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HNPEIUCJJIOBUE

B npouecce moAroToBKM CHENMAIMCTOB Il arpapHOro CEKTOpa Ba)KHas
POJIb OTBOJUTCS U3YUYECHUIO MHOCTPAHHBIX S3bIKOB, B TOM YHUCJE AECIOBOIO AHIJIUIC-
koro. JlanHHoe nmocoOue mpeaHazHayeHo Jisi O0y4YeHUs CTYJEHTOB Pa3JIMYHBIX Ha-
IPaBJICHUI MOATOTOBKHU M Uil T€X, KTO pabOTaeT C MHOCTPAHHBIMU MapTHEPAMU —
U1 OM3HECMEHOB, IOPUCTOB, MEPEBOAUYMNKOB, COTPYJHUKOB COBMECTHBIX M HMHBIX
npennpustuid. [103Bossist yayymuTh BilaJieHUE JEJIOBBIM aHTIIMHCKUM, [TOCOOUE B
TO JK€ BpPEeMsI CIIOCOOCTBYET PaCIIUPEHUIO U CUCTEMAaTU3alluy 3HAHUH, KacaloluX-
Cs1 MEKIYHApOJAHBIX KOMMEPYECKUX ONEPALUN.

IIpoucxonsmue B CTpaHEe U3MEHEHHUSI TOJKHBI HAXOAUTh CBOE OTPAXKEHUE B
COBEpIICHCTBOBAHMUHU YUEOHOTO MpoIiecca Mo Kypcy M3yYeHHUS WHOCTPAHHBIX SI3bI-
KOB B BBICHIMX CIEIIUAIBHBIX CEIThCKOXO3MCTBEHHBIX YYeOHBIX 3aBeneHusx Poc-
cuu. Ilpu pazpaboTke mocoOusi yUUTHIBAIIMCH HAaBBIKK JIEIOBOTO AHTJIMMCKOTO B
(dbopMupoBaHUK OOLIEKYJIBTYPHBIX KOMIIETEHIIMHM BBITYCKHUKOB. JJlaHHOE mocoOue
(bopMHpYET COLIMOKYJIBTYPHYIO CpElly, CO3AAeT YCIOBUSA, HEOOXOUMBbIE AJi BCe-
CTOPOHHETO Pa3BUTHUA JIMYHOCTU. Peann3annsi KOMOETEHTHOCTHOTO MOJIX0/Aa Mpe-
JyCMaTpUBAET IIMPOKOE MCIOJIb30BAHUE B YUEOHOM IMPOIECCE aKTUBHBIX M MHTE-
PaKTUBHBIX (POpPM MPOBEACHUS 3aHATHI (AEJIOBBIX M POJEBBIX UTp, pa3dopa KOH-
KPETHBIX CUTyallui) B COUYETAaHUU C BHEAYIAUTOPHON pabOTOM C 1eibio (popmMupo-
BaHUS U Pa3BUTHS IPO(PECCHOHAIBHBIX HABBIKOB 00YUYaIOLIUXCHL.

B nauane xax10¥ riaBbl KPaTKUM BBOJHBIM TEKCT HA PYCCKOM WJIM Ha IIPO-
CTOM AHIJIMMCKOM SI3BIKE XapaKTEepU3yeT TOT WIA WHOW BUJ IHCEM WM JEIOBBIX
omnepanui, 3aTeM IPUBEICHBI BBIPAKEHUS, Yallle BCETO HCIOJIb3yEMBbIE B JaHHOU
cthepe OM3HEca, HAKOHETI, 00PA3IbI TUCEM U JOKYMEHTOB C MOAPOOHBIMH KOMMEH-
TapUsIMU Ha PYCCKOM SI3BIKE.

CopepxaHue mMocoOusi HAMpPaBJIEHO HAa MOBBIMIEHUS 3(P(HEKTUBHOCTH MPO-
(eccuoHaIbHO-OPUEHTUPOBAHHOTO M3YUYEHUSI MHOCTPAHHOIO SI3bIKa M HA Jajlb-
HelIlee COBEPILICHCTBOBAaHUE MPUOOPETEHHBIX 3HAHUN B BBICILIUX CEIBCKOXO3SM-
CTBEHHBIX YUEOHbBIX 3aBE/ICHUSX.

Kuura Bximtouaer B cebsi: oOlue npaBuiia BeICHUS MEPENUCKUA Ha aHTIIUM-
CKOM $I3bIKe; 00pa3Lbl MUCEM U IPYTUX JOKYMEHTOB, O(OPMIISIOIINX TPOCTEUIITYIO
TOPTOBYIO CHICIIKY.

[Tocobue oxBaTbIBaeT CIEAYIOLIME TEMbI: 3alIPOCHl U MPEIIOKEHHUS, aKIIeTI-
TOBAHME U OTKJIOHEHHUE IPEIIOKECHHUM; UMIIOPTHBIE 3aKa3bl U UX HCIIOJIHEHUE;
KOHTPAKTBI; MPETEH3UU U UX yperyJIupoBaHue; (PUHAHCOBBIE JOKYMEHTHI; CTPaxo-
BaHME; TPAHCIIOPTHBIE JTOKYMEHTBI; dJIEKTPOHHAs MEPENNCKA; CI0BAaph OCHOBHBIX
JEIOBBIX TEPMHUHOB.



UNIT 1
SIMPLE BUISINESS LETTER AND ITS PARTS

HPOCTOE AEJOBOE IITNCBMO " EI'O YHACTHU

N3yuenue nenoBoro aHriaIuiCcKOro si3bIKa Jydllie BCero HAaUnHATh C YTEHUS U
HAIMMCAHUS MPOCTEUINX KOMMEPUYECKHX IMHUCEM, C YCBOCGHUS OCOOCHHOCTEH aHr-
JIMACKOW KOPPECTIOHICHIIUY.

JlenoBasi mepenucka Ha aHTJIMUCKOM S3BIKE OCYIIECTBIISIETCS B COOTBETCT-
BUU C OMNpPECICHHBIMU TMPaBHIAMHU, 3aKpeIrUIeHHbIMH Tpanunuen. CyiiecTByer
pa3phiB MEKIy Pa3rOBOPHBIM aHTJIMACKUM WM aHTIIMHACKUM JEIOBBIX OyMmar, mo3To-
My BC€ BBIPKEHHUS, XapaKTEPHBIC ISl JEIOBBIX IMUCEM, JTOJDKHBI BBIYYHBATHCS
HAW3YCTh, a IPAKTUKA MHCAHUS JCIIOBBIX IMHCEM JIOJDKHA OBITh KaK MOXKHO OoJiee
gacToi. TOIbKO TaKUM 00pa30M MOKHO TIOYYBCTBOBATh M OCBOUTH CTHJIb AHTJIHM-
CKOM JIEJIOBOM KOPPECIIOHAEHIIUH.

OcHoBHBIC TPeOOBaHUS K CTUJIIO aHTJIIMHCKOTO JIEJIOBOTO MUChMA: SICHOCTb,
CKATOCTh M BEAJIMBOCTh. OOBIUHO AHTIIMHCKOE JIEJIOBOE MHUCHMO COJEPKUT Clie-
JYIOIINE CEMb YaCTEe:

The Heading (including Place and Date). 3aronoBok (BkiIro4aeT BpeMs U MECTO
HaIKUCaHUs MUCbMA).

The Inside Address. Bayrpennwuii aapec.

The Greeting. OGparienue.

The Body of the Letter. Conepsxanue nucbma.

The Ending (Conclusion). 3akmtouenue.

The Signature. [Toamnucs.

The Reference to Enclosures (if any). Ilpunoxenune (eciu ecms).

Pa3smemienue yacTeil mucbMa Ha JIMCTE:
The Heading
Place and Date
The Inside Address
The Greeting
The Body of the Letter
The Ending (Conclusion)
The Signature
The Reference to Enclosures

3aro/10BOK J1€JI0BOTO MHChbMa OOBIYHO HAleyaTaH Ha CHEIHATbHOM OJaHKe
(GupMBI U CONEPXKUT Ha3BaHHE (PUPMBI, a TaKXKe €€ ajapec, TeaedoH, aapec dIeK-
TPOHHOM MOYTHI U IpyTHE AeTanu (Hampumep, aapeca ¢unnanos ¢upmsl). MHOora
B 3aroJIOBKE TAaK)Xe COJEPKHUTCS YKa3aHHe Ha OO0JacTh AESATENbHOCTH (PUPMBI,
UMEHa €€ PYKOBOAUTENEH U T.1.

YacTto HEMmOCpeACTBEHHO O] 3arojOBKOM JEIOBOTO MHUChMa, Ha TOU JKe
CTPOKE, 4TO U JaTa, HO B JIEBOW YaCTU CTpaHHUILIbl, Haxoautcsa ceplika (Reference).
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DTO0 MOXKET ObITh HOMEp AEJOBOI0 MHUChbMa WK Kakas-1uoo abOpeBuaTypa, U OT-
IIPABUTENIb MTUChMa MPOCHUT TOJydYaTelis B CBOEM OTBETE CChUIATHCS MMEHHO Ha
3TOT HOMep Win abOpeBmarypy. Hymepamnus Ha ccblikax ObIBaeT pa3HOH, B 3aBH-
CUMOCTH OT MpaBWJI TOW WM MHOU (upMbl. OHA MOXET COJAepk aTh, HAPUMED,
COKpaIlleHHOE HAaMMEHOBaHUE Kakoro-inbo oraena. MHoraa B mucbMax crienvalib-
HO oroBapuBaercs: In your reply please refer to our, B Bamem oTBete, moxanyii-
cra, conuutech Ha Ham Homep FL/DK/1526; Our reference AC/KO/18, Ham Ho-
mep AC/KO/18.

AOGOpeBHaTYphl Ha CCHUIKAX AHMVIMMUCKUX TMHCEM YacTO COJEP)KAT YeThIpe
Oospire OYKBBI (depe3 ApoOb) — 3TO MHUIIUAJBI TOr'0, KTO JUKTOBAJ IMHCHMO, U
TOTO, KTO ero nedaran (cexperaps): FH/MC — Frank Henley/Mary Coy.

Bpemsi 1 MecTO HanmMcaHUs TUChMA TIOMEIIAIOTCSI B TIPABOM BEPXHEM YTITy,
no1 3arosioBkoM. [locne kanengapHo# natel, mepea nudpoii, 0003HaYarOIIEH TO/,
cTaBUTCs 3ansaTas. [[paBMIbHO HAMMCATh ATy MOXHO YETHIPbMSI CTIOCO0aMMu:

August 15™,2007; 15™ August, 2007; August 15, 2007; 15 August, 2007.

®dopma 15/08/07 ynoTpebiisieTcst KpaitHe peKo.

BuyTpennnii aagpec — TOT ajapec, KyJa HampasiseTcss nucbMo. OObIYHO
ATO MOBTOP TOTO ajpeca, KOTOPBIM HalucaH Ha KOHBepTe nuchma. Cienyer obOpa-
TUTh BHUMaHHE Ha «OOpATHBII» MOPSAOK HANMCaHUS aHTJIMMCKUX aJIpecoB, T.€.
CHayYaJia MmoJyry4aTelib, 3aTeéM — HOMEp JIoMa, YIIHIla, TOPOJI:

Messrs. Morgan & Co.,

Manufacturers.

44 Tilbury Square London N.W.

Yacto Ha BHYTPEHHEM aJIpece HOMEp J0Ma M Ha3BaHUE YJIHIIBI OMTyCKAIOTCS.
Coxkpamienue Messrs. (Messieurs, ['ocriosia) ucrnosb3yercst B TOM ciydae, €Ciu Ha-
3BaHUE (UPMBI COACPKUAT KAKOES-TNOO UMS:

Messrs. A. Robinson Ltd.

Messrs. John Smith & Sons.

Ecnu umenu yenoBeka B Ha3BaHUM (DUPMBI HET, TO 3Ta aOOpeBUaTypa HE UC-
MOJIb3YETCS:

The Sheftfield Electronics Corp.

The Associate Advisors Ltd.

Oo0pamenue HU B KOEM CiTydae HE JOJDKHO omyckaThbesi. C Hero Ha4YMHaroT-
csl Bce JienioBble muchMa. Hanbosee pacnpocTpaHeHHbIE 0OpalieHus:

Dear Sir, — k MyX)4nHe

Dear Sirs, or Gentlemen, — x pupme.

Hauanpabie OyKkBBI — Beeraa mpomnucHble. [lociie oOpamenus cTaBuTcs 3arsi-
tasg B Auriuu u nBoeroune B CIIIA. BocknuinarenbHblil 3Hak He craButcsa. O6pa-
mieHue Sir, UCTIOIB3YeTCs, HO PEIKO, TaK Kak OHO ciuimkoM (opmanbHOo. [Ipu 00-
paIIeHUH K XOPOIIEMY JCIOBOMY JIPYTy MOXKET OBITh UCITOJIb30BAHO €T0 UMSI:

Dear Mr. Black,

Coaep:xxanue nucbMa, pa3yMeeTcs, ABIsSETCS €ro CaMmoi CyIECTBEHHOM Ya-
cThio. TekcT muchbMa ciaeayer paz0ouBaTh Ha ab3albl TAKUM 00pa3oM, YTOOBI KaxK-
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JbIA ab3all copepkal 0coOyr0 TeMy UM 0COOBIN MOBOPOT TEMbI, TPEOYIOIIUHN OT-
JETHPHOTO BHUMAHUS.

C neBoit CTOPOHBI CIIEAYET OCTaBUTH MOJIe KaAK MUHUMYM TPU CAHTUMETpa.

CyMMBI JieHer, yIIOMHHAeMble B MUCbME, MOKHO MUCAaTh C HOBOH CTPOKH
100 MOAYEPKUBATD.

Yacto mepen TEKCTOM MHUCbMa, MOCJE OOpallleHus, TMOSBIAETCS ocobas
CTpOKa (CChUIKA), YKa3bIBAKOIIAs HA TO, O YEM 3TO MUCHbMO. DTa CChIIKA HYKHA JIJIs
TOTO, YTOOBI TPUBJICYh BHUMAHUE PA30UPAIOIIETO MOUTY.

Hanpuwmep:

Dear Sirs, YBaskaemsle rocroja!

Re: Letter of Credit No... Kacarensno: Akkpenutus No...

B aro0ii cchuike Bece ciioBa (KpoMe apTUKIIEH, MPEAJIOrOB H COO30B) MOYKHO
MUCAaTh C TIPOMUCHON OYKBHI.

Nuorga Bmecto Re (Ref) ucnonsiyroT cnoBo Subject uiam Ha3bIBalOT TeMy
nvcbMa BooO1ie 0e3 Kakux-JIu00 BBOJIHBIX CJIOB, JIUIIb MOJYEPKHYB 3TH CIIOBA:

Dear Sirs,

Your order No. 5658 of 15 May 2007

3akJ/l0ueHue MuchMa MPEJCTaBIseT CO00M OJHY M3 TPAJAUIMOHHBIX (HOPM
BEXJIMBOCTH, HallpUMED:

Yours faithfully,

Yours truly, Uckpenne Bami(n),

Yours sincerely,

Hwxe sToit hopmysbl 0OBIMHO TOBTOPSAETCS Ha3BaHHE (GUPMBI, 3aTEM OCTaB-
JISIETCSL MECTO JIJISI MOANMCH, TT0J] KOTOPOU MedaTaeTcss UMsl TIOITMCABIIETO MUCHhMO
YEJIOBEKA W €ro JIOJDKHOCTh B upme. TpaguiimoHHO MOANMUCH CTaBWIIACh B Cepe-
JUHE JINCTA, HO B COBPEMEHHBIX MIChMaX CIIBHHYTA K JIEBOMY TIOJIIO.

Ecnu nmucbMo MoAMMCHIBaCT HE TOT, Yb€ MM HAIlCYaTaHO BHU3Y, a, HAIPH-
Mep, 3aMECTUTEIb, TEXHUYCCKUN paOOTHHK U T.II., TO TIEpPE] HAalleYaTaHHBIM BHU3Y
MMCbMa UMEHEM CTaBAT CJIOBO for Wi OyKBBI p.p.

IIpuioxxeHust ymoMHUHAIOTCS B HUXKHEH JIEBOM YaCTH CTPAHUIIbI, HUXKE MO/
nucu. Hanpumep:

Enclosed (encl.): mnpunoxeHnue:

Bill of Lading KOHOCaMEHT

3 Enclosures (encl.): 3 MPWIIOKEHUS:

Bill of Lading KOHOCaMEHT,

Certificate of Quality  cepTudukaT KauecTna,

Invoice cyer



UNIT 2

PHRASES FREQUENTLY USED IN BUSINES CORRESPONDENCE

BBIPAKEHUSA, YACTO UCIHOJb3YEMBIE B JIEJJOBOM INEPENNUCKE

Kak cnpocuTh WM 0CBEIOMHUTBLCHA 0 YeM-JIu00?

51 Ob11 OBI paj y3HATh. ..

He courere n1u BO3MOXKHBIM COO6IHI/ITI)
MHC...

bynem npusnHarenbHsl, ecau Bel co00-
IMTE HAaM 3aWHTEPECOBaHBI I BbI mMO-
IPEKHEMY B...

Bynbre 100pHI, cOOOMMUTE KaK MOXKHO
cKopee, kenaeTe ik Bhl...

Bynpre 106psI, coodmuTe,

MOXKaJyHUCTA. ..

Ms1 OyneM odeHb pajibl, eciu Bel cmo-
’KETE U3BECTUTH HAC...

Me1 ObutH Ob1 Kpaline OnarogapHsl Bam,
eciu Obl Bl KpaTKO MOSICHUIN HaM. ..

Mp1 HaaCcCMCs, 4TO Bbl HanuiieTre Ham
OTHOCHUTEIBbHO Bammx HHTCPCCOB B...

Mzl nostaraeMm, 4to Bel cooOmmuTe Ham
KaK MOYKHO CKOpEE...

He Oynere mu Bol cTonb mr006€3HBI 00B-
SICHUTh HaM, KaK 0OCTOST Jiena C. ..

[Toxanyiicta, cooOuuTe, €Ciu. ..

[TockoJibKy BOIIPOC HEOTIIOKEH, TPOCUM
Bac nath oTBeT ¢ 00paTHOM MOYTOMA.

I would be glad to know...

Would it be possible for you to tell
me...

I should be grateful if you would let me

know whether

Would you please let me know as soon
possible whether you would be willing
to...

Gould you please tell me...

We would be very much obliged if you

could inform us...

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

We hope that you will write to us con-
cerning your interest in...

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.



[Tpocum cooOLIUTH HAM, CMOKETE

a1 Bl IOCTaBUTE. .. cchUlasAch Ha Baie
OOBSIBJICHUE B..., s ObUT OBl paj MOJTY-
YUTh NOAPOOHYI0 HH(POPMAITHIO O...

S 6b11 61 BecbMa OnarosiapeH Bawm,
ecii 061 BBl cooOmmim MHE. ..

51 6611 ObI OueHb Bam npusHatenex,
eciu Ob1 BBl MOTIIM AaTh MHE CIEIyIO-
Y10 HHPOPMAIIHTO

Please let us know whether you can
supply... with reference to your adver-
tisement in... I should be pleased to re-
ceive detailed information about...

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

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

Kak coo0muTh N1 U3BECTUTH 0 YeM-J1100?

Mp&1 HamepeBaeMmcsl. ...

B otBer Ha Bam 3ampoc coob6miaro,
qToO...

Bo3moxHo,
4T0...

MHC CJICAyCT OTMCTHUTD,

Jlns HAac BayKHO, YTOOHL. . .
Kak Bam u3BecTHO. ..

Kak BrbI 3Haere u3 npenpiaynien mnepe-
MUACKH. . .

Kak Bwl yBuauTe u3...

MpsI THiaTeNnbHO paccMoTpenu Barne
IIPEIITIOKEHHUE.

Mzi1 cooOmiaem Bawm, uto. ..
HacrosmuMm coob1maro, 4ro...

OO6patuTte, noxajyicra, BHUMaHHE,
4TO. ..

We intend to...

In reply to your enquiry I wish to advise
you that...

Perhaps I should mention that...

It is important to us that...
As you know...

As you know from previous correspon-
dence...

As you will see from...

We have carefully considered your pro-
posal.

We advise you that...
This is to inform you that...

Please take note of the...



OG6pamiaem Baiie BHUMaHuE Ha TO,
9T0. ..

[Tumry, 9T00BI TOATBEPAUTH, UTO. ..
ITo3BoJNIbTE CKa3aTh, 4YTO...

ITo3BoJIbTE COOOIIHUTD, UTO. ..
[Ipumure, noxxanyicra, K CBEICHUIO. . .
Crasmro Bac B U3BECTHOCTD, UTO...

S1 661 XoTen coobmuThs Bam, yTo Hama
dbupMa HamepeBaeTcH. ..

A umero y10BoJIbCTBUE COOOIUTH BaM,
4To. ..

We wish to draw up your attention to
the fact that...

I am writing to confirm that...
Permit me to say that...

