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BBenenue

B coorBercTBuM ¢ TtpeboBanusimu HoBoro cranaapra PI'OC BIIO BozHukia
HEO0OXO0IUMOCTh CO3/1aHusl Y4eOHOT0 MOCOOUS IJIsi CAMOCTOATEIBHONU pabOThl CTYICHTOB B
paMKax JUCLUIUIMHBI «/[€710BOM MHOCTPAHHBIN S3BIK).

enpto yuebHOro moOcOOUs SIBISIETCS COBEPIICHCTBOBAHWE HABBIKOB UTEHHS,
ayIMpOBAaHMUS U II€peBOJa AYTEHTHYHBIX aHIJIOSI3bIYHBIX TEKCTOB IO JE€JIOBOMY
AHTJINACKOMY S3BIKY, CHATHE JIEKCHMKO-TPAMMATHUYECKHX TPYAHOCTEN IPU BBINOJHEHUU
3aJlaHu}, 03HAKOMJIEHUE CTYACHTOB C MPUHIUIIAMH JEJI0BOr0 OOIIEHUS HA HHOCTPAHHOM
A3bIKE U C TEPMHUHOJIOTUYECKUM ammapaTroM, HEOOXOAWMBIM JUIsl JYYIIEro YCBOCHHS
Marepuaja U pa3BUTHs HABBIKOB YCTHOW PEYH.

YyebHOoe ocobue CTpyKTypUPOBAHO 10 YETHIPEM MOJIYJISIM U YETHIPEM CeMecTpam,
KOKIbIH M3 KOTOPBIX HMEET pa3Hyl0 LEJeBYI0 HANpaBJICHHOCTb M CIOCOOCTBYET
JaJdbHEWIIeMy Pa3BUTHIO BCEX BUJIOB PEUEBOM JeATeIbHOCTH. Kax bt MOAYJIb COAEPIKUT
3a/1aHMsl IO BHEAYJUTOPHOMY YTEHUIO, Ay JUPOBAHUIO M KOMILJIEKC PEYEBBIX YIPAKHEHUN.
BrinonHeHne cTyAeHTaMu 3aJaHuil K TEKCTaM MW ayAMO03alllCsSIM OCYIIECTBISETCA
CaMOCTOSITENBHO.

YyeOHOoe mOCOOME COACPKHUT TaKkKe pPSIA NPWIOKECHUH, HEOOXOAUMBIX IS
CaMOCTOSITEIbHOM OTpabOTKM MaTepuana pas3ieioB U (OPMHPOBAHUS HMHOSZBIYHOM
KOMIIETEHIIUN CTYJEHTa B JEJIOBOM OOILEHUHU, TEKCThl Uil ayJUPOBaHUS U KIIOYU K
YOpaKHEHUSIM.

[loco6ue mOCTPOEHO B COOTBETCTBMM C TpeOOBaHUSAMU paboueil mporpammbl
TPETHET0 TOKOJIEHUSI MO JEJIOBOMY HWHOCTPAHHOMY S3BIKY JJIsi CTYJEHTOB HES3bIKOBBIX
CHEIHAILHOCTE! BBICIINX y4e€OHBIX 3aBEJICHUN U MPEIHA3HAYEHO IS CAMOCTOATEIbHOM
paboThI CTYIEHTOB.

IlenHOCTh JAHHOTO Y4YEOHOTO MOCOOHMSI COCTOUT B TOM, YTO MPEIJIOKEHHBIN
aBTOpaMu Y4eOHBII Marepuasl IMOMOXKET OyAyHIHMM CHEeIHATUCTaM CaMOCTOATEIbHO
paboTtaTh ¢ y4yeOHOW M CHPaBOYHOM JIUTEPATYpOH, BIAJAETh TEPMHUHOJOTHUEH U CTPOUTH

ACJIIOBOC 06H_IGHI/IG Ha MHOCTPAHHOM S3BIKC.



1 3agaHus ¥ ynpaskKHeHHs 10 TeMaM MoJy.Jiei

1.1 Moayas 1. Business Company Structure

1.1.1 IIpouuraiiTe u mnepeBeAUTE CIEAYIOIIME CJIOBA Ha PYCCKUH S3BIK 0e3

WCIIOJIb30BAHMS CIIOBAPS:
1) company;
2) function;
3) business;
4) technical,
5) structure;
6) aspect;
7) department;
8) personnel;
9) corporation;
10) communication;
11) nature;
12) interview;
13) service;
14) vacancy;

15) manager;

16) position;
17)activity;

18) technique;
19) policy;

20) qualification;
21) operation;
22) professional;
23) organization;
24) characteristics;
25) eftective;
26) candidate;
27) combination;
28) resume;

29) situation;

30) career.

