUTHCS ojaHA u3 Tpex Gopm: Mr., Mrs., Miss. bes
bamunuu 3T GopMbl He ymoTpebastoTcs, /a\mocne ¢opm Mr., Mrs., kak
NpaBuJIo, CTaBUTCS Touka[l].

Hanpuwmep:

Mr. Richard Smith rocmonuny/ muctepy Pudapny Cmury

Mrs. Lucy Long rocnoxe/ muccuc Jlycu JIour

Miss Agatha Brown rocmoxe/ mucc Aratre bpayn

Misses Helen and Agnes  rocmoxam XeyeH U ATHec

Bosworth bosyoprt

dopma Mr. ymoTpeOiseTcs MO OTHOIICHHUIO K MYXYWHE, Mrs. — K

3aMyXHEW KeHIUHe, Miss — K He3aMyKHeH.
B kauectBe cuHOHHMMa (opMbl Mr. B AHIIIMM HHOTrJAAa yHOTPEONSAIOT
dbopmy Esq. OnHako oHa CTaBUTCS HE Mepe]l UMEHEM, a MocJie Hero, H,
€CTECTBEHHO, B 3TOM ciiyuae ¢opma Mr. orcyTcTByeT. Hanpumep:
Michael S. Johnson, Esq.
OTta ¢opMa BOCXOAMUT K CIOBY esquire 'ackBaiip'. B cpenHeBekoBOil
AHTIUH SCKBalp OB OPYXEHOCIEM phIIaps, BIOCIEIACTBUH KE 3TO
CJIOBO CTajJ0 O3Ha4aTh OJWH U3 HU3IMIHUX JABOPAHCKUX THUTYJIOB.
Hexotopoe Bpems sTa ¢dopma wHcCHolb30Bajlach B MUChbMax, OJHAKO
TENEpb OHA BCTPEUYAETCS BCE PEIKE U pEKE.
B nacrtosmee BpemMs B MUChbMax MOXHO BCTPETUTh HOBYIO hopmy Ms.,
KoTopass yurtaercs [miz] uam [mis]. Drta dopma, mo cyTH jngena,
SABJISIETCS S3BIKOBBIM _ DKBHBaJeHTOM (opmbl Mr., Tak Kak oOHa
ynoTpeOasieTcss Mo OTHOHICHUIO K JKEHIIMHE OC30THOCUTENBbHO K (PakTy
ee 3amyxectBa. Jlanuas/topma Owina pexkomengoBana OOH B 1974
rogy B pe3yiabTaTekKamMmaHUM  pasAMYHBIX  OpraHu3anuil  3a
paBHompaBue okeHmuH. Clieayer, OJHaKO, OTMETUTh, YTO B
MOBCEIHEBHOM XM3HU 3Ta Ppopma ynoTpebJiseTcs HE TaK 4acTO, Kak B
opunuanbHOM mepenucke, 1060 OOJBIMIMHCTBO XCHIIUH MNPEANOYUTAIOT
UCmoab30BaTh Gopmy Mrs. (3amyxHsasa) unau Miss (HezamyxHss). Tem
HE MEHEe
COBpEMEHHAas opunuanbHas u Taxe nonyoduiuasbHas
KOPPECHOHJIEHIIUSI HMEET CTPOTYI TEHACHUHUI K HCHOJIb30BAHUIO
dbopmbl Ms. Hanpuwmep:
Ms. S. Park rocmoxe C. Ilapk
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YacTo mocyie MHUIMAJIOB UMEHU TOYKHU OMYCKaITCH.

Ecnu BB HampaBaseTre mnOHCbMO B (QUPMY HWJIM OpraHU3aLUIO,
BJaJeJIbII€B UJIU PYKOBOJAMUTENEH KOTOPOU MOXKET OBITh HECKOJBKO, TO
BbI MUIIETE:

Messrs.[2] Bullman, Carey, and rocnonam bynmany, Kopu u
Benson bencony
Mesdames[3] Brooks and Coleman rocmnoxam bpykc u Koynmanu
Mmes. Brooks and Coleman

31ech HEJUIIHE KPaTKO TMOSICHUTh HECOOTBETCTBHUE PYCCKOTO U
AHTJIMWUCKOTO UMEHHU.

Kak wu3BecTHO, y OOJBIMHUHCTBA HaApoOAOB, XHBymux B EBpome u
AmMepuke (B TOM 4YHUCJIE€ y aHTJIM4YaH U aMEpPUKAHIIEB), UCTOPHUUYECKHU
CIIOKHUJIAaCh ABYUMEHHAs cUCTeMa: JudyHoe umsa u hamunus. Hampumep:
Jack London. B To e BpeMsi y pyCCKHUX U HEKOTOPBIX APYTUX HApPOAOB
MMEHOBAHUS JHIOJAEH MMEIT TPEXKOMIOHEHTHYI CTPYKTYpy: JHUYHOE
uMsi, oTdecTtBo, Gamunus. Hanpumep: Muxaun WnnapuoHoBuu
KyTy30B.

Byayuyum B nmpuHUOHIIE NBYUMEHHOMW, aHTJIHMCKass CUCTEMa MMEHOBAHHUA
JIOJEM 4acTo pa3pacTaeTcs A0 TPEX M JaXKe YEThIPEX KOMIIOHEHTOB.
Bcem 3HakomMbl TakKWe AaHIJIHWCKHE M AaMEpPUKAHCKME HMMEHA, Kak
William Makepeace Thackeray, Herbert George Wells.

[TepBoe u3 3Tux umeH (first name) B aHTJIMHCKON CUCTEME UMEHOBAHUS
nroael BeiOMpaeTcd U3 uyucia oomenpuHaTeiXx: John, Mary, Jack.
Bropoe umsa (middle name), ¢ Touku 3peHUST PYyCCKOrOo YeJOBEKa, IO
CYLIECTBY HE€ SBJISETCS MMEHEM, TaK KakK B KadeCcTBE €ro MOTYyT
BBICTYINIATh HE TOJBKO JIMYHBIC UMEHAa, HO U (aMUJUU POJCTBEHHUKOB,
neBuuYbs paMuiIusg MaTepU UM XKe J000oe CI0BO BIUIOTHh J0O COUYETAHUS
3BYKOB, HE€ HMEKIIEro ~HUKAaKOrO0 3HAa4Y€HHUs, HO TMOYEMY-TO
MOHpaBUBIIETOCS poauTtenasim. Hanpumep:

Charles John Huffman Dickens

Harriet Elizabeth Beecher Stowe

[locnenueit B psAAy aHTIUMCKUX MMeH cTaBuTca damunus (last name,
surname, family name).

Kak mpaBuno, B aHTIOS3BIYHBIX CTpaHaX MEpPBOE U MOCJEJHEEC MMEHa
MUIIYTCS U MPOU3HOCATCS MOJHOCTHIO, B TO BpeMs KaK BTOPOE

U/ WU TpeThbe MMEHa MOTYT 0003HAa4aThCs TOJBKO HayallbHOU OYKBOM
WM JJa)ke BOBCE HE yMOTPeOIAThCA.

CnoXHOCTH ¢ yOHOTpEeOJEHUEM aHTJIMHUCKUX UMEH PYCCKUMH BO3HHUKAIOT
€lle U B CBSI3U C T€M, UTO CPeJAM 3HAKOMBIX M JAPY3€il B aHTIOSA3BIYHBIX
CTpaHax MPHUHATO OOpaleHue MPOCTO MO MMEHU U TOJBKO, T. €. 1O
MepBOMY KOMIOHEHTY. 15 pyCCKUX XK€, MPUBBIYHBIX K YIOTPEOICHUIO
B OTHUX CJiydyasiXx UMEHH U OTYECTBA, TaKoe ymoTpeOJIeHHEe HECKOJIBKO
CTpaHHO U HeJoBKO. Ho He Hamo 3a0bIBaTh, UTO OOpaIlieHUEe MO UMEHH
cpean aMEpUKaHIEB M aHTJIHYaH BOBCE HE O3HA4YaeT OJNU3KOU NPYXKOBI
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UM maHuOparcTBa. DTO IUIIb OOBIYHOE oOpameHue Apyr K APYTYy
JOCTATOYHO XOPOIIO 3HAKOMBIX JIOAEH, Npy3eil, pOACTBEHHUKOB U T. II.
C npyro#t cTopoHbl, mo (amunauu (ToyHee — MO TOCJIEIHEMY
KOMIIOHEHTY HMEHHU) oOpamarTcs K o(UIHUAIbHBIM JIMIAM HIH K
HEJIOCTAaTOYHO 3HAKOMBIM JIOAAM. B Takux ciaydasax, Kak Yyxke
yKa3bIBaJ0Ch, (haMUJIMS YEJIOBEKa YMOTPEOISEeTCs TOJIbKO B COUYETAHUU
c (popmamu Mr., Mrs., Miss, Ms. Bbes: pamunuu s>t GopMBI He
HUCTOJB3YIOTCS (HamOMHWHAEM, YTO TOYKH mociie dopm Mr., Mrs., Ms.,
KaK IpaBUI0, CTABATCA).

Mr. Brown rocnoauna/ muctep bpayn
Mrs. Green rocrnoxa/ muccuc ['pun
Miss White rocmoxa/ Mucc Yaur
Ms. S. Smith rocunoxa C. CMut

4. Obpamenue.

dopma oOpamieHuss B NUCbME 3aBUCHT OT CTENEHH 3HAKOMCTBA HJIHU
POJNCTBEHHBIX CBSI3€M C JUIIOM, KOTOPOMY BBl ajgpecyere muchbmo. Tak,
K JPY3bsSIM UJIK XOPOIIO 3HAKOMBIM BBl OOpaniaeTech:

Dear John, Hoporoi [Jxon!

My dear John, Moii noporoit JlxoH!

John, JxoH!

Dearest, Hloporoii!

My darling, Moii noporoii!

K Ma103HaKOMBIM MM HE3HAKOMBIM JIIOISIM:

Dear Mr. Smith, YBaxkaemsiii rocnoann/ muctep CmMut!
Dear Miss Smith, VYBaxaemas rocmnoxa/ mucc Cmur!
Dear Mrs. Wilson, VBaxaeMast rociioxa/ Muccuc Yuiacou!
Dear Ms. Green, YBaxaemas rocnoxa ['pun!

Dear Messrs. Smith VYBaxaembie rocnoga CMut u J[oyH3!

and Jones,

B cTporo opuiuaibHbIX MO TOHY ¥ COJACPKAHHUIO MUChMaX Bbl MUIICTE:
My dear Sir: 'ny6okoyBaXkxaeMblid c3p/ TocTiOquH!

My dear Madam: I'ny6okoyBakaeMas MajaMm/ rocmosxa!

B odunuanbHpIX MUCbMaX HE3HAKOMBIM JHOIAM, GaMUIUH KOTOPBIX BbI
He 3HaeTe, UCIONb3YIOTCSA CAeAYIomue GOopMBbI:

Sir: Cop/ 'octiogun!

Dear Sir, YBakaeMbiid c3p/ rocoauH!

Dear Sirs, VBaxaeMsblie rocnoga!

Gentlemen: I'ocmona!

Dear Sir or Madam: YBakaeMblid c3p/ TOCHMOAWMH WU Majgam/
rocmnosxa!

Madam: Manam/ 'ocmoxa!

Dear Madam, VBaxaemast Mmagam/ rocmoxal

[Tocnennue paBa oOpameHus yHoTpeONAOTCS KaK MO OTHOLIEHUIO K
3aMYXHUM, TakK U K He3aMy>XHHUM xeHmuHaM. Couetanue Dear Miss B

KadecTBE oOpameHus B aHTJIUNUCKOM S3bIKe HE ynmoTpebsercs.
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O6pamenuss My dear Sir, My dear Madam, Sir, Madam sBustwoTcs
ctporo odunuanbueiMu. Dear Sir, Dear Madam HeckKoJIbKO MeHee
opunuanbuel. OMHAKO BCe 3TU POPMBI YIOTPEOIAIOTCS B 0OQUIIMATBHBIX
CHUTYyaIHsIX.

Kpome Toro, B MeHee opuIHaNbHONW M MONyOoPHUIUAILHON MEepenucKe
MOYHO BCTPETUTh U TaKHe POPMHBI:

Dear Colleague, Jloporoii kojiera!

Dear Reader, VBa)xaeMblii YUATATEID!
Dear Editor, YBaxxkaeMbIii pegakTop!
Dear Publisher, VBaxaeMbld u3gaTeis!

B HeopummanpHBIX XK€ CHTyalmuAX, T.€. MPH OOpalIeHUH K 3HAKOMBIM,
pPOJCTBEHHUKAM, IPY3bsSIM, UCTIOJB3YIOTCS TOJIBKO UMEHA.
B oTnnume OT pyccKoro s3blKa B aHTJOS3BIYHBIX MHUCbMaxX IMOCIE
oOpalieHuss CTaBUTCSA HE BOCKJHUIATEIbHBIM 3HAK, a 3amsaTas WU
ABOETOYME. 3aMsATYI0 MPUHATO CTAaBUTh B COOTBETCTBUM C OpUTAHCKOU
Tpaauiuen, a TBOETOUYUE — B COOTBETCTBUU C aMEPUKAHCKOW, OJTHAKO B
HACTOSIIEe BPEMs 3TO OTJIMYHE MOUYTH HE COOJIOIaeTCH.
Bce ckazanHoe 00 oOpameHUSIX MOXHO IIpeJICTaBUTh B BHUAE 00Iei
CXEMBI.
5.3a4uH.
3ayuH mnOHucbMa OOBIYHO COCTOMT U3 CJIOB 0OJarogapHocTud 3a
NOJyYEHHOE€ paHee MHUChMO HJHW U3 Kakux-aubo Apyrux ¢pa3 B
3aBUCUMOCTH OT curtyanuu. Cnucok Hambojgee 4acTo ynoTpeOsaseMbIX
dbpa3 npuBoautcs B IIpuioxeHUHU, U YUTATEIb JETKO MOXKET BHIOpaTh
M3 HETO HeoOXxoAauMyto dpasy.
6. Texct nucema (OO6pa3ubl NMCEM NPUBEAECHBI B OCHOBHOM 4acTH)
7. 3aKa4YUTEIbHAS bpaza (3akarOUYUTEIbHBIC bpasbl MUCEM
npuBeneHbl B [Ipunoxenun)
8.3aknouuTenbHas GopMyiia BEKJIUBOCTH.
Kak u d¢dopma oOpamenus, 3akiaroduTenbHas (opMmysia BEXIUBOCTH
3aBUCUT OT TOro, KOMY BBl mumetre mucbMo. OQHAKO B AHTIUKUCKOM
MUCHhMEHHOM JTHUKETE B HACTOSIIEe BPEMs HCIOJb3yeTca Oojiee HIU
MeHee obOmas ¢opmyrna Sincerely yours, KoTopas B 3aBUCUMOCTHU OT
TOHa BCEro TNHUChMa MOXET BOCIHPHUHHUMATHBCA U KakK CTPOTO
opunuanpHasi, M Kak MeHee oduuuaibHasi, U KaK COBEPIICHHO
HeopunuanbHasi. Ha pycckuil s3bIKk 3Ta (Qopmynaa THepeBOAUTCS B
3aBUCUMOCTH
oT cutyauuu kak 'C yBaxenuem' unu 'Mckpenne Bam/ UckpenHe TBOM'.
OTa ¢popMyJia MOXKET UMETh HECKOJIbKO BApUAHTOB!
Sincerely,
Sincerely yours,
Very sincerely yours,
Yours sincerely,
Yours very sincerely,
Always sincerely yours u 1.1.
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Hapsiny ¢ npuBeneHHBIMHU BbilIe B OQUIHAIBHON U JETOBON MEpEnucKe
UCIIOJB3YIOTCS (OPMBIL:

Yours truly/ Yours very truly, [Mpenannpiii Bam (dbopmaiabpHO u
opUIIMATIBHO)
Truly yours/ Very truly yours, [MIpenanupiii Bam (HECKOJIBKO MeHEE

dbopManbHO, HO TaKke OQHUIHAIBHO)
Menee opunmalbHBIMU SBISIOTCH:

Faithfully yours, ......... C yBaxedueM / C COBEpPIICHHBIM MMOUYTCHUECM
Cordially yours, HNckpenne Bam

[TonunHeHHBIE OOBIYHO OOpaANIAIOTCS K CBOEMY HAa4allbCTBY:
Respectfully yours, C yBaxxeHHeM

B numcemMax poJACTBEHHHMKaAM MM  XOPOIIO 3HAaKOMBIM  MOTYT
UCIIOJIB30BaThCA T€ K€ (HOPMBIL:
Yours cordially,

Very cordially yours, Cepaeuno tBoM / Bam
Faithfully yours,

Yours (always) faithfully, Bcerna npenanusiii Tede/ Bam
Yours ever,

Ever yours,

As ever,

Yours as always, Bcernma tBoit / Bam

Yours affectionately,

Lovingly yours, Jro0smuii Teds / Bac
Devotedly (yours),

Yours truly, [Ipenanusii TeOe / Bam
Your very sincere friend, Teoii / Bam uckpeHHUH Apyr

3aknouynTenbHas (GopMyia BEXJIMBOCTH B MUChME MOXET HMETh U
O0osiee WHTUMHBIN XapakTep. Tak, Hampumep, OIU3KUM JIPY3bsIM U
POJCTBEHHUKAM MOXXHO HalMCaTh:

Affectionately (yours),

Yours affectionately,

Yours with love, JIro0amui teds

(Lots of) love,

(Lots of) kisses, [{emyro

Your loving son/ daughter, TBoii nmwoOsmui colH / 10Yb
Your devoted niece, [Ipenannas Tebe MiIeMsIHHUIIA

[Tocne 3aknaruuTenbHOM (GOPMYJIBI BEXKIUBOCTU CTAaBUTCA 3amsiTas, Ha
ClIeyIIIeld CTpOKe NMUMETCS UMs Uau paMuius.

Nrak, MBI paccMOTpesH, CTPYKTYpy U COIEpPKAaHUE OCHOBHBIX YacTeH
nucbma. KoHeuHO, HamucaHWe NHUCbMa — 3TO TIYOOKO TBOPUYECKHHU
PoIecc, KOTOPHIM HE MOXKET ObITh OTPAaHUYCH KAKUMHU-JIUOO0 XECTKUMU
WHCTPYKIUSAMHU HJIW oOoporamu. OnHaKo cOONMOJAEHUE TPUBEIACHHBIX
BBINIIE TMPAaBUI TOMOXET BaM YycnemHee U dbdeKTUBHEEC BECTH
NEPENUCKY Ha aHTJIUKWCKOM SI3BIKE.
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1)
2)

3)

4)
5)
6)
7)

8)

9)

10)

1)

2)

3)

4)

Exercises (YnpaskHeHHs1)
I[lepeBenquTe NpeaIOKEHUA HA AHTJIUUCKUAN A3bIK.

Mbl MOxeM npeanoxuTh Bam stoT ToBap no mede 50 monn. CIIA
3a TOHHY.

I[Toceimaem BaM ¢ 3TuM NHUCBMOM, 2 3k3eMIuIsaipa Hamux OOmux
YCJIOBHM MOCTAaBKHU, B KOTOPBHIX U3A0KEHBI HAIllK yCIOBHUSA TJIaTeXka.
MBI yaOBIETBOPEHBI KauyeCTBOM TOBapa W TOTOBBI Pa3MECTUTh ¥
Bac 3aka3, ecaum Bamum uneHsl u yclIoBUS 1aTexa OyayT
MPUEMIIECMBI.

MBIl MOXkeM OTTpy3uTh 3TOT ToBap u3 Onmecchl B TEUYEHUU IMIECTH
HEJEeJb 10 mMoJiydueHUun Bamero 3aka3sa.

CornacHo ycloBUAM J0ToBOpa, Bbl JOJKHBI yIJIATUTh 3a TOBap
HaJIUYHBIMU MPOTUB OTTPY30UYHBIX JOKYMEHTOB.

Bce 3amacHbIie yacTu nmepedyuclieHbl B cienuPUKAIMU, MOCIAaHHOMN C
HalluM NuchbMOM 0T19 aBrycra.

OTrpy3ka MoXeT OBITH NpOHU3BEJIeHA B Mae uUiau HoHel9 ... 1o
HalIeMy BBIOODY.

Jlo HacTOAImEero BpeMEHH MBI HE MOJYy4YUIHd OT Bac moaTBepKIACHUS
Hallero MpeasioKeHUus OoT 25 Mas U JOJIKHBI MO3TOMY OTO3BaTh
Hamy odepTy.

MBI gepKuUM 3TO MNPEATOKEHUE OTKPBITHIM 10 HojydeHus ot Bac
akmenTta 10 1 ceHTAOpS TEeKyIlero rojua.

[lonTtBepxkmaem nmonydenue Bamero nmucema o120 Masg, B KOTOpOM
Brr aknnentupyere Hamy odepty oT 10 mas Ha 10000 yHTOB UKPHI.
C coxanenuem coobmaem Bam, 4TOo 5TOT TOBap mpojaaH JAPYyromy
MOKYIaTeNI0, MOCKOJIbKY Hama odepTa Oblyia HeldCTBUTEIbHA JHUIIb
mo 16 mas.

BcraBbTe HGO6XOI[I/IMI>IC NpcaJIOTu U NMCPCBCAUTC IIPCHITOKCHU.

The price ..., which the equipment was ordered, was fixed and
not subject ... any alterations.

As the goods were bought ... f.o.b. terms, the Suppliers placed
them ... board ... steamer ... their expense. They also had to pay
the port and dock dues ... the ¢argo.

According ... the contract, payment is to be made ... cash
London ... 45 days ... the dispatch ... Rossimport ... all the
shipping and technical documents.

As you had not delivered the goods ... the 1°" July, you are to pay
us agreed and liquidated damages ... delay ... delivery.
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5) The damages were calculated ... the rate ... 0,5 per cent ... week
... the value ... the equipment.

3. IlepeBenuTe ¢ pycCKOTO Ha aHTJIMUCKUN S3BIK.
YBaxaembie Tocnojal

Mpl nmoaTBepxkaaeM mnojdydeHue Bamero nmucbma or ... (marta) u
npocuM Bac mpuHSATH K BHIMOJHEHUIO 3aKa3 Ha 3 HACOCHBIC MAIIWHBI.
MBI corJiacHBI ¢ Ha3HAaYCHHBIMU BamMu neHamu.

JlocTaBka moJkKHA OBITh OCYIIECTBJIEHA MO BBIICYKAa3aHHOMY
anpecy K ... (mara). Ilockonbky BBl HHYEro He YHOMSHYIH O
rapaHTUHUHOM CPOKE, KOTOPBHIM OOBIYHO MPEAOCTABISACTCS MPHU MOCTAaBKeE
MaIivuH, Mbl XOTHM YyKa3aTh, 4YTO NPOCHUM JaTh ABYXTOJUYHBIH CpPOK
rapaHTuu, B TEYEHUM KoToporo Bbsl 00s3aHbl BBIIOJIHATH JIOObBIE
pPEeMOHTHBIE paboOThl OCCHIATHO.

Mpup1 Oynem paabl, eciu Bbl M3BecTUTE HAC O MOJYYECHHUH HAIIETO
3aka3a U BameM MHEHHH O HalllUX yCIOBHUAX.

C yBaxeHuem,

4. IlocTaBbT€ COCTABASIOIINE CTPYKTYpPYy IHUCbMa B TNPaBUIbHOM
nopsAaKE:

P.S. umu Postscript
body of the letter
sender's address
closing sentence
opening sentence
date

complimentary close
salutation

signature

5. JlomumuTte npoaoiixkeHue dhpas:

| would be grateful if you
| am sorry to informyou

Thank you for your letter ofi
Regarding your question about
| apologize for not getting in contact with
With reference to your letter of
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Unit 5
Letter of Acceptance
(ITmcbMo0 0 mpueMe Ha padoTy)

Congrats...

Wishing you a
successful

career ahead!

Dear Prof. Parson,

Dr. Simon Otis recommended that | contact you and request an
interview.

| have recently graduated from Moscow University with a degree
zoology. | am very interested in Zoology and would appreciate having
the opportunity to discuss any vacancies that you can have in this
specialty.

I am enclosing my resume for review and will look forward to meeting

you.

Thank you for your consideration.

Andrey Smirnov.

