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HOACHUTEJBHASA 3AIINCKA

[TpakTHdeckue 3aHATHS SIBISIFOTCS 00s3aTeIbHON YacThI0 00pa30BaTEIbHOM MPOTPAMMEI CPETHETO
npodeccnoHanbHOTO 00pazoBaHus, obecrneunBaroieil peanuzanuio DeneparbHOr0 rocyJapCTBEHHOTO
o0pa3oBaTeNpHOTO CTaHAapTa cpenHero mnpodeccuonanbHoro obpasoBanus (OI'OC CIIO) wu
MPEICTaBIsAIOT €000l BUJ y4uyeOHBIX 3aHATUH, O0ECHeUMBAIOIIUX MPAKTUKO-OPUEHTUPOBAHHYIO
MOJITOTOBKY OOYYatOIIHXCSl.

[{enbto MpakTUYECKHUX 3aHITHH SIBISIETCS MPAKTUKO-OPUEHTUPOBAHHOE YCBOCHHE O0YUYaIOIUMUCS
TEOPETUYECKUX 3HaHUH W  (QopMupoBaHue yMeHUH, oOecrneYnBalOMUX KBATH()UIMPOBAHHYIO
npodeccnoHaNbHYI0 AESITEIbHOCTD CIIECIUAINCTOB.

Conepxanne yueOHOW mucuumummael CI.02 MHOCTpaHHBI $3bIK B MpO(decCHOHATBLHOU
JEeSITeIbHOCTH CIIOCOOCTBYET (POPMUPOBAHUIO CIEAYIOIIUX KOMITETECHITUI
oowue:
OK 01. Beibupats crioco6sl pemieHus 3a1ad npodecCHOHaIbHON ASATENPHOCTH MPUMEHHUTEIBHO K
Pa3IMYHBIM KOHTEKCTAM.
OK 02. Ucmnonb30BaTh COBPEMEHHBIE CPECTBA MOUCKA, AHATIN3a U UHTEPIPETAIIN HHPOPMAIIH 1
MH(POPMAIIMOHHBIE TEXHOJIOTHH IS BBIITOJHEHHS 33124 MPO(EeCCHOHANBHOM eI TETbHOCTH;
OK 09. TTonb3oBaThcsi MpoheCCHOHATBHONM TOKYMEHTAlUel Ha rOCyAapCTBEHHOM M MHOCTPAHHOM
S3BIKAX.
1.3. TpeGoBanus K pe3yJbTaTaM OCBOEHHS Y4eOHOH THCIUTIIMHBI:
B pesynbpTaTe ocBoeHMs y4eOHOW JUCIUTIIIMHBI 00YUYaIOMIUNACS TOJKEH YMETh:
VY1 obmathes (YCTHO ¥ MUCbMEHHO) HA HHOCTPAHHOM SI3bIKE Ha IPO(EeCCUOHATbHBIC U TIOBCEHEBHBIC
TEMBI,
VY2 nepeBoauTh (CO coBapeM) HHOCTPaHHbIE TEKCTHI MPOQEeCcCHOHAIBHON HAPaBICHHOCTH;
VY3 caMOCTOSTENBHO COBEPIIEHCTBOBATH YCTHYIO U MUCHbMEHHYIO Peub, MOIOJIHATH CIIOBAPHBIN 3ariac.
B pesynbprare ocBoeHHs yueOHOM MUCIUILTMHBI O0YYaIOIIHICS JOKEH 3HATD!
31 nexcuueckuit (1200 - 1400 nekcHyecKUX €AMHUIN) U TPAMMATHYCCKUH MHHUMYM, HEOOXOTUMBIH JIJIsI
YTEHUsI U TIepeBoa (CO CI0BapeM) HHOCTPAHHBIX TEKCTOB NMPO(ECCHOHAIBHON HAPAaBICHHOCTH.
1.4. TIpoMe:xxyTO4HAasi aTTecTALUsA MPOBOAUTCA B (hopMme TupPepeHHPOBAHHOIO 3a4eTA.



CTHnib 1€710BOro NucbMa

Ctunb 1em10BOM KOPPECIIOHIEHIIMU MTOCTOSSHHO MEHSETCS ¢ KaXKJbIM I'OJIOM OH Bce Oolee
YIPOIIACTCS M CTAHOBUTCS MEHEE (DOPMAaTbHBIM U YOMTOPHBIM.

Bort Hekoropsie ocobennoctu ctriis JdesioBoii KoppecnonaeHium:

1. Kaxayro HOBYIO TeMy HauMHAHTE ¢ HOBOTO ab3ara.

2. Hukorpaa He ucnomnb3yiite MeTadopbl, CpaBHEHUS, aJUIETOPUH, €CIIH HE YBEPEHBI B TOM, YTO OHH
OyIyT MPaBHIILHO MOHSTHI BAITUM KOPPECIIOHACHTOM.

3. OrnaBaiiTe npeAnoYTeHre KOPOTKUM U MPOCTHIM (pa3zam.

4. He ucnonb3yiTe MacCUBHBINA 3QJI0T, €CJIM MOKHO O0OOMTHCH aKTUBHOM (pOpMOI rinarosna.

5. 1 auno en. yncna MOXeT ObITh UCTIOIB30BAHO TOJIBKO YEIOBEKOM, 00JI1a1al0IIKUM ITOJIHOMOYHUSIMH,
IIOTOMY YTO OH COOOIIAET O CBOMX JIMYHBIX JEHCTBUSIX U PEHICHUSIX, MPEACTABISAIOMUX ero GupMy WiIH
OpraHM3alMIo.

6. MHcnonb3yiite Haubosnee ynorpeOuTenabHbIE B ACIOBOM MEPENUCKE 3aKIOYUTENbHBIE (POpMYIIbI
BEJIMBOCTHU!

7. Yours very truly, Very truly yours, Yours sincerely, Sincerely yours, Yours faithfully.

8. Bame mucemMo OyAeT NMpHUATHBIM Ui YTEHUS, €CIHM cioBa “you”, “your”, “yourself” OymyT
HCITOJIb30BaHEbI Yalle, yeM cjioBa “I” u “we”.



Oo0pa3en 1eJ10BOT0 CTUHIIS

Dear Sirs,

We want to tell you how pleased we were with your order because it represents our first dealing with
you.

We have always felt that our high quality merchandise should have a ready sale in a fashionable shop
like yours.

It is our hope that this first transaction will be the beginning of long and happy relations; you can be
sure that we will do our best to satisfy you.

Yours faithfully,

YBaxkaeMble TOCIO/Ia,

MpI xoTHM co00IKThL Bam, 94T0 MBI 0YeHb O1arogapusl Bam 3a Bann 3akas, Tak Kak 3TO Hallla epBas
o01as cienka.

MpI Bcerja 3Hajau, YTO HAIlM BBICOKOKAYCCTBCHHBIC TOBAphl OYJIyT XOPOIIO MPOJABATHCS B TAaKOM
(demnieneOeTPHOM Marasune, kak Bari.

MBI HajeeMcs, YTO 3Ta CAENIKAa CTAaHET HAYyaJoOM JOJTMX M B3aMMOBBITOJHBIX OTHOIIECHHI; MOKETE
6I)ITI) YBepCHBI, YTO MBI CaACIa€M BCEC BO3MOKHOC, LITO6I)I Brl 6I)IJII/I JTOBOJIBHBI.

C yBaxkeHueM,



OcHOBHBIE 3J1EMEHTHI 1€J10BOr0 NMUChMa

The main parts of a business letter

BUSINESS INFORMATION CENTER
LONDON WC 1A 2TR BLOOMSBURY WAY
Telephone 01242
Telex 436543

DA/MG

The Polish Foreign
Trade Enterprise TOREX
00 - 356 Warszawa
ul. Asfaltowa 6
06/12/1996

Attention Mr. J. Gorski
Dear Mr. Gorski

PRICE LIST

Due to worsening rates of Exchanges, we are
obliged to produce a new price list for
Publication on 1997./01/01. Therefore, may we
ask you if your Enterprise is planning any price
increase in the near future.

Your prompt reply in this matter would be
appreciated.

Yours sincerely,
For Business Information Center

Ms. D. Anderson
Secretary.

Heading
3aconosox

Reference
Cceuvinxa
Inside Address
Aopec
noaysamerns

Date — /lama
Attention line
Obpawenue
Salutation
Ilpusemcmeue
Subject line
Tema nucoma
Body
Cooeporcanue
nucoma

Close
Saxmouumenvh
as
@pasa
Signature
Tloonuco



CTpyKTypa 1eJI0BOr0 NuchbmMa

Obpaszeuy:

[lamnka Department of Material Science and
UChbMa Engineering
Anpec University of Virginia
ormpasutens Thornton Hall

Charlottesville, VA 22903-2442

TEL:804-982-5641

FAX:804-982-5660
Jlata September 20,1994
Anpec Dr. A.S. Korsakov,
noiydatens  Kursk Inst. of Physics and Tech.