1.1.2 HatiguTe caoBa, OJIM3KUE O 3HAYCHUIO:

1) company;
2) goods;

3) to head;

4) objective;
5) utilization;
6) employee;
7) to recruit;

8) to evaluate;

a) commodities;
b) target;

¢) subordinate;
d) to hire;

e) to run;

f) to measure;
g) firm;

h) application.



1.1.3 OpranuzannoHHasi CTpyKTypa KOMIIAHUU 3aBHCUT OT Pa3jIH4YHbIX (HaKTOPOB,
TaKUX Kak: pa3Mep KOMIIAHWH, THUIl COOCTBEHHOCTH, YIAJICHHOCTh pPErHOHAIBHBIX
¢wmanoB wu T.0. Ho  OOJNBIIMHCTBO  KOMIIAHWUH  UMEIOT  YCTaHOBJICHHYIO
MPOU3BOJICTBEHHYIO CTPYKTypy. [IpounTaiite n mepeBeauTe TEKCT, COCTABbTE CTPYKTYPY
KOMIIAHHU B COOTBETCTBUU C OIIHICAHUEM.

Each company has its business structure. Many companies have much in common in
their structures. The number of departments in a company depends on the size of the
company and on the nature of the goods and services it provides.

In most companies the activity of a manager depends on the level at which he/she is
working. Top managers are involved in long range planning, policy making, and the
relations of the company with the outside world. Middle management and supervisors
make day-to-day decisions. Managers at this level spend a great deal of time
communicating, coordinating and making decisions affecting the daily operation of their
organization. Managers perform various functions, but one of the most important aspect of
their job is proper utilization of people.

A good manager should be aware of the type of organization culture his/her
corporation adheres to. There are now five broad fields of business that offer exciting
careers: management, marketing, accounting, finance, and data processing. Within each of
these fields there are specific jobs in which one can specialize.

Board of Directors is the highest level in the organizational structure of any
corporation. In other types of ownership there won't be one (for example, partnership).
Usually from five to ten owners with the largest number of shares get elected to the Board
of Directors.

Managing Director is appointed by the Board of Directors for a certain period of
time. He is responsible for managing the company, fulfilling the main strategy and
developing business. He reports to the Board of Directors and shareholders.

Financial Controller is responsible for Finance and Accounting
Function. This function is dealing with all aspects of reporting to authorities, shareholders
and management of the company. They have to provide them with accurate and

transparent financial and management reports in a timely manner. Managers use financial
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data for decision making purposes. Budget group develops plans and budgets.

A corporation with many employees may need a personnel department. Personnel
department recruits new employees and organizes training courses. Personnel Manager is
the Head of the Personnel Department. The Personnel Department is dealing with issues of
personnel training, hiring policies, and defining reward systems for people from different
departments and divisions. A qualified personnel manager should possess good
communication skills. He/she should be able to chair a meeting, to conduct an interview
with job applicants.

Manufacturing Manager is responsible for managing production, quality control
and research and development. Heads of workshops usually report to him. Information
regarding new market trends comes from the Marketing Department to the Research and
Development Division where they improve existing products or develop new ones.

Quality Control Division is dealing not only with quality of products but also with
quality of business processes. So they check both quality of products and business
processes.

Sales and Marketing Manager is always a very hard and artistic job to do but it
gives more satisfaction that any other works within the company. Sales and Marketing
Department is responsible for sales of products, promotion and advertising, market
research, developing product and market strategies, concluding contracts with clients and
many other things (from the way packaging should look to organization of presentations
and shows).

Purchasing Manager is working closely with Manufacturing Function because the
Purchasing Department is responsible for purchasing materials, low value items and all the
assets for Production. They have to find the best quality materials at the lowest price.

1.1.4 ITepeBeaute cinoBa B paMKe U JOMOJIHUTE UMH MPEAJIOAKEHUS.

1)  director 2) subordinate
3)  middle manager 4) colleague
5)  junior executive 6) staff

7)  supervisor 8) employee
9)  superior 10)work-force




1) The executives working below the top managers are generally called ....

2) Laura is an important person in our company. She is a member of the Board of ...

3) Peter has been with the firm for a year. He is at present a ... and is being trained
for a managerial position.

4) Their ... is expanding rapidly. They now have over 5.000 employees.

5) At least 50% of our ... have been with the company over ten years.

6) We are a small group in the Research and Development Department. Fortunately,
I get on well with all my ....

7) Our telephone operators work under the direction of a ....

8) I work under Mr. Brown. He is my ....

9) Sheila and Tom work under my authority. I am their boss and they are my ... .

10) I am responsible for ... training and development.

