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IosicHUTEILHAA 3aNUCKA

Meroauyeckue ykazaHUs MPEACTABISIOT COOOW MPAKTUKYM ISl Pa3BUTHUS
HaBBIKOB  NPO(ECCHOHATBLHO  OPUEHTUPOBAHHOTO  PEYEBOTrO  OOIICHUS U
IpEAHA3HAYEHO  JUIA oOydarommxcsa IO cenpasnibHOcTH  46.02.01
JIOKyMEHTaIMOHHOE 00ecTIeYeHe YIIPaBIECHUS U apXUBOBEICHUE.

Henbro npaktuueckux padot no gucuuminae OIL.05S « AHocTpaHHBbIH A3BIK
(mpodeccuoHANBHBIN)»  SABISETCS TPOBEACHUE NPAKTHUCCKHUX 3aHITHH |
OBJIaJICHUE 3HAHUSAMH, TPOPECCUOHATLHBIMUA YMEHHUSIMU U HABBIKAMU T10 TIPOQPHUITIO
U3y4aeMOi JUCITUTUINHBI, 3aKPETJICHNE U CUCTeMAaTHU3aIusl 3HaHu|, POpMHUpPOBAHUE
YMEHUM M HaBBIKOB W OBJAJEHUE OIBITOM TBOPUYECKOH, MCCIEN0BATENBCKON
NEeSTENbHOCTH.

[IpakTnyeckue 3aHATHS COAEPKAT TEMATUUECKUE TEKCTOBBIE MaTepuallbl,
yIpPaKHEHUS Ha PACIIUPEHUE CIOBAPHOIO 3amaca 1 00pa3oBaHUE NOTEHIMAIBHOIO
npo(eccuOHaIBbHOTO  CIIOBapsi, TrpaMMaTHYecKue TaOJuIbl, TPEHUPOBOUYHBIC
3aJaHusl JIJIsl aKTUBU3allMM 3HAHUW rpaMMaTthuueckux (OpM U CUHTAKCUYECKUX
000pOTOB.

3anaun NpakTHYeCKUX 3aHATHIA:

- 00001IUTh, CUCTEMATU3UPOBATH, YIIIYOUTh, 3aKPEMUTh MOTYyYECHHBIC 3HAHUS
10 U3y4YaE€MbIM TEMaM;

- opmupoBaTh YMEHHUS MPUMEHSATH MMOTYYEHHBIE 3HAHUS HA TTPAKTHUKE;

- BbIpa0OTaTh MPHU PEIICHUH MOCTABJICHHBIX 3a/1a4 TaKUX MPOodecCHOHATBLHO
3HAYMMBIX Ka4yeCTB, KaK CaMOCTOSITEIbHOCTb, OTBETCTBEHHOCTb, TOYHOCTb,
TBOpUYECKasi MHUIIMATUBA.

eab npakTH4YeCKUX 3aHATHI:

- (¢opMupoBaTh 'y OOydYalOIIMXCA HABBIKK YCTHOM peyd IO
npodeccuoHaIbHON TEMATHKE;

- pa3BuBaTh TMOTPEOHOCTh W yMEHHE TIOJb30BATHCS  CIPABOYHOM
JIUTEPATYpPOU;

- pa3BHBaTh YMEHHE BBICKA3bIBATHCS LIEJTOCTHO, KAK B CMBICIIOBOM, TAaK U B
CTPYKTYPHOM OTHOIIEHUU;

- pa3BUBATh HABBIKU YTEHHUS C TIOJIHBIM TIOHUMAaHUEM OCHOBHOT'O COAEPKaHUS
TEKCTa;

- AKTUBHW3UPOBATh 3HAHUE TPAMMATHYECKUX (OPM U CHHTAKCUICCKUX
000pOTOB, YNOTPEOUTETHHBIX B CIICIIMATILHON JIUTEPATYypE.

MOWCK W WCIIOJIb30BaHWE WHMOpMaIuu, HeoOXomuMon s 3(G(HEKTUBHOTO
BBITIOJIHEHUSI TPOGECCUOHANBHBIX 3a/1ay, MPO(ECCHOHATBHOTO W JIMYHOCTHOTO
pa3BUTHSL.

B pesynbraTe ocBOeHHMS yueOHON AUCIMUIUIMHBI OOYYarOU[UMHCS JOJKEH
yMeTh:

V1. paborats ¢ mpodeccrHoHaTbHBIMU TEKCTAMU HA HHOCTPAHHOM SI3BIKE;

V2. coctraBmsith U O(QOPMIIATH OPraHU3ALMOHHO-PACHOPSAUTEIBHYIO
JIOKYMEHTAIINIO Ha NHOCTPAHHOM SI3bIKE;



VY3. BECTH eperoBopbl Ha NHOCTPAHHOM SI3BIKE.

B pesynbrare uzydenus yueOnou nucturuinabl OI1.05. MHOCTpaHHBIN S3BIK
(mpodeccroHaABbHBIN), 00 yJaIOIIHIACS TOJKEH 3HATh:

31. mpakTUYECKyI0 TpaMMATHKy, HEOOXOAUMYIO sl MpodheCcCHOHAIBHOTO
OOILIEHHS] HA UHOCTPAHHOM SI3BIKE;

32. 0cOOEHHOCTHU TIEPEBO/Ia CITYKEOHBIX IOKYMEHTOB C MHOCTPAHHOTO SI3bIKA.

[Ipouecc m3ydyeHus: ydyeOHOM NUCLMIUIMHBI HampaBieH Ha (OPMHUPOBAHHE
AJIEMEHTOB, CJEAYIOIIUX OOMMX M NPO(ecCHOHANbHBIX KOMIETEHIUH B
coorBercTBUM ¢ I'OC CIIO:

OK 1. TlonumaTh CYIIHOCTh U COLMAIIBHYIO 3HAYMMOCTH CBOEUM OymyIieit
npodeccun, MPosIBIATH K HEW yCTOWYUBBIN MHTEPEC.

OK 2. OpranuzoBbIBaTh COOCTBEHHYIO JI€ATEIbHOCTb, BBIOMpPATh THUIIOBHIE
METOJIbI M CIOCOOBI BBIMOJTHEHUS MPO(ECCHOHATBHBIX 3a/1ad, OICHUBATh WX
3¢ PEeKTUBHOCTH U KAaYECTBO.

OK 3. Pemarte mnpoOiembl, OLEHUBAaTh PUCKH M NPUHAMATH PEUICHUS B
HECTaHJIaPTHBIX CUTYyaIUIX.

OK 4. OcyiecTBasATh MOUCK, aHATU3 U OLEHKY MH(pOpMaIu, HE00X0IUMOMN
11 3(HEKTUBHOTO BBITTOTHEHUS MPO(PECCHOHANBHBIX 3a7a4, TPOPECCUOHATLHOTO
Y JIMYHOCTHOT'O Pa3BUTHSI.

OK 5. Ucnonw3oBaTh MHGOPMALIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUU B
npo¢ecCHOHATBLHON JeATEIbHOCTH.

OK 6. Paborarb B KOJIEKTHBE M KOMaHje, 3(P(EeKTUBHO OOIIAThCS C
KOJIJIEraMH, PyKOBOJICTBOM, MIOTPEOUTENSIMU.

OK 7. CraButh 1eIHM, MOTUBUPOBATh JAEATEIBHOCTh MOJYMHECHHBIX,
OpraHU30BbIBaTh W KOHTPOJMPOBAaTH UX pabOTy ¢ NpHHATHEM Ha ce0s
OTBETCTBEHHOCTH 32 PE3YyJIbTAT BHIMIOJHEHHUS 3a/IaHHI.

[IK 1.1. KoopnuaupoBaTh paboTy opraHu3aiuu (IpUEMHOU PYKOBOIUTEIS ),
BECTH ITPUEM ITOCETUTENEN.

[IK 1.2. OcymiecTBiaarh paboTy MO MOJATOTOBKE M MPOBEICHHUIO COBEIIAHUM,
JIEJIOBBIX BCTPEY, IPUEMOB U MPE3ECHTALIUMN.

IIK 1.3. OcyiiecTBiaaTh MOJATOTOBKY JEIOBBIX IOE3J0K PYKOBOAUTEINS U
JOPYTUX COTPYAHUKOB OpraHU3aI|H.

KoHTpoJIb 1 OLleHKa Pe3yJIbTATOB OCBOEHUS Y4eOHOM MMCUUIIINHBI:

KoHTponnk ® oOICHKA pPE3yIbTaTOB OCBOCHHUS YYEOHOH JIUCITUILIHMHBI
OCYILIECTBIISIETCA MPEMOJABATEIEM B TMPOLECCE MNPOBEACHUS TEKYIIEro H
MPOMEXKYTOYHOTOKOHTPOIsl. KpuTepusiMu OIleHKH pe3yiabTaTOB pabOThl CTyAEHTA
SBJISIIOTCSI: OOOCHOBAHHOCThL M YETKOCTH M3JIOKEHHS OTBETa Ha IOCTaBIICHHBIE
BOIPOCHI, 0hopMiIeHHE YUeOHOr0 MaTepuaia B TeTpaau JJisl IPaKTUUeCKuX padoT.

HopMBblI 011eHOK pedeBoil AesiTeJJbHOCTH 00y4al0IUXCH:

dopMa OLIEHUBAHUS — TPAULIUOHHAS.

Otrmerka "S5'" cTaBUTCS B TOM cCiydyae, €ClId OOIIEHHE OCYIIEeCTBUIIOCH,
BBICKQ3bIBAHMS 00YUYAIOIIUXCSl COOTBETCTBOBAJIH IMOCTABICHHON KOMMYHUKATUBHOM
3a7jaue, MX YCTHas pedb IOJHOCTHIO COOTBETCTBOBAja HOpPMaM HMHOCTPaHHOIO
s3bIKa B Mpejieax MporpaMMHBIX TpeOOBaHUM JJIsl JaHHOTO Kypca.



OtMmetrka '"4" craBUTCS B TOM Cly4yae, €CJIM OOIIEHHWE OCYIIECTBUIOCH,
BBICKQ3bIBAHUS 00YUaIOIINXCSICOOTBETCTBOBAJIM MOCTABICHHON KOMMYHUKATUBHON
3amaye, OO0ydaromuecs] BhIPA3WJIM CBOM MBICIM HAa MHOCTPAHHOM  SI3BIKE  C
HE3HAYUTEIBHBIMU OTKJIIOHEHUSMU OT SI3BIKOBBIX HOPM (OIIMOKHU B yOTPeOICHUU
apTHKJICH, IPEIJIOTOB HEMPABWIILHOE YIOTPEOIeHNEe NaASKHbIX (GopM U T.1.),
a B OCTaJIbHOM UX YCTHAasl pe4b COOTBETCTBOBAaJa HOPMAaM MHOCTPAHHOTO SI3bIKAa B
npezeiax NporpaMMHBIX TPeOOBAHUM /1JI IAHHOTO Kypca.

Otmerka "3" cTaBUTCS B TOM Cily4yae, €Ciu OOIIEHHE OCYIIECTBUIIOCH,
BBICKa3bIBAHUS 00YYaIONIUXCSl COOTBETCTBOBAJIHU IMOCTABIEHHON KOMMYHUKATUBHON
3ajaye, OOYYarOUIMECSBBIPA3WIM CBOM MBICIM Ha HWHOCTPAHHOM SI3bIKE C
OTKJIOHEHUSIMU OT SI3bIKOBBIX HOPM, HE MEIIAIOIIUMU, OJTHAKO, MIOHATh COJIEPKAHUE
CKa3aHHOT 0.

OtMmeTrka "2" cTaBUTCS B TOM Cilydyae, €clii OOIIEHHE HE OCYIIECTBHIOCH
WIM  BBICKA3bIBaHUS OOYYAIOMIMXCS HE COOTBETCTBOBAIM  TOCTAaBJICHHOU
KOMMYHUKATUBHOM 3a/1aue, 00ydaromuecsciado yCBOMWIM MPOUIEHHbBIN S3bIKOBOM
Marepuad M BbIPA3WJId CBOM MBICIM HAa HMHOCTPAHHOM f3bIKE C TaKUMU
OTKJIOHEHHUSIMHU OT SI3bIKOBBIX HOPM, KOTOPBIE HE MO3BOJISIOT MOHATH COAEpKaHUE
0OJIBIIIeH YacTH CKa3aHHOTO.



IMPAKTUYECKHUE PABOTbI

Pasnen 1 CobecenoBanne npm ycTpoiicTBe HA padoTy
Tema 1.1. IlpuBeTcTBUA
IMpakTyeckue 3ausTus 1-2

Iess paGoThl: aKTHBH3AIMsA JIEKCHKA IO TEME B Pa3HBIX BHUJAX JICATEILHOCTH. YTCHHE,
ayaupoOBaHUC, TOBOPCHUC! q)paSLI-KaJ'IBKI/I IMMPUBCTCTBUSA, IPOIIAHHA, 3HAKOMCTBA, BLIPAKCHUS
0JIaroTapHOCTH, COXKAJICHUS, TIPEITIOKEHUSI TIOMOIIH, POCKOBI, pa3perieHus, TpeOoBaHUS
OO6opyaoBaHme: pa3aTOYHBIN MaTepual, BUAEONPOEKTOP, YUE€OHUKH, CIIOBAPH.

Express permission, request, suggestion, invitation.
Hpe;me BCCT'0, HY>)KHO OTMETUTD, YTO IMO-PYCCKHU U O-aHTJINICKU BEXXIIUBEIE KJIHIIE COBCPUICHHO
pasHble.

Kak cka3artnb ""mai mue'".

Jlait MHE" HHMKOTJIa HENb3s MEepPeBOAUTH Kak "give me". D10 rpydo. U maxe "give me please".
[pocuts Hyx)HO Ppasoii "'can | have". IIpumep: Can | have that banana please? — /laii mue 3TOT
OaHaH.

OtBeuats Ha "Can I have" HyxHo ""Here you are' - eciu Mbl IpOTATHBaeM COOECETHUKY TO, YTO

OH Yy HacC IMOIIPOCHJI.

ITpumep: Can | have one more piece of chocolate cake? — Here you are.

Ecim MBI HEe XOTHM [daBaTh TO, YTO HAac mompocwid, TO cka3ath ''NO" - rpybo. HyxHo
cKa3ath ''SOrry"' u oObSICHUTH, IOYEMY MBI HE XOTUM 3TO J1aBaTh.

ITpumep: Can | have your telephone please? | need to phone my friend. — Sorry, | need it right
now.

Kak nonpocuth Ipyroro 4e;j10BeKka 4To-To ¢/1ej1aTh.

1. Could you please + 1 ¢popma riaroua, a B koniie go6asisem please. Ilpumep: Could you
close the window, please.

b) Do you think you could + 1 d¢opma raaroma. 3nech Mbl 00bIMHO please He
nobasisieM. [Ipumep: Do you think you could turn off the TV?

OtBevats Ha 3TH NpockObI HyXHO ""'Sure' wm ""Of course". Ecnu Bbl He MOKETE BBIOIHUTH
MPOCHOY, HEJIb3s1 TOBOPUTH ''NO"', HY)KHO OTBETHUTH ''SOrry" u 1aTh NPUIHHY.

IIpumep: | love your piano playing. Could you please play this music again? — Sure.
ITpumep: Do you think you could give me a lift (moxBe3tu meHs) to the airport at 5 o’clock in the
morning? — Sorry, I don’t think I’1l get up that early.

Kak nonpocuth pa3penieHus caejaTh YTO-TO CAMOMY.

Korga wmbl camMu npocuM  paspelneHus YTo-a1udo caeaarb, Mbl roopuMm Can | wim Could
| wiu May | + 1 ¢popma riarosa (6e3 please). IIpumep: Could | come to you a little later?

Hawm Ha takue mpockObl oTBeuarot: ""Sure’ wiu ""Of course'. Eciau Mbl pocuM pa3perieHus
c/IenaTh 4TO-TO MPSIMO ceifuac, To Ham roBopsat "Sure. Go ahead™ - Bpoje kak "nmaBaii, Bajsii™.



ITpumepwr: Could | use your computer to write an email? — Sure, go ahead. / Of course.
May | come a little later tomorrow? — Sure. (Ho He "go ahead" — MOTOMY YTO MBI TIPOCUM HE
paspelieHust CieaTh 4To-1u00 MPSIMO ceifuac, a UMEHHO MO3XKe)

IIpocs0ObI co ciaoBom "mind".
Onu Bcerna HaunHatoTes ¢ "Do you mind" unu "Would you mind".

1) Would you mind / Do you mind if I + 1 ¢opma roBoputcs, Koria Bbl ¢CAMH XOTHTE YTO-TO
clenaTh U MPOCHUTE pasperieHns. YacTo B pa3sroBOPHOM pedur MOXHO M mpocTo ckaszath "mind if
I..." Bonee ¢popmainsho: “Would you mind if | + past smiple.

Ipumep: (Would you) mind if I finish off the cheese? — Of course not. — MoxHo st JoeM chip? —
Koneuno.

2) Would you mind / Do you mind + ing’oBasi ¢opmMa roBopuTcs, KOTa Bbl IPOCUTE KOT0-TO
APYToro cienarb JeicTBue. B oTiMymMe OT mpenblayliero ciy4as, 37ech HEb3sl OIyCKaTb
HavanpHOE "would you" umu "do you".

ITpumep: Would you mind / Do you mind opening the window? — Of course not. — Ber e moriu
ObI OTKPBITh OKHO? — Ceifuac 0TKpOIo.

HyxHo moMHHTB, 4TO (pasa "Do you mind?" OykBanbHO mepeBoautcs "Bul 6ospascaeme?",
Mo3TOMY OTBedaTh Ha Hee HyxHo ''Of course not". Hemp3s roBoputs "yes" wim "sure", a TO
nonyuutcs "Bo3paxaro”. Ho, moMHUTE, €ClU BbI IEUCTBUTEIIBHO BO3PAXKAETE, TO TOBOPUTH HYKHO
"Sorry" v OOBSICHUTH IPUUUHY.

3) Would you mind / Do you mind my + ing’oBasi popma — 370 Ta e camasi KOHCTPYKIIUS, YTO
¥ IyHKT 1), HO ropaso 6osee peko BCTPeUYaroIasics.

ITpumep: Do you mind my coming tomorrow? — Of course not! — MosHo s npuay 3aBTpa? —
Koneuno, npuxoau!

Exercise 1
Complete the gaps.

1. Would you mind ... (show) me your boarding pass please?

N

. Would you mind ... (fasten) your belts please?

w

. Would you mind ... (remain) in your seats please?

S

. Would you mind ... (sit) down please?

o1

. Would you mind ... (put out) your cigarettes, please?

(o]

. Would you mind ...open) your suitcase please?
7. Would you mind ... (have) another seat please?

8. Would you mind ... (lend) me some money please?
OTBeThI: 171ar0J1bI B CKOOKAX + ing

Exercise 2
1. ...Ispeak to Mr. Smith, please? (Formal polite request)

2. ...you open the window, please? It's hot in here. (Polite request)
3. ...buying two loaves of bread on your way home? (Polite request)



Would you mind if I ... your dictionary for an hour or so? (Polite request)
Would you mind if I ...come to your party? (Asking for permission)

Betty, ... help me with this grammar exercise, please? (Informal request)
Could I use your cell phone, please? — Sorry, you .... (Permission not given)
Could I stay here for a while? — Yes, you ... . (Permission given)

© N wv s

OtBetn: May, could, would you mind, borrowed, didn’t, can, can’t (Sorry, | need it right now),
can (Sure).

Exercise 3
Use may, can, do you mind, would you mind.

if I wait for my friend here?

I borrow your car tonight, Dad?

I have a look at your photo album?
if 1 opened the window?

I have some more candy, Mommy?
if I invited them to dinner?

I use your phone charger, please?
if I check my e-mail first?

they stay over tonight?

| take the day off tomorrow?

LN AEWN R
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OteeTnl: May, may /can, can, would you mind, may /can, would you mind, can, do you mind, may, may.

Exercise 4
Read the situations and write questions beginning Can ... or Could ... .
Key.
1. You're carrying a lot of things. You can't open the door yourself. There's a man standing near
the door.
You say to him: __Could you open the door, please?
2. You phone Sue, but somebody else answers. Sue isn't there. You want to leave a message for
her.
You say:
3. You're a tourist. You want to go to the station, but you don't know how to get there.
You ask at your hotel:
4. You are in a clothes shop. You see some trousers you like and you want to try them on.
You say to the shop assistant:
5. You have a car. You have to go the same way as Steve, who is on foot. You offer him a lift.
You say to him:
Oteetni: Could you open the door, please?

Could you give her a massage, please?

Could you tell me how to get to the station, please?

Can I try them on?

Can | give you a lift?

Exercise 5

Read the conversations below and fill in the gaps with the words and phrases from the lists.
Do you mind if 1 isit OKif | could you What's the problem

here you are telling me thanks can | borrow go ahead
Conversation 1

A: Yeah?

B:Hello, .o turn the music down, please? It’s one o’clock and I’m trying

to sleep. A: Oh, sorry. Is that better?



B: YES, i . Perhaps I can get some sleep now. Good night.
Oteetnl: could you, thanks.

Conversation 2

A: M SOITY, cvveeeeieeieeee leave early today? I’'m going to take my cat to see the vet.
B: You’re going to take your cat to the vet? What’s the matter with her then?

A: Hm. I don’t know. That’s why I’m going to take him to the vet’s.

B: Oh, I SEE. SUIE, ...ocvveveeiviee e . Thanks for .....ccvvveiiiiiieeee e, .
Oteetni: Do you mind if I, go ahead, telling me.

Conversation 3

A: David, do you have your mobile phone with you?

B: Um... yes. Why?

Al it, please? | need to make a quick call to my mother.

B:OK, o,

OrBetni: Can | borrow, here you are.

Conversation 4

Al change seats?

B: Yes, all right. ......coooveviiiieee, ?

A: I can’t see because of the sun.

B: OK, then. Why don’t you sit there, next to Andrea? Where are the people?
Otsetnl: Is it OK if I, What'’s the problem.

Exercise 6
Match the sentences (a-h) with the correct reactions (1-8).

a. Can | have a glass of water? 1. Yes of course. What about?

b. Is it OK if I make a phone call? 2. Oh, sorry, I said we only have $50 tickets left.

c. Could you say that again, please? 3. Well, all right. If it’s a local call.

d. Can | speak to you for a moment? 4. Oh sure. The remote is on the table.

e. Do you mind if I look at your CDs. 5. Well, not really. Why can’t you come?

f. Is it OK if I miss the English lesson tomorrow? | 6. Of course, there’s a bottle in the fridge.

g. Could you move over, please? 7.You can borrow some if you want.

h. Do you mind if I turn the TV on? 8. Yes, sorry. I didn’t realize you wanted to sit
down.

~ OrBerthI: a-6, b-3, c-2, d-1, e-7, f-5, g-8, h-4.

Pa3znen 1 CobeceroBanme npm ycTpoicTBe Ha padoTy
Tema 1.2. 3HakoMcTBO ¢ padoToaareseM
IpakTnuyeckue 3ansaTus 3-4

Heap padorbl: TpeHUPOBKA MPOU3HOCUTEIBHBIX HABHIKOB. MOHOJIIOTHYECKHE BHICKA3bIBAHUS O
cebe, moaaepKaHue TUAIOrHUYecKON peyH 1Mo TeMe TPYJoyCTpoilcTBa
O0opynoBaHme: pa3IaTOYHbIA MaTepHall, BUICONPOCKTOP, YICOHUKH, CIOBAPH.

J1s pe3ynbTaTUBHOTO OOIIEHHUS C aHTJIOTOBOPAIMMYU COOECeTHUKaMU HOCUTEIIO PYCCKOTO SI3bIKA
CllelyeT pyKOBOJCTBOBATHCS CIIEAYIOIIMMH KOMMYHUKATHBHBIMU TIPABHIIAMU:

1. CobmoieHue perinamMeHTa, Mepbl M MPOMOPLHUH, YTO OCHOBBIBAETCS HA 3HAHUM CTPYKTYpbI
nporecca OOIEHHS U JOIYCTUMBIX TEM.

2. CobnroieHne qUCTAaHIUH, YTO TIOJpa3yMeBaeT 3HaHHE CTPATETHil, TO3BOJISIOIIUX YIOTPEOIATh
pas3yIn4HBIC pEUEBBIC CPECTBA COOOPA3HO MOCTABICHHBIM KOMMYHHUKATHBHBIM 33a4aM.



KoMMyHHKaTHBHON cTpaTernell Ha3bIBAIOT COBOKYITHOCTH SI3BIKOBBIX CPEJICTB W PEUYEBBIX
OpUEeMOB JUIsl JOCTIDKEHHUS LedW OOINeHUs, W Kakdas U3 HHUX OTpaxkaeT Crhernupuky
COLIMOKYJIBTYPHOTO TIOJX0/Aa K OOIIEHWI0. BBIIENSIOT Makpocmpameuto Manespuposanusl,
KOTOpasi BKIIIOYACT CTPATETHUH OUCIAHYUPOSaHUs, HAMEKA M YKIOHCHHS W MAKpOCMpamezus.
peazuposaHus, KOTOpasi COCTOUT U3 NOO0EPIHCKU COOeCeOHUKA U NOOOEPHCAHUSL KOHMAKMA.

Buabl crpaTterni

Crpaterud JMCTAHIMPOBAHUs: ODUTAHIBI ¥ aMEpPHKAHIBI, obOeperaroT privacy u  He
MPUBETCTBYIOT KOHTAKThl C HE3HAKOMBIMH JIFOJIbMH, a JKEJIaHUE COKPATUTh JUCTAHIIUIO MOMKET
BOCIIPUHUMATKCS KaK yrpo3a wiu GIMPT U BbI3BATh COOTBETCTBYIOIIYIO peakiuto Opuranies. K
CTPaTETHUSIM OUCAHYUPOBAHUS OTHOCSITCSI TaKHe JIEKCUKO-TPaMMaTHYECKHE CpEeJCTBa, Kak
BOIIPOCUTEIIbHBIE KOHCTPYKIMU, MOJAJIbHBIE IJ1arojibl, CMEIIEHUE BPEMEHHOIO IJIaHA, YCIOBHOE
HakyoHeHue, u 1p. CTpaTeruu oucmanyuposanusi IpPeamnoaaraeT MUCIoJib30BaHUE IICJIOT0 psiaa
JIEKCUKO-TPAaMMAaTUYECKUX CPEJICTB, CBA3AHHBIX C KaTeropuen MoaanbHOCcTU. K HUM OTHOCSTCS:
CMEIIIEHUE BPEMEHHOI'0 IUIaHA, YCJIOBHOE HAKJIOHEHHWE, BOIPOCUTEIbHBIE KOHCTPYKIINH,
MOJaNbHBIE TIArojibl, MOAalbHbIe MOAU(MUKATOPBL. C WX MOMOIIBI0 MOXHO TPUIATh HEKYIO
KaXYyIYyIOCsl YIQIEHHOCTb OT peaJIbHOCTH.

Taoauna 1. TakTuka TUCTAHIMPOBAHUS

Function | Direct Indirect

order Fetch me some application forms. | Will you fetch me some application forms?
request Is there a telephone | can use? | wondered if there was a telephone | could use.
intention |1 want this blouse and two shirts. | I’ll take this blouse and two shirts.

desire We want a table in the corner. We’d prefer a table in the corner.

inquiry  [What do you want to drink? What would you like to drink?

opinion | Won’t it be better to go to the bar? [ Might it be better to go to the bar?

