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Ypok 1

e Forms of address. Greetings.

Introducing people. Apologies. Thanks.
e Texkcr Businessman’s Day.
FORMS OF ADDRESS
®OPMbI ObPAIIIEHUA
B aHIJI053bIYHBIX CTpaHax HaN0OJIee YacTO UCIIOIB3YIOTCS 00OpAIICHHS:

Mr. ['miste] - k Mmy>xunHe
Mrs. [*misiz] — k 3aMy>XHEH KEHIIMHE
Miss [mis] — k aeByIlKe WK He3aMYKHEH JKCHIITUHE

Hanpumep:
Mr. Howard, Mrs. Allen. Miss Turner (kak mpaBuio, ¢ pamMuineii wim ume-

HEM).

[lepen uMeHeM MyX4uHBI yrnorpeossercs cioBo Mister mucrep, rocrnoaus
(cokpamenno MTr.), KOTOpoe TMOTHOCTHIO HUKOTAA HE MHIIETCS W YHOTpeOsieTcs
TOJIBKO ¢ (haMITUEH UM TOJDKHOCTBIO JIHIIA:

Mr. Chairman/ I'ociogus [Ipencenarens!

Mr. White! T'ocrioguu Yaiir!

Mr. Ilvanov/ I'ocioaun MBaHoB!

BexnnBoit popmMoit oOparieHus CIyKUT TakxkKe ¢J0Bo Sir [Se:] ¢ap, B ciyuae,
KOTJIa MMs TOTO, K KOMY OOpaIalTcsi, HEN3BECTHO.

Thank you. sir! Cracu6o, cop!

[epen damummeit 3aMykHel KeHIMUHBI yroTpeosiercss ¢iaoBo Missis (co-
KpareHHo Mrs.— unraercst kak ['Misiz]) Muccuc, rocrmoxa.

Mrs. Jones! T'ocnioxka J>xoyHc!

BexnmBoii hopmoit oOpalieHus K 3aMy»KHEH JKEHIIMHE, He Ha3bIBas ee (a-
MUJIHIO, CITYKUT cioBo Madame (cokparieHHo ma'am — ynraeTcs kak [maem]).

[lepen nmeneM mnu pamunmen I1eBYIIKH WIM HE3aMYyKHEH KEHUIIUHBI YIIOT-
pebusiercs ciioBo Miss (mucc).

Miss Mary. Mucc Mapu.

Miss Blake. Mucc breiik.

BexumBoii hopmoii oOpatiieHus K IEBYIIKE MM MOJIOOU KEHIIUHE MOTYT
OBITh CJIOBA:

Young lady - ronast (Mosioast) ey (IeByIIKa).

[Ipu oOpamieHny K TPyIe My>KYUH U KCHIHH YIIOTPEOJISIOTCS CIIOBA:

Dear friends! loporue npy3sbs!

Ladles and gentlemen! Jlambr 1 rocmoma!

Ecnmu oOpamaroTcst K 4eloBeKYy, He Ha3bIBask €ro0 MMEHHU Wi (PaMHIIMH, TO
BO3MOJKHBI CIIeAyIONTHe (GOPMBI OOpaIICHHUS:

Dear Sir! Ypaxkaembirii cap!

Dear friend! [Toporoit apyr!

Young man! Mouiooii uenoBek!

Jpyrue oOpamenusi:

Officer - k moymnerickomy.

Father - k cBsIIIEHHUKY.




Doctor — k Bpauy.

Dr. Brown — x y4eHOMY CO CTEIEeHbIO TOKTOpa GUiIocopuu.
Professor (6e3 ¢pammimn) - K MPEnoaBaTeI 0 YHUBEPCUTETA.
OoOpanieHus K 0JJU3KUM M XOPOUIO 3HAKOMBIM JIIOASIM:
Daddy (Dad) — namna, nanouka.

Old man - crapuna.

My dear - moii(-s1) toporoii (-as).

Darling - moporoii, T00HUMBIii, TOTYOUHK.

Honey — noporas (oOpaiieHue K KeHe).

GREETINGS

(IIPUBETCTBHA)

@dopma MPUBETCTBUSA 3aBUCUT OT CUTYyallUH, B KOTOPOH HAXOASATCSA FOBOPS-
IIMe, OT UX OTHOILICHUH.

B odunmanbapx cutyanusax (menoBbie BCTpedd, OQPHUITMATBHBIC MPUEMBI,
KOH(epeHIIMN) UCTIOJIb3YIOTCSl TAKUE MPUBETCTBUS, KaK:

How do you do! [*hau du: ju:‘du:] 3apaBctByiiTe! OTBeTOM Oymer: How do
you do!

Good morning! [gud ‘ mo:nin] To6poe yrpo! (mo odena).

Good afternoon! [gud “ a:ftenun:n] do6perii nens! (10 5 — 6 yacoB Beuepa).

Good evening! [gud "i:vnin] To6psrit Beuep! (1o 10-11 gacos Beuepa).

[TpuBeTCTBYS 3HAKOMBIX MM OJM3KUX JIFOJEH, MOKHO CKa3aTh:

Hello! [helou] (Hallo, Hullo) - ITpuset! (monyoduipaisHoe NpUBETCTBHUE).

Hallo, everybody! 3npasctByiite! (mpu oOpalieHHH KO BCEM IPHUCYTCTBYIO-
IITM )

Morning! JIo6poe yTpo!

Afternoon! [1o0psbiii 1eHb!

Evening! J1oOpsiii Beuep!

Hi! [hai] - [TpuBeT! (aMmepuKaHCKUIT BapHUaHT).

I’m glad to see you! (aim ‘ glaed tu’ si: ju:] Paxg Bac Bumers. - SO am I. [sou
aem “ ai] A Toxe.

How are you? [hau'a: ju:] Kak BeI noxxuBaete? - | am fine, thank you. [ai
aem ‘ fain “ Taenk ju:] - Cnacu6o, mpexpacHo.

Hello! I haven’t seen you for ages. - IIpuser! S He Bumen Teds cTO JeT.

How are you getting on? [*hau a: ju: ' getin on] Kak mema? - Nor so bad,
thank you. [not sou ' baed * taenk ju:] Cacu6o, Hemioxo.

Hou is it going? ['hau iz it ' gouin] Kak nena? — So - so. [sou sou] Tak ce0e.

INTRODUCING PEOPLE
(ITPEACTABJIEHUE U 3HAKOMCTBO)
[IpeacraBnenre OOBIYHO MPOUCKXOTUT CIETYIONTUM 00pa3oM:
- Mr. Brown, let me introduce you to Mr. White. He it an expert in finance.
I'-1 bpayH, mo3BoJiIbTe MHE MPEJACTABUTh Bac r-Hy YaiTy. OH crnenuaiucT no ¢u-
HaHCaM.
- Mr. Brown: How do you do? 3apaBcTByiiTe.
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- Mr. White: How do you do? 3apaBcTByiite.
- Mr. Brown: Pleased (Glad) to meet you. Paj ro3HaKoMUTBCS C BAMH.
- Mr. White: SO am I. (pasr. Me t00.) 4 Toxe.

SAYING GOOD-BYE
(CVIOBA ITPH IIPOILI[AHHH)
Good-bye. [gud bai] - /1o cBuganus.
Bye! [bai] (wim Bye-Bye!) - [lo cBunanus (B Hepopm. 0O0cTaHOBKE)
See you later. [si: ju: leite] - /To BcTpeun.
See you soon. [si: ju: su:n] Jlo ckopoit BcTpeyH.
See you tomorrow. - /{o 3asmpa.
All the best! (Hedopm.) - Beero Hanmyuiiero !
So long. (Pasr.) — IToka.
Good luck to you! — Xemnaro ynaun!
Give my love (My best regards) to your parents. — Ilepenaiite OT MEHS Hau-
Jy4YIIUe TTOXKEJTaHUS CBOMM POIUTEIISIM.
Thank you for coming. - Criacu60, 4T0 IpPHUIILIH.
| 'm sorry to part with you. — MHe xanb paccTaBaThCsl C BAMH.
It's (It has) been nice meeting you. — I[TpusTHO OBLIO TO3HAKOMUTHCS ¢ Bamu
(yBugaets Bac).
Hope to see you again. - Haxeroch eme ¢ Bamu yBuaeThes.
| must be_going. (I must be off.) — S momxen uaTy.
| really must (have to) go now. — Ceiiuac st 1eliCTBUTEIBHO AOJKCH HITH.

THANKS

(bJIAI' O/JAPHOCTH)

Thank you. [* Taenk ju:] - Cnacu6o (eciu it Bac caejiaid 9To-HUOYIb He
OYEHb 3HAUYUTEIIBHOE: OTBETHJIM WJI BOMPOC MUJIU OKa3adu MEJIKYIO YCIYTY).

Thank you very much. [* Taenk ju: veri 'math] bosemoe criacu6o (eciu KTo-
TO cJIeNall YTO-HUOYIb OUY€Hb BaXKHOE IS Bac)

Thank you ever so much. — Bosbmoe criacu6o.

Thanks a lot. Thanks very much. — Bossiroe criacu6o.

Thanks.[Thaenks] - Cmacub6o.

Many thanks. - BoxabIioe ciacu0o.

Thanks you for doing It. - Cnacu60, 4T0O BbI 3TO CaenaiL.

| want to express my deep gratitude [* graetitju:d] to you. 5 xouy BeIpa3uTh
MOIO TNIyOOKYIO MPU3HATEIBHOCTD BAM.

Thank you for coming. - Criacu60, 4TO BbI IIPHILLIH.

I'm very much obliged [eb’ laidzd] to you. - Kpaiine Bam npusnamenen.

I’m very grateful to you! - {I ouens 6aromaper Bawm!

How kind of you! - Kak 310 nro6e3H0 ¢ sauseii ctopoHsi!




REPUES FOR THANKS

(OTBETBI HA BJIATOAAPHOCTH)

You're welcome. [ju: a: welkem] - [Toxanyiicra. (He crouT GraromapHocTh).

Dont mention it. [dotint menfn it ] - He 3a gto. He cTout GiaromapHOCTH.
[Toxanyiicra.

Not at all. [not et’ e: I] - He 3a uro.

No trouble at all. [nou trobl et e:l] - [la uTo BbI, Kakoe 3TO OSCIOKOMCTBO.

That was a pleasure. [daed wez e pleze] - Mue Obu10 TpuATHO (3TO
C/eNIaTh).

That's all right. — Huuero. (Bce B mopsizxke.)

It’s OK. - Huuero. (Bce B mopsizke.)

Never mind! - Hugero. (He umeer 3HaueHus1.)

It's all right. Nothing serious. - Bce B opsiake. Hudero crpaiisoro.

APOLOGIES

(M3BHUHEHHUA)

Sorry ! — U3Bunwute! (eciau Bbl MPUUMHUIN KOMY-THOO0 HE3HAYUTEIIBHOE He-
yn00CTRBO).

I’m (I am) terribly sorry. | am awfully sorry! [* e:fli] - Kpaiine oropuen! — 51
OYEHb COXKAJICIO (€CITU BBI JACUCTBUTEIBHO COXKAJICETE O YeM-TTH00).

Excuse me! [iks'Kju:z] - VI3BunuTEe MeHs. (epea TeM, KaK MOOSCIOKOUTh KO-
ro-j.)

| beg your pardon! ['pa:dn] — IIpomry mpomieHus!

Pardon me, please! — IIpoctute, moxanyiicra!