305016 Kursk

Dimitrova street,25

Russian Federation
BerynurensHoe Dear Dr. Korsakov
oOparnieHue

I made several attempts to contact you, via

Dopmyna

BexnuBocTd  Sincerely yours,
baok moamucu Nelly Wanty (Mrs.) p.p.
William Johnson

Texkct
nucLMa

telephone and e- mail, about your copyright forms
for each of the attached manuscripts. The deadline is
approaching and we do not have sufficient time to
collect your forms. | have gone ahead and signed
your form so that your manuscripts may be included
in the PTM94 Proceedings. Otherwise, we would
have had to withdraw your papers.

Please sign and return the attached copyright
forms as soon as possible so that we may have a
copy on file with your original signature.

Thank you for your prompt attention.




Active vocabulary:

attempt MOMBITKA, MPO0Oa, OIBIT
copyright aBTOPCKOE IPaBO

forms OnaHkH

attached manuscripts npuiaraemMas pyKomnmich
deadline KpaifHHe CPOKH

approach npUOJIMKECHHUE, TOIXO]
Sufficient JIOCTATOYHBIN

to collect forms cobupath, BOCTpeOOBATh

to sign a form MOKCATh OJaHK

to include BKJIIOYATh, 3aKJII0YaTh, COACPKAThH
otherwise UHayYe, Mo-IpyroMy

to withdraw B3STh 00PaTHO, CHATH CO CUCTa
signature [MOJIITUCH

» Ynpa:kHeHue.
Pa3zmecTuTe B IPaBHJILHOM MOPSI/IKE aJpeca, 1aTy, BCTYNUTEIbHOE 00palienne, TeKCcT, popmyry
BEXKJIMBOCTH OJIOK MOAMUCH:

Dear Dr. Fedin,

We have just received your above-mentioned article for publication. On behalf of Elsevier Science, |
would like to take this opportunity to thank you for choosing our journal as your publishing medium.

From the details supplied by the journal editor, we have logged your address and, if available, your e-
mail, phone and fax number. Please check that the details are correct and complete so we can contact you
quickly if necessary.

Enclosed you will find a copyright transfer and offprint order form.

& Copyright transfer: Articles are accepted for publication on the understanding that authors will
return a transfer of copyright agreement to the publisher. Please read and complete the form, and return
the original by mail.

ELSEVIER SCIENCE
Log-In Department
Sara Burgerhartstraat 25
1055 KV Amsterdam
The Netherlands

Tel (+31) 30 885 3900

Dr. A. A. Fedin

Kursk Inst. Of Physics and Tech.
National Science Center
Dimitrova St. 25

305016 Kursk

Russian Federation

Amsterdam, 30 November 2003
Phone: 572 536203

Fax: 572 533858
E-mail: fedin@kipt.kursk.ua

Elsevier Science


mailto:fedin@kipt.kursk.ua

A.D. Briffin
Administrator

Fax: +31 29 485 2521

Yours sincerely,

Active vocabulary:

editor
available
complete
contact
to enclose
copyright
offprint
to accept
original
publishing medium
to log

penakTop

JIOCTYITHBIN, UMEIOLIUICS B
HAJIUYUU

IMOJTHEIN, 3aKOHYCHHBIN
CBS3aThCA

BKJIaJIbIBATh (B MMCHMO), IPUJIAraTh
aBTOPCKOE MPaBO
OTJIEIbHBIN OTTUCK CTaThU
MPUHUMATH

OpUTHHAJI, IOJUIMHHUK
OIy0JIMKOBaHUE

BBIOMPATH




B mocoOum mpencraBieHa MoaOOpKa IHCEM, KOTOpPBIE dYalle BCEro BCTPEUAIOTCS B JCIOBOM
KOppeCHOHI[eHI_[I/II/I nu KOTOpBIe, BO3MOXHO, BaM HpI/II[CTCH II1CaThb.

OTO Takue NUChMa Kak IMHMCHMO-3alpoC O IMOCTYIUICHUH Ha padoTy, pe3foMe, MHChMO-3alpoc O
MOCTaBKEe TOBapa, MUChMO-3aKa3, PEKJIIAMHOE MTMCbMO, TUChbMO-U3BHHEHUE, TUCHMO-TI03/IPaBJICHHUE.

[denoBasi kOppecnoHIAeHUMS,
CBA3aAHHAA C NOCTYIVICHHEM
Ha padorty

HpaBI/IJ'IBHO HarnmuCaHHasg ACJI0Bass KOPPECIIOHACHIMA OOJIKHA OLITH TaKOﬁ, YTOOBI IIpoO4YrTaB eé,
paboTomarenb TPUIIEN K 3aKIIOUEHHIO, YTO BBI M €CTh TOT 4eTOBEK, KOTOPHII eMy HYKEH.

C moMoIIpI0 MUChMAa-3a1poca BBl cOO0IIAeTe O CBOMX 3HAHMSIX, HABBIKAX U OCOOCHHOCTSIX.

Bamre nwmcemo BBIMI'PACT, €CIIN 6yz[eT aJ[p€COBAHO HC IIPpOCTO AHOHHMHOMY YIPABJIAOIICMY, a
KOHKPETHOMY YEJIOBEKY M IPH 3TOM BO BCTYHNHUTEIHHOM OOpAIICeHUU OYAET CTOSATh UM U (DaMuIIns 3TOro
YECJIOBCKA.

IMucemo-3anpoc 0 NOCTYIVIEHHH HA padoTy

Dear Dr. Sheldon:

Please consider me for the position of mathematics instructor in your high school. I am not only well-
grounded in mathematics and the liberal arts, but have the skills to motivate students to learn.

The best teachers | have had were all knowledgeable of their subject matter and capable of imparting
their knowledge to students. They also loved teaching profession. | am of the same mold. I challenge
students to go beyond self- imposed barriers to learning, and provide them with the encouragement and
knowledge to do so.

My teaching practicum showed me that mathematics is a dreaded subject for many students. With my
joy for teaching and ability to illuminate math concepts, | will impart my enthusiasm and knowledge to
your students. Mathematics class will not be dreaded,; it will be eagerly anticipated.

Thank you for your consideration.

Sincerely,

VYBaxkaemsiii joktop [lennon:

[Toxkanylicta, pacCMOTpUTE MOIO KaHAMIATYpy Ha JOJLKHOCTH NpENoJaBaTelsl MaTeMaTuky B Bameit
BhICIIIEH HIKOJIE. Sl HE TOJIBKO MMEI0 XOpOIINE 3HAHMS 110 MaTeMaTHKE M TYMaHUTApHBIM HayKaM, HO U
yMero o0y KAaTh MIKOJIbHUKOB YUUTHCH.

Jlyumue yuurensi, KOTOpble y MEeHsI ObUIN, XOPOLIO 3HAJIM CBOM IPEIMET U YMEIH MOJEIUThCS 3TUMU
3HAaHUSIMM CO IIKOJIbHUKaMH. OHU JI0OMIM CcBOO mpodeccuro. I TouyHO Takol xke. SI Opocaro BbHI3OB
Y4E€HHKaM, 3aCTaBJIsis UX MIPEOJ0IeBATh NPENATCTBUS, MOOIIPSIO UX U AA0 UM 3HAHUS JUIS 3TOTO.

Moii ombIT mnpemnoaaBarens IOKa3zald, YTO OOJBIIMHCTBO IIKOJIBHUKOB CUHUTAIOT MAaTeMaTUKy
yKacHbIM nipeameToM. C MOUM JK€TaHUEM YUUTh M CIIOCOOHOCTSIMU IIPOJIMBATh CBET HA MaTEMaTUYECKUE
KOHIIETILIMY, s THepeAaM CBOM SHTy3Ma3M M 3HaHMs Bammm mkogbHHKaM. YPOK MaTeMaTuku Oyaer
MHTEPECHBIM, €ro OyIyT *AaTh C HETEPIICHUEM.

Crniacu00 3a BHUMaHHe.

Hckpenne,

Active vocabulary:



to consider smb. for the
position

knowledgeable

to impart one’s knowledge
to challenge students

to go beyond self-imposed
barriers

to provide with the
encouragement

dreaded

to illuminate

concepts

to impart enthusiasm

paccMaTpuBaTh KaHAUAATYPY HA
JIOJDKHOCTh

3HAIOIIUI XOPOIIIO

JETUTHCSA 3HAHUSIMHA

OpocaTh BBI30B CTyCHTaM
3aCTaBUTh MIPEOJI0JIETh
MPENSATCTBUS

MOOMIPATH KOr0-JIH00

Y KACHBIN

MPOJIUBAThH CBET
KOHLETIIUU
nepeaaBaTh SHTY3Ua3M
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» YrnpakHeHue

1. [lepeBeguTe NMCHMO HA AHTJIMHCKHI A3BIK:

VYBaxkaemble TOCIIO/A,

JlomKHOCTB acCUCTEHTa

byny pan, ecnu Bbl npuMmeTe BO BHUMaHHE TO, YTO MOM HABBIKM M YMEHHUSA COOTBETCTBYIOT Bammm
TpeOOBAHUSIM.

