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NMPEAUCIOBUE

'Business English' is an evolving practice which appears in
many guises around the world and which takes a variety of
forms according to the local conditions and requirements.
Business English arises from two expediencies: the need
for a means of communication between these wishing to
do business internationally, and the language used for this
communication.

Nick Brieger

BosmoxxHo, Bhl yke paboTtaete B cpepe MeHeKMEHTa WU TTOJTydaeTe
CIELMAJIBHOCTD B 3TOM 00JIaCTH B BEICIIIEM MJIM CPEeTHEM y4eOHOM 3aBe-
nenun. HecomHeHHo, BbI yunTe aHIIMIACKUIA SI3bIK WJIN YXKE UCIOJIb3Ye -
Te ero B pabore. Eciu Bl XoTuTE pacipuTh CBOM 3HAHUS M IOHUMAaHUE
TEPMUHOJIOTHH 1 TIPUOOPECTH HaBBIKH JIEJIOBOTO IMChMa, Bam 3Ta KHuTa
OYeHb MOMOXET. BBl cMoXeTe MpOoBepUTh CBOU 3HAHWSI OCHOBHBIX KOH-
LIETIIWI, KJTIOYEBBIX CJIOB M BHIPaXKEHUI, KOTOPBIE CITIOCOOCTBYIOT pa3BHU-
THIO CBOUX ITpodeCCHOHATBHBIX yMeHM. BEI OyneTe 6osiee yBepeHO Ipu-
MEHSTh UX B KOHKPETHBIX JI€JI0BbIX CUTYaLIUsIX.

YuebHoe 1ocobue HanmMcaHo B COOTBeTCTBUM ¢ PenepanbHBIM IoCy-
JTapCTBEHHBIM 00pa30BaTeIbHBIM CTaHAAPTOM BBICIIIETO ITPO(eCCHOHATb-
HOro 00pa3oBaHus 110 HarpapiieHUIo rmoaroToBku 080200 «MeHemKMeHT»
(xkBanmuurkanus (creneHb) «oakanasp») ot 20 masg 2010 . B HeM y4uThI-
BalOTCS BCE TPU HAIIPaBJICHUS ITPO(hECCUOHATTEHON AeSITeTbHOCTH MEHE -
KepoB, a MUMECHHO: OpraHU3alMOHHO-YIIpaBIeHYECKOe, MH(POPMAIIIOHHO-
aHAJIMTUYECKOE U IIpeanpruHuMareabckoe. [locobre HalleJIeHO Ha MOBBI-
meHue ob1eKkyapTypHoit KomneteHunu (OK): oBrageHrue ogHUM U3
WHOCTPAHHBIX SI3BIKOB Ha YPOBHE, 00ecIIeunBaoInM 3 (GHEKTUBHYIO TIPO-
deccuoHanbHy1o nesateabHoCcTh (OK-14); yMeHue JJIornyecku BEpHoO, ap-
TYMEHTUPOBAHO U SICHO CTPOUTh YCTHYIO M TTUChbMEeHHYIO peub (OK-6),
1 — HaBBIKAMM OCYIIECTBIISITh IeJIOBOE OOIIIEHNE — BHICTYIATh ITyOJ Y-
HO, Y4aCTBOBATh B IIEPErOBOPaXx, IIPOBOAUTh COBEILIAHMS, BECTU ACIOBYIO
MEePeNMCKy 1 MOMIePKUBATh 31eKTpOHHBIe KoMMyHMKalun (OK-19).

Knura nenmmrcsa Ha IBe yacTu, IepBasi IpeACTaBIIsIeT cO00i BBeIcHIE
B 0a30BbIe (DYHKIIUK, TEPMUHBI U TIPAKTUKY MeHemKMeHTa. OHa COCTOUT
M3 CEMU pa3/elioB: MOSICHEHSI B HUX JAI0TCS HA PYCCKOM SI3bIKE 1 TIOCTe-
TIEHHO BBOASATCS aHTJIMHACKNE TePMUHBI. B mocoOmy mpuBOAMTCS TaKKe
0O0JIBIIIOE YMCIIO TECTOBBIX MaTepuasoB (53).



Bropas yacth yuedHOro mocodusi nocpsiieHa 3(pPpeKTUBHOMY 10~
BOMY MHUCbMY. MBI 3KMBEM B BITOXY, Korna HH(opMalyss HaYMHAeT UTPaTh
JKU3HEHHO BaXKHYIO POJIb B COBPEMEHHOM JIeJIOBOM MHUpE. YMEHHeE SICHO
mMcaTh IprodpeTaeT ocoboe 3HaueHUe, TaK KaK 00MeH nHpopmMaluei
MPOUCXOIUT BCE OBICTPEE, BCE Yallle M BOBJIEKAET Bce OOJIblIee YNCI0
moaeii. [TucbMo mpeBpailiaeTcsl B KOHLENTYa bHbI HaBbIK, KOTOPBII
BBICOKO LIEHSIT paboToxarenu. [1oayduTs 1 pa3BUTh HABBIKA COBPEMEH-
HOU KOMMYHUKAIIMM KpaiiHe BaxXHO AJisl MPpo(ecCuOHATbHOIO ycrexa
B 1100011 00;1aCTH, 2 0COOEHHO — B MEHEIXKMEHTE, YTO TTOATBEPXKIAACT PSII,
OIPOCOB M CTaTeil, a TakKe TOT (PakT, YTO BCE CTAHAAPTU3MPOBAHHBIE
sk3aMeHbl (EI'D, mist mocTyrieHus B By3, a Takxke TOEFL, IELTS, GMAT
U JIp.) TIPEeyCMaTPUBAIOT BHITIOTHEHUE TBOPYECKOTO MTMChbMEHHOTO 3a/1a-
HMUSL.

Haurreii uenpto sIBNIIeTCS U3M0XEHUE TPUHLIMIIOB U PACKPBITUE CTUIS
HanvcaHusI Hanbosiee MOIyJISIPHBIX IEJOBBIX IOKYMEHTOB: MEIJIOB, (hak-
COB, MPOTOKOJIOB COOpaHU, PA3TMUYHOTO XapakTepa MuceM, KpaTKux
U TIOJIHBIX OTYETOB, KOHTPAKTOB. BTopast yacTs mocobusi coctout u3 11
pasnesioB, MPUYEM KaXIblii COAEPXKUT KpPaTKUi KOMMEHTapuil Ha pyc-
CKOM $I13bIKe, TIOSICHEHUsI TIO CTPYKTYpe U/WIU TpUMep NOKyMEHTa, TH-
MUIHbIE (Dpa3bl (C MEPEeBOIOM Ha PYCCKUI SI3bIK) U TecThl. HoBbIMU 11sT
OTEYEeCTBEHHOI IUTEPATYPHI SIBJISIIOTCS TaKUe pa3nebl, Kak «DhdeKTruB-
HBIA cTuiIb», «Kparkuit otuer», «[loaHbIN oT4eT», «Ilpemnoxenne»,
a TaKXe BBeJieHHe OOJIbIIIEr0 MacCUMBa TECTOBBIX MAaTepUAaJIOB C KJII0OYaMHU.

KHura cogepXuT TakxKe 11ecTb MPUIOKEHU, coaepKalliux BCIIOMO-
rateJbHbIe MaTepuaibl. YueoHoe rmocobue paccuntaHo Ha 150—180 aka-
JEMUYECKUX YaCOB U MOXET OBbITh UCIIOJb30BAHO B aylUTOPHOM, caMo-
CTOSITEILHOM paboTe CTYNeHTOB U KaK caMoyuyuTesb. OHa TTO3BOJUT
B KpaTJaiIime CpOKHM ITOATOTOBUTHCS K cAade 3K3aMeHa W/WIM K paboTe
B peaJIbHbIX YCJIOBUSIX KOMMEPUECKOTo MpeanpusiTusi. XoueTcsl 3aBep-
UTh npeauciaonue cioBamu 38-ro IMpesuaenta CIIA Ixepanbaa @op-
na:

“If I went back to college again, I’d concentrate on two areas: learning
to write and to speak before the audience. Nothing in life is more important
than the ability to communicate effectively.” — «Ecau 6bt 51 Moe 6epHymbcs
6 Koaneduc, Mo cocpedomouucs Obl Ha 08yX 8eujax: YMEeHUU NUCAmb U 8bl-
cmynamo neped ayoumopueil. B ycuznu Hem Huye2o axicHee ymeHus sghgex-
mueHo nepedasamo UHDOPMAUUIO».



FUNCTIONS OF MANAGEMENT — ®YHKLWN
MEHEDKMEHTA®bI

VYpaBneHuecKast IeTeIbHOCTD TTPENCTaBIISIET CO00I coueTaHue pa3-
JIMYHBIX QYHKIUH (BUIOB AEATETBHOCTH), CPEAN KOTOPBIX BaXKHEUIITYIO
poJib urpaet npuHsaTue pemeHuii (decision making). Pemenust Mmoryt
OBITh CTPATETUYECKUMMU WJIK OTIEPAaTUBHBIMU, YYUTHIBAS TEKYIIIEE COCTO-
sIHUE 00BbEeKTa YIpaBJIeHUs.

TpaguLMOHHO pa3aInyaloT MATh GYHKUIUK MeHeIKMeHTa: 1) MIaHu-
poBaHue (planning), 2) opraHusaius (organizing), 3) moadop u paccra-
HoBKa Kaapos (staffing), 4) KoopanHUpoBaHUE, PeTyJIMPOBaHUE, MOTU-
BupoBaHue (coordinating, regulating and motivating = directing) u 5) KOHT-
poJib (controlling). B mocinenHee BpeMs TPEThIO U YETBEPTYIO (DYHKIIUHU
MEHEIXXMEHTa 00BbEAMHSIOT M Ha3bIBAIOT «JIMAMpoBaHue» (leading).

DyHKIIMS MEHEIKMEHTA «IUIAHUPOBAHUE» OTBEYAET 32 (HOPMUPOBAHE
€/IMHOTO HaIpaBJIeHUsl YCUIUIA KOJJIEKTUBA Ha TOCTUXEeHUE 001X 1ie-
Jreii. OHa TeCHO cBsI3aHa ¢ npoerosuposanuem (forecasting). PykoBomcTBo
MPEATPUSITUS CTABUT Mepe] COO0M TaKrue OCHOBHBIE BOIIPOCHI:

1. Tme MBI HaxoOUMCS B HACTOSIIEEe BpeMsI?

2. Kyna MBI XOTUM JBUTATHCA?

3. Kak MbI cobupaeMcst TOCTUYb MOCTaBICHHBIX 1ieJeii?

DyHKIIMS «OpraHu3aims» YyroTpebasieTcs B IByX 3HaUCHUAX: 1) Kak
JIeSITEIbHOCTD, HATIPaBJIEHHAsT Ha YIIOPSIOYEHUE B3aUMOICHCTBUSI JTIONIEH,
Belllell 1 uaei u 2) kak (hopMa MposiBAEHUsI COBMECTHOU NeITeIbHOCTH
(opraHu3aloHHas CTpykTypa). OObeKTUBHOCTh OpTaHU3aIMM OIIpee-
JISIeTCsl HAJIMUKMEM Y ee 2JIEMEHTOB TaKUX MPOTUBOIOJIOXHBIX CBONCTB,
KakK adanmueHocmo U conpomueaerue (adaptivity and resistance).

DyHKIIMS «M0A00p U PACCTAHOBKA KAJPOB» CBS3aHAa C PELISHUSIMU T10
pacnpenesieHUI0 (PYHKIIMOHATbHBIX O0SI3aHHOCTEH M Ka4eCTBEHHBIM BbI-
MOJIHEHWEM KOHKPETHBIX 3anaHuii. B3aumoneiictBue roaeit 10JKHO ObITh
TMOKUM U B TO K€ BpeMsl HaJIeXKHbIM U 5KOHOMUYHBIM. PYKOBO/ICTBO Ipu
9TOM OIpefiesiieT 00beM, MOCIeA0BaTeIbHOCTh U MPOIOKUTEbHOCTD
BBITIOJIHEHUS pa0OT.

DOYHKIINS «<KOOPAMHUPOBAHHUE, PETYJIMPOBAHIE M MOTHUBHPOBAHUE> . BbI-
MOJIHEHWE (PYHKIUU «OpPraHMU3aLMsI» MOXKET HATOJKHYThCS Ha HECOOT-
BETCTBUE MEXIY BJIEMEHTaAaMM CUCTEMBbI UM MEeXaHU3Ma JOCTHXKEHUS
LI€JTK, YTO TIOTPEOYET OMpeaeSIEHHBIX MU3MEHEHWI NI KOOPAMHUPOBAHYSI.
PerynupoBaHue obecriednBaeT BhITIOJTHEHNE TEKYIITUX MEPOTIPUSITUI B 1ie-
JISIX yCTpAaHEHUSI BCIUYEeCKUX OTKJIOHEeHUA. MoTuBrpoBaHue (motivating)
O3HayaeT pa3paboOTKy U UCIIOJIb30BaHUE CTUMYJIOB 3(h(EeKTUBHOIO B3au-
MOJIEMCTBUS CYObEKTOB COBMECTHOM NESITEIbHOCTH.



DyHKIIYSI «<KOHTPOJIMPOBAHKE 3aKJII0YAETCsl B HAOIIOACHHUM 32 IIPOLIEC-
caMU B YIIPaBIIeMOM O0BbEKTe, CpPABHEHMH UX ITapaMETPOB C 3apaHee
3aIaHHOM TTPOTpaMMOil (PYHKITMOHUPOBAHMS, BBISIBICHUM OTKJIOHEHUIM
Y BHECEHMU COOTBETCTBYIOIINX U3MeHeHM. KoHTponrpoBaHre 0ObIYHO
MpeacTaBisieT co00i MpOoIEeCcC, a KOHTPOJIb 03HAYaeT ITPOBEPKY BhITOJ-
HEHUS IJIAaHOB, HEIIOCPEACTBEHHBIM OOBEKTOM KOTOPOIO SIBJISIIOTCSI
moau. ITpUHLIMIBI KOHTPOJSI COUETAIOT ceoespemeHHOoCmb (timeliness),
HenpepwvlgHOcmb (continuity), eaachocmo (publicity) u ececmoponnocms
(comprehensiveness). PyKOBOICTBO 1 KOHTPOJIb JAIOT XOPOIIIME Pe3yIbTa-
TBI, KOTJIJa OHM COYETAIOT BBIIICYIIOMSIHYThIC IPUHLIUIILI U TTOOLIPSIOT
MPOSIBICHUS MTHULIMATUBBI UCIIOJTHUTEIICH.

Tests and Assignments — TecTbl U 3agaHuA

What Do Managers Do?
I. IepeBenute hpassl Ha pycckuit sS3bIK. CrpynnmupynTe Mo Tpu—ye-
ThIpe (ppa3nl Ha Kaxkayio PYHKIMIO MEHEIKMEHTA.

Improve efficiency/ productivity/ company performance.
Analyze/ solve/ sort out problems.

Handle/ investigate/ look into/ deal with/ respond to complaints.
Set/ fix/ define goals/ targets/ objectives.
Decide/ coordinate long-term strategy.
Communicate with/ inform staff/ employees.
Support/ supervise/ train staff.

Evaluate the performance of the staff.

Give feedback to staff on their performance.
Set up/ run appraisal systems.

Plan/ set budgets.

Develop the business.

Travel to other countries.

Recruit/ dismiss/ hire and fire staff.

Take/ make/ delegate decisions.

Keep records and files up-to-date.

Do market research.

Monitor competitors’ activities.

Forecast costs.

Make investment decisions.

Deal with banks.

Prepare accounts.

Organize/ take part/ chair meetings

Write emails/ letters.

Prepare reports.

Give presentations.

Negotiate with suppliers/ customers/ unions.



Meet with customers/ the press/ lobbies.
Set up/ manage/ coach teams.
Set up/ manage the web-site.

Synonyms to phrases
II. ITpuBeanTe B COOTBETCTBUE (Ppa3bl U UX CHHOHUMBI.

. govern a firm

a. carry out activities

. be equal to assignments

b. achieve targets

. perform functions

¢. introduce alterations

. set goals

d. follow the rules

. attain goals

g. run a company

. make changes

f. establish targets

N~ —

. adhere to rules

g. cope with tasks

Style of management

II1. B Tabnuiie H1Xe NpuBeaeHbl TPOTUBOMNOI0XKHBIE CTUIY MOBEE-
Hus pykoonuTens (Culture A u Culture B). ITociie ux usyyeHus nairte

OTBEThI Ha BOIIPOCHI (CM. HILXE).

Culture A

| Managerial activity | Culture B

Plan for every situation.
Develop plans with the boss

Accept surprises.
Develop a plan, and then ask the
boss to agree

Create a department hierarchy.
Communicate frequently face-to-
face, rarely by email

ORGANIZING

Organize department into teams.
Communicate infrequently face-to-
face, often by email

Inform subordinates of decisions.
Get involved in disputes between
subordinates

Involve subordinates in decision-
making.

Allow subordinates to solve their
own problems

Emphasize financial results in
evaluating performance

Monitor activities, guide behavior.
CONTROLLING

Evaluate through rewards based on
results. Focus on customer
satisfaction in evaluation

Which culture is more modern?

Which culture is more flexible?

Do hierarchical companies have a top-down way of working?

In Culture A, the manager is more directive, isn’t he?

Do subordinates help in decision-making in less traditional companies?
Are subordinates happy if finance is the main factor in decision-

making?



Job hierarchy
IV. [IpuBenuTe B COOTBETCTBUE TEPMUH C €TO OTIPEICTCHUEM.

a) superior,

b) subordinate,

¢) hierarchy,

d) job description,
e) authorities,

f) communication.

1) the activity of giving information to other people,

2) a person whom you report,

3) statement of employment duties and responsibilities,
4) the people who have the power to make decisions,

5) aperson who works below you in an organization,

6) a system of grades or levels within organizations.

Synonyms
V. 3aMeHUTE BhIIEJICHHBIE KYPCUBOM CJIOBA KX CHHOHUMAaMU, TTpUBe-
JEHHBIMM HUXKE:

alterations team established  overall goal achieved
position stages.

Plans are set up/ at the first stage of a project.

Organizational goals are attained / by successfully
combining the functions of planning, organizing, staffing, directing and
controlling.

During training for my present job/ 1 took courses in
accounting.

The organizing function may be divided into two phases/
determining positions and their associated duties and staffing those
positions.

Managers should periodically check to see how well general/
company goals are being met.

It is the purpose/ of an organization to “make common
people do uncommon things”.

The risk of choosing a wrong course of action may be lessened by

participation of a group/ rather than an individual manager.
Plans are often subject to slight changes/ before
implementation.
Verb partnership

VI. JI11s1 KaxXaoro ri1arojia, MpeACcTaBIeHHOTO HUXE, OAXOAST TPY U3
YeThIpeX BApUAHTOB U3 MTPABOI KOJIOHKU. BbluepKHUTE JIUIIIHEE CTOBO.

8



1. |DO a) a job h) business c) a profit d) a deal

MAKE a) a loss b) money c) a decision d) a favor
a) progress b) shares in a company c¢) something in possession d) an
3. |HAVE h
appointment
TAKE a) measures b) a long time c) a decision d) a deadline
MEET a) a deadline b) customer’s requirements c) an appointment d) a target
REACH a) a decision b) a strategy c) an agreement d) a goal

ACHIEVE a) a job h) progress c) a breakthrough d) little
CARRY OUT |a) a meeting b) a research c) responsibilities d) duties

CuT a) costs h) a deadline ¢ jobs d) prices

NEEIREEE

0. |LAUNCH a) a product b) a ship c) a campaign d) a team

Antonyms

VII. U3 BbIAEIEHHBIX KyPCUBOM CJI0B MOAOEpUTE aHTOHUM ITOJYEPK-
HYTOTO CJIOBa B KaXXIOM IIPEII0XECHUMN.

lay off weaknesses  sell off peripheral cons rise  reduce

1. Let’s consider the strengths and of each application
in turn and then draw up a shortlist.
2. We need to concentrate on our core business and sell off our
businesses.
3. It’s simple: we have to increase our prices and our
costs.
4. We expect a fall in sales next year followed by a steady
for two years after that.
5. Although we have been able to recruit a lot of skilled workers for our
main factory, we have also had to some office staff.
6. Our strategy is to acquire large, inefficient companies and then to
the more profitable units.
7. We have to debate the pros and of the project before
we can go ahead with it.

Management & managers

VIII. PackpoiiTe cKOOKH, ITOCTaBUB IJIaroja B HyxXKHOU popme: I (be)
pleased to inform you = I am pleased to inform you... ITepeBeaure TeKCT
Ha PYCCKU SI3BIK.

Managers (1 be) responsible for ‘the process of planning, organizing,
leading and controlling the efforts of organization members and for (2
raise) all organizational resources to achieve (state) organizational goals.’

Management (3 be) the process of (4 optimize) human, material and
financial contributions for the achievement of organizational goals.



A modern view of management (5 express) by Sir Roland Smith, is that
‘Management should (6 base) on innovation, marketing and risk.’

All managers may (7 involve) with the operational aspects of
management but as they (8 promote) and develop, their role (9 become)
increasingly one of planning, innovation and leadership.

Management (10 be) the process of (11 assemble) and (12 use)
resources — human, financial and material, and information — in a goal-
directed manner (13 accomplish) tasks in an organization.



PLANNING —
NINAHUPOBAHUE

B ycnoBusix peIHKA ycIieX HMPEeInpUsITUil U OpraHU3aluii 3aBUCUT OT
BBITIOJIHEHUS IBYX (haKTOPOB:

1) TTPOM3BOAMTHCS TOJKHO TO, UTO OYAET MPUHSITO PHIHKOM U CPENON;

2) mpolecc MPOu3BOACTBA JOJKEH OBITh 9(D(OEKTUBHBIM.

DTH IBa HAIIpaBJICHMS B3aUMOCBSI3aHbI, TOMOJHSIOT U OOYCIOBINBAIOT
Ipyr apyra. Bmecre ¢ Tem, y Kaxkmoro npearpusiTas — cBost cepa nesi-
TEJTBHOCTH, 11eJIU, 3aJa4 U METObI pabOThl. OTBETHI HA BOMPOCHI, KAKYIO
OPHMEHTALIMIO Ha IIePCIEKTUBY CICAYET IIPUHSATH IIPEANIPUITUIO, OIIpEIe-
JISIET cTpaTernyecKkuii miaH (strategical plan).

B T0 ke Bpems Tekymue (current, tactical, provisional) m mpoMexy-
TOYHBIE (interim) IJIaHBI OIIPEACISIOT OCIeI0BATeIbHOCTD Y CPOKU BbI-
IOJIHEHUs padOThl KOHKPETHBIM IToApa3aesieHueM. MiHorna pa3padarhbl-
BAlOT 3aIlacHOM, pe3epBHBIN TUTaH (contingency plan), KOTOPBI MOXET
OBITh peaIn30BaH B HETIPSABUACHHBIX 00CTOSITeIbcTBAX. [TT1aBHOM 3amadeit
olepallMOHHOIO IUIaHMpOBaHUsI (operational planning) sABjsieTCs co3aa-
HUE YCJIOBUI PUTMUYHOM paOOTHI MPEANPUATUS 1 BBIITOJTHEHUS Y€TKO
orpezaesieHHoM 3agaun. [Ipu aTOM KenaTeaTbHO ONTUMAIbHO UCITOIb30-
BaTh UMEIOLIHECS PECYPChI.

OnepallMOHHOE IUIAHUPOBAHKE SIBJISIETCSI COCTABHOM YaCThIO CUCTE-
MBI TIJIAHMPOBAHUS BO BCEX 3BEHBSX IMMPOMBIIIIEHHONW OpraHW3anuu
U 3aKJTI0OYUTEJIbHBIM 3TAarioM B 00I1Ieii cUCTeMe TIJIAaHOBOTO yIpaBAeHUSI
IIPOM3BOACTBOM. B MOKyMeHTax oIepallMOHHOIO INTAHUPOBAHUS KOHK-
PeTU3UPYIOTCS OCHOBHBIE ITOKa3aTeId padoThl opraHm3anuii 3a roa. Ha
X OCHOBE pa3pabaThIBAIOTCSI KOHKPETHBIE TTIPOM3BOACTBEHHBIC 3a1aHUS
Ha 00Jiee KOpPOTKUE MepUOAbl BpeMeHHU (MecsIll, Heleasl, CyTKU), KOTO-
pBIe 3aTeM TOBOMATCS A0 HEMOCPEACTBEHHBIX UCIIOJHUTENEH (action
plans).

CocTaBHBIMU 3JIEMEHTaMU pa3pabOTKU KaJlpOBOU CTpaTeruu Tpe-
MIPUSTUS SIBIISIIOTCS:

1. Ilranuposanue nompebnocmu 6 nepconane (need in personnel). Opra-

HU3aILMOHHbBIN aHAJIU3 CYIIIECTBYIOIINX JOJDKHOCTEH, TOTPEOHOCTh
B HOBBIX JOJDKHOCTSIX M KQ4eCTBEHHOE KaIpOBOE IJIAHMPOBAHUE,
OlIeHKa JOJDKHOCTEM, I3BMEHEHUE IITAaTOB COTPYIHUKOB.

2. Obyuenue u nosviuienue kearuguxayuu (personnel training and
upgrading). T1oBblllieHUEe 0011Ie00pa30BaTEILHOIO 1 TIpodeccro-
HaJIbHOT'O YPOBHsI, 00ydyeHMe Ha pabouyux MecTax, poTalus I10
JIOJDKHOCTSIM, CTaXKUPOBKH.

3. Cucmema pecyauposanus (regulation system). lleneHarnpaBieHHOe
PYKOBOJICTBO, OlLIEHKA BBIIMOJIHEHHON pabOThl, OLIEHKA CII0CO0-
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HOCTeM, MJIAaHMPOBaHUE MTPEEMCTBEHHOCTU U CIYKeOHOTO pocTa
pabOTHUKOB.

4. Onaama mpyda (wage, work remuneration). COBOKyITHOCTb BCEX
BUOB OILJIAThl IITATHBIX U BHEIITATHBIX PAOOTHUKOB C yYeTOM
3aHUMaeMOl TOJKHOCTH, COLIMaJIbHOE O0ECTIeYeHUE U TIp.

Tests and Assignments — TecTbl u 3agaHunA

Business verbs
1. BeryepKHUTE CII0BO, KOTOPOE OOBIYHO HE COYETAETCS C BbIAEIEHHBIM
CYILECTBUTE/IbHBIM.

1. Ttisour responsibility to collect/ prepare/ implement/ keep within the
budget.

2. Iwill ask you to write/ prepare/ estimate the business plan.

3. We have arranged/ forecast/ rearranged/ postponed the staff meeting
for Thursday 10 a.m.

4. What kind of plan have they written/ prepared/ done?

5. Let’s try and keep within/ rearrange/ implement/ meet the deadline.

6. 1 would like to make/ cancel/ reschedule an appointment with you

for Friday.
Types of plans
I1. OT™MeTbTe, MpaBUJIbHBI WJIK HET CICIYIOIINE YTBEPXKICHMS.
1. Corporate objectives tell us where we want to go. True/ False
2. Marketing plan tells us how to achieve our goals in terms of marketing. True/ False

3. Strategic management involves top and senior managers and not subordinates. | True/ False
4. Strategic management does not use tools like the ‘product life cycle’ to plan

future actions. True/ False
9. The action plan tells us what we have to do now. True/ False
6. Corporate strategy and strategic management are the same things. True/ False
7. Operations management is associated with the conversion or transformation of True/ False

resources into products and services.

Planning
I11. TTpuBenuTe B COOTBETCTBUE TEPMUH (CIIpaBa) U €ro omnpeeaeHue
(cieBa).

1. Mpouece, HaleneHHbIA Ha 06ecneyeHie GyayLLEro opraHu3aLun 1 AOCTUXE-
HIE OnpefeneHHbIX Lenen

2. MNnaH, KoTOPbI OTHOCUTCS K (hYHKUMOHUPOBAHUIO OPraHn3aUni B LIENOM,
OLIEHKY BHYTPEHHIAX M BHELLHUX (haKTOPOB W [EeNCTBMIA, HEO6X0mMMbIX Ans fo- | b. budget
CTWXEHNS JONTOCPOYHbIX LIENEN

3. MnaH, pa3pabaTbiBaemblil AN KOHKPETHOro Mofpa3feneHus opraHn3aumum Ha
60mee KopoTKWiA NepUoz BpEMEHN

a. objectives

c. business plan
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OKoHYaHne Tabnuibl

obLuen uenu

4. KOHKpPETHBII KPATKOCPOYHbIV NMaH, HaLeNeHHbIN Ha [OCTUKEHE OOHOM

d. action plan

5. MNnaH, B KOTOPOM PACcKPLIBAETCS HOBAsA Ciepa KOMMEPYECKOM AESTENbHOCTY
1MW NPUYIHBI CO3HAHNS HOBOTO NPEaNpUSTIAS plan

e. operational

6. LI,EJ'IVI 11 3871844, KOTOPbIE PYKOBOACTBO CHUTAET HEOBXOAUMBIM BbINOMHATL

f. planning

7. KpHTKOCpUHHbIVI nnaH ang NCnonHNTeNsa ¢ NepeyHeM KOHKPETHbIX 3aaa4

g. tactical plan

8. naH, B KOTOPOM NPOrHO3MPYIOTCS (IMHAHCOBLIE 3aTPATLI Ha BbINONHEHUE
MPOEKTa VI KOHKPETHOI PaGoThl

h. strategic plan

Business strategy

IV. IIpuBenuTe B COOTBETCTBUE BBIOOP cTpaTeruu Komnanuu (1—10)
C OIMMCAaHWEM TOTO, YTO 3TO IS Hee 03HaJaeT (a—j).

1. Acquisition

a. cobpaTb JOKYMEHTbI 11 pacckasaTb COTPYOHMKAM O NOMOXEHUN
KOMMaHWy 1 nnaxax Ha byayliee

2. Merger integration
teams

b. pa3paBoTaTh LWMPOKNI CNEKTP MEP C LENbio NOBLILLEHNS Ka4ecTBa
paboTbl

3. Strategic alliances

c. NpuHsTh cTaHaapThl 1ISO 9000

4. Strategic planning

d. perynsipHo 1 aeTanbHo CpaBHWBATL PaBoTy OTAEMbHbIX NOAPa3ae-
NeHNin B Npeaenax 04HOM opraHn3aLn ¢ paboTom Ny4LwinX opraHu-
3auun

5. Mission and value

g. pa6oTaTb CUCTEMATIYECKN 11 NNAHOMEPHO, C NpuLenoM Ha Gyay-

statements Lee
6. Customer satisfaction f. coapatb rpynny niodel, Ybel 3apade GyneT hopMUpoBaHIe
measurement 06LLEN KyNbTYpbI 4N HOBOV HObLUEHN KOMMaHUM

7. Benchmarking

g. NpY0BPETaTb APYriNe KOMNAHIN

8. Tatal quality
management

h. co3nath COBMECTHOE MpeanpusTe

9. Re-engineering

i. no6ueatbes 100%-Horo yOOBNETBOPEHUS KIMEHTOB

10. A balanced scorecard

|- PECTPYKTYPMPOBATL NPOLECCHI BHYTPY (OUPMbI NS NOBbILLIEHNS
3(peKTMBHOCTM paboThl

Project management
V. JlonoiHuTe 3Tarbl MeHeIKMeHTa MpoeKToB (1—10) HyXXHBIM cJ10-

BOoM (a—m).

The following are typical stages in project management:

1. Set a. in progress
2. Establish b. support

3. Appoint project leader and create c. objectives
4. Estimate costs and provide a d. tender

5. Put work out to f. results
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OKoHYaHue Tabnuiibl

6. Discuss g. teams

7. Negotiate with h. budget

8. Sign i. contracts

9. Plan and schedule j. the work

10. Provide necessary k. proposals

11. Monitor the work |. definitions
m. tendering

12. Evaluate companies

SWOT analysis

VI. KitaccuueckuM METo10M pa3pabOTKU MapKeTUHTOBOM CTpaTerun
seistercss SWOT aHanmm3, KOTOphIi pacim@poBeIBacTcs Kak S — strengths
(cusbHBIE CTOpOHBI), W — weaknesses (cs1adbie cTopoHbl), O — opportuni-
ties (1raHchl 1 nepcnekTuBbl) U T — threats (yrpo3br). KoHcantuHrosas
rpyrma BonChance Bemonnuna SWOT-ananu3 o komnanuu Ben’s
Appliances. Heob6xoaumo kiaccuuuupoBaTh UX JaHHbIE TTO KaTErOpUsIM
(TTpOCTaBUTH COOTBETCTBYIOIIME HOMEPA).

1. Location — far from new markets.

2. Committed workforce.

3. High-quality products.

4. Declining domestic market.

5. Fierce competition in neighboring countries.

6. Selling by new channels, e.g. mail order.

7. Reliable communication systems.

8. Potentially strong demand in the southern regions.

9. High labor costs.

10. Internet as potential marketing tool.
BonChance Marketing Consultants
SWOT Analysis for Ben’s Appliances

Strengths Weaknesses
Opportunities Threats

Trainings plan

3aBenyloNIuil OTAEIOM IIepcoHana (KaapoB) COCTaBJISET IJIaH Tpe-
HUHTIOB /IS MOBBIIIEHUS KBaTU(pUKaIy paboTHUKOB. COOTHECUTE TUIT
tpeHuHra (1—10) ¢ mporpammoii ooydeHus (a—j).

HasBanve kypca | Llesi — HayunTb, KaK ...

1. leadership a. AenerypoBaTh YacTb PaboTbl NOAYMHEHHBIM

2. delegation b. athchekTMBHO COTPYAHWYATB C APYIUMIA PaBOTHIKAMM
3. communication skills C. MOTVBMPOBATb 11 HANPaBAsATL PAGOTHUKOB
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OKoHYaHne Tabnuibl

HasBaHve kypca

| LIE'!'Ib — Hay4nTb, Kak ...

4. intercultural communication skills

d. noBbICUTL CBOK KOMMYHUKATUBHBIE HaBbIKI

9. negotiating skills

€. COCTaBNATh 6I0MKEThI M 006MBATHCA BbINOMHEHNS
3a0aHnit B CpoK

B. project management

f. paBoTaTb C HOCTENAMMN PA3NAYHBIX KyIbTyp

7. team management

g. NOBLICUTb PEHTABENBHOCTL U KOHTPONMPOBAThL 3aTpa-
Tbl

8. time management

h. BECTV NeperoBopbl C AENOBbIMIA MapTHEPaMm

9. assertiveness training

i. MPOSIBNSATL OTOBHOCTb 3aLWNTUTL PaBbOTHIKOB

10. financial management

j. NpaBUbHO PAcCTaBNATL NPUOPUTETLI Ha paBoTe




BUSINESS MANAGEMENT — YINPABJIEHUE
NPEANPUATUEM

KoMItaHuio cocTaBisiioT oA, 00beAMHEHHBIE PaO0TOM Ha IIPOMBIIII -
JICHHOM WJI KOMMepYeCKOM mpeanpusitun. Ee Biamesbibl — oM, pyc-
KYIOIIe KalmMTajaoM BO UMs ycIiexa cBoero omsHeca. Ecim kommanus
MPUOBUIbHAS, TO BaAe/IbLIbl MOJIYYalOT IPUOBLIb WIN AUBUACHIBI (gain
profits or dividends), a eciin gera IpeANTPUSTHS UAYT IUIOXO0, TO OHU HECYT
yobITKE (bear/ incur/ suffer losses) 1 cTanKuBarOTCS C APYTUMU HETTPUSIT-
HBIMHU TTOCJICACTBUSIMU Heynau B Ou3Hece.

Kaxnast kommaHus pazpadaTbiBaeT COOCTBEHHYIO CTpaTeTUIO pabOThI
(work strategy/ policy). OHa caMOCTOSITeJIbHO YCTaHABIMBAET MEPAPXM-
YECKYIO CTPYKTYPY, YPOBEHb BBIITyCKa MPOMYKIIMH, CITOCOO TTPOM3BOACTBA
u ueHbl. OHa pa3pabaTbiBaeT MOJUTHKY, HA OCHOBE KOTOPOI IIPUHUMA-
I0TCSI PEIICHMS M JOCTUTAETCsI KOOPAMHALIMS paboThl. MexaHU3M yIpaB-
JICHUs OpTraHU3aIrei PeacTaBIsieT cO00il COBOKYITHOCTh KOHKPETHBIX
OTHOILEHUI MEXY JIIOAbMU, IIPEANIPUITUIMU, OpraHaMu yIIpaBJICHUs
U T.J. DTU OTHOLIEHUS COCTOSAT M3 MHOTOOOpa3HbIX OPraHU3allMOHHBIX,
MHGOPMAIIMOHHBIX CBSI3E U B3aMMOACHCTBUS Pa3IMYHBIX SJIEMEHTOB
yIpaBIeHUSI.

B KOHeYHOM UTOTE OpraHM3al1I0 COCTABIISIOT JIIOAU, IIPUYEM KaxK-
bl paOOTHUK UTPAET CBOIO OCOOYIO POJIb. DTU POJIU OTIUYAIOTCS APYT
oT npyra. Hammpumep, HaganpHUK (Supervisor) mMeeT ropa3mao 0OJbIIe
BJIACTU Y TIOJTHOMOYHIA, YeM ero mogumMHeHHbIe (subordinates). Cuura-
€TCs, YTO BO IJIaBe MepapXUU HaXOAUTCS YeI0BeK, 00Iamalonmii Ha-
HMOOIBITMMH TTOJTHOMOYUSIMU. PyKOoBoauTE M 1 MOMYMHEHHBIE O0IIIAI0T-
csl MEXIy co0O0i Ha OoTpee/IEeHHBIX YPOBHSIX U TIepenaloT Apyr APYry
HeoOXxoaumylo sl padoThl nHGpopManuoo. Ha Takux nepapxmyeckux
YPOBHSIX U (POPMUPYIOTCS OTHOIIECHMS MexXny HUMU. OOBIYHO 3TU OTHO-
LIEHUS OTIPEAEIISTIOT PYKOBOAUTENN, HaJleIeHHbIE TTOJTHOMOUYUSIMU TIPU -
HUMATh PellIeHUs, HO HEPEIKO B UTPY BCTYIAIOT U HepOopMaylbHbIE JIU-
JIePHL.

K ocHOBHBIM (pakTOpaM, CITIoCOOCTBYIOMINM 3(PHEKTUBHOMY PYKOBO/I -
CTBY OpTaHU3alueil, OTHOCSITCS:

Iloddepacka (support). IloBeaeHMe, KOTOpoe BHYILAET TOMYMHEHHOMY
YYBCTBO COOCTBEHHOI 3HAYMMOCTH.

Tapmonuszayus omnowenuii (harmonization of relationship). IToBene-
HUE, KOTOPOE MOOIIPSIET YJIEHOB KOJUIEKTUBA Ha Pa3BUTUE B3aUMOIIPH-
€MJIEMBIX TECHBIX OTHOIIICHUIA.

Axuenm na docmucenue yeneii (emphasis on attaining objectives). ITo-
BeZICHME, KOTOPOE CTUMYJTMPYET SHTY3Ma3M U TOCTHUXKEHUE COBEPIIICHCTBA
B pabore.
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Cooeticmeue pabome (work assisting). [loBegeHue, HalleJIeHHOE Ha

obecrieueHre pabOTHUKOB BCEMU HEOOXOMUMbIMU MaTepUAIbHBIMU U He-
MaTepualbHbIMU PECypCcaMu.

Tests and Assignments — TecTbl u 3agaHuAa

Job titles
I. IIpuBenuTe B COOTBETCTBUE YACTU TAOIUIIBI.

1. Chief Executive officer a. PykoBopuTenb oTena cHabXeHust
2. Information Systems Director b. PaBoTHuK, KOTOPGIV 3aHIMAETCS KOMMbIOTEPHBIMU CETSMM
3. Purchasing Director c. ['nasHbIi pykooauTens B komnanum (British English)
. d. PykoBoauTerb, 0TBEYaIOLMA 33 NPON3BOLCTBO TOBAPOB
4. Human Resources Director !
uman Resources Lirecto N OKa3aHue ycnyr
9. Systems Analyst e. [MmaBHbIi pykoBoauTenb B komnaHuy (American English)
. f. PaGoTHWK, 0TBEYalOLLMI 38 06Y4EHNE COTPYAHMKOB Ha
6. Managing Director ’ w‘ y PyA
pabo4ux mecrax
7. Marketing Director g. PykoBoguTENb KOMMBIOTEPHBIMM ONEPaLMSMIA B KOMNaHUM
R - h. PaBoTHuk, oTBEYaOLMiA 3@ pa3paBoTky HOBLIX TOBAPOB,
8." Production Director 11X MPOLBVKEHNE, NPOAAXY 1 0GCIYXMBAHNE KIMEHTOB
9. Customer Service Manager i. PaBoTHMK, 0TBEYAIOLNI 38 BbIXOA HA 3apY6EXHbIE PbIHKN
10. Staff Development Officer j. PaBoTHWK, 0TBEYaIOLLMA 3@ NEPCOHAN KOMNaHN
11. Finance Director k. Pa6oTHVK, 0TBEYalOLLNI 38 B3aNMOOTHOLLEHIS C KIMEH-
Tamm
12. Exports Manager |. PaBoTHWK, 3aHUMAIOLLMINCS Y4ETOM NPUBHINEN 11 YBbITKOB

Human resources
II. CooTHecuTe yacTy TAOIULIBI.

1. job description | a. dismiss temporarily
2. job mobility b. something given for good work
3. job rotation c. sense of belonging and trusting
o b st | AT T ot s o il s, o e s
9. guidelines e. feeling a contentment from doing a job well
6. loyalty f. suggestions about how to do something
7. layoff g. ability to move from one place to another to take up or perform a job
8. reward h. movement between departments within an organization
Managing personnel
II1. 3ammoHMTE TIPOITYCKM HY>KHBIMM CJIOBAMU, BBIACICHHBIMU KYPCH-
BOM.

waste appreciated  efficiency maximize worth  completed

instructions  turnover
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1. When our division increased its productivity, its management re-
ceived an award for .

2. The new supervisor intendsto efficiency while still
cutting costs.

3. The project was finished, but it was not

4. Read the before you switch on the dev1ce

5. Itseemeda of time for purchasing department to buy
anything but the best.

6. I doubt that it was working so hard.

7. Service firms with large numbers of low-paid workers often have

a high staff
8. Staff wanted their managers to show they were

On the job
V. 3anoiaHuTe MPOMYCKY HYXXHBIMY CIIOBAMH, BBIIEJICHHBIMU KypPCH-

BOM.

loyal  responsibilities  satisfaction  self-employed put forward di-

rectly assertive correspondence in person on the spot
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1. Customers are happier when the staffis and well-
motivated.

2. For most US shop workers pay is the third most important reason

for job

If you are — you are your own boss.

Could you tell me what the of the job are?

It is the best way to speak to the supervisor about your problems

kW

6. When the supervisor asked about her career goals, the best answer
was a/an one.
7. Our management demands that a receptionist should always be

8. An effective employee responds to as soon as possible
after it is received.
9. Youshould not go over your supervisor’s head. Try to solve the prob-
lem with him.
10. The department managers have to their budgets every
quarter.

Business prepositions
V. BctaBbre HYXXHbIU Mpeyior (MPeajiord MOTYT MTOBTOPSITHCS).
at between by in into on to over under

1. Could you phone later? The boss is another line.
2. It isn’t surprising that employees work worse when they are close
retirement.



3. We thought everything was control until we had a big dis-

pute pay.

4. There is clearly a strong link pay and productivity.

5. Employees wanted more participation decision-making pro-
cess.

6. Could everyone make an effort to arrive at work time?

7. I would divide my presentation three main parts.

8. It is impossible to judge the project this stage.

9. I must have all the figures the end of the month
the very latest.

10. They plan to achieve a reduction of the workforce 10% in

the next three years.

Word partnership

VI. IMoabepuTe raarojbl, MOAXOASIIME ISl KAXKI0TO MPUBEISHHOTO
BapmaHTa, HanpuMep: lose your temper/ money/ one’s job.
money on something/ time/ more than you earn
profits/ a decision/ concessions
a business/ a risk/ into trouble
care/ a message/ a day off
someone out/ shares/ a new computer
on strike/ on holiday/ bankrupt
a memo/ a report/ through your notes
a presentation/ in your notice/ someone a present.

PRI R LD

Human resources motivating
VII. KommnaHus peninia yaydlinTh YCJIOBUS TpyJda CBOMX paOOTHUKOB.
Bri6epuTe mpaBuIbHBIN TEPMUH TSI KAXKIOTO aCTIeKTa HOBOI CTpaTeruu.

1. The management will pay everyone an extra at Christmas.
a) salary; b) commission; c)expense; d) bonus.

2. employees will be given the same status as full-timers.
a) short time; b) longtime; c) part-time; d) extra time.

3. Everyone will be given training at least once a year.
a) in-house; b) outhouse c) tailoring d) designed.

4. No one will be without the full agreement of the union.
a) laidup b)laid off c¢)laid of d) laid by

5. The number of working of all employees will be reduced.
a) hours; b)weeks; c¢) months; d) years.
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6. There will be no more annual interviews.
a) superior; b) appraisal; c¢) leave; d) holiday.

______ workers will get paid double time for working

unsocial hours.
a)owl; Db)time c¢)shift; d)group.

8. We will increase the size of the by 12%.
a) manpower; b) workforce; c¢) human resources; d) employees.

Organization culture

VIII. Packpoiite cKOOKM, TOCTaBUB IJIaroja B HyxXKHOU popme: I (be)
pleased to inform you = I am pleased to inform you...ITepeBenute TeKCT
Ha PYCCKUM SI3bIK.

Hofstede (1 identify) four dimensions of culture. These (2 be) power
distance, uncertainty avoidance, individualism and masculinity.

The first, power distance, (3 be) a measure of inequality in organiza-
tions. It (4 depend) on management style and (5 reflect) a measure of
openness and effective communication between managers and subordi-
nates.

The second, uncertainty avoidance, is a measure of how much people
(6 feel) that new unusual situations (7 be) a threat.

Individualism is a measure of how much the organization (8 have) an
individualist or a collective ethic.

The last one, masculinity (9 contrast) with femininity. This is a measure
of how much the organization (10 be) assertive or competitive.

Assertiveness and competitiveness (11 see) as masculine indicators. In
contrast, caring and a stress on quality of life and concern for the environ-
ment (12 consider) feminine characteristics.



LEADERSHIP —
NnMAEPCTBO

YhpaBiieHHe MOXHO YCJIOBHO pa3Ie/]HuTh Ha yIpaBJIeHHUE OeSITeIb-
HOCTBIO OpraHm3aluii 1 paboToii Joneii. Yepe3 cucTeMbl yIpaBlIeHUS
PYKOBOIUTEIN CTPEMSITCS BJIUSITH Ha MPOLIECC JOCTHXEHUS MTOCTABIEH-
HBIX LIeJIei Ha 3Tallax IJIAHMPOBAHMSI, UCIIOJIHEHUS U KOHTPOJIS UCIOJI-
HEHUS 3aJaHUIA.

HesATeTbHOCTh MEHEIKepa MOKHO pa3Ae/uTh Ha «00ecTieurBaloIe»
LIMKJIBI, BKIIIOYAIOILINE uHpopmayuonnsiil (informational cycle): mouck,
cbop, obpadoTKa, XpaHeHne MH(GOPMALIU, 102UKO-MblCAUmMenbHbLi (logi-
cal-intellectual cycle): BpIpabOTKa U IIPUHSTHE YIIPaBICHYCCKUX PEIICHUI
U Opeanu3auUoHHblll (organizational cycle): opraHM3allMOHHOE BO3IEHCTBIE
Ha OOBEKT yIIpaBJIeHUs AJIs MoJlydeHus petieHus. M3 HUX BaxHeiiee
MECTO 3aHMMAaeT PYKOBOACTBO, VUIM yIIpaBJICHNUE JIIOAbMHM (managing peo-
ple). B 00001meHHOM BHIIE OHO MOXKET OBITh CBEIEHO K CIICAYIOIINM 3a-
JayaMM: BbIAaueil JUPEKTUB OTHOCUTEILHO TOr0, KaKue paboThl CIeayeT
BBITIOJIHSTD; HaJlaXKMBaHUEM COTPYIHUYECTBA MEXIY JIOOAbMU U 00ecIIe-
YeHMe UX HEOOXOIUMBIMU PeCypCaMu.

7151 TOro 4YTOOBI CEIaTh CBOE JTUAEPCTBO U BIUSTHUE d(PDEKTUBHBIMU,
PYKOBOJIUTEIb JODKEH IIPABWIBHO IIPUMEHSITh CBOIO BJIACTD, WJIM ITOJITHO-
MOYMSI, YTO CBOAUTCS K peaJbHOM BO3MOXHOCTH BJIMSITh Ha IIOBEICcHNUE
paboOTHUKOB. BiacTh MOXeT IPpMHUMATh pa3HOOOpa3Hble HOPMBI:

*  npuHyxcoenus (compulsion), Koraa ee HOCUTEIb UCIIOIb3YeT BO3MOXK-
HOCTb HaKa3bIBaTh, T.¢. JIUIIATh UCIIOJHUTEIISI KaKO-TM00 HACYIIIHO
MMOTPEOHOCTH WJIU TTPUIMHSATH eMY KaKue-T100 Apyrue HENpUsTHOCTH,

* Bo3Hazpaxcdenus (reward), Koraa pyKOBOJIUTEIb MMEET BO3MOXHOCTh
YIOBJIETBOPUTD HACYILIHYIO ITIOTPEOHOCTD UCITOTHUTEIIS MU JOCTAaBUTh
€My YIOBOJIbCTBUE;

*  9KCcnepmmyio (expert power), KOTIia pyKOBOAMTENIb UMEET IMPaBoO OTAaBaTh
MPUKA3aHUs, a UCTIOJIHUTEJIb CYUTAET CBOUM JOJITOM HMOIYUHSIITHCS
eMy. Takylo Bi1acTh 4acTO Ha3bIBAlOT TpaguLIMOHHOM. OHa sIBiIsieTCs
HauboJiee pacIpoOCTpaHEHHON M MOMYISIPHOI B ITPAaKTUKE MEHEIX-
MEHTa.

B nocnenHee BpeMst BHyTpeHHsIsI cpena (DUPMEI IIpeTepIiesia 3Hauu-
TeJIbHbIE U3MEHEeHUS. PyKoBoIMTEIM BCe Yallle MCIOIb3yIOTCS (POPMBI
BJIUSIHUS, CTIOCOOHBIE ITOOYAUTD UCITOJTHUTEST K COTPYIHUYECTBY, TAKUE
KaK ybexcdenue(persuasion) U yuacmue (participation).

CTuib IesITeIbHOCTU PYKOBOIMTEISI HEIIOCPEACTBEHHO CBSI3aH C pa-
IIMOHAJIHOM OpraHMU3aIreil ero padoThl, B TOM YUCJIe: TJIaHNPOBAaHUEM
U pacripeieJiecHueM pabodyero BpeMeH!; YMEHUEM TTPOBOIUTD COBEILIAHMSI,
IIeperoBOpPkbI, OeCeIbl; UCIIOIb30BaHNEM MH(GOPMALIMKI U YCITSLIHbIM pa3-
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pelieHreM KOHGMIUMKTOB. TpaAuIIMOHHO pa3inyaloT Takue MPOTUBOIIO-
JIOXHBIE CTUJIM PYKOBOICTBA, KaK agmokpamuueckui (autocratic
leadership) u demoxpamuuneiii (democratic leadership). ITepBrlit 13 HUX
COCPENOTOYEH Ha BHIMOJHEHUM pabOThI (Teopus X) , a BTOPOl — Ha ue-
JoBeueckoM daktope (Teopus Y). Paznuuaror Takxke Ipyrue CTUIN pyKo-
BOJICTBA KaK, HaripuMep xapuzmamuyeckui CTib (charismatic leadership)
U CTUJIb Heemeuamenscmea (lassaiz-faire). B neiicTBUTEIBHOCTM PyKOBO-
JIATENb PUMEHSIET pa3IMuHble CTUJIM, METOMBI U TUTIbI BIUSHUS, KOTO-
pble OH cuuTaeT HauboJiee MOAXOASIIMMU JJIsI KOHKPETHOM paboueit cu-
Tyaluu.

Tests and Assignments — TecTbl u 3agaHunA

Business phrases
I. CooTHecuTe (ppa3sl M X ITEPEBO]I.

1. to avoid problems a. U3BMeKaTh Nonb3y 13 4Yero-nmeo

2. to come in contact with different people b. cornalwaThcs Ha KOMPOMMCE

3. to take advantage of something C. MPOVrpaTh B NEPEroBOPHOM NPOLIECCE

4. to take something for granted d. 060CHOBbIBATL CBOE MHEHUE

9. to fail to reach a deal e. n3beratb Npo6rem

6. to substantiate one’s opinion f. HaxoaWTb 0GLLIA S3bIK C PA3ANYHBIMIA JIOAEMM
7. to capitalize on strengths gimlpcqumaTb BELLY KaK caMu coBoi pasymelo-

h. aKLEHTNPOBaTb BHMaHNe Ha CUJbHbIX CTOPO-

. I mpromi
8. to agree a compromise HaX YEr0-TW160

Word ‘nests’
I1. 3amonHuTe TabMMIly HY>KHBIMU c10BaMHU. [IepBoe maHo Kak obOpa-
3ell.

Noun (thing | Noun (person] | Verb

. employment employer/ employee employ

. analysis

. appraisal

. development

. interview

. recruitment

. selection

O | N |~ —

. training

Conflict management
I1I. CooTHecuTe TEPMUH U €r0 OTpeNe/ICHUE.
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1. argument Sv.afri]tsituation in which people accept something different from what they really

2. compromise | b. continuing effort in spite of problems

3. conflict c. inability to produce good results quickly

4. inefficiency | d. a feeling of worry and nervousness

9. resentment | e. a set of statements in support of an opinion or proposed course of action

6. tension f. serious disagreement and argument about something important

7. persistence | g. an event that stops you from doing something or makes it difficult

8. obstacle h. bitterness and anger one feels about a person, event or situation
Resolving conflicts

IV. A. CootHecuTe 4acTul TaOJIULIBL.

Conflict area | [Mepesog
. misunderstood language function
. misunderstood urgency
. wrong register or tone
. inappropriate style or attitude
. ambiguous or conflicting domain

. HEBEPHbIV TOH ronoca

. pacnnblB4aTas unu nNpoTUBOpPeYVBas NpeaMeTHas 06acTb

. HenpaBswWnbHO NOHATaA peyb
. HENPaBWbHO NOHATAA CPO4HOCTL 3alaHng
. HEBEPHbI CTWMb NOBELEHUS UMW OTHOLLEHUE K YenoBeky

O~ —

oD |l | o

Tips for resolving conflicts

B. Hitxe nipuBeieHBI BOBMOXHEBIE CITOCOOBI pa3pellieHIs KOH(MIJINKTA.
BcraBbre B npeisioxeHus BblIeIeHHbIE KYPCUBOM CJIOBA.

explain relationship manage clarify attack react

1. Identify and the specific problem.

2. Consider your with those involved.

3. Think before you speak or .

4. Allow others involved to how they see the problem.
5. Discuss the issue, but don’t the person.

6. If you can’t resolve the conflict, try to it.

Stages of negotiation

V. JIugepsl 4acToO CTAJIKMBAIOTCSI C HEOOXOAMMOCThBIO TlepeyOoekaaTh
JIIONIEH, KOTOPbIE COMTPOTUBIISIIOTCST HEN30€KHBIM U3MEHEHUSIM B OPTaHM -
3aunu. BcTaBbTe MpaBUIbHOE CIIOBO, BBIIEIEHHOE KYPCUBOM.

information  planning agreement concessions or compromise
relationship building persuasion
IlepBbiii 3Tan

and preparation.
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Ilepen BcTpeueii ¢ r1a3y Ha Ij1a3 HEOOXOAMMO cOOpaTh HEOOXOAUMYIO
“HGbOPMALINIO U 3HATh (hyHAAMEHTaIbHbIe TTO3ULIUK OTIOHEHTOB. Bhipa-
OaTbiBaiiTe COOCTBEHHYIO CTPATErno. YcTaHaBIMBANTE LIeJU U 3a1a4u.

Bropoii aTan

between negotiating parties.
Ha stoM sTamne yctaHaBIMBaeTCs 1OBEpUE MEXIY CTOPOHAMU.

Tpetwnii aTan
exchange.
Ha sToM 3Tamne BBISICHSIOT IIOTPEOHOCTU U TpeOOBAaHMS OIIIIOHEHTOB.

YeT1BepThlii 3TN

attempts.

JlemaroTcst TTOMBITKY U3MEHHUTD TTO3UIINIO TTPOTUBOITOJIOXKHOMN CTOPO-
Hbl. BenyTcs nmeperoBophl, HallpaB/IeHHbIE HA YCUJIEHUE BIUSIHUS Ballleit
CTOPOHBI.

IIarerii 3Tan
and
Ha sTtoM sTame o6e cCTOpOHBI OOBIYHO B KAKO#-TO CTETICHN MEHSIOT
CBOIO TIEPBOHAYAIBHYIO TTO3ULMI0. ECIn yaaeTcst ToOUThCS YCTYIIOK WIN
KOMIIPOMHCCA, TO 00€ CTOPOHBI ITOKMIAIOT IEPErOBOPHI C YYBCTBOM YIO-
BJICTBOPCHMSI.

Negotiating styles

VI. PackpoiiTe CKOOKM, ITOCTaBUB IJIaroj B HyxHoi1 dopme: I (be)
pleased to inform you = I am pleased to inform you... [TepeBeaure TekcT
Ha PYCCKUM SI3bIK.

Most people negotiate (1 gain) some advantage to themselves or to their
side. The fighter (2 be interested) in his side winning and the other side
losing. This is a hard style of negotiations and involves (3 make) demands.

In business, it is often better (4 negotiate) to independent advantage.
This means each side (5 think) about its advantage, but knows that the
result (6 bring) either common benefits or different advantages to each side.
Both sides (7 get) something and are happy with the result. In this type of
negotiations everyone (8 make) concessions. Sometimes this (9 call) a win/
win negotiation.

Another style of negotiation (10 see) in the creative negotiator. Here
both sides (11 seek) agreement. Agreement is the main objective and one
or both negotiators (12 have) a soft negotiating style.
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Team-building: getting the balance right

VII. PackpoiiTe cKoOKM, TOCTaBUB IJ1aroy B HyxkHOIT popme: I (be)
pleased to inform you = I am pleased to inform you... ITepeBeaure TeKCT
Ha PYCCKUA SA3BIK.

The whole point of teamwork (1 be) that people work together. The
most effective teams (2 contain) a balance of different people with different
skills. For example, a team (3 need) innovators. These (4 be) creative, ideas-
oriented people. They tend (5 look for) new solutions and explore alterna-
tives. The team also (6 need) producers, people who get results. These (7 be)
task-oriented and understand the objectives of the team. Both these types
(8 distinguish) by competitiveness.

Balancing this (9 be) more cooperative individuals. They may (10 in-
clude) mentors, who support team members and make sure good relation-
ships (11 maintain). Others are controllers with technical expertise and the
ability (12 check) progress, measure performance and ensure that objectives
(13 be) both possible and desirable.

Another important role is the monitor who (14 work) on all levels of
coordination and organization of the team.

At the heart of the team is the leader. His/her role is (15 make sure) that
all parts of the team work together. S/he is (16 motivate) people to achieve
the agreed objectives. S/he is also responsible for (17 summarize) and (18
report) the work of the team.



MANAGING CHANGE — YMNPABJIEHUE
NEPEMEHAMU

[Ipoliecchl MPUHATUS YIPABISHYECKUX PELIEHU TPOUCXOISIT, Kak
MpaBuJIo, B YCJIOBUSIX HEONPENEIEHHOCTH, KOTOpasi XapaKTepu3yeTcsl ciie-
TYIOIIMMU MTapaMeTpamMu:

* HEMOJIHBIM 3HaHWEM BCeX IMapaMeTpOB, 00CTOSITEILCTB, CUTYaIIUIA IS
BBIOOpA ONTUMATILHOTO PellieHUs], a TaKXKe HEBO3MOXHOCTBIO TOUHO
yuecThb Bce (haKTOphI, Jaxke MPU HAIMIMU TOCTYITHOW MHMOpMann
U BEPOSITHOCTHBIX XapaKTEPUCTUK MOBEICHUST CPEIbI;

*  HajiuuueM (pakTOpOB CIIy4yaliHOCTH;

* TIPUCYTCTBUEM CYObEKTUBHBIX (haKTOPOB, MPOTUBOIEHCTBYIOIIMX Pe-
LIEHUSIM, KOT/Ia TPUHSTHE KOHKPETHOTO PEIIEHMS TIPOUCXOIUT B CH-
Tyallu¥ UTPbl MAapTHEPOB C TTPOTUBOIOJOXHBIMU WIM HECOBIaaa-
IOLIUMU UHTEPECaMU.

B KomyecTBEeHHOM OTHOIIIEHMU HEeOIpeae/IeHHOCTh (uncertainty) momi-
pasymeBaeT BO3MOXHOCTb OTKJIOHEHUS pe3yJibTaTa OT OXUJIAeMOro (Mn
CpelHero) 3HaueHusl Kak B MEHbIIIYIO, TaK U B OOJIbIIIYIO CTOPOHY. Prck
(risk) — moTeHUMAaTbHAS YUCIEHHO M3MeprMasi BO3MOXHOCTb HebJaro-
MPUSITHBIX CUTYAIUIA U CBSI3aHHBIX C HUMM ITOCJIEICTBUI B BUJIE YOBITKOB
WJIY TIOTEPU B CBSI3U C HEOTIPEIEIEHHOCTbIO, T.€. CO CIyYailHBIMU U3MEHe-
HMSIMU YCJIOBUI 9KOHOMUYECKOM AesITEIbHOCTH, (hOpPC-MaXKOPHBIMU 00-
CTOSITEILCTBAMY WJIM OOIIIMM TIaIEHWEM 1IeH Ha pbIHKe. TakuM oOpa3om,
paborta Jito60ro MpearpusITUSI BEACTCS B YCIOBUSIX HEKOTOPOU Heompee-
JIEHHOCTHU M PUCKOB, 1 00€ 3TH KaTeropyuy B3aMMOCBSI3aHbl.

C 5KOHOMUYECKOI TOUKH 3pEHUsI PUCK MPENCTABISIET COOOI COOBITUE,
KOTOpOE MOKET IMMPOM30MTH C HEKOTOPOU BeposiTHOCThIO. [1pu aTOM BO3-
MOXHBI TPY SKOHOMMUECKUX pe3yJibTaTa, KOTOPbIe OOBIYHO OLIEHUBAIOT-
cs1 B (OMHAHCOBBIX MOKa3aTeNsIX:

*  OTpUIATEIBHBIN, T.€. yiIepo (damage), yOBITOK, TIponuTphItt (loss);

* TIOJIOXWTENbHBIN, T.€. Boiroga (advantage) , mpuObLIb (profit), BeIUAT-
phl1I (gain);

* HyJeBo# (TouKa 6e3yOBRITOUHOCTH = break-even point).

VYnpasnenue puckamu (Risk Management) — crnenmnduyeckast 06-
JIACTh MEHEIKMEHTA, TpeOyIolas OT pyKOBOAUTENEl 3HAHUIT B 00J1acTh
Teopuu (GUPMBbI, CTPAXOBOTO Jejia, aHAIM3a XO35ICTBEHHON NesATeTbHO-
CTHU TIPEANPUSATHS U MAaTeMaTUIeCKNX METOIOB ONTUMU3AIINN S9KOHOMMU -
YeCcKuX 3ajad.

VhpasneHue puckaMmu OCYILECTBISIETCS Ha BcexX (ha3ax XU3HEHHOTO
LMKJIA TIPEANPUSITHS C TOMOIIBIO MOHUTOPUHTA (Monitoring), KOHTPO-
Jupylomux (control) 1 HEOOXOMUMBIX KOPPEKTUPYIOIIUX AEUCTBUN
(adjustment).
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VipaBiisisi puckaMu, MEHEIXKep B IOBCEIHEBHOM paboTe CTaJIKUBACT-
Cs1 C OMpeAeIeHHBIM YPOBHEM COIIPOTUBICHUST U3MeHEeHUsIM (change re-
sistance) 1 HeOOXOIMMOCTBIO pa3peliecHNs KOH(IMKTOB (managing con-

flicts).

Tests and Assignments — TecTbl u 3agaHunA

Synonyms
I. CootHecure cioBa M UX CUHOHVMEBI.

1. conflict a. proof

2. obstacle b. frustration
3. argue c. barrier

4. argument d. debate

9. option e. unavoidable
6. disappointment f. collision

7. inevitable g. deliberate

8. intentional h. alternative

Spare words
II. BeiuepkHUTE CIOBO, KOTOPOE OOBIYHO HE COYETAETCS C BBIIEJICH-
HBIMU.

cac o

to cause/ identify/ face/ consolidate/ overcome a problem

to carry out/ introduce/ set up/ monitor a change program

to draw up/ carry out/ perform/ complete a task

to allocate/ delegate/ be strong in/ invest resources

to complete the change on time/ away of time/ within budget/ over
budget

Changes in business
I11. TTepeBeauTe MpenIoXXKeHUs HA PYCCKUM SI3BIK.

a.

b.
c.

Because of urgent reorganization of our production we cannot use
the ordered materials.

We regret to inform you that our client became insolvent.

Your withdrawal of our contract sets up a chain involving several
complications.

We are writing to inform you that Mr. J. Blum has been appointed as
Chairman in succession to Mr. L. Rosenberg.

Your offer was disappointing, we had expected better terms. So we
have to withdraw the order.

We have pleasure in notifying you that our business has amalgamated
with Alphagiant.

Our legislation has been changed in an unfavorable way, so we must
withdraw the order.
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h. You have to pay dead freight, since we have chartered the American
Bay, and she is to be loaded early nest week.
Ownership
IV. B rekcte roBoputcst 00 uaMeHeHuu ¢opM cooctBeHHOCTU. [Tomuepk-
HUTE COOTBETCTBYIOIIME TEPMUHBI. [1epeBenuTe TEKCT Ha PYCCKMIA SI3BIK.

Spenser Brothers was founded by Colin Spenser and his brother Daniel
forty years ago. It was a prosperous family company. Then the Socialist
party won an election and the government nationalized the company. It was
now managed by a ministry and became state-owned. Later the Christian
Democrats won an election and the new government sold Spenser
Brothers, which became privatized. The company experienced a reduction
in the number of employees, or downsizing. However, by that time its
owners had died. The new owners, a bank and a pension fund, became the
principal shareholders.

Of course, many other people — managers, employees and their
families, and customers — also had an interest in the success of Spenser
Brothers. They were the stakeholders. The new management decided to
turn some of its business units into separate companies, or subsidiaries,
while Spenser Brothers remained the parent company.

Then the American giant, Peak Industrial, proposed that the two
companies work in partnership on a new product line. They suggested
a joint venture. But everyone realized that Peak Industrial really wanted an
acquisition. Finally they bought out the company’s management and won
control over Spenser & Sons. It was a hostile takeover. Now there is
information that Peak Industrial and the Italian company Galbani are
going to join together. It will be a merger.

The external environment

V. Bce opranu3zanyy BeIHYXKIEHBI IIPUCITOCA0IMBaTLCSA K (paKTopam
BHELIHEN cpenbl. B Tabauiie cnpaBa npeacTaBieHbl BOCEMb OCHOBHBIX
TUIIOB JaBJeHUsI Ha KoMMepueckue npeanpusatus. CooTHECUTE YacTu
TaOJIULIBL.

lMpumep | @aKTop BHELLHeV cpebl
1. Hemorpacmyeckiit B3pbia a. domestic environment
2. [lpyrvie KOMNaHui NpegnaraioT NofoGHbIE UK MyHLIME TOBAPSI b. international environment
1 yCnyriA
3. Bapuauum mMofibl Ha LENEBLIX PhIHKaX ¢. industry environment

4. ToBap HOBBIN, Y3KOCNELMAN3VPOBaHHbIA, Nonb3yeTcs cnpocom | d. consumer needs/ wants
9. ['no6anun3auns no3BoNseT 3KCNOPTMPOBATL GOMbLLE TOBAPOB

e. environmental pressures

1 yenyr
6. KucnoTHble AoXay noBAMANN Ha Ka4ECTBO Chipbst f. government/ legal factors
7. ToBap ycTapen, Tak kak nosiBUIMCh HOBbIE M306PETEHMS g. competition factors
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h. technological

. Hos KOH TENbCTBO N MaTpuBaeT OTMEH naun .
8. Hosoe 3akoHopaTenbCTBO NpeaycMaTpuBaeT oTMeHy cy6eun environment

The industry environment

VI. B xaxmoit oTpacin IpOMBIILIEHHOCTH CYIIECTBYIOT (PaKTOPHI,
BJIMSIIOILIME HA YPOBEHb KOHKYPEHLIMU ¥ PEHTA0CIbHOCTU MPEAIPUSITHS.
OTMeTbTe, MPaBWILHEI WUIM HET CIIeAYIONIe yTBepKaeHu s (true or false).

1.In an mdustrlal sector with a high profit environment there is normally a lot of True/ False
competition
2.Inan mdustmgl sector with a low profit environment a company is unable to True/ False
make large profits
3. Highly specialized products with high start-up costs make it difficult for new
True/ False

producers to enter the market
4. If there are a lot of suppliers, they are in a weak position. If there are few, high True/ False
profits are easier to obtain
9. High quality and low price usually go together True/ False
6. Fragmented customers mean that they cannot act together to make producers

— True/ False
lower their prices
7. There are a lot of substitutes in the industry environments with higher profits | True/ False

The legislative environment

VII. Bce opranusaimu paboTaioT B paMKax COOTBETCTBYIOIIETO 3aK0-
HojateJIbcTBa. B Tabulie cripaBa mpencTaBieHbl 00J1aCTh 3aKOHOAATE b~
ctBa (a—h), a cmeBa packpbeiBaeTcs nx cMbica (1—8). CooTHecTn 9acTn

TaOJIULIBL.

1. OBecneyeHne CTaHAAPTOB KA4ecTBa TOBAPOB W YCIyr a. Social legislation

2. OxpaHa Bopbl, BO3AyXa 11 NOYBLI

b. Dangerous goods security

legislation
3. Orpann4eHns Ha ucnonb3oBaHue 11 nepeso3ky ToBapos, nped- | ¢. Official secrets, state
CTaBNSIOLMX YTPO3Y ANt HACENEHMS security legislation
4. Bonpocbl 3alUyTbl rocy[apCTBEHHbIX IHTEPECOB d. Consumer protection
5. PerynupoBaHue TpyaoycTpoicTBa, BpeMeHy paboTsl, oTnyckoB | e. Tariffs, duties and taxes
6. OrpaHn4eHms Ha cnocoBbl NPOLBIKEHNS TOBAPOB W yCIyr f. Sales of goods legislation
7. MpaBuna TOproBnM ToBapamut g. Environmental legislation

8. 06s13aTenbHbIe NNaTexu, ycTaHaBnnBaemble npasutenbcTBoM | h. Advertising standards

Taxes
VIII. BcTaBbTe HY>KHOE CJI0BO U3 BBIAEIEHHBIX KYPCUBOM.

corporation  rate  inspector  incentives  value added  return

evasion progressive relief haven
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10.

. The company has been sued for tax because it did not
pay taxes for half a year.
The standard of income tax in this country is 22%, but
well-off people pay more.
In my country, tax on income is , the rich pay a bigger
percentage of their income than the poor.
We have to submit the tax before the end of the momh

Some of the items you can see at the airport are tax-_
people do not have to pay any tax on them at all.
Managers have been told that they will shortly receive a visit from
the tax who will look at all company’s accounts for the
last year.

The government is keen for foreign businesses to come to this region.
Therefore, it gives them a lot of tax

The local authorltles give these businesses a number of tax

as well.

The government has raised the rate of tax we have to pay.
It means that our net profit is likely to be down.
The Bahamas is the popular tax . Taxes are low there so

that foreigners who want to pay less tax invest there.



CONTROLLING —
KOHTPOJINPOBAHME

OO0BeKTUBHAS HEOOXOAMMOCTD peaan3aliiy KOHTPOJMpPoBanus (con-
trolling) Kak (b yHKIIMM MEHEIKMEHTA 00YCJIOBJIEHA TAKUMHU (PaKTOpaMM,
KaK CJIOXKHOCTb TEXHOJIOTUYECKHUX MPOIIECCOB B OpraHU3alluu, 1aBJIeHUE
CO CTOPOHBI KOHKYPEHTOB, 3aKOHOJATEIbCTBA, PhIHKA U APYTUX BHEITHUX
U BHYTpeHHUX cwl. OCylleCTBIIEHNE KOHTPOJISL BaXHO 17151 00ecreueHus
CTaOMJIBHOTO Pa3BUTHSI MpeAnpusiTUs (sustainable development). Cytite-
CTBEHHBIMU 3JIEMEHTAMM KOHTPOJIS SIBJISIIOTCSI HAOII0AEHUE 32 COCTOS -
HUEM CyObeKTOB (00BEKTOB), 1ie/IeHaIIpaBJIeHHbIN cOOp 1 aHaIu3 UHGOP-
MallM O HUX C LEeJIbIO IIPUHSITUS ONTUMAJIBHBIX PELICHUIA.

Llenh KOHTPOJISI COCTOUT B MAKCHMMAJIbHOM COOTBETCTBUM (paKTHUYE-
CKMX M OXMAAEMbIX Pe3yJbTaToB. JIJIs TOro 4TOOBl KOHTPOJIb OTBEYasl
CBOEMY IIpeAHa3HAYECHUIO 1 BBHIIIOIHSII CBOM (DYHKIIUM, OH JIOJDKEH OC-
HOBBIBAThCS HAa Y€TKO OIpeIeICHHBIX HOpPMAaTHBAaX, 0TOOpaXKaTh MPHOPH-
TEThl OPraHU3allM1 B COOTBETCTBUM CO CTPATETMIECKUMM HaIlpaBJICHUSI-
MM €€ IeSITeJIbHOCTU M OBITh JOCTATOYHO 9KOHOMUYHBIM (OCHOBBIBATHCS
Ha COITOCTABJIEHUU 3aTpaT Ha €ro OCYIIECTBICHHUE C JOCTUTHYTHIMU pe-
3yJIbTaTaMM ).

[To cMBICTy KOHTPOJIB MOKHO YCJTIOBHO Pa3AesisiTh Ha ¢unarncosbiil (fi-
nancial), npouzeodcmeenHtulii (operations), mapkemneoguiii (marketing), un-
gopmayuonnusill (informational), konmpoasb Hao nepconasom u np. (control
over human resources, etc.). I1o aTanmaM Ipou3BOACTBEHHO-3KOHOMUYE-
CKOM IeSITeIbHOCTHY Pa3InJaloT npedsapumensHblil (preliminary), mexyujuii
(current) u oxonuamenwHulil (final) konmpoas. I1o ypoBHIO 0XBaTa MOJKOH-
TPOJIbHBIX 00BEKTOB OH AEJIUTCS Ha momanvHuli (total), ebibopouHbLil
(selective) v pa3oeutil (one-time) KOHTPOJIb.

D PHEKTUBHOCTh KOHTPOJISI 3aBUCUT OT 0OOBbEKTUBHOCTU KPUTEPUEB
(criteria) 1 crangapToB (standards) 1 KaueCTBEHHOro MHMOPMUPOBAHUS
0 COCTOSIHMY KOHTPOJIMPYEMBIX 00beKTOB. B Kaxknoit opranuzanmu GpyHK-
IMOHUPYET WH(POPMALIMOHHO-YIIpaBIeHIeCKasl CUCTeMa KOHTPOJIA, T.€.
(opmanu3oBaHHas cucTeMa MTOATOTOBKM MHMOpMaLINK, HEOOXOTUMOM
JUIST IPUHSITHS YITpaBieHIeCKuX pereHuii. OHa comepXuT MHMOpMaIInio
0 TIpeXXHEM, HACTOSIIIEM M OyIyIIEM COCTOSTHUU IMTOAKOHTPOJBHBIX MPO-
1IECCOB WJIM OOBEKTOB U, KaK MPaBWIO, Oa3upyeTcsl Ha UCTIOIb30BAaHUHI
COBPEMEHHOM KOMITBIOTEPHOM TEXHUKU Y TEXHOJIOTUH.

Iporiecc ocyiiecTBaeHUST KOHTPOJIS KAcaeTcsl UHTEPECOB KOHKPETHBIX
pabOTHUKOB, UTO MOXKET CTaTh MPUUYMHON BOSHUKHOBEHMST KOH(MIMKTOB
U IPYIUX U3MEHEHUI B MX MoBeJeHUH. [103TOMYy KOHTPOJIb TpeOyeT B3Be-
LIEHHOI0 1 JEJIMKATHOIO OCYILIECTBIIEHUS C UCIIOJb30BaHUEM METOH0B
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MaTepUaIbHOTO M HEMATePUaIbHOIO CTUMY/IMPOBAHUS WJIM HaKa3aHMUSI,
a TakKe Ipyrux (paKTopoB, BIUSIOIINX Ha €ro pealn3aiuio.

KoHTposib 00BIMHO KacaeTcsT BBITTOJTHEHMS T1aHOB. Ero MoxHO pas-
IIeJIATh TAaKKe 10 CTENeH! LieHTpan3aii. OcoOeHHOCTBIO LIEHTPAIN30-
BaHHoOrO (centralized) KOHTPOJIS SIBJISIETCS MOCJIENOBATEIbHOE BIUSHUE
Ha CyOBeKT B HAIlpaBJIECHNY «CBEPXY BHU3» U 3aKPBITOCTh MH(POPMAaIINN.
B otiume oT nmepBoro, aeleHTpaan3oBaHHbI (decentralized) KOHTpoOIb
OpPHMEHTUPOBAH Ha CAMOKOHTPOJb M BHYTPUTPYNIIOBOM KOHTPOJb, YTO
JIOCTUTAETCsl, TIIaBHBIM 00pa3oM, MpU IMOMOIIM o0paTHO# cBs3u (feed-
back).

Tests and Assignments — TecTbl U 3aaaHuA

Word partnership

I. BeiGepute U3 cnucka oblee CJI0BO, KOTOPOE COYETAETCS C TpeMs
octanbHbIMM. [lepBoe naHo Kak obpasell.

control cost run actual risk quality schedule budget

To gain/ self/ under  control .

To over budget/ into trouble/ a feasibility study.
To be ahead of/ on/ behind .

assurance,/ control/ circle.

Under/ on/ over .
control/ assessment/ taking.

estimates/ monitoring/ control.

cost of work performed/ start date/ finish date.

PRNANR LD —

Management control

11. BHMMaTeTbHO IPOYMTANTE TEKCT Y MPOAHATU3NPYITE CXeMY, TIPH-
BeleHHYIO HIDKe. PaccTaBbTe BBIIEIEHHBIE CJTOBA M3 TeKCTa MO COOTBET-
CTBYIOIIIMM HOMEPOM B CXEMe.

Managers carry out their control function on their jobs as a continuous
process because management is dynamic, change is constant

Management control is a process of setting and monitoring organiza-
tional activities to meet organizational goals. This process involves perma-
nent feedback at all levels, so communication is very important. How do
they do that?

First, managers have the desired outcomes, which are part of agreed
objectives. Then they establish action plans and ways to monitor perfor-
mance. Next, they compare performance with targets and make necessary
alterations. They can also change some aspects of the work. Here they can
complete a loop through feedback giving start to future action and new
goal-setting.
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THE CONTROL PROCESS
Establish desired outcomes / Agree 1
Draw up 2
Monitor 3
Measure performance/ 4
Compare results with targets

Amend agreed 5 / Alter methods/ process

New 7 /8

Human resources controlling
II1. CootHecute TepmuH (a—h) ¢ ero omnpenencauem (1—10).

1. CobecenoBaHme, NPOBOAVIMOE C PETYNAPHOCTLIO NOMroAa — rof
C LIENbI0 BbISICHEHIS NPOrPEcCa, JOCTUMHYTOro COTPYAHUKOM Mpu a. equal opportunity policy
BbINOSTHEHIN KOHKPETHbIX 3aAaHii

2. Mpouecc npoBeneHns cobeceoBaHNs, KOraa MHTEPBLIOEp 3aaaeT
BOMPOChI B (PUKCUPOBAHHOIA MOCNEN0BATENLHOCTY

3. [nchchepeHumpoBaHHas onnaTa Tpyaa B 3aBUCIMOCTM OT KONnYe-
CTBA 1 Ka4ecTBa paboTbl

4. CTpaTerus, KoTopas rapaHTMpYET CrpaBegIMBOE OTHOLLEHNE KO
BCEM PearnbHbIM 11 NOTeHLManbHLIM COTPYHIKaM HeaaBucumo oT ux | d. performance appraisal
10na, packl 1 BEPOUCIOBEA0BAHIS

9. TpeHWHr Ha paboyem MecTe, MPOBOAUMBIA NPUrNALIEHHbIM NPEno-
[aBaTenem

6. [lokyMeHT, B KOTOPOM rOBOPWUTCS O NNaHax pasBuTis COTPYAHMKA
UM U3MEHEHUAX B €r0 CNYXXe6HbIX 06593aHHOCTAX

7. TeHaeHuMs 0rpaHnyeHns cnyxeBHOra pocTa Ans XeHLUMH g. structural interview
8. YBOnbHeHMe paBoTHUKA NOMUMO €ro XenaHus h. in-service training

b. career path

c. compulsory redundancy

e. glass ceiling

f. reward system

Information and data handling
IV. BcTaBbTe B peaioXXeHUs HY>)KHOE BBIICJICHHOE KYPCUBOM CJIOBO.

System  processing transfer artificial user information security
interchange

1. Computers make use of intelligence.

2. Computers help user to exchange
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Using a computer to operate with facts and numerals is data

A person working at a computer terminal is an end .

A computer consists of hardware and software.
Moving electronic data from computer to computer is

Passwords protect information .

Businesses carry out electronic funds on a regular basis.

Forms of communication
V. OyeHb BaxkHO HajlaguTh Ha (prpme 3(pPHEeKTUBHYIO CUCTEMY KOMMY-
Hukauuit. Coornecure onpezaenenus (1—10) u tepmunst (a—h).

1. The disseminating information in public at all management levels a. quality circles
2. Traditional form of quarterly or annual reporting b. departmental meeting
3. A form of telephone answering system c. extranet

4. Occasional meetings between officemates to talk about how
performance can be improved

d. formal presentation

5. A private network accessible from PCs and open only to members
of the same organization. Users can read and respond to messages e. notice-board
sent on a website

6. A private network restricted to members of the same organization
and authorized outsiders. Users can read and respond to messages f. internal mail
sent on a website

7. Paper correspondence between employees in the same organization | g. company reports

8. An event when a group of employees meet in order to discuss
proposals and make decisions

h. intranet

Business forms and documents
VI. JlatiTe Ha3BaHME JOKYMEHTY WK (popMe, NCTIONB3YS BbIIEIEHHBIC
cJIoBa.

warning notice  application form  expenses claim form  job description
attendance record  statement of terms of employment  vacation request

appraisal form

1. Itcontainsthe dutiesattached to the position. It is

2. James has been away sick two times already this month. It is ertten
in his

3. It comprises employees’ pay, vacations, pension, and discipline
procedures.

4. There is a vacancy in the sales department 1 would fill out the

5. Cathy has broken a number of instructions and procedures, so she
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6. If you fly in business class and stay at a five star hotel, this is
substantiated in the

7. Tt tells how far employees have achieved thelr objectives last and this
year and includes plans for next year. It is

8. Sandy wants to take a week at Easter and two weeks in August, 1f the
manager agrees. So she has submitted a

Abbreviations in Management
VII. HanumuTte pacuindpoBKy Kaxaoi abopeBraTyphl.