Active vocabulary (AkTuBHasi JeKCHKA)

I am writing to you in
replay to your
advertising in ...

| have just completed my
final year at the
University of ...

My name is Alex and | am
a final year student at the

My name is Alex and | am
writing in response to
your advertisement.

I was most interested to
read your advertisement
for ...

With reference to your

A numy B OTBET Ha Ballly peKjIaMy B
...(6 ... cpeocmee maccogoli

ungopmayuu).

S TOJNBKO 4TO 3aKOHYMII
...(...) yHHBepCHUTET.

MeHs 30BYT AJIEKC U ST CTYJEHT
nocienuero kypcea... (...
uHcmumyma)

MeHs B0OBYT AJNEKC U 1 MUY B
OTBET Ha Balle OOBSABICHUE.

Sl OB OUeHBb 3aMHTEpECOBaH, KOT1a
NpOYMUTAl Ballly peKiamy B ...(8
MmaKkom-mo cpedcmee Maccosoll

ungopmayuu).

B cBsA3u c Bamieil BakaHCHUEH IS
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vacancy for a ...

Please accept this letter
as application for the ...
position currently
advertised in the ...

I was thrilled when my
friend, Jack Faber, told
me there was an opening
for ... at your company.

I'd like to give you a brief
overview of my skills and
experience.

| am hardworking,
analytical and like taking
initiative.

| believe that my skill-set
matches perfectly with
your requirements.

| think that my economic
activities and a solid
track record may be of
interest to you.

I'm confident that | am
the employee you are
seeking because | have
all of the qualifications
outlined in your job
posting.

The offered post presents
an unusual interest to me
as it belongs to the field
in which | specialize.

| have exceptional verbal

... cneyuanucma).

[Toxany¥cra, IPUMHUTE 3TO MUCHMO
KaK 3asBJICHUE HA 3aMEIICHUE
BAKAaHTHOMW JOJKHOCTH ... , KOTOpasd
Obl1a 0OBsABIIEHA B ...(6 ... cpedcmeae
maccogou uHgpopmayuu).

4 Obl B3BOJHOBAH, KOTJa MOUW JIpyT,
Jxex daiibep, pacckazal MHE, 4YTO
¢eTh OTKpbITast BakaHcus 1 ...(...
cneyuaiucma) B Baleil KOMIIAHUU .

A xoten OBl 1aTh BaM KpaTKUK 0030D
MOHUX HAaBBIKOB M OMBITA.

A TpynonoOuB, UHUIIMATUBEH U
o0Jlajal0 aHAJIUTUUYECKUM YMOM.

S cuurtaro, yTo MO HaOOp HABBIKOB
UJECAJbHO COUYETAETCSA C BallUMU
TpeOOBaHUSIMU.

S nymaro, 4TO MOS SKOHOMHYECKA
NESATEIbHOCTh U COJIMIHBIN
NOCHY)KHOU CIIUCOK MOTYT
NPEACTABIATh UHTEPEC AJIS Bac.

5l yBepeH, 4TO 1 COTPpYAHUK,
KoTOoporo Bbl umere, moToMy 4To y
MeHS Ta KBaJludukamus, KoTopas
o3ByueHa B Bamem oObsBICHUMN.

DTa BaKaHCUS NPEIACTABIAECT
HEOOBIYaWHBI UHTEPEC AJISI MEHS,
TaK KaK OHa OTHOCHTCS K 00JacTH, B
KOTOPOH 1 CHELUAIUZUPYIOCH.

Sl o6mamar0 UCKIOYUTEIbHBIMA
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and written
communication skills.

| have driver's license
and can drive rather
well.

I know that my... (such
and such qualities) would
allow me to make a
significant contribution
to the(Company

Name) team.

| believe | possess the
right combination
of...(such and such
qualities)and...(such and
such qualities).

Please take the time to
review my resume.

| would enjoy an
opportunity to talk with
you to see where my skill
set would be of the
greatest benefit to your
company.

As you can see from my
resume, my experience
and qualifications match
this position's
requirements.

The attached resume
details my extensive
experience and training.

At a personal meeting, |
would like to discuss with
you how | will contribute

YCTHBIMHU U TIHCbMCHHBIMHU
KOMMYHHUKATHUBHBIMHU HABBIKAMU.

Sl uMer BOOUTENBCKHE MPABA U MOTY
HEIJO0XO0 BOJHUTH.

4 3Har, 4TO MOH... (TaKue-TO
Ka4yecTBa) MO3BOJSAT MHE BHECTHU
CYIIECTBECHHBIN BKJIaJ B
KOMaHAy (TaKoW-TO KOMIAHUM) .

YBepeH, 4To s 00Jagar0 OTIUYHOU
KOMOHUHAIKUEH... (TAKOTO-TO
KayecTBa) U (TaKOTO-TO Ka4yecTBa).

[Toxanyiicta, HallguTe BpeMs, 4TOOBI
pPacCMOTPETh MOE PE3IOME.

S ObI ¢ yIOBOJNBCTBUEM MOOOIIANCS C
Bamu, 4T00BI NOHATH, II€ MOU
HaBBIKK OyAyT HauboJiee MOJE3HBI
JUIs1 Balllell KOMITAHUMU.

Kak BBI'MOXeTe BUJIETh U3 MOETO
pe3oMe, MOU OTNBIT U KBaNU(PUKAIHS
COOTBETCTBYIOT TpeOOBAHUSAM ITOMU
BaKaHCHH.

B npunaraemom pesrome
NoJAPOOHOCTHU MOEro OOMUPHOTO
OMBITA U MOATOTOBKH.

[Ipu nuyHO#M BCcTpeue 1 XOoTea Obl

00CYyJIUTh C BaMHU, KaK 5 MOTY
cnocoOCTBOBATh JaJibHEHIIEMY
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to the continued growth pocTy Bamieii kKoMnaHuu.
of your company.

Ecnu nmotpebyercs, s Mory

| can supply references
: ) HpPEIOCTABUTh PEKOMEHIAIUH H3 ...
from...if required.
(... opranu3zanuu).

Ecnu BBl cOTIAacCHBI, YTO MOS
KBanu(uKamus BOOJHE
COOTBETCTBYIOT Bamum
TpeOOBaHUAM, MMOKaIyHcTa,
mo3BOHUTE MHE 1o Tenedony (111)
111-1111, yToOBI OTOBOPUTHCS 00
WHTEPBBHIO.

If you agree that my
qualifications perfectly
match your requirements,
please call me at (111)
111-1111 to arrange an
interview.

Thank.you for your Cnacu0o 3a BHUMAaHHE.
attention.

Thank you for your time. Cnacubo 3a Bame BpeMs.

| would be very grateful
if you would consider my
application

S Ob11 OB OYEHB OJaroapeH, €cliu
Bsl paccMoTpuTE MO€E 3asBICHHUE.

Thank you for your help. Cnacu6o0 3a Bamy momonisb.

Thank you for your early  3apanee G6iaromapio 3a ObICTPBIi

attention to this request. OTBET Ha MOIO IPOCKOY.
Thank you for your time, Crnacu6o0 3a moTpaueHHOE BpeMs, U 5
and | look forward to C HETEpICHHUEM XYy pa3roBopa ¢

speaking with you. Bawmmu.
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Dear Mr. Simpson,

I am writing to introduce myself to you as a student of Interational School of Technology. | am responding to your
advertisement in the local employment news for want of a software programmer for your development section.

As you can see in the enclosed resume, | have a very strong academic background in operating systems combined with two
years of research experience in search engine optimization. My recent internship at Major Info systems, New York, allowed
me to further develop and strengthen my technical programming skills. | have good hands-on programming experience with
languages like C, C++, Java, .Net, PHP and Assembly. | believe that if given the opportunity, | can make a significant and
valuable contribution to your firm.

| would appreciate the opportunity to discuss how my education and experience will be helpful to you. | will be calling you

tomorrow moming to talk about the possibility of arranging an interview. Thank you for your time and consideration.

Best Regards,
Wayne Martin

Tel: (111)-456 7899,

Do you know that...
(A 3HaeTe au Bpl, uTO...)

Bam Heob6xonumo HamucaTh NUCHBMO O TpuUeMe Ha paboTy Ha
aHTIUNUCKOM sA3bike? Takoe MUCHhMO HA3BIBAETCS COMPOBOJUTEIbLHBIM
nucbMoM K pe3toMe. CONpOBOAUTENbHOE MUCBMO U PE3IOME - 3TO T€
JIBa JTOKYMEHTa, KOTOpbIE BBl JOJDKHBI IepeciaaTh B OTIE] KaJapoB
KOMIIaHHUHU, €CIIM XOTHTE YCTPOUTHCS Ha paboTy B Hee.

CompoBOAHTENbHOE TMHUCHMO Ha AaHTIMUCKOM S3BIKE JOJDKHO
NPOCTUMYJIUPOBATH MOTEHIUAJIBLHOTO paboToMaTeNss NPUTIaCUTh Bac Ha
cobecenoBanmue, Ha KOTOPOM OyJeT pemaTsCd BOMPOC O MpHUeMe Bac Ha
paboTy. Hago moMHHTH, YTO Ha XOpOIIYIo paloTy Bceraa NpeTeHAYeT
MHOXeCcTBO awjae. U yxe Ha stame oTbopa pe3romMe OyJaeT oTcesiHa
Oosbmias 4acThb NPETEHAEHTOB. Db dexTuBHO HallMCaHHOE
COMPOBOMUTENLHOE TMUCHMO YacTO CTAHOBUTCS TPOMYCKOM Ha
cobecenoBaHue, Ja)e eciad Bame o0O0pa3soBaHME U OMNBIT YCTYHNalOT
APYTHM.

ConpoBOAHUTENbHOE TMHUCHMO Ha AaHTJIUHUCKOM S3BIKE JOJIKHO
MokKa3aTh Ballld JUYHOCTHBIE KadeCTBa, KOTOPhIE HEBO3MOXXHO MOHATH
U3 pe3loMe: XapakTep, JXKU3HEHHBbIE I€HHOCTH, MOTHBAIMIO, MHOTOE
Apyroe, naxke TPaMOTHOCTh U BEXKJIUBOCTh. ONMBITHBIN KaApPOBUK yMEET
YUTATh MEXJY CTPOK COMPOBOAUTEIBHOTO MUCHMA.

B compoBoautenbHOM mucbMe (MUChbMe O mpuemMe Ha paboTy) Ha
QHTJIUMCKOM $S3bIKE BBl 3asBJIsieTe CBOeMYy OyaylniemMy paboToaarento,
4YTO BBl XOTedau Obl y Hero paboraTh, 4YTO BBl 00JIagaeTe BCEMHU
HEOOXOMMMBIMHA Ka4eCTBAMH W YTO BBl MPHIOXKUTE MAKCUMYM YCHUIIUH,
4TOOBI cHeNiaTh MpeiaraeMyr paboTy Ha BeicmeM ypoBHe. Ha camom
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Jeyie, 3TO Ballle 3asIBJIEHUE OYEHb BaXHO i pabotonarens. I uem oHO
OyneT UCKpEeHHee, YeM dMOIMOHallbHEee, TeM 0OJbIle MAaHCOB, YTO OHO
NpUBJEYET BHUMaHUE U Bac MPUMYT Ha paboTy.

OCHOBHBIE THINBl CONPOBOJUTEIBHBIX MHCEM K pE3IOME Ha
AHTJIUMCKOM SI3BIKE€ MOJKHO Pa3JeluTh HA TPU OCHOBHBIX THUIIA MHUCEM O
npuemMe Ha pabOTy Ha aHTJIUUCKOM SI3BIKE:

1. llucbmo-3assBka.  CompoBOAUTENILHOE  MUCBMO K  pe3ioMe
BBICHIJIAETCS B OTBET Ha pEKJIaMHOE OOBSBICHHE O BAaKAaHCHU B
CpeICcTBax MaccoBOW MHpOpMAILIUH.

2. [lucemo "mo cosery". ConmpoBOAUTEIbHOE MNHUCHBMO U pe3lOMeE
BBICHIJIAIOTCS MO COBETY APYroro 4yejoBeKa, KOTOPbIA 3HAET, UTO B
OpTaHU3allUU €CTh BAKaAHCHS.

3. [lucemo-pasBenka. [IpeTeHaeHT BBICHIIAET MUCHMO O MpPHEME Ha
paboTy W pe3oMe B OpPraHu3aluio, B KOTOPOW OH XOTed Obl
paboTaTh, B HaJeXJe, YTO TaM)HalijeTcs BakaHcus, "Ha ygauy".
CTpyKTypa CONpOBOIUTEIBHOEO MUChMa K PE3IOME HJIM MHUCHhMA O

npuemMe Ha pabOTy Ha aHTJIUUCKOM

Bama kontaktHas uH@opmanus.

NUmsa u pamunus

Anpec:

I'opona, o6macTh, MOYTOBBIM MHICKC

Howmep Tenedona

AJQpec 3IEKTPOHHOU MOYTHI

JlaTa.

Hara numercs B popmare - September 15, 2012 unu B popmare -
05 Oktober, 2012.

KontaktHas undpopmanus paboromarens (€Cliv OHA €CTh).

NUmsa u pamunus

Ha3Banue xoMmnanuu

Anpec:

l'oponx, mraT, MOYTOBBIA UHIIEKC

Tewma.

ODTOT 3JIEMEHT CTPYKTYpPhl COMNPOBOJUTEIBHOTO NHUChbMa HWHOTAA
onyckaercsi. OH MOJACKa3bIBA€T YHUTATEJNI0 MUCbMa TO, O 4YeM OyJaer
uATH peub B nuchbMe: RE: (BnucesiBaeTcss BakaHTHAs JTOJKHOCTD).

Hanpuwmep,

RE: Office Manager

Nnn

RE: Administrative Assistant (#12345).

Hudpser B ckoOOYKax yKa3blBalOT Ha HOMEpP OOBIBICHHUS O
BAaKaHCHH B CPEJACTBAX MacCOBOW MHPOpPMAIIUH.

OO6pamieHue.

Ecnu BBl 3HaeTe UM MeHeAXepa IO HallMy, TO Balle oOpalleHue
JNOJKHO ObITh mpuMepHo TakuM: "Dear Mr. Johnson,". Y6enurecs, 4To

BBl 3HAETE MOJ U 3BaHWE MeHemxkepa (Mr. - rocnoaun, Ms. - rocmoxa,
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Dr. - ngoktop u T1.1n.). Ecnium Bbl He 3HaeTe uUMS MEHeEAXepa, TO
NOMYyCTUMBl cleaywmue oOpamenus: Dear Hiring Manager -
yBakaeMblii MeHelxkep mo HakmMmy, Dear Recruiting Team - moporas
pekpyTUHT-KOMaHa uiau Dear (BcrTaBiseTre umMs kKomnanuu) Team -
goporas KoMmaHAa (TakoW-To.sKoMmaHuu). B xpaiiHem ciaydae, B
KayecTBE MPHUBETCTBUS HaNWmiuTe crtanaapTtHyw ¢pasy: To whom it
may concern - Tomy, kKoro'“sro MoOXeT Kacarbca. Ho, crapaunTech
n3zberatb 3TOM (Qpaspl, T.K. 00€3JIHYEHHOE OOpallEeHHE BBI3BIBAET Yy
YeJIOBEKAa HETaTUBHBIC AMOIIUH.

[TepBbiii  ab3ari Bamero CONPOBOAUTEIBHOTO MHUCbMa  Ha
AHTJIMWCKOM.

B mnepBoM ab3ame cOmpoBOAMTENBHOTO NHChMa BBl JTOJIKHBI
YOOMSHYTh JOJKHOCTh, Ha KOTOPYIO BBl TNpETEHAYETE, a TaKke
cocinaTbCs Ha HUCTOYHHUK, HU3 KOTOPOTO BBl Y3HaJlM O BaKaHCHUHU.
NcTouyHuKOM MOXET OBITh CPEICTBO MaccoBOM HHPopmanuu, Iubdo
YeJ0BeK, KOTOpbIM 3HaeT o BakaHcuu. Jlubo, ecam d5TO Kacaercs
COMPOBOJUTEIBLHOTO MUChbMa-pa3BeAKU, YIOMSHYTh O BamieM OOJBIIOM
xKelmaHuu paboTaTh MMEHHO B 3Toi opraHuzanuu. CTyJIeHTY, TOJBKO
YTO 3aKOHYHUBIIEMY WM 3aKaHUYWBAIONIEMy OOy4YeHHE, HAOMYCTHUMO
yInoMsHyTh 00 3ToM d¢akTe B MNepBoM alb3ale COMNPOBOIUTEIBLHOTO
NUChbMa Ha aHTJIUIcKOM si3bike. [lepBbIil ab3a1 He JAOJKEH MPEBHIIIATH
OJTHOTO-/IBYX KOPOTKHUX MPEAJTOKECHUH.

Btopoit a63am cOnpoBOAUTENBHOTO TMMHCbMa HAa AaHTJIHUCKOM.
OnumwuTte BallkM HaBBIKKM, TaJaHTbhl WJIW JOCTHXKEHHUSA, HO HE
nepeycepactsyite. BriOeputre Tonabko nyumue Tpu. I[loguepkHuTte
COOTBETCTBHME BalUX MNpo(PecCHOHANbHBIX HABBIKOB TpeOOBaAHUIM
npeaiaraemoid BakaHcuu. OOBSICHUTH, TOYEMY BBl - JIYUIIHA KaHAUJAT
Ha OTY JOJKHOCTh. 3aKJIIOYUTEIbHBIA ab3al CONpOBOIUTEIBHOTO
NHUChMa HA AHTJIUHUCKOM. YINOMSHHUTE CBOE€ pE3OME, NAUTE UM ITOBO
npouyuTtath ero. [lompocute BrI3BaTh Bac Ha cobeceoOBaHUE.

bnaromapuocTs. [locne 3akntouutenbHOTO ab3ama modgarogapure
MEHEIXepa N0 HaAMMYy.

3aknouynTenbHas BexiauBas ¢pasa. [locie 3Toit dhpa3sl cTaBUTCA
3ansartas. [lognuck. 3aech NUmyTcs Balie UM U paMUIIUS.

[Ipumeuanue. B mpuMeyaHuu OOBIYHO BIUCHIBAETCS CCHIJIKA Ha
npujaraeMoe K CONPOBOJAUTEIBHOMY HMHUCBMY  pe3loMe  U/Uiu
pEKOMEH1aTebHbIE MUChMA

Exercises (YnpaskHeHus )

1. ITepeBeauTe HA AHTJIUUCKUU SA3BIK:

K COXAJICHHNIO, Mbl BBIHYXK/ICHBI COO6IlII/ITB BaM O ...

B orBeT Ha Bam Bompoc o ...
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MeHs Takke HHTEpPECYET...

MBI MOXXEM TOJATBEPAUTh...

S Ob11 OB IpU3HATEJIEH BaM, €CJIU OBl BHI ...
MBI Tak e XoTeau Obl COOOIIUTH BaM O ...
51 OBI XOTEN MONYYHUTH...

He mornu Obl BBl BBICTATh MHE...

MBI ¢ YIOBOJIBCTBHEM COO0OIIaEM O ...
OTHOCHUTEJIBHO Balllero BOONpoca o ...

2. BcTaBbTe HEOOXOAMMBIE IO CMBICTY CJIOBA.

Dr. Simon Otis ... that I contact you and request an interview.

| have ... graduated from Moscow University with a ... zoology. | am
very ... in Zoology and would appreciate having the ... to discuss any
vacancies that you can have in this specialty.

| am ... my resume for review and will'look ... to meeting you.

3. Pazmenute ¢ppassl.

Abilitiesdateofbirthpositionextracurricularactivitiesaccomplishmentse
mploymentfillapositionsalary

4. CocTaBbTe CONPOBOAUTEIHLHOE TUCHMO.

BBl 1OJKHBI YyHOMSHYTH JTOJIKHOCTh, Ha KOTOPYIO BBl IpPETCHIyETE, a
Tak)Xe COCJIaThCS Ha MCTOYHHUK, U3 KOTOPOTO BBl y3HAJIH O BaKaHCHUHU.
NcTounukoM MOXeT OBITh CpPEJICTBO MacCOBOM uHHGOpMaInuu, JTHOO
YeJIOBEK, KOTOPBIM 3HaeT o BakaHcuu. JImbo, ecam 3To KacaeTcs
COMPOBOJIUTEIBLHOTO MUChMa-pa3BEJAKH, YIIOMIHYTh O BalleM OOJbIIOM
)KeJaHUU paboTaTh UMEHHO B 3TOM OpraHu3aluu.

5. CocTaBbpTe COMPOBOAUTEIBbHOE MUCHMO, UCTIONB3YS CIACAYIOIINE
bpa3ssi:

| have just completed my final year at the University of

| was most interested to read your advertisement for ...

| was thrilled when my friend, Jack Faber, told me there was an
opening for ... at your company.

| think that my economic activities and a solid track record may be of
interest to you.
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The offered post presents an unusual interest to me as it belongs to the
field in which I specialize.

I know that my... (such and such qualities) would allow me to make a
significant contribution to the(Company Name) team.

| would enjoy an opportunity to talk with you to see where my skill set
would be of the greatest benefit to your company.

At a personal meeting | would like to discuss with you how | will
contribute to the continued growth of your company.

Thank you for your early attention to this request.

44



Unit 6
oot Letter of recommendation
ettey O
Bttt (PexoMeHIaTeJbHOE MHCHMO)

(Company)
(Adress) address

Date
To Whom it May Concern,

I am writing this reference letter on behalf of Michael Grishin. | have
been Michael's supervisor for four years in *** Company. In just
those four short years, | have watched him rapidly advance from an
entry-level position to a Senior Technical Support Representative. |
have never hesitated to recommend him for promotion when his time
came.

Michael derives satisfaction from helping our customers and field
engineers troubleshoot technical problems. Many of those who have
received help from Michael specifically ask for him when they again
contact tech support, and for good reason: He is professional,
courteous and quick to help. | often see Michael in our lab before or
after work hours, replicating technical problems. Additionally,
Michael does not abandon his customers when the whistle blows. He
sticks at it even after hours, until he resolves his customers'
problems.

Michael is a team player who is always willing to share the
knowledge. For example, thanks to Michael's willingness to share the
trouble-ticket notes he so meticulously recorded and compiled, our
Technical Publications Department was able to craft "symptom-fix,"
step-by-step, online troubleshooting guides for our field engineers.
Consequently, we have seen an increase in customer satisfaction, a
reduction in tech-support calls, and a significant savings on the
department's bottom line.

| have nothing but good things to say about Michael and | would
strongly recommend him for any endeavor he chooses. Please do not
hesitate to contact me if you would like to hear more good things
about Michael.

Yours faithfully,
[Signature]
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Andrey Roshin
Supervisor, Technical Support
Ext. 111, andrey@acme.com

Active vocabulary (AkTuBHAS JIeKCHKA)

To whom it may concern

I am happy to write this letter of
recommendation for...

It has been a pleasure to be
Mark’s teacher/college since...

| am delighted to be called upon
as a reference for

| give him my highest
recommendation. Please send e-
mail or call me for if you have
any questions

I recommend ...as a promising
candidate

I strongly recommend ... for
further education at you

3aMHTEPECOBAHHBIM JIUIIAM WU
BHUMAHHUIO BCEX, KTO
3aUHTEPECOBAH, €CIU UMS
Oynymiero paboTomgarens
HEeHW3BEeCTHO winu Dear
Mr/Mrs/Ms/Miss Brown.

A paga nucaTh peKOMEH/AAaTEIbHOEC
NUCHhMO JUJIA...

beiTh yuutenem/xkonmeroi
YECThIO JJISI MEHS

Jliis MeHs 4ecTh 1aBaTh
pPEKOMEHIAIUY ...)

OH 3aciy>)XKHBaeT MOM JIyUIlHe
pexomennannu. Ecnu y Bac
BO3HHKHYT BOTIPOCHI, MOXKETE
CBSI3aThCS CO MHOU Mo TenePoHy
WJIM TI0 TIOYTe

S pexomMeHaylo €ro, Kak
MHOro00€emnaniero KaHguaaT

S pexoMeHAYIO ... IJs
naJibHEeHIero ooOy4yeHus B

... OBLIIO

University, where he can develop
his talents
| am pleased to recommend

YHUBEPCUTETE

Sl ¢ ynoBoJbCTBUEM

PEKOMEHIAYIO
I am writing in enthusiastic S nmumy, 94T00BI C YHTY3Ua3MOM
support of noAJepX arth

It is with great pleasure that | am
writing this letter

of recommendation for__ yIOBOJLCTBUEM

Based on my experience with __, OcHOBBIBasiCh Ha ONbITE PabOTHI
| can say... C___, s MOTY CKa3arh...