Crparermsi Hameka: cTpaTeruss HaMmeKa SBJISETCS XapaKTEpHOM 4epTod SMOTHBHOM
KOMMYHUKAIlUA. DOMOTHUBHOCTb O3HA4aeT KaK CO3HATEIbHAas KOHTPOJUpYyEMas AEMOHCTpaLus
SMOLIMOHANBHOTO OoTHOIIEHUs. Hocutenu 6putancKkoil 1 aMepUKaHCKON KyJIbTyp BOCIPUHUMAIOT
SMOLMOHAIBHOCTb KaK YTpo3y IJaIKOMy TEUEHHUIO Oece/ibl, a COXpaHEeHHEe MUPHOM aTMOoc(hephl U
SIBJISIETCSL OCHOBHOMW II€JIBI0 TMpHU OOIIEHWM W BBIpAXKEHUW HMOIMKA. B peueBoM TiaHe 3TO
oTpaxkaeTcs B YNOTpeOJICHUH NpUEMOB understatement u overstatement. BecomocTs ¢pasbl,
CTEIIEHb €€ BO3JCHCTBUS Ha CIyIIATEIs MOKHO PETyJINpOBaTh MOCPEACTBOM MHUHUMHU3ATOPOB:
just, only, a bit/a little, very, a Takxe pa3IMUHBIX MOAU(PHUKATOPOB CTENEHU U, TAK HA3bIBAEMBIX,
JIeKYPHBIX CJIOB — 3anoiaHuTenu nays (fillers).

Taoauna 2. Texuuka MUHHIMH3AUU

Function Understatement Statement

attitude He was disappointed by her choice. | Actually, he was sort of
disappointed by  her choice.

criticising Well, he has ambitions. Well, he is not without ambitions.

expressing opinion| It looks like it is untimely. | feel it is more or less untimely, |
mean it looks so.

statement My question took him unawareness. | In fact, my question took him
unawareness, so to speak.

Crparerusi yKJOHEHHSs IIpeIIojaracT HCIojib30BaHue Softening  devices, cmsryarommx
PE3KOCTh BBICKA3bIBAHHMS M [CJAIOIIMX €ro MeHee NpsAMbIM. K TakuM OTHOCATCS BBOJHBIC
¢dpaser: to my mind, in my opinion, from my point of view, as-phrases, if-phrases, a¢gdexriuao
yrnorpebisrores fillers ans momonHUTENEHOrO CMSTYCHMS, a TaK)Ke €CTh OOJBIION apceHa
BEXKJIMBBIX BOIIPOCOB M OTBETOB, OC3IMYHBIX MPEAIOKEHUHN, YTBEPKICHUIA B (hOPME BOIIPOCOB U



np. Henb3st ckazath, 4TO B PYCCKOM SI3bIKE€ HAOOp EKYPHBIX BBIPA)KEHHUN B aHAJIOTMYECKUX
CUTYallUsIX MEHBIIIE, HO POCCHUSHE O0PAIIalOTCs K 3TUM KIJIMIIE FOpa3/io MEHbIIIE YeM OpUTAHIIBL.

Ta6anna 3. TakTHka CMSAT4eHUs1 YTBEPKACHUS

Function [Direct Indirect

opinion He is not right in doing that. I don’t think he is quite right in
doing that.

advice My advice is to turn to a professional teacher.[Well,  personally, | sort of

think you oughtto turn to a
professional teacher.

hesitation |Oh, I can’t know for sure. One can’t know for sure.

Crtpareruu mojjepKku codeceqHUKa: uiu overstatement, mpuaaroT BHICKa3bIBAHUIO OOJIBIINNA
BEC, YTO MOKHO MOHMMATh, KaK U3JIHUIIHIOK BEXKJIMBOCTb, (PYHKIIMS KOTOPOM — MOKa3aTh WIH
MOYEPKHYTh CBOM HWHTEpeC K MapTHEPYy IO OOMIEHUI0. 31eCh TaKKe HMEEeTCS DJIEMEHT
HEUCKPEHHOCTH: co0eceJHUKM  TMOApa3yMeBalOT  MeHbIIe, 4YeM  roBopsr. Habop
WHTCHCH(UKATOPOB OUYCHb pA3HOOOpa3HBIA, HAMpUMeEp, IS YCHICHUS SMOIMOHAIBHO-
OIICHOYHOTO BO3JIEUCTBHUSI BBICKA3bIBAHUS YHOTPEOISAIOTCS, MPEXKIE BCETO, HAPEUMsl CTETCHH:
how, so, too, very, much, most u ap., u sxcnpeccuBHbie Hapeuus: extremely, terribly, awfully u
np. TakThka MOJYEPKHYTOrO MPEyBEIUYEHHs MpPEIoyiaraeT HCIOIb30BAaHHE SKCIPECCUBHBIX
OMOIMOHAIIFHO OKpAIICHHBIX TJarojioB: enjoy, adore, love, hate, die (for) m ap., Bmecto
HerTpanbHbIX — like, dislike, want, think u T.11.

Tabauna 4. TakTuka ycHJIeHUs1 IMOIMOHAJIBHOT0 BO3/1eiiCTBUSA

Function Statement Overstatement

gratitude Thank you. Thank you so much! I’'m so much obliged to you!
sympathy | am sorry. I’m so sorry! /I can’t tell you how sorry | am!
apology Sorry (but...) I’'m extremely/awfully/so sorry (but...)

refusal Sorry (but) I’m very much afraid, I can’t join you.

CrpaTterusi noaaep:kaHusi KOHTaKTa: UCKYCCTBO IOJAJICPXKAHUS PAa3roBOpa OCHOBHIBAETCS Ha
3HaHUHM ONPEIECIICHHBIX TMPaBWJ OOIICHHUS, TMO3BOJIAIONINX IMOCTOSTHHO HAIPaBIsATH Oecelay B
HY’KHOM HalpaBJICHUH, HE BBIXOSI IPU ATOM 3a IPAaHHIIBI BEKJIMBOCTH. BpUTAaHIBI 1 aMepHKaHIIbI
YEeTKO pa3TpaHUYMBAIOT Cephl OOLICHUS U CTPOTO 3aKPEIUITIOT TEMATUKY 3a ONpEAEICHHBIMU
KOMMYHUKATHBHBIMU CUTYaLUsIMU U JIeJIAT (110 CTENeHHU cepbe3HocTH o0cyxaenus) Ha small talk
u big talk. TakTuKa NOCTPOEHHUS OTBETHBIX PEIUIMK B OCHOBHOM CBOJUTCS K UCIIOJIB30BAHUIO Psijia
pedeBbIX (opMyIT ¥ IPHEMOB, TIOMOTAIOMINX PAa3HOOOPA3UTh KPaTKUE OTBETHI Ja/HET, a TAKXKe B
cllydyae BEXJIMBOTO OTKaza. I TONAEep)KUBaHUS HENPUHYXKIEHHOM Oecembl criexyeT
BHUMATEIbHO OTHOCUTCS K BO3MOKHOMY BO3HHKHOBEHHMIO Iay3. 3allOJIHUTH May3bl MOXKHO IPU
MTOMOIIIM CAMBIX Pa3HBIX BOCKIUIIAHUN, MEKIOMETHH, «I€KYPHBIX» CIOB M IMPOCTO 3BYKOB.

Tabauna S. Texunka nogaepkanus pa3sropopa

Function Polite reaction

attention “It was great.” — Oh, yes?” — “I really enjoyed the show.”
pity S0 you are getting a divorce, are you? How sad!
sympathy/surprise Oh dear/my God! Oh no! /Gosh! /Oh, come on! No!
surprise You can’t be serious! /It can’t be! /You must be joking!

Paznesn 1 CobecenoBanue npu ycrpoiicTe Ha padoTy
Tema 1.3. CoctaBieHue pe3rome
IpakTnyeckue 3ansaTus 5-8



IIe.m, paﬁOTbl: AKTHUBU3alus1 JICKCUKH 110 TEMC B pPa3HBIX BHOAX JCATCIbHOCTU. YTCHHUC,
ay/lMpoBaHuUe, TOBOPEHHE, TIUCHMO.
OGopynoBaHue: pa3JaTOYHBII MaTepual, BUICOIPOSKTOP, YICOHUKH, CIIOBAPH.

1. Ilo3nakoMbTECH C opMOIi pe3roMe:
B CIIIA pesrome npunsiTo Ha3biBaTh Resume, B EBpone — CV (Curriculum Vitae):
— JInunas uadopmanus (Personal Information)

— Ilens (Objective)

— Omnsrt pabotsl (Work Experience) eciu ecTb.
— Obpazosanue (Education)

— Creuunanssble HaBblkH (Additional Skills)

— Pexomenpmanuu (References)

2. BolyuuTe HauboJiee ynorpedasemMblie cJI0BA:

directed, led managed, supervised; achieved, delivered, drove, generated, grew, increased,
initiated, instituted and launched; cut, decreased, reduced, slashed; accelerated, created,
developed, established, implemented, instituted, performed, pioneered, planned, produced,
reengineered, restructured, saved and transformed.

3. [lepeBeauTe pe3roMe, COCTABJIEHHOI0 HA ONpe/ie/ieHHOe 00bsIBJIeHHE 0 BAKAHCHU:
O0bsiBIeHHE 0 BAKAHCHH
Large European pharmaceutical company seeks for Clinical Research Associate
The ideal candidate should have:
Medical or pharmaceutical degree;
At least 1 year experience as researcher;
Fluent English;
Advanced computer skills;
Goodwill to learn and work hard,;
References on request.
We offer:
Competitive package;
Trainings.
Kindly send your CV to attention Recruitment manager fax 916 20 35
Pe3ome
DR. ALEXANDR IVANOVICH CHUTRENOV
Ul. Finnskaya, 31/2-34
Moscow, RUSSIA
Tel: +7 (095) 874 2854
Email: a.chutrenov@moskdat.ru

OBJECTIVE Clinical Research Associate
Having completed many years in my specialist field of treatment of
leukemia, | have decided that the time is right for a change in area of
specialization. Completing my Ph.D. was one of the most exciting and
challenging periods of my life and | want to experience such a steep
learning curve again in another medical field. The position of Research
Associate would therefore be very suitable for me as I have many years’
experience at prestigious medical institutes and have studied in Russia,
Germany and in the United States. My level of language is therefore
exceptional, and my communication skills have been thoroughly tested. |



am looking to broaden my knowledge of medicine, to which I have
devoted my life and feel that I would be a particularly suitable candidate
for the position.

PERSONAL DETAILS
Date of Birth: 12 April 1969
Marital Status: Married
EDUCATION

1993-1996: New York University of Medicine
— Major field of studies:
— Research into Pharmaceuticals of Treatment of Leukemia

1987-1993: Moscow State University (MGU)
— Major field of studies:
— Medicine and Pharmaceutical Research
— Qualification: Doctor of Pharmaceuticals (PhD)

WORK EXPERIENCE

August 2002 —  Pharmaceutical Researcher at Pfizer, UK
present: — Research into the effective treatment of leukemia

— Focusing on the reduction of treatment side-effects
— Organizing personal funding of research and funding of departmental
research
— Organizing pharmaceutical testing
— Liaising with other research departments
— Organizing interns and student work experience

Oct. 1996 — Research Assistant, Pfizer, Germany
June 2002 — Research into alternative therapies of renal cancer and leukemia
— Organizing departmental funding
Sept. 1993 — Research Assistant, New York, USA
June 1995 — Research into alternative therapies for cancer patients
ADDITIONAL SKILLS
Languages: — English — Advanced Level / Cambridge Proficiency

— German — Advanced Level

Computer skills:  — Experienced with MS Word, Excel, Internet Explorer and Outlook
Express, Turbo Cad, many analytic programs.

Driving License: — Driving License Category A
— Qualified and highly professional; highly motivated; enthusiastic; good
communication skills; eager to experience and learn new skills.

4. CocTaBbTe pe3romMe, COIJIACHO CIeAYIONIUM pyOpuKkam:
a. Objective

b. Qualification

c. Education

d. Language

e. Work history

f. Personal

5. 3anoMHUTe MPOU3HOIIEHNE U 3HAYEHHE CJIeTYIONINX CJI0B U CJI0BOCOYETAHMIT (AKTHBHAS
JIEKCHKA):

reference — oT3bIB, peKOMEHIAIIHS

present a list of references — npegocTaBUTH CIUCOK OT3BIBOB

tense — HanpsKEHHBIN

polite — Bexx MBIt



be confident — ObITH yBepeHHBIM

persuade — yoexaathb

regular duties — oObIuHBIE 00SI3aHHOCTH

be an asset for the company — 6bITE TPHOGPETEHHEM ISt KOMITAHHI
give a good representation — xopoIiio npeacTaBUTh

demand — Tpe6oBaTh

appoint the date — na3HauuTh gaty

6. IIpoutuTe M NepeBeaANTE TEKCT:
INTERVIEW

An interview is an important event in the life of every job applicant. It can be the last test
on the way to a new position. That’s why it’s very important to be well prepared for an interview.

Come in time to the appointed place for an interview. Don’t forget to take all the necessary
documents for your better presentation (references, characteristics, diplomas).

Don’t be nervous and tense with the interviewer, be polite and listen attentively to all the
questions you are asked. If you are confident in what you talking about it will make a good
impression on the interviewer. Try to give full and clear answers to the questions. Be ready to
discuss the details of your future work. Try to persuade the interviewer that you are the best
candidate for the chosen position and an asset for the company. Don’t talk about personal questions
if they are not connected with the future work.

Don’t hesitate to describe fully your responsibilities and regular duties at the previous job
if you are asked. Show that you are thinking ahead in your career development. Be ready to explain
the reasons of your desire to change the work. Tell about your educational history and obtained
degree. Don’t forget to mention your computer skills, language fluency if it’s required by the
company.

At the end of the interview thank the interviewer for his/her attention. Don’t demand the
immediate answer about his/her decision, appoint the certain date for it.

7. HaiiauTe B TeKCTE CJI0BA M CJIOBOCOYETAHUS, IKBHBAJIEHTHBIE CJIEeyOIIMM:

KaHauaarT, OBITH XOpoHmo MmoAroToBJICHHBIM K CO6€C€I[OB21HI/IIO; BCC HGO6XOIII/IMBIe AOKYMCHTBI;
OBITh HANPSHKEHHBIM; IPOU3BOAUTH XOpOIllee BIeYATIEHUE; YOSKIaTh; OObIYHbIE 00SI3aHHOCTH;
NPUYHHA; CBeICHUS 00 00pa30BaHNU; pEeIICHHE.

8. IlepeBeaure ciaeaywuue cJJ0BOCOYETAHUS HA PYCCKMH SI3BIK:

an interview; a new position; an appointed place; a reference; a characteristic; a diploma; to be
polite; to be confident; to be an asset for the company; to hesitate; responsibilities and regular
duties; in smb’s career development; language fluency.

9. 3amosiHMTE NMPOMYCKH CJIeIYIOUIMMH CJIOBAMH M CJOBOCOYETAHHUSIMH, YNOTPeOUB HX B
npaBuJbHoiIi popme: a list of references, to be an asset, to be nervous, an interview, to appoint,
to be impressed, to be confident.

1. Did you present ... to the interviewer?

2. My friend has got ... for tomorrow that’s why he is so nervous.

3. The interviewer ... by my experience in this field.

4. He was ... and they didn’t hesitate to take him for this position.

5. What date was ... for your interview?

6. The interviewer told me that Mr. White ... for any company.

7. Did you understand all the questions during ...?

10. CocTaBbTE NPEAJI0KEHUA CO CJICAYIINUMHA CJIOBAMU U CJI0OBOCOYCTAHUSAMMU:
to get an interview, to interview smb, an interviewer;
to be tense, tension;



to be confident, confidence;
regular duties, duty free, to be on duty;
to refer, reference, list of references.

11. IIpogosxuTe IMAJIOTH H pa3bIrpaiiTe uXx:
1. A.: Well, I see you’ve already had quite a lot of experience in the food industry. Could you
dwell on your regular duties at your recent job?

B.: Yes, I can tell you that ...
2. A.: You mentioned earlier that you liked the people you had worked with. What features do you
appreciate in your colleagues?

B.: I think that ...
3. A.: It seems to me you had a pleasant place to work. I’'m surprised you are going to leave.

B.: You are quite right, but ...
4. A.: You mentioned that you had attended special language courses. How do you think it will
help you in the future work?

B.: I suppose that ...

11. IlpouTHTe W NMepeBeANTE AUAJOT HA PYCCKMIl A3BIK:

JOB INTERVIEW

Employer: Good morning! How are you?

Candidate: Fine, thank you very much.

Employer: We made this appointment to speak about your personality traits and your professional
skills. Please, tell us about yourself.

Candidate: I'm a very friendly person. Love to people helps me at solving different problems. I
am responsible and diligent. I'm really good at working with personal computers and I'm very
interested in programming (software engineering). When | was a university undergraduate | was
twice awarded the second prize in the database programming competition.

Employer: Can you explain us, why should our company hire you?

Candidate: | can work very well with other people, because I'm a real team player. My
qualification and professional skills help me to get any job done.

Employer: You mean you have never had a confrontation with your colleagues at your last place
of work?

Candidate: No | haven't. I always resolved difficult problems without confrontation. I'm a very
hard worker.

Employer: Tell us about you main negative and positive traits.

Candidate: 1 am outgoing optimist. | like people and | enjoy being around them. What about my
negative traits... Well, I like to discuss the newest gadgets with my friend Paul very much, because
they are a very important part of my life. Often we are fully unmindful of time and depress our
relatives.



Employer: Maybe this side of your character exercises significant influence on your private life
but it cannot be bad for your professional abilities.

COBECEJOBAHMUE ITPU ITPUEME HA PABOTY

Padoroaarenn: J{obpoe yrpo! Kak Bamm nena?

Kangnaar: OTanuHo, 00abIIOE cHacuoo.

Paboroaarenb: Mbl HazHAUWIM 3Ty BCTpeUy, YTOOBI MOTOBOPUTH O Bammx TUYHOCTHBIX
KadecTBax M 0 Bameit npodeccnonanpHoi kBanudukanuu. [Toxamyiicta, pacckakxute Ham o ceoe.
Kangunar: 5 ouenp npyxentoOHbIi yenoBek. JII000Bb K JOSM MOMOTaeT MHE PElIaTh Pa3HbIe
npoOsieMbl. Sl OTBETCTBEHHBIN W WCIOJHUTEIBHBIN. S JHEHCTBUTENBHO XOPOIIO pa3Ouparoch B
MEePCOHATBHBIX KOMIIBIOTEPAX M OYEHb 3aMHTEPECOBaH B MporpammupoBaHuu. Korma s Obul
CTYJICHTOM CTapIIUX KypCOB YHUBEPCUTETA, MHE ABAXIBI TPUCYNKTATA BTOPOE MECTO B KOHKYpCE
0 MPOTPAMMHUPOBAHUIO 0a3 TaHHBIX.

Paboronarenn: Bbl MoxeTe HaM OOBSCHUTH, [TIOUYEMY Hallla KOMIIAHUS JTOJDKHA B3sATh Bac Ha
paboty?

Kanaunat: S ouenb xopomo ymero paboTaTh ¢ APYrUMU JIFOAbMH, TIOCKOJIBKY SI HACTOSIIUN
KOMaHIHBIA HWrpok (ymero paboTath B KOJUIEKTHBE). Mosi KBanupuUKaus W MOHU
npodeccroHaIbHBIC HABBIKH MO3BOJISIIOT MHE CITPABJIATHCS C JTF000M paboTOM.

PaGorogarenn: Bel umeere B BUy, uTo y Bac HuKorja He BO3HUKaI0 KOH(poHTanuu ¢ Bammmu
KOJUIEraMH Ha MPeKHEM MecTe paboThI?

Kanmmnar: Her, Hukorna. 51 Bceraa paspemain ciokHble podsieMsl 0e3 KoHppoHTanmu. S oueHb
YIOPHBIN B paboTe YeIIOBEK.

PabGoronarenn: Pacckaxkure HaM O Bammx OCHOBHBIX OTPUUATEIBHBIX M IMOJIOXKUTEIBHBIX
KauecTBaX XapakrTepa.

Kanguaar: S OTKpBITHIA U ONTUMUCTHYHBIN YesiOBeK. Sl JIFOOIIO JIFOCH U C YIOBOJIBCTBUEM
HaX0Xych B UX oOmiecTBe. UTO KacaeTcsi MOMX OTPUIATENIbHBIX YepT Xapakrepa... YTo kK, MHE
OUYEHb HPABUTCS 0OCYKIaTh ¢ MOUM JipyroM [losom camble mociegHue TEXHUUECKHE HOBUHKH,
MOCKOJIbKY OHU SIBJISIIOTCSI BXKHOW 4acThIO MOEH JKM3HH. 3a4acTyIO Mbl COBEPLICHHO 3a0bIBa€M O
BPEMEHH U OYE€Hb PACCTPAMBAEM STHUM HAIIUX POJHBIX.

PabGoronarenn: Bo3zmoxxHo, DTa Baina yepra xapakTepa oka3bIBa€T 3aMETHOE BiIUsIHUE Ha Bamry
YaCTHYIO )XH3Hb, HO Bamm npodeccroHanbHbIe ClIOCOOHOCTH OHA HUKAK YXYIIIUTH HE MOKET.
13. OTBeThTE HA BONPOCHI:

1. You are seeking a job for the first time. Is it necessary to prepare for an interview? Why do you
think so? How will you do it?

2. Is it easy for you to present yourself fully in a short interview with an unknown person? If it is
difficult, explain how you will overcome it. What or who will help you in this situation?

3. How do you imagine your future interview? What are the main rules of your behaviour?

4. How should you behave at the interview to achieve your goal? Demonstrate it: a) as an
interviewer, b) as an applicant.

Pa3nea 2 JlesioBble Teste(pOHHBIE Ppa3roBOPbI
Tema 2.1. Bxoasimue ¥ ucxoasye 3BOHKH.
IpakTnyeckue 3ansaTus 9-11.

Henb paGorbl: axkTHBH3aLUs JIGKCMKM IO TE€ME€ B pa3HbIX BHJAX AESITEIbHOCTU. YTEHHE,
ayaupoBaHue, ropopeHue: Opasbl-KallbKU JAE0BBIX TeNe(OHHBIX pa3rOBOPOB, IPHEM
TeNeQOHHBIX COO0IIEHNH, 0COOEHHOCTH Tesle(poHHOM KOMMYyHUKalK B bpuranuu u Poccun.
OO0opynoBanme: pa3laTOYHbIM MaTepHUall, BUJICONPOEKTOP, YUeOHUKH, CIOBApH.

1. 3anummMTe €JI0BA M3 CIUCKA B TETPa/Jb, BBIyYHUTE UX:

Bunabl Tes1ehoHHBIX 3BOHKOB:
A collect call 3BOHOK 3a cueT a0OHEHTa




A local call

A long-distance call / a trunk call
A personal call

An urgent call

Ilose3HbBIE CYIHIECTBUTCJIbHbIC:
Area code

Buzzing

Connection

Conversation

Extension

Line

Answerphone

Operator

Receiver

Switchboard

Appointment

Telephone directory

TloJie3HbIE IJ1aroJbl U BbLIPDAKCHUA

Answer a call / Pick up
Book a call

Call / phone / ring up
Connect / put through
Cut off / disconnect
Get someone over the phone
Hang up

Hold on / hold the line
Leave a message

Make a call

Sort out

Speak over the phone
Busy signal

Call back / phone back

MecTHBI BBI30B
MexayropoaHuil BeI30B
JInynbIii 3BOHOK
CpouHblii 3BOHOK

Konx mectHocTH

I'ynok

CBs3b

Pasrosop
JlonmoTHUTENBbHBIA HOMED
JInaus

ABTOOTBETYHK
Teneponuct

TpyOka

KommyTtaTop
Haznauennas BcTpeya
TenedoHHBIN CIPaBOYHUK

OTBETHUTHL HA 3BOHOK
3aka3aTh 3BOHOK
ITo3BOHHUTE
JI03BOHUTHCS
PazbequmHuThCS

3acTath KOro-To 1o Teneqony
[ToBecutp TpyoKy
[Tonoxnate y TenedoHa
OcTaBUTEL COOOIICHUE
Crenath 3BOHOK
BersicHuTs / ynaguth
['oBoputh MO TENEPOHY
3aHaro

MIePE3BOHMTH

2. Pacnosioxkute ppassl U3 AMaJI0ra B NpaBUJIbHOM MOPSI/IKe, 3aNIMIIUTE €ro.

— Karen Bennett. — Kapen benerr.

— Hello! I would like to reserve a table for today at 8 pm. — 3apasctByiite! 5 661 X0TETA

3ape3epBUPOBAThH CTOJIMK CETO/IHS Ha § Bedepa.

— Hello! This is “Red Dragon”. How can | help you? — Aumno! Dto «KpacHsiii gpakony. Uewm st

MOTY BaM IIOMOYb?

— What about tomorrow? — A na 3aBTpa?

— | am terribly sorry, madam, but for today it is all full. — MHue oueHb xaib, HO Ha CETO/IHS MECT

HET.
— That’s right. — BepHho.

— Yes, it is possible. Tomorrow at 8 pm? — Jla, 370 BO3MOKHO. 3aBTpa Ha 8 4acos?
— Very well. Could you please tell me your full name? — Otnuuno. He Moriu Obl BBI cKa3aTh

MHE Ballle MMOJIHOE UMs?

— And for how many people? — Ha ckosbko 4enoBek?

— For ten people. — Ha 10.

— No, thank you, it’s just a business meeting. — Hert, cnacu6o, 310 nenoBast BcTpeya.
— Will you need a birthday cake? — JKenaere npa3qau4HbIi TOPT?



— Good bye. — 1o cBumanus.
- Thank you very much. Good bye. — Bosnbiioe criacu6o. J{o cBuganus.

— No problem. All right, tomorrow, 10th of August a reservation at 8 pm for ten people. Please
do not be late. — Her npo6nem. Xopomo, 3aBrpa 10-ro aBrycra Opons Ha 8 Beuepa Ha 10
yenoBek. [loxkanylicra, He ona3apIBaiiTe.

3. IlepeBeauTe Tesie(pOHHBIC PA3rOBOPLI HA AHTIMIICKHII A3BIK:

- Hobpoe yrpo! It0 rosoput IlerpoB. Mory s moroBoputs ¢ r-HoM J[oHCOHOM?
- oGpoe yrpo! M3Bunure, HO T-H JI>k0HCOH ceifuac Boimien. He Mmorau Ob1 Bol mo3BOHUTE Yepes
JECSTh MUHYT?

- Ao, cekpetaps r-Ha Tepnaepa. Uto Bel xotute?

- 51 6B1 XOTEN IOTOBOPUTH € T-HOM TepHepom.

- KTo 3B0HUT?

- D10 3BOHUT lleTpoB.

- I'-n Tepnep Oynet ropoputs ¢ Bamu uepe3 munyty. OH ceifuac 3ansaT. Bol nonoxnere?
- Ja, s momoxny.

- Anmno. Oduc r-ua Cmuta. Yem Mory ObITh nose3Ha?
- 51 ObI XOTEN MOTOBOPUTH € T-HOM PaiiToM.