HR —
IT —
DSS —
SBU —
SME —
MBO —
TQM —
JIT —
BEP —
MBWA —

SO N RPN —



INTERNATIONAL MANAGEMENT —

7 MEHEQKMEHT BHELUHEQKOHOMUYECKOW
AEATENbHOCTW (YNPABJEHUE
BHELUHESKOHOMUYECKOM
AEATENbHOCTbLIO)

BHeliHeakoHOMUYECKasI AESITETbHOCTh O3HAaYaeT (hyHKIIMOHMPOBaHUE
POCCHUIICKUX TIPEANPUSITUIA 3a TIpeAeIaMu CTPaHbl, M aHAJIOTUYHO — UHO-
CTpaHHBIX MpeaAnpusITUuii Ha Tepputopun Poccuu. Ipu 3Tom mpenrpu-
HUMAaTeIu HEU30eXXHO CTAJIKUBAETCSI C HEOOXOMMMOCTBIO ydyeTa Cyllle-
CTBYIOIIIMX Teorpaduyeckux (georaphical), 5JKOHOMMYECKUX (€conomic),
TexHoJiorndyeckux (technological), MHCTUTYLIMOHAJIBHBIX (institutional)
U COLMAIbHO-TICUXOJIOTUYECKUX 0coOeHHOCTel (social-psycological pe-
culiarities).

Maubiit u cpeaHuii 6usHec (small and medium-sized business) Hauas
WUTrpaTh PeLIalolyo pojib B MEXIYHApOIHOI Toprosie. CTaTUCTUKA MO-
Ka3bIBAET, UTO J0JISI OKCITOPTA TAaKUX MPENTPUATHIA B Hauboiee pa3BUThIX
CTpaHax 3a MocjeaHue Tobl pe3Ko Bo3pocia. Eciu pyKoBoACTBO Mpe-
MPUSATUS PELIMIO OTKPBITh CBOI duiuran (subsidiary or branch) B apyroit
CTpaHe, Mpex/ie BCero, He0OXONMMO BbIYUUTD SI3bIK 3TOU CTpaHbl. BaxkHO
TakKXe MOHMMaTh OCOOEHHOCTH ee KyJbTypbl. Cpa3y Xe ycTaHaBIMBaIOT
MOJIe3HbIE KOHTAKThI C 3aCJy>KMBaIOIIMMU JOBepUe pe3uaeHTaMu (resi-
dents) MM KOHCAJTUHTOBBIMU KOMHaHUSIMU (consulting companies),
M3y4aloT reorpaduio, a TakKe CUCTeMy TpaHCIOpTa JaHHOTO PeruoHa.

OfHUM U3 TIEPBBIX BOMPOCOB IS IPEANPUATHUS SABISIETCS TUIeMMa
apeHIbl WY TTOKYITKY TTOMeIeHUs i oduca (to rent or to buy office
premises). B 3ToM eMy moMoraroT MeCTHbIE areHThI 110 HEIBUKMMOCTHU
(local estate agents). Heobxommmo cpasy ke HaaaauTh 3G GEKTUBHYIO CHC-
TeMy KomMyHUKaimii (effective communication system). /Iy Hagasa aTo
OymyT TenedOHbBI 1 KOMITHIOTEPHI C COOTBETCTBYIOIIMMU 0a3aMu TaHHBIX.

Kaxnas dpupma craakuBaeTcs ¢ GI0pOKpaTUUECKMMU TPYAHOCTSIMU
TPV TIOJTy9€HU U BU3 ¥ BUIIOB Ha XKUTETbCTBO. CaMo TIPEeATNIpUsTHAE TOIKHO
OBITh 3apeTUCTPUPOBAHO B MeCTHBIX opraHax Biactu (local authorities)
Y HaJIOTOBOI MHCIIeKIMH (tax inspection), a ee mTaTHbIe COTPYAHUKN —
MIPOUTU PETUCTPALINIO B CUCTEME 3IPAaBOOXPAHEHUS 1 COLIMAIBHOTO 00eC-
neueHus (health and social security systems).

Hexkotopsie cTpanbl MpeaoCcTaBIsIIOT MPEANIPUSITUSIM MaJoro U Cpe-
Hero OM3Heca BO3MOXHOCTU TOJIYYUTh TPAHTHI WIIM cyOcuauu (grants or
subsidies). CyImiecTByIOT TakKe ApyTrrie MaTepuaibHble 1 HeMaTepuaibHbIe
CTUMYJIBI JUISI IPEANPUATUIA, padOTarOLINX B OllpeAeeHHbIX cepax. [To-
3TOMY CJIeIyeT TIIATEbHO U3YYUTh 3aKOHOATeNbCTBO (legislation) maH-
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Hol1 ctpaHbl. Oco00ro BHUMaHMS 3acay>KUBaeT ee baHKoBckas (banking)
1, B OCOOCHHOCTH, KPeIUTHO-IeHEXHasl (monetary) cucrema.

Crosb e BHUMATEJbHO CIeNyeT OTHECTUCH U K UCCIETOBAHUIO PhIH-
Ka (market research). PykoBoacTBO ¢pupMBbl, IJTaBHBIM 00pa3oM, MHTEpe-
CYIOT MTOTeHLIMAIbHbIE KJTMEHTHI (potential customers) ¥ HeMOCPEACTBEH-
Hble KOHKYpeHTHl (immediate competitors). PykoBoncTBo TiiaTeabHO
MPOAYMBIBae€T CBOIO MAapKETUHIOBYIO cTpaTeruio (marketing strategy).
Ckopee Bcero, (pupma He CMOXKET pacCUUTHIBATh Ha 3 (HEeKTUBHOCTD Mpsi-
MbIX Mpoaax (direct selling). IToaroMy HeoOXoa1MO OyaeT co3aaTh areHT-
CKYIO WM JUCTPUOBIOTOPCKYIO ceTh (agent or distributor network), cocto-
SITITYIO M3 MECTHBIX mpencTaBuTeneit (local representatives).

B kaxnoit ctpaHe opraHu3aly ONMMpParoTcs Ha HAIIMOHAIbHYIO CUCTe-
MY MEHEII)KMEeHTa, KoTopas c(hopMUpOBalach TaM UCTOPUUYECKU. DTa CHC-
TeMa 00YCJIOBJIEHA KYJIBTYPOW, TPAAUIIUSIMU, OO1IECTBEHHO-OKOHOMUYE-
CKHM YCTPOMCTBOM TOCYIapCTBa, MEHTAIMTETOM HACEICHUS, TOMUHUDPY-
IOIIMMU PEJUTUSIMU, TEPPUTOPUATBHBIM pa3MelleHUEM U APYTUMU
(bakropamu. [ToaTOMY OTIETBHBIE JIEMEHTBI MEHEIKMEHTA, TPOSIBUBIIIVIE
ce0s1 Kak HeoObI4aitHO 3¢ (EeKTUBHEIC B OMHOI CTpaHe, MOTYT OBITh He
TIPUHSITHI B IPYTUX CTPpaHaX. DTH IMTOJIOXKEHWS HAXOASIT OTpaXKeHHE B TAKUX
pasznenax TeOpur MEHEIKMEHTA, KaK MeXXIyHapoHbIi 6u3Hec (International
Business), MexxynsTypHbiii MeHeIKMeHT (Cross-Cultural Management)
U CpaBHUTENBHBIN MeHekMeHT (Comparative Management).

Tests and Assignments — TecTbl u 3agaHuAa

Geography
1. BeibepuTe npaBWIbHbBII BapUaHT.

We have operations in

1. Kiev in a) the USSR b) the former Soviet Union

2. Birmingham in a) the English Midlands b) Middle England

3. Dresden in a) East Germany b) the eastern part of Germany
4. Naples in a) Southern Italy b) South of Italy

9. Vienna in a) Central Europe b) the Center of Europe

6. San Francisco on a) the West Coast b) the Western Coast

7. Boston on a) the Eastern Seaboard b) the Eastern Coast

8. Hong Kong in a) Far East b) the Far East

9. New Delhi in a) the Indian continent b) the Indian sub-continent

10. Riyadh in a) the Middle East b) the Mid-East

The management conference

I1. Packpoiite cCKOOKM, TOCTaBUB IJ1aroj B HyxXHoi#t popme: I (be)
pleased to inform you = I am pleased to inform you... ITepeBeaure TeKcT
Ha PYCCKUM SI3bIK.
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Dear Mr. McNair:

We would like you (1 be) the keynote speaker at our annual international
management conference. We (2 ask) you to make a twenty-minute
presentation on the trends in International Management in the Twenty-first
Century. This (3 be) the subject of the plenary session which (4 open) the
three-day event. The audience (5 compose) largely of senior managers and
management consultants. We can (6 propose) a fee of $ 1,500 for your
lecture plus expenses.

If you would (7 accept) our invitation, please, let us know what
equipment you (8 need) for your talk. We are also pleased (9 offer) your
McNair Consulting Group a discounted rate for a stand in the conference
exhibition.

We are looking forward to (10 hear) from you soon.

Yours sincerely,

William Pasewark
Secretary General, Association of International Executives

International organizations
II1. HamummTe pacimdpoBKy KaxXnoit ab0peBUaTyphI.
UN

OECD

NATO

IMF

WTO

ASEAN

EIB

NYSE

MNCs

OPEC

COPXNAIN R LD

[u—

Company analysis

IV. AuddepeHmnupyiite nHGOPMAINIO HIXKE (BOIIPOCHI O ACATEIBLHO-
CT! (bMPMBI) IO TPEM OCHOBHBIM KaTeTOpHsIM, YKa3aHHBIM Hizke. [lepBoe
JIaHO KaK obpasell.

Background information Product/ service information | Financial information
How long has the company been running?

—

Who are the major sharcholders?

2. What is the company’s track record?

3. Is the price/ earnings (p/e) ratio reasonable compared to its
competitors?

38



Are its products long-life?
Can the shares be considered liquid assets?

Is the market fragmented?

SN SR A

Globalization

What is the success of different subsidiaries or units?
Do the company’s services have to change rapidly?

Has the company grown organically or by acquisitions?
Is the company vulnerable to commodity price movements?

V. Iuddepenuupyiite nHbOPMAIIUIO MO YETHIPEM KaTEropusiM, yKa-

3aHHBIM HMXKE.

Advantages | Disadvantages | Market forces driving globalization | Technology driving globalization

a saturated home market;
computer networks;

video conferencing;
customers expecting a global presence;

destroys local industries;

SV WD~

[a——

Expanding into international markets

increases environmental damage in poor countries;

makes green technologies available to everyone;

government support for foreign direct investment;

management information tools such as expert systems;
increased job opportunities for people from poorer countries.

VI. KoMmaHuu, KOTopble CTpEMSITCS pabOTaTh 3a TpaHULIEH, CTaIKU-
BaIOTCS C HEOOXOMMOCTBIO aHATM3a MHOTOYNCIEHHBIX (PAaKTOPOB, BIINS -
fo1ux Ha ux paboty. CooTHecuTe Kaxpiil haktop (a—I) u ero onpenene-

Hue (1-12).

1. Kanudukaums 1 Mo61IbHOCTb paBoyen Cimbl

a. Location and distance

2. Cuctema TpaHenopTa, 0pory, KOMMYHUKaLWINA

b. Economic environment

3. Mnata 3a 3emnto, COGCTBEHHOCTb, KOMMYHalbHbIE YCnyru

c. Political context

4. 06LenpuHsTas NpakTiKa 1 6e30NacHOCTb KOMMEPYECKON Aest-
TEMNbHOCTY

d. Legislative environment

5. 06pa3 XWU3Hu, Penurus, 06LLIEHALMOHAMHBIE LIEHHOCTY

e. Labor factors

6. CTOMMOCTb XW3HM, YPOBEHb MHDNALMM, Hanor, (huHaHCoBast
CTabunbHOCTb

f. Business culture

7. 06wwas cTabunbHOCTb, NONUTUYECKas cucTema, cobnioaeHne npas
YENOBEKA

g. National culture

8. YpoBeHb 3apaBoTHOI NNaThl B CTpaHe

h. Socio-cultural factors
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OKoHYaHue Tabnuiibl

KOMMNaHun

9. l'eorpachn4eckoe NOMoXEHNE MO OTHOLLEHIIO K XOrAVHIOBOI

i. Fixed costs

06pa30BaHus

10. PoxpaaemocTb, NPOA0IKUTENBHOCTb XU3HW, 0BLLUNIA YPOBEHD

j. Infrastructure

11. CucTema ToproBnv TOBapaMi 11 ycryramu

k. Labor costs

TOProBbIX OpraHn3aynax

12. TpynoBoe 1 X03AMCTBEHHOE NPaBo, YNEHCTBO B MEXAYHAPOHbIX

|. Distribution channels

Cultural issues

VII. A. Bol — Oyayiiyii pyKoBOAUTEb 1 IIPEICTaBUTENb CBOSH HAIIUM.
[Haiite moapoOHble OTBETHI Ha CJIeIYIOIE BOMPOCHI.

Who speaks first and last?

Nk L=

meeting (the records)?

How important is punctuality in your country?
How much small talk is there before getting down to business?
Is respect shown for age and company position in a meeting?

Is humor acceptable in a business meeting?
Is smoking acceptable in a meeting?
How important is making and circulating a written record of the

B. Paznenute BbicKa3bIBaHUSI HA BEPHbIE U HEBEPHBIE (ITOAUYEPKHUTE

True nnu False).

1. Most business people and all managers were formal clothes True/ False
2. Business cards are exchanged with care and formality on first meeting True/ False
3. Colleagues move quickly to first names after a few meetings True/ False
4, Officemates shake hands every morning True/ False
9. Business culture is based on goals, results and short-term profit. True/ False
6. Top managers make most decisions, there is not much consultation True/ False
7. Hierarchies are flat, with small status and salary differences between levels | True/ False
8. Teamwork and cooperation are highly valued True/ False
9. Women are treated as equals in practice, not just in theory True/ False
10. Time is spent building a personal relationship before doing business True/ False

Trade and government policy

VIII. IlepeBenute TEKCT U MPOAOKUTE TAOIUIY POCCUMCKON MO-

JIeJIbIO BeAeHUs OM3Heca.

Model | Strengths

Weaknesses

Flexible labor and product markets; low
taxes, strong competition; shareholder
capitalism exercises pressure on
managers to increase profits

American

Wide income differences between the
rich and the poor; low quality of
publicly-funded services like education
and health; poor investment; low
savings rates
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OKoHYaHue Tabnuiibl

Model | Strengths Weaknesses
Employees have loyalty to company; high )
Jananese skill levels; high public services; managers E:c”nqzri'; [;rr]odtz(;(tﬁi];?cn; ﬁ?gefull force
P can take a long-term view because they pert | efficient]
lack shareholder pressure pressure to use capital efficiently
East Asian Low taxation; flexible labor markets; high | Sometimes a high level of government
levels of personal savings; open trade intervention in business
Germany | wolre Sat: ol hamay bacose of | 12650 g s s eneis
Scandi- narrow income difference between the powgrful' Iabf)r market and product
navian E;;rf:kgnd the poor; high investment from market. restrictions
Russian




EFFECTIVE STYLE —
QPOEKTUBHBIN CTUIb

Kax b1t 1uTepaTypHbIil CTUIb UMEET ONpeneeHHbIA Habop (hOHETH-
YeCKUX, JIEKCUYECKUX U TPaMMaTUYECKUX CPEICTB, UCIOJIb3yeMbIX Ha
oIpeleJICHHOM 3Tale pa3BUTUS peur. OqHaKo 00s13aTe/IbHBIM YCIOBUEM
JIF0OOTO CTUJIS SIBJISIETCSI COOTBETCTBUE OOIIEIMHIBUCTUYSCKUM HOpMaM
U JIETKOCTDb BOCIIPUSITHSI.

DyHKIMOHAILHBIMA CTUIb — Pa3HOBUIHOCTD JIUTEPATYPHOM pedn, KO-
ra S3bIK BBICTYNAET B TOU MJIM MHOW COLIMAJIbHO-3HAYMMOM TIPaKTUKE
moneit. Ero ocobeHHOCTU 00yCIOBIEHB 0COOEHHOCTSIMU KOMMYHUKAITUN
B KOHKPETHOU 0obj1acT. MBI pacCMOTPUM CJIEAYIOIIUE ABA CTUIS: Ou-
IUAJIbHO-EJIOBBIX JOKYMEHTOB M HAIMUCAHUSI MMChbMEHHBIX pa0OT B yueO-
HBIX 3aBSACHUSX.

Ctuiib 0(pUIMAIIBHO-IEIOBBIX MATEPUAJIOB TIPUMEHSIETCS] B KOMMepUe-
CKOI TIepernucKe, OTIETHOCTH, TUTUIOMATUYECKUX JOKYMEHTaX, MaTepH-
ajlax pa3IMYHBIX coBelaHuii u T.10. [lepeBoMIMK HeceT BHICOKYIO OTBET-
CTBEHHOCTh 32 TOUHOCThH ITepeBOJa MOMTOOHBIX MaTEepPUaIOB, TaK Kak Ha
OCHOBE TIEpEBOJa YTOUHSIIOTCS YCIOBMS COTJIAIIEHUI W IIPUHUMAIOTCS
BaXKHBIE 9KOHOMMYeCKHE (TTOIMTUYECKHUE) perieHns. TOUHOCTh TiepeBoaa
MpeaycMaTprBaeT He TOJILKO TOUYHYIO Tepeaady CMbICIa, HO ¥ TaKUX Jie-
Tajieil TOKyMeHTa, KaK reorpacdnieckre Ha3BaHUs, Ha3BaHUS IOpUANIe-
CKMX JIMII, UMEeHa W haMuInu (pu3nvIecKux JInii, abopesuatypsl. s
3TOTr0 (QYHKIIMOHAIBLHOTO CTUJISI XapaKTePHO yYIOTpeOIeHNEe PeUeBhIX
IITaMITOB, MHOTA JaXe apXaudyHbIX, HalIpuMep, mentioned above — BbI-
LIEYIOMSIHYTHIM, here in — mpu 3ToM.

B odunmanbHbIX aHITUMACKUX TEKCTaX IIMPOKOE paclpoCTpaHEHUE
MTOJIYYMJIM TaKKe JJATUHCKME U (DpaHIly3CKHe BhIpaxkeHus Tvura modus
vivendi — BpeMeHHOe peleHne mpoodiieMbl, ad hoc — crienmanbHbBIN, ex
officio — 110 00s13aHHOCTH, per capita — Ha Iymry HaceJleHud, en block —
B 1IeI0M, fait accompli — cBepmmBIIMiics ¢akT. Kak nmpaBmio, oHM Te-
PEBOISTCS PYCCKUMU 3KBUBAJICHTAMU.

OduunanbHO-AEJI0BbIe JOKYMEHTBI OOBIYHO HEUTpPaJIbHBI, T.€. JTUIIIE-
Hbl YMOLIMOHAJIbHOM OKpacKu. s 3TOro CTWIS XapaKTepHa 4yeTKasl
CTPYKTYpU3alMsl, IOCIea0BaTeIbHOCTh U 000COOJIEHHOCTh (PparMeHTOB
TekcTa. YacTo BcTpeuaroTcsl OyKBeHHbIE U LIM(POBLIE 0003HAYEHUS, pa3-
JeJIstoNe oTaeabHble Mbicad. Cpear rpaMMaTUYeCKUX OCOOEHHOCTEM
BbLIEIUM yrnoTpebseHue shall co BTOpbIM 1 TPEThbUM JIMLIAMU €AMHCTBEH-
HOTO YKcJia ¢ OTTeHKOM MoaaibHOCTU, Hanpumep: The Committee shall
consist of seven members. — B HacTosi1iee BpeMsI KOMUTET COCTOUT U3
CeMU WICHOB.
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Cruiib 0ULIMATIBHO-IEIOBBIX JOKYMEHTOB TATOTEET K MAaKCUMAIbHOM
KkpatkocTu. [padudecku kaxaoe MogunHEHHOE TTpeIoKeHre 0opMIIsI-
eTcsI KaK OTIEeIbHBIN ad3a1 mocite cioB the following mmu as follows. Yac-
TO BCTpeYaloTcs MapasuiebHble KOHCTPYKIIMU: UH(PUHUTUBBI WU Jiee-
MPUYACTHBIE KOMILIEKCHI B PAMKAX OJJHOTO MPETOXKEHUSI.

OOumii hopMaT MUCbMEHHBIX PA0OT B BHICIIMX M CPEAHMX Y4eOHbIX 3a-
BeJEeHHUAX BKJIIOYAET TPU COCTABJISIIOLIME: BBEIEHUE, OCHOBHYIO 4acTh
Y BBIBOJBL. DTO — 00I11asi CTPYKTYypa OpraHu3alii MUCbMEHHO paboThl,
KOTOpasi NOMycKaeT U3MEHEHUs B 3aBUCHMOCTU OT CUTYaLlUU.

Besedenue BBOTUT YUTATEINS B CYTh IMTPOOIIeMBI. ET0 11e)1b — MpUBIeYb,
yaepxXaTh ¥ HalpaBUTh BHUMaHWe YMTATENIs B Hy>KHOE pyciio. st aToro
WCITOB3YIOTCS CIIeLIMaIbHbIC TTPUEMbI: BOITPOCHI, ITUTAThHI MW aHAJIOTUU.
3aTeM TpenoCTaBIsAeTCs] YCTaHOBOYHASI MH(MOPMAIIKS 110 TeMe pabGoTHI.
Bo BBeeHUM M3IaraloTcs JIUIIb caMble 00IIMe UIeH, KOTOPbIe TTOCTe-
TTEHHO TTOJTYYaloT CBOIO Pa3BUTHE W KOHKPETU3AIIMIO. DTOT pa3mell 3aKaH-
YUBaACTCS TE3UCHBIM YTBEPXKICHUEM (me3ucom).

B Te3ucHOM MpeIoXKeHNH YETKO BbIAeIeHb OCHOBHAS UIEs U CTPYK-
Typa paboOThl. YCTaHABIMBAIOTCS TakKe OTPAaHUYEHUS MPU PACKPHITUN
TeMbl. Te3uC MOXHO CPaBHUTh C «IOPOXHOIN KapTOil» MO OTHOILIEHUIO
K pabote B 1ejioM. YuTates b mosryqaeT WHGOPMAIIUIO O TOM, YTO BHI XO-
TUTE CKa3aTh M KaKMM 00pa3oM BBl COOMpPAETeCh 3TO AeaTh.

OcHogHas wacmo

Komro4yeBbIe IyHKTHI Te3Kca IOIyIaloT 000CHOBAaHKME B OCHOBHOI Yac-
T paboThl. Kaxabiii MyHKT COCTOMT MUHUMYM U3 OZHOIO ab3aia, rae
Balll MBIC/IM ITOATBEPXKAAIOTCS KOHKPETHBIMU JAHHBIMU (BbIACPXKAMU
U3 KHUI, cTaTeil, web-caliToB, aHKET, TMIHBIM ONBITOM M 1p.). Kpome
WM3JI0KEeHUS JAaHHBIX MCCIEIOBAHWI W COITYTCTBYIOLINX MaTepHUAIOB, BaXK-
HO JaTh COOCTBEHHBIM aBTOPCKMI aHAINU3 U CYKIACHUS I10 TeMe. DTO TO,
YTO CBSI3BIBACT MAEH BOCIMHO M M3 Y€TO BHIBOIAATCS 3aKIIOYCHMS, TTOMI-
JepxuBaloiiue te3uc. [lopsgok ab3alieB, COCTABISIOIINX OCHOBHYIO
4acTh, TOJKEH COOTBETCTBOBATh ILIAHY pabOThI, yKa3aHHOMY B T€3HCE.

Crosa-cesa3ku TIO3BOJISIOT COUETaTh ab3allbl C TE3UCOM U MEXITy COOOM.
OHU UCHOJIB3YIOTCS KaK BHYTPU, TaK M MEXIYy ad3aliaMu JJIsl TOrO, YTOObI
00ecreunThb TUIABHOCTh U3JIOXKEeHUsT MaTepuasioB. ClioBa-CBSI3KU — OTHO-
nBa cioBa (first — Bo-TIepBEIX, next — 3aTeM, in addition — K ToMy Xe
Y TIP.) WU OfHO-IIBa MPEJIOKEHUsI, KOTOPbIE NEPEHOCAT BHUMaHUE YK -
TaTessl Ha cleAyIoluil MyHKT. [J1TaBHOe MpeyiokeHe B ab3alie TakxKe
MOXeET CJTy>KUTb 31€Ch CBSI3YIOLIMM 3BEHOM.

BhIBOABI 1 3aKITIOUEHMS CBSA3BIBAIOT MEXIY 00011 Harboiee BaKHBIE
MOMEHThI paboThl. MBI Kak ObI BO3BpalllaeMcsl Ha3aa M BHOBb (POPMYI-
pyeM Te3uc. Yurtaresb mojydyaeT B3BEIIEHHbII aHaIN3 OCHOBHBIX UACH
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U 3aBepllaoliee Cy>xXaeHue o cyTy paboTel. B BbIBOIAax HET MecTa HOBBIM
HETOATBEPKICHHBIM UIESIM.

Lumamu:. Eciv B MMCbMEHHOI paboTe coaepkarcst UCCIIENOBaHUSI, TO
00513aTeJIbHO €CTh U LIUTAThl BHYTPU TEKCTA, a TAKXKE CChUIKM Ha UCTOY-
HUKU MHpopMauuu mnon HaszBaHueM Works Cited/ References/
Bibliography. 910 rapanTupyeT BaM 3alIUTy OT OOBUHEHWH B IIJIarvaTe.
Hdns onucanust 6ubanorpaduu UCMOIb3YIOTCS pa3iuvHble (hopMaThl,
HaunOosee MOMyIsIpHBIMU U3 KOTOPLIX sABIs0TcsI MLA, APA u Tarabian.

CocTtaBnsawlme ab3aua

AOG3a11 — yacTb MMChbMEHHOM paboThI, TIe NEeTATBHO pa3padaThiBaeTCs
TOJIBKO OJTHA MbICJIb, @ BCE OCTAJIbHOE SIBJIIETCS OOOCHOBAaHUEM Te3McCa,
WM 1iaHa paboTsl. Kaxknblit ab3all B cocTaBe OCHOBHOM YacTU COAEPXKUT
[JIaBHOE TMPENJIOKEHNE, COMPOBOXIAIOLINE €TO NETAIN U 3aKJIIOYUTENb-
Hoe npenioxeHue. HazHaueHue ab3alia onpeaessieT ero IJIMHy, OIHAKO
MHWHHUMYM COCTABJIAIOT ABA ITOJHbIX MPCAJTOXKCHUA. [l1aBHOE IIPCIJIOXKE-
HME YacTo CJAYXKUT CBSI3YIOIIMM 3BEHOM MeXIy ab3aliamu.

Conymcmeyroujue (nodoepicusaroujue) demanu

OHu ciryxat Juisl JadbHEeHIero pa3BuTrs 1 000CHOBAaHUSI TJIABHOTO
npeioxeHus u Tesuca. ConyTCcTBYIOLINME AeTaIU OepyTCs U3 pa3HbIX
HWCTOYHUKOB, BKJIIOUAsi KHUTU, UHTEPBbIO, IKCIIEPUMEHTATbHbIE TaHHBbIE,
Y TIOJIBEPTaloTCsl aBTOPCKOMY aHAIU3Y.

SakarouumenvHoe npednroicerue

Kaxxnprii ab3a1; oKaHYMBACTCS 3aKIIOUNTEIIBHBIM MPeIIOKeHNEM,
B KOTOPOM 00O0OIIIaeTCsT ero comepKaHue, a Beaylas uaes IMTOBTOpSIeTCs
MocJaeIHUM pas.

Mpumep:

(1) Maintaining a healthy lifestyle requires eating a nutritious diet and
getting regular exercise. (2) A nutritious diet includes eating a variety of
foods from each of the four food groups: meat, dairy, fruits and vegetables,
and grains. (3)Regular exercise is also an essential part of keeping a healthy
lifestyle. (4)Most experts recommend exercising at least thirty minutes
a day, six days a week. (5)These two aspects: eating a healthy diet and
exercising on a regular basis, will maintain a healthy lifestyle.

(1) Topic sentence

(2) Supporting detail # 1

(3) Supporting detail # 2

(4) Supporting detail # 3

(5) Concluding sentence
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IIpaBubHO BEIOpaHHBIE (hopMaT U CTPYKTypa pabOThl TIOMOTalOT A0~
CTMYb IIEJTBHOCTH (Unity) M KOrepeHTHOCTH (coherence) cTuiIs ee Han-
CaHWsI, M B pe3yJibraTe — T0OUTHCS IOHUMaHus unTateseit. Yetko chop-
MYJIMPOBAaHHEIE TJIaBHOE 1 3aKIIIOYUTENIEHOE IIPEIJIOKEHUS CIIOCOOCTBYIOT
€ro MOoIEPXKAHUIO Ha MPOTSKEHUU BCel pabOTHI.

(After Utah Valley State College Writing Center)

ABTOpaM JIFOOBIX MUCbMEHHBIX MaTepUajIoB ClenyeT u3deraTb Hapy-
HIEHUS OOLIECTUIUCTUYECKHX HOPM, CPEAN KOTOPBIX BBIAESIOT Cleny-
o1IMe:

Wordiness — 1cTo/ib30BaHUE JUIITHUX CJIOB JJIs1 BBIPAXKEHUSI MBICITH.

Redundancy — moBTOpBI, 0OBIYHO B BUE LIEJIBIX ITPEITOXKCHHUA.

Gender-bias — rcrnoyib30BaHME MYXXCKOTO pojia TaM, Tjie MPpearycMOT-
PEHO paBEHCTBO T10JIOB (businessmen BMeCTO businesspersons).

Cliches — xnuiiie unu 3710ynorpedieHue TepMUuHaMu, Metadopamu
U Tp.

Loose construction — ruioxoe corjacoBaHue MEXIy YacTSIMU TeKCTa
WY TIPEJIOXKEeHNS.

Euphemism — ncnonb3oBaHre CHHOHMMA KaKOTro-JIM0O CJIOBa B He-
MpaBWILHOM (MHOIa OCKOPOUTEIbHOM) KOHTEKCTE (Heep BMECTO agpo-
amepukawneu,).

Examples — lMpumepbl (cnoBa-cBA3KYW BblAeNeHbl KYyPCMBOM)

I. Facts — U3noxenne ¢pakroB

The emergency core cooling system (ECCS) is one of the most important parts of
a nuclear reactor. This system is used (in an emergency) to cool the reactor’s core and
prevent a meltdown. But, in the only tests ever done, the ECCS of a functioning reactor
in San Onofre, Califirnia, failed six times in a row the test to determine its usefulness.
Therefore, one can hardly feel confident about the proliferation of nuclear power plants.

Il. Argument — AprymeHTauus

The notion of capital punishment is repulsive to many people for complex emotional
reasons. Unfortunately, many opponents of the death penalty overlook the main point
in their favor capital punishment, according to criminals and statistics, is not a deterrent
to crime. Because it is both morally repugnant and ineffective in stopping crime, a system
of mandatory, lengthy prison sentences is the best alternative to capital punishment.
A mandatory sentence is one that is the same amount of time, regardless of circumstances,
for everyone who commits a certain crime. Mandatory sentencing, coupled with parole-
less sentencing, would ensure that criminals stayed in prison and served long sentences.
Such a system of mandatory sentencing would act as an effective deterrent to would-be
criminals without offending the disgusting a large portion of the population.

lll. Comparison and Contrast — CpaBHeHue u npoTuBonocTaBseHne

To live comfortably in Los Angeles, a resident of that city needs a car. A person’s car
becomes his or her own world, a world free from physical contact with others. A car in
Manhattan, on the other hand, is more than unnecessary: parking and traffic make it
a tedious struggle. People in New York walk most everywhere, and the sidewalks are
packed with pedestrians, arms bumping, shoulders brushing against each other.
A pedestrian in New York finds no other world to escape to, even with a Walkman stereo,
a pedestrian cannot find solitude.
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IV. Analogy — AHanorus

The canyon turned into an enormous, smoldering ashtray once the firemen finally
contained the blaze. The once-green floor of the canyon was black from ash, and a few
shrubs still burned like the butts of unfinished cigarettes in an ashtray. Smoke rose out
of the canyon, it was the wet smoke of the extinguished fire. The once abundant brush
now disintegrated underfoot like a long cigarette does under the pressure of a finger.

V. Cause and Effect — [Mpn4nHHO-C/1e4CTBEHHbIE CBSI3N

Study habits have a greater effect on a student’s grades than any other single factors.
Many students may complain that they “just can’t do math,” or literature, or any other
course they have trouble with, but their inability stems from faulty work habits. Granted,
some people do excel in particular subjects and seemingly spend little time in preparation,
but if they continue this habit they will eventually be overtaken by the hard worker who
might lack some of the natural aptitude for a subject. At times it might seem virtually
impossible to study every night for every class: a student can feel like a juggler running
out of hands. When grades are issued, it is usually obvious what classes students have
been serious about: these will be the classes in which they receive good grades/
Conversely, lower grades reflect a lack of serious study. All too often, students give up
quickly on a class that does not “come naturally.” However, this is nothing more than
a feeble excuse. A good, diligent student will, through hours and hours of serious study,
be able to come to an understanding of the material, and the grades earned will reflect
this.

(From: REA’s Handbook of English: Grammar, Style, and Writing. New Jersey:
Research and Education Association, 1993. — P. 260-262)

Typical Grammar and Stylistic Errors — TunnyHble rpammaTmyeckue
M CTUNMCTUYECKUE OLIMOKHU

Different meanings depending on prepositions — Pasnbtii cmbica npedno-
JCeHUS 8 3A8UCUMOCIU OM YNOMPebaeHUs npeono2os.

HekoTopble I1arobsl MOTYT YIIOTPEOISTHCS ¢ pa3TUIHBIMU TTPEIora-
MU, 94TO, ECTECTBEHHO, OTpaXkaeTcs Ha TiepeBone. CpaBHUTE:

You will have to answer for your decisions. — BbI 10JZKHBI OyzneTe oT-
BETUTb 3a CBOU PEIICHUS.

You will have to answer to the commission for your decisions. — BsI
JIOJKHBI Oy/ieTe OTBETUTh neped KOMUCCHEH 3a CBOW PeIlIeHMUS.

They compared our figures fo other departments’. — OHU cpaBHUIA
CBOU LMDPHI ¢ Yyugpamu Npyrux oTACIOB.

They compared our figures with their sales record of other depart-
ments. — OHU CpaBHWIN CBOU LIU(MPHI ¢ pe3yabmamamu npooaxc B Ipyrux
oTIesax.

We correspond with our French partners. — MEI gedem nepenucky ¢ Ha-
MMM (PPaHIy3CKMMU MapTHEPaMU.

The handwriting of this document corresponds to that on the earlier
letter. — IMomuepk 3TOro MTOKYMeHTa coomeemcmeayem NOTIepKy Oojiee
paHHero oopasiia.
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The copy differs from the original in several ways. — Komus omauuaem-
¢s1 0m OpUTHHAJA 110 HECKOJIbKUM MapaMeTpam.

The figures in their report differ with those in our study. — Iludpsr,
TpUBEJCHHBIE B X OTUYETE, OMAUYAIOMCS OM OQHHbIX HAILIETO UCCIIe0Ba-
HMUSL.

The lawyer made a reference to the legislation. — FOpucrt cnenan ccbui-
KY Ha JeiiCTByIOIIlee 3aKOHOAATEIbCTBO.

Tarn’s Babylon is a scholarly reference on the downfall of the Persian
Empire. — «BaBunon» TapHa sIBJIsIeTCSI KJIaCCUYECKUM TIPUMEPOM T1aje-
Hus [lepcuackoii UMMepum.

Other problems with prepositions — JIpyeue npobaemoi ¢ npednroeamu.
OtcyTcTBME Mpeasiora TaM, rie OH HeOOXOAUM:

NO: At their office and home, they try to be the same persons.
YES: At their office and at home, they try to be the same persons. —
OHU CcTaparoTCs BeCTU ceds1 OMMHAKOBO Ha paboTe v JoMa.

NO: Mr. Smith gained his reputation by hard work and earnest dealing
with his customers.

YES: Mr. Smith gained his reputation by hard work and by earnest
dealing with his customers. — Muctep CMUT 3apaboTaj CBOIO penyTaluio
J0OPOCOBECTHOI PabOTOI 1 YECTHBIM OTHOIIEHNEM K KIMEHTaM.

Heo6xonuMocTh ynoTpebiieHus pa3IndHbIX MPEIOTOB B IIpeaesiax
OIHOTO TIPETOXEHUS.

NO: We are familiar and fond of Mr. Liles writings.

YES: We are familiar with and fond of Mr. Liles writings. — MbI 3HaK0-
MBI € TpydaMu MucTepa JIviec ¥ HaXOIUMCS MO UX BIUSTHUEM.

NO: Our manager was both influenced and annoyed with his customers.

YES: Our manager was both influenced by and annoyed with his
customers. — Haiir HagaJlbHUK He TOJIBKO HaXOAUTCS IO/ BIMSHUEM CBO-
WX KJIIMEHTOB, HO Y CWJIBHO OT HUX YCTaeT.

Panblie cuntanoch HeNMpaBUWIbHBIM, €CJIU TIPeIOKeHe OKaHYMBa-
JIOCh MPEJIOTOM, HO TENEPh ATO HE TaK.

NO: They had no one fo whom to turm.

YES: They had no one to turm fo. — Y Hero He ObUIO HUKOTO, K KOMY
OH MoOT ObI 0OpaTUTHCS.

NO: We have many problems about which to talk.
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YES: We have many problems 7o talk.about. — Y Hac ecTb MHOI'O IIPO0-
JIEM, O KOTOPBIX CTOUT ITOTOBOPHUTb.

Problems with conjunctions — IIpobaemsi ¢ corozamu.
CobmoeHre 3KBUBAJICHTHOCTH CTPYKTYD B IpelesiaX OqHOTO Mpel-
JIOXEHUSI.

NO: Mary’s main interests were that she succeed and dancing.

YES: Mary’s main interests were success and dancing.

OR

YES: Mary’s main interests were that she succeed and that she danced
regularly. — Mepu nHTepecyeTCs IJIaBHBIM 00pa3oM TeM, YTOObI TOOUTh-
¢4 ycriexa, U TaHIIaMU.

CobJioieHrE TOTUYECKOTO COOTBETCTBUSI MEXKIY CTPYKTYpaMH.

NO: Jack has shown a great deal of potential; and besides, he was given
ajob.

YES: Jack has shown a great deal of potential; and for this reason, he was
given a job. — JIxkeKy yaajioch MOJHOCTBIO PaCKPbITh CBOW MOTEHLIMA,
ITO3TOMY €MY TIPEUTOXUIA PadoTy.

NO: Either give me your promise you will stay three years or your letter
of resignation.

YES: Either give me your promise you will stay three years or turn in
your letter of resignation

OR

YES: Give me either your promise you will stay three years or your letter of
resignation. — Mm Bel jaete MHe oberiaHue, yTo mpopadoTaeTe 31ech TPU
rona, iy BelTiogaeTe 3asiBiieHre 00 yBOJIbHEHIH ITO COOCTBEHHOMY XKEJIaHUIO.

NO: The election returns came on Monday night and were not
published in the morning paper

YES: Although the election returns came on Monday night, they were
not published in the morning paper. — XoTs pe3yabTraThl BBIOOPOB CTAIU
MU3BECTHBI €llie B MOHEAEbHUK BEYEPOM, OHM He ObLIM OIMyOIMKOBaHbI
B YTPEHHEI Tas3eTe.

That vs Which

Ecnau mogunHeHHOE IMpeaioXKeHUe HeceT B cebe CYILIeCTBEHHBIN
CMBICII, TO yIIOTpebisieTcd that 6e3 3amsIToil, a eCar HET, TO YITOTPeOIsI-
eTcs oTAesIsieMbli 3a1saToii which.

THAT: The report that contained the formula was missing. — 9ta dop-
MyJia ObUla B OTUETE, KOTOpOro ceityac HeT. (CyllecTBEHHO To, uTo Bam
HyXHa 3Ta (hopMmya.)
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WHICH: The report, which contained the formula, was missing. — OT-
yeTa, B KOTOPOM cofiepxKaiach ata popMyJa, ceituac Het. (CyliecTBEeHHO
TO, UTO OTCYTCTBYET OTYET).

THAT: The titles that are underlined will be printed in italics. — ITox-
YepKHYTHIE 3ar0JIOBKY OyIyT HaredaTaHbl KypcuBoM. (ToIbKO ImomuepK-
HYyTbI€ 3ar0JIOBKM OyIyT Halle4aTaHbl KYPCMBOM, a OCTaJIbHbIE HET).

WHICH: The titles, which are underlined, will be printed in italics. —
Bce 3aroioBKY MOAYEPKHYTHI, U BCE OHM OYAyT HameyaTaHbl KYpCUBOM.

Dangling participles — «Bucsuue» npuuacmus
Bcerna nomkHO OBITh SICHO, K KAKOMY CJIOBY ITPUBSI3aHO TIPUYACTHE.

NO: No one noticed the danger, working hard.
YES: No one noticed the danger, because everyone was working hard. —
HwuKTO He 3aMeTrI OITacCHOCTH, TTOTOMY YTO BCE HAIIPSKEHHO paboTasu.

Misplaced Modifiers — HenpaguavHoe ynompebaeHnue moouguxamopos

Heob6xonuMo criieanTs 3a MpaBWIBHBIM MOPSIIKOM CJIOB B MIPEJIOXKe-
HUW ¥ TIPaBUJIBHBIM UCITOJIb30BaHMEM MOIMbHKaTopoB. MHaue HeTIOHST-
HO, KTO BBITIOJTHSIET TO WJIM UHOE IEHCTBHE.

NO: On correcting the letter, her errors became apparent.
YES: Her errors became apparent when the letter was corrected. — Ee
OIIMOKM CTaJI OYEBUIHBIMU ITOCTIE TIPOBEPKU ITMCHEMa.

NO: Newspapers reported our travels in every country.

YES: Newspapers in every country reported our travels. — Haru my-
TEIIeCTBUSI OCBEIIAIMCH ra3eTaMy KaxKIoi CTpaHbl, IIe MbI YCIIEIHN I10-
ObIBATD.

Ambiguous pronouns — JlgycmoicaeHHOCMb 6 ynompeOaenuu mecmoume-
HUl

MecTorMeHUs1 JOKHbBI YITOTPeOJISIThCS TaK, YTOObI BCEM OBLIO SICHO,
KTO BBIIIOJIHSIET TO WJIM UHOE ACIICTBUE.

NO: When Ann saw Mary, she told her that she would be happy to help
her with the project.

YES: When Ann saw Mary, Mary told her that she would be happy to
help Ann with the project — Korna AHHa yBuaena Mepu, Ta ckasalia e,
YTO C YIOBOJIbCTBUEM TTOMOXET AHHE ¢ pabOTOI Haj MMPOEKTOM.

NO: Andy charged so high a price for the job that is generally
considered unethical.
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YES: Andy charged so high a price for the job that it is generally
considered unethical. — DHIM 3aITPOCHIT 32 CBOIO pabOTY TaKyIO BHICOKYIO
LIEHY, YTO BCE COWIM €T0 MMOBEICHNE HEATUYHBIM.

Lack of parallel structure — Omcymcmeue napanieiuzma  cCmpyKmype
[TomoGHbBIE 3JIEMEHTHI TIPEITOKEHUS TTepeaaloTCs OMMHAKOBOM TpaM-
MaTUYECKOU CTPYKTYPOW.

NO: The instructor explained the problem, method, and the tools that
we were to use.

YES: The instructor explained the problem, method, and tools that we
were to use. — YUMTeNb MOSICHWI CYTh IPOOJIeMbl, METOJI €€ PeIIeHUS
U UCIIOJIb3yeMbl€ UHCTPYMEHTHI.

NO: You can use this form to apply or if you want to change your status.

YES: You can use this form to apply or to change your status — Bur
MOXKETEe BOCITOJIb30BaThCSI 3TOi1 (hOPMOIL IJIsI TOTO, YTOOKI CAEIATh 3asBKY
W UBMEHUTD CBOM CTaTyC.

NO: That book was both helpful and contained a lot of information.
YES: That book was both helpful and informative. — Kawnra 6nl1a mo-
JIe3HOM 1 MHGOPMATUBHOM.

Run-on sentences — Iloemopbt 6nympu npeonoiceHus

OOBIYHO 3TO ABaA MTOAOOHBIX MPEIIOKEHUS TN0O0 OTHO IPEIIOXKEHUE
¢ yTouHSsIIOIIEeH ee (ppa3oii, pazaensieMble 3arsaToil. MexXmy HUMM JOJKHBI
CYIIIECTBOBATD JIOTUUECKUE CBSI3KU.

NO: Alan keeps failing, he keeps trying.

YES: Alan keeps failing, but he keeps trying. — HecMoTps Ha To, 4TO
AJ1aH NMPOIOJIXaI TePIeTh HeyAauu, OH He OCTABJISUT MOMBITOK JOOUTHCS
ycrexa.

NO: The whole team was happy, even the manager was happy.
YES: The whole team was happy, even the manager. — Bech KouteKTnB
OBLI T0BOJIEH, JaXe PYKOBOAUTEb.

Short, choppy sentences — Kopomkue npepbiaucmoie npeonodceHus
[MucaTh KOPOTKUMU MPEUIOKEHUSIMHU BIIOJHE TOIMYCTUMO, HO OHU
JOJDKHBI OBITH CBSI3aHBI MEXIY CO0O0i JIOTMYECKH.

NO: People change. Places change, Robert felt this. He had been away
for ten years.
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YES: On returning after a ten-year absence, Robert had a strong feeling of
how people and places change. — Bo3Bpatsich 1oMOI1 ocJie A1eCATUIETHETO
oTCyTCTBUSI, POGEpT C HOBOIO CHJIOIO OIITY T, KAK MI3MEHMIMCh MECTa M JTIO/TH.

Wordiness — Jluwnue caosa («Macao macasrnoe»)

Db deKTUBHOE MUCHMO ITPEAYCMATPUBAET TOYHOCTD M JIAKOHUYHOCTb.
IToaToMy THIATENBHO CIEAUTE 32 OTCYTCTBUEM CMBICIIOBBIX U3JIUIIECTB
(wordiness).

NO: The medical exam that they gave me was entirely complete.
YES: The medical exam they gave me was complete. — HakoHel oHu
3aBEPIINIA MOE MEIUIIMHCKOE 00CIeI0BaHNIE.

NO: It shall be our aim to ensure proper health care for each and
everyone of the people in Russia.

YES: Our aim shall be to ensure proper health care for all Russians. —
Harneit iesipro mOJDKHO OBITH 0OecTIieueHre HamjieXalllero ypoBHsI 31pa-
BOOXPaHEHUS JIJIST BCEX POCCUSIH.

Rambling sentences — beccessHble npednoiceHus

CIuIIKoM JJIMHHBIE, Kaxylirecs: 06CKOHEYHBIMU, TTPEAJIOKEHUS,
KOTOpBIE pacCerBaOT BHUMaHWe ynTatens. Cunuraercs, YTo IJIMHA TIpe-
JIOXXEHMS He TOJKHA TTPEBBIIIATh IBYX IMEYaTHBIX CTPOK.

NO: Everyone knows a person like that, a person who has no concern
for others, who will pretend to be a friend, but only because he profits from
the relationship, and he never really gives of himself, he just takes, and one
cannot call him a friend in any sense of the word.

YES: Everyone knows a person like that, a person who has no concern
for others. He will pretend to be a friend, but only because he profits from
the relationship. He never really gives of himself, but he just takes, and one
cannot call him a friend in any sense of the word. — Bce 3Ha10T 1T0g00HBIX
JIIOAEH, KOTOPBIM HET aeia a0 apyrux. OHU 3aBOAST APY3€eii TOJLKO TOLa,
KOTIa MM 3TO BBITOJHO, CTPEMSITCSI TOJIBKO OpaTh M HUYETO He OTIaBaTh,
Y HAKTO HE MOXET Ha3BaTb UX IPY3bIMH B JIOOOM CMBICJIE 3TOTO CJIOBA.

Tests and Assignments — TecTbl u 3agaHuA

I. Beibepure Hy>XHOE TTPOM3BOIHOE CJIOB B CKOOKAaX M BCTABBTE B TIPE-
noxeHue. [TepBoe naHo Kak obpasell.

Comparing/ Contrasting

The portrait shows a lot of talent. A very good (like) likeness.

1. I offered him $ 400, and he wanted $ 500, so we split the (differ)
and settled on $ 450.
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2. 1had a great (distinct) of being invited to speak at the
meeting.
3. We have to find out more before we can make a proper (compare)

4. It seemed he'lrdy (like) that they would agree to

a discount.

5. They were gentlemen in their early thirties, but that was only
(resemble) .

6. There were points of (similar) between them.

7. ‘Judgment’ is a (vary) spelling of ‘judgment’.

Expressing Cause and Effect

II. BcTaBbTe B NpeajioxKeHue IpaBUIbHBIE CI0Ba B CKOOKax. [lepBoe
JIaHO KaK oOpa3zell.

1. Salaries fell last quarter. motivation to work has
decreased. (As a result of/ Therefore)

Salaries fell last quarter. Therefore, motivation to work has decreased.

2. _wage and price increases, almost everyone is hurt.
(Thus/ As a result of)

3. Arise in incomes will create increased purchasing power,
stimulating demand for goods and services (as a consequence/ thus)

4. He has to earn lots of money he can buy his children
nice food and clothes. (as a consequence/ so that)
5. I nearly failed to submit a report on time going there.

(therefore/ as a result of)
. inadequate policy, this report was not published. (As
a consequence of/ Thus)
7. Obviously, the whole report must be written on the basis
of the Results. (so that/ therefore)

Simplifying Sentences

I11. Yopoctute npenioxeHus (Hayajlo IMpeaioKeHUs B CKOOKax JaHO
KaK TT0JICKa3Ka).

1. It should be noted that good summaries and simplifications will in
time find their way into textbooks.

(Note that ...)

Note that good summaries and simplifications are to find their way into
textbooks

2. The intention of the IRS is to audit the records.

(TheIRS . .))

3. Our discussion concerned a tax cut.
Me...)
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4. There is a need for an analysis of the intensity of library use to provide
a reliable projection of new resource requirements.

(We must analyze . . .)

5. Our analysis of the results of the experiment still did not provide an
explanation of why the failure occurred.

(Whenwe...,...)

6. The successful implementation of a new curriculum depends on the
cooperation of faculty with students in setting achievable goals within

a reasonable time-frame.
(Inorderto..., ...)

7. It is my understanding of the reason that the significance of the
results is not discussed or not discussed adequately.

(Iunderstand ... )

Careful, Balanced Style

IV. CooTHecuTe IeBYIO U IIPaBylO YACTU TaOJIUILIBI.

1.Giving both sides of an argument

a. substantially/ relatively/ slightly more. ..

2. Making a statement less general

b. usually/ typically/ some of the findings. ..

3. Making a statement less certain

c. in general/ on the whole/ however. ..

4. Making a comparison less strong

d. on balance/ taking all the above into consideration. ..

9. Concluding

e. it seems/ appears that/ tends to be...

6. Unity is the continuity of a single
idea (the thesis)

f. to help the text flow and progress logically and clearly.

7. Coherence means that each point
should be linked to the previous and
following points

g. throughout the document.

Linking Words

V. CooTHecuUTe JIEBYIO U MPaBYIO YaCTU TaOJIMIIBL.

1. Contrast a. especially/ above all/ in particular
2. Adding another point b. as a result/ therefore/ for this reason
3. Examples c. in relation to/ regarding/ with reference to

4. Alternatives

d. however/ nevertheless/ on another point

5. Real situation

e. either ... or/ alternatively/ instead of

6. Something is obvious

f. in other words/ that is to say/ i.e.

7. Most important point

g. clearly/ obviously/ of course

8. Rephrasing

h. in fact/ actually/ as a matter of fact

9. New topic

i. in addition/ moreover/ on another point

10. Result/ consequence

j. for example/ for instance/ e.g.
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Summarizing and Drawing Conclusions
VI. [IpuBenuTe B COOTBETCTBUE aHIJIMICKUE (pa3bl U3 JICBOIT KOJIOH-

KU 1 MX (DYHKIIMY B TIPaBOM KOJIOHKE.

Phrase | Function
1. By the way a. HayaTb HOBbI NyHKT
2. As | was saying earlier 6. 3aKpbITb NYyHKT
3. In a nutshell B. OTCTYNUTH
4. That deals with the question of actions r. CoeanHUTb ABa NYHKTA
9. I'll come to that point later A. Cocnatbes Ha npefdblayllee
6. Let me conclude by saying e. CocnaTbes Ha nocnepytollee
7. Let’s turn to the question of X. BEpHYTbCS K CTPYKTYpE
8. There’s a further point I'd like to make 3. [l06aBUTb NyHKT
9. This brings me to the next point 1. PeatomMupoBath
10. Let me get back to what | was saying n. 3aKn4nTb

VII. IIpounTaiiTe u nepeBeauTe TEKCT. BoIMUIINTE 1 BEIyYUTE HE3HA-

KOMBI€ CJIOBA.

A checklist for editing
Purpose
Will the reader know — early in the piece — why you are writing?

Content
Keeping the intended reader in mind, is the information complete? Is

it accurate?

Should any information be added, deleted, modified?
Are the points adequately, but not excessively, developed?

Organization and Layout
Would the information be clearer, or have greater impact, if it were

reorganized?
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Does each idea proceed logically from the previous idea?
Is the layout functional and appealing? Does it highlight important points?

Paragraph Structure

Does each paragraph make one major point?

Is each major point explicitly stated?

Can long paragraphs be divided or short ones combined?

Style and Tone
Is the language specific, natural, and appropriate to the reader?



Can unnecessary words or phrases be deleted?
Are sentences varied in structure and in length?
Is the piece direct, clear, easy to read?

Does it flow smoothly?

Is the tone consistent with your purpose?

Mechanics

Is the grammar correct throughout?

Is the punctuation correct throughout?
Are all words spelled correctly?



BRIEF TEXT MESSAGES — KPATKUE
TEKCTOBBIE COOBLLEHWA

st mpencTaBUTe e MHOIMX IPOMECCUii pery/IsSIpHOE BeICHUE 3aIIi-
celi SIBJIsIeTCsl HeOTheMJIEMOT YacThio paboThl. [1pexe Bcero, 3To Kaca-
eTCs ceKpeTapeil 1 pabOTHUKOB KaHIesipun. BceM corpynHukam oduca
MIPUXOIUTCI UMETh IEJIO C MMChbMaMU, OTYeTaMU, IIPOTOKOJIaMK cOOpa-
HUIA, YUTATh CIICLIMAJIbHYIO JIUTEPATYPY, IPOCMATPUBaTh peKJIaMHbIe Ma-
TepHajbl, OOBSIBICHUS B Ta3eTaX M BECTU XKypPHAJIBI peructpanuu. Oxmu-
JIaeTcsl, YTO BCe OHM YMEIOT PeIaKTUPOBATh, BEIYUTHIBATH M KOPPEKTUPO-
BaTh TEKCTHI.

DddexkTuBHOE YTeHME TpeOyeT HEOTPHIBHOTO BHUMaHuUs. BHauaie
PEKOMEHIyeTCsT OETIO MPOCMOTPETh MaTeprai, 0OpaTUB BHUMaHuUE Ha
ob11IMe coaepKaHue 1 Xapakrep uHpopMaLuy. BeI0opoyHo nepeynThiBast
pasnenbl, BBIACISIIATE KOHKPETHBIE (haKThl, CTATUCTUKY, OOpaIiasi BHUMa-
HUE Ha WJUTIOCTPALIMU M TeKCTOBBIN MaTepuas, KOTOPbIe Bac ACHCTBU-
TebHO nHTepecyeT. CoOpTUpys NeJ0BYI0 KOPPECTIOHACHIINIO, HE 3a0bI-
BaliTe 00 MH(OopMaLIM, colepKallieiics Ha OlaHKax U TeMax (IIpeameTe)
miceM (cokpameHHo Re.: minu Ref.:). PaboTast co cnenmanibHBIMU Xyp-
HaJlaMU, TIpEXIe BCEro, MPOCMaTPpUBANTE UX COAepXKaHWE M aHHOTAIIUU.
Takue TeKCTOBbIe MaTepHalibl, KaK TeJie(hOHHbIE COOOIICHUS M MEIAJIbI
(cM. Emails) nmuinyt B HeopMaibHOM (OJ11XKe K pa3rOBOPHOMY) CTHIIE
B OTJIMYME OT JIEJIOBBIX ceM (cM. Business Letter).

DTanbl pa3BUTHS HABBIKOB ITMCHMa:
* cbop HeoOxomuMoi nHpopMalnu (pre-writing);
* HaImMcaHwue IepBoro Habpocka (writing the first draft). Korma BeI -

LIeTe YEPHOBUK, BaM IIPUXO/SAT Ha YM CBEXME UJICH;

* B3IJISII CO CTOPOHBI, T.€. YTEHME YePHOBUKA BAIllUMU COTPYIHUKAMU

(peer editing), 9TO TTO3BOJINT 3HAYMTEILHO VIIVUIIIUTE €TO TEKCT;

* penmakTupoBaHMe (revising or editing) BKiIoyaeT 1o0aBIeHUE HOBOM
uH(OpMaLUK, UCIIpaBJIeHUE OIINO0K, U3MEHEHUE CTPYKTYPhI TEKCTa

U T.I.;

* TepenuChIBaHME JOKYMEHTA B YMCTOBOM BapraHT (rewriting) ¢ yaerom

BCEX 3aMEYaHMIA; IIPU STOM TaKXKe MOI'YT BO3HUKATh HOBbIE MBICJIN;

* BeIUMTHIBaHUE (proofreading): mpoBepKa JOKYMEHTa Ha IPAaBOIIMCAHKE
¥ MMYHKTYaIHIo.

K TekcTOBBIM COOOIIEHUSM MBI OTHOCHUM Pa3HOPOTHBIC TEKCTOBBIC
MaTepHuajibl, KOTOpPbIe TPYIHO IMOAIAI0TCS KilaccuduKauuy (aHKEThI, 3a-
IMICH TeJIe(POHHBIX COOOIIEHUI, OOBSIBICHUS, PeKJIaMa).

Pexnamnoie 06ss61enus. Yem navaHee 0OBIBICHUE O paboOTe, TEM 10~
poOXe CTOUT ero Hamevaratb. B 1e/1s1X aKkoHoMuu paboTogaTean BbIOpa-
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CBIBAIOT JIMIIIHUE CJIOBA M UCITOJIB3YIOT COKpallieHHbIe (hopMbI citoB. Hike
TIPUBOAUTCS CITMCOK a00peBMaTyp, HAaMOOJIEe YaCTO UCITONb3YeMbIX B 00b-
SIBJICHUSIX O paboTe (BaKaHCHUM):

am — yTpo (a0 12 qHs)

appt — Ha3HaueHue

asst — acCUCTEeHT

bfts — nprorsr

co — pupMa

coll — konnemx

comm — KOMUCCUS

dept — otnen
EOE — paboromaTenb, IIpeaoCTaBISIIONINI paBHBIE BO3MOXHOCTHU
eve — Bedep

€X, eXC — OTJIMYHbIA

exec — YHpaBJIdIOIIA

€Xp — OIBIT

exp’d — ONBITHBIN

F — Xxenmmna,/ maTHUIIA

F/T — nonHelii pabounii 1eHb
gd — xopommit

guar — rapaHTupyeTcs

hr — gac

hrs — gacsl

HS, hs — cpennss mkona
immed — HeMeUTeHHBIN

ins — cTpaxoBKa

K — thIcSIUa

Lic, Lic’d — mmiieH3us, ¢ TuIeH3nei
M — MyX4ynHa/ MOHEAEIbHUK
mech — MexaHuK

med — MeAULIMHCKUI

mfg — Npous3BOACTBO

mgr — IIPOU3BOIUTENTh

mgr — pyKOBOIMTEIb

min — MUHUMYM

ntl, nat’l — HaITMOHATLHBIHN
nec — HeEOOXOIUMO

no — HOMeEp

ofc — oduc

oppty — LlIaHC

pd — oruraunBaeMBbIiA

perm — IOCTOSTHHbII

pm — Bpems ¢ 12 nHs go 12 Houn
pref’d — npearnoYTUTEIHHBIIA
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P/T — HenoHbIiA paboynii JeHb
ref — pekoMeHaauUsA

req — TpeOyeMblii

sal — 3apruiaTa

secty, secy, sec — ceKpeTapb
Supr — pyKOBOAUTEIIb

tech — TeXHMK, TEXHAYECKUI
temp — BpeMEHHbIA

trnee — cTaxep

vac — OTITyCK

w/—¢

wk — exeHenenbHbIN/ paboTa
wkends — ymk-eHIBI

Wpm — CJIOB B MUHYTY

yI — roJ,

YIS — TOIBI

Example — lMpumep
Want ad — O6bsiBneHne o pabote
AUTOMOTIVE PARTS
COUNTER SALESPERSON 1
2 Years Experience 2
High School graduate 3
5 days, Mon.-Fry., $ 15/ hour 4
Apply in person 5
WooTech Ltd. 6
Cleveland, 451 Melrose Ave. 7

1 — Tun paboThl, 2 — TpedyeMblii OIBIT padoThI; 3 — Tpedyemoe obpa-
30BaHuE; 4 — yCa0BUS pabOThI U OILIaTa; 5 — KakK oOpalarbesi, 6 — Ha-
3BaHue GUPMBI; 7 — agpec GUPMBI.

Informal Style — HeocmumnanbHbIn cTUnb

Typical phrases — Tunuunbie ¢pa3sbl

Previous contact — Ccovirka Ha npedsidyuiue KoHmaxmoi

Thanks for your email. / Re your email. — Cracu6o 3a meiin/ Ccbuika:
Bamr meitn.

Sorry, I haven’t written for ages, but I’ve been really busy. — M3BuHH,
s He TIMCaJl LIeJYI0 BEeUHOCTh, ObLT OUE€Hb 3aHSIT.

Reason for writing — Ilpuuuna nanucanus

Just a short note about... — Heckobko ciioB o...

I’m writing about... — S umy o...

Please note that ...— OTMeTbTe, moXxainyiicra, 4ro...

Here’s the... you wanted. — BoT To, 94TO BEI XOTEJIN.

I got your name from N. ... — N. cooO11111 MHE Ballle UMSI.
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Asking for information — IIpocvba o npedocmaeneHuu uHgopmayuu

Can you tell me a little more about... — He mMormm ObI BB paccKa3aTh
HEMHOTo0 0oJIblIIe O...7

I’d like to know... — I xoTen ObI 3HATG...

Please send me... — Ipuiinure MHe, moxanyiicTa...

Giving information — Ilpedocmasnenue ungopmayuu

Just a note to say... — 4 xoTen ObI cKa3aTh, UTO...

We can confirm that... — MBI MOXXeM MOATBEPAUTD, YTO

Good news! — Xoporne HoBocTH!

Sorry, I can’t attend the meeting. — K coxanenuto, s1 He cMory Mpuii-
TH Ha coOpaHue.

Promising action — Obewanue delicmeus
I’'ll look into it. — $I BHUKHY B TIpo0IEMYy.
I’ll get back to you soon. — I Bckope CBSIXXYChb C BAMMU.

Offering help — IIpedaoxncenue nomousu
Do you want me to.../ shall I...? — 4 nomxen...?
Let me know if you’d like me to... ——Coo061iure MHe, JOJIKEH JIN 4...7

Final comments — Kommenmapuu é KoHye nucoma

Thanks again for... — Erie pa3 cnmacu6o 3a...

Let me know if you need anything else. — Coob1ure, eciii BaM IoHa-
JIOOUTCS YTO-JTMOO elIle.

Just give me a call if you have any questions. My number is... — I1o3-
BOHUTE, €CJIM BOBHUKHYT BOITPOCH. Moit HoMep TesiehoHa...

Enclosures — Coobwenue o npunroxcenus
I’ve enclosed/ attached... — 1 Bioxuir...
Here’s the...you wanted. —-BoT T0, 4TO BBI XOTENH.

Closing — Konuyoska

Looking forward to ... (+ ing) — C HeTeprieHUEM XKIy...
Best wishes to... — IIpuser...

Speak to / See you soon. — YBuaumMmcs.

Best regards/ all the best. — Bcero Hawnyuiiero.

Bye (for now)/ So long. — IToka.

Tests and Assignments — TecTbl u 3agaHuAa

Business Forms

3amnoyiHuTe MPOMYCKU CIIOBaMU, BBIICIEHHBIMU KYPCUBOM.

mobile phone number  business address company date of birth  date
of filling the form  first name second name marital status  place of birth
postcode email position
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first name DEBORA ALISON
4 KITTY LANE BRIGHTON
068-681762
MCRONALD
2 FEBRUARY 1978
SINGLE
20 MAY 2012
MINSK, BELARUS
MARKETING ANALYST
PAN ELECTRONICS
NW6 711
INFO_DA@GMAIL.COM

I. IlepeBenute u o3ariaaBbTe JOKYMEHTHI.

a) Office manager required in large office with ideal working conditions:
five-day week; two-week annual holidays with pay. Write starting experience
and salary required. Applicants should send their applications and a CV
to.... Deadline for applications: 7 November c.a.

b) Please submit your cover letter and application (including full resume
and photocopies of relevant certificates). Salaries are commensurate with
experience and will reflect the importance of the positions. Relocation
assistance will be offered where appropriate. If you feel you have the
qualities to make a contribution to the future success of our company,
please apply with a detailed CV and contact telephone to.... Closing date
for applications: (date).

¢) Mr. Bell,

Ms. Hylton called at 11.20 a.m. Wants to change appt. for tomorrow
p.m. Call her at 862-91-64.

George Harp

d) TO: William Matthews
DATE 3/21 TIME 4:00
WHILE YOU WERE OUT

Mr./ Ms. Roger Wood
OF Black & Co.
PHONE: 780-3726

Unable to meet for lunch Friday.
Wishes to reschedule for Monday.
Call him if Monday is no good.
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e) Box Office

New York City Ballet
New York State Theater
Lincoln Center

New York, NY 10023

Enclosed are a self-addressed, stamped envelope and a check for eighty
dollars ($ 80.00). Please send me two (2) tickets for the best possible seats
for The Swan Lake ballet for Sunday evening November 11 or for The
Nutcracker Monday evening, November 12. Location is important, but
I will be in new York for those dates only, so I would appreciate the best
possible seats you can give me for one of two those dates. Thank you.

II. ITpuBeauTe B COOTBETCTBUE OJIM3KUE 10 3HAYEHUIO (ppa3bl, HATIU-
CaHHbIE B pa3roBOPHOM,/ He(OpMaIbHOM U O(UIIMATBHOM,/ HEHTPAIbHOM

CTUIISIX.
Informal | Formal/ Neutral

1. What do you need? a) With reference to. ..
2 . Don't forget... b) | can assure you that...
3. Sorry, | can’t make it. c) | would be grateful if you could. ..
4. I'm sorry to tell you that... | d) Please let us know your requirements.
5. | promise. .. e) Please accept our apologies for...
6. | need to... f) We would like to remind you that. ..
7.Shall l...? g) | look forward to meeting you next week.
8. I'm sorry for... h) It is necessary for me to...
9. Re... i) | am afraid | will not be able to attend.
10. See you next week j) We regret to advise you that. ..

II1. UcripaBbTe OLIMOKY B KaXKIOM MPEATOKEHUH.

1.
2.

b

SO XA

I am write with regard to your recent mail. 1 am writing

Please send me your comments until Monday at the
latest.

Please find attach my report, as promised on Wednesday meeting.

I look forward to receiving this information so soon as possible.

I’msorry I haven’t written for ages, but I been really busy.

Can we meet at 5 March at 2 p.m. instead?

Sorry, I don’t can help you on this matter.

I look forward to meet you next week.

I am really appreciate your kindness during my stay in Paris.
At the meeting we will discuss the follow points.

61



IV. lo6aBbTe ogHO mpolylieHHoe cioBo. [lepBoe m1aHO B KauecTBe
puMepa.

With reference _ to_ your email sent 15 May.
Thank you sending me the material I requested.

We are writing to inform that...

I apologize the delay.

Please get back me if there’s anything else.

We would appreciate if could...

What time would convenient for you?

If you like any more details, just let me know.

It was good to meet you the conference in Brighton.
10. Ilook forward to hearing you soon.

11. Thank you for the invitation visit your company.

12. Regarding inquiry, I’ve attached all the information you need.

WX RN WD

V. IIpoBepka npasonucanust. Haiinure u momuepkHuTe 16 HEMpaBUiIb-
HO HalMCaHHbIX CJIOB. BhIMUIIMTE U MpOHYyMepyliTe MpaBUibHbIE Bapu-
aHTBHI.

Hi, Alex! Thanks for your message, wich I received a week ago. Sorry,
I haven’t replyed before now, but I’ve been realy busy. Actualy, its good
news — I’ve got a job! I went for loads of interviews and finaly I was
sucessful — I’m working for a small independent record company. The
job is very interesting — I help to organize tours for the groups, make
arrangements for there accomodation in the cityes where they play, things
like that. I’ve been doing this since the begining of March, and it’s
great — completely diferent from my old job working in the restaurant!
It’s a good oportunity for me. I hope if the people in the company like
me, I’ll get more responsabilities and more money. Than I could ever
think about visiting you. Anyway, keep in touch, and I look foward to
seeing you soon.

VI. IIpoBepka 3HaHUS cuHTaKcHca. [lepenmmimmTe TEKCT, TTOACTABUB
a) IIPOMUCHBIE OYKBBI, 0) arIOCTpOo(dHI, B) ABE 3aIISITHIC, T) OOHO JBOCTOUMNE
U 1) ABE TOYKU C 3aIISITOMA.

Doris have you read chris report yet? I think its main conclusions are
correct. This is basically what hes saying sales are flat and have been so for
months theres no new products in the pipeline despite our large r&d budget
and our share price is at the lowest point since last december. I would like
the board to take it seriously.

62



VII. CooTHecuTe Ha3BaHUE U CoJepKaHNe JOKYMEHTOB.

a). CitiCom Announces Move to New Headguarters

1. agenda CityCom Chairman James Baldoni will cut the ribbon at the opening ceremony
for the company’s new head office facility in Croydon on Thursday, April 21
b). 5. It was agreed that Mr Wolf will conduct a detailed study and write

2. invoice a report by the end of the month.

The next meeting will be on ...

3. sales report

c). 8.1. In the event of delay in delivery of the equipment the Seller is to pay
the Buyer a penalty at the rate of 1.0% of the total contract value for every
week of delay

4. minutes

d). The Strategic Cost Steering Committee was asked to conduct a review of
the Company’s operating costs and to outline suggestions following the
Management Advisory’s Board decision to examine the feasibility of obtaining
a 10% reduction in total costs in the coming fiscal year

9. annual report

e). 115 units of YX89 at $23.50 per unit $2,702.50
Less 15% discount $405.37

Plus VAT at 17.5% $402.00

Plus postage and packing $210.00

Total $2,909.13

Payment within 30 days of issue

6. newsletter

f). To: Judy Pohl

From: KDM

Subject: Planning meeting

Date: 14 March

There will be a meeting in my office at 10 am tomorrow. Please take your
draft

g). 1. Minutes of the last meeting and matters arising.

7. contract 2. Problems in D section

h). Please remit full amount in US dollars to the above address within 30 days
8. memo of receipt of Invoice and complete the form at the bottom of the page.

If you are not fully happy with our goods. ..
9 letter i). You will find enclosed my CV.

Yours faithfully

10. order form

j). Figures for the Eastern region are good enough though the seasonal fall in
sales of the GX12 is stronger than usual and a major effort will be necessary
to bring sales up to target by the end of the quarter




EMAILS —
1 0 MEANb

DJIeKTpOHHAsI TTOYTa MOCTETIEHHO TIPeBpaIliaeTcsi B HauboJsiee pacmipo-
CcTpaHeHHYI0 HOopMYy KOMMYHUKAIIMU B AeJJ0BOM Mupe. OHa IIMPOKO UC-
MOJIb3YIOTCS IS TIepeJauu TaKMX KOPOTKUX BHYTPUOMUCHBIX COOOIIIe-
HUI1, KaK TPOCHObI, MHCTPYKIIMU, PEKOMEHAIINU, IPOTOKOJIbI COOpaHMUiA,
COOOIIIEHMS O pe3yiIbraTax paboTsl 1 Ip. Kpome Toro, aJIeKTpoHHas 104~
Ta — OTHOCHUTEJILHO JelieBoe, ObicTpoe U 3(h(HEeKTUBHOE CPEICTBO COO0-
LIEHUST MeX Ty paOOTHUKaMU, GUpMaMu, 3aKa3urKaMu U TTOCTaBIIMKAMU.
Meiisibl IIMPOKO UCIIOIB3YIOTCS TakKe B MEXIYHAPOAHON Mepenucke.
C 10puanyecKoil TOYKM 3pEeHUS, JIEKTPOHHBIE COOOIIIEHUST MOTYT OBITh
MIPEACTABICHBI B Cyax U CIY>KUTh J0Ka3aTeTbHOU 0a30ii.

[Monb3ysch 21EKTPOHHO MOYTOM, HEOOXOAMMO CIEIUTH 3 TEM, UTO-
Obl MH(MOpMaLKMs ObUTa MOJHON (MCcYepIbIBalolieii). DIEKTPOHHBIE CO-
o0OLIeHNsT OOBIYHO KOpOYe, YeM Apyrue GopMbl KOMMYHUKALUU, a UX
SI3BIK TIPOCTOM 1 TOUHBIN. B 0OmMHOM COOOIIeHN 0OBIYHO 3BYYUT TOJBKO
onHa tema. CrenyeTr coOitoaaTh CyOOpIMHALIMIO TTO0 OTHOILIEHUIO K BbI-
LIECTOSIIIUM JIMLIAM Y BHELTHUM MapTHEpaM, XOTs XapakTep OOIIeHUS
C KOJIJIeraMu 1o oucy MOXeT ObITh OTHOCUTENbHO HeopMaibHbIM. Cy-
IIECTBYIOT CTIeIMalbHbIe aO0peBUATYPhI, XapaKTEPHBIE 11T 3JIEKTPOHHBIX
coobmenuit, Hanmpumep: BTW = by the way (kcratn) FYI = for your
information (K BalieMy CBEACHMUIO).

OTBeuast Ha 3JIEKTPOHHYIO MTOUTY, HE OTpaHUYMBATECh CIOBAMU «a»
unu «Het». [loaTBepxknaiTe MoaydyeHHy0 MHOOPMALUIO U TTIOMHUTE
0 TOM, YTO OHA aBTOMAaTUYECKN CTAHOBUTCS AOCTYIMHON JJISI MHOTHX
nonb3oBareseit MutepHera. [ToaToMy He crieniuTe oTchuiaTh U3TUIITHE
SMOLIMOHAJIbHBIE UM KOH(MUAEHIIMAbHBIE COO0IIeHUs. SI3bIK Hamuca-
HMS MEIJIOB, KaK M APYre TEKCTOBBIX COOOIIEHUI, 00bIYHO HehOopMaib-
HEIA (cM. Text Messages — TexcToBble coobmieHns, Faxes — Makch
1 Memos — MeMopaHIyMbl), XOTSI OH BapbUPYET B 3aBUCUMOCTH OT Xa-
pakTepa COOOILIEHUS U cTaTyca aapecara.

CrpykTypa
(o6n3aTenbHble 31eMeHTbl BblAesieHbl NONY)XUPHbIM WpKUdTOM)

a from: msi Toro, KTO NoCLINGET COOBLYEHME

b to: Vms (nmeHa) nony4ateneit cooBLLeHs

c Cc: Vims (nmeHa) niopieir, KOTopbIE TaKXXe NofyyaT AaHHOE CO0BLUEHNE

d Boc: vs (nmeHa) niopiei, koTopble B TaiHe OT agpecaTa nosyyaT JaHHoe
co06LLeHve

e Sent: [ata (Bpems) oTCbinKu

f Subject:/ Re: MpeameT: nHGopMaLns 0 CofepXaHui CooBLIEHNS
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OKoHYaHue Tabnuiibl

g Attachment Mpunaraemble anns

h Opening: O6patuenue: Hello, Hi, Dear Mr. Smith, Dear Sales Reps

i Body_ of the B TekcTe Co0BLLIEHIs: MOXHO MCMONb30BaTh rPaMMaTUYEcKIe COKpa-
email LEHMS 1 OMyCKaTb 3HaKW NPENUHaHIS

j Closing Konuoska: Best wishes, All the best, Sincerely, Yours sincerely

k ,Iﬁ\i';:‘e and job ABTOp CO06LLEHNS 1 €ro/ ee AOMKHOCTL

Example — lMpumep

Dear Gregory,

We’ve now asked for payment for the last month three times. This isn’t good enough.
Please send us soonest. Jack’ll call tomorrow if no news.

Best regards,
Alice

Typical phrases — Tunu4Hbie ¢hpasbl

Exchanging information

Could you send copies of the invoices asap? — He Moriu GBI BB TIpH-
cJ1aTh, KaK MOXXHO CKOpPee KOTIUM CYeTOB-(haKTyp?

Are you going to Monday’s Marketing meeting at 10 am? — Ber ugere
Ha coOpaHUe OT/eJla MapKETUHTa, KOTOPOE COCTOUTCS B MOHEACTHbHUK
B 10 yrpa?

I’m sending you the board’s recommendations with this mail. — B atom
COO00IIIeHNM BBl HaiieTe peKoMeHaauuu I1paBieHus.

Just to let you know, I’m sending the attached minutes of yesterday’s
Production meeting to all the participants. — g Bamiero cBeAacHUSI:
s1 pacChUIA0 MPOTOKOJIBI BUEPALITHETO COOPAHMS TIPOU3BOJICTBEHHOTO OT-
JleJia BCEM €Tr0 YYaCTHUKAM.

Could you mail me the sales figures for previous month by 3 pm? — He
MOLJIH OBl BBl IIPUCIaTh MHE JaHHBIE 10 IIpoAaXKaM 3a ITOCIeTHUIA MeCSIT
o 3 yacoB gHA?

Here is the leaflet on the new product you asked for (see attachment). —
3mech 3aIpoIIeHHbIN BAMY PEKJIAMHBIN ITPOCTIEKT 0 HOBOMY TOBapy (CM.
TIPUJIOXEHMUE).

Let me know your vacation schedules for summer months. — Coo0uru-
Te MHE, OXaJyiicTa, rpapMKu BalllUX JICTHUX OTITYCKOB.

Please note that today’s appraisal meeting has been cancelled. It will be
rescheduled for the same time next Tuesday. — g BaIrero cBeIeHMs:
aTTeCcTalMsI CETOAHs He COCTOMTCS. 3acedaHue TTIepeHOCUTCS Ha Clemy-
IOILINI BTOPHUK B TO XK€ BPEMSI.

I’m sending you the invoice as requested, in the attached mail. —
B npuioxeHuu Bbl HalieTe HY>KHYIO BaM cYeT-hakTypy.
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Requests — IIpocsObi

Please could you... — He morsu GBI BHIL...?

Can I have...? — Mory 1 1 IOIy9UTb...

I would appreciate your help on this. — { ObL1 ObI OJ1arogapeH 3a Io-
MOILb B 3TOM BOIIPOCE.

Replying to emails — Omeemot Ha melinbl

Thanks for your mail/ attachment. — biaromapio Bac 3a coo01ieHue,/
MPUIOKECHHUE.

Thank you for cooperation. — birarogapio Bac 3a COTpyIHHYECTBO.

I got your mail, thanks. — ¢ mmomyum Barie cood1eHune, cnacuoo.

Thanks for the latest section. Whole thing by Monday 10 am? — Cna-
cu0o0 3a nocaeaHuii pasaei. IloaHocThIo B MoHeaeabHUK K 10 yTpa?

Sorry, I could not get back to you yesterday. — M3BunHUTE, I HE CMOT
BUE€pa C BAMU CBSI3aThCSI.

Here’s the latest version as promised. — BoT nocienHss1 Bepcusi, Kak
g oberwan(a).

Bill, next Wednesday’s fine but can we make it 11.30? — bun, ciemy-
Jollasl cpejia MEHsl yCTpamuBaeT, foropapupaemcs Ha 1130, OK?

Your report looks good but you should sharpen up the beginning.
OK? — Bai otyeT 3By4uT HOpMaJIbHO, HO HEOOXOIUMO 3a0CTPUTh Hava-
JI0, Xopomro?

See to it. I will call tomorrow if no news. — 4 mpociexy 3a 3TuM. 3aB-
Tpa IePEe3BOHIO, €CIM He OyIeT HOBOCTEIA.

Yes, I will be at the Marketing meeting at 10 am Monday. — [la, s ipu-
Iy Ha coOpaHue OTae/ia MapKeTUHTa B TTIOHeaebHUK B 10 yTpa.

Thanks for the information about the appraisal meeting. I’ll make
a note of it. — Cmacn6o 3a nHopmauno oo aTTecTaliiy. Bo3bMy Ha 3a-
METKY.

Tests and Assignments — TecTbl 1 3agaHuA

I. ITepeBenuTe TEKCT Meiisia Ha PYCCKUI SI3bIK.

Arranging an Appointment

Dear Prof. Morris

I wonder if I might have a word with you about my contract
termination. Would you let me know when it’d be convenient? Except
Friday. Please let me know if we could meet at my place.

Sincerely,

Judy Mason

II. TlepeBenute M oopMUTEe TEKCT IS TIEpeaad 10 JISKTPOHHOM
TOYTe.

Dear Prof. Morris

Sorry, I must postpone my appointment with you on Tuesday.
Unfortunately, I have some urgent business at the University regarding my
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accommodation. May we arrange another day? I am still available any day

except Friday.
Respectfully
Judy Mason

III. CootHecuTe yacTi TabaMIILl. [lepeBennTe TEKCTH Ha PYCCKUM

SI3BIK.
(a) Dear colleagues,

. I need to know

a. your vacation dates to me by April 1, 20...

. please send

b. for cooperation

c. your vacation schedules for summer
months

1
2
3. send the information
4

. thanks

d. to my electronic mailbox: Joan T.

Best wishes
Joan Turner
Personnel Manager

(b) Hi, Team.

1. I'm sure you will all agree

a. Mr. Bernard's decided to award you all an extra 5%
bonus

2. as you know b. all your hard work
3. but it looks that c. that our work last guarter was a great success
4. to show his appreciation d. we’ll exceed our targets in every area
9. Thank you for e. we are still waiting for the final figures
All the best
Jeffrey Wilson

IV. CootHecuTte yacTu TabaUIIbI, JOMOJHUB UX IIpaBUJIbHBIMU 00pa-

ILIEeHUEM U KOHLIOBKOM.

Dear Mr. Smith  Dear colleagues  Dear Sir/ Madam

1. Thank you

a. the 100 cases you ordered left our warehouse
yesterday

2. | have checked everything with

b. for your mail

3. | can confirm that

c. tomorrow in the afternoon

4. They should arrive at the destination

d. in the attached file

9. You will find a copy of the invoice

e. Mr. Cooper, our Production manager

Yours sincerely  Yours faithfully Yours

Doris Palmer
Personal Assistant
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V. OTpenakTupyiuTe 3JIeKTPOHHOE COOOLIEHUE, YIIPOCTUB €r0.

Subject: Visit of Ms Wood from Milano Textiles to our company
tomorrow.

Tomorrow we will take the pleasure to welcome Ms Wood from Milano
Textiles as a visitor to our company. Her company intends to place a large
order with us, and we hope that this will become a long-term business
relationship. It is therefore very important to make a good impression, and
all the staff in your department should know about the visit and be as
helpful as possible. They would greet her by name, answer any questions
she asks, explain procedures etc. She will be looking around the company
from about 11 a.m., after her meeting with me. I would like to make sure
that there is someone present in every section, in case she has any
questions. Thank you for your cooperation in this matter.

VI. 3anonanTte muHUIO «IIpeaMeT» 11T KaxKIoro 3JIEKTPOHHOTO CO00-
IIeHWSsI, BIOMpasl U3 SIIIMKAa UM YIYUTBIBas, 4yTo Re — cokpaiieHue ot
regarding (4To KacaeTcs, KacaTeabHO). OOuH 13 BApUaHTOB OyIeT JMILI-
HUM.

Action re contract Meeting 12/5 Re your advertisement  Special Offer!
Shipping confirmation  Regarding your order

Message 1.