He has been my student during the O# yuuics y MeHs mocjieaHue

S numy 3TO pEKOMEHIATEIbHOE
NUCbMO JUII___ C OTPOMHBIM

past five years. ISTh JIET.

|’ got to know him very well Sl Xxopomio y3Hall ero 3a 3TO
during this time. BpeM.

I've learnt a lot about him and his f mHOrO€ y3HasI 0 HEM U ero
abilities. CIIOCOOHOCTSIX.
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The candidate and the opportunity.
are a perfect fit.

He is well prepared to move onto
the collegiate level.

Among his accomplishments...
Over the years, | have had the
pleasure of watching...

His talents and motivations are
not limited strictly to the lab.

was unrivaled in my course

a challenge that he met with great
success

balances his time

consistently gets excellent marks
on his homework and tests

excellent oral communication
skills/ written communication
skills

computing technology skills
the type of person who loves
learning

strives for excellence
compared to other students

in class

capacity to work autonomously

determination to succeed

His abilities and determination
will continue to grow.

He will continue to grow

as a leader / creative thinker.

He will make a great student at ...

Without hesitation, | recommend
him for ...

He is an exceptional candidate /
would be an excellent candidate
for ...

| warmly recommend him for ...
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Kanaupar u mo3uuus, Ha KOTOPYIO
OH NPETEHAYET, MPOCTO CO3JaHbI
ApyT AJisg Apyra.

OH xopomo NoaATroTOBIEH

K IEPEXO0Y Ha YHUBEPCUTETCKUN
YPOBEHbB.

B uncie ero fOCTHUIXKEHUH...

B TedyeHme 3TUX JE€T, I UMEI
yIOBOJILCTBUE HAOIIOAATh...

Ero cnocoOHOCTH U yCcTpeMIIEHUS
HE OTPAaHUYUBAIOTCS OJTHOM JUIIb
nabopatopueil.

HE UMEJI paBHBIX B MOEM MpEIMETE
CJIOKHOCTh, KOTOPYIO OH
npeoioJiesl C OOJBIIUM YCIEXOM
cOalaHCUPOBAHHO pacmpeenseT
CBOE BpeMs

NOCTOSTHHO MOJIy4aeT OTJIUYHbBIC
OIIEHKHU 3a JOMaIlHIOK© paboTy

U Ha TecTax

OTJIUYHBIE HABBIKU YCTHOM /
MAUCbMEHHOW peuu

HaBBIKH Pa0OTHI HA KOMIBIOTEPE
YeJIOBEK, KOTOPBbIN 000KaeT
YUUTHCS

CTPEMHUTCS K COBEPUICHCTBY

B CPaBHEHUU C JPYTUMH
OJTHOTPYMIHUKAMHU

CIOCOOHOCTH K CAMOCTOSTEIbHOM
paborte

CTpEMIIEHHE K yCIEXY

Ero cnoco0HOCTH U MOTHUBAIU
OyayT TOJBKO pacTH.

OH NpOIOJKUT pa3BUBATh CBOHU
JuaepcKue Kayectna /
CHOCOOHOCTh MBICIUTH TBOPUYECKH.
OH Mor OBl CTaTh BEJIUKOJCTTHBIM
CTYJICHTOM B ...

51 6e3 COMHEHUMN PEKOMEHAYIO
ero s ...

OH OTNWYHBINA KaHAUIAT / MOXET
CTaTh OTJIUYHBIM KaHIUIATOM B ..

S ropsiuo peKOMEHAYI €ro AJf ...



I am sure you will find him
equally impressive.

It is with the utmost confidence
that | recommend him to your
university.

Please do contact me if you have
any further questions.

Your Name

Your Address

Your City, State, Zip Code
Your Phone Number

Your Email Address

Date

To whom it may concemn:

YBepeH, 4TO OH NPOMU3BEIAET HA
Bac Takoe XK€ CUJIbHOE
BIICUATJICHUE.

S'c aGCconOTHON YBEPEHHOCTHIO
MOTY pEKOMEHJOBATh €TI0

K MOCTYIJIEHUIO B Balll
YHUBEPCHUTET.

[Toxanylicra, CBIXKUTECHh CO MHOM,
€CIM y Bac MOSABATCSA Kakue-I1ubo
BOIIPOCHI.

| would like to recommend Muriel MacKensie as a candidate for a position with
your organization. In her position as Adminstrative Assistant, Muriel was
employed in our office from 2004 - 2008.

Muriel did an excellent job in this

sition and'was an asset to our organization

during her tenure with the office. She has excellent written and verbal
communication skills, is extremely organized) ga8n work independently, and is
able to effectly multi-task to ensure that all projects are completed in a timely

manner.

Muriel was always willing to offer her assistance and had an excellent rapport
with the many constituents served by our office including clients, employers,
and other professional organizations. She would be an asset to any employer
and | recommend her for any endeavor she chooses to pursue.

Yours truly,

Handuoritten Spuatare (mailed letter)

Typed Signature
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Do you know that...
(A 3HaeTe au Bpl, uTO...)

PexoMeHiaTenpbHOE MUCHMO Ha AHTJIUHCKOM $I3bIKE CYLIECTBEHHO
NOBBICUT Ballld MIAHCHI NPU YCTPOMCTBE B 3alaJHYyl KoMIaHuio. Tak
KaK K€ BCe-TaKu MPaBUJIbHO HallMCAaTh PEKOMEHAATEIbHOE NUCHMO?

Pexomennatensnoe nucbMmo (Reference Letters) mpemocraBiser
OosiblIe BO3MOXHOCTEW Ui MOUCKa Xopoumed paboTsl. Bo-mepBbiX,
Bbl 3HAaeTe, KaKoe€ MHEHHME O Bac COCTAaBHJIM Ballh KOJUIETH U
pykoBoauTenu. Bo-BTopwix, moTeHIMalbHOMY paboTomaTtento OyaeT
yi1o0OHEe MpOYUTATh PEKOMEHJATEIbHOE NHUCbMO BMECTO TOT0, YTOOBI
JUYHO CBS3BIBATHCS M JHUIIHHWA pa3 OECHOKOUTH OJHOTO M3 BalluX
nopyuuresne. Becerga ecTe pUCK, 4TO BalleMy MOPYUYHUTEIIO MPOCTO HE
CMOTyT  JAO3BOHUTHCS, Ju0OO  MOJydYeHHas  UHPopMalnus  HeE
yIOBJIETBOPUT paboronatens. B aToM ciyuyae BBl MOXKETE JHIIUTHCS
BO3MOJKHOCTH MOJYYUTh pabOTy B TaHHOW KOMIIAHUU.

Ecau BBl yBOJIEHBI B;¢BS3M C COKpallEHUEM NPOU3BOJACTBA HIH
KaKUMH-TO 3KOHOMHUYECKUMH NpoOieMaMu NPEeANpUITUS, TO MOJYUYUTH
peKOMeHaTeIbHOE MUChMO KpaliHe Heo0XonaumMo. B HeM JOJKHBI OBITh
O00BsSICHEHBl NPUYUHBI YBOJbHEHHUS U OTCYTCTBHUE NMPETEH3UHU K Ballei
paborTe.

K xomy oOpaTuthcs 3a pEKOMEHAATEIbHBIM MUCHhMOM?

3a pEeKOMEHJATEeNbHBIM MUCBMOM Jydlie OOpPaTUThCA K CBOEMY
HENOCPEJCTBEHHOMY HadallbHUKY JM00 K mapTHepy. Bbl MoxkeTe Takxke
NOMPOCUTh O PEKOMEHIaTEJIbHO MUCHME:

BUIE — MPE3UJIEHTa KOMIAHUU
OUpEKTOpa

PYKOBOJIUTENS OTAENA
COTpyIHUKA

KJIHUEHTA.

Ecnu  omsiT paboTel  HeOOEaT, MOXHO O00paTuThCI  3a
PEKOMEHAATEIbHBIM MUCHbMOM K XOpPOWIO 3HAKIIEMYy Bac 4YeJOBEKY. Bhl
npousBegeTre Oosiee OIaronpusiTHOE /BHedyaTIE€HHE, €CIH BalluM
NOPYYHUTENEM BBICTYNHUT NpPEIACTAaBUTEIb yBa)xaeMoil mnpodeccuu HIHU
YeJIOBEK, 3aHUMAIOIMUN COMUAHYIO TOJKHOCTh:

- npodeccop;

- mpenonasaresib BY3a;

- PYKOBOJHUTEIb NpeanpusTUs. CocTaBuUTH
OTJIMYHOE pekoMeHaaTenbHoe mnucbmo (letter of reference or
recommendation), BbeIJepX)aHHOE B HYXHOM CTHJIE, MOXET OBITh HE
O4eHb NpocTO. Bbl MoxeTe 00JeryuTh BalleMy MNOPYUYUTEIIO ITY
3ajjayy, €CJIM caMu MNPEAJOKHUTE €EMY INpPUMEP PEKOMEHIATEIbHOTO
nucbMa. B 3TOM cilydyae BBl CMOXKETE€ NPEIONPENEIUTh COAECPKAHUE
JOKYMEHTa B JK€JaeMOM HalpaBieHUU. HeynauHoe peKOMEHAATEIbHOE

IIHUCBbMO HC TOJBKO HC€ IIOBBICHUT BalllM IIAaHCbl, HO MOXCT IMNOJHOCTBIO
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HCTIOPTUTH 00IIee BIEYATICHUE U JUIIUTh BaC BO3MOXHOCTH MOJYUYUTH
KeJlaeMyK JIOJDKHOCTh. PexkoMeHgaTelbHOE TMHChbMO COCTOHUT U3
CJEeNYIOIUX TPEX YacTeu:

1. PekoMeHngaTenbHO€ MUChbMO HAYMHAETCSA C YKa3aHWUsA TOYHOTO
Ha3BaHUsA aJpeca U KOHTAKTHOTO TejieoHAa KOMIIAHUHU, MPEACTABUTEND
KOTOPOM BHICTYIAET B KAUECTBE MOPYUHUTEIS.

2. B 1 a63ame mopyuutenb oO0BsSCHSIET; KaK JaBHO OH paboTaeT
Bamu. KpaTko xapakTepusyeT BUJ Balleil |AEITCIBHOCTH U OCHOBHBIE
00s3aHHOCTH. 3/1€Ch XK€ MOXXHO B HECKOJHKHX CJIOBaX paccka3aTh O
caMOM KOMITaHHUH.

3. B cnenyromem maparpade HYXHO JgaTh Oojiee aeTalbHOE
OMUCaHWEe Bamero NpodecCuoHalIbHOTO POCTAa 3a BECh MepHoOa paboOThH
B OpraHW3amuu, MEPEYUCIUTh OCHOBHBIC MOCTHUXKCHHUS, MOMYCPKHYTH
caMble BaXHbIE Ha B3TJIAJ MNOPYUYHUTEJsT NOJOXHUTEJIbHBIE KadecTBa.
BrneuaTnenue mopyduTeass OT COBMECTHOM JMEsATEIbHOCTH.

4. IlopgBoass WTOT BHINMIE CKa3aHHOMY, HYXXHO ONHCAaTh JHUYHBIC
KauyeCTBa M OCHOBHBIC YEPThl XapaKkTepa YeJoBeKa. BrickakxuTe MHEHHUE
O TOM, B KaKOW JOJJKHOCTH M C KaKMMH OOS3aHHOCTIMHU OH MOJXET
MPUHECTH MAaKCUMAaJbHYIO MOJb3Y KOMIIAHHH.

Exercises (YnpaskneHnmus)

1. CocraBbpTe peKOMEHAATETHFHOE MMCHMO Ha CBOETO JIpyTa JIJIsl YCTPOHCTBA Ha
pabory.

Ltd. The company "..."
e, ... Street, Moscow, Russia
Tel: +7 912 5555555

April 12, 20...

To Whom It May Concern:

Reference for Mr ... ....

...... joined the Ltd. The company "..." in ... 20.... Since then he has proved to be
a most reliable and effective member of the sales team.

... is professional and efficient in his approach to work and very well-liked by his
colleagues and executive clients. He is well-presented and able to work both
independently and as part of a team.

His contribution to all areas of company activity in which he has been involved
have been much appreciated.

| believe that ... will make a valuable addition to any organization that he may
join. We deeply regret his decision tojmave on and | recommend him without
hesitation.

I would gladly answer any request for further information.

Sincerely,
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......

Managing Director

2. I[OHOJIHI/ITG NpCHIOKCHNUA HYXKHBIMU 11O CMBICJIIY CJIOBAMHU H
BBIPpAXKCHUAMU.

It has been a ... to be Mark’s teacher/college since...

I give him my highest ....

I strongly ... ... for further education at you University, where he can
develop his talents

Based on my ... with

The candidate and the ... are a perfect fit.

He is well ... to move onto the collegiate level.

His talents and ... are not limited strictly to the lab.

His abilities and ... will continue to grow.

Please do ... me if you have any further questions.

3. CocTaBbTe NUCHMO PEKOMEHIAMNUIO, UCTIONB3YS CIEAYIOIIHE
BBIpAKCHUS.

to whom it may concern

I am happy to write this letter of recommendation for...

| am writing in enthusiastic support of

I’ve learnt a lot about him and his abilities.

a challenge that he met with great success

consistently gets excellent marks on his homework and tests
strives for excellence

determination to succeed

would be an excellent candidate for ...

4. CocTaBbTe JA€TallbHOE OINHUCAHHE BAallero Mpo(pPecCuoHalIbHOTO
pocTa 3a Bechb nmepuoja padboThl B, OpraHU3alUU, NEPEUYUCIUTE OCHOBHBIE
JOCTUXEHUS, TONYEPKHUTE caMble BaXHbIE Ha B3TJAJ MHOPYUYHUTEIs
MOJIOKUTEIbHbIE Ka4eCTBA.

5. BcraBsTe HEOOXOMMMBIE IPEATIOTH.

1) The Buyers informed the Sellers that they would reject ... the
goods if the delay ... delivery should last ... twelve weeks.
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2)
3)
4)

5)

We shall be obliged if you will inform us ... the readiness ... the
equipment ... inspections ... least ten days ... advance.
Rossimport informed the Suppliers that the damage ... the goods
was due ... inadequate packing.

Taking ... account your client’s requirements, we agree to prepare
the goods ... your final inspection ... our works ... August.

We shall be glad to hear whether the changes ... the specification
proposed ... us are acceptable ... you.
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Unit 7
Resume
(Pe3rome)

Personal data
Tigran Gavrilov
Gercena str. 28-29, Town of Oktyabrskiy,
Respublika Bashkortostan, Russian Federation
+7 906 38198754632
tigran_gavrilov@gmail.com
Date of Birth: 25.08.1972
Marital Status: married
Objective
To obtain a position service engineer that will allow me to use my
knowledge and take advantage of my desire to work in Sulzer Ltd.
Education
Ufa State Oil Technical University Oktyabrskiy Branch (OF UGNTU)
08.2002 — 06.2007
Specialty: Engineer-mechanic
Work experience
10.2011 — till now
OAO "Rosneft"
Position: Head of Service/of Manufacturing Custom Equipment.
Activities and responsibilities: Manage the production of service of
manufacturing custom equipment. Control and technical maintenance
of production metal parts
03.2010 - 10.2011 — OAO "Rosneft"
Position - Engineer-constructor
Activities and responsibilities: Schematic drawing metal parts for
different equipment, technology of metal processing for the
manufacture of metal parts.
Employment history
06.2007 - 03.2010
Gazprom:
Position: Engineer-constructor
Activities and responsibilities: constructor documentation of
Installation Electric Submersible Pumps - Electric Submersible Pumps
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(18-400 cubic meters per day), electric asynchronous motors,

protector.
Skills

MS Word, Excel Typing, Compas 3d.

Russian: native

Ebglish: Fluent reading, writing and speaking ability

Interests

Football, Volleyball, Basketball, Reading, Intefrhet.

References
Available upon request

Active vocabulary (AkTuBHAsI JJeKCHKA)

an expertin...
Accomplished executive with
a proven ability to...

respected leader

able to build highly motivated
teams

keep up-to-date with changes

in the industry

with over 10 years of experience
successful in project management

10 years of administrative
experience in educational settings
good at establishing rapport with
people from diverse backgrounds
highly organized and detail-
oriented

engineer with over three years IT
industry experience

five years of project management
experience in...
strong background in...

ability to find innovative
solutions

Dramatically increased revenues
and grew client base between

PKCHEPT B 00JACTH...
KBaJU(QUIUPOBAHHBIN
PYKOBOAUTEIb C HECOMHEHHBIM
YMEHUEM...

TUAEpP, YMEOIMUNA BHYIIUTH
yBaXeHUE

cnoco0eH co31aBaTh KOMaHbl

C BBICOKMM YPOBHEM MOTHUBAIUU
CIIEXKY 3a U3MEHEHUSIMU B CBOEH
obyactu

c 6osee yeM 10-1eTHUM ONBITOM
yCIHEMHbIN B chepe ynpaBIeHUS
NpOEKTaMHU

10-neTHUH ONMBIT yHpaBlICHUS B
chepe oOpazoBaHUs

yMEI0 HajlaXHBaTh KOHTAKTHI

C JIOJAbMHU U3 pa3HbIX chep
BBICOKOOpPTaHU30BaHHBIN

M BHUMATEJIBHBIN K J€TalsiM
OMBITHBIA MHXKEHEP ¢ Oojiece yeM
TPEXJIETHUM ONBITOM paboThl B IT-
UHAYCTPUU

NSTUJIECTHUN ONBIT YIPaBICHUS
NpOEKTaMH B...

XOpOILINE MO3HAHUS U OMBIT

B 00JacTH...

yMEHHE HaXOAUTh NHHOBAIIMOHHBIE
pelIeHnAA

3HAaYUTEINBHO YBEJIUYUI NPUOBIIH
U HapacTHJI KIMEHTCKYI 0a3y B
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2003 and 2009.

Increased revenues from $500 000
in 2003 to $5 million in 2009 and
doubled client base from 5 000

to 10 000.

BA in Accounting (cum laude)

related coursework
expected/anticipated graduation:
May 2015

pending Master’s (Bachelor’s)
degree

recent Master’s degree
Bachelor’s degree in progress

no college degree (but have
a certification)

in-depth knowledge of...
excellent written and verbal
communication skills
ability to talk and conduct
business in 2 languages
speaking in public

easily solve technical problems

editing newsletters, letters
in-depth understanding of...
well-developed skills in...

with broad experience in...
fluently read and write in English

keep alert to new computer
hardware

keep abreast of new software
applications

nepuon ¢ 2003 mo 2009 rr.
Veennuun npubsiabs ¢ $500 ThIC.
B 2003 r. no $5 muH. B 2009 r.
¥ yIBOUJI KIUCHTCKYIO 0a3y

¢ 5 1o 10 TrIC.

aumnioMm O0akajgaBpa B 00JacTu
OyxydeTta (C OTJIMYHEM)
npoguiIbHbIe KypCcOBbIE PabOTHI
OKOHYY YHUBEPCHUTET B Mae
2015 r.

HEIMOJIHOE BhIcHIee 0Opa3oBaHue
(oXkHJaeTcs MOJy4eHUE CTEINEHHU
cmemuajducTa uin 6akagaBpa)
HETaBHO MOJYYEH IUTIIOM
crielnuagucTa

BlHACTOSIUI MOMEHT Y4YyCh

Ha OakaliaBpa

BBICIIETO0 OOpa30BaHUs HET,

HO NpOIIea CEPTUPUKAIUIO
rny0oKHe MO3HaHUS B...
OTJIWYHBIE HABBIKU MHUCHBMEHHOTO
U YCTHOTO OOIIEHUS
CHOCOOHOCTh pa3roBapuBaTh

M BECTH JleJia Ha ABYX SA3BIKaX
YMEHHUE BBICTYNATh MEPE.
ayIuTOpueEn

C JETKOCTBHIO PEIIal0 TEXHUYECKHE
npoOIeMBbl

pENaKTUPYIO PACCHUIKH, MUChMa
rny0oKkoe MOHUMaHUE

OTJIUYHO Pa3BUTHIC HABBIKU

C OOMUPHBIM OMBITOM B...
CBOOOJHO MHUIIY U YUTAIO

Ha aHTJIUHUCKOM

CJIeKY 32 HOBUHKAaMHU B 00jacTu
KOMIBIOTEPHOTO 000pyTOBaHUS
CJIEKY 3a BBIXOJOM HOBBIX
KOMIMBIOTEPHBIX MPHUIT0KECHUHN
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ROBERT PATTINSON
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Do you know that...
(A 3naerte gu Bbl, 4TO...)

Pe3tome - 3To0 Bama nenoBas Ouorpadus, xkotopyw Bbsl nummute
Ui TOro, 4ToOBl pacckaszaTh Oyaymemy paboTogaTesilo O CBOEM
o0pa3oBaHUU, ACJIOBOM OMBITE U HAaBbIKAX.

B BenukoOpuTanuu pe3oMe uame BCEro TaK M Ha3bIBaeTCs -
Resume. B Amepuke pe3rome umHornaa HasbiBaloT CV (cokpalieHue ot
Curriculum Vitae, 4To B mepeBoJe C JaTHHCKOTo oOo3HavaeT "Xon
xu3Hu"). Kak nmpasumno, repmuna CV ucnonb3yeTcs I MEAUIUHCKUAX H
Hay4YHbIX pabOTHUKOB, TrjJ€e YacTo TpebyeTrcs MHOro JHUCTOB IS
noJApoOHOTO MmepeuHs NyOJuKanuii. A pe3roMe - 3TO KpaTKoe ONMUCaHUue
nenoBoi 6morpaduu, He MpeBHINMIAIOIIEe O pa3MepaM JABYX JUCTOB.

Pestome wuam CV Ha aHTIUKWCKOM  SI3BIKE MOXET OBITh
OpTaHU30BaHO pa3HbBIMH cmocobamu u (opmatamu, HO 00sS3aTEIBHO
JTOJIXKHO BKJII0OYaTh B c€0s1 TP OCHOBHBIX pa3zjeia:

o Personal Information (Ilepconanbuas wuHpopmanus) -
pas3jiein BO3TJaBIIsIET pe3lOME.
« Education (O6pa3oBanue)

3TOT
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« Work Experience (OmbiT paboThi)
Pe3roMe MOXET TakXe BKJIKYaTh B ce0s Clenyolue pas3aeibl:

o Job Objective (eabp paboTsl)

o« Honors & Activities (Harpansl u nesiTeabHOCTD)

o Training (OOyuenue)

o Computer Skills (KomnbroTepHble HaBBIKH)

o« Languages (3HaHHE SI3BIKOB)

o Skills Summary (CBoaka HaBBIKOB)

o Certification (Junmomsl u cepTuduKaTh)

o Professional Awards & Achievements (IIpodeccuonanbHbIe

Harpajabl ¥ JOCTHIKCHUS )

« References (Pexomenmanuu) - pa3aen 3aKji04daeT pe3oMe
e U JIpyTHeE

Personal Information - 3arojoBok pe3loMe Ha aHTJIUHCKOM
(ITepconanvHas unbopmanus)

B 3aromnoske Resume unu CV Ha aHIIUHUCKOM SI3bIK€ BBI TOJKHEI
yKa3aThb CBOI0O HUJCHTU(UKAUMOHHYIO uHbopmanuw (uUMs, anpec,
tenedpoH, diekTpoHHas mourta). C mOMOIBIO OATOrO  pasjaeia
NOTEHIIMAJIbHBIN paboToAaTENIb MOXKET CBSI3aThCs ¢ BaMu u nmpuriacuth
Ha coOecenoBaHWe. byabTe OYEeHb BHUMATEJIbHBI TPH 3aNOJHEHUU
3TOrO0 pasaena, T.K. OT O3TOr0 3aBHCUT Balma JejioBas cynaboa.
[IpoBepbTe BCcto HHGOPMAHIO ABAXKIHI.