1.1.5 BcTaBbTe COOTBETCTBYIOIIUE MPEATIOTH U3 paMKU. [IpoBepbTe CBOM OTBETHI 110

KIIIOYY.

with (2) in by of for to (2) on

1) Senior managers are involved ... the running of the company as a whole.

2) The success of organization activity depends ... the qualification of its senior
managers.

3) Senior managers are also responsible ... such areas as finance, human resources
and marketing.

4) In terms of job skills senior managers should be aware ... chairing meetings,
participating in meetings, negotiating, giving formal presentations and socializing.

5) Many of the comments on senior managers apply ... middle and junior managers.

6) Middle and junior managers are appointed ... senior managers.

7) Middle and junior managers work within a more closely defined area than senior
managers and report ... them.

8) Middle and junior managers deal ... practical everyday matters.

9) They provide the organization ... everyday problem solving.



1.1.6 IlpouuTaiiTe M mnepeBeAUTE IUAJOr, HCIOJb3YS SI3bIKOBOM KOMMEHTapHi
MIPUIIOKEHUS A.

(Mucmep Knumenxo naxooumcs 6 oguce komnanuu Continental Equipment. ¥ neeo
HAa3HAYeHa ecmpeua ¢ MeHeoHcepom KoMnanuu mucmepom Kapmpatimom)

- Good morning, gentlemen! How are you?

- Fine, thanks. And how are you getting on?

- Very well, thank you.

- Let me tell you about our company. As you know, Mr. Klimenko, we produce
processing equipment. Our firm consists of six departments: Production, Sales, Export,
Financial, Personnel and Research & Development. The last one is the newest in the
company. It was created five years ago ... We are managed by the Meeting of
Shareholders and the Board of Directors. Earlier the Chairman of the Company was one of
the senior partners, but now it is Mr. Rogers, as you know. Currently we employ about
1,600 people. Our turnover is more than £300 million.

- You will work with our Export Department. We export our equipment to 5
countries. We also have two subsidiary companies in Holland and Germany with
headquarters in those countries.

- Are they your subsidiaries or branches?

- They are our subsidiaries. Each company trades under its own name. We are
looking for new partners in Eastern Europe as well, as we would like to expand our
activities. That’s why Mr. Cartwright went St. Petersburg to establish personal contacts
with your company. Have you read all our correspondence with your Director?

- Yes, I think so. We investigated your business proposal thoroughly.

- Have you got our price-lists and catalogues with you now or shall I ask Miss Elliot
to bring a copy?

- Thank you, but I have them with me as well as copies of your letters. I expect to
make the Draft Contract here, may be by the end of this week, and to conclude the
Contract with you after discussing it with my Director by phone.

- All right. Let us get down to business. Today and tomorrow we were going to talk

about terms of payment and delivery.
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- Right. And the day after tomorrow we’ll be talking about packing and
transportation.

- Then I plan to go to London for three days. As you know, there will be an
exhibition. Will you join me?

- Yes, with pleasure. It would be very helpful for the purpose of my visit.

- I hope so. And after that you’ll have enough time for a visit to our factory and go
sightseeing.

- That suits me fine. I expect to submit the Draft Contract to my Director by fax not
later than next Wednesday.

1.1.6.1 Ucnionb3ys TEKCT, NEPEBEAUTE MPEITIOKECHUSL.

1) [To3BosibTe MHE pacckazath 0 Ghupme.

2) Hama ¢gupma cocTOUT U3 IIECTU OT/IEIOB.

3) Harmre pykoBOJICTBO — 3TO COOpaHHEe aKIIMOHEPOB U COBET TUPEKTOPOB.

4) Ha ¢pupme 3ansaTo okosno 1600 yenosex.

5) Ham o6opot cocrasisier 6osee 300 MutH. GyHTOB.

6) Ms1 skcniopTupyeM 000pyJ0BaHUE B MATh CTpaH MUPA.

7) Y Hac ectb nBe noyepHue kommnanuud B [omnmanmuum m ['epmanum co mrad-
KBapTHUpaMH B 3THUX CTpaHax.

8) Kaxxast u3 HuX uMeeT cBOE COOCTBEHHOE Ha3BaHUE.

9) MbI umieM HOBBIX MAPTHEPOB, MOCKOJIBKY MBI XOTENH Obl PacHIMPUTh chepy
Hamen 1eITeIbHOCTH.

10) MsI mibITaeMcsl YCTAHOBUTD JTUYHBIC KOHTAKTHI € Baliei GupMoi.

11) Jlymaro, 4To MBI COCTaBHM IPOEKT KOHTPAKTa, a OKOHYATEJIbHO 3aKII0YUM
KOHTpPAakT ¢ Bamu nocne ero o6cyxaenus mno teaeoHy ¢ MOUM JUPEKTOPOM.