- U3BunwuTe. Bol ommbauck HoMepoM. Y HAC TaKWX HeT.
- 3BuHure.

OTtBeuyaeM Ha 3BOHOK.
OTBeuast Ha 3BOHOK ITO-aHTIMICKH HEOOXOAUMO COOOIINTH a0OHEHTY, Ky/Ia OH JJO3BOHUIICS U
M03/I0pPOBATHCA.
[Tpumepsr dpa3s:
= X Company, good morning. — Kommanus X, 1o6poe yrpo.
= Green's office, can | help you? — O¢uc mucrepa I'prina, yem Mory nomous?
= Sale Department speaking. — Otaen mpoaaxx Ha CBS3H.
= John Green speaking. / This is John Smith. — Jxou I'pun y Tenedona.
= John Green here. — Jlon ['pun y Tenedona. (HepopManbHbIi BAPHAHT)

Ecnu BBI 3BOHUTE KOMy-HI/IGO, B OTBCT HA MPHUBCTCTBUC HYXKHO NPCACTABUTHCA U YTOUHUTDL LICJIb
cBOero 3BoHKa. Crienarh 3T0 MOKHO CIIEIYIOUIMM 00pa3oM.
= Good morning, Greg Smith speaking. I'd like to speak to Mr. Brown, please. —
Hobpoe ytpo, I'per Cmut ropoput. S xotes ObI MOTOBOPUTH C TOCIIOAUHOM bpayHoM.
= Could you put me through to Mr. Brown please? — He moruiu OblI BbI COSTMHUTD
MeHs ¢ muctepoM bpayHowm, noxanyiicra?
= I’d like to speak to Mr. Brown about deliveries, please. — 51 xoren 651 TOrOBOPUTH C
T'OCIIOJUHOM BpayHOM O ITOCTaBKax, HOX(aHyﬁCTa.
= I am (just) calling to inform you... — f (mpocto) 3BoHI0, 4TOOBI cOOOUIHUTE Bam...

[IpencraBuM Takyro CUTYalMIO, BBl TOJHSUIM TPYOKY, HO YEJIOBEK, KOTOPBINA HYKEH 3BOHSIEMY,
BPEMEHHO OTCYTCTBYET. B Mo10MHOM cilyuae MOKHO UCIIONIB30BaTh (hpasbl:

= Green has stepped away from his desk for a moment. | expect him back very
shortly. — I'-u CMUT TOJIBKO YTO BBIIIET HA MUHYTKY. OH CKOPO BEPHETCS.

= Heis notin at the moment. — B maHHbIil MOMEHT €r0 HET.

= Heisnotin just now. — B maHHbIif MOMEHT €r0 HET.

= He is out of the office at the moment. — On BaItien u3 oduca B JaHHBII MOMEHT.
= He has left for the day. — On yexan u3 ropoja Ha JCHEK.



= I'm afraid he is out / away / off at the moment. Can | take a message? — Borocsk, uto
B JJaHHBII MOMEHT ero HeT. UTto emy nepenats?

= May | take a message? - Mory st IpHHSTH COOOLICHUE?

=  Would you like to leave a message? — He xotenu Ob1 Bbl OCTaBUTH 1151 HETO
uHpOpManuio?

= May I have him call you? — Ckasats emy nepe3sonnts Bam?

= D1l tell him you called. — {1 ckaxxy emy, 4ro Bbl 3BOHHIIH.

= I’ll have him to phone you. — {I ckaxxy eMmy nepe3BoHUTH Bam.

* I’ll give him your message as soon as he gets back. — I nepenam emy Baie
co001IIeHNe, KaK TOJIBKO OH BEPHETCS] 00paTHO.

= I’ll ask him to give you a call. — f nonpomry ero nepe3BoHUTh BaM.

Ecnm Bo Bpemst pa3roBopa Bel uero-nm6o He MOHSAIN — HE CTECHSINUTECH IEPECTIPOCUTH.
Craenatb 3T0 MOXHO, UCTIOJNB3Ys ClieAyonre (hpasbl.
= D’msorry. I didn’t get the name (number). — M3Bunute, s He ycbiman uMs (HOMep
TesnedoHa).
= Would you repeat that number, please? — He morsu 651 Bel moBTOpUTE HOMEP
tenedona?
=  Would you spell that for me, please? — He morsu 61 BbI cka3zath 310 1o OykBam?
= Didyou say...? — BesI ckazanu ...?

= Let me repeat to make sure | understand what you said. — [To3BosbTe MHE
IMOBTOPUTD, YTOOBI y6eI[I/ITBC$I B TOM, 4YTO A IPpaBUJIbHO Bac monsi.

= | want to be sure that | have this right. — I xouy ynoctoBepuThCs B TOM, 4TO
paBUIbHO Bac nonsut.

= |'d like to be sure that | understand. — 51 xoren 0661 yOeauThcs B TOM, 4TO HOH:UT Bac.
= That’s ... (repeat number or spelling the name), isn’t it? — 3ro... (moBTOp HOMEpa WK
(dhamuanm), He Tak Ju?

Ecnn Bo Bpems pasrosopa, Bam He00X01MMO OTBJIE€UbCS HEHAJ0ITO — UCIOJIB3YHTE CIEAYIOIINE

(bpa3ssr:
= Hold on just a moment, please. — Ilogoxaure MUHYTKY y TenedoHa.

= | have another call; will you hold on, please? — Mue 3BoHSAT 110 Apyromy Tesedony,
He MoTJii ObI BBl MO0 AaTh MUHYTKY?

= Hold on; I’ll be with you in a moment. — ITogoxxaute y Tenedona, moxanyncra, s
CKOPO BEPHYCH K Teae(oHy.

= Please hold on while I get that information. Thank you for waiting. — IToxxanyiicra,
MIOJTOKTUTE, TTOKA 5 TToTy4yaro nHpopMmaluio. Criacu0o 3a 0KHIaHuE.

Ecim Bam Hy)xHO Ha3HAYUTH BCTpEUy IO Tene(oHy, MOKHO CKa3aTh CIEIYIONIEe.

= I'm phoning to arrange a meeting. — I 3B0HI0, YTOOBI JOTOBOPHUTKLCS O BCTPEUE.

= I’d like to see Mr. Jones. Is he free on Monday? — $I xoten Obl BCTPETUTHCS C
muctepom Jxxoncom OH cBOOO/IEH B IOHEACIBHUK?

= How about 2 o'clock? — Kak nacuert 2 yacos?

= Is he coming there soon? — OH ckopo BepHeTCs?

= Are you meeting the clients tomorrow? — Bel 3aBTpa BCTpedaeTech ¢ KJIHEHTaMH?

= Could you manage Monday? — V Bac nony4urcsi B moHe1IbHUK?

= What about Tuesday? — Kak nHacuet BropHuKa?

= Shall we say two o'clock? — Ckaxxem, B 2 daca jHs1?

* D’m sorry, I'm out all day. — I13BunuTe, MeHs He OyAE€T Ha MECTE LIEJbIN JEHb.

= Tuesday would be fine. — BropHuk MeHs ycTpauBaeTt

Kak 3axkoHunTh pasroBop 1o tenedony no-anrnuiicku? Bee mpocto!
* Thank you for calling, Mr. Green. I’m glad I was able to help. — Cnacu0o 3a
3BOHOK, rocniojiuH I'pun. S Obu1 pag Bam nomousb.

= You're welcome, sir. Goodbye. — Tloxanyiicta, cap. Jlo cBumanus.
= | look forward to seeing you. — C HeTeprieHHEeM /1y HaIlIel BCTPEYH.



HMuaJjor nmo reaedony 1.

Receptionist 1: Cassat Company. Can | help you?

Patrick: Yes, I would like to speak to Mr. Green please.

Receptionist 1: Do you have an extension for him?

Patrick: No, I don't, but I know he is in the delivery department.
Receptionist 1: Hold on, please. I'll ring that department.

Patrick: Thank you.

Receptionist 2: Delivery department, Miss Elliot.

Patrick: Mr. Green, please.

Receptionist 2: Mr. Green is on the other line at the moment. May I tell him who's calling?
Patrick: This is Patrick Brown. Mrs. Priesley suggested that I call him.
Receptionist 2: Will you hold on or would you like to leave a message?
Patrick: I'll hold on, thank you.

Mr. Green: Mr. Green speaking; can | help you?

Patrick: Yes, my name is Patrick Brown. A mutual friend of ours, Susan Priesley, referred me to
you. | am interested in changing careers, and she thought you would be a valuable source of
information for me.

Mr. Green: Mrs. Priesley, of course. How can | help you?

Patrick: 1 would like very much to come up and speak with you. Would you be willing to give
me a few minutes of your time?

Mr. Green: Well, my schedule is a little tight. When were you thinking of meeting?
Patrick: Whenever it is convenient for you.

Mr. Green: Well, can you make it after five o’clock some day next week?

Patrick: Yes, I can.

Mr. Green: Fine, then how is 5:15, Wednesday, at my office?

Patrick: Next Wednesday at 5:15 is fine. Thank you very much, Mr. Green.

Mr. Green: You're welcome. Hold on — my secretary will give you directions.
Patrick: Thank you. See you Wednesday.

Juanor no teaedony 2.

Switchboard: Company X. Can | help you?

Phillip: Could I speak to Mr. Brown, please?

Secretary: Just a moment, please. . . . I'm afraid his line's engaged.

Phillip: I'll hold, (music)

Switchboard: Sorry to keep you waiting, (music)

Secretary: Mr. Brown's office.

Phillip: Can | speak to Mr. Brown, please? This is Phillip Morris from Haxter Computers.
Secretary: I'm afraid he's in a meeting. Can | take a message?

Phillip: Yes. Could you ask him to call me back. My name is Phil Morris — M-0O-R-R-I-S. My
number is 308 2017 and my extension is 462.

Secretary: Phil Morris. 308-2170 extension 462

Phillip: No, 2017, not 2170.

Secretary: Sorry, 308-2017 extension 462.

Phillip: That's right. I'll be in all the day.

Secretary: Right, thank you, Mr. Morris. Goodbye. Goodbye.

Paspnen 2 /lesioBbie Tes1epOHHBIC PAa3rOBOPbI
Tema 2.2. ITHKA 1eJ10BBIX TeJIe()OHHBIX PA3rOBOPOB
MpakTuyeckne 3ansarus 12-15
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IIe.m, paGOTbI: AKTUBH3alUuA JICKCUKH 110 TEMC B pPa3HBIX BHOAX JNCATCIbHOCTU. YTCHUC,
ayaupoBaHue, ropopeHue. M3ydenne MexayHapoaHOTO STHKETA JIeJIOBOT0 OOIICHHUS T10
Tenedony.

OO6opynoBanme: pa3aTOYHBI MaTepUa, BUACOMPOCKTOP, YI€OHUKH, CIIOBAPH.

1. IlpouTHTe U NEpeBeIUTE TEKCT:
Features of business telephone etiquette and talking on cell phone

According to specialists today over 50% of all business problems are solved over the phone. This
is the fastest method of communication, which allows to establish contacts, to arrange a meeting,
business discussion, negotiation, without the need for direct communication. But from the sound
of your voice, your manner of talk on the phone depends largely on the reputation of the company
and the success of its business operations. Therefore, the ability to correctly and properly talk on
the phone is now becoming an integral part of the company image policy.

Culture requires knowledge of business communication: the telephone conversation of common
rules and the basic rules of business etiquette phone.

General rules of the telephone conversation:

1. Lift the handset to call the fourth: the first impression about you or your company already
develops on how long you have to wait an answer;

2. Talking on the phone should be on time to leave all extraneous conversations. Your friend has
every right to attention to themselves;

3. During a call, considered indecent, something to eat, drink, smoke, rustling paper, chewing gum;
4. It is unacceptable, lifting the handset and replied, "Just a minute”, to make the caller wait for
you to deal with their affairs. This is possible only in extreme cases and only within one minute. If
you are currently very busy and can not talk, it is better to apologize and offer to call back;

5. Call back whenever waiting for your call;

6. If you do not "get there", you should not find out, "And what is your number?" You can specify:
"This number so and so ...?", He heard a negative response, apologize and hang up;

7. Call Home is an invasion of privacy, so always ask at your convenience any time you call: "Do
you have time to talk to me?", "You are very busy?" And so on. N. If the answer is yes, you can
talk to your heart's content, but he heard the first signs of wanting to end the conversation, you
should politely say goodbye. In the service of a call is also limited;

8. Talking on the phone to be extremely polite. It is unacceptable to scream and irritated during a
telephone conversation, it is a flagrant violation of the ethics of interpersonal and business
communication. In response to an insult put a tube. Swearing on the phone is considered to be
illegal;

9. The conversation on the phone to be polite, but once completed, if you come to the house guests
or visitors to the office. Should apologize and briefly describing the reason of the call to negotiate.
At home you can say, "Excuse me, | have come to visit, I'll call you tomorrow night (morning)";
at work: "Excuse me, came to me a visitor, I'll call you back in about an hour.” Be sure to make
your promise.

10. If during the conversation was cut short communication should hang up; re-dials the one who
called. If a company representative talked to the customer or client, then he has to dial the number;
11. The initiative belongs to the completion of a call to the person who called. The exception is a
conversation with the senior age or social status;

12. Nothing can replace the warm words of thanks and farewell at the end of each conversation, a
conversation. It should be remembered that the farewell should include the possibility of future



contact, 'Let's call each other next Tuesday, ™ I'll see you tomorrow, "and so on. D.

Study the words and expressions:

Ipomanne.Farewell (3ruker)

Happy to make your acquaintance.

Greetings to... /My best regards to...

My best wishes.

Good bye. Bye. Bye-bye.
Ta-ta.

Farewell.

So long.

See you soon.

Keep in touch.

Good luck!

Keep well!

I’Il miss you.

My best regards to everybody.
bnaronapnocts. Gratitude
Thanks. Thank you.
Thank you very much.
It’s so kind of you.

CuacTnuB(a) HalleMy 3HaKOMCTBY.
[lepenaiite mpuBer...
Hannyumme noxenanus.

Jlo cBunanus

briBaii.

[Tpomaii!

Ioxa.

o ckopoii Bctpeun!

He nponanaii.

CuactimBoro nyru!

Bynas 310poB!

byny ckyu4arts.

Bcem mpuser!

biarogapro.

Cnacubo.

OrpomMHoe criacu6o.

Tak MU0 C Balieil CTOPOHBI.

OTtBetnbl. Replies (3TukeT)

You are welcome.
Don’t mention it.
Not at all.

[ToxanyiicTa.

He crour.

N3Bunenue. Apology (3TukeT)

Excuse me.

Sorry. Pardon. Forgive me. —
No offense.

Never mind.

No harm done.

It doesn’t matter.

It’s inexcusable.

W3Bunure.

IIpocture.

He xorenocs o0naeTs.
Hwuuero.

Huuero ctpaminoro.
Hegaxxno.

ITO HUYEM HEIb3s U3BUHUTE.

IIpuem rocreii. Receiving guests (3Tuker)

Who is knocking?
Who is there?

Come in, please.
Welcome to our home.
This way, please.

You first.

After you.

Make yourself at home.
Take a seat.

Help yourself to...

Shall I fix you a drink? /What about a

drink?

KTo ctyunrcs?

Kto Tam?

3axoauTe, MoKaIyhcTa.
J1oOpo moskanoBath K HaM.
[Ipoxoaure, moxkanyicra.
IIpomry.

ITocne Bac.

YyscTByiiTe cebs, Kak JoMa.
[IpucaxuBaiitech.
VYromanrecs.

MosxeT BeInbeM?



Allow me to see you out.

Thank you.
No, thank you.
Enough. / That’ll do.

(My) congratulations.

I1o3BOIBTE IPOBOAUTE BaC.

OTtBetbl. Replies (3TukeT)

Happy birthday to you! Many happy

returns!

Happy New Year!
Merry Christmas!
Good luck!
Happy weekend!

Bon voyage! (¢p).
A speedy recovery!

Cmnacwub6o.
Hert, cmacu6o.
JlocTaTouHo.

IMo3npaBiaenusi. Congratulations (3Tuker)

ITo3npasnsto.
[To3npasmsio ¢ AHEM poKIAeHMs !

C HoBwiM rogom!
CuacmimBoro Poxnecrsa!
Kenaro ynaun!

JKenaro xopouio npoBeCTH BbIXOAHbBIE!

CuactiuBoro nmyru!
Ckopeiiiero BeI3I0poBiIeHNUs!

OTtgBeTbl. Replies (3TukeT)

Thank you. The same to you.

I’m worried.
I’'m upset.

I’'m in a fix.
I’m run down.
| feel uneasy.
I’m in for it.
It’s quite a job.

You look your best.
It does your credit.
It’s commendable
Nothing like it!
Good idea!

Fine!

Good girl!

Good for you!
That’s the way!
That’s the spirit!
That’ll do.

Keep it up.

Score.

Well put!

You’re flattering me.

Cmacu00. 1 BaM TOTO K€ Kenaro.

BecnokoiicTBo. Anxiety (3THUKeT)

KommiunMeHThl.

S1 oGecrioko€eH.
51 paccTpoen.

B 3aTPYAHUTCIIBHOM IIOJIOKCHUH.

51 coBepIIeHHO U3MOTaH.
Mse He no ceGe.

MHe He BbITyTaThCH.

Ota paboTa He U3 JIETKUX.

Compliments (3Tuker)

Bl mpexkpacHo BBITTISIUTE.
OTO /1e7aeT BaM YECTb.

OTO 3aCIy’KUBAET MOXBAJIbI.
Hudero He MokeT OBITH JTydIIIe.
Xopomiasi MbICIIb!

Xoporo!

Mononen!

Bbpago!

JTO KakK pa3 To, YTO HY¥KHO!
Bot monozerr!

Xopoto.

[IponoskaiiTe B TOM XKe J1yXe.
OpnuH-HOJIB B Bally NoJb3y!
Xopomro cka3aHo!

Otgetnbl. Replies.

Br1 MHE JIBCTHTE.



C Barieii CTOpOHBI OYEHb MUJIO, YTO BBI TaK

It’s very nice of you to say SO.
y Y y TOBOpHTE.

IMondanpusanue. Encouragement (3ruker)

Cheer up! He ynbiBaiite!
Don’t worry! He Oecniokoiitech.
Come, come. There, there. Well, well. Hy, Hy, ycniokoiitech

Mmuenmne. Opinion (3TUKeT)

Pull yourself together. Bosemure ceds B pyku.

Take it easy. He npunuMaiiTe 3T0 OJH3KO K CEepILy.
Let’s hope for the best. bynem HanesThcs Ha mydiiee.

Things happen. Bcesikoe ObiBaer.

Next time lucky. B cnenyrommii pa3 Bam noBe3eT OoJbIIIe.
Hear to reason! Bynw 6maropazymabiM!

Don’t lose heart. He nagait nyxom!

Never fear! He GoiiTecs!

For Heaven’s sake, don’t! Panu bora, ne Hano!

Things will come right. Bce obotinercs.

It’s a pity! Kak xans!

I do condole with you. 51 BeIpakaro BaM CBO€ COOOJIC3HOBAHUE.
I really sympathize with you. 51 nelicTBUTENHHO BaM COYYBCTBYIO.
Take it easy. He npunumaiite 6J1M3K0 K CEpILy.

Pull yourself together. Bo3bmuTe ceds B pyku.

Let’s hope for the best. bynem HagesTbcs Ha mydriee.

Things happen. Bcesikoe ObiBaer.

| feel for you. 51 BaM COYYBCTBYIO.

Accept my condolences. [MpumuTe Mou c000JIC3HOBAHUS.

Forget it. He nymaiite 06 3TOM.

YT1emenue. Consolation(3Tuker)

Hush! [Tepecrans!
Cheer up! He yHbiBaii!
Hold on! Kpemnucn!

IHocTpoiiTe AnaNOr ¢ HCNOJB30BaHHEM (Ppa3 U3 CKOOOK, COOTBETCTBYIOLIHMX CUTYALMH:
What do you say...?

... when the door bell rings? (Who is here? Come in please)
...when you can’t go with your friend? (I’m sorry. I can’t)

..when you want to know the time? (What time is it?)

..when you don’t remember somebody’s name? (I’'m sorry. I’ve forgotten your name)
...when you want to buy something as present? (How much is it? Could you help me
with present for my friend?

...when the telephone rings? (Hello! Who is speaking?)
...when you attempt to ask a girl out for the first time? (Do you want to go to a party?
Will you go out with me? I’d like to spend more time with you.)

aogrwpdPE

N o

Omnpenenure, kakue (popMyJibl peueBOro ITUKETAa MOKHO HCIOJb30BaTh B CJIeYIOIIUX
CUTYyaIUAX:



1. Introduce your friends to your parents \others.

2. To be grateful for somebody to his\her present.

3. Invite your friends to a party. Ask them to bring the music disk themselves.
4. You are going to make the New Year party. Write a plan for organizing it.
5. Say a few words to a person who is going to a party.

CocTaBbTe I1MAJIOTH HA OCHOBE NMPeVI0KEHHBIX CUTYaIlUii ¢ UCTI0JIb30BaHueM Gopmy.Ja
pe€Y€BOIro 3 TUKETA: l'lpOCl)ﬁbl, HU3BUHCHMUA, OTKa3a, 6J’lal"0)lapHOCTl/[.

Situation A

Invite your friend to the New Year Fancy Dress Ball party, which will be in the evening and
there will be prizes for the best costumes!

Situation B

Say a few words to a foreign friend who has arrived in Tashkent on a short visit and has come to
the party.

Situation C

Ask the girl out for the first time.

Situation D

Your friend is busy with organizing the party and needs help.

Pasnen 3 JlenoBas nepenucka Ha npeanpusiTHA
Tema 3.1. CTpyKTypa 1€J10BOr0 NUCbMa
IpakTnyeckne 3ansaTus 15-19

Hean padorsi: PacnosnosxeHue u yactu neaoBoro nucbMa. CTuiib nmucbma. OOmEenpruHATHIC
(dpa3bl eI0BBIX TUceM. BripakeHrne Oyaymiero mpu MoMOIIH IPAMMATHYECKUX KOHCTPYKIIHH.
OO6opynoBanme: pa3aTOYHBIA MaTepUal, BUJCOMPOCKTOP, YACOHUKH, CIIOBAPH.

JlenoBoe mucbMo (business letter) Ha aHMIMIICKOM SI3BIKE OOBITHO COJCPIKUT

cjeaywuue 00a3aTebHbIe YaCTH:

1. The Letterhead [ITanka (BKJIFOYAOIIas MECTO HAITUCAHUS THCHMA)
2. The Reference Line YKkazaHue Ha CCBUIKY

3. The Date Jlata oTrpaBJeHUS MUChMa

4. The Inside (Reader’s) Address BuyTpennuii aapec

5. The Greeting / Salutation OOparieHue / IPUBETCTBHE

6. The Body of the Letter ConepxaHue MucbMa

7. The Complimentary Close 3akmrounTeTbHas GopMysia BEKINBOCTH

8. The Signature Block Brok nmoanucu

K HeobOs13aTEeILHLIM YaCTAM NHCHLMA OTHOCATCH:

9. The Attention Line VkazaHue Ha KOHKPETHOI'O ajgpecarta
10. The Subject Line VYka3zaHue Ha o0lee cCofepKaHUe MUChMa
11. The Enclosure VYkazaHue Ha IPUIOKECHUS

12. CC Notation VYka3aHue Ha pacChbUIKY KOIH



OcHoBHbBIE npaBuJIa COCTaABJICHHUA ACJTOBLIX MUCEM CICAYIOIIUC:

1) DBOJBIIMHCTBO MHCEM TMHIIYTCS Ha OJlaHKaX, COJACP)KAIMX Ha3BaHHE W PEKBU3UTHI
OpTaHM3aIUH, I TOTO YTOOBI aJpecaT CMOT 0e3 JTOTIOTHUTEIBHBIX YCUJIUI J1aTh Ha HETO OTBET.
WMst 1 JOJKHOCTB OTHPABUTENS YKA3bIBAIOTCS TOJIBKO B KOHIIE MHCHMA.

2) VkazaHWe Ha CCBUIKY MOXKET MPEACTaBIATh COOOW MOPSAKOBBI HOMEpP MUChbMa WIIH
ab0peBUaTypy, HaIPUMEP, HHUILIMAIBI OTIIPABUTEIS U CEKpeTaps,

MeYaTaBIIero MIChMO.

3) CymiecTBYIOT CACIYIOIINE BApUAHTHI HAlTUCaHUs AaThl: Oputanckuii (BE) —

1September, 2010 / 1st September, 2010 u amepuxanckuii (AE) — December 1, 2010 / December
1st, 2010. Haszsaumue mecsaya nyuwie nucamev CI080M, M.K. OOHA U ma e Oama,
nanpumep, 01/09/2010 ¢ 6pumanckom éapuarme 60CHPUHUMAECS KAK

Icenmabps 2010 2., a 6 amepuxanckom — 9 aneapa 2010 e.

4) Anpec mosrydaTensi pacrojiaraeTcsi CjieBa B CICAYIONIEM TOPSIKE: MMS C BEXJIHBBIM
obpamenueM (Mr./Miss/Mrs./Ms.), momxkHOCTb, OTAE, HazBaHUe GUPMBI, aapec (I0M, yiauIa,
ropon, mrat/rpadctBo, uaaekc (postcode (BE) / ZIP code (AE), ctpana). OmmOku B HaMCaHUA
ajipecata MOT'YT OBbITh BOCIIPUHSITHI KaK HCYBaXKCHUE.

5) Bo3moskHBIE BapuaHThI OOPAIICHHINA:

K My>4nHe, IMs1 KOTOPOTO BBI 3HAETE Dear Mr. White,
K Myx4nHe, UMsi KOTOPOTO BBl HE 3HACTE Dear Sir,
K >keHIIMHEe, UM KOTOPOH BBI 3HACTE Dear Ms./Miss/Mrs. Brown,
K >xeHIuHe, UMsI KOTOPOM BBl HE 3HAETE Dear Madam,
B koMmaHu10, TOKHOCTHOMY JIHITY Dear Sir/Madam,
B KOMIAaHUIO WK OPTaHU3AIIUI0 Dear Sirs, (BE)
Gentlemen: (AE)

6) TekcT mrcbMa JEIUTCS Ha a03allbl, K&KIBIH U3 KOTOPBIX BBOJUT HOBYIO TeMy. B

JIEJIOBOM IHCHME CJIEIyeT paccMaTpuBaTh 1-2 Bompoca.

7) 3akmrounTesnbHas (GopMysa BEXKIMBOCTH 3aBUCHT OT KCIOJb30BAHHOTO B Hadvaje MHChMa
oOpallleHus: U COOTBETCTBYET pycckoit (hpase «Hckpenne Baury.

Dear Sir(s)/ Dear Madam/ Dear Sir or Madam, Yours faithfully,

Dear Mr. White/ Dear Ms./Miss/Mrs. Brown, Yours sincerely, (BE)
Yours truly (AE)
Respectfully yours (AE)

Ecim anpecat o4eHb XOpOIIIO 3HAKOM aBTOPY IMHUChMa, MOYKHO UCIIOIB30BaTh

@pazvl “Best wishes” unu “With best regards”.

8) Biiok mojnucyu BKITIOYAST JTMYHYIO MOJITKCH aBTOpa MUChMa U ee pacuindpoBKy

(mostHOE UMS M TOJDKHOCTD, PU HEOOXOMMOCTH — HAa3BaHUE OT/IENA).