Excuse me for troubling you!- ITpocture, uro 6ecniokoro Bac!

Sorry? / Pardon? — Ilpocture? (/Ipousrnocumcsi ¢ 60CXOSAIIAM TOHOM H BO-
IPOCHUTEIBHON unmonayuet, kocoa XOTAT MONPOCHTh KOTO-THOO0 OBTOPUTH CKA-
3anHOe, MAK KaK He PACCIBIIIAIM Uil He NOHSIU).

POSSIBLE ANSWERS TO APOLOGIES

(BO3MO/KHBIE OTBETbI HA H3BUHEHHUA)
Not at all! - Huckoabko! (coBcem Her).
Don’t mention it! — Huuero. (ITyctsikn).
If s all right. 1t’s OK! — [Toxanyiicra. (Bce B mopsiike).
That's nothing. — Hudero.
Don’t worry! — He GecriokoiiTecs.
Don't bother! — He 6ecriokoiiTecs.
Never mind - He 6ena. He oOpamaiite BHUMaHUS.

ATTRACTING SOMEONE'S ATTENTION

(4TOBBI ITPUBJIEYb UYbE-TO BHUMAHHUE)
Excuse me... [iks'kju:z mi] — M3Bunwute... (IIpocTure...)
Pardon me... ['pa:dn mi] — U3Bunwure...
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Ypok 2

- BUSINESS TRIP. JIEJIOBAS [IOE3/IKA

- AT THE HOTEL

BUSINESS TRIP

JIEJIOBAS ITOE3/IKA

Huanozu

Buying a ticket

- Good morning. What can | do for
you?

- I’m going to fly to New York. Tell
me, please, if | can buy a ticket for a
flight on Monday, next week?

- Do you want a return ticket, sir?
-You.

- When are you going to fly back?

- I’d like to buy an open date ticket.
- What class do you want to fly?

- I’d prefer economy class.

- Just a moment, sir. I’ll check if there
are any available seats... Yes, there
are a few economy seats left on a
flight SU 315.

- Fine. How much is it? May | pay in
cash?

- Yes, we accept cash. What is your
name, sir?

- Victor Pospelov.

- Here are your tickets, please.

- When does the check in begin?

- The plane is due to depart at 7 a. m.,
so you are to check in one hour prior
to the departure, that is at 6 a. m.

Ilokynka ounema

- lobpoe ytpo. Uem mory ObiTh Bam
MOJIE3EH?

- 1 cobuparoch neTeTh B HLIO—ﬁOpK.
Cxkaxure, oxanyicra, MOTY JIX 5

KyIUTb OWJIET HA PEiiC B IOHEEIb-
HUK, Ha CJIeyIoIIel Heaene?

- Be1 xoTute Ouner Tyna u oopaTHo,
cap?

- Jla.

- Korna Bel cobupaerecs jieteTh 00-
patHo?

- 51 6B1 XOTE KYyIUTh OUJIET C OTKPHI-
TOUW JaTOMH.

- Kakum kiaccom Bel xoTure setets?
- 51 6B1 IpeoYes SJKOHOMUYECKHIA.

- OgHy MUHYTY, c3p. S IpoBEPIO €CTh
7Y KaKue-HuOyIb MeCTa B HAIMYUH. . .
J1a, HECKOJIBKO MECT IKOHOMUYECKOTO
KJlacca octasiock Ha peiic SU 315.

- [IpexkpacHo. CkoabKo 3TO OyneT
CTOUTH? MOXHO 3aIJIaTUTh HaJIAY-
HBIMU?

- Jla, MBI IpUHUMAaeM HaJTUYHBIC
nenbru. Haszosure, nmoxanyicra,
CBOIO (pammtnio.

- Bukrop Ilocnenos.

- Bot Bamu Ounetsl, noxainyicra.

- Korga HaunHaercs peructpauus?

- CamMoJeT AOJDKEH OTHPABIISITHCS B 7
4acoB yTpa, M03TOMY BBl TOJKHEI 3a-
PETUCTPUPOBATHCS 3a OJIMH Yac J0
OTIIPaBJICHUS, TO €CTh, B 6 4aCOB yT-
pa.

- And what time does it arrive to New
York?

- The expected time of arrival to JFK
airport is 2 p. m. local time. There is



eight hours time difference between
Moscow and New York.

At the Airport Hotel

- Good evening.

- Good evening, sir. I’m at your ser-
vice.

- I’m like a single room for one night
only. I fly back home tomorrow
morning.

- All right, sir. Fill in this form,
please. Write your name and your ad-
dress here.

- Could, you wake me up at seven
o’clock?

- Certainly, sir. Would you like our
restaurant room service to bring you
breakfast?

- Yes, I’d like to.

- You can order your breakfast by tel-
ephone from your room. Here’s your
key, sir. Room 312 is on the third
floor. The lift (Am. elevator) is on the
right.

- Thank you very much.

Checking in

- Good evening. | have reserved a sin-
gle room for three days at your hotel.
- What is your name, please?

- Mr. Smith.

- Yes. We’ve reserved a room for you.

It is room 275. It’s quiet and comfort-
able. Will you register, please? Here
are the forms.

- How much do | pay?

- A xorna oH npu6OkiBaet B Hrto-
Hopk?

- 0KM1aEMO€ BpeMs MPUOBITHA B a3-
ponopt Kennenu — 2 yaca qHs 1o Me-
CTHOMY BpeMeHHU. Pa3Huna Bo Bpeme-

HU Mexx 1y MockBoit Hero-Mopkom
BOCEMb 4acCoOB.

- 1oOppwrit Beuep.

- HoOpswrit Beuep, cap. K Bammm yc-
JyTam.

- 51 6B1 XOTEM OJTHOMECTHBIM HOMEP Ha
OJHY HOYb. Sl yneraro 1OMOM 3aBTpa
YTPOM.

- Xopoli1o, ¢3p. 3an0IHUTE 3TOT
Oy1aHk, nmoxanyicra. Hamummmre Bamry
(dbaMuUIUIo U aapec 3/1eCh.

- He moryiu 661 Bel MeHst pa3OyauTs B
CEMb 4acoB?

- Koneuno, c3p. He xoture nu B,
9TOOBI U3 OTJIeTIa OOCTY)KUBAHUS HO-
MEpOB Hallero pecropasa Bam npu-
HECJIM 3aBTPaK?

- Jla.

- Ber MoXxeTe 3aka3aTh 3aBTpaK 1O Te-
nedony n3 Bamero Homepa. Bot Bam
Kitod, ¢3p. Komuara 312 naxogurcs
Ha TpeTbeM dTaxe. JIudt crnpasa.

- bonbiioe cracu6o.

Pecucmpavyusn

- 1o6psiii Beuep. S 3a6poHUpOBa
HOMED Ha TpH AHs B Baiien roctuHu-
1e.

- Bama pamunus, noxanyicra.

- CMuT.

- [a, MbI 3a0pOHUPOBAIIN 111 BAC HO-
Mep. D10 HoMep 275. OH Tuxuii u
yIOOHBIN. 3aperucTpupymurech, mo-
*)anyicrta. Bot GaHkwu.

- CKOJIBKO s T1avy?

- Ninety dollars a day plus tax. How
will you pay?

- Can | pay with a credit card?



- Sure. The porter will take your suit-
cases and show you up to your room.
- Thank you.

Checking out

- I’m checking out tomorrow. Could
you, please, make out the bill?

- Just a moment, please. Here’s your
bill for the apartment, telephone and
room service.

- How can | pay?

- You can pay here with your credit
card.

- Could you send my suitcases down
tomorrow?

- Certainly, sir. How did you like
staying at our hotel?

- | liked the service and the meals in
your restaurant were excellent.

- I’m glad you liked it here. | hope
you will stay at our hotel again next
time when you come to our city.

- JIEBSHOCTO 10JIApOB B JAECHb ILITIOC
Hajor. Kak Bel Oynere ninaTtuts?

Ilepeseoume na anenutickuil s3vlK:
Pasrosop o tenedony:

- MOHO 3an1aTUTh KPEIUTHOU Kap-
TOYKOM?

- Koneuno. Hocunbmuk Bo3pmeT Ba-
1M YE€MO/JIaHbl U TpOoBOAUT Bac Ha-
Bepx B Bam Homep.

- Cnacu6o0.

Omwve30

- 51 BeIe3Xato0 3aBTpa. He Morym Obl
BbI BBINIACATH CUET?

- MunyTKy, noxanyrcra. Bot Bam
CYET 3a HoMep, TeJaedOH U 00CITYKH-
BaHME HOMEPOB U3 PECTOpPAHA.

- Kak g mory 3amiatuts?

- BbI MOXeTeE 3am1aTuTh 37€Ch Kpe-
JTATHOW KapTOYKOM.

- He mormnu Gb1 Bl 3aBTpa oTIpaBUThH
MOH YEMOJaHbl BHU3?

- Koneuno, c3p. Bam nonpasunocs
npeObIBaHUE B HallleH TOCTUHULIE?

- MHe noHpaBuioch 00CIy>)KMBaHUE, a
e/1a B BallleM pecTopaHe Obljia OTJIU-
yasl.

- 5l pax, yto Bam y Hac MoHpaBUIIOCH.
S Hagerock, uto Bel ocTaHOBHTECH B
Halllel TOCTUHUILIE CHOBA B CIEAYIO-
A pa3, KoJla MPUEIEeTEe B HAIII T'O-
pox.

- Amno! Mory s noroBoputs ¢ r-HoM [TocnienoBeiM?

- {a. KTo roBoput?
- ['oBoput Cmur.

- 3apaBcTByiiTe, r-H Cmut. Kakoro uncia Bel coOupaerech k HaM npuexarh?
- 51 cobupatoch npuiietetsh 10 Masi, B TOHEACIbHUK.

- Korna npeObiBaer Bam peiic?

- Peiic npeGriBaeT B a3ponopt LllepemerseBo B 11 yacoB ytpa.
- 5l BcTpeuy Bac B asponopty. 3akazath Bam HOMEpP rOCTUHULIBI?

- bt Ob1 oueHbr BaMm 00s13aH.
- Kenaro Bam npusitHOTrO moJsera!
- Criacu0o.



AT THE HOTEL

The «Golden Ring» hotel is located downtown in Moscow. The hotel has a
modern building. It is not from foreign embassies, foreign companies offices and
from the Exhibitions Genter.

Friendly staff and high standards of service make the stay in the «Golden
Ring» hotel pleasant and enjoyable. The hotel has spacious comfortably furnished
apartments including double and single rooms, and luxurious suites.

The hotel offers the most sophisticated security system. The guests are pro-
vided with in-room safety-deposit boxes, satellite TV and telephone lines, air con-
ditioners.

We are in the entrance hall of the hotel. The reception clerk is behind the re-
ception desk. He gives the guests the keys to their apartments. Modern hotels elec-
tronic locks on the doors. They are opened with a plastic card with a magnetic
code. The codes are usually changed every day.
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Ypok 3
e ENGLISH BUSINESS LETTERS
JIEJJOBBIE IIMCBbMA HA AHTJIMMCKOM SI3BIKE

ENGLISH BUSINESS LETTERS

JIEJTOBBIE TIMCBMA HA AHTJIMUHCKOM SI3BIKE

Structure and layout CTtpykTtypa u opopMieHHE

of business letters JeJIOBBIX IMHCEM

Business letters in different countries JlenoBbIe MUChMa B Pa3HBIX CTpaHax

are identical. As a rule, business letters 10 cBoel opMme ouHaKoBbl. Kak

are written on the form of the firm and IIPABUIIO, JICJIOBBIC MMChMA MUIITYTCS

consist of 9 elements: Ha O1aHKe (PUPMBI B COCTOSIT U3 9
JJIEMCHTOB.