Let me inform you that...

Be advised, please, that...
Please take due note that...

I would like to inform you that our firm
is intending to...

I have the pleasure to inform (in inform-
ing) you that...

Kak npepyio:xxkurb CBOK NOMOIIb WJIH YCJAYTrH?

Ecnu Bam HyxHO uTO-HMOYIH eliie, To-
Kamyncra, COOOIHUTE.

He crecHsittech, noxanyncra, cKa3arhb,
€ClIi Mbl MOKEM OBITh I0Je3HBI Bam
4eM-HUOY Ib.

Ecin Bam HeoOXoauMbl JallbHEHIIINE
OAPOOHOCTH, 5, pazymeercs, Oy1y cua-
cTiauB cHaOmuTe Bac umu mo Bamei
mpochoe.

Eciy BO3HMKHYT Kakue-nu0O BONPOCHI
BO BpEMS..., MTOKAIYHUCTA, HE CTECHSNU-
Tech o0OpaTuThCcs. Mbl OyZemM pajsl OT-
BETUTHh Ha JIOOBIE TEXHHUYECKHUE BOIIPO-
Cbl OTHOCHUTEJIBHO. . .

Mpbl1, KOHEUHO, OyJIeM CUACTIIUBBI OJ10J1-
XUTH Bawm...

If you need something else, please let
me know.

Please do not hesitate to let us 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...



[Toxxkanmyiicta, He cTecHsiiTeCh 00pa-
TUTBCS KO MHE, €CIIM 3aXOTHUTE IOIy-
YUTh...

A I1ojararo, Bbl He cTaHeTe CTECHATHCS
O6paTI/ITBCH K HaM...

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

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

Kak 3aBeputhb B 4eM-1100?

bynbpre yBEpeHbI, UTO s CHAENar BCe,
YTOOBI JOBECTH 3TO JIEJIO0 JI0 YCHEIIHOIO
3aBEPIICHUS.

Mosxete OBITH YBEpPEHBI, YTO S Mpea-
IpuMy...

Me1 caciiacM BCC BO3MOIKHOC, YTOOHI. ..

Please be assured that I will do my best
to bring this matter to a satisfactory end-
ing.

You may be assured that I will make...

We shall do our best to...

Kaxk BbIpa3suTh Hajexxay HA YTO-JIU00?

Mps1 oueHb Hazeemcs, yTo Bel npuaere
K IIOJIOXKUTEIBHOMY PEIICHUK) OTHOCH-
TEJIBHO. ..

Mps1 nonaraem, 4to BbI Ipuioxure Bce
yCUIUs JUIA. . .

MBI paccuMuTBIBa€M YCIBILIATH BCKOPE
Bamu nanpHenmme npenioxKeHusl.

A HCKPCHHC HAJACHOCh, UTO Bb1 cMoxeTe
IIOMOYb MHC B 3TOM ACJIC.

S Hanerocs, uro y Bac Bce xopowo. ..

S Hazmerock, 9T0 Oyy MIMETh HOBOCTH
111 Bac 1oBOSIBHO CKOPO.

S1 mangeroch, 9TO HE JOocTaBIO0 Bam MHO-
r'0 XJIONOT, €CJIH. ..

Sl HagerCh, 4To BCE UIET XOPOLIO C. ..

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.

I hope that you are keeping well...

I hope to have further news for you be-
fore too long.

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

I hope that all is going well with...
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Kak BbIpa3uth npocs0y?

4 Ob1 OBI BecbMa OJ1arojiapeH, ecyiv Obl
Br1 mormmu. ..

...IIpUCIIaTh MHE. ..

...IIOATBEPAUTD, UTO. ..

...CBA3aTbCs CO MHOW IO NOBOJY IpPO-
JAXH ... U IOKYIIKH ...

...A3BECTUTH HAC...

[Toxanytiicta, cooomure. . .

BbyabsTe noOpsl, mpuciaTh MHE. ..
Bpimmure HaM, mokaimyucTa, CpOYHO...
B COOTBETCTBUH C HAILIUM KOHTPAKTOM.
IIpocum BbICIIATH HAM. ..

HpOCI/IM 3aMCTHUTDb, 4YTO...

IIpocuM He 0TKa3aTh B JIIOOE3HOCTH BBI-
cJaTh HaM...

Mps1 Oyaem OnaronapHsl, eciu Bhl. ..

Ms1 odeHp paccuuThiBaeM Ha Bam ot-
BET, UTOOBI UMETh BO3MOKHOCTD. ..

[Ipocum onnaTuTs. ..
ITpocuM cooOIUTE HaM O...

[Ipocum y Bac HEKOTOpyH JOIOJIHHU-
TeNbHYI0 HHGOPMAIIHIO O. ..

[Ipomry mpuHSTH BCE HEOOXOIUMBIE
MEpBI JIA. ..

XoTenock Obl 3HATh, HE MOXKETE JU BBl
OKa3aTh HaM JIFOOE3HOCTD. ..

Mpi1 ObI Honpocuiiv 00eCeunThb Hac. . .
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I (we) would (should) be most (extreme-
ly) 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
dance with our contract.

In accor-

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 additional
information...

Please take all necessary measures for...

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

We would kindly request to provide us
with. ..



Kak BbIpa3uTh 01aroqapHoctsb?

[Tumry, uroObl nobnarogaputh Bac 3a...
[To3BOIbTE BOCIOJIB30BATHCS CIy4aeM,
yT0OBI TOOJIarogapuTh Bac 3a...
[Ipumure, noxxairyihcra, MOK HCKPEH-

HIOIO (TIyOOKyr0) OnaromapHocTh 3a
Bamy nomonie.

Xouy BbIpa3uTh MOKO OJaroJapHOCTh 3a
Bce Bamm ycunus. ..

A BbIcOKO 1IeHI0 Batry 1o0poTy...

S uckpenne 6naronapes 3a Bar coser.

S ouens Giaromapen Bam 3a momornis.

[ am writing to thank you very much
for...

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

Please accept my sincere (deep) apprec-
iation for your help.

I wish to express my appreciation for
all your efforts...

I sincerely appreciate your kindness...
I am truly grateful for your advice.

I am most grateful to you for helping me.

Kak BbIpa3uThb coxajienue?

borocs, uTto...

K moemy BenMKOMy COXaJIEHUIO,
sl TOJKEH U3BeCTUTh Bac, uTo...

K coxanenuto, s BbIHYXJEH COOOUTUTH
Bawm, uro...

C coxaneHuem COO6I_IL’:1IO, qTo...

C coxaneHueM y3Hal, uTo...

Coxanero, 4To Ha CEroJHs y MEHS HET
s Bac mydmmx HoBOCTEM.

Sl odenp coxaiero, YTo npuyMHUI Bam
CTOJIbKO OECITOKOMCTBA.

I am afraid that...

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

I 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...

I am sorry that I have no better news
for you today.

[ am very sorry to have caused you so
much trouble.
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A ¢ coxanenueM y3Han u3 Bamero I was sorry to learn from your letter

MHChMa, YTO...

that...

Kak BbIpa3uTh u3BUHEHUA?

I[OJ'I}KGH HN3BHUHUTLCA 3a TO, 4YTO...

W3BuHUTE, HO 1 HE MOTY ITOMOYb Bam B
JTOM JEIIE.

[Ipumure, noxanylcra, MOM U3BUHEHUS
3a..

IIpuHOCUMM M3BUHEHUH 34. ..

[Ipoury u3BUHUTS 3a TO, YTO. ..

X04y IPUHECTU CBOU CaMbl€ UCKPEHHUE
U3BUHEHUS 3a HEYyJO0OCTBO, KOTOpOE
ob110 Bam npuunHeHo. ..

Sl uckpeHHe coxanero, uro...

S oueH» BHHOBAT B TOM, YTO...

I must apologize that...

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

Please accept my apologies for...

We offer an apology for...

I am sorry that...

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

I sincerely regret that...

I was extremely sorry that...

Kak BbIpa3uTh y10BJIeTBOpeHue?

C yZI0BOJIbCTBHEM. ..

Mpbl odeHb panbl, 4TO Bbl moxenanu
KYIUTb. ..

MBI 04eHb pajbl, YTo. ..

Mp&1 paasl COOOIIUTH, YTO MOXKEM OCTa-
BUTH 3a Bamu...

Ham ObL10 OY€Hb NPUATHO Y3HATh, YTO
BrI pemmnm npeAnpuHATS. . .

Ham Obu10 npustHO y3HaTh M3 Bamero
IMCcbMa, 4yTo Bl pemmiy. ..
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I take pleasure of...

We are most pleased that you want to
buy...

We are delighted that...

We are glad to say that we can reserve
for you...

We were very pleased to hear that you
have decided to take on...

We are pleased to learn from your letter
that you have decided to...



S Obu1 paj y3HaTh, YTO. ..

I was happy to hear the news that...

Kak BbIpa3uTh HEy10BJIEeTBOpEeHUE?

Ms1 He YOOBJICTBOPCHBI IPCAJIOKCHHBI-
mu Bamu YCIOBUAMU.

S ouenp oOecmokoeH TeM, 4To Bnl He
CMOJXKETE. ..

Hacrosmmm nuceMoM s 3asBIISIIO KaTe-
TOPUYECKUHN MTPOTECT IIPOTHUB. ..

Oto, monararo, Bpel cormacutech, He
JY4IdiA coco0 BECTH Jiena.

Sl oueHb OTOpYCH OAdHHBIM 00CTOSTEIIb-
CTBOM.

We are not content about the terms
you suggested.

[ am most troubled that you will not
be able to...

By this letter I categorically protest
against...

This is, I am sure you will agree, not a
good way to conduct business.

I am very disappointed about this
fact.

Examples of letters. O0pa3ubl nmucem

Enquiry concerning car heaters
3anpoc KacaTeiabHO aBTOMOOMIBHBIX 000TpeBaTenei

Clarke & Sims Ltd.
High Street Ellingham

Telephone Ellingham 6708 Suffolk

17" January, 2...
FH/MC

The Sales Manager,
Motorheat Ltd.,
Walker Road,
Coventry

Dear Sir,

We are interested in increasing our range of car heaters and should like to
receive information about the various models you are at present producing.

We should be obliged if you would send us your latest catalogue and price
list, together with details of the CX4 heater advertised in the current issue of the

Motoring Monthly.
Yours faithfully,
Clarke & Sims Ltd.
F. Henley Manager.
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Reply to the previous
OTBeT Ha MpeabIAyIIee MUCHMO

Motorheat Ltd.
Walker Road Coventry Coventry 31043 TB/EW
20M 7 anuary, 2...
The Manager,
Clarke & Sims Ltd.,
High Street,
Ellingham,
Suffolk
Dear Sir,
Re: Your Letter of the 17 Jan., 2...
We thank you for your letter asking for details and prices of our car heaters.
We have pleasure in enclosing our latest price list and catalogue, together with de-
tails of Model CX4.
Please do not hesitate to write if you require further information.
Yours faithfully, Motorheat Ltd.
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Unit 3
BUSINESS TRIP

AEJIOBAS TTOE3IKA

Auanoru
3ananmue 1. IlpounTtaiiTe U BhIyYHuTE IMAJIOTH HAU3YCTh.

Buying a ticket

— Good morning. What can I do for you?

—I’m going to fly to New York. Tell me, please, if I 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 I 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.

At the Airport Hotel

— Good evening.

— Good evening, sir. I’'m at your service.

— 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 address here.

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

— Certainly, sir. Would you like our restaurant room service to bring you break-
fast?

—Yes, I’d like to.

— You can order your breakfast by telephone 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.
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Checking in

— Good evening. I have reserved a single 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 comfortable.
Will you register, please? Here are the forms.

— How much do I pay?

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

— Can I pay with a credit card?

— Sure. The porter will take your suitcases 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 I 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?

— I liked the service and the meals in your restaurant were excellent.

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

IlepeBeanTe HA AHTJIMIICKUA A3BIK

Pasrosop mo tenedony:

— Anno! Mory st moroBoputs ¢ r-HoM [locnienoBbiM?

— a. KTo roBoput?

— I'oBoputr Cmur.

— 3npaBcTByiiTe, T-H CMmuT. Kakoro umncna Bel cobupaerech k Ham npuexaTh?
— S cobupatock puwiietreTh 10 Masi, B TOHEAEIbHUK.

— Korna npe6siBaeT Bamr petic?

— Peiic npeObiBaet B asponopt IllepemerseBo B 11 wacos yTpa.

— 51 BcTpeuy Bac B asponopry. 3aka3ate Bam HOMep rocTUHUIIBI?
— Bpi1 661 ouens Bam 06s13aH.

— XKenato Bam npusitHoro nosuera!

— Cnacub0o.

3ananue 2. IlpouurtaiiTe TeKCT, mepeBeanTe Ha pycckuil s3bIk. CocraBbTe
auaJior Ha Temy «B orTese».
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AT THE HOTEL

The «Golden Ringy» 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.

Large hotels usually offer their guests different kinds of services. There is
the inquiry office where they will answer all your questions and give you all the
information you want. At the laundry you can have your things washed and
pressed. At the dry cleaner’s you can clean your clothes. At the shoes repairs’ you
can have your shoes mended and polished. At the service bureau you can order a
taxi or rent a car, book in advance train and air tickets. There are also hairdresser’s,
barber’s and beauty saloon.

There is a small banking office in the entrance hall. You can cash traveller’s
checks and change currency there.

If you need to leave your suitcases for a while you can use the left-luggage office.
The hotel porters will help you to carry your luggage.
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Unit 4
A BUSINESS MEETING

JAEJIOBASA UT'PA

IlepBbIii 3TAaN — HAYaJI0 IPOBEICHHS BCTPCUH.

Henb3st mpuctynate K Jielly HEIMOCPEJACTBEHHO IOCie MpUBETCTBHA. Heoo-
XOJIMMO YCTaHOBHUTH C TTAPTHEPOM OMPEICICHHBINA JPYKECKUM KOHTAKT.

OOBIYHO ATO TaK Ha3bIBaeMbIE€ «OOIIHE» HIN «CBETCKHE» TEMBI O IOIOJE,
00X 3HAKOMBIX, TIEPEJIETe, O BU3UTE B BaIlly CTpPaHy (JIOCTONPUMEUYATEILHOCTH
u T.1.). Heo0X0IMMO MOMHHTB, YTO B Pa3HBIX CTpaHAX MPOIIEAypa «CBETCKOU Oe-
celbl» Ha MepPeroBopax MOXKET ObITh pa3TudYHON. /[ aHTIMYaH Ta 4acTh Mmepero-
BOPOB €CTECTBEHHA, T.K. JUII HUX B JIFOOOM Pa3roBOpe OOBIYHO TMEPBOM TEMOM SIB-
aseTcst moroaa. Hemiiel, kKak mpaBmiio, ObICTpee MEPEeXoasT K Jey, a B CTpaHax
bmmxnero Boctoka Hayano BCTpeuu Npoxoaut 0osiee 00CTOATENbHO.

3ananue 1. CocraBbTe «001IME» AMATOTH, YIIOTPEOJIAS TAKHUE CJI0BA U KOHCT-
PYKIIUH, KaK:

— How are you? (Kak nena / 3mopoBne?).

— I’m fine, thank you. (Cnacu6o, xopoio).

— Nice weather, isn’t it? (Xopo1as morozia, He rpaB/a Jin?)

— I think... (4 gymaro).

— I suppose... (4 nonarato).

— I believe (S cuuraro / Bepio).

— I hope (S nanerocs), u T.x.

OO6menpuHATHIE (pa3bl, KOTOPBIC TOMOTAIOT MEPEUTH K JIETOBON YaCTH:
— Let’s get down to business (IIpuctynum k aeny).
— I believe we may get down to business (ITosnararo, Mbl MOXkeM TeperTH K

Teny).

Bropoii 3Tan — 3TO COCTABIICHUE IUAJIOTA.
VY4acTHUKY quajaora JO0JDKHBI ObITh TPUBETINBBIMY, YCTAHOBUTH JCIIOBOM
KOHTAKT, IMPEAIIECTBYIOLINMN ITIEPETOBOPaM.

JmuaJor 1

Mr. Brown (Br.) / Mr. Ivanov (I.)

Br.: Good afternoon, Mr. Ivanov

L.: Good afternoon, Mr. Brown. How are you?
Br.: ’'m fine, thank you. Nice weather, isn’t it?
L: You’re right. It’s very warm today.

Br.: T hope you are having a good time.
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L.: Oh, yes. I like it here very much

Br.: Have you gone sightseeing yet?

L.: Unfortunately, I haven’t seen much yet. I’ve just been to Tower and St.
Paul’s Cathedral. It made a great impression on me (it’s really a masterpiece of ar-
chitecture).

Br.: Glad to hear it. And what can I do for you? I believe we may get down
to business.

Ha TPETHEM ITAIlC paCCMATPHUBACTCA OCHOBHAs 3aJjada IICPEroBopoB.

3aganue 2. CocTaBbTe AMATOTH, UCHIONB3YS cleayiouie Gpa3bl U BRIPAKECHHS, IO
TeMe Kyris-tipogaxa ToBapa ‘Model FK-15’(ycmoBHoe o0o3HaueHue ToBapa) U
ero apocraeka. [lokynarens (r-H MIBaHOB) y’ke caenail 3ampoc Ha TOBap M 3auHTeE-
pecoBaH B €ro NOKYyNKe, HO HAXOAUT LEHY CIUIIKOM BbICOKOH. [Iponaser] He cHU-
KaeT 1IeHy, HO MpeJiaraet BhIrOHbIE YCI0BUS NocTaBku (c.1.1.).

B »T0if wactu BcTpeun / MeperoBOpoB YMECTHO YHOTPEOUTH CIIETYIOIINE
CJIOBA U BBIPAXKCHHUS:
to be interested in — OBITH 3aMHTEPECOBAHHBIM B..., HHTEPECOBATHCS
a buyer — nmokymnareinb
a seller — mponasen
a representative (of) — mpencraBuTens
enquiry (for) = inquiry — 3ampoc
to enquire / inquire — 3ampanimBaTh
the talks — meperoBopsl
to have talks with — BecTu meperoBopsi c...
material — matepuan
materials — MmaTepuanbl, TOKyMEHTHI
an appointment — BcTpeya
to make an appointment — Ha3Ha4YaTh BCTpEUy
to go through materials / catalogues / price-lists — nmpocMoOTpeTh, 03HAKO-
MUTBCA ¢ MaTepUaiaMy / KaTajoramu / mpaic-mucTaMu
price — 1ieHa
at the price of — mo niene
high / low prices — BbicOKHE / HU3KHUE TICHBI
demand — cmipoc
to be in great demand — monb30BaTHCS CIPOCOM
to reduce — cHMXKaTh, COKpAIIATh
to reduce the prices of the goods — cHU3UTH TICHBI HA TOBAPHI
offer — npenyioxenue
to accept — npuHHUMAaTh
to accept an offer — npuHUMAaTh NpeIOKEHUE
to accept a price — MpUHUMATh IIEHY
20



to accept terms of delivery — npuHMMaTh yCI0BUS TOCTaBKU
to accept terms of payment — npuHUMATH YCIOBHUS OILJIATHI
acceptable — npuemiieMblit

to require — TpeboBaTh(Cs)

any time you say — B JIl00OO€ BpeMs

Bo Bpems BcTpeu u meperoBOpoB HEOOXOAMMO COOJIOIATh PAMKH JIEJIOBOTO
oOIIeHus, CTIAKUBATh MPSMOJIMHEHHBIC H PE3KHE MOMEHTBI B PEYEBBIX KOHCTPYK-
IUSIX, UCTIOJB3YS cieaytomue (ppasbl:

Hanpumep:

I want — I would like.

I can do it — I could do it.

To be afraid (ynorpeGsieTcst iy1sl CMSTYEHUS KATETOPHUYHOCTH BBICKA3bIBAHUS).

I’m afraid you are not quite right.

I’m afraid I can’t do it now.

3aK/II0YUTENbHBIA 3TaNl — MOArOTOBKA MaTepualia K poOJIEBOMl UTpe C HUC-
I10JIL30BAaHUEM JHaJIoroB 1 u 2.

C 2TOi 11e7IbI0 KOPPEKTUPYIOTCS U OTOMPAIOTCA HanboJiee yaauHble BapHaH-
ThI JIJIL POJICBOU UTPBHI.

Jnajor 2

1.: We sent you our enquiry for Model FK — 15 last month. We are interested
in it because we are going to use it in our computer class.

Br.: Have you got all necessary materials?

L: I’ve gone through your catalogues and price — lists. I suppose (believe)
we can buy from you 6 Models FK-15 (& 6 Models FK-20). But there is one point,
your prices are too high, ’'m afraid.

Br.: 1 see. But our goods are in great demand and we usually sell them at
these prices. Besides, we have sold FK-Models at these prices lately. I’'m afraid we
can’t reduce them. But we can offer you the goods c.i.f. Moscow.

L.: Well, I’ll have to contact our director and let him know your answer. I
hope he’ll find that your terms are acceptable to us.