9) Ilpu HanMCaHWU B KOMITAHHIO WJTK OTJIEJN 110 BO3MOYKHOCTH YKa3bIBACTCSI JIHIIO,

KOTOPOMY a/IpecoBaHO MUCBMO, Harpumep, Attn. Production Manager.

10) VYkaszanume Ha o0Iee cojaepkaHue MUChbMa obserdaeT copTupoBKy mucem. Ctpoka aubo
MOTYEPKUBACTCS, JTUOO BBIACIISCTCS KUPHBIM IIPUPTOM.



11) Tlpu HaTUYUKM TPWIOKEHHH TOCie OJIOKa MOINHMCH MUINETCS HAa3BaHHWE MPHUIOKEHHS,
KOJIMYECTBO JIMCTOB U IK3EMILUIIPHOCTD.

12) B ciuyyae ecinM OTHOPAaBISIOTCS KOMWUM THChbMA JPYTUM  ajgpecartaM, CTaBHTCS
COKpalieHue “cc’’ M yKa3blBalOTCS UX UMEHa.

CylecTByeT HECKOJIBKO CTHJIeH PacIoyIOKeHHs YacTel 1eJI0BOro nuchma
(layout), Hanbosnee pacipocTpaHEHHBIMHU SIBIISIFOTCS CIIEAYIOIIHE:

Ilonnocmoio
Ionyconokupogannwiii ConokupogaHnHwiii
CONOKUPOBAHHDIT
Modified Block Block
( ) ( ) (Full Block)

DJIeKTPOHHOE COO0IIeHne

DIIeKTpOHHOE cooOIIeHHe (e-mail) mumeTcst B cCrenuaibHbIX Tporpammax. B

IIankKy BXOAAT CIACAYIOIHUEC 3JICMCHTDBI: aIpCC OTIIPABUTCIIA (HO?IB.H}ICTCSI aBTOMaTI/I‘-IeCKI/I); anapec
noJtyyaTesst (OJKEH YKa3bIBaThCsl 00s3aTeNIbHO); aapeca JIUI], KOTOPbIM OTIPABIISIIOTCS KOMHH
MUChMa; YKa3aHUe Ha TeMy cooOmenus. Jlata yka3pIBaeTCs MporpaMMoi aBToMaTHuecku. Jlanee
CJIelyeT TeKCT MUChbMa U MOJIKUCH.

Ctuiib TEKCTa MEHEe O(HIIMAICH TI0 CPABHEHUIO C JICJIOBBIM IIHUCEMOM, a MpaBwiia 0()OPMIICHUS —
MeHee CTpOorue.

From: fred@BFM.co.uk

To: bob_jones@isp.co.uk

Cc:

Subiject: fulfilling your order

Thanks for your e-mail of April 26. I’m sorry, but we can’t fulfil your order by May 15. We’ll
need two more weeks to finish producing the last lot.

I see you haven’t paid the invoice yet. We won’t be able to deliver until you pay. Please deal
with it a.s.a.p.

Best wishes

daxkc

®akc (fax) moxox Ha AeI0BOE MUCHMO, HO odopMIsieTcs Oonee KpaTko U cBoOoaHO. OH
MOXKET OBbITh HamevaTtaH Ha (UpMEHHOM OJaHKe, COep KallleM PeKBU3UTHI KoMIaHuu. B manke
yKa3bpIBalOTCs HOMepa (akCOB M MMEHA COCTaBUTENs M ajpecara, JaTa, T€Ma, KOJIUYECTBO
CTpaHMII, BKJII0Uas rnepByto (cover sheet).
JlomyckaeTcsi He MCIIOJIb30BaTh MPUBETCTBEHHYIO (pa3y, T.K. UM MOJIydaTellsl YKa3aHo B IIATKe
(akca. Jlanee cienyeT TEKCT COOOILIEHUS, 3aKII0UUTENbHAs (hpa3a BEXKIMBOCTH U OJIOK MOJAMHUCH.
S3bIK (hakca yacTo MeHee OpHUIMATBHBIN, HO BCETAa
HY’KHO YYUTBIBATh CUTYaI[UIO OOLICHHUSI.



Put the parts of the addresses in the correct order.

1) 10/ Garston Road/ Worldwide Dealers Ltd./ Mr R. Stevenson/ Australia/ Melbourne;
2) 75/ Mathews & Wilson/ Scotland/ Ladies’ Clothing/ G eneral Manager/ High Street/ Glasgow;

3) Chicago/ Illinois/ USA/ 300/ Lincoln Place/ The Modern Machine Tool Corporation;
4) 36/ Canada/ Messrs. Williams & Werner Ltd./ Toronto/ Tower Street/ 4JS;

5) Messrs. Jones & Company/ William B. Brown/ 5/ Queensland/ Managing Director/ Brownside/
Australia/ Green Street;

6) 1326/ Davenport/ Midwest Division/ John/ President/ Market Street/ lowa/ B. Green/ Paint

Company/ American;

7) 11/ WI 53405/ United Packaging/ East Shore Drive/ Ms/ Marketing Coordinator/ Wisconsin/
USA/ Alison Freeman/ Green Bay/ Inc.;

8) Sales Manager/ Canberra/ Liverpool Street/ Mr/ Independent Products/ 18/ R.G. Flinders/
AUSTRALIA/ Pty/ NSW 2170.

Write your address in English.

What will you start a letter with, i.e. what greeting will be appropriate in each case, if you
are writing it to:

a)a British firm you do not know very well;

b)Mr. J. Blake, your old trade partner;

c)the company’s President who is a woman;

d) the Head of the Export Department of Sport Shoes Manufacturers whose name is Barbara Doe;
e)International Office Equipment Inc., an American corporation.

How will you finish the letter, i.e. what complimentary close will you choose?

Match the formal and informal phrases. Then cover the right column and try to remember
the formal equivalent for each phrase on the left.

Informal Formal

1) Sorry about the late delivery. a) Please do not hesitate to contact us.

2) If you need more b) We received delivery this morning.
information... c) I would be grateful if you could...

3) Best regards. d) Please find enclosed...

4) in adifferent envelope e) Dear Madam/Dear Ms Clove

5) Sorry about the mistake. f)  Please acknowledge receipt of the parcel.

6) [’'m sorry, but it’s not g) | look forward to seeing you.



possible. h)  We would be pleased to offer you a 5%

7) soon discount.
8) Couldyou...? i)  We would like to apologise for the delay.
9) Just call the office. J)  under separate cover
10) Thanks for your letter of... k) inthe near future
11) We got it this morning. I)  We regret to inform you that we are unable
12) Can’t wait to see you. fo...
13) Dear Marge m) Could you please give this matter your
14) Let me know if you get the immediate attention?
parcel. n) | look forward to hearing from you.
15) Could you find out what is 0) We are writing to thank you for your letter
going on? dated...
16) Please send us your samples. p) Yours faithfully/ Yours sincerely,
17) 1 hope to hear from you. q) | would be grateful if you could send us some
18) We will give you a 5% samples.
discount. r)  Should you require further information...
19) Here is a copy of... s) Please accept our apologies for any

inconvenience this may have caused.

Pa3zpnen |l PasBuBarommii kypc
Tema 3.2. TUNIBI 1€J0BBIX MHCEM
MpaxkTuyeckne 3ansaTus 20-28

Henb paGorbl: axkTHBH3aLUs JIGKCUKH IO TE€ME B Pa3HbIX BHUJAAX JESATEIHOCTHU. UYTEHHUE,
ayqupoBaHue, ropopenue: [lepenucka no Bonpocam COTpyQHUYECTBA, 10 BOIPOCAM peKiaMaluil
U IIPETEeH3MH, 110 BOIIPOCaM rapaHTHi U YCTpaHEHMs Je(EKTOB, 110 BOIIPOCAM IIPOAAKH
JMILIEH3UH, 110 BOIPOCAM TPAHCIOPTHBIX ONEpalfii, O BOIPOCaM peKJIambl, 10 BompocaM (hopm
pacueToB U YCIOBHSIM IUIATEXka, II0 BOIPOCAM MEIULIMHCKOIO 00CITyKUBAHUS.

OO0opynoBaHme: pa3aTOYHbIA MaTepHall, BUICONPOEKTOP, YUCOHUKH, CIOBApH.

BUSINESS LETTERS &CORRESPONDENS
IIncbmo-3aKas3
T'ocona,
MpI Giiarozjapum Bac 3a THCbMO OT 7 (eBpaiiss. Mbl H3ydmiIv Balll KaTajJor ¥ BBIOpAIH 2 MOJIEIH
aBTOMOOWMIIEH, 3aKa3 Ha KOTOPBIE MBI priIaraeM. Ham OBl XOTeI0Ch OTMETHTH, YTO JaHHBIN 3aKa3
POOHBIN U €CJIM HAC YIOBJICTBOPHT Ballla MOCTABKA, TO BBl MOYKETE PACCUNTHIBATH HA PETYISAPHBIE
HIOBTOPHBIE 3aKa3bl.



Bo n3bexanue HelnOpa3yMEHUH C HAIIMMH TaMOKEHHHKaMH OOECIeYbTe TOYHOE BBITOJHEHUE
HaIlUX MHCTPYKUUH MO OTrpy3ke. 3a MOATBEpPKICHHEM Halleil KpeauTOCIIOCOOHOCTH MOXeTe
00paTUTHCA K...

Hckpenne Bamr...

ITucemo, conpoBosKAaOLIee NPeII0KeHHe

YBaxaemble rocrona,

Kak s y3nan ot Hamero npezacrasurens B BenukoOpuranuu r-Ha JlaBpoBa, ¢ KOTOPBIM BBl YK€
0o0CYIMIIN Hallle MTPEBAPUTENIbHOE MPEAJIOKEHNE, BBl HHTEPECYETECh HAIIUM JTUArHOCTUYECKUM
00opy0BaHUEM, IOATOMY 5 paji IPEICTaBUTh BaM HAa paCCMOTPEHUE Hallle NpeJyiokeHue. Bmecre
C TpeUIOKEHHEM s TPUJIaral0 HOBBIM KaTajor Hamero obopynoBaHus. Bl 3amerHTte, 4TOo B
KaTajore MpeacTaBlIeHbl pa3Hble BapuaHThl. HeKOTOphble M3 HUX BKIIIOYEHBI B NIPEAJIOKEHUE, HO
€CJIM BaM HY’KHa JONOJHHUTENIbHas MH(pOpMalus Mo J000MY M3 MYHKTOB, MOXalylcTa, JaiTe
3HATh.

Lensl, ykazaHHble B TpemioxkeHuu, ¢ppanko-6opt Cankr-IleTepOypr, BkiItoYas 3KCIOPTHYIO
ynakoBky. [locTaBka MoOKeT ocymiecTBiIATbCA uepe3 4-6 Henenb. Ommata NPOU3BOIUTHCS B
(yHTax CTEpJIIMHIOB CIEAYIOLUM 00pa3oM:

a) 25% cymMBbI cueTa TenerpagHbIM IIEPEeBOIOM Ha Halll CYET B .., HE Mo3/AHee, yeM yepe3 30 quei
CO JHsI OJITUCAHUS KOHTPAKTA;

0) ocraBmmecss 75% CTOMMOCTH BBIIUIAYUBAIOTCS MO OE30T3BIBHOMY AKKPEIUTHBY, KOTODPBIN
JIOJDKEH OBITh OTKPBIT B HAlly MOJIb3Yy HE no3aHee, yeM uepe3 30 aHeH ¢ AaThl MOANUCAHMA
KOHTpPAaKTa U MOATBEP’KACH MEPBOKIACCHBIM OaHKOM. Bce OaHKOBCKHE pacXo[ibl, BKIOYAs U Te,
yro ObUTM Tpou3BeneHbl B Poccuu, OyayT omiauumBaThCS 3a CUET OTKpHIBATeNs. AKKPEIUTHB
JOJDKEH JIeHcTBOBATh B TeueHuu 30 qHEH mociie OTInpaBKu 000pyJ0BaHUS.

ObopynoBanue OyieT yCTaHABIMBATHCS CIieamucTaMu r-Ha JlaBpoBa. Ecin y Bac BO3HHUKHYT
Kakue-TM00 BONPOCHI, Kacalolluecs YCTaHOBKM 00OpyaoBaHus, TO T-H JlaBpoB Oyzmer pan
OTBETUTH Ha HUX.

Hckpenne Bam A.I'.Hukonaes

LETTER OF ORDER

Gentlemen:

We thank you for your letter of February 7th. We have studied your catalogue and have chosen 2
models of cars for which we enclose our order. We would stream that this is a trial order and if we
are satisfied with your shipment you can expect regular repeat orders.

To avoid difficulties with die customs authorities, please make sure that our shipping instructions
are carefully observed. For our credit status we refer you to...

Yours truly,...

LETTER, ACCOMPONYING OFFER

Dear sirs:

As | have learned from our representative in Great Britain Mr.Lavrov, with whom you have already
discussed our preliminary offer, you are interested in our diagnostic equipment. | am therefore
pleased to submit our quotation.

Together with the quotation | enclose a new catalogue of our equipment. You will note that the
catalogue describes various options. Some of these options have been included in my quotation,
but if you would like further details on any of the other items, please let me know.

The prices stated in the quotation are FOB Leningrad, export packing included. Delivery can be
effected in 4-6 weeks. Payment is to be made in pound sterling, in the following manner:

a. 25% of the invoice amount by telegraphic transfer to our account with..., not later than 30 days
from the date of signing the contract.



b. The remaining 75% of the invoice amount by irrevocable letter of credit, to be opened in our
favor not later than 30 days from the date of contract and confirmed by first class bank. All bank
charges, including those incurred in Russia will be for the opener’s account The letter of credit is
to be valid for 30 days after dispatch of die equipment.

The equipment will be installed by Mr.Lavrov’s staff. Should you have any questions regarding
the installation of the equipment, Mr.Lavrov will be pleaded to answer them.

Yours sincerely, A.G.Nickolayev

IMonpobnas odepra

VBaskaeMblIe rocIiojia,

MsBI ¢ yIOBOJILCTBHEM MOCHUIaeM BaM oQepTy Ha KOMIUICKTHYIO YHNAaKOBOYHYIO JIMHHUIO JUIS
YIIAKOBKY BaIIMX U3ENHUNA B TOJUITHICHOBYIO IIJICHKY.

O®EPTA Ne 1- 000-001

OIHA KOMIUIEKTHAS YITAKOBOYHA S JIMHUA

Mopuens CP-1 -$...

3anacHble yactu -$...

1ena Gppanko-3aso - $...

®OB u pacxo/ibl Ha JI0CTaBKy o0Imast cymma - $...

VYcnoBus miatexa

[IpenycMOTpeHHbIE KOHTPAKTOM IIATEXU JOJIKHBI OCYILIECTBIATHCS CIIEAYIOIUM 00pa3oMm:

- aBaHC B pa3mepe 25% ot o011eil CTOMMOCTH KOHTpaKTa BbIMIaynBaeTcs B TedeHue 30 nHel c
JIAThI TIOJIITMCAHNS KOHTPAKTA,

- ocTasibHble 75% BBIJIAYMBAIOTCS MATHIO €KETOJHBIMU B3HOCAMU B pasmepe 15%, mpuuem
MIEPBBIN MJIATEX TOJKEH OBITh C/IeNaH B TeueHue 12 Mecs11eB ¢ JaThl KOHOCAMEHTA Ha MOCIIETHIO0
napturo obopynosanusi. Ha nary nmocnenneit otrpysku IIponasen BeictaBut [lokynarento nsth
TpatT. TpaTThl JOMKHBI OBITH AKIIENTOBAHBI 3aKa34UKOM B TEYCHHE 5 JHEH C JaThl UX MMOJTYYCHUS.
3a momnp3oBanue kpeautom I[lokymatens ymmatut [lpomaBimy mporenTsl w3 pacuera 4,1 %
rooBeix. CyMMa KakI0i TpaTThl OyAET BKIIOYATh MPOILICHT, IPUYUTAIOIINNCS Ha JaTy TUiaTexa
no tparte. OB u pacxoibl Ha JOCTABKY

Pacxo/pl BKIIFOYAIOT B ¢e0S YIIAKOBBIBAHHE B MOPCKYIO YIIAKOBKY M JJOKYMCHTAIIHIO.

[TocraBka

Mpl npeanonaraem, 4To 00opyaoBaHue OyAeT TOTOBO K octaBke B TedeHue 10-12 nenens. Cpoku
MOMJIKAT TOATBEPHKICHUIO CO BPEMEHHU pa3MEIICHUs 3aKka3a U OyIyT HMCUUCIATBCS CO JIHS
MOJIyYEHUS TAKOTO MOATBEPKACHHUS.

O0s3aTenpCTBa 3aKa34nKa

a. Omnatute Qpaxt u crpaxoBanue u3 nopta CIIIA mo koHeYHOro MecTa Ha3HAYCHHSI, MECTHBIE
MOPTOBBIE TMOIUIMHBI, PACXOAbl HA TAMOKEHHOE CBHJICTEIILCTBO, TAMOXEHHBIC TONLINHBI M BCE
IIPOYME PACXOBI.

6. Opranu3oBath 3a CBOI CUET pa3rpy3Ky, paclakoBKY M pa3MelIeHHe BCero 00OpyAOBaHUs Ha
IJTONIAJKE, TOTOBOM K MOHTAXY.

B. ObecrneunTh JIIEKTPOIHEPTHIO HA IUIOMIAJKE U TOJCOCAWHEHHE K O00OpYAOBaHHIO (TOK
Tpexdaznpiii, HanpshkeHuem 380/440 BosbT, yacTotoi S0 repir).

r. O0ecneynTh TOCTAaBKY B JOCTATOYHOM KOJIMYECTBE TOTOBBIX H3JCIUNA U YMAKOBOYHOTO
MaTtepuana Kak Ha 3aBoje [IponaBia, Tak 1 HAa MOHTaXHOU IJIOLIAAKE AJIS UCTIBITAHUS MAITUHBL.
Jannoe npennoxxenue nenuctryet 1o 10 utons 19....

Mp1 HaieemMcst BCKOpE MOJIYy4YUTh OT Bac U3BECTHE.

yBaxkeHueM bpaiian @neMuHr, HayaabHUK OT/ENa MOCTaBOK

DETAILED QUOTATION



Dear Sirs,

We have pleasure in sending you our quotation for a complete packing line to pack your products
in polyethylene film.

QUOTATIONS L- 000-001 ONE COMPLETE PACKING LINE Model CP-1 -$...

Spare-parts -$..,

| Ex works -$...

FOB and delivery costs Total - $...

Terms of payments

Payments under the contract shall be made in the following way:

- advance payment of 25% of the total contract value shall be paid within 30 days of the date of
signing the contract

- the remaining 75% shall be paid by five annual installments of 15% each, the first installment
being paid within 12 months of the date of the bill of lading for the last consignment of the
equipment. At the date of the last shipment the Seller will draw five drafts on the Buyer. The drafts
shall be accepted by the Buyer within 5 days of the date of their receipt.

For using the credit the Buyer will pay to the Seller a 4J% interest due on the maturity date of the
draft. FOB and delivery costs

The charges quoted include crating, seaworthy packing and documentation.

Delivery

We would expect to have the equipment ready for delivery within 10-12 weeks. This would be
subject to confirmation at the time your order was placed and would date from receipt of such
confirmation.

Customer responsibilities

a. To pay freight and insurance from US port to final destination, local port charges, clearance
costs, customs duties and all other charges.

b. To arrange, at its expense, the off-loading, decorating and positioning of all equipment on site
ready for installation.

c. To provide electric power on site and connection to the equipment (380/440 volt, 3 phase, 50
cycles).

d. To provide adequate supplies of product and packing material when requested both at the
Seller’s plant and on site for machine testing.

This quotation is valid until }O-th July, 19....

We look forward to hearing from you soon.

Yours faithfully, Bryon Fleming, Sales Manager

3aka3 Ha IpUHTeEP

Poccus, r.MockBa

yi1. Toncroro, 19 MammHOCTpOUTENBHBIN 3aBOJ

3AKA31 1015/327

10 urons 19... ©®PI', 1-8035 TOTUHI"

banxosmTpacce 10

Anbda ata I'mOx

[Ipocum nocTaBUTH clieyroliee, B COOTBETCTBUH C TOUHO ONPEIEICHHBIMU YCIOBUSIMU:

OJIMH (1) npuHTep ..., MOAEIH ... C XapaKTePUCTUKAMHU, YKa3aHHBIMU B BallleM MPEAJIOKEHUN OT
17 mas.

[TocraBka:

JIBa Mecsiiia co JHS IPUHSITHS 3aKa3a.

Iena: ¢ppanko-3aBox 120, Bkirouas ynakoBky Hemenkue mapku 00, 000.00

[lepeBo3ka B a’pomnopT, BO3AYIIHBINA (paxT 10 MoOCKBBI, JocTaBka Ha 3aBoj [lokymarens u
ycTaHoBKa criennanuctaM u [Iponasua nemenkue mapku 00, 000,00



Bcero: nemenxue mapku 00, 000.00

Omutata OyaeT HeMeJUICHHO MPOU3BeIeHa, KOTia

- IpuHTEp OyAeT nocTasiieH Ha 3aBoJl [lokynaTens B MOCKBe U YCTaHOBIIEH TaM;

- IpUHTEp paboTaeT COTrIacHO CTaHAapTy, oOecleurnBasi KaueCTBO MeYaTaHusl, MOATBEPKIACHHOE
JOKYMEHTAJIbHO MpUjlaraeéMbIM 00pa3ioM;

- mpuHTep paboTaeT COrjJacHO CTaHAApTy, YKa3aHHOMY BbINIE, B Te4eHHE 24 YacoB H
o0ecreynBaeT ciaeIyrolIue CKOPOCTH:

Habop 3HakoB...

CKOpOCTb ... OYKB B MUH.

O6mmas cymma cueT-gaktypsl Oyaet nepeBeeHa Ha cuet [Iponasia B Hemerkuii 6aHK, oTieneHme
Totunr. cuer Ne 135/487.

lapanTus u DkcrutyaTamus:

TpeboBanwus [lokymnarens k paboTe mpuHTEpa:

- paboTaTh Ha CKOPOCTSX, YIIOMSIHYTHIX BBIIIIE;

- KQueCTBO JIOJKHO COOTBETCTBOBATH MpHUiIaraéMomMy o0pasiy;

- paboTaTh B JIBE CMEHBI 110 8 YaCOB CEMb JIHEH B HEJCIIIO B TEUCHHUE HE MEHEE IIATH JICT.
IIponager oGecneyurt:

- MOJHYIO TapaHTUIO B TeueHue 60 gHEH CO JHS BHIOJHEHHS BCEX YCJIOBHM, YIIOMSHYTBHIX B
pazaene «Omaray;

- peiictBytomee CornameHue Ha TEXHUYECKOe OOCIIy)KHMBaHUE, KOTOpoe OyleT MOAepKUBATh
NIPUHTEP B COCTOSTHUH, HEOOXOAMMOM JIJISL YIOBJIETBOPEHUS TPeOOBAaHUH, IEPEUHCIICHHBIX BEIIIIE.
Cornarnienuie 0 TEXHUYECKOM 00CITy>KHUBaHUU JIOJKHO COOTBETCTBOBATH YCIOBHSIM, OTOBOPEHHBIM
B [Ipunoxxennn [Iponasua ot 17 mas.

Hupexrop ®.HoBukos

YBaxkaemble TocIona,

Byny Gmaromapen, eciu BbI BBIIUIETE ¢ OOpAaTHOM ITOYTOM Balll HOBBIH KaTajor U MPEHCKYpaHT Ha
NopTaTUBHBIC MUITYyIUE MAaIMHKKU. [loxkanmyiicTa, MPUIIOKUTE OTAEIbHBIC PEKIaMHbBIC TUCTKU U
COOOITUTE, KAKYIO0 CKUIKY BBl MOXKETE JaTh HAa ONTOBYIO 3aKYIIKY.

C yBaxxeHUeEM...

YBaxkaemble TocIona,

Heckonbko eT ToMy Ha3aa Mbl KYIIWIM y Bac KOBpoTKalkue craHku. [loxanyiicta, cooOuure,
BBIMTYCKAETE JIM Bbl TAKME CTAHKU B HACTOsIIIIEE BpeMsl U Ha30BUTE caMmyro HU3Kyto nieHy CUD117.
Opnecca. Mbl ObI X0T€NH, YTOOBI MOCTAaBKA CTAHKOB ObLJIA OCYIIECTBICHA B TEYCHHUE 3 HEIEIb C
MOMEHTa pa3MeIleHUs 3aKa3a.

C yBaXEHUEM...

ORDER FOR PRINTER

Machinebuilding plant 19

Tolstoy Street

Moscow, USSR

ORDER No. 1015/327

10 June 19...

Alpha Data GmbH Bahnhofstrasse 10

D-8035 Gauting

Germany

Please supply the following, subject to the conditions as specified:
ONE.... Model... Printer with features outlined in vour Quotation of 17 Mav.
Delivery: Two months from receipt of order.

Price: Ex works, incl. packing DM 00, 000.00

Transfer to airport, air freight to Moscow, delivery to the Buyer’s



plant and installation by the Seller’s specialists DM 00, 000.00

Total DM 00,000.00

Payment:

The purchase price will be due and payable when

- the printer has been delivered to the Buyer’s plant, Moscow, and installed there;

- the printer operates to a standard to produce the quality of printing as documented by the sample
attached:

- the printer operates to the standard outlined above for a 24-hour period and maintains the
following speeds:

Character set...

Speed ...PM

The invoice amount will be remitted to the Seller’s account with Deutsche Bank, Gauting Branch,
Account No. 135/487.

Warranty and Maintenance:

The Buyer’s requirements call for a printer to operate

- at the speeds mentioned above;

- at a quality equal to the sample attached,;

- in two eight-hour shifts, seven days per week, for a period of no less than five years.

The Seller will provide

- a full warranty for a period of 60 days from the day that all the conditions mentioned in the
Section “Payment” have been fulfilled;

- an ongoing Maintenance Agreement which will maintain the machine in a condition necessary
to meet the requirements outlined above.

The Maintenance Agreement is to be subject to the terms outlined in the Seller’s Quotation of 17
May.

F.Novikov, Director

Dear Sirs..

I should be grateful if you would send me by return your new catalogue and price-list of portable
typewriters. Please enclose free descriptive leaflets with your reply, and state what discount you
allow for quantities.

Yours faithfully,..

Dear Sirs,

Some years ago we bought from you carpet looms. Please let us know whether you are still
manufacturing the looms and quote your lowest prices CEF. Odessa. We should require delivery
within 3 weeks of placing the order.

Yours faithfully,...

Ilepenucka mo BONpocaM HeHbl KOHTPAKTA

VYBaxkaemble rocnoja,

Mbl BHUMATENIBHO paccMOTpesn Baiy 3amMedaHusi K MPOEKTYy KOHTPAakTa Ha peMOHT Barrero
oduca B ... Ha YCIOBHIX IO KITFOW.

Yactp Bammx 3ameyanuii Hamu ipuHuMaeTca. M B CBSI3U ¢ 3TUM HalIEMy MPEICTABUTEIO JaHO
yKa3aHUE BHECTHU B MMPOEKT KOHTPAKTA COOTBETCTBYIOIINE U3MEHECHHUSI.