Subject

Re your last email, we are in the process of arranging the meeting scheduled
for 12 May, but there are still a few details I need from you. Do you want me to
book hotel accommodation for you — or will you sort it out at your end? Also,
could you send me something about the Vienna project you were involved in last
quarter? It would be helpful to have something to circulate before the meeting.
Please send a copy of any relevant reports. Regards, Sheila.

Message 2.

Subject

Sorry for the delay in replying — I’ve been out of the country on
business. Unfortunately, the items you ordered are out of stock, but we’re
expecting delivery by the end of the month. I’ll get back to you as soon as
they arrive. If you need any further information, feel free to contact me.

Message 3.

Subject

Robert, I’ve mailed Clair and Alan about the changes to the contract.
Shall I have a word with Clair to make sure she understands what’s going
on? You work with Alan — could you talk to him? Thanks in advance.
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Message 4.

Subject
Good news! Subscribers to our email newsletter can take advantage of

fantastic price savings in or March sale. I’ve attached a .pdf file that gives
full detail, or alternatively, just click on the link below. You can order over
the web or by email — our customer service staff is standing by. Best wishes!

Message 5.

Subject
Just a short note to let you know that we received your order. We can

confirm that the items were sent by mail today. To track your order click on
the link below. If you need more information, just let us know.
Regards. Michelle.



FAXES —
1 1 ®AKCbI

HecMotpst Ha IMpOKyIo OMyASIPHOCTD 2JIEKTPOHHOM MOYTHI, (haKc
ocTtaetcs 6oJiee HaJIeXXHbIM CPeICTBOM Tepenayu nHdbopmaiuu. OH Jayd-
111e BBITIOJTHSIET psif OM3Hec-(YHKIUIA U OYeHb PacIpoCcTpaHeH BO MHOTUX
ctpaHax. Makchl TOCHUTAIOT B TAKUX CJIyYasiX, KOraa He0OXoauMo pa3mec-
TUTb ¥ TIOATBEPAUTH 3aKa3 WIU OPOHUPOBAHUE, ClEIaTh 3apPOC WIK OT-
BETUTh HA HETO, OOPATUTHCS C TIPOCHOOI UM TTOATBEPAUTH (haKT OTLIATHI
CYETOB, MOMPOCUTh MPUHSATH KAKUe-JI100 Mepbl, pa3ocaaTh MpuUkas (1up-
KyJisipHOe ucbMo) U T.4. I1o ¢akcy nmepenaroT Takue JOKYMEHTHI, Kak
cyeTa-(hakTypsl, POPMBI 3aKa30B, PEKJIAMHBIE TIPOCTIEKTHI M ITPOYHE Ma-
TepUaibl, CoAepXKallllie CXeMbl, OTTUCKU MeyaTu, hoTorpaduu U Uuioc-
Tpauuu. B GOJBIIMHCTBE CllyyaeB OPUTHHAIIBI JOTOBOPOB U IPYTUX IOPU-
JINYECKUX JOKYMEHTOB B 1IeJISIX 9KOHOMUU BPEMEHU CHavasia OTIPaBIIsIOT
1o ¢akcy, a mo3aHee MOChIIAIT KYphepCKOil WY IPYTUMU BUIAMU TTOY-
THI.

ITo ctumio HanucaHus (pakchl MOTYT OBITh OPUIIMATIBHBIMU U TIOJTY-
oduLMaNbHBIMU, UTO OTpeaesisieTcs ux ¢hopMoii u conepxkanuem. [Topsi-
IIOK 3JIEMEHTOB B CTPYKType (akca (b—f) MoxeT OBITH pa3HBIM. B Tekcre
JIOTyCKaeTcsl TpaMMaTUUecKKe COKpallleHUs U OTCYTCTBUE 3HAKOB Tpe-
MUHAHUS B 3aKITIOYUTEIBHON YacTH.

CTpykTypa
a Letterhead Hchopmaums Ha GnaHke
b To: vs nonyyatens cakca
c From: ms YenoBeka, OTCHINAIOLIErD (hake
d Fax number: Homep takca
e Date: [lata
f Number of pages: Yucro cTpaHuy
g Opening [MpuBeTcTBME
h Body of the fax OcHoBHas 4acTb thakca
i Closing 3aKto4mMTENbHAS YacTb
j Signature Mopnuc

Example — Mpumep

Fax-message — Daxc
Bridge Insurance Ltd.
28 Eastern Avenues

London, WC1 4AT
Tel. 020 7845612
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To: Jeff Albright, Lesley Communications
From: Cliff Raynold, MD

Date: 12 September, 2012

Number of pages: (including this) 1

Dear Jeff,

I’'ve decided to attend the conference between the above dates (14-17 March).
Please, let me know the details of accommodation and itinerary. Send me also some
information and possibly photos about restaurants and night clubs in the vicinity. Thanks
in advance.

I look forward to hearing from you.

Cliff

Typical phrases — TunuyHbie ¢hpasbl

Problems with fax transmission — IIpobaembt ¢ nepedaueii no gpaxcy

The first fax transmission was difficult to read. — Baun nepssiit (pakc
OBLIO TPYIHO MTPOYUTATD.

Someone using this fax number tried to fax us this morning. — Ceroz-
H$ YTPOM KTO-TO TbITAJICS OMPaBUTh HaM (hakc ¢ ITOTO HOMEPA.

Our fax machine rans out of paper. — B ¢hakc-anmapare 3aKkoHUMIaCh
Oymara.

Placing orders and bookings — Pazmeuwenue 3axasul u bponuposarue

Thank you for sending the order for... — biaronapio Bac 3a npucnaH-
HbIIA MHE 3aKa3 Ha...
We wish to place an order for/ to book a flight... — MsI xoTenu 656l

pa3MecTUTh Y Bac 3aKa3 Ha/ 3a0pOHMPOBATh peiiC. ..

Please let me know by return fax if you can meet our order/ accept our
booking. — Coo01uTe MHe, MoxXauyiicta, OTBETHBIM (DakcoM, cMOXeTe
JIA BbI BBITIOJTHUTB/ TIPUHSITH HAIIl 3aKa3.

We look forward to receiving your shipment/ acknowledgement/
confirmation. — C HeTepreHUEeM XKJIeM TMOJIOKUTETbHOTO PEIlIeHUsT 00
OTMpaBKe/ MOATBEPXKIEHMS 3aKaza.

Confirming orders and bookings — Ilodmeepicdenue 3axa306 u 6poHu

Thank you for your order No.123 / booking dated 2" April. — Bnaro-
Japio Bac 3a 3aka3 Ne 123/ OpoHmpoBaHMe OT 2 ampets.

Your order/ booking is receiving our immediate attention. — Hamu
COTPYIHUKU HEMEJJIEHHO 3aliMyTCsl BBITIOJIHEHUEM Balllero 3aKa3a,/ 6po-
HUPOBaHUEM.

We believe the quality of our products/ services will meet your
requirements. — Hameemcsi, 4To BBl OyneTe yoOBAETBOPEHbI KAUYECTBOM
HaIlIUX TOBApOB/ YCIIYT.

Giving information and answering inquiries — Ilpedocmasnenue ungop-
Mauuu u omeem Ha 3anpocol
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We thank you for your inquiry dated/ of... — M&bI Giarogapum Bac 3a
3a1poc Or...

We are happy to fax you the information you require. — MBI C yI0BOJIb-
CTBUEM TepeaeM mno daxkcy HeoOXoAUMYIO BaM UH(OpMalIuIo. ..

In accordance with your request for information... — OTBeuas Ha 3a-
MpOIIeHHYI0 BaMU MHGOPMAIIUIO. ..

Please find herewith the required price-list. — IIpunaraem 3arnpolieH-
HBI BAMU TIPEMCKYPAHT.

After much reflection and discussion, we have decided to do the
following: — ITocie MpogOKUTETBHOIO OOMYMBIBAHUS M OOCYKICHUS
MBI PEIIWIU ClIeNaTh CAeAyIOoLIEe:. ..

Requesting action — Ilo0yscoenue k deticmeusim
Refax — IMonpoOyiiTe mmocaaTh eie pas...
Resend — OtmnpaBsre eliie pas...

Write... — Hanumure...

Send... — I1punuiure...

See to... — IIpocnenure...

Make arrangements for... — OpraHusyiiTe...
Cancel... — OT™meHwuTe...

Tests and Assignments — TecTbl u 3agaHuA

I. BcraBbre Hy:kHBIe Hapeuus. [lepeBeaure TeKCT hakca Ha PyCCKUIA
SI3BIK.

efficiently  belatedly  carefully daily immediately  improperly
slowly later promptly initially

TO: Mr. Bruce Megan, Supervisor
FROM: Pamela Bell, Assistant
DATE: September 26, 20
SUBJECT: Mailroom Delays

At your request, I have looked into the problem of

mailroom delays. Departments are receiving mail for a number
of reasons:

1. Some mail is addressed . So it is sent to the
wrong department and must be forwarded.

2. The mailroom is understaffed. The clerks handle mail as as
possible. But they get to each department . They cannot
cover all the departments . This problem should be dealt
with . Complaints are mounting
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II. CooTHecuTe BBIpAXKEHUS U UX IIEPEBO/I.

1. have agreed as follows a. Korfia Bam 6ygeT yao6Ho

2. without notice b. 683 npeaynpexnaeHns

3. at short notice C. B CBOE Bpemsi

4. in due course d. KaK Bbl CYITAETE HYXXHbIM

5. awaiting your reply €. J0roBOpUIICh 0 CReayHoLLem
6. at your earliest convenience f. B Halwy nonbay

7. at your opinion g. MO3[HO CO0BLLMK

8. in our favor h. xpnem Balero oTeeTa

II1. CooTHecuTe yacTH TAOJIMILIBL.

Booking a Flight
Dear Sir/ Madam,

. ' would like to fly

a. as early as possible that week

. Another option is to fly

b. from Moscow to Glasgow on 2" February

. Would you kindly

¢. morning flights economy class

M| |(—

. | would prefer

d. reserve a seat for me (one way)

Yours faithfully,

IV. CootHecute yacTu TaOJIMIIBI.

Reserving a Room at a Hotel
(a)Dear Sir or Madam,

. | would be grateful

a. sometime in the early evening

. | 'am going to stay in Liverpool

b. if you need a deposit

. My wife and | will be arriving

c. from 11 to 16 June inclusive

. | hope your prices

d. if you would reserve a double room for me
(with bathroom or shower)

o b~ |WOIND[—

. Please confirm this booking and let me know

e. are not subject to seasonal changes

Yours faithfully,

(b)Dear Sirs,

1. Two senior directors of Nissan company

a. continental breakfast served in their rooms

2. Could you please reserve

b. will be visiting our St. Petershourg headquarters
next week

3. The directors will require

c. at the hotel at about 5 .00 p.m.

4. They particularly want

d. two single rooms with showers from the 12t to
the 14 of March, inclusive?

5. We expect them to arrive

e. your confirmation by return

6. We look forward to

f. to be on the top floor overlooking the Park
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V. Boibepute ¢hpa3sbl, XxapaKTepHbIe 111 OQULIMATIbHON U HeODUII-
aJIbHOM MEePenuCcKU, ¥ PUBEAUTE TaOIUILy B COOTBETCTBHE.

26. Regards

Content | Formal/ neutral | Informal
. 3. Could you give me some information

Asking for ;t')c?uatn ygu tell me a little more about. .
information U 4. | am interested in receiving/ finding

2. Please send me... out

9. Just a note to say... 9. I'm writing to let you know that...
Giving 6. We can confirm that... 10. We are able to confirm that...
information | 7. Good news! 11. I am delighted to tell you that...

8. Unfortunately, 12. We regret to inform you that. ..

13. I'd be grateful if you could...

: 16. Please could you. ..

14. We wonder if you could. ..
Requests . 17. Can | have...?

15. Thank you in advance for your help ; ; )

in this matter. 18. I'd appreciate your help on this.
Promising 19. I'll look into it. 21. I'll investigate the matter.
action 20. I'll get back to you soon. 22. I'll contact you again shortly.

23. | am looking forward to... (+ ing) |27. Looking forward to... (+ ing)
Close 24. Give my regards to... 28. Best wishes to...

25. Best wishes 29. Speak to/ See you soon.

30. Bye (for now)/ All the best

VI. Hanuiure dakc o cBoeM npuobITHM B KoMrnaHMio General Motors
U BBICKAXXWTE CBOM TTOXKEIAHUS TI0 TIOBOY Pa3MEIIeHUSI B TOCTUHUIIE.



MEMOS —
MEMOPAHAOYMbI

12

CnoBo memorandum (COKpaleHHO memo) U3HaJYaJIbHO 03HAYaJIo
HallOMWHaHVE WIN IOATBEpXAeHKE. B HacTosI1Iee BpeMst OHO IpeBpaTy-
JIOCh B MOITYJISIPHOE CPENCTBO OOIIEHUS MEXAY COTPYAHUKAMU BHYTPU
OIHOI opraHu3zanuu. B MeMopaHayMe 0OBIYHO PacKpbhIBAETCS TOJIBKO
O/IHA KOHKPETHasI TeMa. DTO MOXET OBITh:

* 00MeH uHGhopmayueli, HaAIIpUMep, pacChlJIKa MPOTOKOJIO0B COOpaHUiA
WJIM Pe3yJIbTaTOB MO3TOBBIX IITYPMOB;

* 3anpoc uHgopmayuu, HaipuMep, odpalleHue K COTpyIHUKAM I10 I0-
BOJIy COCTaBJICHUS rpaduKa JETHUX OTIIYCKOB;

* npedocmasaeHue uH@opmayuu, HarpuMep, ykazaHue HOCUTh CIELM -
aJIbHYIO ofexkay (YHu(pOpPMY) Ha IIPOTSKEHUN BCETO pabodero IHS;

*  Oeiicmaus peKkomMeHO0amenbHo20 xapaKkmepa, HaripuMmep, MHGOPMAIIKS
o pemeHusix CoBeTa IMPEKTOPOB MJIM PEKOMEHIAIMHY 110 BHEAPEHUTO
KaKMX-JIM00 MpeIIOKEHUMA.

MemopaHIyMBbl OOBIYHO IMIIIYT B CTAaHAapTHOM (bopMate (CM. HIXKeE).
WX 3bIK MPOCTOM, HEUTPAJIbHBIN U MeHee O(PULIMANIbHBIN MO CPaBHEHUIO
¢ nucbMaMu. YacTo MeMOpaHIyMbl aapeCOBaHbl KOHKPETHBIM JULIAM
U IIpeIycMaTPUBAIOT IIPUHSITHE KOHKPETHBIX Mep. BeTymurenbHas 4acThb
HE COIEPKUT JIMIIHUX CJI0B U obpaineHuit Tumna Dear’... K uznoxeHuio
CyTU MIPOOJIEMbI OOBIYHO MIEPEXOAST Cpaszy. 3aKIIOUUTETbHAS 4YaCTh OObIY -
HO OTpaHWYMBAETCS MHUIIMATAMU aBTopa MeMopaHayma. CTuib Hamuca-
HUST MEMOpaHIyMa He OTJIMYAeTCsI OT CTUJISI HAlTMCaHUsI MEMJIOB U (haKCOB
(CM. COOTBETCTBYIOIIIME PA3/EIIbI)

CTpykTypa
a Date [ata
b Name of the person/ people the memo is Wms nonyyatens (nonyyatenei) memopas-
addressed to ayma
c Name of the person sending the memo Vv 4enoBeka, NocbINatoLero MeMopaHayMm
d Information about the content of the memo | CopepxaHue MemopaHayma
e Introduction to the subject matter lpeameTHas cTpoka
f Main points OcHOBHbIE NYHKTbI
Conclusion, often recommending the action | BbiBofbl, 4acTo pekoMeHaaLMY no nosoay
g to be taken NPUHITUS Mep
h Closing (the name or initials of the person | 3aknioyenne (MMS M MHULMANLI YenoBeKa,
sending the memo) HanucaBLLEero MeMopaHaym)
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Example — Mpumep
QualProduct Limited

2 Edinburgh Gate Harlow
Essex CM20 2JE, England

MEMO
Date: 11 November 2013
To: Tony Pohl, Marketing Manager
From: Phillip Cropper
Subject: Final draft

Thank you for your email which | received yesterday.

| have taken into account the changes you suggested and have attached, in rich text
format (.rtf), what | would suggest should be the final draft of the marketing concept for
our new product line.

If you have any problems reading the attachment, please let me know and we can
fax the relevant documents to you.

| have made this project an urgent priority and hope we can meet the above deadline.

Ph. C.

Typical phrases — TunuuHble thpasbl
Requesting information — 3anpoc ungopmauuu

I would like to have information on... — I xoteJ OBl TOTYIUTL HHGOP-
MaIuio ...
Could you provide me with ... — He Moru ObI BbI Ipe0CTaBUTh MHE. ..?

Would you send me the latest report? — He Moriu ObI BB TpHUCHaTh
MHE MOCJIeAHUI 0TYeT?

Giving information — Ilpedocmaenenue ungpopmayuu

You will be happy to hear... — Bam OyaeT npusITHO yCJIBIIATb...
I am pleased to inform you... — C ynoBoJIbCTBUEM NH(POPMUPYIO Bac...
We wish to inform you... — MbI XOTUM COOOIIUTH BaM...

Giving instructions — Hncmpykmupoearnue

I kindly request some information about... — MHe HyxXHa uH(opma-
LU O ...
I want you to send me all the present data ... — 5l xoTex OBI TTOJIYINTH

OT BaC BC€ IAHHLIC, KOTOPBIMU BbI pacriojaracTte, o...

Recommending options — Bapuanmut pexomenodayuii

I recommend/ suggest that... — I pekoMeHayl0/ peIaralo...
We feel it is best to... — ¢ cunralo, 4To JIydIre BCero...
Having considered the alternatives, we decided to... — Paccmotpes

aJIBTEpHATUBbI, MBI PCIINIIN...

Requesting actions — Ilpocsba npednpunsms Kakue-mo delicmeus
Do/ make... — cnenaiite...
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Phone/ call/ give a ring... — IMO3BOHUTE...
Call back/ call again/ give another ring... — MO3BOHUTE ellle pa3
Contact/ get in tough with... — 1T03BoHUTE (KOHKPETHOMY YEJIOBEKY)...

Arrange for... — opraHusyiite...
See to... — npocaeauTe...

Tests and Assignments — TecTbl u 3apgaHunA
I. Jomummte npenMet MmeMopaHmyma (Re). I[lepeBenuTe TekceT Ha pyc-

CKUM SI3BIK.
To: All departments
From: Jeffry Norton, MD
Re: ....

I am reminding you all of sending me your suggestions as to
participating in the next year fairs and exhibitions. After detailed discussion
the approved proposals will be included into our corporate plan. A report
on the previous participation experience, with the drawbacks and efficiency
analysis, should be submitted by November 10.

I1. CooTHecuTe yacTu TaOIMLIBI U TTEPEBEIUTE MEMOPAHIYM.

1. Sorry, | was unable

a. you are writing these days

2. | will have the information

b. if I don’t keep being interrupted by
customers too much

3. It will be necessary for the draft contract

c. to reach you yesterday

4. | want you co drop by tomorrow afternoon

d. in order to keep this information confidential

9. I will call you when it comes in

e. you asked for tomorrow morning at 10 am

I1I. OpopMuTe MEMOpPAHAYM U COOTHECUTE YACTU TAOJUIIBI.

1. Words of your promotion

a. and the number of defective parts has
decreased

2. I'm pleased that

b. reached me yesterday

3. The efficiencies you've introduced to the line

c. your hard work has been rewarded

4. Production has increased

d. now and then

9. Your team will smile

e. have made a difference

IV. 3anomanTe hopmy.

Call Memo
Important Message
For
Date Time
M.
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Oof

Phone

Area code number extension
Telephoned Please call
Came to see you Will call again
Wants to see you Rush

Returned your call Special attention
Message

Signed

V. IlepeBenute TEKCT MEMOpPAaHAyMa U PEIINTE, KaK CIeIyeT Ha HETO
pearupoBarh.

MEMORANDUM
Date: 12/2/---
From: The CEO

To: Divisional Personnel Managers
Subject. Coffee-Making Facilities

There have been a number of comments about the amount of coffee
consumed in our company. I do not want to sound as though I am against
coffee-drinking; indeed, our personnel consultants have emphasized how
important coffee can be if you want an efficient and motivated office staff.
But time-saving machines for making coffee do exist.

We can expect a little opposition to the idea if we are not careful. You
can never be sure how the office staff will react. They might well take it
badly. In any case, we’re thinking of putting in coffee machines. Please send
me a report.

Dan O’Regan
VI. Ypocrture TeKCT MEMOpaHIyMa, COXPaHUB €0 CMbIC]L.

Date: 12 June, 2013
From: Sandy Thompton
To: May Turner

Subject: Office furniture

Internal Memo
We need new tables and chairs for the manager’s office. Can you arrange
that? What we actually need is 10 tables and 20 comfortable chairs.
The maximum amount you can spend for tables is $ 500. The maximum
amount you can spend for chairs is $ 800.
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Don’t say you are going to buy 10 tables and 20 chairs at the beginning
of your talk with a salesperson. Start your conversation by asking the price
for a table and a chair. The matter is they can offer a 10% discount on sales
of 10 pieces or more. Ask a 15% discount on quantity.

VII. Io6aBbTe MMyHKTYaI1IO, IIPOIMCHBIE OYKBBI 1 IIPAaBUJIBHO PacIio-
JIOXUTEe MEMOpaHAyM Ha cTpaHulle. [lepeBennte TeKCT Ha PYCCKUH SI3BIK.

Memo from the MD to the staff date 14" July 20

As a result of the productivity survey carried out in the factory more
rapid and efficient ways of operating are now being applied productivity has
been increased by over 50 per cent the management intends to apply the
same methods to office staff in order to reduce costs our company is to
adapt in a competitive world we aim to find ways of avoiding unnecessary
actions by all staff we therefore propose to pay a months extra salary to any
person who in the managements opinion has put forward the most practical
suggestion to improve a particular office routine all suggestions should be
sent to the MD’s office before the end of next month.



MINUTES —
1 3 MPOTOKOJIbl COEPAHUM

Ha xaxnoM codpaHrM KOMY-TO HOpy4YaroT BECTU IPOTOKO (minutes).
DTO 03HAYAET, YTO COTPYAHUK 3aITMCHIBAET BCE Ba¥XKHbIE BOMTPOCHI, 00CYK-
JaeMble Ha COOpaHMHM, a TTO33Ke IMOABOIUT UTOTH BCETO, YTO OBLIO CKa3aHO
U pellieHo, B MUCbMEHHOM BUje. OOBIYHO CUMTAETCS, YTO MPOTOKOJ CO-
OpaHus JOJIKeH OBITh pa30ocyiaH BCEM YYaCTHUKAM U APYTUM 3auHTepe-
COBaHHBIM JIM1IaM B TeUeHUE CYTOK IOCIe TIPOBeIeHUST cCOOpaHusl. DTO
HEOOXOAMMO ISl TOTO, YTOOBI MCTIOJTHUTEIN MOTJIM Y€TKO YSCHUTh JIJIST
ce0s1 cyTh MOJHATHIX BOITPOCOB M OCO3HATh, KAKKE MEPbI OYIYT MPUHSITHI
U B Kakue cpoku. [TpoTokos cobpaHus pacchlialoT sl TOTO, YTOObI ra-
PaHTHUPOBATh BHITTOJIHEHWE KOHKPETHBIX AeCTBUIA.

ITpu HanmMcaHWyM MPOTOKOJIa COOpaHUSI MPUEPKUBAIOTCS OTIPENEICH-
Horo ¢opmaTa. Hroke rpuBeneHbI ero 00s13aTeIbHbBIE 2JIEMEHTHI:

a) moBecTKa aHsA (agenda) u mara coOpaHMsI;

0) CIHCOK yYaCTHUKOB;

B) BCTYNUTEIBHOE CJIOBO TpecenarTessi COOpaHus;

I) pe3ioMe BBIIBMHYTHIX MPEMIOXKEHUHN U UX OOCYKACHUS;

I1) TYHKTBI O PUHSATHIX PEUIEHUSIX, CITUCOK JIUI, TTOJYYUBIIUX [TOPY-

YEeHUsI, U KOHEUHbIE CPOKHU WX BBIMIOJHEHMUS;

€) J1aTa ¥ MeCTO MPOBEIEHMS CJIEAYIOIIero COOpaHusl.

ITporoxkosn coOpaHus MUIIETCS YETKUM O(GUIUATBHBIM SI3bIKOM.
[MpemtoxeHunsT TOJDKHBI OBITh KOPOTKMMM U JIETKO YMTaeMbIMU. BaxkHo
0TOOpaxarh JIUIIL HauboJiee BakHbIe MOMEHTBHI, a He BKJIIOUaTh B IPOTO-
KOJI BCE, YTO OBIJIO BHICKA3aHO.

Honrue peun Ha cOOpaHUM TIepealoT OTAETbHBIMM TTPEIOXKEHUSIMH,
WH(PUHUTUBHBIMU psiiaMU, KOTOPBIE COEAUHSIOTCS MexXay coboto. [Tpo-
TOKOJI JTI000r0 COOpaHus HE TOJIKEH MPEBBIIIATh OJHOI CTPaHULIbI.

Example — Mpumep
Minutes of the Monthly Planning Marketing meeting, Tuesday, 12 February

Present: Mr. Norman, Managing Director (chairman), Mr. Cooper,
Production Manager, Ms. Graham, Project Manager, Ms. Derby, Chief
Accountant, Ms. Hawkins (secretary).

Mr. Norman opened the meeting with congratulating the Marketing
Department for getting a large order from an important customer. He then
announced that:

» the new order had been renewed for further six months,
» he was confident that the team would continue to word hard.
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Mr. Cooper replied by saying it would be difficult to maintain last
month’s workload without increasing staff levels.
Mr. Norman explained that there were no plans to recruit more
employees;
Ms. Derby argued that the staff agreed to work so hard because it was
‘an exception.’
Both Mr. Cooper and Ms. Graham expressed approval and added that:
+ in the long term, the effects of such a pace would be general frustration
and absenteeism,
+ quality would suffer.
Mr. Norman disagreed but expressed his concern about quality failure.
The following action points were decided upon:
+ the department should form a group to work on quality control;
« all proposers of motions should have presented performance incentives
by 1%t March;
*  Ms. Graham will contact Ms. Jones, Personnel Manager to ask her
advice on the matter next afternoon.
Next meeting: 12 March, in the conference grouping.

Typical phrases -TunuyHbie hpasbl
Running of a Meeting — Benenmne cobpanus

Welcoming — Ilpusemcmeue

Well, since everyone is here, we should get started. — ITockoJbKy Bce
MMPUCYTCTBYIOIINE B COOPE, MOXKHO HAUMHATb.

Hello, everyone. Thank you for coming. — ITpuBeTCTBYIO Bcex coOpaB-
IUXCsl U 6J1arogapio 3a To, YTO MPUIILIH.

I think we’ll begin now. First I’d like to welcome you all. — dymaro,
Iopa HayrMHaTh. SI XoTes1 OBl MPUBETCTBOBATh BCEX COOPABIIMXCS.

Thanks you all for coming at such short notice. — Crracu6o, 94To mpu-
IIJTM, HECMOTPSI Ha TO, YTO BaM ITO3IHO COOOIIMIN O COOpaHUH.

I really appreciate you all for attending today. — {l oueHb GaronapeH
BaM 3a yyacTue B paboTe coOpaHusl.

We have a lot to cover today, so we really should begin. — ¥ Hac ceron-
H$T OOILLIMPHAs ITOBECTKA JTHSI, TO3TOMY laBaiiTe HAUMHATbD.

We need someone to keep the minutes. — Ham Hy>XXeH COTpYIHUK 151
BeJCHUSI IIPOTOKOJIA.

The agenda has been handed out in advance. — IToBecTka mHs cobpa-
HUs ObLIa ITepeaHa YIaCTHUKAM 3apaHee.

Roll Call — Ilposepka npucymcmeus

It looks like everyone is here today. — IToxoxke, ceromHsi Bce B coope.

If you notice anyone missing, please let Carol know so that she can
make a note of it. — Eciii BBI 3aMeTHTe Ube-TM00 OTCYTCTBHE, COOOIINTE
K»poi, oHa BO3bMeET Ha 3aMETKY.
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Unfortunately, Hugo cannot join us today. He has been called away on
business. — K coxaneHuio, Xblo cerogHs He OyaeT. Ero cpouHo BeI3Baiu
T10 JIeJIaM.

Jane will be standing in to take the minutes today, as Sarah is home with
the cold. — Cerogns JIxkeitH OyneT BeCTu IpOTOKOJI, Tak Kak Capa ocTa-
JIach IOMa M3-3a IMPOCTY/IBI.

Watching the time — Co6aiodenue pecnamenma

I think we’ve spent enough time on this topic. — ITo-Moemy, MBI ITOC-
BSTUJIM 9TOU TeMe JOCTaTOYHO BPEMEHU.

I propose deferring this matter until we have more information at our
disposal. — I mpeuiaraio OTJIIOKUTH paCCMOTPEHKE 3TOTO BOIIPOCaA J0 TeX
Top, TI0Ka B HAaIllEeM PacIiopsLKEHUU He OyeT O0Jiblie BpeMeHM.

We’re running behind schedule, so we’ll have to skip the next item. —
MBI oTCTaeM OT perjlaMeHTa, ITI03TOMY BBIHYKIECHBI IIPOITYCTUTh CIICITY-
IOIIMA BOTIPOC TIOBECTKU JTHSI.

If we don’t move on, we’ll run right into lunch. — Eciu Mb1 OyneM
paboTaTh TAKMMM TEMIIaMM, TO He YCIleeM 3aKOHYMTh K 00ey.

We’re running short of time, so let’s move on. — Y Hac MaJio BpeMeHH,
JlaBaliTe ycKOpUM XOJl cOOpaHusl.

We’ve spent too long on this issue, so we’ll leave it for now. — MBI TToC-
BSTWJIM PACCMOTPEHUIO 3TOTO BOIIPOCa CUIIKOM MHOTO BpeMEHU, TaBaii-
Te TIEPEUIEM K IPYTUM.

We only have ten minutes remaining and there’s a lot left to cover. —
Y Hac ocTayioch TOJBKO ACCSTh MUHYT, @ MHOTOE €llle MPEeICTONUT 00Cy-
JIATh.

Regaining focus — Cobaodenue nopsoka pabomol

I don’t think we are going to reach a conclusion on this point today. —
He mymato, 4To Mbl CMOXKEM CETOHS TPUIATH K 001IIeMy 3HaMEeHATeIo 110
3TOMY BOIPOCY.

Let‘s save this for another meeting. — /laBaiiTe ocTaBUM 3TO Ha CJIEIY-
Io11Iee coOpaHue.

Let’s stick to the task at hand, shall we? — He xotenu OblI Bbl 3aTparu-
BaTh TOJILKO HACYIIHbIE TTPOOJIeMbI?

Let’s be brief and to the point. — [oBopuTe KpaTKo U IO CYIIIECTBY.

Now I’d like to proceed by confronting you with some controversial
issues. — S xouy NpenIoXUTh BaM 00CYIUTh HECKOJIBKO MPOTUBOPEUMBBIX
MOJIOXKEHUM.

Where exactly do you stand on this issue? — Kakyro nosuiuto Brel 3a-
HUMaeTe Mo 3TOMY BOMpocy?

I think we’re steering off topic with this. — I[To-moemy, paccMaTpuBas
3TOT BOIIPOC, Mbl OTKJIOHSIEMCSI OT TEMBI.
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I’m afraid, we’ve strayed away from the matter at hand. You can discuss
this among yourselves at another time. — botoch, 4TO Mbl OTKJIOHUTUCH OT
TeMbl. Bbl cMOXeTe 00CyUTh 3TO B CIEAYIONINH pa3 B paboyeM MOpsiiKe.

Getting back to item number 2, let’s vote. — Bo3Bpaiasick KO BTOPOMY
MTyHKTY MOBECTKU JIHS, IaBaliTe TOJI0OCOBATh.

Voting — Toaocosanue

All in favor? — Kro 3a?

All opposed? — Kto mpoTus?

The first motion moved by Mr. Wood and seconded by Ms Jerks. — I'-H
Bya BbIIBUHYIT MepBOE MpeoxXeHue, a r-xa [[xkepkc ero noaaepxana.

Carried unanimously. — I[1puHsiTo emuHOTIACHO.

Closing a meeting — 3akpbieas cobpanue

I think we’ve covered everything on the list. — Jlymaio, MbI ucuepnaiu
TTOBECTKY JHSI.

If no one has anything else to add, then I think we’ll wrap up. — Jy-
Maro, YTO €CJIM HUKTO OOJIbIIe HEe XKeTaeT BRICTYIIUTh, MbI OyIeM 3aKaH-
YUBaTh.

I’m afraid we’re going to have to cut this meeting short. — borock, MbI
Oy/ieM BBIHYK/IEHbI BCKOPE 3aKPbITh COOpaHUe.

I’ve just been informed of a problem requiring my immediate
attention. — MHe cOOOIIMIN, YTO BO3HMKIIA IMPOOIeMa, Ha KOTOPYIO
sl TOJDKEH HEMEJIEHHO pearupoBaTh.

It looks like we’ve run out of time, so I guess we’ll finish here. — IToxo-
2Ke, MbI MCUEPITIaId CBOE BpeMsI U Ha 3TOM 3aKOHYMM.

Minutes — IIpomokon cobparus
Giving the list of participants. — IIpedcmasnenue cnucka y4acmHuKko8
Present: followed by the list. — «[IpucyrcrBoBanu»: (MpUBEIUTE UX
CINCOK).

Summarizing the chairperson’s introduction — Ilodsedenue umoeoe ecmy-
numenvHo20 c108a npedcedamens coopanus

Mr/ Ms A opened the meeting with the following points: (+ bullet
points)\ I'-H/ r-3ka A. OTKpbIJI/a coOpaHue CIIEAYIOIIMMU CIIOBaMM: (TLTIOC
repeyeHb OCHOBHBIX ITYHKTOB).

Summarizing a discussion — I[lodeedenue umoeos o6cysicoerus

Mr B. was the first to speak / react / contribute/ put forward the
following ideas: — I'-H. B. BeICTynan mepBbIM 1 3aTpOHYJT BOIIPOC,/ OTpe-
arupoBaji/ BHEC CBOI BKJIa[,/ BIIBMHYJI CJIEAYIOLIEe IIPEIIOKEHME:

Ms C. agreed/ expressed approval and added... — I'-xxa C. cornacu-
Jlach/ BbICKa3aja CBoe of1o0peHue U Jo0aBuia ...
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Mr D. disagreed and argued... — I'-H. D. BbIpa3uj Hecorjiacue u Bo3-
pasui...

Ms E. expressed disagreement/ concern and insisted: — I'-xxa E. BbI-
cKazajia CBoe Hecoriacue,/ 03a004eHHOCTh U HacTauBaja Ha....

Mr E remarked that... — I'-H. F. 3ameTnn, 4To...

Ms G. accepted that ... but defended her position on ... However, she
conceded that .... — I'-xka G. gomyckasi, 4To.... 3allI1lajaa CBOX MO3ULIUIO0
I10 TToBOxAY .... OMHAKOo OHa MpHM3Haa, YTo...

Everyone agreed on ... — Bce ygacTHUKHM cOTTacUINCH Ha...

Action points and deadlines — Mepu! k 6binoaHeHUO U CPOKU

The following action points were decided upon — Bruto penreno npu-
HSTb CJIeIYIOIIE MEPBDI:

Mr A will look into/ research/ draw up a list of/ calculate/ study... by
the end of next week. — I'-H A. BHUKHET/ UcclienyeT / COCTaBUT CITUCOK/
paccuMTaeTt/ M3y4yuT... 10 KOHIIA CICAYIOIei Hele .

Ms B. will speak to ... before 10™, — I'-xxa. b. neperosopur c ... 10 10
qucya TeKyIIero Mecsiia.

Mr C. will come to next meeting with his proposals. — I'-u C. npuner
Ha clieyloliee COOpaHue CO CBOMMU IIPEIIOKEHUSIMMU.

Ms D. will get back to/ send a report to the Board of Directors within
the next few weeks. — I'-H. D. cBsxercs ¢/ orouuter otuet B CoBeT nu-
PEKTOPOB B TeUeHNE HECKOJIbKUX HEe/Ib I10CJIe COOpaHusl.

Tests and Assignments — TecTbl u 3agaHuna
1. 3amonHuTe IIPOITYCKHM ITPpaBUJIbHBIMU CJIOBaAMM.

1. Since everyone is so we are able to start the meeting on time.
a) participant b) punctual c¢) confidential

2. George was away on business, So was assigned.
a) ashow of hands b) apologies c) a proxy vote

3. In her the chairperson thanked everyone for a good
performance this quarter.
a)agenda b)ballot c) closing remarks

4. If you have a
speaking.
a) commence b)comment c) formality

please wait until Roger has finished

5. The Board members couldn’t come to a so they had to
hold a vote.
a) grievance b) designate c¢) consensus
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6.1l as soon as all of the Board members take a seat.
a) verification b) commence ¢) brainstorm

7.A to eliminate all part-time positions was put forward at
the meeting.
a) action b)caution c¢) motion

8. We’ll be discussing this year’s profits at the
a) AOB b)AGM ¢) ABC

9. We ran out of time and had to the meeting.
a) allocate b) address c¢) adjourn

10. Before we I want to remind everyone to sign the

attendance form on the way out.
a)wrapup b) strategize c) collaborate .

1I. IlepenaiiTe caeayioliye peraukd B KOCBEHHOM peyu.

OK, let’s make a start.

Is everyone here?

It’s an absolutely great proposal. I can’t agree more.

Could you lead on this one?

Let’s go on to the next item.

Thanks to everyone for coming. I hope you didn’t have too much
trouble getting here.

I think we are in danger of getting sidetracked.

Yes, but I have another idea.

The reason we are here today is to congratulate out team on winning the
award.

This meeting is scheduled to finish at 4 pm.

Let me just go over the main points.

Could you take the minutes?

I am grateful to you all for your time.

Let me finish.

Could I just say something/ Could you please hear me out?

II1. CooTHecuTe yacTH TAOJIMIIBL.

Meetings

1. The chairman welcomed the
participants.

2. He checked to see who was present. |h. Could you lead on this one?

a. It’s an absolutely great proposal. | can’t agree more.
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OKoHYaHue Tabnuiibl

3. He opened the meeting. c. Let’s go on to the next item.
4. He stated the main objective of the | d. Thanks to everyone for coming. | hope you didn’t
meeting. have too much trouble getting here.

9. He reminded everyone of how long the
meeting was supposed to last.

6. He asked Alison if she would make
notes during the meeting.

7. He invited Jeremy to introduce the

e. | think we are in danger of getting sidetracked

f. Yes, but | have another idea.

g. The reason we are here today is to...

first point.
8. John strongly supported Jeremy. h. This meeting is scheduled to finish at...
9. Carol made an alternative suggestion. |i. Let me just go over the main points.
10. Sophie tried to interrupt. j. Could you take the minutes?

11. However the chairman wouldn't let
her feeling they were getting away k. I am grateful to you all for your time.
from the main point.

12. Then he moved the meeting to the

hext poirt, |. Let me finish.
13. He summarized the discussion. m. Could | just say something?
14. He thanked everyone for coming. n. OK, let's make a start.
15. Finally, he closed the meeting. 0. Is everyone here?

I'V. BctaBubTe B TEKCT BblAEJE€HHBIE KYPCUBOM CJIOBA.
plenary session stand presentation keynote fee trends exhibition
audience aids conference

The Management Conference

Dear Mr.Jenkins,

We would like youtobethe 1~ speaker at our next inter-
national management 2 . We would like you to make a forty-
minute 3 on the subject of 4 in International
Management in the Twenty-first century. This will be subject of the 5

which will open this annual five-day event. The 6 will
be composed largely of senior managers and management consultants. We
would like to propose you a 7 of $1,000 for your talk.

If you accept our proposal, I would be grateful if you let me know what
8 you will need for your talk. Moreover, I can offer your company,
Pan Consulting Group, a discounted rate fora 9 in the conference
10

I hope you will be able to accept our invitation. Looking forward to
hearing from you.

Sincerely,

Martha Rosenberg
Secretary General
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V. BctaBbTe npaBU/IbHBINM BapyaHT ciioBa (13 ctoouoB A, B, C wiu D).
[lepeBeauTe TEKCT HA PYCCKUN SI3BIK.

Delivering a Speech at the Meeting

Customers Loyalty

As every manager knows, ‘the customer comes 1 and ‘the
customer is always right’. Despite these phrases being repeated so often, it
is remarkable how many companies 2 essential training in
customer care. All too frequently when 3 front-office staffs,
customers are met with rudeness, lack of interest or 4 of stress,
and these all give a negative 5 of the organization itself. Many
customers have come to 6 treatment of this kind, and as
a7 behave aggressively or irritably themselves. These clients very
often are the ‘awkward customers’ whom even well-trained customer
service staffs find hard to 8 . Many experts believe that not
9 ~___in a company has the right personality for a customer-
service position and that should be taken into 10 when
recruiting front-line staff. Even with training, some people will never have
the people 11 to deal successfully with customers in what can
be a very stressful 12

There are also a number of experts who advocate training for clients in
howto13 the best out of the staff they have to deal with.
However, this would really be 14 in company-to-company
situations, for example, company buyers have to deal with people from

als of different suppliers.
1. Atop B first C best D ahead
2. A abandon B stop C neglect D drop
3. Aapproaching B reacting C arriving D talking
4. A signals B indications C signs D appearances
5. Aview B opinion Cidea D impression
6. A expect B wait C hope D worry
7. A result B feedback  C principle D summary
8. A deal B treat C look D handle
9. A anyone B someone  Cnoone D everyone
10. A thought B account C granted D advantage
11. A skills B knowledge C abilities D capabilities
12. A location B work C appointment D experience
13. A obtain B take C extract D get
14. A able B capable C practical D competent
15. A quantity B number C amount D selection
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VI. BcTraBbre Hy:KHBIE C10Ba, KOTOpbIe O3HAYaIM ObI coryiacue cobe-
cenHuka B ¢ MHeHUeM cobecenHuka A.

1. A: I think we should do what James is proposing.

B: Yes, I think we should definitely act his suggestion.

2. A: We don’t really have that choice.

B: I agree. This is not open to us.

3. A: We need to make a timetable for what needs to be done.

B: Yes, we need to draw a schedule.

4. A: It isn’t an answer to the problem that will solve it permanently.

B: I agree. Itisn’t a solution.

5. A: We need to be able to have more influence over what’s happening.

B: Yes, we must greater control over things.

6. A: We need a lot of discussion before we can put the scheme into
operation.

B: Sure, we need a couple of meetings before we can implement the

VII. JononHuTe Kaxaoe NpeaaoKeH e CIOBOM, BbIAECHHBIM KYPCHBOM.

change consideration cover factor groundwork
launch outright  suggestion schedule

Money is always the deciding in business decisions.
After careful we decided to sell the business.

We’ll do the necessary in order to launch the scheme
in June.

It was only a tentative , not a final decision.

I don’t think this plan is able to every eventuality.
While implementing the project, everyone istosticktoa

There’s been a slight of plan, I’m afraid.

1 was very shocked to encounter such an hostility to
our plan.

Radiadien

XNk

VIII. Boummre ob1iee Ha3BaHWe KaXKIOM TPYIIITHI PETINAK.

a) Any thoughts on that?

b) What do you thing about that?

1. Asking for opinion | ¢) How do you feel about that?

d) What would be your view on that?
e) What’s your take on that?

a) As far as I'm able to judge...

b) | have no doubts about that.

2. c) In my view. ..

d) My feeling on that is...

e) To be quite frank (Frankly speaking. . .)
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OKoHYaHne Tabnuibl

a) Good thinking, Mary. ..

b) | couldn’t agree more.

c) There's something in that, you know.
d) You are absolutely/ completely right.
e) | would agree with you.

a) | beg to differ.

b) | can see your point, but...
c) Rubbish!

d) I can’t see that, I'm afraid.
e) | completely/ totally disagree.

a) | agree to a certain extent, but. ..

b) | agree up to a point, but...

c) Well yes, sort of, but...

d) Yes. There could be something in that, but...
e) That's partly true, but...

a) Pardon me...

b) Can | interrupt?

c) Can | say something?

d) Sorry, could | just come here?
e) But, | think. ..

a) How about doing. ..

b) | propose we should do. ..

c) It seems to me we should do. ..
d) Might | suggest that we do...?
e) Wouldn't it be worth doing...?

a) In other words. ..

b) Right, if | could just summarize. ..
c) In a nutshell,

d) To put it more simply. ..

e) So what you're saying is. ..




BUSINESS LETTERS —
1 4 NENOBBIE MMCbMA

JIJ1st TOTO 4TOOBI YCIEIIHO BECTH MEPEIUCKY CO CBOMMU JIEJIOBBIMU
mapTHepaMH 3a pyoekoM, HEOOXOIMMO ITPHOOPECTH COOTBETCTBYIOIINIA
npodeccuoHalbHbIN onbIT. Korma BeI uIeTe, BBl OCYIIECTBISIETE He-
CKOJIBKO BUIIOB YMCTBEHHOM IeATEIbHOCTU: aHAJIM3UPYETe YNTATEICKYIO
ayIUTOPUIO; pellaeTe, KaKyo MHGOPMAIIMIO BKIIOYATh, a KAKYI0 — HET;
CTPYKTypHUpyeTe 3Ty WH(pOpMaIIMIo, 00JIeKaeTe ee B TOCTYITHYIO (hOpMy
U oOpalllaeTe BHUMaHKWE Ha CTUJIb, IPaBOMMCAHUE U ITYHKTYallUIO.

Kak 310 cnenarh npaBUIBLHO?

Bo-niepBrIx, 3agaiiTe cebe BOIIPOC O 1Ie/IM Balllero nruchbMa. Bel muiie-
Te, 9TOOBI y3HATH UTO-JIN00, MMPOMHGOPMUPOBATH UM MOTUBUPOBATh
YUTATENISI COBEPIIUTH KaKHe-I1M00 NeMCTBUS WX IIPEATIoiaracTe ocyIe-
CTBUTb HECKOJIBKO 3a1a4?

Bo-BTOpBIX, yunThiBas Bailiu MHTEepechl U MHTEPECHI Balllero YuTaTe -
JIs, MPUHUMUTE pellieHrne 00 o0beMe MpeacTaBIseMoil MH(GOpMalIni.

B-TpeTbux, THIATENBHO MPOAHATU3UPYUTE COAEPKAHKE BAIIETO MHCh-
Ma. Kakoro poma nndopmanusa nomMmoxeT Bam ontuMaibHO JOCTUYb
neaun? Pacrnionaraere iu Bl Beeii ee moyiHoTol? Kak u rme Bel cmMoxeTe
MTOJIYIUTh TOTIOJTHUTEIbHBIC CBEICHMSI?

W, Hakonel, 3amaiiTe cebe BOIPOC, KAKUE TPYIHOCTHU CTOAT MeEPeES,
Bamu? edunur Bpemenu? HemoBepue noTeHUMANbHBIX unTaTenein? He-
YBEPEHHOCTH B cebe?

ConepxaHue JTII000T0 MChMa MOXKHO CBECTH K ClIenyommnMy: 1) Ha-
yaJio (IpUBETCTBUE WIM BBeIEHUE B KypC JIeja), 2) Leib (3agava), 3) 0Xu-
JaeMoe IeicTBre U 4) BeXXIMBOE OKOHYAHUE.

BonBIIMHCTBO AETOBBIX MMCEM HE TIPEBBIIIAIOT OAHOM CTPAHUIIBI. XO-
poliee IMMCEMO TOJKHO OBITh KOHKPETHBIM, JIOTUYHBIM M BEXKIMBBIM. He
JIOIYCKAIOTCsI TpaMMaTU4YecKue CoKpallleH!s TuIla we’ve, you're. Kak
IIPaBUJIO, JeJIOBbIC MMChMa I1eYaTaloT, a YaCTHbIE — MUIIYT OT PYKMU.

PaCCMOTpI/IM pas3jinyuvAa MCXKIy 6pI/ITaHCKI/IM 1N aMCPUKAHCKHUM CTUJIA-
MU JIEJIOBOI TICPCIIUCKHU:

Bputatckui | AmepuKaHcKui | KommeHTapuit/ nepesop
Address Anpec

Ms. J. Wood Ms. J. Wood
Product Information Director | Chief Information Officer | O6paTiTe BHMMaHWe Ha pa3ninyins
ASB Ltd. ASB Ltd. B NOYTOBbIX MHAEKCAX U YHULMPO-
12 New Fetter St. 132 Fifth Ave. BaHHbIX COKPALLEHNSIX Ha3BaHMI
London EC4P 7EF New York, N.Y. 10020 | wTaToB B aMEPUKAHCKOM afpece
UK USA
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OKoHYaHne Tabnuibl

Dear Mr. Smith,
For the attention of Mr. A.

Bputatckui | AmepuKaHcKui | KommeHTapuit/ nepesog
Date [ata
12 March, 2012 March 12, 2012 Ha3BaHus MecsueB BCErfa nuwyTcs
crnosamu
Salutation [pusercTane
Dear Sir/ Madam, Dear Sir/ Madam: YBaxaemble rocnogal

Dear Mr. Smith:

Attention: Mr. A. Smith

YBaxaemblit muctep. Cmut!
BHumaHuio muctepa Cmuta

Smith
Closing KoHuoBka
] Sincerely yours,
Yours faithfully, Cordially yours, Wekpente Baw (a)
Yours sincerely Yours truly

Ecnu nucemo aapecyetcs Ha pupmy (obpatienue Dear Sir/ Madam),
TO ero oObIYHO 3aKaHUYMBAIOT Yours faithfully, a eclii KOHKPETHOMY YeJI0-
BEKY, TO IIMCbMO 3aKaHUYUBAIOT Yours sincerely.

HpPIBCI[eM TaKXKE 06LLI€HpI/IHHTbI€ COKpalCcHUA B IEPEIIUCKE:

Mrs. Missis or Missus (originally Mistress) | muccuc

Ms. Miss or Mrs. XEHLLMHA, HE3aBUCKMO OT ee CeMEHOro
NONOXEHIs!

Dr. Doctor LOKTOp

Rev. Reverend Npenopo6HbIi

Prof. Professor npocpeccop (k n6omy npenofasaTenio)

P.S. postscript nocTCKpUNTYM

ult. ultimo B MpOLUEALIEM MECSLE

prox. proximo B CleyioLieM MecsiLie

etc. and so forth nT.A

e.g. for example Hanpumep

Encl. Enclosure BINOXEHWE, NPUNOXEHNE

i.e. that is TO €CTb

St., Str. | Street ynuua

Rd. Road fopora

Dr. Drive noabeaHas annes K 4acTHoOMy oMy

Ln. Lane MpoynoK

Blvd. Boulevard BynbBap

Ave. Avenue npOCNeKT

B nenoBbIX mucbMax MPUHATO MUCATh C 00bIIONH OYKBbI:

* VMEHa CYIIECTBUTEIbHBIE COOCTBEHHBIE, a TAKXKE TpujlaraTeibHbIE,
0003HavaoIIKe HAITMOHATBHYIO 1 TOCYIapCTBEHHYIO MPUHAIIEXKHOCTh
(Russian, French, English etc.);
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cJIoBa, BKJIIOYasi COKpallleH!s, B Ha3BaHUSIX (UPM U OpraHu3aluii,
Toapa3aeIieH OpraHn3alnii, KpoMe apTUKIIEH, IIPEUTOTOB 1 COI030B;
Ha3BaHMsI c1yxkeO0HbIX nopkHocTel (Chief Accountant, CEO, MD etc);
Ha3BaHMe TOBapa WU YCIYTU — IMpeaIMeTa TOPTOBI,/ oOMeHa MEXIY

CTOPOHAMM.

Structure of a Business Letter — CTpykTypa genosoro nucbma

a Letterhead/ adtl_ress hut not the Wndopmaums na 6nanke unu agpec (6e3 uvmenn
name of the writer aBTopa nucbma)

b |Name and address of the recipient | lima n agpec nonyuarens

¢ | Reference Ccbinka Ha Temy nucbMa

d |Date Jarta

e |Opening O6pawenne

f | Subject heading Mpeamet

g |Body of the letter OcHoBHas 4acTb

h |Closing Konuyoexa

i |Signature Moanucs

i Name and job title 'I:I::::I,“tg:;munun 1N [ONXHOCTL (pacmdpoBKa

k |aB\CD WHuumansl Tex, KTo, AONYCTAM, NEPEBOAMA 1 HaBU-

pan TeKCT N1CbMa Ha KoMMbloTepe

| |Enclosure(s) (Encl.) Mpunoxenue (g)

m | cc (carbon copies) Konun

n ggtc[]aigyp]mcurateonem[proxy, Mo posepeHHocTy (3a Koro-To)

O0s13aTeIbHbIE 3JIEMEHTHI ITMChMa BBIIEIEHbI TIOJTYKMPHBIM H_IpI/I(i)TOM.

Example — Mpumep

ADR

Abacus Data Research
South Dakota Blvd., Englewood Cliffs, 07632 New Jersey
Tel: 201 854 8787 Fax: 201 654 8732
Email: kleins@adr.com http://www.adr.com

Alan Klein

Benedetti Clothing Co.
P.O. Box 230
Englewood Cliffs

April 12, 2010

Dear Mr. Klein,

Thank you for your letter dated April 5. As | said when we met briefly last week, we

would be glad to help you with market research.

What | need now is a market research brief — a statement of exactly what you need

to know. This will help our background investigation.
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| enclose our brochure which gives you information about the services we offer.
Looking forward to hearing from you
Yours sincerely,

Daniel J. Stanford
Vice-President

CL/PD

Encl. ADR brochure
cc. Jeremy McDuffie

Typical Phrases — TunuuHble ¢pasbl

Previous contact — Ccoinka Ha npedvidyujue KOHmMaxKmol

Thank you for your letter of/ dated... — biarogapio Bac 3a MMCEMO OT...

Further to our latest telephone conversation... — B mponozkeHue Ha-
IIETO MOCJIeTHETo Pa3roBopa Mo TeaedoHy...

I apologize for not getting to contact with you before now. — U3Bunu-
Te 3a TO, YTO HEe Hamucaj,/ mo3BoHmWI BaMm paHee.

With regard to the last paragraph of your letter... — UTo kacaercs 3a-
KJTIOUUTETLHOTO ab3alia Ballero MUChMa. ..
Please refer to your letter of ... and mine of ... — IIporry BepHyTbCS

K BallleMy ITIMCbMY OT (IaTa) U MOeMy OT (HaTa)...

May I refer to our exchange of correspondence regarding ..., and
particularly to our latest letter of ... — Cchutasich Ha HaIlly TTIEPENTUCKY B OT-
HOILIEHWM ... U B OCOOEHHOCTHM — Ha Hallle IIOCJIeAHee MIMChMO OT (1aTa)...

Thank you for your letter of ..., which for some unknown reason, did
not reach us until .... — Criacu60 3a muchbMoO OT (j1aTa), KOTOPOE MO HEU3-
BECTHO IIpUYMHE JOIILIO A0 HAC TOJIBKO (IaTa).

Please forgive me for not replying sooner to your kind letter of .... —
W3BuHUTE MEHSI, TTOXAIYICTa, 3a TO, YTO HE OTBETWJI PaHbIIIe Ha Ballle
JII00e3HOe TIMCHMO OT (aTa).

I trust that my letter sent ... reached you safely. — Sl momararo, 9To Moe
IMMCHEMO, BBICJIAaHHOE (IaTa) 0J1aroIoIyYHo JOIIUIO IO Bac.

We wrote you on ... concerning ...- perhaps the letter has not reached
you? I enclose another copy if this be fact. — MbI nucanu Bam (1ata) B OT-

HOLIEHUH ... ——-BO3MOXKHO, ITMCbMO HE€ OOLLIO A0 Bac? ECJU/I TaK, TO BbI-
ChIJIal0 KOIHIO.
I hope to hear from you to response to my letter of .... — I Hagmeroch

ITOJIYIUTH OTBET HA CBOE MCHMO OT (IaTa).

Reason for writing — Ilpuuuna o6pawerus

I am writing in connection with/ I am writing with regard to... —
4l nmuiy nmo nopoxay ...

In reply to your email, here are...— OTBeuas Ha Balll Meii, BOT...

Your name was given to me by... — 4 noayuyu Baiiie ums ofT...
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We would like to point out that... — I xoTesn Obl yKa3aTb Ha TO, 4YTO...

Asking for information — Ilpocbba o npedocmasrenuu uHgopmayuu

Could you give me some information about... — He Moryii ObI BB JaTh
MHe MH(hOPMAIIHIO O...

I would like to know ... — 4l xoTes Obl 3HATb...

I am interested in receiving/ finding out... — MeHsI MHTEpecyeT moy-

‘{CHI/IG/ BBIAACHEHUC...

Giving information — Ilpedocmaesnenue ungpopmayuu
I am writing to let you know... — I nuiiry, 4ToObI COOOILIUTH BaM...

We are able to confirm... — MBI MOXXeM ITOATBEPAUTE...
I am happy to tell/ inform you... — C yo1oBoJIbCTBHEM COOOIIIAI0 BaM...
We regret to inform you... — C coxaneHueM coo0lliaeM BaM...

Promising action — Obewanue deiicmsus

I will investigate the matter. — 51 paccaemyio 3TOT MaTepual.

I will contact you again shortly. — I Bckope mo3BoHI0/ Hamuury,/
BCTPEYYCh B BAMU...

Offering help — IIpedaoxncenue nomousu

Would you like me to... —BbI xoTuTe, 4TOOHI 4 ...

If you wish, I would be happy to... — Ecnm xoture, g ¢ yIO0BOJIb-
CTBHEM...

Let me know whether you would like me to... — Coo0miute MHE, He

XeJiajau Obl BbI, YTOOBRI ...

Final comments — Kommenmapuu 6 konye nucoma

Thank you for your help. — Biaromapro Bac 3a momMoIp.

Do not hesitate to contact us again of you need any further
information. — Ecam BaM ToHamoONTCST JOTIOTHUTEIbHAS MH(pOpMAaIWs,
He K0JIeOJISICh, ITI03BOHUTE HaM.

Please feel free to contact me if you have any questions. My direct line
is ... — 3BOHMTE MHE HEMEUICHHO, €CJIM BO3HMKHYT KaK1e-TO BOIIPOCHI.
Mos npsiMast TUHUSL. ..

Enclosures — Ilpunoxcenus

Please find enclosed/ attached my report. — IIpuiaraio cBoit oTueT.

I am sending you a report... in pdf file. — ITocbkuraro BamM oT4eT... B pop-
mare .pdf.

Closing — koHyoska
I am looking forward to hearing from you soon. — C HeTeprieHHeM Xy
OTBeTA.
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Give my regards to... — IlepenaBaiite npuBeT...
Best wishes — C HauIyqIIIMMHM IMOKETaHUSIMMU.

Tests and Assignments — TecTbl u 3agaHuna
I. CooTHecuTe aHTIMIICKUE CIOBA C UX PYCCKUMU DKBUBAJIEHTAMU.

1. diary a. NPUBETCTBNE
2. editing b. ab6pesnatypa
3. abstract C. EXEHeOenbHUK
4. salutation d. npegmeT nucbMa
9. draft e. Tema
6. abbreviation f. pesiome
7. subject g. HaBpocoK
8. signature h. KoHL0BKa NuckMa
9. reference i. penakTpoBaHne
10. closing j. noanmcb

I1. CooTHecuTe BBIpaXKEHUS C UX IIEPEBOIOM.
1. further to a. C COXareH1em coo6Luan
2. effective from b. B 0TBET Ha
3. with reference to C. KaK Bbl Mpocunn
4. | regret to inform d. 9 BKnagbIBato
5. in response to €. CChiNasich Ha
6. according to f. B Npogonxexme
7. as requested g. AENCTBUTENbHbI C
8. with regard to h. oTHocKTENbHO BalLEro 3anpoca
9. | enclose i. B CBSI3N C
10. as to your inquiry j. B COOTBETCTBUM C

I1I. Ime, o BaleMy MHEHHUIO,

JOJIKHBI CTOATH 3THU TUIIMYHBIC BbIpa-

xeHwus: B Havyase (H), B konie (K) mim B mo6om Bapuante (HK).

BhbipaxeHue

| H [ kK [H

may be able to help you

in response to

at your earliest convenience
this is to inform you

as soon as possible

according to/ in accordance with
thank you in advance for
further to

feel free to contact

as you may recall

WO NoOTg AN =

-
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OKoH4YaHne Tabnuubl
BipaxeHue | H | K |HK

11. do not hesitate to get in touch

12. once again

13. would be appreciated

14. please find enclosed

15. effective until January 1

16. we acknowledge receipt of

17. inreply to your letter

18. looking forward to your early reply

19. let us know about the authorized signatory

20. we would like to enter into business correspondence with you

V. 3anoHUTE MPOITYCKU HY>KHBIMU CJIOBAMMU, BbIIECJIEHHBIMU KYPCHUBOM.

Beginning of a letter:

reply early  best grateful receipt assured  appreciate
prompt sent

1. We have pleasure in acknowledging of your letter.

2. Looking forward to a reply.

3. We would an reply.

4. Please be of our attention at all times.

5. Would you please to the above address?

6. We would be if you us information about

your product line.

V. Bribepute 1 MoguepKHUTE HY>KHOE CJIOBO U3 MPUBEAEHHBIX B CKOO-
kax. [lepeBenuTe MMCHMO Ha PYCCKUIA SI3BIK.

Dear (Sir/ Mr. Smith/ Mr. President)!:

With (relation/ reference/ connection)? to our telephone (dialogue/
chat/ conversation)® I am (enclosing/ posting/ including)* our latest
catalogue. I (shall/ will/ would)> be grateful (that/ if/ when)® you (may/
should/ could)’ come to see us on Monday 7™ June at 11.00 a.m. to discuss
our business. If this date is not (correct/ comfortable/ convenient)® I would
(want/ like/ appreciate)®(if/ whether/ when)'? you could give me a call. If
you have any further (problems/ questions/ inquiries)!! please do not
(pause/ delay/ hesitate)!? to (connect/ contact/ correspond)!? us again.

In the meantime, I (look/ expect/ wait)'4 forward to (listening/ hearing/
seeing) !’ from you.
(Regards/ Yours faithfully/ Love)'®.

VI. BoccTaHOBUTE NMPENTIOXEHMS U3 TaHHBIX CJIOB.

1. this delay/ once again/ has caused/ I regret/ some inconvenience;

2. with them/ our understanding of the issues/ I will get in touch/ so
that we can improve;
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b

PN

your attending/ to this matter/ I would appreciate/ at your earliest
convenience;

an alternate suggestion/ if/ we would be pleased/ you have/ to
consider it;

to you/ of some assistance/ this information/ I hope/ will be;

I would appreciate/ by the end/ hearing from you/ of March;

this explanation/ I trust/ will answer/ you raised/ the questions;
any further information/ please do not hesitate/ if you need/ to
contact me;

the results/ we will send you/ as soon as possible/ of the competition;

. receiving/ I would appreciate/ on the proposed form/ before January

1/ your comments.

VII. Boibepute npaBUIbHOE CJIIOBO U3 TPEX BApUAHTOB, BbIIEIEHHbBIX
KypPCHUBOM.

1.

2.

14.1.

I would like to recommend,/ praise/ commend your company on the
promise/ efficiency/ efficacy of its post-sales servicing.

Please be gracious/ generous/ good enough as to send us information
material as promptly/ timely/ rapidly as possible.

We have the unfortunate/ unhappy / unpleasant duty to tell/ inform/
remind you that the delivery was not only late but incomplete.
Unless we get/ find/ obtain satisfaction in this matter we will be
compelled/ forced/ obliged to instruct our lawyers to take action.
My secretary will be glad to find/ arrange/ date an appointment for
you.

If you require/ seek/ demand hotel accommodation please do not
hesitate to let us know.

We would be very glad to organize/ find/ book your flight from London
to Birmingham.

DELIVERING PLEASANT/ UNPLEASANT NEWS — COOBLLEHUWE
MPUATHBIX U HENPUATHBIX HOBOCTEU

Hna 6naromapcrBenHoro (Thank-You Letter/ Letter of Appreciation)
u nnoznpasutesibHoro (Letter of Congratulation) mucem camoe BaxxHOEe —
3TO0 (paKT MX HAIIMCAHUS Y OTChUIKKU. Bpsin v ioam 3a1IOMHSIT, YTO MIMEH-
HO B HEM HaIlMCaHO, HO HaBepHsKa 3alIOMHAIT TOT (hakT, 4To Bbl counmn
HYXXHBIM €ro oTocjiaTb. HeT Heo0XomMMOoCTH TUcaTh HEYTO OPUTUHAIb-
HOE, IOCTaTOYHO ITPOSIBUTh UCKPEHHEEe BHUMaHME K 4esioBeKy. [Tucbemo
JIOJDKHO OBITh KpaTKUM M XOPOIIIO CMOTPEThCS Ha JINCTEe OyMaru Wi Ha
aKpaHe KoMIbloTepa. [Tucema-npurnamenus (Invitation Letter) Takke
MOXHO OTHECTH K MPUSITHBIM COOBITUSIM B XXM3HM KaXKJOTO YeoBeKa.
YacTo Ha HUX HE0OXOAMMO OTBeTUTh. OTBET 00s3aTe/icH, €C/IM BHU3Y
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crout abopeBuatypa RSVP — uto Ha dpaHIy3cKOM $SI3bIKE O3HAYaeT:
Repondez, s’il vous plait. [TuceMa-npuriaiieHus mpeaycMaTpuBaloT Kpat-
KHe CTaHIApTHBIE OTBETHI (CM. HIXKE).

K coxaneHuto, mioxve HOBOCTU JaBHO YXe CTalu COCTaBJSIOLICH
JIeIOBOM >XM3HU. JIIOAM CMUPUIIUCH C 3TUM, HO B yIlle BCETAa XOTEIU Obl
OIIYTUTh MIPOSIBJICHUS] TYMaHU3Ma WJIM XOTsI Obl MOJYYUTh OOBICHEHUS
MPUYMH OTKA30B WU IPYTUX HETIPUATHBIX HOBOCTel. Takre cooOIeHus
caMH 1o cebe HecyT HeraTuBYlo MH(GOpMaInio, HO BIBOWHE HETIPUSITHO
MOJIy4aTh B OTBET KOPOTKHE MYCThI€ OTIMUCKU WU, HA000POT, JJTMHHbIE
HeBpa3yMUTEIbHbIE MUCbMA. [T0aTOMY MHOTHE TTPEITTIOYUTAIOT COOOIIATh
0 TIeYaJIbHBIX COOBITUSIX JIMYHO WU 10 Tenedony. B aTux ciyyasix Hera-
TUBHBIN CMBICTT COOOIIEHUSI MOXHO CMSITYUTh COYYBCTBEHHBIM TOHOM
rojoca.

Ecnu Bam Bce ke mpeacTOUT COOOIIUTh O HEMPUSITHOCTSIX B IIMCBMEH-
HOM BUJIE€, TO MbI COBETYEM C/IeJIaTh 3TO TaK:

* cpa3sy U3J0XUTh CYTh JIeNa;

* KpaTKoO yKa3aTb IIpUYMHY (HampuMep, 0TKa3a);

* TIPEJIOXUTD AIBTEPHATUBBI, €CJIU OHU UMEIOTCS;
* 3aKOHYUTb MUCHMO B COUYBCTBEHHOM TOHE.

Example — Mpumep
Delivering Unpleasant News — Coobujenue Henpusmmnusix uzeecmuii

Ms. Caroline Sweeny
37 Aubum St.
Cambridge, MA 02138

Dear Ms. Sweeny,

The Committee of Admissions has carefully considered your application. | am sorry
to inform you that we are unable to offer you admission to the School of Law. Since more
than 5,200 candidates competed for admission this year, the Committee has had to make
many difficult choices.

We hope that you understand that our decision on your application is not an estimate
of your potential as a law student or an attorney. Since the vast majority of our applicants
are clearly capable of success in law school and beyond, we inevitably must turn away
many who will succeed in law simply for lack of space in our class.

Please accept our best wishes for your educational and career success.

Sincerely,

Jeffry Moody,
Assistant Dean for Admissions
TunuuHble ¢pasbl — Typical phrases

Pleasant news — Ilpusmnoie Hosocmu

I am pleased to inform/ advise you that we would like you to start work
in your new position as soon as possible. — C ym0BOJIbCTBUEM COOOILAIO
Bawm, yto Bl yxke MoxeTe mpucTynaTh K padboTe B Hallleli KOMITaHUMU.
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I am pleased/ delighted/ happy to tell you that your car is now ready for
you to collect. — C y10BOJIbCTBUEM COODIIIAI0 O TOM, YTO BhbI yke MoxkeTe
3a0paTh CBOI1 aBTOMOOWIIb.

Thanks — baaeodaprocmu

I cannot thank you enough for backing me/ for your support. — bia-
rogapio Bac 3a moMolib/ MoaAe pXKKY.

We greatly appreciate your support during our recent crisis. — M#bl
oYeHb OsarogapHbl BaM 3a rmoamepkKy Bo BpeMsl ITOCIeTHEeTO Kpr3Kca.

A big thank to everyone involved in the marketing campaign. — OrpomM-
HOeE cITacubo0 BceM, KTO 3aHUMAJICSI MAPKEHTUHIOBOM KaMIIaHUEH.

Thank you on behalf of the board of directors for all your efforts.. — Ot
numeHn CoBeTa TMpeKTOpoB O1aromapio Bac 3a Baium ycumus.

I am instructed by our committee to convey our sincere thanks for your
assistance. — Hainr koMmuTeT IMopy4msI MHeE Iiepenath Bam MCKpeHHIOI0
OaromapHoCTh 3a Batry momotiis.

I wish to thank you most warmly for the hospitality extended/ shown to
me during my stay in London. — MckpeHHe 61aronapto Bac 3a rocrenpu-
WMCTBO, TIposiBIecHHOe BaMu Bo BpeMst Moero npeObiBaHus B JIOHIOHE.

Thanks for your kind words regarding my award, and thanks, too, for
sending me a newspaper clipping. — bnarogapio Bac 3a nobOpsble cjioBa 1o
IOBOMIY MOEI0 HarpaxneHus, a TakKe 3a IMPUCIaHHYI0 MHE TOAIIMBKY
raser.

Your note about my work made me feel excellent. I am grateful for your
thoughtfulness. — Bamra 3aMeTka o Moeit paboTe JoCTaBUIa MHE MHOTO
panoctu. S mpusHareneH Bam 3a BHUMaHuMe.

Thank you and other members of the department for honoring me with
the elegant crystal vase at the party celebrating my twentieth anniversary
with the company. — bmaronapio Bac u npyrux coTpyaHUKOB OTena 3a
MOAAPEHHYI0 MHE 3JIETAHTHYIO XPYCTAJIbHYIO Ba3y B YeCTh IIpa3IHOBaHUS
JIBaIIIaTOM TOMOBIIMHBEI MOE paboTHI Ha pupMe.

I sincerely appreciate your filling the application form for me last week
when I was too ill to attend the planning committee meeting for the fall
exhibition. — I ouenb BaM npusHaTeseH 3a To, 4To Bbl 3amonHuIN aH-
KETy BMECTO MEHSI Ha TIPOIIION Heene, Koraa si Obut 00J1eH U He CMOT
MPUCYTCTBOBATh Ha 3aCeaHUM KOMUTETA IO TUIAHUPOBAHUIO OCEHHEN
BBICTABKM.

Without your participation much of my preparatory work would have
been lost. It is comforting to know that competent and generous individuals
like you are part of our team. — be3 Baiiiero yuactus 60oJbliiasi 4acTb MOSi
IMOATrOTOBUTEIBbHOI pabOoTH MorIa Obl mponacTb. OTpagHO OCO3HABAThH,
YTO B HAIlIEM KOJIJIEKTUBE €CTh TAKME KOMITETEHTHbIC U BEJTMKOIYIITHBIC
COTPYIHMKHU, KaK BhI.
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Invitations — Ipuenawenus

On behalf of the management committee of Hastings and Company,
I would like to invite you to attend a special luncheon meeting at 11.30 a.m.
Friday, October 19, at Grand Hotel. — Ot umeHnu pykoBoacTsa «Hastings
and Company» 51 XxoTeJ1 Obl IPUIIaCUTh Bac Ha BcTpeuy 3a JieHYeM, KOTO-
past coctoutcs B msITHUILY, 19 okTsa0pst B 11.30 B «Ipanm otene».

Onthe occasion of completion of theirservicesin China Mrs. and Mr. Peter
Jones request the pleasure of the company of Mr. Victor Petrov and his wife at
the farewell party on Saturday, April 12, at 6:00 p.m. — ITo ciryyato 3aBepiiie-
Hug pabotsl B Kutae rocn. [Turep JI>koHC 1 ero cynpyra npurJiaiiaeT rocri.
Buxropa IlerpoBa ¢ cynpyroii IpUHATh y4acTUe B IIPOIIAJIbHOM Bedepe,
KOTOPBIii COCTOMTCS B Cy000TY, 12 arpesist B 6 4acoB Beuepa.

Thank you for your recent application for the post of .... We would like
to invite you for an interview with our Personnel Manager on Friday, 26
March at 10 a.m. Will you please let us now either by phone or email
whether this appointment will be convenient to you? — bnarogapio Bac 3a
Baiiry 3as1BKy Ha JOJIKHOCTb... MBI XOTesn Obl mpuriacuth Bac Ha cobe-
CeI0BaHUE C HAYATLHUKOM OT/IeJIa IEPCOHAIA B MATHUILY, 26 MapTta B 1000

yTpa.

Congratulations on pleasant events — Ilo3dpasaenus ¢ npusmHbimu cobbl-
musamu

We are sending you our Greetings and sincere Wishes on the Coming
Year. — [IpumuTe, moxanyiicta, Hallli IO3APaBICHUS U HAMJIYYIIIUe 110~
>KeJaHus ¢ HacTymatonuM HoBbIM rogom.

May you be happy and successful! — XKemaem Bam cuacTes n ycriexos!

May I take this opportunity of sending you my best Wishes for
Christmas and a Happy New Year? — Ilonb3ysich ciydaeM, nuieM Bam
CBOM HawjIydllme noxeaHus K Poxaecrsy u HoBomy romy.

With Best Wishes for a Happy New Year. May it be peaceful and
prosperous to you and your Colleagues! — C HauIy4IIITMMU TTOKETaHUSIMI
cuactauBoro Hosoro roga! ITycTs oH OyaeT MUPHBIM U 0J1aroNOIyYHbIM
s Bac 1 Bamnx xosuter!

Alan joins me in sending you our very best wishes for your future
career. — AJlaH TIPUCOEANHSIETCSI K MOMM TO3APABICHUSIM U XejlaeT Bam
JMAJbHEUIINX YCIIEXOB B Kapbepe.

Please accept my very best wishes for you Birthday. It has been a great
pleasure to know you, and we send you the best wishes for the future. —
IMpumuTe, Moxkanyiicta, HalllM HaMJIyqIlIre roxeaaHus Ko JIHto Barrero
poxnenust! Mbl ropauMcst 3HaKOMCTBOM ¢ Bamu u xxemaem Bam manbHeii-
IIIHAX YCIIEXOB.

Just a few lines to wish you Many Happy Returns of your Birthday! —
XoTesoch OB YePKHYTH ITapy CTPOK IMO3apaBicHU ¢ JIHeM poxkaeHUS
1 TIOKETaHWI TOJITHX JIET KU3HMU.
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Congratulations on your marriage! — Ilo3npasnsiro Bac ¢ 3amyxect-
BOM/XeHUTHOOI!

Responses — Omeembi

Whenever there is an opportunity for us to reciprocate, please don’t
hesitate to let us know. — Iloxaiyiicta, coobIuTe, KaK Mbl MOXeM Bac
0OTOJIarOHapHUTB.

I hope that I may soon have an opportunity to return your kindness. —
Haperock, BcKkope MHe TIpeACTaBUTCS BO3BMOXHOCTh Bac oTb1aronapurhb.

I truly appreciate your thoughtfulness and warm wishes. — 5 nckpenne
LICHIO Ballly 3a00Ty 1 TeIUIbIC ITOXKEIaHUS.

Mrs. and Mr. Victor A. Petrovs accept with pleasure Mrs. and Mr. Peter
Jones’ kind invitation for dinner on Saturday, April the twelfth at six
o’clock. — Mucrep Buktop IleTpoB u ero cympyra ¢ yaoBOJbCTBUEM IIPH-
HUMaIOT JII00e3Hoe npurianteHust muctepa [Turepa JI>koHe 1 ero cynpyru
Ha MPOLIAJbHBINA Beyep, KOTOPBII cOCTOUTCA B cy000TY, 12 amnpensa B 6
yacoB Beuepa.

May I take this opportunity of reciprocating your good wishes. — ITois-
3ysICh CJIydaeM, IIepeialo CBOY OTBETHbBIC ITO3IpaBICHMSI.

This is to thank you most sincerely for your good wishes for the New Year.
We reciprocate theses most heartly and hope that our cooperation will continue
during the Coming Year to the satisfaction of all of us. — Ml uckpeHHe 671aro-
JapHBI BaM 3a mo3apasieHus ¢ HoBeiM rogoM. IlpuMuTe Halm cepueyHbie
OTBETHBIE ITo3IpaBieHus1. Hameemcst, 4To Hallle COTPpYIHUYECTBO ITPOIIUTCS
U B HACTYTAIOIIEM IOy K B3aMHOMY YIOBOJILCTBUIO.

Thank you very much for sending me a warm greeting on the occasion
of my birthday. I really do appreciate your kind thought. — Bosnbiioe cra-
cn0o 3a TerIble Tmo3apasieHus ¢ JlHem Moero poxneHus. biaromapen
Bam 3a no0pnie cioBa.

I really appreciate your good wishes, and I have great pleasure in
reciprocating. — 4 6maromapeH Bam 3a noOpblie noxeaaHus U nepenaro
CBOM HaWJIyYlllye TOXeJIaHUsI B OTBET.

Unpleasant news — HenpusmHuie Hogocmu

Unfortunately, we are unable to reduce the prices. — K coxanenuro,
MbI HE MOXEM CHU3UTD LIEHBI.

I regret to tell you that we have had to increase our prices. — C coxa-
JieHrueM coobmiao Bam, 4To MBI ObLTM BBIHYXAEHBI TOBBICUTH HaIIIU
LIEHbI.

We have been forced to increase the sales tax. — Hac BoIHYAWJIM TTOBBI-
CUTb HAJIOT Ha MTPOJAXH.

We are unable to give you a 3% discount, however, we will consider
a new rate for quantity orders. — MBI He MOXeM IIpedOCTaBUTH Bam
3%-Hyr0 CKMIKY, HO MOXeM ITOIyMaTh HaJl CKMIKOW Ha pa3Mep 3aKasa.
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I am sorry to inform/ advise you that your application for the post of ...
was not considered as it arrived after the fixed deadline. — C coxanenunem
coobma Bam o ToM, 4To MBI He paccMarpuBaau Baiie 3asiBieHune Ha
JIOJDKHOCTh..., TaK KaK OHO TTOCTYITWJIO MO3Xe YKa3aHHOTO CPOKa.

This is/ was owing to the fall in the dollar. — DTo TTpon30111IIO B CBA3M
¢ majeHreM Kypca aoJjuiapa.

This is/ was due to the chief accountant’s illness. — D10 ciayuunoch
13-3a 00JIe3HU IIaBHOTO Oyxrajrepa.

We have cancelled the meeting because of the fact that most people are
on vacation. — MbI OTMEHWJIM COOpPaHUE B CBSI3U C TEM, YTO OOJILIITMHCTBO
COTPYIHUKOB HaxOISITCSI B OTITYCKE.

We delay the delivery of the goods because of the fact that we have not
received your payment for the last order. — MBI 3amep:Kaji TOCTABKY TO-
BapoOB, TaK KaK He IMOJy4Yuu oT Bac omiary 3a npeabinylnuii 3aKas.

We must apology for not delivering the order in time. — MbI mpuHOCHM
CBOM M3BMHEHUS 32 HECBOEBPEMEHHYIO ITOCTABKY 3aKa3a.

We apologize for sending the invoice to the wrong address. — M3BuHu-
Te Hac 3a TO, YTO MOCJIAIN CYeT-(PaKTypy 110 HEIPaBUIBHOMY afipecy.

We are extremely sorry for losing your order. — MBI o4eHb coxajieeM
00 yrepe Bamiero 3aka3a.

We are extremely sorry that we did not send our price lists to your new
address. — MBI 0ueHb COXaJIeeM O TOM, UTO HE MOCJIa ik CBOM MpercKy-
paHTHI 110 BaieMy HoBoMy aapecy.

Please accept our apologies once again. — Eiie pa3 mpocum IpUHSTH
HaIl U3BUHEHMSI.

Polite Refusal Letter — Beoicaugoe nucomo-omkas

Mrs. and Mr. Victor A. Petrov regret that a previous engagement
prevents their accepting Mrs. and Mr. Peter Jones’ kind invitation for
dinner on Saturday, April the twelfth, at six o’clock. — Muccuc u muctep
Buxkrop IleTpoB coXalleloT, 4To IpenblayIiasi AJOTOBOPEHHOCTD HE M03BO-
JISIET UM IIPUHSATD JII00e3HOe IpUIIallleHUsI MUCCUC U Muctepa ITutepa
JI>xoHca Ha TIpoIIaIbHBIN Bedep, KOTOPBI COCTOMTCS B cy0OOTY, 12 am-
pens, B 6 yacoB Beuepa.

I have read your letter and curriculum vitae with much interest, but am
sorry to tell you that your have not been selected for interview on this
occasion. We have had a very large number of applicants and have been able
to identify several candidates whose background and experence are more
closely matched to our specific requirements than your own. Many thanks
for your interest and for your time you have taken in forwarding your
application. — { ¢ mATEepecoM mpouelr Baiie pe3roMe 1 COTPOBOINUTEITH-
Hoe nucbMo. C coxaneHueM coobiato Bam, yto Bel He npouuin ot6op
Ha cobecemoBanue. K HaM IpUIIUIO O4eHb MHOTO 3asIBJICHUIA, I MBI OTO0-
pajii HeCKOJIbKO KaHIUIATOB, YbM 00Opa30BaHKE U OIBIT paOOTHI ITOTHEE
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COOTBETCTBYIOT HalllUM KOHKPETHBIM TpeboBaHusIM. MckpeHHe Gyiarona-
pio Bac 3a nposiBJIeHHBII MHTEpEC U BpeMsi, KOTopoe BhI mocBATIIIN e~
peImcKe C HaMU.

We regret to inform you that at the moment we nave no vacancies which
would suit your qualifications. However, we would be most interested in
meeting you if such a vacancy occurred in the future. We will be glad to put
your inquiry in our files. In the meantime, please accept an up-to-date
information brochure on ...However, we would be most interested in
meeting you if such a vacancy occurred in the future. We will be glad to put
your inquiry in our files. — BBIHYXIeHBI COOOIIINTDL BaM, YTO B TaHHBIN
MOMEHT y Hac HET BaKaHCHi1, COOTBETCTBYIOIIMX Ballleil KBAIM(UKAIN.
OpnHako HaM OyIeT MHTEPEeCHO BCTPETUTHCS ¢ BaMm, ecimit Takast BakaHUS
MOSIBUTCS. MBI C YIOBOJBCTBHEM BHOCHMM Bary damMmimio B cooTBeTC-
TBYIOIIIME CIIUCKU. TeM BpeMeHeM, BBIChIAEM BaM IOCJECIHUIN BBIITYCK
Halllel mocyiegHei OpoIIopsl ¢ MHGopMaIyei o... OTHaKO MbI OB OB
panbl TO3HAKOMUTHCS ¢ BaMu mpu Haymmamuy takoi e BakaHcuu. C yno-
BOJIBCTBHEM 3aHOCUM Baiiry 3asiBKy B Hallly 0a3y JaHHBIX.

Tests and Assignments — TecTbl u 3agaHunA

I. Onpenenure xapakTep myuceM U o3ariaBbTe uX. [lepeBenuTe TEKCTHI
MMCEM Ha PYCCKUU A3BIK.

(1)

The Charge d’Affares at the British Embassy Mr. Martin Day

Requests the pleasure of your company

for The Chevening Reception

at the British Empassy

18.00—20.00, Tuesday 4 September 2013

9 Desyatynna Street RSVP
Kiev email:....

(2)

Dear Nancy Copeland,

Thank you for your willingness to help with our recent phone action.