Education - pasgen  "OOpasoBanume". OOpa3zoBaHue -
o0s3aTenbHas 4yacTh Bamero pestoMe wiu CV Ha aHTIUUCKOM SI3BIKE.
Cnucok  0o0pa30BaTENbHBIX  YUYPCXKJACHUH  JOJIKECH  HAYHUHATHLCS
MOCJHEIHUM YUYPEKJICHUEM, TJl€ BBI'YUHUIHUCH, TO €CTh CIHUCOK JOJKEH
dbopMuUpoBaThHCA B 00paTHOW BPEMEHHOU MOCIEeI0BATEIABHOCTH.

Work Experience - pasgen "OmnbeiT pabotel". OnbiT paboThl -
apyras caMas Ba)XHas 4acTh Bamero Resume Ha aHTIMUCKOM S3BIKE.
Kak mpaBuiio, Bbl 00s3aHBI B 3TOM pa3Jiesie MEPEeUYHCIUTh BCE MecTa
Ballley TPYAOBOMU €ATEIBHOCTH.

Skills - pazgen "HaBoiku". B a3ToMm pa3mene Bol D0JKHBI HAMKUCATh
O CBOMX HaBBIKAaX, HaUWHas ¢ Hanbojee BaXHBIX. Hanpumep:

« Brnanenue s3pikamu.

« Brnamenume KOMUBIOTEPHBIMHU MPOTPAMMAMH.

« Hanuuywme BOmMTENHCKUX TpaB.

« KoMMyHWKaTHBHBIC HaBBIKU - HAIPUMEpP, OPAaTOPCKHE U T.II.

o JltoOble npyrme HaBBIKM, KOTOPBIMH BBl BlageeTe W KOTOpPBIE

TpeOyIOTCS Ha BAKAHTHOMW JOJKHOCTH.

References - pexomenmanuu. HeoOxommmo ykasaTh JABa-TpHU
UMEHHU PEKOMEHIATesl ¢ OMUCAaHWEM JOJIKHOCTH, €r0 MecTa paboThl U
KOHTAaKTHBIX NaHHBIX (TenedoH, snekTpoHHas mouta). JIubo Hanucars:
References are available upon request - (pexoMeHIauu
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npeaocTaBlIslOTCs 1o 3ampocy) wunu available upon request
(mpemocTaBisieTcs MO 3a1pPOCY).

XOoTs He CyUecTBYeT Kakux-iIubo KECTKHMX CTaHJapTOB B
HanucaHuu Resume unm CV Ha aHIIUHCKOM S3bIKE, CYIIECTBYET JBa
OCHOBHBIX THUIa UX (POPMATOB: XPOHOJOTHUYECKOE U (PYHKIMOHAJIBbHOE.
B XxpoHosormueckom pe3oMe MOJYEPKHMBAETCS XPOHOJOTHYECKas
NOCJIEIOBATENBHOCTh  Pa3BUTUU  Kapbepbl, «OT pabouero 1o
nupektopa". @OyYHKIHOHAJIbHOE K€ pe3loMe MNOJYEepPKUBAET Ballu
HaBBIKM. XPOHOJOTHYECKOE  PE3IOME HA  AHIJIUUCKOM  A3BIKE.
XpoHoJoruueckuii GopMmart pe3roMe IMOJIe3eH, €ClIu y Bac OoJbIION
OMBIT paboOTHl, pa3BUTUE Ballel Kapbepbl OBIIO MOCIEIOBATEIBHOE H
OHO MOKAa3bIBAET Ballleé MPOJABUKEHUE K ONPEIAECICHHON e, B JaHHOM
cllydyae - K JOJKHOCTH, Ha KOTOPYIO Bl IPETEHAYETE.

OyHKIMOHAJIBHOE pe3ome Ha AHTJIIUHCKOM A3BIKE.
OyHKIMOHAJIBHOE pe3loMe sBIAseTcs XopomuM ¢opmaTtoM  AJs
3asiBUTENEH, KOTOpBhIE XOTAT H3MEHUTh Kapbepy HIM OIS TeX, KTO
xoTea Obl BO30OOHOBUTH Kapbepy INOCJE JJIUTEIbHOIO MepepbiBa. DTOT
dbopmaT TakXKe NOAXOAUT A BBIIYCKHUKOB Yy4uyeOHBIX 3aBEJEHUU WU
JUL, UMEKIIUX MaJEeHbKHUWA TPYyAOBOHW, ONBIT. A Takxe AN JIOJEH,
KOTOpBIE UMEIOT ONBIT PabOTHl B pa3HblX, NOJAYac HE CBSI3aHHBIX JIPYT C
ApYyromM, 00JlacTAX NESATEIbHOCTH.

B HekoTOphIX ciaydasx YAOOHO MCHNOJb30BaTh KOMOHMHALUIO
XpoOHoOJIoru4eckoro u ¢QyHknuoHaibHoro Resume wuaum CV. Baxno
NOMHHUTH, 4TO Bbl camu BwIOMpaeTe TOT (popmar Resume, xkoTopbIid
OosiblIe BCEro MOAXOIUT B BalleM KOHKPETHOM cliyyae, TOT (opmar,
KOTOpPBIN MOKa)xeT Bac B caMOM BBITOJJHOM CBETE.

Exercises (YnpakHeHus)

1. Cnenaiite pekiiamy ceOs.

2. CooTHecHUTE CJIOBA C MX 3HAYECHUSIMU.

paboumii 1eHb part-time employment
paboTa 1Mo COBMECTUTEIIbCTBY full-time employment
paboTaTh B Ka4eCTBE skills

paboToaarenb objective, goal

pe3rome reference

PEKOMEH/IaTeIb single

PEKOMEHOAUU resume

PYKOBOIHTEIH married

KEHAT/3aMyKeM full name
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XOJIOCT head

CITy’KaIui insurance

CTpaxoBKa employee

YMEHHSI work in the capacity of
dUO referee

1CJTb employer

3. Hanummmre cBoe pe3rome.

4. llepeBeauTte pe3roMe:

AnekceeB Cepreit BsiueciiaBoBuu
Ha Bakancuto puHaHCOBOTO MEHEHKEPA
Bospact: 28 net
CemeliHOE TTOJIOKEHHE: XOJIOCT
Tenedon: 000-00-00
O6pazoBaHue
1999-2000 2. POA um. Ilnexanosa
* [IporpamMmMa noaroTOBKM yInpaBJIE€HYECKUX KaJpOB
 Cnennanu3anus: GUHAHCOBBI MEHEKMEHT
1996-7999 2. TAY
CrenuaabHOCTh: OyXTalTepCKUH yUeT U ayIuT
OneIT paboTHI
1999 2. — no nacm.sp. OO0 «Komnanus «Compiikoy» (70 ger.)
JIOJKHOCTB: 3aM. TEHEPATbHOTO AUPEKTOPaA O (pMHAHCAM
1998-7999 2. OO0 «/loxTop-D» (55 uern.)
JoIDKHOCTD: (DMHAHCOBBIM TUPEKTOP
1996-1998 2. TOO «Top-M» (30 uern.)
JIOmKHOCTB: KOMMEPUYECKUN TUPEKTOP
[IpodeccrnoHAIBHBIN OIBIT
o  Ananmu3 GpUMHAHCOBO-XO3SIICTBEHHOM NESITEIHOCTH
o  VYmpaBlieHHE I€HE)KHBIMU TOTOKAMH
. ®UHAHCOBOE IUNIAHUPOBAHUE
o  bromxerupoBanue
o  CocraBneHue OTYETHOCTH
o  KonTponas 3a AesTENbHOCTBIO OyXTranTepuu
[TK — omnbITHBIN TTONB30BaTess Windows 98, MS Office, Internet
3HaHue ocHOB GAAP. AHIMUICKUI A3BIK — Pa3rOBOPHBIN
JInunble KauecTBa
AHanutuyeckui ckiaa yma, paboTocrnocoOHOCTh, CHIOCOOHOCTD
K MPOTHO3UPOBAHUIO, HACTONYMBOCTh
3/11 Ha HCnbITaTeNIbHBINA cpok — oT $700
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5. Pazmenute pasbl.

abilitiesdateofbirthpositionextracurricularactivitiesaccomplishmentsemploymentfill
apositionsalary
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‘ -
Unit 8
'}.332%‘ Order

3oy
(IMncbmo 3aKa3)

Dear Ms Fisher

Further to our conversation at Great Outdoors Exhibition, I am happy
to send you our brochure and a price list for our products and a free
sample of the Tracker.

With Christmas approaching, our products are ideal presents for a
climbers or walkers and they will be happy to have them.
Unfortunately, we can’t agree to Foxton’s being sole stockists for
region. However, we would.be prepared to offer you a sole agency for
towns where Foxton’s -have branches. We can offer you a
complimentary video too.

| look forward to hearing what you think in the near future. | would
welcome the opportunity of meeting you in person when you will be in
Manchester next week at a time which will be convenient for you.
Once again, thank you for your interest in Foxton’s products.

Yours sincerely

Julian Gray

Sales Manager

Active vocabulary (AkTuBHasi JeKcHKA)

Enclosed please find our order./  Ham 3aka3 - BO BIIOJKEHUH.
Our order is enclosed.

We would like to place the MpI xoTenu OBl pa3MECTHTH

following order: CICNYIOMMUNA 3aKa3:

We herewith order the following B HacToOsiIeM muchMe MBI

items: 3aKa3bIBacM CJICIAYIOMHUE
NpPEAMETHL:

We require the goods urgently. Ham cpouHO TpeOyIOTCs TOBapHI.

We would be grateful if you could Mgl 6b1s1u OBI OYEHB

deliver as soon as possible. NPU3HATEIbHBI, €CJIU OBl BBI
BBIITOJHUIIN JOCTAaBKYy KaK MOXHO
cKopee.

Please let us know when we can [Toxany¥icra, COOOIIUTE HAM,

expect the delivery. KOTJ1a 0KHJaTh JOCTaBKY.

We are pleased to inform you that Panxsl Bam co0OOIIUTH, 4TO CETOIHS

your goods were sent today. OBIIH OTIPAaBJICHBI BAIlK TOBApPHI.

We hereby inform you that your HacTosmuM muchMoM yBEeIOMIISIEM
61



goods will be delivered tomorrow.

We hope that the goods will arrive

in perfect condition.

We look forward to doing busingss

with you again.

We have received your delivery.
Your delivery arrived in perfect
condition on ...

Thank you very much for
executing our order
professionally.

Bac, YTO BallW TOBApHI OyAYT
OTIIPaBJICHBI 3aBTpa.

MpbI HajgeeMcs, 4TO TOBapPHI
NpUOYAYT B OTAMYHOM COCTOSHUH.
C HeTepIeHUueM XKaeM
NPOJOJIKCHUS HANETO C BAMHU
COTPYIHUYECTBA.

MpbI ONy4YHIM Bamy JOCTaBKY.
Bamra goctaBka nmpuOsina B
OTJIUYHOM COCTOSHHH B ...
bonpmoe cmacu6o 3a TO, 4TO BEHI
npodeccrnoHalIbHO BBHIIIOJHUIH
HaIl 3aKas.

The Order of Railway Conductors

Division 265 —

Kr.Clyde A.Blanton,
620 So.Central,
Chanute  Kansas,

Doar Sir and 3rother:

Chanute, Konsos

, 1 QR
MM &0 1370V,

The records of The Order of Railway Conductors

Chanute Kansas Division No,265,show that you joined it on 2lst.2ay

of January 1920 and at that time gave the date of your bdirth as,

Aug.15th,. 1887,

Fraternally yours,

é/h<f-ifct(0«k7/&f‘<
J.E.Willoughdy,
Sec'y. . Div.289,
1126 So.Evergreen,
Chanute ,Kansas,
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B Order Form
File

Mr. Smith Donald

Donald
47338 Park Avenue ;:;‘-‘2:5:;‘: o
Big Ci re

s cm Industry Park
Date: 25 May 2007 Another country

I would like to place an order for the following items:

|Pm-d uct |Qua ntity

IT-shirt |4
Badge 3
F!Eferenu:e book |2
|C|:u1"Fee cup |5

Please update my records to take account of the following privacy information:

Iﬂl want to receive more information about your company's products and spedial offers.

|_|I do not want to receive any promotional information from your company,

Sincerely,

Donald

Do you know that...
(A 3naete au Bbl, uTO...)

B mexayHaponHom OuM3HEcCe, KOHEYHO, OUYEHb 4aCTO MPUXOTUTCS
COCTAaBJSITh NUChbMa-3aKa3bl HA AHTTTUHUCKOM S3BIKE.

Eciu ¢upma wumeer xopoliee TMpeajokKeHUe, TO BCKOpe
MOCJENYIOT 3aka3bl. Temeépp ocTaerca UMETh [J€J0 C JEJIOBOH
KOPpPECIOHIAEHIMEN, YTO/ MOXKET OKazaThCsd pyTuHou. Ho mocraBuimuk
TOoJIKEeH obOecrnedynBaTh APYKECKHE MOAJEPKUBAIOIIME OTHOIIEHUS U B
Hayvaje MepenucKku, U B gajbHedmem. Ha xaxmgoi craguum oOmeHus OH
JOJIKEH MOKa3bIBaTh MOKYIMATENI0, YTO TJIaBHAS I[€JIb — 3TO OOCHYXHUTH
ero Hamnaydmum oOpazoM. OJAHAKO CIOXKHOCTH MOTYT BO3HUKHYTH B
nr0boe BpeMs — MOTYT BO3HUKHYTh HE3aMEUEHHBIE paHee MPoOJIeMBbl
uiu paszHoriacus. Bce 3Tu Bemu HEOOX0AUMO OOBSCHUTH U PEIIUTH, U
MOAPTOMY B  JEJIOBOM TMHUChbME€ HYXHO akKKypaTHO moa0upaTh
bOopMYyIHPOBKH, YTOOBI KJIMEHT OCTABaJICSI C XOPOMHUM MHEHHEM O
Bamet ¢upme. IpyrumMmu cioBaMu, KaxkJao0€ Balie MUCbMO JOJKHO OBITh
«HEMBIM MPOJAABIOM» U MOCJHEAYIOMECH PEKIAMON MUIIYIIETO.
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dopmanpHy0 (HPa3eoNOTHIO CTOUT HCMOJB30BaTh B (DOpManIbHBIX
nuchbMax, M3BEIICHUIX M MHCTPYKIHHAX: We have pleasure in ordering
the following articles from you winter catalogue...

[lokynatenr dYacTo He Tak pa30opyuB B BHIOOpPE CTUIA H
COCTaBJISIET JEJOBbIE MUChMa KPAaTKO M MO CYIIECTBY, HO COBpEMEHHas
TEHJCHIUS  JIEJIOBOM  KOPPECMOHJEHIIMU CKIOHsIEeTcs K  Oolee
HepopManbHOMY mnuchbMy. HMHOTrna mnpaBuia Y4YTHBOCTH HHUYETO HeE
MPUHOCSAT; 3aTO JAPYXKECKOE TOCIaHWE YacTO NPUHOCUT TakKoH xKe
pesyiabTat. Thank you for letting us some sample of... Please send us
at once...

YTto TOYHO Bcerjga HEOOXOAUMO, - TO TOYHOCTH IMPH COCTABICHUH
3aka3za. OmubOKy B YyKa3aHMM HOMeEpa KaTajora HJM oOIlledyaTKa B
KOJIOHKE KOJMYEeCTBAa MPEJAMETOB TOBapa dYacTO HET BO3MOXXHOCTH
UcrpaBuTh. [[03TOMYy HYXHO NpPOBEPUTHh MUCHhMO-3aKa3 JIBaXIbl. |he
minimum quantity must be 300 ;kg. but we would accept up to a
maximum of 500 kg. if the quality is high.

SAcHocTth Takxke HeoOxoauma. [lokymarenb JOJKEH OOBICHUTH
npojJaBlly, YTO MMEHHO OH XOYeT KynuTh. B skcmopTHOM Ou3Hece,
MOMUMO OINHUCAHUS TOBapa, TAaKXKE BaXHbI U JpPYyrue BEIIU: HANpUMED,
cnoco0 TpaHCHOPTUPOBKHU, yMaKOBKa, JOCTaBKa, 3aMeHa, CTPaxoBKa,
WU CIMOCOOBI OIJAaThl, €CJIM OHU He OblIM 00roBOpeHHl 3apanee: If
pattern no. 54 is not available please send 55, 56 or 57 instead.

Hanee MOKYyIaTelb MOXET notpeboBaTh CIleMaJbHBbIC
JTOKYMEHTBI, KOTOpBIC pEryJupyT mnpaBuna wummnopta. OO0 »>THX
JTOKYMEHTaX HYXHO cJejlaTh 3alpoc, TaK KaK IMOCTaBIIMK HE BCETraa
3HAaeT, KakKoW WMEHHO JOKYMEHT HYXEH TNoKymnateiar. bonbmue
NPEeANPUSTHS YacTO HCHOJb3YIOT CHEUUAJbHBIA OJaHK JKCIOPTHOTO
3aKasa, rje nevyaTarTcs ClelualbHble TPeOOBaHUSA U JI€TAalu MOCTABKU:
The amount of the invoice will be charged to your account.

OOurue »JieMeHTa MUChbMa MOTYT OBITh TAKUMU:

o yIIOMUHaHUE O JIEJIOBOM BCTpeuye ¢ MpeJCTaBUTENIEM,
00  0OBABIEHMM  MJIM  KaTajlore, HUIAX O MpeabIaAyLEH
KOPPECHOHAEHIIMU;, 3TO MPABUIO MOAXOAUT TOJIBKO AJSI MEPBOTO
3aKasa.
[Ipu mocaenyomux 3aKka3ax MOXXHO Ha4yaTh MUCHMO:

o C JeTajleill 3aKa3blBAEMOT0 ToOBapa: KOJUYECTBO,
KauecTBO, HOMEp KaTajlora, ynakoBKka u Ip.

° Cc YCIOBUM u OTpaHUYEHUH, IIpUEMIIEMBbIE

AJIbTCPpHATHUBLI, CCJIW HCT-HYXXHOI'O TOBapa.

Exercises (YnpaxHenus)

1. I[TepeBeauTe cieayrlnee NTUCbMO.
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Dear Sirs:

We are in receipt of our letter of May 14, and shall be glad if you will
buy for our account the quantity B.O.P. Darjeering Tea mentioned by
you at Rs. 3 per. Kg payableat 30 days, and send us about one third of
it by rail and the rest you keep_in godown on our behalf.
Please effect insurance against fire at purchase rates plus 20% and
retain the same at our disposal.

Yours sincerely,

2. Hanumurte oTBET HAa MHUCHhbMO, KOTOPOE YKa3aHO BHIIIE.

3. Hanumute nucbMo 3aKa3 UCHOJIB3Ys claeaywmue Gpassl.

Our order is enclosed.

We require the goods urgently.

Please let us know when we can expect the delivery.

We hope that the goods will arrive in perfect condition.
Your delivery arrived in perfect condition on ...

Thank you very much for executing our order professionally.

4. [lepeBenuTe ¢ pPycCKOTO HAa aHTJIMUCKHAU SA3BIK.

1)  Thank you for your reply of 14 May regarding the cassettes we
wrote to you about. Enclosed you will find our official order...

2)  Your letter of 12 October convinced me to place at least a trial
order for the “Letherine” material you spoke about.

3) Once we have received your advice, we will send banker’s draft
to...

4)  Although the rather low trade discount of 15 % disappointed us,
we will place an order and hope that this allowance can be
reviewed at some time in the near future.

5) Delivery before February is a ficm condition of this order, and we
reserve the right to refuse goods delivered after this time.

5. Coumurte TEKCT BCTaBJIAA HEOOXOOUMBIE cJIOBa u
CJIOBOCOYETAHUS MO CMBICIY.
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Our order ... 50 “Marie” dresses ... various colors and sizes is ...
with this letter. You will see ... the order that ... is required ... 1 May
... the latest.

Will you please quote us ... 1000 “Andrey” dressing gowns, and

. us know whether you have these models/).. stock
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Unit 9
Letter of complaint
(IMucbMo kamobha)

Dear Jason

Order No. 1398

| am writing regarding the consignment of tables we received to the
above order yesterday. There seems to be a mistake in the order as we
ordered light pine-finished tables not the heavy mahogany-finished
units that were delivered. As | have firm orders for the tables | asked
for, 1 would be grateful if you could send my consignment as soon as
possible, and collect the wrongly delivered goods. Thank you very
much in advance.

Best regards,

Jane Lopez

Active vocabulary (AkTuBHasl JieKCHKa)

You have promised me full Brl o6emanu MHE MOJIHBIH

(partial) refund of money for (4acTHYHBIN) BO3BPAT CPEACTB 32

item(s) purchased from you, but KYIMJIGHHBIH ToBap(bl), OJHAKO J0

you have not done it yet. Can | CHX IOp He caenanu 3Toro. S

ask you why? When do you do the wmorycnpocuts mouemy? Korma BoI

refund? caenaeTe BO3Bpar?

| have to give you a negative Sl BBIHYX/JIEH OCTAaBUTh BaM

feedback because I haven’t OTpPHULIATEJIbHBINA OT3BIB, T. K.

received the item(s) yet (the ToBap(bl) MHOW IO CHX TIOp HE

delivered item doesn’t not NoJy4yeH (MoJydeHHBIH TOBAp HE

correspond with description). COOTBETCTBYET ONMHUCAHUIO).

| have purchased the item, paid S mpuoOpest 3TOT TOBap, OTIATHII

for it via PayPal, but I haven’t ero uepe3 Paypal, Ho oH 10 cux

received it yet. nop HE MOJIyUYEH.

Please refund me in full asap. [Toxany¥icta, BEpHUTE MHE BCIO
YIJIa4eHHYI0 CYMMY, KaK MOXHO
CKopee.

The item delivered to me doesn’t  llpucnaHHblil MHE TOBap HE

correspond with description (it’s  COOTBETCTBYET ONHUCAHUIO

broken), but it’s too expensive to  (clloMaH), HO OTIPABJATh €TI0 BaM

send it back to you. Can | ask for o0paTtHO OueHB JOpPOTO, I MOTY

a partial (full) refund of money to paccuuThIBaTh Ha YACTUYHBIH

my Paypal account? (MoNHBIN) BO3BpAT YIJIAaUYE€HHBIX
cpencTtB Ha cBoi Paypal akkayHTt?
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The item | have purchased from
you needs to be repaired. In the
service centre | was told that
repair will cost .... Can | ask for
partial refund of money to the sum
of the repair cost (partial refund
of money to my Paypal account)?

In the parcel there was not the
item | had purchased.
Unfortunately, | have to turn the
dispute into claim.

Do you accept return shipping
from Russia (Ukraine)?

| have received an item that
doesn’t correspond with the
seller’s description.

I still haven’t received the item.
The sending of purchased item
was delayed.

Bad Communication.

The seller doesn’t reply to the
letters.

| have received broken (smashed)
item (in a bad condition).

The seller doesn’t answer the
phone.

The item is not original. I have
received the fake.

The seller has badly packed the
item(s).

The size mentioned in the
description doesn’t correspond
with the size of the item delivered.
He is selling counterfeit items.

He’s rude.

Bald-faced rudeness.

The seller outraged me.
Swindler.

| advice to avoid him.

He sells items that he doesn’t
have.

He has never sent me the item.
The seller refunded me money
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ToBap, KOTOPHIN 5 MPpUOOpPENT y Bac
HyX)Jaetrcd B pemoHTe. Kak MHe
COOOIIMIN B CEPBUCHOM IIE€HTDE,
pEMOHT oboiaercs B .... I Mmory
PacCcUMTHIBATh HA YaCTUYHBIN
BO3BpAaT CPEACTB HA CYMMY
peMoHTa? (YaCTUYHBIN BO3BpAT Ha
moi Paypal akkayHt)?

B nmocsinke okaszajics HE TOT
TOBap, KOTOPHIN 51 puoOpe.

K coxanenuto, s BBIHYXKJIEH
MEepeBECTH AUCTYT B Kayuo0y.

Brl npuHuMaeTe BO3BpaT ToBapa
u3 Poccun (Ykpaunsl)?

Sl momyuus ToBap, KOTOPBIM HE
COOTBETCTBYET ONMHUCAHUIO
npojaBia.