1.1.7 Bbl — pykoBoauTeab (PUPMBI, cCXeMa KOTOPOW MpeJCTaBiIeHa Ha pUCYHKE 1.

Pacckaxkure o cBoeit pupme, OTBETHB Ha BOIIPOCHI:

11



Pucynok 1.

— How many departments are there in the company?

— How many managers work in the company?

— What is in your opinion the most important department?
— Are there any overseas branches?

1.1.8 BpruepkHHTE CIOBO, KOTOPOE HE MPUHAMIICKUT TAHHOU TPYIIIIE.
1) firm, company, society, subsidiary;

2) salary, manager, engineer, employee;

3) finance, product, planning, marketing;

4) ship, assemble, customer, purchase;

5) plant, faculty, patent, factory.

1.1.8.1 CooTHecuTe ClEAYIOIIHME OMNPEAENIEHUs C TIpynnamu

OCTaBLIMXCS CJIOB ynpakHeHus 1.1.8.

1) manufacturing sites

2) stages in the manufacturing process

3) people who work in a company

4) types of business organization

5) different departments in a company

u3

TpEX
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1.1.8.2 CootHecute Kaxaoe H3 3a4€PKHYTHIX CJIOB ynpaxHeHus 1.1.8 co

CIEAYIOLIUMHU ONPEICIICHUSIMH.

1) payment for work, usually monthly;

2) an item that has been made;

3) an organization or club with members who share similar interests;

4) a document that gives the exclusive right to make or sell a new product;

5) a person who buys goods or services.

1.1.9 @ [TocnymiaiiTe ceMb 4YENOBEK, KOTOpPhIE TOBOPSIT O CBOEH paborte, u

OTIpe/IeNTuTe, B KaKOM OTJeNe KaXKIblil W3 HUX padortaer. [IpoBepbTe CBOM OTBETHI IO

KIIFO1Y.
1
2)
3)
4)
5)
6)
7)

Marketing

Public Relations

Information Technology
Personnel or Human Resources
Finance

Production

Research and Development or R&D

- Speaker 1

- Speaker 2

- Speaker 3

- Speaker 4

- Speaker 5

- Speaker 6

- Speaker 7

1.1.10 @ IIpocnymanTte M 3anMIIMTE YHUCIA, COOTBETCTBYIOLIWE CIEAYIOLIEH

uHpopmarmu. [IpoBeppTe CBOM OTBETHI MO KIIIOUY.
[Tpumep — The approximate number of designers working for Philips: 400
1) The number of people working for Philips worldwide.

2) The number of countries with sales and service outlets.
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3) The number of countries where Philips has research facilities.
4) The approximate number of scientists working in Philips’ research laboratories.

5) The number of integrated circuits produced every day.

1.1.11 @ IIpocnymanTe M 3anumuuTe 4ucia, Kotopble ycusimure. [Iposepbre

CBOMU OTBCTHI 110 KJIFOTY.

1 3 5 7

1.1.12 TIlpencraBbre cutTyauuroo: Mr. A sBisercd NpeACTABUTEIEM KOMIIAHUU
Virgin, Mr. b — komnanuun Motorola. 3agaiite BOpochl 0 AEATEIbHOCTH KOMIAHUM OT
MMEHH UX IpeJICTaBUTENCH, 3a0THUTE KApTOUKH.

Mr. A

Virgin is a leading international company based in London. It was founded in
1970 by Richard Branson, the present chairman. The group has seven main
divisions: cinema, communication, financial services, hotels, investments, retail and
travel. Its retail segment is led by Virgin Megastores, a network of music and
entertainment stores. Virgin operates in 23 countries, including the United States,
the United Kingdom, Continental Europe, Australia and Japan. In 1999, the

combined sales of the different Virgin holding companies exceeded £3 bn.

Mr.B

Motorola maintains sales, services and manufacturing facilities throughout
the world, conducting business on six continents. Its major business areas are:
advanced electronic systems, components and services, two-way radios, paging and
data communications, automotive, defense and space electronics and computers. It
has the largest portfolio in the world of cellular phones. The CEO is Christopher
Galvin and the headquarters are situated in Chicago. Sales in 1999 were $30.2 bn.

14



Name of company

Headquarters

Chairman

Business activities

Main markets

Sales in 1999

1.1.13 Hanumure mnpodaiin KOMIIAHUM, WCIOJB3YysS KpaTkyl HHOOpMaIUo,

MIPEACTABIECHHYIO B BU3UTHOM KapTouke. Mcnonb3yiite npumep ynpaxuenus 1.1.12.

Name of company: TESCO
Established: 1924

Headquarters: Chestnut, near London, UK

Chairman; John Gardiner

Business activities: 1)Superstores and hypermarkets — food, toys, clothes.