In our three nights of calling, we generated pledges totaling $ 7,890 —
including 562 from new contributors — an amount we can be very proud
of! We could not have received this support without your efforts.

On behalf of the Board, let me again say ‘thanks’ and offer you best
wishes.

Gratefully, ...

I1. Onpenenute xapakTep IMchbMa U o3arjiaBbTe ero. IlepeBenure TeKCT
Ha PYCCKUM SI3bIK.
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Dear Ms. Brown,

Thank you for your letter of November 11. We regret to inform you that
at the moment we nave no vacancies which would suit your qualifications.
But we would be most interested in meeting you if such a vacancy occurred
in the future and we will be glad to put your inquiry in our files. In the
meantime, please accept an up-to-date information brochure on Alpha
Limited.

II1. OmnpenenuTte xapakTep MMchMa M o3arjaBbeTe ero. [lepeBenure
TEKCT HAa PYCCKUM SA3bIK.

Dear Ms. Pohl:

I would like to offer my hearty congratulations on your promotion to
president of the Greenwood Company. All of us at Empire Stove Company are
pleased that your years of hard work have been rewarded.

In closing, let me say that we look forward to a long and mutually
rewarding business relationship with G.C.

IV. Onpenenute xapakTep nucbMa u o3arjiaBbre ero. [lepesenute
MMCbMO Ha PYCCKUM A3BIK.

Dear Sirs/ Mesdames,

We are writing to compliment your company on the performance of
your software package Accounting 2010 and the efficiency of the post-sales
servicing. At a time we were considering subcontracting a section of our
accounting work, the program cut our work-load by about thirty percent
and our accountants are now able to keep abreast with the demands placed
on them by our growing business. They are particularly happy with the
user-friendly nature of the software and had no difficulty adjusting
traditional accounting practice to the new technology.

We would like to suggest a meeting to discuss a suitable arrangement of
mutual benefit. Our Managing Director, Mr. Michael Pickwick, can make
himself available at any time during the next two weeks for such a meeting,
which we believe could result in considerable advantages to both
companies.

Sincerely,

V. BcTaBbTe B TEKCT MACbMaA CJIOBA, BBIACIICHHBIC KYPpCUBOM.

Letter of Apology

parts  assuring  pass  suppliers lays  arrival  acknowledge
regrettable  apologizing faithfully discount apologize inconvenience
intime lodged dispatching
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Dear Sirs,

I am writing to your letter of April 2 and to for
the delay in the order for the start of
the Christmas reason. The problem in the late of
important fromour . We have
a complaint with them and fora in their quoted
price. This, of course, we will directly on to you.

again for any and you of our best
attention.

Yours

VI. BcraBbTe B IpemIosKeHUS BBIACICHHBIE KYPCUBOM CJIOBA.

Letter of Invitation
honor inviting  invitation pleased engaged convenient glad
kind company mark reception attend afraid expect

1. Ifitis foryou, may I you for tea at the
Dorchester next Friday afternoon at 5?

To the 30" anniversary of the company we are
all employees to a champagne in the conference hall next

Thursday at 12 noon.
I would be very ___if you and Mrs. Brown accepted our
to dinner on the 17, Cocktails at 7 p.m.

Thank you for your invitation to the concert
and supper-reception. My wife and I are very to accept.

May we have the of your at dinner at Ritz next
Saturday?

Thank you so much for the invitation, but Tam . Tam
otherwise on that evening.

VII. CootHecute yactu Tabauibl. [lepeBenyre muchbMo-npurialieHue
Ha PYCCKUM S3BIK.

Letter of Invitation

Dear Mr. Strauss,
1. As the Sales Manager of Sigma, | would | a. to run a workshop on how to prepare a budget
like

2. | have read many of your articles on b. to your reply

successful planning in the Financial Times,

3. At Sigma, we believe c. would be convenient

4. Therefore, we arrange d. would be particularly helpful for our junior team
members

5. We would be very grateful if you agreed | e. you can find time to accept our invitation
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6. In addition, a focus on how to make f. and found them extremely interesting
accurate sales forecasts
7. We realize that you are very busy, but g. regular professional development seminars
we hope
8. Any Wednesday or Friday in the next five | h. staff training is of great importance
weeks
9. We look forward i. to invite yu to give a presentation to our Sales
Team

Yours sincerely,

Alfred Axelrod
Sales Manager

VIII. 3aronHuTe IPOIYyCKH BhIICIIEHHBIMUA KypPCUBOM CJIOBAMH C TIpe-
(uxcom dis.

dissociated dishonor dismissed disregarded disclaimed
disuntegrated displeasure disreputable dismantled disporganized

The company all responsibility for the late deliveries.

Our driver is a liar and a cheat, in fact an utterly person.

The lawyer himself from his manager’s actions.

The management showed its by cancelling the usual holiday
bonus.

The entire board of directors was at the annual meeting.

Our secretary is a very worker, with no system or routine.

There is no in admitting you made a mistake.

The projects manager all our ideas, he just ignored them.

The firm after trying for three years to recover its losses.

The factory was sold off and then piece by piece.

14.2. LETTER OF APPLICATION — MUCbMO-3AABNEHUE

Letter of Application (Application Letter) MoXXHO paccMaTpuBaTh Kak
yacTHBIN ciaydaii Letter of Motivation (ITucbmo-MotuBanust). OHU o6a
MOTYT OBITh TIEPEeBEIEHBI KaK «COTIPOBOAMTENIBHOE TTMCHhbMO» I UMEIOT CH -
HouuMbl Cover Letter, Covering Letter. Letter of Motivation numeet 6osee
LIMPOKYIO 00J1aCTh MPUMEHEHUSI U UCTTOJIb3YeTCsI KaK B MPOLECCe TPYIO-
YCTPOWCTBA, TaK W MIPU MoAaue 3asBOK B MarucTpaTypy, MHTEpHaTypy, Ha
MoJlydyeHue rPaHToOB, KPENUTOB U Mp. B HallleM u3gaHuu Mbl OrpaHUY -
BaeMcs c(pepoii TpyIoycTpoiiCTBA M NCIIONIB3yeM TepMUH Letter of Appli-
cation = Application Letter.

IMucwMo-3asiBieHre (CONPOBOAMTENBHOE MUCHMO) TIpUIaraeTcsl K pe-
310M€ U TMpeciiefyeT Takue 1eu: 1) MpencTaBuTh CBOe pe3toMe B JIyUlleM
CBeTe, 2) IPaBWJIBHO PAacCTaBUTh aKIIEHTHI HA CBOMX EJIOBBIX U JIMIHBIX
KavecTBax (B pe3toMe pacKphIBAIOTCS TPEUMYIIIECTBEHHO JIEJIOBbIE Kaye-
CTBa), 3) 10OUThCS MpUIJIallleHUsI Ha codecenoBaHue. B HacToslIee Bpe-
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MS1 HEMHOI'M€ OpraHU3aliy TPeOYIOT 0053aTeIbHOTO MPUIOXKEHUS CO-
MIPOBOAUTEIbHBIX IMUceM K pe3tome. CyliecTBYIOT pa3Hble MHEHUS U 00
X 00bEeMe, XOTS CYUTACTCS, YTO B OTPOMHOM OOJIBIIIMHCTBE CJIy9aeB OHU
HE ITOJIKHBI TTPEBBIIIATh OTHOM cTpaHUIIBI. COIPOBOINUTEIFHOE TCHMO
MUIIYT OY€Hb TIIATEIbHO, TAK KaK OHO IA€T MPETEHACHTY AOTIOJTHUTEIb-
HBI 1IaHC MOJYYUTh padoTy. HeobxoauMo nogodpaTh yoeauTeabHbIe
CJIOBa IS IPYBJICUYCHUS] BHUMAHMS, CHYKEHMST U3HAYaIbHOIO BHYTPEH-
HEro COIPOTUBJICHUS, YCUJICHUSI UHTepeca U MOTUBALMY ITOTEHLIMAb-
HOro paboToaaresisi 1efiCTBOBATh.

Cy1iecTByeT iBa TUIIA CONPOBOAMTENBbHBIX TTceM. [1epBoe: solicited —
LIeJIeBOE — JOJKHO OBITh 0CO00 IPOAYMAaHHBIM, ITOCKOJIBKY €r0 IMUIIYT
B OTBET Ha KOHKPETHOE OOBSIBIICHNE O BaKaHCHH. Ballia 11e1b — BEIIETUTH
ce0s 13 OOJIBIIOTO YMCa MPETEHAEHTOB, ITOCKOJIbKY OOIIIEU3BECTHO, UTO
MPaKTUYECKU Ha KaXI0€e pabouyee MECTO CYIIIECTBYET XKEeCTKask KOHKYPEH-
us. Unsolicited — HelesieBble MMCbMa — OTCHIJIAIOTCS Ha (DUpMY, Tie BbI
XOTeJIu Obl paboOTaTh, XOTSI TaM MOXKET €llie He ObITh BakaHcuu. VX mpe-
MMYILECTBO 3aKJII0YAeTCsS B TOM, UTO B YCJIOBUSIX CJIa00 KOHKYPEHIIUHU
BBI ITOJIy4aeTe BO3MOXKHOCTb 3asIBUTh O ce0¢ U JaXKe YTBEpAUTHCS Ha Ke-
JIAHHYIO TOJDKHOCTH. OOBIUHO MTOTEHIIMAIbHBIC KAHAUIATH OTCHUIAIOT
MMOJOOHEIC IMMChMa B HECKOJIBKO OpTraHM3aIlNii ¢ TTOMeTKOM «B oTnen kam-
DOB».

Baiuie conpoBoauTebHOE MUCHMO AOJDKHO BBITJISAETh TaK Xe yoemm-
TeJIbHO, KaK 1 pe3toMe. OHo sBsieTcs nponokeHueM Baiiero pestome
U JaeT JOIMOJHUTEIbHBIN IIaHC NHTEPIIPETUPOBATh B CBOIO MOJIb3Y U IO~
3UTHUBHO MPOIEMOHCTPUPOBATh CBOM MHINBUAYAIbHBIN ITOTeHIIMAN. JIeii-
TMOTHUB COIIPOBOIMTEILHOTO MMChMa — MOKa3aTh COOTBETCTBUE Bameit
poheCCUOHAIBEHOM TTOATOTOBKM TPEOOBAHMSIM KOHKPETHOTO Pabovero
MECTa, BBIICINUTHh CBOM CUJIBHBIE CTOPOHEI, 0CO00 IICHMMBbIE TAaHHBIM pa-
boromarenieM, U IIPOAEMOHCTPUPOBATh TOT (DakT, YTo BEI XOpoI1iio 3HaeTe
JIMYHBIE Ka4eCTBa U MOTEHIIMAJIbHOE MECTO paboThl. TeM cambiM Bl pac-
KpPbIBaeTe TO, YTO MOXETE MPEIOCTaBUTh PabOTOIATENIO, 4 HE AEMOHCTPH-
pyeTe CBoe CWJIbHOE XKeJlaHWE MOJIyYUTh padoTy.

Letter of Application mo/kHo TiepeaaBath Balll sHTy31a3M 1 aMOULIMU
U B TO 3X€ BpeMsI 3By4aTh JOCTaTOYHO CKpoMHO. HuKorma He ciaemyeT BBI-
Ka3bIBaTh CBOE HEOBOJILCTBO MJIN Pa304yapoBaHUE MIPEABIIYIIIIM MECTOM
paboThl UK MpeablayluM padotoaaTeneM. M3deraiite odcyXneHus: npu-
YKH yXoJa ¢ paboThl 1 Ha coOOeCenOBaHUN.

Example — Mpumep
Ralph P. Klein
177 Hawthorne Ave. Boulder, CO 80307
Ms. Diane R. Canwell
Director, Human Resources
Casco Enterprise
Denver, CO 84627
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Dear Ms. Conwell:

Your advertisement for an assistant product manager in Denver Post of January 12
immediately caught my attention because my education and training closely parallel your
needs.

A recent internship in WoolCo introduced me to analyzing the budget, promotion,
and overall sales success for three new products the job requires according to your ad.

Intensive course work in marketing, as well as proficiency in computers, has given
me the kind of marketing and computer training that Casco Enterprise demands in
a product manager. Moreover, my recent retail sales experience in Wool Co has helped
me develop the kind of customer service and interpersonal skills which | could contribute
to Casco Enterprise.

Please find enclosed my Resume. After you have examined it, | would be happy to
answer your questions during the interview at your convenience. Please contact me any
time on: (892) 8473623.

Sincerely yours,

Ralph P. Klein
Enclosure....

PaCCMOTpI/IM OOBIYHBINA IOpAOJOK HallMCaHUsA COIIPOBOAUTECIBHOTIO
IMcCbMa M TUITNYHBIC (I)pafibl.

Typical phrases — TunuyHbie ¢pasbl

Precise reference to the source of information. — Tounas ccelaka Ha uc-
MOUHUK uHpopmayuu.

With reference to your advertisement (ad) in Business Review of Tuesday,
January 19, I would like to apply for the position of ... in your company. —
Ccrinasick Ha Bamre oobsgBieHe B «bnusHec-PeBbio» oT 19 stHBaps, BTOp-
HUK, 51 XOTeJI Obl IIPETEHO0BATh Ha TOJKHOCTD ... B Ballleii KoMImaHuu.

The October 5 issue of The Washington Post reports that Com Tech has
an opening for a technical writer with knowledge of Web design and
graphics. — B Boittycke «Bammnrron [TocT» ot 5 okTs10pst HanmcaHo, 4To
B «KoMTeKk» nMeeTcsl BaAKaHCUSI TEXHUYECKOT0 CIIEIMAINCTa CO 3HAHUEM
BeO-au3aiiHa U rpadpuKu.

I recently heard from... that there is a vacancy in your sales depart-
ment. — fl HegaBHO y3HaJ 0 BaKaHCUH OT... B BallleM OTIEJIe IIPOoaaxK.

At the suggestion of Ms. Alison Jones of your Personnel Department,
I submit my qualifications for the position of staffing coordinator. — I'-xa
DnucoH JI3KOHC 13 Balllero OTaesia KaapoB MpeIIoXKIIa MHE IToAaTh 3as1B-
JIEHWE Ha JOJDKHOCTh KOOPAMHATOPA IO MOJ00PY M pACCTAHOBKE KaJIPOB.

Roger Brown of your Marketing Department has told me that IntraFlex
is seeking an experienced marketer. — Pomxep bpayn u3 Bamiero otnena
MapKeTUHTa COOOIIMI MHE O TOM, 4To «MHTpadiekc» UIeT OIMbITHOTO
MapKeToJIora.

Writing about your education — Kak nucamo o ceoem obpazosanull.
I got my school-leaving certificate in.... — S momy4wn arrecrar 3pesoc-
TU B ...T
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I gained a bachelor’s degree in sociology at ...University in .... (city). —
A nonydun creneHb 6akanaBpa B 00J1aCTA COLMOJIOTUM B YHUBEPCUTETE
... (ropom).

I graduated from the University of ... (city) with a master degree in
biology. — 4l 3aKOHYMJI YHUBEPCUTET ... (TOPOM), TIOJYINB CTEIIEHbh Ma-
TUCTpa B 00J1aCT OHMOJIOTUH.

I received my BS in Finance from ... and my MBA from .... — I moy-
YuJ cTeneHb OaKagaBpa no (uHaHcaM B ... M CTENIEeHb MarucTpa 1o cre-
LIMAJTBHOCTH «YTIpaBJieHNEe TIPEANPUATAEM>» B...

I majored in one subject. — Sl cienanu3upoBaICs B OMHOI 00J1aCTH.

I took courses in French. — { yuuics Ha Kypcax (ppaHILy3CKOro si3bIKa.

I participated in extracurricular activities. — I yyacTBoBas B 001IIE-
CTBEHHOI1 XXM3HU YHUBEPCUTETA.

I spent some period of time as a trainee student. — HekoTopoe BpeMmst
s paboTaJl CTAXKEPOM.

I did research in the field of... — $I mpoBonMT MccilenoBaHMEe B OOIACTH. ..

During training for my present job I took courses in marketing. —
B npoiiecce NoAroToBKU K 3aHUMAaeMOM JOJKHOCTU 51 3aKOHUYUI KypChl
110 MapKETHUHTY.

Description how your qualifications fit the requirements. — Apeymenmot
OMHOCUMENbHO NPUSOOHOCIU HA OaHHOe paboyee Mecm.

I am used to working on my own. — Sl mpuBBIK paboTaTh CaMOCTOSI-
TEJIbHO.

I am accustomed to working under pressure. — $I MpUBBIK K HaTpPSI-
XXEeHHOI1 padore.

I am dedicated to approach a job persistently and whole-heartedly. —
A nmpuBBIK paboTaTh YIOPHO U C TTOJTHON OTHavYei.

I realize the importance of working as a team. — I oco3Haio He06X0-
JMUMOCTh TECHOTO COTPYIHUYECTBA B KOJUIEKTUBE.

I appreciate the opportunity to work on my own initiative and to take
on a certain amount of responsibility. — fI BBICOKO 1LIEHIO BO3MOXHOCTb
paboTath ¢ onpeAeIeHHOM MepOil OTBETCTBEHHOCTHU, TIPOSIBJISISl COOCTBEH-
HYIO UHULIMATUBY.

The attached summary of my qualifications demonstrates my
preparation for this position. — IIpuiraraemMoe pe3ioMe MOMX HaBHIKOB
U CIIOCOOHOCTEM CBHUIETEILCTBYET O TOM, UTO S IIOJXO0XY Ha JaHHYIO
JTIOJDKHOCTb.

My experience includes joint venture accounting, budget and fore-
casting. — Moii onbIT paboOThI BKJIIOUAET BeJIEHUE OyXTaJITepCKOro yuera,
cocTaBJIeHUs OI0KeTa 1 TUIAHMPOBAaHUE Ha COBMECTHBIX TTPEATIPUSATHSIX.

I am an expert in software, my main role is to install and tailor com-
puter programs applications to the specific needs of clients. — I cmerma-
JIMCT 110 IIPOrpaMMHOMY o0ecIiedeH1I0. Moy OCHOBHbBIC (DYHKIIUA — WH-
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CTAJUISIUMSA Y afanTalus MPUKIaAHBIX TPOrpaMM K KOHKPETHBIM HyKIaM
KJIMEHTOB.

Before taking up my latest post, I worked as an accountant. — [lo me-
pexojia Ha CBOIO MOCJIEAHIO PaboTy 51 paboTa OyXraaTepom.

I was responsible for (in charge of) product development and marketing
strategy. — S oTBeuas 3a pa3pabOTKy HOBBIX BUIOB MPOAYKIIMU U MapKe-
TUHTOBOM CTpaTeTnu.

Because of my specialized training in computerized accounting at
Rochester Community College I feel confident that I have the qualifica-
tions you described in your ad for a chief accountant. — fI yBepeH B gocTa-
TOYHOCTH CBOell KBasukaluu (coraacHo Bariemy oObsiBI€HUIO C Me-
peyHeM 00s13aHHOCTEN IJIaBHOTO OyxrajTepa), TaK Kak MOJTy4uI Crelu-
aJlbHOCTb OyXrajTepa co 3HaHHWEeM KOMIIbIOTepa B MYHUIIMMATbHOM
Kosutemxe . Pouectep.

Will an honor graduate with a degree in management qualify for your
position of administrative assistant? — CorytacHbI i Bel TpuHATE crieny-
aJIicTa, UMEIOLLETO TUTIJIOM C OTJIMYKEM 1O MEHEIKMEHTY, Ha TIOJKHOCTh
MOMOUIHUKA aAMUHUCTpaTopa’?

Motivating action in the closing. — Momueayus nomeruyuarbHo20 pabo-
modamensi K OelicCmBUsIM.

Since MultiCom, Inc. is organizing a new team for a recently estab-
lished insurance division, could you use the services of a well-trained
information systems analyst who seeks to become a professional systems
analyst? — B cBs13u ¢ TeM, 4TO Kopriopaiust « MyJIsTUKOM» HaOMpaeT co-
TPYAHUKOB B HOBOOPraHW30BAHHBII OTAEJ CTPaXOBaHUsI, HE XOTeJIU Obl
BBI BOCITOJTb30BaThCS YCJIyraMy BEICOKOKBATM(PUIIMPOBAHHOTIO CUCTEM-
HOT'O aHAJINTUKA, KOTOPBI HAaMepeH IIPUOOPECTH TOIMOIHUTEIbHBIIA OIBIT
paboTHI?

Could your rapidly expanding publication division use the services of
an editorial assistant who offers exceptional language skills and two year’s
experience in this field? — He HaiineTcs nu B BaiieM U31aTeILCKOM OT/IE-
JIe MECTO ISl IOMOIIHMKA PelaKTopa, KOTOPHIA MMeeT UCKIIOYUTEIbHbBIE
JIMHTBUCTUYECKHE CITOCOOHOCTY M JABYXJIETHUI OIBIT paOOTHI B TaHHOM
obnactu?

I will be in touch in the near future to discuss my marketing expertise
and interpersonal skills. — I Hanuiiry Bam Bckope, 4ToObI 00CYyaUTh MOU
3HaHUS B 00JIaCTM MapKEeTUHIAa 1 HAaBBIKM OOIIEHMSI.

I would very much appreciate an interview at your convenience. —
41 6b11 ObI Os1arogapeH Bam 3a BbI30B MEHSI Ha MHTEPBbIO B YI0OHOE IS
Bac Bpewms.

I trust you will consider my application favorably and grant me an
interview to discuss the post in more detail. — Sl Hamerochk TO, uTO BBI G112
TOCKJIOHHO OTHECETECh K MOEi 3asiBKe U IPeAOCTaBUTE MHE MHTEPBBIO,
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[Jie MBI MOIJIM Obl JeTaJIbHO OOCYIUTh MOE COOTBETCTBUE JAHHOM JOJIX-
HOCTH.

I look forward to the opportunity of attending an interview, at which
I can provide further details. — fI ¢ HeTeprieHrEM XAy BO3MOXHOCTHU
MPUNATH HA coOeceqoBaHue, Te s CMOT ObI IIPeIOCTaBUTh BaM momomHu-
TEJIbHYI0 MTH(GOPMALIMIO.

I would be pleased to attend the interview at any time convenient to
you. I can be contacted at (on) the phone given or through... — I ObIT OBI
pan IpuiiTH Ha cobecenoBaHue B JIi000e ymooHoe mist Bac BpeMsi. MHe
MOXKHO ITO3BOHUTH I10 JAHHOMY HOMepy TesiehOHa WIM HAIlMCaTh 110 ajl-

pecy...

Acceptance of the proposed job — Ilucemennoe coenacue Ha nPedrolceH-
HY!0 pabomy.

Thank you for offering me the post/ position of... I have pleasure in
accepting this position — biaronapio Bac 3a npeaioXeHHYI0 MHE T0JIXK-
HOCTb... C yIOBOJILCTBHEM IIPUMHUMAIO TIPEIJIOKEHHE.

I am looking forward to commencing work on September 3. — C He-
TepIIeHUEM K1y Hayajia paboThl 3 CEHTSIOPSI.

Refusal from the proposed job — ITucomennuiii omikaz om npeonsodceHHol
pabomeul.

I regret to inform you that I am unable to accept this position, since
I have another, more attractive one. — K coxanenuto, s1 nomkeH Bam co-
OOIINTD, YTO HE MOTY TIPUHSTD 3Ty NOJKHOCTb, TaK KaK MOJIy4r APYToe,
0oJiee UHTEpECHOE MPeIOXKEHUE.

I feel that my experience in this field would not be used to its full
capacity in above position. Therefore I have to decline. — K coxaneHmuto,
CUNTAIO, YTO MO pabouMit TOTEHIIMAJ B 3TOl chepe He OyIeT UCIIOIb30-
BaH MOJHOCTBIO. [T03TOMY $1 BBIHYXAEH OTKJIOHUTH Balie rpenjioxeHue.

Letter of Resignation — Ilucemo-npedynpescdenue 06 ygoavHeHUU.

According to the terms of my contract, I hereby give two weeks’ notice
to terminate my employment with UMC on Monday, 12 October 20--. —
CoriacHO yclOBMSIM MOEro KOHTpaKTa, coob1iaio Bam 3a nBe Heaenu
0 CBOEM HAMEPEHUHU YBOJIMTHCS C TTOHeAeIbHNKa, 12 oKTsI0ps 20-- T

The reason for my leaving is that I would like to widen my experience
in the field of auditing. I will remember my work in your company with
pleasure. — IIpuunHa Moero yxona — kejlaHue NMPUOOPECTH JOTOJHU-
TeJIbHBINA OMBIT paboThI B chepe ayauTa. A ¢ ynioBOJbCTBUEM Oyay BCHO-
MUWHAaTh paboTy B Baleit KommaHuu.

Tests and Assignments — TecTbl u 3agaHunA
1. CooTHecure cjioBa ¥ UX CUHOHUMBI.
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1. vacancy a. mark

2. assist b. testimony
3. reference c. employ

4. skilled d. dismiss
9. fire e. qualified
B. hire f. help

7. grade g. position
8. post h. opening

I1. O3arnaBeTe MUCHMO U TIEPEBEIUTE €70 HA PYCCKUI SI3BIK.

Dear Mr. Robertson,

We acknowledge receipt of your application for the position which has
become available in our Marketing Department, and we have pleasure in
inviting you for an interview, at a date yet to be set. Interviews will, however,
be held during the last two weeks of June. If for any reason you are unable
to come to Kiev during this time, please let us know in good time and we
shall endeavor to organize our schedule to match yours.

II1. CoorHecuTe yactu Tabmuisl. [lepeBearTe MMCHMO Ha PYCCKUMA

SA3bIK.

1. This month | completed a two-year course of
study

a. | have taken courses in nearly every aspect
of the travel industry

2. My placement counselor, Mr. Alan Smith,
suggested

b. keep business flowing smoothly

3. As you will see from my enclosed resume

c. to put my skills to work for your travel
agency

4. | have participated in workshops simulating
computer and telephone operations

d. to be customer oriented

5. My work experience, moreover, has helped
me

e. in Travel and Tourism at the Bovver Business
University

6. | have learned

f. develop an ability to deal with the public,
a valuable asset for a travel agency

7. | have found that courtesy and a smile

g. Monday through Friday during business
hours

8. | would like very much

h. | apply to you for a position as assistant
travel agent

9. I am available for an interview

i. at 753-99-21

10. You can reach me

j. and | have had extensive practice in ticketing
and reservations

IV. Packpoiite ckoOku, MOCTaBUB IJIarojl B Hy>kHo cdhopme. Hampu-
Mmep, I (be) pleased to inform you = I am pleased to inform you... [TepeBe-

JUTE TEKCT Ha pYCCKI/Ifl SA3bIK.
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Letter of Application

Dear Sir/ Madam,

I am willing (1. inquire) if your company (2. have) an opening for
a trainee in business management. I just (3. complete) my Master’s degree
in Business Administration at the University of Aston. So I (4. look) for an
opportunity (5. add) practical experience now to the theoretical knowledge
I built up in five years of study (6. have) a diploma with honors. Your
company (7. recommend) to me by the University’s professional counseling
service. I (8. enclose) a brief CV which (9. summarize) my educational
background.

I look forward to your evaluation and hope you (10 grant) me a prompt
reply.

V. IlepeBenuTe NUCHMO Ha PYCCKUIA SI3BIK.

Letter of Application

Dear Mr. :

Having served for the past several years as the sole secretary of a private
business, I would like to apply for the position of executive secretary which
you advertised in the Terre Haute Gazette of Monday, March 7, 20--.

As secretary to the Benlow Corporation, I was directly responsible to
Ms. Jennifer Dylan, the company’s owner. My services were generally those
of a ‘gal Friday.’ In addition to the usual typing, filing, and taking dictation,
I was in charge of scheduling all of Ms. Dylan’s appointments, screening
her telephone calls and visitors, and organizing her paperwork and
correspondence.

Essentially, I did everything I could to make Ms. Dylan’s heavy
responsibilities easier. Thus, I am familiar with the duties of an executive
secretary and believe I am prepared to anticipate and meet all your
expectations. I am also confident that with enthusiasm and sincere effort,
I can make the transition from a small business to a large corporation
smoothly.

I would appreciate your giving me the opportunity to discuss my
qualifications in person. I would be happy to come for an interview at your
convenience, and I can be reached after 5 p.m. at 772—14-53.

Sincerely yours, ...

VI. UcnpaBTe CTUJIb CIEAYIOIINX TTPeIJIOKEHUIA.

My job as a producer has given me loads of good experience in radio.

I’m pretty good at deciding what need to be done first.

I got in on everything that was going on in my sector. It’s no lie to say
that I had a finger in every pie.
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I’ve got to know all the equipments in the studio.

I can work quickly and without any fuss. I can make up my mind on the
spot, even when my manager’s shouting at me.

My experience has made me able to build up my communication skills
and I’m also able to work with other people.

In the last 8 years I've sone so many different jobs in radio that I'm
really a bit of an expert.

I reckon I’m the best person for the job....I really love radio, but what
I’m doing now is a bit on the boring side.

VII. B HacTos1ee BpeMs MHOT'ME OpraHU3aLu TPeOYIOT OT MpeTeH-
JIeHTa 000CHOBAHUS 1IEJIN CBOEH 3asiBKH, T.e. Statement of Purpose. Ile-
peBeInTe TEKCT Ha PYCCKUI S3BIK.

Writing the Statement of Purpose

A. Step One: Know Yourself

1. With the statement of purpose you can persuade the selection
committee to accept you. In order to convince them, you are to be
convinced yourself. You must be sure of what you want, why you want it,
and why this particular program can help you. You should know your
strengths and weaknesses. Before beginning to write, review your
intellectual and personal development over your academic career.

B. Step two: An Outline

1. Make an outline (see the example below). The points you want to
discuss can be in a different order, as long as you have an introduction,
body and conclusion.

2. EXAMPLE

I. Introduction
A. Your goals
I1. Body of the Paper
B. Why this specific program helps you further your goals, meaning
strong program in your specialization
C. Future potential in your field
D. What brought you to this point, major influence
E. Future plans after receiving degree
III. Conclusion
A. What you can contribute to the program

C. Step Three: Writing the Statement
1. If you have done a good job with steps one and two, the writing
should come easily. Keep the following points in mind:
a. The first sentence is the most important one because you should
attract the reader’s attention.
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b. Cut out any sentences that are not absolutely necessary.

c. Be self-confident and frame everything positively. Do not write any
negative statements.

d. They are looking to see if your background and expectations match
what they offer. The more specific you are, the more convincing you
can be.

V. Final Comments
A. Be honest, confident and positive without being pushy and
demanding.
B. There is a saying, ‘Nothing good is ever written, it is re-written’.
No one ever wrote a perfect first draft.

VIII. IIpencraBbre cede uueaabHOEe padbouee MecTo, rae Bol xoTeau Obl
pabotaTh. Hanmuiure nuchbMo-3asBiecHUE ITOTEHIIMAIBHOMY paboToma-
TEJTIo ¢ TIPOCHOOM TTpeaoCTaBUTL BaM BO3MOXKHOCTh POMTH cobecemoBa-
HUE.

14.3. LETTER OF RECOMMENDATION — NUCbMO-PEKOMEHOALIMA

Cunonanmbel — Recommendation Letter, Letter of Reference, Refer-
ence Letter. Pekomenmanus (recommendation) oTanyaeTcst OT OT3bIBa
(reference, referral) Tem, 4To OHa 3aBeIOMO TOJIOXKUTEbHAS, TOTIA KAK
OT3bIB MOXET OBITh OTpUIIaTeIbHBIM. [1chbMa-0T3bIBBI (PEKOMEHAAITNN),
KaK IIpaBWjIo, HaUMHaIoTcs oopamenuemM: “To Whom It May Concern” =
«Tomy, Koro aTo MoxeT Kacatbcst)». CUMTaeTCsl, UTO HaZEXKHEE BCETO UX
OpaTh OT IpernoaaBareieil yaeOHbIX 3aBeJICHUI U HETTOCPEICTBEHHBIX PY-
KOBOJUTENEl Ha paboTe.

Takue mucbMa MUUIYTCS MO BIIOJIHE YCTAHOBJIEHHOMY 00pasity. Bam
cJenyeT MpUIePXKUBAThCS CAEMYIOIIMX MPABU:

* 00s3aTebHO YKaXKUTE POJIb U (UJIN) TOJKHOCTh, HAa KOTOpYIo Bl pe-
KOMEHIyeTe JaHHOTO YeJIoBeKa, ITOMHS 0 TOM, 4To BbI mpenocTassi-
eTe KOHDUAeHINATbHYI0 NH(pOpMaIINIO;

* 00BSICHUTE, KaK JIOJITO ¥ B KAKOM KauecTBe Bbl 3HaeTe 3TOro 4enoBeka;

* YKaXuTe YPOBEHb €ro (e¢) 3HaHUIT, HABBIKOB 1 OIBIT pabOTHI;

* TIpoAyMaiiTe, KaKoro pojaa uHdopmaius oyaeT ocoOeHHO MHTEPEeCHOM
JUTSl JAaHHOTO paboToAATE NS ;

*  YNOMSIHUTE JIMUHbIE KaUeCTBa, XapaKTepU3ylollie UMEHHO 3TOro ye-
JIOBEKA;

* B KOHIIE ITMChMa CJeIaiiTe BIBO, YTO MMEHHO MO3BOJIsIeT BaMm peko-
MEHIIOBaTh WJIM HE peKOMEHIIOBATh COTPYIHUKA (CTyIeHTa) Ha JTaHHYIO
JTIOJDKHOCTb.

ABTOp 0T3bIBa (PEKOMEHJALIMM) MMOJHOCThIO OTBEYAET 32 CBOU CJIOBA
U CTapaeTcsl BhIpaKaThCsl MAKCUMAIbHO TOUHO U KOHKpeTHO. Ecim yka-
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3bIBAETCSI, UTO KTO-TO «IIPOSIBJISI MHULIMATUBY», TO IIPUBEAUTCS IIPUMED:
«Korma HaHcu y3Hana o BBeieHUM r'mOKoro rpauka, oHa OIpocuiia Bcex
COTPYIHUKOB, COCTaBWIa OOLIMI /IS TToApa3aeeHus rpaduk padoThl
U caMma MoAmnucaja ero y pykooactsa». CienyeT u3deraTb CIUIIKOM
CMJIbHBIX BOCXBaJICHUIi, KOTOPbIE 3By4aT HeecTecTBeHHO. CrapaliiTech,
YTOOBI Ballle MMChMO U3JTy4ajlo JOCTOBEPHOCTh U MICKPEHHOCTh. PekoMeH-
JlaTeIbHbIE MMChMa YacTO IUIIIYT OT PYKHU. B aHTI0SI3bIYHBIX CTpaHaX aB-
TOp MMChbMa HE 3aBEepsIET CBOIO MOAIUCH B OT/AE/E TIEPCOHAaa, a TOJIbKO
yKa3bIBaeT CBOM 2JIEKTPOHHBIN aapec U (MId) HoMep TesiechoHa, YTOObI
00JIETYUTD JaJTbHENIIe KOHTAKThI C TEMU, KOMY IIpeIHa3HaueHa TaHHast
nHbOpMaIIHsI.

Example — Mpumep
Student’s Letter of Recommendation

To Whom It May Concern:

Daniel Weston was a student in three of my accounting courses during the 2006-2008
college years. He was always an outstanding student.

Mr. Weston demonstrated his thorough grasp of the subject matter in his class
performance as well as written work. His assignments were always executed with
conscientiousness and punctuality. Moreover, he was an enthusiastic participant in class
discussions and helped to make the courses a rewarding experiences for everyone else
involved.

Therefore, | can recommend Mr. Weston, without hesitation, for the position of
bookkeeper in your company.

Yours truly,

Arnold Stevens
Instructor
stevens@gmail.com
067-8963729 (mobile)

Employee’s Letter of Recommendation

To Whom It May Concern:

I, Paul Oberue, confirm that Diana Canwell was working for USAID Local Economic
Development (LED) project from April 2012 to October 2013 as an accountant.

For this period of time she demonstrated accuracy, honesty, and professional
approach possessing excellent communication skill, personal commitment, efficiency,
and drive for results. Diana takes into consideration the concerns of those she deals
with, helps them be comfortable and deals with them in a friendly way. While being
considerate she is firm, fair, and a person you can trust. She was an asset to our project.

Yours faithfully,

Paul Oberue

Progect Manager
oberue_74@gmail.com
(044)402-6971 (cellular)
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Typical phrases — Tunu4Hbie ¢hpasbl

At the request of Richard Randolph, Personnel Manager — Ilo mpocr0e
Puuyapna Pannosbda, 3aBemyroliiero otaeaoM Kaapos (TiepcoHana). ..

I am submitting this confidential information to support his application
to the position of... — I mpenocrapisio 3Ty KOHGUASHIUAIbHYIO UHGOP-
MaIllvIO B MOANEPXKKY €ro 3asIBJICHUS Ha JOJKHOCTb...

I am happy to provide the information you requested regarding ..., with
the understanding that this information will be kept confidential. — C ymo-
BOJILCTBMEM IIPEAOCTABSIO 3allpollIeHHYI0 BaMy nHGOpMaLIMIO O ... IpU
YCIIOBUH, UTO OHA OYIET CUMTATHCSI KOH(MUICHIINATBHOM.

I am just writing a few lines to introduce Mr... — ITn1ry 3T HECKOJIBKO
CTPOK JUJISI TOTO, YTOOKI IpeaCcTaBUTh Bam r-Ha...
It gives us a great pleasure to introduce Mr.... — C 00JIbLINM YAOBOJIb-

CTBMEM TipencTapiisieM Bam r-Ha...

It is a pleasure to say a word of recommendation on behalf of Mr. — Mue
MPUSITHO HAITMCATh 3TH HECKOJIBKO CJIOB KaK PEKOMEHIALIMIO OT UMEHU I-Ha. ..

I can sincerely recommend Mr. ... as a highly responsible and reliable
man. — { Mory nckpeHHe MopeKOMEHI0BaTh I'-Ha ... KaK YeJ0BeKa BbI-
COKOI1 OTBETCTBEHHOCTH M OYEHb HAJIEKHOTO.

I am glad to write on behalf of Mr. ... who combines the qualities of
technical training and practical efficiency. — f pan 3aMOJIBUTH CJI0BO 3a
r-Ha ..., KOTOPBIi COYEeTacT B CeOe BEICOKMI YPOBEHb TEXHNMIECKOM IO -
TOTOBKHM U NPAKTUUYECKNE CITOCOOHOCTH.

The bearer of this letter Mr. ... is ... — [TomaTeb 3TOro mMchbMa r-H ...
SIBJISIETCAL. ..

Mr.... served under my supervision as... — ['-H ... CIyXXWJI TTOA MOUM
HayajioM B IOJLKHOCTH. ..

Mr.... was in charge of/ responsible for... — I'-H ... oTBeuan 3a...

A large part of his job involved... — 3HaYUTeNIbHYIO YACTh €0 PabOTHI
COCTaBJISLIU. ..

Mr. ... was especially good at... — Oco0eHHO XOpOIIIo T-HY ... JaBa-
JINCb....

Mr. ... works well in a team/ is very cooperative...— I'-H .... Xopo1110
paboTaeT B KOJUIEKTHUBE...

He improved our customer satisfaction rating from ...to... — brmarogapst
€My yIaJIOCh IIOBBICUTH PEUTHHT YIOBJICTBOPEHUS KJIMEHTOB C...J0...

We are sorry to lose Mr. ... but we are confident that his...will make his
successful in your organization. — HaM >kanb TepsaTh r-Ha ..., HO MBI YBe-
PEHBI B TOM, UTO €TO0... [IOMOTYT Ballleil OpraHn3aIuu J00UThCS ycriexa.

I can recommend him without reservations for the position of ... —
41 Mory ero 6e€30roBOpoYHO PEKOMEHI0BATh Ha TOJKHOCTb....

I recommend her without reservation basing upon her academic
performance, leadership and my understanding of a program she is
applying for. — 51 6€30roBOpoOYHO PEKOMEHAYIO €€ [JIs1 y4acTUsl B JTaHHOM

117



IporpamMme, OCHOBBIBAsICh Ha €€ aKaJeMUIECKOM YCIIeBaeMOCTH, HaBbIKaX
JINIepa U B paMKax COOCTBEHHOTO TOHMMaHUS IPOTPaMMBI.

If you have any further questions with regard to his qualifications, do not
hesitate to contact me. — Ecnu y Bac Bo3HMKIM Kakue-1100 BOIIPOCHI OT-
HOCUTEJIHLHO €T0 KBTI (bUKALIMH, HEe KOJIEOJISICh, CBSI3BIBAUTECH CO MHOIA.

Hixe TIPUBCICH CITNMCOK KOMMYHUKATUBHBIX CIIOCOOHOCTEH 1 HAaBBI-
KOB, 0C000 LIEHUMBIX pa60TO,I[aTCJ'[$IMI/I. OH, HECOMHEHHO, ITOMOXKET BaM
IIp1 HaIlTMCaHNM PEKOMCHIATCJIbHOIO IMMChbMa.

Interpersonal keywords most requested by employers — JInuHble KauecTBa,
HauOoJIee ieHnMble PadoTOoAATEIAMHI

Cnoco6HocTs epesog | Cnoco6HocTh | epesog
ability to delegate xgﬁﬁg'\fggﬁgmposmb innovative HOBaTOp
ability to implement mg? BHEAPATE 4T0- 1 eadership nnoep
" — YMEET [1eNaTb HECKOSbKO
ability to plan YMEET NNaHMpPOoBaTh multitasking 1eN QIHOBPEMEHHO
ability to train yMeeT 06y4aTb open minded 06nanaeT LMpokAM kpyro-

30pOM

accurate

TOYHbIN, aKKYPaTHbIN

organizational skills

IMEET OpraHu3aTopckme
Cnoco6HoCTM

adaptable

yMeeT npucnocabnn-
BaThCS

persuasive

yMeert ybexnartb

analytical ability

aHanNTU4eCKMe cno-
CO6HOCTK

problem solving

YMEET pelaTb Npo6remsl

assertive HACTON4MBbIA public speaking XOpLUWI 0paTop
communication skills | kommyHrkabenbHocTb | results oriented LieNIeyCTPEMITEHHIN
- CNoco6HbIA KOHKYPUPO- ' _
competitive BaTh ypup safety conscious | OCTOPOXHbIiA
) iy OTBETCTBEHHbIA, 06513aTEMb-
creative TBOPYECKMIA self-accountable

HbI

customer oriented

OPVEHTIPOBAH Ha
KITMEHTA

self-managing

YMEET 0praH130BbIBaTh CBOE
Bpems

YMeeT nogmevaTb

YMEET 0Ka3blBaTb NOA-

detail minded supportive
feTan LEPXKKY
ethical 3TUYHBIN takes initiative VHWLMATUBHBINA
. y - MEET PYKOBOAWTH KOMek-
flexible TUBKMiA team building YMEET PYKOBOAWTL KONNe
TIBOM
follow instructions | MCNONHNATENBHBIIA team player g':em paGoTaTh B KornekTu-
high energy 3HEPrNYHbIV tenacious yMOpHbIN
industrious TPYAOMOBMBIV willing to travel rT08 E3MTL B KOMaHAW-

pOBKY
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Tests and Assignments — TecTbl u 3agaHunA
1. Hanumure CYLIECCTBUTECJIBHBIC OT CICAYIOIIUX ITPUIaraTCJIbHbIX:

accountable

accurate

adaptable

assertive

competitive

creative

ethical

flexible

industrious

persuasive

supportive

tenacious

I1. BctaBbTe B IIpeoXXeHne MPaBUIBHOE CIIOBO U3 BBIIEICHHBIX Kyp-
cuBoM. [lepeBenuTe MpeUTOXKEHNSI Ha PYCCKUIA SI3BIK.
personal  personnel recommendation referrals

1.

2.

Itold him I wanted to speak to him on a matter, affecting
only him and me.
After assessing the performance of various staff members

I told the Managing Director I had to speak to him on a

matter.

The company is interested only in how employees perform at their
job problems never find their way into our files.
On the strength of the from the most important client,
we asked the Head of Sales to establish contacts with the company.
Our sales rep in Newcastle has passed on several , which
we will be following up.

We thought it was a promising but when we called there
appeared to ne no interest.

II1. TIpuBenuTe B COOTBETCTBME BHIPAXXEHMS U UX MEPEBO/.

1. to become subordinate to a. [OCTUraTh Lienen

2. to reach one’s objectives b. npno6peTtatb NepBOCTENEHHOE 3HAYEHIE

3. to emphasize something C. HE OTNNYaTbCS NOCHEAOBATENBHOCTBIO B NOBEEHNN
4. to be inconsistent in one’s behavior | d. 3aBMceTb 0T KOro-NKGo NpK NONYYEHUM YEro-Nneo
9. to be lacking €. He XBaTaTb
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OKoHYaHue Tabnuiibl

6. to be of paramount importance f. nog4epkuBaTh YT0-NM60

7. to be primarily concerned with g. NOAYMHSTLCS

8. o dependent on someone for h. 6bITb 03a604€HHLIM NPEXAE BCErD
something : pexa

1V. IlepeBenurte nuanor, oopaniasi BHUMaHNe Ha BbIAEJI€HHbIE UIUOMBI.
3aMeHHUTe NX SKBUBAJICHTAMM 1 COCTaBBTE C HUMU CBOM TIPEIJIOXKEHMS.

Gary: In your opinion, which of these applicants should we interview?
They all seem to fit the job description quite well to me. It’s quite a difficult
task to narrow the list down to just one person.

Doris: 1 agree. So, let’s start by taking up references for these eight
people.

Gary: Good. Why did you pick these eight out of fifty who applied?

Doris: Well, these eight seem to be people who realize the importance
of working as a team. They’ve all shown that they are capable of mastering
new skills. And they’re all clearly comfortable with taking on responsibility.

Gary: Did you automatically eliminate the two who’d previously taken
industrial action?

Doris: One of them — I’ve also heard rumors about his involvement in
a professional misconduct case. I don’t think he was wrongfully dismissed.

Gary: And the latter was certainly relieved of his duties at Penny Star
under mysterious circumstances.

Doris: Oh, that’s surprising, I’ll check it. So could we pencil in a meeting
for considering the references? And then I’d better lave you and clear my
desk before going home.

Gary: Yes, sure. How about meeting on Monday at 10.30?

V. Haligute cOOTBETCTBHE MEXIY BbIICJIEHHBIMY UIMOMAaMHM U3 TIpe-
Ipayiiero quanora (ynpaxsaenue V) u ux pacum@poBKoii.
unfairly sacked
to make a provisional date for a meeting
to become skilled at doing new things
to require statements from referees
to have the skills required for a job
behavior unacceptable for someone in a particular job
to deal with all the papers on one’s desk
to chose someone from many applicants

PNANDR D=

VI. IlepeBeauTte MMCbMO Ha PYCCKUIA SA3BIK.

To Whom It May Concern:

I am pleased to recommend John Pohl as a design consultant for your
firm. John totally renovated two of our plants in the past five years. He is
now hard at work on the third plant.
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We employed John because of his reputation for retaining the architectural
integrity of old well-designed buildings. He deserves the reputation he hasearned.
Our plant has been featured in several architectural magazines. The buildings
are not only beautiful; they are also functional.

John remains involved in a project from start to finish. He oversees the
construction and keeps management involved of its progress. He is proud
of his work and likes to drive by ‘just to see how things are coming along.’
In my opinion, he is the best in the field.

Give me a call if would like further information, and do feel free to
come by and see his work for yourself.

Sincerely yours,
Ellen Holmes
Vice President, Buildings and Sites

12 Kenilworth Road, Albany, NY 12089-3582
(518) 795-8723

VII. I1epeBenute peKoOMeHAATEIbHOE IMMCHMO 1 HAa €70 OCHOBE HAITUIIIUTE
cBoe, bosiee KopoTtkoe, st Ms. Penelope Louden, koTopyro codupatoTcs me-
PEBECTU Ha IOJDKHOCTh 3aMEeCTUTEJIS IJIaBHOT o penakTopa (deputy chiefeditor).

Over the last 10 years at the BBC World Service, Derek Gray’s track
record as a producer, senior producer and duty editor has been exemplary.
His journalistic experience includes skills both as a live and studio producer.
It incorporates editing, presenting, reporting, news writing, features
making, radio production, interviewing, and writing for the web.

Derek Gray is a passionate duty editor with rich experience in output
editing, leading teams and managing performance. Well aware of the
editorial priorities of the above service, je is confident in judging others’
ideas, as well as generating his own original ones.

He also coordinates the work of reporters, foreign correspondents and
producers, takes part in planning and production of special events, e.g.
joining the EU and the US elections. Derek regularly writes a weekly
editorial review and assists the section head in the selection and
identification of the development needs of staff.

Derek Gray’s creative and innovative spirit has demonstrated itself in
a complete transformation of our office space Furthermore, he was invited
to join a selected panel of high profile journalists set up to generate new
ideas for the role of BBC regional analysts.

Presenting live programs and reporting from major international events
have been the real test of his resilience. He keeps focused to the task at hand
no matter what the circumstances are.
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Derek Gray has worked with people from different backgrounds and
cultures. His ability to adapt and vary and his approach to the requirements
of specific situations have made many encounters, business or political,
a success. To illustrate this, he suggested to a foreign home secretary s visit
to the night-time Soho and struck a conversation with drug dealers on his
behalf. The guest was happy, with a first-hand experience of illegal
experience in London.

I recommend Mr. Gray without reservations for the position of....

14.4. RESUME (AM. E.) = CURRICULUM VITAE = CV (BR.E.) — PE3IOME

Tak Ha3bIBaeTCs MUHIMBUAYAIM3UPOBaHHAsS ITMCbMEHHAS CBOJKA Ba-
LIMX JIMYHBIX, 00pa30BaTeIbHBIX U IPODEeCCUOHAIbHBIX KBATU(UKALIMIA.
PestoMe — BaxkHEHIIMIA 171 TPYAOYCTPOICTBA TOKYMEHT, KOTOPBII OTCHI-
JIalOT MOTEHIIMAJIbHOMY pab0OTOIATE IO B OTBET Ha KOHKPETHOE OObsIBIIC-
Hue o0 BakaHCUM. Ero 00beM He IOoJKeH MpeBhIIaTh IBYX CTPaHMII, B OT-
POMHOM OOJIBIIMHCTBE CJIydyaeB BCIO MH(MOPMALIMIO MOXHO Pa3MECTUTh
Ha oIHOU cTpaHule. Pe3toMe — 3TO He MPOCTO CIIMCOK (haKTUUECKUX
MaHHBIX, HalMMCaHHOEe (pa3zaMM, a HE MPEATOKEHUSIMHU (CaMO CI0BO
Resume wiu CV He nuiiercs). Dto yoenuTelbHas pekiaaMa, KoTopasi I1o-
MOTaeT «mpoaaTh» Bac Ha KOHKpeTHoe pabouee MecTo. Lleab OTChUIKU
pe3ioMe — MOJYYUTh NpUIJIallieHue Ha cobecenoBaHue (job interview).
JIOKyMEHT TOTOBST 3apaHee W IepruoandecK oOHOBIAIOT. OH MoKeH
MO3BOJIUTH BaM BEITTIIAETh MPO(heCCUOHABHO B JTI00YI0 MUHYTY, TaK KaK
BaKaHCHS MOXET MOSBUTHCI HEOXKUIAHHO.

Cyl11ecTByeT HECKOJIBKO TUIIOB PE3IOMe: XPOHOJIOTMIECKHE, (PYHKIIIO-
HaJIbHbIE Y CMEIIIAHHOTO TUTIA, XOTSI Pa3IMIusI MEXTY HUMU YCJIOBHBL Dop-
My JOKYMEHTa BbIOMpaeTe Bbl caMu, M OHa Ipr3BaHa MIOMOYb BaM BBIMSTUTE
CBOW CWJIbHBIE CTOPOHBI ¥ 3aMacKMpPOBaTh cyiadble. TpanuIIMOHHBINA XpOHO-
JIOTUYECKUIA CTUJIb HATMCAHUS pe3toMe (TIepeyrcieHre MeCT paboThI B XpO-
HOJIOTMIECKOM MOPSIIIKE ) TIOMXOMUT TSI TEX KAaHTIATOB, KTO YK MMEET OTIBIT
paboTBHI B OIIpeeICHHOM 001aCTH 1 IIPOAEMOHCTPUPOBAIIV CTAOMITBHBIM CITy -
>keOHbIN pocT. B hyHKIIMOHATEHOM pe3toMe Barim HaBBIKY M JOCTVDKEHUS
TPYIIITMPYIOTCS TI0 pasaeiaM, Harpumep «HaBbiku pykoBosieit paboTs»
i «OTBIT pabOTHl B MAPKETUHTE». DTOT TUIT IMOAXOINT 1S HAUMHAIOIIINX
TPETEHCHTOB U JIOIEH, KOTOPBIE YaCTO MEHSUTA MeCTa pabOThI MU UMEIOT
JUTUTETbHBIE TIEPEPBIBBI B TPYIOYCTPOICTBE.

Example of Mixed Resume — lMpumep pe3iome cmewwaHHOro Tuna
Ingrid M. Copeland
Route B, Box 120
Dodgeville, Wisconsin 60144
Phone: (708) 8191295 email: copeland@gmail.com
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* keyboard 65 wpm with accuracy
SKILLS AND « skilled in the production of legal documents and correspondence
CAPABILITIES « experienced in personal computer use (Word, Excel)

« ability to perform office duties using excellent written and oral
communication skills

Word Processing Operator
University of Wisconsin, Sept. 2008 — present
« transcribed letters, memos, reports, and other documents from
machine dictation using Word Me
« proofread documents marking grammar and content errors.
Student Assistant
EMPLOYMENT Southwest Wisconsin Technical College, Fennimore, WI 53809,
May 2006 — July 2008
« typed memos and input financial aid data on terminal to mainframe
« helped financial aid applicants understand and complete five-page
forms
« screened incoming telephone calls for supervisor and four
counselors

Southwest Wisconsin Technical College, Fennimore M| 53609
EDUCATION Major: Office assistant and word processing specialist,
BA degree, May 2006. GPA in major: 3.6 (4.0 = A).

Received the Fennimore Times reward from Southwest Wisconsin
AGTVITIES AND Technical College Foundation for academic excellence and contribution to
AWARDS .

campus life

Professor Colin Spenser

SW Wisconsin Technical College
REFERENCES Highway 12 East

Fennimore, WI 53809

(7821 9013548

Mr. John Wiley

College of Letters & Science

University of Wisconsin, Madison WI 53489
(482) 8013532

3aronosku (Headings)

Paznenbl pe3lome MOTYT MMETh pa3Hble Ha3BaHUS U pacmojiarathCs
B pa3IMyHOM Topsiake. Hanpumep, repsbiit monzaroyioBok “Objective”,
“Career Objective”, “Career Goal” — «Ilemb», «Ileab Kapbepsl», «Ilean
TPYAOYCTPOMCTBA» HE SIBJISIETCS 00s13aTeJIbHBIM M OOBIYHO BKJIIOYAETCS
B pe3loMe B TeX CJIyJasix, Korna Bel muieTe OTBET Ha KOHKPETHYIO BaKaH-
CUIO C TIepeuucIeHreM TpeboBaHuli K KaHauaaty. B obuieM ciydae ero
MOXHO c(pOpMyTUPOBATh TAKUM OOPA3OM:

(1) Position in sales or marketing with opportunity of advancement and
travel. — PaboTa B cdepe TOProBiIu Win MapKeTUHra ¢ epcrex-
TUBAaMM POCTA U PETYJIIPHBIMUA KOMaHIUPOBKaAMMU.

(2) Challenging positions in urban planning. — Beicokue n0KHOCTH
B cepe rpagocTpOUTEbCTRA.
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(3) Position with financial services organization installing accounting
software — J10/DKHOCTB, CBSI3aHHAsI C MPeJoCTaBIeHUeM (pUHaH-
COBBIX YCJIYT M MHCTALISLIMEN MPOrpaMMHOTO obecrieyeHus Asi
OyXraJaTepoB.

(4) To obtain a challenging position using my computer education and
experience. — [TonydyeHre pyKoBoIsIleil JOJKHOCTU, YYUTHIBAS
00pa3oBaHUE U OTBIT pabOTHI B c(pepe KOMITBIOTEPHBIX TEXHOJIO-
TUi.

Skills and Capabilities, Highlights and Qualifications —
HaBbiku 1 cnocobHocTu, MNepeyeHb KBanudukaummn

PabGoronarenu XOTAT TOYHO W TOCTOBEPHO 3HATh, YTO BhI ymeeTe ne-
JIaTh 1 yT0o Bam MoxHO mmopyunTh. KpoMe TeXHUYeCKIX HABBIKOB MX UH -
TepecyloT Bamm KOMMyHMKATUBHBIE M aflMUHUCTPAaTUBHBIE HABBIKU
M CIOCOOHOCTH, a TaKKe 3HaHWE MHOCTPAaHHBIX SI3bIKOB. Bbl HalimeTe
CIMCOK JIMYHBIX KAYECTB U CIIOCOOHOCTEN, 0CO00 LIEHMMBIX paboTomaTe-
nsamu, B pasaene «Letter of Recommendation — PekomeHmaTenbpHOe
IMCHEMO».

Hwxe npuBeneHa Tabnuiia ¢ nepeyHeM r1arojioB, Tpy MOMOIIU KOTO-
PBIX MOXHO JOCTATOYHO IIOJIHO ONMCATh HAaBBIKM PAaOOTHI B CaMbIX pa3-
JIMYHBIX 00JIACTSX. YIIOTPEOJISIIOT TAKKE CYILIECTBUTEIbHbIE — ITPOU3BO/I-
HBIE OT JaHHBIX TJIar0JIOB CO CIIeAyIOIINMU dpa3amMu: competent in, skilled
in, proficient with, ability to, experienced in.

Management skills — Ha-
BbIKH YNpaBneHus

Communication skills — Ha-
BbIKH KOMMYHUKALNK

Research skills — Haebiku
MCCNeAoBaTeNbeKoii paboTbl

administer — apgMUHUCTPUpO-
BaTb

arbitrate — cyantb

clarify — BbISICHSITb

coordinate — KOOpANHMPOBATL

arrange  — yCTpauBaTb

collect — cobupaTb

develop — pa3pa6aTbiBaTh

convince — yBexaaTh

diagnose — AuarHocTpoBaTh

improve — ynyuiaTb

formulate — thopmynpoBaTh

examine — 3K3aMeH0BaTh

increase — MoBbILWaTb

interpret — uHTEpMPETUPO-
BaTb

identify — npeHTMtnuMpoBaTh

0organize — OpraH130BbIBaTh

negotiate — BECTW NEPeroso-
pbl

inspect — npoBepsTh

plan — nnaHupoBaTb

persuade — y6exnatb

investigate — paccnefosatb

prioritize — paccTaBnsTb
NpUopUTETHI

recruit — HabupaTtb kagpb!

summarize — 0606LWaTb

strengthen — ycunueatb

translate — NepPeBOANTL NNCb-
MEHHO

survey — 0603peBaTh

supervise — pykoBOAWUTb

write — nucatb

systematize — cuctemaTnau-
poBatb

Technical skills — Texuuue-
CKMe HaBbIKM

Teaching skills — Neparoru-
YecKue HaBbIKH

Financial skills — HaBbiku
pab6oTbl ¢ hHaHCaMK
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OKoHYaHne Tabnuibl

build — cTpouts

adapt — apanTupoBaTh

allocate — BbIgeNsTHL cpeg-
CcTBa

calculate — BbluncnsTh

advise — KOHCYNbTPOBATL

analyze — aHanu3npoBaTb

design — KOHCTpyVpoBaTH

coach — HacTaBnATh

appraise — OLEH1BaTb NMy-
LecTBO

expedite — conpoBoxpath
TPaHCNOPTHbIE NEPeBo3KM

coordinate — KoopaUHMPOBaTL

audit — npoBoauTL ayauT

maintain — nogaepxusaTth
B paboyem COCTOAHMM

evaluate — oueHnBaTh

balance — nopBoouTh 6anaHc

operate — pa6oTaTb C Malw-
HaMm, MeXaH3Mamm

explain — 06bsACHATh

budget — cocTaBnaTL GlOAKET

program — nporpaMM1poBaTh

facilitate — o6neryatb

forecast — nporHo31poBaTh

repair — PeMOHTVPOBATb

instruct — WHCTPYKTMPOBATH

plan — nraH1poBaTh

solve — peLwaTb

set goals — cTaBuTL Lenm

project — npoexTMpoBaTh

upgrade — yCoBEpLUEHCTBO-
BaTh

train — TpeH1poBaTh

compute — BbIYNCNATL

Creative skills — Teopue-
CKMe cnocoGHocTH

Helping skills — HaBbixu
0Ka3aHua nomown (rymauu-
TapHbie)

Clerical or detail skills —
Haebiku cexperapckoii pa-
60TbI

act — urpaTb Ha cLeHe

assess — aTTecToBaTh

approve — yTBEPXAaTh Y py-
KOBOACTBA

conceptualize — cTponTh
KOHUEnumn

assist — accmcTuposaTth

catalogue — COCTaBNATh
Karanoru

create — co3faBaTb

counsel — KOHCYNbTNPOBaTh

classify — knaccugmumpoBath

customize — npucnocabnu-
BaTb K HY>OaM KIMEHTOB

diagnose — AMarHocTMpoBaTb

compile — KoMNMANPOBaTL

found — ycTaHaBnuBaTh

expedite — conpoBoxpaTh

monitor — perynspHo oTcrne-
XNBATb

initiate — MHULManN3npoBaTb

familiarize — pacnpocTpaHsiTb
VH(hopMaLmio

process — 0bpabaTbiBaTh

introduce — BBOAUTDL

guide — cnyxuTb rnaom/
HanpaensTb

record — BECTW 3anu1cu

invent — 1306peTaTtb

motivate — MOTWBMPOBATL

Screen — npoM3BOAUTL 0T6OP

originate — paBaTb/ 6path
Hayano

refer — ccbinathes

specify — yTO4HsTb, KOHKPETU-
31p0BaTh

revitalize — oXwvBnsTh

represent — npeacTaBngaTb

tabulate — Ta6enpoBartb

More verbs for accomplishments — [lononHutenbHblie rnaronbl AnA
onucaHuA AOCTUXEHUN

Achieve — nocTuraThb

Expand — paciuupsrtb
Improve — ynyuiarth
Pioneer — OBITH ITepPBONPOXOILIEM
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Reduce — cHuxath

Resolve — paspemarh (KOH(MIMKTHI)
Restore — BoccTaHaBIMBaThH
Spearhead — nuaupoBaTh
Transform — nmpeoOpa3OBLIBATE.

Awards, Honors, Activities. Strengths — Harpagbl, 3Haku otnunums,
Apyrue BuUAbl AeATENIbHOCTHU, AOCTUKEHUA

Ecnm Ber uMmeeTe Tpu m OobliIe HArpaa WA 3HAKOB OTJIMYUSI, TO UX
11eJ1IeCO00pa3HO MEPEUNCINTD B OTAEIHLHOM paszesie. B mpoTuBHOM citydae
X BKJIIOYAloOT B pazaen Activities. HekoTtopbie BUAbI OTIMYUI HE COBCEM
MOHSITHBI IJIs1 3apyOekKHbIX padoToaaTeseil. [ToaTomy ux ciaenyert pac-
mmdposbiBath. Hanmpumep, Bmecto «Recipient of Star award — Harpax-
IIeH 3Be31or0» mucaTh: «Recipient of Star award given by our university to
outstanding graduates — OTMEYeH «3Be31010», KOTOPBIM Halll yHUBEPCUTET
HarpaxaaeT BbIIAIOIIKMXCS BBITYCKHUKOB». He 3a0bIBaiiTe BKIIIOYUTD B pe-
310Me MH(MOPMAIIUIO O CTAKMPOBKaAX, MyOIUKALIUSX, TIPEMUSIX, TpaMOTax
U IPYTUX BUAAX IMOOILIPEHUI, YTO TOBOPUT O Barmx BeIcOKUX mpodec-
CHOHAJIBHBIX JOCTYKEHHUSIX, OPraHU3aTOPCKMX (JIMACPCKMX) CIIOCOOHOC-
TSIX U KOMMYHHKa0eabHOCTU. B paznesne Activities MCIIOJNB3YIOTCS Te Ke
IJIaroJibl, 4TO 1 B pasnesie Employment.

Typical phrases — Tunuunbie ghpa3zvl

Honored for calculating shipping charges for overseas deliveries and
recommending most economical rates — MMero moomipeHne 3a pacyeT
TPAHCIOPTHBIX TApUMOB IS 3apyOesKHBIX TOCTABOK U PEKOMEHIAIUHY TI0
WX ONTUMU3ALUU.

Praised by top management for enthusiastic teamwork and achieve-
ment — BbUT 0OTMEYEH PYKOBOACTBOM 3a JIMYHBIE SHTY3Ma3M U BKJIAJ B 10-
CTUKEHUS KOJIJIEKTHBA.

Secured national recognition from National Arbor Foundation — 3a-
CIIy>XKWJ1 oOllleHallMOHAIbHOE TTpU3HaHUe OT UMeHU HalmoHaabHOTO
donga «Apoop».

Experience, Work Experience, Employment History, Professional
History and Achievements — OnbiT paboTbl, UcTOpuA
TpyaoycTpoicTBa, McTopua npocdeccuoHanbHOro pocta

u [ocTmxeHua

Bbl nepeuncisiere cBou MecTa padoThl B 00paTHOM mHopsiake (0T Mo-
cliegHeTo K repBomy). HormyckaeTcst n30uparteabHOCTD (T.e. Bel Ha3bIBa-
€Te He Bce MecTa paboThl, €CIM UX ObUIO MHOTO). BynbTe TOTOBBI 00BSIC-
HUTD IJIMTEJIBHBIE [IEPEPBIBBI B TPYIOYCTPOMCTBE. [ KaxXnoi No3uLuu
yKa3bIBaeTCs:

* HazBaHue GupMBbI, TOpos (1ITaT);
* TIepuof paboTHI;
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* JIOJKHOCTD;

* OCHOBHbIE 00S13aHHOCTHU, JOCTHKEHUS U TTPOJIBUXKEHUS 1O CIIyXOe€.
DT0 — 0C0OEHHO BaxKHBIIt MOMEHT. Ero onuchiBaloT 04eHb KOHKPETHO,
B TpOILIE/IIeM BpeEMEHU, UHOTA BbIAEJIsIsl KJIIOUEBbIE TJ1arojibl, Ha-
MpUMep:

Responsible for general running of the office of a small private firm;
duties included typing, filing, billing, answering phones, scheduling
appointments, etc. — Ocywecmaensa o0liiee pyKOBOACTBO 0(DMCOM YacT-
HOTO MpeAnpUsITUS (MaJiblii OM3HEC); B MOU O0SI3aHHOCTH BXOAVIIA KOM-
MIbIOTEPHBII HAOOp, PETUCTPALIM Y BBIIMCKA CYETOB, OTBETHI Ha TeJle-
(boHHBIE 3BOHKM, OpraHU3aIIMs AJIOBBIX BCTPEY U T.1I.

Monitored weaknesses in internship and researched two alternative
programs — Bbisg6451 HeQOCTaTKM B paboTe MHTEPHATYPHL U pa3paboTa
JIBE aJIbTepHATUBHbBIE TIPOIPAMMBI.

Reduced delivery delays by an average of three days per order — Cokpa-
mu 3aepKKU B IIOCTaBKaxX B CPeTHEM Ha TPU JHS IO KaXIOMYy 3aKa3y.

Streamlined filing systems, thus reducing 200-item backlog to 0 — Yco-
8epuUIeHCMB064/1 CUCTEMY IIPOXOXICHMS TOKYMEHTOB, YTO ITO3BOJIMIIO CO-
KPaTUTh KOJIMYECTBO HeoOpaboTaHHBIX ¢aitinos ¢ 200 mo 0.

Organized holiday awards program for 120 attendees and 15 awardees —
Opeanuzoean cUCTeMy MOOLIPEHUI MyTeBKaMU, BbIIEIUB 15 JaypeaToB
cpenu 120 y9acTHUKOB.

Created a 12-point checklist for use when requesting temporary
workers — Pa3paboman Tabauiy U3 12 MyHKTOB B LIeJSIX MOHUTOPUHIa
paboThI BpEMEHHBIX COTPYIHUKOB.

Performed risk evaluation and credit risk scoring for corporate clients. —
Boinoansn ollgHKY pUCKOB M KPEAUTHBIN CKOPUHT [UIST KIIMEHTOB KOPIIO-
pPaTUBHOTO OM3HEcA.

Gathered and analyzed a broad range of data on economy, selected
industries and companies within the industry. — Cobupan u anasuzuposan
GOJIBIIION MACCUB JAHHBIX IO OTAEIBHBIM OTPACISIM MTPOMBIIIJICHHOCTH
U1 KOHKPETHBIM IIPEAIIPUSITUSIM.

Analyzed financial positions of companies applying for loans. — Anaau-
3upoean (pUHAHCOBOE TTOIOXKEHNE KOMIIAHWM, MOJAIONINX 3asIBKU Ha Kpe-
JUTOBaHUE.

Specified and tested econometric forecasting methods for providing
accurate forecasts of industries development. — Pazpabambiéan u mecmu-
p08aA SKOHOMETPUYECKIE MOJIEIIN IJII IPOTHO3MPOBAHUST Pa3BUTHS OT-
JIETbHBIX TIPEATPUSITHIA.

Organized marketing research/ advertising campaign. — Iposodus Map-
KETUHTOBOE MCCIIeNoBaHNe/ peKJIaMHYIO KaMITaHUIO.

Took part in developing the company’s strategy. — Yuacmeosan B pas-
paboTKe CTpaTeruy pa3BUTHS IIPSAIIPUSTHSL.
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Developed the marketing plan for a new direction of business. — Pa3spa-
060man MapKETUHIOBBIN IUIAH [JI1 HOBOTO HAIIPaBJICHUS AESATEIbHOCTU
MIPeIIPUSITHUSA.

Designed the strategy of logistics. — Paspa6oman crpaTeruio nH®Op-
MaIlMOHHOM JIOTUCTUKH.

Education, Academic Preparation, Professional Training —
O6pasoBaHue, akageMuyeckana NoaroToBka, npogeccuoHanbHoe
obyuyeHune

Brl MoxxeTe MeHSATH MecTaMu pa3neiibl «OopaszoBaHue» u «OTBIT pa-
0OOTBI» B 3aBUCHMMOCTH OT MPECTIKA YIeOHOTO 3aBeICHUsI WJIM MecTa pa-
0OThI COOTBETCTBEHHO (JTyylliee yKa3bIBaeTcs MepBbIM). B pesioMe He
MPUHSTO MUCATh «HETIOJIHOE BhIcIiee 00pa3zoBaHue». Hike nmpuBeaeHbl
MpUMephbI, KaK IMcaTh O CBOeM 00pa3oBaHUU, eciu Bbl mpoliiu Herno-
HBII Kypc oOydyeHus. Pazymeetcsi, Bbl ymoMuHaeTe Bce Kypchl M TOJTY-
yeHHble BaMu cBUIETEILCTBA, ECIM OHU UMEIOT OTHOLLIEHUE K TPOhUITIO
pa6otel. Huxke Bbl HalineTe yka3aHusl, Kak IPUHATO MUCATh O CBOEH yc-
MeBaeMOCTH 10 MPOMUIHPYIOLIUM MTpeIMeTaM B aMePUKAHCKHUX By3ax.

Typical phrases — TunuyHble hpasbl

(1) College of DuPage, Glen Ellyn, Illinois — Koanemx DuPage,
Imenn DOmuc, Unnunoiic. Bachelor of Arts degree in business
administration, June 2010 — cTenens 6aKanaBpa B 001aCTH yIIpaB-
JieHus npearnpusitieM, uioHb 2010 .

GPA in major 3.6/4.0. — OLeHKu 110 TPOGWIMPYIOLIAM IIpeaMe-
TaM ot 3,6 10 4,0.

(2) California State University, San Jose. M.S. degree, 2011. — Tocynu-
BepcuteT Kammdopumm, Can Xoce, cTeneHb MarucTpa B 001acT
TOYHBIX HaykK, 2011 1.

Major: Business Administration — Cnennanu3zamus: YnpasieHue
MPEATIPUSITUEM.

Specialization: Accounting Theory and Practice. GPA: 3.4 (A=4.0) —
Cnenuanusanus: TeOpUs U IpaKTUKa OyXraJTepcKoro yderta,
cpenHuii 6amn 3,4 (Bbiciuii 6asu1 paBeH 4.0)

Participated as member of Accounting Club for two years. — bwir
YjIeHOM KJ1y06a OyXraaTepoB B TeUeHUE JIBYX JIET.

(3) B.A.degree expected 6/12 — INonyyalo cTerneHb 6akanaBpa B MIOHE
2016t

(4) 80 units completed in 120-unit program. — I1pomren 80 kpenuToB
u3 120.
Bachelor degree: June 2011 — IMosryyun cteneHs 6akanaBpa B 2011 .
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Major: Travel and Tourism — CrieLinaay3alus: IyTeleCTBUS U Ty-
puU3M.

Courses included: — Kypc o0y4yeHMs1 BKJIFOYaa CJICAYIOLINUE IPeI-
METHI:

* The World of Travel — BBeneHue B TypUCTUUYECKUI OHU3HEC;

* Reservations and Ticketing — bpoHupoBaHue u nmpoaaxa OUJIeToB;
» World Geography — BcemupHasi reorpacdusi;

» Salesmanship — Teopust TOprosiu;

» Business Management — YmpaBieHue MPearpusiTUEM;

* Travel Industry Organization. — Opranuzauusi Typu3ma.

Skills — HaBbiku
Typical phrases — TunuyHbie hpasbl

Over 10 years in sales and sales management — Crax paOOTHI B TOP-
TOBJIC Ha PYKOBOISIIINX TOJDKHOCTSIX cBbIte 10 JeT.

Documented success developing both leads and long-term business
relationships — JIoOwIcS TpU3HaHHBIX YCIIEXOB KaK JINIEP, CITOCOOHBINA
YCTaHABJIMBATh JOJTOCPOYHEIE NEIOBbIE OTHOIIEHMS C KIIMEHTAaMM.
Experience developing ‘team’ environment, training, and motivating
sales staff — MiMe1o oImbIT co3maHus HauIexXallero MUKpoKJImMara,
00y4eHHUs 1 MOTHBAlIMY YICHOB KOJUIEKTHBA.

Fluency in German, near-fluency in Spanish — Pa3roBopHEbIii HeMeII-
KM, UCITAaHCKUI CO CJIOBapeM.

Ability to translate written documentation into English and provide
interpretation — YMelo nepeBOIUTh JOKYMEHTALIUIO Ha aHTJIMIACKUIA
SI3bIK B MUCbMEHHOI U YCTHOI (hopMme.

Ability to prepare, type, copy and distribute documents: draft business
letters and faxes, review correspondence for correctness — Ymero mom-
rOTaBJIMBaTh, HAOUPATh, KOIIMPOBATh U OTCHLIATH YEPHOBbIC BapHaH-
THI JCJIOBBIX ITCeM,/ (paKCOB, a TAKXKe IIPOBEPATH UX Ha TPAMOTHOCTb.
Ability to schedule meetings, make appointments, make local and
international travel arrangements — YMelo opraHM30BbIBaTb COOpaHMsI,
JIeJIOBBIE BCTPEUM, MECTHBIE U 3apyOeXHble KOMAaHINPOBKU JUISL CO-
TPYAHUKOB.

Ability to plan, manage, prioritize and complete assigned tasks — Ymero
IUIAHUPOBATh, OPTaHU30BbIBATh, PACCTABJISTD 10 IIPUOPUTETAM U 10-
BOIUTH IO KOHIIA ITIOPYYEeHUS] pyKOBOACTBA.

Personal Data, Personal, Miscelanneous — IlepcoHaibHble JaHHbIE,

JIMYHOE, pa3Hoe

B HacTosiee BpEMA PE3IOME HE IpeaycMaTpuBacT 00s13aTeJILHOTO

BKJIIOUEHUS TaKoil MH(POpMallUK JIUMIHOIO XapaKTepa, KakK JaTa poxie-
HUS, POCT, BeC, CEMEITHOEe MOJIOKEHUE, PEJIUTMO3HbIe YOSXKIEeHUs U TIp.
OnHako HEKOTOpbIE MPETEHACHTHI CUMTAIOT 11eJIeCOO0pa3HbIM COOOIIATh
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0 CBOMX X000 1 MHTepecax (CHOPT, KYJIbTypa) C LieJbl0 IIPUBJICUCHUS
BHUMaHMS TTOTEHIIMAIBHOTO paboToAaTelIsl, YTO MOXKET IMOCTYKUTh OT-
MPaBHOI TOUKOI NMpU cobece10BaHUU.

Typical phrases — TunuyHbie ¢pasbl

Friendly to people irrespective to their nationality and ages. — OnnHa-
KOBO POBHO U JIPYKeJII00OHO OTHOIIIYCh K JIFOISIM JII0OOro Bo3pacTta 1 Ha-
IIMOHATBHOCTH.

Effective communicator with clear, accurate speech. — SIcHO BEIpaxkaro
CBOM MbICJIU, 00J1a[1al0 FPAMOTHOI peyblo.

Ability to get on well with people and win their confidence; like playing
tennis and badmington. — YMelo 1aauTh ¢ JI0IbMU U 3aBOEBBIBATH UX
JIOBepue; JIIO0JII0 UTPaTh B TCHHUC U OaAMUHITOH.

Gourmet, ability to reveal myself as an interesting person. — I[ypmaH,
MOTY OBITh UHTEPECHBIM COOECETHUKOM.

Sympathetic and understanding personality of good health. — OT35I1B-
YHBBII YeJI0BEK, 00J1a1aI0IINi1 XOPOILIUM 3I0POBbEM.

References — OT3bIBbI

Kak orMeuanocs paHee, OOJIbIIIEe BCETO LIEHSITCS OT3BIBBI OT IIPEIToaa-
BateJieil (0co0eHHO MPOGUINPYIOIINX MPEIMETOB) U HEIMOCPEICTBEHHBIX
HayaJIbHUKOB Ha pabote. Hukorma He oTchuUIaiiTe peKOMEHIALUU OT APY-
3eif 1 3HAKOMBIX, HE CIIPOCHUB MpPeABapUTEIbHO UX pa3pelneHus. Tina-
TEJIbHO XpaHUTE OPUTUHAJIBI OT3BIBOB, TaK KaK MecTa pabOoThI, ampeca
1 TestebOHBI JII0ICH YacTO MEHSIIOTCS, a, KpoMe Toro, o Bac MoryT mpoc-
TO 320bITh. OOBIUHO paOOTOAATEIN IIPOCST IPEAOCTABUTh HE MEHEE TPEX
OT3BIBOB. [ToMHHUTE O TOM, YTO COIEPKAIITYIOCS B HMX MH(MOPMAIIHIO 005~
3aTeJIbHO OYIyT ITPOBEPSTh.

Ilepeuncienue i, KOTOpEIE MOTYT OXapaKTepu3oBaTh Bac kak pa-
0OTHHKA, 3aHUMAaEeT MHOTO MecTa. [1oaToMy maxe B TeX ciaydasix, Koraa
paboromatean TpeOYIOT MX YINOMMHAHUS, JOCTaTOYHO HAMMUCATh:
References: available/ furnished upon request («OT3bIBBI IPEIOCTABIISIOT -
¢s1 Mo Tpockde paboToartesi») U He 3a0bITh MPUHECTU UX KOTIMU Ha CO-
oecenoBanue (cM. Letter of Recommnedation).

Tests and Assignments — TecTbl u 3apgaHuA

1. Hanuiure cyiiecTBUTENIbHBIE OT IJ1aroj0B U3 TaOJMLbI, IIPUBEACH-
HOW BBILLIE.

I1. OTGepuTe U BHIMUIIIATE 3ar0JIOBKHU ISl CBOETO PE3IoMeE.

I11. I3 nepevynrclieHHbIX HUXKE TIpUIaraTe/ibHbIX BbIOEpUTE TPU, SIpUe
BCETO XapaKTepU3yIollue:

a) Bac camux;

0) Bamero pykoBoaurensi;
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B) CeKpeTaps;
T) OyxTanrepa;
II) IOpUCTa;

€) OXpaHHUKA.

analytical

aHaNUTNYHBIN

arrogant

BbICOKOMEpHbIN

aware of other’s position

BXO[VT B MONOXEHIE APYIUX Niofed

calm

CMNOKOWHbIN

competitive C PasBMTLIM YyBCTBOM COMEPHUYECTBA
confident YBEPEH B cee
cooperative CKITOHHbIV K COTPYOHNYECTBY
courteous BEXINBLIN

creative KpPEeaTuBHbIN

diplomatic QMNIOMaTUYHbIN

direct npsiMoit

disciplined AVMCUMNTIMHMPOBAHHBIIA
dogmatic [OrMaTYHbIi

dynamic NOMBVXKHbIN

efficient MpOAYKTVBHbIN
empathetic 0T3bIBYMBbIN

ethical 3TUYHbIA

experienced OMbITHbIA

fair CMpaBeNMBbIil

firm TBEp/bIi

flexible TUGKI

formal LIEPEMOHHBIN
goal-oriented LIeNeyCTPEMIEHHBI
honest YECTHBIV

hostile HENPUS3HEHHBI
humorous C pasBuTLIM YyBCTBOM HOMOpa
idealistic naeanuct

indirect YKNOHYMBbIN

logical IOrMYHbIN

naive HaNBHbIN

open-minded C LUIMPOKIM KPYro3opom
patient TEepnenviBbIi
perceptive BOCMPUMMHMBbIN
persistent HACTON4MBLIN

sensitive 4yBCTBUTENbHBIN
Serious CepbesHbil
stress-resistant CTPECCOYCTOMYBbIV
tactful TaKTN4HbIN
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IV. JlaiiTe mucbMeHHBIC OTBETHI Ha CJICAYIOLINE BOIIPOCHI.

—

w ok w

7.
8.
9.

10.
I1.
12.
13.
14.

. Why do you think your experience is relevant to the job?

What can you tell me of your stability, attendance record and safety
experience?

What kind of mental tasks would you like your job to involve?

Do you think this job will allow you to realize your potential?

Have you ever have to work unsocial hours? If so, why? If not, why
not?

Did there tend to be a high turnover of staff at your previous
workplace?

If you did overtime, was it paid or unpaid?

Have you ever been thrown a sickie? If so, why? If not, why not?
Have you ever taken or would you ever consider taking industrial
actions?

In your previous job, was it necessary to work as a team?

Would you like to have a heavy workload?

Do you recognize your limitations?

Do you know the importance of getting along with people?

What makes you want to work for our company?

V. Hanuiwure cBoe PE3IOME€ Ha OCHOBC ajJiropuT™Ma, NpuBCIACHHOTO

HIKE.

AJITOPUTM HAIIMCAHUA PE3IOME

MonHoe nmsa (Gamunnns NULIETCS NocneaHen)

Anpec

Homep TenedoHa

(Ecnwv Bbl npeTeHayeTe Ha KOHKDETHYIO paboTy, TO yKaxuTe cregyioliee:)
LES1Tb NOJTYHMEHUA OAHHOU AOJDKHOCTU (EMPLOYMENT OBJECTIVE):
| am seeking a responsible position in area of...

(Ecnu Bbl nuweTe obliee pestoMe 1 He npecneayeTe Lenb noayynTb KOHKPETHYI0
OOMKHOCTb, TO NULIKTE Tak:)

onbIT PABOTbI, HABbIKU U YMEHUSAA (SUMMARY OF SKILLS AND
QUALIFICATIONS): Extensive experience in ...