Br.: When do you require the equipment?

1.: We’d like to have them in June.

Br.: That’s all right. Can I see you on Tuesday?

L: Of course. Is 11.00 convenient to you?

Br.: Any time you say.

1.: Good-bye.

Br.: Good-bye.
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UNIT 5
HIRING. HOW TO WRITE A RESUME?

IHPUEM HA PABOTY. KAK HAIIMCATD PE3IOME?

Pe3tome — 93TO Kparkoe omucaHWe JACNIOBOM WIM MpodeccroHaIbHON
KBaTM(UKAIIMA YeJIOBEKa, €ro oOpa3oBaHUs M ombiTa padorhl. Llems pestome (B
AHITIMHMCKOM SI3BIKE NHIIETCS Kak “résumé” m “resume”, a Tak)Ke Ha3bIBACTCS
“curriculum vitae” wim “c.v.”’) — 3aMHTEpECOBaTh MOTEHIIMATBHBIX paboToaarenen
B CIMIOCOOHOCTSIX, KBaTU(PUKAUK U PEKOMEHIALUSAX COUCKATENS ISl BBITOJIHEHUS
ompenesieHHOW  paborel. B nmaHHOM  aBe BBl HaWJETE  HECKOJIBKO
COTIPOBOJIUTENHHBIX TIMCEM, a TaKXke OOpas3IoB pe3loMe IS COWCKaTelen
paznuuHbIx JoipKHOcTeM. CyluecTByeT JBa OCHOBHBIX (opmara pesrome:
XPOHOJIOTHYECKUI U (PYHKIMOHATbHBIM.

B xpoHonoruueckom pesroMe — HaumOoJiee MIHUPOKO PacnpoCTPaHEHHOM
dbopmare — Bbl yKa3bIBaeTe MecTa paboThl B OOpaTHOM XPOHOJIOTMYECKOM TOPSIIKE,
HauMHasi C 3aHMMAaEeMOM B HACTOsIIEe BpeMs M caMOW HeIaBHEW JOJKHOCTH.
Cnenyer ykaszaTh: Ha3BaHHME M aJpec KOMIIAHWM, JaThl Hadajga W OKOHYAHUS
paboThI;  JOHKHOCTH; ONHCaHWEe COOCTBEHHBIX OOsS3aHHOCTEM W  30H
OTBETCTBEHHOCTH B IOPSJIKE BaXKHOCTH.

B ¢ynkummonanpHOM pe3roMe BbI A€NIaeTe aKICHT Ha CBOMX OOSI3aHHOCTAX H
OTBETCTBEHHOCTH, a HE Ha paboToAaTelsiX, TOYHBIX CpOKax pabOThl W HA3BaHHUH
JOJDKHOCTEN. Takoll THUI pe3loMe HE CIIEYET HMCHOJb30BaTh, €CIM Bbl 3aHUMAJHU
noctostaHOe MecTo. OOpazer (QyHKITMOHATBHOTO PE3oMe TIPUBEICH B JAHHOM TJIaBe.

IIncbpmo, conpoBo:kIalolIee pe3loMe
7260 Vista Drive

Denver, CO 80030

March 3, 20XX

Thomas Randolph, Senior Geologist

Gigantic Resources

One Mountain Plaza

Phoenix, Arizona 99065

Dear Tom:

I enjoyed our telephone conversation this morning and was interested to hear
about the opening for an exploration geologist at Gigantic Resources. As you
requested, I am faxing you a copy of my resumé. I will also be mailing you a copy
for your permanent files. As I mentioned during our conversation, I am a
petroleum geologist with seven years of experience in the Rocky Mountain region.
Currently, I am working for Weaver Oil and Gas as their Manager of Geology. My
duties include both prospect generation and sales. I have strong technical abilities
and sound written and oral communication skills. Due to family considerations, I
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am very interested in relocating to the Casper area. I look forward to meeting with
you on November 11. If you wish to contact me before our interview, you may
reach me at 303-555-5792.

Thank you again for the information you offered me on the telephone this
morning.

Sincerely,

Signature

Karl Davis

CamocTosiTe/ibHbIE («X0J0HbIE») COMPOBOANTENbHbIE MHCHMA
NOTEeHUMAJTbHBIM PaboToaaTEeSIM

Dear Name:

This is a letter of inquiry. I am writing to find out if your company has
openings for a product manager in one of your pharmaceutical divisions. The
recent acquisition of Mencken Diagnostics, Inc. (for which I am currently working)
by the Rex-tell Corporation has left the future of many employees uncertain. For
this reason, I am seeking new challenges and options and have selected Barker
Pharmaceuticals Corporation as one company whose reputation and leading
position in the industry is unparalleled. At present I am employed as a product
manager for Mencken Diagnostics, Inc. in their New Jersey headquarters. My job
involves the implementation of effective marketing plans in order that sales targets
are met both on time and within budget. More specifically this involves the
preparation of quarterly sales and analysis reports and forecasts, preparing product
information packages for each new product launched, and producing promotional
material for existing products. After you have reviewed my résumé, I hope that we
will have the opportunity to discuss my experience and qualifications further
during a personal meeting. Thank you for your consideration.

Sincerely,

Dear Name:

I am writing to inquire about the possibility of obtaining a position as a
bilingual secretary (English-French) in your company’s international marketing
and promotions department. I am currently working as a private secretary for the
senior vice president in charge of international sales of United Belgian Marketing
Corporation in Milwaukee, Wisconsin. Attached is my résumé outlining my
qualifications and nine years of experience as a secretary for several mid-sized
companies. | have excellent secretarial abilities, including shorthand (120 wpm)
and audio (IBM AS 4010), and computer skills such as Word for Windows 6.0,
business graphics, and desktop publishing (PageMaker 7.0). I can handle heavy
responsibility and I have the ability to work on my own initiative and as part of a
team. My experience with United Belgian Marketing Corporation is especially
relevant to the qualifications you may seek. I would enjoy discussing this with you
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in a personal interview. I look forward to your reply and hope to have the
opportunity to meet with you during a planned visit to Chicago early next month.
Sincerely yours,

Dear Name:

I am presently a graduate student at Columbia University in New York City,
working toward a Master of Science degree in geophysics. I will graduate in July
1999. Since my prior work experience during summer and part-time employment
1s in geophysics, the profile of your company was provided to me by Columbia's
placement office. I am particularly interested in a position in your company
related to geological exploration. I have worked as a summer intern and later as a
part-time employee for the Ferguson Oil & Gas Exploration Company in Madison,
New Hampshire. I was involved in seismic interpretation and acreage evaluation in
order to delineate existing and future fields and to define potential exploration
targets. The attached résumé indicates my capabilities. I am available for an
interview to discuss my qualifications and your requirements at your convenience.
Thank you for your consideration and I look forward to hearing from you.

Sincerely,

Kak NMPaBAUJIBbHO HAIIUCATDH COMMPOBOAUTE/ILHOC TIMCbMO

The letter of application (Cover letter)
3asBienue (ConpoBoauTeibHOE MUCHMO)

IIMCBbMO MOXET

The letter of application can be
as important as the CV because it (CV),
is the first direct contact between
a candidate for a position and an
employer. This letter must be well
written and presented to make a
good impression. The letter of
application normally contains four
parts in which you should:

— confirm that you wish to get the
job and say where you learned about
the vacancy;

— say why you are interested in this
position and your interest are the
same as those of the company;

— show that you can contribute to
the job by highlighting your skills
and experience;

ComnpoBoauTeIbHOE
OBITh TAaK K€ BaXKHO, KaK U PE3IOME,
IIOCKOJIBKY O3TO IIEpPBBIM IIPSIMOU KOH-
TaKT MEXIYy KaHAUAATOM Ha JOHKHOCTD
U TpEIIPUHAMATENEM. OTO NHUCHBMO
JOJDKHO OBITH XOpOLIO HAIlMCaHO H
IPEICTaBIEHO, YTOOBI MPOU3BECTH XO-
poiee BrnedariaeHue. [luceMo 0OBIYHO
COJIEPXKUT YETBIPE YacTH, B KOTOPBIX
Bb1 n1oimKHBEL

— IOATBEpAWTh Bamie xemanuwe mnomy-
YuTh pabOTy M COOOWIUTH, IAe Brl y3-
HaJIM O BaKaHCHH;

— coo0mmuTh, mouemMy Bbl 3auHTEpecoBa-
HBbI 3TOM pabOTOii, M uTO Baim naTepecsl
COBMAJAIOT C HWHTEpEcCaMH KOMIIAHWH;
— TOKa3aTh, 4yTo Bbl MoXeTe BHeCTU
CBOM BKJaJ B paboTy, BBIIBHUras Ha
NEPBBIM IUIAH BAalllM YMEHUS M OIIBIT;
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— indicate your willingness to — ykaszaTh Ha Baiy roroBHOCTH NpUATH
attend an interview (and possibly Ha coOecemoBanue (M BO3MOXHO, COO0-
say when you would be free to attend).  muTh, koraa Bel cMoxeTe npuaTn).

Below you will find Ann Jackson's let- Hmke HOPHBOIHMTCS COMPOBOIUTENBHOE
ter of application: nucbMO DHH JI)KEKCOH:

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 1 am presently employed, it has always been my intention to work
in commercial environment. I would like to work for your company as I have long
admired both the quality of the products that it provides and its position as a de-
fender CV, the job you are offering suits both my personal and professional inter-
ests.

My work experience allows me to work in Public Relations today. I am sure
that this, together with my understanding of the needs and expectations of sport
and nature enthusiasts, would be extremely relevant to the position. Moreover, as
my mother is German, I am fluent in this language and would enjoy working in a
German-speaking environment.

I 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.

I look forward to hearing from you.

Yours sincerely Ann Jackson (Ann Jackson).
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3ananue 1. Ucnoub3yliTe JaHHbIE NOJ1e3HbIe BbIPAKEHUSI B CBOEM CONPOBOIHU-
TeJbHOM NHCbMe, CBA3aHHBIM C MPOCL00il 0 mpuemMe Ha padory. CocraBbre
MUCHMO.

* [ am applying for the position of Marketing Assistant, which was
advertised in last week's New York Weekly Review. I have completed my third
year at New York University and intend to take a year off to supplement my
education with relevant work.

* Seven years as a personal assistant to the public relations manager of the
Mancini PR Corporation in Pittsburgh have given me the background and
professional experience to qualify for the position (Nr. 137) you advertised in last
Sunday's Pittsburgh Telegraph. Therefore, I believe that my qualifications will
meet your requirements for this challenging position with your company.

* I have worked for the past four years as an international sales
representative of a large industrial company, and I would like to apply for the
position of Assistant Sales Manager that you advertised in the New York Times of
July 22. This position calls for qualifications and experience that correspond to my
professional background and job objective.

* [ am sending this letter and résumé to apply for the position of clinical
technican with your institute. I believe that my background qualifications and work
experience are very compatible with the requirements of this position you listed in
your advertisement in this month's Specialized Medicine Journal.

* [ am forwarding my résumé in response to your advertisement in this
week's edition of Procurement News for an Asian procurement specialist. This
position seems tailor-made to my qualifications and long-time experience with
several major companies in Southeast Asia.

* As an experienced advertising sales representative, I believe that I am the
qualified candidate you are looking for in this month's issue on Advertising Sales
Magazine. I feel confident that I can make a significant contribution to your staff.

* [ am submitting my résumé in response to your advertisement for the
position of program coordinator that appeared in the latest Sunday edition of The
Daily Sketch. I believe that my qualifications and working experience are an ideal
match for your requirements.

* I am confident that my international experience qualifies me for the
position of export sales representative in your marketing department. I am able to
handle assignments individually or as a member of a team.

* [ feel confident that I can apply my qualifications, skills, and working
knowledge of computer hardware development to your company.

* | am interested in a part-time or freelance position in your advertising art
production department.

* [ am currently seeking a position change and I believe that my management
background in the construction industry might be of interest to your company.
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3aganue 2. Cpesnalte omMcaHue ONbITa Npeabiaylieil padoTbl B CBOEM
CONPOBOANTEILHOM NHcbMe. McnoJib3yiiTe npeacTaBieHHble HUXKe IPUMeEpPBL.

ACCOUNTING ANALYST 6yxearmep-ananumux — I am presently working
as an accounting analyst for a subsidiary of the Philadelphia-based Collins
Technology, a data technology company providing storage, management and
access products for computer communications systems. I am responsible for the
preparation of the financial statements of one of the company's subsidiaries, from
journal entry to the trial-balance stage. I am also responsible for accurate
measurement and reporting of the company's marketing and sales programs. This
position requires extensive experience of general ledger and trial-balance
preparation and reconciliation, intercompany accounting as well as sales, cost of
sale, and general and administrative expenses reporting.

ART DIRECTOR xyooowcecmsennwiii oupexkmop — I am working as an art
director with the Artox Design Studio in New York. This company has a strong
blue-chip client base and works in industries as diverse as insurance, automobiles,
travel, and business-to-business. Artox Design's work appears in North America
and Europe. It also does a high proportion of press work and direct mail. My
position demands the ability to develop strong ideas as well as skillful
understanding of typography, design, and high-budget, low-volume work.

BUYER/FREIGHT FORWARDER wmeneoowcep no nocucmuxe — 1 am
currently employed in New Orleans as a buyer/freight forwarder for FGS Sea
Transportation Group, a major system integrator and sea-freight forwarder. I am
responsible for promoting the import and export activities of the company in Great
Britain. My specific responsibilities include product sourcing, negotiating with
suppliers, organizing and tracking shipments, and collecting offers from suppliers
and relaying them to the Group's partners. In addition, I provide general
administrative support to the purchasing process.

CENTER SUPPORT AGENT meneoowcep — 1 am currently employed as a
call center support agent for the Wittax Company, a large producer and supplier of
information and communication services, with headquarters in San Antonio,
Texas. The company's customers are supported by a comprehensive range of
technical services from a call center where support agents provide assistance to
those customers who have difficulty in installing, configuring, or using Wittax
equipment. My job requires a strong commitment to customer service, a
background in computer technology and computerized systems and detailed
knowledge of and experience in tape drives and CD-recordable technology.

CONTRACTS ADMINISTRATOR aomunucmpamop no au3uneo86im
koumpaxmam — I am presently working as a contracts administrator for the BEXO
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International Lease-Finance Company in Hartford, Connecticut, where I assist in
the day-today management of an ever-increasing portfolio of commercial vehicles.
I am a member of a small team acting as the catalyst for all contractual, financial,
and technical management of the portfolio. My position demands a high level of
computer literacy as well as an organized and methodical manner to support all
elements of an international lease company.

ENGINEER unowcenep — 1 am working as an engineer for the customer
technical support group (Fuels) of Stillmeyer Chemical Corporation in Tulsa,
Oklahoma. Stillmeyer is a major marketer of industrial chemicals, polymer
additives, pharmaceutical components, and fuel and lubricant additives. These
products are sold in North America and the Asia-Pacific region. | specialize in
fuels and demonstrate the suitability of the company's products to customers, by
providing technical data and supporting the national and international sales
function.

GEOPHYSICIST ceoguszux — 1 am employed as a geophysicist in the
exploration department of the Columbus Oil Drilling Company in New Orleans,
Louisiana, where I am involved in an exploration program aiming to increase the
company's level of reserves. My specific duties include integrating well and depth
conversion, advising on acquisition and processing of seismic data, and liaising
with management and partners as well as government bodies on relevant matters.
This position also requires a sound knowledge of all aspects of geophysical
acquisition, processing, and interpretation, along with experience in the use of
interactive seismic workstations.

INFORMATION TECHNOLOGY SPECIALIST creyuanucm  no
ungopmayuonnvim mexuonoeusm — 1 am presently working as an information
technology specialist with the Young & Webster Corporation, a multi-business
group with headquarters in Tampa, Florida. I am responsible for the development
and implementation of the corporate information technology strategy. The
company's current systems environment consists of Protexx and Baana business
systems, DEC Alpha, Novell and Microsoft Office technologies, and upgraded
Lan/WAN infrastructure.

INVENTORY CONTROL MANAGER wmeneoowcep no cknraoam — As
inventory control manager for the Bartlett & Morley Company, I am responsible
for the stockholding and European distribution strategy of this company, which has
its headquarters in St. Paul, Minnesota. With over 1,900 different electronic and
electrical product lines being distributed internationally to each of the company's
184 specialized retail outlets in Great Britain, Italy, France, Germany, and Austria,
one of my principal responsibilities is controlling computerized holding and stock
replenishment procedures at the company's central  warehousing  facility in
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Milwaukee. Another key aspect of my job is the development and implementation
of internal and external procedures, resulting in improved communications, service
levels, and reduced stocks. This requires close working relations and information
links with suppliers, critical thinking and problem-solving skills, computer literacy,
and flexibility, especially when dealing with crisis situations.

LEGAL SECRETARY cexpemapws ropucma — 1 am currently working as a
legal secretary for two corporate lawyers in a multinational company with
headquarters in Akron, Ohio. I provide secretarial support, including shorthand,
diaries, telephones, and travel arrangements. I also type and lay out agreements,
correspondence, and contracts quickly and accurately. In addition, I keep track of
spreadsheet figures relating to budget.

MARKETING COORDINATOR koopounamop no mapxemuney — 1
currently work as marketing coordinator for the Morton Company in Hartford,
Connecticut, a leading manufacturer of hot-water appliances. This company is a
wholly owned subsidiary of Morton International with corporate headquarters in
London, England. My responsibilities include direct marketing; business-to-
business and trade press advertising; coordination of sales and promotional
literature production; involvement in market analysis; provision of sales force
support; and budget administration.

MEDICAL  REPRESENTATIVE  mopeosvii  npeocmasumens 8
Gpapmwayeemuuecxou komnanuu — At present, I am employed as a medical
representative for the Sullivan Company, a medium-sized pharmaceutical company
with corporate headquarters in Scotts-dale, Arizona. I work in a recently
established division to contact health-care professionals in hospitals. This position
requires me to spend three to four months a year  traveling  throughout the
Southwest in spells of one to two weeks duration.

PRODUCTION GEOLOGIST eceonoe — 1 am employed as a production
geologist for the Hernandez Corporation in Baton Rouge, Louisiana, where I work
as part of a closely knit professional team of geologists, geophysicists, and
reservoir engineers. My specific responsibilities include constructing and
maintaining detailed geologic models of operational fields and adjacent areas,
proposing and justifying new development, appraisal of well locations, supervising
well site activity, and management reporting and presentations. This position also
requires a thorough knowledge of production geology, well site operations,
exploration geology, plus a basic understanding of geophysics and reservoir
engineering.

SAFETY MANAGER wmernedoicep no mexnuxe 6ezonacunocmu — 1 am
currently working as safety manager for Mayfield Facilities, the manufacturing
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subsidiary of RDF Corporation, a leading healthcare company. With over
650 employees at its manufacturing plant near Birmingham, Alabama, health,
safety, and environmental protection are of vital importance. This is reflected in the
plant's safety and environmental department where I am responsible for providing
and managing operational support in safety, fire, and environmental protection as
well as strategic responsibility for training and systems development. My position
requires a detailed understanding of the laws and regulations concerning safety,
hygiene, and the work environment. It also demands a technical appreciation in
accident prevention covering electrical and mechanical installations.

SALES COORDINATOR xoopounamop no npoodasxcam — 1 am currently
employed as a sales coordinator in the document management systems department
of the Finnesta Corporation in Eugene, Oregon. I coordinate support for new
product introductions and sales and marketing activities, as well as business-
oriented sales research. Moreover, I offer assistance to local sales companies in the
areas of planning strategies, promotions, and distribution. My job requires
extensive experience with new product introductions, a market and customer-
oriented attitude, team spirit, flexibility, and excellent communication skills.

3ananme 3. OnuimKTe CBOM LeEJM Kapbepbl WM NMPodecCHOHANbHbIE 1eJH,
HCIOJIb3YHl CJIeAYIolHe BbIPpAKeHUsI:

* Entry-level opportunity at an advertising agency.

* An entry-level position in the field of personnel administration.

* Entry-level position in financial services offering a chance to demonstrate
initiative opportunities and abilities.

* Seeking an entry-level position in the field of management with preference
in sales promotion.

 To secure an entry-level engineering technician position with the
opportunity for advancement.

* Trainee in a sales-oriented company offering the opportunity to advance to
a position of increasing responsibility and career growth.

* A management trainee position in a medium-sized direct marketing
company with an opportunity to advance to management level.

* To obtain a position as a sales management trainee that allows for career
growth.

* An assistant sales manager position with a large distributor.

* A position as manager of a furniture department of a large department
store.

* A position as personal assistant/secretary with a major corporation.

* Personal assistant / secretary position with a major international
telecommunications company.

* A position in the field of public relations where a background in journalism
and consumer marketing may be utilized.
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* Management position in retail sales commensurate with 16 years of
successful retail / supermarket sales experience.

 Seeking a responsible position commensurate with nine years’ experience
as a direct marketing specialist. I am looking for a chance to demonstrate a high
level of motivation to succeed.