C coxaneHueM IOJDKHBI COOOIIMTH Bam, 4yTo MBI HEe MMeeM BO3MOXKHOCTH NPUHATH Bamm
MPEIOKEHUS TI0 HIDKEYKa3aHHBIM ITYHKTaM:

1. Ilpennaraemeie Bamu 5% OT CTOMMOCTH KOHTpaKTa Ha MOOMITU3alMOHHBIE pacXobl B 4 pasza
Menblie 20%, yKa3aHHBIX HaMU B IPOEKTE KOHTPAKTA, M HE IMOKPBIBAIOT HAIIM PACXOAbI MO
MOATOTOBKE K PEMOHTY.



2. 7,5% OT CTOMMOCTH KOHTpakTa B CBOOOJHO KOHBEPTHPYEMOH BaJlIOTE HE IO3BOJIAT HaM
3aKyIHUTh B TPETHUX CTPaHaX HEOOXOAMMOE KOJIMYECTBO MaTepuaioB u mebenu. 12%, yka3aHHble
B [IPOEKTE KOHTPAKTA, pACCYMTAHBI UCXO/SI U3 PEAIbHOU MOTPEOHOCTH B TaKOM 000pY/I0BaHUU U
YUUTHIBAIOT TOJBKO CTOMMOCTh MaTepHaJOB Ha 0a3e MHUPOBBIX LI€H, CTOMMOCTh (paxTa,
CTPaxOBAaHMs U HAIIM 3aTPaThl IO OpPraHU3alUH 3aKyIKU U JOCTABKU MaTEpUAJIOB.

3. EnMHNYHbBIE pacLieHKH CTOUMOCTH paboydeil CHIIbl U MaTEpUasIoB, yKa3aHHBIE B HAILIEM IIPOEKTE
KOHTPAKTAa, paCCUUTAaHbI 10 O(PULMATBEHBIM TOKYMEHTaM, [OJYyYEHHbIM HaMH y MOTEHLNAIbHBIX
CyOnoIpsAYUKOB -MECTHBIX CTPOUTENBHBIX (PUPM.

YuuThIBas BBILIENU3I0KEHHOE, MBI IPOCUM Bac cHATh Bamm 3amedanus 1o ykazaHHBIM ITyHKTam
U COTVIACUTHCS ¢ HAIMMU IIPEUIOKECHUSMH B TPOEKTE KOHTPAKTA.

B noarteep:kieHne Hallel MO3ULIKMK HamnpasiisieM BaM 1010IHUTENBHBIE MaTEpHAalIbI [0 pacueTaM
pasMepoB MOOWIIN3ALMOHHBIX PACXO/I0B, a TAKKE KOIUM NPEJIOKEHUH GUPM U JOKYMEHTOB 110
€MHUYHBIM paclieHKaM.

C yBaxxeHueM...

VBaskaeMblIe rocIiojia,

bnarogapum Bac 3a mpeniokeHue oT 9 sHBaps Ha 3akajouHyiro nedb. Ha Hac mpowussesno
OJaronpusATHOE BIEYATICHHWE KAyecTBO BAlIMX I€4Yei, HO Mbl CUHTA€M, YTO II€HA CIIHUILKOM
BbICOKA. LleHbI, Ha3HAYEHHBIE IPYTUMU MMOCTABIIMKAMU, B cpefHeM, Ha 10% Hmxe. Tem He MeHee,
BBHJly BBICOKOTO KadeCTBa BalllMX I€4el Mbl T'OTOBBI 3aKJIIOUUTh C BAMM CHEJIKY, €CIH BbI
IIEPECMOTPUTE LIEHY.

Ecnu BbI cHuzute nieny Ha 5%, Mbl pa3MecTuM 3aka3 Ha 10 3akanouHbix neueil. Mbl nosaraem,
YTO BBHJly OOJIBILIOTO pa3Mepa 3aKasa, Bbl Hal1eTe BO3MOKHOCTh CIENIaTh YCTYIIKY.

C yBaX€HUEM...

CORRESPONDENCE RELATING TO PRICES

Dear Sirs,

We have carefully studied your comments on our draft contract for renovation of your office in ...
on a «turn-key» basis.

We have accepted some of your requests and instructed our representative to amend die draft
contract accordingly.

Much to our regret, we cannot accept your suggestions on die points listed below:

1. The 5% of the contract value suggested by you as advance is 4 times less than the 20% stated
by us in our draft contract and is not sufficient to cover our expenses on the organization of
renovation.

2. The 7.5% of the contract value in free currency will not allow us to purchase the required
materials and furniture in third countries. The 12% stated in our draft contract is based on the
actual requirements in the equipment and covers only the cost of the materials, according to world
prices, freight, insurance and our expenses on arranging the purchase and delivery of the materials
to the construction site.

3. The unit costs of labour and materials stated in our draft contract are calculated on the basis of
official documents, received by us and would - be subcontractors - your local civil-engineering
firms.

In view of the above we ask you to withdraw your suggestions on the above points and agree to
the provisions of our draft contract

To substantiate our point we are sending you additional materials on our calculations of
mobilization expenses as well as copies of offers and materials containing unit costs.

Faithfully yours,...

Dear Sirs,



Thank you for your offer of 9 January for a hardening furnace. We are favourably impressed by
the quality of your furnaces, but feel that the price is rather high. The prices quoted by other
suppliers are, on average, 10% lower. However, in view of the high quality of your furnaces, we
are ready to make a deal with you if you re-examine your prices.

If you reduce your price by 5%, we shall place an order for some 10.000 hardening furnaces. We
trust that in view of the size of the order you will see your way to making this concession.

Yours faithfully,...

IIepenuncka mo Bonpocam (popM pacyeToB M YCJIOBHAM ILIATEkKA

VBaskaeMblIe rocIiojia,

C coxanenneM coobmaem BaMm, 4TO 110 HacTOsIIEro BpEMEHHM MBI HE MOJy4ymsio oT Bac
OaHKOBCKYIO TrapaHTHIO.

B cBs3u ¢ aTuM MBI X0Tenu Obl HaOMHUTH Bam o Bamewm nucbme ot 20 mas c. 1., B KoTopoM Bbl
NPOCHJIM HAC M3MEHUTh AaKKPEIUTHUBHYIO (OpMY pacueroB, B CBS3M C TPYIHOCTIMHU H
JOTIOJIHUTEIBHBIMH PAaCX0/1aMH, CBA3AHHBIMU C OTKPBITUEM aKKpPEIUTUBA

[lonumass Bamm TpyaHocTH, oOBeAMHEHHE TNONLIO Bam HaBcTpeuy W Jano coriacue Ha
MHKAaccoBYI0 (hopMy pacyeToB. Bbl MpHUHAIM MpeiokKeHHY0 (OopMy pacdeToB M 00XKalUCh
MIPEICTaBUTh B TPEXHEAENbHBIM CPOK rapaHTHIO NepBokiaccHOro O6anka Ha 80% crommoctu
KOHTpAKTA.

[locne monmucaHusi JOMOJIHEHHS K KOHTPAKTy, Halle OOBEAMHEHHE pa3pelinio 3aBOJIY-
M3TrOTOBUTEIIO HAYaTh OTIPY3KY 3allaCHBIX YacTel B MOPT.

B cBs3u ¢ 3amepxkoil B mpeactaBieHud Bamu GaHKOBCKOM rapaHTHU, Mbl OBLIH BBIHYKICHBI
MIPUOCTAaHOBUTH TOCTaBKY BBIIIEYKa3aHHBIX 3alacHbIX yacTed. B Hacrosiee Bpems B MOPTY
Haxoautcs 6osee 500 TOHH 3aMacHBIX YacTel, M pacXobl O UX CKIaIUPOBAHHIO Oy1yT OTHECEHBI
Ha Bam cuer.

Ms1 pocum Bac HezamennuTensHO COOOMIMTH HaM, Korja OyneT mpeacTaBiieHa OaHKOBCKAs
rapaHTHsi, ¥ IOATBEPAUTH COITIACUE OIJIATUTh PACXO/bl IO XPAaHEHUIO 3aI19acTei B MOPTY.

C yBaXEHUEM...

CORRESPONDENCE PERTAINING TO METHODS AND TERMS OF PAYMENT

Dear Sirs,

Much to our regret we have to inform you that so far we have not received a bank guarantee from
you.

In view of the above we would like to remind your of your letter of 20th May, this year, in which
you asked us to change me method of payment by L/C as inconvenient owing to the difficulties
and extra expenses connected with its opening.

Understanding your difficulties, our objedinenije made you a concession and offered payment for
collection terms. You accepted the proposed method of payment and undertook to submit within
three weeks a first-class bank guarantee for 80% of the contract value.

After signing the addendum to the contract, our objedinenije instructed the manufacturing works
to start shipping the spare parts to the port.

However, as we are still without your bank guarantee we have had to suspend the shipment of the
above spare parts. At present more than 500 tons of spare parts are at the port and die expenses on
their storage will be charged to your account

We urge you to inform us immediately when the bank guarantee will be submitted and ask you to
confirm your consent to cover the expenses on the storage of the spare parts kept at our port.
Yours faithfully,...

Ilepenucka nmo BonpocaM rapaHTHH M YCTPAHEHU IO 1e(PeKTOB



YBaxkaemble TOCII0JIa,

Mg nonyuunu Barie nucemo ot 20 nexalps ¢. T. 1 ObUTH yIUBIEHBI Bamm penieHueM npoijinTh
rapaHTUIHBINA MTEPUOJI Ha TEHEPATOP, BRIIEAIINN U3 CTPOS U3-3a N€(PEKTOB 3aBO1a-U3TOTOBUTEIS
TOJIBKO Ha OJIUH MECHIL.

B cBsi3u ¢ aTM MBI XoTenu Obl oOpaTuTh Bamie BHuManune Ha CTaThbio 7 HalIero KOHTPaKTa,
pelyCMaTPUBAIONIYIO MPOJIJICHUE TAPAaHTUHHOTO MEepHoJia B CIy4ae BBIXOAA O0OPYIOBAHHS W3
CTpOSs IO BUHE 3aBOJa-U3TOTOBUTENS HAa CPOK, B TEUEHHE KOTOPOTO 000PYAOBaHKE MTPOCTAUBAJIO.
Bam, xoHe4YHO, M3BECTHO, YTO MBI HE3aMEIUTEIHLHO cOoOOmIIIn Bam 0 BbIXOJE TeHepaTtopa u3
ctposi. Ognako Bamm mpeactaButenu mpuObUIH C OONBIION 3aJEPKKOM, B pe3yslbTaTe Yero
reHepaTop ObUT MYILEH B KCIUTyaTalUIO TOJIBKO Yepe3 JIBa Mecslia MOCe ero MOJIOMKH.

Bonee Toro, mbpl ObuUM yaWBICHBI BammM OTKa30M MOJHOCTHIO BO3MECTHTH HaM YOBITKH,
BbI3BaHHbBIE IPOCTOEM I'€HEpaTOpa.

[To wamemMy KOHTpakTy 3aKa3dMK HWMEET MPaBO TPeOOBATh YIOBICTBOPCHHS MPETEH3HM,
BO3HUKIIIUX B CBSI3U C BBIXOJIOM 00OPYIOBAaHUS M3 CTPOSI 1O BBILIEYKa3aHHBIM IPUYUHAM.
[IpuHrMast BO BHUMaHUE 3TH COOOPa)KE€HUs, Mbl XOTEeJIU Obl BO3OOHOBUTH HAILIM NIEPETOBOPHI U
OKOHYATEJILHO ONPECTUTh AaTy UCTEUEHUS TAPAaHTUIHHOTO TIEPHO/Ia U PEIIUTH BOIIPOC O MOJHOU
KOMIIEHCAIIMH HAIINX YOBITKOB.

C yBaxkeHUeM...

VBaskaeMblIe rocIiojia,

Mpsr nonyunnu Bamie mucbMo, B KOTOpoM Bbl coolimaere o BBIXOAE M3 CTPOsI TeHepaTopa U
TpeOyeTe, 4TOOBI MbI HEMEAJIEHHO YCTPaHUIU J1e(heKThl, BHI3BABILIME BHIXOJ] T€HEPATOPA U3 CTPOSI.
B c¢BsI3M ¢ PTUM MBI XOTMM HAIIOMHUTE BaM, 4TO B COOTBCTCTBHU C HalMM KOHTPAKTOM,
MOAMMCAHHBIM Ha YCJOBHUSX «IOJ KIKOY~ OHKCIUTyaTallksl CTaHUUU B TEYEHUE T'apaHTUWHOIO
Hepuoja OCYIIECTBISETCS MEPCOHAIOM 3aKa3uMKa MPH CTPOroM COOJIOJCHUH MHCTPYKIUI IO
AKCIUTyaTalllH.

CpouHO TpUOBIBIIUHN TMpeICTaBUTENbh 3aBOAA-U3TOTOBHUTENS COOOIIMI HaM, YTO OH OCMOTpEI
reHepaTop B nNpucyTcTBuM MHkeHepa M Mpuiiesl K BBIBOAY, YTO BBIXOJ M3 CTPOs T€HEpaTopa
MPOU30IIeNl U3-3a TpyOoro HapyiieHus Bammm mepcoHamoM HMHCTPYKIMNA IO SKCIUTyaTaluu
reHeparopa,

BBI/IIIy CCPBC3HOCTU MOBPCIKIACHHUA I'CHEpATOpa MPCACTABHUTCIIb 3aBOAA-M3TOTOBUTCIIA CUUTACT
1eraecoo0pa3HbIM 3aMEHHUTD OT/IEIBHBIE €T0 Y3TIbL.

B cnoxuBiielics cuTyay Mbl IIpejaraéM Cpo4yHO IPOBECTU NEPEroBOpbl U 00CyIuTh ¢ Bamu
BOIIPOC O MOCTAaBKC NJOIIOJHUTCIIBHBIX Y3JIOB K TCHCPATOPY, UX MOHTAXa U HAJTaJIKHU.

C yBaXEHUEM...

CORRESPONDENCE RELATING TO GUARANTEES AND ELIMINATION OF
DEFECTS

Dear Sirs,

We have received your letter of 20th December, this year, and are puzzled by your decision to
prolong for only one month the guarantee period for the generator which broke down owing to
manufacturing detects.

In view of this we would like to draw your attention to Clause 7 of our contract providing for the
prolongation ‘of the guarantee period, if the equipment breaks down owing to the defects of the
manufacturing plant for the period during which die equipment stood idle.

You certainly know that we duly informed you about the breakdown of the generator. Your
representatives, however, arrived at the plant after a big delay aii a result of which the generator
was put into operation only two months after its breakdown.



Moreover we are surprised at your refusal to compensate us fully for the losses caused by the idle
time of the generator.

Under our contract the Customer has right to make a claim if the equipment fails due to the above
reasons.

Taking into account the above, we would like to resume our talks and to finalize the date of the
expiration of the guarantee period and to solve the matter of fall compensation of our losses.
Yours faithfully,...

Dear Sirs,

We have received your letter in which you inform us about the breakdown of the generator and
request us to eliminate immediately the defects which caused this failure.

In this connection we would like to remind you that under our contract signed on a «turn-key»
basis, the operation of the station during the guarantee period is carried out by the Customer’s
personnel who are responsible for the strict observance of the operation instructions.

The representative of the manufacturing works who immediately arrived at the plant, informed us
that he had examined the generator in the presence of the representative of the Engineer and had
come to the conclusion that the generator failed because your personnel had seriously infringed
the operation instructions.

As the damage to the generator is serious, the representative of the manufacturing works finds it
advisable to replace of its parts.

Under the circumstances we suggest arranging talks without delay so that we could discuss the
delivery of additional parts for the generator,, their erection and adjustment.

Truly yours,...

IIepenucka no Bonpocam (popc-MaKOpHBIX 00CTOATEIBCTB

YBaxkaemble TOCIIOJIa,

Hactosmum coobmiaem, 4To BBUAY OOCTOSITENBCTB HEMPEOJONMMOM CHIIBI (M3-32 CHIBHOTO
LITOpMa) MOPT ... BpEMEHHO 3aKPhIT U MBI HE CMOKEM IIOCTaBUTH Balie cyaHo 1o pa3rpy3Ky.
Msl 6ynem Bam oueHb npusHaTenbHbl, eciau Bol 3anepxure oTrpy3Ky 000py10BaHMs 10 HAIIETO
YBEIOMJICHHSI O TMpeKpameHuu (opc-MakOpHbIX 00cToATenbCcTB. Haneemcsi, dYto 9dTa
KpaTKOBPEMEHHAs 3aJIepKKa HE CKa)KeTCsl OTPULIATEIbHO Ha rpauKe MOCTaBOK.

C yBaKe€HUEM ...

CORRESPONDENCE ON FORCE-MAJEURE (CIRCUMSTANCES)

Dear Sirs,

This is to advise you that because of force-majeure circumstances (because of a heavy storm)
port... is temporarily closed and we shall not be able to place your vessel for unloading.

We shall appreciate it if you suspend shipment of equipment till we notify you about the end of
force-majeure circumstances.

We hope this short delay will not affect the schedule of deliveries.

Yours faithfully,...

IIepenucka mo BOpocaM peKJaManui U yperyJIupoBaHHsI KOHTPAKTOB

YBaxkaemble TOCII0JIa,

[MonTBepknaem nonydyenue Bamiero nucbMa ot 5 ceHTAOPS C. T., U3 KOTOPOTO MBI Y3HAIH, YTO Bl
IPEABSBISIETE HAM IPETEH3UI0 HA CYMMY ... JOJUIAPOB 32 3aJEpKKy B Ieperade TeXHUYECKON
nokyMeHTauuu 1o Konrpakry Ne...

MBpI THIATENBHO paccMOTpeny Bamry npeTeH3uio U JOKHBI COOOLIUTD, UTO 33/IepXkKKa B epeaaye
TEXIOKYMEHTAIIUU MTPOU30IIIA HE 10 Hamie BuHe. Mbl XxoTenu Obl HanmoMHUTh Bam, uro [TyHKT
6) BBIIIEYKAa3aHHOT'O KOHTpAKTa MpeAycMaTpHUBaeT Mepefady TeXIOKYMEHTallud B TEYEeHHEe 3



MECSIIeB N0CiIe OTKPBITHS BaM? B Hally oJib3y O€30T3BIBHOTO AKKPEUTHBA B ... 0aHKE HA CyMMY
... 10J71apOB. BBl 00513a/1MCh OTKPBITH AKKPEUTUB J10 5 UIOHS C.T., PAKTUYECKH K€ OH OBLIT OTKPBIT
Bamu 25 urons, T.e. ¢ ommo3jganueM 0oJjiee 4eM Ha OJIH MECHII.

Takum o0pa3zom, Bbl Hapymmim KOHTPakT B OTHOLICHHM YCJIOBHH IUIaTeXka, YTO M BBI3BAJIO
3aJIep’KKY B Ilepefiadye TEXJTOKYMEHTALMU U, CIEI0BAaTENbHO. Bbl HE MOXKETE BO3/1araTtb Ha Hac
OTBETCTBEHHOCTb M TPeOOBATD yIJIATHI HEYCTOMKH.

C yBaXEHHUEM...

YBaxkaeMble Tocoja,

Bam cuer-gakTypa U nochlIka, B KOTOPOM JOJDKHBI ObUIM OBITH 3aIYacTH MaHEIN YIpaBJICHUS
AJIEKTPOIEYbI0, TPUILTH Buepa. [Ipyu BCKPBITHHM MOCBUIKK MBI HE OOHAPYKUJIH 3aIaCHBIX YacTei,
KOTOpBIE MBI 3aKa3blBald. BMecTo HMX Mbl NOJIYYWIM JBa DK3EMIUIIpa HHCTPYKLUMH IO
JKCILTyaTaluu.

MBI BriepBBIE 32 MHOTO JIET HALLIETO COTPYAHUYECTBA IIPEABABIIIEM BaM IIPETEH3UIO U HaJeeMcs,
YTO BBl PACCMOTPUTE BOIIPOC 0€30TIaraTesbHo.

[Noxamnyiicta, mpociaenuTe, YTOOBI 3aIT9acTh, KOTOphIe HaM KpaiiHe He0OXOMMBI, TOIUIH 10 HAC
3aBTpa BO BTOPOMU MOJI0BUHE JIHS.

C yBaxkeHUeM...

VBaskaeMblIe rocIiojia,

C coxaneHneM HM3BEIIaeM Bac, 4TO OCMOTP OOpPa3IOB, MOCTABICHHBIX BaMU 1O KOHTPAKTy Ne
1107-01, moka3ai, 4TO OHM HE COOTBETCTBYIOT CIICIIM(PUKAIMIM KOHTPAKTA.

MpbI HE MOKEM HCIOJIB30BaTh ATy IMOCTABKY W HAJEEMCs, YTO BBI MIOCTABUTE APYTHUE OOpa3Ilbl
MaTepuana, KOTopele OyayT OTIpaBieHbl HEMEAJIeHHO. MBI yBepEeHBI, UTO Bl yJIEIUTE HaIlen
npoch0e T0JDKHOE BHUMAaHHE.

C yBaxxeHueM...

CORRESPONDENCE ON CLAIMS AND ARBITRATION

Dear Sirs,

We acknowledge receipt of your letter of September 5, this year, from which 1 we have learned
that you make a claim on us for the sum of ... dollars for the delay in submitting the technical
documentation under Contract No ...

We have c are fully studied your claim and must inform you that the delay in submitting the
technical documentation occurred through no fault of ours. We would like to remind you that
Article 6 of the above contract provides for the submission of the technical documentation within
three months after you open an irrevocable letter of credit in our favour with the ... bank for the
sum of... dollars. You undertook to open the letter of credit before June 5, this year; it was actually
opened by you on July 25, i.e. more than a month overdue.

Thus, you have infringed the contract in respect of terms of payment, which has caused the delay
in submitting the technical documentation and consequently you cannot hold us responsible and
claim damages.

Yours faithfully,...

Dear Sirs,

Your invoice and a parcel, supposed to contain spare parts for electric furnace control panel,
arrived yesterday. On opening me parcel we did not find the parts we had ordered. Instead, we
received two copies of maintenance instruction. This is for me first time in many years of our
cooperation that we had the reason to complain and we hope you will look into the matter without
delay. Please make sure the spare parts we need so urgently reach us tomorrow afternoon.

Yours faithfully,...



Dear Sirs,

| We regret to inform you that the inspection of the samples shipped by you against the Contract
No. 1107-01 has shown that they are not in accordance with the contract specifications.

We can not make use of this delivery, and we hope you will kindly arrange for further samples of
the material to be dispatched immediately. We are sure you will give our request your immediate
attention.

Yours faithfully,...

Ilepenucka o KOMAHAUPOBAHUIO CIIENMAINCTOB

YBaxkaemble TOCIIOJIa,

B cBa3u ¢ Bammum 3ampocom u B moarBepikaeHHe Oecenpl ¢ BamumMm mnpencraButenem,
TOCIOAMHOM... coobmaeM Bam, yto Mbl Mornu Obl HampaBuTh no Bameit mpocsbe rpynmy
BBICOKOKBAIM()UIIUPOBAHHBIX CHEIMAJIMCTOB JJIs OKa3aHMs TEXHUYECKOro COJCHCTBUSA B
COOpPYKEHHH 3aBOJIa M MOJATOTOBKE O0OPYAOBaHMs LIEXOB 3TOr0 3aBOJIa K HalaJKe U IyCKy B
9KCILTYyaTalUIo.

Tax Kak CTpOUTENIbHBIE U MOHTAXHbIE PAOOTHI TOJKHBI OJHOCTHIO COOTBETCTBOBATH NMPOEKTAM
[locraBuiuka, Mbl MOTJIM ObI BKJIFOYHUTH B 3TY I'PYIILY CHELMAINCTOB aBTOPCKOTO HA30pa.
OCHOBHBIE YCIIOBHSI, HA KOTOPBIX MbI OOBIYHO HAIIPABIISiEM CIICIIHATUCTOB 32 pyOekK, CIeAYIOIIHE:
BbI 10KHBI BO3MECTUTh HAM PACXObI TIO:

- MeCA4YHBIM cTaBKaM B foyitapax CHIA,

- IOJTbEMHBIM [TOCOOMSM 32 KaX10r0 CIEeIHUaINCTa,

- CTOUMOCTH NPO€3/a CIEUATNCTOB U WIEHOB UX ceMei n3 MOCKBBI 10 ... U 0OpaTHO caMOJIeTOM
10 HOPMaM TYPUCTHYECKOIO KJlacca,

- CTPaXOBaHUIO CIIELUAIUCTOB B... OT IPOU3BOJCTBEHHBIX PUCKOB U HECUACTHBIX CIIy4aeB.
Kpowme Toro, Bel 10KHBI 32 CBOM cUeT 00ECTIEUNTh BCEX CIICIIUAIMUCTOB, IEPEBOAYUKOB 1 YWICHOB
UX ceMel HaJJIekaluM o0pa3oM MeOIMPOBAaHHBIMU KBapTUPAMH,

BbI Takoke 10KHBI 00€CTIeYUTh HAlllUX CIIEHHaINCTOB TPAHCIIOPTHBIMU CPEACTBAMH BO BpeMs MX
KOMaHJIMPOBOK IO CTPaHE U MPEAOCTABUTh UM OECIIATHYIO MEIUIIMHCKYIO MOMOIIb, BKIIOYAs
TOCHUTAIU3ALMIO.

MpI ObI XOTEIH OTOBOPHUTH, UTO, €CJIN CIIELIUATIUCT 3200JI€ET B [IEPHO/] CBOETO ITPEObIBaHUS B... Bbl
HE JIOJKHBI IPHOCTAHABIIMBATh BBIIUIATY MECSYHBIX CTABOK 32 BpeMs €ro 00JIe3HHU.

KonunuectBo HampaBiasieMbIX HaMU CHEIMATUCTOB OyJIET 3aBHCETh OT 00beMa ... HEOOXOAUMBIX
pabot. Cpoku npeOpiBanus uX B Baieii ctpane mojiexxat corjaacoBaHHIO BO BpeMsi IEPETOBOPOB.
Knem Bamero orsera.

C yBaxxeHUEM...

CORRESPONDENCE ON SENDING SPECIALISTS ABROAD

Dear Sirs,

In connection with your enquiry and in confirmation of our talk with your representative Mr... we
are informing you that if requested we could send a group of highly qualified specialists to render
technical assistance in constructing a plant and preparing the equipment of the shops of the above
plant for adjustment and putting into operation.

As the construction and erection works shall be in lull conformity with the Supplier’s designs, we
could include in this group specialist to carry out the designer’s supervision.

The general conditions on which we usually send our specialists abroad are the following: You are
to reimburse us for the following expenses:

- monthly salaries in $ USA,

- transfer allowances for each specialist,



- round trip air traveling expenses, tourist class, of the specialists and their immediate families,

- the insurance of specialists with ... against professional risks and accidents.

You are also to provide at your own expense all specialists, interpreters and their families with
adequately furnished air-conditioned accommaodation.

hi addition you are to provide our specialists with transport facilities for business trips in the
country and free medical service, including hospitalization.

We should like to stipulate the fact that if a specialist falls ill during his stay in ..., you are not to
suspend payment of the reimbursement rates during his illness. The number of specialists sent by
us will depend on the volume of works. The period of their stay in your country is to be agreed
upon during negotiations. Awaiting your reply,

Yours faithfully,...