Co MIKOJBHBIX JIET S CTPEMIICS CTaTh PAaOOTHUKOM HM3ATEILCKOH (UPMBI, U €CIIH S MONydy 3Ty
JOJDKHOCTB, S CJIeJIato0 BCE OT MEHs 3aBUCSIIEE, YTOOBI MTPEAAHHO U C YIHTY3HA3MOM CITY)KUTh Bawm.

S mory npuiiTi Ha coOeceoBaHuE B JTF000E BPEMS M IIPHJIAraro K 3TOMY ITUCbMY OTKPBITKY C
o0paTHBIM aJIpecoM B HaACK e, 9YTO BBl coOOIIUTE, KOT/1a MHE TIPUITH.

C yBaxxeHuEeM

2. CocTaBbTe MUCHMO-3ATIPOC O MOCTYIJIEHUH HA Pa0OoTy, HCHOJb3Y1 ceaymue ¢ppasbl:
"Please consider me for the position of a manager".

"I have graduated from the faculty " Administration and Public Relations” on specialty " Manager" of
one of the prestigious institutes of Kursk-- MEBIK."

"I am considered by those who know me to be alert, intelligent and well-informed."

"My education, which | get during my study at MEBIK, corresponds your demands completely."

"I'll be very pleased if you call me. My telephone number is----.

Sincerely,

Pesrome
K nuceMy-3anpocy o mocTynjaeHuu Ha paboTy OOBIYHO MPHUIIAraeTcsi pe3roMe.
Pestome - 310 KpaTkoe u3NOKEeHHE Ouorpadguu uenoBeka, HHGopmanus 00 oOpa3oBaHUM H

KBaJ'II/I(l)I/IKaI_II/II/I, 0 HIpCAbIAYHIUX MECTax pa6OTBI, O BJIAICHUU HHOCTPAHHBIMH SA3bIKAMH, OIIMCAHUC
HaBBIKOB U CHOCO6HOCT€I\/'I, JIMYHBIC TAHHBIC, MHTCPCCHI.

IIpumep pesrome:

Ivanova Elena Vasiljevna HBanoBa Ejena BacuibeBHa

Dimitrova street 91, ap. 23 VYuna Jfumutposa 91, kB. 23

305000 Kursk 305000 Kypck

Russia Poccust

Phone: (0712) 567656 Ten: (0712) 567656

Personal Data JIMYHBIE TAHHBIE

Birthday: January 6, 1978 Hara poxaenus: 6 suBaps, 1978

Birthplace: Kursk city, Russia Mecto poxaenus: Topoa Kypcek,
Poccus

EDUCATION OBPA30BAHUE

1995 -2000 Management, 1995 -2000 Kypckuii MHCTHTYT

Economics and Business Institute of menemxMenTa, SKOHOMHKH U

Kursk (Department of Economics) Ou3Heca

Courses: English, Computer (3koOHOMHYECKHI (aKyIbTET)

Science, Theory of Economics, IIpenMeTsl: aHTIUIACKHIA SI3BIK,

Philosophy. nHPOpPMATHKA, HKOHOMUYECKAs
Teopusi, punocodus.

Master Thesis: “ Linguistic Aspects JIummomuas pabora:

of Business Correspondence” «JIuarBucTHYECKHE

11



Written in English OCOOGEHHOCTH JIENIOBOM

KOPPECIIOHICHIIUN»

SPECIAL SKILLS IMPOP®ECCHUOHAJIBHBIE
HABBIKHA

Computer skills: 3uanue IK:

Hardware: IBM PC IBM PC

Software: Microsoft Word, Excel, ITporpammHuoe o0ecrneyeHue:

Stylus, e-mail, Internet Microsoft Word, Excel, Stylus,
e- mail, Internet

Languages: HNuocrpanusie SI3BIKU:

Russian-- spoken and  written anrmuiickuii -cB060JHO
English - spoken and written

» Yrnpa:kHeHue
1. CocraBbTe CBOE pe3loMe.
2. IlepeBeauTe Ha pycckuii A3bIK 00pa3en pe3lome:

MICHAEL BROWN

R.D. 5 Box 66

Lebanon, NH 04855

(605) 657 0909

EDUCATION

Topeca Public College ( Topeca, Kansas) B.A. in History, minor in Psychology, May 1994
L'Universite de Lyon (Lyon, France) During 1992 was enrolled in one-year exchange program through
the French Collegiate Consortium (FCC). Studied language, culture and history of France. Familiar with
French.

INTERPERSONAL SKILLS

Restaurant and retail work experience included serving customers during busy tourist seasons; sailing
and windsurfing instructor: lectures to large groups as well as private lessons for all ages from beginning
to racing levels; tutored high school students: lived with French family for a year.

--Work effectively in time pressured situations

--Interact effectively with peers, subordinates and superiors

--Can maintain group cooperation and support

--Adaptable to new environments

RESEARCH and ANALYTICAL SKILLS

Strong research and writing skills developed through writing of extensive term papers in history and
psychology; quantitative analytical skills gained by coursework in microeconomics, biology and
chemistry; critical thinking strengthened by philosophy, religion and American government coursework.

--Strong record of setting and achieving personal goals

--Organize and synthesize facts creatively

--Proficient in written communication

EMPLOYMENT

Selfin Sailing Center, Boston, MA (Summer 1993)

Sailing Instructor: Taught sailing and windsurfing; managed finances and handled scheduling.

Bentley's Restaurant, Ithaca, NY (Winter 1990)

Waiter

12



busHec-koppecnoHaeHUMS
Bbl moctynuiu Ha paboty, KoTopasi TpeOyeT yMEHHUsS! COCTaBIISAThH JI€JIOBbIE MUChMa U OTBEYaTh Ha
HHX. I[aﬂee MpeaACTaBJICHBI 06pa3u51 TPAAUIUOHHBIX JCJIOBBIX THUCCM.
IMucsmo-3anpoc
HI/ICBMa-3aHpOCH IMOMOT'yT BaM IOJIYYHUTb KaTaJlOr'u, KHUI'U, Y3HATbL CPOKU JOCTABKHU. ITnucemo
JOJKHO OBITh YeTKUM, KOHKPETHBIM, KPATKUM U, KOHEUHO, IEITUKATHBIM.

Dear Sirs,

We have learned that you have available 20 text-books on English language for the students of
economics faculty.

There is a steady demand here for high-class goods of this type. Sales are not high.

Will you please send your catalogue and full details of your export price and terms of payment,
together with any samples you can let us have.

We look forward to hearing from you.

Yours faithfully,

YBaxkaeMble TOCIO/Ia,

Hawm ctaso u3BecTHO, 4T0 Bbl iMeeTe B HAIM4nU 20 y4eOHUKOB 10 aHTIMACKOMY S3BIKY JUJISI CTYACHTOB
SKOHOMHUYECKOTO (haKyJIbTeTa.

VY Hac MOCTOSHHO IMOSBJISACTCS CIIPOC HA BBICOKOKAYECTBEHHBINH TOBAap Takoro poja. O0beM mpoaax
HE 0YCHb OOJIBIION.

[TpunuuTe HaMm, MOXKATYHCTa, CBOM KAaTAJIOTH C IMOJHOW MH(OpMAIMeld OTHOCUTEIBHO SKCIOPTHBIX
IICH, YCIIOBHH TIIATEXka, a TAK)KE HEKOTOPBIE 00PA3IIbl U3/ICIIHI TI0O CBOEMY YCMOTPEHHIO

[TpocuM OTBETHUTH.

C yBaxxeHuewM,

13



Active vocabulary:

available

demand

to be in demand
demand for high-class
goods

catalogue

export prices

terms of payment

We look forward to hearing
from you

sales

sample

UMEIOIIUICS B HAJTUYNH,
HAJIMYHBINA

TpeGoBaHue

MOJI30BaTHCS CIIPOCOM

CIIPOC HA BHICOKOKAUECTBEHHBIM
TOBap

KaTaJior

SKCHOPTHBIC LIEHBI

YCJIOBHS TUIaTEXKa

MPOCUM OTBETUTH

00BeM Ipoaax
oOpa3err (TOproBbIii)

> YnpakHeHue

IlepeBennTe HA PyCCKMii A3BIK MUCHMO-3ANPOC O MOCTYIJIEHUHN HA PadoTy:

Dear Mr. Davis

| saw your advertisement for an Export Manager in the Daily Herald of 7 March and | would like to

apply for the position.
I would be grateful if you could send me an application form and further information about salary and

working conditions.

I look forward to hearing from you in the near future.

Yours sincerely
(signature)

Active Vocabulary:

application
grateful

position

salary

to send

I look forward to
further information

3asBJICHUE
Onaro1apHsIi,

JOJIDKHOCTD

IIOChIIIaTh

MIPU3HATEIbHBINA

KaJIOBaHbEC, OKJIag

S c HeTepIieHneM Ky
JIOTIOTHUTEIIbHBIE CBE/ICHUS
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» YrnpakHeHue

IlepeBeaure TeKCT NMUCbMA:

Dear Sirs,

You will be interested to hear we have been able to obtain a further supply of Brazilian Coffee of the
same quality as that supplied to you last year. The total consignment is only 1,000 Ib, and we are pleased
to offer it to you at 5/6 per Ib. with the increase in freight costs which become effective this week, the
next consignment will be dearer, so we recommend you to take prompt advantage of this offer, which is

firm for three days only.
Yours faithfully.