1. Date. 1. Jara.

2. The internal address — name and 2. BHyTpeHHUl anpec — UMs U apec

address of the person, to whom M1, KOTOPOMY aPECyeTcs MUCHMO.

the letter is directed.

3. Polite greeting. 3. BerynurensHoe obparieHue -
IIPUBCTCTBUC.

4. Subject of the letter (optional). 4. Yka3aHue Ha CoJIepKaHue MUChMa

WK O YeM OHO (HE 0053aTeIIbHO).
5. Text of the letter — the essence of a 5. TekcT nmuckma — U3II0KEHUE CYyTH

question. BOTIpOCA.

6. Polite «Good - bye». 6. 3akimrounTenbHas Gpopmyiia
BEKJIMBOCTH — «JI0 CBUIAHUSY.

7. Signature 7. Tloamucse.

8. Enclosures. 8. YkazaHue Ha MPUIIOKCHUS.

9. Copies. 9. VYkazaHue Ha KOIHH.

OBPA3EIl PACIIOJIOKEHMA 9JIEMEHTOB ITMCBMA

1. Jara
Nov. 10, 200...

2. BuyTpennmuii agpec
Mr. George Ganson
113 Carpenter Ave, 11579
Sea CIiff, NY, USA
3. [IpuBeTcTBUHE
Dear Mr. Ganson,
4. Tema nucbMa
Re: Offer of goods
5. Teker mucbMa
Thank you very much for your offer of goods sent to us.
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We shall keep you informed as to our decision concerning the terms and conditions
of your offer.
6. 3akirounTeNbHAA (POPMYJIA BEKJIMBOCTH
Very truly yours, J. B. Priestly
7. llognucoh
8. Yka3zanue Ha npuiioxxeHust
2 Enclosures
9. Yka3zaHue Ha KONIUH
cc: J. Smith.

1. laTa
B anrnmiickux nenoBeIX nmuchMax pgata ( J€Hb, MecCHll, roj) MedyaTaeTcs
copaBa. OOBIYHO JjaTa MevyaTaeTcs MOJHOCThIO, a HE B IM(PPOBOM BBHIPAKEHUU.
Bot BapuaHThI HanMcaHWs OHOW U TOM K€ JaThl:
10th October, 2002; 10 October, 2002;
October 10th, 2002; October 10, 2002.
HaszBanust mecsilieB MOXKHO MucaTh B cOKpanieHun. HazBanust MecsieB, Kpo-
me March, May, June u July, cokpariiatorcst CieAyronmmM o0pa3om:

January — Jan. September — Sept.
February — Feb. October — Oct.
April — Apr. November — Nov.
August — Aug. December — Dec.

B amepukaHCKUX J€JOBBIX MUCHhMaXx JaTa MHIIETCS MHA4Ye€ YeM B PYCCKHX,
TaK Kak 0003HavaeTcs cHayajga Mecsl, 3aTeM JEHb U IO/,

JlaTy He ciiemyeT nucathb B MU(PPOBOM BBIPAKEHUHU, TTOCKOJIBKY ATO JIETKO
MOKET BBECTH B 3a0myxenue, 2 ceHTsiopst 2000 romga B aMeprKaHCKOM BapUaHTE
oynet Sept. 10, 2001.

2. BuyTpenHmii aapec

BuyTtpennuit anpec (Ha3Banue u ajgpec (GUPMBI-TIOTyYaTeNsl MUChbMa) MH-
HIETCs OT Hauaja MoJis ClieBa, C TeM, YTOOBI €ro ObLIO BUHO B IPO3PAUYHOM OKOIII-
K€ KOHBepTa (IIpH HAIMYUU TAKOTO KOHBEPTA), €CJIU MUCHMO CJI0KEHO MPaBHIBHO.

3. BcerynureabHoe o0pamieHue (MPUBETCTBHE)

BcerynurtensHoe oOpalieHue mpeaecTByeT TEKCTY TMChMa, IevaTaeTcs ue-
pe3 2 MHTepBaJia OT BHYTPEHHETO ajpeca U HAUMHAETCS OT TOJIsI CJICBa.

Ecnu muceMo aapecyeTcst opranu3anuu wid Gupme, To iepe1 €€ Ha3BaHHEM
MIPUHATO CTaBUTH oOpamieHne MEeSSIS., 9To SBISIETCS] COKpameHneM GpaHITy3cKOTO
cimoBa Messieurs — rocrmoma, ¥ ynorpeOiseTcss B TOM cliydae, €Clid B Ha3BaHHU
bupMbI ecTh paMUITUN KaKUX-TUOO JIUII.

Hanpumep:

Messrs. John Smith & Co.,Ltd.

Ecnu HensBecTHO, SBISIETCS MOMYyYaTellb MUCbMa MYXYMHOM WM JKECHILH-
HOM, TO BCTYNUTEIbHOE MMPUBETCTBUE BCET/Ia MUIIETCS BO MHOKECTBEHHOM YHCIIE,
TO €CTb,
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Dear Sirs,

TakoBbl MPUBETCTBUSI B AHTJIMHCKHUX JIEJIOBBIX MHUCbMaX, aMEPUKAHIIbI Ke
npeamnountaiot hopmy «Gentlemen:».

Ecnu nomydarens nucbMa M3BECTEH JIMYHO, WM €Clid (UpMa TOPIyeT yKe
HEKOTOpOEe BpeMs ¢ ero (pupmoii, MOKHO HCIIOJIB30BaTh OoJiee APYKECTBEHHYIO
dbopmy obpareHus:

Dear Mr. Wright!

[TuceMo MOKeT aapecoBaTbCs JHIYy C YKa3aHWEM €ro JODKHOCTH — M.
John D. White, Manager, nomxHocTHOMY Juily Oe3 yka3anusi umeHu — Advert.
Manager, uiu camoit pupme — Omega Company. [IpuBeTcTBHE MOKET MEHSITHCS B
3aBUCUMOCTH OT OOCTOSITEJILCTB U JIOJDKHO COOTBETCTBOBATH (hopMe OOpalieHus
BO BHYTPECHHEM aJIpece M XapakTepy 3aKI0UNTEILHON (OPMYITBI BEKIUBOCTH.

Ecnmu oTnpaBuTens muchbMa, aapecOBAaHHOTO KaKOW-HUOYIb OpraHU3aIlvH,
oOparmiaeTcss K OIpPEACICHHOMY JIMITY, TO TE€pPeI BCTYIMHUTEIbLHBIM OOpaIieHueM
CTaBUTCS HAJITUCH:

Attn: Mr. D. Smith
wm  Attention: Mr. D. Smith
wm  Attention of Mr. D. Smith

D10 o3Hauaer — For the Attention of Mr. D. Smith - Buumanuro rocrioguna
. Cmuta, COTpyIHHK, pa3OUparOmUii MOYTy B JAHHOW OpraHu3alliy, HAMpPaBUT
MMCHMO COOTBETCTBYIOIIEMY JIMILY.

4. Yka3aHue Ha cojep:KaHMe MUCbMa

Mexay BCTyNUTENIbHBIM OOpalleHUEM U OCHOBHBIM TEKCTOM IMHUChbMa WHO-
r/1a KpaTKO COOOIIAETCSl €ro COACpKAHUE WIIM MUIIETCS TeMa. JTO YKa3aHue UHO-
Ir/1a TIOTYEPKUBACTCS U BCE CIIOBA KPOME apTHKJICH, TPEAJIOTOB M COIO30B, MUIITYT-
csi ¢ OOJBIION OYKBBI:

Hanpuwmep:

Dear Sirs, Veaowcaemvie 2cocnooa!
Order No. 12/21 for 3akaz Ne 12/21 na

Vacuum Cleaners NbLIeCOChl

Referring to your letter... Coenacho sawemy nucomy...
Nnn

Dear Sirs, Veaoscaemwvre cocnooa!

Re: Vacuum Cleaners Kacc. noinecocni

We have received your Mt nonyuunu Bawe

letter ... NUCbMO....

CnoBo Re — 3T0 cokpalieHne JJAaTUHCKOTO BhIpaXESHH IN e — 1o ey, 03-
HAYarollIero KacaTeJabHO, OTHOCUTEIBHO.

5. Teker nucbma

[Tuchbma OOBIYHO THITYTCS TOJBKO HAa OJTHOM CTOpOHE JiucTa. Eciu nmuceMo
HE TIOMENIAETCSA HAa OAHOM CTOPOHE JIMCTA, OHO IMHILETCS HA ABYX WM HECKOJIBKHX
JIMCTaX, MPUYEM MCIIOJb3YETCA TAKXKE JUIIb OJHA CTOPOHA KAXKAO0Tro JUcTa. TeKcT
MHUChMa PaCcIoJiaraeTcsi HUkKe BCTYIIUTEIIBHOTO OOpallieH!s yepe3 2 MHTepBaia.
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Ecnu 3arosoBky B MUCbME MEYATAIOTCS OOBIYHBIMM OyKBaMH, UX CIIEIYET
HOTYEPKHUBaTh, YTOOBI BBIIEIUTh U3 TeKcTa ab3al. Bropas u nocienyromas crpa-
HUIIBI I€YaTaroTCs 0€3 3aroj0BKa MUChMa.

IIpun paccpuikax Ha MMCbMAa, TEIEPOHHBIE MEPErOBOPHI, (PaKChl U JOKY-
MEHTBI OOBIYHO YIIOTPEOSIOTCS CIEAYIOIINE BhIPAXKEHUS:

e  With reference to your (our) Ccoinasich Ha Barire (Hare)
letter of... MTUCHMO OT. ..
e Referring to your (our) Ccoinasich Ha Barire (Hare)
letter of... MTUCHMO OT...
e  We refer to your (our) MBaI ccbutaeMmcs Ha Bairre (Hare)
letter of... MUCHMO OT...
e We revert to our letter of... MpsI Bo3Bpalaemcs K Halemy
IIACBMY OT...
e Reverting to our letter of... BosBpaiasce k HalieMy nucbmy
OT...
IIpu NOBTOPHOM CCHIJIKE OOBIYHO YIIOTPEOJIIOTCS BBIPAKCHUS:
e  With further reference CHoBa cchliasich Ha Barie
to your (our) letter of... (Ha1Ie) MUChMO OT...
e  Further to our letter of... B nononnenue k HalemMy nUCbMY OT...

B HuXHEM mpaBoM yTriTy KaKI0W CTpaHUIIBI TEKCTa, BKIIOUYAs TIEPBYIO, KPO-
Me rocieaHeit, mumrercs cioBo Continued wiu cokpanienno Contd. (Cont,d) npo-
oondceno. MHorre GUPMBI MONB3YIOTCS TOMOTHUTEIBHBIMU JIUCTaMU 0e3 ITOH
HaamucH. B 3ToM citydae oHUM TOJDKHBI OBITh POHYMEPOBAHEL. B 1eBOM yriy Kax-
JIOTO JIUCTA MOJKHBI OBITh HamedaTaHbl (GaMUIHS WIM WHHUIMATIBI TOTydaTens, a
10T HOMEPOM CTPAHUIIBI — JaTa MUChMa.