OBPA30BAHME (EDUCATION): (Mepe4ncnaiTe B XpOHONOrM4ECKOM Nopsiake)
Mo okOHYaHWIO y4eBHOro 3aBefeHNs Bbl MONYYIN

(4YTO: cTeneHb/ AMnNnoM,/ CBUAETENLCTBO),

(FOE: wkona/ UHCTUTYT),

(KOTOA: pnata OKOHYaHus).
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onbIT PABOTbl (WORK EXPERIENCE):

(MepeuncnanTte B nopsiake OT nocnefHero Mecra pabotsl kK nepsomy) (KEM Bbl
PABOTAJIN: nonxHOCTb)

(FTOE: mecTo paboThbl)

(4TO Bbl penann? KpaTtko U3noxuTe, 4emM Bbl 3aHNMANMCh Ha PaboTe 1 YTO Bbl yMe-
eTe genatb.)

(KOTOA Bbl aT0 menann? YkaxuTe gaTbl Hayana u okoH4aHus paboTbl.)

OCOBbIE HABbIKN/ KYPCbI (SPECIAL SKILLS/ TRAINING):

(Ocsamsanm JI1 Bbl KaKne-nmbo HoBble cneuuanbHOCTK, CKaXXeM, B cneunann3npo-
BaHHbIX LUKOMAX, HA BOEHHON cnyx6e nnu Ha cBoeM paboyem mecTe?)

(EcTb v y BaC BOAMTENLCKME MPABa MW Apyrue ceuaetensctea?) Eciv ects, yka-
xute, KAKUE, TAE Bbl nx nonysnnu, KOIOA, n CPOK nx neincteums.)

OCOBbIE 3ACJ1YTU (SPECIAL AWARDS):

(Monyyanu nu Bbl Kakne-nMbo rpamoTsl, Npemuun, GnarogapHocTn? Ykaxute, KAKUE,
IAE n KTO Bac Harpaxpgan?)

3HAHUE NHOCTPAHHbIX A3bIKOB (LANGUAGE SKILLS):

(Ha KAKMX a3blkax Bbl 4iTaeTe, nuiuiete, ropopute? YkaxuTe cTeneHb BnaaeHus
A3bIkOM. BHOCUTE 3Ty MHDOPMaLMIO TONLKO B TOM Clly4ae, eCAN JOCTATOYHO XOPOLLO
3HaeTe A3bIK.)

MO NPOCbBE PABOTOAATEJIA MOI'Y NPEOOCTABUTb PEKOMEHA-
LIUN (REFERENCES AVAILABLE UPON REQUEST) ([lo6aBbTe aTy Pppasy, HO He
yKa3blBaiTe KOHKPETHBIX IMEH.)

NPUMEYAHWE: CBepeHuns 0 BO3pacTe, None u CEMENHOM NOSOXEHUN HE SBASIOTCS
006513aTeNbHbIMU.

14.5. REQUESTS — MPOCbBbI

Bonbiiast yacTh AeI0BOM KOPPECTIOHACHIIMKA COCTOUT U3 00paIlleHUIA
¢ TIpochb0aMM Kak K (hM3MYeCKUM, TaK 1 Iopuandeckum auiam. [ToBomb
MOTYT OBITh TAKMMMU:

1. Obtaining information (such as prices or technical data) — ITosyue-

HUe nH(GOopMaIuy (HampyuMep, O lIeHaX WIX TEXHUYECKMX JaHHBIX).

2. Receiving printed matter (such as booklets, catalogs, price lists, and
reports) — IlomydgeHne eyaTHOM MTpOAYKINH (OYKJIEThI, KATAJIOTH,
MPECKYpaHThI, OTYETHI).

Receiving samples products — ITonyuyeHue o6pa3iioB MPOIYKIIUU.
Ordering merchandise — 3aka3 TOBapoB.

Engaging services (including repair or maintenance services) — 3a-
Ka3 yciayr (BKJII0Yasi pPEMOHT U TEXHUUYECKOE OOCTYKMBaHNUE).

6. Making reservations (at hotels, restaurants, theaters) — bpoHupo-

BaHUE MecCT (B TOCTUHUIIAX, peCcTOpaHax, TeaTpax).

7. Seeking specials favors (such as permissions, assistance, or advice) —

[Touck NbroT WM MHAMBUAYAILHOTO Moaxona (IIpy IOJy4YeHUN

paspelieHui, TOMOIIY, KOHCYJIBTAlLUN).

kW
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OOBIYHO JII0IU C TOTOBHOCTBIO OTKJIMKAIOTCS Ha MPOCHObI, HO He-
PEIKVMMU SIBJISIIOTCSI CUTYyaIlMM, KOT/Ia Ballla ITpoch0a CBsI3aHa ¢ orpene-
JIEHHBIMU HEyJ00CTBaMU WM JTUITHUMMU 3aTpaTaMUu BpEMEHU WJIU JICHET.
Hamnpumep, BbI mpocuTe y COTPYAHUKOB ITOMOIIM B COCTaBICHUU CJIOXK-
HOTO IOKyMEHTa, TeM CaMbIM, OTBJIEKasi UX OT CBOEI paboThl, MU yOeK-
JaeTe HavaJlbHUKA KYITUTh HOBOE TTPOTpaMMHOE oOecIieuyeHue, TTIOHM -
Masi, 9TO pacXOIbl BHIXOMST 3a paMKu O1omKeTa. ECTh HECKOIBKO MpaBuI
KOTOpbIE MO3BOJIST BaM TOOUTHCS MOJOXKUTEIbHON peakliMu Ha CBOIO
IIPOCHOY.

[TpenocrapsiiTe Kak MOXHO 00Jiee MOJHYI0 MH(MOPMAIIUIO, TPEIBU-
Jisl BO3paXKeHHUsl Balllero onmnoHeHTa. K mpuMepy, TOT MOXeT He 3HaTh
Bellleil, KOTOpPbIE BB CYMTAETE caMM coOol pazymeroTcs. Eciu Bol naete
KOHKPETHYIO B3BELIEHHYIO MUH(OOPMALIUIO U TPUBOAUTE CPOKU PELIEHUS
Mpo06IeMbl, TO YUTATETb, BO3MOXHO, OTpearupyeT Ha Ballly MPochOy
OBICTPO ¥ TIO3UTUBHO.

IIpsmo nepexoaute K CyTH aefa. Bala npocbba goakHa ObITH 000-
CHOBaHHOI, 0COOEHHO B CUTYyallMH1, KOT/Ia OHA CBsI3aHa C 3aTpaTaMU Bpe-
MEHU U (UJIK) JeHeT. YKaXUuTe SIBHYIO WU KOCBEHHYIO BBITOY, KOTOPYIO
CMOXeT TMOJIYYUTh PEIIMITUEeHT MUCbMa, BBITTOJTHUB Ballly mpockoy. [1pe-
JTYCMOTPUTE BCE, YTO MOXET OOJIETYNTH OTBET Ha Ballle MMCbMO (TTPUJIO-
JKUTE aHKETY WM OJIaHK 3aKa3a, TOMEThTE, Te CAeayeT MOCTaBUTh MO -
MUChH).

ToH nucbMa JOJKEH ObITh OUeHb BEXJIMBBIM, MHAUE Ballle oOpallleHue
3BYYMT KakK MPHKa3, ¥ Bailla Tpochkda ocTaHeTcs MpocTo 6e3 oTBeTa. Tem
He MeHee, OyIbTe TOYHBI U KOHKPETHBI. TpyaHO yOeauTh APYroro 4eyio-
BeKa MPUHSTH Ballly TOUKY 3peHHUs. ToJIbKO OUeHb COJMUIHbBIE (PaKThI
Y HECOKPYIITMMasI JIOTUKA MOTYT CKJIOHUTh OTITIOHEHTA Ha Ballly CTOPOHY.
DTO OTHOCUTCS KO BCEM 3TariaM BBITIOJIHEHUS TTPOCHOBI (TTPOXOXKIECHMS
3aKasa).

Example — Mpumep
Electronic Warehouse
679 Second Ave., St. Paul, Minnesota 55120

Dear Mr. Hardy:

Re: Your March 26 Letter About Your Purchase Order

We should receive by March 30 a second shipment of the speakers, VCBs,
headphones, and other electronic equipment you ordered February 14.

The first shipment of this order was delivered February 21 to 359 University Ave., St.
Paul, and Minnesota 55140. When no one at that address would accept the shipment,
it was returned to us. Now that | have your letter | see that the order had been sent to
the wrong address. When the order is undeliverable, we usually try to verify the shipping
address by phoning the customer. You can be sure that we will investigate shipping and
return procedures with our clerk immediately.

Your respect is important to us, Mr. Hardy. Over the years our customers’ respect
has made us successful, and we hope that the prompt delivery of this shipment will return
yours.

Sincerely
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TunuuHble ¢pasbl — Typical phrases

Requests — IIpocvbbt

I would be grateful if you could.../ I wonder if you could... — £ 6611 GBI
6maromapeH, eciau 061 Bel cMorm. ..

Do you think I could have...? — Kak Bbl gymaerte, Mory Ji 51 paccuyu-
THIBATh...?

Thank you in advance for your help in this matter. — 3apaHee Oaro-
nJapio Bac 3a moMolib B 3TOM BOIIpoce.

We would be interested to learn more about your products/ services.
Could you help us? — Ham 65110 661 MHTEPECHO MTOOOJIbIIE Y3HATh O Ba-
mux ToBapax,/ yciayrax. He moriu 661 Bl HaM moMoub?

Would you mind faxing us your latest catalog/ price-list? — He mormnu
051 BBl prciaTh HaM CBOM MOCJIEIHUI KaTalor/ mpeiicKypaHT?

Please quote your lowest/ keenest prices for ... — Coob1ure, mmoxa-
JIyiiCTa, CBOM JIYYILIME PACLEHKH Ha...
Please send us a quotation for... — Ilpummre HaM, TToXanyiicra,

Bamu paclieHKH Ha...

Please let us know what your terms of trade are. — Coo01nTe HaMm,
roxxajyiicta, 00 ycJIoBUsIX TOProBiu B Baiieit koMnaHum.

We would like to have your illustrated catalog/ brochure and the latest
price-list. — MsI XoTeau OBl UMeTh Balll MILTIOCTpMPOBaHHBIN KaTajior/
OpOLLIOPY U MOCEAHUE ITPEUCKYPAHTHI.

We would be pleased if you sent us particulars of... — Hawm 65110 GBI
MPUATHO ITOJIY4YUTh OT Bac nertanm...

Reference to the source of information — Ccblaka Ha UCMO4HUK UHPOPpMA-
yuu

We have seen your advertisement in The Business Review. — MEI Buze-
1 Baty pexiamy B «bBusHec pegoto».

We learned from ... that you are manufacturers of... — MsI y3HaIu OT
..., UTO BBl siBJISIeTECH MPOU3BOAUTENSIMU. ..

Inquiries — 3anpocot

Could you let us have a firm offer? — He moryiu 661 Bel 1ath HaM TBep-
Joe IpeaaoxXeHue?

Can you give us a quotation? — He Moru 661 Bbl cooO1IUTE HaM CBOU
pacieHKu?

What is your current price-list for...? — KakoBsl Balu 1ieHbI 110 Ipeii-
CKypaHTy Ha...?

Could you send us your terms of payment? — He Moriu 06 BBl BBI-
cJIaTh HAM YCJIOBUSI OILJIATHI?

Could you send us, by fax, your terms of delivery? — BrimummTe HaM 110
¢akcy ycJIoBUS TOCTaBKU.
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Could you send us your latest price list by email? — He moriu 661 Bl
MPUCIATh HaM CBO MTOCIETHMI TTPEeNCKypaHT ITO 3JIeKTPOHHOM rmouTe?

Is last year price list still valid? — Barmr mporutoroqauit mpeickKypaHT
Bce ellle B cuie?

Could you tell us anything about your policy on discounts with new
customers? — Coo01miuTe HaM 4TO-JI1M00 0 Bareit mpakTuke mpenocTaB-
JIEHUSI CKMJIOK HOBBIM KJIMEHTaM.

Could you tell me if you are able to offer trade and quantity discounts
on the price for large orders? — Coo0ImmTe HaM, cMoXeTe T Bel mpemo-
CTaBUTh TOPTOBbBIE WIU JPYTMe CKUIKUA Ha KPYITHBIEC 3aKa3bl?

Negotiating a price — OQbcycoenue yerut

In response to your request for a 20% trade discount, we regret that we
cannot offer more than 15%,/ However, we do give you a 5% quantity
discount on orders over $ 10,000. We are sure you will agree that these
terms are highly competitive. — B oTBeT Ha Bainy npocs0y o 20%-ii Top-
TOBOM CKUIKE MBI C COXaJleHreM coo0laeM, 4To He MoxeM Bam mpen-
JIOXUTB 60s1bIe 15%. OmHaKO Mbl MOXEM MPEAOCTABUTh 5%-HYI0 CKH/I-
Ky Ha 3aKa3bl Ha cymMmMy cBhIIe 10 TBIC. moimapoB. MBI yBepeHBI, 9TO BEI
COIJIACUTECH: HAIIIM YCJIOBUSI OUE€Hb BLITOIHEIE.

We are willing to consider substantial discount on orders over
$70,000. — MsI XOTeM GBI OOCYANTD YCJIOBUS CYIIECTBEHHBIX CKUIOK Ha
3aKa3bl CYMMOI cBbilie 10 ThICSY A0/TapOB.

I can keep the price at the same level if you can increase the size of your
order. — Sl Mor Obl OCTaBUTH LIEHY Ha MPeXXHEM YpOBHe, eciiv Bbl yBenu-
YUTE pa3Mep CBOETO 3aKasa.

Your prices are rather high compared with those quoted by other
suppliers. (They are, on average, 10% lower). However, given/ in view of
the high quality of your products, we are quite prepared to do business with
you if you re-examine your prices. — Bailliy 1ieHBI 1OBOJIBHO BBICOKHE I10
CPaBHEHMIO C LIEHAMU APYTUX MMOCTABIINKOB (ITOCIIEAHNE HUXKE B CPETHEM
Ha 10%). OmHako, y9uUTBIBasl BBICOKOE KauecTBO Bailreii mpoayKiuu, Mbl
TFOTOBBI COTPYAHMYATD, € BBl mepecMOTpUTe CBOM LIEHHI.

If you reduce your prices by 5%, we will place an order for some 60 PCs.
We trust that in view of the size of the order you will see your way of making
this concession. — Ecnu Bbl cHu3uTe cBOM LieHBI Ha 5%, TO MBI CMOIJIU
OBl pa3MeCTUTD 3aKa3 Ha 60 KOMITbIOTEPOB. MBI cunTaeM, 4To Bl cMorin
OBl HAWTY ITyTH TSI YCTYIIOK C YYETOM pa3Mepa 3aKasa.

Justifying the price — Onpasdanue yeHbl

We are only complying with standard practice. Our prices are very
competitive. — MBI Bcero JIMIITb MpUAEPKUBACMCST OOIIETIPUHSTOM MpaK-
TuKU. Halliy 1neHbl o4eHb KOHKYPEHTOCIIOCOOHbIE.
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We cannot improve the price. It is the bottom-line. — M»bI He MOXeM
CHU3UTb CBOU LigHbl. OHU IpeaeIbHO HU3KHE.

There is a heavy demand for our products this season. — Cy1ecTByeT
OOJIBIIION CITPOC HA HAIITy MPOAYKIIAIO B 9TOM CE30HE.

ERGO word processors meet the highest standards of quality and
durability. — TekcroBsIit pegakTop ERGO oTBeuaeT 1y4ymmm craHgapTam
Ka4yecTBa 1 JOJTOBEYHOCTH.

Our prices are without competition/ undoubtedly the cheapest. —
Hamu eHbl BHE KOHKYpeHLMH,/ 6€3yCIOBHO, CaMble HU3KUE.

The weak exchange rate makes it impossible for us to reduce our prices
any further. — Huskuii 0OMeHHBIN Kypc HE JaeT HaM BO3MOXHOCTHU CHU-
KaTh LIEHBI B TaJIbHEHIIIEM.

After discussing the terms of your offer, I regret to say our board has
decided to delay its decision. — ITocite oo6cykneHms yciaoBuit Bamrero 3a-
Ka3a, s BEIHYXICH COOOIINTh, YTO IIPABICHUE PEIINIIO OTJIOXUTh ITPUHS -
THE PEIICHMSI.

Tests and Assignments — TecTbl u 3apgaHuna
I. CooTHecuTe BBIpaKE€HUS CO CIIOBOM request C X IIEPEBOIOM.

1. to submit a written request a. npocbba 06 OTCTPOYKeE NnaTexa

2. to be in great request b. cornacHo 3anpocy

3. request for payment C. NOfaTh NPOChEY B MMCbMEHHOM BIAE
4. request for respite d. cornacHo Baleit yCTHOM Npock6e

5. as per your oral request e. B OTBET Ha BaLlly npockoy

6. as requested f. Nonb30BaTbCs GONbBLLMM CMPOCOM

7. on request g. Kak npocunn

8. in reply to your request h. TpeGoBaH1e o6 onnate

II. CooTHecute BbIPpaXXCHHUA U UX ITCPCBOI.

1. avoid problems a. 6bITb B HANWYMN

2. solve problems b. okasaTbcs nerkum

3. be available C. HanaguTb KOHTaKTbl C KEM-NGO

4. be in stock d. n36eratb npo6nem

5. come in contact to someone e. MPUHAMAaTh Kak camo co6oii pasyMetolLieecs

6. turn out to be easy f. BbITb Ha cknage

7. take advantage of something g. pelaTb Npoérembi

8. take something for granted h. nony4ath NPEMMYLLECTBO OT Yero-nnGo
Letter of Inquiry

I1I. ITepeBeauTe MUChbMO-3aIIPOC HA PYCCKUIA S3BIK.
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Dear Sirs/ Mesdames,

We would be most grateful if you send us at your convenience full
information about the range of the software products you are able to offer.
Our company is specializing at women’s clothing distributing. We are able
to place a large order with you. We would like you to send us your products’
quotations and terms of delivery as soon as possible. We are particularly
interested in any product you have which could lead to a streamlining of
our sales and receipts accounting and recording systems.

Looking forward to your reply.

IV. CooTHecuTe yactu Tabauipl. [lepeBenure mTamIibl NMcbmMa-3a-

Ipoca Ha PYCCKUI SA3BIK.

Letter of Inquiry

1. With regard to your ad in Financial Times of
May 13

. Please let us know what quantities

. Would you kindly quote your prices and
terms of payment

. We would like to represent your goods

. There is a large market here

. For over six years our company

. We would like to

o no

N oD

n.

. we would like to ask you to show us the

you are able to deliver within the nearest
two weeks.

in the NIS market.

for items Nos. 10, 15 and 27 mentioned
in your specification.

get in touch with your suppliers.

has imported from western countries.

samples of your products.
for your products.

V. CootHecute yactu Tadauipl. ChopMaTUpyiiTe MUCHMO U TIepeBe-

JIUTE €ro Ha PYCCKUM A3BIK.

OPD Manufacturing Company
752 Eighth Avenue

New York N.Y. 10055

Dear Sir/ Madam:

1. We intend to purchase a new office copier

a. and a copier would generally be used by
only three secretaries

2. We would like to consider a OPD copier and
wonder

b. and would like a machine that uses
regular paper

3. Our office is small,

c. if you have a model that would meet our
needs

4. We run approximately 3,000 copies a month

d. of your warranty and repair service

5. We rarely require to run off

e. we hope to hear from you soon

6. Please advise us

f. before the end of the fiscal year

7. Since our fiscal year ends March 31, 20

g. more than 25 copies at any one time

Sincerely yours,
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Jeremy Lederman
Office Manager

VI. Bel pykoBOauTEe KOJIJISKTUBOM ITpomaBIoB B Fenway’s Toy Store,
170 North Broadway, Richmond, Virginia 23261. Bbl HegaBHO TTpoYnTaIN
cratblo Marianne Stewart ‘Ten Steps to Success’ B XypHaie «High
Commission» 1 XOTeJI1 ObI ITIOIPOCUTD pa3pellIeHUs] aBTOpa UCII0JIb30BaTh
ee JTaHHbIe M Pa3MHOXWTh CTaThl0 BHYTPH CBOeil KoMmaHuu. M3moxuTe
CBOIO MMPOCKOY B IIMChMeE IIaBHOMY penakTopy Mr. Jeremy Evans, 705
Tenth Avenue, New York NY 10077.

14.6. REPLIES — OTBETbI

OTBeTHl Ha MMChMa SIBJISIIOTCS BaXKHOM PYTUHHOM Y4acThiO pabOTHI BO
MHOTHX opraHu3auusix. ITosroMy paborogaTesi BBICOKO LIEHSIT HABBIKI
1 YMEHUS IIPaBUWJIBHO OTBeYaTh Ha BXOISIILYIO0 KOPPECIIOHICHIIHIO.

Cyl1ecTByeT HECKOJIBKO TUIIOB OTBETOB, @ UMEHHO:

1) acknowledgements — npusHaHue, 0OOOpeHUE, OJIATOMAPHOCTE;

2) follow-ups — npoaokeHre KOHTAKTOB;

3) confirmations — IMOATBEPXKICHMSI,

4) remittances — HallOMUHAHMSI,

5) order acknowledgements — TmoaTBepKACHIE 3aKa3a;

6) stopgap letters — 0ObsICHEHME IPUYMH 3a€PKEK BCIKOIO POJa;

7) inquiry replies — OTBeThI Ha 3aIIPOCHI;

8) referrals — nepechblika MHGOPMALIMK APYTOMY alpecaTy;

9) refusals — oTKa3bl.

HexoTopble KOMITAaHWY TTOJB3YIOTCS CTIeIMATbHBIMU OJIaHKaMU TS
OTBETOB OIPEACICHHOTO TUITA, HAIIPUMeED, MOATBEPXKISHNS 3aKa3a. Booo-
11Ie IIPaBUJILHO COCTABJICHHBIN OTBET — 3TO BCETIa BO3MOXHOCTD IT0KA3aTh
CBOIO (hMPMY BJTY4IIIEM CBETE M CIIOCOOCTBOBATh ITPUBJICUECHIIO HOBBIX KJTU -
€HTOB, a, B KOHEYHOM UTOI'e, — ITOJTYYSHUIO TOITOTHUTEIbHOM TPUOBUIN.

OTBeTHI, KaK M ITPOCHOBI, JOJLKHBI OBITH KOHKPETHBIMHA U B TO K€ Bpe-
M McuyepnbiBalomuMu. OQHAKO OTBET He 00513aTeIbHO IOJIKEH OBITh
KpaTKUM, TaK KaK ero LieJib — IIPeA0CTaBUTh IIOMOILb U CIIOCOOCTBOBATh
JaJbHEUIIIMM KOHTaKTaM C MOTEHIIMAIbHBIM KiIeHToM. Ha muceMma ciie-
JIyeT OTBeYaTh 0€3 MPOMEIJICHHUSI, @ YaCTO — HaXKe TOIOJIHUTEIBHO CO00-
IIaTh O CBOMX YCUJIMSIX B 3TOM HaIIpaBJICHUH, HATIPUMED:

I received your letter this morning and wanted to be sure you would have
our current price list before the end of the week.... — f moayuun Baie
IMMCHEMO CETOIHS YTPOM U X04Y OBITh YBEPEHHBIM, YTO BHI mojryumTe Hali
JNEUCTBYIOIIMIA MPEMCKYPAHT 0 KOHIIA HEMIEN.

B 4em-TO BaM clieyeT Urpath Ha OMepeXeHre U Mpeiarath yeayru
B CMEXXHBIX 00J1aCTSIX, UYTO MOXKET MTO3BOJIUTH IMPEBPATUTH IMPOCTO J1000-
IBITHOT'O YeJIOBEKA B IIOCTOSIHHOTO KJIMEHTA.
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Example — Mpumep

Reply to a Complaint

Dear Mr. Burton,

I 'am truly sorry you have had cause to complain about the way Sygma is honoring
its contract with your company. There appears to have been a misunderstanding here.
Mr. Smith has not been calling personally as arranged because the system has been
performing satisfactorily.

He most certainly would have visited your office immediately if his help has been
required. | talked to Mr. Smith by phone and he promised to call personally next Monday
and then once a month, as contractually arranged.

Assuring you of our best attention at all times
Sincerely,

Henry Moore

Typical phrases — Tunu4Hbie ¢pasbl

Acknowledgement — [Ipusnanue, o0obperue, baazodapHocmo

IMuieTcst moce Mmoxy4YeHust BAMU TOBAapOB, IEHET I MHMOpMAaLIUH.
DTO — BCETO JIMIIB JTII00E3HOCTh, YKa3bIBaIOIIasl Ha TO, YTO MOChIJIKA Ha-
1uIa cBoero agpecata. Eciv ke BbI He 3aKa3bIBaJIA TTPUCIaHHBIC TIpeaMe-
TBI, TO Balll OTBET aBTOMAaTUYECKHU IpeBpallaeTcs B 01arogapcTBEHHOE
IMUCHMO.

Thank you for arranging for us to receive ... — birarogapio Bac 3a 10,
YTO BBl OPraHM30BAJIM JJIsI HAC TIOJIyYEHHUE...

Since the two months between now and Christmas seem destined to be
busy ones. I suspect you will be hearing again from us soon... — M3Bunure,
HO ITOC/IeqHME ABa Mecslia (HaunHasi ¢ PoxnecTBa) oka3alnch OYeHb Ha-
NpspKeHHbIMU. [lymMalo, Mbl BCKOpPE MPOAOJIKMM Hallly IIePerucKy.

Follow-up — IIpodoacenue konmakmos
[Mumercst mocjie codpaHyst WIK TIPUBATHOM Gecebl KakK MPOTOKOJ WIN
MOIBEICHUE UTOTOB JOCTUTHYTOTO COTJIAILICHMS.

We are pleased that you will be participating in... — Ham npusitHO 661710
y3HaTb 0 Balliem HamepeHUU B3Th YYacTUH B...

Further to our telephone conversation... — B nponojikeHue Halllero
TesiechOHHOTO pa3roBopa...

As we discussed in our telephone conversation... — Kak o06cyxmnanoch
110 TeneoHy...

As we have agreed... — Kak MbI ycTOBUJTUCH:...

Along with other members of the Committee, I am looking forward
to... — 4, KaKk u npyrve 4ieHbl KOMUTETA, C HETEPIIEHUEM OXMIAEM. ..

Confirmations — Iloomeepxcdenus
DTO YacTh pyTUHHOI pabOThI TOCTUHUIIL, TYPUCTUUECKUX (DUPM, HO HE
TOJIbKO. COTPYIHUKM YaCTHBIX KJIMHUK U OIOPO PEMOHTA TaKXKe MUIILYT
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MUCbMa-MOATBEPKACHMSI, YTO MO3BOJISIET UM HE TOJIbKO COKOHOMUTD Bpe-
Msl, HO ¥ 100aBUTh MH(POPMALIMIO, KOTOPask MOXET IIPENCTaBISITh MHTEPEC
JUTSL KITAEHTA, C BBITOJOM [T ceds.

This letter is to confirm you reservation for.../ This letter will confirm
you reservation. — DTUM MUCbMOM MbI TIOATBEPXAaeM OpOHb Ha...

Your room will be available after 2 p.m. on March 26. — Bbl cmoxeTe
3acesIsIThCs B CBOM HOMep 26 mapTa mocie 14.00.

You may want to take advantage of our free services. — Bo3amoxxHo, Ber
3aXOTUTE BOCIOJIb30BAThCS HAIIMMU O€CIUIATHBIMU YCIIyTaMU.

Remittance — Hanomunanus

Kommanum 9acTo mpocsT, 4ToOBI MX cueTa MM (parMeHTHl CYETOB
COTIPOBOXIAINCH COIPOBOAUTEILHBIMHA MAChMaMU-HAIIOMUHAHUSIMU,
T.€. CMETOM, IOSICHSTIONIEH, KaKe YCIIYTH BKITFOYEHBI B IIpHJIaracMblii 4ek.
Kaxk nmpaBmio, Tam HET ITOCTOPOHHE MHOOPMAIINH.

Dear Ladies/ Gentlemen:

The enclosed check for $879.50 is in payment of invoice no. 10372. Please credit
my account (No. 682-913-M).
Yours faithfully, ....

Order Acknowledgements — [loomeepicoenus 3akasa

B Hacrosiee BpemMsi MHOTHE (pUPMBI OTKA3aJIUCh OT MPAKTUKU IO/~
TBEPK/IECHUS 3aKa30B, B 0COOEHHOCTH, €CJU MOCIeAHUE ObLIU MPABUIBHO
odopmieHbl. BMecTo 3Toro oHu 6e3 npomejieHUs BhIChUTAIOT cueT-(hak-
TYPY WJIY TOTOBbIE OJIaHKU-TIOATBEPKIEHMSI.

CuuTaercs, 4TO CEeIMATbHOTO TTOATBEPKACHUS TPEOYIOT JIUIITH 3aKa-
3bl OT HOBBIX KJIMEHTOB WJIK 0CO00 KPYITHbIE 3aKa3bl. TeM caMbIM BbI BbI-
paxkaeTe CBOIO OyarogapHoCcTh U modyxaaere VIP-KiIMeHTOB K mpoaoJiKe-
HUIO JIEJIOBBIX KOHTAKTOB. MTHOT/IA 11e71eco00pa3HO BKIIOUUTH B MUCHMO
“HbOPMaLIMIO O TOBapax-KoMILIeMeHTaX. B mucbMax-moaTBepKaeHUsIX
3aKa3a 00s13aTeJIbHO UMEIOTCS CCBHIJIKY Ha:

1) naty;

2) HoMep 3aKa3a WM cueTa-daKTyphl;

3) maTy u CIoco0 OTCHLIKU;

4) coryacve Ha KOHKPETHBI METO/ OIJIaThl.

YacTo BcTpeyaroTcs ciiydar HelpaBUJILHOTO ODOPMIIEHUS 3aKa30B.
K npumepy, MoxeT ObITh yIyllleHa Kakasi-Iu0o BaxxHast UHGopMaLus.
Torna Bel TakTUUHO HANTOMUHAETe 00 3TOM KJIMEHTY, HATTPUMED:

Dear Ms. May:

Thank you for your order no. 67 of September 12 for 15 rolls of gray nylon webbing.
We are eager to deliver Order 192 to your store as soon as possible.
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But first let us know whether you would like the webbing in 1-, 11/3- or 21/2 inch
widths. If you note your preference on the bottom of this letter and mail it back to us
today, you will be able to have your order prepared at the beginning of next ween;

Sincerely,...

HHorga HecBoeBpeMeHHasI IT0CTaBKa IIPOMCXOIUT IO BUHE ITPOJABIIA.
B Takmx cirygasx ciaeayeT ObITh 0COOEHHO TAKTUYHBIM M OpUEHTUPOBaH-
HBIM Ha KianeHTa. Heob6xommMo yoeauTh ero B TOM, YTO Ballld TOBaphl
(YCIYTH) CTOST TOTO, YTOOBI MOMOXKAATH BHITTOJTHEHMS 3aKa3a, IMOJyINTh
€ro 4acTSIMU WJIY COTJIACUThCS Ha YaCTUYHYIO 3aMEHY 3aKa3a APYIrUMM
TOBapaMM.

We are pleased to have received your order of March 2. We would like
to welcome you as a new customer of...We are sure you will appreciate the
quality of our goods. I am sure you would like to receive your order without
further delay but... — MuI ObIM pagsl TTOTYYNUTh Bamr 3aka3 ot 2 mapra.
Mb1 xoTenu Obl IPUBETCTBOBAThH B BallieM jiniie HOBOTO KJIMEHTA.... MBI
YBEpEHEI B TOM, 9TO BBI ocTaHeTeCh JOBOJIBLHBI KA4€CTBOM HAIIIMX TOBA-
poB. A yBepeH, uTo Bbl X0Teau Obl IOJYyYUTh CBOI 3aKa3 0e3 mpomeie-
HUSI, HO....

Stopgap Letters — QbsscHeHUe npUYUH 3a0epICKU

DaKT NoJIydyeH s TTMChMa IMOATBEPKIACTCS B TEX CIIyJasiX, KOraa OTBET
Ha BXOISIIYIO0 KOPPECIIOHASHIINIO IT0 pa3HBIM IIPUYMHAM 3aIla3dbIBacT.
B npotrBHOM ciiydyae 3aKa3uuMK MOXET 3aroq03puTh GUPMy B UTHOPUPO-
BaHUM €T0 IMMChMa WM YIPEKHYTh CeKpeTapsl B HelpodecCuoHaIN3MeE.
Takue muchbMa NUIIYT Oe3 TUIITHUX AeTalleil U ITOSICHEHUI 1 OTIIPABJISIOT
06e3 poMeaIeHusI.

Your request to meet with Dr. Pauline Jasper to discuss her participating
in the World Symposium on ...arrived this morning. However, Ms. Jasper
is out of town and is not expected back before the 5. T will be sure to
inform her of the planned symposium as soon as she returns. — CeromHst
YTPOM MBI TTOJTyYr/IM Baiiie michbMo ¢ mpocb00il BCTPETUTHCS C JOKTOPOM
IMoaun dxacrmep u oOCyIuTh ee yyacTue Bo BcemupHoM cuMmnosnyme,
KOTOpBI cocToutes.... K coxanenuio, r-xu Jlxacmnep ceiiuac HeT B To-
pone, ¥ Mbl OXKMAAEM €€ TOJbKO ITocjie 5-ro uucia. S 00s13aTeabHo co00-
1y ei1 0 TNTAHUPYEMOM CUMITO3MYME, KaK TOJIbKO OHA BEPHETCSI.

Inquiry Replies — Omeemui Ha 3anpocbi

BBl MOJKHBI OTBEYaTh Ha BCE 3aIIpOCHI, JaXe Ha Te, Ha KOTOpPbhIE He-
BO3MOXHO JaTh UCUYEPIbIBAIOIINI OTBET. JII0OOo# 3ampoc o3HavyaeT, 4To
€ro aBTOP SIBJISIETCS BAIIMM MOTEHIIMATBHBIM KIMeHTOM. OCHOBOIi OTBET-
HOTO MUCbMa SIBJISIETCS] MPeA0CTaBIeHe HEOOXOMUMOIA, a, MO BO3MOX-
HOCTH, U OOIMOJHUTENbHOU nHpopMauuu. Eciu takas nHdopMaLus
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SIBJISIETCS KOHDUACHIIMAIBbHOM, TO TAKTUYHO coo01IuTe 00 3ToM. Llenbio
OTBETHOTO IMChMa B JAaHHOM CUTyalluu OyIeT He TOJIbKO BO30YINTh MH-
Tepec NOTeHLMAIbHOIO 3aKa34KMKa, HO U 3aC/IyXXUThb €ro yBaXXeHue 1 0~
OyIUTh K KOHKPETHBIM TEHCTBUSIM.

Requests for our book... have been overwhelming. As a result, we are
temporally out of copies. Nevertheless, a new consignment of...is presently
being prepared. — MBI TTOJTyIMIIN OYEHh MHOTO 3aKa30B Ha 3Ty KHUTY U B
pe3yJbTaTe BpeMEHHO He MMeeM HU OTHOTro 3K3eMIuisipa. CoobiaeM Bam
0 TOTOBUIIIEMCST HOBOM THpPaxe...

We have added your name to the mailing list to receive... — MbI BHeC/In
BaIiry (paMUINIO B CITUCOK PpacChUIKU. OXMIAeTCs, YTO MOIyINUTe KHUTY...

Unfortunately, our stock of ... has been depleted. — K coxanenuto,
Halll 3aI1ac ... UICYepIaH.

Due to the delay of shipments from...we are unable to deliver. — B pe-
3yJIbTaTe 3aeP>KKU ITOCTaBKM M3...MBI HE MOXeM IpuciaTh Bam 3aka3.

We have put your (number of goods) on back order and hope to have
them before the end of the month. — MsI BHeciu Balire uMst (KoJuuecTBo
TOBapa) B p€3epBHBIN CIIMCOK M HaIeeMCsI, YTO MOJYyIMM TOBap 10 KOHIIA
Mecslia.

Sadly, ... is no longer in stock, and I am returning your check for... —
K coxaneHuro, ... HeT Ha CKJIaje, U s Bo3Bpalaio Bamr yek Ha...

If you drop by .... any time between..., we would be happy to give you
a personal tour....at no obligations of course. — Ecnm BrI 3aiinere K Ham
B JI1000€ BpeMsI MEXTY..., TO MBI OyJeM paabl OpraHM30BaTh 1151 Bac mH-
TUBUIYaTbHBIN TYp, pasyMeeTcs, 0e3 00s13aTeIbecTB ¢ Barieit cTopoHBbI.

Referrals — Ilepecviaka ungopmayuu dpyeomy adpecamy

YacTo mesoBbIe JIIOOM TOJYYalOT MUCbMa, aapecoOBaHHbBIE IPYTUM
YITOJTHOMOYSHHBIM Ha TO JIUIaM. B Takux cirydasix (hakT morydeHusT Iich-
Ma MOATBEPXKAAIOT IMTMCbMEHHO U TIOSICHSIOT, KOMY €T0 CJIeIyeT repeciiaTh
IUTS TIOJTYIeHUS GoJiee TTpodeCcCHOHATBHOTO IeJICBOTO OTBETA.

DTO MOXET 3By4aTh Tak:

Your request forinformation regarding. .. can best be answered by the Board
of Community Services. lamtherefore referring yourletterto Mr. Gary McKenzie
at the Whitestone Community Board. He will, I am sure, be in touch with you
soon. — KoMuTeT KOMMYHaJIbHBIX YCJIYT CMOXET JIy4ilie OTBETUTh Ha Bai
nHdopMalmoHHbI 3anpoc. [ToaTomy s anpecyio Baie mucbMo Muctepy
I5pu MakKen3u n3 Komurera KOMMyHaJBHBIX YCIIYT YaUTCTOYH.

Refusals — Omka3sot

CM. taxke paznen “Delivering Pleasant and Unpleasant News”.

K coxaneHuto, 1e0BbIe JTIOAN HEPEIKO BIHYXKIEHBI ITHCATh OTKA3HI.
OHU 3TO0 JealoT TOHKO, HO TBEpIO, M30erasi caMoro cjioBa «HeT». Bain

143



KOPPECHOHAEHT 3aCJYyXMBAeT Pa3bsICHEHUSI MPUYMHBI O0TKa3a, 4TO
JTOJKHO OBITh OCHOBAHO Ha (haKTax, a He Ha SMOLUSIX U OOBUHEHMUSIX.
IMTucbma-oTKa3bl 3aKaHUYMBAIOT HA TO3UTUBHOI HOTE 1 TTO BO3MOXKHOCTHU
MpeJIaraloT aTbTEPHATUBBI I BO3MOXHOCTH NATbHENITNX KOHTAKTOB.
IToMHUTE, YTO OCHOBHBIMH XapaKTEPUCTUKAMU TAKUX MTUCEM SIBIISTIOTCS
KOHKPETHOCTbD, TTOJTHOTA U HE3AMEIJTUTEIIbHOCTh OTBETA:

Thank you for your recent request for... I am honored that you believe
my name could be of value for you. However, my professional policy is to
refrain from... I wish you all the best in your campaign. I am enclosing
a personal contribution of ... — biarogapio Bac 3a HegaBHIOI0 IIPOCKOY O...
51 MOJIBIIEH TEM, YTO MO€E MM MOXET IIPENCTABIISATh IJIs1 BAC HEKYIO LIEH -
HocTh. OnHAKO MOsI TpodecCuOoHaNbHAs 9TUKA BBIHYXX/IAET MEHSI OTKa-
3aTbcsl OT Baiero npenoxeHus. S Xenalo ycrexa Ballleil KaMIaHUW
Y BHOIILY JIMYHbBINI BKJIAJ B BUJE...

Tests and Assignments — TecTbl u 3agaHunA
Reply to Application

I. [TepeBenuTe MMCHMO HA PYCCKUIA SI3BIK.

Dear Mr. Robertson,

We acknowledge receipt of your application for the position which has
become available in our Marketing Department, and we have pleasure in
inviting you for an interview, at a date yet to be set. Interviews will, however,
be held during the last two weeks of June. If for any reason you are unable
to come to Kiev during this time, please let us know in good time and we
shall endeavor to organize our schedule to match yours.

II. 3anonHuTe MpoIlycKu mpemnoramu before, after, during, while,
meanwhile v TIarolaMu B CKOOKaXx B MPaBUIIBHOM (popMe.

1. (reply) in full to your letter, I would like to remind you
of one or two relevant facts.

2. Itwasonly (read) your letter that I became aware of the
true state of the company’s affairs.

3. the time it took you (reply) I was able to find answer to
all my questions.

4. 1 must confess that I read your letter only (receive) the
subsequent reminder.

5. (agree0 in principle to your proposals, I must raise one
objection.

6. (examine) your proposals, I will respond in full

please allow me a little time to study the situation.
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9.

10.

___ my time with the company, he
a surprising amount.

(leave), I would just like to thank you for your splendid
hospitality.
Here is the proposal. Please study it we (wait) in Maxim
Restaurant.

(study) the proposal, I believe my company is in the
position of being able to accept it.

(learn)

II1. CnoBo acknowledge nmeeT MHOTO 3HAYEHUI W, COOTBETCTBEHHO,
CHMHOHMMOB, a UMEHHO: accept, admit, allow, avow, certify, concede, confess,
grant, own, profess, recognize. 3aMeHUTE ero TOAXOAAINM cJioBoM. [lepe-
BEIUTE TIPEIJIOXKEHNS Ha PYCCKUIA SI3BIK.

A el e

Could your lawyer acknowledge the validity of the will?

I acknowledge total responsibility for the errors in the report.

We acknowledge receipt of your letter of January 18.

The company acknowledged our authority to act in this matter.
Chris acknowledged our presence at the meeting but still ignored us.
The board acknowledged him as the best person to represent the
company.

7. When finally charged with embezzlement, he acknowledged his guilt.

8.

They acknowledged their admiration for the company’s recovery.

Expressing posibility and certainty

IV. IloguepkHUTE MPABUIHHOE CJIOBO B KaxKIOM IPEIIOXKECHUH.

7.
8.

1. The manager proves/ appears to be preparing us for a bankruptcy.
2.
3. The data appear/ suggest people spend less time on paperwork

They seem/ tend to be working incorrectly. We will know later.

nowadays.

The new printer proved/ suggested to be more reliable than we
thought.

The evidence assumes/ appears more than one person was involved.
We hoped to launch the product this quarter but this seemed/ proved
impossible.

The information we have tends/ suggests to support the findings.
Their reply suggests/ seems to have a great deal of factual information.

V. Beibepure Hy:kKHOe c10BO (get it right) 1 TOMOJIHUTE UM TIpeIIOKe-

HUA.

1.

This is an estimes: I can give you the _actual figure later.
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current
actual
authemtic
present

aoc o

2. Mr. Douglas is the President, though that may change
after the election.
a. real
b. actual
c. definite
d. current

3. There are no replies to our inquiry at the time.
a. actual
b. now
c. present
d. real

4. The report showed events taking place at the moment.
definite

modern

real

actual

ao o

5. Though the outcome of the deal is well-known, the
events are not clear. enough.
a. authentic
b. actual
c. modern
d. current

6. They found among the documents several that had been
forged.
now
real
authentic
definite

aoc o

VI. Bol pabotaere B komnanuu Fulson Linen Company, P.O.Box 761,
Bloomfield, New Jersey 07002. Hammummte imceMo Ms. Alison Edwards,
491 Ross Avenue, Caldwell, New Jersey 07003 ¢ mosicHeHUSIMU, 4TO OT-
ChITIKA ee 3aKa3a (Habop ITOCTETLHOTO Obs ) 3aJepKUBAETCS M3-3a 3a-
0acTOBKM Ha MpeOIpusITUr. YOeIuTe ee He OTMEHSITh 3aKa3 U MOJ0XIATh
TpY IHS, TTOKa BEAYTCS TEPETOBOPHI MEXAY CTAYCYHBIM KOMUTETOM
U npaBjieHueM padpuKu.
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14.7. PROCEEDING OF AN ORDER — MNPOXOXXAEHME 3AKA3A

BonpmmHCTBO KOMIIaHWI MCTIOJIB3YIOT CIIeMAIbHBIC OJIAHKN 3aKa30B
B MIPOILIECCE TOPTOBJIM TOBapaMy Wix yciayramu. OqHaKo MHOTHE M3 HUX
MOJIB3YIOTCS TaKXKe COOCTBEHHBIMU OJlaHKaMU I1o1 Ha3BaHUeM Purchase
order = 3aKka3 Ha MOKYNKY WX OJJaHKaM{ MPoJaBiia oA Ha3BaHUEM
Order form = 6maHK 3aka3a. [1o cyTy, YJaCTHUKM 3aIIOTHSIOT aHKETHI,
OTBeuast Ha TUITMYHBIC BOIIPOCHI.

Tem He MeHee, HEPEIKM CUTyallluy, KOTaa 3aKa3 IpUHUMAaeET (Gpopmy
mucbMa. Takye nychbMa IpearnosaraloT nojy4eHye MoJHOM U TOYHOM UH-
¢dopMamum, Tak KaK HeIo3aII0JTHEHHEIC OJTAHKHM 3aKa30B IIPUBOIAT K He-
CBOEBPEMEHHBIM IIOCTaBKaM, a HeTOYHasI MH(OpMaIus BJIeYeT 3a cO00it
IMOCTaBKM HE TeX TOBAPOB, KOTOPHIE ObLIM 3aKa3aHHI.

Kaxxnplii 3aKa3 1oJkKeH BKIIIOYATh B Ce0s1 CIIEAYIONTYI0 MH(DOPMAIINIO;

1) mosHOe HaMMeHOBaHUE TOBapa;

2) HOMep ToBapa I10 KaTajory/ crieliu@uKaliu;

3) KoJIMYecTBO TOBapa (B IITyKax, SIIUKaX, YIIAKOBKaX U IIp.);

4) omnucaHue ToBapa (pa3mep, Bec, IIBET, MaTepuall, OTAEJIKa, OCOObIe

XapaKTEPUCTUKM);

5) lieHa 3a eIMHUILY TOBapa;

6) meiCTBYIOIIME CKUIKH;

7) HeiCTByIOLINE HAJIOTH;

8) obmas 1eHa;

9) ycnoBus omiaThl (HOMep 0aHKOBCKOTO cueTa, HaJTUYHBIMU TIPU

JIOCTaBKE, YEKOM);
10) cpoku mOCTaBKU;
11) MeTon OoTCHUIKM (IOoYTOBast GaHIEPOJIb, aBUa IKCIIPECC U TIp.);
12) Ha kakoit aapec MOCTaBIsATh (MOXET OTJIMYAThCS OT afpeca, yKa-
3aHHOTO MPH OILIATE);
13) moamnuch yNoJHOMOYEHHOTO JIMLIA.

Kpowme Toro, eciu 3aka3 pa3MellieH B OTBET Ha PEKJIaMHOE OObsIBIIE-
HHE, TO YKa3bIBaeTCs TAKKe MICTOYHMK MH(MOpMaLMy (Ha3BaHUE 1 HOMEDP
BBIIYCKA Ia3eThl WK XKypHaJa).

Hau6onee nonynApHbie ycnoBuA noctasok no Incoterms

Ex-Factory, Ex-Mill, Ex-Works — «11eHa ¢ 3aBoma-nocTaBuiyka». LleHa
3a TOBap OMpPEAEISIETCS] er0 ce0eCTOMMOCTBIO M PACYETHOM MPUOBLIBIO
npopasla. IToxynaTens HeceT BCe pacXoibl, CBSI3aHHBIE C TPAHCIIOPTH-
POBKOIi TOBapa ¢ 3aBOJIa-IIOCTaBILIMKA.

FOB (Free on Board) — «cBoOogHO Ha 60pTy cyaHa». [Ipomaserlr, Kpo-
Me€ TOT'O, TOJKEH ITOJIYYUTh SKCIIOPTHYIO JIMLIEH3HIO, BBIIIOJIHUTH TAMO-
>KEHHbIE (POPMATBHOCTHU, MOTPY3UTh TOBAP HAa CYTHO, U3BECTUTH MOKYTa-
TeJIsl O TIOTPY3Ke 1 IiepeaaTh eMy JOKYMEHTHI O IPUHSATUM I'py3a Ha CYIHO.
IMoxkynaTenb oIJla4yMBaeT pa3MelleHUe ToBapa Ha CyIHe.
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Puck noBpexxneHus WM yTpaThl Ipy3a, a TaKXKe MpPaBoO COOCTBEHHOCTHU
Ha HETO TIEPEXOAUT OT MPOIABIIA K TOKYITATET0 B MOMEHT MEPECEUCHUS
rpy30oM OopTa cymHa.

CIF (Cost, Insurance, Freight) — «cToumocTb, cTpaxoBaHue u hpaxTs.
Ot ycnoBus omimyarTcsa oT FOB TeM, uto nipogaBell 3a CBOIi cYeT (hpax-
TYeT CYIHO 1 CTPaxyeT ToBap A0 ITopTa Ha3HAYCHMUSI.

Example — Mpumep
Placing orders

Home Appienc3es
12 Chimney St
Chelmsford
Essex ES1 6DP
Your ref” DJ/NM
Our ref: KS/XC

F. Lynch & Co, Ltd
Nesson House, Newell St.,
Birmingham B3 3EL

Dear Mr. Platt

Purchase Order No. 13576
Thank you for your letter of 15 March.
We have considered the models of your drills and would like to place the following
order:
100  Electric Drill F6512 Cat. Ref. B1734
200  Electric Drill E7329 Cat. Ref. B2351
We shall pay for the goods by banker’s draft on receipt of your pro forma invoice.

Yours sincerely,
Anthony Adams
Marketing Manager

Advice of dispatch

Purchase Order No. 13576
We are pleased to advise you of the dispatch of your order No. 13576,
which was collected today for transport by British Airways to Chelmsford.
The airway will, insurance certificate, invoice for freight charge, and
insurance are enclosed.

Typical phrases — TunuyHbie hpasbl

Making an offer — Ilpedaoxcenue (oghgpepma)

We appreciate your interest in our new product line and are glad to
submit the following quotation: — M#bI neHuM Bain nHTepec K Halei
MPOIYKIUU U OyJIeM pajibl TPeJoCTaBUTh BaM Halllu paclieHKU:

We are pleased to offer as follows: — Ham nmpustHO nipenyioxuts Bam
cienyolee:
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Our prices are/ are quoted FOB Rotterdam, packing (not) included. —
Hammwu niensr mogpasymesator FOB Portepnam, (He) BKiIIO4ast yrakoBKY.

The quotation is CIF London, so the prices include freight and
insurance. — Hamwm pacuenku noapasymenatotr CIF JlonmgoH, yTo o3Ha-
YyaeT BKJIIOYEHHUE B IIeHY CTOUMOCTH (hpaxTa U CTPAXOBKH.

This offer is firm for immediate acceptance, otherwise without
engagement. — DTo IpeAJIOXKEHUE TBEPIOE U MOApa3yMeBaeT HEMEIJICH-
HBII OTBET, MHA4Y€ MBI HEe TApaHTUPYEM ITOCTaBKY

Our offer is subject to acceptance/ availability. — Harre mpemoxeHnue
TpedyeT HeMEIJIEHHOTO MPUHSATUS pellleHus1/ AeiCTBUTEIbHO B 3aBUCU-
MOCTH OT HaJIM4MsI TOBapa.

The prices are subject to change. — LleHBI MOTYT U3MEHUTHCS.

This offer is subject to prices at time of dispatch. — DTto nipemIoxeHue
JIEMUCTBUTEILHO JIJISI LIEH B MOMEHT OTIIPAaBKMU.

Prices are subject to market fluctuations. — LleHBI MOTYT KOJIe6aThCS
B 3aBUCUMOCTH OT PHIHOYHOI KOHBIOHKTYPHI.

We hope that our favorable prices will induce you to place an order with
us. — MbI HageeMcsl, YTO HaIllM BBHITOAHBIE LIEHHI ITOOYAAT Bac pazmec-
TUTH y HAC 3aKas.

We hope that we have made you a favorable offer and look forward to
hearing from you soon. — MuI HageeMcd, 4To caejiaii BaMm BeITOTHOE
MPeUIOKEHNE, Y C HETEPIIEHUEM KIeM OTBETA.

Please advise whether this offer is of interest to you. — Coo01iure, mo-
KaJlyiicTa, mpeacTaBiseT Jiu 111 Bac mHTepec maHHOE IIpeIIOXKEeHHE.

Discounts — Cxuoku

We can offer you a special discount if you order before the end of the
month. — MBI MOXeM IIPEIIOKUTD BaM CIIELIMAIBHYIO CKUIIKY, €CIU BB
clenaeTe 3aKa3 10 KOHIa MecsIia.

We are willing to allow a 5% discount in price on all orders over/
exceeding 50 PCs. — MpbI roTOBBI IPEIIOXUTDL 5% LIEHOBYIO CKMIKY Ha
3aKasbl, TIpeBbImamIme 50 KOMITbIOTEPOB.

A cash discount of 2% is allowed for settlement within one month. —
JBYXIpoOlLIEHTHAsl CKMAKA IPU OIUIaTe HAJIMYHBIMU IIPEIOCTABIISICTCS
B T€YEHHE OTHOTO MecsIia.

The quantity discounts indicated in our price list vary according to the
size of the order. — CKuIKM Ha pa3Mep 3aKa3a O3HAYalOT, YTO HAIIU
MPaC-ITUCTHl OTIMYAIOTCS B 3aBUCMMOCTH OT KOJIMYECTBA 3aKa3aHHOTO
TOBapa.

We grant a trade discount of 20% on our list prices. — MbI ipegocTaB-
nsseM 20% ToOproBble CKMIKU HA CBOU MTPEACKYPAHTHI.

Our catalog prices are subject to a special discount of 5%. — Hammm
LIEHBI COIIACHO KATaJIOTy MTOITyCKAIOT CIIeLUAIbHYIO 5% CKUAKY.
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If your order is received before 1 June, we will grant you an early order
discount of 4%. We give a better discount on repeat order. — Eciau MbI
rmosrygaeM Banr 3aka3 mo 1 uroHsI, To TipemocTtaBisieM 4% CKUIKY Ha CBOE-
BpeMeHHYI0 oriaTy. Eie 0osbliive CKUIKY MPpeloCTaBIsiioTCsl Ha MOB-
TOpPHbBIE 3aKa3bl.

As this is a repeat order, we could allow you a longer credit period. —
[TockonbKy 3TO TOBTOPHBIN 3aKa3, Mbl MOXKEM MPEUTOXUTH BaM mipoo-
JKEHUe KpeauTa.

Orders — 3aka3zel

Please render the following order for immediate delivery. — B mensix
YCKOPEHMSI TOCTaBKM MpocuM Bac oopmuTh cienyonimii 3aKkas.

Your order has been put in hand, and we will do our best to have the
goods ready by the end of the month. — MbI IPUCTYIIMIM K BBIITOJHEHUIO
Barmiero 3akasa 1 caenaeM Bce BO3MOXHOE, YTOOBI ITOATOTOBUTH TOBAPhI
K KOHITYy MecsI1Ia.

We will do our utmost to rush the completion of your order. — Musl
cemaeM Bce OT Hac 3aBUCAIIEE, YTOOBI YCKOPUTH BHITIOTHEHNE Barrero
3aKasa.

We will notify you as soon as the consignment is ready for collection. —
MpI coobuM BaMm, Kak TOJIbKO MapTUIO TOBapa MOXXHO OyIeT 3a01paTh.

We ensure that your instructions will be carefully observed. — Mui yBe-
psiem Bac, yTo Oyaem TiaTeabHO cobI0AaTh Balliu MHCTpYKLIMK.

Special care will be devoted to the execution of your order. — Beinosi-
HeHuIo Batiero 3akasza OyzmeT yaejaeHO 0co00e BHUMaHUE.

We were very glad/ pleased to receive your order. — MbI ObIJTM OYEHb
paapl moayynTh Bamr 3akas.

Thank you for your order, which we acknowledge as follows: — Bbaro-
napum Bac 3a 3aka3, KOTOpBI MbI TOATBEPXKIAEM CIETYIOIIMM 00pa3oMm:

The items in the above order arrived today in good condition, the
packing list checked with the invoice. We are satisfied with the quality of
the items and appreciate your prompt handling of our urgent order. — To-
Baphl 110 YKa3aHHOMY BHIIIIE 3aKa3y ObUIM CETrOIHS IMIOJIyYeHbI B HaUIeXKa -
IIEM COCTOSTHUU. YTIIaKOBOYHBIN peecTp oTBevaeT cueTy-daktype. Mbl
JTOBOJIbHBI KAY€CTBOM ITOJIyY€HHBIX TOBapOB U Oj1aromapumM Bac 3a ObICT-
poe BBIIIOJIHEHKUE HAIIIETO CPOYHOTO 3aKas3a.

The airway bill, insurance certificate, invoice for freight charge, and
insurance are enclosed. — MblI mpuiaraem aBuaHakJIaaHyl0, cepTUduUKaT
CTPaxOBKU 1 cUeT-(haKTypy Kak oruiaty 3a ¢ppaxT M CTpaxoBaHUE.

We have instructed our bank to arrange for a letter of credit for USD 7,235
to be paid against your proforma invoice No. G1284/S. The proceeds will be
credited to you as soon as Alpha receives the documents. — MBI majm pacro-
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psiKeHue HallleMy 0aHKY OTKPBITh aKKPEAUTUB Ha cymMMy 7235 noJi1apoB
CIIIA, yTo6HbI orutatuTh Ball cyeT-paktypy Ne G1284/S. DTta cymma OyneT
TepeBeieHa, Kak TOJIBKO 0aHK «AJTb(a» TOTyInT BCE TOKYMEHTBI.

Extension of Business — IIpodoajcenue 0en08bix OmHOWeEHU.

We hope that this first order will lead to further business. — MubI Haze-
€MCsI, UTO 3TOT MEPBBI 3aKa3 MOCTYXHUT ITOBOAOM IS IIPOIOIKEHUS
HAIIMX EJIOBbIX OTHOIIICHUIA.

We hope that this first order represents the first step in the establishment
of/ marks the beginning of a long and mutually satisfactory relationship. —
MEI HageeMcsl, UTO 3TOT 3aKa3 SIBJISIETCs JIUILB ITIEPBOM CTYIIEHBIO K 000-
I0JIOBBITOAHOMY JOJTOBPEMEHHOMY COTPYIHUYECTBY.

We expect the goods to arrive in good condition and look forward to the
pleasure of serving you again. — M»I oxxumaem, 4To TOBap OyAeT JOCTaB-
JIEH B XOPOILLEM COCTOSIHMM U C HETEPIeHEM XIeM IT0BOJIa IIPEAOCTaBUTh
BamMm HoBYyI0 yciyry.

We hope that you will again avail yourselves of our services in the event
of further requirements. — MpI Hageemcs, uTo Bbl cHOBa mpuberHeTe
K HaIlIUM ycJIyraM B ciydae HeOOXOIMMOCTH.

We genuinely value your business and look forward to your future
orders. — MblI UCKpEHHE LIEHUM Halllu IeJ0Bble OTHOLIEHMS U C HETep-
TeHMEM KIeM HOBBIX 3aKa30B.

I hope that this refund check convinces you of our sincere desire to satisfy
our customers. Our goal is to earn your confidence and continue to justify it
with quality products and matchless services. — f HagelOCh, UTO 3TOT YeK Ha
BO3BpaT ToBapa yoenut Bac B HallleM UCKpeHHEM XKeJIJaHUM CIEIaTh BCE IS
VIOBJIETBOPEHMS HAIIIMX KJIMeHTOB. Haria iesis — 3aciry>kuth Bariie moBepue
U OTTPaBIbIBATh €TO B IAJIbHENIIIEM KAUeCTBEHHBIMU TOBapaMU U yCITyTaMHU.

You were most helpful in telling us about this situation and giving us an
opportunity to correct it. We sincerely appreciate your cooperation. — Bul
OKa3ajy HaM OOJIBIIYIO ITOMOIITh TEM, YTO COOOIIIMIIN O JaHHOM CUTYaIlu
U 1aJT1 BO3MOXHOCTb €€ UCTIPaBUTh. Mbl UICKPEHHE IIEHWM Hallle COTPY/I-
HUYECTBO.

In all future dealings with us, you will find us striving our hardest to
merit your confidence by serving you with efficiency and sincere
concern. — [lpn Hammx gaabHEWITMX KOHTaKTax Bl moiimeTe Hare
cTpemJieHue 3aBoeBaTh Baiiie nosepue ahdexTrBHO paboTON M UCKPEH-
HUM y4yacTueM B Baimx gemax.

Tests and Assignments — TecTbl u 3apgaHunA
1. IlepeBenuTe NpeaioXeHUsI HA PYCCKUI SI3bIK.

Order
We are pleased to place the order for...
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Please enter the following order for immediate delivery.
Please send us the following items by return.

Acknowledgement
We are pleased to acknowledge the receipt of your order.

Delivery

We are pleased to advise you that your order No. of ... has been
dispatched by rail this morning.

Due to the shortage of qualified labor/ a strike/ a fire in our premises
we will require ... to complete the order.

We are sorry that a slight delay will be unavoidable/ inevitable.

I1. CnoBo order ucrionb3yeTcs B pa3nuyHbIX 3HaUeHUsIX. [TosicHuTe ero
YIIOTpeOJIeHUE B CIEMYIONTNX ITPUMepax.

1.

Sk w

We are learning English in order that we can do business with our
foreign partners.

The wholesale suppliers arrived to take an order for goods.

Each order is for one week’s pension in advance.

The names are not in alphabetical order.

They received the order to continue with the work.

I think this is in order, since the agenda permits us to make
suggestions.

7. We have got a sewing machine on order at the department store.

8.

The tractors are out of order and there are no spare parts.

1I1. CooTHecuTe CUHOHUMEBIL.

1. query a. at once

2. go wrong b. eliminate

3. hesitate C. put together
4. dispatch d. malfunction
9. rule out e. question

6. check f.job

7. make up g. send

8. cover up h. delay

9. promptly i. disguise

10. task j. examine

Frequently confused words

I'V. Boibepute npaBuibHOE CJIOBO COSt WU price U BCTABBTE €T0 B TIpe/l-
JIOXKEHMUSI.
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1. Would you please send us your current list?

2. We cannot afford to pay such a high .

3. Production were too high for the project to be a success.

4. We were able to keep  stable by cutting production

5. The is as stated. It would push our to
a intolerable level if we cut any further.

6. Ifthe is right, my recommendation is to buy. The

to you is low compared to what you can make on the
deal.

V. Ilepeseaute nucbMo-Ttpemioxenue (odhdepry) Ha pyCCKUii SI3bIK.
Offer

Dear Mr. Russel,

We are very pleased to be able to offer you a highly desirable property in one
of the areas which you indicated to us might be of the most interest to you as
apermanent locationto live. The property is on the first floor of a magnificently
converted Victorian-age mansion. It boasts two generously-proportioned
bedrooms, a stately living-room, aspacious kitchen with every possible modern
appliance, a luxurious bathroom with jacuzzi. Panoramic views to Hyde Park.

We urge a very early viewing of this unique property and would be
pleased to arrange an appointment at your kind convenience.

VI. CootHecute yactu Tabaulibl. IlepeBenure mramiibsl odhepTsl Ha
PYCCKUM SI3BIK.

Offer
1. Itis good of you to show a. the desired samples and offer
2. We take pleasure in sending you b. let us know if we can expect your order
3. We enclose our catalogue c. please let us know why
4. Our detailed catalogue will demonstrate | d. the wide range of our products
9. As you can see, our prices are e. at least 3% lower than average market
6. We ask you to consider our proposal once prices
more and f. so much interest in our work
7. If you are not happy with our proposal g. with the latest price-list

VII. Onpenenute xapakTep MyMcbMa 1 MepeBeIUTe ero Ha PYCCKUM SI3bIK.

Dear Sir/ Madam;
I have seen your ad in the Boston Globe of Sunday, March 12, and would
like to order the following weather vane:
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Model EWC-18”, eagle with arrow, copper, $93.82.

I would like the weather vane sent to the above address by parcel post
and charged, with any applicable sales tax and handling costs, to my VISA
account (number 079 1287 A801; expiration date, 4/15).

Yours faithfully,

Acknowledgement of Order

VIII. CootHecuTe yactu Tabauupl. [lepeBenure mraMmnbl michbMa-
MMOATBEPXKICHUS 3aKa3a Ha PYCCKUI SI3bIK.

1. We accept your offer and have pleasure |a. in conformity with your instructions
2. Please send us the copy of this order b. the goods you ordered are no longer available
3. We confirm that delivery will be made | c. a substitute of the goods ordered
4. Delivery will be made d. will be dealing with your company in the future
5. We hope that you will have a good e. until September 12

turnover and we
6. We regret to let you know that f.in placing an order with you for Italian shoes
7. Our company can offer you g. duly signed as an acknowledgement

14.8. COMPLAINTS AND CLAIMS — XANOBbl U PEKITAMALINA

[enoBbie OTHOIIIEHUSI HEe BCera CKilaabIBaroTCs rianko. Eciam kimeH-
TBI YeM-JIM0O HEOBOJIbHBI, TO OHU COOOIIAIOT 00 3TOM (pripMe TUCHhMOM
non HazBaHueM acaaroba (Letter of Complaint = Complaint Letter). Paz-
HOBUIHOCTD XaJIOOBI, KOT/a pa3rHeBaHHBIN KIIMEHT TPeOyeT HeMeIJIeH-
HOTO MPUHATHUS Mep WM CAaHKIIUI, Ha3bIBaeTcA pexaamayueti (Letter of
Claim = Claim Letter). O6bp19HO (bripMa He3aMeIIUTEIbHO IMUILIET OTBET-
HOE TMChMO, B KOTOPOM, TIpU3HABast CBOIO BMHY, IpeIaracT KaKyro-JIv-
00 ¢popmy KomIleHcaluu (granting an adjustment); Win e, oTMe4asl BJIM-
STHME BHEIITHUX O0CTOSATEIbCTB 1 HEBUHOBHOCTb OOEMX CTOPOH, BhIpaXKa-
€T TOTOBHOCTb K JaJIbHENIIIeMy coTpyaHn4ecTBY (offering a compromise
adjustment), W e, OTPULIAsl CBOIO BUHY, OTKAa3bIBaeT KJIMEHTY B KOM-
neHcauny (refusing an adjustment).

Takum o6pas3om, eciu Bbl HEJOBOIbHBI YbUMU-TO TOBApaMu, yCiy-
raMy WIM IIeHaMU, TO YAEJIUTE BpeMsi Ha COCTaBIICHUE ITMChMa-Kaao0bl
(pexmamanun). Bto moMoxeT Bam He TOJTBKO ynaanuTh KOHMIMKT, HO ca-
MOMY JIyullle pa3o0paThbCsl B €ro cyTu. [Ipexme Bcero, mocrapaiTech yc-
TIOKOUTHCS, TaK KaK CHJIbHBIE AMOIIMM — TIJIOXOI coBeTuMK (Bair rHeB
YJIETYYUTCS Yepe3 HEeCKOIbKO MUHYT, a TMChbMO OCTAHETCSI).

[TucbMo-pekaMaliio TUUIYT MPOCTO U TBEPAO0. OOBIYHO OHO COCTO-
WUT U3 TPEX YacCTeu:
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* mpobjeMa — YTO MPOU30LLIO (WK HE IPOU30IILIO);
* 1lIeHa Bompoca (mpuurHeHHoe BaMm Heymo0cTBO, MOpaIbHbIM UJIU Ma-

TepUaJbHbBIN yiIepo);
* BapuaHT pellleHMs (IpeITOXKEHHBIM BaMy BBIXOA MJIM CYyMMa KOMIICH-

cauuu).

Pazymeetcs, Bel mpuBoauTe AETAIM, YTOOBI JIIOOOM YETIOBEK CMOT JIEeT-
KO pa300paThbCsT B CUTYaIIIM. DTO MOTYT OBITh JATHI, (haMUJINY YIACTHU-
KOB WJIW CBUJETENIei, HOMEpa CUeTOB, crierudukamnuii u T.40. [1possisii-
Te TOOpYI0 BOJIIO K MUPHOMY pa3pelleHNI0 KOHPINKTA, 0 KpaliHel
Mepe, B TIEPBOM MUChME, TaK KaK MHOTHE (hMPMBbI OXOTHO MAYT Ha BhISIC-
HEHUe IIPUYMH HEIoMIa0K U UX ycTpaHeHKe. Eciu Xe 3T0 HEBO3MOXHO,
TO YIIOJTHOMOYEHHBIE Ha TO JIMlia 00513aHbI ITIOAPOOHO OOBSICHUTD pa3oya-
POBaHHBIM KJIMEHTaM IIpaBa U 00sI3aHHOCTU CTOPOH U IIPUJIOXKUTDH BCE
YCWINS K MUPHOMY YPETyJIUPOBaHUIO CIIOPA.

3aKka3uynKy OOLITHO KaIYIOTCST Ha 3ano3dansie nocmasku (late delivery);
TTOCTaBKHU He TeX ToBapoB (wrong goods delivered); He TO KOJIMYECTBO ITOCTAB-
JIEHHBIX TOBapoB (wrong number of goods delivered); Hy:XKHast MoIIeb, HO HE
tort 11BeT (right model but wrong color); 6pakoBaHHBIE,/ TIOBpeXXICHHBIE/ pac-
MMaKOBaHHbIEe,/ HE OTBEYAIOIIME CTIe(UKAIIMSIM,/ OXXKUIAHUSIM KITMEHTa TO-
Bapsl (faulty/ damaged/ unpacking/ not matching specifications or expectations
goods; HenpaBAUBYIO UHGOPMALIUIO B TPUIaraeMbIX TOKYMEHTax (Wrong
information on paperwork); oTcyTcTBHE HY>KHOI TOKYyMEHTaLUK (omission of
documentation); BBoIsILIE B3a0/Ty:KIeHYE peKJIaMHbIe MaTeprasibl (misleading
promotional materials); HemoJHy0 HHMOPMALIMIO O TOBapaxX WIKM YCIyTrax
(incomplete product/ service information), rpyooCTb WJIM HEKOMITETEHTHOCTh
repcoHala (rude or incompetent staff).

®upMe TTPeACTOUT IIPUHSITH TPYAHOE PEIlIeHN e, CTOUT JIM U3BUHUTHCS 32
cBoH (Yy>K1e) OIIMOKM WJIM OCTaBUTh ITMChMO HEIOBOJIBHOTO KJIMEHTa 0e3
BHUMaHMs. B HacTosee BpeMst Bce O0TbITIe 1 OOJTBIIIe KOMITAHWI OepyT Ha
ce0st OTBETCTBEHHOCTD 32 COOCTBEHHBIE ICMCTBUS U TTOJTy9aloT B3aMEH yBa-
>KeHUE UJIOSTBHOCTB KITMEeHTOB. [ [1chMa-0TBEThI OTCHUIAIOT O3 IPOMEIIEHYS.
Takue nuchbmMa OOBIMHO HAUMHAIOT C U3BMHEHUI, OOBSICHEHUIA IPUYUH CITy-
YUBILIErocs (WJIM He CIYyYMBIIEIOCs ), a 3aKa4YMBalOT YBEPEHUSIMU B 1OOPOit
BOJIE KOMITAHUU K ITPOIOJIKEHMIO JSIOBBIX OTHOLICHMIA ¢ KIIMeHTOM. ToH
MKMChMa JOJDKEH OBbITh BEXJIMBBIM M COYYBCTBEHHBIM, HO HE CTOUT 3JI0YITOT-
pebIsaTh onpaBaaHusIMU. TeM 0oJjiee He CTOUT MOA03PEeBaTh U OOBUHSThH
KJIMEHTA B 3JI0YMBIIIICHHBIX ITOCTYIIKaX. JII000I 0TKa3 00BSICHSIIOT, B3bIBast
K YyBCTBY CIIPaBEIJIMBOCTH, TIPUCYIIIEMY 00EM CTOPOHAM.

Examples — Mpumepbl
Complaint Letter — Ilucomo-xcanoba

Dear Customer Service Manager Daniel O’Regan:

This is to inform you that either you provide customers with cars with full gas tanks
or you don’t. And if you don’t, you shouldn’t charge them when they present you empty
tanks!
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In view of the fact that | picked up a car in Flushing April 2 with an empty tank, | had
to fill it promptly. Then | drove it until April 5. When | returned to Roleigh, | naturally let
the tank go nearly empty, since that is the way | received the car in Flushing.

However your attendant in Roleigh charged me to fill the tank — $ 28.50 (premium
gasoline for premium prices)! Although | explained to him that | had received it with empty
tank, he kept telling me that the company policy required charges for a fill-up. My total
bill came to $ 276.50, which, anyone must agree, is a lot of money for a rental period of
only three days. | have the signed rental agreement and a receipt showing that | paid the
full amount and that it included $ 27.50 when | returned the car.

Inasmuch as my company is a new customer and inasmuch we had hoped to use
your firm for our future car rentals because of your competitive rates, | trust that you will
give this matter your immediate attention.

Disappointedly yours, ....

Claim Letter — Ilucomo-pekaamayus

Dear Mr. Spencer:

We were recently overcharged by your company for repairs made to four of our copy
machines.

On September 12, 20__ your employee Mr. Jones, visited our factory to estimate the
cost of overhauling our copy machines. According to him, four of our machines required
servicing at a cost of $ 100 to $ 150 per machine depending on how many parts needed
replacement.

On September 17 he repaired the machined and left a bill for $ 792.(copy enclosed)
telling that the work took longer than expected. This bill exceeds your maximum by $ 192.

Please issue us a revised bill that is in line with your original estimate. Please itemize
the bill to show the repairs made to, and the parts replaced on, each of the machines.

Sincerely, ...

Adjustment Letter — I[lucomo, HanpaeienHoe 045 ypeeyauposanusi KOH-
Gpauxma

Dear Mr. Peterson:

As you mentioned in your letter of May 7, you were indeed billed for a purchase you
had not made.

According to our records, you should not have been charged the $168.40, and the
sum has been stricken from you account.

Thank you for informing us of this error. We hope you have not been much
inconvenienced and will visit our department store soon after correcting it

Sincerely, .....

Typical phrases — TunuyHbie ¢hpasbl

Delays — 3adepcku nocmasox

We are writing to complain about the delay in delivery of the PCs. —
MBI nuiieM kajo0y B CBSI3M C 3aIepKKOil TOCTaBKI KOMITbIOTEPOB.

Iamafraid I have to make acomplaint about the late arrival of the consignment
we ordered last week. — Bo1och, UTO ST BEIHYKIECH ITOXKAIOBAaTLCSI Ha 3a1103-
JIAJTy10 TIOCTaBKY NapTUH TOBapa, 3aKa3aHHOTO HAMH Ha TIPOIIUION Helee.

Could you please tell us when we can expect the delivery of our Order

noyiHeHue 3aKasa Ne...?
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We have been waiting for two weeks now and need the goods urgently. —
MpbI oXunaeM ToBapbl, KOTOPbIe HAM CPOYHO HYXKHbI, YK€ IBe HeJeH.

You premised delivery of 100 PCs by Monday. It’s now Friday, and the
consignment hasn’t arrived yet. — Bbr o6emanu noctaButh 100 Kommbio-
TEPOB K NMOHeaeNbHUKY. Celiuac yxxe MITHULIA, a TapTysl Bee ellle He TPU-
ObL1a.

We expressly stated in our order that your goods must reach us no later
than... — MpbI 4eTKO yKa3aJld B CBOEM 3aKa3e, YTO TOBapPhl TOJKHbI ObITh
JIOCTaBJIEHbI HE MO3IHEE....

The delivery of our order No.... is now ten days overdue. — JloctaBka
3aKa3a No Ha JaHHBI MOMEHT MpocpoyueHa yxe Ha 10 aHei.

It is causing us serious inconvenience. — DTO TOCTaBISIET HAM CEPhe3-
HbIE HEYI0OCTBA.

Having waited two weeks for delivery, I regret to say that your delay in
delivery places us in a difficult/ embarrassing position. — 3amo3manas 1o
Barreit BuHe rmocraBka CTaBUT HAC B 3aTPYIHUTENHHOE TIOJIOKEHME.

Poor quality of goods — Ilnoxoe kauecmeo mogapos

We thank you for the promptness in delivering the goods. We regret,
however, to have to inform you that the spare parts were in a badly damaged
state on arrival. — MuI Garomapum Bac 3a cpoyHyI0 JOCTaBKY TOBapoOB,
OJTHAKO C COXaJIeHUEM COOOIIIaeM O TOM, YTO 3aMYacTy MPUOBLIU B OUEHD
MOBPEXIACHHOM COCTOSTHUM.

We are sorry to inform you that your last consignment has not turned
out to our satisfaction. — C coxanenneM coobmraeM Bam o ToM, 9To T10-
CJIemHsIs TOCTaBKa HAC He YIOBJIETBOPUIIA.

Part of the goods was damaged during transportation/ in transit. —
Yactb TOBapoB Obli1a TOBPEXXAEHA MTPU TPAHCTIOPTUPOBKE.

You have sent us the wrong goods. — BbI mpuciany HaM He Te TOBaphbl.

If you don’t send us the right goods by the end of this week, I’'m afraid
we’ll have to cancel the order. — Eciiu Bol He npuliiieTe 3aKka3aHHbIE HAMU
TOBaphl K KOHILY 3TOI Heler, 00I0Ch, 9TO MBI Oy/IeM BBIHYXXIEHBI OTME-
HUTH 3aKa3.

I would like to make a complaint about the poor quality of the spare
parts which arrived at our firm today. — I xoTen OBI TTOXXayOBaThCS HA
TJTOXOE KaueCcTBO 3aMmyacTeil, MpUOBIBIINX CETOHS Ha Hallly (pupmy.

We assume that the damage is due to bad/ wrong/ inadequate
packing. — MpblI nipeanosaraeM, 4To NOBPeXIEHUE TPOU3OIILIO B PE3YJib-
TaTe MI0XON YIaKOBKU.

Last week we bought memory cards from you. Well, four out of ten of
the ones we’ve sampled so far simply don’t work. — Ha mponioit Henmene
MBI ipuodpenu y Bac kaptel mamsatu. M3 anpoObupoBaHHBIX AECSITH Ye-
ThIpe KapThl 0Ka3aJIMCh HEPAOOUUMHU.
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We bought a printer last week, and it seems the quality of the printouts
could be better. — MbI Kynuiay IPUHTEP HA MPOILION HEAeIe U XOTeInu
OBI 3a5IBUTD, YTO KQ4€CTBO PacIieyaTOK OCTAaBJISIET XKeJIaTh JIYUYIIEero.

After careful examination of the goods we fount out that they were
faulty/ did not match the samples/ were of inferior quality. — ITocire Tia-
TEJTLHOTO OCMOTpPa TOBAPOB MbI OOHAPYXWJIN, YTO OHM OpaKOBaHHBIE, HE
OTBEYAIOT 3TAJIOHY,/ HU3KOTO KayecTBa.

On checking the contents we noticed a shortage/ surplus of... — I1pu
IIPOBEPKE COACPKUMOTO KOHTeHEpa 0OHAPYXWIach HegocTada,/ U3ju-
1IeK....

Error in invoice. — Ouubku 6 cueme-paxmype (uneoiice)

On checking your invoice we noted the following errors: — I1pu mpo-
BepKe cueTa-¢hakTyphl (MHBOICA) MbI 3aMETUJIN CASAYIOIIE OLINOKM:

We are returning your invoice as an error has been made in totaling. —
Mpgr Bo3BpaniaeM Bam cueT-gakTypy, Tak Kak Mpy CyMMHUPOBaHUM Oblia
JIOMyIIeHa OIInOKa.

There is a discrepancy between the goods delivered and your invoice. —
HMMeeTcst HECOOTBETCTBHE MEXIy TTOCTaBJIEHHBIMU TOBapaMu 1 Bammm
cyeToM-(haKTypo.

Our invoice No. ... for...has been debited twice. — Hara cuer-daxry-
pa N ... Ha... 1e0eTOBaIM ABAKIIbI.

Your statement of account, which we received on..., appears to have
a number of errors which refer to items we did not order. — Baima cmera,
TOJTyJYeHHAsI HAMH ...., KaK 0Ka3aJI0Ch, COIEPKUT PsIT OIITMOOK, a UMEHHO:
TOBapbl, KOTOPBIX Mbl HE 3aKa3bIBAJIN.

Banking customer — bankosckuii kaueHm

My wife has not received the money yet, and I cannot understand the
delay. — Mos keHa Bce ellie He MoJIydmia ACHbIU, U S He MOTY IIOHSTh
MIPUYMHBI 3¢ PXKKHU.

Could you find out what the reason of the delay is? — He Mo Ob1 BB
BBISICHUTb IIPUYMHY 3aIePKKI?

I do not know what happened but I will call you back as soon as I have
an explanation. — 4 He 3Har0, B YeM TYT JeJI0, HO TTO3BOHIO BaM, KakK
TOJIBKO TTOJTY4Y pa3bsiCHEHUSI.

I will check up and see what the problem is. — S mpoBepIo 1 BBISICHIO,
B ueM IpobJiiema.

We are going to put things right as soon as possible. — MBI TOTOBEI
HUCIIPaBUTh CUTYaIlIO KaK MOXHO CKOpee.

Could you investigate and get in touch with me this afternoon? — He
Mori 661 Bel TpoBecTH paccienoBaHe v MTO3BOHUTh MHE CETOIHS TTOCIIe
12 muga?
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I will look into the matter and call you back. — {I BHUKHY B CyTb BO-
Ipoca 1 Io3BoHI0 Bam.

We will do our best that the money is made available this week. — Mb1
ceaeM Bce BO3MOXKHOE, YTOOBI BbI IOJTy4min JeHbI'M Ha STOM Heaee.

The transfer order was made out correctly. — ITopydeHue o TrepeBoze
OBLIO COCTABIEHO MPABUJIBHO.

Our bank always send the transfer advice to its correspondents. — Hai
0aHK Bceraa MMCbMEHHO COOOIIAET O IEPEBOIE CPEACTB CBOMM Koppec-
TIOHICHTaM.

We deal with payment orders electronically. — Y Hac neiicTByeT 2/1eKT-
POHHas cucTeMa 00pabOTKH IIATEXKHBIX ITOPYYCHUIA.

I am sorry you have been caused this inconvenience. — M3BuHUTE 3a
npuuyrHeHHble BaM Heyno06cTBa.

We can find no trace of your order. — MbI He MOXeM HAWTU HUKAKMX
cienoB Bairero miareskHOro mopyd4eHusI.

I have seen my capital depreciate in value. — I BIXKy, 9TO MOIT KarmuTas
yhaj B LieHe.

We could not cope with the recent devaluation. — MbI He CMOTJIY CITpa-
BUTKCS C TIOCJIETHEN eBaIbBaIICi.

All securities, without exception, dropped in value. — Bce 6e3 uckiio-
YeHMsI LIeHHbIe OyMaru ynajiu B IIcHe.

We are having difficulties meeting our commitments. — MBI CTOJIKHY-
JIUCh C TPYIHOCTSIMU MPU BBITIOJITHEHUU HAIIIUX 00513aTEIbCTB.

The general recession is affecting the whole world. — DxoHOMMUYECKMIA
cITa 3aTPOHYJI LEJIbI MUP.

During the holidays, we operated with a resuced staff. — B mpazgamy-
HbIE JHU MBI paboTaeM C COKpaIlleHHBIM COCTaABOM COTPYIHUKOB.

We always have a heavy work load at the end of the year. — MpI yacto
WCTIBITHIBAEM TTOBBIIIIEHHYIO HATPY3KY B KOHIIE TOf1a.

Sanctions/ corrections — Cankuyuu/ ucnpaeneHus

I’m afraid we can’t accept these faulty goods. — boiock, 4T0 MBI He
CMOXEM IPUHSATh Ha3a] OpaKOBaHHEIE TOBAPHI.

I spoke to you last week on the phone regarding our complaint and I still
haven’t received a reply from you. — {4 roBopun ¢ Bamu Ha npo1ioit He-
JieJie 1o TesieOHy 10 TIOBOJIY Halllei XKaxo0bl, HO 10 CUX ITOP He TTOTyYIT
OTBETA.

Please look into the matter and advise us when the right goods can be
shipped. — BHUKHMTE, TTOXKATyiICTa, B CYTh BOIIPOCA M COOOILINTE HaM,
Korga Bel moctaBuTe HY>KHBIE HAM TOBApPhI.