Ilepenucka 1o BoONMpocaM COTPYJHUYECTBA HA YCJAOBUSIX MNOAPAAA «IMOA KJIOW.
IIpenxkoHTpaKkTHASI MEepeNUCKa

VBaskaeMblIe rocIiojia,

bnaromapum Bac 3a Bamu 3amedanus v nmpeisioskeHus1, KOTOPBIE BbI CJIETIAIH MO HAILIEMY IIPOEKTY
KOHTPAaKTa Ha CTPOUTEIHCTBO aBTOCOOPOYHOTO 3aBO/IA.

Coobmaem Bawm, 4To, M3y4nB BBIICYIIOMSHYTHIE 3aMEUaHUS, MbI COTJIACHIIMCH C HUMU B IICJIOM U
TOTOBBI BKJIFOUUTh UX B KOHTPAKT.

OnHOBpEMEHHO MBI XOTENH OBbI emé pa3 OTMETHUTh, YTO B COOTBETCTBHH C HAIIMM TPOSKTOM
KOHTpakTa Ha CTPOUTEIBCTBO «IOJA KiIo4Y» 3aBoja [loxpsmuuk Oepér Ha cebs BClO
OTBETCTBEHHOCTH 32 OPTaHHU3AIIMIO U BBHIITOJTHEHUE BCEX CTPOUTEIHHBIX PalboT.

CrpowuTtenbHble pabOThl OYAYT BBITOTHATHCS POCCUUCKUMU CIICIIMAIUCTAMH, & TAK)KE MECTHBIMU
¢bupmamu, KOTOpble OyayT HAHSATHI HA YCIOBUSX cyOmoapsga. PaboTel, BBIMONHSIEMBIE 3TUMU
dbupmamu, OyayT  KOHTPOJUPOBATHCS  BBICOKOKBATHU(MUIUPOBAHHBIMH  POCCHUHCKUMH
CIIELUATIUCTAMU, CTOMMOCTh YCIYr KOTOPBIX BKJIIOYEHA B IIEHY KOHTpakTa. MbI yxke
O03HAKOMWINCh C 3TUMHU (upMamMu U cuuTaeM. UTo oHHM 00Janal0T HEOOXOAUMBIM OIIBITOM,
KBaTM(UKAIIMEH M JTOCTATOYHBIMH BO3MOXKHOCTSIMU JUIsl BBIMOJHEHHUST PabOT, KOTOPHIE MBI
cobupaemcsi UM OPYUHUTh.

B c¢Bsi31 ¢ BbIIIEU3105KEHHBIM TPOCUM Bac paccMoTpeTh HACcTOSIIEE MUCHMO U B CITy4ae COTJIaCHsI
¢ HuUM TenerpadupoBaTh HaM 0 Bareit roTOBHOCTH MOANMCATh KOHTPAKT.

B oxumanuuy CKOpEMIero 0TBETa, C YBaKECHUEM ...

CORRESPONDENCE PRECEDING CONCLUSION OF CONTRACTS

Dear Sirs,

We thank you for your comments and proposal on our draft contract for the construction of the car
assembly plant.

We are glad to tell you that having studied your amendments, we accept them on the whole and
are ready to introduce them into our contract.

At the same time we would like to re-state that in accordance with our contract for the construction
of the plant on a ‘turn-key’ basis the Contractor assumes full responsibility for the organization
and execution of all civil works.

The civil works shall be carried out by both Russian specialists and local firms engaged as
subcontractors. The works to be executed by your local firms shall be supervised by competent
Russian specialists, the cost of their services is included in the contract price. We have already
made enquiries about the firms and believe that they have sufficient experience, competence and
facilities to execute the works we intend to entrust to them. In view of the above we ask you to
consider the present letter and if the contract is of interest to you to let us know by cable when you
are ready to sign it.



We look forward to your prompt reply.
Yours faithfully,....

Ilepenucka mo BonpocaM 3aBepiieHHs BHITNOJHEHUSI KOHTPAKTHBIX 00513aTEJILCTB
VBaskaeMblIe rocIiojia,

Hacrosimum cooOmaem Bam, 4To MBI 3aBepiiaeM BBIIOJHEHHE OO0S3aTEIBCTB IO HAIEMY
KOHTPAaKTy Ha CTPOUTEILCTBO B Bamieil cTpaHe ¥ NpoBOAUM MOATOTOBUTEIbHBIE PaOOTHI K
OTIIPaBKEC B Poccuro yactu CTPOUTECIBHOI'O 06opy)1013aHI/1;1 N HCUCIIOJBb30BAHHBIX MaTCPUAJIOB,
Bge3énnbix B Baiy cTpany Ha yciIoBUSIX BpEMEHHOTO BBO3a.

CORRESPONDENCE PERTAINING TO COMPLETION OF CONTRACTUAL
OBLIGATIONS

Dear Sirs,

This is to inform you that we are completing the fulfillment of obligations under our contract for
the construction of the ... in your country and are making arrangements for taking back to the
Russia part of the building equipment and unused materials brought to your country on a re-
exportation basis.

Pa3nes 3 [lesioBasi mepenucka Ha npeanpuATHH
Tema 3.3. UHTEepHeT-IEpEenNCKA
MpakTnyeckue 3ansiTus 29-32

Lesgb paGoThl: akTHBM3alMsA JIGKCUKM 110 TEME B Pa3HbIX BUAAX AEATEIbHOCTU. YTEHHUE,
ayaupoBaHue, ToBopeHue. Vcronb30BaHue 3JEKTPOHHOM MOUTHI, OTIPABICHUE (PAKCOB.
Jlekcuueckue ocobeHHocTH MHTEpHEeT 001eH s,

O0opynoBanme: pa3IaTOYHbIA MaTepHall, BUICONPOCKTOP, YUCOHUKH, CIOBAPH.

9HCKTp0HHO€ MMHMChMO Ha aHTJIUMCKOM SI3BIKE — mpuMep

Huxe npeacrasinen psi o0pa3nos ppas, KOTOpbIe MOTYT OBITh IIOJIE3HBI, €CJIU BbI
MUILETE JIEJI0BOE WIH HEPOPMAIBHOE MUCHMO.

Kak Havath nepenucky 1o email Ha aHTIHICKOM?
[TposiBUTE BEXIMBOCTD ¥ HAUHHUTE TIEPETINCKY C BEXKIIMBOTO OOpAIICHUS:

o Dear Mr. Parker, / Dear Ms. Parker, / Dear Mrs. Parker, — Mr, — muctep, Ms. —
o6pameHI/1e K He3aMy)KHeI71 JamMe, Mrs. — 06pameHHe K 3aMy>i(HeI>'I JaMe.

e Dear Sir, mu6o Dear Madam, — eciiu BbI 3HaeTe 1oJI aapecara, HO HE 3HA€Te UMCHH.
o Dear Sir or Madam, — ymmotpeGusiiTe B city4yae, €Clii HE 3HaeTe TOJ aJipecaTa.
o Dear partners, Dear colleagues — YBaxxaeMmbie mapTHEepsbI, ¥ BakKaeMbIe KOJUICTH.

« Hi Katya, Hello Katya — Ipuset, Kats. Takoe oGpaiieH#ie npuemMaeMo B Cirydae
HeopMaTbHOM MEPEMUCKH.

[Ipu popmupoBanumn HEPOPMAIBHOTO eMeiiIa IPUBETCTBUE MOKET OBITh JIFOOBIM, Ha Ballle
YCMOTpEHHE.

[IepBoe npenyioxkeHne B IMCbMe
Bynyun nHunmaTopom nucbMa, MoKeTe HauaTh MpeIoKEHHE ¢ (pa3bl:
e | am writing in connection with — S mury B cBsi3m c...
e | am writing to draw your attention — {1 numy ¢ nensto npusieysb Bamie BHIMaHKE K. . .
« | am writing you to enquire about — I murry s TOro, 4TOOBI Y3HATH O. ..
e | am writing on the subject of — I numy mo npudmge. . .
e | am writing in reference to — $I Uiy OTHOCHTENBHO. ..
OTBeuas Ha MOTYYEHHOE MTUCHMO, PYKOBOICTBYUTECH HUKEYKAa3aHHBIMU (ppazaMu:
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Thank you for your email of 23th of May, asking about... — biaroxapro Bac 3a mucsmo
oT 23 Masi ¢ BOIPOCOM O...

Thank you for your prompt reply. — Brarogapro Bac 3a ObIcTpbIii OTBET.
Thanks for getting back to me. — brarozmapro 3a To, 4TO OTBETHIIN MHE.

Thank you for contacting our company. — biarogapum Bac 3a o6pariienne B Hamry
KOMITaHHIO

SaxrounTenbHas Gpasza B JEKTPOHHOM MHUCHEME

OdunanpHas (pasza TOHECET 10 aApecara, KaKuX JICHCTBUHN BbI OT HETO 0XKHJIACTE.

If you have any questions, please feel free to contact me. — Eciiu y Bac ectb kakue-mu0o
BOIIPOCHI, MOKATYHCTA, CBIKUTECH CO MHOIA.

I look forward to your reply/hearing from you — C nereprnenuem xay Baiero otsera.
Thank you for cooperation — birarogapto Bac 3a coTpyaHruecTBO.

Bnoxxenus:

Ecmm x NMHUCbMY IMPUKPCIUICHBI BJIIOXKCHU A, HAITUIIIUTC 00 3TOM B IIUCHEME:

Please find attached... (documents from the meeting). — [loxanyiicta, HaiiauTe BO
BIIOJKCHHU. ...

[ am attaching... (our commercial offer). — S mpuararo...

B koHIIe ichMa, Tiepe 1 BallliM UMEHEM B TIOATIHCH, HCITOJB3YIOTCS 3aKITIOYHTEITBHBIC
BEXKJIUBBIE (hpas3bl:

Truly yours; Yours faithfully (TTpenanusiii Bam).

Your very sincere friend (Barmr uckpenuuit gpyr).
Lovingly yours (JIro6smuii Bac).

Yours ever; Ever yours, Yours as always (Bceraa Bamn).
Yours cordially (Cepaeuno Bam).

HpI/IMCp JCJIOBOT'O ITMChbMaA Ha AHTJIMHACKOM SI3BIKE:

AZpec 3neKTPOHHOI NoYTk! NoNyYaTens

Subject: Meeting on the 26th March at 11 a.m

Dear Mr. Smith,

| am writing to inform you that we are holding a meeting next month. Could

you please let me know if you can attend the meeting on the 26" March at 11
a.m.?

Yours sincerely,

Michael Jenkins

IIpuMep 1e/10BOro NUCHMA MO BbIIIEYKA3aHHOM CTPYKTYpe:

Dear Mr McAdam,

With reference to your last email regarding the current situation with the Skipton Airport
Project, I can confirm the following:
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We successfully completed stage 2 on Monday and at present we are preparing to start stage
3. On the whole, the project is going well. We have not encountered any problems with the
machinery but there are still some minor issues with the delivery system.

As was pointed out in our last meeting, the problem with the delivery system is due to the
software. It is a very common software issue and we just need time to correct the code. Rest
assured that this issue is being looked into and we are confident that it will be resolved by the
end of the month.

Please accept my apologises for not receiving a copy of the updated project report earlier. Please
find attached a copy of the report at the end of email.

Concerning your question about the post-installation support package, | can confirm that we
provide both remote and call-out site support 24 hours a day, 365 days a year. This covers
remote monitoring, a service every 3 months, service engineer visits and the cost of all parts and
labour.

With regards to your request to extend the period of post-installation support from 6 months to
12 months. May | suggest that we discuss this matter at the next project update meeting?

I hope that this answers your questions.

If you require any further assistance, please do not hesitate to contact me on my mobile, 07340
7602133.

| look forward to hearing from you.
Best regards,

James Brown,

Project Manager,

ABC Company

T+1(111) 11111 11 (int.211)
F+1(111) 1111111

M +1(111) 1111111

E 1@abccompany.com

W www.abc.com

Email-aTuker 1 cTHIBb MepPeNnUCKN HA AHTJINHCKOM

BHe 3aBHCHMOCTH OT TOTO, C KEM M Ha KAKOM $I3bIKE BbI BE/IETE NIEPENUCKY, HE 3a0bIBaiiTe Mpo
npaBwia email-aTukera.

1. M3naraiite nH(pOpMALUIO 0-1€J10BOMY, 0e3 JUIIHUX (POPMAJILHOCTEH.

CeroiHs LEHUTCS YMEHHE U3BSACHATHCS KOPOTKO U SICHO, TOTOMY YTO OHO SKOHOMUT Bpems. [1o
9TOM MPUYMHE JTyYIlle UCII0JIb30BaTh IPOCTHIE CJIOBA U HE 3JI0YNOTPEOIIATH LIBETUCTHIMU
¢bpazamu.

Bapuantbl

I need information about...

I need to know...

Please provide feedback on...
Do you know...

Could you please tell me...

I want to know...

What’s the status/update on...
Do you have details on...
You might be able to help with...
Can I have your opinion...

OTKaXXuTeCh OT JKaprOHHU3MOB JaXXE CCJIN Bbl O6IJ.IE[CTCCB C KOJUICTaMH, KOTOPBIC pa361/1pa10Tc;1 B
BOIIpOCE. Bamy NEPCIUCKY MOT'YT MICPECIIaTh JIIOAAM, KOTOPBIC HC 3HAKOMBI C TEMOH.

OTKaXUTECH OT IOYTOK U JTUYHBIX KOMMCHTApHECB
Ctporo opmanbHbIif CTHUIIL HE 00s3aTeNIeH, HO BaXKHO 3By4aTh IPO(eCCHOHABHO.



2. Ykaxure Temy nucbma (Subject).

CocraBbTe 3arojI0BOK, KOTOPBIH TIOJIHOCTBIO OTpaykaeT coaepkaHue. Yem MoHATHeE, O YeM UIET
peub, TeM ObICTpee COOeCeHUK MPOUNUTAET COOOIICHHE.

3. Ucnoab3yiiTe npodeccuoHalbHOe NPUBETCTBUE U M30eraiiTe naHMOpaTcTBa.

Het: «Hey», «Yo», «Hiyay.
Ha: «Deary», «Helloy», «Hi».

OOparuTe BHUMaHUE HA TUTYJ, UMS U T10JI COOECeTHUKA

B pycckom s3bike Bce npocto: MiBaHOBa, — KeHIuMHA, FIBaHOB — My»X4MHAa.

B anrnmiickom si3pike Bce He Tak ogHo3Ha4HO. K mpumepy, Jody Jonson, 310 My»4nHa WIn
xenmHa? GaMuins HaMm HU O YeM He cKkaxeT. bonee Toro, ums Jody HOCAT U My»XYHHBI, H
JKEHIUHBI:

Ecnu BeI HEe yBEpeHBI, KTO Balll COO€CETHHUK, YTOUHHUTE Y KOJUIET, HAAUTE ero akKayHT B
cormanbHbIX ceTsax. HazsaB Mr Johnson Mrs Johnson, BeI moctaBute ce0s B Heya00HOE
[IOJIOKEHHE.

4. Eciiv BbI BBOANTE B MEPENUCKY HOBOI'0 cO0eCeJHUKA, KPATKO ONMUIIHUTE MPeIbICT OPUI0
BOIIpoCAa.

5. He ucnonb3yiiTe KPpacHbIi LBET ISl IPUBJIeYeHUsI BHUMAHUS K Hjaee.

J1yis BBIICTICHUST UCTIONB3YIUTE CIICIUANIBHEIC clloBa U (ppa3bl, a He rpaduKy U [IBET:

I would like to underline — I ObI XOTEN MOAYEPKHYTH.

I would like to draw your attention — I ObI XOT€JI IPUBJICYH Balllc BHUMAaHUE.
Please pay attention — Iloskamyiicta, 0OpaTuTe BHUMaHUE.

Please note — Iloxanylicta, UMeWTe B BUY.

6. YoepuTe npeasioru Tam, rjae 310 BO3MOKHO

Bosbiioe KOIMUecTBO MPEASIOroB 3aTPYAHSIET HIOHUMaHNUE U co31aeT 3(P(EeKT «BOABD B TEKCTE.
K mpumepy, BMecto The meeting on December 1 about the marketing strategy — «BcTpeua
MIEPBOTO JIeKadpsi Ha TEMY MapKEeTHHIOBOM cTparerumny», Hanumute The December 1 Marketing
strategy meeting — «BcTpeda o MapKeTHHIrOBOM cTparteruu 1 nexadpsi».

Bmecto ¢hpa3oBsix riaronoB come Up With — npungymars, u find out — BBISICHUTB, UCTIONIB3YHTE
ux OecnpeniokKHble CHHOHUMBI generate u determine.

7. N30eraiiTe BOCKJINLATEILHBIX 3HAKOB

[lepenate aMoLIMHU Yepe3 ANEKTPOHHOE MUCHbMO CII0KHO. Bockiiniianue B TEKCTe
BOCIPUHHUMAETCS KaK MOBBIILIEHUE TOHA.

8. OTKa:kuTeCh OT CTPAAATEIBLHOIO 32J10Ta

Hert: The information was sentme by Peter — Nudopmarus Obia otnpasiena mue [lerpom.
Ha: Peter sent me this information — Iletp oTnpaBui MHe 3Ty HH(pOpMALHIO.

9. Ucnonb3yiiTe CINCKH

10. IlepeuyuTaiiTe NMCHMO Nepe OTHPABKON M NMPOBEPbTE HA NMpeAMeT OIMO0K M ONeYaToK.



OdopmireHue U CTPYKTYPa A€JI0BOI0 JJIEKTPOHHOI0 MUCbMa

Cocrapienue Jr000ro JeI0BOTO MUChMa Ha aHTITHICKOM SI3bIKE TIOJUUHSIETCS OOIIMM TPaBUIIaM:
Bech Tekct paznensiercst Ha ab3aribl 0€3 UCTIOIb30BaHMsI KPACHOW CTPOKH.

B BepxHEeM JI€BOM yIily MUChMa YKa3bIBACTCS TIOJTHOE MMsI OTITPABUTEIIS MIIH HA3BAaHHE
KOMITaHUH C aJ[PECOM.

Jlanee yka3bIBaeTCsl UM ajpecara U Ha3BaHWE KOMITAHUH, KOTOPO# MUChMO TPEHA3HAYCHO, a
TaKKe ee aJipec (C HOBOM CTPOKH).

Jlata oTnpaBieHHs YKa3bIBAETCS TPEMsI CTPOKAMHM HIDKE HIIM B BEPXHEM IPABOM YTy IMHChMa.
OCHOBHOM TEKCT JTOJKEH OBITh MOMEIIEH B IIEHTPaJIbHON YacTH MUChMA.

YeThIpbMsI CTPOKAMH HUKE CTABUTCS TIOJTHOE MM aBTOPA U JIOJDKHOCTb.

CTPYKTVYPA IIMCbMA

IIpuBercTBHE

Hcnonwayiite cnoa Dear, Hello, Greetings (ecnu BbI e1lie He 3HAKOMEI ¢ codeceHukoM) u Hi
(6mmxe x HehopMaTbHOMY).

CooOmenne
Oto camas nH(pOopMaTHBHAs 4acTh. B Hell MbI coob1maemM nHpoOpMaIHio, JaeM ACTal, CIIOPUM,
npeiaraeM uieu u T.J1.

3akpbiTHE
Ipexxae yeM nmonpomarsest CoOECeTHUKOM, T00IarogapyuTe ero 3a yJAeJIeHHOE BpeMs, BEIpa3uTe
CBOIO TOTOBHOCTH TOMOYb H/HJIU TMPEOCTABUTH PA3bICHEHHS U JI€TAJIH.

I look forward to hearing from you.

Kny Bamero orsera

Looking forward to hearing from you.

Kny Bamero orBera

I look forward to your reply.

2Kny Bamiero orsera

Hope to hear from you soon.

Hanerock ckopo moryduTh OT Bac COOOIIEHNE.

Do not hesitate to contact me if you need any assistance.
Ob6parmmaiitech, €cu BaM MOHAA00UTCS KaKas-Tu00 MOMOIIIb.
Let me know if you need anything else.

JlaliTe MHE 3HATh, €CJIM BaM ITOHATOOUTCS YTO-TO CIIIe.

Should you have any question, please feel free to let me know.
Ecnm y Bac ecTh BOIpOCHI, MOXKaIylcTa, 00pamanTech.

Have a nice day/weekend.

XopoIero THs/HEeIEIH.

Thank you for your kind assistance.

Cnacu0o 00JIbII0E 32 ITOMOIIIb.

Thank you for your help.

Cnacu0o 3a IMoMoIlb.

Thank you in advance!

3apanee Oaroaapro.

Thanks for your e-mail, it was wonderful/great to hear from you.
Cmacub6o 3a IIMCbMO, OYCHDb paa ObLI MOJIY4YUTb OT BAaC BECTOYKY.
Apologize for the inconvenience!

[TpunoIy CBOM M3BUHEHMS 32 HEYH00CTBA!



IMpomanue
Jlig npoiaHus UCoab3yiTe (pasbl:
best regards, regards, kind regards, best wishes, warm wishes, sincerely yours (¢popmaiibHO).

Ioanucek
Ykaxure cBoe uMsl, paMuInio, J0TKHOCTh U KOHTAKTHBIN TeaedOoH. DTUM BbI 1aJINTE
co0eceTHIKY BO3MOXKHOCTD CBA3aThCS C BAMH HANPSAMYIO U BBIICHUTH HYXKHBIC JIETAJIU.

Pa3nesn 4 BHyTpeHHsisl JOKYMEHTANMS HA MPeINPUITHH
Tema 4.1. JlokagHble 3aNIUCKA ¥ BHYTPEHHUE 0TYETHI
IpakTnuyeckue 3ansiTus 33-35

He.ﬂb paﬁOTbl: AKTHUBU3a1us1 JICKCUKH 110 TEME B pPa3HBIX BHOAX JCATCIBbHOCTH.
YTEHHE, ayAHUPOBaHKE, TOBOPEHUE.
OGopynoBaHue: pa3JaTOYHBII MaTepual, BUICONPOCKTOP, YICOHUKH, CIIOBAPH.

Adduce /append to the minutes / record npuiarath / mpruoOuaTh K MpOTOKOIY
Agenda IIOBECTKA JTHSA

Agreed text COIJIaCOBAHHBIN TEKCT

Alteration HU3MECHEHHE

Alternative / counter-proposal KOHTPIIPOEKT

Amendment OIpaBKa

Appended documents MpuIaraeMbie JTOKyMEHTBI

Approve the agenda yTBEPXKIATh TOBECTKY JTHSI

Appendix / annex IPHUIIOKEHUE

Archives apxuB

Be / appear on the agenda 3HAYUTKCS / CTOSITH HA TIOBECTKE JTHS
Brief outline of a report TE3MCHI (JIOKIa/1a)

Bring a report up-to-date BKJIIOYATh B JOKJIAJ MOCIECIHNUE JaHHBIC
Chapter rJ1aBa

Certified / true copy 3aBepCHHAs KOS

Circular letter UPKYIIIPHOE TTHCHMO

Circulate / distribute documents pas3iaBaTh JOKYMEHTBI

Circulate the attendance MPOCUTH MTPUCYTCTBYIOIIUX PACTIHCATHCS

Classification of documents KJIacCU(PUKALUS TOKYMECHTOB



Comment / commentary
Communique

Confidential document
Consequential amendment
Constitution; charter; rules; regulations
Copy

Copy

Corrigenda / errata

Correct / rectify

Correct a misprint / clerical mistake
Correction / rectification
Credentials

Daily bulletin

Debates

Decision

Declarative part / recitals

Delete / strike out from the record
Dissenting opinion

Distribute documents

Drafted document

Draw up the minutes / keep

Draw up / fix a list

Document / paper

Ensure the distribution of documents
Expert report

Factual report

Fair / clean copy

Final protocol / communique

IIOSACHCHUC KOMMCHTapI/Iﬁ

KOMMIOHHKC

KOH(UACHITUATBHBIN / CEKPETHBIN JTOKYMEHT

MOTIPaBKa K TTOTPaBKe

yCTaB

HK3EMILISIP

KOTIHSA

CIHCOK OIEeYaTOK

UCTIPABIIATh

UCHPABJIATH ONEYaTKy / OINOKY
HCIpaBJICHNE

MaHzaT

€KeJIHEBHBII O0JIIIETEHb
TIPEeHUs

perieHue

JIeKJIapaTUBHAS YacTh
UCKJIIOUUTh U3 MIPOTOKOJIA
0c000€ MHEHUE

paccbuiaTh TOKYMEHTBI
OTpEIaKTUPOBAHHbIN JOKYMEHT
BECTH ITPOTOKOII

COCTaBJIAThH CIIUCOK

JTIOKYMEHT

obecrieunBaTh paclpoOCTPAaHEHHUE JOKYMEHTOB

JOKJIaJl 9KCIIEPTOB
n3JI0’KeHue (PaKkToB

YUCTOBOM dK3EMILIAP

AKJIFOUHNTEIIbHBIN IMPOTOKOJI / KOMMIOHUKE



Final report
Financial report
Note / footnote
Proofs / galley proofs

General (monthly, quarterly, annual) report

Heading

Joint draft resolution

Include in the agenda

Information report

In duplicate (in triplicate, in quadruplicate)
Information on

In one copy

Insertion

Item on / of the agenda

List of speakers

Majority (minority) report

Mandatory provisions
Memorandum / report

Minutes / record

Motivation

Number a document

Official journal of the conference

One line from the bottom / line one from the
bottom

Original text
Other business / miscellanea

Paragraph

OKOHYATEIJIbHBIM BapUaHT TOKIa/1a
(b1HAHCOBBIN OTYET

CHOCKa

TPaHKU

001 (exKeMeCTYHbIN, KBapPTAJIbHBIH,
r0JIOBOK) OTYET

3arjaBue
COBMECTHBII MPOEKT PE30TIOIUN
BKJIIOYATh B TIOBECTKY JHS
MH(OPMaLIMOHHBIN JT0KJIa/]

B JIBYX (TpeX, YETHIPEX ) IK3EMILIAPAX
cripaBka (0030p)

B OJIHOM 3K3EMILISIPE

BCTaBKa

MYHKT MTOBECTKH JIHA

CIIUCOK BBICTYTAIOIIUX

JIOKJIaJl OT UMEHH OOJIBIIMHCTBA
(MEHBIIMHCTBA) KOMUCCUU

00s13aTeNIbHBIC TIOJ0KESHHUS

3anucka (MH(OpMaIMOHHAs, JOKIIaIHAs )
MIPOTOKOJI 3aCeAaHUS

U3JI0KEHUE MOTHBOB

IIPOCTABIATH HOMEP (HA JTOKYMEHTE)
ouLmanbHBINA IeYaTHBIN OpraH KOHQEepeHIH

B CTpOKe (TIEpPBOIA) CHU3Y

MepPBOHAYAIIBHBIN TEKCT
pasHoe

a03arg



Paragraph / subsection / item / point / count
Paragraph / subsection

Permissive provisions

Place on record / record in the minutes
Preamble

Preliminary draft

Preliminary report

Prepare / draw up a report

Previous speaker

Press release

Process / duplicate documents
Programme of work

Progress report

Provisional agenda

Provisional regulations

Put one's name on the list of the speakers
Questionnaire

Questionnaire / form

Record / official report

Reference number

Reference number

Registration number

Recommendation

Report of the auditing committee
Report on the management / the activity
Reproduce in full (in part)

Reservation

Resolution

MYHKT

naparpad

HeoO0s13aTeNIbHbIE MTOJI0KEHUS
3aHOCHUTH B IIPOTOKOJ
npeamoOyia

MIPEIBAPUTEIBHBIN MPOCKT
MIpeIBaApUTENBHBIN OTYET
MOATOTABINBATH JOKIIA
MPeIbAYIINNA OpaTop
COOOIIIeHre ISl TIeYaTH
pa3MHOXKATh (JOKYMEHTHI)
nporpaMmma padboThl

JOKJIaJ O X0e PadOThI
TIpeIBapUTEITbHAS TOBECTKA JTHS
BpEMEHHBIC TIPAaBHJIIa
3aMKUCHIBATHCS /ISl BRICTYIUICHUS B TIPSHUSX
OTIPOCHBIH JTUCT / BOITPOCHUK
aHKeTa

OopUIHATBHBIA OTYET
UCXOJSIINI HOMEP

HOMED (TOKyMEHTA)
BXOJSIILIAA HOMED
peKoMeHAanus

OTYET PEBU3HOHHOW KOMUCCUU

OTYETHBIN JTOKJIA]]

BOCITPOU3BOJAUTH MOTHOCTHIO (YACTUYHO) TEKCT

OTOBOpKa (B JOTOBOPE)

pe3oronus



Rules

Rules of procedure

Section

Slip / slip of the tongue
Staff regulations

Statement / report
Statement of facts

Study/ consider a document
Sub-heading

Sub-paragraph

Substitute the words... for the word... in line
three

Summary (of a paper)
Summary record / report
Supplement

Survey

Three lines from the top / line three from the
top

Time-table / schedule

Title-page

Verbatim record

Verbatim record / report / transcript
Write / draw up a report

Working paper

Work up the wording of a document

npaBuiIa
IpaBUIIa MPOIIETyPHI

paszzaen

OTOBOpKa (o1mmnoKa)

IpaBwJia BHYTPSCHHETO PaciopsiKa
coo01IeHne

KOHCTaTHPYIOIAast 9YacTh

M3y4aTh / pacCMaTpUBATh TOKYMEHT
10/13ar0JIOBOK

TIOJIITYHKT

3aMCHHUTD CJIOBO... B CTPOKEC TpeTBeﬁ CJIOBaMHU...

pe3roMe 10KIaaa
KpaTKUH OTYET
JOTIOJIHATD
0030p

B CTPOKE (TpeTheii) CBEPXY

pacnucaHue

TUTYJIbHBIN JIUCT
CTEHOI'paMMa
cTeHorpauuecKkuit oT4eT
COCTaBIISITh IOKJIA/1
pabounii TOKyMEHT

peAaKTUPOBAThH TOKYMEHT

STOCK EXCHANGE AND ITS WORK

1. The modern economic situation makes it impossible for any person not to be involved in the
financial world. So you should have a certain background as to the fundamental notions in this

sphere. Read and translate.



