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MNOSACHUTEJbHAS 3AITUCKA

[TpakTHdeckue 3aHATHS SBISFOTCS 0053aTeNbHON YacThI0 00pa30BaTEIbHON MPOTPAMMBI CPETHETO
npodeccuoHaIbHOr0 00pa3oBaHus, obecnednBaronield peannszanuio denaepalbHOTO TOCYAAPCTBEHHOTO
o0pa3oBaTeNbHOrO CTaHJapTa cpeaHero mnpodeccuoHanbHoro obpazoBanus (PI'OC CIIO) wu
MPENCTaBISIOT Cco00M BUA Y4EOHBIX 3aHATHHA, OO0ECIEYMBAIONINX MPAKTUKO-OPUEHTUPOBAHHYIO
MOATOTOBKY O0yYaroUInXcs.

[{enbro MPAKTUYECKHUX 3aHSITHH SBJISICTCS MMPAKTUKO-OPUECHTHPOBAHHOE YCBOCHHE O0YUAIOIIMHUCS
TEOPETUYECKMX 3HaHUH U  (opMHupoBaHHE yMEHMH, OOECHEUYMBAIOIINUX KBATHU(PHUIMPOBAHHYIO
poECCUOHATIBHYIO AEATEIBHOCTD CICIIMATNCTOB.

Conepxxanne yueOHod mucnmmummabl  CI.02  HMHocTpaHHBIM s3BIK B NMpodeCcCHOHATBHOU
JESATeIbHOCTH CIIOCOOCTBYET (DOPMUPOBAHUIO CISTYIOINX KOMIESTECHIIHIA:
obuue:
OK O01. BeiOupare crnoco0bl pemieHust 3aaad NnpodecCHOHANIBHOW AEATEIbHOCTH NPUMEHHTEIBHO K
Pa3IMYHBIM KOHTEKCTaM.
OK 02. Hcnonp3oBaTh COBPEMEHHBIE CPEJCTBAa IMOMCKA, aHAIM3a M WHTEpHpeTaluu WHPOpPMALUU H
nH(OPMAaLIMOHHBIE TEXHOJIOTUH AJIs BBITIOJHEHUS 3a/1a4 MPOPECCUOHANBHOMN AeATeIbHOCTH;
OK 09. Ilomb3oBaThcsi Mpo(PecCHOHANBHOM TOKYMEHTAlMeH Ha TOCYyJapCTBEHHOM M HHOCTPAHHOM
S3BIKAX.
1.3. TpeOoBaHus K pe3yJibTaTaM OCBOECHHS Y4eOHOW JUCIUIJIMHBI:
B pe3ynbrate ocBoeHHs y4eOHOM TUCIUIUIMHBI O0YYAOIIUIACS TOKEH YMeTh:
VY1 obmatkcs (YCTHO U TUCHbMEHHO) Ha HHOCTPAHHOM SI3BIKE Ha TPO(HECCHOHATLHBIC U TIOBCETHEBHBIC
TEMBI;
VY2 nepeBouTh (CO CIOBApEM) HHOCTPAHHBIE TEKCTHI MPO(EeCCHOHATBHON HAIIPABICHHOCTH;
VY3 caMOCTOSTENBHO COBEPIIEHCTBOBATH YCTHYIO U MHUCHbMEHHYIO PeUb, MOMOJIHATH CIIOBAPHBIN 3ariac.
B pesynbpraTe ocBoeHHS y4eOHOM MUCIUILIMHBI O0yYarOIIUICs T0HKEH 3HATh!
31 nexcuueckuii (1200 - 1400 nexcuyeckux €IUHUI]) U TPAMMATHUECKUA MUHUMYM, HEOOXOIUMBIN s
YTEHUS 1 NIepeBo/ia (CO CI0BapeM) HHOCTPAHHBIX TEKCTOB MPOQEeCCHOHATBHON HAIIPABICHHOCTH.
1.4. Ilpome:xyTouHas arrecranusi npoBoauTcs B ¢popme qudpepeHIHpOBAHHOIO 3a4€eTa.



CTiiib 1eJ10BOro mucbmMa

CTunbs [1e710BOM KOPPECIOHACHIIMK TIOCTOSIHHO MEHSIETCS C KaXAbIM TOJOM OH Bce Oolee
YIPOIIAETCS U CTAHOBUTCS MeHee (POpMalIbHbIM U YOTIOPHBIM.

Bot HekoTopsie ocobennoctu ctuis Jdenosoii Koppecnonaenuuu:

1. Kaxzayro HOByIO TeMy HauMHaWTe C HOBOTO ab3ara.

2. Hukorma He ucnonb3yiTe MeTadophl, CPaBHEHHUS, aJNIETOPUH, €CIIM HE YBEPEHBI B TOM, YTO OHHU
OyAyT MpaBUIBHO MOHSATHI BalllIM KOPPECIIOHACHTOM.

3. OrtnasaiiTe mpeAnoYTeHHE KOPOTKUM U IPOCTHIM (hpazam.

4. He ucnoyib3yilTe MacCUBHBIN 3aJI0T, €CJIM MOXHO OOOMTHCH aKTUBHOW (DOPMOIA riiaroJa.

5. | nmuuo ex. yucna Moxet ObITh UCIOIB30BAHO TOJIBKO YEIOBEKOM, 00J1a/1al0IIUM [TOJIHOMOYUSIMH,
MOTOMY YTO OH COOOIIAaeT O CBOMX JIMYHBIX JACUCTBUSX M PEIICHUSX, MPEACTABISIONINX ero GUupMy HIn
OpraHu3alHuIo.

6. Hcnonp3yiiTe Hanboyiee yrnmoTpeOUTENIBLHBIC B JIEJIOBOM MEPEMUCKE 3aKIIOUHUTEIbHBIC (HOPMYITBI
BEKJIMBOCTH:

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

8. Bamre nmuceMo OyaeT HpUATHBIM IS YTEHHsI, €CIIM CloBa “you”, “your”, “yourself” oymyr
HCIIOJIL30BaHEbI Yallle, 4eM ciioBa “I” u “we”.



Oo0pa3sen 1e/10BOT0 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 TOCIO0/Ia,

Mel X0THM c0001muTh Bam, 4to MBI 0ueHb Garogapusl Bam 3a Barn 3akas, Tak Kak 3TO Halla mepBas
o01as cruenka.

MbI Bcerjia 3HaIM, YTO HAIIM BHICOKOKAYECTBCHHBIE TOBAPhI OYIyT XOPOIIO MPOJABATHCS B TAKOM
(denreneOeIPHOM MarasuHe, kKak Bari.

Mgz1 HaaeeMCA, 4TO 3Ta CACJIKaAa CTAaHET HadaJloOM AO0JI'MX W B3aMMOBBII'OJHBIX OTHOHICHPlﬁ; MOXCETEC
OBITh YBEPCHBI, YTO MBI CACIIA€M BCC BO3MOKHOC, yT0OBI BRI OBLIH JOBOJIbHBI.