We’re prepared to keep the goods if you reduce the price by.../ if you
grant us a reduction of... —— MBbI TOTOBBI He BO3Bpaiiath Bam ToBapsI,
eciy Bbl cHU3MTE LieHbI Ha.../ IPeIOCTaBUTEe HAM CKUIKY Ha.....
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Should you fail to deliver the goods by..., we will be forced / compelled
to cancel the order. — Eciim Bl He cMoOkeTe TOCTaBUTh TOBAPHI JO..., MBI
OyIeM BBIHYKIEHBI OTMEHHUTD 3aKas3.

Please send us replacements for the damaged goods as soon as
possible. — IIpuluiMTe HaM, TTOXaNyiicTa, 3aMeHY IOBPEXIeHHbIX TOBa-
POB KaK MOXHO CKopee.

Please let us know what you intend to do in this matter. — Coo0iuTe
HaM, TToxainyiicta, Kak Bl coOupaeTech pelarh Halry IIpo0JieMy.

This has been a matter of great annoyance to us and we have sent you
a letter of complaint. — MbI ObLTM OY€Hb ITUM pa3a0CanOBaHbI U MOCIa-
1 BaMm :xano0y B MMCbMEHHOM BUIIE.

We’ll expect you to devote more care to execution of our orders in the
future. — MbI oxkumaem, 4to B OymyiiieM Bol Oynere ynensiTb OoJiblie BHU -
MaHWM BBIIOJIHEHUIO HAILIIUX 3aKa30B.

Your efforts to avoid similar occurrences in the future will be
appreciated. — MBI ObITH OBI OYEHB ITPU3HATEIBHBI, €CTM BBI TIpHITOKM-
T€ YCUJIMSI, YTOOBI UCKITIOUUTH ITOA00HOE B OYAyILEM.

We would like a refund. — MBI XOTeM OBI TOJIYIUTH KOMIIEHCAIIHIO.

Please issue a corrected statement. — BwrmmnTe HaM, TToXanyicra,
HUCIIPaBJICHHYIO BBIITUCKY.

Adjustments — Hcnpaeaenus ouubok

I apologize for the events of... and greatly appreciate your letting me
know about them. — I mpuHoILY MU3BMHEHUS 3a TIpOUCILLEIIIee ... U Oa-
rogapeH Bam 3a nadopmaruio.

We are sorry to learn from your letter of... that you are dissatisfied with
our consignment of PCs. — MBI ¢ coxajieHrueM y3Haiau u3 Balrero nuchb-
Ma OT.... 0 TOM, YTO BEI ocTanmch HeMOBOILHEI MAPTUEIl HAIIIMX KOMIIbIO-
TEpOB.

We are very sorry to learn that a mistake was made in packing. — Mbl
¢ OOJIBIIMM COXAaJICHHEM Y3HAJIU O JIOIYIIeHHOM IIPY YITAKOBKE OIIIOKE.

Thank you for calling this error/ oversight to our attention. — byaro-
napro Bac 3a cooOiieHne HaMm 00 3ToM OIIMOKe,/ YIYLICHUH.

Thank you for bringing this matter to our attention. — Biarogapio Bac
3a COOOIIEHNE O CIyUYUBIIIEMCS.

Let me take the full particulars. — JlaiiTe MHe BO3MOXXHOCTb BHUKHYTh
BO BCe 00CTOSATEIbCTBA.

The faulty items will be exchanged. — BpakoBaHHBIE TOBaphl OyIyT
3aMEHEHHBI.

We are sending you ... to replace the goods in your order No. ...of... —
Mpel mockutaeMm Bawm ... Ha 3aMeHy ToBapoB B BaiieM 3akaze No... OT...

A new consignment is being rushed to you today. — Hosast mapTust
TOBapoOB OyIeT CpOYHO BhIcIaHa Bam ceromHsi.
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Please return the goods at our expense for credit. — BepHuTe Ham To-
Baphbl, TOXKAIYICTa, B CYET KpeauTa.

The enclosed check for $592 demonstrates our desire to satisfy our
customers and earn their confidence. — MubI Bioxunu yek Ha 592 nosuia-
POB KaK MOATBEPXKICHNE HAIIETO XKeJIaHMs 3aCIyKUTh YIOBICTBOPEHNUE
U IOBEpUE HAIIUX KIIMEHTOB.

We can assure you that your Sna-Flake scanner will be repaired at no
cost for you. — M1 3aBepsieM Bac, 4To ToTOBHI OTpeMOHTHUpPOBATH Barm
ckaHHep Sna-Flake GecruiatHo.

Although we are not prepared to offer you a replacement, we would be
happy to take the damaged copier as a trade-in for another one. — Xots
MBI HE TOTOBBI IIPEIOCTaBUTh BaMm 3aMeHy Kcepokca, MBI C YIOBOJIECTBUEM
3abepeM o0paTHO OpakoBaHbIM M gaauM Bam BO3MOXXHOCTh MpUOOPECTU
Yy Hac Ipyrou B3aMeH.

Please let us know if you would like to speak to a sales representative
about the terms of a trade-in. — Coo0mmTe HaM, MOXKaJTyiicTa, XOTEJIN OBl
BEI ieperoBopuTh ¢ HAIIIMM TOPTOBBIM IIPEACTaBUTEIEM 00 YCIOBUSIX ITO-
KYITIKM HOBOTO TOBapa B3aMeH CTaporo.

Tests and Assignments — TecTbl u 3agaHunA
I. CooTHecUTEe aHTOHUMBI.

1. be valid a. put things right
2. be in order b. appreciate
3. make mistakes ¢. inconvenience
4. underestimate d. be invalid
9. deficient f. faultless
6. faulty g. be out of order
7. convenience h. overestimate
8. depreciate. i. adequate
II. CooTHecuTe BhIpaxkKeHUSI U UX IIEPEBOI.
1. to complain of smth to smb a. 0TKa3aTbCsl OT NPETEH3NMN
2. to make a complaint b. noxanoBaTbCs KOMY-NNGO Ha YTO-NNGO
3. to dispute a claim C. 0TKa3aTb B HEOBOCHOBAHHOM TPEBOBAHIM
4. to reject the unjustified claim d. ynoBneTBopKTL NPETEH3NIO
9. to lodge a claim against smb €. 0CMapuBaTh NPETEH3MID
6. to allow a claim f. nopatb xarno6y
7. to raise a claim g. NPU3HaTb OCHOBATENBHOCTb MPETEH3UN
8. to renounce a claim h. oT03BaTH NPETEH3NI0
9. to meet a claim i. BbIABMHYTb UCK MPOTWB KOro-nneo
10. to withdraw a claim j. NPeabABUTL NPETEH3NIO
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1. 3anmonHuUTe MPOMYCKU MECTOMMEHUSIMU TaM, TAe 3TO HEOOXOIUMO.
[lepeBenute MeiI Ha PYCCKUM S3BIK.

Hello, Gregory,

Do you remember the customer 1 called from Marseille last
month? Well, he has just called again to complain that the tool 2
we sent him was not the one 3.~ he ordered. He says that
4 wanted was the OH400, not the OH700. John wants to know
who is responsible for this. You are the one 5 handwriting is
on the order for, and in the space 6 ______you have to write the

product type, you have written OH400, but very indistinctly, and that could

be the reason 7 the order was mixed up.

8 you need to do is:

Explain to John, 9 is very angry [ warn you.

Sort the thing out with the customer in Marseille — I suggest you send
a replacement tool by those express couriers 10 number is on

the notice board.

Thanks,
Judy

IV. Onpenenute xapaktep nucbMa 1 o3arjaBbTe ero. IlepeBeaute
TEKCT Ha PYCCKUIA SI3BIK.

Dear Sirs/ Mesdames,

We are taking the liberty of returning to you by your company courier
the Trigger software package which you delivered a week ago. There appears
to be a fundamental fault which our computer specialist has been unable to
rectify. We had no problem installing it but then had difficulty with the
various configurations, which appears to be incompatible with our
hardware. We would be very pleased if you checked the problem and
informed us of the results of your investigation.

You will understand that we are withholding payment until the problem
is solved.

Claim Letter

V. CootHecure yactu Tadamubl. [lepeBenure Kimie MruchMa-peKiia-
Mallu1 Ha PYCCKUIA SI3BIK.

1. We are disappointed to find out a. about the breakdown of the equipment.

2. The delay in delivery b. that the goods you supplied do not meet our
3. We duly informed you requirements.

4. Three containers in the consignment c. is causing us great inconvenience.
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OKoHYaHue Tabnuiibl

4. Your failure to deliver the goods
5. When we installed your equipment
6. We are returning your goods

were found to be damaged.

and would ask you to replace them.
we found out it was faulty.

greatly worries us.

S Qa

Adjustment Letter
VI. IlepeBenuTe NUCbMO Ha PYCCKUIA SI3BIK.
To: Rogers & Sons, Liverpool

Dear Sirs,

Thank you for your letter of May 10, to which we are replying as
a matter of utmost priority. We are extremely concerned that you have been
waiting so long for a reply to your original request. I must confess that your
original letter was unaccountably overlooked, an oversight for which we
must sincerely apologize. I am personally arranging for the immediate
dispatch by express post of a complete information package on AGIT. We
are very pleased to hear the product has been recommended to you, and we
can assure you it is the very best of its kind. If you have any further queries
please do not hesitate to contact me on my office extension. I am directing
my personal attention to this matter.

Complaint Letter

VII. BcraBbre B TEKCT BbIAEJIEHHBIE KYPCUBOM IJ1aroJjibl B Hy>KHOM Bpe-
MEHU.

appreciate arrive cost credit be list receive order

Dear Sir/ Madam:

On May 5, 1 a microwave oven from your store. The model
number 153-B. According to your spring catalog, it $
450.85. 1 the oven on May 17.

However, on June 1, your bill It the oven at §
497.85. Please my account for the $ 47 discrepancy. 1

your attention to this matter.
Yours faithfully, ...

VIII. st Toro 4To0ObI pa3Biieyb ¥ IMIPOU3BECTY BIICUATICHUE HA BaXK-
HBIX JIEJIOBBIX TTApTHEPOB BBI 3aKa3aiy CTOJIMK B IMPECTMKHOM PeCTOpaHe
Maxim’s Ha 17 anpens Ha 7 yacoB Beuepa. Bbl ¢ rocTssMu Ipuexaiu Bo-
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BpeMsi, HO Balll cToiMK He ObLI TOTOB, U Bbl BBIHYXKIEHBI ObUIU XIAaTh
B T€UCHME Yaca aBaanat MUHYT. ODunmaHTel 1 MeHemKkep (maitre d’)
MIPOSIBJISUIM 10 OTHOILIEHMIO K BaM OCKOpPOMTEIbHOEe paBHOMyIIMe. Hamm-
LIWTE Xano0y Bhanebiyy pectopaHa Patrick Jones, Maxim’s, 3 Merrineck,
New Hampshire 03112.

14.9. CREDIT AND COLLECTION LETTERS — NUCbMA KPEOUT/
MHKACCO

Kpenut o3HauaeTt Mokymnky wid nojiydeHre ToBapoB 0e3 HeoOXoau -
MOCTU HeMeJIeHHOM oriaThl. [1oKyIKa B KpeauT n1aeT BO3MOXHOCTb
ITOTPEOUTEIISIM TI0JIb30BAaTHCS TOBAPOM JaXe B TOM Clydae, €CJIM UM Bpe-
MEHHO He XBaTaeT HaJM4yHbIX AeHer. s dupMbI-ipogaBla KpeauThbl
BBITOJIHBI TEM, YTO OHU YCKOPSIIOT TOBAPOOOOPOT, TTIOSTOMY KPEIUTHbIE
ornepaluy NIMPOKO pacipoCTpaHEHbI BO BCEM MUPE.

EctecTBeHHO, Mepen npeaocTaBieHUEM KpenuTa KOMITaHUS JOJKHA
yOenuThes B TIATEXXeCTIOCOOHOCTH (solvency) 1 (hMHaHCOBOW CTaOWMIIb-
HoctH (financial stability) KiIMeHTa, a TaKKe B €T0 TOTOBHOCTH TUIATUTD.
DTy nHdoOpMaIrIo NoayJyaloT B mpoiiecce nepenucku. CyecTByeT MsTh
TUIIOB KPEIUTHON KOPPECTIOHAEHITNHN:

1) 3asBieHUE Ha MOJTyUYEeHUE KPeauTa;

2) 3ampoc Io MOBOY IUIATEXECITOCOOHOCTH KIIMEHTA;

3) OTBeT Ha 3aIpoc;

4) MUCHMO O MPENOCTABICHUU KPEIUTa;

5) THUCHMO-OTKa3 B KPEIUTOBAHUM.

OOBIYHO MTOTPEOUTENL, KOTOPHIN OOpalllaeTcs 3a KPEAUTOM B YHUBEP-
Mar WJIu Jpyroi MarasvH, MpocCTo 3aIloJIHSIET aHKeTy. @UPMBI JeJ1aloT TO
xe camoe, oOMeHuBasch muchbMaMu. Hanpumep, HoBoe mpeamnpusiTue
JKeJTaeT YCTAaHOBUTD KPEIUTHYIO JIMHUIO WU OTKPBITHIN CUET MPHU pa3Mme-
IIEHWU TePBOTO 3aKa3a C MOCTAaBIIMKOM WJIM TTPpOM3BOAUTENeM. Takue
MUCcbMa 00513aTeNIbHO JOJKHbBI COEPKaTh CChIIKU Ha KOHKPETHbIe OaHKU
U IpyTUe YIpeXkIeHUsI, KOTOPHIE BBIAAIOT KPEAUTHI.

Examples — Mpumepsbi
Credit Inquiry — 3anpoc na noayuenue kpeouma

Alan’s Hardware Store
77 Elm Street
Chicago, lllinois 06606
Dear Sir/ Madam:

Enclosed is my purchase order 872 for 300 model 88b handsaws.

I would like to place this order on open account according to your regular terms. Our
store has been open for three months, and you may check our credit rating with Ms. Ingrid
Copeland, branch manager of the First Bank of Chicago, 1160 State Street, Chicago,
lllinois 60688.

You may also check my credit standing with the following companies:
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RBM Manufacturing Company, Inc., 1951 Benson Street, Bronx, N.Y. 10465
National Kitchen Products, Inc., 42 East Main Street, Round Lake Part, lllinois 60733
Standard Electric Corporation, 2120 Oak Terrace, Lace Bluff, lllinois 60044

Please let me know your decision regarding our credit as well as an approximate
delivery date for our first order.

Yours faithfully,
Alan Smith

Inquiry Regarding Client’s Creditworthiness — 3anpoc o kpedumocnocoo-
HOCMU KAUueHma

Ms. Ingrid Copeland

The First Bank of Chicago
1160 State Street
Chicago, lllinois 60688

Dear Ms. Copeland:
Alan’s Hardware Store, 77 Elm Street, Chicago, has placed an order with us for $780
worth of merchandise and listed you as a credit reference.

We would appreciate your sending is information regarding Alan’s Hardware’s credit
rating. We would especially like to know how long the owner, Alan Smith has had an
account with you and whether or not any of his debts are past due. We will, of course,
keep any information we receive in the strictest confidence.

Sincerely,

Roger Milton,

Credit Department

Positive Reply to the Inquiry — Ilonoxcumenvhbiii omeéem Ha 3anpoc

Dear Ms. Milton:

We are pleased to send you, in confidence, the credit information you requested
concerning Mr. Alan Smith, owner of Alan’s Hardware Store.

Mr. Smith, who was appliance department supervisor at Standard Electric Store until
last spring, has had personal checking and savings accounts with us for the past ten years.
His accounts were always in order, with adequate balances to cover all checks drawn.

His appliance store, at 77 EIm Street, was opened last March. For this undertaking,
he borrowed $10,000 from this bank and has begun making regular payments against
the loan. We are unaware of any further outstanding debts he may have.

On the bases of our experience with him, we believe Mr. Smith to be creditworthy.
Sincerely,
The First Bank of Chicago

Ingrid Copeland
Branch Manager
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B Tex caydasix, Korga Bce OT3bIBbI O KPEAMTOCIIOCOOHOCTU KJIMEHTA
OJIaroNpUsITHBIE, €My OTKPBIBAIOT KPENUTHYIO JIMHUIO. B mchbMe 1o ato-
My [OBOZLy OOBIYHO COAEPXKUTCS U3BEILEHNE, TOSICHEHNS YCJIOBUI 1 IIpe-
WMYIIECTB KPEIUTOBAHMSI, TTIOOIIPEHUS APYTUX (hOPM COTPYIHUYECTRA.

B ciryuasix oTKkaza B KpeAMTOBAHUM KPATKO M3JIaraloT MpUYUHY U TaK-
TUYHO MpeAiaraloT NOTeHIMATbHOMY KJIWEHTY TIPEANPUHATh HOBYIO TI0-
MBITKY COTPYAHWYECTBA C TAHHBIM (PUHAHCOBBIM YUPEXKIECHUEM.

Typical phrases — TunuyHble hpasbl

It is my pleasure to let you know that your request for credit has been
approved. — C ynoBonbcTBUEM coobiato Bam, yto Baie 3asiBneHue
0 MIpeIoCTaBICHUU KpeauTa ObLIO 0100peHO.

I am pleased to welcome you as our new credit customer. — MHe nipu-
SATHO TIPUBETCTBOBAaTh Bac Kak Halllero HOBOTO KJIMEHTA Ha TTOJIydYeHHe
KpeauTa.

I regret to inform you that we unable to grant you credit at this time. —
C coxaneHueM coobiraeM Bam, 4To Ha 3TOT pa3 MBI HE MOXKEM IIpeIOCTa-
BUTbh BaMm Kpeaur.

An impartial credit investigation indicates that your company’s present
financial obligations are substantial. — O6beKkTUBHOE paccienoBaHue Ba-
1Ieil KpeAUTHOM MUCTOPUM YKa3bIBaeT Ha TO, 4TO y Bac ocratorcs cyiie-
CTBEHHBIE (DMHAHCOBBIE 00513aTEIbLCTBA.

We fear that adding to those obligations could jeopardize your sound
credit standing in the community. — MsI OomMcst, 9yTo Bamm poromHm-
TeJIbHbIE 00s13aTeIbCTBA 110 OTHOLIEHMIO K YK€ CYIIECTBYIOIIM COCTABST
yrposy Baiemy ¢pMHaHCOBO-KpEeIUTHOMY IIOJIOXXKEHUIO B HAIllEM CO00-
IIIECTBE.

If, in the future, your obligations should be reduced, feel free to apply
again for terms of credit. We will be happy to reconsider your applica-
tion. — Ecnu B Oyaymem Bbl cMoXeTe yMEHbBIINUTh CBOU (PUHAHCOBBIE
00s13aTeNIbCTBA, TO CMEJIO oOpallaiiTech K HaM 3a KpeauToM. MHI ¢ yao-
BOJILCTBMEM paccMOTpUM Baille HoBoe 3asBiIcHHUE.

HeszaBucumMo oT Toro, HaCKOJbKO TIIATETbHO (hUPMBI TTPOBEPSIIOT (Pu-
HaHCOBOE IOJIOXEHNE CBOMX KJIMEHTOB, PAHO WJIX ITO3IHO OHU CTAJIKU-
BalOTCS C HEOIUIaUeHHBIMU CcYETAMU U HEOOXOAMMOCTBIO JOOUBATHCS
Bo3BpaleHUs noaroB. Kak mpaBuiio, 60JbIIast 4acTh CYETOB JOJIKHEI
OBITh OIUTaYeHBI B TeueHMe 10 gHe mociie ux IMOJIyIeHNsI, a OCTAIbHBIC —
B TeueHue Mecsua. IlncbMa-nHKacco HaUMHAIOT MUCcaTh, KOrma ornjara
He TTOCTYIMJIa B TEUEHUE Mecslia U 0oJjiee, 1 IeJlaloT 3TO CHaJaya B MsT-
Koit ¢popme. TpyaAHOCTU MPU UX HATIMCAHUU COCTOSIT B TOM, UTOOBI BEp-
HYTb CBOM JICHBI'M 1 B TO K€ BpEeMsI COXpPaHHUTD KJIMCHTA.

ITosToMy CBMa-MHKACCO MUIIIYTCS TOHOM YOEXKICHUSI, a He TIPH-
HyxXaeHus. Jlaxe TaKoro poja myMchbMa OCTal0TCSI OPUEHTUPOBAHHBIMUY Ha
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KJIMEHTa, BEXJIMBBIMUA U COYYBCTBEHHBIMU K €TI0 BpEMEHHBIM (pMHAHCO-
BBIM TPYAHOCTSIM. VX IUIIyT Ha OCHOBE (DaKTOB, a HE MHEHMI, ITOqYep-
K1Basl KOHPUACHIMAIBHOCTh OTHOIIIEHUI MEXIY KIIMEHTOM U KPEIUTO-
poM.

ITucsma-uHKacCcO OOBIYHO OTCHUIAIOT Yepe3 ompeneeHHbIE TPOMe-
XKYTKM BpeMeHH. ToH ImrceM co BpeMeHEM CTAHOBUTCSI 00JIee XKECTKUM,
a MHTepBaJI MeXITy HUIMH COCTaBJISIET OT AECITH THEM 10 Mecslia B Hadyalie
U OT OTHOM IO IBYX HENEeJIb B KOHIIE TIEPETTUCKMU.

Kaxmoe mrucbMo-mHKACCO ITOKHO COAepKaTh CIIEAYIONIyI0 MHPOP-
MaluIo:

1) cymma monra;

2) CpOK 3alI0JLKEHHOCTH,

3) KOHKpETHBIE AeHCTBUS, OKMAaeMble OT KJIIMEHTA.

Typical phrases — Tunu4Hbie thpasbl

May we again remind you that this account is still overdue. — I1o3B0Jib-
Te ellle pa3 HaITOMHUTH BaM, 4To 3TOT cUeT ellle He OIIavyeH.

According to our conditions of trade, your remittance was due on
January 20. — B cooTBeTCTBMM C yCIOBUSIMM Halllei ciesiku, Bamr nepe-
BOJI IOJIKEH OBbLT TOCTYNUTh 20 STHBapSI.

Our records indicate that the balance of $ on your account is
now past due. Payment is requested. — Haiu yyeTHbIe 3alUCU TTOKa3bI-
BAaIOT, YTO Ha Baiiem cuety mMeeTcs mpocpodyeHHast HeoIJlaueHHAs CyM-
Mma. [TpocuM ripon3BecTH OILIaTy.

When you send us a check for § , Now past due,
you guarantee that your next order will be properly filled. — Korma Brr
MIpUIILIETe HaM Y€K Ha CYMMY ... IOJUIAPOB, KOTOPasi IIPOCPOYCHA YXKeE ....
IIHEl, 9To OyIeT CIIyXXUTh TapaHTHE! ocyllecTBIeHNs Balero HoBoro
3aKasa.

Oversights, of course, do happen, but we know you will not want to mis
the opportunity to do business with us. — KoHe4yHo, cJTydaroTcsl IPOCYETHI,
OJTHAKO MBI YBEPEHBI B TOM, YTO BBI He XOTenM OBl TEPSATH BO3MOXHOCTD
BECTH COBMECTHBII OM3HEC B MAaJIbHEMIIIEM.

We cannot understand why you still have not cleared your balance of $

, Which is now overdue. — MBI He MOXKeM TIOHSITD,
rmoyeMy BBl Bce ellie He Moracuiiv CBOIO 3a10JKEHHOCTh B CyMME ..., KO-
TOpasi CyIIEeCTBYET YXe€ ... THE.

We are afraid you are placing your credit standing in jeopardy. — bo-
10Ch, UTO BbI IMoABepraeTe onacHOCTH CBOIO KPEAUTHYIO PEITyTaLUIO.

Only you, by sending a check today, can ensure your reputation and
secure the continuing convenience of buying on credit. — Toinbpko Bbr
MOXEeTe MMOATBEPAUTH CBOIO PEITyTAILIMIO 1 MPOJA0JIKATh MOJIb30BATHCS
MPENMYIIIECTBAMY MOKYIKU B KPEIUT, €CJIM CETOIHS Xe BBIILIETe HaM
YeK.

167



We would hate to lose a valued friend, Mr./ Ms. . Please
allow us to keep serving you. — MbI ObI 0O4eHB HE XOTeI1 TepsATh B Bamrem
JIMIE, T-H/ T-Xa... HajaexHoro apyra. IToxanyiicta, IT03BOJIbTEe HaM IIpO-
noJkaTh Bac ob6caykuBaTh.

Thank you for your check for $200. The balance remaining on your
account is now $ 750. — Bbaromapio Bac 3a uek Ha cymmy 200 10/1apoB.
CyMMa 3a10/KEHHOCTH Ha BallleM cueTy cocTaBiisieT B JaHHBIA MOMEHT
750 mommapos.

Since you requested an extension, we offer you the following payment
plan: — B cBs131 ¢ TeM, YTO BbI IIPOCUTE MIPOAOJLKEHMS KPEIUTa, MbI TIPS -
snaraem Bam ciemyromuii rpadpuK morameHus 3a10JKeHHOCTH

We expect your next check for $ 800 on April 7. — MubI oxxumaem Bamn
caenyronuii yuek Ha 800 mosmapoB 7 ampes.

Since you have always met your obligations in the past, we are prepared
to allow you a postponement of payment. — Tak Kak B mpo1iuioMm Bri Bce-
I7a BHIIIOJIHSIIA CBOM 0053aTeIbCTBA, MBI MOXKEM pa3peinnTh Bam 3amep-
JKaTh OTLIATY.

Please send us half of the amount by returnm and sign the enclosed
acceptance for the remainder. — IloxainyiicTa, IPUIIUINTE HaM MOJOBUHY
CYMMBI Y TTOAIMIINTE BIOKEHHBIN aKIIENT Ha OCTaTOK.

You have failed to answer any of our requests for payment of $ ,
which is now overdue. — Bbl He CMOIIM YIOBJIETBOPUTh HU OTHY
U3 HaIIUMX Tpochd 00 oruiaTe 4yeka Ha CyMMY ... JOJUIAPOB, COOTBET-
CTBEHHO, CPOK Ballleil 3a00JDKEHHOCTH COCTABIISIET ceifyac .... THEil.

Our Collection Department has informed me of their intention to file
suit against you. — Haiu otaesr ”HKacco cooOLIMI MHE O CBOEM Hamepe-
HUM nomaTh Ha Bac nck.

Final Collection Letter — [locaeodrnee nucomo-unracco

Dear
Our Collection Department let me know of their intention to file suit as you have failed
to answer any of our letters, and your account is now $ overdue.

Before taking this action, however, | would like to make a personal appeal to your
sound business judgement. | feel confident that if you telephone me, we can devise some
means to settle this matter out of court.

Therefore, | ask you to contact me by so that | may avoid taking steps which
neither of us would like.

Sincerely yours

Tests and Assignments — TecTbl u 3apgaHunA

I. Haiinute B MaTepuanax JaHHOTO ypOKa U BBITTUIIIUTE CTIOBOCOYETA-
HUsI, HaUMHaloIuecs cJIoBoM credit. IlepBast OyKBa 3THUX CJIOB ITOCTYKUT
MOJACKAa3KoM, HanmpumMmep:
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Credit Customer

II. Haiinute B mpaBoii KOJIOHKE CHUHOHUMBI CJIOB U3 JIEBOIA.

regular considerable
confident point out
substantial blunder
jeopardize ordinary
indicate credit solvency
oversight threaten
creditworthiness sure
Reminder

III. CootHecuTe yactu Tabauubl. [lepeBeauTe mWITaMIlbl MMCbMa-Ha-
IMMOMUHAHUS 00 OIUIaTe Ha PYCCKUIA SI3bIK.

1. Payment is being made by banker’s draft a. your remittance was due on February 2

2. Payment by irrevocable L/C in pound sterling b. by paying in monthly installments

3. May we again remind you that c. but have received no reply from you

4. According to our conditions of sale d. in settlement of your invoice for USD

9. The recent devaluation of our local currency 1,200

6. We often reminded you of the outstanding e. has caused a setback in business
amount f. this account is still overdue

7. We trust you will settle the remainder g. is valid for 90 days from order date

I'V. BcTaBbTe B TEKCT BbIJeEHHbIE KYPCUBOM cjioBa. OHO U3 HUX MO-
JKET MOBTOPUTHCS.

troublesome delayed great high outstanding overdue current
personal  prompt

Paying bills on time can save you money! (1) interest rates
accumulate quickly on (2) accounts. So why not send us a (3)
check today to clear your (4) balance of $ 571.90.

Your (5) bill is now 20 days overdue. This period is not a (6)
______ lapse of time. However, you have always been a (7)
customer.
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BANKING CUSTOMER — BAHKOBCKWM
1 5 KNWEHT

baHku BHITIOMHSIOT CeAyIONe OCHOBHBIE (hyHKIIAU:

1. OGecneynBaiOT 6€30MaCHOCTh BKJIAJ0B M IIEHHOCTEH KJIMEHTOB.
D710 cTapeiiias 1, HECOMHEHHO, BaxKHe11ast PyHKIMs 0aHKOB.

2. KpenuryioT ¢pusnyeckux v IopuIndeCcKuX JUIL, YTO TPUHOCUT OaH-
KaM MaKCUMYM MPUOBLUIN.

3. BbImyckawoT 0aHKHOTBI. DTO TaKXKe OHA M3 CTapeUIIX QYHKIINIA,

ocyliecTsisiemMas npenmylectseHHo LleHTpobaHnkamu.

4. BbIMycKawT YeKU U Ipyrue 6aHKOBCKUE MHCTPYMEHTHI KaK Cpei-

CTBO YPeTyJIMPOBaHMS 3a10/DKCHHOCTEI.

Kpome 31X OCHOBHBIX (DYHKIIMI1, COBPEMEHHBIC OaHKM OKa3bIBAIOT
psin GMHAHCOBBIX YCIIYT: 00CIyXXKUBaHUE (PU3UMUECKUX JIULI, YIIpaBJIeHUE
ropTdeieM NHBECTULINI, TUBepCcU(UKAIMsI pUCKOB, UTIOTEYHBIE OIlepa-
1y ¥ pouee. Pojib 6aHKOB B TOPIroBJjie TPYAHO MEPEOLIEHUTD.

B coBpeMeHHO#1 MeXITyHAapOTHOW TOPTOBJIE BHIIC/SIOT CJIEAYIOIIne
BUJIBI PACUETOB:

1. Tlmarex 1o OTKpHITOMY CUETY (YMCTHIN TIaTeX — clean payment).

2. Omnara BekceneM (by draft = bill of exchange).

3. JlokymeHTapHOe mHKacco (documentory collection).

4. JlokymMeHTapHBI akKpeauTuB, akkpenutus (letter of credit = L/C).

CyTb nepBoro crnoco0a 3aKJIIo4aeTcs B orjiaTe MmokynarejieM 6aHKOB-
CKUM TIEPEeBOJIOM MJIM YEKOM cYeTa ITpojaBlia 3a TOBAPhI UJIU YCIIYTH.

IIpu pacyere BeKcesieM YCIOBHO BBIICISIOT «AMITIOPTHBIIA» U «9KCIIOPT-
HbI» Bekcess (import or export draft) B 3aBUCMMOCTH OT TOTO, BbIIaH OH
B CTpaHe ITOKYITIaTeIsI WX IIPOAaBla.

ITpu noKyMeHTapHOM MHKACCO 3KCIIOPTep HAIpaBIIsieT KOHTPaKTHBIC
JIOKYMEHTHI Yyepe3 OaHK-peMUTEHT — remitting bank (00bIYHO CBOI OaHK)
B MHKacCcUpYyoIuii 6aHK — collecting bank (kak mpaBui1o, B CTpaHE M-
TopTepa) IS OILIaThl (IOKyMEHTHI IIPOTHUB ILIaTexka — documents against
payment) WM akmenTa TpaTThl (IOKYMEHTHI IPOTUB akKmenTa —
documents against acceptance). Ummoptep (importer) ImojrygaeT JOKy-
MEHTHI TOJIBKO ITOCJIE TUTaTeXka VITH aKIIeTTa.

B akkpennTUBHOI1 orepaluu IJIaBHYIO PoJib UTpaeT OaHK, BHICTABIISI-
IOIINI aKKPETUTUB, WJIK 0aHK-IMUTEHT. OTKPBITHE aKKPEIUTUBA ITPOVIC-
XOIMT IO YKa3aHUIO IpuKa3omaresist (MMIIOpTepa), ONPEAeISTIOIIETo ero
ocHoBHBI¢ ycioBus. [lepenaua akkpenutrBa 0OeHepuILInapy (IKCIopTePy)
MPOMCXOMIUT, KaK MpaBUJIO, Yepe3 OaHK-TTOCPeTHNK, Ha3bIBaeMblii aBU-
3ytoniuM 6aHkoM. Posib mocienHero 3akiodaeTcsl B TpoOBepKe MOMTUH-
HOCTHU ITOKYMEHTOB. B ciyyae eciiu oH GepeT Ha ce0sl JOIOJHUTEIbHbIe
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(yHKIIMM MO omjaTe aKKpeAUTHBA, OH TIEPEXOAUT B KaTErOPUIO MO -
TBEPXIAIOIIEro OaHKa.

TakuM 06pa3oM, B KJlacCUUECKON aKKpeIUTUBHON onepaiuy uMeeT-
csl YeThIpe yUacTHUKA: MpUKa3ofareb — applicant (importer), 6aHK-3MU-
TEHT — issuing bank, aBu3ytolnii/ MoATBepXXaaOIINi 0aHK — advising/
confirming bank u 6eHecduinap — beneficiary (exporter).

PaboTHMKYM 6aHKOB U KPEAUTHBIX YUPEXIEHU, pABHO KaK U UX KJIU-
€HTBI, TOJDKHBI BJIaIeTh TEPMUHOJIOTUEH U 3HATh TUTTMIHBIE BRIPAXKEHUSI,
MpUMEHsieMble B 0aHKOBCKOM jieJie. TepMuUHOIOrUsI 0aHKOBCKOTO Jena
JIOBOJIHO CJIOXHAs ¥ TPeOyeT CIelIMaIbHOTO U3YUEHMUS.

Example — Mpumep

To: Colin Spenser

From: Daniel O’'Regan, MD

Date: Sept.1, 20--

Subject: Alternative Methods of Payment to Our New Overseas Suppliers

Because our suppliers have placed us an open account, these are the alternative
methods of payment available to us:

Check — this method is slow. It requires clearance through the international banking
system and will cost some of our suppliers additional bank charges. In some countries,
clearance can take as long as a month.

Bank draft — our bank will issue a draft drawn on a bank in the supplier’s country
and currency. Because we send this directly to our suppliers, they receive prompt credit.

Electronic transfer — our bank instructs as overseas bank to pay our supplier in
either our or their currency. This is the quickest method of payment, but our fees will be
the highest.

Please let me know your preference, and | will communicate it to our suppliers.

MD

Typical phrases — TunuyHbie hpasbl

Money Orders — Ilramescuote nopyuenus

Payment to your bank/ the beneficiary/ principal. — ITnarex Bamemy
0aHKy/ 6eHeduULIMapy,/ KIUEHTY.

By order of our bank/ the beneficiary/ principal. — I'lo pacropsckeHUI0
Haiero 6aHka,/ 6eHeduIapa/ KJIMeHTa.

For account of our bank/ the beneficiary/ principal. — 3a cueT Haiero
bOaHka/ OeHeduMapa,/ KJIUEHTA.

By order of our bank please pay to our beneficiary the sum of USD
20,580.00 by cable. — ITo pacmopsskeHHIO HallleTo OaHKa BBITIJIATUTE,
noxaiyiicra, Hamemy oeHepunmapy cymmy 20 580 mommapos CIIA 1o
Tenerpady.

Please pay less our cable charges — OmiaTure, moXxaiayicTa, OTHECs
TesierpacHble pacXo/Ibl Ha HAIIl CYET.

By order of our principals we have debited your account with the sum
of USD 30,281 under advice to your bank value 12.3.12. — TTo pacniopsi-
JKEHUIO Halllero KJIMeHTa MbI feoeToBayiv Bain cuet Ha cymmy 31 281 modi-
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napos CIIA, yBenomuB Baiil 6aHK, CO CpOKOM BaTlOTUpOBaHUs 12 MapTa
2016t

Please credit our account with the sum of ... — Iloxanyiicta, Kpenu-
TYWATE HaIll CYET HA CYMMY ...

We debit your account No. ... with the sum of USD ... by airmail. —
M1 nebeTyem Bamr cuet Homep ... Ha cymmy ... nojtapoB CIIIA aBramod-
TOMN.

We enclose/ attach our credit-advice. — MubI IpujiaraeM Hallle KpeauT-
aBM30.

You debit advice did. 6.7.12 — Barte ne6etoBoe aBu3o ot 6 utonst 2012 1.

We have credited your account value 01.08.12. — M&bI KpenuToBaiIu
cymMy Ha Bamem cuety 1 aBrycta 2012 . Pay this sum to ..., which please
honor on presentation. — 3aruiaTuTe 3Ty CyMMY... IO IIPEIbSIBIICHUIO 10~
KYMEHTOB.

The check (cheque) is valid for three months from the date of issue. —
Yek nelicTBUTENIEH B TEYEHHUE TPEX MECSIIEB TTOCIIE €T0 TTOANMCAHNS.

The total amount payable is... — OO1asi cymMmma, KOTopasl MOIJIEKUT
OIlIaTe, COCTABJISIET. ...

Collection — Hukacco

Please deliver your Bill for Collection (B.C., B/C) — Iloxanyiicta,
BBIIAWTE TIEPEBOJHOM BEKCEIb.

Please attach the draft particulars. — [Toxamnyiicta, mpuaOXUTE NaH-
HbIE II0 TPaTTE.

Duplicate documents follow by return mail. — Konmu 1oKyMeHTOB
CIIEAYIOT OOpaTHOM TTOYTOM.

As per reference No.18 — CormacHo pedepeHcy (pedepentmn) 3a Ne 18.

We enclose/ attach the following documents: Bill of Lading (B’L),
Invoice, Insurance Certificate, Packing (Package) List, Inspection
Certificate, and Certificate of Origin — M#bI npuiaraem cieayolnye 10-
KYMEHTBI: KOHOCAMEHT, CUYeT-(paKTypy, CTpaXxoBOe CBUACTEILCTBO, yIla-
KOBOYHBII JINCT, MHCIIEKIIMOHHBIN cepTU(UKAT, CBUIETEICTBO O TIPO-
HUCXOXICHUMN.

Subject to the Rules for Acceptance — Ilpu cobmogeHNM IpaBIIT aK-
LemnTa....

Please accept our charges. — Iloxanyiicra, akuentyite (IpumMuTe
K OIUIaTe) HAaIlIM PACXOIbI.

Please collect interest at 3% per annum. — [loxanyiicta, moayduTe
MPOLICHTHI B pazmepe 3% rogoBbIX.

Your charges, if any, are for drawee’s account. — Baiu pacxosl (eciv
OyIoyT) — 3a cueT IuiaTebIIuKa.

Please authorise us to debit your account. — [ITpocum pa3zpemutb Ham
neberoBaTh Baiil cuet (criucath cymMmy ¢ Baiero cuera).
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Please remit the proceeds to our account with Sanwa Bank, London. —
[MoxanyiicTa, IepeBeauTe MOCTYIUIEHUS (BBIPYYKY) Ha HAIll cYeT B GaHKe
«CaHBa», JIOHIOH.

Payment with order by banker’s draft or check to a UK bank — Ormnata
T0 MPUKa3y MocpeCTBM OAHKOBCKOI TPaTThI (MIEPEeBOAHOTO BEKCEIs) WU
YEeKOM Ha aHIVIMUCKUI OaHK.

Payment is being made by banker’s draft in settlement of your invoice
for US$ 3,500. — TTnaTex OymeT rpoun3BeaeH 0aHKOBCKUM (TIEPEBOIHBIM)
BeKceJieM B moraieHue Baiero cueta-gakrypsl Ha 3500 mommapos CIIIA.

Please draw $ 700 on us at 90 day’s sight. — Beimuimire, moxanyicra,
HaM cueT Ha 700 1o/U1apoB CO CPOKOM OILIATHI (moraieHus) 90 qHeii.

Advices — Asuzo

Please credit the account that we hold with you. — Iloxanyiicta, Kpe-
JTUATYITE CYET, KOTOPBI MbI 1epkrM y Bac.

Please pay the amount mentioned below/ above. — IToxanyiicTa, omn-
JIATUTE CYMMY, YIIOMSTHYTYIO HUXe,/ BBIIIIE.

Present the documents, as instructed. — IlpencraBbTe JOKYMEHTBI, Kak
OBLIO yKa3aHo.

We have settled your charges. — Ml ormatryim Bamm pacxomsl.

We have remitted the sum through your bank. — MEbI niepeBeu CyMmy
yepe3 Balll OaHK.

On Aug. 12, 2012 we remitted USD 11,000 in settlement of our order. —
Mper nepesenu 11 Thic. momtapos CIIA B orutaty Bariero 3akaza 12 aB-
rycta 2012 .

Miscellenous — Pasnoe

Kindly inform me about your conditions (terms) regarding interest rates
and service charges. — IIpoiry Bac cooOmmnTs MHE Ballli YCIOBUSI OTHO-
CHUTEJIBHO TIPOLIEHTHBIX CTABOK U Tapu(OB 3a 00CTyKBaHHE.

I would like to invest part of my capital and have the rest at my
immediate disposal. — 5 xoTen 6bI MHBECTUPOBATH YAaCTh CBOETO KaIlUTa-
JIa ¥ CBOOOIHO PacItOpsDKAThCs OCTAIbHBIMU CPEICTBAMMU.

I would like to have access to my capital in about a year. — I xores ObI
WMETH JOCTYII K CBOEMY KaImuTary MpuOJIU3UTEIbHO Yepe3 Tofl.

I would like $ 10,000 available at short notice, for example, within two
weeks. — I 3apaHee, HalIpuMep, 3a ABE HEACIH XOTe ObI IIPeIyIPEaIUTh
0 CBOEM XeJJaHUU CHATH 10 ThIC. HOJUTApOB.

Could you inform me of the balance of my account. — Coo01uTe MHe,
TOXaJIylicTa, OCTaTOK CPEICTB HA MOEM CUETY.

Can I have the up-to-date statement of my account. — I xoTes Obl
WMETH MOCJIEAHIOIO BHIITUCKY CO CBOETO CUETA.

If you want to give anyone power of attorney, we 1l need a specimen of
his/ her signature. — Ecau Bbl xoTuTe nepenats KoMmy-1100 10BepeH-
HOCTb, TO HaM HYy>€H o0pa3ell IMOAIIKICH 3TOro YeJIoBeKa.
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As initial deposit on our new account, we enclose a check for US$ 200. —
Mpu1 npunaraeM yek Ha 200 nosutapoB CIIIA B KauecTBe HaYaJIbHOIO BKJIa-
Jla Ha Halll HOBBIH CUET.

We enclose specimen signatures of the persons authorized to sign checks
on our behalf. — MbI npuiaraem oOpa3ubl MOAMKUCEH UL, UMEIOIINX
IIPaBo MOAIKUCHIBATh YEKU OT HAILIETO MMEHM.

As account No. ... is no longer needed, we would ask you to close it and
to transfer the closing balance to account No.... — Cuer No... HaM 00JIbIIIe
He HYXeH, 1 MBI IPOCUM Bac 3aKphITh €ro 1 MepeHeCcTH OCTaTOK CPEJICTB
Ha cueT No....

I would be grateful if you could arrange to grant me a loan of .... for
a period of three years. — 4 6bL1 OBI O1aTOTAPEH, €CITM OBI BRI MOTOBOPH-
JINCH O TIPEIOCTaBIEHN MHE KpeInTa Ha CYMMY ... Ha TpU rofa.

You will have to pay bank charges if your account is overdrawn. — Bam
MPUIETCS OIIATUTh OAHKOBCKME COOPLI B CIydae Iepepacxoa IeHEXKHbIX
cpeacTB Ha Bamem cuery.

I am afraid we cannot extend your overdraft. — Borock, 9TO MBI He
CMOXeM TpomnTh Bam oBepapadT (Cpok moramieHus: 3310 KeHHOCTH
0aHKYy).

We have opened L/C with Lloyds Bank. — MBI OTKpbUIM aKKPEIUTUB
yepes «JInoitac bank».

Payment by irrevocable L/C in pound sterling to an England bank,
allowing part-shipment and transshipment, and valid for 90 days from order
date. — IlnaTtex B (pyHTax cTepiauHTax 0€30T3bIBHBIM aKKPEAUTUBOM,
JIEeUCTBUTEIBLHBIM B TeueHre 90 THEil OT JaThl 3aKa3a, yepe3 JT000M aHT-
Jmiickuii 6aHk. [1pu aTOM paspeniaeTcst yacTUIHas OTKpy3Ka U IepeBal-
Ka (C OHOTO CyIHa Ha IPYTroe).

Tests and Assignments — TecTbl u 3agaHuna

I. IlepeBenuTe MeII Ha PYCCKUI SI3BIK.

Dear Ms. Hazel:

We have instructed ourbank to arrange fora letter of credit for US$ 7,102,359
to be paid against your pro forma invoice No. G1456/S. The proceeds will
be credited to you as soon as Alpha receives the documents.

Sincerely,.....

I1. TlepeBennTe TEKCT Ha PYCCKUIA SI3BIK U OTBETHTE HA BOMPOCHI.

If you want to deposit money at the bank, you have several possibilities:
first, a current account. This gives you the possibility of having all your
money at your immediate disposal. It also entitles you to a check-book.
However, it only gives 0.5% interest.

Second, you have a deposit account, which usually pays about 3.5%
interest, less tax. In that respect, a deposit account is a better investment
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than a current account. However, though you are entitled to a check-book,
you can only withdraw up to a certain limit each month. For larger
amounts, you must give the bank a few months’ notice.

Finally, you have certificates of deposit. These pay in the order of 6.25%
interest. However, they block your money for a period of 3, 4, or 5 years.
Your choice of long-term investment, therefore, will depend largely on how
soon you would like to have access to your money.

[an—

1.
2.

3.

What are the advantages of having a current account?

How can you withdraw large sums of money from your deposit
account?

How much is certificate of deposit’s interest?

I1I. BcraBbTe Hy>KHbIE IPEAJIOTH.

PNAN R LN

We can open a current account ... 2% or a deposit account ...10%.
How soon would you like to have access ... your capital?

How much do you want to have ... short notice?

You can withdraw any amount ... your current account.

We can give you certificates of deposit ... 10,000 pounds.

I would like to have the reminder .... my immediate disposal.

My salary is paid directly .... my account.

You have received a debit advice ... 5,000 pounds, haven’t you?

IV. BcraBbTe HY>XKHBIE apTUKIIU.

SO N R LN

Could I have ... specimen of your signature?

I have to give you ... down payment.

What is ... balance of your deposit account at ... moment?

They take out ... all-risk insurance for you.

We will give you ... form to fill in.

You have ... only possibility.

The bank manager promised me to investigate ... matter.

I want to make ... transfer, but I don’t know ... beneficiary’s address.
It puts me in ... awkward position.

There is ... improvement when you compare with ... end of last year.

V. CootHecute yactu Tabauubl. [lepeBenurte mTamMnbl NuchMa o0
oIulaTe Ha PYCCKUM SA3BIK.

ok =

~

Payment is being made by banker’s draft a. your remittance was due on February 2
Payment by irrevocable L/C in pound sterling | b. by paying in monthly installments

May we again remind you that c. hut have received no reply from you
According to our conditions of sale d. in settlement of your invoice for USD
The recent devaluation of our local currency 1,200

We often reminded you of the outstanding e. has caused a setback in business
amount f. this account is still overdue

We trust you will settle the remainder g. is valid for 90 days from order date
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VI. 3anosHUTe MPOMYCKHY BbIASJIEHHBIMU KyPCUBOM CJIOBAaMU B COOT-
BeTcTBYylolEl hopme. [lepeBenuTe npeasoxXeHus: Ha pyCCKUI SI3bIK.

branch call back telex delay transfer to receive explanation
similar in order confirm

10.

My wife hasn’t received the money I asked you to from my
account to hers last month.
I can’t understand the long in sending the money. I’ve never
had any problems before.

. We’ve asked our in Liverpool for an explanation of
the delay.
I asked for the transfer to be made by so they got it in Spain
the same day.
Could you please the order in writing?
I’ve often made transfers without any difficulty.
We’ll do everything we can to see that your wife the

transfer asap.

We’ve looked into the matter, and everything seem to be

this end.

Can I have your phone number so that I can ?

My wife still haven’t received the money I asked you to send her, and
Id like an

VII. CooTtHecuTe yacTu Tabauiibl. [lepeBenuTe mpenioxkeHus Ha pyc-

CKUMU SI3BIK.

1. I have been assured that the power of attorney a. for payment by IncomeArtur Ltd
2. We have been negotiating the terms of margin trading | b. has been estimated in USD

3. A check for USD 1,200 has been presented c. to cover all initial expenses

4. The remaining sum has been invested d. for a week

9. The value of the premises €. We cannot give you a loan

6. | will need about $ 40,000 f. will be valid on all my accounts
7. Under those circumstances g. before we could help you

8. We would have to be entirely covered h. in certificates of deposit

VIII. IlepeBenute npeaioXeHUsT Ha aHTJIMUCKUIA SI3bIK.

1.
2.

Ham 6aHk npeanaraet KJMeHTaM HOBbIE BUIbI YCIIYT.
M&I npenyiaraeéM WHBECTUPOBATh BalllM CPEJCTBA B NEITO3UTHHIC
cepTUdUKATHI.

.4 npeajararo nepeBoanuTb JCHbI'N BameMy CbIHY IMOCTOAHHBIM

aTexXHbIM nopydyeHueM (by standing order).
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PROPOSALS —
1 6 NMPEANOXEHNA

B mpokom cMmbiciie ciioBa NMpeioXeHne peAcTaBiIsieT co00i CBOEro
poJia Mapii-6pocok B TOprosiie uaessMu. Ero 1enb — yoeauThb ONMmoHeH-
Ta TMIPUHSTH Ballly KOHIIETIIINIO 1 BOTIJIOTUTH €€ B XKM3Hb.

IMuceMa-npemToXeHus TAIIYT B pa3IMIHBIX cuTyanusx. Hampumep,
Bbl MOXKETE:

* TIpeMIOXKUTH BallleMy pabOoTOIaTEe IO U3BMEHUTh KaK1e-JIM00 PYyTUHH-
HbIE MPOLIeTyPhI, HAHSTH eI1le OTHOTO pabOTHUKA, KYITUTh HOBOE 000-
pPY/IOBaHUE U T.1I.;

* TIPEJCTaBUTH CBOI MPOEKT B KOHKPETHbBIN KOMUTET Wikt COBET TUPEK-
TOPOB;

* TI0JaTh 3as1BKY Ha IPAHT C 1eJblo (DMHAHCUPOBAHUS ITPOEKTA;

* XOZJaTaiiCTBOBATH Mepe] MHBeCTOpaMu 0 (DMHAHCOBO MOJIEPKKE MPU
CO3IaHNU HOBOTO MPEIITPHUSTS TN OCYILIECTBIEHUM APYTHUX IIPOEKTOB,;

* 1CKaTh BO3MOXHOCTH 3aKJIIOUUTh KOHTAKT C MOTEHIIUAJbHBIM TTOKY-
natesneM (KIMEeHTOM).
®dopmar npeiioxkeHus U uHGopMaLus, KOTOpyto Bbl COOUpPaAETECh

BKJTIOUUTH B MUCHMO-TIPEUIOKEHNE, OYIyT BApbUPOBATh B 3aBUCUMOCTH
oT cutyalnu. HekoTopble npenioxkeHus: pujiaralotTcsl K KOHTpakTaM U B
OnpeeIeHHOM CMBbICJIE SIBJISIIOTCSI CAMOCTOSITEIbHBIMU IOPUINYECKUMU
IoKyMeHTaMu. [Ipyrue mpemioxXeHns, B OCOOCHHOCTH 3assBKM Ha TTOJTy-
YeHMEe IPaHTOB, TPEOYIOT 3aTIOJTHEHUSI MHOTOUMCICHHBIX aHKET U HE J10-
MyCKalOT HUKAKUX OTKJIOHEHUI OT MpeaycMOTpeHHbIX hopM. B nobom
cjyyae, BCe MPeIOXKEeHUS 1OJKHBI OTBEYATh CIEAYIOIIUM KPUTEPUSIM:

1. YeTko onuinurte cBou naen. B camoM Havasie mpenyioskeHusl Bbl YeT-
KO M3JlaraeTe CBOIO KOHIUEIIIUIO, OTIpeessieTe LeIu U 3a1auM MTPOeKTa,
a Tak>ke BpeMEHHbIE IPaHULIbl ¥ OTPaHUUYEHUSI, TIPUCYIIIUE BallleMy ITPOeK-
Ty. ECii BBI TIpeicTaBisieTe CBOM MIEH JIIOISIM, MaJIo 3HAKOMBIM C Balleit
MpeMETHOM 00J1aCThIO, TO €CTECTBEHHO BBECTU UX B KYpC Jiefia, Co3/1aBast
KOHTEKCT, B paMKax KOTOPOT'O Bbl IOTMUECKU Pa3BUBAETE CBOU MBICIIU.

2. bynbre HactoluuBsbl. [Ipennaralite KOHKpeTHOE pa3BUTHE CBOEM
KOHIICTIIIMH, OTIMIITMTE TTPENMYIIIECTBA, KOTOPhIE MOXHO OYy/IeT MOJyIUTh
oT ee peannzauur. O60CHOBaHME HE JOJKHO 3BYyYaTh Kak NepeyeHb Bbl-
rofl, a JOTUYECKU BBITEKATh U3 KOHTEKCTA U HEOTIPOBEPKMMO J1I0Ka3bIBaTh
HEOOXOIMMOCTD BHITTOTHEHUST JAHHOTO MMPOEKTa.

3. [IpenycmoTpuTe apryMeHThl Ha BO3MOXHbIE Bo3paxeHus. [{aBaiite
OTBETbI Ha BOMPOCHI M YCTPaHsIIITe COMHEHUSI 10 TOTO, KaK OHU BO3HUKA-
I0T. DTO JesiaeTcs B hopMe BbICKAa3bIBAaHUI B Ballly TIOJIEPXKKY MPU3HAH-
HBIX 9KCIIEPTOB, OOOCHOBAHUS PACXOJ0B, a TAKXKE TTOJIEMUKH T10 TIOBOIY
aJbTepHATUBHBIX BAPUAHTOB PEIlIeHUsT TPOOIEMBbI.
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4. IMosicHUTe, KaK IeiicTBOBaTh gajblie. YTo HY:KHO CleaTh, YTOOBI
BOILIOTUTD Balllv MeH B XU3Hb? YTO KOHKPETHO BBl XOTUTE OT KOppec-
noHneHTa? CyIlecTBYeT I KOHEYHBIN CPOK IIPUHSITHS PEIICHUS 10 JaH-
HOMY BOTIpoCy?

Macirtab Bailieil uaey omnpeaeasieT JIMHY MUChbMa-IpelIoXeHUS.
Ecau BeI IIpeyiaraete KynuTh JOMOJIHUTEIbHBIA KOMIIBIOTED IJIS HOBOTO
cekpeTaps, TO Ballle MMChMO OyIeT 3HAaYMTEILHO KOpoyde, YeM 3asiBKa Ha
MoJTydyeHre 0AHKOBCKOTO KPeauTa JIJISi OTKPBITUSL HOBOTO MPEAIIPUSITHS.
B m060M ciryyae mipeuioXXeHne JOKHO BKITIOUATh 3ar0JIOBOK, TE Kpat-
KO, HO IIpeAEJIbHO SICHO YKA3bIBACTCSl OCHOBHAS Mesl, ¥ ITOAPa3AeIbl AJIst
yao0CTBa YMTATENIs, [e MPEACTaBIISIOTCS yOoenUTeIbHbIC apTYMEHTHI B 3a-
LIUATY Ballleil TOYKU 3PEHMSI.

KomMepueckue TipeiokeHns HazbiBatoTces offers (opeptrr). OHM 00-
Jiee MOIPOOHO MpencTaBiaeHbI B pa3aeine “Proceeding of an Order”.

Example — Mpumep
Proposal Letter

ABC Business Consultants
1002 Twin Towers, Suite 115
Austin, TX 78761

June 12, 2012

Mr. Norman V. Morris
Chamber of Commerce
43 West 1% Str.

Utopia, TX 78777

Dear Mr. Morris:

I enjoyed meeting with you past Tuesday, June 2", concerning your interest
in a manual on how to write policies and procedures. The local businesses
do need help in this extremely important area of their operations.

Due to the lack of good practical guides available commercially, the
developing of one through the Chamber will serve a great need.

The enclosed proposal outlines the details of our conversation regarding
the content of the guide, costs, schedules, and so forth.

I have added my qualifications for reviewing by your colleagues.

If you have any questions, please do not hesitate to contact me at:
0664045367.

Respectfully,

Adam Jasper,
Business Consultant
Encl.: Proposal
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Typical phrases — Tunu4Hbie ¢hpasbl

Beginning of the Proposal — Hauaao nucema-npeoaoxcenus

The objective of the proposal is to demonstrate the feasibility of
producing... — lleas naHHOTO MpPENIOXEHUs — MPOJEMOHCTPUPOBATD
BO3MOXHOCTH ITPOM3BOJCTRA...

The purpose of this application is to request the grant funding... — Lenn
JTAHHOU 3asBKM — MPOMUHAHCUPOBATH ITPY TTOMOIIM ITPaHTA. ..

We are requesting funding to purchase... — MbI ullleM BO3MOXKHOCTHU
(bvHAHCUPOBAHMS TSI MPUOOPETEHMUS. .

It is imperative that this equipment meet the needs and objectives of the
program. — CyIIecTByeT HacCTOsITeIbHasI HEOOXOAMMOCTb B TOM, YTOOBI
000pynoBaHKe OTBeYaIo TPeOOBAHUSAM U 3aa4aM JaHHON MPOrpaMMbl.

One of the strongest aspects of this program is that it only requires a one-
time input of funding. — This project will also provide indirect benefits
to... — OQHO U3 CaMbIX CEPbE3HBIX IIPEUMYILIECTB JaHHOM IIPOrpaMMBbl
COCTOMT B TOM, YTO OHA TpeOyeT OMHOPA30BOTO BIOXKEHUs cpencTB. — OT
BBITIOJTHEHHSI 3TOT0 MPOEKTa KOCBEHHBIE IIPEUMYIIECTBA MOJyJaeT...

Recent downturn of the economy has forced us to seek alternate means
of funding projects. — HemaBHWiT 5KOHOMWYECKHWIA CITa]l 3aCTaBIJI HAaC
HCKaTh aJIkTepHATUBHBIC UCTOYHUKUA (DUHAHCUPOBAHUS TTPOCKTOB.

It is our viewpoint that the advantages of... are worth any expendi-
ture. — ITo HalIeEMy MHEHUIO, TPEUMYILIECTBA... CTOAT JIIOOBIX KaluTajlo-
BJIOXKEHUM.

We are hopeful that as a result of this grant program, we will complete
the work started. — MbI HageeMcsl, YTO TTOTyYeHUE TpaHTa MO3BOJIUT HAM
3aBEPIINTh HaYaThie PaOOTHI.

Presenting the Company while implementing client-oriented approach. —
Ilpe3senmauus ceoeil KoMnanuu, Ucnoab3ysa no0xood, OPUeHMUPOCAHHIIL HA
Kauenma

Using the lessons learned from twelve years of experience designing
high-rise buildings, we will ensure your design is technically correct,
constructible, and cost-effective. — Ecyim BbI BocItob3yeTech HAIIMM JBE-
HaAATUWIETHUM OITbITOM MPOEKTUPOBAHUSI MHOTO3TaXXHBIX JOMOB, TO
CMOXeTe ObITh YBEPEHBI B TOM, UTO MOJYYUTE TEXHUUECKU TTPABUIbHBIN,
KOHCTPYKTUBHBIN 1 peHTA0CIbHBIN JU3aiiH.

With 200 qualified employees, we have the in-house resources to meet
your current expectations and satisfy any challenging needs. — MxbI nMeeM
JIOCTaTOYHO BHYTPEHHUX PeCypcoB, a UMeHHO, 200 KBaTn(hUIINPOBaAHHBIX
COTPYIHUKOB, /IS TOTO YTOOBI CETOAHS YOBJIETBOPUTD Balll CaMble CMe-
JIbIE OXKUJAHUSI.

Business challenges often have solutions in technology, facilities, and
processes. We understand what drives your business. Moreover, we take
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a partner’s interest in your success. — I[IpeanocbuikaMu pa3BUTHSI COBPe-
MEHHOT0 OM3HEeCa SIBJISTIOTCS TIEPEIOBhIE TEXHOJIOTMH, TIPOIIECCHI U YCIIO-
BUSI pabOTHI, KOTOPbIE MBI B COCTOSIHMU IIPEAOCTaBUTh. MBI IOHUMAaeM
CMBICJI cylecTBoBaHU Barrero 6usHeca. bonee Toro, Haire yyactre Ho-
CUT XapakTep MapTHEePCTBA U MOCTYXUT 3aj0roM Baiiero ycriexa.

We believe that partners give partners a competitive edge. Our clients
depend on us to bring an outsider’s perspective and analytical ability to help
them plan, phase, and reach their goals. Our ability to engineer, construct,
and operate facilities rounds out that objective. — MBI camTaeM, 94To mapT-
HEpbI JOJIKHBI BO BCEM ITIOMOraTh Apyr Apyry. Haiim KiameHThl JopoxkaT
TEM, YTO MBI B COCTOSTHUU TIPEIOCTaBUTDh MM «B3TJISIZ CO CTOPOHBI» U T10-
MOYb B IUIAHUPOBAHUU, CTPYKTYPUPOBAHUM U JOCTHXKEHUM IOCTABJICH-
HBIX Heieil. MBI UMeeM BBICOKMIT aHAIMTUYECKU TTOTEHIIMAT U SICHO
BUOVIM II€PCIIEKTUBEI ONITUMAIBHOTO TIPOSKTUPOBAHUS, KOHCTPYHPOBa-
HUS U YIIPABJICHUS BalllMU MOIITHOCTSIMU.

Expressing Cooperating Opportunities — Boipaxcenue nadexcoot na co-
mpyonuuecmeo

We look forward to beginning the dialogue and then to expanding our
increasingly beneficial relations. — MbI paccuyMTBEIBaeM Ha HavaJio THaI0-
ra, a 3aTeM M Ha MOCTENEeHHOE pacliMpeHne HallluX B3aMMOBBITOTHBIX
OTHOILIEHUH.

We look forward to building close and cordial relations with your
Company. — MBI pacCUMThIBaEM YCTAHOBUTH TECHBIE U CEPIICUHbBIE B3au -
MOOTHOIIIEHU ¢ Balreit KoMImaHue.

I hope that the future will bring us closer collaboration. — I HageCh,
YyTO B Oy/yllleM HaM yIacTcsl yCTAHOBUTD 00Jie€ TECHOE COTPYAHUYECTBO.

We would welcome to opportunity to cooperate with you. — MubI nipu-
BETCTBYEM BO3MOXXHOCTb COTpyAHMUYECTBA ¢ Bamu.

We have no doubt that we would find a satisfactory market for our
goods/ services in your country. — Mbl He COMHEBaeMCsl, YTO HAMAEM 0~
CTaTOYHBIN CITPOC Ha HallM ToBaphl (yciayru) B Barreii ctpaHe.

Suggesting — Ilpednoaoncenusn

It would be advisable to... — Bbu10 OBI XXeJaTeabHO. ..

It is recommended that ... — PekomeHmyercd....

It is suggested that ... — IIpennonaraercs, 4To...

It may be useful to... — bwIT0 OBI TOJIE3HO. ..

You might consider it worthwhile... — Bbl Moryin GBI cuecTb 11e51€c000-
Pa3HBIM....

I might suggest/ recommend ... — I Mor OBbI TIPEMTOXUTH/ PEKOMEH-
JIOBaTh...

I would advise the following: — f O®I TOCOBETOBaN COEaTh CIEHY-
Ioliee:
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It might be wise... — bbL10 OBI LIeIECO00pPA3HO. ...

To take the first course of action/ option would cause/ result in/ be... —
[TpuHATH MepBYIO aJIbTEPHATUBRY O3HAYAJIO OBl...

It might be wise to accept/ choose option B. — Cnenyet nonymath
MpexJe, YeM MPUHATD NpeaioxeHue b.

Are there any alternatives to this possibility? — CylecTByIOT 1 aJib-
TEPHATUBHI 3TOMY BHIOODPY?

This alternative also has points in its favor. — JIaHHBII1 BBIOOp TMeeT
JIOBOJIbI B CBOIO TOJIB3Y.

We accept/ have chosen this option because... — MBI BBIOpau 3Ty ajib-
TEepHATUBY, TaK Kak...
Our choice is very limited — the choice between ... and... — Ham BeI-

0Op OrpaHMYMBACTCI ATBTEPHATUBAMM ... U ...
In either case the result is the same. — B 1r060M ciiy4yae oxugaeTcs
OIWHAKOBBIN pe3yJIBTaT

Expressing disagreement and doubts — Hecoeaacue u comnenus

My initial reaction is favorable but... — Mos iepBoHaYa/IbHasT peaKIIns
ObL1a OJ1aronpUsITHOM, HO...

I cannot give your proposal my unqualified support. — 51 He Mory gaTh
CBOIO O€3YCJIOBHYIO ITOAIEPXKKY Bairemy npenioxeHuro.

I must warn you of the possible consequences of option A. — I nomkeH
MpeaynpeanTb Bac 0 BO3MOXHBIX MOCIEACTBUSIX OTILINH A.

There is little prospect in option A. — IlepBas anbrepHaTHUBa BPsI JIU
OyIeT MepCeKTUBHOIA.

Our findings suggest there would be no prospect of improving the
situation in option B. — Ha ocHoBaHuM HalllMX TaHHBIX, BapuaHT b Gec-
TePCIIEKTUBEH JIJIST YIIy4YIIeHUS] CUTYallvy.

In option C the prospect for ... are remote. — Ilpennoxenue B maer
OTHAJIEHHBIE TPEVMYILECTBA.

I do not want to be negative about this option but... — 51 He xoTen ObI
MPOSIBJISATh HEraTUBU3M B OTHOILIEHUY 3TOTO BapUaHTa, HO...

We reject/ rule out/ have decided against this option because... —
41 Bo3paxalo IMpOTUB 3TOTO IPEMIOKEHMS B CBA3H C TEM, YTO...

It is an alternative with very little to recommend it. — DTy ajqsrepHaTH-
BY HEJb3sT PEKOMEHIOBATh, TaK KaK OHA MMEET OYEHb MaJIO TIPEUMYIIECTB.

Let me now list/ enumerate the points against this option. — I[103BoJb-
Te MHE MEePEeYNCIINTh TOBOIBI POTUB JAHHOM aTbTePHATUBHI.

None of the options is satisfactory. — Hac He ymoBieTBOpsieT HM OTHO
W3 TIPEAJIOXKEHUN.

Would you care to elaborate on that? — He mormm 061 Bl mompo6Hee
BBICKA3aThCsI 110 3TOMY ITOBOAY?

I'am afraid I am not authorized to hand out any details on this operation. —
Borock, 4TO0 51 He MMelo IpaBa pa3mialiaTh AeTaau 3TOI pabOThI.
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I have to express misgivings about your line of argument. — I BbIHYX-
JIEH BBIPA3UTh CBOU BO3paXeHUs IPOTUB JAHHOM JIMHUM apTyMEHTALINU.

It is simply not feasible to change the schedule at this late stage. — 13-
MEHUTH I'paMK Ha 3TOM IIO3THEM 3TaIle IIPOCTO HEPEaIbHO.

This is not a viable alternative. — DTo — HeXU3HECIIOCOOHAas aJIbTep-
HaTHBa.

I am afraid this proposal leaves a great deal to be desired. — Borock, uTo
JaHHOE IMChMO-TIPEIOXEHNE OCTABIISIET XKeIaTh MHOT'O JIyYIIEro.

Under no circumstances could I agree to this. — Sl He cornamrych Ha
9TO HU MPU KaKNUX 00CTOSITEIbCTBAX.

Under no circumstances should we come to a hasty decision on this in
view of the economic situation. — Hu mpu Kakix o0CTOSITETCTBAX MBI HE
JIOJKHBI IIPUHUMATh CTOJIb IIOCIICIIHOE PEIICHNE BBUAY CIOXUBIICHCS
3KOHOMUYECKOM CUTYaLIUU.

Without substantial changes, I cannot give the proposal my support. —
41 He Mory cormacuThes ¢ Bammmm npemioxkeHneM, pa3se 4To Bel BHeceTe
TyJa CYILIECTBEHHbIC U3BMEHEHUSI.

I am not totally convinced by your argument. — Baiiiu aprymMeHThI cO-
BCEM MEHsI He yOeaIuIu.

Although we want to avoid a deadlock as much as you do, we find your
offer unacceptable. — MBI, Tak e, Kak U Bbl, XoTuM 130eXaThb IJIyXOro
yIiia, ¥ Bce ke Balie mpenioxeHre KaxXeTcs HaM HeTIPpUEMJIEMbIM.

Tests and Assignments — TecTbl u 3apgaHuA

I. [ToguepkHUTe MpaBWIBHBIN BapuaHT riaroia. [lepesenure npeaio-
KEHUS Ha PYCCKUA SA3BIK.

We (suggest, offer) a new plan

I (suggest, offer) discussing the collateral first.

Who has (suggested, offered) this idea?

I (suggest, offer) to correct all the mistakes in this report.

When we were in London, the partners (suggested, offered) that we
should meet again.

I (suggest, offer) giving a 3% discount on this consignment of goods.
Derby and Sons (suggested, offered) me a job yesterday.

I (suggest, offer) that we celebrate your promotion.

They (suggest, offer) you replenish your account.

10. I have never (suggested, offered) this idea to anyone.

11. We (suggest, offer) different services to our customers.

12. I (suggest, offer) that you look through the leaflet.

Nh LD

O 0

II. CooTHecuTe yacT TabaUILBI (TEKCT U IIEPEBOI).

Presenting the Company

1. It is very interesting for us to introduce our a. OHa nposiBNSIeT aKTUBHOCTb B Pa3nMyHbIX
company and to learn about your requirements in o6nacTsx BoT yxe 6Gonee 20 net
detail
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OKoHYaHue Tabnuiibl

2. Our company was one of the new companies, pio-
neering the area

b. s Toro 4to6bl Bel cmormin y3HaTh
HEMHOro 60/1bLUE 0 Halen upme, 9 bepy
Ha cebs CMenocTb BOXMTb BYKNET, Aa-
f0LLMIA NpeacTaBneHue 06 ee ncTopun,
CTPYKTYPE 1 NnaHax

3. It has been active in different areas for over 20
years

c. Mbl BecbMa 3anHTEPECOBaHbI B TOM,
4T06bI NPEACTABUTL CBOIO PUPMY U y3HATbL
nofpoGHee o Bawunx Tpe6oBaHusIX

4. It has been very successful in recent years in
producing and selling new product lines

d. Mbl ropfsl TeMm, 4T NPEAoCTaBNAeM
HALLMM KTIMEHTAM MPOAYKLMI0 BbICOYAMLLErD
Ka4ecTBa, OCYLUECTBNAN MHAVBLYaMbHbIA
noaxof

9. We can pride ourselves on providing our custom-
ers with the highest quality production and person-
alized service

e. B nocnegHue rofbl 0Ha npeycnesana
B NPOV3BOCTBE 1 NPOAAXKE HOBbIX BIAOB
MPOAYKLN

6. So that you may know a little about our com-
pany, | am taking the liberty of enclosing the latest
hooklet giving the history, organization and plans of
our company

f. Halwa komnatus 6bina ofHoM 3 HEMHO-
rAX NepBbIX, paBoTalowwx B aToi ciepe

III. ITepeBeauTe TEKCT HA PYCCKUIA SI3BIK.

Basic Proforma Format (http://arts.uwaerloo.ca/"goorning/210/

proform.html)

1. Statement of the Problem and Background
* What problem is the proposal addressing and attempting to solve?
* What are the background conditions (content) of the problem?

2. Statement of the Objectives

* What are the goals of the work proposed?
* In other words, what will be the outcome of the successful
implementation of the actions proposed?

3. Methods for Doing the Work
* How will the work be done?
+ Actions, details, benefits?
4. Budget (Costs) and Schedule

*  How much will it cost? When will it take place? How long will it

take?

5. Expected Results and Evaluation Plan (Conclusion)

* What results can be expected?

» Here, you are making comment on what the state of affairs is that
you expect of the proposed actions take place.
* You need to show how the problem has been addressed.

IV. IlepeBenuTe Ha pyCCKMit I3bIK (DOPMYITy HaITMCaHWSI TIPEIIOKEHUIA
(from the book: Proposal Development Secrets: Win More, Work Smarter,

and Get Home on Time, 2012).
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The Proposal Writing Formula

We will go over the formula to use when you write the proposal and how
to apply this to different circumstances.

This formula has always been a very effective tool for persuasion. It has
been used to convey messages and influence behavior since before the
written word. If you look carefully, you will see the same basic formula
being applied to every thing from television ads to local news stories. The
formula is used so much because it is very effective at influencing people’s
decisions.

+ Set the stage (Once upon a Time)

You show that you are speaking about a client or situation that is so
similar to the reader that they can relate.

+ State the Challenge (Damsel in Distress)

When we talk about a damsel, this could be a person, firm, city, agency
or even the reader. The only real criterion for a damsel in distress is that
they have a problem or challenge that they cannot seem to solve without
some help.

» Explain the Solution (Hero Saves the Day)

During this part of the formula, we describe the solution and give
examples of the solution in action or like the most proposal content; you
or your firm will be the hero of the story. The solution is how you solved the
problem and saved the damsel in distress. In the case of new service
offering, this may also take the form of telling how the proposal should be
solved in a new and better way.

» Describe the Result (Happily Ever After)

Everybody likes a happy ending. The conclusion of your content should

state how solving the challenge results in a positive outcome.

V. BribepuTe clioBO U3 ciyMcka A U Npeajor U3 crucka b u BcraBbTe
UX B IIPEIJIOKECHUE.

A.:advice investment lack advantage matter pessimism
price reason reply solution trouble substitute

b.:with about for in of of to to with with

1. The main proposal B is that it is much cheaper.

2. The proposal A that it is very expensive.

3. What is the the MD? He looks rather upset.

4. Have they sent a our last proposal?

5. Thereisa experience at the top of the company.

6. 1think the this decision is too high.

7. Clever advertising is no good quality at a reasonable
price.

8. Can you tell me the the delay with this proposal

preparation?
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9. Wecanfinda this problem, but it may take a long time.

10. This year we are making a major new technology.

11. Everyone is worried. There is a lot of the future of the
company.

12. Canyou give me some the best way to invest our family’s
savings?

VI. BcTaBbTe B TEKCT HY>XHbIE CJIOBA, BbIIEIEHHbIE KYPCUBOM:

pointed out illustrate  to start with  specifically indicated you will
notice move on  priority recommend  options  referring  expand
draw your attention  conclude

My purpose today is to tell you about the corporate strategy for the next
decade and more 1 to bring you up-to-date with our plans for
Europe.

2 , I would like to outline briefly our current marketing
policy in the UK. After that I will illustrate some of the problems we have
with our market share. Then I will 3 the opportunities we see for
further progress in the 21% century. Finally, I will quickly sum up before
4 with some recommendations.

Now I would like to 5 to Chart A showing our sales revenue
and pre-tax profits over the past ten years. 6 __that although
turnover has risen, our profits have not increased at the same time.

I have talked about our current position in the UK and I have

7 some of the problems we are facing. Well, what 8 are
open for us now? Where do we go from here?

As I have already 9 I think our first 10 must be
to build on the excellent results we have achieved in certain European
markets. I am 11 , of course, to Greece and Spain. Let me
quickly 12 on those successes before we 13 . We

should not forget the Belgium market. Admittedly our results there have
been poor so far, but there are signs the market is changing and we can learn
a lot from our mistakes though, I believe we stand to gain most from
concentrating on southern Europe and I strongly 14 we put all our
efforts into further expansion on Italy, Spain and possibly Greece.



SHORT REPORTS —
1 7 KPATKUE OTHETbI

Kpatkie oTaeThl 9acTO Ha3bIBAIOTCSA He(OPMATLHBIMU (HEODHUIINATh-
HeIMH). OHHM CITyKaT JIsI CUCTeMAaTU3allni MH(POPMAIIMU, KOTOPYIO TIe-
peIaT COTPYIHUKAM BHYTPU OPTaHM3ALIMU VI BHEIIHUM I10 OTHOIIIE-
HUIO K OpraHu3alliy Moib3oBaTesIM. KpaTkue oTueTsl IpeaHa3HauYeHbI
IS OBICTPOrO MPOYTEHUS U YCBOeHUsI. TUI oTyeTa onpeaesieTcsl TeMOou
U (POPMOIi IIpe3eHTAlMU JaHHBIX, a TAKXKEe TeM, JAeTCs WIM HET UX WH-
TeprapeTauus. PazanuaioT ciieayooniye BUIbl KpaTKUX OTYETOB:

1. Record Report (Information report) — B unghopmayuonrnom omueme
KOHCTaTUpPYITCsl (DakThbl, OMUCHIBAETCS CTATyC (AesITeIbHOCTD)
(bupMbl UK ee moApasneaeHuin B onpeaeJaeHHbIi MOMEHT (Tepu-
0/1) BpeMEHHU.

2. Progress Report — B omueme o npodeaannoii pabome Taxkke KOHCTa-
TUPYIOTCS (PaKThl, yKa3biBasi IPU 3TOM Ha IPOTpecc, TOCTUTHY T
3a OTpeAeICHHBIN ITepHo BPEMEHM.

3. Statistical Report — Cmamucmuueckuii omyem IpeaCcTaBIsIET COOOM
00paboTaHHbIE YNCIIOBbIE TaHHBIE, 9acTO B (hopMe cxeM, TpapukoB
WA TaOJIN1LL.

4. Investigative Report — Omuem-paccredosanue CTpoUTCSI Ha UCCTIE-
JIOBAaHUU KOHKPETHOM MpoOJeMbl WK cuTyaliuu. B Hem mpen-
CTaBJISIIOTCS, a, BOBMOXHO, U aHAJTU3UPYIOTCSI HOBbIE JTaHHBIE,
MOJIy4eHHBIE ITyTeM paccaeI0BaHMS.

5. Recommendation Report (Justification Report) — Omuem-peko-
MeHndayus (noomeepicoenue) SBISIETCS IIPOJOKEHEM OTYETa-
pacciienoBaHus. B HeMm galoTcs peKOMeHIalluu Ha OCHOBaHUM
MpeaoCTaBIeHHbIX (PaKTOB.

6. Feasibility Report — B omueme-obocnosanuu 060CHOBBIBAETCSI BO3-
MOXHOCTb (HEBO3MOXHOCTb) BBITIOJIHEHUSI KOHKPETHOTO MPOEKTA.

O0beM KpaTKUX OTYETOB MOXKET BAPbUPOBATh B 3aBUCUMOCTH OT 00b-
eMa MH(GOpMallMd 1 KOMMEHTApUEB, XOTSI OOBIYHO OH HE MPEBBIIIAET
OMHON—IIIECTH cTpaHMII. Takue OTYEThI JOJIKHBI OBITh YETKO CTPYKTYpPH-
pOBaHbI, YTOOBI YUTATENb JIETKO MOT HAlTH HYXXHBIE eMy AaHHbIe. OHU
YacTo TMUIITYTCS HA OCHOBE YCTHOM MTPE3EHTALIMU U UMEIOT (hopMat MeMo-
paHIyma, MchMa, aHKEThI WJIM TEKCTOBOTO OTYETA.

Ha turynbHoii cTpanutie (title page) o0s13aTeIbHO YKa3bIBalOT Ha3Ba-
HUE OTYETa, TIOJTHOE UMSI U TOJKHOCTh aBTOPA-COCTaBUTEISI, a TAKXKeE 1aTy
COCTaBJICHUSI OTYETA.
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B anHHoTauuu (summary) 1aeTcsi KpaTkoe coaepKaHue OTYeTa: LieJIb €ro
HamnuMcaHus, Hanbosee BaxkKHast MH(GOopMalUK U o0llee OIIcaHue pe3yJib-
TaTOB paboThl. OOBIYHO 3TO YKJIAABIBACTCS B IBA—YETHIPE IIPEIUIOKECHYSI.

Bo Berymienuu (introduction) mpuBoauTtcst 0030p nHGOpMaLMu, Ie
yKa3aHbl IPUYMHBI HAIIMCAHMSI OTYETa U €ro CTPYKTypa.

OcHogHoli1 pa3nen (development section) BKiIIoUaeT U3JIOXKEHE HanboJiee
BaXKHBIX MOMEHTOB OTYETa Y MOXKET COCTOSITh U3 HECKOIBKMX ITOAPA3ICIIOB.

BriBomb! (conclusions) TIpeAcTaBIIsSIIOT co00it 0000IIIeHNE TTPEIOCTaB-
JIeHHOI mH(popMalnu. YacTo BHUMaHME YMTATENST TTPUBJIEKAETCS K ITPO-
OiemaM, TPEOYIOIIIMM PEIIeHMS, WU MPEIIaraloTCsl COOTBETCTBYIOIINE
pekoMeHnammu (recommendations).

KpaTtkue oryeTs! Uiyt cTporuM obunaIbHBIM si3bikoM. Hemormyc-
TUMO TPUMEHSITh TpaMMaTUUYeCcKue cokparieHus Tumna we’ll wiu don’t.
CrapaiiTech MucaTb KOPOTKUMHU, JIETKUMU UISI BOCIIPUSATHUSI TTPEIJIOXE-
HusMmu. M30eraiite MeCTOMMEHUS «s1» U HE BBIIISIYMBANUTE YpEe3MEPHO
CBOIO pOJIb B HAIIMCAHMU OTYETa, YTO M TaK SICHO M3 TUTYJbHOI CTpaHU-
ubl. He yBiekaiiTech Takke ynoTpebaeHEM IaCCUBHOTO 3aJIora.

YacTo B TEeKCTE MCMHOJIb3YIOTCS TaK Ha3bIBaeMbIe JIEKCUUECKHIE MapKe-
pbI (OOBIYHO 3TO HAPEYMSI WM MIPEIIOTH). DTU CJI0Ba CLIOCOOCTBYIOT CO-
3MIAHUIO JIOTUYECKUX CBsI3¢i BHYTpH TeKcTa. [IprBeneM HeKOTOphIe 13 HUX.

Enumerative: [Mepeyncnenne:

first(ly(, second(ly), third(ly), then, finally (in
the end), to begin with, in conclusion

BU-ﬂEpBbIX, BO-BTOPbIX, B-TPETLUX, 3aTEM,
HakoHeL, ang Havana, B 3aknto4eHne

Additive:
also, moreover, furthermore, in addition, above
all, what is more, by the way, along with

[ononkxenne:
TaKoKe, Goree Toro, Janee, B AONONHEHVE, ELLE,
kcTami (Mexgy npoynm), Hapsgy ©

Lagical:
S0, thus, in short, to sum up, as a result,
hence, in consequence

BbicTpavBaHyvie norvideckosi nocneaoBarebHo-
cTu:

TaK, UTaK, TakuM 06pa3om, BkpaTLe, 0606Luas,
kaK pesynbTaT, 0TCOfa, Kak CNeacTeme

Explicative:
namely, in other words, that is to say, for
example (for instance)

[MosicHeHwe:
a UIMEHHO, APYTMM CHIOBaMK, Tak CKa3aTb,
Hanpumep

Contrastive:

on the contrary, on the other hand, by
contrast, instead, at the same time, however,
still, yet, though (although), despite (in spite of)

[potvsonocTasnenve:

Hao6opaT, C APYroi CTOPCHbI, N0 CPABHEHMIO,
BMECTO, B TO XK€ BpeM$, 0HaKO, BCE ELLE, XOT4,
HECMOTpS Ha

Examples — Mpumepbl
HNudopmammonnblii oT4eT

Executive Summary

Expenses for air travel in 2012 totaled $ 2.3 million, a 20% increase over
2011. These expenses increased because more trips were made by a greater
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number of employees. We have examined travel records for these two years
to determine if the expenses in 2012 were justified and to explore ways to
further economize.