* A sales management position in a communications company where I can
use my promotion and sales experience.

* A challenging supervisory position and active involvement in accounting
with the opportunity for advancement and personal growth.

* A line management position in a growth-oriented pharmaceutical company
where I can apply my research, problem-solving expertise, and experience in
medical chemistry.

* A challenging and career-oriented position utilizing my experience and
skills in office management and providing opportunities for advancement.

* A position as a personnel manager where I can utilize my background and

experience in human resources and an opportunity to expand my areas of
responsibility with further career potential.

* A position in new product engineering providing an opportunity to apply
my extensive technical experience.

* Professionally and financially rewarding marketing management position
offering challenge, responsibility, and an opportunity for advancement.

» Seeking a full-time staff position offering career advancement and
increasing responsibility in the field of international market research. I am willing
to travel and relocate.

* To seek a challenging position in the financial services field with the
opportunity for professional growth based on performance.

« To pursue an international sales position that offers advancement
opportunities.

» Seeking an opportunity to start a new career in audience and marketing
research with a major television station.

* To work in a managerial position with decision-making responsibilities in
which I can utilize my long-time banking experience and professional skills.

* To fully utilize my professional computer programmer experience in a
position offering variety of challenging projects with growth potential in a major
software company.

* To find long-time employment in the accounting department of a major
European organization that offers a career with advancement and expansion of
responsibilities.

* To obtain a position as an electronics engineer with a progressive Asian
company engaged in advanced satellite research and development.

* To obtain a challenging position in which I can utilize my diversified
project engineering background and experience and an environment where
individual achievements will be recognized.
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How to write a cv or resume?
Kak nucats pe3rome?

A resume of your career, some- times
called a Curriculum Vitae or CV, in-
forms the employer about the expe-
rience and skills you have.

A good resume should:

1. Attract attention.

2. Create a positive impression.

3. Present your skills and qualities clear-
ly and concisely.

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 in-
terview.

The resume may be photocopied and
sent off to many employers. You can
change the sections of the content ac-
cording to the different needs of the or-
ganizations.

Pesrome Bamell Kapbepbl, Ha3bIBa€MOE
aBrobmorpadueit, coobmaer paboroma-
Temo 00 YMEHUSX, HaBbIKAX W OIBITE,
KoTopbiMU BbI oOnanaere.

Xopoiiee pe3roMe J0KHO:

1. [TpuBiieysr BHUMAHHUE.

2. Co3naTh TOJIOKUTEIHHOE BIICYATIIC-
HUE.

3. IlpencraBuTh Ballli HABBIKH U Kade-
CTBa SICHO U KPAaTKo.

Llens Bamero pe3tome COCTOUT B TOM,
9TOOBI COOOITUTh HAHUMATEIIIO MOYEMY
UMEHHO BBI TOMKHBI OBITH MPUHATHI HA
paboty. Xoporiee pe3oMe — 3TO Iep-
BBIM IIAar K MHTEPBBIO IMEpel MPHEeMOM
Ha pabory.

Pe3tome MoxeT ObITh (POTOKONMUPOBAHO
U OTOCIAHO MHOTHM pPabOTOdATEIsIM.
BBl MOkeTe MEHATH pa3lienbl CoaepiKa-
HUS COTJIACHO Pa3lIUYHBIM IOTPEeOHO-
CTSIM OpTraHu3alni.

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.

3. Place the most important information
at the beginning of your resume.

4. There must be no grammatical errors
in your resume.

5. Let an experienced person read your
resume.

6. Print your resume on good paper.

Korma Bml mnumere Baire pestome,
MMEWTE B BUJY CIICAYIOIIEE:

1. He OyabTe MHOTOCIIOBHBI.

2. CBenute K MUHUMYMY WJIA OITyCTUTE
BCE€, YTO HE OTHOCHUTCS K JETy.

3. Ilomecture HamboJee BaKHYIO HH-
dbopManuio B HayaJie BaIiero pe3rome.

4. B Bamewm pe3toMe HE MOKHO OBITh
rpaMMaTHYE€CKUX OITMOOK.

5. /[aiite npouuTarh Balle pe3rome
OTIBITHOMY YEJIOBEKY.

6. HameuaraliTe Bame pe3lomMe Ha XO-
porieit Oymare.

32



An example of Curriculum Vitae
Oo0pa3en pe3rome

3aganue 4. DHH JKEKCOH pemnia MOJaTh 3asBJICHHE O MpUeMe Ha paboTy B
dbupmy Futura Cmbh. IIpouunraiite ee pe3tome, oOpaias BHUMaHUE Ha TO, KaK OHa
KpaTKoO cOO0IIaeT HeoOXo UMyt HHGOPMAIIHIO O cede.
1. Personal Details
Ann Jackson
52 Hanover Street
Edinburgh EH2 5L.M
Scotland
Phone 01957487004
E-mail: annjackson@mid.net
2. Education
1981-1988 Broadfield School, Brighton.
A levels in German (A), English (B),
History (B) and Geography (C).
1988—1991 University of London.
BA (Honours) in Journalism and
Media Studies (Class 11)
1991-1998 London Chamber of Commerce and Industry.
Diploma in Public Relations.
3. 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.
4. Skills Windows, MS Office 2000, Excel, Internet
Languages Fluent German and proficient in French.
Additional Driving license.
5. Activities Skiing and swimming.
Ski Instructor (grade 11).
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6. References
Herbert Lindsay Diane Swans
Professor of Journalism Sports Editor
London University The News Herald

3ananue S.

Omeemvme Ha 80NPOCHI:

. What is a resume?

. What should be mentioned in a good resume?

. What are the rules of resume-writing?

. What job has Ann Jackson today?

. Name the educational establishments that Ann Jackson has graduated.
. What is Ann Jackson s profession?

. What languages can she speak?

. Can she work on a computer?

. What computer programmers can Ann Jackson work with?
10. Can she drive a car?

11. Does she go in for sports?

O 001N DN B WK =

Xponosorudeckoe pesome (A chronological résumeé)

Louise Jensen

0000 Elm Street

New York, NY 00000

Tel. (000) 000-0000

CAREER OBJECTIVE
Personal Assistant/Secretary position in a major international company with long-
term career potential for advancement and growth.

WORK EXPERIENCE

Blackstone Shop Holdings Inc., Manhattan (N.Y.), 1990 — Present
Personal Assistant to the senior vice president in charge of sales for 33 stores in
the New York metropolitan area, 21 stores in France, 18 stores in Great Britain and
14 stores in Germany. This position at the company’s headquarters in New York
City demands excellent secretarial skills (105 wpm typing and 100 wpm
shorthand), correspondence in three languages, travel arrangements; heavy client
contact, organizational and well-developed communication skills, maturity,
diplomacy, and fluency in French and German, both written and spoken. In
addition, this position requires a good sense of humor and the initiative to
anticipate the day-today of a busy senior executive.

Rosado Construction Company, Brooklyn (N.Y.), 1986-1990. Secretary to
the General Manager of a construction company, which is well-known for its
innovative office building projects in the New York Metropolitan Area.
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Schaefer & Associates, Manhattan (N.Y.), 1984-1986 Receptionist /
Telephone Switchboard Operator / Secretary with a busy law firm, specialized in
business and commercial law. This was my first job after completion of my
secretarial training and formal education.

EDUCATION
Volmer Language Training School in Manhattan: Advanced language instruction in
French and German (evening courses; 1984—1988).
Richardson Business Institute in Manhattan: Two-year secretarial, administrative,
and “computer literacy” training; 1983-1984.
High school education in France, Germany, and New York City.

REFERENCES

Available upon request

3ananue 6. O3HakoMbTeCh ¢ QyHKIMOHAJIBHBIM pe3lOMe:
DyHKYUOHAILHOE pe3toMe: nepemena obracmu pabomul (Omcymcmeue onvima)
Korna Jleonapn JlamGeT 3akoHUMIT KOJIJIEIXK O CIIEHMAIBLHOCTH peKama, OH
Hayaja paboTy Ha CNOPTUBHOM (aKyJbTeTe, IJie 3aHUMAJICS OpraHu3aluel TaKhxX
HaIpaBIICHU, KaK pbIOHAs JIOBJS, 0XOTA U memre noxoabl. Xotsa padota Jlambery
HpPaBWJIACh, OHA HE OYEHb XOPOIIO OIJIaYMBaIaCh, HO OH HUKAK HE MOT cOOpaThCs €
CWJIaMH U BBINTH B peanbHbId Mup. Ho HakoHer, mocie Tpex JeT padoThl Ha 3TOM
MECTE, OH pElaeT YBOJIMTbCSI W HaAdarb Kapbepy Ha HOBOM Mmecte. Ero
IpernojaBarelib JKypHAIUCTHKKA cOO0maer eMy o0 OTKPBITOM BakaHCUU
MIOMOIITHUKAa MEHeKepa Mo pekigame B kypHaie Southern Outdoors-man, B
YapibscToHe.

The Résumé

Qualifications of

LEONARD B. LAMBETH

As Assistant Advertising Manager

Southern Outdoorsman

Present address: Address after August 2004:

319 Daly Street
414 Maple Drive
Loris, SC 29569
Columbia, SC 29205
(803) 271-4660
(803) 542-1151
EDUCATION
B.S. degree, University of South Carolina, Columbia, 1990
Major field of study: Advertising Courses in Advertising
Advertising Theory and Practice
Copywriting and Layout
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Advertising Art

Advertising Media

Publishing and Printing Techniques

Advertising Department Management

Advertising Research

Related Courses

Principles of Marketing

Sales Principles and Management

Marketing Statistics

Business Communications

Business Psychology

Special Electives: Newswriting, Photography, Typewriting

Honors and Extracurricular Activities

President, Angler's Club (1990); member of university golf team (1987—
1988); student member of National Advertising Council,

Columbia Chapter (1989-1991); advertising manager of The Gamecock
(1988); and occasional staff writer for student newspaper

(1988-1990).

1990 — present

Instructor, athletic department, University of South Carolina. Duties:
Organized and directed

miscellaneous outdoor sports, including fishing, boat handling, hunting, and
archery.

OTHER EXPERIENCE

Sold advertising space (part-time and summers) for a small local magazine
(The Grand Strand), Myrtle Beach, SC.

Clerked at the Sportsman’s Place, Loris, SC, in the summers of 1988-1989.

Worked at the Horry County Beacon, a weekly newspaper, in the summer of
1990 (feature writing, copy editing, proofreading, and makeup).

Earned money at various times repairing fishing rods (ferrules, grip, guides,
and windings).

PERSONAL DATA

Height: 5 feet, 11 inches

Weight: 165 Ibs.

Health: Excellent

Marital status: Single, but engaged to be married in December of this year.

REFERENCES (by permission)

1. Dr. Sophia C. Levinthal

2. Mr. Patrick L Patton

Professor of Journalism

Athletic Director

University of South Carolina

University of South Carolina
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3. Mr. C. Raymond Dykstra

4. Mr. Harry M. Petrie (owner)
Publisher

The Sportsman's Place

Horry County Beacon

Loris, SC 29569

Atlantic Beach, SC 29577

Hiring. Ilpunem Ha patory

When a company needs to recruit new
people, it can give an announcement in
the “NEED HELP” section of a news-

paper.

People who are looking for a job can
send a letter of application or covering
letter (US cover letter) and a resume
containing details of their education and
experience. A company may ask candi-
dates to fill up a standard application
form. The company’s Human Recourse-
department selects the most suitable ap-

plications, who are invited to attend an
Interview.

Companies can hire people using the
services of a recruitment agency (in US —
search firm), which provides a list of
suitable candidates.

A growing number of companies are no
longer satisfied with traditional job in-
terviews. Sometimes they give the can-
didates a series of written tests. These
tests are not about mathematics or
grammar. By these tests employers want
to evaluate candidates

on the following qualities:

Korga koMmanmm HYXHO NPUHATH Ha
paboTy HOBBIX JIFOJICH, OHA MOXET JaTh
oOBsiBIeHHE B pazzaene raszerbl «Tpe-
OyrOTCS».

JIronu, KOTOpBIE WIIYT paboOTy, MOTYT
nociaTh 3asBICHHUE WM COMPOBOJIHU-
TeIbHOE MNHChMO H Ouorpaduio (B
CHIA — pesrome), cBefeHUs 00 UX 00-
pazoBaHuH | omnbiTe. KOMIIaHus MOXKET
MOTMPOCUTh  KaHAWAATOB  3aIlOJIHHUTH
CTaHAApTHBIN OnaHk 3asBieHus. Otaen
no paboTe ¢ KaapaMu KOMIIAaHUU BbIOU-
paer HauboJiee MOIXOASIINE 3asBICHUS
Y TOTOBUT KPATKUH CIIHCOK KaHIUIATOB
Ha coOeceI0BaHuE.

Kommnanumn MOI'YyT HAHHMAaTb J'IIOI[Gﬁ,
IMOJIB3YACH YCIyTraMH KaJApOBOI'O arcHT-
CTBAa, KOTOPOC IPCHOCTABJIAACT CIIMCOK
MMOoAXO AN X KaHIUIaTOB.

MHorue KOMIaHUW Y9acTO HE YIOBJICT-
BOPCHBI TPATUITMOHHBIMUA COOECeI0Ba-
HUSIMH TIpU TIpueme Ha padoty. Muoraa
OHHM Mal0T KaHIujaTaMm psI MMHChbMEH-
HBIX TECTOB. JTH TECTHI HE IO MaTeMa-
TUKE WK TpaMMaTrke. C TTOMOIIBIO ATHX
TECTOB pabOTOAATENN XOTST OLEHUTh
CIICIYIOIINE KaueCTBa KaHIUAaTOB:

— Does the candidate have creative and — EcTh nm y kaHaumara TBOPUECKHE H

business abilities?
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— Can the candidate be a leader?

— Is the candidate flexible and capable
of learning?

— Does the candidate have enough skills
and knowledge?

— These tests are all part of a broader
trend. Companies are getting much
more careful about hiring.

Employers always looked for expe-
rienced workers — has the candidate
done this before? Most companies have
hot changed this practice until now.

— MoseT Jin KaHTUuIaT OBITh JIUJIEPOM?

— I'mbok mm kamgumatr U crocoOeH
JI1 OH K 00yueHUr0?

— JIloCTaTOYHO JIM HABBIKOB M 3HAHWUH
AMeEET KaHauaaT?

— DTH TeCThl SBISIOTCSA 4YacTbi0 Ooliee
MpPOKOM TeHaeHuu. Komnanwu cra-
HOBSITCSI HAMHOTO 00Jie€ OCTOPOXKHBIMU
IIpU HalMe.

[Ipennpunumarenu  Bcerma
OMBITHBIX PpPaOOTHUKOB —
KaHJUJAT 3TO Npexke?

HCKaJIn
Aclall JIn

CaoBapnb

position

apply for

letter of application = covering letter
curriculum vitae = U.S. resume
experience

application form

short list of candidates (applicants)
interview

to hire

recruitment agency = search firm
series

paboTa, T0IKHOCTh

[I0JIaBaTh 3asBJICHUE

3asiBIICHUE O MIpHEMe

aBToOMOTrpadus

OTIBIT

0JIaHK Ha3BaHMs O IIpUEME Ha padoTy
KpaTKU# CIHCOK KaHINJaTOB
cobecenoBaHme

HaHUMAaTh

areHTCTBO 110 TPYJ0YCTPONUCTBY

pian

3ananme 7. IlpounTaiiTe m nmepeBeauTe ra’eTHoe 00bLSIBJIEHHE O NMpUEMe Ha
padoTy u 3anpoc / CONPoOBOAUTEIBLHOE MUCHMO 10 MOBOY 3TOr0 00bABJICHHS:

Overseas Sales Manager America
Required immediately!

(BASED IN ARGENTINA)

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

Spanish would be an advantage.
Miranda Collins

Regional Sales Manager

Park House
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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,
1 would very much like to have the opportunity to work abroad again. I am confi-
dent that 1 would be able to do the work of this type, as 1 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 experience
working with a multinational team, which 1 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

CioBapsb

overseas — 3a pyoexxom
sales manager — MEHEKED 10 MPOAAKE
required — Tpebyercs
immediately — cpouHo
to look for — nckatpb
at least — o xpaiiHel mepe
preferably — npeanouTuTensHO
leadership skills — HaBbIKY pyKOBOIUTENS
fluent Spanish — ymenue 6erio roBOpUTh NO-UCHAHCKU
advantage — npeuMyIIECTBO
opportunity — BO3MOXXHOCTh
to be confident — ObITH yBEpEeHHBIM
to develop — pa3zBuBarb
solid — mpo4HbIii, COTMAHBIN
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base — 0aza

extensive — oOLIMPHBIN

sales network — ToproBas ceTb

previous — npeabIIyIINMI

multinational team — MHOTOHaIlMOHAJIbHAS TPYTIIIA
to release from — ocBOOOIUTE OT

current duties — Texymue 00s3aHHOCTH

in the meantime — TeM BpeMeHEM, MEXAY TEM
should you require — ecii Bam otpebyercs

Omeemvme Ha 80NPOCHI:

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?

NownkLw =

3ananue 8. Hanummure cBoe pe3roMe. BoiOpaB moaxoasimyro JX0JKHOCTb, CO-
IJ1ACHO NMPUBEIEHHOMY IJIAHY:

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

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

o A small computer shop.
o A big supermarket.

1. Personal Details

2. Education

3. Professional Experience
4. Skills

Languages

Additional

5. Activities

6. References

[Tpumep pesrome
Pestome. The Summary.
Your name (Bame nums): Jennifer
Your surname (Bama damunus): Johns
Age (Bospacr): 35 years old
Address (Aapec): London Broadway Street, 15
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Marital status (ceMmeitHoe mojokeHue): married

Skills (HaBbIKK): computer programs

Experience (OnbIT paboThl): manager in the business company

DTy cXeMy MOKHO MCHOJIb30BaTh KaK HAYaJIbHYIO, MOCKOJIbKY OOBIYHO KOMIIAHUU
UCIIOJIB3YIOT CBOM (popMaTr K 3alOJIHEHUIO JAHHBIX, U TaM KAaTeropuil HaMHOTO
OoJbIIe.

Ecnmu Bam npeanoxkwim npuiiti Ha coOeceoBaHue, 3HAUYUT Bl Ha mMpaBHIBHOM
nytu. CobecenoBanne nmpoxoaut B popme nuanora. [Ipeanonoxurensno Bam mo-
T'YT 3a/1aTh CIAEAYIOIINE BOIIPOCHI:

1. Pacckaxxute Ham o ceb6e. Tell me about yourself.

2. Kak naBHO Bb1 nmmere paboty? How long do you search a job?

3. [ouemy Bw! yBomumuce ¢ mpeapiayniero mecta paborsi? Why did you resign
from previous job?

4. Yem untepecHa padora B Hameil komnanuu? What do you interest in the job of
our company?

5. Bei 3anumaeteck cioprom? Do you engage in the sport?

6. Ha kakyto 3amiary Bel paccuntbiBaere? What do you expect the payment?

7. Kakue y Bac Oblmn 00s13aHHOCTH Ha mpeapiayiieit padore? What did you have
the responsibilities on the previous job?
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UNIT 6

SIMPLE COMMERCIAL LETTER CORRESPONDENCE
CONCERNING A BUSINESS VISIT. THE SIMPLEST BUSINESS DEAL.

IMMPOCTOE KOMMEPYECKOE TUCHMO. TEPEITUCKA,
KACAIOIIASICSA JIEJIOBOHM MOE3JKHW. TPOCTEUIIIASL TOPTOBAS
CJIEJIKA

Business travels form a rather important aspect of the commercial activity. Natu-
rally, this is reflected in correspondence. However, the reader of this book will not
find in it any specific details connected with booking airplane tickets or hotel ac-
commodations. This is usually not the matter of correspondence, but of a day-
today business routine. Given below are the expressions the most frequently used
in arranging a business visit, and then some examples of letters.

NOTES

business travel — nemoBas moe3ka, KOMaHIUPOBKA

to book v. — 3aka3eiBaTh booking

airplane tickets — 3aka3 aBuaOuIeTOB

accommodation n. — MECTO MPOKUBAHUS, Pa3MEIICHUS

hotel accommodations — MecTa (HOMepa) B TOCTHHHUIIC

routine n. — MOBCeHEBHAA npakThKka day-to-day business routine — 30. moBce1HEB-
Hasl JIeJIOBast MPaKTHKA

to arrange v.— OpraHu30BbIBATh, yCTPAUBAThH

EXPRESSIONS MOST COMMONLY USED IN CORRESPONDENCE
RELATING TO BUSINESS VISITS

He is (we are, our representatives are) prepared to travel to ...

to examine this matter in detail

to have personal discussions with your representatives

to come with the purpose of conducting negotiations

... a list of points which we would like to discuss.