C yBaxxeHuew,



OcHoBHbBIE 3JIEMEHTDI /IeJIOBOT0 MICbMAa

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

3azonosox

Reference
Cceuvinxa
Inside Address
Aopec
nojaydyameiisi

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

Close
Saxnrouumenv
as
¢pasa
Signature
Toonuco



CTpykTypa 1eJI0BOro nuchbma

Obpasey:

[lanka Department of Material Science and
UChMa 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,
noxydarenst  Kursk Inst. of Physics and Tech.

305016 Kursk

Dimitrova street,25

Russian Federation
BerynurensHoe Dear Dr. Korsakov
oOparieHue

I made several attempts to contact you, via

Qopmyna telephone and e- mail, about your copyright forms

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

Texkct
OUChMa

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
copyright
forms

attached manuscripts
deadline
approach
Sufficient

to collect forms
to sign a form
to include
otherwise

to withdraw
signature

TOMBITKA, TPO0A, OTBIT
aBTOPCKOE MPaBo

OsaHKH

npujiaraemasi pyKoIich
KpailHue CpOKHU
IpUOIMKEHUE, TTOAX0]
OCTATOYHBIHN

cobupaTh, BocTpeOOBaTh
MOANKCAThH OJIaHK

BKJTIOYATh, 3aKIF0YaTh, COIEPKATh
HHaye, mo-Ipyromy

B3sITh 00pPaTHO, CHATH CO CUETa
MIO/INUCH

> YupakHeHue.

Pa3mecTHTEe B NIPaBUJIBHOM MOPSIKE aJipeca, 1aTy, BCTYNIUTEIbHOE 00palleHue, TeKCT, hopmy.ry

BEKJINBOCTH 0JIOK HMOAIMMCH:

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@Kkipt.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

penaKkTop

JOCTYIIHBIN, UMEIOLUICS B
HaJINYuU

MIOJTHBIN, 3aKOHYCHHBIH
CBA3aThCA

BKJIaJIbIBATh (B IMCbMO), IpUjIaraTh
aBTOPCKOE MPaBO
OTJIEJIbHBIN OTTUCK CTaTbU
IIPUHUMATh

OpUT'MHAJI, IOJUIMHHUK
OImyOJIMKOBaHUE

BbIOMpAThH




B mocobum mpencraBieHa mMoA0OpKa THCEM, KOTOpBIE dYallle BCEro BCTPEUAIOTCS B JEIOBOM
KOPPCCIOHACHIIUN U KOTOPBIC, BO3MOXXHO, BaM MPUACTCA MMUCATh.

OTO TakuMe TMHChMa Kak MUChMO-3alpOC O TOCTYIUIEHMH Ha paboTy, pe3romMe, MUChbMO-3alpoc O
MOCTaBKEe TOBapa, MMCbMO-3aKa3, PEKIAMHOE TUChbMO, MMChMO-U3BUHEHHE, ITMCHMO-TI03/IPaBIICHUE.

[desoBasi kKoOppecnoHACHUMS,
CBA3aHHAA C NOCTYIVICHHEM
Ha paloty

HpaBI/IJ'ILHO HaIllMCaHHas JA€JI0Basd KOPPECIOHACHIUA OOJIKHA OBITH TaKofI, YTOOBI IIpOYUTaB eé,
paboToaaTeNb MPUIIEN K 3aKIFOYCHHIO0, YTO BBl M €CTh TOT Y€I0BEK, KOTOPHIN €My HYXKEH.

C MMOMOIIBIO IMKUCbMaA-3aIIpoca BbL coo6maeTe O CBOHMX 3HAaHHAX, HABBIKAX U 0COOEHHOCTSX.

Bame muceMo BwIMTpaeT, ecinu OyneT aJpecoBaHO HE IPOCTO AHOHMMHOMY YIIPaBJISIOMIEMY, a
KOHKPETHOMY YEJIOBEKY M IPH 3TOM BO BCTYIHTEIBHOM OOpaIieHuu OyIeT CTOSATh UM U (DaMUIINs 3TOTO
YCJIOBCKA.

HI/ICLMO-3al'[p0(! 0 MMOCTYIIVICHUH HA pa60Ty

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 Illennon:

[Toxanyiicta, pacCMOTpUTE MO0 KaHAMJIATYPY Ha AOJDKHOCTH MPENoJaBaTelsl MaTeMaTuky B Baeit
BbICILIEH HIKOJIE. Sl HE TOJBKO MMEI0 XOpOIIWE 3HAHUS 110 MaTeMAaTHKE U T'yMAHUTApHBIM HayKaMm, HO U
yMeIo OOy /1aTh IKOJIbHUKOB YUUTHCS.

Jlyumine yuurens, KOTOpble y MEHsI ObUIM, XOPOLIO 3HAJIM CBOM MPEAMET U YMEIH MOJCIUTHCA STUMU
3HAaHUSMM CO IIKOJIbHUKaMH. OHU J0OMIM CBOO Mpodeccuto. I TouHO Takol xke. SI Opocaro BBHI3OB
YUEHUKaM, 3aCTaBJIsisl UX MPE0J0JIeBaTh MPEMATCTBUS, MOOIIPSIO UX U a0 UM 3HaHUS JUIsl 3TOTO.

Moii onbIT mpenojxaBaTens IOKa3ald, YTO OOJBIIMHCTBO IIKOJBHUKOB CUHUTAIOT MaTeMaTHKy
yKacHbIM nipeaMeToM. C MOUM JK€TaHUEM YUYUTh U CIIOCOOHOCTSIMH MPOJIMBATH CBET HA MaTEMaTHYECKHE
KOHIIETILIMY, s TepelaM CBOM SHTY3Ma3M W 3HaHMA BammM mKonbHHKaM. YpOK MaTeMaTHKu OyneT
MHTEPECHBIM, €ro OYAYT K/IaTh C HETEPIEHUEM.

Crnacu00 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 KaHAUIATYpy Ha
JIOJKHOCTh

3HAIOIIHI XOPOIIIO

JACIIUTHCA 3HAHUAMUA

Opocathb BBI30B CTYJCHTAM
3aCTaBUTh IIPEO0IETh
MPETSITCTBUS

MooHIpATh KOI'0-JIN0O

y>KaCHbIN

MPOJIUBATH CBET
KOHIEMIUN
nepeiaBaTh YHTY3Ma3M
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> YupakHeHue

1. IlepeBeauTe NMCHbMO HA AHTJIMHCKUI SA3BIK:

VBaxxkaeMblIe ToCIIo/1a,

JlomKHOCThL accuCTeHTa

byny pan, ecnu Bl nprmeTe BO BHUMaHHE TO, YTO MOM HaBBIKM M YMEHHS COOTBETCTBYIOT Bammm
TpeOOBaHUSM.