6. 3akawunTesbHasi popmyia BeKJINBOCTH

3axmrounTenbHas GopMysia BEKIUBOCTH paclojaraeTcs yepe3 2 WHTepBaia
OT CoJIepKaHUs MUChMa. DTO MPOCTO BEeXJIMBas (opmMa OKOHYaHUS Muchma. Yaiie
BCET'0 UCIOJIB3YIOTCSI 000POTHI:

Yours faithfully, C ysaocenuem,
Sincerely yours, Hckpenne Baw
Yours truly,

Yours very truly

7. llognucn

[Toanuck pacnonaraercs crpasa Moj| 3aKIIOUUTENbHON (hopmyroil. MHoraa
CHayaja IHWIIETCS Ha3BaHWE opraHu3anuu. [log Ha3BaHMEM YIOJIHOMOYEHHOE
(upMOil UM OpraHU3alMen U0 CTABUT PYKOH CBOIO MOAIMKCH.

Ha To#i ke CTpOKE MM HWXKE CIIENYyeT HAa3BaHUE JOJDKHOCTHU JIMLA, MOIH-
CaBILIET0 NMUCHMO, WM Ha3BaHHE OTAena. [loa pykonucHOM NOANMCHIO Y4acTO TaK-
Ke revyaTtaeTcs (pamMuIus JIMLa, OJIUCABIIEr0 MUCHMO.

Ctpok# B moAnucy 0ObIYHO HE Pa3/eIAIOTCs 3alsThIMU.

Hanpumep:

Brown & Co., Ltd. bpayn u Ko., Jlumumeo
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D. Green Manager . I'pun Ynpasnaowuii

(Sales Department) (Omoen npooasic)

(D. Green) (/. I pun - noonucs)

[Tonmuck Ha BaKHBIX (DMHAHCOBBIX JOKYMEHTaX WA IOTOBOPE MOXKET BBI-
TJISJICTh TaK:

For and on behalf of... 3a u om umenu...

(name of the firm) (Hazsanue opeanuzayuu)

A. Collins President A. Konnuns I[Ipeoceoamens
D. Stewart Manager . Cmroapm /[upexmop

Ecnu muchbMO COCTaBICHO OJHHMM YEJIOBEKOM, HAIpPUMEpP IUPEKTOPOM, a
MOJITKCAHO IPYTUM, HAIPUMEP, CEKPETapeM, TO TIOAMKUCH OYAET BITIISACTh TaK:

Per pro. (wmu pp) Mary Smith

D. Stewart Manager

I'me pp ( per procurationem, yaT.) o3Ha4aeT Mo JOBEPEHHOCTH, 32 KOT'O-TO.

8. Yka3zaHnue Ha NPUWIOKEHUS

[lpr w3BEIIEHWH O TMOCHUIKE IOKYMEHTOB, KaTajoroB, OOpasloB W T.II
OOBIYHO MCIIOJIB3YETCSI CICIYFOIINE BHIPAKEHHSI:

o We are sending Ilocvinaem Bam
(herewith)... (c smum nucomom)...

o We send you Tlocvinaem Bam
(herewith)... (npu cem)...

o We are pleased to C yoosonvcmasuem
send you... nocwiiaem Bam...

o We are glad to send C yoosorbcmesuem
you... nocwolaiaem Bam...

o We have pleasure in C yoosonvcmasuem
sending you... nocwiiaem Bam...

o We enclose... Mpui npunacaem...
o We attach... Mbvl npunaeaem...

Yacto ynorpedasiioTcs cjieayrine BbIPaKeHu s :

o We are sending you Iocvinaem Bam
enclosed (attached)... NPULOHNCEHHBIM (U)...

o Enclosed (attached) Lpunosicennvim
iIs (are)... (u s187151€MCst) ANAIOMCAL...
o Enclosed you will find... Mpui npunazaem...
o Please, find enclosed: Mbvi npunazaem:

Eciu kK mMUChMY IPHUJIArarOTCs TOKYMEHTBI, TO B JIEBOM YIJIy IUChMa HIDKE
noanucu nuirercs Enclosure — npunooswcenue (coxpawenno — Encl.). Ecou ectb
OO0JIBIIIE OHOTO MPHIOKEHHSI, TO YKA3bIBAETCS X KOJIHUYECTBO:

2 Enclosures unu 2 Encl. — 2 npunooicenusi.
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9. ¥Yka3zaHue HA KOIIUH

Yka3bIBarOTCS MoJIy4aTciin KOITMM ITMChMa.

PHRASES FREQUENTLY USED IN BUSINES
CORRESPONDENCE

BBIPA’KEHUSA, YACTOUCITIOJIB3YEMBIE
B IEJIOBOMU INEPEIINCKE

Kak cnipocuth MM 0CBEIOMUTHCS 0 YeM-J1u00?

S 6B OBI pajl y3HATS. ..

He courere 11 BO3MOXKHBIM
COOOIIUTH MHE...

bynem nipusHartenbHsbl, €Ciau
BEI cooOmuTe HaMm 3auHTE-
pecoBaHbl 11 Bel nmo-npe-
KHEMY B...

Bynbte n100psl, cooOumTe
Kak MoxHO ckopee, xelae-
T J1 BHI...

byawsTe no6psl, coobmure,
MOXKAJIYHCTA. ..

Mpg1 Oyzem oueHb pajibl, €ciiv

BrI cMOKeTe N3BECTUTH HAC. ..

MBI ObLIT OBl KpaliHe 0iaro-
napubl Bam, eciiu Ob1 Bol
KpPaTKO MOSICHUJIU HaM...
Me&1 Hageemcs, yTo BrI Ha-
MHUIIIETEe HAM OTHOCUTEIBHO
Bammx uHTEpECOB B...

Mpg1 nonaraeM, uto Brl co-
O0IINUTE HAM KaK MOYKHO
CKopee. ..

He 6ynete s Bol cToub mro-
0e3HbI O0OBICHUTH HAM, KaK
00CTOAT Aeja C...
[Toxanyiicta, cooouuTe,
eClH. ..

[TockosIbKY BOIIPOC HEOTIIO-
JKen, npocum Bac nate ot-
BET C 0OpaTHOM MOYTO.
[TpocuM cooOIHTHL HaM,

CmMmocxete 11 Bbl mOCTaBUTh...

Ccrinasgce Ha Bamre o0bsB-
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| would be glad to know...
Would it be possible for you
to tell me...

| should be grateful if you
would let me know whether

Would you please let me
know as soon possible

whether you would be wil- ling to...

Gould you please tell me...

We would be very much

obliged if you could inform us...

We would dt very much
obliged if you could give us
a short explanation...

We hope that you will write
to us concerning your inte-
restin...

We suggest you let us know
as soon as possible...

Would you please be kind
enough to let us know how
things stand with...

Please let me know if...

As the matter is urgent, will
you please let us have a reply
by return.
Please let us know whether
you can supply...
With reference to your ad-



JIEHUE B..., 1 ObLI OBI paj
MOJTyYUTh TIOJPOOHYIO WH-
dhopmaruio o...

s1 ObLT OBI BechbMa OJ1arojia-
pen Bawm, eciu Ob1 Bbl c0006-
IIWJIA MHE. ..

51 6611 Ob1 OueHs Bam npu-
3HATeJeH, eciu Obl Bbl Morm
JaTh MHE CJIETYIONTYTO
uH(dOopMaIuio

vertisement in...I should be
pleased to receive detailed
information about...

I would be grateful if you
could let me know...

| should be very much
obliged if you could let me
have the following infor-
mation...

Kak coo0muThs 111 M3BeCTUTH 0 YeM-J1100?

Mps1 HamepeBaemcH. ...

B otBet Ha Bam 3arpoc
coo0maro, 4To...

Bo3MoxHO, MHE cnenyer
OTMETHTb, UTO...

Jl1s Hac BayKHO, YTOOHI. ..
Kak Bam u3BecTHO. ..

Kak Br1 3HaeTe u3 npeapiayiien
TEPETIUCKH. . .

Kak Bsl yBuaure us...

MBI TIIATENBHO PACCMOTPEIIN
Bame npennoxenue.

Mz1 cooOmiaem Bawm, uto. ..
HacrosmmMm coo0b1maro, 4To...
OOparute, moXKamyicTa, BHU-
MaHue, 4To...

Oo6pamaem Bamre BHIMaHuE
Ha TO, YTO...

[Tuiry, 9T0OBI TOATBEPAUTD,
4TO...

ITo3BOJIBTE CKa3aTh, 4TO...
[To3BoBTE COOOIIUTD, YTO...

We intend to...
In reply to your enquiry |
wish to advise you that...
Perhaps | should mention
that...
It is important to us that...
As you know...
As you know from previous
correspondence...
As you will see from...
We have carefully considered
your proposal.
We advise you that...
This is to inform you that...
Please take note of the...

We wish to draw up your
attent to the fact that...
| am writing to confirm
that...
Permit me to say that...
Let me inform you that...

[IpumuTe, moxanyicra, K CBEACHHUIO. ..

Crasmto Bac B u3BeCTHOCTB, YTO. ..

S1 OB1 XOTEII cooOIMUTL BaMm, uTo

Haira (upMa HaMepeBaeTCsl. .. our firm is intending to...

51 uMero yAO0BOJIBCTBHE COOOUTUTD | have the pleasure to inform

Bawm, 4ro... (in informing) you that...
Kak npeasioxkuTh CBOIO NOMOIIb HJIU YCJIYTH?

Ecnu Bam HykHO 4TO-HUOY b €1lie, If you need something else,

MOKaIylcTa, COOOIUTE. please let me know.

He crecHsiiTech, moxanyicTa, Please do not hesitate to let us

Be advised, please, that...
Please take due note that...
I would like to inform you that
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CKa3aThb, €CJIM MBI MOJKEM OBITH
nosie3Hbl Bam uemM-HUOY 1b.

Eciu Bam He0OX0AUMBI TaJIbHEHIIINE
oApOOHOCTH, 51 pazyMeeTcs, Oyay
CUACT/IMB CHAOIUTH Bac nmu 1o
Baeit npocnoe.

Ecnu BO3HUKHYT Kakue-1100 BOMPOCHI
BO BpEMH. ..,[I0KAITYHUCTA, HE CHECHSIN-
TeCh 00PATUTHCA.

Mps1 Oyiem pajsl OTBETUTH Ha JTIOOBIC

TCXHHUYCCKHUC BOIIPOCHI OTHOCUTCIIBHO. ..

Mpl1, KOHEYHO, OyJIeM CUaCTIIUBbI
OJ0JKUTH BaMm...

[ToxamnyiicTa, HE CTECHANTECH
00paTUThCS KO MHE, €CJTU 3aXOTUTE
MOJIYYUTh. ..

Sl monarato, Bbl HE CTAHETE CTECHATHCS
0OpaTUTHCS K HAM. ..

Kak 3aBepurtb B yeM-11n00?
BynbTe yBepeHsl, UTO s ClIeliaro BCe,
YTOOBI JIOBECTH ATO JIEJ0 JI0
YCHELIHOTO 3aBEPILICHUS.

Moskete OBbITh YBEPEHBI, UTO
A IPEIIIPUMY.. . .

MEI caenaeM Bce BO3MOXKHOE,
YTOOHI. ..

know if you require any other
information.

Should you require further details,
we would of course be happy to
supply them upon request.

Should any questions arise during
please do not hesitate to contact
us.

We will be glad to answer any
technical questions on the...

We would of course be happy to
lend you a...