OH roToB (MBI, HAIlIM MPEACTABUTENN TOTOBBI) IPUEXATh B ... OOCYAUTH (HUCCIIENO-
BaTh) MpoOJieMy B JIeTajsX, UMETh JIMUHbIE Oeceqpl ¢ Bammmu npeactaButensiMu,
pUexaTh C IEJbI0 BEACHUS MEPETrOBOPOB, ... CIHUCOK ITYHKTOB, KOTOPHIE MBI OBI
XOTeNH O0CYAUTh.

We regret that our manager will be away at that time.
CosxaieeM, 4TO PyKOBOJUTEIb B 3TO BpeMsl OyAeT OTCyTCTBOBATh.

We suggest that you should visit ... if this time is convenient for you.
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[Ipennaraem Bam npuexars ..., eciiv 310 Bpemst Bam yn06Ho.

We greatly appreciate your invitation.
Mgl odeHb OnarogapHsl Bam 3a npuriameHue.

The time suggested by you, is quite convenient for us.
Bpewms, npennoxxennoe Bamu, T.€. ..., BOOJIHE HAC YCTPAnUBAaeET.

We propose flying to ... about... (time).
Mpg1 cobupaemcs BBIIETETD B ... IPUOIU3UTEIIBHO... (BpeMs).

We will advise you of the exact date after the flight has been arranged.
Mpi coobmumM Bam TouHOE BpeMs BbUIETa IOCTIE 3aKa3a OUIIETOB.

Please inform us if the time between 10™ and 12" of July is convenient.
[Toxanyiicra, coobmure, ynooHo 11 Bam Bpemst mexy 10 u 12 urons.

The exact date and time of the visit to your office will be set upon arrival.
Tounslil eHs U BpeMs mocenieHns Bamero oduca OyayT onpeaesieHsl o mpuobI-
THUU.

We would like to thank you and your associates for the hospitality and kindness.
Xotum nobnarogaputh Bac u Bamux koser 3a TOCTENPUUMCTBO U pajIyIiine.

3aganue 1. Ucnoab3ys BblllenepeyncieHHble Gpa3bl, COCTABbTE CBOE MUCH-
MO-10r0BOP 0 MpecTosileil BcTpeve.

EXAMPLES OF LETTERS

Proposing a business visit from England to Russia.

London, November 27, 2...

J.V. “Piterpribor”,

St. Petersburg

Dear Sirs,

We refer to the recent discussion we had with your representative Mr. P.N. Mak-
simov in London on the possibility of our supplying your company with the office
equipment manufactured by our company and distributing the appliances produced
by you in Great Britain.

To examine this matter in detail, our Managing Director Mr. Peter Smith is pre-
pared to travel to St. Petersburg at the beginning of December, ... , and have per-
sonal discussions with the management of J.V. “Piterpribor”.

At the suggestion of Mr. Maksimov we enclose a list of points which we would
like to discuss in St. Petersburg.
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We look forward to your reply.

Yours faithfully,

Enclosure

Proposing a business visit from Russia to Western Europe.

Dear Sirs,

Thank you for your letter of 13™ July, when you offered us representation in Bel-
gium and Holland.

We are interested in your proposal, and would like to discuss terms.

Our Sales Manager, B.V. Petrov, has a supervisory interest in our European agen-
cies, and we have asked him to fly over to see

you next week or the week after. Please advise us suitable dates for him to inspect
your organization with a view to appointing you as agents.

Before flying back to Russia Mr. Petrov will draw up an agreement, which he is
authorized to sign on our behalf.

Yours faithfully,
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UNIT 7
PRACTICE OF BUSINESS LETTER

ITPAKTUKA AEJOBOI'O IINCBMA

Kak mocnarp 3arpoc, nonpocuTh NpUciaTh KaTajior, Mpanc-JInucT, IPOCIEeKT,
3a/1aTh BOMPOCHI U OOCYIUTh TEXHUYECKHE JACTAIHN IPOAYKTa, 3alIPOCUTH 00pa3Ilbl,
JEMOHCTpALlMOHHbIE MoJenu. Kak MpemioXKuTh YCIOBHS CHIEIKH, METOMAbI
IUTaTeXel, TOMPOCUTh CKUAKW, OOCYIUTh YCIOBHS TIOCTaBKM ToBapa (Ha
peanu3anuio, B Kpeaur).

1 IlepBr4HBbIE 3aIPOCHI

BONbIIMHCTBO NEPBUUYHBIX 3alpPOCOB  OOBIYHO OBIBAIOT  JOCTAaTOYHO
KOpOTKUMU. OHU MOTYT OBITh OTHPABIEHBI MO IMOYTE, (PAKCy WM SIEKTPOHHOU
noyte. Kak nmpaBuio, OoHM BKJIIOYAIOT KpaTKyro WHPopmanuio o Bameit komnanuu
U crioco0e NoydyeHust tHPopMaluu 0 KOMIIaHUU-aIpecare.

1.2 B HavanbHOM 4YacTH MHChbMa COOOIIMTE KpaTKHE CBEACHHS O CBOEH
bupme.

1.3 Kax Bs1 y3Hanmu o pupme, KOTopol ajgpecyere CBOe MUChMO?

MOoXHO YMOMSIHYTh TOTO, KTO PEKOMEHI0Bajl BaMm o0paTuThbcst K 3TOM KOMITaHUH,
WJIY U3 KaKOT0 MCTOYHMKA BBl y3HaIM 0 HEn.

1.4 3anpoc kaTajaoros, mpanc-IuCcTOB, IPOCHEKTOB.

He npunsATO ipe1ocTaBisiTh CAUIIKOM MHOTO HH(OpMaIuu o cede, eciu B
OpOCTO MPOCUTE MpHUCTATh KaTajlord, Opomopsl, mnpocnekrsl. He 3alyabre
COOOIIUTH CBOM IOYTOBBINM ajpec (WM aApec SJIEKTPOHHOM IOYTHI), a TaKKe
yKa3aTh, 3aMHTEPECOBaHbI U Bbl B momyuenuu Oonee moapoOHOI nHpopmanuu o
KaKOM-JIM0O MPOIYKTE.

1.5 3anpoc nogpoOHOCTEM O TOBape.

Korna Bel nenaere 3ampoc 0 MpOAYKTE WIIM yCiIyrax, cTapaTech MOHSATHO
00BsICHUTB, uTO UMeHHO Bbl xoTuTe. [Ipu cchuike HA OOBSIBICHUE B ra3eTre WU
UHTEpHETE, yKaxuTe ero aeranu. Ecnu Bel ccbutaerecs Ha karanor, OykiieT u T.11.,
ynomsaHute ero, Hanpumep: Cat. No.A143 Item No.54.

1.6 3anpoc oOpa3ios.

BosmoxkHo, BbI 3axoTuTe momyuuTh 0Opasiibl TOBapa WM MaTepuana mepes
TEM KaK Pa3MeCTUTh 3aKa3. BOJBIIMHCTBO MPOU3BOMUTENECH MPENOCTABIT 0Opa3Ilbl
WIH, €CIAH peub HUACT O CIOXKHOM M KPYNMHOM TEXHUKE — MPUINIACAT MOCETUTh
J€MOHCTPALMOHHBIN 3aJ1 WM MTPEUIoKaT Mociarh Bamero npeacraButesns Ha 3aBOI.

1.7 YcnoBus mOCTaBKHA, METOABI ILUIATEXKA, CKUAKU U APYTHE IOJE3HBIE
BbIpakeHus. Jlaxke ecnu Bbl ocBelmOMIIEHBI O CTaHAAPTHBIX YCIOBHUSX, BCErla
MOKHO MONPOOOBaTh JAOTOBOPUTHCS O JIOMOJHUTEIBHBIX CKUAKAX C IOMOIIbIO
BBIPAKEHUN, KOTOpbIE B JIIOOOM ciyyae He oO0uasT Bamero koHTpareHTta.
Hampumep, MOXXHO ONpOCUTh HEOOJIBIITYIO APTUIO TOBapa Ha peanu3anuio (sale
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or return basis — Ha yCJIOBHSIX MPOJAXH WJIM BO3Bpara), eciu Bbl HE yBepeHsl,
HACKOJIBKO XOpolIo OyaeT npoaaBarhcsi ToBap. OOBIYHO Takasi cxeMa BO3MOXKHA B
paboTe ¢ MOCTOSHHBIMU KJIMEHTAMU WJIU IIPU HAJTUYUU TapaHTUH.

1.8 Hwxe npuBOmATCS Opyrue TOJIE3HBIE  BBIPAKEHHS, KOTOPBIE
UCIOJIb3YIOTCS B TOJOOHBIX MUChbMaX-3aMpocax

1.9 OkoHuaHue mUceM — MEePBUYHBIX 3ampocoB. OOBIYHO B KOHIIE MUCEM
Takoro poga gocrarouHo mpoctoro “thank you“. Tem He menee, Boi Moxere
YHOOMSIHYTh, YTO Oy/leTe MPU3HATEIbHBI 32 CKOPBIA OTBET WM 4TO Bac ycTposr
ONpeieJICHHbIEC YCIOBUS. BbI Takyke MOXKETe Halucarh Mapy CJIOB O MEPCIEKTUBAX
Ou3Heca W TMOCTOSIHHOTO COTpyAaHH4YecTBa. Ecim mocTaBmuK moiitmeT, uTo BbI
MOXKETE CTaTh MOCTOSIHHBIM KJIMEHTOM, & HE HACTPOCHBI Ha OJIHY CHEJKY, CKHAKU
MOTYT CTaTh CYIIECTBEHHO OOJBINE, & yCIIOBUS IMOCTABKU MATYE.

1.2 Kparkue 3anpocsl (mpuMepbI)
3ananme 1. IIpouyunraiiTe M nepeseauTe MMUCHMA.

A 3anpoc kamanoea u npavc-1ucma
IMucsmo Ne 1

Date

Name / Title

Business / Organization

Address

City, Zip Code

Dear Name:

When we attended the International Electronics Trade Fair in London last
month, we visited your stand and saw a very interesting demonstration of your
automatic high-security garage doors. The ability to drive straight in and out of
your garage from the comfort of your car, as well as your emphasis on theft
protection, appealed to us. We believe that there is a ready market for this in the
United States. Our company is a wholly owned subsidiary of the international
Zetax Corporation, well-known in the security and theft prevention industry.

Would you please send us your current sales literature and price list? Of
course, we will be glad to provide the usual credit and trade references if we decide
to order from your company.

Sincerely yours,

Signature

IIucomo Ne 2
Name
Date
Name / Title
Business / Organization
Address
City, State Zip Code
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Dear Name:

A business associate of ours, Berend Kasius of the Hilbers Company in
Albany, New York, mentioned your name and showed us your company's
brochure. We own and operate six medium-sized hotels in the Moscow area and
are looking for a reliable fire prevention/sprinkler system for these properties.
Could you mail us your latest sales catalogue and price list? Thank you very much.

Sincerely,

Signature

Name

IMucemo Ne 3

Date

Name / Title

Business / Organization

Address

City, State Zip Code

Dear Name:

One of our business associates — Mr. Ben Nevins of Gorham Brothers in
Hong Kong — informed us that your company is a major manufacturer of pure
cotton-striped or solid polo shirts and terry jumpsuits in all sizes for young women.
We would like you to send us detailed information and your export price list, as
well as several samples of the shirts and jumpsuits.

Thank you very much!

Sincerely,

Signature

Name

IMucsmo Ne 4

Dear Sir,

Please would you send me your Spring catalogue and price-list quoting c.i.f.
prices, Le Havre? Thank you.

Yours faithfully,

IIpocvba npuciams npocnekm modcem O0blMb GbIPANCEHA 6 PAZTUYHOLL
gopme.

ITucemo Ne 5

Dear Sir,

I would like some information about your Proficiency courses in English
beginning this July. Please send me a prospectus, details of your fees, and
information about accommodation in London for the period July-December. If
possible I would like to stay with an English family. Thank you.

Yours faithfully,
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Eu;e 00UH eapuarm nucoma.

IMucsmo Ne 6

Date

Name / Title

Business / Organization

Address

City, State Zip Code

Dear Name:

We are the U.S. buying agents for a direct mail organization in Japan
offering quality merchandise to consumers at bargain prices. Products, which carry
an unconditional money-back guarantee, include tools, do-it-yourself aids,
automotive supplies, plus a whole range of hobby and sporting supplies.

Would you please send us your latest price lists and illustrated catalogs for
all the products you stock, including detailed information on your discount system
for substantial orders? We look forward to hearing from you soon.

Sincerely,

Signature

Name

Ilpocvba npucrams obwyro ungopmayuio.

OOparuTe BHUMaHUE, YTO YIOMHHAHHE B 3TOM MUCHhME (HhaOpUYHON IICHBI
(trade price) roBOpUT MPOU3BOAUTEIIO O TOM, YTO OH UMEET JIEJI0 C POZHUYHOM UK
ONTOBOM (PUPMOH, a HE C YACTHBIM JIUI[OM.

IMucsmo Ne 7

Dear Sir,

Could you please send me details of your tubeless tires which are being
advertised in garages around the country? I would appreciate a prompt reply
quoting trade prices.

Yours faithfully,

IIucemo Ne 8

Date

Name / Title Business / Organization

Address

City, State Zip Code

Dear Name:

Your company has been highly recommended to us by the Alex Thallier
Company in Paris, France. We are a small company specializing in cordless
telephone equipment and have received numerous inquiries from our business
customers for a cordless phone that delivers sound quality comparable to that of a
corded telephone. We want to expand our range of equipment and would like you
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to send us full details of your cordless phone models as well as the latest sales
catalogue and your most competitive dealer prices. Please, also include
information about packing and shipping (GIF Boston) and the minimum quantity
for a trial order. We look forward to hearing from you soon.

Sincerely,

Signature Name

1.3 3anpoc B oTBeT HA 00BABJICHHE
3ananme 2. CocTaBbTe 10 AHAJIOTHH CBOE MACHMO-TIPOCHOY.

B sTOM nuchMe KIMEHT OTBEYAET Ha OOBSBICHHE O TIPOJAKE KACCET, KOTOPOE
OH MPOYUTAJ B OTPACieBOM KypHale. [lokynarenas pemmi 3anpocuTh y IpoJaBiia
JIOTIOTHUTENIbHYI0 HH(POPMAITHIO.

251 rue des Raimoni&res F-86000 Poitiers Cidex
Tel: (33) 99681031 Teltcopie: (33) 102163

Ref: PG/AL

12 May 2005

The Sales Dept.
R.G. Electronics AG
Havmart 601
D-5000 Koln 1

Dear Sirs,

We are a large record store in the center of Poitiers and would like to know
more about the tapes and cassettes you advertised in this month's edition of 'Hi Fi
News'. Could you tell us if the cassettes are leading brand names, or made by small
independent companies, and whether they would be suitable for recording classical
music or only dictations and messages? It would also be helpful if you could send
us some samples and if they are of the standard we require, we will place a
substantial order. We would also like to know if you are offering any trade
discounts.

Thank you.

Yours faithfully, P. Gerard

1.4 3anpoc oT MeHeIKepa MO 3aKyNIKAM
Muorue ¢Gupmbl UMEIOT B JAPYTMX CTpaHaX CBOMX areHTOB IO 3aKyIKaM,
KOTOpBIE JIEUCTBYIOT OT UMEHU FOJIOBHOM KOMIIAHHH.

Sanders & Lowe Ltd.
Import and Export, (London Office), Planter House, Princes Street, London
EC1 7DQ
Birmingham Office: 28 Bradshaw Street, Birmingham B5 1TQ
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Telephone: 071 5431615

Manchester Office: 343 Oxford Street, Manchester M27 2LR
Fax: 071543 1925

Liverpool Office: 54 Bakers Road, Liverpool U 9HW

Telex: 928537

Stockport Office: 5 Island Road, Stockport SM3 12K

Reg. No. England 155134
Directors: L.W. Lowe, D.R. Sanders
VAT No. 013 7001 21

The Sales Manager
Glaston Potteries Ltd.
Clayfield

Burnley BB10 IRQ

Dear Sir or Madam,

We are writing to you on behalf of our principals in Canada who are
interested in importing chinaware from England.

Could you send us your latest catalogue and price-list, quoting your most
competitive prices? Our principals are a large chain store in North America and
will probably place substantial orders if the quality and prices of your products are
suitable. We look forward to hearing from you soon.

Yours faithfully,

L.W. Lowe (Mrs.)

1.5 3anpoc 00pa3uoB 1/ 03HAKOMJICHUS

Knuent, HanucaBmmi 3T0 MUCbMO, YK€ UMET JIEJIO C JaHHOW KOMITAHUEW, U
B 3ampoce ynomuHaercst 00 atom. K 3ampocy npuiiokeH mpeaBapuTeIbHbIN 3aKa3 —
KJIMEHT YBEPEH B COIVIACHMM IIOCTaBUIMKA MPEAOCTABUTH KOMIUIEKTBI IS
O3HAKOMJICHHSI W H3y4YeHMs chpoca. B TakoM ciydyae pEKOMEHIAIUu
HE0O0s3aTCIbHEL.

R. Hughes & Son Ltd.
21 Mead Road, Swansea, Glamorgan 3ST1DR
Telephone: Swansea 58441
VAT No. 215 2261 30
Telex: 881821
Mr R. CIiff,
17th November 2005
Homemakers Ltd.,
54-59 Riverside,
Cardiff CF1 1JW
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Dear Mr. CIiff,

Thank you for your last delivery. You will be pleased to hear that the
dressing tables are selling well. A number of my customers have been asking about
your bookcase and coffee table assembly kits which are listed in your Summer
catalogue under KT 31, and we would like to test the demand for them. Would it be
possible for me to have, say, half a dozen units of each kit, on approval, before
placing a firm order? I have enclosed an order, No. B1463, in anticipation of you
agreeing, and as there is no particular hurry for the units, you could send them
along with your next delivery.

Yours sincerely,

1.6 3anpoc otT TOproeoii GpupmMsel 3apy0e:KHOMY NPOU3BOIUTEJII0

OTO NUCBMO OT PO3HUYHOM CETH HTAIBSHCKOMY NPOU3BOAUTENO. 31ECh
BJaJIeNiel] CETH OOBSICHSET, OTKY/a Y HEro MHGOpMalus O MPOU3BOAMUTENE U JTaeT
IOHATh, YTO pa3Mep ONTOBBIX CKUIOK M MpEIaraeMblii METOJ OILIAThl MO3BOJISAT
eMy caenarh 3aka3. OH 3apaHee CTaBUT YCJOBHS, MOCKOJBKY, OyZydH ONTOBBIM
IIOKYTIaTEJIEM, CYUUTAET BO3MOXKHBIM JJUKTOBAaTh YCIOBHUS.

F. Lynch & Co. Ltd.

(Head Office), Nesson House, Newell Street, Birmingham B3 3EL
Telephone No.: 021 2366571 Fax: 0212368592 Telex: 341641
SateX S.p.A

Your ref:

Via di Pietra Papa

Our ref: Ing. C351

00146 Roma

6 February 2005

Dear Sirs,

We were impressed by the selection of sweaters that were displayed on your
stand at the 'Menswear Exhibition' that was held in Hamburg last month. We are a
large chain of retailers and are looking for a manufacturer who could supply us
with a wide range of sweaters for the teenage market. As we usually place very
large orders, we would expect a quantity discount in addition to a 20% trade
discount off net list prices, and our terms of payment are normally 30-day bill of
exchange, documents against acceptance. If these conditions interest you, and you
can meet orders of over 500 garments at one time, please send us your current
catalogue and price-list. We hope to hear from you soon.

Yours faithfully,

L. Crane Chief Buyer
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3aganue 3. BolyunTe ciieayioniue cJioBa U BbIpaKeHHs
to make an enquiry about a product coerams 3anpoc o npooyxme
to enquire about a product 3anpawuseams ungopmayuio o npooykme
a company KOMHAaHUsL

a supplier nocmaswux

a customer xiuexm

a wholesaler onmosas mopeosas ¢pupma

a retailer posnuunas mopeosas gpupma

a bulk buyer onmossiii noxynamens

an agent acernm

a principal npunyunan

an associlate KoMnanvoH

a representative npedcmasumens

a subsidiary gpunuan

a co-operative society koonepamusroe 0bujecmeo

a Trade Association mopeosas accoyuayus

a catalogue xamanoe

a brochure opowiropa

a booklet 6yxnem

a prospectus npocnexm

a price-list npaiic-nucm

a leaflet pexnamnuiii 6ykiem

a showroom demoncmpayuonnsiii 3a

a demonstration demorcmpayus

a circular letter yupxynsapnoe nucomo

a trade journal ompacnesoii socypran

samples obpasybi

patterns mooenu

to offer concessions npednacams ckuoxu

to quote a price HazHawams yeHy

to suggest / state terms npednacams / onpedensimo ycio8us.
cash discount ckuoku 3a pacuem nanuunvIMu

trade discount mopeossie cxuoku

quantity discount ckuoxu 3a Konuuecmao

monthly / quarterly statement excemecaunvle / keéapmanvrvie omuemvl

documents against acceptance nepedaua OOKYMeHMO8 HA NPABO BAAOECHUS

COOCMBEHHOCMbIO NOCIe NPUHAMUSL NOKYNAmenem YeKa K oniame
bill of exchange gexcens

to place an order pazmecmums 3axa3

goods on approval mosapwt 015 o3naxomieHus

goods on sale or return moesapsi ¢ 8o3modcnocmvio 6038pama (6 ciyyae, eciu OHU

He Oy0ym npooarsl)
to stock a product umems mosap na cxknade
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to hold / carry (a) stock of a product deporcams 6 nanuuuu 3anac mosapa

to invite / seek a tender or estimate npogodums KOHKYpC unU OYeHKY

to provide / supply a tender or a reference yuacmeosams 6 kouxypce no yeue

to ask for trade references zanpawusams ungpopmayuro o cocmosnuu den upmol
to provide / supply trade references npedocmasiame ungopmayuro o cocmosinuu oen

1.7 OTBeTHI HA MUCHMA-3ANPOCHI
3ananmne 4. O3HaKOMbTECH C Pa3JIMYHBIMU BAPMAHTAMM NMHUCEM B OTBET HA
CBOI1 3ampoc:

Date

Name / Title

Business / Organization

Address

City, State Zip Code

Dear Name:

Thank you very much for your request of April 16 for samples of our new
ABC fabrics. We have asked our agents in San Diego, Arthur Roth Company, to
supply you with a copy of our current sales catalog and price list and a full line of
samples. We appreciate your interest and thank you for writing to us.