Active Vocabulary:

You will be interested to hear
to obtain 1,000 Ib-pounds
further supply

to supply

total consignment

We are pleased to offer

the increase in freight costs

to take prompt advantage of
this offer
to be firm

Bawm Oyner unTepecHo y3HaTh
[Momyyats 1000 ¢pyHTOB
HOBOE IIPENTIOKEHUE
IIOCTaBJIATh

o0111ee KOJIM4eCTBO

MBI pagsl IPEIIOKUTh
MIOBBILLICHUE LIeH Ha
TPaHCIOPTHBIE YCIIYyTH
HE3aMEUIUTEIBHO
BOCIIOJIb30BaThCs 3TUM
IIPEIIOKEHUEM

UMETh CHITY
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OTtBeT Ha 3anpoc
OTBeT Ha 3arpoc JOJHKECH MOJIOKUTh HAYaJI0 IOJITOMY H TPOAYKTUBHOMY JIEIOBOMY COTPYIHUYECTBY.
OTBeuasi Ha BOIPOCHI, CIEAYET JaTh TOYHOE ONMHMCAHHE TOBAapa, IO BO3MOXXHOCTU COINPOBOJUTH €r0
(dhoToMaTepuaIamMu Ui 00pa3IaMH.

Oo0pa3en nucbma:

Dear Sirs,

We thank you for your letter and have pleasure in enclosing our catalogues.

We think that the beauty and elegance of our designs coupled with the superb quality should appeal to
the discriminating buyer.

We shall be happy to execute your orders on our usual terms —2,5% at one month, or 3,5% for prompt
cash, and trust this be the beginning of a long and mutually profitable connection between us.

We like to help our customers in every way possible and hope you will not hesitate to write to us
whenever we can be of use.

Yours faithfully,

YBaxkaeMble TOCIO/Ia,

bnaronapum 3a Baille TMCbMO M MPUJIaraéM Halllk KaTaJIOTH.

MBbI rymaeM, 4TO 3J1EraHTHOCTh, XOPOILIWKA TU3aiH U MPEKPACHOE KAaYECTBO YAOBJIETBOPAT CAMOTO
TpeOOBaTEIBHOTO MOKYTIATENS.

Mps1 OyieM pajibl BHIIOJTHHUTD Balll 3aKa3 Ha HAIIUX OOBIYHBIX YCIIOBUSAX -2.5% mpu omiaTe B TeUCHHE
Mecsia uiu 3.5% mnpu omate cpasy ke HAIUYHBIMU.

Mp&I BeprM, YTO 3TO TOJIBKO HAYaJIO HAIIMX JOJITOCPOUYHBIX M B3aUMOBBITOIHBIX OTHOIIICHUMN.

MBI rOTOBBI BCAYECKU ITOMOTaTh CBOMM KIIMEHTaM U HAJeeMCs, YTO Bbl O€3 MPOME/JICHUS COOOIIUTE
HaM, MO>KEM JId MBI OBITh BaM MOJIE3HBIMU

C yBaxxeHueM,

Active vocabulary:

to enclose npuIaraTh

to execute HUCHOJIHSTh, BBIIIOIHSATH

prompt HEMEJICHHBIN, CKOPBIN

cash HAJTNIHbIC

profitable NPUOBLIBHBIN, BBITOTHBIN

connection CBSI3b, OTHOILIEHUS

hesitate KoJieOaHue, MPOMEIIICHHE

superb quality BBICIIIEE KAYECTBO

discriminating buyer TpeOOBaTENbHBIH,
paz00pUMBHIN TOKYTIATENb

> YrnpaxxHeHue

Hcnoan3ys odpasen, nepeBeaure JaHHbIe (DPa3bl HA AHTJIMICKUN SI3BIK, 00paliasi BHUMAaHUe
HA OKOHYAHNeE MOPSIKOBBIX YHCIUTEIbHBIX:

Your telex of 20" February

1. Bamre muceMo OT 15 OKTAOpA

2. HaIIe MUChbMO OT 14 HOSOps

3. Bale miuaTexxHoe nopy4denue ot 1 mapta

4. Halll TEJEKC OT 2 ampens

5. Balie u3BenIeHUE OT 3 THBaps

> YrpakHeHHe
16



IlepeBenure HA AHTIMACKHUI SI3BIK CTAHAAPTHBIEC GOPMYJIMPOBKH 1€JI0BbIX ITUCEM:
1. M1 nonyunnu Bare nucemo.

2. bnarogapum 3a MUCHMO.

3. B oTtBeT Ha Bamie nucemo.

4. MbI COBEpPIICHHO YBEPEHBI.

5. B nononnenue K BhilIeyKa3aHHOMY.

6. B cBsi3u ¢ Bareit mpocb00id.

7. OxunaeM Bamero cormnacus.

8. MbI OyZieM pU3HATENBHEI 32 OBICTPBINA OTBET .

9. C yBaXE€HHEM.
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Iucsmo-3aka3

[TpakTHyecku Bce TUIBI KOPPECTIOHACHIIUN, PACCMOTPEHHBIE HAMU, HalleJIEeHbl Ha JOCTHKEHHUE OJHOMN
€IUHCTBEHHOU IIEJIN - 3aKa3a.

[Toxynarenb, MOCBHUIAIOMIMKA 3ampoc, AelaeT 3TO MOTOMY, YTO XO4yeT MpuodpecTH yTo-1ubo, T.e.
caenath 3aka3. [Ipomasel, 3aHUMAOIIMIKCS PACCBUIKOW NMUCEM-TIPEMJIOKEHUIM, HAIEETCS HA TO, YTO 3TH
MMChMa MPUBEYT K 3aKa3zy.

CriennanabHOE THChMO-3aKa3 KOHKPETU3MPYET CUTYAIMI0 3aKa3a, YTOUHSET JeTayd, OJarogapur 3a
MIPeIJIOKEHUS WIIM IPUCTIAaHHbIE PACIEHKU U KaTaJIOTH.

Dear Sirs,

Thank you for your letter of January12th, which you sent us with the details of your plastic wire.

We have now seen samples of these goods and are prepared to give them a trial, provided you can
guarantee delivery on or before Marchlst.

The enclosed order is given strictly on this condition, and we reserve the right of cancellation and
refusal of delivery after this date.

Yours faithfully,

VYBaxkaemble rocrnoza,

bnaromapum Bac 3a Bamie mucbMO OT 12 stHBapsi ¢ MOAPOOHBIM ONMKCAHMEM BaIlIMX TIACTMACCOBBIX
U3ICIINI.

[Tocne Toro, kak Mbl YBHJIE€IH 00pa3libl 3TOr0 TOBapa, Mbl FOTOBBI Pa3MECTUTh NMPOOHBIN 3aKa3, IIpU
YCIJIOBUY IIOCTaBKM | MapTa win paHee.

[Tpunaraemslii 3aKa3 geIaeTcsi CTPOro Ha TOM YCJIOBHH, M MBI OCTaBIIsieM 3a cO00# mpaBoO OTO3BAThH
€ro M 0TKa3aTbCs OT IIOCTABKHU I10CIIE UCTEUEHUS TOU J1aThl.

C yBaxxeHuew,

Active vocabulary:

samples 00pas3Isl

provided P YCIIOBHH

delivery MMOCTaBKa, IOCTaBKa
guarantee rapaHTus

enclosed order npuIaraeMblii 3aKa3
condition yCIIOBHE

We reserve MBI COXPaHsIEM, PE3CPBUPYEM
cancellation OT3bIB, aHHYJIUPOBaHNE

to refuse OTKa3bIBaTh

MHuorue GpupMbl 0pOpMIISIOT THUChMa-3aKa3bl T0BOJILHO MPOCTO.

BonpmmHCTBO 3aKa30B /IeNaeTCsi Ha CHEIMaIbHO OTIIEYaTaHHBIX OjlaHKaxX. BaM Hy»XHO BCero JIMIb
3alOJIHUTh TaKOW OJIaHK, BIUCAB HYXHbIE Ipadbl HAMMEHOBAHHUS TOBapa, KOJMUYECTBO HK3EMIUIIPOB,
LIEHY, CpOKHU croco0 nocTtaBku. [IpenmyiiiecTBOM nevyaTHbIX GOpMYJISPOB SBISETCS TaKKe M TO, UTO BCE
OHU MPOHYMEPOBAHBI JUIs y100CTBa BEACHHS JallbHEHIIeH mepenucKku.

Order Ne 436

Please supply: 50 copies “The Great General” at a price of & 15 less 5%
Delivery: prompt, carrier

WILLIAM HUGH Ltd.

A.S. Wills
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3aka3 Ne 436

[Toxany¥icra, mpenoctaBbTe HaMm 50 3K3eMIUIIpoB KHUTH «Benmukuii renepam» mo nene &15 co
ckuakoiS % .