Please do not hesitate to get in
touch with me if you would like
to receive...

| trust you will not hesitate to
contact us...

Please be assured that | will do my
best to bring this matter to a
satisfactory ending.

You may be assured that |

will make...

We shall do our best to...

Kak BbIpa3uTh Hage:kay Ha 4YTO-a1100?

M&I oueHb HajeeMcs, uTo Bel
MPUJIETE K MOJIOKUTEIIBHOMY
PELICHUIO OTHOCUTEIBHO. . .
Mp1 nosaraem, uyto Bel ipu-
JIOKWUTE BCE YCUIIUS IS, ..
MBI pacCUMThIBAEM YCIIbI-
maTth BCKope Bamm ganb-
HICUIIINE TTPEIJI0KEHUS.

S1 uCKpeHHEe HaJIeI0Ch, YTO
BEI cMOkeTe TToMOYb MHE B
3TOM JgeJIE.

S Haperocs, uto y Bac Bce xopo-
1IO...

A Hagerock, 4To OyTy UMETh
HOBOCTHU 111 Bac 10BOIBHO
CKOpO.
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We very much hope that you
will come to a positive
decision on...

We expect you to use every
effort to...

We look forward to hearing
your further proposals soon.

I sincerely hope you will be
able to help me in this
Matter.

| hope that you are keeping
well...

I hope to have further news
for you before too long.



S1 HazerCh, YTO HE JOCTaB-
a0 Bam MHOTO XJ10110T,
eClIH. ..
Sl HagEerCh, 4TO BCE UIET XOPO-
IO C...

Kak BbIpa3uth npocs0y?
S] Ob11 OBI BecbMa OJiaro-
napeH, eciu 661 Bol Mor
. ..
...TIpUCJIaTh MHE...
...OATBEPIUTH, UTO...
...CBSI3aThCsI CO MHOM IO MO-
BOJIY MPOJIaXH ... U MIOKYTI-
...M3BECTHUTH HAC...
[Toxanyiicta, cooOuTe. ..
ByabsTe n100psI, IpHCIaTh
Ms=e...
Briure Ham, moxanyu-
CTa, CPOYHO... B COOTBET-
CTBHMH C HAIlIUM KOHTPAKTOM.
IIpocum BbICIIATH HaM. ..
IIpocum 3aMeTUTB, YTO
IIpocum He OTKa3aTh B JIIO-
OE3HOCTH BBICJIATH HaM. ..
Mpg1 Oyaem OmaroapHsl,
eciu Bul...
MpbI 04eHb pacCUUTHIBAEM Ha
Bamr oreet, 4TOOBI UMETH
BO3MOKHOCTb..
[Ipocum onnaturs. ..
[IpocuM cooOmUTE HaM O...
[Ipocum y Bac HekoTopyro
JOTIOJIHUTENIbHYI0 HH(pOopMa-
IO O...
MPOIIlY IPUHATH BCE HEOO-
XOJIUMBI€ MEPBI IS . .
Xorenock OBl 3HaTh, HE MO-

’keTe a1 Bbl okazaTh HaM 1100€3HOCTb. ..

Mp1 651 Opocuiu obecre-
YUThH HAC...

| do hope | am not putting
you to too much trouble if...

| hope that all is going well
with...

| (we) would (should) be
most (extremely) grateful
if you could
...send me...
...confirm that...
...correspond with me
regarding the sale of ... and
purchase of...
...notify us...
Please let me know...
Could you please send me...

Please send us urgently ...
in accordance with our contract.

Please send us...

Please take notice that...

We kindly ask you to send
us...

It will be appreciated if

you...

We would very much

appreciate hearing from you

so that we may...

We request to pay...
Please inform us about...
We ask you for some ad-
ditional information...

Please take all necessary
measures for

| wonder if you would do us a favour...

We would kindly request to
provide us with...

Kak BbIpa3uts 0J1aroxapHocTs?

[Tumry, 9ToOBI TOOTATOAPHUTH

I am writing to thank you very
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Bac 3a...

[To3BOaBTE BOCIIOJIL30BATHCS
ciydaem, 4ToObI Mo0Iaro1apuTh
Bac 3a...

[TpumuTe, noxanyimcra, MOKO
UCKpEHHIOO (TIIy00Kyr0) Oma-
roAapHOCTh 3a Bamy nomouis.
Xody BbIpa3uTh MO0 Oarogap-
HOCTb 32 Bce Bammu ycunus. ..

A BrIcOKO 11eHIO Barmy 1o6porty...

A uckpenne 6maronapen 3a Bam
COBeT.

S ouens Giarogapen Bam 3a
MTOMOIIIb.

much for...
May I take this opportunity of
thanking you for...

Please accept my sincere (deep)
appreciation for your help.

| wish to express my appreciation for
all your efforts...
| sincerely appreciate your kindness...
| am truly grateful for your
advice.
| am most grateful to you for helping
me.

Kak BbIpa3uTh co:xkajenue?

boroce, 4To...

K Moemy BENTMKOMY COXKaAIEHUIO,
s IOJDKEH U3BEeCTUTh Bac, uTo...
K coxanenuro, s BBIHYKJIEH
coobmuTs Bam, uTo. ..

C coxxajieHueM coo0Iaro,

YTO...

C coxaneHuem y3Hall, 4To...

CO)KEUIGIO, 4YTO Ha CCTOAHA Y MCH:A

HeT Ju1s Bac mydmmx HOBOCTEM.

51 odeHsb coxkaiero, 4YTO MPUYUHUI

Bawm crosibko 0ecriokoiicTna.

S ¢ coxanenuem y3Han u3 Bamero

MMMCHbMA, YTO...

| am afraid that...

To my greatest regret | must inform
you that...

| regret to inform you that...

[ am sorry (I regret) to say
(to inform you, to tell you) that...
| am sorry to hear (to learn) that...
| am sorry that | have no better news
for you today.
| am very sorry to have caused you
so much trouble.
| was sorry to learn from your letter
that...

Kak BbIPa3suThb H3BHHEeHHUN?

JlomKeH U3BUHUTHCS 3a TO, 4TO. ..
N3BuHUTE, HO SI HE MOTY TOMOYb
Bawm B 3TOM nete.

[TpumuTe, nmoxanyicra, MOU
W3BUHEHHA 34. ..

[TpuHOCHMM M3BUHEHMUS 34. ..
[Iporury u3BUHUTSH 3a TO, YTO. ..

Xouy MMPUHECTU CBOU CaMbIE
WCKPEHHUE U3BUHEHUS 34...
HEYI00CTBO, KOTOpoe ObLI0 Bam
MIPUYUHEHO. . .

Sl uckpeHHe coxanero, 4ro...

| must apologize that...

| am sorry, but I cannot be of assistance
to you in this matter.

Please accept my apologies for...

We offer an apology for...
| am sorry that...

I wish to offer my sincere apologies for
the inconvenience you have been

caused...

I sincerely regret that...
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51 0YeHb BUHOBAT B TOM, YTO... | was extremely sorry that...
Kak BbIpa3urtsb yjpoBJjieTBopeHue?

C yJIOBOJILCTBHEM. .. | take pleasure of...

MpI o4eHb pajibl, 4TO Bbl We are most pleased that you want

TIOXKEJIAIHA KYTHTh. .. to buy...

MpbI O4eHb pajibl, 9To. .. We are delighted that...

MpI pagbl COOOILIUTH, YTO MOKEM We are glad to say that we can reserve

OCTaBUTH 3a Bamu. .. for you...

Ham 0110 0OYeHb IPUATHO Y3HATH, We were very pleased to hear that you

410 BBI penmim npenpuHsTh. .. have decided to take on...

Hawm Ob110 IpUATHO Y3HATH U3 We are pleased to learn from your letter

Barero nmucema, uro Bel permim. . . that you have decided to...

51 ObLN paj y3HATH, UTO. .. | was happy to hear the news that...
Kak BbIpa3urth HeyaoBJIeTBOpeHHe?

MBpI He yIOBIETBOPEHBI TIPE/I- We are not content about the terms

J0’XEHHBIMU Bamu yCloBUsIMH. you suggested.

51 o4eHb 00ECITIOKOCH TEM, YUTO | am most troubled that you will not

Br1 HE cMOkeTe. .. be able to...

HacTosiimum miucsMoM s 3asiBIISTEO By this letter | categorically protest

KaTeropuuecKuil MpoOTECT NPOTHB. .. against...

910, nmonararo, BeI corinacurecs, This is, I am sure you will agree, not a

HE JIyYITUi crioco0 BECTH Jiena. good way to conduct business.

51 o4eHb OTOpYCH JAHHBIM | am very disappointed about this

00CTOSITEILCTBOM. fact.

SOME GEOGRAPHICAL NAMES
Hexortopsbie reorpaguyeckre Ha3BaHUS
Continents
America Amepuka
North America CeBepHas AMeprka
South America — KOxxnast Amepuka
Asia Azus
Australia Aectpanus
Europe Egpoma
UK
The United Kingdom of Great Britain and Northern Ireland — Coequnennoe Kopo-
neBcTBO Benukobpuranuu u Cesepnoit Upnanauu
England Anrms
Scotland Illornanmus
Wales VYansc
Oceans
the Indian Ocean Muawmiickuii okean
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the Pacific Ocean Tuxwuii okean

the Atlantic Ocean ATiaHTHYeCKHIT OKeaH
the Arctic Ocean CeepHhblii JIeT10BUTBIN OKeaH
Seas

the Baltic Sea Banruiickoe mope

the Black Sea Yepnoe mope

the Mediterranean Sea Cpennszemaoe Mmope
Rivers

the Danube [lynaii

the Dnieper Jluemnp

the Lena Jlena

the Mississippi Muccucunu

the Neva Hesa

the Volga Bo:ra

the Thames Temsa

Mountains

the Alps Anbmsl

the Caucasus Kagka3sckue ropsi

the Crimea Kpsim

the Urals Ypan

Countries and their capitals

Austria Arctpus. Vienna Bena.

Belgium — benbrus. Brussels bproccerns.
Bulgaria bonrapus. Sofia Codusi.

China Kwuraii. Beijing Ilekun.

France ®pannus. Paris [Mapmxk.

22



- ENQUIRY LETTER, ITMCBbMO-3AITPOC.
- QUOTATION (OFFER) ITPEJJIOXXEHUE

ENQUIRY LETTER

IHTHCBMO-3AIIPOC
IIpouumaume u nepesedume obpazey NUCbMa-3anpocd.

HOWARD & PRATT
Ladies’ Clothing

306, 3d Avenue
Chicago, I11. 60602
USA

Oct. 21, 2000
JACKSON & MILES
118 Regent Street
London WIC 37D
UK

Gentlemen:

We saw a collection of women’s dresses in your October catalogue. The lines you
showed would be most suitable for our market.

Would you quotation for clothing that you could supply to us by the end of No-
vember?

We would require 1,000 dresses in each of the sizes 10 — 14, and 500 in sizes 8
and 16.

We propose the payment made by Letter of Credit.

Thank you for an early reply.

Very truly yours,

P. PRATT, Jr
(P. Pratt)
Buyers
CaoBapb
clothing onexna supply cuabxenue, mocraBka; to
catalogue (Am. catalog) karanor supply mocraBiasTh
suitable mogxoasmii, TPUTOTHBIH payment rmaTex
guotation npeanoxeHue, KOTUPOBKH, letter of Credit (L/C) akkpeautus
pacIeHKU early reply ckopsrit oTBeT
to require TpeboBath quantity konn4yecTBo
Questions:

1. What do the Buyers ask for in their enquiry letter?
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2. What quantities of goods do they require?
3. What terms of payment do the Buyers propose?