2)Personal finance — banking, credit cards, loans, insurance.

3) E-commerce — home shopping, books online, Internet service provider.

Main markets: UK, Ireland, France, Hungary, Poland, Slovakia,

South Korea, Thailand (plans for Malaysia and Taiwan)
Sales in 1999: £18.5bn

1.2 Monayas 2. Applying for a Job

1.2.1 C nomo11bt0 c0Baps EPEBEINUTE BbIACICHHBIE CJI0BA U IPOYUTANTE TEKCT.

Text 1 Getting a job

Getting a job is a very hard period in the life of most people. Companies choose an
employee from hundreds of candidates according to special rules, that’s why there’re
special ‘typical’ factors, influencing employer’s choice. Among such factors are: age, sex,
experience, family background and marital status, personality and references. If you’re
to go to an interview tomorrow, sleep well before it and don’t forget your CV at home — is

the basic rule. Moreover, there’re some recommendations, which can help you, for

15



example, to read annual report, or company newspaper to show your understanding of
the corporate strategy on the interview. What’s more, you should choose corresponding
dress code for the interview. Even such advices are to help you make a good impression;
some companies don’t want to hire a man, who follows every advice. To illustrate this, |
can quote Artemiy Lebedev, the most famous Russian web-designer: «If you enclose a
standard stupid resume, written by the rules of American bureaucracy, we would delete it
immediately after receiving. If your CV is composed according to all rules, we wouldn’t
choose you, as we might think, that your profession is to acquire a job». After getting a
job, you may have some unexpected troubles with boss, too: e.g. if you dye your hair or
wear something not appropriate. The best solution of such situation is to ask a trade union
for advice, which can always help you in your fight with an employer. Of course, if you
affect company discipline not coming in time or working badly, your dismissal wouldn’t
be unfair. To conclude, I can say that it is sometimes hard not only to get a job, but also to
work in the staff, and if you don’t want to be laid off, you should follow company rules,
it is a must.

1.2.1.1 JlononHuTe NpeanokKeHUs BbIICICHHBIMU CIIOBAMH U3 TEKCTA.

1) The process of finding people for particular ... is recruitment or, especially in
American English, hiring.

2) A company may recruit ... directly or use recruitment agencies.

3) An applicant is to go through an ... and to complete a standard application form.

4) A candidate apply for the job sending in a letter of application or covering letter
anda....

5) CV should contain the information about candidate’s education, professional
qualification and skills, personal details, leisure activities and ....

6) A person who is interested in the advertised position should be aware of the ... of
the company.

7) In order not to have ... you should follow ..., it is a must.

8) If a person has some troubles with his/her ..., he/she can ask a ... for advice.

1.2.1.2 Vcnionb3ys TEKCT, JONOJHUTE MPEAIOKEHUS.

1) Getting a job is a very hard ... .
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2) If you’re to go to an interview tomorrow, ... .

3) You should choose corresponding ... .

4) A trade union can always help you in your ... .

5) After getting a job you should follow ... .

6) If you affect company discipline not coming in time or ... .

1.2.1.3 Hailigutre B TEKCTE€ aHTJIMICKUE DKBUBAJCHTHI CICAYIOMUX (Ppa3: U3 COTCH
KaHJUIAaTOB; B COOTBETCTBUH C; TIOATOMY; (DaKTOPHI, BIUAIONINE HAa BEIOOP paboTomaTes;
CEMEWHBIN CTaTyC; JMWYHOCTHBIE KayecTBa, 3TO OCHOBHOE TMpaBwiio; OoJiee TOTO;
€XKETrOJHbI OTYET; COOTBETCTBYKOLIMUA JPEC-KOJ; IMPOU3BECTU XOPOILEE BIICUATICHHUE;
MOJIy4YUTh PabOTy; HEOXKUJAHHbIE TMPOOJIEMbI; TOKPACUTh BOJIOCH; YBOJLHEHUE;
HECIIPaBEIJIUBBIN; YTOOKI MOJIBECTH UTOT; TIOMACTh MO COKPAIIEHUE; 3TO HEOOXOTUMOCTh.

1.2.2 Obpa3yiite CyiecTBUTENbHBIE OT CIEeAYIOMUX riaroyioB. Ecnu Heobxomaumo,
HCIIOJIb3YUTE CI0BAPb.

To recruit; to apply; to persuade; to complete; to build; to select; to qualify; to
employ; to hire; to appoint.