JlocTtaBka: HEMEICHHO, KypbEepPOM.

WILLIAM HUGH Ltd.

A.C. Buic
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ITucbMo 0 mMoCTaBKe TOBapa
[Tocne momyuyeHus 3aKa3a MEpenucka OOBIYHO MPOAOHKAETCS -3TO MOTYT OBITh MHChbMa O MOCTaBKE
TOBapa.

Dear Sirs,

Your order of April 13" has duly received, and is having our immediate attention.

We hope to dispatch the goods on Friday next, and | am sure they will give you every satisfaction.
Thanking you very much, and trusting to be favored with any further orders you may require.
Yours faithfully,

YBaxkaeMble TOCIO/Ia,

Bam 3aka3 ot 13 anpenst noiay4yeH BOBpeMs, U Mbl Cpa3y ke MPUCTYIIAEM K €r0 BBIITOJHEHUIO.

Mps1 Hajgeemcsl OTIIpaBUTh TOBAp B CIEAYIOIIYIO ISTHUIY U HE COMHEBAaeMCs, YTO OH BaM
IIOHPAaBUTCH.

bnarogapum Bac 1 Hajeemcsl, YTO ATO HE MOCJIEIHUN Balll 3aKa3.

C yBaxxeHueM,

Active vocabulary:

duly B JIOJDKHOE BpEMsi, BOBpEMsI
to receive MOJIy4aTh

immediate HEMEJIICHHO, Cpa3y
attention BBHINIOJIHEHUE, BHUMAHUE
satisfaction yJIOBJICTBOPCHHE

We are trusting to be favored | Msl Hageemes, 4TO 3TO He
with any further orders you MOCJICIHUH Balll 3aKa3
may require
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> YrpakHeHHe
CocTaBbTe MMUCHMO 0 TIOCTABKE TOBapa, HCIOJIb3YS CJAeAYIIIHe KInIe:

we have been advised HaM CTaJI0 U3BECTHO

in the near future B OJtrKaiiieM Oyayiem

to replenish the stocks of OOHOBUTH 3amackl OEJI0r0 BUHA

white wines

to ship MOCTABJISATh

1990 vintage BuHO ypoxas 1990 rona

to enclose [Mpunaratsb

full export price -list MOIPOOHBIN AKCTIOPTHBIN
IIpanc-JINCT

immediate shipment is MBI TaPaHTUPYEM

guaranteed HEMEIJICHHYIO OTIIPaBKY




bankosckas Ilepenucka

[Tpu mocbuike GaHKOBCKOM KOPPECHOHJIEHIIMU KIMEHT 00s3aH yKa3aTb MOJHBIA HaOOp pPEeKBU3UTOB
ajpecara, 4ToObI:

A) u36exaTh JOMOJHUTENBHBIX PACX0/I0B, KOTOPhIE 0aHK MOKET BO3JIOKHUTH Ha KJIMEHTA;

b) u3bexaTh 3HAUUTENBHOW 3aJE€PKKM B 3a4MCICHHU CPEACTB, MO0 3aJepKKa Mo Jro0oMy
BHCIITHETOPTOBOMY KOHTPAKTy IMOBICUYET 3a COOOH OTBETCTBEHHOCTh CO CTOPOHBI MpHKazomaresns (
KJINEHTA ), HO HE CO CTOPOHBI OaHKa.

Kaxnprit  O0ank omnpenenser mua cebs, Kakue OaHKM SBISIOTCS Uil Hero OaHKamMu -
KoppecnoHieHTaMu. Ecnu GaHKM COTPYJHUYAIOT B TEUCHHWE MHOTUX JIET U OOMEHSINCh MHUChbMAMH H
KJIF0YaMU, OHU CUUTAIOT ce0sl OaHKaMU - KOPPECIOHIEHTaMHU.

Dear Sirs,

Please open a current account for us in the name of..

We enclose specimen signature of the partners, either of whom may sign cheques on our behalf.

Yours faithfully,

YBaxkaemble rocroza,

OTkpoiiTe, moXairyiicta, HaM TEKyIIWd CY4ET Ha MMA ... MBI npuiiaraeM o0pasibl MOIIMHUCe
NapTHEPOB, KOTOPHIE MOTYT MOIMUCHIBATH YEKU OT HAILIETO UMEHU

C yBaxxeHueM,

Dear Sirs,

With reference to our invoice Ne.21026 of July 3™, we have to point out that you have made an error
in your total amount We calculate the correct figure at $237,000, not $247,000 as given by you.

Our cheque for the former amount is enclosed and we should be obliged if you would amend the
invoice or pass the necessary credit.

Yours faithfully,

YBaxkxaemble TOCIoia,

Ccputasch Ha Baml cué€t Ne21026 ot 3 uroisi, Mbl JOJKHBI OTMETHTb, YTO BbI JIOIMYCTUJIM OHIMOKY B
ykazaHuu oOuiel cymmsbl. Hamr moacuér naér mudpy 237000 101., KOTOPYIO Mbl CUMTaeM MPABUIBHOM, a
He 247000 noni., Kak ykas3blBaeTe Bbl. MBI MpujaraeM uyek Ha yKa3aHHYIO BaMU CyMMY M ObLIu Obl BaMm
00s13aHbl, ecI Obl BbI BHECIU MCIIPABICHHS B CUET MITU 3allMCaId HEOOXOJUMYIO CYMMY B KpPEeJUT CUETa.

C yBaxxeHueM,
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Dear Sirs,

CuéT Ha ToBap

We have pleasure in enclosing herewith cheque for ... , in full settlement of our A/c, dated March 1% ;

The endorsement on the back of the cheque is sufficient acknowledgement.
Yours faithfully,

VBaxkaemeble rocmojaa,

Hanpagisiem Bam uek Ha CyMMy ... pyO. AJIsl IIOJIHOM OIUIATHI Balero c4éra, TaTHpoBaHHOTO 1 Mapra.

WupoccameHT Ha 0OpaTHOM CTOPOHE YeKa MPUHUMAETCS KaK JOCTaTOYHOE MOATBEPKACHHUE.

C yBaxxeHuem,

Active vocabulary:

current account

specimen signatures

to enclose

to sign cheques
on behalf of
invoice

error

amount

total amount
to calculate
correct figure
cheque

to oblige
herewith
endorsement

sufficient
acknowledgement

TEKYIIUH CYET

00pas3ipl monucei
MpuJIaraTh

MOAMIHUCHIBATh YEKU

OT UMEHH

cuer, cyeT-(hakTypa
omuoKa

CyMMa

oO1as cymma
BBIYHUCIIATE, IOCYUTHIBATE
ToYHas nudpa
0OaHKOBCKHH YEK
00s3BIBaTh

TP CEM, C OTUM ITHCHMOM
WHIOCCAMEHT, HHIOCCO
(mepenaTro4Hasi HaJJIUCh)
JIOCTaTOYHBIN
MTOATBEPKICHUE
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> YrpakHeHHe

NoookrwnpE

3aKoHYHTe MPeAI0KeHNs], HCII0JIb3YS cieayomue ppaspl:

are not full enough

has not yet been received by us

is the 25" of March

has been passed over to our clients
was today received by us

have a few discrepancies

is USD 105

The date of payment in your previous letter......

Your payment instructions enclosed with your letter......
Their advice, sent on 3" February......

Your Payment Order No. ... dated...

The information received from the beneficiary......

The sum debited to your account......

The shipping documents enclosed with your letter......
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Ilepenucka mo Bonpocam pekjamMbl
Correspondence pertaining to Advertising

Dear Sirs,

In your letter of 23 January, this year, you offered your services in placing our clients’
advertisements in magazines published in France.

Our clients welcome the opportunity and should be glad to have full information about the magazines
in which you intend to place their ads . In particular they would like to know the readership, circulation
and one-time advertising rates.

A prompt reply will be appreciated.

Yours faithfully

YBaxkaeMble TOCIO/Ia,

CBouM muceMOM OT 23 siHBaps €. I'. Bl mpennoxuim HaM yCIIyrd IOpH pa3MEIIeHUH 3aKa30oB Ha
My OJUKAIINIO0 PEKIIAMHBIX 00BSBICHUI HAMX KIMEHTOB B XKypHAIAX, H3IA0MUXCs BO DpaHIny.

Hamm knueHThl 3auHTEpecoBaHbl B Baiiem mnpemiokeHHMH W XOTeNd Obl MOJYYUTh IOJHYIO
nH(OpPMALIMI0O B OTHOUICHWH >KYPHAJIOB, B KOTOPBIX BBl HamMepeHbl MOMEMaTh WX PEKJIAMHBIC
o0BsiBNeHHs. B yacTHOCTH, OHU XOTeNU OBl 3HATH KPYT UX YUTATENCH, TUPaK U PACIEHKHU 3a MyOJIMKAIIUIO
OJIHOPa30BbIX PEKJIAMHBIX O0BSBICHUN.

C "ereprienueM k€M Baiu ckopeluii OTBeT.