Sincerely yours,

Signature Name

Date

Name / Title

Business / Organization

Address

City, State Zip Code

Dear Name:

Thank you for your interest in our sales management training program. Per
our telephone conversation of yesterday, I am enclosing detailed information about
this program. If you have any questions, please do not hesitate to contact me.

Sincerely,

Signature Name

Date

Name / Title

Business/Organization

Address

City, State Zip Code

Dear Name:

Thank you for your inquiry. I hope that the enclosed information about our
institute's direct-mail marketing course will be of use to you. Just give me a call at
(000) 000-0000 and I will be happy to answer any questions you may have.

53



Sincerely yours,
Signature Name

Date

Name / Title

Business / Organization

Address

City, State Zip Code

Dear Name:

Thank you for your fax of February 19. Enclosed is our current summer
sales catalog for the complete range of Fairfax products you asked for, together
with full details of our liberal terms of business. As you can see on page 3 of our
price list, we allow you a special discount off all net prices for orders of the value
you stated in your fax. Delivery will be within four weeks of receipt of your order.
However, to take full advantage of these special summer sales offers, we advise
you to place your order promptly. We expect considerable response to our summer
sale and supplies are limited. If you have any further questions, please contact us.
We look forward to hearing from you as soon as possible.

Sincerely,

Signature

Name

Date

Name / Title

Business / Organization

Address

City, State Zip Code

Dear Name:

In reply to your letter of September 12, we are pleased to enclose a copy of
our most recent sales catalog which features the complete range of our new
corduroy sports jackets for men. These handsome and versatile jackets — in beige,
navy, chocolate, or rust — can be worn from the office to informal dinners to
weekend activities in great style and comfort. The medium-wale corduroy is made
from a long-wearing blend of long staple cotton and polyester and is soft and easy
to wear. The models that you are interested in are presented on pages 9 to 15. Mr.
Robert Dillon, our regional sales manager, will telephone your office next week in
order to arrange a meeting. He will be able to provide you with complete details of
our other new sportswear lines.

Sincerely,

Signature Name

1.8 OTKa3 OoT NOCTYNMHUBIINX MPeaI0KeHH I
B HexoTOphIX ciydasix, HECMOTpsi Ha BCIO MPHUBJICKATEILHOCTb, Bam
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NPUIETCS OTKa3bIBATHCA OT Pa3IMUHbIX Ou3Hec-npenioxeHuil. [locrapaiitech 310
JIeNaTh TaK, YTOObl HE HAPYIIUTDH JATbHEHIINX OTHOLUIEHUH C KOHTPAreHTOM:

Ipuyuner omkaza om npoekma. CAUUKOM 8bICOKAS CHMOUMOCD

Dear Name:

Thank you for submitting your proposal for name of project. Unfortunately,
your proposal makes it clear that the project would be prohibitively expensive. We
cannot, therefore, proceed. Please be assured that we appreciate your prompt
attention to our request for a proposal, and we will keep you in mind for future
projects.

Sincerely,

Dear Name:

Your proposal for name of project is very impressive and has occasioned a
great deal of thought here. Unfortunately, after thoroughly costing the project out,
we have concluded that it is prohibitively expensive. I am returning the proposal to
you with our thanks, and we will certainly keep you in mind for future projects.

Sincerely yours,

I1o npuuune Hecoomeemcmasust yCio8UsimM polHKd

Dear Name:

Thank you for your project proposal for name / type of project. We read the
proposal with great interest, but have concluded that it is inappropriate for our
market needs, customers, etc. We appreciate your thinking of us.

Sincerely,

Dear Name:

Thank you for letting us see your proposal for name/type of project.
Unfortunately, what you propose lies well beyond our area of specialization and is
not, therefore, right for us.

Sincerely yours,

1lo npuyune HenooxooaUUX YCI08ULL

Dear Name:

After long and careful consideration of proposals from various vendors for
name of project/product, we have concluded that what you offer is not quite right
for us, and we have elected to go with the proposal of another vendor. We
appreciate your taking the time to prepare and submit the proposal.

Sincerely yours,

Dear Name:
Competition for this project was not just lively, it was downright fierce. We
55



received many very fine proposals, yours among them. However, we could only

go with one — which offered the very best combination of service, product, and

price. Thanks for taking the time to prepare your very impressive proposal.
Sincerely yours,

Ilo npuuune uznuwneli cneyuanuzayuu

Dear Name:

I have received and reviewed your proposal to create a name of product. The
idea is a very interesting one, but [ am convinced that the market for such a
product is, at this time, too narrow, specialized, and limited to warrant the
investment necessary to put your proposal into production. I'd be happy to go into
greater detail, if you like. Give me a call.

Sincerely yours,

Ilo npuuune Headek8amMHbIX 2aPAHMUIHBIX YCLOBUL

Dear Name:

Thank you for your proposal to supply name of product. While there is much
that we like about what you propose, your warranty terms are inadequate. Please
consult our specification requirements once again. If you can revise your warranty
to meet these requirements, we will be pleased to reconsider your proposal.

Sincerely yours,

Dear Name:

Your product looks great. Unfortunately, the warranty you offer falls well
below our minimum guidelines, which specify terms. We will not consider
purchasing additional coverage, but if you can extend the standard warranty as
specified, we will be delighted to reconsider your proposal.

Sincerely yours,
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UNIT 8
ORDER OF GOODS

3AKA3 TOBAPA

Covering letters — nucoma, conposodxcoarowue 3aKa3, noOmMeepiHcOeHue niame-
JHca, CKUOKU, 0ambl 00CMABKU, CNOCOObL OOCMABKU U YNAKOBKU, YNAKOBKA, NOO-
meepicoenue NOoIyYeHUs 3aKaza;, Omepy3Kd, 3a0epicKa OMmnpasKu, OmKAd3 8 No-
cmaeke mogapa u npuduHvl (bonvule Hem 8 HAIUYUU, NIO0XA penymayus, nioxue
YC0BUSA, pasmep 3aKA3a).

1.1 PasMelienue 3aKka3a

3aka3bl OOBIYHO TNepenaroTcs Ha (pupMeHHOM OnaHke (PUPMBI ¢ yKa3aHUEM
JIaThl 1 HOMEpPA, KOTOPHIM B AJIbHEHIIIEM CIIeyeT MPUBOAUTH B JTIOO0N MEpenucKke
1o MOBOAY AaHHOro 3akasa. Jlaxe 3aka3 mo tenedoHy WIM 3IEKTPOHHOW MOYTE
CONJIACHO MEXKIyHApOAHOW JI€JIOBOM IIPAaKTUKE IOATBEPKIAETCA IMCBMEHHO
(muceMoM uiu ¢pakcom). Hike Bbl y3Haere, U3 KakMX Pas3/ieloB OOBIYHO COCTOUT
nucbMo-3aka3. He Bce paszensl sSBISIOTCS 0053aTeNbHBIMU B Ka)KIOM KOHKPETHOM
cinydae. [InceMa, KOTOpBIE COIPOBOXKIAAIOT 3aKa3bl U MOATBEPKAAOT UX IIOJIyYEHUE
JOJDKHBI OBITh KpPaTKMMH, TOYHBIMM M 1O cymecTtsy. Bo MHorux ciydasx
KOMITAaHUH UCIIOJIB3YIOT CTaHJapTHBIE IIPOHYMEPOBAHHbBIE (b opMBL.
ConpoBoauTeNibHOE MUCHMO YacTo MOChUIAeTCsl BMecTe ¢ (hopmoii 3aka3a. B cBoro
odyepeab MOCTABIIMKH TAKXKE HCMONB3YIOT (DOPMBI Ui MOATBEPKACHUSA MpHeMa
3akaza. [Ipu pasmemieHun 3aka3za MUCbMOM WM (AKCOM, CIEAYIOUINE AeTallu
JOJKHBI OBITh YHNOMSIHYTBI: CCBUIKa Ha TMPANC-IIMCT WJIM OTOBOPEHHYIO LEHY,
CKMJIKM, HOMEpPA KaTaJoroB; KOJIMYECTBO; KaY€CTBO, MOJIENIA, MAaTEpUajbl U LIBETA;
YIAKOBKA, CIIEHHUAJIbHbIE MAPKUPOBKHU, U MHCTPYKLMHU IO JTOCTABKE; XpAHECHUE HA
CKJIaJle; TOCTaBKa; JOKYMEHTHI (Hamp., cuer-(hakrypa, npo-Qpopmbl, TaMOXKEHHbIE
JOKYMEHTBI, TPAHCIIOPTHbIE HAKJIaJHbIE, CTPAXOBaHME); MOATBEPHKIACHUE CPOKOB
OILIATHI.

1.2 Ilucbma, CONpPOBOXKAAIONINE 3aKA3

3ananue 1. IlepeBenute U O0BSICHMTE, YTO JAHHOE NMHCHLMO CONPOBOXKIAET
Bam 3aka3. Ilpumep mnucbMa, CONPOBOXKIAIOIIET0 3aKa3, B KOTOPOM
MOATBEPKAATCH EHA M YCJI0BHS MOCTABKH (HA CKJIAN).

Dear Name:

We acknowledge receipt of your samples and quotation of October 3. Please
find enclosed our order No. GW/RK 1193-DdeO, for 450 Martinex 100 percent
cotton thermal blankets for twin- and full-size beds.
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We would remind you that, as stipulated in our letter of August 29, the
blankets must be delivered to our warehouse in Salt Lake City before October 15,
because our special Winter Sales Week will start on Monday morning, October 27.

Sincerely,

1.3 YcaoBus omiarbl. Bo3M0KHOCTD NIpeIoCTaBICHUS KPeAUTA.

3ananue 2. CocTaBbTe CBOE MUCHMO, CONMPOBOKIAIOIIEE 3aKA3.
Ha onpenenenHom starne cOTpyAHHMYECTBA MOKYMAaTellb MOXKET PaCCUMTHIBATh Ha
Oosee mpueMJeMble YCJIOBHS OIUIaThl, BKIIOYAIONIME OIUIaTy TOBapa depes
OTOBOPEHHOE BpeMs MocIe ero noixyyeHus. OObIYHO B 3TOM Cilyyae B CTaHJapTHOM
MUPOBOM MPAKTUKE MPUHATHI CIEAYIONINE BAPUAHTHI OOpaIlCHHUS:

Dear Name:

As we have done business with your company for more than 18 months on
the basis of payment on invoice, we would now like to request you to grant us
open credit terms with monthly settlement. You may check our credit rating with
Mr. William Hamilton, Branch Manager of the Bank of Indiana, 000 Orchard
Street, Belleville, Indiana 00000.

For information concerning our company's promptness in paying invoices,
we refer you to the following credit references:

» Wells Export Company, 000 Oxford Street, Phillipsville, PA 00000.

* Nathan Kane, Inc., 000 West 42nd Street, Nathan, MA 00000.

Paxton & Asscher Company, 000 Brentwood Place, Chicago, IL 00000.

If you would require additional information, we will be glad to supply it.

Sincerely,

Dear Name:

For the past six months, we have been purchasing household appliances
from your company on a C.O.D. basis. However, we would now like to open a line
of credit. Please, let us know your usual credit terms and also what credit
references and other business information you require to open such an account.

We hope your company will be willing to comply with our request.

Sincerely,

OTBeT Ha 3a11POC 0 BO3MOKHOCTH NPEJOCTABJICHUS TOBAPA B KPEIUT

Tlonoscumenvhuiii

Dear Name:

Thank you very much for your purchase order #CC-373. So that we may
extend our normal credit terms of 30 days, please provide us with the following
information:

* Your company's most recent financial statements
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* Names of three suppliers with whom your company is presently doing
business

* Name of your bank

Thank you for your cooperation.

Sincerely,

OmpuyamenvHuiu

Dear Name:

Thank you for your order No. 00530 of January 19 for 600 Bambo Quartz
Travel Clocks Model ISA at $19.95 per unit. We have these clocks in stock and
will be able to deliver them before the date — March 6 — you requested.

However, we are sorry that we cannot supply your order on the credit terms
you requested and for that reason request prepayment. Enclosed you will find our
pro-forma invoice. We would be obliged if you would arrange payment for this
invoice by either irrevocable letter of credit or banker's draft as soon as possible in
order that we can ship the goods F.O.B. Buenos Aires.

Sincerely,

1.4 YcaoBus nocraBku. Cioco0bl 10CTAaBKH

BONBIIMHCTBO KOMIAHUWA  MCHOJIB3YIOT TPAHCIOPTHO-3KCIEAUIIMOHHbIE
areHTcTBa — “forwarding agents”, KOTOpbIE CHENMAIM3UPYIOTCS HA YNAKOBKE U
JOKYMEHTAIIMH JIJIs1 IEPEBO3KU I'PY30B.

3anpoc rpy3oBbix Tapu(doB 1 TapuoB HAa MOPCKHE NMEPEBO3KH
Komnanust 3anpammBaer rpy3oBbie Tapu(bl Ha MOPCKHE MEPEBO3KU B
JloH10H.

Lee Boat Builders Ltd.

Dock 23, Main way, Hong Kong

Telephone: 385162 Telex: 349512 Fax: 662553 Cable: LEBATS
Far Eastern Shipping Lines 31-4 Park Road

21 April 2005

Dear Sirs,

We intend to ship a consignment of dinghies and their equipment to London
at the beginning of next month. The consignment consists of ten boats which have
been packed into wooden crates marked 1-10, each measuring 4 x 2 x 2.5 metres
and weighing 90 kilos. Could you inform us which vessels are available to reach

London before the end of next month, and let us know your freight rates?
Yours faithfully, J. Lee
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1.5 YnakoBka rpy3os
BaxkHas cocraBusromas mpouecca UMIOpTa — PEKOMEHAALMH 10 YIIAKOBKE

rpys3a.

3apanue 3. IIpounTaiiTe 1 nepeBeauTe CJIEAYIOUIHE BHIPAKCHHUS:

* Each piece of crockery is to be individually wrapped in thick paper, packed
in straw, and shipped in wooden crates marked and numbered 1 to 6.

* The carpets should be wrapped in thick grease-proof paper which is
reinforced at both ends to avoid wear by friction.

* The machines must be well greased with al movable parts secured before
being loaded into crates, which must be marked.

3aganue 4. Ucnouab3ysi BbllenepeYncieHHbIe BbIPpaKeHHUsl, COCTABbTE CBOIO
PEeKOMEHIALMIO 110 YIIAKOBKe rpy3a.

1.6 3akaouuTe/IbHAS YACTh MUCEM-3aKA30B

3ananmue 5. [IpounTaiite v nepeBeANTE CIEAYIOIINE BEIPAKECHUS:

* We hope that this will be the first of many orders we will be placing with
you.

» We will submit further orders, if this one is completed to our satisfaction.

* If the goods sell as well as we hope, we shall send further orders in the near
future.

* I look forward to receiving your advice / shipment / acknowledgement /
confirmation.

3aganme 6. Ucnoab3ysi BbllienepeYncieHHbIe BbIPpaKeHHUsl, COCTABbTE CBOIO
3aKJIIYUTEIBHYI0 YACTh MUCHMA.
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Unit 9

RESPONSIBILITY DURING TRANSPORTATION AND INSURANCE
PROCEDURES

OTBETCTBEHHOCTD IIPH IIEPEBO3KAX
N CTPAXOBBIE ITPOLEAYPBI

CrtpaxoBble IPOLEAYPHI

KoMianuu u OTJenbHBIC JTI0IU 3aIUIIAIOTCS OT YOBITKOB, yiepOa Wik TpaBM
C TTOMOIIIbIO CTPAXOBBIX ITOJIMCOB, SIBJISIOIIUXCS KOHTPAKTAMHU HA CIIy4ail BO3MOXK-
HBIX Oyaynux puckoB. OOBIYHBIN MPOIECC CTPAXOBAHMS TAKOB: JKEJIAIOMIUN MTOTY-
YUTh OOBEM CTPaxOBOW OTBETCTBEHHOCTH (COver) 3amojHseT OJIaHK 3asBKU
(proposal form). B Hem yka3biBaeTcsi MpeAMET CTpaxOBaHUs, CTOUMOCTb, CPOK U
yCIJIOBHUS, TTOCKOJIbKY IMOJIMC MOXET HE OXBAaThIBaTh Bce pUCKU. CTpaxoBas KOMIIa-
Hus (underwriter), KOTOpasi BBIIUIATUT KOMIICHCAIIMIO B Clly4ae TpeOOBaHUS OIpe-
JIEJSIET CTPaxoBYyIO MpeMuto (premium), T.€. IieHy cTpaxoBku. Ecium ctpaxoBarenb
yIOBIIETBOPEH yKa3aHHOW B OJjaHKe 3asku MH(OpMaImend, OH BBIJACT YBEIOMIIC-
HUE O CTpaxoBKe (cover note) — 3To He caM mnoduc (policy), a cornamienue o cTpa-
XOBaHUH TOBApOB JI0 MOMEHTA, TTOKa He OyaeT roToB nojuc. Korma momuc oTmpas-
JICH KJIUEHTY, CTPAXOBIIUK COOOITUT €My O TOM, YTO OH TI0 YCIOBHSIM MOJICa
3actpaxoBaH (indemnified) ot moTepu, MOBPEXKICHUS UK yIIepoOa.

B cnydae TpaBMbI WM CMEPTH 3aCTPAXOBAHHOTO JIMIIA WJIU MPU CTPaAXOBaHUU
xu3HU (Life Assurance), 1o yCI0BHSM KOTOPOTO IO MPOIISCTBHUHM JIET BHITIJIAYNBa-
eTcs (pMKCUpOBaHHAasi CyMMa, 4TOObI 00Illasi CyMMa, UJIK MEeHCHUs, Obljla BbIIJIaueHa
K KOHIly Mepuoja, B CHJIy BCTyMaeT MNPHUHIMI BbIUIATHl Tocobus (benefit
payment). DTO 03HAYaeT, YTO 3aCTPAXOBAHHOMY BBIILIATIT KOMIICHCAIIUIO UCXOIS
U3 moTepu 3apaboTka win 007U U cTpaganus. [lnaTexu mo cTpaxoBaHUIO KU3HU
BBIYUCIISIIOTCS. HA OCHOBE €XKETOJIHBIX B3HOCOB TUTKOC MPOIEHT, KOTOPBIN KOMITaHUs
noJTy4aeT Ojarofapsi HHBECTUPOBAHHUIO CTPAXOBBIX B3HOCOB.

CrtpaxoBble KOMIAHUHM — KPYIHbBIE OpraHU3alMU-MHBECTOPHI Ha (OHIOBOM
pbiHKe. biiarogapsi ”HBECTUPOBAHUIO B3HOCOB OHM MOTYT BBIIUIATUTH KOMIIEHCA-
LIMU 10 CTPaXOBKaM WJIM IOJIMCAM CTPAaXOBaHMS )KU3HH, CPOK KOTOPBIX IMOIOLIEN.

1.1 3anpoc 0 MOJIHOM CTPaXOBAHUH
Kommanust United Warehouses Xxo4eT CMEHHTh CTPaXxOBYI0 KOMITaHHIO. B 1aHHOM
IUChME OHa 3allpalllMBacT PACIICHKH.

United Warchouses Ltd.