The American Central Bank, the FED, is the equivalent of the Bank of England in Britain.

The units of ownership of a company, allowing the holder to receive a proportion of the
company’s profits, are the shares. The shares can be ordinary, preference, nominal and equity
securities. When one company attempts to gain control of another, by buying a majority of its
shares, it is making a takeover bid. When one company joins another to form a larger single
company, the new company is the result of a merger. When one company buys a majority of the
shares of another, and so gains control, it has carried out a takeover. The capital needed to run a
business is provided by investment. The shareholders’ investment in a company is the share
capital.

If the company is publicly quoted the shares are sold on the Stock Exchange. The exchange
brokers (stockjobbers) work here and realize exchange transactions paying attention to exchange
fluctuations. They have certain exchange restrictions while working. They use the exchange lists
in the everyday work. Sometimes it may occur the exchange lost.

In the UK, a fixed amount of paid-up capital held by a stockholder is a stock.

If the market is thought to be good and prices on the Stock Exchange are thought to be
likely to rise, the market is called a bull market.

If the market is thought to be poor and prices on the Stock Exchange are likely to fall, the
market is called a bear market.

A promise to pay a sum of money over an agreed time by anyone licensed to do so, such
as a government, insurance firm, etc., is a bond.

Certificates of ownership of bonds that can be transferred from seller to buyer without any
formalities are bearer bonds.

Something that is owned by an individual or company, has monetary value, and can be sold
to pay debts, is an asset. Items which the business expects to keep for a year or more are its fixed
assets.

The sum borrowers pay to lenders for the use of their money is determined by the interest
rate.

The interest which a bank charges on loans is a rate which is usually higher than its base
rate. You can raise a loan in a bank if you are a reliable client. Banks require securities to guarantee
a loan.

Rates

The value of the money of one country compared to that of another is shown by the
exchange rate. The rate of the tax added to the price of an article, paid by the buyer to the seller,
and by the seller to the government is the VAT rate. The Customs and Excise Department inspect
a company’s VAT records, which have to be kept for 6 years.

The rate of interest fixed by a central bank, such as the Bank of England, is the bank rate.

Indexes

The index of share prices in America is the Dow Jones index.

The same index in Britain is the FT (FTSE — footsie) index.

The same in Japan is Nikkei Dow index.

Banks, Accounts, Clients

The bank account that covers daily needs (salaries are paid into it, cash is drawn from it,
and cheques are written against it) is the current account.

The account which describes the trading activities of a business over a stated period of time
is the profit and loss account.

To start an account with a bank or with a supplier is to open it; to finish using an account
with a bank or with a supplier and formally to end the arrangement is to close it.

To obtain cash from a bank at which one has an account is to draw out cash. Every company
must watch its cash flow carefully if it is to avoid bankruptcy. The clients can transfer money from
the account or withdraw the whole deposit from a bank. You can open a current account or deposit
account in a bank. An inquiry to a bank, asking whether a customer is creditworthy, is a status
inquiry. Payment of a debt in a cash is a cash settlement. The greatest sum which debtors are
allowed to owe is their credit limit. Items for which payment is owed appear on an account as debit
items. Items to be paid to a creditor are shown on a credit note.



If you need cash in the bank you can use the cash dispenser putting into it your credit card.
A note which accompanies goods sent by a seller, to be signed by the person who receives
the goods, is a delivery note. A document showing what has been bought and for how much, and
indicating that the goods are in transit, is an advice note.
A percentage deduction made for an order over a stated value, or payment within a stated
time, is a discount. The complete statement, showing what is owed or possessed, provides a
statement of the balance account. A statement produced, usually at the end of a financial year,
showing the financial state of the business and including, among other things, its assets and
liabilities, is its balance sheet.
The difference between the cost and the selling price is profit. The profit can be gross or
net.
A company’s turnover, less its cost of sales, is its gross profit. A company’s turnover after
the cost of sales, tax, rent and other liabilities are deducted is its net profit.
Active Vocabulary
ownership — coOCTBEHHOCTb
gross profit — BayioBasi mprOBLTL
net profit — yrcras mpuOBLTL
share — akuus
ordinary share — akius Ha IpeIbABUTENS
preference share — npuBuIIernpoBaHHast aKIusI
nominal share — nmennas akuus
equity securities — akuus 06e3 GUKCUPOBAHHOTO TUBUICH A
make a takeover bid — ocyiecTBUTh MOKYIKY HPH CIUSHHHA KOMITAHUHN, KYITUTh HA ayKIIHOHE
carry out takeover — mpou3BecTH MOKYIKY MPU CIUSIHUU KOMITAHUH, B35Th 110]] CBOH KOHTPOIIh
merger — causinue, 00beJUHEHHE
run a business — Bectu J1ey10, pyKOBOIUTH OU3HECOM
investment — naBecTULINAS
shareholder — akunonep
share capital — akIOHEpHBIH KartuTal
quote — koTupoBaThCS (Ha OUpIKE)
stock exchange — 6upska 1ieHHBIX OyMar, GoHIOBast OUpIKa
exchange broker (stockjobber) — 6upeBrk, Opokep Ha OGupKe, OUPIKEBOM MaKJIep
exchange transaction (deal) — 6upskeBas cienka, oneparus
stockjobbing — 6upskeBast urpa
exchange fluctuation — koe6anue Kypca BaJrOThI
exchange restriction — GupskeBbie OrpaHUYCHHUS
exchange list — 6up>keBoii Or0JUIETCHB
exchange lost — moTepst BatOThI, yMEHbBIIICHUE BATIOTHBIX PE3EPBOB, MOTEPSI HA KypCe
Stock — kamuTas akiMoHepa 1Mo aKIHsIM
rise (about the prices) — moxusATHCs (0 TICHE)
bull market — psiHOK «OBIKOBY, C KypCOM Ha MOBBIIICHHE
fall (about the prices) — ynacts (o 1eHe)
bear market — peiHOK «MenBeieii», ¢ KypCOM Ha MOHMKEHHUE
bond — oGauranus, 06A3aTEILCTBO
bearer bond — 06s13aTeECTBO, OOIUTAIHS HA TIPEABABUTEIS
monetary value — JOE€HEXKHAasA CTOUMOCTh, IECHHOCTh
pay debts — miatuts moaru
asset — akTuB
fixed assets — ¢pukcHpoBaHHBIC aKTHBBI
borrow — omamkuBaTh (IeHbIH) Y KOTO-THO0
borrower — noJKHKK; O1aKUBAIOLIHIA JCHBIH
lend — omamkuBaTh (JIeHBIH) KOMY-THOO
lender — xpenuTop, 3aumoaBeil
interest rate — mporeHTHAs CTaBKa



charge the interest — 6pats nporeHT

loan — 3aém, kpeaur

base rate — 6a3oBas craBka

raise a loan — 6pate 3aém, KpeauT

reliable client — magexxHBIN KIMEHT

require securities — Tpe6oBaTh rapaHTHH (3aJI0T)
guarantee a loan — rapaHTHpOBaTh KPEIHT, 3aéM
exchange rate — xypc oOMeHa BaTtOT

tax — major

VAT rate — Hanor Ha 100aBJICHHYIO CTOUMOCTb
Customs — TamMOXxHS

Excise Department — akiiu3Hblii 1enapTaMeHT
inspect the records — mpoBepsITh OTYETHOCTH

bank rate — craBka OaHka

cover daily needs — y1oBIeTBOPSTh €XKeTHEBHBIC ITIOTPEOHOCTH
draw cash from the account — cHumaTh HaJIMYHBIE CO CUETA
salary — skajoBaHbe, OKJIaJ

wages — 3apaboTHas 1iara (peaabHasi)

write cheques against the account — BeIKCHIBATH YE€KH Ha CUET
current account — TexyImui c4eT

deposit account — 1emMO3UTHBII CYET, aBAHCOBBIN CUET
account rendered — orutaueHHBIH cUeT

trading activities — ToproBast 1esITEILHOCTD

profit and loss account — cueT npuxo10B U pacxo0B
open an account — OTKPBITh CUET

close an account — 3akpsITh c4YeT

draw out cash — cHATH HaTUYHBIE

cash flow — 060poT HAJIMYHBIX JIEHET

avoid bankruptcy — u3bexars 6aHKpOTCTBA

transfer money — nepe4ncisATh JEHBIH

withdraw deposit — 3a6paTh Bk

be creditworthy — ObITh KpeauTOCIIOCOOHBIM

status inquiry — 3ampoc o craTyce

cash settlement — oriara gosra HaTMYHBIME

debtor — nomxHUK

OWE — OBITh JOIHKHBIM KOMY-JTHOO (I€HBI'H)

credit limit — mumuT (orpaHuycHIE) KpeauTa

debit item — pasnen nedura

credit note — kpeauTHOE aBU30

circular note — akkpeuTHB

cash dispenser — 6ankomat

credit card — kpenuTHas KapTOYKA

delivery note — nakagnas

advice note — aBu3o

percentage — nmpoueHT

deduction — otumcnenue, yaepkaHue, CKAIKA

stated value — 3astBieHHas1 CTOUMOCTb

discount — ckuka, TUCKOHT

[POSSESS — BIIaiCTh

balance account — 6amancoBeIi cyer

financial year — ¢punaHCOBBIIT TOJT

assets and liabilities — akTuBEI ¥ MaccuBEI

balance sheet — 6aancoBast Be1oMOCTh, OalaHCOBBIH OTYET
turnover — oGopot



2. Find in the text English equivalents for:

AKIUK; OCYHICCTBUTDL IIOKYIIKY IIpHU CIUSAHUHA KOMHaHHfI; pPEe3yJbTaT CIUAHUA, aKL[I/IOHCpHHﬁ
KanuTala, OCYICCTBIIATh 61/1p>1<eBme CACIIKH, KoJiebanue KypcCa BAJIIOTEI; KallMTaJl aKINUOHCPaA IO
AKIIUAM, O6J'II/IFaI_II/I}I; JCHC)KHas1 CTOUMOCTD, (1)I/IKCI/Ip0BaHHBIe AKTHUBBI, 6paTB ITPOLCHT; 6paTB
KpEeOuT, KypcC oOMmeHa BAJIIOT,; MMPOBCPATH OTYCTHOCTH, CHUMATh HAJIMYHBIC CO CUETA; OTKPLITh
CUCT; 3aKPbITh CUYCT, CHATHb HAJIMYHBIC, 3a6paTL BKJIAZ; 3aIIpOC O CTATYCC, 6aHKOMaT; MMPOLCHTHAaA
CKHUJIKa; 0aJIaHCOBBIM OTYET.

3. Give Russian equivalents for:

equity securities; to carry out a takeover; stock exchange; exchange fluctuations; exchange
restrictions; a stockholder; to pay debts; a borrower; a lender; to require securities to guarantee a
loan; to cover daily needs; to write cheques against the account; a current account; the profit and
loss account; to transfer money from the account; a cash settlement; a delivery note; assets and
liabilities.

. Find in the text definitions of:

. the shares,

. a stock,

.abond,

. an asset,

. the exchange rate,

. the current account,

. the profit and loss account,

. a discount,

. the balance sheet.

. Translate the sentences into Russian.

. The amendments would enable Parliament to control import tax rates on commodities subject
to excise duty.

2. According to official figures the inflation rate for January 2009 stood at 9.4%.

3. 25% of the shares belong to the employees at an open joint-stock company.

4. The European Union is expected to sign an agreement with the Russian government to allocate
a ECU 200 million loan for a ten-year period at an interest rate of LIBOR plus 0.5%.

5. At least 70% of the stocks of medium- and large-sized industrial enterprises are to belong to
non-state companies and private persons.

6. Make up the sentences with the following words and word combinations.

1. to share joy, to share a room with smb, nominal share, shareholder, preference share;

2. profit, to be profitable, gross profit, net profit;

3. to be an asset for a company, assets and liabilities, fixed asset;

4. stock exchange, to exchange, exchange rate, exchange broker, exchange list, exchange
transaction;

. a credit, to be creditworthy, credit limit, creditor, credit note, credit card,;

. current account, deposit account, account rendered, to open an account;

. cash, to withdraw cash, cash flow, in cash, cashier, cash settlement.

. Complete the sentences.

. The Company is obliged to acquire the securities at prevalent market prices in the future to ...

. The Treasurer is directed to open an account and deposit the funds of the corporation with ... .
. The Annual Meeting of the Shareholders may be held at any date set by ... .

. In two separate transactions, the Company sold the business of executing and clearing securities
transactions for ... .

5. All cheques, drafts or other orders for payment of money shall be signed by ... .

6. Securities sold not yet purchased represent an obligation of the Company to deliver specified
equity securities at ... .
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Pa3znen 4 BHyTpeHHsisl JOKYMEHTAIUS HA NPeINPUATHH
Tema 4.2. IIpoueaypa npuema Ha padoTy M YBOJIbHEHHS COTPY/IHUKOB NpPeANPUATHS
IMpakTuyeckue 3ausaTus 36-41



Henb padorbl: akTHBH3aLMs JIEKCMKM II0 TE€ME€ B pa3HbIX BHJAX ACATEIBHOCTH. YTCHHE,
ayaupoBaHue, ropopeHue. [luceMenHas JoKyMeHTalus 1o BOIpocaM MpremMa Ha padoTy U 1o
BOIPOCAaM YBOJIBHEHUS COTPYJHUKOB IIPEANIPUATHS.

OOopynoBanme: pa3aTOYHbIM MaTepUall, BUJIECONPOEKTOP, YUCOHUKH, CIOBAPH.

IIpouyuTaiiTe  mocrapaiTech 3alIOMHUTh:

Employment — 3ausiTocTs

Unemployment — 6e3paboturia

Employee — ycrpauBarormuiicst Ha paboTy

Employer — pabotonarens

Hunt for — uckats

Apply for — ycrpauBatbcs

An application form — 3asiBneHue o npueme Ha padboTy

CV/resume — pe3rome

A follow-up letter — mucemo-oTBeT

To respond — oTBeuath

Advertisement — peknama

Strengths — cuitbHBIE CTOPOHBI XapaKTepa

Weaknesses — citabble cTOpOHBI XapakTepa

Application process — mporece (cTaaun) mpuema Ha padboTy

A poSst — T0KHOCTD

Negotiable — mo moroBopeHHOCTH, TPEIMET IIEPETOBOPOB

Research - mowuck

A proposal — npeanoxenue

Require — rpe6GoBathb

Job satisfaction — ynoBnetBopeHue ot paboTh

Give up — 6pocatb, C1aBaThCs

You should — Bam ciieayet

You have to — BaM puxoauTcst

To stand out - BegensaTECS

Concise — kpaTkuid, C:KaThIi

Competing — KOHKYpPHPYIOIIH i

Applicants — kanauaar

Justify — onpaBabiBaTh

What are your strong sides? — Kakue cusibHbIC CTOPOHBI Balllero xapakrepa?
What are your weak sides? — Kakue ciiabble CTOPOHBI BaIllero xapakrepa?
Sorry to keep you waiting — M3sunure. Uto 3acTaBuII Bac K aath.

It looks very impressive — Brieuatisier.

It will enable me to — 3To macT MHE BO3MOXKHOCT® ...

Everyone made me feel very welcome — Bce Obur 0ueHb JTHOOE3HBI.

I used to forget my friends’ birthdays — briBano s 3a0b1Bas1 JHU POXKICHUS MOUX JIPY3€il.
I’m very keen to work for — Y meHs oueHb 60bI1I0€ KenaHue paboTaTh B ...
To pick up things easily — 5 nerko y4ycs.

When it comes to — Korna meno 1oxoaur o ...

OO0cyanTe ¢ mapTHepoMm:

Most of us spend between 60-80% of walking hours working, so it’s important to find a job that
brings true satisfaction. If you haven’t found it yet, don’t give up. Keep looking until you find a
job that you love doing.

OO6cyauTe ¢ mapTHepoOM:
What do you think are the stages in the job application process?



1. st TpyAoycTpoiicTBa Bbl JOJIKHBI NPOATH cJiedyIOLIHe 3Tanbl.
PaccraBbTe HX B IOpsiAKe HX POXOKACHUS:

1 Sending a cover 4 Responding to interview 7 Researching the
letter questions market

2 Sending a CV/ 5 Making interview small 8 Researching
resume talk yourself

3 Sending a follow-up 6 Reading a job advertisement

letter

OO0cyauTe ¢ mapTHEpPOM M J0Ka:kuTe Ball BbIOop. HaunuTe, Kak B npumepe:
Example:

- I think “Researching the market “ should be the first thing to do. You have to find an
advertisement in a newspaper or a magazine with the post proposal.

- I can’t agree. I think “Researching yourself” should be the first one. You have to know you
strengths and weaknesses before starting the application process.

2. Eme pa3 nocmorpure Ha ynpaxHeHnue 1 u paccraBbre 3Tansl 1 — 8 mocrynjieHuss Ha
patoTy B NPpaBUWJIbHOM JIOTHYECKOM MOPSAIKe:

‘Margaret?’

“Yes. Hello.”

‘Good afternoon. My name’s Michael Morin. Sorry to keep you waiting.’
‘That’s all right. | have enjoyed your company brochure. It looks very
impressive. It’s nice to meet you at last.’

‘Thanks. Have you traveled far to us today?’

‘Quite far. I’m staying in London, so I came on the train this morning.’

I’m a recent Restaurant Management Department graduate. | have some experience in the
catering which I got during my working hours in a night Club and while studying at the
College. | would like to apply for the position of a Bar person, as advertised by The
Kingdom Country Club. I’ve worked in a bar and good at making different cocktails.

| find the prospect of working for your Club very attractive because it will enable me to put
my knowledge into a very practical context and give me possibility to know more in the
great variety of cocktails and to use my creativity.

| am writing to thank you for giving me the opportunity of an interview today. Everyone in your
office was friendly and made me feel very welcome.

As we discussed during the interview, | believe my skills and experience would enable me to
make a very useful contribution to your team. ...

‘What would you say about your main weaknesses?”’

“Well, I didn’t use to be very-well organized. Nothing

serious, but for example I used to forget my friends’ birthdays or try to rush college
assignments to get them done at the last minute. But in last few years | learnt a simple thing
— to write down all my tasks for the day and not relaxing until I’ve done everything I need
to do.’

‘Good afternoon. Royal Palace Restaurant. How can I help you?’

‘Hello. My name is Ben Coogan. Could I speak to Mr Patricola in Restaurant department?

‘I’'m afraid he’s in a meeting. Can I take a message?

“I’m not sure. I was calling to see if there are any vacancies in your department. I’m a recent
College graduate., and I'm very keen to work for your restaurant, because of your excellent
reputation...’

Actually, | think there is a vacancy. There was an advert in The Times last week. Have you seen
it?



‘No. Do you have a copy to send , please?’
‘Of, course, but you have to be quick: the closing date is the day after tomorrow.” ...

3. Bbl codupaerech HaiiTu padorty. [IpogymaiiTe HeO0/IbII0€e HHTEPBBIO ¢ NapTHEpPOM. B
ynpa:kHeHnue 2, b Bbl HaliieTe npuMep, a B ynpa:kHeHue 7, HUKe, Bbl HaiijieTe MmoJie3Hblie
BbIPasKeHN s ISl BbILIET0 HAJIora.

4. TIpounTaiiTe u nepeBeauTe TekcT ‘What is a successful CV’ Ha pycckuii, 3atem
paccKakuTe HAU3yCTh, KAKMM J0JI’KHO ObITH yCIIellIHOe pe3loMe:

A successful CV is the product of careful thought and planning. It needs to stand out from
potentially hundreds of competing applicants. In order to do this a CV must be planned and written
specifically for the job you are applying for, clearly expressing how you meet the requirements for
the job. A successful CV must be concise, honest and error-free.

S. IlepeBeauTe AUAJIOT HA AHIVIMICKUHA, HCIIOJIb3YH CJEAYIOIIHME BHIPAKeHU

To look for (= to seek) UCKAaTh

To make up one’s mind (= to decide) pemath

To decide peaTh

To get new experience MOJIy4aTh HOBBIM OIBIT
Somewhere else 4T0-JIM00 emie

To have in mind (= to think of) 001yMBIBATh

I don’t mind (= to have no objections) sl He BO3paKaro

I’ll give ita go (= I'll try) s IOTIPOOYIO

To pick up everything quickly (= to learn quickly) OBICTPO YUUTHCS

A = Andrew B = Boris

A S crbIman Tel B MOMCKaX HOBOUM paboThI?

B Jla, s TOJIBKO YTO pelInia HayaTh MOUCKU HOBOW PaboThL. S 1000 MO0 HACTOSIIYIO

paboTy, U KOJJIETH NpeKpacHble, HO €CIM i XOuy HpuoOpecTd OOJIBIINK ONBIT, MHE HAJO0
nopaboTaTh Iie-HUOYIb eIIle.

A Thl yBepeHa, UTO HE MOXKEIb MOJIYYUTh 3TOT OIBIT HA HBIHEIIHEN padoTe?

B Ia, yBepena. Hama koMranusi oueHb MajeHbKasi. MHE HYKHO 4TO-HHUOY/b OOJIbIIIE.

A Ectb nunen?

B Ja, y MeHs Ha IpUMETE HECKOJIbKO MECT.

A A TBI yBepeHa, uTo y Te0s y)Ke JOCTATOYHO OIBITAa M YMEHHH, KOTOPBIE HEOOXOAUMBI IS
HUX?

B [lonumaenib, crenuagIbHOCTh MOAXOAMT. DTO KaK pa3 To, YTO UM Hamo. UTto kacaercs

OTIbITA, 5 IYMalo, sl OYeHb afanTupyeMa. S He MpoTUB padOTHI TOMO3/IHA WIH B BBIXOJIHbIE THU. Y
MEHS €CThb JKeJaHue MONPoOOBATH YTO-TO HOBOE. S| OBICTPO YUYCh.
A Hy uTo x, ')kenaro ynauu.

6. O0paTuTe BHHMaHHE B HaJIore HA BhIpaskeHUs co ciioBoM “mind”. Pay attention to the
expressions with the word ‘mind’. CoctaBbTe 3 —4 mpeaI0:KeHHUsI C ITHM CJIOBOM.

7. Huxke npuBe/ieHbl BbIPakeHHsI A8 He0OIbIIOr0 MHTepPBbID. CoCTaBbTe MHTEPBBHIO €
MApPTHEPOM M PACCKAKUTE €ro HAN3YCTh.

How are you? I’m very well, thank you. — Kak Bamm nema? Crracu6o0, mpekpacHo.

Thank you. It’s nice to meet you too/at last. — Cnacu6o. Pag Bctpeue ¢ Bamu.

I can’t believe the weather at the moment! I know. It’s awful, isn’t it? — Ilorona coBepiieHHO
HeoxuJaHHO nepemenunace! /la. OHa yxacHas, He Tak Jiu?

Is there somewhere | could leave my umbrella? | got caught in the rain. — 3nech rae-HUO YD MOKHO
OCTaBUTh 30HTHUK? Sl momasn moa JOxK/b.

I’m very sorry I’m late. I was planning to be here over an hour ago, but my train was cancelled. —
W3BunuTe, 51 ono3xan. S nmiaaHupoBai ObITh 3/1€Ch Yac Ha3ajl, HO MOH MOe31 3a1eprKallu.

| was just admiring the office. — Mue oueHp HpaBHUTCs Bail oduc.



That’s quite all right. / That’s okay. — Bce Hopmanbsho. / Het npobiiem.

Do you think I could have a glass of water while I'm waiting? — Mo>xHo MHe cTakaH BoJia, TIOKa 5
KIy?

Do you have a company brochure I could have a look at while I'm waiting? — MoxHo MHe
MMOCMOTPETh OPOIIIOPY O Balleii KOMITAHUH TTOKA 5 KTy, €CJTH Y Bac €CTh?

Do you think I could use your toilet to freshen up? — MoxHO MHE BOCIIOJIB30BAaThCS Ballei
TyaJIeTHOW KOMHATOMN ?

Are there many other candidates scheduled for interviews today? — Ha cerogHst MHOTO 3amucanoch
KaHIU1aTOB?

| had terrible problems parking here. Is it always this busy? — 3aecp coBepiieHHO Herne
MIPHUITAPKOBATKLCS. 371€Ch BCETIa TAK MHOT'O MAIITHH?

I’m afraid I’'m not feeling very well. Could I sit down for a few minutes? — Mue 4to-To He XOpoIIIo.
MOKHO MPUCECTh Ha HECKOJIBKO MUHYT?