QUOTATION (OFFER)

ITPEJI/IO’KEHUHE (O®EPTA)

An offer. Kinds of offers.

An offer (a quotation) is a statement
by the Sellers usually in written form
expressing their wish to sell the
goods. Offers an a rule include the
following information:

- the description of the goods offered
(their quality, quantity),

- detailed prices, discounts and terms
of payment,

- the date or the time and place of
delivery.

There are two kinds of offers.

A free offer is made when Seller of-
fers goods to regular customers with-
out waiting for an enquiry and sends
quotation to those who may be inter-
ested in the goods. These offers were
formerly called offers without obliga-
tion. There must be an indication in
such an offer that it is made subject to
the goods being available when the
order is received. The opening phras-
es in free offers

- J1aTa UK BpCMA U MCCTO ITOCTABKH.
CymiecTByIOT /IBa BUA TPEJIOKE-
HUH.

CBo00/1HOE NIpeAJIo:KeHne JIe/IaeTCs,
koraa ITpomaBert mpeaiaraer ToBapbl
INOCTOAHHBIM KJIIMCHTaM , HEC OXXHJdasa
3ampoca, M MochlIaeT KOTUPOBKY TEM,
KTO MOJKET OBITh 3aNMHTCPCCOBAH OTH-
MM TOBapamu. Ot MMPCIIJIOKCHUA
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Ilpeonoscenue (opepma).
Buowt npeonoxcenuii.

[Ipennoxenue (KOTUPOBKA, PACLICHKA)
— 3TO 3asBJICHUE MIPOJIABI[OB, OOBIYHO
B IIUCbMEHHOMU (hopMe, BhIpaxkaromee
UX jKeJIaHue TpoJiaTh ToBapsl. [1pes-
JIO’KEHU S, KaK MPaBUIIO, COJIepKaT
CIICAYIOIIYI0 HH(POpMAITHIO:

- OMMCaHue, IPeIJIaraéMbIX TOBAPOB
(MX KauecTBO, KOJIMYECTBO);

- MOJPOOHBIC LIEHBI, CKUKU U yCIIO-
BUSI TJIATEXKA,;

MpeXe HA3bIBAIUCH MPEIJIOKEHUSIMU
0e3 00s13aTeNbCTB. B TakoM mipeio-
YKEHUU JOJKHO UMEThCS YKa3aHue,
YTO OHO JENAaeTCs MPU YCIOBUU Ha-
JIMYHSI TOBAPOB MIPH MOJTYUYCHUU 3aKa-
3a. HauanpHbie Gpas3sl B CBOOOTHBIX
MPEIJIOKEHUSIX

may be: «We think you will be inter-
ested in our quotation for the goods»
or «We have pleasure in enclosing our
latest catalogue» (or the price-list of
our products).

A firm offer is a promise to supply
goods on the terms stated (i. e. at a
stated price and within a stated period
of time). This promise may be ex-
pressed in a letter in the following
words: «We make you a firm offer for
delivery by the middle of May at the
price quoted» or in some other words
like: «The offer is subject to accep-
tance within fourteen days,» or «The



offer is open for acceptance until the HUE MOXET ObITh BEIPAKEHO B IMHUCHME

fifteenth of January ». CIICIYIOIIMMH CJI0BaMHu: « MBI fiesiaeM
The Sellers making a firm offer have Bawm TBepaoe npeioKeHne Ha 110-
the right to withdraw it at any time CTaBKY K CepeIMHE Mas 10 YKa3aHHOU
before it has been accepted. In prac- IICHE» WU KaKue-HUOYAb IpyTue
tice, however, no seller will risk his cioBa tumna: «I[IpemioxxeHue umeeT
reputation by withdrawing his offer CWIIY B CITydae IPHHSTHUS €r0 B TEUE-
before the stated time. HUH YETBIPHAANATH JHEH » HIIH
MOTYT ObITh: « MBI TymaeM, uto Bbl «IIpennmoxenne OTKPHITO AJIs IPUHS-
3aHHTEPECYEeTeCh HAIICH KOTHPOBKOM THS 10 MATHAALATOTO STHBAPSD».

Ha TOBapbI» WIKM «MBbI HUMEEM yJ10- [IponaBiibl, JAearoIye TBEPA0e
BOJIBCTBHE ITPHJIOKUTD HAIIl CAMBIH NPEJIOKEHUE, UMEIOT TIPABO CHATH
MOCJICAHHUIA KaTajor (MU MpercKy- ero B JIt000€ BpeMs IIPEKIE, YEM OHO
paHT HAIMX U3JICITHH ). Oyxaer npunsTo. Ha nmpaktuke, oHa-
TBepaoe npemto:kenne — 31o o0e- KO, HUKAKOM MpoJiaBell He OyIeT prc-
II[AHKE MTOCTABUTH TOBApPHI HA 3asB- KOBaTh CBOCH peITyTaIluei , OT3bIBas
JICHHBIX YCJIOBHUSX (TO €CTh 110 3asB- IPEJIOKEHHUE JI0 3asBJICHHOTO Bpe-
JICHHOU IICHE U B IIpeJiesiax 3asiBJICH- MEHH.

HOT'O IIepHUoJia BpEMEHH ). ITO obela-

IIpouumaiime u nepesedume obpazey NUCLMAa-NPeONONHCEHUS]

JACKSON & MILES
118 Regent Street
London WIC 37D
UK
Oct. 28, 2000
HOWARD & PRATT
Ladies’ Clothing
306, 3d Avenue
Chicago, I11. 60602
USA
Dear Sirs, We are pleased to make you a firm offer regarding our products in the
size you require. Nearly all the models are obtainable and can be delivered to you by
the end of November. All other models of dresses can be supplied by the middle of De-
cember 2000, subject to our receiving your order by 15th of November. If you prefer
the goods to be shipped by air freight, this kind of shipment will be charged extra at
cost.
Yours faithfully, D. A. Leary Manager Export DepartmentSellers
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CioBapnb

firm offer TBepoe mpennoxkenue,
TBepaas opepta

are pleased pajpr

regarding kacarormumiics, with regard
t0 oTHOCHUTENBHO

size pasmep

to deliver mocraBisaTh, 1OCTaBIATE
to receive nomnyuatpb

to prefer npeamnounTarh

air freight nepeBo3ka BO31yIIHBIM
yTeM

kind pon, Bun, copt

to require tpeGoBathb

nearly moutu

guantity xosm4ecTBO

obtainable koTopblit MOKeT OBITH
HOJTyYCH

subject to npu yci0BUH, 4TO
shipment otrpys3ka, oTnpaBka

to charge HasHauutsb 11€HY, MOCTa-
BUTh B CUCT, B3UMATh

COSt cTOMMOCTb, U3ACPIKKHU, PACXOJIbI;
extra at cost 3a 1ONOJIHUTENBHYIO OII-
jgaty

Questions:
1. When can the Sellers deliver the goods to the Buyers?
2. When can the Sellers supply all other models of dresses?

3. What is charged extra at cost?

EXPRESSIONS USED UN ENQUIRIES FOR CATALOGUES, BROCHURES
ETC. AND IN ANSWERS TO SUCH ENQUIRIES

BbBIPAXEHNM A, UCIIOJIB3YEMBIE B 3AITPOCAX HA KATAJIOI'N.
BPOIIIOPBI ut. n. 1 B OTBETAX HA TAKUE 3AITPOCHI

Mp1 6yniem 00s13aHbI, eciiv Bel no-
uiere Ham Baum camblie

MOCJIeAHUE KaTaJIOTH, OpOITIOPHI WU
J00bIe ApYTUe MyOIMKaIUH.

MBI pazbl IPUIIOKUTH HAIl CAMBIN
MOCJIEAHUN KaTaJloT, HILTIOCTPUPYIO-
AN ACCOPTUMEHT HAIllUX U3]ICIINH,
KOTOPBIN, MbI MoJIaracM, Bel HalgeTe
ITOJIE3HBIM.

Kak Tonbko katanoru OyayT B HaJIH-
YU, MBI TIOIIJIEM BaM HECKOJIBKO KO-
U H.

We are pleased to enclose our latest
catalogue illustrating our range of
products, which we trust you will find
useful.
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We shall be obliged if you will send
us your latest catalogues, brochures or
any other publications

As soon as the catalogues are availa-
ble, we will send you some copies.



e RECRUITMENT. ITPUEM HA PABOTY.
e HOW TO WRITE A CV OR RESUME?
KAK HAIIMCATD PE3IOME?
e Paznuuus MeXAy aHTJIUHCKUM U aMEPUKAHCKUM
BApUAHTaMHU aHIJIMICKOTO S3bIKA.

RECRUITMENT

IHPUEM HA PABOTY

When a company needs to
recruit new people, it can

give an announcememt in

the “NEED HELP” section of

a newsparer.

People who are looking for

a job can send a letter of ap-
plication or covering letter

(US cover letter) and a curri-
culum vitae or CV (in US -
resume) containing details

of their education and expe-
ience. A company may ask
candidates to fill up a stan-

dart application form. The
company's Human Resours-
ces depertment selects the

most suitable applikations,

who are invited to attend

an Interview.

Companies can hire people
using the services of a rec-
ruiment agency (in US — se-
arch firm), which provides a

list of suitable candidates.

A growing number of compa-
nies are no longer satisfied with
traditional job unterviews. Some-
times they give the candidates a
series of written tests. These tests
are not about mathematics or
grammar. By these tests employ-
ers want to evaluate candodates
on the following gualities:

Korma koMnaHuu HY»KHO TIPH-
HATH Ha PabOTy HOBBIX JIFOJICH,
OHA MOXET JaTh OOBSIBICHUE
B pasJiesic ra3eThl
«TpebyroTcs».

JItoqu, KoTOphIE UILLYT padoTYy,
MOTYT TIOCJIaTh 3asIBJICHUE WIIH
COTIPOBOJIUTEIIBHOE IMHUCHMO U
ouorpaduto (B CIIA — pestome),

COJIepKAaIIyIo MOAPOOHOCTH 00
nx 00pa3oBaHuM | ombiTe. Kom-
MaHUsI MOYKET IMOMPOCUTH KaH-

JUIaTOB 3aII0JIHATH CTaHAaPT-
HBIHA OJ1aHK 3asBiaeHus. Otaoen

1o paboTte ¢ KaJpamu KOMIia-

HUU BbIOUpaeT HanboJee moa-
XOJISAIINE 3asIBJICHHUS ¥ TOTOBUT

KpPaTKHI CIIMCOK KaHIUAaTOB
Ha co0ecemoBaHue.

Komnanuu MoryT HaHUMATh
JIIOJIEH, TTOJIB3YSCh yCIIyraMu
KaJpOBOT0 areHCTBa, KOTOPOE
MPEIOCTABISAET CIIUCOK O/~

XOJSIINX KaHIUJaTOB.
Pactymiee unciio kommnanum yxe

0o0JIbIlIe HE YOBJIECTBOPEHHI Tpa-
TUIIMOHHBIMU coOeceI0BaHu -
MU P MpUeMe Ha padoTy.
HMuorma oHn JarOT KaHIHAATaM
PSAI TUCbMEHHBIX TECTOB. JTH
TECTHI HE IO MAaTEeMAaTHUKE HJIN
rpamMmmaTuke. C MOMOIIBIO ATUX

TECTOB pabOTOMATEIIN XOTST

OILICHUTH CIIEAYIOIIME KaueCTBa
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- Does the candidate have creative
and entrepreneurial abilities?