ToBap 10 cUX MOP HE MOJIyUYEH.
NmMena MecTo 3amepixkKa ¢
OTINPaBKOM KYNJIEHHOTO TOBapa.
[Inoxass KOMMYHUKAIIUA.
[IpomaBen Ha MUChMa HE OTBEYAET.

[Tonydyen cinoMaHHbId (pa30OUTHIN)
TOBap (B MIOXOM COCTOSTHUM).
[IpomaBen He OTBEYAET HA
Tesie)OHHBIE 3BOHKH.

ToBap HEe OpUTrMHAIBHBIN.
[Tonyuena nonnenka.
[Mponasen mioxo ynmakosan
TOBap(nl).

Y Ka3aHHBIM B ONIMCAHUU pa3Mep
HE COOTBETCTBYET pazMepy
NOJIy4EHHOTO TOBapa.

Topryer nognenkamu
(KkoHTpadakTOM).

I'py6 B 0Ouienumu.
HenpukpsiToe xaMcTBO.
I[IponaBen ockopOUI MEHH.
MoumeHHUK.

He coBeryro umers ¢ HUM Jeno.
[Ipomaer ToBap HEe UMesd €ro B
HAJIWYUHU.

ToBap MHE Tak U HE OTHPaBHUIL.
I[IpogaBen BEpHYJI MHE IE€HBI'U



(refunded a part of money).
The item delivered in bad
condition. It’s torn (dirty,
broken).

He denied to refund money.

In the customs declaration he
specified different sum than was
agreed.

He sent the item(s) in a different
way than was agreed (more
inexpensive).

He put me to extra expense.

CLETUS O. ROETZCL Is89-1973)

Sroetzel .and Shdress

(4acThb JEHer).
[Tony4yeHHBIM TOBAp B IJIOXOM
coctossHuu. [TopBan (rps3eH,
CJIOMaH).

OTka3aljicsi BEpHYTh JI€HbIU.
YKka3an B TAMOXXEHHOU
JeKJapaluu UHYI0 CYMMY, HEXEeJH
OBLIIO OTOBOPEHO.

OTnpaBun ToBap(bl) UHBIM
cmocoOoM HeXeNlu ObLIOo
oroBopeHo (0oJiee JEMEBBIM).
BBesn MeHS B IMIIHUE PACXO/bI.

RUTH |. MOORE

o EPM L. LAW
SAMUEL C.ANDRESS C o:f: =) éo: Gl
JOHN M. ULMAN ﬂ& .
3 THOMAS G. KNOLL
GEORGE W, ROONEY CEORGE A. CLARK
RICHARD £.GUSTER g
g EDWARD Q. KEMP
ANE L. 1SHAM
3:..,.,,‘.. R. MILLISOR 20,% ,ém" GEORGE A. DIETRICH
K. RICHARD AUGHENBAUGCH :I:‘.i::.v _,V'Ht::':av
TIMOTHY G. IRELAND g % g 4 .@é' .
GARY 8. PEARCH
MICHAEL L. STARK
WILLIAM K. RICE YIMOTHY J. OCHSENHIRT
i ROBERT A, BOARDMAN
. STEVEN M. NOBIL
JQZZ%an4¢§ZuwA24Q?6k?

JAMES M, STEPHENS
JAMES L. RENCH

AREA CODE 216 3¥76-2700

The Cleveland Browns
Cleveland Stadium
Cleveland, OH

Gentlemen:

AECEIVED
November 18, 1974

) Vil

Tlovalang Erowns

I am one of your season ticket holders who attends or tries to

attend every game.

It appears that one of the pastimes of several

fans has become the sailing of paper airplanes generally made out
of the game program. As you know, jthere is the risk of serious eye
injury and perhaps an ear injury aSyafiresult of such airplanes. I
am sure that this has been called to your attention and that sev-
eral of your ushers and policemen witnessed the same.

Please be advised that since you are in a position to control
or terminate such action on the part of fans, I will hold you re-
sponsible for any injury sustained by any person in my party attend-

ing one of your sporting events.

It is hoped that this disrespectful

and possibly dangerous activity will be terminated.

Very truly yours,
ROETZEL & ANDRESS |

' | o
\ _.‘/' - ::/‘ /Iﬁ
By ASACAN Y (A
Dale 0. Cox > D)
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OTBeT Ha xanoly

Complaint Letter Responses:
Accepting

(insert customer address)
(Insert cate)
Dear (nsert customer nam= ),

| was most concemed when | had received your leter regarding (insern incident) dated
on the (insert dste). Thank you for going out of your way to communicste about the
problem that you had so that we could be aware of the situaton.

| apologise for any inconvenence/the way you wers ireated'the bad experience and as
you know (insert company name) does not iolerate Wiy sssatisfaction of cur cusiomars,
We pride curselves in responding to sny customer ¢anseans and dealing with them to
ensure the same incxdent does not occur.

After spealing with my supernor sbout the matter, we have decided 10 accept fault of
what happened and to compensate you (give details of suggested souton). | regret any
frustration that you were caused and personally extend my apologies.

It is our goal to retain you as a loyal customer and | hope that in the future you will be
able 1o use our services at (insert company name ) without any prodlems

Yours sincerely,
(signature needad for prntad letter)

(insert full name)
(insert ttle and company name)
(insert company address)

Do you know that...
(A 3Haere gu Bbl, uTO...)

OtrBer Ha xkanmo0Oy KIHMEHTa/mapTHepa MO OH3HECY TaKXe
OTHOCHUTCS K "TpyAHBIM" MHUChbMaM, MOCKOJbKY B HEM Haxo OyAeT naTh
HCUYCPIIBIBAOOICC 0o0BsjICHEHHE IIpU4YXNH, BbBI3BABIIHUX HCIAOBOJILBCTBO
KHHCHTa/HapTHepa, COXpPaHUB IIPH 3TOM JIHIO CBOCY KOMIIAHUH.

[Inan nuceMma:

1. Ccrinka Ha mucbMo-xanoby. We thank you for your letter of May
22, 2000, in which you informed us that'package number 5 of the
above consignment contained the wrong goods.

Your detailed description of the damage was very helpful to us.
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Thank you for your letter of May 22, 2000, in which you pointed
out that three mistakes totally DM 1560 had been made on your
statement.

We would like to thank you for informing us of our accounting
error in your letter on May 22, 2000.

We are always interested in receiving comments from our
customers because this helps us to improve the service.

. O0BsICHUTE, YTO BHI3BAJIO MPOOIEMY.

We have investigated the matter and found that the mistake was
due to:

This was largely due to circumstances beyond our control.

| would, nevertheless, like to point out that:

We have looked into this matter and there appears to have some
confusion in the numbering of two different orders, which were
collected by our forwarding agent to Moscow.

| can only assume that the forwarding agent made a mistake, and
the contents of this case wereintended for another customers.

. llepeuncaure  Bamum  geucTBuA, KoTopbie  Ownimu  Bawmu
OpeANpUHATB, 4YTOOBl  pa3peluTh BO3HUKIIYIO HOpobiIemMy
HEMCIOJICHHO.

The material you complained about has been withdrawn.

We have already shipped replacements for the:

. CooOmure, Kakue Mepbl OBIIM MNPEANPUHATH, YTOOBI HE
MOBTOPUTH MOJAOOHYIO OMIKUOKY B OyAyIIEeM.

We have reviewed our:... and can assure you that similar
mistakes will not happen again.

You may be sure that such a mistake will not be made again.

The new procedures will ensure that this problem will not
happen again.

. [IpuHecuTe cBOU M3BUHEHUSA 32 MIPUHECEHHBIE HEYTOOCTRBA.

Please accept our apologies for the inconvenience.

We were very sorry about the inconvenience you have
experienced.

| apologize for the_errors, which were due to a fault in our
computer, which has now been fixed.

However, we sympathize with the inconvenience you have been
caused and would like to offer you some sort of compensation.
Finally, we would like to apologize for the inconvenience you
were caused and to thank you for your patience in this matter.
We would, therefore, like to offer you a 20% discount on your
next purchase.

. 3aKOHYHUTE MUCHMO B OIITUMHUCTUYECKOM TOHE.

We look forward to hearing of the safe arrival of the
replacements and to doing further business with you.
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Once again, | regret any inconvenience you may have suffered
and look forward to doing further business with you.

Exercises (YnpaxHeHus)

1. [lepeBeanuTe ¢ pyCCKOTO HA AHTJIUUCKUHN SI3BIK.

[Tlokymateaum dYacTo MNPEABSIBIAIT TMPETCH3UH IMpoJaBIlaM 10
MOBOJY IIOCTaBKHM TOBapoOB, (HE TPEAYCMOTPEHHBIX KOHTPAKTOM,
MOBPECIKICHHBIX M HEJOOPOKAUYCCTBEHHBIX TOBAPOB.

[IpeTeH3UH MOTYT OBITh BBI3BAaHBI HEJOMOCTABKOW TOBAapOB.

Bo wusbexanHue mnpeTeH3WH CO CTOPOHBI NOKyHaTeds CIeayeT
NPOBEPUTH YIIAKOBKY U MAapKUPOBKY TOBApOB.

[IpogaBubl MOTYT MPEABSIBISATH NPETECH3UH TMOKYHATEISIM IO
MMOBOJY 3aJICP)KKH IIJaTexkKa.

Eciu nmpereH3us o00CHOBaHA, OTBECTUYHUK JOJIKEH MOJHOCTHIO HIH
JaCTHYHO KOMIICHCHUPOBATh YOBITKH.

CTtopoHa MOXET OTKJIOHHUTHh NMPETEH3WIO, €CJIIM CUYUTACT, YTO OHA
He 000OCHOBaHa.

Ecnu ctopoHaM He yaanoch NPUUTHU K COTJIANICHHUIO, €0 MOXKET
nmepeaHo Ha pacCMOTpeHHEe BHemHeTOproBoil apOuTpax HOM KOMUCCHUU
npu TOproBO-NpOMBINIJICHHON majaTe.

Pemenne ApOuTpakHOM KOMHCCHUU OKOHYATEJbHO U 005S3aTEIBbHO
UIE 00eruX CTOPOH.

2. CocTaBbTe€ MUCHMO KaJ00y UCMOJIB3YyS CIEAYIONNE BBIPAKECHUS.

The delivered item does not correspond with description

| have purchased the item, paid for it via PayPal, but | have not
received it yet.

The item delivered to me does not correspond with description (it is
broken), but it is too expensive to send it back to you.

Can | ask for partial refund-ef/money to the sum of the repair cost?
The seller does not answer the phone.

The seller has badly packed the item(s).

| advise to avoid him,

The item delivered in bad condition.

He sent the item(s) in a different way than was agreed (more
inexpensive).

3. IlepeBenute mpeaOKEHUSI HA PYCCKUMN S3BIK.

1) When we sent you, our order we pointed out that early delivery
of the goods was absolutely necessary

2) We urged on you the importance of the time factor
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3) The delivery time was clearly stated on our order and your
acceptance/

4) In your acknowledgement of our order, you stated that the
consignment would be dispatched within two weeks and we are
therefore very surprised that we have had no advice of dispatch
yet.

5) We are at a loss to understand why we have not heard from you.

6) We are still without your adyvice of dispatch of the cameras; we
are receiving urgent requests from, customers and you will
understand that this delay places us in an awkward position.

7) You will remember that it was agreed the goods would be
shipped in time to arrive here by the end of month.

8) Our stocks may become too low for us to be able to cope with
the Christmas trade.

9) We must ask you to dispatch the consignment immediately, if
you have not already done so, and in any case please inform us
by cable what the position is.

10) We hope to hear from you by return that the consignment is
on its way.

4. TlepeBeauTe C aHTIUNCKOTO HAa PYCCKHU SI3BIK.
YBaxaemsle rocrnonal

Ham 3aka3 Nel47, mampaBieHHbli Bam 1 wuioHs, H0JXKEH OBII
OBITH JOCTABJIEH K CETOJHSIIHEMY JIHIO, HO HET HUKAKUX MNPU3HAKOB
TOBapa, XOTs Ham OaHK MOJyHUd JITOKYMEHTBI, U MBI paclojiaraem
Bamum yBenomiienueM o0 oTHnpaBKe rpysa.

Mgl o6emany HamlMM 3aKa3dyukaM IOCTaBHUTh TOBAp A0 5 HIOISA U
ceMyac MBI IIOCTaBJICHBLI B OYCHb HEJOBKOE IOJOXKEHHE, KOTJa MBI
BBIHYXJCHBl COOOMMTH KM, UYTO IIOKa HE HMEEM TOBapa B CBOEM
pPacHnops)KCHUH.

[ITpocuM coOOMUTH, HAM NMPUYUHY 3aJCPKKH.
C yBaxeHueMm

5. Hanmumute oTBET Ha MUCbMO, MIPUBCACHHOC BBIIIC.
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Unit 10
Inquiry / Enquiry Letter
(IMncvMo 3ampoc)

Baisy Clifford

3400 Chelsey Road

Quantico, FU 78451

Stenley Brothers

6539 71th Street

Los Angeles, LA 84733

27" January, 2005

Dear Sir,

We have seen your advertisement in the Business Weekly Journal, and
we shall appreciate it if you will send us more detailed description of
your cameras. We should also like to know the discounts that you
provide.

Our company specializes in distributing cameras in lItaly. For your
information, we may add that our company was established five years
ago. If your goods meet our requirements, and we receive a favorable
offer, we will be able to represent your cameras in Eastern Europe.
We are looking forward to your reply.

Yours faithfully,

R.Stenley

Export-Import Manager

September 14, 2011

Mr. Steal,

Sales Manager,
Brown & Sons Ltd.,
1304 Sherman Ave.,
Madison, Wisconsin.

Dear Mr. Steal,

We are pleased to advise you that we are in the market for very
substantial quantities of washing machines for the next two months.
We are currently assessing our requirements and considering offers
from various sources.

Please submit offers of your regular production qualities and advise
the quantity available together with approximate delivery time.
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We on our part will do our best to place substantial business with you.
We look forward to hearing from you at your earliest convenience.

Yours faithfully,
Mr. C.B. Smith,
Purchasing Manager

Active vocabulary (AkTuBHAas1 JJeKCHKA)

We noticed an advertisement
describing...

With reference to your
advertisement in...

Regarding your order in...

You were recommended to us
by...-

We have heard of your products
from...

We suggest that you send us your
catalogue and price lists...

We would like you to advise us of
discounts and delivery time...
Could you give us some
information (details) about...

We are particularly interested
in...

Please, send us samples of...-

We would like to represent your
products...

As distributors, we have a large
network of...

We are regular buyers...

We are in the market for...
Our company is subsidiary of...

We specialize in...

We look forward to your early
reply.

Thanking in advance for your
help.

We noticed an advertisement
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MBI yBUIEIH pEKIIaMy
(0ObsABIEHHUE), TJC TOBOPHUTCH. ..
OTHOCHTENBbHO Balllell peKJiaMbl
B...

KacarenpHo Bamen pekiaamsl B ...
Bac pekomennoBanu...

MpI y3Hanu 0 NpOAYKIMHU Ballen
KOMIIAHUU H3...

[Ipocum Bac BeicnaTs Bamu
KaTaJOTH U NPEUCKYPAHTHI...
[IpocuM cooOUIUTH O CKUAKAX U
CpOKaxX MOCTaBOK...

He mornu 65l BBl IpegOCTaBUTH
HaM UHGOpPMAIHIO O...

Mpsl ocob6eHHO
3aUHTEPECOBANIUCK...

[ToxanyiicTa, BRIMIJIATE HAM
o0pasIHsl...

Mgl xoTenu Obl PEACTABISITH
Bally NPOJAYKIHIO...

Kak nuctpuOb0TOpHl MBI UMEEM
OOMIUPHYIO CETh...

M5Bl cnenquanu3upyemcs Ha
NOKYIIKE...

MbI uMeeM HaMEpPEHUE KYNUTh...
Hama xomnanus sBasercs
bunuanom...

M5l cnenquanu3upyemcs B...

C HeTeplneHHUEM KJEM Ballero
OTBETA.

3apanee OnaroxapHbl 32 TOMOIIb.

M5l yBUAEIN pEKIAMY



describing...

With reference to your
advertisement in ...

Regarding your order in...

You were recommended to us
by...-

We have heard of your products
from...

We suggest that you send us your
catalogue and price lists...

We would like you to advise us of
discounts and delivery time
Could you give us some
information (details) about...

We are particularly interested
n...

Please, send us samples of ...

We would like to represent your
products...

As distributors, we have a large
network of...

We are regular buyers...

We are in the market for...
Our company is subsidiary of...

We specialize in...

We look forward to your early
reply.

Thanking in advance for your
help.
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(oOBsiBIEHUE), T/I€ TOBOPUTCH. ..
OTHOCUTENBHO Ballleil peKIaMbl
B...

KacarenpHo Bamiei pexyiambl B ...

Bac PCKOMCHIOOBAJIN...

MpbI y3HaIU O MPOAYKIIUHA BalleH
KOMIIAHUM H3...

I[IpocuMm Bac Beicnats Bamu
KaTaJoTH U NPEUCKYpaHTHI...
[IpocuM COOOMIUTH O CKUAKAX U
CpPOKax MOCTAaBOK...

He mornam Obl BBl IpEAOCTAaBUTH
HaM MHpOpMaIHUIo O...

Mps1 ocobeHHO
3aUHTEPECOBAJIHUCH...
[Toxanylicra, BRILIJIATE HAM
o0pa3sIml...

Mp1 xoTenu Obl IpeACTABIATH
Bally NPOAYKIHIO...

Kak quctpuObp0TOpPBl MBI UMEEM
OOMIUPHYIO CETh...

MpI cienuanu3upyemcs Ha
MOKYIKE...

M&bI uMeeM HaMEpPEeHUE KYNUTh...
Hama xommanus siBisieTcs
bunuanom...

Mbl cnenquanu3upyemcs B...

C HeTepneHUEM KIAEM BalIETO
OTBeETA.

3apaHee OiarogapHbl 32 MOMOIIb.



GFC Designs
Unit 15 Newlands Business Park

73 Charles Street East

Toronto

ON M1V 5LR
Look Out Security
1200 Woodroffe Avenue
Ottawa
ON K2C 3X5
3 June, 20—
Dear Sir/Madam g]

JIAHD®

We saw your 'at the Montreal trade fair, and we
would like to 2more about your CCTV products.
GFC Designs is a graphic design agency, specializing in design
solutions for businesses. We have *moved tonew
business premises, and we are *toreplace our
security cameras in the near g,

& you please send us your latest catalogue,
7 a full price list? We would 8like to
know if you install aintain your security systems.

We look forward to Heiting from you soon.

Yours faithfully,
Claude Danvers

Claude Danvers
Facilities Manager
GFC Designs
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Dear Mr. Clinton,

I am writing with reference to your advertisement in the New York TimeTor want of a senior software programmer. | feel that
my credentials, skills, and interests match your requirement, and therefore | want to apply for the same.

Presently | am deputed as a senior software programmer, working at Regional Software for the last five years. During these
years, | have equipped myself with all functions of programming life cycle, and laid my hands on almost all the languages
and operating systems that are used frequently.

I have extensive experience in programming in C++, Java and .Net. In addition, | have a good knowledge in PHP, FLASH
programming, PERL, Oracle, C#. | have worked in Oracle and SQL, and have taken up many freelancing projects.

Although, 1 am enjoying my present job, | am looking out for new opportunities in the same field. | will be contacting you on

Friday, March 12, 2013 to arrange a personal meeting and discuss our future prospects.
Regards,
Edward Sherman.

Tel: (666)-723 9595.

Do you know that...
(A 3Haere gu Bbl, 4TO...)

[Ipexne Bcero, mnocTapaiTech, 4YTOOB Ballle NUCbBMO OBLIO
KpaTKUM, JJaKOHUYHBIM, HO B TOX€ BpPEMS TOYHO H3JararlouiuM CYTh
3anpoca. Tak Bel MOMOXKETE KOMIAaHUU, K KOTOPOM oOpamiaerech, 0ojiee
OMepaTUBHO OTBETUTHh Ha Ball 3amnpoc. be3ycnoBHO, B Hauajge MUCbMa
JOJDKHBI OBITH MpEJNCTaBAEHbl Ha3BaHUE M aJpEC Balleld KOMIAHUU, U
3aT€M Ha3BaHHE KOMMOAHHH, B KOTOPYIO Bbl OTHPAaBISETE Balle NUCHMO -
3almpoc Ha aHramickoMm sa3bike. Jlamee cunenyer odunuaibHOe
obpamenue. O0srayno 310 Dear Sir(s) unu Dear Madam.

KocTsk nuceMa-3anpoca Ha aHTJIHUUCKOM A3bIKE MOXET BBITJIAIETH
ClIenyHIUM 00pa3om:

1. O6s3aTenpbHOC yKa3aHUE MCTOYHHKA, M3 KOTOPOTO BBl Y3HAlIW 00
MHTEPECYIOIIEM Bac TOBape U KOMHNAaHUU, B KOTOPYIO BBl 00OpallaeTecs.
2. 3aTeM KpaTKoe H3J0XKEeHHue Baled mpochObl O MpegoCTaBICHUU
nHOpPMAILlUU TTO TOBOJY TOTO MJIM UHOTO TOBapa.

3. Ecnu ecTh, JONOTHUTENBHBIE BONPOCHI, IO CYLIECTBY.

4, Hekotopsie nmaHHbIE O Bamled KOMMNAHUU, NPEATOKEHHUE O
COTPYAHHUUYECTBE.

5. [Toanuce.

CoOnromaTh MMEHHO TakKyl OYEpEeJHOCTh HEe 00sS3aTenbHO, HO
xematenbHo. OOBIYHO THCHMO-3aIIPOC HA  AHTIUKWCKOM  S3BIKE
OTHe4YyaTaHO Ha (QUPMEHHOM OJaHKe Ballell KOMIAHUHM C YyKa3zaHUEM
BCEX €€ KOHTAaKTHBIX JaHHBIX.
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145 Mayview Ave.
Pineville, Wy 24874 <——————  Senders address

April 25,2014 -f— ———  [lale

Belinda lackson

62 Mayview AvE. —g———————  Recipient’s name and address
Pineville, W\ 24874

Dear Belinda; -s———  Salutation

WILL YOU JOIN ME IN PROTECTING CURCOMMUNITY? =sf————— Subject line

| am sending this to you as a fellow member of our community. I'm sure that you value
living in such a quiet and peaceful neighborhood, just like | do.

You know, sometimes in order to keep one's community "guiet and peaceful" one has to
take action. As you may know, our local Community Committee has been meeting over
the past two months to try to find ways to reduce the break-in rate in our area. Last

week they released their recommendations on how best to combat that problem.

Body text
Their primary recommendation calls for increased police and security patrols to of the letter
supplemeant the local Meighborhood Watch program. Unfortunately, the needed
amount is not included in this year's municipal budget allocation and there are no

additional funds available.

Therefore, as a concerned member of this community | have decided that my business
will donate 51 for every 55 raised in the community to cover the additional security
costs. | urge you to join me today in supporting this worthy cause for our common good.

To make your donation today you can drop in to either one of our two stores and
deposit your donation in the boxes provided near the front cashes. If you can't make it
to the store, please send a check or money order, made cut to "CAC Security Patrol” and
mail it to the address listed above.

Very sincerely, - Complimentary close

Gerry Smith
President and Owner —&———————  Signature hlock

Exercises (Ynpaknenmus)

1. HanumuTe aHTIMHACKHUE IKBUBAJCHTHI CIEIYIONIUX BhIPAXKECHUM.
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ITo KOHTPAaKTy; HC€ COOTBCTCTBOBATDH CHC]_II/I(l)I/IKaLII/II/I; BBIITOJIHATH
KOHTPAKT, BBIHYXIACHBI COO6H_II/ITB BaM, 06paseu, Ha OCHOBC KOTOpPOTIO
OBl 3aKII0YCH KOHTpPAKT, MBbl IIOJIYYHUJIHN CCPBC3HBIC IPCTCH3HUU OT
HalllUX KIHCHTOB, OCMOTpP TOBApPOB IIOKa3aJl; IMPHU3HABATbL INMPCTCH3IHUIO
O6OCHOBaHHOﬁ; MBI C OTOPYCHHCM Y3HAJIHU, Mbl IPCABABIIACM Bam
MMPCTCH3NUIO IO ITOBOOAY HHU3KOI'O KaduC€CTBAa TOBAPOB; KAaUCCTBO TOBAPOB
HC COOTBCTCTBYCT KaAa4YCCTBY 06pa3ua; CyMMa ymep6a COCTaBIACT, C
COXAJCHUCM MBI y3HAJIHX, TOBApP OBII MMOBPCIKACH B IIYTH, AOCTAaTOYHAA
KOMIICHCAaL .