Co MIKOJBHBIX JIET S CTPEMUJICS CTaTh PAOOTHUKOM H3JATENbCKOW (DUPMBI, U €ClU S MOIy4dy 3Ty
JOJHKHOCTB, SI CIIEJIat0 BCE OT MEHS 3aBHUCSINEEe, YTOOBI MPEJAHHO U C SHTY3Ma3MOM CIYKUTh Bawm.

S mory npuiitu Ha coOecefoBaHue B Jit00O€ BpeMs M IMpUIAarald K 3TOMY IHUCBMY OTKPBITKY C
0oOpaTHBIM aJIpecoM B HaJIEK/E, YTO Bl coodiuTe, KOoraa MHE IPUNTH.

C yBaxxeHuem

2. CocTtaBbTE MUCHMO-3AIIPOC O MOCTYIVICHUH HA padoTy, HCHOJb3Y1 cleayomue ¢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,

Pe3ome
K nuceMy-3ampocy o MoCTYIUICHHH Ha paboTy OOBIYHO MIPHIIAraeTCs Pe3toMe.
Pestome - 3TO0 Kparkoe wu3nokeHue Ouorpadum denoBeka, HHPopManus o0 0O0pa3oBaHUU U

KBaJII/I(l)I/IKaIII/II/I, O HOpeAblIAyHIUX MECTax pa6OTI)I, O BJaJCHUKU HWHOCTPAHHBIMH A3bIKAMH, OIIMCAHUC
HaBBIKOB U CHOCO6HOCT€I>1, JIMYHBIC JAaHHBIC, MHTCPCCHI.

IIpumep pesrome:

Ivanova Elena Vasiljevna HNBanosa Ejena BacuibeBHa

Dimitrova street 91, ap. 23 VYimna lumurposa 91, kB. 23

305000 Kursk 305000 Kypck

Russia Poccus

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

Personal Data JINYHBIE JTAHHBIE

Birthday: January 6, 1978 Hara poxnenus: 6 ssaBaps, 1978

Birthplace: Kursk city, Russia Mecro poxaenusi: ropon Kypck,
Poccus

EDUCATION OBPA30OBAHUE

1995 -2000 Management, 1995 -2000 Kypckuii HHCTHTYT

Economics and Business Institute of MeHemxkmeHnTa, D>KOHOMHKH U

Kursk (Department of Economics) Ou3Heca

Courses: English, Computer (3xoHOMUYECKHUH (aKyIbTET)

Science, Theory of Economics, IIpeameTsl: aHTIHHCKHI S3BIK,

Philosophy. uHpOpMATHKa, HKOHOMHYECKAs
Teopusi, punocodusi.

Master Thesis: “ Linguistic Aspects JuniaoMmHas pa0ora:

of Business Correspondence” «JluarBUCTHYECKHE

11



Written in English 0COOEHHOCTH pi (S8 (0):107

KOpPPECIIOHICHLINN»

SPECIAL SKILLS MNPO®ECCHUOHAJIBHBIE
HABBIKH

Computer skills: 3uanue IK:

Hardware: IBM PC IBM PC

Software: Microsoft Word, Excel, [IporpammHuoe obecrieueHue:

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

Languages: HNnoctpanHbie SI3BIKU:

Russian-- spoken and  written axrmuiickuii -cB06OHO
English - spoken and written

> VupakHeHue
1. CocraBbTe CBOE pe3loMme.
2. IlepeBeauTe HA PyCCKHIi sI3bIK 00pa3el 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
Bb1 moctynuim Ha paboTy, KoTopas TpeOyeT yMEHHUsl COCTaBJIATH JEJIOBbIe MHCbMAa W OTBEYaTh Ha
Hux. Jlanee npencrasiieHbl 00pa3ibl TPAIUIIMOHHBIX JAETOBBIX MMHCEM.
IMucsmo-3anpoc
[Iucpma-3anpocbl MOMOTIYT BaM IOJYYWTh KaTaJOIM, KHUTH, Y3HAaTb CpPOKHM JOCTaBKU. Ilncbmo
JOJI’KHO 6LITL YCTKUM, KOHKPCTHBIM, KPATKUM H, KOHCYHO, ACIIMKATHBIM.

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 TOCIIO/1a,

Hawm ctano u3BecTHO, 4TO Bbl MMeeTe B HAMMYKUU 20 yueOHUKOB 110 aHTTIUHCKOMY SI3BIKY VISl CTYICHTOB
KOHOMHYECKOTO (haKyJIbTeTa.

VY Hac MOCTOSIHHO MOSBIISETCS CIPOC Ha BHICOKOKAYECTBEHHBIM TOBap Takoro poja. O0beM mpoaax
HE OYCHb OOJIBIIOMH.

[MpunuuTe HaM, MOXATyWCTa, CBOM KATaJIOTH C IOJHOW MH(OpPMAIMEl OTHOCHTEIBHO 3KCIIOPTHBIX
IIeH, YCJIOBUH TUTaTeXka, a TAK)KE HEKOTOPBIE 00pa3Ilbl U3/ISIIUN TI0 CBOEMY YCMOTPEHHIO

[TpocuM OTBETHUTH.

C yBaxxeHuew,

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 HATUYNH,
HATMYIHBIN

TpeGoBaHue

MOJIb30BATHCS CIIPOCOM

CIIPOC HA BHICOKOKAY€CTBEHHBIM
TOBap

KaTajor

AKCIOPTHBIE LIEHBI

YCJIOBHS TUIATEXKa

MPOCUM OTBETUTH

00beM Mmpoaax
oOpaserr (TOproBbIii)

> VupakHeHue

IlepeBeauTe HA PyCCKHi I3bIK MUCHLMO-3AIIPOC 0 MOCTYIUIEHUH 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
OJs1aroJjapHblii,

JOJIXKHOCTD

IIOChIIIAaTh

HpI/ISHaTeJ'IBHHﬁ
JKaJIOBaHbC, OKJIag

S ¢ HeTepnieHHEM Ky
JIOTIOJIHUTEJIbHBIE CBE/ICHUS
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> YupakHeHue

IlepeBeaure TEKCT MUCbMA:

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

Bam OyneTr uHTEepecHO y3HaTh
[Tomygats 1000 pyHTOB
HOBOE IIPEIOKEHHE
MOCTaBIISATh

o011ee KOJIMYECTBO

MBI pazibl IPEASIOKUTH
MIOBBIIIICHHUE LeH Ha
TPAHCIIOPTHBIE YCIYTH
HEe3aMeUINTEIbHO
BOCTIOJIb30BaThCS TUM
IIPEI0KEHUEM

UMETh CHITY

15



OTtBeT Ha 3anpoc
OTtBeT Ha 3aIpoC OJOJDKCH IMOJIOKUTHh HAYaJI0 JOJITOMY U TPOAYKTUBHOMY ACJIOBOMY COTPYAHHUYCCTBY.
OTBeuast Ha BOIIPOCHI, CIICAYET JIaTh TOYHOE OMHCAHUE TOBApa, MO BO3MOXKHOCTU COIMPOBOJIUTH €r0
dboToMaTepuaIaMu UM 00pa3IaMH.