C yBaxxeHuew,

Active vocabulary:

advertising rates pEKIIaMHbIe OOBSIBICHUS

in particular B YaCTHOCTH

circulation TUPAXK

prompt reply CKOpEHInii OTBET

to appreciate OLICHUBATh

Your prompt reply will be C nereprienueMm xiemM Bam
appreciated CKOpEHIIUit OTBET

Pexy1aMmHO€ MUCHMO

Llenp pexsiaMHOTO MUCbMa - BBI3BaTh MHTEPEC K BalleMy NMPOAYKTY Win yciayre. O6parure BHUMaHNe
Ha TOH CBOET0 peKjamMHOro nucbMma. OH J0JKEH ObITh JOOPOXKeNaTeNbHbIM, YOSAUTEIbHBIM U YMEIOLIIIM
YTOBOPUTH KIIUEHTA.

Cnenyer yuyuTBIBaTh TakKWe€ 3JIEMEHTHl Kak (OpPMUPOBAHUE HHTEpPECa, CTUMYJIMPOBAHME KEJIaHUs
KJIMEHTA.

Kaxxgoe muceMo, mocinaHHoe 3a mpenenbl (UPMbl, MOKET CTaTh PEKJIAMHBIM NHCHMOM, €CIU OHO
XOpOIIO HAIlMCAHO U IPOU3BOAUT IIPUATHOE BIICYATICHUE HA YUTAIOILETO.

Dear Mr. Reeply,

You are working hard but you don’t mind as long as you get a good night’s rest.

We are specialists in cleaning, refilling and re-covering eiderdowns; we have done it for over forty
years. We have a magnificent range of materials: shining silk, the finest cotton, colorful and decorative
chintz. It will make all the difference to your bedroom -and to your sleep.

Our expert advice and service is at your disposal; we hope the enclosed card will be in the mail
tomorrow.

Yours sincerely,

YBaxkaemslii Mucrep Purm,
Be1 paboTaere Ha U3HOC, HO BBl HE 3aJyMbIBacTech 00 3TOM, IIoKa y Bac ecTb BO3MOXKHOCTH XOPOILO
OTIOXHYTh BO BpeMsI HOYHOI'O CHa.
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MBI - crienuanucThl M0 YUCTKE, HAOUBKE U PEMOHTY OJIESUT; Mbl 3aHHMMAaeMcs 3TUM yke Ooliee copoka
ner. Y Hac BEJHMKOJCMHBIN BBHIOOp MaTepHajoB: CBEPKAIOIIMH MIENK, XJIOMOK BBICOYAMINIET0 KayecTBa,
OJIHOTOHHBIM M IBETHOM CHTEN. OTO CYIIECTBEHHO YJIydlmIUT OOCTaHOBKY Bamieid crmanbHM W,
clieIoBaTeIbHO,-- Bal coH.

Mpsl k BamuMm yciayram: Hajgeemcsi, 4TO 3aBTpa B HAIleM MOYTOBOM SIIIMKE OyJeT MPUIIOKEHHas K
IIMCbMY KapTOUKa.

C yBakeHUEM,

Active vocabulary:

chintz cHTell

specialists in  cleaning, | cnenmanucTel MO YHUCTKE,

refilling and re-covering | HabMBKE W PEMOHTY OESIT

eider-downs (MTyXOBBIX CTETaHbIX)

at your disposal K BalllMM yCIyram, B BallleM
pacropsHKEHUH

enclosed card OPWIOKEHHAs K MHChbMY
KapTouKa

> YrpakHeHHe

| IlepeBeauTe HA pycCKHUil A3BIK (PparMeHTHI UCEM:

1. I shall very much like to see you on a matter that I think will interest you. Will you be so kind as to
let me know what day will suit you best.

2. It will be very helpful for me to exchange ideas about the projects, and the meeting could perhaps
be arranged with various authorities who may be interested in them. Your kind suggestions will be highly
appreciated. You will be informed in advance of the exact day on which I will arrive in your country.

Il IlocTaBbTe ri1ar0JIbl B NpaBUIbHOM Gopme:
| (to appreciate) much the opportunity of talking things over with you personally, as | (to think) the

various points can be (to settle) mire speedily at a meeting.
If you (to suggest) a time | (to arrange) my own appointments to fit in with yours.

26



> YrpakHeHHe
Omnpenenute, Kakoe U3 3-X MUCEM -PEKIAMHOE:

1. Dear Sirs,

We think you will be interested in our leather handbags which are offered at various prices and in
variety of colors. The high quality of our is well known and universally acknowledged. We are certain
that a trial order would convince you that, at the price quoted, the goods we are offering are excellent
value for money.

From all list prices we allow a trade discount of 30% and a further special discount of 5% on all
orders received on before 31 of May. Under pressure of rising costs we shall not find it possible to
extend these favorable terms beyond that date. So why not take advantage of them now and send us an
immediate order.

We are offering you goods of very high quality on unusually general terms and would welcome the
opportunity to serve you.

Yours faithfully,

2. Dear Sirs,

Unfortunately we are so overloaded with orders from most of our regular customers that we are
unable to keep pace with the demand, and there may be some delay in delivery of the goods.

To encourage all customers e are prepared to offer a special trade discount of 4 % on all orders over
$500 net value received before the end of this month.

Yours faithfully,

3. Dear Sirs,

Many thanks for your Indent No. 107 of March 1%,

We regret having to refuse this, as the delivery date stipulated by you does not give us sufficient time
in which to obtain most of the items required. The minimum period necessary when goods have to be
obtained is 4-5 weeks.

We are anxious to serve you but are sure you will see the need for giving us a little more notice of
your requirements.

Yours faithfully,
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Mucbmo - [lperensus
JlocTtaBka He Bceraa NpoxoauT 6e3 ocIoKHEHUH. B pe3ynbrare mosBisieTcsl CaMblii HEMPUATHBIN BUT
KOPPECIOH/ICHITUY - JKaJI00bl U MpeTeH3uH. MyAphiii OM3HECMEH OYeHBb XOPOIIO 3HAET, YTO U OH caM, Kak
0001 JIpyroii uenoBek, copepiaer omuoku. [loaToMmy ero nucpbma - npeTeH3uu OyAyT cAepKaHHBIMU U
TaKTUYHBIMU.

Dear Sirs,

It is with great that we have to inform you that your last delivery is not up to your usual standard. The
material seems to be too loosely woven and is inclined to pull out of shape.

As we shall have to take it back we must ask you to let us know, without delay, what you can do to
help us in getting over this difficulty.

Yours faithfully,

VYBa)kaeMble rocroza,

K OosplioMy co’kaleHHIO, Mbl JOJDKHBI BaM COOOIIMTH, YTO Balla MOCJEAHSAS MapTHs TOBapa He
COOTBETCTBYET NPUHATOMY CTaHAAPTY. MaTepuall BBIVIAIUT HEIUIOTHBIM U He OyzeT fepxatb hopmy.

[Tockonbky Ham mpuaércst 3abparb e€ o0paTHO, MBI JOJDKHBI HMPOCHTH Bac COOOMMTH Ham 0e3
3aJIepXKKH, YTO Bbl MOXKETE MNPEANPHUHATH, YTOObI IIOMOYb HAaM BBIMTH W3 3TOr0 3aTPYyAHUTEILHOTO
MOJIOKECHHUS.

C yBaxxeHueM,

Active vocabulary:

delivery [I0CTaBKa, OCTABKa, IaPTHSI
usual standard TOBapa
00MmIenpUHATHIN (OOBIYHBIN)
CTaHJApPT
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> YrpakHeHHe
Omnpenesnrte K KAKOMY THILY IMCbMa OTHOCUTCH JAHHBIN TEKCT:
A - nuceMmo-3anpoc B - pexinamuoe nucbmo C - MUCbMO-TIPETEH3US

Dear Sirs,

We have heard from your representative that you are producing for export furniture and equipment
for the hotels.

The furniture and equipment must be of the most up-to-date design, and it would have to be delivered
in time for the opening of the hotel in October. Will you please let us know, therefore, whether you have
the goods in stock and if not, how long it will take to complete an order for the quantities required. We
shall also be glad to have an estimate of the number of cases required and the cost of packing.

We have sent you a telex today, text as copy enclosed.

Your reply by telephone or fax would be appreciated.
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IIncemo - U3Bunenne
Jo6poskenaTeabHOCTh B OTHOIIIEHUSX C KIIMEHTOM — caMoe TJIaBHOE TTpaBujIo Ou3Heca.
Crnenyet ObITh MPEACITEHO BEKIUBBIMHA U TAKTUIHBIMHU.

Dear Sirs,

Thank you for your letter dated... We were glad to know that the consignment was delivered
promptly, but it was with great regret that we heard case No... did not contain the goods you ordered .

On going into the matter we find that a mistake was indeed made in the packing.

We shall be much obliged if you will keep case No... and contents until called for by our agent whom
we have instructed accordingly.

Please accept our many apologies for the trouble caused to you by the error.

Yours faithfully,

VYBaxxaemble rocrnoza,

bnaromapum Bac 3a Baiie THUCbMO OT... MBI pajibl y3HaTh, YTO TPY3 JOCTABJICH OY€Hb OBICTPO, HO MBI
C COXKAJICHUEM Y3HAJIU, 4TO B sIuKe Ne... comepKaiics He TOT TOBAp, KOTOPBIM Bbl 3aKa3bIBAJIU.