Methodology

We analyzed travel expenses by department and by region for both years.
We noted which employees had traveled in each of the years and the reasons
for their trips. We asked these employees to rate their trips in terms of value
to the company and to project their travel needs for 2013.

Findings and Conclusions
Our research revealed the following:
»  Two groups accounted for 80% of the increased travel:
— Region 3 (West North) made 40% more trips (25% of these
trip were to Norway) in conjunction with the joint venture.
— The sales department made 12% more trips, all to conferences
and trade shows, to achieve the 2012 corporate goal of broader
exposure.
+ Travelers felt that 90% of all trips taken in 2012 were necessary.
+ Staff project that the joint venture and objectives for the coming
year will require the same amount to travel in 2013.
Based on the above, we have concluded the following:
* Increased travel in 2012 was justified.
* Travel in 2013 will not increase significantly, given the joint venture
and our goals for the coming year.

Recommendations

We recommend the following measures to cut down on travel:
» Encouraging employees to seek out the lowest possible fare.
+ Setting up meetings via video conferences.
* Scheduling trips to accomplish two or more purposes.

Carolyn D. Hylton
Planning Department
Regbrands (US)

2 March 201X_

Action-Oriented Report — OTu4eT, OpUeHTUPOBaHHbIN Ha NPUHATHE
mep
Executive Summary

Our inability to meet demand for the new Model QR terminals has created long
shipping delays for customers. Though production will be increased, when the T1 plant
begins shipping terminals in February, we may lose some important clients before then.
Consequently, we recommend two short-term measures to ease the shortage.
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Recommendations for Easing Shortage of QR Terminals

Substitute Model PH for internal orders. Three hundred Model QRs are on order by
internal users. While we do not want to accelerate delivery to outside customers at the
expense of our own efficiency, most of the QRs on order internally can be replaced by
the Model PH. Where the PH is not suitable, shipment of the QR will be delayed for six
months or longer.

Route QR parts directly to North Carolina for assembly. Now all QR parts are routed
from St. Louis to our warehouses in Delaware. By routing the parts to North Carolina, we
can gain two weeks.

Project Report

In the past we have targeted our marketing efforts to young adults, those 20 to 30
years old. Over the next year, the Board has decided to shift emphasis to an older adult
market — to those between 35 and 65.

Rationale. Until recently, young adults tended to dress more casually than those 35
and over; thus we catered to this younger market. Now, people of all ages dress casually,
and we want to begin serving this broader population. Moreover, the mix of population
has changed. People aged 35 to 65 make up 25% of population. This percentage will
grow over the next decade and beyond.

Implementation. At out quarterly meeting we will discuss ways to implement a formal
company-wide program; however, as you see opportunities to begin this shift, take
advantage of them. Consider making some of the following changes, as appropriate, in
your region:

Buying. Advise your buyers of our revised strategy so that they can begin filling out
racks and shelves with products that will appeal to this age group.

Sales Force. In hiring new sales personnel, hire mature adults, as well as young
adults according to Bulletin #6.

Displays. In displaying merchandise, both inside the store and in windows, choose
styles, colors, and fabrics that appeal to this group.

Advertising. Ask your advertising agencies or departments to focus your efforts on
reaching this age group. Have them place ads in media that are popular with this group.

This changeover should be gradual. We do not want to lose younger adults, but we
want older adults to feel that our stores serve their needs as well.

The regional managers should be prepared to talk about what they have done and
their plans at our meeting in April. In the meantime, they are to present their immediate
ideas in writing to he Board.

®DUHAHCOBbLIW OTYET O KOMAHAUPOBKE
TRAVEL EXPENSE REPORT

Name
Department
Date
Destination
Dates of travel
Purpose of trip
Transportation
Hotel

Car rental
Meals

Other (itemize)
Total:

(For proper reimbursement be sure to attach all receipts.)
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Typical Phrases — TunuuHbie ¢pasbl

General — Obuee

As requested at the Board meeting of 12 September, here is my
report. — CoracHo yka3zaHuio, fTaHHoMy MHe Ha CoBeTe TMpPeKTOpOB,
s TIPEJICTaBJISIIO CBOI OTYET.

The report will discuss/ consider/ describe/ analyze/ review... — Llenb
oT4yeTa — OOCYINTh/ pacCMOTPETh/ ONMcaTh/ IpOaHaIU3UPOBaTh/ Cle-
JIaTh 0030D...

The report intended to review the vast amount of information. — JlaH-
HbII OTYET IpeaycMaTpuBaeT 00001IeHe 00IbIIoro oobemMa nHpopMa-
LIMU.

One more point may perhaps be mentioned in detail. — Eiie Ha omHOM
MMyHKTE, BO3MOXHO, CJIEAYeT OCTAHOBUTKCS AETAJIBHO.

An attempt was made to review the vast amount of new facts. — brina
clelaHa MOIbITKA 0000IIeHHUsI O0JIBIIIOr0 YKCia HOBBIX (haKTOB.

This method was proved to be of considerable commercial value. —
IToka3aHoO, YTO 3TOT METOJ MOXKET UMETh 3HAYUTEIIBHYIO KOMMEPUECKYIO
LIEHHOCTb.

The report ends with the depiction (analysis) of ... — OT4er 3aKaH4YU-
BaeTCs oMMcaHueM (aHAJIU30M)...

Showing cause and effect — Yka3zanus Ha npu4UHHO-CAeOCMBEHHYIO C853b

This has been mainly due to ... — DTo OBUIO O0YCIOBICHO IIaBHBIM
00pa3oM TeM, uTo...
As a result of this, it has not been possible to... — B pe3ymnbsrare aToro

ObLJI0O HEBO3MOXHO...

Consequently, additional data was obtained which showed that... —
IMocTenmeHHO HAKAIJIMBAJIVCH TOMOHUTEIbHBIE TaHHbIE, KOTOPBIE TTPO-
IEMOHCTPUPOBAJIU, YTO...

Following on the next point that you wish to make... — B ciemyromem
IMyHKTE, Ha KOTOPOM BbI, BO3MOXHO, XOT€I1 Obl OCTAHOBUTHCSL. ..

Moreover, in this particular case... — boiee Toro, B JaHHOM KOHKPET-
HOM CJTyyae...

In addition to this, the survey included... — K ToMy e, 0030p BKJIIO-
Ya...

Showing contrast — Jlemoncmpauus npomueopeyuii

However, this does not necessarily mean that... — OgHako 3To He 0051-
3aTeJIbHO O3HAYaeT, uTo...

While these results may appear somewhat incorrect... — B cBsi3u ¢ Tem,
YTO JaHHBIEC PE3YIbTaThl MOTYT OKA3aThCsI HE COBCEM KOPPEKTHBIMMU. ..

On the other hand, it is true that... — C apyroli CTOpOHbI, BEpHO U TO,
9TO...
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Conclusion/ Recommendations — Bvieodvi/ Pexomenoayuu

On the basis of the data in this report, it can be concluded that... —-Ha
OCHOBAHMM JAHHBIX 3TOTO OTYETa MOXKHO CIIeJIaTh BBIBOI, UTO...

Based on the findings of the report, the following conclusions can be
made. — Ha ocHOBaHMM JaHHBIX 3TOTO OTYETA MOXHO CIEJIATh CJIELY-
OILME BBIBOJIBI.

Based on the report, one can make the following recommendations. —
Ha ocHOoBaHuM oTYeTa MOXHO AaTh CAEAYIONINE PEKOMEHIAIINMN.

In conclusion, we would recoommend to do the following. — B 3akiio-
YeHME Mbl PEKOMEHAOBAIM OBl clieIaTh CCAYIOLIEe.

Tests and Assignments — TecTbl u 3agaHunA

I. [TepeBenuTe TEKCT Meilia U HAITUIIIUTE OTBET.

To: michael.cooper@cell.max.co.uk

From: Conrad Wolf

Subject. Approval of TechCom feasibility study
Attachments: TechCom feasibility study report (first draft)

Dear Michael!

I do realize that you must be very busy at the moment with all the
arrangements for our exhibition stand at the Copenhagen Expo in two
weeks’ time, but if you have a spare moment sometime over the next two
days, could you possibly have a quick look at the first draft of my report on
the TechCom feasibility study, which I have been working hard on since we
last spoke? As I am sure Judy has already told you, it was actually due last
week and I know that she needs it quite urgently, but there are just a couple
of points I need to check with you. If that’s all right, before I submit the
final report — see attachment.

Thanks in advance, Conrad

II. Frequently confused words. Beibepute mpaBuiibHOE CIIOBO —
consequence(s) Wi consequent(ly), ensure Unu provide — N BCTaBbTE €TO
B IIPEIIOKCHHUS.

1. May we remind you of the legal that may arise as a result
of your actions?

2. We have waited two weeks to a reply to our report, we
have no alternative but to look elsewhere.

3. to our last letter, and as a result of your latest offer, we
are now able to place an order for 2,000 items.

4. We were most impressed by the results of the pilot project,
we have pleasure in placing an immediate order.
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5. This monetary policy is meant to stability.

6. We will do our utmost to that our customers are provided
with the best service.

7. We also help and advice for business start-ups.

8. It will enable us to timely repayment.

[11. BeryepkHuTE CIIOBO, KOTOPOE OOBIYHO HE COUYETAETCS C BBIACICH-
HBIM.

1. Iwill ask you to write/ prepare/ estimate the report.

2. Itisour responsibility to collect/ prepare/ implement/ keep within the
budget.

3. We have arranged/ forecast/ rearranged/ postponed the meeting to

discuss Draft Report for Thursday 10 a.m.

What kind of plan have they written/ prepared/ done?

Let’s try and keep within/ rearrange/collect/ meet the deadline.

1 would like to make clear/ clarify/ find/ ask about Draft Report.

Monica left a note/ notice/ message on my desk saying she would be

unable to meet the deadline.

Nowk

IV. 1ng kaxxaoro riaroia u3 NpeacTaBlIeHHbBIX HKE TTOIXOAST TPU U3
YeThIpeX BApMAHTOB U3 MPABOI KOJIOHKU. BbIuepKHUTE JIUIIIHEE CIOBO.

1. DO a) a job b) business c) a profit d) a deal

2. MAKE a) a loss b) money c) a decision d) a favor

3 HAVE a) progress b) shares in a company c) something in possession
d) an appointment

4. | TAKE a) measures b) a long time ¢) a decision d) a deadline

5. MEET a) a deadline b) customer’s requirements c) an appointment d) a target

6. REACH a) a target b) a decision c) an agreement d) a goal

7. | ACHIEVE a) a job b) progress c) a breakthrough d) little

8. CARRY OUT | a) a meeting b) a research c) responsibilities d) duties

9. Cut a) costs b) a deadline c) jobs d) prices

10. |LAUNCH a) a product b) a ship ¢) a campaign d) a team

What We Propose to Do

V. CooTHecuUTE YacTH TabIMIIbI, OIMCHIBAIOLINE pa3aen «Pekomenaa-
LMW,

1. We would install an answering machine a) to work from 8.30 to 4.30.
2. It would enable employees to call in sick any | b) on the machine and notify the substitute
time employees
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OKoHYaHue Tabnuiibl

3. The Personnel Assistant will be rescheduled

c) at their temporary workstations between 9
and 9.15 a.m.

4. She will listen to the messages left

d) in the Personnel Department

5. They should be in place

e) the temporary assignments

6. She should also schedule

f) between 5 pm the previous day and 8.30 am
the day of absence

VI. CootHecuTe yacTy TaOIULIBL.

1. As requested at the Board meeting

a) to suggest ways to reduce costs

2. The purpose of the report is

b) where cost-cutting measures are necessary

3. The report is based

c) in Table 1, demand has been falling

4. | have divided the report

d) on the figures sent to me by different departments

5. As can be seen

e) into three sections

6. This has led to a situation

f) of 12 September, here is my repor.

7. As mentioned

g) the full report and let me have your comments

8 | suggest that the company

h) are as follows

9. My specific recommendations

i) to contact me if you have any questions

10. Please have a look at

i) would be able to cut costs significantly

11. Your comments will be circulated

k) above, sales are going down.

12. Please feel free

1) in time for the next meeting

VII. 3aroHNTE IPOITYCKM CJIOBaMM, BBIIEJICHHBIMA KypcuBoM. Ile-
peBeauTe IPEAIOXKEHUS Ha PYCCKUI SI3bIK.

classify  clarify  cover essentials  observe  recipient  submit
topic  circular  transmit
1. The purpose of writing letters, memos and reports is usually to

2.

AN

[o0]

information from one person to another.
A letter that is sent to many different people at a company, is called
a letter.
However, before you begin to write a report about anything at all,
you need to the purpose for which you are writing it.
Before writing a report about a complicated process, you will find it
helpful to it first for a period of time.
You will also need to all the data you have collected.
At the top of a memo or a report do not forget to name the

You should start a new part (paragraph) for each new
When you finally do write the report, the pieces of information you
should never forget are the

The deadline is the latest time you can the report.
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10. When you are writing a summary of what has happened, you should
always try to the main points.

VIII. TonoiHUTe KpaTKUii OTYET BbIAEIEHHBIMU KYpCUBOM (ppazamu.
IlepeBenuTe ero Ha PyCCKUIi S3bIK.

as follows.  based on the figures.  can be seen.  divided the report.
identify. opportunities. above. I suggest that.  investigate the possibility.
led to a situation.  let me have. make reductions. see section 3.2 (p. 75).
purpose of the report  shows that

Subject. Cost-cutting measures

As requested at the Board meeting of 11 January, here is my report. The
full report is attached as a PDF document, but I have written a brief
summary below.

Introduction

Thet!1 is to suggest ways to reduce costs across the
company.

Itis2 sent to me by different departments last month.
I have 3 into three sections: background, findings and
recommendations.

Background

As 4 in table 1 in the attached document, demand for
our products as been falling over the past year, so both sales and profits are
down. This has 5 where cost-cutting measures are
necessary.

Findings

There are three main areas where cost reductions are possible:

« The marketing budget is very high. As mentioned 6 ,
sales are going down, but we are still spending large sums on magazine
advertising and street posters. This is not justified.

* Production costs are also high. Table 2 in the report 7
raw material costs have gone up by 11% over the past year. We are to find
a way to bring these down.

*  We may also have to dismiss a small number of administrative staff, which
will be very unpopular. 8 of the full report for suggestions
on how to proceed.

Recommendations

In conclusion, 9 the company would be able to cut
costs s1gn1ﬁcant1y by the end of the first half of next year. My specific
recommendations are 10
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1. Marketing Dept. to 11 in the advertising budget
of 10% or 13%.

2. Production Dept. to 12 of using different suppliers

to bring down materials costs.

3. Head Office to 13 for cutting a limited number

of jobs, in case the situation deteriorates.

Please have a look at the full report and 14 your
comments by 1 February at the latest. These will then be circulated to all
department managers in time for the meeting on 17 February. Feel free to
contact me if you have any questions.

IX. I1pounTaiiTe MEMOpaHIyM Ha C. .... M TEKCT OTYETa, HAITMCAHHBIN
1o ero ciaeaaM (cM. Huke). CorracHbI JIM BBl CO CTWJIEM HalMCcaHUs OT-
yeTa 1 ero BeiBogamMu? OO0CHYiITe CBOe MHEHUE.

Report on Coffee-Making and Breaks

It is very interesting that the coffee-making habits of our employees
have been noticed by other people in the company. It appears as if the time
taken up by the making of coffee could be put to more productive use. We
have also known for several years that there have been a number of
problems connected with the motivation of our workforce, but the role
played by coffee drinking has so far not been clarified.

In one or two departments, staff seems to talk about nothing else but
coffee breaks: how long is it till the break, whose turn is it to make it etc.
This unfortunate development has been discussed with the heads of
department in my division on several occasions. They believe the subject of
automated coffee machines, one for each department, for example, is not
very popular with a large number of staff. The staff thinks that the company
would be trying to make coffee out of them. So I think that there is a grave
danger that the actions of the management could be misunderstood.

Nonetheless, 1 feel that we should try and limit the coffee-breaks. We
should try to prevent the staff from gathering round the coffee-maing area
and chatting for so long. I wonder if you have heard of the experience of
our American sister company. They have a central coffee-making facility
for all the divisional offices. This is then brought to the staff at their desks.
In this way there is no need for a break. In theory this is surely one way of
making woring time more efficient.



FULL REPORT —
1 8 MOJIHbIN OTHET

Mo>HO yCIOBHO pa3ieauTh OTYEThI Ha aHarumuyeckue (AaHaTU3UPYIOT
HUMeIoILyIocss UH(hOpMaInIO), uHgopmayuornsie (IPEAOCTABISIOT U UH-
TepIPETUPYIOT UHDOPMALIUIO), ouytiarbHbie (COCTABIISIIOTCS 10 YCTaHOB-
JICHHOM (hopMe) U kpamkue, uau hakmuueckue (comepxat MHOOpPMAIIHIO,
MOJYYeHHYIO MyTeM ucciaenoBaHus). OGuiinaibHblid OTYET HE TOJbKO
JIJIMHHEE, HO U TOTOBUTCS Topa3ao 0oJjiee TIIATEIbHO MO CPAaBHEHUIO
¢ KpaTKuM, HeodurmaabHbeIM (cM. Short Report). Ero moaroroeka tpe-
OyeT 3HaUMUTEIbHO OOJIbIIIEr0 BpeMeH! 1151 cOopa U 00paboTK1 MHDOP-
Maiu, 000CHOBaHUS (DAKTOB, CTUJIN3ALMU 1 (POPMATUPOBAHMS.

[Ipexnae Bcero, BaxXKHO MOJIHOCTbIO PACKPBITh TeMy oTueTa. M3noxure
CyTb MPOOJIEMBI, KaK MOXXHO TOUHee. BrisicHuTe, Kakast uHgopmMaiius He-
obxonuma Jisl ee pellieHusl, U KAKUMU METOJIaMU Bbl OyjieTe coOMpaTh MH-
dopmaruio. K Hanbosee monyasipHbIM METOaM OTHOCSITCS: TaOOpaTOpHOE
HCCcliefoBaHNe, 0030pbl, THTEPBbIOMPOBAHUE U 3KCIIEPUMEHTHPOBAHUE.

ITo 3aBepilieHMIO Balllero UccaeqoBaHUs U cOOpa JaHHBIX Bbl OpraHu-
3yeTe U aHanusupyeTe ¢akTel. MX MHTepnpeTalno He 00s3aTeIbHO
BKJTIOYATh B OKOHYATEJbHYIO BApUAHT OTYETa, OHAKO C CAaMOTO Havaja
HEOoOXOJUMO UMETh COOCTBEHHOE TOHUMAaH1e TTPOOJIEMBbI.

TunaHBIM OULINATBHBINA OTYET UMEIOT CIICAYIOIIYIO CTPYKTYPY.

1. Title page — TutynbHad cTpaHuna

O06bIYHO 310 — HasBaHue otyeTa, DU O 1 1OKHOCTH YETOBEKA, KO-
TophIit ero moaroropmyi, @O 1 TOKHOCTD TOTO, ST KOTO MUIIETCS
OTYET, U JaTa ero 3aBepiueHusl. Ha TUTy/IbHOM cTpaHUIIe BCeTraa OCTaeTCs
MHOTO CBOOOTHOTO MecCTa.

2. Table of contents — Conepxanue

Ero nmpoayMbIBaIoT 3apaHee, a MAIIYT B TOC/eIHIO0 ouepensb. Conep-
2KaHMEe NpeacTaBIsACT coboit TIEPEYECHD BCEX 3ar0JIOBKOB U I10A3arojIoBKOB
Y HOMepa CTPaHUII, C KOTOPbIX OHU HAYMHAIOTCS.

3. Introduction or background — Beenenue

B oTiimuyue oT BCTyIIeHUS K KYpCOBOM WJIM OUIUIOMHOM paborte,
B 9TOM paszjie/ie He pacKpbIBaeTcsl TeMa, a, CKopee, KOHCTaTUpyeTCs
1 KOHKPETU3UPYETCS CIIeayIolIee:

a) LIeJIM HamMcaHus oTyeTa (4TO HE0OXOIUMO MPOAEMOHCTPUPOBATD
WJIN JOKa3aTh);

0) comepxaHue oTyeTa (Kakue MaTepyabl BKIIOYAIOTCS, a KAaKUe HeT);

B) METOJIbI COOpa WY UCTOUHUKHU MH(OPMALIMH.
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4. Executive summary, abstract, synopsis, or epitome — AHHOTaIUS

BxitiouaeT TouHOE 000011IeH1E OCHOBHBIX KOHIIETILIMI, COAEPKAIIIXCSI
B OTUeTe. AHHOTALIUSI — TAK3Ke CBOEr0 poja YCyra AJisl 3aHSTOro pyKOBO-
JUTEIIA, Y KOTOPOTO HE XBATA€T BPEMEHM ITPOYMTATDh Balll OTYET ITOJTHOCTHBIO.

5. Body — OcHoBHas YacTh

OcHOBHas 4acTh OTpaXaeT CyTh Balllero OTYeTa, MPEACTaBIISIONIAst
€000t OPraHM30BaHHYIO TTPE3CHTALIVIO COOPAHHBIX U MPOaHATU3NPOBAH-
HBIX BaMU JaHHBIX. [IpoaBuraiTech CUCTEMAaTUYECKU B CJIEAYIOIIEM Ha-
MpaBJIeHUHA:

1. Hccredosanue. Bail oT4eT BKIIOYaET KOHKPETHYIO MH(MOPMAILIHIO,
U BBI e oMpeensieTe ee UCTOYHUKU. MU MOryT ObITh Balll cO0-
CTBEHHBIN OTMBIT, (haiiyibl, CBUAETEIbCTBYIONIME O paboTe KOM-
MaHWM, PE3YJIBTAaThl OMPOCOB 1 COOECeNOBaHUI ¢ KOHKPETHBIMU
JoAbMU, caliThl IHTEpHEeTa 1 ApyTrHe 2JeKTPOHHBIE PECYPCHI, ITy0-
JIMKALMU B CTIEUAJTBHBIX XKypHasiaX, MPaBUTEIbCTBEHHbBIX OpraHax
revyaT U Apyras rneyaTHas NpoayKuus (KHUTH U CTaTby).

2. Opeanuzayus. ITocie cOopa Hy>KHBIX BaM JaHHBIX BbI TOJIKHBI Op-
raHW30BaTh MX Jlormyecku. Baima o01as TemMa ornpesaensieT cro-
€00 opraHuzauuu uHdbopMamuu. HekoTopble OTYETHI MUITYTCS
B XpPOHOJIOTMYECKOM Mopsiake. B apyrux Heo0xonumo pa3duBaTb
nHdopMalnio Ha Kateropuu. [Topsiiok v paHT BalllMX MOA3aro-
JIOBKOB U3MEHSIIOTCSI B 3aBUCUMOCTHU OT TOTO, SIBJISIETCS JIU 1IeJIbIO
CpaBHEHME, paHXNPOBAHWE WJIM MPUYMHHO-CJIEACTBEHHBIN aHa-
JIM3 BalllMX JAHHBIX.

3. Haarocmpayuu. OCHOBHAs 4acTh Balllero oT4yeTa TpedyeT o0oc-
HOBaHWMSI TIPU TTOMOIIMW PUCYHKOB, IpahMKOB, TAOJIHII, TrarpaMm
u dpotorpaduii. Takue MaTepualibl 00J€T4YaOT BOCIPUSATHE AaH-
HBIX, KOTOPBIE TPYIHO BBIPA3UThH CJIOBAMU, HO OHU HE JOJKHBI
MOBTOPSTH OMMCAHUE, coaepxKalleecs B TekcTe. Kaxayio nmioct-
paluIo ClieyeT COOTBETCTBEHHO OTMETUTh U TPOHYMepoBaTh. J1o-
KYMEHT BBIIJISIAUT TOPA3I0 JOCTOBEPHEE, €CJIM OH ITOATBEPKAAeTCSI
cTaTUcTUKOW. Eciiv monb3oBaTbes eif MpaBUJIbHO, TO Balllk UAEU
MPUOOPETAIOT JOTOTHUTEBHYIO SICHOCTh U YO AUTEIbHOCTD.

4. Iumamot. Bbl NOJXHBI TPABUJIBHO LIUTUPOBATH aBTOPOB UCTIOJIb-
30BaHHO JTUTEpaTypbl, Oepsl B KABBIYKY Yy>KME CI0BA UM KOMITH -
JIUpYsI MBICJIA Apyroro yeinoBeka. MHaue BbI 3aHuMaerech [1J1A-
I'MATOM, uTo, O CyTH, O3HaYaeT Kpaxxy nHGopmauu. Eciu Bb
CChLIaeTeCh Ha MHTEPBbIO, TO YKa3bIBalTe MMSI KOHKPETHOTO YeJio-
Beka. Eciiu Bbl ucrosb3yere MaTepuaibl KHUTY UJIW CTAThbU APYTUX
aBTOPOB, TO TPUBOJUTE CCHLIKU Ha UCTOYHUK MH(popMaliu. Ecin
BBI TIPEICTABIISIETE MBICJIM JPYTUX JIIOJeH KaK CBOM COOCTBEHHBIE,
TO PUCKYeTe MOTEPSITh HE TOJbKO PEeNyTaluio, HO U paboTy.
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6. Summary, conclusions — 3akouenue

D10 HamboJIee YMTaeMasi YacTh OTYETA, HO €€ TPYyJAHEee BCEro COCTaB-
JIATh. 3aKJIIOYEHHUE TIPEACTABIILIET COO0I OOBEKTUBHBIE BHIBOIBI M3 TOTO,
YTO OBLJIO MPOIEMOHCTPUPOBAHO B OTUETE.

7. Recommendations — Pekomenzanun
PexomeHpatmm (ecJii OHU SIBJISTFOTCST 00SI3aT€/TbHBIMU ) TIOJDKHEI JIOTH -
YeCKH! BBITEKATh N3 00beKTUBHOM MH(MOPMAIINN, COIEPKAIIIEICS B OTIETE.

8. Bibliography — bu6smorpadus

CHOuCcOK UCTOYHUKOB JINTEPATYPhl 0POPMIISIETCST HA ITOCIICIHEM JTalle,
rocie oocykneHust MaTepuanoB otdeTta. CChUIKM Ha UCTOYHUKHU JTAI0TCS
B aJi(paBUTHOM, XpOHOJIOTMYECKOM ITOPSIAKE WK B TTOPSIAKE LIMTUPOBA-
HUSI, HAIIpUMeEP:

Book: Toffler, Alvin. Powershift: Knowledge, Wealth, and Violence at
the Edge of the 215 Century/ A. Toffler. New York: Bantam, 2010.

Periodical: Rowland, Mary. “Sorting Through the Tax Changes,” The
New York Times, November 4, 2012. Section 3. Page 17.

ITopsimox MTHPOBaHMST BHYTPH OTHOTO OTYETA, €CTECTBEHHO, JOJIKCH
OBITh OMMHAKOBBIM I10 BCEM €I0 pa3iesiaM.

9. Appendex — Ilpunoxenuns

B aToT paznen BXomsT BCIIOMOTaTeIbHbIe MaTepHalibl, YacTO B (hopMe
rpachMKOB U TaOJIMIL, KOTOPbIE HE BOIIIM B OCHOBHYIO YacTh OTY€Ta, HO
HeOOXOIUMEI IJIsT 000CHOBAHMS TaHHBIX MCCIICTOBAHMS YT BBIBOIOB.

[TprMepHas CTPYKTypa oTdeTa 0 padboTe TIpeaITpusITHs:

1. Introduction — BBenenue.

2. Background, problem, purpose — IlpenmecTBytomas nHbopma-
1us1, 000CHOBaHUE MPOOJIEMBI, LIEIb.

3. Proposal, plan, schedule — IIpemioxeHue, IiaH, KaJleHIapHbIA
TIJ1aH.

4. Staffing — IlepedyeHb 3a0eiCTBOBAaHHBIX VCTIOTHUTENIEH.

5. Budget — bromxer.

6. Authorization — IIporenypa yTBepKIeHUS.

Hanmcanue ot4eToB TpeOyeT OT aBTOpa YMEHUS COOMpPATh JaHHBIE,
MPaBMJILHO OPTaHN30BEIBaTh (DAKTHI M MUCITOIB30BaTh CTPOTHI 1 B TO K€
BpeMsI JIETKO BOCITPUHMUMAEMBbII CTUJIb ITMChMa:

* yIensgiiTe BHUMaHWE paBHOMEPHOMY 00beMy ab3alieB (OHU JTOJIKHBI
OBITh cOaTaHCUPOBAHHBIMU MO 00beMy). Kaxkabiit ad3all J0JKeH ObITh
JIOTUYHBIM T10 CTPYKTYpe U HAUMHATHCS TJIABHBIM IIPEIJIOKCHUEM, 3a
KOTOPBIM CJIEAYIOT BTOPOCTEIICHHEIC;
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* He 3a0bIBaliTe Je1aTh CHOCKU;
* 00s13aTeJIbHO BEIYUTANTE CBOU OTUET, 0Opaliiasi BHUMaHUE U YCTPAHSIS

Ha OIIMOKY B TpaMMAaTUKe, MyHKTYallU, UCTIOJIb30BAHUU MPOIMUCHBIX

U CTPOYHBIX OYKB.

HcnonbayiiTe Moaxoa ot o01Iero K 4acTHomy (M3J10XKeHue O0IIMX Mo-
JIOKEHWI, 32 KOTOPBIMU CJIEAYIOT KOHKPETHBIE JAHHBIE) B TOM CITy4yae,
€CJIM ayIUTOPUSI XOPOIIIO 3HaKOMa € TIpeIMeTOM. B 3ToM citydae BbI Kpat-
KO 00CyX/aere TpeAMET OTUYETA U TTOSICHSIETE, KAKMM 00pa3oM Balllu pe-
KOMEH/IalIu¥ MOTYT TIOMOYb PEIIUTh (MPENOTBPATUTh) KaKue-I11ubo Mmpo-
0JyieMBI B Oyy1IEM.

W crionp3yiiTe TTOAXOM OT YACTHOTO K 00IeMy, €CI YMTaTelb C1abo
TTOITOTOBJIEH K BOCIIPUSTUIO TIpenMeTa. B jmo6om ciydae, B IIepBOM Mpe-
JIOXEHWU BbI pacKpbIBaeTe TeMy (1IeJIb HalMcaHusl) OT4YeTa.

OOBIYHO YMTATEIEN MHTEPECYIOT PE3YyJIbTaThl BalllMX Pa3MbIIIJICHUH,
a He paccyxaeHus: caMu 1o cede. HeobxoamMo yunTheiBaTh ypOBEHb 3HA-
HUI U UHTEpeC ayIMTOPUM K Balllell TeMe. BricTpanBaliTe rmocienoBareib-
HOCTb U3JIOKEHHUSI MBICJIE OT HauboJiee BaXKHBIX K BTOPOCTENEHHBIM B TOM
cilydae, KOTJa Balll YuTaTeslb OUeHb 3aHST WU MaJio UHTEpECYyeTCs Tpel-
MeToM. I Ha0OOpOT: eciu aynuTopusi He COBCEM COTJIacHa C Ballleil To4-
KOI 3peHUsI WIM TUIOXO 3HAeT Bac KakK aBTOpPa, TO MOMbITAUTECH aneJiiv-
poBaTh K YYBCTBaM KOPPECIOHIEHTOB, BbIAeJsisl Hanbojee BaXKHbIe
NYHKTbI. bybTe yBepeHbI: OOJIBIIMHCTBO MOTEHIIUAIBHBIX OMMOHEHTOB
JIOYUTAIOT Ballle MPOU3BENCHNE 10 KOHIIA.

Mopxoabl K HaNUCaHUIO OTYETOB

Pattern (mopsgok) | Development (nosicHexne) | Use (rge ncnonb3yetcs)
WHchopmaumio opranmayioT Bo Bpe- | [Mone3eH npu yCTaHOBNEHUN BPEMEH-
. | MEHHOV NOCNEeA0BATENbHOCTM HbIX CBSA3EM (xapaKTepucTiKa npubbl-
Kpononornyeckmii .
C LieNblo NPOIEMOHCTPUPOBATL UCTO- | NEli 38 NEPUOL BPEMEHM N CEpus
puto (pa3BuTie) TEMI COGbITUIA, BbI3BABLLNX NPELIEAEHT)

WHchopmaumio opraniayioT no npo- | MofxoauT Ans TeM, KOTopble Nerko
Teorpadgmyeckmii | cTpaHcTBEHHOMY (pErOHanbHOMY) | pa3genuTs no pervioHam (cesep, for,
MPUHLMNY toro-3anag 1 np.)

Temarnyeckui Xopoluo paboTaeT ¢ YETKO YCTaHOB-
TemaTtuyeckas unn yHKLMOHaNbHas powo p y
HIH (hyHKYHO- CTOVKTVDA NEeHHbIMU KaTeropusmin (CTpykTypa
HaJIbHbIK PyKTYP 3aTpat B KOMI'IGHI/IVI]
[NocTaHOBKa NPOBIEMbI 11 aHanna n
. YLLE BCEro NOAXoAuT AN CLEeHa-
anbTepPHAaTMBHbIX peLleHnn. Mokaxu- v AXORWT AN CU
CpaBHenHe/ KOHT- PUEB «10» 11 «TOCIIE» UNN NEPEYHS
Te, Kakie anbTepHaTIBbI CXOXME, , )
pacr . anbTepPHATUBHBIX PELLEHN OfHON
a Kakue 0TNnyaloTca Mexay coboi ,
11 TOV ke NpoBrembl
Mo ONpefeneHHbIM KpUTepusiv
HaumHaitTe ¢ HanGonee BaXHbIX Uin
. [ToneseH ans knaccuukaLmm uH-
Llennocthbiii/ noporocTositmx Bonpocos. O6oyx-
. o thopmauwn (0T4eT puenTopa o cTou-
macwrabHbii NalTe 0CTarbHbIE B HACXOMSLIEM

MOCTV HEe[BXMMOCTV)

nopsaake
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OKoHYaHue Tabnuiibl

Pattern (nopsgok) |

Development (nosicHexne)

Use (rge ncnonb3yetcs)

. MopxopuT Tam, roe ayouTopuio HeaB-
Opranu3ayiiTe vH(opMaumio no cTe-
o cTenenn Bam- XOAMMO YOEONTbL MPUHATL KOHKPET-
MEHW BAXHOCTY B BOCXOAALLEM WK
HocTH Hble MEpbI UM UIBMEHUTb CBOIO TOYKY
HUCXOAALLEM MOpPSLKe
3peHus
OpraHuayiTe nHopmMaLmio no aéaa-

. | Lam, 0TBEYaloLLMM Ha BONPOCHI KTO, ,
Xypuanuctckui MopxopuT Ang ayauTopuiA, kaTapble
CTHIIb 470, KOTZ8, A€, KaK 1 M0 4emy. 3a- HYXXHO 0BYy4aTh UNK nepeybexaats

KITHO4EHWEM MOTYT CTaTb PEKOMEHa-
Lmm
Or npocroro HauuHaiiTe ¢ npocToi KoHLenuumn MopxopuT Ang 06CYXAEHNS TeXHNYe-
K cnoxuomy 11 NepenanTe K 60ree CRoXHON CKIIX BOMPOCOB Wi 8BCTPAKTHbIX TEM
, MoneseH B Tam, T, 9 JOCTUXEHNS
o _ | OnucbiBaiiTe Haubonee oNTUMMCTL- ONE3EH B TaM, TAE AN AOCTMXE
Jlyywnid/ xypwmi pe3ynbTata HE0bX04UM ApamaTtuye-
YECKME 1 NECCUMUCTUHYECKME CLIEHa- 2
npumep o ckuir apchexT (HeopHopoaHas unn
NHOMM(EPEHTHas ayauTopus)
Example No. 1 — lNMpumep Ne 1

Outline — Pa3seepnuymbotii naan omuema

FORMS OF BUSINESS OWNERSHIP (Am.E.)

I. Sole of proprietorship
A. Advantages of sole proprietorship
1. Minimal capital requirements
2. Control by owner
B. Disadvantages of sole proprietorship
1. Unlimited liability
2. Limited management talent
I1. Partnership
A. Advantages of partnership
1. Access to capital
2. Management talent
3. Ease of formation
B. Disadvantages of partnership
1. Unlimited liability
2. Personality conflicts

Example No.

2 — MNpumep Ne 2

Table of Contents — Coodepicanue

Executive summary

Problem
Background

Discussion of findings
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Revenues
Sales and Use revenues
Other Revenues
Projections
Employment
Distribution
Wages
Projections
Conclusions and Recommendations
Works Cited
List of Figures

Example No. 3 — Mpumep Ne 3
Ocgopmaenue mumyavproil cCmpanuubt u cooepicanue omuema

Recent Developments in
Office Technology

Prepared by Rachel Cooper

Prepared for Mr. Roger Ostin
January 14, 2012

TABLE OF CONTENTS

INTRODUCTION

SUMMARY

RECENT DEVELOPMENTS IN OFFICE TECHNOLOGY
Typewriters

Word Processing Equipment

Dictation Machines

Copiers

Computers

Calculations

Fax Machines

CONCLUSIONS and RECOMMENDATIONS
APPENDIX

BIBLIOGRAPHY

Typical phrases — Tunu4Hbie ¢pasbl

Abstract — Aunomauus

The Report is concerned with (deals with)... — B oTdere n3mararorcs...

The subject of the Report is... — Temoii oTuera sBsIETCA. .

The Report is devoted to the problem of... — OTdeT TOCBSIIIEH TIPO-
oneme...

The Report is based on... — OT4eT ocHOBaH Ha...

The Report dwells on some elements of goal-oriented approach. — Or-
YeT OIMMpPaeTCsl Ha HEKOTOPhIE 3JIEMEHTHI 1I€JICBOTO ITOAX0a.

Introduction — Ilpeducnosue (Bsedenue)
The author presents the current state of affairs in... — ABTOp JeMOH-
CTPUPYET COBPEMEHHOE COCTOSTHUE /e B...
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The author provides the information on.../criticizes the.../ underlines
that/...treats the problem of..../ reviews the principles of... — ABTop maer
nHdOpMaLMIO 0/ KPUTUKYeT/ MoAYEePKUBaeT,/ u3jiaraet npoodiemy,/ 0600-
1IAeT MPUHIIUIIHL. ..

The author discusses/ analyzes/ underlines/ emphases/ generalizes
that ... — ABTOp 00CyXnaeT/ aHaJIU3UPYeT/ ITOAYEPKUBAET/ aKIICHTUPYET
BHUMaHUe,/ 0000IIAET....

At the beginning of the report the author describes/ dwells on/ touches
upon/ explains ... — B HavaJyie oTyeTa aBTOp OMUCHIBAET/ OCTAHABIUBACT-
cs Ha/ KacaeTcsl/ OObSICHSIET ...

Then/ after that/ further on/ next the author passes on to, goes on to
say that..., gives the detailed (brief) analysis (description). — 3aTem (11ocie
TOTO, daJiee) aBTOP MEPEXONUT K/ YTBEPKAAeT,/ NaeT AeTalbHbIiN (KpaTKuii)
aHaau3 (omMcaHue)...

Considered are the problems of ... — PaccMaTtpuBaioTcst TpoOIeMEL. ..

Thereafter, productive investment is studied, distinguishing between
... — 3aTeM UCCIIeMyIOTCSl BOITPOCH TPOAYKTUBHOCTY KAITUTAIOBIOXEHUIA
U BBIOMpAETCs ONTUMAIbHBIN BADUAHT MEXIY....

The report ends with the depiction (analysis) of ... — OT4eT oKaHYMBa-
eTCs OIMMCaHMEM (aHAIM30M)...

Formulated are the proposals concerning the solution of relevant
problems by means of various mathematical methods and models. —
CdhopMynpoBaHBI IIPEIIOKEHMS IO PEIIEHUIO CCOTBETCTBYIOIINX IIPO0-
JIEM C IIpYMEHEHUEM pa3IMYHbIX MATEMATUYECKUX METOI0B 1 MOJIEIICIA.

When considering investment policies, two issues are important from
a macro-economic point of view. — PaccmaTpuBasg MHBECTHUIIMOHHEIE
cTpaTeruu, HauboJjiee BaXXHBIMU ¢ MAKPO3IKOHOMMYECKOM TOUKM 3PEHUS
HaM TpeICTaBJISTIOTCS ABE U3 HUX.

Body of the report — Ocnosras wacms omuema

The findings/ figures/ results/ investigations show that... — Dkcnepu-
MEHTaJIbHbIe TaHHbIe, U(bPHI/ Pe3yJIbTaThl/ UCCIEI0BaHUS I0Ka3aJIH,
9TO...

It appears... — Oxa3zajocs, 4To...

This has led to a situation where... — DTo IIpUBeEJIO K CUTyalliU, KOTAA...

The graph/ table shows ... — Ha rpacduke,/ B Tabnuiie mpoaeMOHCTPH-
poOBaHo...

As can be seen in table 1/ section 2/ figure 3, ... — Kak BugHO 13 1a6. 1/
pa3nena 2/ pucyHka 3...

As mentioned above, .../ see below — Kak oTMeuanoch BHIIIIE, .../ CM.
HIKE.

... and I will discuss this in more detail below/ in section 4.2. — D10
Oyzmer oOcyxaaThes OoJiee neTaabHO HIKe/ B pasaeiie 4.2.

Considered are the methods of determining — Ilpoanaan3oBaHbI Me-
TOMbI OIIPEIEICHMSL. ..
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It was noted that ... — OTMeuanocs, 4To...

He also stated that scientific forecasting has reached the level when it is
possible to ... — OH KOHCTaTUPYeT TaKXKe, YTO HAyYHOE MPOrHO3UPOBAHE
JIOCTHUTJIO TOTO YPOBHSI, KOTAa MOXHO...

The Report discusses regional aspects of ... and formulates the
methodological foundations for the elaboration of a regional development
strategy. — B oT4eTe 00CyXIal0TCsI peTMOHAJIBHBIE aCIIeKTHI... ¥ ChopMy-
JINPOBAaHBI METOIOJIOIMYECKIE OCHOBHI pa3pabOTKK PETMOHAIBHOM CTpa-
TeTUM Pa3BUTHSI.

Formulated are the proposals concerning the solution of relevant problems
by means of various mathematical methods and models. — Cdopmymmpo-
BaHbI IPEIJIOXKEHMS, HAIIpaBJIEHHbIE Ha pellieHIE COOTBETCTBYIOIIMX ITPO0-
JIEM TTIOCPEICTBOM Pa3INYHBIX MOJIE/ICi I MaTeMaTUICCKIX METOIOB.

When considering investment policies, two issues are important from
a macroeconomic point of view. — PaccMaTpyBast "HBECTUIIMOHHBIE CTpa-
TETWH, BBISIBIISIIOTCS IBE BAXKHBIE C MAKPOIKOHOMMYECKOI TOUKH 3PEHUS

MpoOJIEeMBI.
We would also state that scientific forecasting has reached the level when
it is possible to ... — M&I yTBepKaaeM TakKe, UYTO HaydHOE IPOTHO3UPO-

BaHME JOCTUIJIO TAKOTO YPOBHS, KOTJIa CTAJI0 BOBMOXHBIM. ..
Covered are the conceptual aspects pertaining to the development of
... — OcBelaoTcs KOHIENTYaJIbHbIC aCEKThl PA3BUTHS. .
The general considerations are supported by extensive statistical
material. — OO11IMe paccyXaeHUs MOATBEPXKIAIOTCSI OOIIMPHBIM CTaTHC-
TUYECKUM MaTeEPUAJIOM.

Statistics — Cmamucmuka

(HOut. mo: Lucas St. The Art of Public Speaking, fifth edition. N.Y.:
McGraw-Hill Inc., 1995 (1983). P. 151—157.)

According to the FBI, more than 2,000 U.S. teenagers will be murdered
this years — double the rate of five years ago. — CornacHo nanHbM DBP,
B 3TOM TOJIy MOTYT YOUTB 00Jjice 2 ThIC. aMepUKAHCKUX ITOAPOCTKOB, UTO
BIBOE IIPEBHIIIAET YKUCIIO YOUTBIX IISITh JIET TOMY Ha3aj.

The United States Inferior Department estimates that 4.1 million
Americans currently do some form of mountain climbing — and the
number is growing by 100,000 people a year. — CorytacHo olieHkam Mu-
HucTepcTBa BHyTpeHHUX aei CIIIA, 4,1 MaH aMeprKaHIIEB 3aHUMAIOTCS
aJbIIMHU3MOM, U 3TO YUCJIO eXXerogHo pacteT Ha 100 ThIC. yeoBeK.

Figures provided by the U.S. General Accounting Office reveal that for
every $1 spent on the needs of children the federal government provides $14
inbenefits forelderly Americans. — Llydpsl, mpemocTaBIeHHEIC aMepUKaH-
CKUM Y1paBJieHUEeM 00111l OyXTraaTepcKoil OTYETHOCTH, IOKA3bIBAIOT, UTO
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Ha KaXXIIbIi 1oJu1ap, HoTpayeHHbIH DeepaibHbIM IIPaBUTEILCTBOM Ha Jie-
Te, IpUxXoauTcs 14 mosiapoB, MOTpadyeHHBIX Ha ITOXKWIbIX aMEePHKAHIICB.

There are 279 lawyers per 100,000 people in the United States versus
114 in Great Britain, 77 in Germany, and 11 in Japan. That means the
United States has two and a half times as many lawyers as Great Britain,
five times as many as Germany, and 25 times as many as Japan. With 5% of
the world’s population, we have almost 70 percent of the world’s lawyers. —
B CIIA nHa 100 ThiCc. HaceJaeHMS MPUXOAUTCS 279 I0pUCTOB, B TO BpeMs,
kak B Benukooputanuu — 114, B [epmanuu — 77, a B fAnonuu — 11. Bto
0o3Hauaert, yTo 4yncio opuctoB B CILIA B ABa ¢ 1T0JI0BHHOI pa3a OoJIbIIIE,
yeM B BenmmkoOpuTanuu, B IsITh pa3 0oJblile, yeM B [epmManum u B 25 pa3
6osblie, yueM B Snonuu. Mmesa 5% nacenenus mupa, CoeauHEHHbIE
IITarer AMepuku pacnionararot 6osee 70% Bcex I0PUCTOB.

If it seems as if you spend a lot of time going back and forth from your
job, it is probably because you do. According to figures compiled by
management consultant Jeff Davidson, the average American commutes
157,600 miles to and from work during his or her working life. This is equal
to driving six times around the earth. — Ecim Bam KaxeTcsI, 9TO BBI IIPO-
BOJIMTE MHOTO BpeMeHH, J00Mpasich Ha paboTy 1 BO3Bpallasich ¢ Hee, TO
9TO — CYOBEKTMBHOE MHEHME. A corylacHo mmoacueram Jxedda dsBum-
COHa, KOHCYJIBTaHTa 110 BOIPOCaM YIpaBJIeHUs, 3TO PaCcCTOSTHUE 3a BCIO
TPYIOBYIO XXU3Hb CPEIHET0 aMepuKaHlia coctapisieT157 600 Muib, win
IECTh 000POTOB BOKPYT 3eMIIH.

Tests and Assignments — TecTbl 1 3agaHuA

Divisions of a report
I. ConocTaBbTe pa3aensl oTaeTa M nx aepuHnny (1. 18. ymp. 1: 1. b;
2.d;3.a;4.¢e;5.¢c.).

1. Introduction a) «Teno» 0T4eTa, NPe3eHTaLNs apryMEHTOB 11 [I0KA3aTENbCTB
2. Background b) Tema oT4eTa, Npr4NHa Ero HanucaHus
3. Findings c) MpakTyeckue NpeanoxXeHus, 4acTo B HOpPME NepeyHst
4. Conclusion d) KoHTekcT, 06prcoBbIBaOLLAN 0BLLYI0 CUTYaLID
. e) BblBObI UNN PELLEHNS, MPUHSATLIE NOCNEe 06CYXAEHIAS OCHOBHOM 4acTu
5. Recommendations oT4eTa A p p VKA

1. BcraBbre B IpeioXXeHUE CI0BO, BhIICIEHHOE KYPCUBOM (II€pBOE
MPEIUIOKEHME CITYKUT ITOACKA3KOI).

Adding information
another  finally  furthemore the other fto put it briefly one yet
funallly  in a nutshell
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possibility is to merge with company A.

ne possibility is to merge with company A.

one is to acquire company B.

possible course of action is to leave everything as it is.

there can be no better solution to the problem.

this is our only option.
I don’t think I have anything to say.
I suggest you take the course on English literature. The material is
interesting. the professor is liked by all his students.
After going over the problem a few times, I decided to ask my the
manager to help. After he had explained it fully, I looked the problem
over one more time. I arrived at the correct solution.

III. TTomyepkHUTE B KaXXIOM IIPEMIOXEHUU IIPaBUIbHBIM BapuaHT
abOpeBmarypkl i.e./ e.g. [lepBoe mpenioxkeHne qaeTcs B Ka4ecTBe ITpruMe-

pa.

Exemplification

1. In addition to main headings, most journals use subheadings (i.e./
e.g. boldface paragraph leadins).

2. Avoid using ambiguous words (i.e./ e.g. general, moderate etc.)
which may mean different things to different people.

3. The customer (i.e./ e.g. the buyer) needs to be regularly informed
of progress.

4. Each week they take a different theme (i.e./ e.g. life in the country,
holidays) and look at the way it is changed

5. Cources may be designed for any student beyond the compulsory age
of secondary education (i.e./ e.g. over 16 years).

6. The total for the full year is likely to amount to 293 complaits
compared with 275 kast year (i.e./ e.g. an increase of 10.6 per cent).

7. The activities of central banks vary from country to country (i.e./
e.g. Britain’s Bank of England is responsible for printing the money,
supervising the banking system, and coordinaring monetary policy).

8. Laterin the year we will have all the details of the company’s financial

results for the fiscal year (i.e./ e.g. after the end of April).

IV. BribepuTe npaBUIbHOE CJIOBO U3 BbIIEACHHBIX KYPCUBOM U BCTaBb-
Te ero B npeuioxeHue. [lepBoe npenygokeHue Ciay>KUT NoJACKa3Ko.

Introducing Topics and Related Ideas

1.

Aim/ theme

My main is to analyze the current business situation.
My main aim is to analyze the current business situation
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2. Subject/ issue

The of this presentation is to report our findings.
3. Purpose/ subject

I am not to any order of their company.

4. Objective/ topic

Nick’s primary is to win the competition.

5. Objective/ issue

At the meeting, we are to consider this
6. Theme/ objective

They organized public meetings on the
7. Aim/ topic

The sentence can influence and guide a reader.

8. Topic/ object

Thank you, that was an lesson in how to handle a difficult
customer.

9. Objective/ purpose
If this policy is reversed we will never achieve our
10. Subject/ purpose
My today is to review progress on the project.

V. IlepeBenure pa3nen otdyera «Beegenue» (mpumep Ne 3) Ha pycckuid
SI3BIK.

INTRODUCTION

The purpose of this report is to examine the latest advances in office
machines technology in order to determine what, if any, capital
improvements should be made in the office equipment of the ANDMAR
Corporation.

This report does not consider security systems or fire detection and
control devices.

The information for this report was gathered from information supplied
by the National Office Machines Dealers Association as well as from
articles in several issues of Secretary’s Press, Executive World, and
Management Review.

VI. IlepeBennre pasnen otyeTa «Pe3roMe» (mpumep Ne 3) Ha pycckmit
SI3BIK.

SUMMARY

This report shows that, because of increasing emphasis on the use of
very large-scale integrated circuits, major changes are anticipated in office
technology during the next decade. These changes will primarily involve:

1. electronic typewriters with memory functions

2. executive, as opposed to central, word-processing stations

3. high-speed and intelligent copiers
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4. computers of increased speed, reliability, and memory capacity
5. electronic printing calculators
6. dual-voltage fax with memory

VII. Huxe npuBeneHbl cJIoBa, ONUCHIBAIOIIME TEHASHIIMU B KaKOW-
60 obmactu. M306pa3nte nx rpadpmuecK M COCTABETE M3 3TUX CIIOB
npemioxenus (cM. [Tpunoxenue IV Market Movements).

Goup
Reduce
Fall

Rise

Raise

Hold firm
Fluctuate
Grow

Soar
Shrink
Remain steady
Level off
Decline
Jump
Bottom out
Expand
Level out

VIII. ITepeBeaute pasnen otyeTa «BBIBOOBI M peKOMEHIALMI» (IIPH-
Mep Ne 3) Ha pyCCKUIA S3BIK.

CONCLUSIONS AND RECOMMENDATIONS

On the basis of the data in this report, it can be concluded that:

1. The installation of electronic typewriters and word-processing
stations increases the productivity of secretaries and the efficiency
of executives.

2. Medium-speed copiers and fax machines maximize cost-effectiveness
when used on a departmental basis.

3. Programmable electronic calculators function at a fraction of the
cost of electronic adding machines.

From these conclusions, it is therefore recommended that:

1. An in-depth investigation of currently available electronic type-
writers, fax machines, and word-processing systems be conducted
to determine the cost and feasibility of installing such equipment.
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2. A cost analysis be made to compare the copiers presently in use at
ANDMAR to alternatives now on the market.

3. The services of an electronic calculator system sales specialist be
engaged to determine the equipment best suited to ANDMAR’s
particular application.

IX. IlepeBenuTe OTPHIBKM M3 OTYETA HA PyCCKU si3bIK. COCTaBbTE
K HuUM 10 Bommpocos.

Director’s Report
To the Board Members.
We have pleasure in submitting the report
for the year ended 28 January

Financial Statements

Turnover for the year increased by 2.8% to $ 357.5 million. On making
comparison it should be noted the accounting period was 52 weeks against
53 weeks in the preceding year and after adjusting for this difference in
periods, the turnover increase was 4.8%. With inflation at low levels
throughout the year, these figures confirm a volume growth in business was
achieved, influenced by the acquisition of Coventry & West Mercia society’s
dairy business and record levels in travel banking throughout 2010.

In general, there was little evidence of a return to more buoyant trading
conditions and severe competition, particularly in food retailing, restricted
margins. Despite these pressures, trading profit at $ 4.9 million was virtually
identical to the record figure achieved in the previous year.

Asset disposal, particularly the sale of properties in Derby center and
land at Bond End, Burton-on-Trent, combined both profit and cash flow.
This enabled us to raise capital expenditure to $ 18.2 million —more than
twice the 2009/2010 level — and more importantly to make a further
reduction of over $ 3 million in our bank borrowings. Revenue reserves were
increased by $ 7 million to 56, 3 million at the end of the year. These
excellent results confirm another outstanding year for the Society.

Current Trading and Future Prospects

The key objectives of the Board and management are to maintain the
existing core businesses and to be in a position to take advantage of suitable
development opportunities as they arise. In 2012 all trading operations will
see continuing investment to upgrade stores and improve production and
distribution facilities. The major project of the current year will be the
competition of the new superstore at Peak the Park in Derby, scheduled for
October. Also in 2012 the Society will seek to build on the partnerships
launched successfully in 2011.
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2012 is the important anniversary for the Cooperative Movement and
we share the hope of our neighboring societies that this year will see an
upturn in economic prospects, leading to significant trading conditions.

X. IepeBeauTe MpeaioXEeHUS HA PYCCKUM SI3BIK U PACIIOJOXHUTE WX
B JIOTMYECKOI MMOCIIEI0BATEILHOCTU BLITIOJTHEHUST TIEACTBHIA.

* Check you grammar, spelling, punctuation, and style.

» Write the body of the report.

+ Summarize the report in a sentence.

* Decide what information is important and what is irrelevant.

* Decide where you might need illustrations or diagrams

+ Write the introduction: state the subject, state the purpose, and
summarize findings.

+ Consider the purpose of your report: who is it for, why does he or she
wrote it, how will he or she use it?

» Check your illustrations.

» Arrange the points of information in a logical sentence and in order of
importance. Make rough notes.

+ Read the text aloud to yourself, or, better, to someone else.

+ Ask someone else to look critically at your draft.

» Summarize the aim and emphasis of the report in one sentence.

*  Write the conclusion (and recommendations).

* Collect all relevant material — notes, documents etc.

+ Examine the draft. Does it do what the report is expected to do?

» Draft a working plan in a separate sheet of paper.

XI. brogxer Balllero oTaesna Ha TeKYIIUA KBapTa MpeaycMaTpruaeT
MOKYIIKY ¢hakc-anmapata. Hamuimre opuiiMaibHbIi OTYET 1151 HaYalb-
HHMKa OTIEJIa, OIMCAB XapaKTePUCTUKN, KAK MUHIUMYM, TpeX (pakc arma-
paToB, MpeACTaBIeHHBIX HAa PHIHKE (MCIIOJIb3ysl TaKue IapaMeTphl, Kak
memory, resolution, half-tones, speed), 1 000CHYIITe ONITUMAJIbHBINI, C Ba-
IIIe# TOYKM 3peHUsI, BBIOOD.



CONTRACTS —
1 9 KOHTPAKTbI

CylecTBYeT HECKOJIBKO TUIIOB JACJIOBBIX JOKYMEHTOB, IIpEeAyCMaTPH -
BaIOIINX IOPUINYECKYIO OTBETCTBEHHOCTb CTOPOH 3a HapyIIeHUE YbUX-
JIMOO TIpaB ¥ COOTBETCTBYIOIIEE HaKa3aHNe, MHBIMH ciIoBamMu, — legally
binding. [Ipexne Bcero, 3To — KOHTPAKT, WU IOPUINYECKHU 3aKpeIlIeH-
HOE COIJIallIeHWE MEXIY ABYMs 1 OOJIBIIMM YKMCJIOM CTOPOH, KOTOpPOE,
HaIlpuMep, MpearycMaTprBaeT MOCTaBKY OINpPEAeJICHHBIX TOBAPOB MJIN
YCIIYT 110 (PUKCUPOBAHHO 1I€HE U K OTIPeNIEJIEHHOMY CPOKY.

B coBpeMeHHOM MUpPe KOHTPAKT MOXET CYIIECTBOBATD B IIMCbMEHHOIA,
YCTHOI 1 ropa3ymeBaeMoii (implied) hopmax, 4To BbIpaxkaeTcsl 1eliCTBH-
SIMM WUTW HaMepeHUsIMU cTopoH. CitoBo implied TpymHo momaaeTcst popma-
quzauuu. Ero mogpaspensior Ha implied by conduct (mompaszymeBaeMoe
MOBEACHIEM CTOPOH ) — KaK ITPOI0JKEHME OTHOIICHUIA MEX Ty CTOPOHAMM
n implied in law (TTogpa3zymMmeBaeMoe 3aKOHOIATETECTBOM) — ITPEeIyCMaTph-
Balollee KaKue-JIn0o NENCTBUS B paMKax JeMCTBYIOIIEr0 3aKOHOIATEThCTRA.

To, 4TO NMpHUIAET KOHTPAKTY IOPUINYECKYIO CUITY, MOXKHO OXapaKTepH-
30BaTh cJIoBOoM validity (ITpUHSATBEIM B paMKax JECTBYIONIETO 3aKOHOIa-
TEJIbCTBA B TEUEHWE OTPaHMYEHHOTO niepuoaa BpeMeHn). [1pu aTom HeoO-
XOIUMO J0KAa3aTh, YTO CTOPOHBI, 3aKJII0YAIOIIME KOHTPAKT: 1) HaXoasaTcs
B 3paBOM YMe€ U TPE3BOI MaMATHU 1 00JIafaloT COOTBETCTBYIOIIMMH I0PH-
JTMYECKUMH ITOTHOMOYMSIMH, 2 ) B3aMHO YAOBJIETBOPSIIOT CBOM MHTEPECHI.
K Tomy ke, mpenmeTHas1 001aCTh KOHTpaKTa JOJKHA CYIIECTBOBATH Jie-
rajJibHO (TO €CTh, B paMKaX JO3BOJICHHOI'O 3aKOHOM ). Takke He00X01UMO
UMeThb consideration — HEYTO LIEHHOE, UTO JaeTCs UM 00eIIaHO OIHOM
CTOPOHOI B OOMEH Ha IeWCTBUE WX OOEIaHue APYTOi CTOPOHBI.

IIpobGieMa ycTHOTO 1O0roBopa o0yC/IOBJIEHA TEM, UTO TaKHe JOTOBO-
PEHHOCTH YacTO MOTYT ObITh MHTEPIIPETUPOBAHBI CTOPOHAMM I1O-Pa3HO-
My. J1J1st TOTO 4TOOBI M30€KaTh 3TOTO, CIAEAYeT COCTABIISATh MMChbMEHHBIIN
JIOKYMEHT, B KOTOPOM Pa3bsICHSIOTCS U TIOATBEPXKIAIOTCS BCE YCIOBUS,
copMyIMPOBaHHEIE B IPOLIECCE OOCYKICHUS.

KoHTpakTsl cunTaloTcss MOKyMeHTaMM, He TOJIeXKallluMK HapyIle-
Huo. FOpHCTHI Beerma COBETYIOT TIIATEIBHO MX BEIYUTHIBATD, BBISICHSITH
BCE HeAOpa3yMEeHUsl, CBSI3aHHBIE C PACIILIBYATBIMU (POPMYIMPOBKAMU,
a TakKe MPOBEPATh MOHMMAaHUE BCeX TEPMUHOB JI0 ero noanucanus. Hu-
KOTO HEJb3$1 3aCTaBUTD MOIMCATh 3TOT JOKYMEHT, €CJI OH He ObUT TTpe/l-
BapUTEIbHO CKPYITYJIE3HO BHIYMTAH.

ITocie 3akm0YeHKST KOHTPAKTa ero, KakK IIpaBUIo, HEBO3MOXHO KOP-
peKTHUpOBaTh (M3MEHUTH) O€3 COTIacKsI BCeX 3aMHTEPECOBAHHBIX CTOPOH.
Bce n3MeHeHMsa 1 MOIIPaBKM K KOHTPAKTaM JITOJIKHEI OCYIIIECTBIISIThCS
B IMMMCbMEHHOM BMJIE U IIOAMNUCHIBAThCS 0OEUMU CTOPOHAMMU.
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Examples — Mpumepnbl
Beginning and Closing of a Contract — Hauaao u xoney konmpaxma

ART Plc., Brighton, England, hereinafter referred to as “the Seller”,
on the one part, and PMC Ltd., Moscow, Russia, hereinafter referred to as
“the Buyer”, on the other part, have concluded the present Contract as
follows:

(Legal addresses of the Parties)

Seller Buyer

ART Plc. PMC Ltd.

11 North Road 34 Oktiabrskaya St.

Brighton BN1 5JF Moscow

England Russia

For and on behalf of the Seller for and on behalf of the Buyer
Edward Richmond Andrew Belov

Chairman Commercial Director

Typical Clauses of a Contract — Tunu4Hble cTaTbu KOHTpaKTa

Subject fthe Contract IIpenmer KoHTpakTa

Prices and Total Value of the Contract llena u ob11ast cyMMa KOHTp-
akTa

Time of Delivery CpoK nocTaBKu

Terms of Payment YcenoBust omiaThl

Technical Documentation TexHuueckast JOKyMeHTaLUsI

Guarantee of the Quality TapanTus kKauecTBa 000pyIO0-

of the Equipment BaHUS

Packing YnakoBka

Marking MapxkupoBka

Shipment Instructions MHcTpyKuuu 1 u3BeuieHue

and Notifications 00 OTIrpy3Ke

Insurance CrpaxoBaHue

Sanctions Cankuuu

Force Majeure ®dopc-maxop

Arbitration Apbutpax

Other Terms [pyrue ycnoBust

Legal Addresses of the Parties FOpumnaeckue ampeca CTOpoH

Clauses of a Contract Subject to Minor Alterations — Cmamubu xonmpaxma,
Man0 nooeepiceHHvle USMEHEHUAM

Force Majeur
The Parties are released from their responsibility for partial or complete
non-execution of their liabilities under the Contract should this non-
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execution be caused by the force majeure circumstances including, but not
limited by fire, flood, earthquake, and if these circumstances have had
a direct damaging effect on the execution of the present Contract.

Arbitration

The Seller and the Buyer will take all possible measures to settle
amicably any disputes or differences which may arise out of the present
Contract or in connection with it.

If the Parties do not come to an agreement, all the disputes and
differences are to be submitted for Arbitration in Stockholm, Sweden, in
accordance with the rules and regulations of the Chamber of Commerce in
Stockholm and applying the substantive laws of Sweden.

Other Terms

Changes, amendments or supplements to the terms and conditions of
the Contract shall be valid only if set forth in a written document duly
signed by the authorized representatives of both Parties to the present
Contract.

After the Contract has been signed all the preliminary agreements,
discussions and correspondence between the Parties concerning this
contract are to be considered null and void if conflicting with this Contract.

The Contract becomes effective and comes into full force from the date
of signing.

Typical phrases — TunuyHbie ¢hpasbl

Constituents of a contract — Daemenmot KOHMpaxma

Addendum to a contract — moroHeHue (IPUIOXKEHUE) K KOHTPAKTY.

Alterations to a contract — u3MeHeHUs K KOHTPaKTY.

Amendments to a contract — ITorpaBKH K KOHTPAKTY.

Appendix/ supplement to a contract — NpWIOXKEHMSI K KOHTPAKTY.

Commitments/ liabilities/ obligations under contract — KOHTpaKTHbIE
00s13aTeNIbCTBA.

Contract party — cTopoHa KOHTpaKTa.

Subject of a contract — mpenMeT KOHTpakTa.

Terms of a contract — ycjI0BUsSI KOHTPAKTA.

Contract article — cTaThst KOHTpaKTa.

Provisions of a contract — 1To103kKeHMSI KOHTPaKTa.

Value/ cost of a contract — cymMa KOHTpaKTa.

Wording of a contract — popMynupoBKa KOHTpPaKTa.

Contract parties — Cmoponst Konmaxma

Seller and buyer — nmpomaBell 1 MOKYITATEb.

Supplier (contractor) and customer — MOCTaBIIMK (TTOAPSIAYNK) U 3a-
Ka3uuK.
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Licensor and licensee — iulieH3uap U JULEH3UAT.

Agent and principal — areHT ¥ IpWHIINIIAI (BITafeelr).

Charterer (carrier = hauler) and ship-owner — ¢paxTtoBatesb u (cyn-
HO) BJIanaesell.

Carrier/ hauler — nmepeBo34uK.

Kinds of contracts — Buodvt konmaxmos

Contract for carrying out design and survey works — KOHTpakT Ha BbI-
TTOJTHEHWE TTPOEKTHO-MCCIETOBATEIbCKIX PA0OT.

Contract for rendering technical assistance — KOHTpakT Ha IIPe10CTaB-
JIEHWE TEXHUYECKO TTOMOIIIU.

Research-and-development contract — KOHTpakT Ha MPOBEIEHUE Ha-
YYHO-UCCIIEAOBATENbCKUX U OMBITHO-KOHCTPYKTOPCKUX PaboOT.

Agency agreement — areHTCKO€ COTJIallleHue.

License agreement — JIMIIEH3MOHHOE COTJIAIICHNE.

Charter-party — yaprep-naptusi, ppaxToBbIii KOHTPAKT.

Classified contract — 3aceKpeyeHHbIil KOHTPAKT.

Contract of guarantee — JOroBop 0 MOPY4YUTEJbCTBE.

Contract of indemnity — 1oroBop Kak rapaHTusI OT YOBITKOB.

Contract of insurance — J10roBop 0 CTpaXOBaHUU.

Contract of pledge — moroBop o 3aJore.

Contract of service — KOHTPaKT 0 CpoKax U YCIAOBUSX pabOThl UCTIOJ -
HUTEJIEN.

Fixed-price contract — KOHTpaKT C TBEpAOU LIEHOI.

Fixed-price-incentive-fee contract — KOHTpakT ¢ PUKCHUPOBAHHOMN
LIEHOIO TIJTIOC MOOLIPUTEbHAS IPEMMUSL.

Flat-fee contract — KOHTPAKT ¢ 3apaHee ONpeAeeHHOM LIEHOI.

Government contract — MpaBUTEIbCTBEHHbIII KOHTPAKT.

Labor contract — KOJUIEKTUBHBIN TPYIOBOI JOTOBOP.

Life/ naked contract — moXu3HeHHbIII KOHTPAKT.

Open-end contract — KOHTpaKT 0e3 00yCJIOBIEHHOI'O CPOKa JIEHCTBUSI.

Prime contract — 0OCHOBHO#1 KOHTPaKT.

Production sharing contract — KOHTpaKT Ha YCJIOBMSIX KOMIIEHCALIUU.

Purchase/ sale contract — qOTOBOpP KyTUIM-TIPOIAXKM.

Turnkey contract — KOHTpPaKT Ha CTPOUTEJIHCTBO «ITOM KJTIOU».

Void contract — HeJleiCTBUTENbHBIN KOHTAKT.

What one can do with contracts. — /leiicmeus, npouzeodumote 6 céa3u
¢ KOHmaKmamu

To accept a contract — MpUHUMATh KOHTPAKT.

To annul/ cancel a contract — aHHYIMpPOBAaTh KOHTPAKT.

To award/ conclude/ make/ negotiate a contract — 3aKJIFOYUTb KOH-
TPaKT.

To draw up/ make up a contract — cocTaBUTh KOHTPAKT.
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To break/ infringe/ violate a contract — HapyIIUTh KOHTPAKT,/ HE IIpU-
JIepXKMBaThCS YCIOBUI KOHTPAKTA.

To initial a contract — Bu3upoBath (mapacdprpoBaTh) KOHTPAKT.

To make amendments to a contract — BHOCUTb TTONTPAaBKX B KOHTPAKT.

To sign a contract — MoANUCHIBaTH KOHTPAKT.

To perform/ implement/ execute/ carry out a contract — BEIITOJIHSTh
KOHTpPAaKT.

To terminate a contract — pa3opBaTb KOHTPAKT.

Tests and assignments — TecTbl n 3agaHuA
1. McximounTe AUIIHEE CJIOBOCOYETAaHME M3 CITMCKA:

Bill of lading ~ Shipping specification  Delay in delivery  Delivery note
Waybill  Certificate of origin  Certificate of quality  Insurance policy
Packing list.

1. UcxirounTe JIMIIHEE CIOBOCOYETAHME M3 CITUCKA U MOABEAUTE BCE
CJIOBOCOYECTAHUS IO CTAThbIO KOHTPAKTa:

Open here  Use rollers  Glass Use no hooks
Not for sale  Fragile Lift here  Bottom.

I1I. CooTHecuTe IeiCTBUS B CBA3M C KOHTPAKTaMU C UX TIEPEBOIOM.

1. to make amendments to a contract a. pa3opBaTh KOHTPaKT

2. to cancel a contract b. noanucatb KOHTpaKT

3. to terminate a contract C. 3aKTH0YNTb KOHTPAKT

4. to draw up a contract d. NPUHSTL KOHTPAKT

9. to carry out a contract €. aHHYNPOBATb KOHTPaKT

6. to conclude a contract f. BHOCUTb 3MEHEHNS B KOHTPAKT
7. to sign a contract g. COCTaBWTb KOHTPAKT

8, to accept a contract h. BBINOMHSTL KOHTPAKT

IV. CootHecnTe BUAbI KOHTPAKTOB 1 UX IICPCBO/I.

1. Labor contract a. 38CEKPEYEHHBIV KOHTPAKT

2. Prime contract b. KOHTpaKT 6e3 06yCrOBNEHHOT0 CPOKa AENCTBIS
3. Turnkey contract C. [10roBOp 0 3arore

4. Classified contract d. Tpynosoi forosop

9. Purchase/ sale contract €. KOHTPAKT Ha CTPOMTENLCTBO «MOA KIY»

6. Open-end contract f. OCHOBHOW KOHTPAKT

7. Contract of pledge g. KOHTPAKT C 3apaHee onpefeneHHol LEHoKD

8. Flat-fee contract h. noroBop Kynnu-npopaxu
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V. JlonojHUTe KOHTPAKT MPOIyIIEeHHBIMU 3arojioBkaMu. Ilepesenu-
T€ TEKCT Ha PYCCKUU S3BIK.

Contract of Supply No. 121

Moscow 17 February 2014

The company “Nord” represented by Director Halina Vovchek
hereinafter referred to as the Seller and the company Supermarket “Rost”
represented by Managing Director Pavel Kalinin hereinafter referred to as
the Buyer have agreed as follows:

1. ...

The Seller sells and the Buyer buys, on s.i.f. terms, Moscow the goods
(household appliances) indicated in the specification (Appendix 1), which
is the integral part of this Contract.

2. e

The prices for the goods are in U.S. $ as indicated in the specification.
The prices for the goods as indicated in this Contract on c.i.f. terms
Moscow include the packing for international transportation and loading
services.

The prices as per this Contract are firm and are not subject to alteration.

The total cost of the Contract is: US$ 2,000,000 (two million dollars)

3. ...

The Buyer is obliged to effect payment in US$:

100% is to be paid in advance by telegraph to the Seller’s bank within
30 days from the moment of the Contract’s signing as indicated in
specification.

4. ...

The goods under this Contract are delivered according to dates
mentioned in Appendix 1 no later than three months from the date of
receiving the letter of credit by the Seller at his Bank in Germany.

Se e

The Seller guarantees:

That the quality of the goods supplied conforms to the technical
description appended to this Contract. The effective warranty period is 12
months from the date of delivery to Moscow.

The warranty obligations may be cancelled in case: if the equipment is
damaged by the receiver or a third party

VI. BcTaBbre mpomyiieHHbIN TeKCT 13 mpuMepoB 1—3. TlepeBenute
TEKCT Ha PYCCKUI SI3BIK.

3. Packing and Marking

The packing in which the equipment is shipped shall correspond to the
existing standards and specifications and shall insure protection in transit.

Each packing shall ear the following marking in Russian and English:
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Name of the consignee: Supermarket “Rost”;

Address: 21 Vodnaya St., Moscow;

Handle with care;

Do not drop;

Keep dry;

Contract # 121

Waybill #

Gross weight;

Box #.

The Seller is responsible for damage to the goods as a result of incorrect
marking.

4. Shipment Notification

Shipment is performed on c.i.f. terms Moscow. The Seller notifies the
Buyer about shipment by telegraph, telex or telephone specifying the date
of shipment, Contract # 121, name of product, number of packings, gross
weight, and waybill.

5. Arbitration
(CtyneHTBI BCTABMSIIOT TEKCT, TPUBENEHHBII BbIlIE — CM. C. 214)

6. Handling over and Acceptance of Goods

The goods are considered to be handed over by the Seller and accepted
by the Buyer, the quality being in conformity with the specification and the
quantity in accordance with the number of packings indicated in the
transfer waybill.

7. Force-Majeure
(CryneHTBI TUAIIIYT TPOM3BOJIBLHBIE aipeca U TIp.)

8. Other Terms
(CTymeHTBI TMIITYT MPOU3BOJIbHBIE apeca U TIp.)

9. Legal Addresses and Accounts of the Parties.
(CTynmeHTBI TMIITYT MPOU3BOJIbHBIE apeca 1 TIp.)

VII. ITpouuTaiite 1 repeBeaUTe MOJOXKEHUSI O KOHTpaKTax Ha PyCCKU
SI3BIK.

Business Contracts

The Sale of Goods Act 1979 and the Supply of Goods and Services Act
1982 lay down fundamental terms about the sale of goods and contracts for
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the supply of goods and services which all business contracts must comply
with. They are as follows:

» The seller must have title.

* Goods/ services must be of merchandise quality.

» Goods/ services must be fit for a particular purpose.

* Goods/ services must be described.

* There must be no misrepresentation.

At common law, suppliers of services, e.g. plumbers, builders, repairers,
etc., have a duty to exercise reasonable care and skill in carrying out their
jobs. Professionals, e.g. solicitors have to exercise the degree of care which
is to be expected of a professional man of ordinary competence and
experience. These common law duties have not been clarified and
enhanced by the 1982 Act.

The 1982 Act implies in each contract, under which a person agrees to
carry out the service that the supplier will carry out the service with
reasonable care and skill.

It must be noted, however, that this applies only where the services are
provided as part of a business, but applies neither to services given free, nor
to advocates in connection with their appearances in court, company
directors or building societies.

The main standard terms and conditions of a contract are as follows:

» Names of the parties to the contract.

* Subject of the contract.

» Price.

+ Terms of delivery.

+ Terms of payment, including time of payment, currency or which
payment is to be made, etc.

» Risk and property.

*  Warranties.

» Arbitration.

* Termination.

* Governing law.
The contract is to stipulate which legal system is to regulate any dispute.



KEYS — K/MIOYN K TECTAM

YacTb neppas

1.Functions of Management

II.1.e;2.g;3.a;4.f;5.b;6.c;7.d.

IV.1.f;2.a;3.d;4.¢;5.b;6.c.

V. 1. established; 2. achieved; 3. position; 4. stages; 5. overall; 6. goal;
7.team; 8. alterations.

VI.1l.c;2.d;3.a;4.d;5.¢;6.b;7.a;8.a;9.b; 10. d.

VII. 1. weaknesses; 2. peripheral; 3. reduce; 4. rise; 5. lay off; 6. sell off;
7. cons.

VIII. 1. are responsible; 2. raising; 3. is; 4. optimizing; 5. expressed;
6. be based; 7. be involved; 8. promote; 9. is becoming; 10. is;
11. assembling; 12. using; 13. to accomplish.

2. Planning

I. 1. collect; 2. estimate; 3 forecast; 4 done; 5. implement; 6. cancel.
I1. True: 1, 2, 5, 7; false: 3, 4, 6.

III.1.f; 2. h; 3.g;4.¢e;5.¢c;6.a;7.d; 8. b.
IV.1.g;2h;3f;4e;5a;6.c;7.d;8.1;9.j; 10. b.
V.l.e;2.k;3.f;4.g;5.d;6.¢;71;8.h;9i;10.b; 11. a; 12. ¢.

VL. Strengths: 2, 3, 7; weaknesses: 1, 9; opportunities: 6, 8, 10; threats: 4, 5.
VII. 1.c;2.a;3.d;4.1,5.h;6.b;7.j; 8. ¢;91; 10. g.

3. Business management

I.1.e;2.g;3.a;4.j;5.b;6.¢;7.h;8.d;9.k; 10f; 11. 1; 121.

I1.1.d;2.g;3.h;4.e;5.f;6.¢c;7.a;8.b.

III. 1. efficiency; 2. maximize; 3. completed; 4. instructions; 5. waste;
6. worth; 7. turnover; 8. appreciated.

IV. 1. loyal; 2. satisfaction; 3. self-employed; 4 responsibilities; 5 in person;
6. assertive; 7. on the spot; 8. correspondence; 9. directly; 10. put forward.

V. 1. on; 2. to; 3. under, over; 4. between; 5. in; 6. on; 7. into; 8. at; 9. at,
at; 10. by.

VI. 1 spend; 2. make; 3. get; 4. take; 5. buy; 6 go; 7. read; 8. give.

VII.1.d;2.¢c;3a;4.b;5.a;6.b;7.¢c;8.b.

VIII. 1. identified; 2. are; 3 is; 4. depends; 5. reflects; 6 feel; 7. are;
8. has; 9 is contrasted; 10. is; 11. are seen; 12. are considered.

4. Leadership

I.1.e;2.f;3.a;4.g;5.¢;6.d;7.h;8.b.

I1. 1. employer/ employee, employ; 2. analyst, analyze; 3. appraiser/
appraisee, appraise; 4. developer, develop; 5. interviewer/ interviewee;
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interview; 6. recruiter, recruit; 7. selector, select; 8. trainer/ trainee,
train.

II.1e;2.a;3.f54.¢;5.h;6d;7.b;8. g.

IV.A. 1. c; 2. d; 3. a; 4. e; 5. b. 1. clarify; 2. relationship; 3. react;
4. explain; 5. attack; 6. manage.

V. 1. Planning; 2. Relationship building; 3. Information; 4. Persuasion;
5. Agreement, concessions or compromise.

VI. 1. to gain; 2. is interested; 3. making; 4. to negotiate; 5. thinks;
6. will bring; 7. get; 8. makes; 9. is called; 10 is seen; 11. seek; 12. have.

VII. 1. is; 2. contain; 3. needs; 4. are; 5. to look for; 6. needs; 7. are;
8. are distinguished; 9. are; 10. include; 11. are maintained; 12. to check;
13. are; 14. works; 15. to make sure; 16. to motivate; 17. summarizing;
18. reporting.

5. Managing change

I.1.f;2.¢;3.d;4.a;5.h;6b;7.¢; 8. g.

II. A. consolidate; b. set up; c. draw up; d delegate; e. away of time.

V. 1l.a;2.g;3.d;4.¢;5.b;6.¢;7.h;8.f1.

VI. 1.true; 2. false; 3. true; 4. false; 5 false; 6. true; 7. false.

VII. 1.d;2.g;3.b;4.¢;5.a;6.h;7.1;8.e.

VIII. 1. evasion; 2. rate; 3. progressive; 4. return; 5. free; 6 inspector;
7. incentives; 8. relief; 9. corporation; 10 haven.

6. Controlling

I. 1. control; 2. run; 3. schedule; 4. quality; 5. budget; 6. risk; 7. cost;
8. actual.

II. 1. goals; 2. action plans; 3. performance; 4. outcomes; 5. targets;
6. feedback; 7. goal-setting; 8. communication.

III. 1. performance appraisal; 2. structural interview; 3. reward system;
4. equal opportunity policy; 5. in-service training; 6. career path; 7. glass
ceiling; 8. compulsory redundancy.

IV. 1. artificial; 2. information; 3. processing; 4. user; 5. system;
6. interchange; 7. security; 8. transfer.

V. 1. formal presentation; 2. company reports; 3. internal mail;
4. quality circles; 5. intranet; 6. extranet; 7. notice-board; 8. departmental
meeting.

VI. 1. job description; 2. attendance record; 3. statement of terms of
employment; 4. application form; 5. warning notice; 6. expenses claim
form; 7. appraisal form; 8. vacation request.

VII. 1. Human Resources; 2. Information Technology; 3. Decision
Support Systems; 4. Strategic Business Unit; 5. Small and Medium-sized
Enterprise; 6. Management By Objectives; 7. Total Quality Management;
8. Just-In-Time; 9. Break-even Point; 10. Management By Walking
About.
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7. International management

I.1.b;2.a;3.b;4.a;5.a;6.a;7.a;8.b;9.b; 10. a.

II. 1. to be; 2. are asking; 3. will be; 4. will open; 5. will be composed,;
6. propose; 7. accept; 8. will need; 9. to offer; 10. hearing

III. 1. United Nations; 2. Organization of Economic Co-operation and
Development; 3. North Atlantic Treaty Organization; 4. International
Monetary Fund; 5. World Trade Organization; 6. Association of South East
Asian Nations; 7. European Investment Bank; 8. New York Stock
Exchange; 9. Multinational Corporations; 10. Organization of Petroleum
Exporting Countries.

IV. Background information: 2, 5, 8, 9; Product/ service information:
4, 7; Financial information: 1, 3, 6, 10.

V. Advantages: 4, 7, 10; Disadvantages: 2, 8; Market forces driving
globalization: 1, 6; Technology driving globalization: 3, 5, 9.

VI.1.e;2.5;3.i;4.1,5.g;6.b;7.¢;8.k;9.a; 10. h; 11.1; 12. d.

Yactb BTOpast

8. Effective Style

I. 1. likeness; 2. difference; 3. distinction; 4. comparison; 5. likely;
6. resemblance; 7. similarity; 8. variant.

I1. 1. Therefore; 2. As a result of; 3. thus; 4. so that; 5. as a result of;
6. As a consequence of; 7. therefore.

III. 1. Note that good summaries and simplifications are to find their
way into textbooks. 2. The IRS intends to audit the records. 3. We discussed
a tax cut. 4. We must analyze how intensively students are using our libraries
so that we can reliably project what new resources we will require. 5. When
we analyzed the results of the experiment, we still could not explain why it
failed. 6. In order to implement a new curriculum we must cooperate with
students to achieve goals within a reasonable time-frame. 7. I understand
why the significance of the results is not discussed or not discussed
adequately.

IV.1.¢c;2.b;3.e;4.5.d;6.¢g;7.1.
V.1.d;2.1;3.j;4.¢;5.h;6.g;7.a;8.1;9.¢; 10.b.
VI. 1. B); 2.1);3.1);4.6);5.¢);6.x);7.a);8.3);9.1); 10. X).