Oo0pa3zen nucbMma:

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 TOCIIO/1a,

bnarogapum 3a Balie NUCbMO U NIPUJIAracéM HAIM KaTaJIOTH.

MpbI ngymaeM, 4TO 3JEraHTHOCTb, XOPOILIWWA JW3ailH U MPEKPACHOE KA4YEeCTBO YJIOBJIETBOPST CaAMOTO
TpeOOBATEIBHOTO MOKYIIATEs.

Mpi1 OyzneM pazbl BHIIOJHUTH Balll 3aKa3 Ha HAIIMX OOBIYHBIX YCIOBUSAX -2.5% mpu omiaTe B TeUEHUE
Mecsina win 3.5% npu omiaTe cpasy K€ HaJIMYHBIMH.

MBI BepuM, UTO 3TO TOJIBKO HA4YaJI0 HAUIUX JOJITOCPOYHBIX U B3aMMOBBITOJHBIX OTHOLIECHUH.

MBI roTOBBI BCAYECKH TIOMOTaTh CBOUM KJIMEHTAaM U HaJIeeMCsl, YTO Bbl O€3 IPOMEJICHUsI COO0IUTe
HaM, MOXEM JIM Mbl OBITh BaM I0JI€3HBIMU

C yBaxxeHueM,

Active vocabulary:

to enclose npHUIarath

to execute HUCIOJHSTh, BBIIOJIHATh

prompt HEMEJICHHBIN, CKOPBII

cash HAJIMYHBIE

profitable NPUOBLIBHBIN, BBITOTHBIN

connection CBSI3b, OTHOILIIEHHUS

hesitate KoJieOaHue, MPOMEJIIICHHE

superb quality BBICIIICE KAYECTBO

discriminating buyer TpeOOBATEIbHBIH,
pa300pUMBBIN MTOKYIATENh

> YnpaxHenue

Hcnonb3ys oOpasen, nepeseauTe AaHHbIe (ppa3bl HA AHTJIMICKHN A3BIK, 00palias BHUMaHHeE
HA OKOHYaHUeE NMOPSAKOBBIX YHCIUTEIbHBIX:

Your telex of 20" February

1. Bame muceMo ot 15 OKTIOps

2. Halle muchbMo OT 14 HOsOps

3. Bale TaTeXKHOE TIopy4YeHue ot 1 mapTa

4. Ham TeJeKc OT 2 arpens

5. Baille u3BeNIeHUE OT 3 sTHBaps

» YupaxHenue
16



IlepeBenure HA AHTJIMICKUN SA3BIK CTAHAAPTHBIE (POPMYJITHPOBKH JA€JIOBBIX MHUCEM:
. Ml nosryuniiz Baie nucbsmo.

. bnarogapum 3a nucbpmo.

. B orBeT Ha Bamie nucbmo.

. MBI COBEpIIEHHO YBEPEHBI.

. B monosiHeHue K BBILLICYKA3aHHOMY.

. B cBs3u ¢ Bamreit mpocs00id.

. Oxunaem Baiero cornacus.

. MBI Oynem npusHaTeabHbI 32 OBICTPHIN OTBET .

. C yBaxkeHuem.

OO0 NO Ol W —
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IIncemo-3aka3

IIpakTHuecku BCe TUIIBI KOPPECIIOHACHIIMY, PACCMOTPEHHBIE HAMM, HALIEJICHBI HA TOCTUKEHUE OJHOU
€IUHCTBEHHOM IIEJIN - 3aKa3a.

[Toxymarenb, MOCHUIAOIIMKA 3ampoc, AENAeT 3TO MOTOMY, YTO XOYeT MPHOOpPecTH UYTo-Inbo, T.C.
caenarb 3aka3. [IpomaBerl, 3aHUMAOIIMICS PACCBUIKOW MUCEM-TIPEITIOKEHUH, HAJEETCs Ha TO, YTO ATH
IMMCbMA IIPUBEAYT K 3aKa3y.

CrernuanpbHOE MUChMO-3aKa3 KOHKPETH3UPYET CHUTYAIMIO 3aKasza, YTOYHSET AeTalld, 0JIaroJapuT 3a
HpeI[JIO)KeHI/ISI nim HpI/ICJIaHHbIC paCLleHKI/I 1 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 March1st.

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,

VYBaxxaemble rocrnoja,

bnarogapum Bac 3a Baiie nucbMo OT 12 sHBapsi ¢ NOJPOOHBIM ONMCAHUEM BAlllMX IIACTMACCOBBIX
U3JICIINI.

[Tocne Toro, kak Mbl yBUAEIU 00pa3iibl 3TOrO TOBAapa, Mbl FOTOBBI Pa3MECTUTh NMPOOHBIN 3aKa3, pU
YCIIOBUM IOCTaBKM | MapTa win paHee.

[Tpunaraemsblil 3aKa3 J€IaeTCsl CTPOro Ha ATOM YCJIOBHMM, M MbI OCTaBJIsIEM 3a COOOM MpPaBO OTO3BaTh
€ro M 0TKa3aTbCsl OT MIOCTaBKHU MIOCJIE UCTEUEHUS 3TON aThl.

C yBaxxeHuewM,

Active vocabulary:

samples 00pas3Isl

provided IpU YCIIOBUU

delivery MMOCTaBKa, IOCTaBKa
guarantee rapaHTus

enclosed order npuIaraeMblil 3aKas3
condition yCIIOBHE

We reserve MBI COXPAHACM, PE3CPBUPYEM
cancellation OT3bIB, aHHYJIHPOBaHHE

to refuse OTKa3bIBaTh

Muorue ¢pupmbl 0HOpMIISIOT TUChMa-3aKa3bl JOBOJIBHO MPOCTO.

BonbmMHCTBO 3aKa30B JeiaeTcs Ha CIENHUaIbHO OTIEYaTaHHBIX OlaHkax. Bam HYyXHO Bcero JIuIIb
3aroJHUTh TaKOW OJIaHK, BIUCAB HYKHbIE Tpadbpl HAaMMEHOBAaHUS TOBapa, KOJMYECTBO IK3EMIUIIPOB,
[[EHY, CPOKH c1oco0 nocTaBku. [IpeumyiiecTBOM mevaTHbIX GOPMYISPOB SBISETCS TAKXKE M TO, UTO BCE
OHM TIPOHYMEPOBAHKI JJIS YA00CTBA BEICHHS TaIbHEHUIIICH TTEPETTUCKH.

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

[Toxanyiicta, mpegoctaBbTe HaM S50 3K3eMIUIApOB KHUTU «Benukuii renepan» mno neHe &15 co
ckukoitS % .