Pa3zo6paBiinck B 3T0i npo0semMe, Mbl BBISCHUIIU, YTO OLIMOKA AEHCTBUTEIBHO IPOU30LLIA IIPU
YIaKOBKE.

Mg Oynem BaMm OyiarofapHbl, €CIIM BBl OCTaBUTE SIIUK No... M ero coaepkKuMoe y cedst 1o TOro, Kak
3a HUM HE NPUEAET Halll areHT, KOTOPOMY MbI 1aJIi COOTBETCTBYIOIME YKa3aHUS.

[Tpumure, noxkanyicra, HalllM U3BUHEHUS 32 IPUUUHEHHOE OECTIOKONCTBO JOIMYIIIEHHON HaMU
OILIMOKOA.

C yBaxkeHueM,

Active vocabulary:

consignment Ipy3, MapTus rpysa
to deliver JIOCTABJIATH, [IOCTABIIATH
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> YrpakHeHHe
IlepeBenure mo3apaBuTEIbHOE MUCHEMO HA PYCCKHH A3BIK:
Dear Mr. White
We are glad to hear the news of your success; It was a splendid accomplishment.
Congratulations!
Faithfully yours,
(signature)

» YrpakHeHHe
Hanummure 6J1arogapcTBeHHOe MUCbMO, HCTIOJIb3YH cieylollee MpeaoKeHne:

We are extremely grateful for your hospitality and appreciate very much all the help you gave us.

» YrpakHeHHe

IlepeBenure cienyromue (ppasbl U NPeII0KEHUA HA AHTVIHNCKHUN A3BIK:
Bamre nucemo ot 2 amnpens
Ham ¢axc ot 15 aBrycra
Baine nnaTtesxHoe mopy4yeHue oT / HIOJIs
[Tpunaraem K MUCbMY HaIlIM TUTaTeXHBIE MHCTPYKIUU OT 1 mrons 2003 rona
Hama renerpamma ot 30 mMas
Cuera-¢axTypsl IpUIIararoTcs B JIOTOJIHEHUE K HameMy nucbMy oT 10 ssHBaps
Mgl xoTenu cooOmuTh BaM, 4To MBI yKe OCYIIECTBUIIH TIATEX

NoabkowhE
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ITucbMoO - mo3apaBiIeHUE
Paznuunbie npa3agaukn, ocooenHo PoxxnectBo 1 HoBBI 1O/, SIBASIOTCS MPEKPACHBIM TTOBOJIOM JTSI
yIIyqIIEHUS] OTHOIIEHUH cO CBOMMHU Kojuteramu. JloOpoxkenaTenbHbIe U PaJOCTHBIC TTHChMa C
MO3JIPaBJICHUSMHU MIPUATHO OYIET MOTYYUTh KOKIOMY, C KEM BeJIach JeJI0Bas Iepernrcka.

Dear Mr. Snypes,

One of the deeply genuine joys of the Yuletide Season is the opportunity it affords of expressing our
appreciation to our friends.

It has been a year of pleasant dealings, Mr. Snypes.

May the next 12 months bring you prosperity and a generous portion of true happiness.

Sincerely yours

John White

VYBaxxaembiii Muctep CHailric,

CambIM pafoCTHBIM TIpeuMyIecTBoM CouebHUKA SIBISETCS TO, YTO OH AAET BO3MOXKHOCTD BBIPA3UTh
CBOE YBa)KEHUE U IPU3HATEIBHOCTh HAIIUM JIPY3bsM.

Muctep CHaiiric, mpomeiui roa 06T TOI0M YIaYHOTO COTPYIHUYECTBA

[Tycts cnenyromume 12 mecsiieB mpuHECYT BaM MPOIBETAHUE U OTPOMHOE HACTOSIIIIEE CUACThE.

Uckpenne Bai,

Jxon Yaur

Active vocabulary:

appreciation pU3HAHKUE

affords YCUITHS

to express BBIpaXaThb

dealings JPYKECKUE OTHOIICHHMS,
COTPY/IHUYECTBO

prosperity NPOIIBETaHUE

generous portion OrpoMHasi, 60JIbIIIAs YacTh
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Ha kpacuBbIX OTKpPBITKaX MOYKHO HalKcaTh JEJI0OBBIM MapTHEPAM CIEAYIOLINE MO3APABICHUS:
..I'wish a Merry Christmas and Happy New Year!
... 3 xemaro Bam Becénoro PoxxnectBa u cuactiinsoro Hosoro rona!
..Christmas Greetings and best wishes for New Year!
...I1To3npasinsem ¢ PoxxaecTBoM U xenaeM Becero Hawinyuiiero B Hopom rosay!
..We want to send you our very good wishes
...MEI X0THM HaIlpaBUTb Bam namm HaWJIydlIne MOXKEIaHUuA
..Just a few lines to wish you Many Happy Returns of your Birthday
...Bcero Haunyuiero no ciryyaro Bamero nas Poxaenus
..May the New Year be Warm and Wonderful
...Ilycts HoBBIii rog OyA€T y1auyHbIM U CHACTIUBBIM
..Itrust that the Coming Year will be happy, healthy and successful
...51 Bepro, UTO MPUOIMKAIOIIUIICS 0/ OyIeT CYACTIIMBBIM U YCIECIITHBIM
..I'send you every best wish for a happy and successful New Year to you and all your family!

u

.5l moceuaro Hany4dmme nokenanus B Hobom rogy Bam
Bamei cembe!
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> YrpakHeHHe

NoookrwnE

HOIl‘lepKHI/ITe TOT TUII MMCbMAa, B KOTOPOM MOKET OLITH MCIIOJIL30BAHO YKazaHHO€ KJIMIIe:
1. Please quote your best price c.i.f.

a) MMCHMO-3a1POC, B) MUCbMO-TIPETEH3USI, C) TUCHMO-TIO3/IPaBIICHHUE

2. The excellent quality and modern design of your mechanical garden tools.

a) MUChbMO-pPEKJIaMa, B) MUChMO-3aIIpOC, C) MUCHMO Ha ITOCTAaBKY TOBapa

3.We are at your service at all times.

a) OTBET Ha 3aIpoc, B) MUCbMO-)Ka100a, ) MUCbMO-IIPETEH3Us

4.We ask you to reply by the end of this month.

a) MIUChbMO-3aIPOC, B) MUCHMO-TIPETEH3US, C) MMUCbMO-PEKIamMa

5. In reply to your letter today.

a) MUCHhMO-3aIPOC, B) OTBET Ha 3aIpoc, C) MMUCbMO-Kanoda

6. We would welcome the opportunity to serve you.

a) peKJIaMHO€ TTMCHhMO, B) TUCBMO-3aIPOC, C) OTBET Ha 3aIpoc

7. Your last delivery is not up to the sample.

a) MMCbMO-3aKa3, B) INCbMO-Ka100a, ¢) MUCbMO-TIPETEH3US

8. We are sorry that you have been caused so much trouble.

a) MMCbMO-U3BUHEHUE, B) MMCbMO-OTBET Ha 3aIpOC, C) MHUCbMO-TI03/IpaBiICHHE

9. We inform you that we have already dispatched the missing goods.

a) MUChbMO-TIO3/IpaBJIEHUE, B) MMChMO-TIOCTABKA TOBApa, C) PEKIAMHOE TUCHEMO

10. We apologize for the mistake.

a) MUCbMO-3aIPOC, B) MUCbMO-U3BUHEHUE, C) OTBET Ha 3aIIpoC

11. We want to send you our very good wishes.

a) MUChbMO-TIO3/IpaBJIEHUE, B) MUCbMO-PEKIIaMa, C) MMChbMO-U3BUHEHUE

12. Will you kindly adjust this, after which we shall be pleased to pass the account for payment.
a) MMChMO - OAHKOBCKasl OTepallks, B) IIMCHMO - OTBET Ha 3alpoC C) MHUChMO- IPETCH3HS

HTorosnie KOHTPOJILHBIC 3a1aHUA:
CocraBbTe KOMMCPYECKOC MMCbMO, B KOTOPOM BbI IIPOCUTE O IMOCTABKE 3-X KOMIIBIOTCPOB.
Hamnumvre nucbMo o MOCTYTUIEHHH Ha paboTy B JKeJTaeMyro BaMu pupmy.
CocTaBbTe MMHUCbMO, PCKIIAMUPYIOIICC Balll UHCTUTYT UJIU 06J'IaCTL, B KOTOpOI>'I BbBI )KUBETC.
Hamumure MMUCbMO, B KOTOPOM coo6maeTe 0 TOM, 4YTO Balll 3aKa3 3aACPKUBACTCA.
Crenaiite cooOlIeHNE O MOTY4YEeHUH CUeTa.
OTBeThTE Ha 3aMPOC OTHOCUTEIHHO MeOEIH I 0prca U BBIPA3UTE TOTOBHOCTD K CHIETIKE.
Hamumure CBOCMY JCJIOBOMY MAPTHEPY 6J'Ial"0,[[apCTBeHHOC IMMCBMO 3a CBOCBPCMCHHYI ITOCTABKY
TOBapa.
HepeBeL{I/ITe u O6’L$ICHI/IT6, K KaKOMY THUITY ITUCbMa OTHOCATCA CJICAYIOIMNC HAaYaJIbHbIC (bpa351:
It was a pleasure to hear from you...
We thank you for your letter of yesterday...
As requested by you on the telephone today, we are sending...
We are pleased to receive your enquiry, and to advise you that we hold good stocks of all our
product...