- Can the candidate be a leader?

- Is the candidate flexible and ca-
pable of learning?

- Does the candidate have enough
skills and knowledge?

These tests are all part of a broa-
der trend. Companies are getting
much more ceraful about hiring.
Employers always looked for ex-
perienced workers — has the candi-
date done this before? Most compa-
nies have hot changed this practice
until now.

KaHIUJATOB:
- Ectb 5t y xanauaara TBopuec-
KHE U IPEeANPUHUMATEIBCKUE CIIO-
cobHOCTH?
- MoskeT a1 Kauauaat ObITh JIHJIE-
pom?
- 'n0OoK nu KaHaIuIaT U CIIOCOOEH
JI1 OH K 00y4eHH1I0?
- JlocTaTO4YHO JIM HABBIKOB U 3HA-
HUU UMeeT Kauauaar?
OTHU TECTHI SABJISIOTCS YaCThIO 00-
Jee mupokon tenaenuu. Kommna-
HHH CTAHOBSTCS HAMHOTO 0oJjiee
OCTOPOKHBIMU ITpu HanMme. [Ipen-
MIPUHUMATEJIN BCETJIa UCKAIH

OIIBITHBIX pa6OTHI/IKOB — AcCJaJl I

KaHIuAaT 3TO Mpexae?

CaoBapsb

position — paboTa, T0KHOCTh
apply for — moxapats 3asiBicHHE
letter of application = covering
letter — 3asBIeHUE O IpHUEeMe
curriculum vitae = U.S. resume -
aBToOMoOTrpadus

experience — omeIT

application form — GiraHk Ha3BaHUS
0 mpueMe Ha paboTy

short list of candidates (aplicants) -
KpaTKI/Iﬁ CIIMCOK KaHANAaTOB
interview — cobecenoBanue

to hire — nanumars

recruitment agency = search firm -
areHTCTBO 110 TPYAOYCTPOUCTBY
series — psin

3ananme 1.

Ilpouumaitme u nepeeeoume zazemnoe 00vsA61eHUE 0 nNpUEMe HA padomy u 3a-
npoc/conpoeooumeibHoe RUCbMO HO NOBOOY IMO20 00bABIECHUA:

Overseas Sales Manager America
Required immediately!
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We are looking for someone with at least five years experience in sales, preferably

In the UK and abroad, and able to demonstrate strong leadership skills. Fluent
Spanishwould be an advantage.

Miranda Collins

Regional Sales Manager

Park House

13 Kings Street

Manchester

M 12 3PG

March23",2002
Janet Andersen
Personnel Manager
Dot. Com. Solutions Ltd
10 Waterbridge Road
Kingcross FK18 9GD
Dear Janet,
I am writing to confirm my interest in the position of Overseas Sales Manager that
was announced last week. As | mentioned during our phone conversation, | would
very much like to have the opportunity to work abroad again.
I am confident that | would be able to do the work of this type, as | have developed
a solid customer base in my region and successfully managed our extensive sales
network for a number of years. My previous work in Asia gave me a lot of expe-
rience working with a multinational team, which | think will be important in the
context of this job.
I have contacted my manager to inform him of my application and he has agreed to
release me from my current duties in August.
In the meantime, should you require any further information, please do not hesitate
to contact me.

Yours sincerely,
Miranda Collins
Miranda Collins

CaoBapb
overseas — 3a pyoexxom
sales manager — MeHepKep 1o IpoaKe
required — TpeGyercs
immerdietely — cpouno
to look for — uckatp
at least — o kpaitneii mepe
preferably — npeamouruTensHoO
leadership skills — HaBbIKH pykOBOAKTENIS
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NoabkowbdPE

=

fluent Spanisch — ymenue 6eriio roBOpUTh MO-HCIIAHCKU
advantage — mpeumymiecTBo

opportunity — BO3MOXHOCTb

to be confident — GbITh yBepeHHBIM

to develop — pa3BuBathb

solid — mpoYHBIiA, COMUIHBIN

base — 6aza

extensive — oOmUpHBIi

sales network — toprosas cetb

Previous — npeabL Ayt

multinational team — MHOTOHaIMOHATIEHASI TPYTITIA
to release from — ocBoboauTE OT

current duties — Tekyiue 0053aHHOCTH

in the meantime — TeM BpeMeHeM, MEXTy TEM
should you require — eciiu Bam noTpedyercs

Omeemvme Ha eonpocsl.

What position is Miranda Collins interested in?

Does she want to work abroad?

What was her previous place of work?

What did she develop there?

For how long did she manage the sales network?
Whom did she inform of her application for a new job?
When is she going to leave her present place of work?

HOW TO WRITE A CV OR RESUME?

KAK IIMCATbB PE3IOME?
A resume of your career, some- Pesrome Bamen kappepsl, Ha3bIBa-
times called a Curriculum Vitae eMoe aBToonorpadueii, coodmaeT
or CV, informs the employer padoToIATEII0 00 YMCHUSX, HABbI-
about the experience and skills Kax ¥ OIbITe, KOTOPHIMU BhI 001a-
you have. Jaere.
A good resume should: Xopoiiiee pe3roMe JT0KHO:
Attract attention. 1. [lpuBneds BHUMAHHE.
Create a positive im- 2. Co31aTh MOJOKUTEILHOE BIICYAT-
pression. JICHHE.
Present your skills and 3. [IpencraBuTh BaIllK HABBIKA U Ka-
qualities clearly and con- YeCTBa SICHO ¥ KPATKOo.
cisely.
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The purpose of your resume is to
tell the employer why you should
be hired. A good resume is the
first step to a job interview.

The resume may be photocopied
and sent off to many employers.
You can change the sections of the
content according to the different
needs of the organisations.

Resume writing tips
As you write your resume, keep in
mind the following:
1. Use concise language.
2. Minimize or omit everything
that is irrelevant.
CUTCA

3. Place the most important
information at the beginning
Je
of your resume.
4. There must be no gramma-
tical errors in your resume.
OIIHOOK.
5. Let an experienced person
read your resume.
6. Print your resume on good

paper.

[{esns Bamero pe3tome cOCTUT B
TOM, YTOOBI COOOILINTH HAHUMATE-
JI10, TOYeMy UMEHHO BBl JOKHBI
OBITh NPUHATHI Ha paboTy. XOpo-
1Iee pe3roMe — 3TO MEPBBIN MIar

K MHTEPBBIO NIEpe]] MPUEMOM Ha
paodoTy.

Pe3tome MoxeT ObITh (hOTOKOTHPO-
BaHO W OTOCJIAHO MHOTHM paboTo-
naTensM. Bbl MOXeTe MEHATD pas-

ACJIbI COACPIKAHUA COTJIaACHO pas-

JUYHBIM TTOTPEOHOCTSIM OpraHu3a-
UH.

Korpa Ber numere Bare pesrome,
MMENTE B BUNY CIICIYIOLIEE:
1. He OyapTe MHOT'OCIIOBHBL.
2. CBeuTe K MUHIMYMY HJIHA
OITYCTUTE BCE€, UTO HE OTHO-

K JIeTy.
3. [TomecTuTe HanboJIEE BAKHYIO
BaYKHYIO MH(OpMAIMIO B HaYa-

BaIlleTO PE3IOME.
4. B Bamem pe3tome He JTI0JKHO
OBITh TPAMMATHYECKUX

5. laitTe Bare pe3toMe Mmpoyu-
TaTh ONBITHOMY YEJIOBEKY.
6. Haneuaraiite Baie pe3rome
Ha Xopoiei oymare.

An example of Curriculum Vitae

Oo0pa3zen pe3rome
OHH J[)KeKCOH pellnia noJaTh 3asiBJIeHUE O IpruemMe Ha padoTy B pupmy Futura

Cmbh.

[IpounTaiite ee pe3rome, oOparasi BHUMaHHE Ha TO, KaK OHAa KPaTKO COOOIIAeT He-

00xoauMyIo HH(popmaluio o cede.

. Personal Details
Ann Jackson
52 Hanover Street



Edinburgh EH2 5LM

Scotland

Phone — 01957487004

E-mail: ann jackson@mid.net

. Education

1981-1988  Broadfield School, Brighton.
A levels in German (A), Englich (B),
History (B) and Geography (C).

1988-1991  University of London.
BA (Honours) in Journalism and
Media Studies (Class II)

1991-1998  London Chamber of Commerce and Industry.

Diploma in Public Relations.

. Professional Experience
1998 - present Public Relations Officer,
Scottish Nature Trust.
Editor of the Trust's monthly journal.
In charge of relations with European
environmental agencies.
1999-2000 Press Officer, Highlands Tourist Board.
Preparation of promotional materials
and brochures.
Co-ordination of media coverage.
Summers of The News Herald newspaper.
1900 and 2000 Two three-month training periods as assistant to the Sports Editor.
Arranging and conducting interviews.
Preparation of articles covering local community sports events.

. Skills Windows, MS Office 2000, Excel, Internet
Languages Fluent German and proficient in French.
Additional Driving license.

. Activities Skiing and swimming.

Ski Instructor (grade II).

. References
Herbert Lindsay Diane Swans
Professor of Journalism Sports Editor
London University The News Herald
3ananue 2.

Omeemvme Ha eonpocsl.

1. What is a resume?

2. What should be mentioned un a good resume?
3. What are the rules of resume-writing?

4. What job has Ann Jackson today?
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5. Name the educational establishments that Ann Jackson has graduated.
6. What is Ann Jackson's profession?

7. What languages can she speak?

8. Can she work on a computer?

9. What computer programmes can Ann Jackson work with?

10. Can she drive a car?

11. Does she go in for sports?

THE LETTER OF APPLICATION (COVER LETTER)
3AABJIEHUE (COIMPOBOAUTEJBHOE ITMCBMO)

The letter of application can be CompoBOIUTETHHOE TUCHMO MOXKET

as important as the CV because it OBITh TaK K€ BaXKHO, KaK U PE3IOMe
(CV),

Is the first direct contact between MIOCKOJIBKY 3TO MEPBBIi MPSMOI KOHTAKT
a candidate for a position and an MEXKIy KaHIUIaTOM Ha JIOJDKHOCTh U
employer. This letter must be well npeanpuHIMATEIeM. ITO TUCHMO JIOJIKHO
written and presented to make a OBITH XOPOIIIO HAITMCAHO M MPEJCTaBICHO,
good impression. The letter of 4TOOBI MPOU3BECTU XOPOIIICE BIICUATIICHHE.
application normally contains four [TuceMO OOBIYHO COJIEPIKUT YETHIPE

parts in which you should: YacTH,B KOTOPBIX BbI TOJKHBI:

- confirm that you wish to get the - MOATBEpANTH Baille skenanue moy-
job and say where you learned about YUTh pa0bOTy U COOOINUTS, e Bol y3Ha-
the vacancy; JIA O BAKaHCUH,

- say why you are interested in this - cOOOIMTh, IoueMy BbI 3anHTEpEco-
position and your interest are the BaHBI 3TOH paboToii, 1 uTo Barmm nHTe-
same as those of the company; PECHI COBIA/IAIOT C MHTEpECaMU KOMIIaHWH;
- show that you can contribute to - II0KAa3aTh, 4YTO BBl MOeTe BHECTH CBOM
the job by highlighting your skills BKJIaJ B pa0OTy, BBIIBUTAsl HA TICPBHI
and experience; IUTaH BaIll YMEHUS U OTIBIT;

- indicate your willingness to -yKka3aTh Ha Bairy roToBHOCTh IPUATH
attend an interview (and possibly Ha cobOeceqoBanue (M BO3MOXKHO,

say when you would be free to attend).  cooOuuTh, Kormaa Bel cMokeTe MPUATH)
Below you will find Ann Jackson's letter ~ HikHee nprBOIUTCS CONTPOBOAUTEb-
of application: HOE MUCHbMO DHH J[)KEKCOH:
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Ann Jackson
52 Hanover Street

Edinburgh
EH2 5LM
UK
Emily Stark
Futura Gmbh
Blumenstrasse 120
8000 Munich 22
8" January,2000

Dear Ms Stark:
I'm writing to apply for the position, which was advertised last month in The Daily
News.
Although | am presently employed, it has always been my intention to work in
commercial envinment. |1 would like to work for your company as | have long ad-
mired both the quality of the products that it provides and its position as a defender
CV, the job you are offering suits both my personal and professional interests.
My work experience allows me to work in Public Relations today. | am sure that
this, together with my understanding of the needs and expectations of sport and na-
ture enthusiasts, would be extremely relevant to the position. Moreover, as my
mother is German, | am fluent in this language and would enjoy working in a Ger-
man-speaking environment.
| would be pleased to discuss my resume with more detail at an interview.
In the meantime, please do not hesitate to contact me if you require further infor-
mation.
| look forward to hearing from you.
Yours sincerely

Ann Jackson

(Ann Jackson)

3aganue 3.