JlocTraBka: HEMEUIEHHO, KyphEPOM.

WILLIAM HUGH Ltd.

A.C. Buic

19



ITucbMo0 0 moCcTaBKe TOBapa
[Tocne momyueHus 3aKasa Mepemnrcka 0ObIYHO MPOJOIDKAETCS -3TO MOTYT OBITh IHChMa 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 TOCIO0/Ia,

Bam 3aka3 ot 13 anpesist mojiydeH BOBpeMsi, U MbI Cpa3y ke MPUCTYIIAeM K €ro BBIIIOJIHEHUIO.

Msbl Hazeemcs OTIPaBUTh TOBAp B CIHEAYIOLIYIO IISTHULY U HE COMHEBAEMCSA, YTO OH BaM
MMOHPABUTCHL.

birarogapum Bac 1 HafgeeMcsl, UTO ATO HE NOCIEAHUI Balll 3aKa3.

C yBaxkeHuew,

Active vocabulary:

duly B JIOJDKHOE BPEMSI, BOBPEMS
to receive MOJy4aTh

immediate HEMEJICHHO, Cpa3y
attention BBINOJIHECHUE, BHUMAHHE
satisfaction yIOBJIETBOPCHUE

We are trusting to be favored | MesI Hageemes, 4TO 3TO HE
with any further orders you MOCJICHUH Balll 3aKa3
may require
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> YnpaxHeHnue
CocTaBbTe MMCHLMO 0 OCTABKE TOBAPA, HCIOJIb3Ysl CAEIYIOIIHEe KIHIIIe:

we have been advised HaM CTaJi0 U3BECTHO

in the near future B OnvoKaiiieM OyayiieM

to replenish the stocks of 0OHOBHTH 3amachl OEIIOro BUHA

white wines

to ship [IOCTaBJIATh

1990 vintage BUHO yposkas 1990 rona

to enclose [Tpunarats

full export price -list NOJPOOHBII SKCIIOPTHBIH
Mpanc-JIuCT

immediate shipment is MBI TapaHTUPYEM

guaranteed HEMEJICHHYIO OTITPAaBKY




bankosckasn Ilepenucka

[Tpu mochuike GAHKOBCKOM KOPPECHOHJCHIIMU KIMEHT 00s3aH yKa3aTb MOJHbIM HaOOp pEeKBU3UTOB
azpecara, YToOBbI:

A) n30exarh JOMOJIHUTENBHBIX PACX0A0B, KOTOPbIE OAHK MOXKET BO3JIOKUThH HA KIMEHTA;

b) wu3bexaTh 3HAUMTENBHON 3aJep’KKH B 3aUMCICHUH CpPEICTB, MO0 3aJepkKa M0 JHO00OMYy
BHEIIHETOPTOBOMY KOHTPAKTY MOBICYET 3a cOOOM OTBETCTBEHHOCTh CO CTOPOHBI NIpUKazomarens (
KJIMEHTA ), HO HE CO CTOPOHBI OaHKa.

Kaxnaplii Oank ompexenseT mns ce0s, Kakue OaHKU SBISIOTCA IS  HEro OaHKaMu -
KoppecnonieHTamMu. Eciau 6aHKM COTPYAHHYAIOT B TEUEHUE MHOTHX JIeT M OOMEHSUIMCh NMHUCbMaMu U
KJIF0YaMH, OHU CUUTAIOT ce0sl OaHKaMU - KOPPECIIOHIEHTaMHU.

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 TOCIIO0/1a,

OTtkpoiiTe, ToXKallyiicTa, HaM TEKyIUd CYET HAa WMs ... MBI mpwiaraeM oOpasIbl TOJIMUCEH
MapTHEPOB, KOTOPbIE MOTYT MOAMKUCHIBATH YEKH OT HAIIIETO UMEHU

C yBaxxeHuewm,

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,

YBaxkaeMbIe TOCIIO/1a,

Ccbutasch Ha Baml cuét No21026 ot 3 uronisi, Mbl IOJDKHBI OTMETHTb, YTO BbI JTOMYCTHJIM OIIMOKY B
ykazanuu oomieit cymmel. Hamn moacuér naér mudpy 237000 10511, KOTOPYIO MBI CUUTAEM MPABUIILHOM, a
He 247000 monn., Kak yka3blBaeTe Bbl. MBI MpUiIaraeM 4ek Ha YKa3aHHYIO BaMU CyMMY U ObLIM Obl BaM
00s13aHBI, €cIi OBl BBl BHECIIM MCIIPABIICHHS B CYET WIIM 3aIIMCATIN HEOOXOAUMYIO CYMMY B KPEIUT CUETA.

C yBaxxeHHeM,

22



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,

Hanpasisiem Bam uek Ha CyMMy ... pyO. Ui OJTHOM OILIATHI BalIero cuéra, JaTupoBaHHoro 1 mapra.

HHI[OCC&MGHT Ha O6p3THOI>i CTOPOHE Y€Ka IIPUHHUMACTCA KaK JOCTATOYHOC ITIOATBEPIKACHUC.

C yBaxkeHuew,

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

TEKYIIUI CYET

o0pa3iisl moAmnucen
Mpujiarathb

MTO/IMACHIBATH YEKH

OT UMEHU

cueT, cyer-pakrypa
omuOKa

cyMMa

oOmras cymma
BBIYHCIISTH, IOJCYNTHIBAT
To4Has udpa
OaHKOBCKHUH YeK
00s13bIBaTh

P CE€M, C 3TUM TUCHMOM
WHJI0CCaMEHT, HHI0CCO
(mepenaTrovHasi HaAIMKCh)
JIOCTATOYHBIN
MOATBEPKICHUE
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> YnpaxHeHnue

NogakowhE

3aKoHYHTe NpeAIoKeHNsl, HCIO0JIb3Ysl caeayronue Gppasbl:

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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Ilepenncka mo BOpocam pexjaamMbl
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 TOCIIO0/Ia,

CBouM mucbMOM OT 23 siHBaps €. I'. Bl mpeanoxuinm HaM yCIIyrd IpH pa3MEIIeHUH 3aKa30B Ha
MyOIMKAIUIO PEKIIAMHBIX OOBSBIICHUH HAIIMX KIIMEHTOB B JKypHaax, U3garommxcs Bo OpaHimm.

Hamm knueHThl 3auHTepecoBaHbl B Baimem mnpemiokeHMM W XOTeNd Obl MOJIYYUTh IOJIHYIO
uH(OpPMALMI0O B OTHOIICHWH JKYPHAJIOB, B KOTOPBHIX BBl HaMmepeHb TNOMEMATh WX pPEKIaMHbBIC
o0BsiBIeHHs. B yacTHOCTH, OHU XOTeNU OBl 3HATh KPYT MX YUTATENCH, TUPAXK U PACIICHKHU 32 MyOIHKAIII0
OJIHOPA30BbIX PEKJIAMHBIX OOBSIBICHUM.