1.2.3 CooTHecuTe Clenyooliue ClIOBa U BBIPAXEHUS C 3ar0J0BKAMU, YKa3aHHBIMU

HIDKE!
a) job seekers; k) initiative;
b) bonus; 1) company car;
c) applicants; m) diploma;
d) confidence; n) interview;
¢) shortlist; 0) degree;
f) doctorate; p) interviewees;
g) candidates; q) job offer;
h) advertisement; r) independence;
1) qualifications; s) pension plan;
j) enthusiasm,; t) health insurance.
1) fringe benefits

2) education

3) stages in recruiting
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4) personal qualities

5) people looking for work

1.2.4 TlepeBequte ciemyromue ciioBa co cioBapém: career; variety; field; salary;
increasingly; consequently; distribution; opportunity; available; specialize in.

1.2.4.1 ITIpounraiite u nNepeBeIUTE TEKCT.

Text 2 Careers in Business

Business is an increasingly important activity throughout the world today.
Consequently, the opportunities for a business career have grown in variety and number.
There are now five broad fields or areas of business that offer exciting careers:
management, marketing, accounting, finance, and data processing. Within each of these
fields are specific jobs in which you can specialize. For example, within the field of
marketing you can specialize in market research, advertising, buying, selling, or
distribution. The figure below gives an idea of the general career opportunities that are

available in the various fields of business. (Cm. Tabmuiry 1)

Tabauma 1
Business Fields of Careers
Management Marketing
- general manager - researcher
- personnel manager - advertiser
- production manager - buyer
- seller
- distributor
Accounting Finance
- bookkeeper - banker
- private accounting - financial analyst
- public accounting - stockbrocker
- government accounting
Data Processing
- computer operator
- computer programmer
- system analyst

1.2.5 CootHecute Ha3BaHUs MPOoQeccuii ¢ UX OMUCAHUSIMU:
1) Management a) the handling of large amounts of information generated

by business operations;
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2) Marketing b) the measurement and communication of financial
information,;
3) Accounting c) the acquisition and utilization of capital in order to start

up, operate, and expand a company;

4) Finance d) the activities guiding a company to accomplish its
objectives;
5) Data Processing e) the movement of goods and services from manufacturer

to customer in order to satisfy the customer and to

achieve the company’s objectives.
1.2.6 B3rnsHute Ha pekiamHoe oObsBieHue o padore. locnmymaiiTe cnemyromuit
nuanor, B koropoMm ®uona CKOTT pacckasblBaeT 0 HEM CBOEM MOApyre, W 3alOJIHUATE

poOeIbl B pEKIIAMHOM OOBSIBICHUU.

'PREFER A CAMPING TRIP TO A COCKTAIL PARTY?'

PATAGONIA has a new position open:
1

Associate
Job is based in * . Candidates must have substantial ° /
experience and strong * skills. They must have serious
proficiency in technical sports(skiing, kayaking, climbing ..)
and outdoor experience.’ mother tongue. Environmental background a plus.
No glamor... it's a gritty job!
PATAGONIA is a ° company which designs and distributes

functional ’

Send CV with pictures to
Nathalie Baudoin
Patagonia Gmbh
Reitmorstrasse 50

8000 Munich 22- Germany

The interviews will be in Munich during the last week of ®
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1.2.6.1 ®uona CkoTT mpouja B Ta3eTe pekiamMHoe o0BsBIeHHe o padore. OHa

pelraeT BOCHOJb30BaThCsA OOBSABICHHEM M YCTPOUTHCS Ha paboTy B KoMmmaHuio. Eif

HEO0OXO0IUMO

3aMOJIHATh ~ HECKOJBKO  JOKyMEeHTOB. Vcmone3ys — wH(pOpMaImio,

NpCaACTAaBJICHHYIO B IPUITIOKCHUHA B, pacCTaBbTC Ha3BAHUA ITYHKTOB COIIPOBOJUTCIILEHOTO

MUChMa COOTBETCTBYIOIIMM 00pa3oM.

a) References

b) Activities

c¢) Personal Details
d) Education
e) Skills

) Professional Experience

Curriculum Vitae
1

Fiona Scott

52 Hanover Street
Edinburgh EH2 5L.M
Scotland

Phone: 0131 449 0237

2
1991-1992 London Chamber of Commerce and Industry
Diploma in Public Relatins
1988-1991 University of London
BA (Honours) in Journalism and Media Studies (Class II)
1981-1988 Broadfield School, Brighton

A levels in German (A), English (B), History (B) and

Geography (C)

3

1995-present Public Relations Officer, Scottish Nature Trust

Responsible for researching and writing articles on all
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aspects of the
Trust’s activities and ensuring their distribution to the
press
Editor of the Trust’s monthly journal
In charge of relations with European environmental
agencies
1992-1995  Press Officer, Highlands Tourist Board
Preparation of promotional materials and brochures
Co-ordination of media coverage
Summers of
1990 and 1991 The Glasgow Tribune newspaper