Hanuwume ceoe pezrome. Boiopas nooxoosuyro 0014#CHOCHb, CO2NACHO NPUBEOEH-
HOMY NIAHY:

1)salesperson, 2) sales manager, 3) accountant at:

A subsidiary of a big corporation in your city (Coca Cola, Procter & Gamble etc.)
A small computer shop.

A big supermarket.

Parsonal Details

Education
Professional Experience
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4.

o

Skills
Languages
Additional
Activities
References

PA3JIMUUS MEXKIY AHTJIMACKUM U AMEPUKAHCKUM
BAPUAHTAMM AHTJIMMCKOTI'O SI3BIKA

Paznuuusa ¢ npousnouwienuu

B crnosax last, past, ask, half, answer, dance u ap., Tam, rie B aHTIHICKOM
BapHaHTE TJIacHas a MPOM3HOCUTCS Kak JOJrui 3ByK [A:], B aMepuKaHcKkom byaer
3BYK [&].

B amepukaHckoMm BapuaHTe OykBa I' uMTaeTcsi Bcerga: car, service, learn,
large, word, farm, fur u T.x.

B cnoBax tuma not, stop, dollar, shop, doctor, concert u T.11. 6ykBa 0 B aHr-
JIMMCKOM BapUaHTE MPOM3HOCUTCS KaK 3BYK [O |, @ B aMEPUKAHCKOM BapHUAHTE KaK
3BYK [a].

B crmoBax Ttuma new, suit, tune, due u ap. B aHIIIMICKOM BapHaHTE MPOU3HO-
CHUTCS 3BYK [jU:], a B aMeprKaHCKOM BapuaHTe [U:].

Hexkoropsie cinoBa mpOUM3HOCATCS MO-Pa3HOMY B AHTJIMMCKOM M aMEpUKaH-
CKOM BapHaHTax aHTJIMMCKOTO SI3bIKA:

CioBo Amep. AHIJIL.

either [1:09] ['aioo ]

neither [ni:oa ] [naioa ]
advertisement [ dva rtaizma nt] [e dve :tisma nt]
candidate [‘keendideit] [‘keendidit]

tomato [te 'meitou] [te 'ma:tou]
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Ypok 4

e BUSINESS DOCUMENTES

JEJIOBBIE JOKYMEHDBI

e TRANSPORT AND DELIVERY OF GOODS
I[TEPEBO3KA N IIOCTABKA TOBAPOB

e MEXIYHAPOIHBIE TOPI'OBbBIE TEPMIHDI

BUSINESS DOCUMENTES

JIEJIOBBIE J/IOKYMEHTbBI

Contrast caenke Mexay Hamu [lokynaTtensmu

Contrast is an agreement between the
parties that

creates obligations. Contracts may be
either oral or

written. Certain kinds of contracts
must be written

and signed. Usually these are con-
tracts of the sale

and transfer of real estate, and con-
tracts in export

trade. A contract is the basis of a
transaction bet-

wenn the Buyers and the Sellers.

Essential clauses of contract.
As a rule a contract contains a number
of clauses,
such as:

Koumpaxkm (0ozoeop)

KoHnTpakt (m0oroBop) - 3T0 coriaiie-
HUE MEXIYy CTOPOHAMH, KOTOPOE CO3-
naet obs3aTenbeTBa. KOHTpaKkThl MO-
T'YT OBITh WJIM YCTHBIMH WU TTUCh-
MEHHOM BUJI€ U noAnucanbl. OOBIYHO
3TO KOHTPAKTHI O MPOJAKE U Nepeaa-
4ye HEJBUKHUMOCTH U

KOHTPAKTHI B 9KCLIOPTHON TOPTOBJIE.
KoHTpakT sBIIIeTCS OCHOBaHUEM IpU
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u [IpopaBuamu.

OcHogHble NYHKMbl KORMPAKMa
Kak npaBuio, KOHTPAKT CONEPKUT

pAA MIyHKTOB,
Takux kax:
Subject of the contract.
Price of goods.
Quality of goods.
Terms of Payment.
Delivery.
Force-majeure.
Guarantee.
Packing and Marking.
Arbitration.
Transport.
Insurance and other conditions.

[Ipenmer KOHTpaKTa.
[{ena ToBapoB.

KauectBO TOBapoOB.
VYcnoBus miarexa.
ITocraBka.

dopc-mMaxop.

["apanTHs.

YnakoBka U MapKHpPOBKa.
ApbOutpax.

Tpaucnopr.
CtpaxoBaHHE U IPYTHE YCIOBHS



- FORMS OF BUSINESS ORGANIZATION.
O®OPMbI OPTAHU3ALIMN BU3HECA

FORMS OF BUSINESS ORGANIZATION
®OPMbI OPTAHU3AIINU BUZHECA

Buabt komnanuii B CIIA u Bestukoopuranumn

ToBapuiecrsa

ToapumectBo Partnership — 3to komnanus, opraHu30BaHHAS IBYMsI HJIH
OoJiee TUIIaMU, 3aHUMAIOIIasCcsa OU3HECOM C IIeJIbI0 ToJydeHus npuosLin. [TapTHe-
pPBI HECYT HEOTPAHMUYCHHYIO OTBETCTBEHHOCTH 1O 0053aTElIbCTBAM TOBApPHILESCTBA
BCEM CBOWM MMYIIECTBOM.

Jloxo/ibl TOBapHIIleCTBa HE 00JIararoTCsl HAIOrOM Ha pHUOBLTE. BMecTo 3T0-
rO MapTHEPHl TOBAPUINECTBA 00JIArat0T HAJIOTOM IO CTaBKaM MOAO0XOJHOTO HaJloTa
sl pu3HUecKuX JUIl. B Hacrosmiee Bpems IpaKTHKa OpraHu3anud (pupMbel B
(dbopme TOBapuIIleCTBA HE SIBISIETCS OUEHb PACTIPOCTPAHEHHONW. B OCHOBHOM — 3TO
CeMeNHbIC MPEANPUATHS, aIBOKATCKUE KOHTOPHI, KOHCAITHHTOBbIE (PUPMBI U T.II.

Komnanuu
B BenukoOputanuu CcymecTBYIOT CIIETYIONTNE OCHOBHBIE THITBI KOMITAHHI:

Private Limited Company — 3to yacTHas akilMOHEpHasi KOMIIAHUS C OTpa-
HUYEHHON OTBETCTBEHHOCTHIO 3aKPHITOTO TUMA. YUCIIO aKIIMOHEPOB MOXKET TOCTH-
rath 50. Ee akuuu He MOTyT MpemiaratbCs Il MPOJAXKH HACEIeHUI0. MUHUMAIIb-
HBIA pa3Mep aKIMOHEPHOTO KamuTalla JJisi TAaKUX KOMIIAHWW HE YCTaHABIIMBAETCA.
[Tocne ux Ha3BaHus ctaBsaTcsa Oyksbl Ltd. (Limited), o3navaromiee orpaHHICHHYIO
OTBETCTBEHHOCTb.

B ciygae nukBHIanuu KOMIAaHAA OTBETCTBEHHOCTh YWJICHOB KOMITAHUH TIO €€
JI0JITaM COOTBETCTBYET J0OJISIM BHECEHHBIX MU KaIlMTaJIOB

Public Limited Company — oTKpbITO€ aKIHOHEPHOE OOIIECTBO C OrpaHH-
YEHHOW OTBETCTBEHHOCTH (ITOCJIC HA3BaHMUS TaKOW KOMITAHUU CTaBsATCs OykBbI PIC.)

Takve KoMIaHUU JTOJDKHBI UMETh JOBOJIBHO 00JIbIION ycTaBHOUM (hoHA. OHuU
UMEIOT MPaBO MPOJaBaTh CBOMU aKIMU U JPYTHUE LIEHHbIE OyMaru HaceJIeHUIo, U
00s13aHBI 0OecTieYnBaTh HH(HOPMAITUIO O CBOCH I TEILHOCTH.

B cnydae nukBuAaly KOMIOAHUU OTBETCTBEHHOCTh YJIEHOB KOMIIAHUU I10 €€
JI0JITaM COOTBETCTBYET BETUYMHE MX MAKETa aKIUH.

B CHIA akunoHepHass KOMIaHUSl C OTPAaHUYEHHOW OTBETCTBEHHOCTBIO Ha-
3pIBaeTcs koprnoparueit Corporation. Ilociie HazBaHUs KOPIIOPAITUU CTaBATCS OY-
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kBbl Corp. uim Inc. (incorporated), o3Havaroiee, 4TO KOMITAHUS 3apPETUCTPUPO-
BaHa KaK KOpHopamusi.

TEKCT

Business is the production, distribution, and sale of goods and services for
the benefit of the buyer and the profit of the seller. In the modern world the control
of production is largely in the hands of individual business people or entrepre-
neurs, who organize and direct industry for gaining profits.

The main forms of business organization are described below.

Individual Proprietorship
(Sole Trader or Sole Proprietors)

This is the simplest way of starting a business. You are self-employed and
fully responsible for all the aspects of the management of your business.

In this form of organization the owner himself is responsible for success or
failure of his business. Any line of business is open to an owner.

Although this form of small business has its advantages, it has certain draw-
backs, too. In the first place the single owner is seldom able to invest as much capi-
tal as can be invested by a partnership or a corporation. If single owners are able to
invest large amounts of capital, they run great risk of losing it all because they are
personally liable for all the debts of their business. This is called unlimited liabili-

ty.

Partnership

Two or more people starting a business together can set a partnership. All
partners are responsible for the debts of the partnership and profits and losses are
shared between them.

The agreement to form an association of this nature is called a partnership
contract and may include distribution of profits, fiscal responsibilities, and a spe-
cific length of time during which the partnership is in effect.

Public and private companies

A company is usually formed for the purpose of conducting business that is
separate from its owners, the shareholders. The main difference is between public
and private companies.
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