C HereprieHneM k€M Bail ckopelmii OTBeT.

C yBaxxeHuew,

Active vocabulary:

advertising rates peKIIaMHBIC 00BSIBICHUS

in particular B 4aCTHOCTH

circulation THPaX

prompt reply CKOpEUIITNi OTBET

to appreciate OLICHUBATh

Your prompt reply will be C mereprieHneM xeM Barmn
appreciated CKOpEHIIHUI OTBET

PexaamMHoe NUCbMO

[lenb pexkiaMHOro MHUCHhMa - BBI3BATh HHTEPEC K BalleMy IPOAYKTY WiH yciyre. O6patute BHUMaHUE
Ha TOH CBOETO peKjIamMHOro nmucbma. OH MOMKeH ObITh J0OpOKeTaTebHbIM, YOS TUTEIbHBIM U YMEIOIIUM
YIrOBOPUTH KIUEHTA.

CrnenyeT y4uTHIBaTh Takue JJIEMEHTHI Kak (OPMHUpPOBAHUE HHTEpEca, CTUMYIUPOBAHUE >KETaHUS
KJIMEHTA.

Kaxxgoe muceMo, mociaHHoe 3a mpenenbl (UPMbI, MOXKET CTaTh PEKIAMHBIM MHCHMOM, €CIIU OHO
XOpOHIO HAITUCAaHO U HpOI/ISBOI[I/IT HpI/ISITHOC BIICUYATJICHUEC HA YUTAKOIICTO.

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 Muctep Purmy,
Bb1 paboTtaete Ha H3HOC, HO BBl HE 3a/lyMbIBaeTeCh 00 3TOM, Moka y Bac ecTh BO3MOKHOCTH XOPOILIO
OTJOXHYTh BO BPEMsI HOYHOT'O CHa.
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MBI - crienuanucThl M0 YUCTKE, HAOWBKE M PEMOHTY OJEsUT; MbI 3aHUMaeMcs 3THUM yxKe Oojiee copoka
ner. Y Hac BEJHMKOJICMHbIM BHIOOp MaTepHajoB: CBEPKAIOIIMH MIENK, XJIOMOK BBICOYAMIIETr0 KayecTBa,
OJTHOTOHHBIM M IBETHOM CHTEI. OTO CYIIECTBEHHO YIYYIIMT OOCTAaHOBKY Bamelr cmaapHu W,
clieIoBaTeIbHO,-- Bal coH.

Mpsl k BamuMm yciyram: Hajgeemcsl, 4TO 3aBTpa B HaIleM IOYTOBOM SIIIMKE OYyAeT MPUIIOKEHHAs K
IIMCbMY KapTOuKa.

C yBaxkeHuew,

Active vocabulary:

chintz cHTell

specialists in  cleaning, | cneuunanucTel MO YHUCTKE,

refilling and re-covering | HaOMBKE W PEMOHTY OJCSIT

eider-downs (TyXOBBIX CTETaHbIX )

at your disposal K BallldM YyCIIyram, B BalleM
pacropsHKEHUN

enclosed card OPWIOKEHHAsT K MUChMY
KapTouKa

> YupaxHeHnue

| IlepeBeauTe HA pycckuil A3bIK parMeHTbl MUCEM:

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. 1t 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 | will arrive in your country.

Il IlocTaBbTe IJ1ar0J1bI B NIPABUJILHOM (hopMme:
| (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.
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> YnpaxHeHnue
Onpegenure, kKakoe 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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IMucbmo - Ilperenszus
JlocTaBka He Bcer/ia MpoxXoauT 0e3 OCIOXKHEHUH. B pe3ynbraTe nosBiseTcss caMblil HEIPUATHBIA BHT
KOPPECTIOHICHIINH - 5Kal00bl ¥ PEeTeH3UN. Myipblii OU3HECMEH OYEHb XOPOILO 3HAET, YTO U OH CaM, Kak
1000 Apyroi yenosek, coepiaeT omuoOku. [loaToMy ero nmucema - mpeTeH3uu OyayT cAep>KaHHBIMU U
TaKTUYHBIMH.

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 rocroa,

K Gonpimomy cokaaeHHIO, Mbl JOJDKHBI BaM COOOIIUTH, YTO Ballla MOCIETHSS MapTHs TOBapa He
COOTBETCTBYET MPUHATOMY CTaHAApPTy. MaTepual BbIIISIIUT HEIUIOTHBIM U He OyZeT AepkaTh GopMmy.

[Tockonbky Ham mpunércst 3abpath e€ oOpaTHO, MBI JOJDKHBI TMPOCHUTH Bac COOOIIUTH Ham 0Oe3
3aJIepXKKH, YTO Bbl MOXKETE MPEANpPHUHATh, YTOOBl MOMOYb HaM BBIHTH M3 3TOr0 3aTPYAHUTEIBHOTO
HOJIOXKEHHS.

C yBaxxeHHeM,

Active vocabulary:

delivery MOCTaBKa, JIOCTaBKa, apTHs
usual standard TOBapa
oOLIenpUHATHIN (OOBIUHBII)
CTaHIapT
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> YnpaxHeHnue
Omnpeneanrte K KAKOMY THIIY MIUCbMA OTHOCHTCS IAHHBIN TEKCT:
A - nuceMo-3anpoc B - peknamuoe nucbeMo 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 - U3Bunenune
I[06pO)KCJIaTeJIBHOCTL B OTHOILICHHUAX C KIIMCHTOM — CaMOC€ I''TaBHOC HpaBI/IJIO 6H3Heca.
Crnemyet ObITh IPEIETHLHO BEAIIMBBIMHA M TAKTUIHBIMH.

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 rocrnoja,

bnarogapum Bac 3a Ballle MUCbMO OT... MBI pajibl y3HaTh, YTO I'Py3 JOCTaBJIEH OYEHb OBICTPO, HO MbI
C COXAJICHUEM Y3HAJIU, 4TO B AmuKe Ne... comepaKalics He TOT TOBAp, KOTOPBIN Bbl 3aKa3bIBAJIN.

Pazob6paBmuce B 310l mpobieme, Mbl BBISICHHIIM, YTO OMIMOKA JEHCTBUTENHHO NPOHM30LUIA TPH
YIIaKOBKE.

Mg Oynem BaM OiarofjapHel, €CJIM Bbl OCTaBHUTE AMIUK Ne... ¥ €ro coepkumoe y ceds 10 TOoro, Kak
3a HUM He MpUEAET Hall areHT, KOTOPOMY MbI JJaJId COOTBETCTBYIOIINE yKa3aHU.

[Tpumure, noskanyicra, Hallld W3BUHEHMS 3a NPUYMHEHHOE OECIIOKOMCTBO JIOMYLIEHHONW HaMu
OLIMOKOIA.