Two three-month training periods as assistant to the

Sports Editor
Arranging and conducting interviews
Preparation of articles covering local community sports
events
4_
IT Office 2000 and Windows NT, Excel, Internet,
Powerpoint
Languages Fluent German and proficient in French
Additional Driving licence (car and motorcycle)
5

Cross-country skiing, rock climbing and swimming
Ski Instructor (grade 1)
Secretary of the local branch of “Action”, an association organizing sports

Activities for disabled children
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6

Geoffrey Williams Brenda Denholm
Professor of Journalism Sports Editor
University of London The Glasgow Tribune

1.2.6.2 CompoBoaurensuoe nuckMo (Letter of application) He MeHee BaxkHO, 4YeM
KU3HEONHCAHUE, T.K. OHO SIBJISIETCS PUMEPOM MEPBOT0 KOHTaKTa ¢ pabotonarenem. Eciu
COIIPOBOJIUTEIBHOE MUCbMO COCTaBJIEHO C HAPYLIEHUEM HEKOTOPBIX MPABHJI, OHO CO3AacT
IUI0XO0€ BIeuaTiieHue Ha paborozareinsi. COnmpoBOIUTENBHOE MHUCHbMO OOBIMHO COJIEPIKUT
4eThIpe MYHKTa, B KOTOPBIX Bam cnenyer:

J MOJITBEPIUTH, YTO BBl XOTHTE MOIYYUTH 3Ty paboTy U COOOLIUTH, U3 KaKUX
MCTOYHHUKOB BEI y3HaIM 0 BakaHCHHY;

o CKa3aTb, mouemy Bbl xoTure paboTaTh B TOM MM HHOU JOJDKHOCTH M
HACKOJIbKO Barm nHTepechl COBNafaloT ¢ HHTEpEecaMu KOMIaHUH;

o 0003HauUNTh, Kakoll Bkiax Bbl Moxkere BHecTH B pabOTy KOMIIAHUW,
UCTIOJIb3YsI CBOM 3HAHUS U MPO(ECCHOHATBHBINA OTIBIT;

J coo0ImuTh 0 Baiiem xenaHuu NpUHATH y4acTHe B COOECEOBaHUH.

Huxe mnpencraBieHbl BBIICPKKH COMPOBOAUTENbHOTO mHcbMa @Duonsl CKOTT.
PacnipenenuTe OTpBIBKH COTJIACHO CTPYKTYpPE MUChbMa (CM. PUCYHOK 2).

a) Although I am presently employed by a non-profit making organization, it has
always been my intention to work in a commercial environment. I would particularly
welcome the chance to work for your company as I have long admired both the quality of
the products that it provides and its position as a defender of environmental causes. As you
will notice on my enclosed CV, the job you are offering suits both my personal and
professional interests.

b) I would pleased to discuss my curriculum vitae with you in more detail at an
interview. In the meantime, please do not hesitate to contact me if you require further
information. I look forward to hearing from you.

c¢) Dear Ms Baudoin.

d) 8" January 2012.
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e) [ am writing for the position which was advertised last month in The Independent.

f) 52 Hanover Street
Edinburgh

EH2 5SLM

UK

g) Nathalie Baudoin.
h) Patagonia Gmbh.

1) Reitmorstrasse 50

8000 Munich 22

Germany

j) My work experience has familiarized me with many of the challenges involved in

public relations today. I am sure that this, together with my understanding of the needs and

expectations of sport and nature
enthusiasts, would be extremely
relevant to the position. Moreover,
as my mother is German, [ am
fluent in this language and would
definitely enjoy working in a
German-speaking environment.
k) Fiona Scott.

1) Yours sincerely.

3

4

5

6
7
8
9
10

11

12

Pucynok 2 — CTpykTypa CONpOBOAUTEIBHOIO MHUChMa
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1.2.6.3 He TOJIBKO caMO CONPOBOJUTENHHOE MHUCHBMO, HO U €ro TEKCT UMEET
onpenenéuuyo CcTpykrypy. OO6o3naubTe uactu (1-5) mucbMa COOTBETCTBYIOIIUMU
OykBamu (a-e):

a) formal ending;

b) personal qualities;

c) why good for the job;

d) reasons for interest;

e) reason for writing.

Dear Sir/Madam

1. I am writing to apply for the position of volunteer worker which 1 saw
advertised in The Guardian last week. I would be interested in teaching Maths to primary
children in your camp in Bangladesh. I enclose a copy of my CV.

2. I would like to work for you because I am very interested in teaching. I would
also like to learn about a different culture as I feel that intercultural understanding is
extremely important.

3. I am hard-working and committed person. For the last three years, I have
done voluntary work visiting elderly people in my local area. I have also taught immigrant
children so I feel confident I can get on well with people from other cultural backgrounds.