No thank you. I’'m fine. — Het, cnacu60. Co MHOIi Bce Xxopo1io.

IIucemo 00 yBOJIbHEHHH

[Tucemo 06 yBonmpHenuu (letter of dismissal) winm o mpekparieHrH BBITONIHEHHST pabOYMX
obs3anHocteit (termination of employment letter) — Bux oduimansHOro MOKyMeHTa, KOTOPBIM
uHpOpMHpYeT pabOTHHKA O MPEKpAIeHUH padOThl, MPUYMHE M JATbHEHIINX HHCTPYKLUSX,
CBSI3aHHBIX C MPEKPAICHHEM paOdOThl B KOMIIAaHUU. B MuchMe yKa3bIBaeTCsl IPUYMHA YBOJIBHEHHUS
(reason for firing), nuctummuHapusie Mepbl (disciplinary measures), koTopsie MPUHUMAIUCH
HEMOCPEACTBEHHO 0 YBOJIBHEHHS M HE CHOCOOCTBOBaM paspemicHuio mpodsemsr (Solve the
problem), u urdopmamus o moJaydeHUN BBIXOJAHOTO TocoOus (Severance package) u mocneauei
sapruiathl (final paycheck).

CtpykTypa nucbMa
1. Wmena u ampeca (Names and addresses) paboruuka u pabdoromarens (employer and
employee).
From:
Manager HR

Name of the company

Address of the company*

Date:

To:

Mr. / Mrs. First, Last Name

Employee’s position (107KHOCTh paOOTHHKA)

Howmep noma (Bld) — Ynuna (Street) — Ksaprupa / Oduc (Ap / Office) — T'opon (City) —
Peruon / lItat / O6nacts (Region / State / Oblast) — Ctpana (Country) — Uuaekc (Zip-
code)

N

3. Berymnenne (Introduction) — cooOmieHne NPUYUHBI YBOJIBHEHUS (IIEPEUHCICHHE
TpeboBaHui MO0 003aHHOCTEH, HEBBIMOJHEHUS KOTOPBIX MPHUBEIH K YBOJIBHEHHIO).
Dear Mr. / Mrs ...,
®dpa3bl, KOTOPBIE MOTYT TPU 3TOM HUCIOIH30BATHCS:

®paza Ha AaHTJTMHCKOM [IpumepHoe 3HaueHUE dpasbl



It has been noticed that despite our
written advice and various oral
warnings, you did not show any
improvement in your performance.

We have observed that there has not
been an acceptable improvement in
your work as well as behaviour.

Unfortunately, even after the
counselling and ample time to learn
and improve yourself, there has been
no change in your performance.

Disciplinary measures and warnings
were given but we have observed
that there were no improvements.

Bbu10 3amMeueHo, 4To, HECMOTPSI Ha BCE
MMUCHbMEHHBIE  COBETBI W  YCTHBIC
npeaynpexaeHus, Bol He MOKa3bIBaeTe
yiydiieHnid B dpdexkruBHOCTH Bamei
paboTHI.

Msbl  3aMeTHiM, YTO He  OBUIO
COOTBETCTBYIOIIIMX YJIYYIICHU HHU B
paboTe, HU B IOBEJICHUU.

K COKaJICHUIO, Iaxke mocJie
KOHCYIbTAllMi M TIO0 MPOLICCTBHH
JIOCTaTOYHOTO BPEMEHHU ISl O0yUEeHHUS
Y YITYYIICHUs HE MPOU30ILI0 HUKAKUX
m3MeHeHud dddexkTuBHOCTH Bamei
paboThI.

Bbbutn npenpuHATH JUCUUIUIMHAPHBIE
Mepbl U NPEIYNPEexKICHUS, HO HUKAKUX
yIy4IlleHUH He ObLIO 3aMEYeHO.

4. OcnoBuas yactb (Main Body) ciemyeT kak BBIBOJ TOCJIE YKa3aHHBIX MPHUUH. DTO
HEMOCPEJCTBEHHO cO00IIeHHe 0 (pakTe yBOJIbHEHUS U MHGOPMUPOBAHUE O AAJIbHEHIINX
necTBusAX (TMoydeHue TOcieqHe 3apIuiaThl, claya pabodyero MHBEHTaps / KIIoueH,
CPOKH OCBOOOXKICHHS pab0vero MecTa).

Heckonbko ycTOHUMBBIX (hpa3, KOTOpPbIE HCIONB3YIOTCSA MPH COOOIIEHHWH (aKTa

YBOJIbHCHUS

®pasza Ha aHIVIMKCKOM

We regret to inform you that your
employment with (Name of the
company) shall be terminated on
September the 9th, 2013.

The letter confirms our decision that
your employment with (Name of the
company) is terminated effective
immediately.

[IpumepHoe 3HaueHue ¢hpasbl

C mnpuckopobuem coobmaem Bam o
MpeKpameHnn  Bamied  paboThl B
(Ha3Banue koMmmanum) ¢ 9 ceHTAOPs
2013 rona.

JlaHHOE MHCHMO TMOATBEPXKAAET HaIlle
pelIeHune o ToM, 4yTo Baiia 3aHATOCTh B
kommanuu  (HasBanme  xommaHum)
ounmansHO HE3aMeITUTEIIHLHO
MpeKpalieHa.



We are sorry to inform that your
service with (Name of the company)
has been terminated, effective from
September the 9th, 2013.

| am therefore — writing to confirm
the decision that you will be
dismissed, and therefore your last day
of service with the company will be
the 9th of September, 2013.

C cokanenneM coobmaem Bawm, uto
Bama pabora B kommannu (Ha3Banue
KOMITAaHWHU) OKOHYEHA, TIOCTAHOBIICHUE
BCTymaeT B cuiay ¢ 9 centsops 2013
roja.

JIaHHBIM THUCHMOM TMOJATBEPKIAACTCSA
peuenne o BameM yBOJIbHEHUH, U TO,
yTo Bam mnocnenHuii aeHb pabOTHI B
kommanuu — 9 Hosiops 2013 roxa.

Crnenyronmumu  (pazaMd M BBIPRXKEHUSIMH  TOJIB3YIOTCSL NPH  WH(GOPMHUPOBAHUU
JaTbHEHIINX AEHCTBUAX YBOJICHHOTO Pa0OTHHKA!

®paza Ha AHIJTMHACKOM

We would like to receive your
security swipe card, your office key,
and the company owned laptop and
cell phone at the termination
meeting.

Please return all company property
to the security office including your
employee access badge. The HR
Department will provide you with all
the information which includes
details on a severance package and
your final paycheck.

Please arrange the return of all
company documents and property.
Our HR manager can assist you.

You have the right to appeal against
this decision within seven days of
receiving this letter of dismissal, in
writing, giving your reasons.

[IpumepHoe 3HaueHue Gppassl

Msl 61 xoTenu 3abpate Bamy kapty
0€30MacHOCTH, KJIF0Y OT orica, HOyTOYK
u MOOUITBHBIN TenedoH,
MIPHUHAIICKAIIHE KOMITaHUH, Ha
MIPOLIAJILHOM BCTpEUe.

[Moxamyiicra, BepHUTE BCE MMYILECTBO
KOMITAaHUU B oTnen CITYKOBI
0€30M1aCHOCTH, B TOM YHCJE 3HAYOK
mocTyna corpyaHuka. Otaen Kaapos
npenoctaBuT Bam Bcro uH(OpManuio,
BKJTIOYAsT IETAITN TIOJTYYEHHS BBIXOIHOTO
ocoOUs U MOCIIEAHEN 3apIyIaThl.

[IpocuM IOTOBOPUTHCA O BO3BpATE BCEX
JOKYMEHTOB M HMYIIECTBA KOMIIAHUHU.
Ham menemxkep 1o mepcoHally MOXKET
BaMm momoun ¢ 3THM.

Bel umeere mpaBo 00KanoBaTh 3TO
pelieHne B MHUCBMEHHOW Qopme ¢
yKa3aHWeM TMPUYMH OO0XKAJIOBaHUSI B



TCUCHUEC CCMU IIHefl IMOCJIC TIOJIYYCHUA
JaHHOTI'O ITMCbMa 00 YBOJIBHCHHH.

5. BakmrountenbHas yacth (Conclusion) — 61aroaapHOCTh 3a COTPYAHUYECTBO U TIOXKETAHUE
Bcex OJar.
[Tonesnsie Gppaspl, KOTOPBIE MOTYT UCTIONB30BATHCS

®dpasa Ha aHTITMHACKOM IIpumMepHOE 3HaueHHE Hpasbl

Thank you for your association with Cnacubo 3a corpyaHudectBo. JKemaem
us. We wish you good luck for your Bam ymaun B Bammx ganbHEHImx
future endeavors. HAYNHAHMSAX.

Wishing you the very best of success XKenaem BaM Haumiaydmux ycCrexoB B
in your future endeavors. Barmmx Oyaynmx HaunHAHHSX.

Thank you for your time in our Cnacu60 3a paboTy B Halleli KOMIaHUH
company and best of luck to you in 1 kenaeM Bam ycriexoB B Oyaymiem.

the future.

6. Iloamucu (Signatures)

B koHIIe ichMa yKa3bIBaIOTCS MOAMKICH, HATIPUMED:

Respectfully (C yBakeHuem), Name of employer

Yours sincerely (C uckpeHHHM yBa)keHHEM),
BeiBatoT ciaydyam, Korga paOOTHHK YBOJIBHSAETCS 10 COOCTBEHHOMY skeianmto (voluntary
resignation), u eMmy He0OOXOIUMO COOONIMTH 00 ATOM KOMIAHUHU. Takoe MUCHMO JIOJDKHO OBITH
NPOCThIM U KpaTkuM. CTpyKTypa NMUChbMa OCTA€TCs TaKOW e, KaK yKa3aHa Bhllie. B ocHOBHOM
gacTu coodmaercss (akT yBOJBHEHUs MO COOCTBEHHOMY kenaHuio. Crnexytomue (pasbl MOTYT
OBITH MOJIE3HBIMHU:

®paza Ha AHTJIMICKOM [TpumepHoe 3HaueHue Gpassl

I would like to inform you that I am S Obl xoren cooOwMTh Bam, 4rto
resigning from my position of Sales YBOJIBHAIOCH C JIOJDKHOCTH MEHEIKepa
Manager at your company, effective mo mpoaakam B Bareit kommanuu ¢ 9
September 9, 2013. ceHrsaops 2013 rona.

This is my official notification that I am D10 MOe OpUIHMATIBHOE YBEJOMJICHHUE O
resigning from the position of Sales TOM, YTO SI YBOJBHSIOCH C JOJDKHOCTH

Manager at your company.



®paza Ha AaHIVIMICKOM

Thank you for opportunities that you have
provided me with during years of our
cooperation.

Thank you for professional and personal
development. | have enjoyed being part of
your team.

MEHeJKepa MO0 IpojaxaM B DBamei
KOMIIaHUH.

B 3axummrounTenbHOM yacTH pabOTHUK OJ1arogapuT padoTo1aTess 32 COBMECTHOE COTPYIHUYECTBO.

[IpumepHoe 3HaueHue Gppassl

Cnacu6o 3a BO3MOXXHOCTH,
MPEJOCTABICHHbIE 3a TOJABl HAIEro
COTPY/JHHYECTBA.

Cmacubo 3a mnpodecCHOHATBHBIA U
JUYHOCTHBIM  pOCT. bbIIO  IIPUATHO
pabotath ¢ Bamu B o1HOM KOMaHIE.

Paspnen S KonTpakTsl
Tema 5.1. OcHOBHBIC CTATHH KOHTPAKTOB
IpakTuyeckne 3ansarus 42-45

Leap paGoThl: akTUBW3AIMsS JIGKCHKH 10 TEME B PAa3HBIX BHIAX JCSATECIBHOCTH: YTCHUE,
ayaupoBaHue, ropoperue. [IpenMer KOHTpakTa, yCIOBUS IUIATEXa, CPOKH MMOCTABKH, TAPAHTHH,
(hopc-MaxkOpHBIE 00CTOATENBCTBA, APOUTPAXK, CAHKITHH

OO6opynoBanme: pa3aTOYHBIA MaTepUal, BUACOMPOCKTOP, YACOHUKH, CIIOBAPH.

B nenoBom aHriMiickoM YacTo HCHOJB3YIOTCS OIpejaeNieHHble KaHuenspusmbl. CoBeTyeM
3alIOMHHUTH UX U B JaJIbHEHIIIEM UCIIOJIb30BaTh MPU COCTABICHUN KOHTPAKTOB.

have agreed at follows — nocTuriu cornaiieHus B CIEAYIOIEM
hereinafter called — nanee na3piBaembIit

on the one hand — ¢ oxHO# cTOPOHBI

on the other hand — ¢ apyroii croponsr

company undertakes — koMmnaHus 00s3yeTCsI

represented by somebody — npencraBienHast KeM-TO

be responsible for — 6bITh OTBETCTBEHHBIM 3a

done in two copies — BBIMOJIHEH B ABYX 3K3EMILIsIpax

written agreement — nuchbMeHHOE COTJIAIICHHUE

fixed in contract Nel — ycranoBieH B koHTpakTe Nel

stated in the Supplement Nel — yka3anHblii B mpuiioskeHuu Nel



considered as done — cunTaeTcs BBHITOIHEHHBIM
possible damages — Bo3MOXxHbIe YOBITKH

Kak cocTaBuTh KOHTPaKT

names of the Sides which signed the contract (umena CTOpOH, KOTOpbIE MOAMUCHIBAIOT
KOHTPAKT);

subject of the contract (mpeameT KOHTpakTa);

price per unit and total price (uena u o0I1asi cyMMa KOHTPAKTa);
delivery time and terms of delivery (cpoku u ycioBusi IOCTaBKH);
quality of goods or services (kauecTBO TOBapa WK yCIYT);
payment terms (ycioBus miaTexa);

claims (mpetensun);

arbitration conditions (apOutpax);

force majeure (popc-maxop);

miscellaneous provisions (mpouue ycioBusi);

judicial addresses of the Sides (ropuauueckue aapec CTOPOH);
signatures of the seller and the buyer (moamucu nponasiia 1 moOKymarTess).

[TyHKTBI B3auMO3aMeHsEMbIE M 3aBUCAT OT crieluuKu KoHTpakTa. [IoHATHO, 4TO AOroBOp O
MIOCTaBKE MPOJOBOJBCTBUS OYyIeT OTIMYaThCA OT KOHTpakTa c IT-koMmaHueid, a MyHKTBHI
JUIJIOMAaTHYECKOT0 J0roBopa OyayT He TAKUMH, KaK B TPYZOBOM KOHTpAaKTe.

IIpounTaiiTe U nmepeBeaUTE TEKCT:

In foreign trade transactions a contract is drawn up to give legal expression to the intentions
of the partners and to guarantee that the obligations contained in the contract will be fulfilled. By
law contracts are made in writing. Standard contracts are not a must. Some articles may be altered
and supplemented. According to the purpose and contents, contracts can cover: goods, services,
licences, patents, technology and know how. As a rule the contract contains a number of clauses,
such as: Subject of the Contract, Price, Terms of Payment, Delivery, Inspection and Test,
Guarantee, Packing and Marking, Arbitration, Transport, Insurance and other conditions. Subject
of the contract names the product for sale or purchase. It also indicates the unit of measure for
specific goods, such as oil, wheat, etc.The price stated in a contract may be firm, fixed or
sliding.Firm prices are not subject to change in the course of the fulfillment of the contract.Fixed
price is the price governing in the market on the day of delivery or for a given period.Sliding prices
are quoted for machinery and equipment which require a long period of delivery.The contract also
names the terms of delivery and delivery schedule which is usually given in the enclosure to the
contract.One of the essential clauses of the contract is the Guarantee Clause. It says that the
supplied equipment and technological process should be in conformity with the latest technical
achievements and in full conformity with the technical documentation, technical specifications
and conditions of the Contract. If during the guarantee period, the equipment supplied by the Seller
proves to have some defects the Seller undertakes to correct these defects or to replace the defective
equipment at his own expense. Every contract names Insurance of Goods.All sensible businessmen
now insure goods for the full value in order to obtain indemnity (Bo3smemienmue) in case of damage
or loss. insurance is against such risk as fire, burglary, pilferage, damage by water, breakage or
leakage. Every contract contains a Force Majeure (Force Major) clause. Force Majeure is a force
against which you cannot act or fight. It usually includes natural disasters such as an earthquake,
flood, fire, etc. It also names such contingencies as war, embargo, sanctions. The duration for a
majority is 4-6 months.

Pasznen S KonTpakrsl



Tema 5.2 O0pa3ubl KOHTPAKTOB
IIpakTuyeckue 3ansaTus 46-49

Leap padoThi: GopMHUPOBaHHUE JTEKCUUECKUX HABBIKOB.
OOopynoBaHMe: pa3gaTOYHBIA MaTepHaj, BUACONPOCKTOP, yI€OHUKH, CIOBAPH.
Translate the following extract of a sales contract into English.

CONTRACT FOR DELIVERY OF CASTIRON

Per. No. City of Cherepovets, Russian Federation _  * 20 .

The Enterprise Russian Federation, (1) as the Supplier,
2) (3) and the Enterprise as the
Buyer (4) (5) 20 , (6) , in
furtherance of its (7) have (8) this Contract (9) . 1. (10)

1.1. The Supplier pledges to supply (11) being a (12)

of the present Contract, and the Buyer pledges to accept and pay for tons of cast-iron in pigs
weighing up to kg each. 1.2. The amount of cast-iron (13) may be changed
(14) (15)

Fill in the gaps in the contract clause
QUALITY with the English equivalents of the contract terms below.

Konctpykuus, no codctBeHHol nnunuatuse, Ceprudukar Kayecta, ObITh MOATBEPKIECHHBIM,
COOTBETCTBOBATh, JOMOJIHUTEIIbHA I1J1ATa, 3a1€PKKa, IEPBOKIACCHBIE MATEPUAIIBI.

QUALITY

The quality of the goods is the requirements given in the Specifications
attached to the Contract. The goods are to be of the latest and manufactured of
the . The Sellers but at the Buyer*s consent or request are to make
improvements of the design and materials of which the goods are made taking into account the
latest technical achievements in this field without any or the delivery time. The quality
of the goods is by a issued by the manufacturing works, or

by a Letter of Guarantee.

Read and translate the following clauses of the contract into Russian:

a) The delivery of the goods is to be effected to the address stipulated in Supplement No. | to
the present Contract. Within 24 hours, excluding the weekends and holidays, after the shipment of
cigarettes the Seller shall inform the Buyer by fax/cable on the following: Contract No.; Trucks
Number; voyagee date; Truckway Bill No.; Cigarette Brand; quantity; gross weight of the goods;
the goods total valuee.

b) CPT-St. Petersburg, Russia (i.e. carriage paid to the City of St. Petersburg, Russia) shall be
defined as per INCOTERMS 2010. The Goods are to be delivered by (company's name). The
Goods shall be delivered within 8 (eight weeks from the date the prepayment has been effected as
per Clause 6.3. herein. The date of delivery shall be considered the date of handing the Goods over
to the Buyer at the Buyer's warehouse (location). The Buyer will bear the risk of loss of the Goods
in accordance with the CPT terms of delivery (as per INCOTERMS 2010). The property right to
the Goods shall be transferred to the Buyer after the customs clearance of the Goods on the territory
of the Russian Federation.

¢) Should there be any delay in having the Goods shipped within the period stipulated in
Clause 8.2 herein, the Seller shall be liable to paying the Buyer a penalty at the rate of 0.1 percent



(but not exceeding five percent) of the Goods total Contract value per every delayed week. The
Seller shall provide the following documents: (1) Invoice; (2) Packing list; (3) Forwarding agent's
Certificate of Receipt (FCR); (4) Bill of lading (B/L); (5) Insurance Policy; (6) Delivery Note
copy; (7) Certificate of origin; (8) Customs Declaration copy.

d) The Buyer will check the quality and quantity of the Goods per each consignment in
accordance with the shipping documents. In the event the Goods quality and/or quantity may
appear inconsistent, the Buyer shall notify the Seller in writing on any such inconsistency within
20 (twenty) business days from the date of delivery and submit a detailed report to the Forwarding
Company. The Seller shall study the notification of inconsistency and provide a response to the
Buyer within 10 (ten) business days upon receipt of the said notification.

e) Delivery and acceptance. The goods shall be deemed delivered by the Seller and accepted
by the Buyer: in respect of quantity: according to the quantity specified in the main shipping
document; in respect of quality: according to the quality parameters specified in the Quality
Certificate issued by the seller or the Quality Acceptance Protocol issued by the end user. The
Goods to be sold under the provisions hereundet shall be delivered within 45 (forty-five) days
upon receipt of advance payment. The Goods shipping date shall be considered the delivery date.

f) Shipping advice The Seller shall within 20-day term inform the Buyer on the Goods
availability for shipment, subject to indicating the following: shipment date, Contract No., the
Goods description, quantity, gross/net weight, and shipment procedure.

g) Quantity-quality acceptance The Goods shall be considered accepted provided no written
claims as regards the Goods quantity and/or quality have been received by the Seller within 10
(ten) days from the date of receiving the Goods.

h) Acceptance Report The goods sold under this contract shall be considered as delivered by
the seller and accepted by the buyer: a) in respect of quantity — according to the actual number of
pieces ascertained at the final consignee‘s warehouse in (town) and confirmed in an Acceptance
Report issued by experts from the Chamber of Commerce and Industry (country). In case the goods
short-age is ascertained atthe final consignee‘s warehouse, the said experts® Acceptance Report
will be the basis for a short delivery claim to be made by the buyer and to be considered by the
seller within 15 (fifteen) days upon receipt of such a claim; b) in respect of quality the consignee
has the right to check the goods quality in terms of its compliance with the reference-sample. In
case the quality does not conform to the reference-sample, the buyer has the right to take three
samples out of the rejected consignment in the presence of the Chamber of Commerce and Industry
experts, one sample - for the seller, one — for the buyer, and one — for testing. The results of the
tests carried out by the Chamber of Commerce and Industry laboratory are to be final and binding
upon both parties.

Pa3nesn 6 ApxuBHbIe MaTepUaJIbl

Tema 6.1. Pabora ¢ 3apy0e:kHBIMH aPXHBHBIMH MaTepHAJIAMH

IMpakTuyeckue 3ausatusa 50-51

]_Ie.]'lb paﬁoTBl: AKTHUBU3allusA JICKCUKH 110 TEMC B pPa3HBIX BHAAX JCATCIbHOCTH. YTCHUEC,
ayIupoBaHUE, TOBOPEHHE.

OO6opynoBanme: pa3aTOYHBINA MaTepual, BUICONPOECKTOP, YUEOHUKHU, CIIOBAPH.

THE VALUE OF ARCHIVES

PART | What’s an Archives?

Before reading answer the following questions:

1. What do you know about archives?

2. What records are sent to archives?

3. Why do people need information from archives?

Read the text to find out if your predictions are correct.



A. The word archives can be used in three different ways: The word archives (usually written with
a lower case a and sometimes referred to in the singular, as archive) refers to the permanently
valuable records — such as letters, reports, accounts, minute books, draft and final manuscripts, and
photographs — of people, businesses, and government. These records are kept because they have
continuing value to the creating agency and to other potential users. They are the documentary
evidence of past events. They are the facts we use to interpret and understand history. An Archives
(often written with a capital A and usually, but not always, in the plural) is an organization
dedicated to preserving the documentary heritage of a particular group: a city, a province or state,
a business, a university, or a community. For example, the National Archives and Records
Administration in the United States, Bentley Historical Library at the University of Michigan, The
Coca-Cola Company Archives, and The Archives of the Episcopal Church are all responsible for
the preservation and management of archives. The word archives is also used to refer to the
building or part of a building in which archival materials are kept, i.e., the archival repository itself.

B. An archives is a place where people can go to gather firsthand facts, data, and evidence from
letters, reports, notes, memos, photographs, and other primary sources. The National Archives is
the U.S. Government’s collection of documents that records important events in American history.
The National Archives and Records Administration (NARA) is the Government agency that
preserves and maintains these materials and makes them available for research. C. Whether or not
you realize it, you probably have an archives in your home. It might be in a filing cabinet in your
study, a box in the basement, a chest in the attic. It is your personal archives: a collection of
material that records important events from your family’s history. D. Both a family’s archives and
the nation’s archives save items to serve as proof that an event occurred; explain how something
happened, whether for personal, financial, or sentimental reasons; may be located in more than
one place. There are ways that your family archives and the National Archives, together, tell your
family’s story. For example, your family’s archives might contain the final certificate for your
great-great-grandfather’s homestead; the National Archives may hold the original applications for
the homestead. Your family’s archives may include a photograph from the day your grandmother
became a U.S. citizen; the National Archives contains the Government applications for
naturalization of persons wishing to become U.S. citizens. E. Whereas your family’s archives is
personal, those held by the National Archives are official. Your family’s archives might include
your birth certificate. The National Archives holds the original, signed “birth certificate” for the
nation — the Declaration of Independence. Your family’s archives are available only to you and
family members. The holdings in the National Archives are available to almost everyone. F. More
than 95 percent of the records in the National Archives are declassified, meaning they are available
to all researchers. NARA employs approximately 3,000 full- and part-time employees to help
facilitate the use of its holdings. Many of the records in the National Archives are available on
microfilm, and more than 1.8 million digital images of documents can be seen through NARA’s
online catalog. G. To help preserve material, NARA stores archives records in acid-free folders
within acid free boxes that are placed in dark spaces with consistent temperature and humidity.
For many years Federal records were created on paper and stored in files and boxes. These days
electronic records are created by government agencies at an astounding rate.

Exercise. Match the words with their definitions.
1) homestead 2) holdings 3) folder 4) data 5) document 6) attic 7) archives

a) individual facts, statistics, or items of information
b) the part of a building, especially of a house, directly under a roof; garret



c) a written or printed paper furnishing information or evidence, as a passport, deed, bill of sale,
or bill of lading; a legal or official paper

d) documents or records relating to the activities, business dealings, etc., of a person, family,
corporation, association, community, or nation

e) a folded sheet of light cardboard used to cover or hold papers, letters, etc., as in a file

f) any dwelling with its land and buildings where a family makes its home

g) legally owned property, especially stocks, bonds, or real estate

Exercise. Complete the sentences using the following words, word combination and
expressions from the box.
Hold, realize, contains, employees, birth certificate, available, electronic records, files and boxes

1. Your family’s archives are ... only to you and family members. 2. NARA employs
approximately 3,000 full- and part-time ... to help facilitate the use of its holdings. 3. The National
Archives may ... the original applications for the homestead. 4. The National Archives ... the
Government applications for naturalization of persons wishing to become U.S. citizens. 5. For
many years Federal records were created on paper and stored in ... . 6. Whether or not you ... it,
you probably have an archives in your home. 7. These days ... are created by government agencies
at an astounding rate. 8. The National Archives holds the original, signed *“...” for our nation — the
Declaration of Independence.

Exercise. In pairs, discuss the following questions. Check the answer with the text "What’s
an Archives?"

. What’s an archives?

. What kind of records are kept in the archives?

. Who are the archival records available to?

. How many records in NARA are declassified?

. In what form are declassified records available to the users?
. How are the archival records preserved?

. What is a family archive?

. Who has personal archives?

. Where do people keep their personal archives?

10. What records does a personal archives consist of?

11. Why do people need to use archival records?
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