Chairman: B.R. MacDonold A.C.A. Directors: N.S. Souness, A. Gemill M.Sc,
B. Daracott Head Office, Bruce House, Bruce Street, Aberdeen AB9 I FR

Registered in Scotland No. 166051
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Telephone: 022441615

VAT No. 54901013

Fax: 022462219

Telex: 247182

Your ref:

Our ref: N3162-1

Date: 6 Aprill 20 — Westway Insurance Co. Ltd. Society House Ellison Place

Newcastle-upon-Tyne NE1 8ST

Dear Sirs,

We would like to know if you could offer a comprehensive insurance policy
covering us against fire, flood, accident, industrial injury, and theft. We are a large
warehouse selling furnishings to the retail trade, and employing a staff of thirty.
The building we occupy belongs to us and is valued, along with the fixtures and
fittings, at £250,000 and at any one time there might be stock worth £70,000 on the
premises. When calculating the premium, would you please take the following into
consideration: There are no open fires on the premises as central heating is used,
and we have a fully operational sprinkler system which is serviced regularly. There
are also numerous fire extinguishers strategically placed throughout, and fire exits
on every floor. The only danger from flood would be from burst pipes, as we are
some distance from the river. Since we began trading six years ago we have never
had to claim for industrial injury, and damage to stock has been minimal. Finally,
pilferage, which is common in warehouses, has only cost us £400 per annum on
average.

Our present policy runs out at the end of this month, so we would require cov-
er as from 1 May, and we would point out that we are changing insurance compa-
nies because of the increased rates that our former insurers are charging. So a com-
petitive quotation would be appreciated.

Yours faithfully, B. Daracott United Warehouses Ltd.

3ananme 1. CocTtaBbTe NMUCHbMO-3AIIPOC O NMOJHOM CTPAXOBAHUHM, HUCIOJIb3YH
cJieIyIol[He CJI0OBA M BbIPAKEHUS:

1.2 CiioBapb 1o CTPaxOBaHMIO TPy3a
an insurance company cmpaxoeas KOMNAHUsl
a broker maxnep
a proposal form 3asenenue
a quotation pacyenku
a policy nonuc
Cover nokpvimue
all risk 6ce pucku
underwriter cmpaxosas KoMnanus;, cmpaxosujux
a syndicate cunoukam, koncopyuym
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a cover note ygseodomieHue 0 NOKpblmuu
indemnification sozmewenue, komnencayus
original position ucxoonoe nonoscenue
subrogation cybpoeayus, 3amena 00H020 Kpeoumopa opyum
to cover against eapanmus
to take effect from ecmynamo 6 cuny c ...
to bond someone nodnucwvieams doneosoe 0b6s3amenbcmaeo
to renew a policy 60306H0613mb NOMUC
a claimant npeovasrarowuil npasa
to make/reject a claim nodasams / omkioHams mpebosanue
compensation KomMneHcayus
to inspect damage nposepsimo yuepo
negligent nebpeoicHbll
to overvalue nepeoyenusamo
an independent assessor Hezasucumbiii OYeHWuUK
an assessment oyenka
valuation oyenka
arbitration apoumpaosic
life assurance cmpaxosanue sncusmu
benefit payment ssiniama cmpaxogoti cymmol, nocoous
endowment gxao
fire insurance cmpaxogarue om nosxcapa
“special perils” policy cmpaxosanue om ocobwvix puckos
consequential loss insurance cmpaxosanue om xoceenHo2o yujepoa
accident insurance cmpaxogaHrue om Hecuacmuvix C1yuaes
insurance liability o6s3amenscmea no cmpaxosanuro, cmpaxosas omeemcmeeH-
HOCMb
property insurance cmpaxogauue coOCmeeHHOCmU
personal accident insurance unousuodyaibHoe / iuuHoe Cmpaxosarue om Hecuacni-
HO20 cyuas
insurance of interest cmpaxoganue npoyenmos
fidelity bonds eapanmus, evioasaemas 0OHUM TUyOM OpYy2OMYy NPOMUE 310YNOM-
pebnenuti mpemveco 1uya
marine insurance Mopckoe cmpaxogarue
all risk policy noauc om 6cex puckos
valued policy maxcuposanmsiii nonuc
time policy noauc na cpok
voyage policy nonuc na petic
mixed policy kombunuposanmwiii noauc
floating policy eenepanvrsiii nonuc
open cover policy eenepanbhbiii nonuc
1n arrears umems 3a00IHCEHHOCHb
a clause cmamos
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free from particular average 6e3 omeemcmeennocmu 3a YacmMHylO aA8aApuro, He
BKIIIOYASL YACMHYIO ABAPUIO

with particular average ¢ omgemcmeennocmoio 3a 4ACMHYI0 ABAPUIO, BKIIOYAS Ya-
CMHYIO A8apuio

declaration form mamoorcennasn oexnapayus

an insurance certificate cmpaxosoe ceudemenbcmeo

to ship clean uucmas nocmaska

a clean bill of lading uucmuiii konocamenm

The American Insurance Association amepukarckas accoyuayusi Cmpaxo8uuKos
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Unit 10

VARIOUS CORRESPONDENCE: RESERVATIONS, MEETING,
HOSPITALITY, PERSONAL BUSINESS LETTERS

PASHOOBPA3HASA KOPPECIIOHAEHIINA:
BPOHUPOBAHUME, BCTPEYN,
I'OCTEITPUUMCTBO, MUYHBIE AEJOBBIE IIMCBMA

1.1 bponupoBanue. PezepBupoBaHHe aBHAINIEPEJICTOB

Dear Sir,

This letter is to confirm our telephone conversation this morning when I ar-
ranged for two tickets to be sent to us in the names of P. R. Dell and B. Newsome,
our directors, who will be travelling London Heathrow-Rome on flight BA 164 at
10.05 hours, on Wednesday 12 June. Please send the tickets to us by return, and
find a cheque for £210.00 enclosed.

Yours faithfully,

1.2 Pe3epBUpoBaHMe NMyTeIECTBUH MOE310M

Dear Sir,

With reference to my telephone call to you this morning, would you please
book a return ticket including couchette in the name of Mr. John Miles for Lon-
don-Paris-Zagreb, leaving on Monday 18 July, and returning Zagreb-Paris-
London, on 3 August? Please could you reserve a seat in a non-smoking compart-
ment? [ would appreciate your sending the tickets as soon as possible and have en-
closed a cheque for £188.00.

Yours faithfully,

1.3 Pe3epBupoBaHuEe MeCT B TOCTHHHUIIE

Dear Mr. Ruggerio,

This letter is to confirm my telex and your answer of today in which you
agreed to reserve two separate rooms with shower and bath, from 12 June to 21
June inclusive for Mr. P.R. Dell and Mr. B. Newsome, who will be attending the
Textile Trade Fair in Rome. Could you make sure that the rooms are situated at the
back of the hotel, as the rooms they were given last year, overlooking the main
road, were rather noisy? I am enclosing a banker's draft for £40.00 as a deposit.
Could you please acknowledge receipt?

Yours sincerely,

1.4 Pe3epBupoBaHue noMenmeHui 1js KoHdepeHuunii

Dear Name:

As discussed on the telephone, we want to reserve the use of a small confe-
rence room where dinner can also be served for 23 people for the evening of
Thursday, June 7 from 6:00 p.m. until 11:00 p.m. We also want to reserve your
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three-course steak dinner ($24.95) for every participant, as well as optional bar
service. Please, confirm this reservation by return mail or fax.
Sincerely,

Dear Sir,

We are holding our annual conference this year in Nantes and are looking
for a hotel which can offer us accommodation and conference facilities from 15 to
18 November inclusive. There will be 60 delegates, 15 of whom will be bringing
their wives. Therefore, we will need 45 single rooms and 15 double with full board
for the three days. Provision should also be made for serving morning coffee and
afternoon tea in the conference room. For the meetings we will need a room that
can accommodate 60 to 70 people, with sound equipment, and if possible a stage
from where lectures and demonstrations can be given. We will be bringing our
own visual aids with us, so it will not be necessary to provide projectors, boards, or
screens. Please would you send us a list of your tariffs and let us know if you are
prepared to allow discounts for a block booking. If you can offer a competitive qu-
otation, and satisfactory accommodation and facilities, you can rely on regular
bookings from us in the future.

Yours faithfully,

Dear Name:

I enjoyed talking to you on Tuesday. The Dorset Hotel does have the facili-
ties that our company needs to schedule its annual shareholders' meeting on April
2, with check-in time scheduled for 9:30 a.m.

I hereby confirm that we have booked the Wessex Room, which can com-
fortably seat 100 people; the Flamingo Suite (spacious seating for at least
15 people) for press meetings; and the Washington Dining Room (seating capacity
for more than 100 people) where drinks and luncheon will be served after the
shareholders’ meeting. We also need the following audiovisual and other equip-
ment and services:

* In the Wessex Room:

— Public address system

— One VHS videocassette player

— Four television monitors

— One overhead projector and screen

— Coffee and tea service

* In the Flamingo Suite:

— One flip chart

— Coffee, alcoholic and non-alcoholic beverages

* In the Washington Dining Room:

— Public address system

— One motion picture projector (16 mm)

— One motion picture screen
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— Alcoholic and non-alcoholic beverages
— Luncheon (including wine service)
I will telephone you on March 29 about the arrangements as outlined above.
Please send me your written confirmation.
Sincerely,

1.5 Berpeun. [Ipocs0a o BecTpeue
3ananme 1. 3a0ponupyiite cebe (Ha BHIOOP) B MUCLMEHHOM BH/Ie aBHAIeEpeJIeT,
nyTeniecTBHE Moe3/10M, MECTO B TOCTUHUIIE, IOMeIlleHHe [IJI1 KOH(epeH .
OTUM MNHCHMOM MEHEIKEp Ha3HayaeT BCTPEYM U NPEACTaBISIET CBOU
rpaduk. Bxiarounte B HEro ymoMHWHaHHWE TOTOJHUTEIHHOW YCIYyTd WU PabOTHI,
YTOOBI a/Ipecar 3aX0Tell C BAMU BCTPETUTHCA. DTO MUChbMO-IIPEICTABICHHE, 32 HUM
JIOJKHO TIOCTIEAOBATh APYTrOe MUCHMO HIIH Tee()OHHBIN 3BOHOK.

«lanka»

Carrington’s

38 E. 91st St. « Chicago, IL 60614

Jlama

January 25, 20XX

Buympennuii aopec

Linda Montgomery, Manager

A-1 Cleaners

Ilpusemcmeue

2903 Burresh St.

Lincoln, NE 68506

IIpocvba o scmpeue

Dear Ms. Montgomery:

Ilpeumywecmsa

I will be in Lincoln on February 3 and would like to meet with you at your
office to discuss cleaning supplies you may need in the second half of the year. I
have enclosed our latest catalog. Please note the items in yellow highlight. They
are special values or new products that A-1 Cleaners will want to take advantage of
now. [ will contact you later this week to schedule an appointment. If you need to
get in touch with me, call me at 800-555-9047. I look forward to talking with you.
Thank you for your continued business.

Sincerely yours, Signature Douglas James

Jlonoicnocme

Sales Representative

Jlononnumenvuas ungpopmayus

P.S. See page 68 of our catalog for a great value on our most-ordered
product choice!

Tocmcxkpunmym
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Ha3znauenue OM3HeC-BCTpeYH

Dear Mr. Grane,

Our Chief Buyer, Mr. Norman Luman, would like you to contact us with a
view to discussing the possibility of setting up a contract with your company to
supply us with steel over the next year. He will be in his office all next week, and if
you could write or phone him on 081-573 6621 he would be glad to arrange a
meeting with you.

Yours sincerely,

Dear Name:

Ms. Diane Bond, national production manager of our sales catalog division,
will be in Boston on Thursday, January 28 and would like to tour your web offset
printing plant in nearby Cambridge during that afternoon. Would it be convenient
for you or your assistant to meet her on this date? I will get in touch with you by
telephone early next week to make an appointment.

Sincerely,

Dear Name:

I will be in Manchester on Tuesday, June 7, until Thursday, June 9, and
would like to meet you at your office to discuss the brochure layout requirements
that we briefly talked about at the recent Technical Trade Exposition in New York.
Please, let me know when you could see me. I can come to your office at any time
during the above mentioned period. I will telephone your secretary next week to
schedule an appointment. I am looking forward to meeting you.

Sincerely,

Dear Name:

As per our telephone conversation yesterday, I have checked the availability
of my French colleague in September. We would indeed be happy to meet with you
in San Francisco on Thursday, September 7, at whatever time would be convenient
for you. I am looking forward to our meeting.

Sincerely,

IHonTBepxkaeHne HA3HAYEHHOU BCTPEYH

Dear Mr. Grane,

Mr. Norman Luman has asked me to confirm the appointment you made to
see him. He looks forward to meeting you at 11.30 in his office, at the above
address, on Tuesday 2 August.

Yours sincerely,

OrmeHa BeTpeun
Dear Ms. Hopper,
I am sorry to tell you that Mr. Grane will not be able to keep the appointment
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he made to see Mr. Luman on Tuesday 2nd August. Unfortunately an urgent matter
has come up in our Lisbon office and needs his immediate attention, He offers his
sincere apologies for the inconvenience and will contact you as soon as he returns
to London.

Yours sincerely,

Dear Name:

Thank you for your letter of November 6 asking for an appointment with
Ms. Louise Rainer. Unfortunately, she is away from the office and is not expected
back until the end of this month. Ms. Rainer will contact you upon her return and I
am sure she will be pleased to meet with you.

Sincerely,

1.6 TocrenpuumcTio. IIpocsda NPUHATL U NPEACTABUTH OM3HEC-TOCTS
3ananue 2. Hanummure npocs0y 0o BcTpeye.

Kommanuss HamepeHa paclIMpuTh CBOW OHW3HEC, U MPOCHUT JEJIOBOTO
napTHEpa MOMOYb U MPHUHATH MPHUEIKAIOLIEro coTpyaHuka. OOparure BHUMaHUE,
YTO MCHhMO HAYMHAETCS HE C MPOCHOBI, & C BEXKIMBOIO HAIOMUHAHUS COBMECTHOM
pabore xomnanuil. Kpome toro, npocs6a BbIpakeHa B OOLIMX BBIPAXKEHUSX, a HE
KOHKPETHBIX TPEOOBAHUSX.

Dear Mr. Deksen,

Thank you for your last consignment. You will be pleased to hear that we are
processing another order to be sent to you within the next few weeks. The purpose
of this letter, however, is to ask if you could offer any assistance to our overseas
sales manager, Mr. Michael Hobbs, who will be visiting Oslo from 11 to 17 May.
You may remember that when you were here a few months ago I mentioned that
we intended to expand our sales. We are now looking at the potential of the
Scandinavian market, and Michael Hobbs] trip is part of our investigations into the
possibilities of our exporting to Scandinavia. I wondered if, while he was in your
city, you would be able to introduce him to wholesalers and retailers in our trade
who may be able to give him information with regard to the type of products that
we would need to offer to the Norwegian market. He will also be interested in
marketing, demand, importing procedures and any other information that would be
useful to us. I understand of course that you are very busy, but if it is not too
inconvenient, may I tell him that he may contact you at some time during his stay?
The help would certainly be appreciated, and reciprocated if the opportunity arises.

Yours sincerely,

IIpencraBjieHue HOBOTO COTPYIHHKA
Dear Carl:
I am happy to introduce our new sales representative, Terry King, to you.
Terry will be in charge of servicing your account. Terry is a graduate of the
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University of Maine and holds a degree in Sales and Marketing. For the last five
years he has worked as a salesman for Boston Fisheries and Equipment. We are
proud to have him on our staff and are sure he will be able to give you the kind of
service you have come to expect from Sea Lanes. Please call us if there is anything
we can do for you. Terry will be contacting you within the next two weeks to
personally introduce himself, discuss his monthly schedule and answer any
questions you might have. Ask Terry about his family’s secret recipe for lobster!

Sincerely yours,

Signature

PexomeHnaareabHOEe NMCHMO

Dear Mr. Deksen,

The bearer of this letter is Mr. Michael Hobbs, our overseas sales manager,
who is visiting Oslo on our behalf to investigate our export possibilities to Norway.

Thank you for your letter of 10 April in which you offered to help him. I will
appreciate any assistance you can give, or suggestions you make.

Yours sincerely,

baarogpapHoctb

Dear Mr. Deksen,

Thank you very much for assisting Michael Hobbs while he was in Oslo. I
know he has already written to you expressing his gratitude, but I would like to add
my own appreciation. The introductions you made for him and the contacts and
information he gained will be extremely useful in our Scandinavian export
programme. If I can offer you any similar service in the future, please contact me.

Yours sincerely,

Ipurnamenue

Dear Mr. Grant,

We would like to invite you to attend our award ceremony at Claremont
College which is being held on 14 December this year. The proceedings will begin
about 2.00 and end around 5.00 in the afternoon, after which a dinner will be given
at 7.00 for our prominent visitors. As one of our distinguished ex-students we
would like you to address the parents and students with a short speech of your
choice before handing out the awards, although we realize you are busy we hope
you can find time to accept the invitation and look forward to seeing you.

Yours sincerely,

Coryiacue NpUHATH NPUIJIAIIIEHHE

Dear Mr. Edwards,

Mr. Grant, our director, has asked me to write to thank you and accept your
kind invitation to attend the award ceremony and speak at Claremont College on
December 14. He has fond memories of the college where he trained as an

70



engineer, and welcomes the chance to visit it again. The topic he has chosen to
speak on is 'Changing Technology in the next Decade', and he would appreciate it
if you would let him know whether this will be an acceptable subject.

Yours sincerely,

OT1ka3 oT npUIalIeHUsA

Dear Mr. Odensa,

Our Chairman thanks you very much for the kind invitation you sent to
attend the reception being held next month at your embassy. Although he would
have liked to have come, he will be in America at that time. However, he sends you
his best wishes and apologies for not being able to attend, and hopes that you will
send another invitation at some future date, when he does not have any
commitments.

Yours sincerely,

3ananue 3. Hanumure nucbMo-npurianieHue MeHemqxkepa B Bamy ¢Gupmy ¢
1eJIbI0 03HAKOMJIEHHUS C Balleil 1eATeJIbHOCTBIO.

1.7 JIn4uHbIe NeJOBbIe MUCHEMA
Nuorma BBl mUIIETE CKOpEEe OT CBOET0 HWMEHM, 4Y€M OT HMEHHU BCEU
KOMITaHUM. B 3TON 4acTu NpuBeIeHBI IPUMEPHI IUYHBIX JEIOBBIX MTUCEM.

Io3apaBiieHusi 001EeCTBEHHbIE
OTHUM TUCBMOM IMO3JPABIAIOT PabOTHUKA, POACTBEHHHKA PAOOTHHKA WJIU
Jpyra KOMIaHUU.

Linder Airplanes

August 6, 20XX

Dear Tommy:

Congratulations on winning the soap box derby during My Waterloo Days.
Your father couldn’t stop talking about how proud he was of your victory. I was
interested in your win because I, too, was a soap box derby winner 21 years ago in
Akron, Ohio. There’s nothing quite like the thrill of knowing that something
you’ve made is capable of winning. Congratulations once again and good luck at
the Nationals!

Sincerely,

Signature Charles M. Norris

President

CMN: cro

IHo3apaBiieHus ¢ THEM POXKIAEHUS
May 25, 20XX
Garrett Montgomery

71



774 Rising Hill Rd.
Lakeland, FL 32340

Dear Garrett:

It’s your birthday again! Where has the time gone? We hope your birthday is
a happy one. We appreciate your work here at Oglethorpe’s and Osman and hope
that we enjoy many more birthdays together.

Sincerely,

Signature Larry

Lawrence Oglethorpe

President, Oglethorpe’s and Osman

IHo3apasieHus ¢ npa3sIHUKOM
December 15, 20XX
Joshua Schwartz
38 Fairview Ct.

Teasdale, WV 26656

Dear Josh:

The warmest of holiday greetings to you and your family. We at Gibralter
Gems hope this holiday season brings you the best of everything. Our regards to all
of you.

Sincerely,

Signature Tip Thomas “Tip” Gibralter

Gibralter Gems

Poxxaenue pedenka

June 4, 20XX

Dear Lorraine:

There is nothing more exciting than a new baby. You and T.K. must be
proud. We were all thrilled to hear about Travis’ birth and know you are, too. All of
us are looking forward to seeing you, T.K. and Travis when you come to visit us
next week. That’s the time for our traditional “Shower of Gifts.” Congratulations,
Lorraine! We’re all envious of your new little one.

Take care of all three of you.

Sincerely,

Signature Shelli

Shelli McAdam

Office Manager

China Dolls for You
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Ilo3npaBienus ¢ OpakocoyeTaHneM

February 22, 20XX

Dear Linda:

On behalf of Smith, Jones and Yanacek, I would like to extend our best
wishes on your marriage to Terry Gleason. We all wish you the happiest of times. It
is always a pleasure to share in the happiness of one of our employees. In your
case, it was even more so because you have been such an important part of our
firm. I know I speak for all of us when I say that it couldn’t have happened to a
nicer person. We all look forward to your return after your honeymoon and hope
that we will meet Terry soon. Best wishes once again. We’ll see you in a couple of
weeks.