2. [lepeBenuTe MUCHMO.

Dear Sirs:

The 100 electric motors we ordered on July 12 (Order No 754) arrived
yesterday. However, on opening the cases 'we found that 12 motors
had been damaged by seawater and seem to be a complete write-off.
We have arranged for Lloyd’s surveyor to investigate the extent of the
damage and we shall forward his report, together with our claim, as
soon as the survey has been held.

In the meantime, we would ask you to dispatch a further consignment
of 50 motors as soon as possible.

Yours sincerely

3. Hanumure oTBeT Ha NMUCbMO, MIPUBCACHHOC BBIIIC.

4. BcTaBbTe HEJIOCTAIOIINME CJIOBA IO CMBICTY

1) We noticed an ... describing...

2) You were ... to us by...-

3) We ... that you send us your catalogue and price lists...
4) We are particularly ... in...

5) We would like to ... your products...

6) We are in the ... for...

7) Our company is ... of...

8) With reference to your ... in...

9) Could you give us some ... about...

S5.IlepeBenaute caenywmue Gpas3sl.
He mornu OblI BBl MIPEAOCTABUTHh HAaM MHGOPMAIIHIO O...

Mpu1 xoTenu OBl IPEACTABIATH BAallly MPOAYKIIHUIO...
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Mps1 y3Hanu 0 NpOAYKUMHU Balled KOMIAHUU U3...

Mpbl nMeeM HaMepeHUe KYMHUTh...
3apanee OiarojapHbl 3a MOMOIIb.

Mn1 Y3HaJIX O IPOAYKIIHNHA Balllel KOMOAHUU MU3...
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OTimeTrex  Iyoigg| Unit 1l

\ Payroll and Time Management

S

Commercial Invoice
(CuetdaxTypa)

Date of export. Jama omnpaexu

Export Reference(i.e. order no.,
invoice no., etc):

Shipper/Exporter (complete name and
address):

Jannvie omnpasumens (noinoe ums u
aopec):

000

VAT Ne

Recipient (complete name and
address):

Ilonyuamens (nonnoe ums u
aopec):

Country of export:
Cmpana omnpasienus:

Country of manufacture:
Cmpana npouzgoocmaea:

Country of ultimate destination:
CmpaHa HaA3HAYeHUs:

Importer — if other then recipient
(complete name and address):
HMnopmep — ecjau omiauvaemcAa om
llonyuamensn (noninoe ums u
aopec):

International Air Waybill Number: Currency:
Homep naknaouoii: Banroma:
Type of Tot
Mark | No. | packagi | Full Description | Qty | Units | Weig | Unit | al
s/nos of ng of goods of ht valu | val
Home | pkgs Tun Kon- | measu e ue
p no | Koa- | ynaxos ITonHoe 60 re Bec | Cmo
nops 80 KU OMHUCaHUE Mepa ume | 06
0Ky (PL, OEPKHUMOTO usmep 0-yul | was
PP, eHus cmo
PO) umo
cmo
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Tot
Total al
No. Total inv
of Weig oice
Pkgs ht val
Obwe Oow ue
e uu 06
KOJl- e6ec was
680 cmo
umo
cmb
I declare all information contained in thislinvoice to be true and correct. | Tic
A 3as6a510, umo 6ca uH@opmayus, yKazaHwas 6 OOKyMeHme 6epHd. Kk
a
Signature of shipper/exporter (type name and title and sign) FO
Omnpaeumensb (UMs, OONHCHOCMB, NOONUCD) B
a
C&
F
a
Date/[{ama: CIF

Active vocabulary (AkTuBHas JieKCHKa)

a unique reference number (in
case of correspondence about the
invoice)

date of the invoice

name and contact details of the
seller

tax or company registration
details of seller (if relevant)
name and contact details of the
buyer/ customer

date that the product was sent or
delivered or the service or
services rendered

purchase order number (or
similar tracking numbers
requested by the buyer to be
mentioned on the invoice)

total amount charged
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YHUKAJIbHBIN UCXOOAIUN U
BXOISIIMM HOMED, HA Caydau
MEPENUCKH

JlaTa BBIIIMCKHU cUETa

UMS U KOHTAKTHBIEC JTaHHBIC
npojaBia

CBEJCHHSI O KOMIIAHUU U HaJiorax

CBEICHHS U KOHTAKTHBIC JaHHBIE
noKynaTtenas/KIueHTa
NaTy,/COOTBETCTBYOUIYIO AaTe
OTCBUJIKH, JOCTAaBKH, MOKYIKH,
OKa3aHHBIX YCHYT

HOMEp 3aka3a (MOKYIKH) UJIU
CXOJIHBI HOMEpP, IO KOTOPOMY
3aKa34YMK CMOXET OTCIIEKHUBATH
X0 TOCTAaBKH

oOmras cymma




payment terms

For my services | kindly request
the following payment...

Please find enclosed invoice no.

.. for ...

The pro forma invoice will be
faxed.

Payable immediately after the
receipt of the goods.

The total amount payable is...
It is our company policy to
invoice only in Euros.

May we remind you that your
payment for...is overdue.

This is to remind you that the
above invoice is still unpaid.
According to our records, we have
not yet received a remittance for
above invoice.

We would appreciate if you
cleared your account within the
next few days.

Our records show that the invoice
still has not been paid.

Please send your payment
promptly.

We have not yet received payment
for...

Our Accounts department will
only release this order for
shipment if we receive a copy of
your cheque/transfer.

If you have already sent your
payment, please disregard this
letter.
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YCJIIOBHS OIJIAThI

3a MOM yCJIYTH 5 XOTeJ ObI
MOJIY4YUTh TOHOpPAp B pa3Mepe...
[Toxanyicra HaWguTe
HE3aKpbITHIM cueT No ... 3a...

Mpl npuniyieM BaM cueT no dakcy

Omnnara cpa3y nocje JOCTaBKH
TOBapa

OO6mas cymMma...
MBI BBIIHCBIBAEM CYETa TOJIHKO B
€BpO

[103B0OJNIBTE HAIOMHHUTH, YTO CPOK
OMJIATHI ... HCTEK

MpI HamoMUHaeM BaM, 4TO CUET
3a... €Ille HE MOTalleH.

[To HamuM CBEIEHUAM, MBI €II€ HE
MOJYYHUIIU CYET 3a...

Bynem GnaronapHsl, €ciiu Bbl
IMOTAaCHUTE Balll CYECT B TCUCHUU
CIACAYIOIMNUX HECKOJIBKUX JTHEH.
CorjtacHO HAIIMM JJaHHBIM, CUET
33.LH€IIe He MOoTralilcH.
[Toxanylcra nepevyrcInTE BaLly
orJaTy 3a...

MBI enie He TOJYYHUJIM OIjaaTy 3a...

Ham ¢uHaHCOBBIN OTAET MOXKET
NPUHSITH 3Ty 3asBKY TOJBKO, €CJIH
MBI TTOJIYYUM KOTIHUIO
yeka/mepeBoja

Ecnu BBl yXe ONmjaTHIIU CUET,
noXXaJlyicra, MPOUTHOPUPYHUTE ITO
NUChMO



Instant Quote Professional C:\pc experts\develop\IQOFF2007\Databsse sccdb

) Ry 8
Two PDF | Output to custom Close

P Page: xS POF Writ Previ
Z::: 15 Expont = Clos::f:im nAHb®

s Screen | |4 Invoice Report

6@5 PCEXPERTS Invoice

Invoiced To; Ship To: Invoice Number 291

PhillipJ. Fry Phillip J. Fry Invoice Date Nov-23-2007

Planet Express P/O Number 6546456
ABN: 555555555

Item#  Desription

15223 AMD K6 350MHz CPU

MBO00001 Epox EP-53 Motherboard, Via 1MB, 4EISA, 4XAGP, AMD-TB

MB00001 Epox EP-53 Motherboard, Via 1IMB, 4EI1SA, 4XAGP, AMD-TB

812231147 Diamond Monster Fusion 16M8 AGP

1218 Voodoo il

MNPVPS776  Proview 17" .26, 1600x1200, Dignal

000011 MOUSE 4200P1 PS/2 SERIAL COMBO CONN TANGERINE INOTEK
AMTITPCT

Terms  |COD. ] Total ltems $1,107.68
Delivery ‘;k:l;p : Labor / Shipping $0.00
we g ' GST @ 10.00% $110.77

[ Erter irwoikce Notes Here | Total Invoice $1,218.45

yesr uniess otherwize noted

o« 1 oo i | -

Last Updated: 12/3/2007 7:14:01 PM on ANDY-VISTAPC Num Lock 7. Powered by Microsoft Office Access

Do you know that...
(A 3Haete au Bbl, uTO...)

Invoice — B MeEXAYHAapOAHOW KOMMEPYECKOH TpaKTUKE
JOKYMEHT, MPEIOCTABIIEMbIM NMPOJAaBIIOM MOKYNATEII0 M COJEpKAIMUN
nepeyeHb TOBApPOB, MX KOJHMYECTBO U I€HY, MO KOTOPOW OHH OyayT
MOCTaBJIEHBl MOKyMmaTesNto, (GopMalbHbie OCOOEHHOCTH TOoBapa (IBET,
BEC, pa3Mep U T. 1.), YCIOBUS NMOCTAaBKU U CBEJACHUS 00 OTHpaBUTENEC U
nonydarene. Brimucka MHBOWCA CBUAETENBCTBYET O TOM, 4TO (Kpome
cliydyaeB, KOrja IMOCTaBKa OCYIIECTBJAETCS MO TMpeaomniare), y
noKynarteisl mosiBasgeTcs 00sI3aHHOCTh OMJaThl TOBapa B COOTBETCTBUHU
C YKa3aHHBIMU YCIIOBUSIMH.

JlokymMeHT uMHBOUC (invol COOTBETCTBYET JOKYMEHTY CUET Ha
onnaty (commercial invoice)jmm cuet-paktypa (proforma invoice),
npuMeHseMbiM B PO,

Kpome cBoero OCHOBHOrO Ha3HayeHHUA Kak JOKYMEHTa,
YKa3bIBAIOIIETO CYMMY MNPHUYUTAMIIETOCS 3a TOBap IJIaTeXa, MHBOWC
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MOJXET OBITh HMCIOJBb30BAaH B KadeCTBE HAKJIAJHOW, HAMpaBJIIEMOU C
toBapoMm. Ilo TpeOGoBaHWI0O TaMOXEHHBIX OpPraHOB BO MHOTHUX
CTpaHaX MHBOWC (cueT-(hakTypa) BBINMUCHIBACTCS Ha YCTAHOBICHHBIX
OnmaHkax, TakWe cuYeTa OJHOBPEMEHHO CIYXaT H cepTHUKATOM O
NPOUCXOXKJACHUH TOBApa UJIM COUYECTAIOTCS C HUM.

NHBO#ic — TO MEXIYHAapOJAHBIM CcTaHIapTaM »dTO JOKYMEHT,
NpeaoCTaBIsIEMbId NPOJABIOM MOKYMAaTENI0 W COACpKAIMUN MepedeHb
TOBAapOB, BKJIUYAs KOJHYECTBO U CTOMMOCTH, MO KOTOPOW OHU OyAyT
MOCTaBJEHBl MOKYNAaTeNlo, a TakXke Bce (opMalbHbe OCOOEHHOCTH
ToBapa (IBeT, BeC, pa3Mep M T. J.), YCIOBUS MOCTAaBKH U CBEICHUSA 00
OTIpaBUTEJIE W TojJydarene. Beimucka WHBOWCA CBUAETEIBCTBYET O
TOM, 4YTO, y MOKyMaTeJs MOSBASETCS 00S3aHHOCTH OMIaThl TOBapa B
COOTBETCTBHHU C YKAa3aHHBIMHU YCIIOBHUSIMH.

Exercises (YnpaxHeHus)
1. IlepeBeauTe C PyCCKOTO HA AHTJIMHUCKHU S3BIK.

MapkupoBka; mpeaMeT KOHTpakTa; OroBapuBaTh; YHUCTBIH OOpPTOBOH
KOHOCAaMEHT; YyMNAaKOBOYHBIA JHUCT; MJaTrex B (opMe HHKAcco;
CTpaXOBOW TMOJHUC; AaKT HCHOBITAHUW; HM3MEHEHUSIM HE TMOAJEKUT;
norpy3ka M IITHBKA; JaTa KOHOCAaMEHTa CYHMTAEeTCs JIaTOW IMOCTaBKHU;
BBIIMCAHHBIM HA WM, NPUTOAHBIA ]S MOPCKOW IEPEBO3KHU; CTAThs
(pa3nen); MUCbMEHHOE COTJIacue MOKyMaTedas; dKCIOpTHAas JUIECH3US,
oOmrasi CTOMMOCTh KOHTpaKTa

2. [lepeBeauTe KOHTPAKT HAPYCCKUMN SA3BIK.

CONTRACT Ne5/98
London
March 20, 20...

“Machexport Ltd.”, Moscow, Russian Federation, hereinafter
referred to as “” Buyer, on the one side, and Brown&Co, hereinafter
referred to as “Seller”, on the other side, have concluded the present
Contract on the following:

CLAUSE 1.Subject

The Seller has sold and the Buyer has bought on f.0.b. terms 20
pumps model MP-3

CLAUSE 2Price and Total Amount of the Contract

The price is ... per unit and the total amount of the Contract is ...

The price is understood to be f.o.b. London including seaworthy
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packing, marking, loading on board the ship and stowing. The price is
firm and not subject to any alternation.

CLAUSE 3. Delivery Dates

The equipment indicated in Clause 1 of the present Contract is to
be delivered on the following dates:...

By the specified dates, the equipment is to be manufactured in
accordance with the Contract conditions, tested, packed, marked and
delivered to the port of London.

The Seller may deliver the equipment prior to the stipulated
dates only if there is a written consent of the Buyer.

The date of the clean on board Bill of Lading issued in the name
of the Buyer is considered to be the/date of delivery.

CLAUSE 4. Terms of payment

Payment is to be made for collection in US dollars. The
following documents are to be presented to the Bank:

Invoice,

. Clean on board Bill of lading,
. Test Certificate,

Insurance Policy,

. Packing List,

. Export License

3. Haiinute sKkBUBaJEHTH Ha PYCCKOM SI3BIKE.

A.In respect of quality; indicated of the Bill of Lading; for the
Buyer’s account; the Seller should advise the Buyer by cable;
shipments effected; the Seller’s _notification of the readiness of
the goods for shipment; to cover:full value of the goods; to
conform to the terms of the present/Contract; to stipulate partial
shipments; payment should be“'made against the following
documents; eventual prolongation of the Letter of Credit;
banking charges relevant to the opening of the Letter of Credit.

B. CooTrBeTcTBOBaTH YCIOBUAM HacTOSIIEro KonTtpakra;
NpOU3BCACHHAA OTIrpy3Ka TOBApPOB; IIJIATCK OCYIICCTBIACTCA I10
NpCABABICHUU CICAYIOIIUX NOKYMCHTOB, B OTHOIICHHUHN Ka4dCCTBaA,
npeaycMaTpuBaTh OTTPY3KY TOBapoOB MapTHUAIMHU; YBEIOMIICHHE O
FOTOBHOCTHU TOBapa K orrpy3ske; [Ipogasen uszsemaer I[lokynarens
TeHeraMMOﬁ; yKaSaHHBIﬁ B KOHOCAMCHTC, IIOKPbIBATH ITOJHYIO
CTOUMOCTBb TOBAapa, BO3MOXKHOC IIPOAJICHHUC AKKPCAHUTHUBA, 3a CUCT
[Toxymatensi; OaHKOBCKHE pPAacXoJbl, CBS3aHHBIE C OTKPBITHEM
aKKpeauTHuBaA.

4. TlepeBenute ciaeayrouiue Gpasbl:
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naTa BBIIMCKH cUeTa
CBCJICHUS U KOHTAKTHBIC JITaHHBIC MOKYyIaTEs/KINCHTA

OTCBIJIKHU, JOCTaBKH, MOKYIKH, OKa3aHHBIX YCIYT

oOmras cymma

3a MOUM YCJIYTH s XOTeJ OBl MOJYYUTh TOHOPAp B pa3Mmepe...

MpbI IpUIIjIeM BaM cUeT Mo hakcy

MBI BBIIHCBIBAEM CYETa TOJBKO B €BPO

MEbI HAaTOMHHAEM BaM, YTO CYET 34... €le He MOoTalieH.

Ham ¢puHaHCOBBIM OTJET MOXKET MPHUHATH 3Ty 3aABKY TOJBKO, €CJIU MBI
NOJYy4YUM KOMHIO YeKa/mepeBoaa

5. Co3pnaiite cueT pakTypy Ha aHTIAMHUCKOM SI3bIKE MCHOJb3YS CIOBa
U BBIpaXECHHUS, IPUBEICHHBIE BHIIIE.
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Application 1.
IIpunoxenne 1

OCHOBHBIE IIPABUJIA OP®OTPA®UN U IYHKTYAIIUU
AHIJIUUCKOT'O SI3bIKA

IHponucHbie OYKBBI
HUcmonsr3oBaHue IMMPOIMUCHBIX 6yKB B AHTJHUHUCKOM SA3BIKE IMOAYUHACTCA
HCCKOJIBKO MHBIM IIpaBUJIaM, HCIKCIIN B PYCCKOM.
C nmponucHBIX OYKB B aHTJIMHCKOM S3bIKE MUIIYTCH:
1. IlepBO€ CIIOBO NPEATOKEHHUS.
2. llurara BuyTpu npemnoxenus God said, Let there be light. — Gen.
1:3.
3. Ilpsmoii BoOmpoc BHYTPH MNOPEIIOXKEHHUA, Jake €ClIh OH He
BeIACIAsieTCS KaBblukaMu He usually asks himself, Am 1 right?.
4. Jluunoe mectoumenue 1 He and I disagree.
5. Umena cobcTBeHHBIE: haMUIUKU, UMEHA, reorpaduueckue Ha3BaHUS
Adamson, Chapman, John, Mary, Washington, New York.
6. IlpunaratenbHble U JApyrue 4YacTu pedyu, oOpa3oBaHHBIE OT HMEH
cooctBennnix English, Russian, American, Americanism, New-Yorky.
Cp., onnako, riarou anglicize.
7. HazBaHus HapoaOB, pac, MmiIeMeH W s3bIKOB Japanese, Russians, the
Russian language.
8. 3Banus, tutynasl, gonkHoctu 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. OdunmanpbHple  Ha3BaHWUSA  HAINMOHAIBHBIX/  MEXIYHapOIHBIX
FOC}’I[apCTBeHHBIX/ YaCTHBIX OpTraHU3alUMd ©W JOKYMEHTOB The
Constitution of the United States, the Fifth Congress, Federal Reserve
Bank, Charter of the United Nations.
10. CymecTBUTEeNbHbIE (M YACTO MpHJAraTejibHbi€), OTHOCSIIHECS K
nousTuio 6oxecrsa God, the Almighty, Allah, Providence, Lord.
11. Ha3Banus nHeW Henenw, Mecsies, npasaaukoB Monday, March,
New Year, Christmas, Fourth of July, Good Friday.
12. Ha3zBaHuss A0OTrOBOPOB, TOCYJapCTBEHHBIX aKTOB, HMCTOPUYECKHUX
coOwITHI, 210X, BoiiH Versailles Treaty, Mid3le Ages, the Civil War,
War of 1812.
13. Ha3zBanus cTpan cBeta u ux npousoausie the North, a Northerner.
14. Ha3zBaHusa NUTEepaTypPHBIX MPOU3BEACHUN, )KYPHATOB, CTAaTEW U T.I.
Shakespeare's Macbeth, the Journal of the American Medical
Association.
15. Haseanus Toproseix mapok Philips, Sony.
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16. HazBanus yuyeHbix cTeneHeil u gomxkunoctet 4.B., Ph.D., M.D.

IIpaBuaa nepenoca

Kakx u B pycckoM si3bIKe, MEPEHOC B aHTJIMHCKOM BCerga MOJYUHEH
cMmbicny cinoBa. Cneagyer oOpamarh BHHMaHHE Ha TO, YTOOBI MEpPEHOC
HE MCKa3UJ CMBICI CJIOBA UJIM €T0 MPOU3HOIICHUE.

[lepeHOC HEBO3MOXKEH B CHCAYIOMHUX CIydasx:

1. He pexoMeHayeTCS MEPEHOCUTH MOCIEIHEE CIOBO MPEIT0XKECHUS Ha
CIEAYIONMYI0 CTpaHUNy. TakXe HE PEKOMEHIYeTCS MEePEHOCHTh Ha
CIEAYIONYI0O CTPAHHUIY CTPOKY, KOTOpas sIBISETCS MociaeaHe B ab3ale.
2. Henb3s mepeHOCHUTH 3HAKW MPEHWMHAHUSI, a TaKKXe COKpaIllcHHBIC
o0O3HaYeHHs MEp Beca, JIMHBI, BDEMEHHU, OTICISAS UX TEM CaMBbIM OT
YUCIUTEIBHOTO, K KOTOpoMy oHH oTHOCsATcs 220 km, 500 cm.

3. Henb3s oTnensiTh GpaMUIUIO OT HHUIIHAJOB.

4. CoOcTBeHHBIE MMEHa HHKOTAa He pasaensiorcs Moscow, London,
Africa.

5. Cneayer wu3beraTh IMepeHOCAa COCTAaBHBIX dYacTed Ha3Bauuiu the
Atlantic Ocean, Latin America.

6. Henw3s paszbuBath mnepeHocoM OykBeHHbie abbOpeBuatypnsl USA,
UNO.

7. CnoBa, COCTOSILIME W3 OJHOTO CJIOTAa, HUKOTJAAa HE NEPEHOCATCH
though, through, height.

8. Cybdukc TpeThero mamma eAWHCTBEHHOTO 4YHCJa Trjaroja B
HACTOSIIEM MPOCTOM BPEMEHHU —S, —€S HE MEPEHOCHTCS JaXe B TeX
cllydasx, Korjga oH oOpa3yeT camocTosTeNbHBIN cior he buys, he sells,
he wishes.

9.0koHYaHWE  MHOXXCECTBEHHOrO0  4YHCJIa  CYIMECTBUTCIBHBIX  He
NMEpEHOCHUTCS  Ja)xe B TeX ciydasx, Korga oOHO oOpasyer
caMOCTOATENbHBIN citor houses, boxes.

10. Coueranus OykB, 0003HayYawIIMUe OJAUH 3BYK, HE pa3JelsIOTCSI MPH
nepeHoce.

[lepenoc BO3MOXKEH B CIEAYIOMIUX CIAydasix:

1. Pa3gensiroTcst yABOCHHBIE COTJIaCHBIE Mis-sion, let-ter.

2. PazgensroTcs naBe coriacHeie, cTosmue psagom pen-cil, sterling.

3. Ilpedburcor u cydpdukcer oraensores or kopus dis-like, prolong,
drffer-rent, acknowledg-ment.

4. CinoxHble clIOBa JENATCS HAa cOCTaBHBIe 4yacTH Some-times, there-
after.

IIpaBuaa nyHKTyauuu

Bansaras (Comma)

1. 3ansitass UCIIOJAB3yeTCs IS pa3fAeaeHHUs MPEITOKECHUH, BXOISIMMX B
COCTaB CJIOHOTO TMPEIJOXKEHHS H CBA3aHHBIX COYHHHTEIbHBIM
coro3om. (and, but, or, nor, yet, s0). England is a beautiful country,
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and its citizens are very friendly. Aueaus — npexpacnas cmpana, u ee
Jcumen 04eHb OpyIHCeNOOHDL.

2. 3amnsATas MCHOJb3yeTCs JJsS BhIACICHHUS BBOIHBIX cioB. Surprisingly,
the population of Moscow is increasing at a greater rate than
in London. Yousumensno, Hacenenue  Mockevl  pacmem bosee
8bICOKUMU Memnamu, Hedxcelu JIonooHna.