C yBaxxeHuew,

Active vocabulary:

consignment Ipy3, MapTus rpysa
to deliver JIOCTABJIATE, TIOCTABIIATH
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> YnpaxHeHnue
IlepeBenure mo3apaBuTeIbHOE NMCHMO HA PYCCKHUM A3BIK:
Dear Mr. White
We are glad to hear the news of your success; It was a splendid accomplishment.
Congratulations!
Faithfully yours,
(signature)

> YnpaxHeHnue
Hannmmure 6J1arogapcTBeHHOe MUCHMO, HCIIOJIb3YSl CleAylolee NMpeaoKeHue:
We are extremely grateful for your hospitality and appreciate very much all the help you gave us.

»Vpaxuenue

IlepeBenure ciaexyronue (ppasbl U NPeAJI0KEHUS HA AHTJIMHUCKUHA A3BIK:
Bamie nucsmo ot 2 anpenst
Ham dakc ot 15 aBrycra
Bamre niaTexxHoe nopydeHue ot 7 Ui
[IpunaraeM K nMChbMy HaIllM MJIATEXKHbIE UHCTPYKUUHU OT 1 nrons 2003 rona
Hama renerpamma ot 30 mas
Cuerta-(axTypsl IpuiararoTcs B IONOJHEHHE K HaleMy nucbkMy oT 10 sHBaps
MsI xoTenu cooOmmTh Bam, 94T0 MBI YK€ OCYIIECTBUIIH TIIATEK

NoakownE
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ITucbMoO - mo3apaBiIeHue
Paznmuunbie npa3aauky, ocodeHHo PoxkecTBo 1 HOBBIN TOJ1, SIBISIOTCS MPEKPACHBIM TTOBOJIOM JIS
YIIY4IICHUS! OTHOIIIEHUH CO CBOMMHM Kouieramu. JloOpoxkenarenbHbIe U PaIOCTHBIC MUChMa C
MO3/IPaBJICHUSIMU MIPUATHO OyAET MOJYUYUTh KAXKIOMY, C KEM BEJIach JEJIOBasl MEPEIucKa.

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 CHaiirc,

CambIM pagoCTHBIM IIpeumyiecTBoM CoueabHUKA SIBISETCS TO, YTO OH AAET BO3MOXKHOCTb BBIPA3UTh
CBOE YBa)XKCHHUE U MPU3HATEIBHOCTh HAILIUM JIPY3bSM.

Mucrep Chaiiric, npoieauui 1o 0611 roA0M YAa4HOTO COTPYAHUYECTBA

Ilycts cnenyromue 12 MecsleB NpUHECYT BaM MPOIBETAHUE U OTPOMHOE HACTOSILIEE CUACTHE.

Hckpenne Bam,

JxoH Yaut

Active vocabulary:

appreciation [IPHU3HAHUE

affords yCHITUS

to express BBIpAXaTh

dealings JPYKECKUE OTHOILICHHUS,
COTPYAHHYCCTBO

prosperity [IPOIBETAHNE

generous portion OrpOMHasi, 00JIbIIIAsT YaCTh
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Ha xpacuBbIX OTKpPBITKax MOKHO HaIlMCaTh JEJIOBBIM MapTHEPAM CIIEIYIOIINE O3 IPaBICHUS:
..I wish a Merry Christmas and Happy New Year!
.31 xemaro Bam Becénoro PoxxnectBa u cuactimBoro Hosoro roma!
..Christmas Greetings and best wishes for New Year!
..ITo3npasisiem ¢ PoxaecTBoM u xkenaem Bcero Hawiydiiero B Hosom roay!
..We want to send you our very good wishes
...MbI X0TUM HanpaBUTh Bam Haly HaUTy4IIMe MOKEeTaHUS
..Just a few lines to wish you Many Happy Returns of your Birthday
...Bcero naunyuiiero no ciydaro Bamero qusa Poxnenus
..May the New Year be Warm and Wonderful
...ITycte HoBbIi1 ros1 OyIeT yAauHbIM U CYACTIUBBIM
..Itrust that the Coming Year will be happy, healthy and successful
.51 Bepro, 9TO MPHUOIIIKAIOMIUIACS TOA OyIET CUACTIIMBBIM M YCIICIITHBIM
..I'send you every best wish for a happy and successful New Year to you and all your family!
...51 mocenaro Hamny4dmume noxenanus B Hosom rony Bam
u Bameii cembe!



> YnpaxHeHnue

NogakrownE

HonqepmmTe TOT TUII MIUCbMA, B KOTOPOM MOXKET OBLITH HCIOJIL30BAHO YKa3zaHHO€ KJIMIIe:
1. Please quote your best price c.i.f.

a) MUCHbMO-3a1IPOC, B) MUCBMO-TIPETEH3US, C) IMCbMO-TI03/JPABJICHUE

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

a) MMChbMO-pEKJIaMa, B) MHUCbMO-3aMpOoC, C) MUCbMO Ha MTOCTaBKY TOBapa

3.We are at your service at all times.

a) OTBET Ha 3aMpoc, B) MUChMO-kKai00a, C) MUChMO-TIPETCH3US

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

a) MIChMO-3aIPOC, B) MUCHMO-TIPETEH3HUS, C) TUChMO-pEKIaMa

5. In reply to your letter today.

a) MMChMO-3aIIpocC, B) OTBET Ha 3aIpoc, C) MUChMO-Xaio0a

6. We would welcome the opportunity to serve you.

a) peKJIaMHOE TTUCHhMO, B) TTMCHMO-3a1pOC, C) OTBET Ha 3a1pocC

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

a) MIChMO-3aKa3, B) MUChMO-Kaj100a, ¢) MUChMO-TIPETCH3US

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

a) INMCbMO-N3BHHCHUC, B) IMAUCBbMO-OTBCT Ha 3aIIpocC, C) IMACBbMO-IIO3IPaBJICHUC

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

a) MMChMO-TI03/IpaBIICHHE, B) TUCHMO-TIOCTaBKa TOBApa, ) PEKJIaMHOE MUChMO

10. We apologize for the mistake.

a) MMChMO-3aIpoC, B) MMCbMO-U3BUHEHHUE, C) OTBET Ha 3a1pocC

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

a) MMChbMO-TIO3/IpaBlICHHE, B) TUCHMO-PEKJIamMa, C) MMHCbMO-U3BUHEHUE

12. Will you kindly adjust this, after which we shall be pleased to pass the account for payment.
a) MIChbMO - OAHKOBCKas OTIEpaIrs, B) MMChMO - OTBET Ha 3aIpoC C) MUCbMO- IPETCH3US