Sincerely,

Signature

Monty

Montgomery Smith

Senior Partner

Smith, Jones and Yanacek

Counselors at Law
231 Ist St. S.E. « Remington, MO 63302

3ananue 4. Hanummnre no3apasjieHue-NUCbMO Ha JIOOYIO TEMY.
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Unit 11
DIALOGUES IN ENGLISH

JIUAJIOTY HA AHTJIMMCKOM SA3BIKE

3/1€ech NPEACTABICHBI TOTOBBIE TUAJIOTH HA aHTJIMMCKOM JJIs Pa3jIuYHBIX KU3-
HEHHBIX CHUTyalWil. 3allOMUHANTE UX LIEJIMKOM U HCIOJb3YUTE B PEalbHbIX KHU3-
HEHHBIX CUTyallUsIX. 3allOMUHAas TOTOBbIEC AUAJIOTH HA aHTJIMHCKOM U TIOBTOPSISL UX
MHOTO pa3, Bbl HAYHETE HCIIOJIb30BaTh (Ppa3bl U3 TOTOBBIX JUAJIOTOB HA AHTIINMN-
CKOM KOTJia HY>KHO, TJie Hy>kHO. [IpoBepbTe Ha ceGe ATOT JIerKui, JOCTYIHBIN CIO-
€00 BBIYYHUTh Pa3rOBOPHBIN aHTJIMACKUI.

In a drugstore
— Hello! Can you recommend something for sunburns?
— We have very good gel with aloe. You should apply lots of it to the burnt areas
several times a day.
— I also need a pain-killer for my headache.
— This drug is based on paracetamol. Take two pills at a time. Six pills a day. No
more.
— What’s the total?
— That makes it 24 (dollars).
— Can I pay with my credit card?
— Not a problem. Will you please sign here? Thank you. Here’s your purchase,
your receipt and your payment slip.
— Thank you. Good-bye.
— Have a nice day.

Check in a hotel
— Hello! I’d like to check in, please.
— Hello! Your passport and confirmation letter, please.
— Here you are.
— Thank you. You booked a room with a sea view. We have two available rooms:
on the sixth floor and on the tenth floor. Which floor would you like?
— M-mm... The tenth.

At a gas station
— Hello! What would you like?
— Pump 5. Regular. Twenty euros worth, please.
— Ok. Anything else?
— I also need some air in my tires and washer fluid. Can you put it in the car for
me?
— Not a problem. That’ll be twenty-six euros.
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— Here you are. And...Where’s the toilet here?
— Oh, it’s inside the shop.
— Ok. Thank you.

On the plane
— What would you like to drink?
— Sparkling water, please.
— What would you like — fish with vegetables or meat with rice?
— Meat with rice, please.
— May I have some tissue paper, please?
— Just a second.

At a restaurant
— Hello! Can we sit near the window, please?
— Of course. Follow me. Please, be seated.
— (waiter): Hello! Are you ready to order?
— Can you recommend something for an appetizer?
— M-mm... We have very good mussels with sour sauce.
— Do you serve the mussels warm?

Making a date
— What are you up to this evening?
— I’m not sure yet. Any suggestions?
— Let me take you out for dinner.
— Sounds good! What time do you have in mind?
— How’s eight o’clock for you?
— Eight is fine!
— Where do we meet?
— Can you pick me up from my office?
— Not a problem. Give me the address.

In the waiting room
— Can you move over a bit?
— Sure. Are you waiting for the Transaero flight to Moscow, too?
— Yeah. I have a three hour layover.
— Where are you coming from?
— New-York. How about you? Are you Russian?
— I am. I was in Amsterdam on vacation. And you? You must be coming to Mos-
cow for work, right?
— No. I’'m going to meet my fiancée Kate.
— Really? Is she from Moscow?
— No. She’s from Nizhny Novgorod. But we decided to meet in Moscow. Kate has
some friends in Moscow. We will stay with them.
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— Have you met your fiancée before?

— No! That’s the problem. I’'m a bit nervous now.
— Well, I hope everything goes well for you.

— Thanks.

Paying at a supermarket
— Do you accept dollars?
— No, we only accept local currency, sir.
— Where can I exchange dollars here?
— There’s a currency exchange just around the corner.
— Thank you. I’ll be right back.

Negotiating a price
— Excuse me! How much is this shawl?
— A hundred sixty dirhams, ma’am.
— Can you come down on the price a little bit?
— Come on in. OK, make an offer?
— How about two shawls for two hundred fifty dirhams.
—That’s too low. Two hundred eighty is a good price.
— OK, let’s make it three for three hundred fifty. Deal?
— Ha-ha! You will ruin me! OK! Deal! Three shawls for three hundred fifty dir-
hams. Where are you from?
—Moscow.
— Ah, you’re Russian! You speak very good English.
— Thank you.

Just the check
— Excuse me! Can you get our waiter, please?
— Sure.
— Do you have loose tea or tea bags?
— We different kinds of loose tea.
— We’d like to have a pot of jasmine green tea, please.
— Ok. Would you like to see the menu for desserts?
— No, thank you. Just the check, please.

In a beauty salon. Nails
— Hello! I need my nails done.
— What exactly do you want?
— I was thinking.... I want a French manicure.
— Ok, do you want acrylic or gel nails?
— I want gel nails.
— Ok. Take a seat in that chair. How long do you want your nails to be?
— Not very long. My nails grow very fast.
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Getting a cab
— Hello! I need to go downtown.
— ’m sorry. I’'m not on duty.
— Please, help me out. I'm so late. I’ll pay you a double fee.
— OK. Get in. Let’s hit the road.

— Excuse me! How long does it take to get from here to the Creek Park by car?
— Around thirty minutes. Depends on the traffic.

— How much will it cost me?

— Usually it’s around fifteen dollars.

Getting around town
— Excuse me! How do I get to the train-station, please?
— You can take a bus or the subway. Subway will be faster because the traffic
might be bad at this time of the day.
— What is the number of the bus that goes to the train station?
— You can take any bus. They all run in that direction.
— Where is the nearest bus stop?
— Take a left on the street corner. It’s right there.
— Thank you.
— Excuse me! Where can I find a gas station around here, please?
— Go straight till the traffic light. Take a left and drive two blocks. You will see a
BP sign on the right side of the road.
— Thank you.

TALKING ABOUT FAMILY

Dialogue 1

— Hi, John! Tell me about your family. How many people are there in your family?
— Well, there are four of us: my wife, myself and our two boys.

— How old are the boys?

— They are twelve and nine. They are in school.

— Where do you live?

— My family and I live outside the city.

— OK, and what do you do, John?

—I’m a free-lance journalist. I write articles for fashion magazines.

— And what’s your wife’s name?

— What does she do?

— She’s a designer. She runs her own business. She hires two illustrators. Her com-
pany occupies a small office in the city center.

— How about your parents? Where do they live?

— They live next door.
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Dialogue 2

— What’s your name?

—Tracy.

— Are you married?

— No, I’m not. I divorced my husband five years ago. I moved to another city after
the divorce.

— Where do your parents live?

— Oh, both of my parents are dead now.

— Do you have children?

— Yeah, | have one daughter. Her name’s Marsha.

— How old is she?

— She’s twenty-five.

—Is she a student?

— She graduated from law school last year and currently works in a law firm.

— Is she married?

— She’s engaged to a young man. They work in the same company.

— Where do they live?

— They live in an apartment in New Jersey. They are planning to get married soon.

TALKING ABOUT PEOPLE

Dialogue 1

— OK, Gina, so you’re saying that you have known Karl for a long time.

— Oh, yes. We have known each other for ages. We met when we were students.

— OK. What does he look like?

— Well, he’s a very handsome man. He’s tall and he has a good body. He has dark
curly hair, black eyebrows and black deep set eyes with a firm manly look in them.
He looks like an elegant macho.

— What do you think of him as a person?

— Well, like many handsome men Karl is self-centered and a bit arrogant. That’s
what I dislike about him. He’s too sure of himself.

— What’s his strong point?

— He’s sharp and he has an excellent sense of humor. A bit cynical sometimes but
within reason. It’s for his humor and mind that I like him.

Dialogue 2

— You had a date last night, didn’t you, Karen?

—Yes, I did. But I wish I hadn’t.

— What was wrong?

— Everything was wrong. I ended up being terribly frustrated.
— Tell me about it.

— His name’s Sam. He’s thirty one.
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— What does he do?

— He’s a program writer. He’s very intelligent and hard-working. And that’s good.
He also speaks three foreign languages.

— Sounds like a very nice guy!

— No way! He’s a bore. We chatted about this and that while we were having din-
ner. But Sam looked like he was thinking about something else. Obviously he
wasn’t interested in what I was saying! 1 had trouble keeping the conversation
going. Finally I just got up and left.

— What did he look like?

— Well, he wasn’t ugly but the problem is he didn’t look smart either. He was
wearing sneakers on a date! Can you imagine?

WHAT DO YOU DO FOR FUN?

Dialogue 1
— What do you do in your spare time?
— I like watching football games on TV.

Dialogue 2

— What do you do for fun?

— I like traveling.

— Where do you usually travel?

— Many places. My favorite travel destination is South-East Asia.

Dialogue 3

— What do you do for fun?

— I like music.

— Do you play an instrument?

— I play the piano. I can sing too.

Dialogue 4
— What do you do for fun?
— I’m a big fitness fan. I work out in the gym three or four times a week.

Dialogue 5
— What do you do for fun?
— Downhill skiing is my passion. Every year I go to downhill ski in the Alps.

Dialogue 6

— What do you do in your free time?

— I play sports. When I was younger I used to play professional basketball.
— Do you play basketball now?

— I still play basketball a lot, but not on a professional team.
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What is the weather like?

— What is the weather like in your country in the winter?

— I live in Russia. It’s usually cold in the winter. We don’t get much sun. The
streets are nasty.

— What is the average temperature in the winter?

— Usually around minus 10 or 15 C.

I have a problem in my room

— Excuse me! I have a problem in my room.

— What is it, sir?

— The television in my room is not working.

— I will send maintenance to repair it. Sorry for the inconvenience.

CITY

Dialogue 1

— Excuse me, can you tell me where Bogdanovich Street is, please?
— Take the second turn on the left, and then ask again.

—Is it far?

— No, it's only about 5 minutes walk.

— Thanks a lot.

— Not at all.

Dialogue 2

— Does this bus go to the station?

— No, you'll have to get off at the Department store and take a 47.
— Can you tell me where to get oft?

— It's the next stop but one.

— Thank you.

Dialogue 3

— Excuse me, I'm afraid I'm lost. Can you help me?

— Where do you want to go?

— I am to be in Independence Square at 3 o'clock. I'm short of time.

— Oh, yes. The quickest way to get there is by metro.

— Is there a metro station here?

— Yes, go straight as far as the park and there you'll see the metro station.
— Thanks a lot.

Dialogue 4
— Excuse me, please, can you tell me the way to the Central Post Office?
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— I'm sorry, I can't. I'm a stranger here too. You'd better ask that policeman over
there.
— Thanks just the same.

Dialogue 5

— Excuse me, how can I get to the University?

— You'd better go by metro there.

— And where is the metro station?

— Go down the street two blocks straight ahead and you'll see the station.
— Thank you very much.

— Not at all.

COUNTRIES AND NATIONS

Dialogue 1

— Is England the name of that country?

— No, it isn't. It's called Great Britain, or simply Britain. England is a part of it.

— Really? So, I'm sorry, I'm mistaken.

— In my opinion you simply mix the names.

— And what about the United Kingdom of Great Britain and Northern Ireland or the
United Kingdom? That sounds are more official, aren’t they?

— Yes, it's the official name of that country. But you shouldn't forget that though in
everyday speech Britain is used to mean the United Kingdom, it's the name of the
island which is made up of England, Scotland and Wales.

— Thanks, I've guessed at last.

Dialogue 2

— Oh, I'm tired with the Customs formalities. Let's take a short rest now. Shall we
sit here?

— It's a good 1dea and the armchairs look cozy. Let's enjoy fresh air.

— Certainly. Well, that's what La Manche looks like.

— You mean the English Channel.

— Why? What's the difference?

— Oh, no difference between ourselves, because you are Polish and I'm German,
but when you speak to a Frenchman, call it La Manche. On the other hand, British
people prefer the English Channel.

— Then I think it should be called the British Channel, shouldn't it?

— That 's history, traditions and all that.

— Thanks a lot, because it's very good to know the "likes and dislikes" of the coun-
try you are going to visit for the first time.
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Dialogue 3

— Steve, my cousin is coming tomorrow. Where shall I take him, I wonder?

— Well, the problem - is what, you, want him to see.

— Look, he's already been here several times. And what if I take him to Brest.

— But where will you stay?

— A friend of mine lives there. She'll show us around the city.

— Don't forget to go to the Brest Fortress. The memorial there is really impressive.
There are always a lot of people there. I'm sure you'll remember your excursion
there for a long time.

— Agreed. So, I'll go and buy the tickets for a train to Brest for the day after tomor-
TOW.

Dialogue 4

— How do you do, Paul. Is it your first visit to the States?

— No, I was there many years ago. It was a brief visit.

— You didn't see much of America then, did you?

— Very little, I'm afraid. This time I believe I'll be able to visit Pennsylvania, Illi-
nois, Kansas and Utah, the Mormon state.

— I'm sure you'll find that we have an interesting, varied and beautiful country.
America is full of different peoples, scenery and customs. No doubt, you'll have an
exciting experience.

Dialogue 5

— Is Washington well planned?

— Yes, of course. In the center of Washington you can see the Capitol connected
with the White House by Pennsylvania Avenue.

— Is the street long?

— It's a mile and a half long.

— The Capitol is the highest building in the US capital, isn't it?

— Sure.

— Is there any monument to President Washington in the capital?

— Certainly. It's in the Potomac Park, it was opened to public in 1888.

HEALTH

Dialogue 1

— Good morning.

— Hello, Doctor.

— Now then, how can I help you?

— Well doctor, I'm not feeling very well. I've got these awful pains in my stomach
and [ haven't been sleeping at all well.

— Do you have any other symptoms? A temperature, for example?
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— Well yes, I have had a bit of a high temperature, actually.

— It looks to me — as if you've got some kind of a stomach infection.

— Oh, have I, doctor?

— Yes. Now I'm going to give you these pills. I want you to take two pills three
times a day.

— Thank you, doctor, thank you.

Dialogue 2

— What's the matter, David? You look very unhappy.

— Bad toothache. It's been hurting me all day.

— You had better go and see your dentist, hadn't you?

— I'm seeing him tomorrow. I was unable to make an appointment with him for to-
day.

— How about trying to find another dentist who can see you today? Shall I get the
telephone book and do it for you?

— No, thank you, Sheila. I'd rather you were not making such a fuss over me. I'd
rather wait until tomorrow. I prefer seeing my own dentist when it is possible.

Dialogue 3

— What is the trouble with you?

— I've caught a bad cold.

— How long are you feeling this way?

— I've been ill since Monday.

— And you are coughing a lot, aren't you?

— Yes.

— Have you taken your temperature?

— Yes, I'd taken my temperature before I left home. It was normal.

— Have you a headache or a sore throat?

— I have both.

— Have you taken anything for your headache?

— I took aspirin.

— Well, I'll examine you. It is not an ordinary cold. You have flu. I'll give you two
prescriptions which you must take to the chemist's. If you follow my instructions
you will feel better in a few days. If you don't feel better, you will have to call for
me.

— Thank you, doctor.

AMERICAN HOLIDAYS

Dialogue 1
Q. Mathew, what are the biggest holidays in the USA?
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M: 1 think, there are, probably, two holidays, that are often considered the two
most special family holidays. Thanksgiving is one of our biggest holidays. It oc-
curs on the last Thursday of the month of November. And usually for schoolchild-
ren, they have been going to school since early September or late August, and it's
the first vacation, they have for three, four, five days. So, they wait to get to
Thanksgiving, and when Thanksgiving comes, everyone, all the children and the
teachers are very happy: it's their first big break. And oftentimes families then will
meet on that Thursday, and they will have a big dinner, turkey dinner, and a very,
very special course of food that is prepared for Thanksgiving in commemoration of
the Pilgrims1-1, who came to America in 1620, and the first meal they had with
the Indians after a very difficult winter, when many people starved. So, Thanksgiv-
ing was to give thanks to God for all that they had, and all the blessings they had.
So, Thanksgiving is considered, perhaps, one of our favorite holidays. Families
always gather together. My family does, in fact, our larger family, not just my
brothers and sisters, but aunts and uncles, and cousins also come together quite of-
ten. So, Thanksgiving is considered one of the biggest holidays.

Dialogue 2

Q: I can't but ask about Christmas shopping fever.

M: The day after Thanksgiving — Friday — is also a day off for most people, and
they begin Christmas shopping on that Friday. And it's become a ritual. My mother
and sisters wake up at four o'clock in the morning, and stores open at six o'clock
a.m., and all the people crowd in for Christmas sales, and they begin to buy
Christmas gifts.

Dialogue 3

Q. How long does Thanksgiving weekend last?

M: So, Thanksgiving weekend — it's Thursday, Friday, Saturday, Sunday, — all
those days people are off. That becomes a big holiday period.

Dialogue 4
O: Mathew, what is the second biggest holiday?
M: The second largest holiday, I think, maybe, even bigger, is Christmas. Christ-
mas is considered one of the biggest holidays. And, of course, we give gifts to fam-
ily members, friends and loved ones on Christmas.
Q: Officially Christmas and New Year celebrations run from the 24th of December
to the 2nd of January. How many days are people actually off during X-mas holi-
days?
M: Normally, people will have about one week off, or, perhaps, two weeks off.
Schools have two weeks off. And many people, who work for companies, will
have one week off at Christmas time. So, there's plenty of time to spend with fami-
ly, or, perhaps, to take a vacation to Florida, which is warm. And, so, lots of people
like to go to a warm place: Arizona or California, or Florida during Christmas.
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Dialogue 5

Q: How does your family celebrate Thanksgiving?

M: Well, Thanksgiving for us... There is a church service normally in the morning.
And some of us will go to the church service. My mother will, actually, prepare the
turkey. So, she is cooking very, very early in the morning. And she is preparing
most of the food, and my sisters will help her. And so people begin to arrive at
about ... eleven o'clock or twelve o'clock noon to my parents' home. And everyone
gathers together and normally, for us in Detroit, there's a big football game that
day. 'The Detroit Lions', the football team, plays every Thanksgiving. And it's al-
ways on television. So, we will watch the game on television.

Q: Are there any other big events on Thanksgiving except for the football game?
M: Oh! There're also Thanksgiving Day Parades. So, for some of the younger
members of the family: my nephews and nieces -they will go to a Big Parade. So,
there is a parade usually in Detroit on Thanksgiving.

Q: What is the usual way to celebrate Christmas in your family?

M: We all gather there in the afternoon then, and we have a meal, normally, about one
o'clock or two o'clock in the afternoon, and we will then talk and discuss, and become
very full. And then we have time for pie, because pumpkin pie is the favorite dessert
for Thanksgiving. But you also might have an apple pie. And pie, normally, comes
after the dinner. And by the evening time most people are tired, and some go home,
another stay to talk or, perhaps, watch a movie. So, that's what we do.

Q: Do families get together on New Year's Day too?

M: New Year's very different. It is, normally, not a family gathering. New Year's...
is probably, it's not nearly as big a holiday as it is over here, in Russia. So, for New
Year's families don't often get together.

Q: How do they celebrate this day then?

M: Many times what happens is a husband and wife will go to a restaurant, per-
haps, to a show, to the theatre to see 'The Nutcracker' for example, Tchaikovsky's
'"The Nutcracker’s always at the theatre in Detroit for New Year's. And so some
people will go to the theatre, or they will go to a special restaurant. And they will
pay a lot of money to ring in the New Year at a restaurant or place like that. Fami-
lies don't often gather together.

0: Is it common for America, that people just stay at home on the New Year's Day
and celebrate it in a close circle?

M: Now, since there has been so much trouble with people, who drink and drive
their cars, many people like to stay at home. And so they gather friends from their
neighborhood together, and they celebrate the New Year together there, because
then they don't have to drive a car. And there have been, of course, many tragic ac-
cidents, people have been killed, driving drunk. And, so, a lot of people think, 'l
don't want to even go out on the streets'. It's usually snowy. The streets are icy. It's
easier just to stay home and celebrate the New Year that way. So, more recently,
people are staying at home to celebrate the New Year.
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Q. Can you tell us about other holidays? For example, do people have the days off
on other holidays?

M: Well, not everybody gets those days off, for example, Veterans' Day, Columbus
Day. The only ones, who get those days off are usually people, who work for the
government and postal office workers. So, we always laugh and we say, 'Oh!
There's a new holiday!' it means the post office workers get another day off. Most
of us still go to work or go to school. For example, Columbus day is never a day
off. Veterans' Day is not a day off. The Presidents' day, which is what we have a
holiday now, we used to have a holiday for George Washington's birthday and Ab-
raham Lincoln's birthday. But they were both in February, and someone said, 'We
can't give postal workers two days off, let's combine them on one day and call it
Presidents' Day'. So, now we have Presidents' Day. But most people don't have
those days off. So, it's only special government workers, who get those special
days off.
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