3. 3amATas HUCHOJb3yeTCS [JsA BBIJCICHUS PpPacIpOCTPaHEHHBIX
npuinoxenuii. Microsoft, a large multi-national company, has an office
in Moscow. Maiikpocogpm, Oonvwias  mencOyHapooOnas  KOMNAHUSL,
umeem npeocmasgumenbcmao 6 Mockae.

4.3ansitas UCHOJB3yeTCA s pa3leJeHUs OJHOPOJHBIX UJIECHOB
npemnoxenus. | washed the windows, waxed the wood floor, and
vacuumed the carpet. 4 nomwin oxuna, Hanoauposanr Oepe8iHHblU NOI,
NPONbBLLECOCUN KOBeD.

5. Hns pasgeneHus OJHOPOJHBIX ompeneincHuit. Tony Blair is a
reserved, cautious Prime Minister. Tom bnop - ocmopoocuslil,
oOCMOMPUMENbHBLU NpeMbep-MUHUCTD.

6. Jlns paszneneHus npsiMol MsKOCBeHHOU peuu. [ said to David, “I
need your help to prepare for|the exam.” A ckazan [[26udy: “MHue
HYJICHA MB0OS NOMOWb 8 NOO2OMOBKe K IK3aMeHY.

Touka ¢ 3ansaToii (Semicolons)

1.Touka c 3amaToll cTaBUTCA AN pa3AeleHUs ABYX MPEII0XKEHUH,
O0nm3Ko cBiA3aHHBIX Mo cMmbichy. In the English legal system, Law Lords
have enormous discretion; they can decide which cases to hear, and
which to reject. B awnenuiickom 3axkonodamenvcmeée uneuwt Ilanamol
Jlopoos obraoarom wupoxoti c606000t delucmuil;, OHU MO2Ym NPUHAMDb
peulerHue 0 CAYWAHUU ULU OMKIOHEHUU Oeld.

2. Jlns pa3aeneHuss pacmpoCTpaHEHHBIX OJHOPOJHBIX  YJICHOB
NPeJIOKECHUS €CIIU:

2.1. BHyTpHM OJqHOTO U3 HUX ecTh 3amsaTeie The defendants lived in four
cities: Moscow, Russia; London, England; Delhi, India;

andSydney, Australia. O6sunsemvie npoosicusaru 6 uwemovipex 20pooax:
Mockee, Poccus, Jlonooune, Amnenus; Henu, Hunous, Cuonei,
Aecmpanus.

2.2. Tlepenq HuUMH cTOUT oOoOmIarolIee CJIOBO ¢ JBOeTOYHMeM: The
rationale is threefold: (1) the Russian alphabet is strange; (2) Russian
grammar is even stranger; and (3) Russian pronunciation is
impossible to reproduce.

ObvscueHue npocmo: pyccKul argpasum He3HaKoM, pyccKas
epammamuxa ewe | weHee  NOHAMHA, U, HaKoOHely,  pyccKoe
NPOUSHOULEHUE HEBO3ZMOHCHO NOBMOPUND.

2.3. OpaHOpoAHBIE YJICHBI MNPEAJTOXKEHHUS BBIJCJICHB B OTJACJbHBIC
NYHKTHI:
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To learn Russian, you must: (1) Watch Russian TV; and (2) Get a
Russian friends. Ymobwul evbiyuums pycckuii szvik 6vi Ooadxchol: (1)
Cmompemsv poccutickoe menesudenue; (2) 3asecmu pycckux opy3seil.

JBoetoune (Colons)

l.Ilepen mpeminoxeHueM, 00O3HAYAIOIIUM MPHYUHY, JTOKA3aTEIbCTBO
UJIM PacKphIBAKOIIUM cojepxanue npensiaymero. After a long meeting,
they reached an agreement: the employee apologized, and the boss
gave him his job back. ITocaie odoneux obcyxwcoenuit onu npuwnu K
COCNAULEHUTO: CAYHCAWUN UBUHULCSA, U HAYAALHUK CHOBA NPUHAL €20
Ha pabomy.

2. Ilepen OonHOPOAHBIMHU 4YJIEHAMH MPEAJIOKEHHUSA MOciae 0000marIux
CIOB, O0COOEHHO B TeX CcHydyasiX, KorjJa OJHOPOJHBIC UJICHBI
OpeaaoKeHUs MPOHyMepoBaHbl MIM pa30uTel Ha uvactu: Chelsea will
never win the Premiership, until three conditions are satisfied: (1)
they find a good manager; (2) they stoprbuying useless foreign
players; and (3) their owner spends at least another
$500,000,000. Yencu nuxozoa ne cmanem uwemnuonom Ilpemvep Jlueu,
noka He  ewvinoanum mpu  ycroeus: (1) Haildem  Xopouiezo
meneoxcepa; (2) nepecmanem nokynames 0ecnoie3HvlX UHOCMPAHHBLX
uepokos,; (3) enaoeney zampamum ne menee $ 500 000 000.

3. Ilepen nmraramu: Although most judges believe that lawyers are
averagely intelligent, Judge Youngblood opposed this view:
“In all my years as a judge in England, | can honestly say that | have
never met a lawyer with more brain-cells than the average Goldfish.”
Xomsa oOonvwuncmeo cyodeti cuumarm, UmMoO WOPUCMbL SABIAIOMCS
00CmMamo4Ho YMHbIMU JTI00bMU, CYObs HAHnebnad onposepe 5mo
MHeHue: “3a 6ce 2o0bl pabombl 6 Kayecmee cyObu 6 AHenuu, 1 Moey
YeCcmHO CKA3amb, YmMoO HUKO020d He,. ecmpeuan wpucma ¢ 00abuum
YUCTOM KIeMmOK Mo32d, 4eM Yy 00blUHOUW 3010MOU pblOKU.

Cxo6ku (Brackets)

1. B ckoOku cTaBsSTCS BBOJHBIC CIIOBA W MPEAJOKCHUS, MIPUBOIUMBIC B
KayeCcTBE 3aMeYaHHs, YCIOBHUI, a TakXe MPEII0KCHHS, 3HAUCHHE
KOTOPBIX BB XoTuTe mnpeymeHbpmuth. If we Dbring back capital
punishment in England, some innocent people (not all) will be
hanged. Ecaiu 6 Awuenuu 6ydem cHo8a npuusma cmMepmHdas KA3Hb,
HeKomopuvle HeBUHHble N100U (He 6ce) OyOym KA3HeHbl.

2. CkoOkM HCHOJB3YIOT IJs BBOJa cokpameHuin. Ernst & Young
(“EY”), represented by a team of lawyers from its Russian office, won
victory yesterday. Ernst & Young (“EY”), npeocmagnennvie KoManooll
IOPUCMOB U3 POCCULUCKO20 NPEeOCmMasumenbCcmed, 8blucpaiu guepa.

3. B cko6ku momemarTcs muPpsl AU OYKBBI, HUCHOJb3yeMbIC s
nepeduciicHUus OTAeabHBIX MyHKTOB. T0 qualify as an EFL teacher, a

student must: (1) attend a four-week training course, (2) teach at least
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eight hours in class, and (3) complete four written
assignments. Ymo6wr noayuums kearugukayuio EFL npenooasamens,
cmyoenmy Heobxooumo. (1) npoumu 4-nedenbHulll Kypc
obyuenus, (2) napabomams He menee 8 uacoe npakmuku 6 Kauecmee
npenooasamens 6 kiacce, u (3) 6bINOIHUMb Yembipe NUCbMEHHbLX
3a0aHus.

Tupe (Dash)

IBoitnoe Ttupe (long dash)

1. JIBoWiHOE THUpE HUCHOJB3YETCS ISl BBIJCICHHUS BBOIHBIX CJIOB H
NpeIIOKEHUM, BCTABISEMBIX B CEpPEAWHY TMPEIIOXKEHUS C IEIbI0
noscHeHus unum aonoiaHenus ero. Christopher Reeves - also known as
Superman — died last month after a long Dbattle with
parasis. Kpucmogep Pues - maxoice uzeecmuviti kaxk Cynepmen — ymep
8 NPOWNIOM 200y nocie 001201 60pbOLL ¢ 60Ne3HbI0 CNUHHO20 MO32d.

2. Tupe ucmoyb3yeTrcs, 4YTOOBl BBIJCIUTH 3aKIIOUYUTEIbHYIO (Ppaszy B
npeminoxenun. In London, drivers who overstay the time allowed by
parking meters have to payw=a large fine and run around the city to
reclaim their cars - a_ /major waste of time and money.
B Jlonoone 6ooumenu, npegviciguiue 8pems CmMoOsAHKU, OMEedeHHOoe O
nApKOBKU, O0JHCHBL 3ANAAMUMb WMPAG U HOCUMBCSA NO 20P00Y, YUMOObl
8epHYMb C8OI0 MAULUHY — 3HAUUMEIbHASA MPAMA 8peMeHU U 0eHez.

3. KopoTkoe Tupe.

KopoTkoe Tupe wHCmoib3yeTcs B CIOBOCOYETAHHIX, 0003HAYAIOIIUX
B3aMMOCBS3b pa3JIWYHBIX 3jeMcHTOB. Love - hate relationship
JIwb6o6b - Henasucmo

Heduc (Nyphen)

1.YUepe3 neduc nmumyTcss HEKOTOPbIEC CIOXKHBIE Npuiaaratenbubsie. We're
really looking forward to our end-of-year party. Mor ¢ nemepnenuem
acoem 6€UEPUHKU 6 YeCmMb OKOHYAHUA eooa.

2. Yepes npeduc nuimyrtcs ApoOHBIe uuciautenbHbie. Three-fifths of
those questioned said that they have a dog. Tpu nameix onpowennvix
craszaiu, 4mo y Hux ecmo cobaka.

Kaspruku (Quotation)

l. B kaBblukHM 3akawyarwTcda mutatel pazmepom a0 S50 cmoB. B
NPOTUBHOM cJjydae IMTaTa JOJDKHA OBITH BBIJEIEHA B OTAEIbHOE
npennoxenue. The tax lawyer’s manager told him that he would be
“out the door” if he complained omne. more time about the low
exchange-rate for the Dollar. Cneyuanticm no wnanocosomy npagy
ckazan emy, umo oOH “okasxcemcsalllna yruye”, eciu ewe pa3s
noJiCaALyemcs Ha HU3KUl Kypc oomena 0oniapd.

2. B kaBbIUKM 3aKJIO4YaeTcs TEPMHUH, KOrjga B MPEIJIOKCHUU

packpsiBaeTcs ero 3Hauenue. The word “malice” contains an
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ambiguity. Beipascenue «3101t ymviceny cooepicum OnpeoeieHHyI0
08YCMbICIIEHHOCMb.

3. B kaBBIYKH 3aKJIOUAKTCS BBIPpAXEHUS, KOTOPbIE 3BYyYaT C UPOHUECH
WU JIBYCMBICJICHHO U MMEIOT 3HAYEHHUE ‘C MO3BOJIEHUA CKa3aTh , “Tak
Ha3biBaeMbli”. Bill Clinton, a “happily married man,” would never
dream of being unfaithful. Funr Knunmon, “cuacmauswiii 6 6pake”, He
MO2 U NOMbLCIUMb 00 U3MeHe.

[Ipy  TmpocTaBIeHHWHM  KaBBIYEK HEOOXOAMMO  CJIEOUTh 33  HX
COTJIaCOBAHUEM C OCTaJbHBIMU 3HAKAMU NMPENUHAHUS:

1. Touka u 3ansiTas MOMENIAIOTCS BHYTPHU KaBbIUECK.

2. JIBoeToYHe M TOYKA C 3aMATON MOMEIIAIOTCS IMOCJIC KaBhIUYECK.

3. BocknunaTenabHbIM U BOMPOCHUTEIBHBIN 3HAKU MOMEUIAIOTCS BHYTPHU
KaBbIYEK, €CJIH OTHOCATCS K nutate. Eciau 3HaK OTHOCUTCS KO BCEMY

MNpCaJIOKCHHUIO B OICJIOM, TO OH CTABHUTCA ITOCJIC KAaBbBIYUCK.

Touka/Muororouue (Dots)

1. MHOroTo4YMe MCHOJb3YyEeTCs, YTOOBl MOKa3aTh, UTO CIOBO uUiIu ¢pasa
NponylieHa B JaHHOM mpeanoxeHuu. Eciu nponymeHa ¢paza B KOHIIE
NpeIOKEeHUsI, TO CTABUTCSI MHOTOTOYME U OObIYHAs Touka. “An arrest
Is neither a conviction of a crime nor even a final formal charge of a
crime....” “Apecm He Aensiemcs HU NPUSHAHUEM BUHOBHOCMU, HU 0AdiCe
008UHEeHUEeM 8 NpeCmYNnieHuu... "’

2. Touka CTaBUTCS B KOHII€ NOBECTBOBATEIBHOIO MPEIIOKEHUS.
Parents support their children. Pooumenu noooepocusarom ceoux
oemell.

3. Touxka ctaButcsa mocie cokpamenuit (Mr., Mrs., Ms.,) The greatest
ever footballer was Mr. George Best. Bearuvatwum u3z 6cex
Gymooaucmos 6vin M-p Jlocopooc Becm

Bonpocurteansnblii/Bockannmareiabublii 3Hak (Question/Exclamation
mark)

l.BonnpocuTenbHblii 3HAaK CTAaBUTCA B KOHIIE BOINPOCUTEIBHOTO
npennoxenus. Do you like mayonnaise? Teot aw0b6uws mationes?

2. BompocurenbHBIH 3HAK HE  CTABUTCSA MOCJIE  KOCBEHHBIX
BonpocoB. Bill asked me if | liked mayonnaise. buar cnpocun, nobuio
AU 5 MauoHes.

3. BockmumatenbHBI 3HAaK CTAaBUTCSA B KOHHE  BOCKIHUIIATECIBHBIX U
nobyauTenbHBIX mnpemioxenuii. Before plunging into the sea, the
captain shouted, “We’re going over now!” Ilpescde, uem npvleHymov 8
600y, kanumau 3axkpuuan: “Muvl ceviuac nepesepnemcsal”

Jpoouasi ueprta (Slash)
1. JlpoOHass dYepTa WUCHOJIB3YyeTCA [UIA OTICICHUS YHCIUTEIS OT
3HaMeHaTe/lsd B MaTeMaTH4ecKou apoobu. %  15/49
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2. B HedopmanpbHON mepenucke ApoOHAas uYepTa MOXKET 3aMEHATH
npemior “B”. 2 000/year 2000 ¢ 200 $100/month 100 ooanapos s
mecsy

3. B HeoduManbHBIX JOKYMEHTAaX JApPoOHAas yepTa MCHOJb3yeTCs HpH
0003Hauyenuu gar. 27/09/82

4. B HedbopManbHBIX NHChbMax ApOOHAas YepTa MOXKET YHOTPEOIATHCS
Ipu MepedyHucIeHHWH BO3MOJXHBIX BapuaHtoB. In May/June you could
come and stay with me. B Mae/Hwne moi modxceutb npuexams Ko MHe
no2cocmums.

Anoctpod (Apostrophe)

1. AmocTtpod ucmoabp3yeTcs aias 0003HaUYCHHUS NMPUHAAICKHOCTU. Bill's
car is old, rusty. Mawuna bunnag;cmapas u pocasas.

2.Anoctpod ymorpebusercs B cokpauieHusx. [’'ve lost the key to my
apartment, so I can’t get in. A nomepsan kiwuu om ceoeu K8ApmMupsl u
He MO2y nonacms HYmMpb.

95



Application 2.
IIpunoxenune 2
COKPAIIEHUA, UCITOJIB3YEMBIE B TOKYMEHTAX
CoxpaiieHus B 1eJ10BOM Nepenucke

A
abt (about) — oxouto, mpuOIM3UTEIBHO
abv (above) — Brime; Gomee, yuem
a/c (account) — cuer
accptbl (acceptable) — npuemiaemprii
acpt (acceptance) 1. mpremka 2. aKIenT
adv — 1. (advanced) ycoBepmiencTBOBaHHBIN 2. (advise) coobmatk; (advice) co-
oO1IeHue
agn (again) — cHoOBa, OISAThH
am[n]t (amount) — konm4ecTBO; CymMMa
an (and) —u
approx (approximate) — npuOJIU3UTeIIbHbIN; (approximately) — npubausutensHO
Apr (April) — anpens
arrg[t] (arrangement) — coramenue, JOroBOPEHHOCTh
art (article) — craTps, myHKT
arrv (arrival) — npuosiTHE
a.s.a.p. (as soon as possible) — kak MoXxHO ckopee
assly (assembly) — coopka
asst (assistant) — momomuHUK
att, attn (attention; for the attention of) BHuMaHue; BHUMaHHIO
Aug (August) — aBryct
AWB (air waybill) — aBuanaknagnas

B
b 1. (base) 6a3a, ocnoBanue 2.( before) no, nepex 3.( billion) munuaps
B/E (bill of exchange) — nepeBoaHbINi BEKCEIb, TPATTA
best regs (best regards) — ¢ yBakenuem
Bkg (bookkeeping) — OyxranTepckuii yuer
bkgs (bookings) — 3aka3bl
B/L, b/1 (bill of lading) — xoHocameHT
bnk (bank) — 6ank
btw(n) (between) — mexay, B MpOMEXyTKE
C

CFM (confirm) — moareBepante
chg(s) (charge(s)) — pacxom(bl); 10ATOBBIC 00S3aTEILCTBA
C.0O.D. (cash on delivery) — namosxeHHbBIH TIATEK
Con (contract) — moroBop, KOHTPAKT
conv (conversation) — pa3sroBop
CRT (current) — texymuii
ctn (carton) — xkopoOka
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dd 1. (dated) — marupoBannsiii 2. (delivered) — nmocraBnennsiii 3. (delayed
delivery) — nocraBka 3anepkana 4. (demand draft) — tparra, cpounas o
pebSIBICHUH

Dec (December) — nexadpn

del (delivery) — mocraBka

dep (departure) — ormpaBiieHue; BbLICT

dept (department) — ympasienue; oTae

disc (discount) — I. ckuka 2. ygeT BeKcems

doc(s) (document(s) — moxymeHT(bI)

doz (dozen) — mroxuHa

ds (... days after sight) — uepe3 ... gHE# OCTE TPETBABICHUS

dte (date) — mara

E
ETA, eta (estimated time of arrival) — pacueTHoe BpeMst IpUOBITHS
ETD, etd (estimated time of departure) — pacueTHOoe Bpems OTIIPaBICHHS
(BbUTETA)

F

Feb (February) — deBpaib
fl[t] (flight) — moneT; peiic
flwg (following) — cremyrornmii
foc (free of charge) — GecmaTHO, 6€3BO3ME3IHO
forex (foreign exchange) — uHocTpaHHas BaJItoTa
Fri (Friday) — naruHuna
fwd (forward) — otrpy3uTth, HanpaBUTH
fyi (for your information) — nnst cBeneHus
G

gds (goods) — toBap(bi)
gtc (good till cancelled) — ne#cTBHTENBHO BIJIOTH 10 OTMEHBI
gtm (good this month) — neiicTBUTEMBHO B TeUEHHE ITOTO MecsIia
gtw (good this week) — nelicTBUTEIBHO B TCUCHHUE ITOM HEJCTU
guar: 1. (guarantee) — rapanrtus 2. (guaranteed) — rapaHTHPOBaHHBIH
gvt (government) — npaBUTEILCTBO

H
h — 1. (hour) — gac 2. (hundred) — coTus
H (harbour) — rasaub
HRS — hours gacsr
hv (heavy) — TsKelblit; HHTEHCHBHBIH
hwr (however) — ogHako

ifd (informed) — coobmien

ifm (inform) — urdopmupoBatsh

imm, immed (immediately) — HemeaieHHO

inc — 1. (including) — BximounTensHO 2. (INCOME) — 10X0.1
incl (include) — BxmrouaTh

incldg (including) — BkIFOUNTENIBEHO
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infm — 1. (inform) — urdopmuposars 2. (information) — uapopmanms

infor (information) — undopmarus, cBeACHHS

Ins (insurance) — crpaxoBaHue

inst. — 1. (installation) — ycrtanoBka; MonTaxk 2. (instalment) — ouepenHoi
B3HOC 3. (instruction) — uHCTpyKIHA 4. (instrument) — UHCTPYMEHT, MPUOOP

inv — 1. (invoice) — cuer-dakrypa 2. (inventory) — nHBeHTapH3aIys

J
Jan (January) — siHBapn
Ju, Je (June) — uroHb
Jul, JI (July) — wmrons

L

L/C (letter of credit) — akkpenuTtus
LT — 1. (liner terms) — nmuneitasie ycmopus 2. (local time) — mMecTHOE Bpemst
Itr (letter) — mucemo
M
m — 1. (mass) — macca 2, (metre) — metp 3. (middle) — 1) cepenuna 2)
cpennuii 4. (medium) — cpeAcTBo, criocoO 5. (million) — mumoH 6. (minute) —
MuHyTa 7. (money) — nenbru 8. (month) — mecs
M — 1. (March) — mapt 2. (mass) — macca 3. (medium) — cpenctBo, crmocoo 4.
(middle) — 1) cepenuna 2) cpenuuii 5. (Monday) — noHeACTBHUK
Mar (March) — mapr
mfg (manufacturing) — u3rorosieH#e, IPOU3BOICTBO
MID, mid (middle) — 1. cepeauna 2. Cpeaamuii
MIN — 1. (minimum) — mMuauMyM 2. (minute) — MUHyTa
misc (miscellaneous) — 1. pa3mu4uHbIi 2. pa3HOe
mm (millimeter) — mumumeTp
mng (managing) — ynpaBistoImii
mngr (manager) — MeHepKep, YIPaBJISIOUINH, TUPEKTOP
mngt (management) — pyKoBOJCTBO; TUPEKITis
Mon (Monday) — noHeaeabHIK
msgn (message number) — HoMep cOoOOIIEHHS
mt (metre) — metp
MT (metric ton) — meTpudeckast TOHHA
mtg (meeting) — coOpanue
MV, m/v (merchant vessel) — toprosoe cyHO
m/v (motor vessel) — camoxoaHOE CyaHO
N
n—1. (and) — u 2. (hame) — ums 3. (national) — HanmonanbHbBIN 4. (norm) —
HopMa 5. (number) — HOMEp; YUCIIO
N (November) — HOsIOpB
nec (necessary) — HeOOXOAMMBIi
NNN (end of message) — xonel cooOIIeH s
no (number) — HoMep
Nov (November) — HosIOpB
NXT (next) — cnexyromuit
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O
O — 1. (October) — okTs10ps 2. (office) — Oropo, koHropa 3. (order) — 3akas;
puKa3
0. ¢. (outward cargo) — PKCHOPTHBIN TPY3
o/c -1. (order confirmation) — mnoarBepkAcHMe 3aka3a 2. (overcharge) —
3aBBIIIICHHUE [[EHBI
Oct (October) — okts6ps
O. K. — 1. (correct, all right) — mpaBuibHO; Bce B opske 2. (agreed) — coraceH
ORD (order) — 3aka3; nmpuka3s
o/no (order number) — Homep 3akaza
ourtel (our telex) — Ham Tenekc
P
paymt (payment) — miaTesx; B3HOC
pc — 1. (personal computer) — mepcoHanbHBIN KoMIbIOTEp 2. (Payment in cash)
— yIulaTa HaJIU4YHbIMU 3. (percentage) — MpOIEHTHOE conaepxkaHue 4. (price) —
IIeHa
pcs — 1. (packages) — mecta rpys3a 2. (pieces) — mTyku
pct (per cent) — mporeHT
pds stg (pounds sterling) — ¢GbyHTBI CTEpIMHTOB
PHONCON (telephone conversation) — pasrosop 1o tenedony
p/i (proforma invoice) — mpenBaputenbHas pakTypa
pls (please) — moskamyiicra
PP (parcel post) — mouToBas mocuiika
ppd (prepaid) — orutadeHHBIN BIIepe/
prc (price) — neuHa
prelim (preliminary) — npeaBapuTeIIbHbIII
prev (previous) — npe/iecTBYOIHit
priv (private) — wyacTHbIN
pst (posted) — oTnpaBieHHbIN 110 TTOYTE
pstl (postal) — nmouToBsIit

Q
QN (quotation) — koTupoBKa
QTY, qty (quantity) — xonugecTBO
R
R — 1. (registered) — 3akasHoui 2. (registered trade mark) —