9. Brief text messages

I. a), b) want ads; c), d) call memos; ¢) ticket ordering.

I1.1.d.;2.1;3.i;4.j;5.b;6.h; 7.¢; 8.¢; 9. a; 10. g.

III. 1. am writing; 2. by Monday; 3. attached; 4. as soon as; 5. have
been; 6. on 5 March; 7. cannot; 8. meeting; 9. I really appreciate;
10. following.

IV. 1. to; 2. for; 3. you; 4. for; 5. to; 6. you; 7. be; 8.would; 9. at; 10. from,;
11. to; 12. your.
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V. 1. which; 2. replied; 3. really; 4. Actually; 5. it’s; 6. finally;
7. successful; 8. their; 9. accommodation; 10. cities; 11. beginning;
12. different; 13. opportunity; 14. responsibilities; 15. Then; 16. forward.

VI. Doris, have you read Chris’ report yet? I think, its main conclusions
are correct. This is basically what he’s saying: sales are flat and have been
so for months; there’s no new products in the pipeline despite our large
R&D budget; and our share price is at the lowest point since last December.
I hope the Board take it seriously.

VII. 1.g;2.e;3.j4.b;5.d;6.a;7.¢;8.1;9.i; 10. h.

10. Emails
II. (Postponing an Appointment)
III. 1.c; 2.e;3.d; 4. a;4.b.
IV. Dear Mr. Smith  Yoursincerely 1.b;2.e;3.a;4.¢;5.d.
V. Subject: Tomorrow’s visit
Ms Wood of Milano Textiles will be looking around the company
tomorrow, from about 11 a.m. It is important to make a good impression.
Please:
1. Inform all staff in your department;
2. Remind them to greet Ms Wood by name and take time to answer
her questions.
3. Arrange lunch breaks so that there is always someone available in
your section.
Thanks in advance for cooperation.
VI. Meeting 12/5; 2. Regarding your order; 3. Action re contract;
4. Special Offer; 5. Shipping confirmation.

11. Faxes

I. carefully, belatedly, improperly, initially, later, promptly, slowly,
efficiently, immediately, daily.

II.1.e;2.b;3.g;4.¢;5.h;6.a;7.d;8.f.

III.1.b;2.a;3.d;4.c.

IV.(a) 1.d;2.c;3.a;4.e.5.b.

(b)1.b;2.d;3.a;4.1f;5.¢;6.e.

V. Formal/ neutral: 3, 4, 9—15, 21-26.

Informal: 1, 2, 5-8, 16—20, 27—30.

12. Memos

I. (Participating in fairs/ exhibitions)
II.1.c;2.¢e;3.a;4.d;5.b.

III. 1.b; 2.¢; 3.e;4.a; 5. d.

13. Minutes

I1.1.b;2.c;3.¢;4.b;5.¢;6.b;7.¢;8.a;9.c; 10. a.

III.1.d;2.0;3.n;4.g;5.b;6.j;7.b;8.a;9.f,10.m; 11.¢e; 12.¢c; 13.1;
14.k; 15. 1.
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IV. 1. keynote; 2. conference; 3. presentation; 4. Trends; 5. plenary
session; 6. audience; 7. fee; 8. aids; 9. stand; 10.exhibition.

V.1.B;2.C;3;A;4.B;5.D;6.A;7.A;8.D;9.D;10.B11. A12. D;
13. A; 14. C; 15. B.

VI. 1. on; 2. option; 3. up; 4. long-term; 5. exercise; 6. plan.

VII. 1. factor; 2. consideration; 3 groundwork; 4. suggestion; 5. cover;
6 schedule; 7 change; 8. outright.

VIII. 1. Asking for opinion; 2. Giving an opinion; 3. Agreeing;
4. Disagreeing; 5. Partial agreement; 6. Interrupting; 7. Suggesting;
8. Summarizing/ paraphrasing/ checking.

14. Business Letter

I.1.¢c;2.1;3.f;4.a;5.2;6.b;7.d;8.j;9.¢; 10. h.

II.1.f;2.g;3.e;4.a;5.b;6.j;7.¢; 8.1;9.d; 10. h.

I11. H:2,4,6,7,8,10,12; K: 1, 11; HK: 3, 5,6, 7, 13, 14.

IV. 1. receipt; 2. prompt; 3. appreciate, early; 4. assured, best; 5. reply;
6. grateful, send.

V. 1. Sir; 2. reference; 3. conversation; 4. enclosing; 5. would; 6. if;
7. could; 8. convenient; 9. appreciate; 10. if; 11. inquiries; 12. hesitate;
13. contact; 14. look; 15. hearing; 16. Yours faithfully.

VI. 1. I regret this delat once again has caused some inconvenience.
2. I will get in touch with them so that we can improve our understanding
of the issues. 3. I would appreciate your attending to this matter at your
earliest convenience. 4. If you have an alternative suggestion, we would be
pleased to consider it. 5. I hope this information will be of some assistance
to you. 6. I would appreciate hearing from you by the end of March.
7. 1 trust this explanation will answer the questions you raised. 8. Please do
not hesitate to contact me if you need any further information. 9. We will
send you the results of the competition as soon as possible. 10. I would
appreciate receiving your comments on the proposed form before January 1.

VII. 1. praise, efficiency; 2. generous, rapidly; 3. unpleasant, tell; 4.
obtain, forced; 5. arrange; 6.require; 7. organize.

14.1. Delivering Pleasant/ Unpleasant News

I. Letter of Invitation; Thank-You Letter.

I1. Reply to Letter of Application

III. Letter of Congratulation

IV. Reference

V. acknowledge, apologize, regrettable, dispatching, in time, lays,
arrival, parts, suppliers, lodged, hope, discount, pass, apologizing,
inconvenience

VI. 1. convenient, expect; 2. mark, inviting, reception; 3. glad,
invitation; 4. kind, attend, pleased; 5. honor, company; 6. afraid, engaged.

VII.1.i,2.1,3.h,4.g,5.a,6.d,7.¢,8.¢,9.b.
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VIII. 1. disclaimed; 2. disreputable; 3. dissociated; 4. displeasure;
5. dismissed; 6. disorganized; 7. dishonor; 8. disregarded; 9. disintegrated;
10. dismantled.

14.2. Letter of Applcation

I.1.h;2.f;3.b;4.e;5.d;6.¢c;7.a;8. g.

II. Reply to Letter of Application

III.1.e;2.h;3.a;4.5;5.1,6.d;7.b; 8. ¢; 9. g; 10. 1.

IV. I am willing to inquire if your company has an opening for a trainee
in business management. I have just completed my Master’s degree in
Business Administration at the University of Aston. So I am looking for an
opportunity to add practical experience now to the theoretical knowledge
I built up in five years of study having a diploma with honors. Your company
was recommended to me by the University’s professional counseling service.
I am attaching a brief CV which summarizes my educational background.
I look forward to your evaluation and hope you will grant me a prompt reply.

VI. Bo3aMoXHbIe BapUaHTHI:

1. Working as a producer, I gained valuable experience in the radio.

2. I am really good at prioritizing tasks on the job.

3. I have hot hands on studio works.

4. I have obtained deep technical knowledge in the studio equipment.

5. I am accustomed to working under pressure remaining reserved and
friendly at the same time.

6. My experience made me develop my communication skills and now
I am an excellent team player.

7. My eight year’s work experience made me cope with the most
challenging tasks.

8. Since my present job leaves me little prospects for advancement,
I think I am the appropriate person for the opening position.

14.3. Letter of Recommendation

1. accountability, accuracy, adaptability, assertiveness, competitiveness,
creativity, ethics, flexibility, industriousness, persuasion, support, tenacity.

II. 1. personal; 2. personal, personnel; 3. personal, personnel;
4. recommendation; 5. referrals; 6. referral

I11. 1. g; 2.a; 3.f; 4.c 5.e; 6.b; 7.h; 8.d.

IV. 1. wrongfully dismissed; 2. to pencil in a meeting; 3. to master new
skills; 4. to take up references; 5. to fit the job description; 6. professional
misconduct; 7. to clear the desk; 8. to pick someone out of many.

14.4. Resume

14.5. Requests
I.1.¢c;2.f;3.h;4.a;5.d;6.g;7.b;8.e.
I1.1.d;2.g;3.a;4.1;5.¢;6.b;7.h; 8. e.
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IV.1.e;2.d;3.h;4.g;5.b;6.j;7.¢;8.1;9.a; 10. f.
V.1.f;2.¢;3.a;4.b;5.g;6.d;7.e.

14.6. Replies

II. 1. before replying; 2. after reading; 3. During... to reply; 4. after
receiving; 5. Before agreeing; 6. After examining ...meanwhile; 7. During,
has learnt; 8. Before leaving; 9. while ... are waiting; 10. After studying.

II1. 1. certify; 2. admit; 3. confirm; 4. accepted; 5. recognized;
6. accepted; 7. admitted; 8. avowe.

IV. 1. appears; 2. seem; 3. suggest; 4. proved; 5. assumes; 6. seemed;
7. tends; 8. seems.

V.1.b;2.d;3.¢c;4.a;5.b;6.c.

14.7. Processing of an Order

II1. 1. price; 2. price; 3. costs; 4. prices; costs; 5. price, costs, prices;
6. price, cost.

IV.1.f;2.a;3.g,4.b;5.¢;6.¢; 7. d.

VI.1.f;2.a;3.g,4.d,5.¢;6.b;7.¢c

VII. order

VIII. 1.f;2.g;3.a;4.¢;5.d;6.b; 7. c.

14.8. Complaints and Claims

1.1.d;2.g;3.a;4.h;5.i;6.f;7.c;8.b.

I1.1.b;2.1;3.¢;4.¢;5.i;6.2;7.j;8.h;9.d; 10. a

III. 1. who; 2. that, 3. which; 4. what, 5. whose, 6. where, 7. why,
8. what, 9. who, 10. whose

IV. Claim Letter

V.1.b;2.¢;3.a;4.d;5.g;6.1, 7. e.

VII.1. ordered; 2. was; 3. cost; 4. received; 5. arrived; 6. listed; 7. credit;
8. appreciate.

14.9. Credit and Collection

I. customer, information, investigation, line, rating, reference,
reputation, standing, worthy.

II. regular — ordinary, confident — sure, substantial — considerable,
jeopardize — threaten, indicate — point out, oversight — blunder,
creditworthiness — credit solvency.

I1I.1.d,2.g,3.f,4.a.5.¢e,6.c,7.b.

IV. 1. high, 2. outstanding, 3. overdue, 4. personal, 5. current,
6. delayed, 7. great, 8. outstanding, 9. prompt, 10. troublesome.

15. Banking Customer

III. 1. at, at; 2. to; 3. at; 4. from; 5. for; 6. at; 7. into; 8. for.

IV. 1. a; 2. a; 3. the, the; 4. an; 5. a; 6. the; 7. the; 8. a. the; 9. an; 10. an,
the.
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V.1.d;2.g;3.f,4.a;5.¢;6.¢;7.Db.

VI. 1. transfer; 2. delay; 3. branch; 4. telex; 5. confirm; 6. similar;
7. receives; 8. in order; 9. call back; 10. explanation.

VII. 1.f;2.d;3.a;4.h;5.b;6.¢c;7.¢;8. g.

16. Proposals

I. 1. suggest; 2. suggest; 3. suggested; 4 offer; 5. suggested; 6. suggest;
7.offered; 8. suggest; 9. suggest; 10. suggested; 11. offer; 12. suggest.

II.1.c;2.f;3.a;4.¢€;5.d;6.b.

III. 1. advantage of; 2. trouble with; 3. matter with; 4. reply on; 5. lack
of experience; 6. price of ; 7. substitute to; 8. reason for; 9. solution to;
10. investment in; 11. pessimism for; 12. advice about.

IV. 1. specifically; 2. To start with; 3. illustrate; 4. concluding; 5. draw
your attention; 6. You will notice; 7. pointed out; 8. options; 9. indicated;
10. priority; 11. referring; 12. expand; 13. move on; 14. recommend.

17. Short Report

I1. 1. consequences; 2. consequently; 3. Consequent; 4. consequently;
5. ensure; 6. ensure, are provided; 7. provide; 8. ensure.

I1I. 1. estimate; 2. implement; 3. forecast; 4. done; 5. collect; 6. find;
7. notice.

IV.1.c;2.d;3.a;4.d;5¢;6.b;7.a;8.a;9.b; 10. d.

V.1.d;2.1;3.a;4.b;5.¢c;6.¢e.

VI.1.f;2.a;3.d;4.¢;5.¢;6.b;7.k;8.j;9.h; 10. g; 11.1; 12. i.

VII. 1. transmit; 2. cicular; 3. clarify; 4. observe; 5. classify; 6. recipient;
7. topic; 8. essentials; 9. submit; 10. cover.

VIII. 1. purpose of the report; 2. based on the figures; 3. divided the
report; 4. can be seen; 5. led to a situation; 6. as follows; 7. shows that;
8. see section 3.2; 9. I suggest that; 10. above; 11. make reductions;
12. identify opportunities; 13. investigate the possibility; 14. let me have.

18. Full Reports

I.1.b;2.d;3.a;4.¢; 5. c.

II. 1. one; 2. another; 3. the other; 4. In a nushell, 5. To put it briefly;
6. further; 7. Furthermore; 8. Finally.

III. 2. e.g.; 3.1.e.;4.d.e.;5.ie.;6.1.e.; 7. e.g.; 7. i.e.

IV. 1. aim; 2. subject; 3. subject; 4. objective; 5. issue; 6. theme; 7. topic;
8. object; 9. objective; 10. purpose.

19. Contracts

I. Delay in delivery

I1. Not for sale (marking)

III.1.f;2.e;3.a;4.g;5.h;6.¢;7.b; 8. d.

IV.1.d;2.1;3.e;4.a;5.h;6.b;7.¢;8. g.

V. 1. Subject of the Contract; 2. Prices and Total Cost/ Amount of the
Contract; 3. Terms of Payment; 4. Terms of Delivery; 5. Warranty.
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APPENDIXES — MPUJIOXXEHUA

MPUNOXEHME I.
ABBREVIATIONS — ABEPEBUATYPbI

abt
a/c, acc., acct
a/d

ad
A.D.P.

adsd.
adse
a.f.
agt
a.m.

Ans.

a/o, a.o.
Appd
Appx
Attn.

arr.

a/s

B/D, B.D.

B/E
Bk
B/L
B.O., b.o.
B/st

bt
BTW
C.
C/A
ca
CDA.

CAFE,cf
canc

ccy

cert., certif..
c.f.
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about
account
after date

advertisement

automatic data processing

addressed
addressee

as follow

against

1. above mentioned
2. ante meridiem
answer

account of
approved
appendix
attention

arrival

after sight

bank draft

bill of exchange

1. bank, 2. book

bill of lading

branch office

bill of sight

bought

by the way

1. collected, 2. currency
current account

case

cash against documents

cost and freight
cancelled
convertible currency
certificate

carried forward

OTHOCHUTEJIBHO, O
cyeT

OT CEro Yucia, OT OMpeaeJeHHON
JaThbl

peKIaMHOe OObSIBIEHUE
aBToMaTuyecKkasi oopaboTKa 1aH-
HbBIX

aJIpeCOBAHHbBIN

azpecar

Kak OymeT yKa3aHo Jajiee
MPOTUB

YKa3aHHBIA BbIIIE

IO TIOJTYTHS

OTBET

3a CYeT KOro-inobo
YTBEPXKIEHHBIN, 000OpEHHBI
TPUJIOXKEHUE

BHUMAaHUIO

MPUOKITHE

OCJIE MPEIbSABIECHUS

TpaTTa, BbICTABJIE€HHAsl OJHUM
0aHKOM Ha APYToi

TepeBOIHON BEKCENb, TpaTTa

1. 6aHK, 2. KHUTa

KOHOCAMEHT

oTnejeHue baHka/ hbUpMbl
BEKCEJIb Ha MPEIbIBUTES
KYILICHHBIN

KCTaTH

1. mony4eHHBIH, 2. BaIoTa
TEKYILUMI CYET

SITITUK

HAJIMYHbBIE IE€HBI'Y MPOTUB I0KY-
MEHTOB

CTOMMOCTb U (hpaxT
AHHYJMPOBAHHBIN
KOHBEpTUpYyeMasi BaJlIoTa
cepTuduKar, ynocToBepeHue

K nepeHocy (1udpbl B APYTYIO KO-
JIOHKY)



cf

c.if, CIF
CL.

CLD

Co.

c/o, c.o.
C.0.D.

Com., Comm
cont.

contr.

Cr.

(0\Y%

Cur., curt

C.W.0,, c.w.o.

D/A

dd
D/D

deld.
d/d
D.D.E
deb.

Ded.
def.
dely
Dept.
Dft.

D/N

D/o
doc., dct
Doz.

Dr, dr
dr

d/s

dis
ea.

compare

cost, insurance, freight
clause

cleared

company

care of

cash on delivery

commission
continued

contract

credit, creditor
curriculum vitae
current

cash with order

1. documents against
acceptance

2. deposit account

3....days after acceptance...

1. dated, 2. delivered
demand draft

delivered

...days after date
Delivery Duty Paid
debenture

deductable
deferred
delivery
department
draft

1. debit note,

2. delivery note
delivery order
document

dozen

1. debtor, 2. debit
drawer

...days after sight

discount
each

CpaBHUTE (IeTaIn3alus JaHHbBIX
B pe3ioMe)

CTOMMOCTb, CTpaxoBaHue, (GpaxT
MyHKT, CTaTbhsl B JOTOBOPE
OILUTAYEHHBIN

KOMITaHUS

10 agpecy, yepes (II0UYTOoI0)
HaJIOXKEHHBIN TIaTeX MpU 10C-
TaBKe

1. Komuccust, 2. KOMUCCUOHHbIE
MPOAOJIKEHUE CIIeNyeT
KOHTpPaKT

1. kpenur, 2. KpeauTop

pesiome

TeKYLLUIA

HaJIMYHBIMU TIPU BbIIave 3aKasza
1. IOKyMEHThI MPOTUB aKlenTa

2. IETO3UTHBIN CUeT

3. ...IHei mociie aKIernTa

1. maTUpoBaHHBIM, 2. TOCTABICH-
HBIN

TpatTTa IJis yIUIaThl IO MPeabsiB-
JICHUIO

JIOCTaBJICHHbIN

CIIYCTSI ... THEW TTOCJIe CpoKa
IOCTaBJICHO C OILIATOM ITOLIIMHBL
JIOKYMEHT Ha BO3BpaT TaMOXKEH-
HOW MOULJIWHbBI

BbIYMTAEMbIA

OTCPOYEHHBIN

MocTaBKa

oTmel

TparTa (IepeBOIHOIN BEKCEb; IO~
JIydeHHe OeHET I10 YeKY)

1. neber-HoOTA,

2. TpaHCIIOpTHAs HaKJIamgHast
3aKa3 Ha MTOCTaBKY

IOKYMEHT

IFIOXKIHA

1. neburop, 2. nedet

TpaccaHT (JIMLIO, BHICTABJISIIONICE
TparTy)

CIYCTS...JHEH TTOCIIe TIPEabsIBIC-
HUSI BEKCEJIsT

CKMIKa

KaXKIbIi
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exc., excl.
E.D.P.

e.g.

Enc., Encl.
ent, entd
e.o.d.
E.O.M.
esp.

e.s.t.

ETA

etc.

ETD

ex.
expend.
expn

expn, exps
Fb., EB.
EC.V.

ff.

f.o.t.

FP

f.p.

fwd.

fwdd.

FX

FY

FYI

Gen., genl.
GTD, gtd, guar.
h.a.

H.O.

I.B.

i/c

i.e.

I/L

inc., incorp.
incl.

ins, ince, Insce,
incse

inst.

int
inv.
I0Y
iss.

232

1, except, 2. excluding

NCKITIOYCHMUA

electronic data processing 3JIeKTpOHHas 00pabOTKa TaHHBIX
exempl gratia = for example Harpumep

1. enclosure, 2. enclosed

entered

every other day
end of month
especially

1. established
2. estimate

3. estimated

estimated time of arrival

etcetera (and so on)

1. mpuoxeHwue, 2. B MPUIOKEHUU
BHECEHHBIN

yepes IeHb

(T1aTex) B KOHIIE Mecslia
0COOEHHO

1. ycTaHOBJIEHHBII, JOKa3aHHBIA
2. cMeTa

3. pacyeTHBbIi1, OLIeHEHHbII
pacyeTHOe BpeMsl TTPUOBITUS

U T.J.

estimated time of departure pacueTHOe BpeMsI OTIIPABICHUS

exchange
expenditures
expiration
expenses

freight bill

full contract value
following

free of tax

fixed price

fully paid
forward
forwarded
foreign exchange
fiscal year

for your information
general
guaranteed

hoc anno

head office
invoice book

in charge

id est (that is)
import license
incorporated
including
insurance

1. installment, 2. instant

international
invoice

I owe you
issued

o0MeH, Oupka, BajlioTa
3aTpaThl

HUCTEYEHUE CPOKa

pacxombl

cuer 3a (ppaxr

MOJIHAsi CTOMMOCTh KOHTPaKTa
CJIENYIOIINH, CIIeIyIOIIee

He o0JlaraeMbIii HAJIOTOM
¢uKcHUpoBaHHasI IIeHa
TMIOJTHOCTBIO OTUIAYEHHbII
OymylInit, CpPOYHBIMN
OTIIpaBJIEHHBIN

MHOCTpaHHas BajloTa
(rHaHCOBBIN TO1

K BallleMy CBEICHUIO

[JIaBHBIN, TeHEepaTbHbINA, OO
rapaHTUPOBAHHBII

B TEKYILEM TOay
mrad-KBapTHpa

KHUTA PETUCTPALUU CYETOB
DPYKOBOJIUT, BellaeT, OTBeYaeT 3a
TO €CTh

UMIIOPTHAS JTULIEH3US

C IpaBaMU IOPUIAYECKOTO JIUIIA
BKJTIOYAsI

CTpaxoBaHUE

1. ouepeaHoOIt B3HOC, 2. TEKYIIETO
Mecsna

MEXIYHapOIHBIA

cueT-(dakrypa

JTOJITOBast pacrucka
BBIITYLLIEHHBII



jnt joint
lLa. letter of advice
L/A letter of authority
L/C,L.C.,1/c letter of credit
Ld, Id, Ltd limited
L.D. letter of deposit
lic. license
LOC letter of commitment
Ls. lump sum
mat. maturity
max maximum
m/d, M/D, m.d....months after date
mdse merchandise
memo memorandum
merc. mercantile, merchant
MGR manager
min minimum
mo(s) month(s)
M.O. money order
M/S, m/s ...months after sight
M.T. mail transfer
mut. mutual
N/A 1. no account

2. new account

3. no advice

4. non-acceptance
NB Nota Bene
N.C.V. no commercial value
n.d. no date, not dated
No. number
n/p nonpayment
ns not specified
N.S.E no sufficient funds
) 1. office

2. owner
o/c on account
O/A open account
o/C overcharge
o/d, O/D, O.D. on demand
o/l our letter
0/0 order of
O.R. owner’s risk

COBMECTHBIN, 00beAMHEHHBIN
aBU30, U3BEIIIEHUE
JIOBEPEHHOCTh

AKKpPEIUTUB

C OTPaHUYEHHOW OTBETCTBEH-
HOCTBIO

3aJ10r0BO€ MUCHhMO

JIULIEH3US

rapaHTUMHOE MUCbMO

o0111as1, eAMHasi cymMmma

CPOK J0JITOBOTO 00513aTeIbCTBA
MaKCUMYM

Mecs1IeB MocJie MPpeIbsBICHUs
TOBaphI

MEMOpaHIyM

TOPrOBbIN, KOMMEPYECKUN
DPYKOBOAUTEIb, AUPEKTOD
MUHUMYM

Mecsi1l

TJIATEXXHOE TTOPYYEHUE, TEHEXKHBIA
repeBoj

...MECSIIEeB TTOCTIE TTPEABSIBICHUS
TMOYTOBBIN TTEPEBOI

B3aUMHBIA

1. HeT (Texy1ero) cuera

2. HOBBIIA CUET

3. HeT u3BelleHus (aBU30)

4. He aKklIeNTOBaHUE

BaXXHOE 3aMeyaHue

HE M0 PHIHOYHOI CTOMMOCTH, 0€3
PBIHOYHOM CTOMMOCTH

6e3 naThl

HOMep

HeyIuiata

HET YTOYHEHUI

He 00ecIie4eHo AEHEXHBIM I10-
KpBITUEM

oduc, yrpaBieHne

BJIazieJiel]

B CUET MPUYUTAIOIIECHCS CYMMBI
OTKPBITHIN CUeT

Ha3HaYeHNeE 3aBbIIICHHOM LIEHbI
10 TPeOOBAHUIO

CChLTasICh Ha Hallle MUCbMO

O PACIOPSIKEHUIO, TI0 MoJyde-
HUIO

Ha pUCK Biafesblia

233



ord.
OT, o/t

p.a.
PA. P/A, PA.

PA.N.
par.
pd
P/N

P.O.D.
p-p-

pD, P.-p.
PT.O.
prox.
Qlty
Qlt
recd.
rect

ult.
uncl.
urgt
u.t.
V., VS, Vers
via
V.S.
V.V.
War
W/B
wd
wk.
w/0
VI.
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ordinary

old terms

per annnum

1. personal assistant
2. power of attorney
premium advice note
paragraph

paid

promissory note

pay on delivery
pages

per pro

please turn over
proximo
quality
quantity
received

receipt
regarding
reference
returned

reply paid
repondez, s’il voux plait
schedule

sight draft
signed
shipment
signature
shipping note
seller’s option
specification
telegraph money order
terms of credit
telegraphic transfer
ultimo
unclassified
urgent

usual terms
versus, against
by way, through
vide supra

vice versa
warrant

way bill
warranted

week

without

1. year, 2. your

OOBIYHBIN

MpeXHUE YCIOBUS

3a rof

1. TMYHBIA TTOMOIITHUK

2. IOBEpEHHOCTh
M3BEIICHUE O MPEeMUU
naparpad

OIJTAYEHHBI, YTUIAYEHO
MPOCTOI BeKCeb, TOJITOBOE 0051~
3aTeJIbCTBO

HaJIOKEHHBIH TUIaTeX
CTpaHUILIbL

OT UMEHH U TI0 TTIOPYYECHUIO
CM. Ha 0bopoTe

B CJIEIYIOIIEM MECSLIE
Ka4yecTBO

KOJINYECTBO

MOJYyYEeHHBIN

MoJy4eHre, KBUTAHLIMS
OTHOCHUTETHHO

cchUIKa

BO3BpallEHHbIN

OTBET OIlJIayeH

OTBETETE, MOXalyicra
rpaduk, pacrucaHue
BEKCeJIb Ha MTPeIbIBUTES
MO CAHHBIA

Ipy3, OTChLIKA

MOAIUCH

MOTIPY304YHbIN Opaep
OIIIMOH MpoaaBLAa
cneunduKanus
NIEHEXXHBIN TIepeBO/I IO TeJierpady
YCJIOBUSI KpeauTa
TeserpadHbIii IepeBos

B MPOIIJIOM MecsIlie

0e3 rpuda ceKpeTHOCTH
CPOYHBII

OOBIYHBIE YCIOBUS
MPOTUB, Yepe3
MOCPEACTBOM, Yepe3

CM. BbIlIIE

Hao0opoT

opaep, BappaHT
TpaHCTIOPTHAs HaKJIaaHast
rapaHTUPOBaHHbII
Henest

6e3

1. rom, 2. Bam



O6wenpuHATbIE COKpaleHuna wraTos CLUA

Arizona
Arkanzas
California
Colorado
Connecticut
Delaware
Florida
Georgia
Illinois
Indiana

Iowa

Kansas
Kentuccky
Lousiana
Main
Maryland
Massachusetts
Michigan
Minnesota
Mississsippi
Missouri
Montana
Nebraska
Nevada

New Hampshire
New Jersey
New Mexico
New York
North Carolina
North Dakota
Ohio
Oklahoma
Oregon
Pennsilvania
Rhode Island
South Carolina
South Dakota
Tennessee
Texas

Utah
Vermont
Virginia
Washington
West Virginia
Wisconsin
‘Wyoming

Ariz. (AZ)
Ark. (AK)
Calif, (CA)
Colo. (CO)
Conn. (CT)
Del. (DE)
Fla. (FL)
GA. (GA)
11 (IL)

Ind. (IN)
(IA)

Kans. (KS)
Ky. (KY)

La. (LA)
(ME)

Md. (MD)
Mass. (MA)
Mich. (MI)
Minn. (MN)
Miss. (MS)
Mo. (MO)
(Mont. (MT)
Nebr. (NE)
Nev. (NE)
N.H. (NH)
N.J. (NJ)
N.Mex. (NM)
N.Y. (NY)
N.C. (NC)
N.Dak. (ND)
(OH)

Okla. (OK)
Oreg. (OR)
Pa., Penn. (PA)
R.I. (RI)
S.C. (SC)
S.Dak. (SD)
Tenn. (TN)
Tex. (TX)
(uT)

(Vt. (VT)
Va. (VA)
Wask. (WA)
W.Va. (WV)\
Wis. (WI)
Wyo. (WY)

ApuzoHa
ApkaH3zac
Kanupopuus
Komopano
KonHekTukyt
HenaBasp
®nopuna
J>xxopmkua
Wnnunoiic
NHnarana

AlioBa

Kanzac

Kenrykku
Jlynznana

MbH

Mepunsang
Maccauycetc
MuyuraH
MuHHecoTa
Muccuccunu
Muccypu
MoHnrana
He6packa

Hesana

Hpro XamMmmmp
Hbero Ixxepcu

Hpeio Mekcuko
Hbuio Mopk
Cesepnasg Kaponauna
CeBepnag Jlakora
Oraiio

OkJiaxoma

OperoH
TleHcunbBaHUS
Pon -Aiinenn
IOxnas Kaponuna
HOxwnas Jlakora
Tenneccn

Texac

FOra

BepmoHT
Bupmxunusa
Bammunarron
3anagHas BupmxuHmsa
Buckoncuna
BaitomuHr
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MPUNOXXEHME 1.

LEXICAL DIFFERENCES BETWEEN BRITISH/ AMERICAN

ENGLISH — NEKCUHECKUE PA3NNYNA MEXXAY BPUTAHCKUM

N AMEPUKAHCKUM BAPUAHTAMU AHIIMUCKOIO A3bIKA

British English | American English | [Mepesog
Administration government NpaBUTENbCTBEHHAS UK YrIpaBNEHYecKas
CTPYKTYpa
advocate trial lawyer ajBokaT
Articles of Association Bylaws YCTaB IPUANYECKOro Nuua
base rate prime rate 6a30Bas CTaBKa
hill check yek (B pecTopaHe)
Board of Directors Executive Board [pasnexue, CoBET AMPEKTOPOB
bridging loan bridge loan MPOMEXYTOUHbI (BPEMEHHBIN) KPEaNT
carriage, wagon car BaroH
carrier express-man MOCHIbHbI
cash-flow working capital 060pOTHbIE CPELCTBA, NOTOK HAMNYHbIX

CpeqacTs

cash on delivery

collect on delivery

onnara npu AocTaBke

cash shorts or overs

cash shortage or
overage

HepocTaqa/ U3NuLLIEK no Kacce

chairperson president Npe3naeHT KOMMaHum
cheque check yek ((hmHaHCOBbIiM)
company corporation npegnpusTie, Kopropauus
consignment shipment napTvg ToBapa

counter window Npunasok, KacCoBOE OKHO
counterfoil stub KOpPELLOK Yeka

Cover Letter

Letter of Application

COMNpoBOAUTENILHOE NNCbMO

credit account

charge account

KPEeouTHbIA cYeT

current account

checking account

TEKyLLMA CHET

Curriculum Vitae (CV)

Resume

PE3tomMeE, Xin3HeonuncaHme

deposit account

Checking account

LEeno3nTHbIA CHET

director vice-president HayanbHWK 0TAENa B Kopropawum
driving licence driver’s license BOOMTENLCKME NpaBa

flat apartment KBapTVpa

form blank BraHk

holiday vacation 0TMyCK

industrial relations labor relations TPYA0BblE OTHOLLEHMS

kettle tea-pot YaHuK

labour labor pa6ouyas cuna

lounge suit business suit [1EN0BON KOCTIOM

236




lpogonxxexHne Tabnuubl

British English | American English | Mepesog
luggage baggage Barax
Managing Director (MD) gt#iegeﬁx[%sgéllve YNPaBSIoLLMA QUPEKTOp
Memorandum of Certificate of [oroBop 06 06pa3oBaHNM akLMOHEPHOrO
Assaciation Incorporation o6LiecTsa
motorcar car, automobile aBToMoGurb
mobile phone cellular phone MOBUIbHbIN TenedoH
motorway freeway MarucTpanb
nought zero HyMb
ordinary share common stock 06bI4Has aKkuus
overheads overhead HaknaaHble pacxopbl
pavement side back TpoTyap
petrol gasoline BEH3NH
pillar box mailbox MOYTOBbIN ALK
post mail noyTa
post code zip code MOYTOBbIA VHOEKC

post restante

general delivery

noYyTa [0 BOCTPe60BaHNA

primary school

elementary school

HavalbHas LWKoa

profit and loss account

income statement

OTHET 0 NPUBLINAX U YBbITKAX

queue line 04epefb

railway railroad XEenesHas fopora

railway station depot )KENE3HOAO0POXHbIA BOK3an
reception clerk desk clerk CEKpeTapb NPUEMHON

running expenses operating costs 3KCMNyaTaLUMOHHbIE PACcXofb!
secondary school high school CpeqHas LWKona

share stock aKums

shareholder stockholder aKunoHep

share premium paid-in surplus Han6aBKa K Kypey akumm

shop assistant salesclerk NpofaBeL| B MaraaiHe

spirits (hard) liquor arnkorosibHbIe HanuTKu

stalls orchestra napTep

stock inventory TOBAPHO-MaTepuanbHbIe 3anachl
state school public school roCyapcTBEHHOE y4ebHoe 3aBeaeHne
subway underpass, tunnel nof3eMHbIN Nepexon

sweets candy crnagocTy

trade union labor union npodcoto3

trouser suit pants suit BPIOYHbIN KOCTHOM

trunk call long-distance call MEX[YropOAHNIA 3BOHOK
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OKoHYaHne Tabnuibl

British English

| American English |

Mepesog

unemployment benefit

unemployment
compensation, dole

noco6ue no 6e3paboTuue

unit trusts mutual funds naesoi (hoHa

visible trade merchandise trade TOProBns ToBapamu

wage packet pay envelope KOHBEPT C 3apaBaTHOl nraTon
WC rest-room Tyanet

whisky scotch BUCKU




MPUNOXXEHME III.

ENGLISH GIVEN NAMES — AHITIMACKUE UMEHA

MepeyeHb MYXCKUX UMEH

Abraham — Abpaxam

Adam — Anam

Adrian — DnpueH

Alan, Allan, Allen — AnaH, AjeH

Albert (Al) — AnsbepT

Alexander (Alex, Sandy) — Anek-
cauap (Ayexc)

Alfred (Alf) —Ansdpen (Anbd)

Andrew (Andy) — DHapro (DHan)

Angus — DHryc

Anthony — DHTOHU

Arnold — ApHoJiba

Arthur — Aptyp

Barry — bappu

Bartholomew (Bart) — baproso-
mbio (baprt)

Basil — bazun

Benjamin (Ben) — benmkamun
(ben)

Bernard (Bernie) — BepHapn
(bepHn)

Bert (from Albert, Gilbert,
Herbert, Hubert) — Bept

Bill (from William) — bunn

Bob (from Robert) — bo6

Boris — bopuc

Brian, Bryan — bpaiian

Bruce — bpioc

Carl — Kapn

Cecil — Cecun

Christian — Kpuctuan

Christopher (Chris) — Kpucrodep

Claude — Kinog

Clement — KnemeHT

Clifford (Cliff) — Kiuuddopn

(Knudd)
Colin — Konun
Cyril — Cupun

Daniel (Dan) — [IaHuen
David (Dave) — JIaBun
Dean — Jlun

Dennis, Denis — Jlenuc

Derek — Jlepek

Desmond — JlecmoH,

Dick (from Richard) — Jluk
Dominic — JIoMuHUK

Douglas (Doug) — yrnac (dyr)
Duncan — [lyHcan

Edgar — Darap

Edmund — BamyHz

Edward (Ed, Ned) — OnBapn (9x,

Hen)

Eric —Dpuk

Ernest (Ernie) — OpHect (3pHuU)
Eugene (Gene) — HOmxun

Felix — ®enukc

Francis — ®psaHcuc

Frank — ®psnk

Frederick (Fred) — ®peaepuk

(®pen)

Gary — Ibpu
Geoffrey (Geoff) — JIxoddpu

(ko)

George — JIxxopmx

Gerald (Gerry) — [Ixxepaiibf
Glen — Ien

Godfrey — Tondpu

Gordon — Topaon

Graham — Ipaxam

Gregory (Greg) — Iperopu

Guy — Tait

Harold (Harry, Hal) — Iaponbng

(Ispu, Xem)

Harvey — XapBu

Henry — Ienpu

Herbert — IepGepT

Horace — lopaunit

Howard — XoBapn

Hubert, Gilbert — Xbw006epT,

Jxxunoept

Hugh — Xb10
Humphrey — Xomdpu
Jan — Wsn

Isaac — Aiizexk
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Ivan — UBan

Jack (from John) — JIxkek
Jacob — JIxeiiko6

James (Jim) — JIxelimMc
Jason — JIxxeiicoH

Jeffrey (Jeff) — Hdxeddpu
(Mxedd)

Jeremy (Jerry) — JlxepeMmu
([xeppu)

Jerome — JIxxepom

Jim (from James) — Jlxeiimc
([xwm)

John (Jack) — JIxxoH (JI>xek)

Jonathan — JI>xoHataH

Joseph (Joe) — dxxo3ed (dx0)

Joshua — JIxxorya

Julian — Ixxynuan

Justin — JIxkacTuH

Keith — Kur

Kenneth (Ken) — Kenner (Ken)

Kevin — KeBun

Laurence, Lawrence (Larry) —
Jloypenn (JIappn)

Leo — Jleo

Leonard (Len) — Jleonapn (JIeH)

Lesley (Les) — Jlecau (Jlec)

Lewis — Jlouc

Lionel — Jlaitonen

Louis (Lou) — JIym3z (JIy)

Luke — JTroxk

Mark — Mapk

Martin — Maptun

Matthew (Matt) — MaTtbio (M3T)

Maurice — Mopuc

Maxim (Max) — Makcum (Maxkc)

Michael (Mick, Mike) — Maiikn
(Muxk, Maiik)

Miles — Maitnc

Nathaniel (Nat) — HaraHusn
(Har)

Ned (from Edward) — Hen

Neil — Heiin

Neville — HaBun

Nickolas (Nick) — Hwukomnac
(Hux)

Noel — Hoamp

Norman — Hopman

Oliver — OnuBep

Oscar — Ockap
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Oswald — OcBanbg

Patrick (Pat, Paddy) — Tlarpuk
(ITat, I1an01)

Paul — ITon

Percy — Ilepcu

Peter (Pete) — INMurep (ITur)

Philip (Phil) — ®uaunn (Puon)

Quentin — KBeHnTnH

Ralph — Panbd

Randolph — Paaponsd

Raymond — PeiimoHn

Reginald (Reg) — Pengunaansm

Rex — Pekc

Richard (Rick, Dick) — Puuapg

Robert (Rob, Bob) — PoGepT

Robin — Pobun

Rodney (Rod) — Pognu (Pox)

Roger — Pomxep

Ronald (Ron) — Ponanbn (Pon)

Roy — Poit

Rudolf — Pynonbd

Rupert — Pynept

Samuel (Sam) — Camioan

Sandy (from Alexander) — Conau

Sean — Illon

Sidney (Sid) — Cuanu (Cun)

Simon — Cumon

Stanley (Stan) — Ctannu (CtaH)

Stephen, Steven (Steve) — Cre-
¢en, CtuseH (Ctus)

Steward, Stuart — Crioapt

Ted (from Edward) — Ten

Terence (Terry) — Tepenc (Tappu)

Theodore (Theo) — Teomop (Teo)

Thomas (Tom) — Tomac (Tom)

Timothy (Tim) — Tumotu (Tum)

Toby — Tobu

Tony (from Anthony) — ToHu

Trevor — TpeBop

Vernon — BepHon

Victor (Vic) — Bukrop

Vincent — BuHceHT

Vivian — BuBuan

Walter — Yonrep

Wayne — Beiin

Wilfred — Yundpen

William (Bill, Will) — Bunbsam
(b, Bum)



IlepeyeHb ;KeHCKHX HMEH

Agate — Ararta

Agnes (Aggie) — ArHecc (Brrm)

Alexandra — AnekcaHapa

Alison (Alice) — Anucon (Bytuc)

Amanda — AmaHaa

Amy — Dmu

Angela — Anmxena

Anita — AxuTa

Ann, Anne — DHH

Annabel — AnHaben

Audrey — Onpu

Barbara (Barbie) — bBbap6apa
(Bapom)

Beatrice — beaTtpuc

Belinda — benunnma

Bella (from Isabel) — besia

Beryl — bepun

Bess (from Elizabeth) — Becc

Betsy (from Elizabeth) — Betcu

Betty (from Elizabeth) — bertn

Brenda — Bpennma

Bridget — bpumxur

Caroline (Carol, Carole) — Kapo-
JIaitH

Carolyn (Carol, Carole) — Kapo-
JIUH

Catherine (Cathy) — Kertepun
(Kettn)

Cecilia (Cecil) — Cecunus (Ce-
CHI)

Celia — Cenust

Charlotte — IllapnorTa

Chloe — Xios

Christina (Christine, Chris) —
Kpuctuna (Kpuctus, Kpuc)

Clare — Knap

Constance (Connie) — KoHcraHIL
(Konun)

Daisy — 131131

Daphne — ladHa

Dawn — Jlon

Deborah (Debby) — Jle6Gopa
([1e66m)

Denise — [enus

Diana — [laiiaHa

Dolly (from Dorothy) — Homm

Dora — Jlopa
Doreen — Hopun
Doris — [dopuc
Edith — Dnur

Eileen — Aiinun

Elaine — Uneitn

Eleanor — DmmHOp

Elizabeth (Eliza, Elsie, Bess,
Betsy, Betty) — Dnuzaber

Emily — Omunu

Emma — Dmma

Erica — Dpuka

Ethel — O1enb

Eunice — KOnuc

Eva — EBa

Eve — UB

Evelyn — BBenun

Fanny (from Frances) — ®anHu

Felicity — ®@enucuru

Fiona — ®uoHa

Flora — ®mopa

Florence — ®nopeHc

Frances (Fanny, Fran) — ®paHcuc
(®anu, OpsH)

Freda — ®puna

Geraldine — [IxxepanpauHa

Gertrude (Gertie) — Ieptpyna
(Ieptin)

Gillian (Gill) — JxunnuanH
(M)

Gladys — Imamc

Gloria — Inopust

Grace — Ipeiic

Harriet — Xappuer

Hazel — Xeiizen

Heather — Xe3zep

Helen — Xenen

Hilary — Xwrapu

Ingrid — Uurpun

Irene — Aiipun

Iris — Aiipuc

Isabel — M3abenn

Ivy — AiiBu

Jacqueline (Jackie) — Kaxknun
(Ixexu)

Janet — JIxxaHet
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Janice — JIxxaHuc

Jean — JIxxun

Jennifer (Jane, Jennie) — JIxxeH-
Hudep (IxeitH, J>xeHHN)

Jessica (Jess) — Jxeccuka
(JIxecc)

Jill (from Gillian) — Jxxwn

Joanna (Joan) — JIxxoanHa (JI>xo0-
aH)

Jocelyn — IIxxocenuH

Josephine (Jo) — J[Ixo3edun
(Axo0)

Joyce (Joy) — Hxoiic ([xoii)

Judith (Judy) — dxynut (Ixynu)

Julia, Juliet (Julie) — Jxynus,
Iokymuet (Ixymu)

June — JIxyHn

Karen — Kapen

Katherine (Kate, Kathy, Kitty) —
Katepun (Keiit, KerTn)

Kay — Koit

Laura — Jlopa

Lesley — Jlecnn

Lillian (Lily) — JIunuan (JIunu)

Linda — JIunna

Lisa, Liz, Liza (from Elizabeth) —
JIuza, JInuz

Lorna — JlopHa

Louise (Lois) — Jlyuza (Jlyu3)

Lucy — Jlrocu

Lydia — JIumgns

Lynn — JIunuH

Madeleine — Magyien

Maggie (from Margaret) — Moarru

Mandy (from Amanda) — Mennou

Margaret (Maggie, Marge, Meg,
Peg) — Mapraper (Marru, Mapx,
Mer, Iler)

Margery (Margie) — Mapmxepu
(Mapmxu)

Maria (Marie, Maim) — Mapus
(Mbapu, Meiimun)

Marian, Marion — Mopuox

Mary (May, Maim, Molly) —
Mbspu (Mbaii, Meitmu, Moin)

Marilyn — MapuiuH

Marjorie — Mapmxopu
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Maureen — MopuH

Martha — Mapra

Maxine — MakcuH

Michelle — Muiens

Millicent (Millie) — MuiuceHT
(Mwunnn)

Miranda — Mupanaa

Miriam — Mupuam

Monica — MoHuka

Murial — Miopuanb

Nancy — Haucu

Naomi — Haiiomu

Natalie — Hatanu

Nelly (from Eleanor or Helen) —
Hemmm

Nora — Hopa

Olivia (Olive) — OnuBus (OauB)

Pamela (Pam) — ITamena (ITom)

Patience — Ileiimenc

Patricia (Pat) — [Tarpuuus (IT1)

Paula — Ilona

Pauline — IMomu

Pearl — Ilepn
Penelope (Penny) — Ilenenona
(ITernn)

Phoebe — ®ubu

Phyllis — ®unnuc

Polly — Ponnu

Prudence — IlpyneHc

Rachel — Peituen

Rebecca — Pebekka

Rita — Pura

Rosalind (Rosalie) — Pozanunng
(Pozanun)

Rosemary (Rose) — Poamapu
(Poy3)

Ruth — Pyt

Samantha — CamaHTa

Sandra — Cangpa

Sarah (Sally) — Capa (Camim)

Sharon — Ilepon

Sheila — Ileitna

Shirley — Ilupan

Sonia — Cons

Sophia (Sophie)
(Codpm)

Stella — Crenna

— Codus



Susan (Sue, Susie) — Cbhblo3eH

(Ch1o0, Cpl03M)

Suzanne — Cro3aHHa
Teresa, Theresa (Tess, Tessa) —

Tepesa (Tecc, Tecca)

Tina (from Christina) — TunHa
Tracy — Tpeiicu
Ursula — Ypcyna

Victoria (Vicky) — Bukrtopus

(Buxkn)

Viola — Buona

Violet — Baiionerr

Virginia — Bupmkunus

Vivienne — BuBbeH

Wendy — Bennn

Winifred (Winnie) — Bunudpen

Vanessa — BaHecca (Bunn)

Vera —Bepa Yvonne — MBoH

Veronica — Beponuka Zoe — 3o0e

British Telephone Alphabet

A — Alfred J —Jack S — Samuel

B — Benjamin K — King T — Tommy

g — (l;hargas k/[_ LI\(/)[ndon U — Uncle
— Davi — Mary o\

E — Edward N — Nellie & \é‘;}fr

F — Frederick O — Oliver — wiliam

G — George P — Peter X — X-ray

H — Harold (Harry) Q — Queen Y — yellow

I — Isaac R — Robert 7 — zebra



MPUNOXEHME IV.

MARKET MOVEMENTS — TEHAEHLIUN HA PbIHKE

Noun [cyLue(:TBMTeanoe]| [Mepesog | Verb (rnaron) | [Mepesog
TenpeHuus Ha
Incr
crease yBENHYEeHHe
an acceleration YCKOPEHWEe to accelerate | yckopstb(cs)
a climb NOAbEM to climb NofHUMATbCS, HabupaTb BbICOTY

. YBENMYEHNe, BO3- . BO3pacTaThb, yBenn4mnBath(cs),
n incr incr
an increase pacTaHue, to increase YCUNUBATLCA

- togoup yBenM4mMBaTh(cs), Bo3pacTath
ajum CKaHOK, peakiti to jum £3K0 BO3pacTaTb
jump NObEM jump p p
! nogbem, npueask )
arise ofbewm, npubasKa to rise BO3pacTaThb, YCUNMBATLCS
k 3apnnate (Br. E.)
a peak nnK to peak [OCTMYb NUKa
- to shoot up |Pe3Ko Bo3pacTaThb
TenpeHuus Ha
Decr
ecrease yMeHblIeHne
CPaBHATLCA C KaKUM—TIMB0
- to bottom out P
YPOBHEM
deceletation 3amMe[nexne to decelerate | 3amennsTb(cs)

' ) UATY Ha Y6bINb, 0CnabesaTh

decline cnag to decline ATV Ha YBbinb, oGnaGesaTe,
yXyaWaTbest
YMEHbLLEHNE,

r iy MeHbLLaTh(cs), cHUXaTb(ca
decrease CHUDKEHIE to decrease ymeHbLuaTh(cs1), cHuxaTb(cs)
drop nagexue to drop napathb
fall nagexue to fall napatb

- to go down yMeHbLUaTh(cs), cHixaTb(cs)
TenpeHuus Ha
Recovery 3KOHOMMYECKoe
BOCCTaHOBNIEHHE
an improvement ynyyLieHne to improve ynyywatb(cs)
to gather
- HabupaTb cun
momentum a6vpat cuny
) . Bbl3[0PaABNNBATH, YCKOPSTh
a pick up nogbeM to pick up ( Aop yekop
NBUXEHNE)
Bbl BrEHM Bbl BMNBATL
recovery SAOPOBNIEHNE, | 1 1o cover SAOpABTIABATS,
BOCCTAHOBMEHNE BOCCTaHOBUTL(CS)
Fluctuation and Kone6anns/ cra-
stahility 6UNbHOCTL
- to flatten out | kone6athb(cs)
a fluctuation kone6aHue to fluctuate kone6atb(cs)
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Noun (cywectsuenbHoe) | [Mepesog | Verb (rnaron) | [Mepesog
- Z?OT%BF konebatb(cs)
- to level around | konebatb(cs)

a stabilization cTabunmaauns to stabilize crabunuanposarb(cs)
— to steady cTabunnuanposarb(cs)

Cause and effect
formulas

@opmynbi Npu-
YMHHO— Cnep-
CTBEHHOW CBA3M

linking effect to cause

cneacteme (ad-
thekT) B 3aBMCIMO-
CTV OT NPUYYAHI

(to be) due to

BbITb 06YCIOBIEHHLIM, CTaTh
NpU4NHON

to be caused

6bITb 06YCNOBIIEHHLIM, BbI3BaH-

by HbIM
to result from | 6bITb 06YCIOBNEHHBIM
to be the
result of BbITb 06YCNOBNEHHbIM
0 be brought 6BbITb 06YCIOBIIEHHLIM
about by y
owing to B pesyrnbTare, bnarogaps
because of B pe3ynbTate
npu4mrHa, 06ycros-
linking cause to effect NvBatoLLas cnep-
CcTBME
to cause 06YyCroBUTb
to lead to NpUBECTY K
to result in 06YCroBUTL
to bring about | 06ycnoBuTL
to be the 06YCroBUTL
reason for y
Intensifiers II:I:rencmpunaro- Softeners Mogepartopbi
. (a) little
a great deal (higher) HamHoro (Bbiwwe) (ower) HemHoro (Huxe)
) . around (leve- oKono (yCTaHOBMNICS Ha YpOBHE
considerable 3HAUUTENbHbII red around 20%
o 0)
20%)
considerably (higher) SHEMTENLHO
(Bbiwe)

(a) dramatic rise

CUIbHbIN NOgbEM

bearly notice-
able (rise over
this period)

cna6o 3ameTHbI (nobem 3a
nepvog)
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OKoHYaHne Tabnuibl

Noun (cywectsuenbHoe) | [Mepesog | Verb (rnaron) | [Mepesog
far (higher) ropa3no (Bbilwe) Hg&gg? ally He3HaumMTenbHO (Hke)
much Chigher) HamHoro (Bbiwwe) E?i]sgf ntle HekoTopbli (nogbem)
(rose) quickly/ rapidly (poc) BbicTpo Efa;"g':jaedculfnl g) | nocteneroe (napeHwe, cnap)
(a) sharp drop pe3koe napfeHue gradually MocTENeHHO
sharply pesko I[T:vl:gp]ﬂ"y npeaensHo (Huxe)
. cTabunbHoe yeenu- | (a) slight
stable/ steady increase P increase NErkoe yBenu4eHne
substantial(ly) CYLLIECTBEHHO slightly (lower) |cnerka (Huxe)
(a) sudden rise BHE3ANHAIMA MO~ | Somewhat Heckonbko (Hixke)
em (lower)
(fell)
rose suddenly BbIPOC BHESANHO | oo bt (ynan) HemHoro
rose unexpectedly 33")% HEOXWRaH- r[rf1?J|(|1]er‘ate|y (ynan) ymepeHHo

Adapted from: bapannuxoea JI. A. lludpsl B 6u3Hece. YueOHast mporpamma Juist

npenonanareseil 1 camooodydeHust. M.: ®@unosorust, 1998.




MPUNOXXEHUE V.
TRANSLATOR’S FALSE FRIENDS — JIOXXHbIE [IPY3bA

NMEPEBOOYMKA
accurate TOYHBIN (HE aKkKypammbiii)
actual NeCTBUTENbHBIN, peaibHblil (HEe akmyanvHublil)
annotation npumedanuve (He aHHomayus)
artist XYIOXHUK (HE apmucm)
billet TOMelleHre IS TTIOCTOosT (He Ounem)
brilliant onectsiuii (penko 6puiiuanm)
camera ¢oroamnmapar (penKo kamepa)
cartoon KapuKaTypa, MyJbT(HUIbM (HE KapmoH)
cession rnepenaya rnpas, YCTYIKa TpeOoBaHUs (He ceccus)
clay rIMHa (He Kaeil)
complexion LIBET JIULIA (HE KOMNACKYUSL)
compositor COCTaBUTENb (HE KOMHO3UMOp)
concession YCTYyIIKa, JOTOBOP 00 YCTyIKe IpaB (TaKKe: KOHyeccus)
conductor MIPOBOIHUK, TUPUXKED (HE KOHAYKmOop)
contribution B3HOC (peIKO KOHmpubyuus)
control yIpaBJieHUE, MOLYIALN, & TAKXKE KOHMPOLb
data IaHHbIe (He dama)
decade necsitunetre (He dexaoda (1o Bukunen. — decamusemue —
TOJIKO B BeTMKOOpUTAaHUHM U ellie psie CTPaH)
decoration OpIIeH, yKpallleHue (He dexopayus)
delicate HEXHBIN, TOHKWI (He deaukamHbilil)
Dutch TOJUIAHACKUM (He damcKull)
engineer MAIlIMHUCT, a TAKXKe UHICEHED
fabric TKaHb, uzaenue (He gpabpuka)
figure pPUCYHOK, 1tudpa (He gueypa)
gallant IIOOJIECTHBIN, XpaOphIil (HE earanmHblil)
genial IIOOPBIiA, BeceJblii (He eeHUAaNbHbLIL)
honorary TOYETHBIN (HE eoHopap)
industrious cTapaTelbHBIN (He UHOYCMPUAAbHbLIL)
instruments U3MEPUTEIbHbIE TPUOOPHI (PEIKO UHCMPYMEHMbL)
insult ocKopOieHue (HEe UHCYAbM)
intelligence YM, UHTEJUIEKT, pa3BeaKa (He UHMeAIUeeHMHOCHb)
list CIUCOK (HE aucm)
magazine pasBieKaTeabHbIN XypHal (HE MaeasuH)
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mark
mayor
momentum
null
number
officer
original
partisan
personal
personnel
principal

prospect
pretend
production
professor
radio-set
realize
record
replica
sodium

solid
specter
speculation
spirit

tax
telegraphist
thesis
translate
troop
virtual

OTMETKa, IATHO (He MapKa)

M3p ropona (He matiop)

WHEPLHS, UMIYJIbC (HE MOMEHM)
HEJEVCTBUTENIbHBIN (HE HY/1b)

KOJIMYECTBO, YUCIIO, a TAKXKE HOMED

YHOBHUK, O(UILIMATIBHOE JIUIIO, a TAKXKEe oguuep
HACTOSIIUIA, QyTEHTUYHBIA (PENKO OpUeUHANbHBLIL)
MOKJIOHHUK (a TaKXKe: Napmu3aH)

JINYHBINI, IEPCOHAIbHBIN (HE nepcoHan)
TepCOHAJT, TUYHBIN COCTaB (HE NepCOHANbHbLIL)

[JIABHBIN, TUPEKTOP YYEOHOTO 3aBeICHMsI, OCHOBHASI CYyM-
Ma KpenuTa (He npuHyUnUanbHbLiL)

repcrnekTuBa (He npocnekm)
MIPUTBOPSTHCS (PEIKO npemeHd008amy)
TIPOU3BOACTBO, a TAKXKe NPOOyKyUs
npenoaaBatelib, a TAKXe npogeccop
paguornprueMHUK (He paduocemy)
OCO3HAaBaTh, a TAKXKE peaiu306ui6ams
3aIUCh, OTYET, a TAKXKE pekopd
TOYHAs KOIUS (HE peniuka)

HaTpuii (He coda, 0000IIEeHHOe Ha3BaHWEe HATPUEBBIX CO-
JIeit yTOJIbHOIM KMCJIOTHI)

TBEPIBIi, MACCUBHBIN (PEIKO COAUOHDLIL)

IyX, TIpuBUIEeHUE (HE cnekmp)

pPa3ayMbsl, IPENIIONOXeHUE (PEIKO CHEKYAAYLUSL)
HAaCTpOEHME, AJIKOTOJIbHBIN HAMUTOK (HE cnupm)

HaJor (He makca)

panuct (He meaeepaghucm)

COUMHEHUE, TUCCEPTALIMS, a TAKKE Me3uUc

MePEeBOAUTD (HE MPAHCAUPOBAMD)

OTpSsII, KaBaJIepUCTCKUIA B3BO, (HE mpyn WU mpynna)
NEUCTBUTENbHBIN, (PAKTUYECKUI, a TAKXKE UPMYANbHDYLI



NPUNOXXEHUE VI.
FREQUENTLY CONFUSED WORDS — CJI0BA, KOTOPbIE YACTO
BBOAAT B 3ABJNTY)XXOEHUE
(u3-3a 6au3K020 38yHaHUA)

(Adapted from: Temple Michael. A Pocket Guide to Correct English. 2nd ed.,
N.Y.: Barron’s Educational Series Inc., 1990).

Cnosa | SHavenns [Mepesog
accept to receive nonyyaTb, NPUHAMATH
except to omit, exclude; not including VICKII0YaTh, KPOME, 38 VCKIIO4YEHNEM
adapt to adjust afanTupoBatk, npucnocabnneats
adopt to accept and approve, take as NpUHUMATb, YCBaWMBaTh, 6paTh N0 CBOE-
one's own My BbIBOpy
affect (v.) to influence or produce an effect on | BNuATL, OKa3blBaTb BNNSHUE Ha PE3YNLTET,

effect (n. or v.)

a result, to bring about or accom-
plish

3qpekT, NPUBOANTL B [IENCTBUE

aggravate to make worse yXyawaTb

irritate to annoy, exasperate pasgpaxatb, A0CaXaaTh

air the mixture of gases that sur- BO3YX

rounds the earth

heir one who inherits, a beneficiary HacnenHuK, 6eHedmumap

allowed permitted pa3peLLIEeHHbIN

aloud audibly, loudly CbILIHO, CrIbILIAMBII

allusion (to) a casual or indirect evidence Hamek

illusion a false impression or image; a ma- | UNNO3s, TPIOK UINKD3NOHMCTA

gician’s trick

delusion a deception, mistaken belief 06MaH, 3a6nyxpeHue, npuapayHas
MeyTa

already by this time yXe

all ready all persons (things) are ready BCe niogy (BeLwy) roTosel

altogether completely MOSHOCTbIO

all together all in one place BCE B OIHOM MECTe

altar a place for worship anTapb

alter to change 3MEHSITb, BHOCUTb NMOMPaBKiA

always ever, constantly BCErfa

all ways all directions or methods BCE HanpaBneHns Ui MeTofbl

amount how much? (uncount) konm4ecTBo (¢ HercHmcnaMbIMK cy-
LECTBUTENbHBIMY

number how many? (count) Konm4ecTBo (¢ McUMcnauMbIMK CyLLecT-
BUTENbHbIMI)

ascent an upward climb kapabKaTbCs HaBEPX

assent to agree, agreement COrnallaThbes, cornacue

herth a sleeping place, a bunk crnansHoe MecTo, Kovika

hirth the act of being born aKT POXAEHIs
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Cnosa 3HayeHns [lepeBog
heside at the side of C TOV1 )€ CTOPOHbI, PSAOM
hesides in addition to K TOMY Xe
hoard a plank, table; to receive meals; to | 60pT, CTON; NONy4aTb NULLY; 3aiTI Ha
go on board GopT
hored weary with tediousness; made CKYYHbIiA, YTOMIEHHbIA; NPOKOMOTbIA
a hole
brake to put the brakes on (e.g., a car) | HaxaTb Ha TOpMO3a
break to shatter; an interval pa36ueatb(cs); nepepbis
breath air drawn into lungs BO3[yX, BbIXAEMbIV B NETKIe
breathe to draw air into lungs BbIXaTb BO3AYX B NErkue
Britain the country BputaHus
Briton the inhabitant BpuTaHel
hroach to open (e.g., a subject for npeacTasuTb (NpepMeT Ans obeyxae-
discussion) Hust)
brooch an ornament OpHaMEHT
choose present tense of to choose HacTosLLee Bpems 0T choose
chose past tense of to choose npoLlesiee Bpems oT choose
cite mention, refer to vision; something | ynoMUHaTb, CCbINAThCS Ha 3peHue,
sight that is seen HEYTO BUOVMOE
site position, location MECTOMOMOXEHNE, Y4aCcToK
civic of a city BEXXNBIN
civil polite; not military (e.qg., ‘Civil TP@XOAHCKW; LMBUMbHBIA, LUTATCKNIA
Service')
clothes garments ofexna
cloths pieces of cloth TKaHN
coarse rough, harsh, crude XECTKWIA; rpyBbiit; Cbipon
course path, route (e.g., for racing); the | kypc, cepus; npuem nuwwm (nepsoe,
division of a meal; a series; BTOpOE),
“of course” «KOHEYHO»
compare to point out similarities cpaBHMBaThL (NoyepkmBaTh
nopo6ue)
contrast to point out differences cpaBHMBaTL (MOf4epKMBaTL pasnnyne)
complement that which makes up or completes | nononHexue
compliment praise KOMMIUMEHT
contemporary | existing at the same time as COBPEMEHHbIA (CYLIECTBYIOLNIA OfHO-
BPEMEHHO)
modern up-to-date COBPEMeHHbIA (MopepH)
contemptible vile, mean NPe3peHHbI
contemptuous | showing or feeling scorn Npe3puTeNbHbIA, NPEHEBPEXNTENBHBII
continual frequent, repeated (e.g., dripping | 6ecnpecTaHHbIi (kanatoLuyit KpaH)
tap)
continuous connected, unbroken (e.g., stream | cnnowwHoi (noTok Boab!)
of water)
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Cnosa | SHavenns [Nepesog
council an assembly COBET Kak COBpaHue Ui opraH13aums
COBET; IOPUANYECKV KOHCYIBTaHT;

counsel advice; legal adviser; to advise COBETOBATH

credible believable 3aCNyXWBAIOLLMIA IOBEPUS; BEPOSTHBIN

creditable deserving praise 3aCYXNBAIOLLMIA YBAXKEHMS,

credulous inclined to believe; gullible [0BEPYMBLIN

currant small berry MareHbkas aroga

current now running, in general use; flow of | Tekywuir, B HacToSLLEE BPEMS; NOTOK
water, air, electricity BOAbI, BO3AYXa, 3NEKTPUYECKMIT TOK

decease death CMEpTb

disease iliness 60nesHb

defective faulty ¢ nedekTom

deficient lacking OTCYTCTBYIOLLAM

defer postpone 3a7epX1BaTh

differ be unlike otnuyaTb(cs)

definite fixed, certain, clear OMPEeeNeHHbIA, TOYHbIA, ACHBINA

definitive final, complete, thorough OKOHYaTENbHBbIN; PELLNTENbHBIN

deprecate to express disapproval of BblpaXaTb HEYA0BOMbCTBMIE

depreciate to go down in value, aMOpTI31POBaTh, TEPSTh LIEHHOCTb
rate less highly

diner one who eats; a restaurant TOT, KTO ECT; PECTOPaH,

dinner a meal VKUH

discover to find something which was always | 0TKpbIBaTb HEHTO UMEIOLLEECS, NPUCYT-
there cTBYyIOLLEE

invent to create or devise something C03[18BaTh WM M306pPETATb HEYTO
new HOBOE

discreet prudent, wary OCTOPOXHbiA, BriaropasymHbIi

discrete separate, unconnected OTAENbHbIA, IMCKPETHBIN

disinterested neutral, unbiased 6e3y4aCTHbIil, PaBHOMYLUHBIN

uninterested lacking interest, not interested He3aMHTEPECOBAHHbIN

dyeing coloring OKpaLLnBaHVe

dying almost dead YMUPAIOLLANA

economic of finances 3KOHOMMYECKIN

economical being careful, thrifty 3KOHOMHbINA

effective having an effect; coming into YCNELUHbI; [EACTBYOLMIA
operation

effectual answering the purpose 0TBEYAIOLLMIA Ha3HAYEHID

efficacious sure to produce the desired effect | athdekTUBHBIN, KBANNDNLMPOBAHHLINA,

efficient competent; working productively | npov3BoAUTENbHbIR

elicit to draw out BbISIBNISTh, A0MbITbIBATLCS

illicit not legal HE3aKOHHbIN, 3anpeLLeHHbIN

elegihle fit to be chosen nopxopsLmin Ans BeiGopa

illegible indeciphetable Hepa36opUMBLIiL, HeY[0BOYNTAEMbI
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idyll GdyD

Cnosa SHavenns [Nepesog
emigrant one who leaves the country AMUrpaHT
immigrant one who enters the country VMMUTPaHT
eminent prominent, distinquished 3HAMEHMTbIiA, BbIAALLMIACS
imminent threatening near at hand YrPOXaIOLLMIA, HAABUTAIOLLMINCS
especially notably, particularly 0C06EHHO, B 4aCTHOCTK
specially for a special occasion or purpose | cneLmanbHo, HaMepPeHHO
exceptionahle objectionable BbI3bIBAOLLMIT BO3PAXEHIE
exceptional unusual VICKITHOYUTESbHBIA, HEOBbIYHbII
fact a truth, actual happening thakT
factor a contributory element, cause thakTop
foregoing preceding, gone befare NPEALIECTBYLLWIA; BbILLEYNOMSHYThINA
forgoing giving up, abstaining from TOT, YTO OTKa3biBaeTcs (BO3nepXKMBaET-
cs1) 0T Yero-nmeo
formally in a formal manner thopManbHo, ouumMansHo
formely previously paHee, GbIBLIMIA
fortuitous happening by chance CryYaiHbIi
fortunate having or bringing good luck YAaYHbIA; yaa4nmBbIi
hear to perceive sound, listen to CrbIlaTh
here at this place 3[ECh
human of man as opposed to anumal or YenoBeYeckui
god
humane compassionate, kind Y4es10BEYHbIN
idle unoccupied, unemployed HEeNComnb3yemblil
idol an object of worship; adearly 1A0M; NpeaMeT uneanu3awumn

beloved or admired person
a pastoral or romantic work

nonnnna

illegible indecipherable Hepa3BopuMBbIV, Heyn0BOYUTAEMbIN
ineligible not fit to be chosen HenoaxoasLLWA [ns BbiGopa
imaginary of a thing that exists only in the BOOGPAXAEMbIit; MHUMBINA
imagination
imaginative having a high degree of imagination | o6nanatoLi GoraTbiM BOOGPaXEHUEM
imply to hint (speaker implies) HaMeKaTb; Noapa3ymMeBaTh
infer to draw a conclusion (hearer [enatb 3aKmioyeHne
infers)
impracticahle that cannot be put into effect HEOCYLLECTBIMBIV; HENOLAT/MBIV
impractical not having practical skill; not siuted | HenpakTU4HbIA; HENPUrOLHbINA
to actual conditions
industrial of industry MPOMBILLNEHHBIA; MPON3BOLCTBEHHbIN
industrious hardworking CTapaTenbHbIl, TPYAONOBMBBIV
intellectual of the mind, having superior powers | MHTENNEKTYanbHbIA, YMCTBEHHbIN
of reasoning; a person who is
concerned with things of the mind
(not feelings)
intelligent clever YMHbIN
intelligible clear, understandable SICHBIV, MOHSTHBIN

252



lpogonxxexHne Tabnubl

Cnosa SHavenns [Nepesog

into entering, inside (e.g. He came into | BOBHYTPb, BHYTPU
the room)

into (separate senses (e.g. He came in | 0TAENbHO: BOBHYTPb, [N1S1 TOMQ 4TOGHI
to tell us the news)

it’s it is or it has COKpALL,. OT: 3T0 ECTb WM 3TO MMEET

its belonging to it npuHapnexallee xusoTHomy (npen-

judicial connected with a judge or law cyne6HbIiA, cymeckumn
court

judicious having sound judgement 30PaBOMbICTIALLAN

lead metal; present tense of to lead CBUHEL|, HAacTosLLee Bpems oT to lead

led past tense of to lead npoweaLLee Bpems oT to lead

less smaller in amount MEHbLUE C HEUCHUCTIAMMBIMY

fewer smaller in number MEHbLLE C MCHACTSUMbBIMIA

lightening making less heavy or less dark [enatb Nnerye uiu ceeTnee

lighting a flash of MOJTHUS, BCTbILLKA

liqueur strong sweet drink

liquor any alcoholic drink NioB0iA anKoronbHbIA HaNUTOK

loath/ loth reluctant, unwilling HE CKJTOHHbI, HEXenatoLLuit

loathe to dislike greatly YYBCTBOBATH OTBPALLIEHIE

luxuriant growing profusely 061bHbIA, NbILIHbIA

luxurious very comfortable; self-indulgent POCKOLLHbIN; NOTBOPCTBYIOLMIA

mayhe perhaps BO3MOXHO

may he e.g., it may be (aT0) MOXET 6bITb

momentary short-lived XMBYLLMIA KOPOTKOE BPEMS!

momentious important

moral right, virtious; a lesson from MOparb, HPABCTBEHHOCTh; MOPASIbHbIIA
a story

morale mental state of confidence MOparbHOe COCTOsHNE

negligent careless HeBPEXHbIN, GeCNeYHbIN

negligible small or unimportant HE3Ha4UTENbHbI

new opposite of old

knew past tense of to know npoLeaLLee Bpems aT to know

notable worth noting BbIJa0LLMIACS, 3HAMEHUTBIN

noticeahle easy to see, prominent 3aMETHbIN, NPUMETHbIN

ohservance obeying, paying heed to (a rule or | cobniopenue (3akoHa); o6psn
custom)

ohservation noting, looking at HabntoaeHve

official connected with an office; CryXaLmi, ouumManbHbIn
authorized

officious meddlesome HaBSI34MBbIA; 0(HNLNO3HBIA

peace opposite to war; quiet MUP; CMOKOACTBIE

piece a portion or part YacTb UMK YacTnua
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persohal individual, private MepCOHanbHbIN
personnel employees or staff LTaT paboTatoLLmX
principal chief, most impotant HaYamnbHNK, BaXHEALWMA
principle truth, law, idea; code of conduct | npuHLMN, 3akoH
quiet silent TUXWIA, MOMYanuBbIi
quite fairy, very, completely [0BOMbHO; 04eHb, BMOMHE
raise(d) to lift, make grow, increase NOAHUMaTb, YBENMYMBATL
raze (rise) to demolish, level to the ground CHOCUTb; OMpOBEpraTh
rise (rose) to get up or go up MOAHIMATbCS, BCTaBATb
recourse “to have recourse to” (to resort 06palLaThecs 33 NOMOLLbIO
to)
resource source of supply; device; ingenuity | pecypc, CpencTBo; M306PETATENLHOCTL
respectahle worthy of respect 3aCYXXVBAIOLLIAN YBAXKEHUS
respectful showing respect [EMOHCTPUPYIOLLAN YBAXEHNE
respective relating to each in order COOTBETCTBYHOLLA MO NOPSAKY
review survey, inspection 0630p, MHCNEKUWS
revue a stage production peBio (CLEHNYHasi NocTaHoBKa)
right opposite of left or wrong; just claim | npaBblit (Bo BCex cMbicnax); ucnpas-
or due naTb
rite ceremony (religious) PEenUriMo3Has LIEPEMOHNS
wright a workman (e.g., playwrite) mactep (gpamatypr)
write to put words on paper nucatb
rout a defeat nopaxeHue
route a course, way, or road for passage | MapLpyT; HanpaBnsTb
or travel; to direct
scarce of ordinary things temporarily not | 06bI4HbIE BELLYW, BPEMEHHO B AeduumTe
plentiful
rare of thing infrequent at all times BELL, PEAKVE BO BCE BPEMEHA
sensihle showing good sense VIMEIOLLWIA Pa3BUTbIE YYBCTBA
sensitive capable of feeling deeply; YYBCTBUTENbHbIA; 06VAUMBIV
responsive to slight changes
sensual indulging the senses YyBCTBEHHBIIA, CHaOCTPACTHbII
Ssensuous relating to the senses YyBCTBEHHbIIA, 3CTETUYECKMI
sociahle enjoying company OBLUMTENbHBIA; COBMECTHBIN
social pertaining to society CcOoLNanbHbI
stationary not moving CTaLNOHAPHbIN
stationery writing materials KaHLTOBapb!
straight not bent, direct npsmon,
strait(s) narrow places, difficultires y3K0e MECTO, TPYAHOCTb
suit fit; set of clothes or cards COOTBETCTBOBATh; KOCTIOM, HaGop
suite a number of things forming a series | nocnenoBaTenbHas cepus, rapHUTYp
or set (e.g., rooms, furniture) (me6enn)
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temporal earthly (as opposed to spiritual or | cBeTCKMit, MupcKoit
eternal)

temporary not permanent BPEMEHHBIV

their belonging to them ux (MpUHaanexatmin uv)

there in that place; “there is” Tam, Tya

they’re they are OHY 8CTb

threw past tense of to throw npollefiiee Bpems oT to throw

through from one end or side to another; by | ckBo3b, nocpencTsom
means of

thorough complete, in detail; very careful MONHbIA; JOCKOHAMbHBbIN

to always used except for NS TOro YT06bI

too also or in an excessive degree TaKXe Unu crvwkom (c npunaratens-
("“too cold”) HbIMK)

two number nBa

translucent allowing light through but not NPOCBEYMBAOLLMIACS, NOMYNPO3PaYHbIi

transparent transparent NPO3PayHbIA; OTKPOBEHHBI
that can be seen through

waist a part of the body Tanms

waste rubbish, barren land 0TX0fbl; NYCTbIHS

waive to set aside, forgo (a claim, right, | oTka3biBaTecs (0T npas, TpeGoBaHWit)
rule)

wave shake or move to and frol curve(s) |BonHa, pa3eeBaThbest
of water, hair, sound, etc.

weather sunshine, wind, rain, etc. noroga

whether if ecnm

were past tense of to be npoLUeALLIee Bpems oT to be

we’re we are Mbl ECTb

where in what place? rfe, kyaa, 0Tkyaa?

who’s who is or has KTO ECTb VNN MMEET

whose belonging to whom ye

your belonging to you Balll

you’re you are Bbl ECTb




COOEPXXAHME

TIPCIMCIIOBUIC ... vvieeeeiiiee e ettt e e ettt e e ettt e e e e tae e e e e itaeeeeeabeeeeensseeeeessseaessassaeaesannseasesnnsaeen 3
1 Functions of Management — OYHKIMU MEHEIKMEHTA ......eeeeevrrereeenrreeeeanreeeeensseeeennnns 5
2 Planning — TIMAHMPOBAHME .........eeeeeeiurieeeeiiieeeeeiiteeeesireeeeassreeeessssesessesnseeesssnsaseesnnes 11
3 Business Management — YIPaBAEHUE TMPEATIPUATHEM ......ceeurrereessrreeeeesiurereessinveeeenannns 16
4 Leadership — JIMIEPCTBO ....c.uuviieeeiiiieeeeiieeeeeeiiiee e e et eeeeetaeeeeeavaeeeennbeeeeensaeeeennsseaaens 21
5 Managing Change — YIIPABIEHUE TMEPEMEHAMMU .......cccuvvereeesurrereesirreeeeesnreeeesninseseennnns 26
6 Controlling —KOHTPOTMPOBAHHE ...........cceuveeereeeerreeeireeareeeeteeesveesseessesessseesseessseaenns 31
7 International Management — MeHeIXKMEHT BHEILIHEOKOHOMUYECKOM NeSATEIbHOCTH

(YnpaBiieH1e BHEIITHEIKOHOMUYECKOM AEATEIBHOCTBIO) ..evvievveerveenieanieneeenieeseeseeneens 36

8 Effective Style — DDGEKTUBHBIN CTUID ........oeeeeeeveeeeennns

9 Brieftext Messages — KpaTkue TeKCTOBbIE COOOILIEHUST

10 EMAILS — MEIIIBL.ccceiiiiieeeeiiiieeeeiiie e e ettt e e eeeiieeeeeetaeeeeesstaeeaeaesseeeeensaeaeensseeeeennsseeaaans

11 FAXES — AKCBI ...vveieiiiiieieeiiiie e ettt e e ettt e e et e e e ettt eeeeetbeeeeaasbeeeesasaeeeeenseeaeennsseeaeans

12 Memos — MeMOpaHAyMBl ....

13 Minutes — [TPOTOKOJIBI COOPAHMM ......vvvreereurrereeeirieeeeeireeeeesireeeeeserseeeesasaeeessnseeeesnnnns

14 Business Letters — JIETOBBIE TTHCHMAA. ..........uuuvrurerrereeeeeeeeeeeeeiiissssrrereeereeeeeeesseeeiesssssssenes
14.1. Delivering Pleasant/ Unpleasant News — Coo0l1iieH1e MPUATHBIX

W HETIPUSTHBIX HOBOCTEH ..c.nuvveeutieetieeniteesitieeteeesieeessteesaseesnbeeeseeesaseesnseesnseeennnas 97

14.2. Letter of Application — [11cbMO-3asIBICHUE ................... .. 106
14.3. Letter of Recommendation — I1T1cbMO-peKOMeHIALIUS . ........... .. 115
14.4. Resume (Am. E.) = Curriculum Vitae = CV (Br E.) — Pesiome. .. 122
14.5. Requests — I[TpockObI ..133
14.6. Replies — OTBETHI....... .. 139
14.7. Proceeding of an Order — I1poxoxneHue 3akasa....... .. 147
14.8. Complaints and Claims — XKano6sI ¥ pekiamariui ... .. 154
14.9. Credit and Collection Letters.........cceevvvvveeerviveeeennnns .. 164

15 Banking Customer — BaHKOBCKMI KITMEHT ......vveeervrreeeerrreeeenninreeeesnneeeesnnseeessnsneeess 171

16 Proposals — TTPEIUTOKEHUIS .....ccvveeeveeeerresereesreeseseeesseeessseessseessesassesessseessseessseesssesens

17 Short Reports — KpaTtkue oT4eTHI..

18 Full Report — TTOHBII OTUCT .....cccceeeieeeiieiiiirieeeeereeeeeeeeeeeennrsreereeeeeeeeeeeesssssssnnssnneeees

19 CoNtracts — KOHTPAKTBL.......uvvvieieeeeeeeeeiiieiiurrrereeeseeeeeeasseessnssssssseeeeeeseeesssssssssssssssseees

Keys — KITIOUM K TECTAM ....vvviiiieeeeeeeeeiiiiiiiteeeeeeeeeeeeeesssaeanssssseeeeeeeeeaessesssnssssssssesaeaaeeeeans

Wcnionb3oBaHHasI TMTEpaTypa ....

APPeNdixXeSs — TTPHITOIKEHIIST ......uuuvvviiriiieieeeeeeeeeeieeciitrteeeeeeeeeeeeeeeeeennsasssaeseeeaaaeeeeessannsnnes
TTpunoxenue I. Abbreviations — AGOPEBUATYPDBI .....cceeeeeeeeeeeeecneirrrrrreeeeeeeeeeeeensennnnns 230

256

IMpunoxenue I1. Lexical Differences between British/ American English —
Jlexcuyeckue pa3anyust Mex1y OpUTaHCKUM U aMEPUKAHCKUM BapuaHTaMU
AHTITUTICKOTO SIBBIKA «...eeuutieauieeeiteesutteateeeiteesaseesnbeeesteenaeeessbeesbeeenseeesaseesseeans

IMpunoxenue I11. English Given Names — AHIMiicKre UMeHa .. .

[Mpunoxenue IV. Market Movements — TeHACHIIUN HA PBIHKE ......ovvveeereiveeeennunneennn

ITpunoxenue V. Translator’s False Friends — JIoXHbIe Apy3bsi IEpeBOIYUKA............. 247

ITpunoxenue VI. Frequently Confused Words — CiioBa, KOTOpbI€ 4YaCTO BBOISIT
B BAOJTYIKIICHUIC «.ccnveeneeeitieeatteeniteeeutee ettt etteesabeesabeeeabteesateessbeesabeeenbaeesaneeenneeens 249




	0001
	0002
	0003
	0004
	0005
	0006
	0007
	0008
	0009
	0010
	0011
	0012
	0013
	0014
	0015
	0016
	0017
	0018
	0019
	0020
	0021
	0022
	0023
	0024
	0025
	0026
	0027
	0028
	0029
	0030
	0031
	0032
	0033
	0034
	0035
	0036
	0037
	0038
	0039
	0040
	0041
	0042
	0043
	0044
	0045
	0046
	0047
	0048
	0049
	0050
	0051
	0052
	0053
	0054
	0055
	0056
	0057
	0058
	0059
	0060
	0061
	0062
	0063
	0064
	0065
	0066
	0067
	0068
	0069
	0070
	0071
	0072
	0073
	0074
	0075
	0076
	0077
	0078
	0079
	0080
	0081
	0082
	0083
	0084
	0085
	0086
	0087
	0088
	0089
	0090
	0091
	0092
	0093
	0094
	0095
	0096
	0097
	0098
	0099
	0100
	0101
	0102
	0103
	0104
	0105
	0106
	0107
	0108
	0109
	0110
	0111
	0112
	0113
	0114
	0115
	0116
	0117
	0118
	0119
	0120
	0121
	0122
	0123
	0124
	0125
	0126
	0127
	0128
	0129
	0130
	0131
	0132
	0133
	0134
	0135
	0136
	0137
	0138
	0139
	0140
	0141
	0142
	0143
	0144
	0145
	0146
	0147
	0148
	0149
	0150
	0151
	0152
	0153
	0154
	0155
	0156
	0157
	0158
	0159
	0160
	0161
	0162
	0163
	0164
	0165
	0166
	0167
	0168
	0169
	0171
	0172
	0173
	0174
	0175
	0176
	0177
	0179
	0180
	0181
	0182
	0183
	0184
	0185
	0186
	0187
	0188
	0189
	0190
	0191
	0192
	0193
	0194
	0195
	0196
	0197
	0198
	0199
	0200
	0201
	0202
	0203
	0204
	0205
	0206
	0207
	0208
	0209
	0210
	0211
	0212
	0213
	0214
	0215
	0216
	0217
	0218
	0219
	0220
	0221
	0222
	0223
	0224
	0225
	0226
	0227
	0228
	0229
	0230
	0231
	0232
	0233
	0234
	0235
	0236
	0237
	0238
	0239
	0240
	0241
	0242
	0243
	0244
	0245
	0246
	0247
	0248
	0249
	0250
	0251
	0252
	0253
	0254
	0255
	0256