9. CocraBbTe Ha aHTIMICKOM SI3bIKE TEPBBHIM ab3all JeI0BOro MUChMa, B KOTOpoM Bbl oTBedaeTe Ha
npeaioxkeHne Bammx nmapTHEpOB CTaTh UX €IUHCTBEHHBIM TOPTOBBIM TTOCPETHUKOM.
10. BriGepute CIIOBO WM CIOBOCOUETAaHUE, COOTBETCTBYIOIIEE JAHHOMY OTPECIICHHUIO:

1. A sum of money given in addition to a salary.

a) wages

b) bonus

) motivation

2. To tell an employee that he/she must leave his/her job.
a) to employ

b) to hire

C) to sack
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3. To make something more efficient.
a) to rationalize
b) to increase
c) to stimulate
4. An advertisement on radio or on television.
a) review
b) article
¢) commercial
5. A phrase used in advertisements to attract attention to
a) celebrity
b) slogan
c) proverb
6. The perception that the public has of a person or organization.
a) attitude
b) reputation
c) image
7. Opinion held about something or someone; the degree to which one is trusted.
a) reputation
b) image
c) attitude
8. A person legally appointed to act for another.
a) representative
b) attorney
C) prosecutor
9. An official who takes possession of a person's goods or property when they owe money, especially
for the rent.
a) attorney
b) prosecutor
c) bailiff
10. A person who pays for professional services
a) client
b) sales person
c) advertiser
11. A sum of money paid for professional or special services.
a) wages
b) salary
c) fee
12. The practice of buying a company cheaply, selling all its assets to make a profit and then closing
it down.
a) developing a business
b) asset stripping
C) competition
13. The property of a company, person etc. that has value and can be sold to pay the debts.
a) liquid liabilities
b) liquid profits
c) liquid assets
14. Insuring again with some other company, so that the risk of loss will be shared.
a) restate
b) reinsure
C) reissue
15. A request for compensation from someone who is insured.
a) claim
b) quotation
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C) premium

16. The price at which an insurer would be prepared to accept a risk.
a) claim

b) quotation

¢) premium

11.3anoJsHMTE NPONYCKH, UCIIOJIB3YSl NPABUJILHbIA BAPUAHT:
1. We--to see him again and await his telephone call.

a) shall be delighted

b) could be delighted

c) would be delighted

2. |--the opportunity of talking things over with you personally.
a) can much appreciate

b) should much appreciate

¢) must much appreciate

3. I--very much like to see you on a matter that I think will interest you.
a) should

b) will

c) do

4. Perhaps you-- so kind as to let me know.

a) will have

b) will do

c) will be

5. We are to let--proposals within the next few days.

a) have the detailed

b) would have

c) have been

6. I--that I am planning to visit Vienna early in October next.
a) do my best

b) have decided

c) have pleasure to write

7. We--hereto a copy of the letter.

a) attach

b) address

c) appeal

8. Please accept our many apologies for the trouble--to you by the error.
a) brought

b) caused

C) given

9. The new arrangement--immediately.

a)will operate

b)will work

c)will do

12. CocTaBbTe aHAJOTHYHOE M CHMO, H3MEHHB Ha3BaHUE TOBapa U €ro ONMHCaAHHe:

Dear Sirs,

We have an inquiry for wristwatches in stainless steel case with luminous dial and unbreakable glass.
Please, send us an offer quoting your best terms and discount for cash payment. We should be grateful for
an early reply.

Yours faithfully
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CJi0Ba 1 BbIpasKeHHs 1O TeMe

«Jleji0BBIC MUCHMA)

Acceptable — npuemnemsblit

According to - coracHo

According to your request - coriiacHo Bariieit mpocsoe

Account - cuér

Account sales - otuér o npogaxe

To acknowledge — moaTBepKaAaTh, MOATBEPAUTH IIOJTyUYECHHE
Advance - noBbllIeHHE

Advance in price — moBsIIIIEHHE B IIEHE

To advise — u3Bemarh

We have been advised — nam cTaji0 u3BeCTHO

Amount - cymma

To the amount of - na cymmy

To appreciate — neHuTh, MOHUMATh, CO3HABATH OBITH OJIArOJAPHBIM, OBITh TIPU3HATEILHBIM
We shall appreciate if you will — Mb1 6yaem GaromapHsl, €Ciid BHI. ..
Your early reply will be much appreciated — Mb1 Oy1eM BecbMa mpU3HATEIBHBI 3@ Balll CKOPBINA OTBET
AS per -cormiacHo (4eMy-TO)

To attach — npunarathb ,lIpUKPEILIATH

Available — umeronuiicsa B HaIMYUKU, HATMYHBII

On behalf of - ot umenn

Benefit — Beirona

To our mutual benefit — ¢ Beiromoit 115 06enx cropon

Brand — ¢abpuunoe kiieiMo, Topropasi Mapka

Bulk - 6oapmm1ast yacTh, OCHOBHAS YacTh

c.i.f. - cost, insurance, freight -croumocts, crpaxoBanue, ppaxt
We deliver our goods on c.i.f. terms. - Ml moctaBiisieM cBou ToBapsl Ha ycioBusix CUD.
Cash - nanuunble 1eHBIH

Cash in delivery - yrutata npu qocTaBKe

Net cash - HanuyHbIMU 0€3 CKUAKU

Charge — niena, HauncieHue, B3UMaHUE, PacXo/]

Free of charge — 6ecruiatro

Charges — pacxo/1pl, H31ePKKH

Bank charges - 6aHkOBCKHE pacxo/Ibl HIIH OAaHKOBCKast KOMHCCHSI
Competitor - kOHKypeHT

Compliance - cormacue, COOTBETCTBUE

In compliance with - B cootBeTcTBHHU C

Consignment — maptus TOBapoB

Customer - 3aka34mK, MOKYIATEIhb, KIIUSHT

D.A.-deposit account - 1eno3uTHBIN CUET

Dispatch - otripaBka. oTIpaBisTh

Discount — ckuaka

To allow, to grant, to give a discount — mpe10CTaBUTh CKHIKY
We can give you a 5 per cent discount — M1 Mo>xeM BaM MPeI0CTaBUTh 5% CKUKY.
To this effect — B a3ToMm cmbicie

To effect payment — nmpou3BoauTh TIATEK

Endorsement — urmoccaMmeHT, HHI0CCO (MTEpeaaTouHas Ha IIkHCh)
Enquiry — 3ampoc

To execute — UCITOJTHATD, BEITOIHSITE

To execute an order — BBITTOJIHUATH 3aKa3

To grant - mpeaoCTaBIsTh CKUKY, KPSTUT

To grant a discount — mpeoCTaBUTh CKHIKY

Immediate - HeMeeHHbINH, Oe30TiIaraTeIbHbIN



Immediate shipment is guaranteed - MsI rapanTUpyeM HEMEUIEHHYIO OTIIPABKY.

Maturity - cpok muiaTexa, CpoK MoramieHus

To negotiate - BecTr eperoBopsl, 00CYKIATh

Payment — miiatéx, ymiara

Price - nena

Probably - BeposiTHO, BO3MOKHO

Prompt — HemesieHHBIH

Prompt delivery — nemeienHast moctaBka

Quality — kauectBO, COpT

To quote — Ha3HauaTh LIEHY, YCIOBUS, CACNATh MPEJIOKEHNE
To quote a price for something — HazHaunTh HEHY Ha YTO-JIHOO
Respectively — cootBeTcTBeHHO

Sale — mponaxa

Sample - o6paserr (Toprossiii)

Equal to sample — moIHOCTBI0 COOTBETCTBYIOIINI 00pa3ity

We take pleasure in sending you the desired samples and offer...-
C yII0BOJIBCTBHEM IOCHLIIAEM BBIOpaHHBIC BAMH 00pa3Ilbl M MIPEIIAracM. ..
Settlement - yrutara, pacuét( aeHeKHBIIH)

Supplier — mocraBuuk

Tally — cooTBeTCcTBOBATH, COBIIAIATH

Term - ycnoBue

Terms of payment - ycroBus miatexa

Transfer — nepeson

Transaction — caenka, oneparus

TO urge — 10BOIUTH 10 CBEICHUS

Ult - storo roxa, cero roaa

Value — ctoumocTtsb

Contract value of the goods — cTonMocTs TOBapOB 1O KOHTPAKTY
To the value of — croumocThiO B

Vintage — BUHO ypoykasi JAaHHOT'O ToJ1a

Way bill — maknagnas
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