3apeTrUCTPUPOBAHHBINA TOPTOBBIN 3HAK 3. (reserve) — pe3eps, 3amac
r (received) — moaydeHo
RCV (receive) — nosny4ars, NIpUHUMATh
re (reference) — ccobuika
recd (received) — mosy4eHo
ref (reference) — 1. cchiika; cripaBka 2. OT3bIB, PEKOMEHIALINS
refno (reference number) — nomep ccoiiku
regd (registered) — 3aperucTpupoBaHHbI#
regds, regs (regards) — ¢ yBaxkeHHEeM
rep (representative) — mpeacTaBuTEINb
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regmts (requirements) — 1. TpeGoBaHus 2. TOTPEOHOCTH
REYRTLX (refer to your telex) — ccputasch Ha Balll TeJIeKC
rml (regarding my letter) — xacaTenpbHO MOEro muchbMa
rmt (regarding my telex) — kacaTebHO MOETO TeJIeKca
rgmts (requirements) — 1. TpeboBaHus 2. MOTPEOHOCTH
RQ, rgst (request) — 1. TpeboBanue; 3asBKa 2. Ipockda
rgstd (requested) — 3amparrBaeMblii; COTIACHO MPOCHOE
rgstg (requesting) — ¢ nmpocb00ii
rgts (requirements) — 1. TpeboBaHus 2. TOTPEOHOCTH
RTN (return) — Bo3Bparmiarhb(cs)
ryl (regarding your letter) — kacarenbHo Bamero nucbma
ryt (regarding your telex) — xacarensHo Barero Tenekca
S
Sat (Saturday) — cy60oTa
SCHED, sched (schedule) — pacniucanue, rpaduk, miaxn
Sep, Sept (September) — ceHTsA0pH
shl (shall) — BcroMoraTenbHBIN T1aros1 OyayIIero BpeMeHH
shortg (shortage) — nexBatka, HeTOCTATOK
shpd (shipped) — oTrpy>xeHHbBII; OTIIPABICHHBIH
shpmt, shpt (shipment) — norpyska; otmpaBka
SPEC (specification) — cnerudukarms
sry (sorry) — coxaneem
SS (steamship) — mapoxon
std (standard) — cranmapTHBIHI
sub, subj (subject) — npeamer
Sun (Sunday) — BockpeceHbe
suppl (supplier) — moctaBuuk
svc (service) — oOciy)kMBaHHE
T
T (telex) — tenexc
TE (tax exempt) — 0cBOOOXKICHHBIN OT HAJIOTA
tel (telephone) — Tenedon
telecom (telephone communication) — tenedonHast cBS3b
temp (temporary) — BpeMEeHHBIH
tex (telex) — renexc
Thu (Thursday) — getBepr
TKS, tks (thanks) — cmacu60o
tl (tool) — cranok
tIf (telephone) — Tenedon
tIx (telex) — renexc
tod (today) — ceromus
TOD (time of departure) — Bpems otrnpasienus (BblIeTa)
tom (tomorrow) — 3aBTpa
Tue (Tuesday) — BTOpHUK
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U (you) — BBI
ur (your) — Baim

\Y

VOL, vol (volume) — o00bem

w

w — 1. (warehouse) — ckman 2. (week) — menens 3. (work) — pabora
Wed. (Wednesday) — cpena
wl (will) — BcioMoraTenbHBIH T1aros 0y Iymero BpeMeHH

X

XXXXX (error) — ommbka, HEPaBMWIIBHO HAIIEYaTaHHOE CIIOBO

Y

y -1. (year) —rox 2. (you) — BBHI

yday (yesterday) — Buepa

y/message (your message) — Baiiie OCIaHHe
yourlet (your letter) — Barre nrcpMo

yourtel (your telex) — Bamr Tenekc

yr — 1. (year) — rox 2. (your) — Bar

YR TLX (your telex) — Bar Tejekc

at the rate of
number

and

and, or

dollars

pounds

copyright

America

ante Christum (;1aT.)
Anno Domini (rat.)
ante meridiem
account

all risks

accident

am not, are not
amount
appendix
attached

barrel
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Coxpamenus, ynorpeojsieMble B MHTEPHET MepenucKe

IO IIEHE

HOMEp

u

WJd, U

JOJUIAPbI

(yHTBI CTEPJIMHTOB
aBTOPCKOE IMPABO
Amepuka

J10 HaIllEeW 3pbl
HAIlIEN 3PbI

10 TIOJTy THS

cYeT

mo0ast CIIy4aliHOCTh
MEPBOKJIACCHBIN
andaBuT
HECUYACTHBIN CIIydau
HE

CyMMa, KOJIMYECTBO
MIPUJIOKEHHUE
MpUJIaracMbIi
Oappenb



Betcha
Co.

C

cm.
cf.
C'mon
contd.
Corp.
cp.

cr.

c/o
D/A
dd.
deg.
del.
Dept.
do.
doz.
Dr.
Dunno
E.
e.g.
enc. mwiu encl.
et al
etc
fem
hrs

i.e.

i/c

ib, ibid.
incl
Inst.
Inc.
int.
intl.
inv.
Jr.

Ld, Itd

bet you
Company
cents
centimetre
confer
come on
continued
Corporation
compare
creditor
care of
documents attached
dated
degree
delayed
Department
ditto
dozen
Doctor
don't know
English
exempli gratia (J1aT.)
enclosure
et alii (;at.)
et cetera (J1aT.)
feminine
hours
id est (J1at.)
in charge of
ibidem (J1at.)
include
Instant (nat.)
Incorporated
interest
international
invoice
Junior
Limited
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napu

KOMIIAHHUSI

IICHTHI

CaHTUMETP

CpaBHU

IaBam

MPOAOJKEHUE CIIETYET
KOpIioparus

CpaBHU

KpEAUTOP

yepes, Mo ajpecy
JOKYMEHTBI ITPUIIOKEHBI
JIaTUPOBAHHBIN
CTEIIEHb, TPaAyC

3aJiepKaHHbIN (0 MOCTAaBKE TOBapa)

JEMapTaMeHT

TO e caMoe

JIO’)KMHA

TOKTOP

HE 3HAlO0

AHTJIUHACKAN

HaIpumep

MIPUIIOKEHUE

U Ipyrue

Y TaK Jajee

AKEHCKHUU POJT

4acel

TO €CTh

UCHIOJIHSIOLIUI 00513aHHOCTH
TaM e

BKJIKOYAs

Cero Mecsua

VMMEIOIIUI CTaTyC KOPIIOpaluu
IIPOLICHTHI
MEKIYHAPOIHBIN
cueT-(pakTypa, HaKJIagHAS
MJIAIIAN

KOMIIaHUS C OTPaHUYECHHOU



Lemme
Lotta
M&S

mm

Naa, Nope
N/C

No

OH

p.

p.a.

p. C.
p. m.

P.O.
P.S.
P&L
pcs

pls

ppl
pref.

Pte.

Q.F.

smb
Sr.
Tb
Td
T.S.

USD

V. Q.
VS
w/c
w/c
wk

let me

lot of

marketing & sales
millimeter

no

no charge
number
overhead expenses
page

per annum (J1at.)
per cent

post meridiem
peyment order
postscript
profits & losses
pieces

plural

please

people

preface

Private

question

Quick Fix
somebody
Senior

terabyte

today

top secret

you

upper

United States dollar

exclusive

very good

versus (J1aT.)
without charge
week commencing

week
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OTBETCTBEHHOCTBIO
M03BOJIb MHE

MHOT'O

MapKETHUHT U TPOJAKH
MUJUTAMET]

HET

0e3 HauMCIIEHUI
HOMED

HAKJIaJIHbIE PACXObI
CTpaHHIIQ

B I'OJl

IPOLIEHT

nocie NogyaHs
IUTATEKHOE MTOPYUCHHE
MOCTCKPUTIITYM
NPUOBLIN U YOBITKH
MITYKH
MHO’KE€CTBEHHOE YHCIIO
MOXKaIyrucTa

JTHOAU

IPEUCIOBHE

PAIOBOM

BOITPOC

OBICTPOE HUCTIPABIICHUE
KTO

CTapIIni

tepabaiit (1024 rurabaiir)
CEeTOHS

OOJBIIION CeKpeT

ThI, BBI

BEPXHHUM

nosutap CIIIA

0e3 4ero-i1mbo, HCKIroYast
OY€Hb XOPOIIO

MIPOTHB

0e3 orIaThI
HAYMHAIOMIASICS HEJEeIsI
HeJesl



Ya

Yeah, Yep

Yr.

you
yes
younger

CoxkpanieHus Ha3BaHUU MeECSIEB

Jan.
Feb.
Mar.
Apr.
May
Jun.
Jul.
Aug./ Ag.
Sept.
Oct.
Nov.
Dec.

January
February
March
April

May

June

July
August
September
October
November
December

CokpamieHus Ha3BaHUW JHEW HENEIb

Mo./ Mon.
Tues.
Wed.
Thurs.
F./Fri.

Sat.

Sun.

CoxkpauieHusa Ha3BaHUW NEPUOJA BPEMEHH
HaIlle 3pbI

A.D.
a. m.
ACE
B.C.
BCE
CST
EST
GMT
hr.
min.

Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday

Anno Domini

ante meridiem
After Christian Era
before Christ

JI0 TIOJTy AHS

TBI, BBI
hit:)
MJIaIIUN

SlHBaph
DeBpaib
Maprt
Arnpenb
Mait
Nronb
Hronp
ABTYyCT
CeHts0pb
OkTs10pb
Hos6pb
Hexabpb

MTOHEICITbHUK
BTOPHUK
cpena
YeTBEepr
MATHULIA
cybbora
BOCKPECCHbBE

nocJe (Havajia) XpUCTHAHCKOM (HAIIeH ) SpbI
JIO HaILIEH 3pbI

Before the Christian Era 1o (Hauana) XpucTHaHCKOH (HAIIEH) Spbl

Central standard time
Eastern standard time
Greenwich mean time

LEeHTpalbHOE nosicHoe Bpems B CIITA
BOCTOYHOE nosicHoe Bpems B CILIA
BpEMs 110 TPUHBUUYCKOMY MEPHUIHAHY

hour yac

minute MUHYTa
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MST Mountain standard time

ropHoe nosicioe Bpemst B CIILIA

p. M. post meridiem MIOCJIC TTOTYTHS

PST Pacific standard time TUXO0OKeaHCKoe mosicHoe Bpems B CIIIA
Td today CCTOIHS

sec. second CeKyHJIa

wk week Heaels

CokpanieHuss Ha3BaHUW MEp IJIHMHBI U Beca

bbl
ft
gal
in
Ib
mi
mm
0z

pt
cm.

qt
yd

CokpameHus Ha3
AC
AD
AE
AF
AG
Al
AL
AM
AN
AO

AQ

barrel
foot
gallon
inch
pound
mile
millimeter
ounce
pint
centimetre
quart
yard

BaHUU CTpaH
Ascension Island
Andorra

United Arab Emirates
Afghanistan

Antigua and Barbuda
Anguilla

Albania

Armenia
Netherlands Antilles
Angola

Antarctica
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oappensb (140,6 — 190,9 )
by (30,48 cm)
rajuioH (3,79 )
oM (2,54 cm)
byHT (453,59 1)
mvusisg (1609 m)
MUJUTUMETP
yH1us (28,35 1)
nunTa (0,47 1)
CaHTUMETD
kBapta (0,95 )
apn (91,44 cm)

ocTpoB Bo3HeceHus

AHnoppa

O0bennHeHHble Apabckue IMHUPATHI
Adranucran

Anturya u bapOyna

AHTUNBA

AnGanus

ApmMeHus

['ommanckue AHTHIIBCKHE OCTPOBA
AHrona

AHTapKTHKa



AR
AS
AT
AU
AW
AX
AZ
BA

BB
BD
BE
BF
BG
BH
Bl
BJ
BM
BN
BO
BR
BS
BT
BV
BW
BY
BZ
CA

Argentina
American Samoa
Austria

Australia

Aruba

Aland Islands
Azerbaijan

Bosnia and
Herzegovina

Barbados
Bangladesh
Belgium
Burkina Faso
Bulgaria
Bahrain
Burundi
Benin
Bermuda
Brunei Darussalam
Bolivia

Brazil
Bahamas
Bhutan
Bouvet Island
Botswana
Belarus
Belize

Canada
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ApreHTtuHa
Awmepukanckoe Camoa
ABcTpus

ABcTpanus

Apyba

AnaHJICKHE OCTPOBA
AzepOaiimxan

bocaus u I'epuerosnna

Bbap06anoc
banrnanem
benbrus
bypkuna-®aco
bonrapus

baxpein

bypynau

bennn
bepmynckue octpoBa
bpynen

bonuBus
bpaszunus
baramckue octpoBa
byran

OctpoB byse
borceana
bemapyce

benus

Kanana



CcC

CD
CF

CG
CH
Cl
CK
CL
CM
CN
CcO
CR
CS

CU
CVv
CX
CY
CZ
DE
DJ
DK
DM
DO
Dz
EC
EE

Cocos (Keeling)
Islands

Congo

Central African
Republic

Congo
Switzerland
Cote dlvoire
Cook Islands
Chile
Cameroon
China
Colombia
Costa Rica

Serbia and
Montenegro

Cuba

Cape Verde
Christmas Island
Cyprus

Czech Republic
Germany
Djibouti
Denmark

Dominica

Dominican Republic

Algeria
Ecuador

Estonia

KokocoBrsle OCTpOBa

Kouro

LlentpanbHoadpukaHckas
PecnyOnnka

Konro
[IBenmapus
Kort-nHByap
octpoBa Kyka
Yunu
Kamepyn
Kwuraii
KonymOus
Kocra-Puka

Cep6us u UepHoropus

Ky6a

Kab6o-Bepne
octpoB PoxecTBa
Kunp

Uexus

I'epmanus
Jxubytu

Jlanus

JloMuHHKa
Jomunukanckas PecyOiuka
AJpxup

DKBag0p

DCTOHUSA



EG
EH
ER
ES
ET
FI
FJ
FK
FM
FO
FR
GA
GB

GD
GE
GF
GG
GH
Gl
GL
GM
GN
GP
GQ
GR
GS

Egypt
Western Sahara

Eritrea

Spain

Ethiopia
Finland

Fiji

Falkland Islands
Micronesia
Faroe Islands
France

Gabon

United Kingdom

Grenada
Georgia
French Guiana
Guernsey
Ghana
Gibraltar
Greenland
Gambia
Guinea
Guadeloupe
Equatorial Guinea

Greece

South Georgia and the

South Sandwich
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Eruner

3anannas Caxapa
Oputpes

HNcnanus

Dduonus
DOunnstHINA
Dk
DONKIICHICKHE OCTPOBA
Mukponesus
dapepcKue 0CTpoBa
OpaHnus

["aGon

CoennnenHoe KoposeBcTBo
BenukoOpurtanuu u CeBepHOit
Npnanaun

I'penana

I'py3us

Opanuysckas [ Buana
ocTpoB ['epHcHn

['ana

['uGpantap
['pennanus

["amOus

I'Bunes

I'Banenyna
OkBaTopuanbHas [ BuHes
I'penus

HOxnas Txopmxus u FOxHbie
CanaBU4eBbI OCTPOBA



GT
GU
GW
GY
HK
HM

HN
HR
HT
HU
ID
IE
IL
IM
IN
10

1Q
IR
1S
IT
JE
IM
JO
JP
KE
KG

Islands
Guatemala
Guam
Guinea-Bissau
Guyana

Hong Kong

Heard and McDonald
Islands

Honduras
Croatia/Hrvatska
Haiti

Hungary
Indonesia
Ireland

Israel

Isle of Man
India

British Indian Ocean
Territory

Iraq

Iran
Iceland
Italy
Jersey
Jamaica
Jordan
Japan
Kenya
Kyrgyzstan
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I'BaTemana
['yam
I'Bunesi-bucay
I'aliana
I'onkoHT

OctpoB Xepa u ocTpoBa Mak10Hab

I'ongypac
Xopsarus
lNautn
Benrpus
HNunone3us
WNpnangus
N3panib
oCTpOoB M»3H
Nanus

bpuranckas Teppuropus B
Nunniickom Okeane

Npak

Upan
HUcnanmus
Hranus

octpoB Jlxepcu
Smaiika
Nopranus
Snonus

Kenus

Keiprei3cran



KH
Kl
KM
KN
KP
KR
KW
KY
KZ
LA
LB
LC
LI
LK
LR
LS
LT
LU
LV
LY
MA
MC
ME
MD
MG
MH
MK
ML

Cambodia
Kiribati
Comoros

Saint Kitts and Nevis
Korea

Korea

Kuwait
Cayman Islands
Kazakhstan
Lao

Lebanon

Saint Lucia
Liechtenstein
Sri Lanka
Liberia
Lesotho
Lithuania
Luxembourg
Latvia

Libya

Morocco
Monaco
Montenegro
Moldova
Madagascar
Marshall Islands
Macedonia
Mali
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Kam0o1xa
Kupubaru
Komopckue octpoBa
Cenr-Kutc 1 HeBuc
Cesepnas Kopes
HOxnas Kopes
Kyseur

KalimanoBbI OCTpOBa
Kazaxcran

Jlaoc

JIuBan

Cenr-JIrocus
JIMXTEeHIITEHH
[lIpu-Jlanka
JInGepus

Jlecoto

JIutBa

JlrokcemOypr
JlaTBus

JIuBus

Mapoxkko

Momnako
MonTeHnerpo
MongoBa
Maparackap
MapiaiuioBsl ocTpoBa
MakenoHus

Mamu



MM
MN
MO
MP

MQ
MR
MS
MT
MU
MV
MW
MX
MY
MZ
NA
NC
NE
NF
NG
NI
NL
NO
NP
NR
NU
NZ
oM

Myanmar
Mongolia
Macau

Northern Mariana
Islands

Martinique
Mauritania
Montserrat
Malta
Mauritius
Maldives
Malawi
Mexico
Malaysia
Mozambique
Namibia
New Caledonia
Niger
Norfolk Island
Nigeria
Nicaragua
Netherlands
Norway
Nepal

Nauru

Niue

New Zealand

Oman
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Mpbgama
Mouronng

Makao

CeBepHble MapuaHcKe OCTpOBa

MapruHnka
Magputanus
MonTceppar
Maubra
Magpuknii
ManbauBbI
Manasu
Mekcuka
Manaiizus
Mo3zamOuk
HamuOus
Hogas Kanenonus
Hurep

Hopdonk
Hurepus
Huxaparya
Hupnepnangel
Hopserus
Heman

Haypy

Hny»>

HoBas 3enannus

Oman



PA
PE
PF
PG
PH
PK
PL
PM

PN
PR
PS
PT
PW
PY
QA
RE
RO
RU
RW
SA
SB
sC
SD
SE
SG
SH
Sl

Panama

Peru

French Polynesia
Papua New Guinea
Philippines
Pakistan

Poland

Saint Pierre and
Miquelon

Pitcairn Island
Puerto Rico
Palestine
Portugal

Palau

Paraguay

Qatar

Reunion Island
Romania
Russian Federation
Rwanda

Saudi Arabia
Solomon Islands
Seychelles
Sudan

Sweden
Singapore

Saint Helena

Slovenia
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ITanama
Hepy
O®pannysckas [lonmnesus
[Tanya - HoBas [ Bunes
OUIUIIIHAHE
[Iakucran

[Tonpia

Cen-Ilbep u Mukenon

octpoB [IutkapH
ITyspro-Puko
ITanectuna
[Topryranus

[Tamay

[Taparsau

Karap

ocTpoB PetoHboH
Pymbinns

Poccus

Pyanna

CaynoBckasi ApaBus
ConomoHOBBI OcTpoBa
Ceitmensckue OcTpoBa
Cynan

[IIBenus

Cunramyp

octpoB CBsToil Enenbl

CrnoBeHus



SJ

SK
SL
SM
SN
SO
SR
ST

SuU
SV
SY
SZ
TC

D
TG
TH
T

TK
TL
™
TN
TO
TP

TR
TT
TV

Svalbard and Jan
Mayen Islands

Slovakia
Sierra Leone
San Marino
Senegal
Somalia
Suriname

Sao Tome and
Principe

exUSSR

El Salvador
Syria
Swaziland

Turks and Caicos
Islands

Chad

Togo
Thailand
Tajikistan
Tokelau
Timor-Leste
Turkmenistan
Tunisia
Tonga

East Timor

Turkey

Trinidad and Tobago

Tuvalu

[Inmu6epren u SIu-MaiieH

CrnoBakus
Coeppa-Jleone
Can-Mapuno
Ceneran
Comanu
Cypunam

Can-Towme u [Ipuncunu

CCCP
CanbsBanop
Cupus
CBa3umiieHng

Octposa Tepkc u Kaiikoc

Yan

Toro

Tawmann
Tamxukucran
Toxkenay

OctpoBa Tumop
TypkMmeHucran
Tynuc

Tonra

Bocrounsiii Tumop
Typuus

Tpunugan u Tobaro

Tysany



™
TZ

UA
UG
UK

UM

U
Uy
uz
VA
VvC

VE
VG
VI

VN
VU
WF

WS
YE
YT
YU
ZA
ZM
Z\W

Taiwan
Tanzania
Ukraine

Uganda

United Kingdom

United States Minor
Outlying Islands

United States
Uruguay
Uzbekistan

Holy See, Vatican

Saint Vincent and the
Grenadines

Venezuela

Virgin Islands, British
Virgin Islands, US
Vietnam

Vanuatu

Wallis and Futuna
Islands

Western Samoa
Yemen
Mayotte
Yugoslavia
South Africa
Zambia

Zimbabwe
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TaliBaHb
Tan3anus
Ykpauna
VYranga

Coenunennoe KoposeBcTBo
BenukoOpuranuu u CeBepHoit
Npnanaumn

Bnenrnue mansie octposa CIITA

CIIA
Ypyraaii
V36ekucran
Batukan

Cent-Buncent u ['penaunb

Benecyaia

Buprunckue octpoBa, bpuranckue
Buprunckue octposa, CIIIA
Brernam

Banyary

OctpoBa Yommc u @yryHa

3anagHoe Camoa
Nemen

Maiiora
IOrocnaBus
IOAP

3amOus

3um0Oa0Be



Cokpamenusa Ha3zBanui mratoB CIHIA

AL
AK
AZ
AR
CA
CO
CT
DE
DC
FL
GA
HA
ID
IL
IN
1A
KS
KY
LA
ME
MD
MA
MI
MN
MS
MO
MT
NE
NV
NH
NJ
NM
NY
NC
ND
OH
OK
OR
PA
RI
SC

Alabama
Alaska
Arizona
Arkansas
California
Colorado
Connecticut
Delaware
District of Columbia
Florida
Georgia
Hawalii

Idaho

Ilinois
Indiana

lowa

Kansas
Kentucky
Louisiana
Maine
Maryland
Massachusetts
Michigan
Minnesota
Mississippi
Missouri
Montana
Nebraska
Nevada

New Hampshire
New Jersey
New Mexico
New York
North Carolina
North Dakota
Ohio
Oklahoma
Oregon
Pennsylvania
Rhode Island
South Carolina
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Anabama
Ausicka
Apnsona
Apkan3zac
Kanudopuus
Konopano
KoHHEKTHKYT
enaep
Oxpyr KomymoOus
dnopuna
JIxopoxus
["aBaiin
Aiinaxo
Niummnoric
HNuanana
AiioBa

Kan3zac
KenTykku
Jlynznana
Meiin
Mbpunenn
Maccauycerc
Muuunran
MuHnHecoTa
Muccucunu
Muccypu
MonTana
HeOpecka
HeBana
Hero-I'emnmmp
Hero-JIxxepcu
Hpro-Mekcuko
HBIO-PIOpK
Cesepnas Kaponuna
Cesephas JlakoTa
Oraiio
Oxknaxoma
Operon
IlencunbBaHus
Pon-Aiinenn
IOxnas Kaponnna



SD South Dakota IO:xnas Jlakora

TN Tennessee Tennecu

X Texas Texac

uT Utah IOta

VT Vermont BepmonT

VA Virginia Bupmxunus

VIft Washington Bamuarron

VW West Virginia 3amagnas Bupmxunus
Wi Wisconsin Buckoncun

\WAY Wyoming Baitomunr
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