HToroBnie KOHTPOJIbHBIE 32 JaAHUSI:
CocraBbTe KOMMCPYCCKOC MMCbMO, B KOTOPOM BBI IPOCUTE O IMTOCTABKE 3-x KOMIIBIOTCPOB.
HanwummTe muchbMo 0 IOCTYIUIGHUU Ha Pa0doTy B XKelaeMyro BaMu Gupmy.
CocraBbTe MHUCHMO, PEKIIAMUPYIOIIEE Balll HHCTUTYT WJIM 00J1acTh, B KOTOPOH BbI JKUBETE.
Hanummre nucbMo, B KOTOPOM cOOO0IIaeTe 0 TOM, YTO Balll 3aKa3 3a7ep >KUBACTCS.
Cnenaiite coo01IeHUE O MOJIyYEHUH CUETa.
OTBeTbTE Ha 3aIIPOC OTHOCUTEIBHO MeOen s ouca U BbIpa3UTe TOTOBHOCTH K CIENIKE.
Hanmmmre cBoeMy nenoBoMy HapTHepy OJiaroJapCTBEHHOE NMHUCHMO 32 CBOCBPEMEHHYIO TOCTaBKY
TOBapa.
[lepeBenute u 00BSICHUTE, K KAKOMY TUITY IMCbMa OTHOCSATCS CJIEAYIOIINE HayajabHble (hpa3bl:
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 AHIJIMHCKOM SI3bIKE MEPBBIA a03al] JeJI0BOr0 MHUchMa, B KOTOpoM Bl oTBewaere Ha
npeuiokeHue Bammx napTHepoB cTaTh UX €MHCTBEHHBIM TOPTOBBIM MTOCPEIHUKOM.
10. BeiGepuTe CIOBO HITH CIIOBOCOYETAHUE, COOTBETCTBYIOIIEE TAHHOMY OTIPE/ICICHHUIO:

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
) 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
¢) 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

c) premium

11.3anmoJtHMTE NPONMYCKH, HCIIO0JIb3Ysl NPABUJIbHBII 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. I--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 NMCbMO, H3MEHUB HA3BAHUE TOBAPA U €ro ONHCaHue:

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 BbIpa:KeHHs 110 TeMe

«Jleji0BBIC MUCHMa)

Acceptable — npuemiremsrii

According to - corsacHo

According to your request - corsiacHo Bareii mpocsoe

Account - cuér

Account sales - oTuéT o mpogaxke

To acknowledge — nmoaTBep»xaTh, HOATBEPAUTH ITOJIyYCHUE
Advance - moBblcHIE

Advance in price — MmoBbIIICHKE B IICHE

To advise — u3Bemarh

We have been advised — nam cTaj10 U3BECTHO

Amount - cymma

To the amount of - ma cymmy

To appreciate — neHuTh, MOHUMATh, CO3HABATH OBITH OJAr0JAPHBIM, OBITH TIPU3HATEILHBIM
We shall appreciate if you will — Mb1 6yaem Gi1arogapHsl, €CiIH BHI. . .
Your early reply will be much appreciated — Mb1 6yaem BecbMa npu3HaTEIbHbBI 3@ Balll CKOPBINA OTBET
AS per -coriacHo (4eMy-To)

To attach — npunaraTs ,ipUKpeIUIATH

Available — umeromuiics B HAIMYUKU, HAITMYHBIN

On behalf of - ot umenn

Benefit — Beirona

To our mutual benefit — ¢ Beiromoit 1151 06enx cTopoH

Brand — ¢abpuunoe KieiMo, Topropasi Mapka

Bulk - 6oapmas yacTs, OCHOBHAs 4acTh

c.i.f. - cost, insurance, freight -croumocts, crpaxoBanue, ppaxt
We deliver our goods on c.i.f. terms. - MsI nocrasiisieM cBou ToBapsl Ha ycioBusix CUD.
Cash - namuuHbIe 1EHBIH

Cash in delivery - yrutara npu gocraBke

Net cash - HaMuHBIMU 6€3 CKUIKA

Charge — niena, HaunciieHue, B3UMaHUE, PacXo/1

Free of charge — 6ecruiatso

Charges — pacxo/1bl, H3AEPIKKH

Bank charges - 6aHkOBCKHE pacxo bl WIIH OAHKOBCKast KOMHCCHSI
Competitor - KOHKypeHT

Compliance - coriacue, COOTBETCTBHE

In compliance with - B coorBeTcTBHHM C

Consignment — mapTus TOBapoB

Customer - 3aka34uK, MOKyNaTesb, KITUSHT

D.A.-deposit account - 1eno3uTHBINH CYET

Dispatch - otripaBka. oTIpaBisaTh

Discount — ckuaka

To allow, to grant, to give a discount — mpe1oCTaBUTh CKHIIKY
We can give you a 5 per cent discount — Msl MOkeM BaM TpeiocTaBUTh 5% CKHIKY.
To this effect — B a3Tom cmbicie

To effect payment — npou3BoauTh maaTéx

Endorsement — uroccameHT, HHI0CCO (MIEpeaaTouHast Ha IHCh)
Enquiry — 3ampoc

To execute — UCTIOTHSATD, BBITIOJTHSATH

To execute an order — BBIMOJHHUTH 3aKa3

To grant - IPpEAOCTABIATh CKMIKY, KPEOUT

To grant a discount — nmpe10cTaBUTh CKUIIKY

Immediate - HememIeHHBIH, Oe30THaraTeIbHbIN



Immediate shipment is guaranteed - MsI rapaHTHpYeM HEMEIJICHHYIO OTIPABKY.

Maturity - cpok ruiatesxa, CpoK MorareHus

To negotiate - BecTr meperoBopsl, 00CYKIATh

Payment — miiatéx, ymiara

Price - nena

Probably - BeposiTHO, BO3MOKHO

Prompt — nemesieHHBIH

Prompt delivery — HemeienHast mocTaBka

Quality — kauecTBO, cOpT

To quote — Ha3HAYaTh IIEHY, YCIOBUS, CIIENIATh MPEITIOKCHHIE
To quote a price for something — Ha3HAYUTH 1IEHY HA YTO-JTUOO
Respectively — coorBeTcTBEHHO

Sale — mponaxa

Sample - o6pas3elr (TOproBaIii)

Equal to sample — moHOCThI0 COOTBETCTBYOIINI 00pasity
We take pleasure in sending you the desired samples and offer...-

C yZIOBOJILCTBHEM TOCHUTAEM BEIOpAHHBIC BaMU 00pa3Ilbl U MPeAIaraem. ..

Settlement - yrutata, pacuér( 1eHEeKHbIH)
Supplier — mocraBuuk

Tally — coorBeTCcTBOBATH, COBIIANATH
Term - ycioBue

Terms of payment - ycioBus miatexa
Transfer — nepeson

Transaction — caenka, oneparust

To urge — 1OBOJUTH IO CBEACHUS

Ult - aToro roaa, cero roja

Value — ctoumocth

Contract value of the goods — cTonmMocTs TOBapOB 1O KOHTPAKTY
To the value of — croumocThio B

Vintage — BUHO ypoyKkast JaHHOTO TO/1a
Way bill — naxnangnas
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