4. I think I could be a good primary teacher of Maths due to my teaching
experience and since | have Maths “A” level. In addition I hold a certificate in first aid,
which might be useful.

5. I look forward to hearing from you.

Y ours faithfully

1.2.7 IlpounTaiilTe HECKOIBKO IIOJIE3HBIX COBETOB, KAaK YCIEIIHO IPOWUTH
cobecenoBaHre MpHU MpuéMe Ha paboTy. 3aMEHUTE BBIICICHHBIC TIIATOJIBI CIIETYOIIUMHE
cioBamu u BeIpaxkeHusiMu: think of; make a list; talk clearly; communicate; invent;
observe everything in a place; relax; talk a lot about; arrive; put on good clothes; make
yourself comfortable; find information; pretend; write.

1) Dress up for the interview to get across a responsible attitude.
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2) Calm down before the interview by going for a walk or having a cup of tea or
coffee.

3) Think about the job and write down your strengths and weaknesses.

4) Look things up about the company on the Internet.

5)_Turn up at the interview a couple of minutes early.

6)_Settle down in your chair and look around the room.

7) Take down notes during the interview.

8) Make up information about yourself.

9) Don’t make out you understand everything when you don’t.

10) Don’t go on about your personal life.

11) Speak up and express yourself clearly.

12) Come up with a couple of questions about the job.

1.2.8 IlpouuTaiite pexiamMHOE OOBSBICHHE A1 OyIyIIMX BBIMTYCKHUKOB BYy3a O
BakaHcun B komnanHuu Kiapka Xynepa. Ilo ananorum ¢ mpenpiayliuMy MpUMEpaMu
cocrabre CV U CONpPOBOAWUTENBHOE IHUCHMO, KOTOpPHIE HEOOXOJAMMO OTIPABUTH B
KOMIaHuIo0 Ha uMsa Mumens XokuH. [letanu Ouorpaduu MOTyT OBITH BBIMBIIUICHHBIMH,

HO KaHJUJaT Ha JOJDKHOCTh JIOJKEH OBITh CTYJIGHTOM CTapIIIeTo Kypca YHUBEPCUTETA.

DON’T PASS

Not your degree, this ad. Got your attention though, didn’t

it? And that’s our business. We organize training courses and need a
person having teaching experience. Promotional marketing involves
everything from sales promotion to product launches in becoming
an account handler, and you think you’re capable of the kind of
ideas that stand out in an increasingly media literate society, send
your CV to Michelle Hocking at the address below.

Clarke Hooper,

ST Laurence Way,

Slough, Berkshire,

SL12BW
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1.2.9 3amonHuTe TEKCT CIOBAMHM U3 PaMKH, YNOTPeOHMB MX B COOTBETCTBYIOIIEH

rpamMMaruyeckoit popme. Ecian HeoO6x0a1M0, BOCIIONIB3YHTECH CIOBAPEM.

impress vary qualify occupy achieve succeed

educate  effect  be able be possible be accurate

It is important to make a good 1) ~__ when going for a job interview.

Interviewers usually ask a 2) of questions, many of which concern 3)
However, they also usually like to ask questions about previous 4) as well as
5) not connected to the work place. Often, the 6) candidate is not
the one with the most impressive 7) _ but the one who shows that he or she has
made the most 8) use of their time. Few employers want employees who are 9)
L to think about themselves. The 10) of advancement in any job
very rarely on the 11) of work but more on the enthusiasm and dedication of
the employee.

1.2.10 IIpoumuTaiite 4 OTpbIBKA HU3 CONPOBOJAUTEIBHBIX MHCEM. ABTOPBI MUMEIOT
pazIMYHBIA MOAXO0J K BbIOOpPY MecTa paboTel. BooOpasure, uto Bbel — mpereHaeHT Ha
nomxHOCT, B kKommanuu Krnapka Xymepa uw Bam mpeacrout cobecenoBaHue ¢
MeHeKepoM 1o nepcoHainy Mumens XokuH. Kakoil 13 moaxo1oB Bbl cuuTaeTe Haubosee
MIpUEMJIIEMBIM ?

1.  Ifyou believe in the pursuit of excellence, then I am interested in joining your
company. | set high standards for myself and expect them from others, especially the
organizations that I work for. I look forward to an opportunity to add to the list of already
outstanding achievements, which are outlined in my CV.

2. From my CV, you will see that five years at a Chemicals Multinational have
given me a solid business background. I am responsible for my department’s logistical
planning, which has developed my organizational skills. However, I am now looking for
opportunities for further development and responsibility, which my present employer
cannot offer.

3. I am very keen to work for your company because of its excellent reputation.

I do not have the specific qualifications or experience referred to-in your advertisement.
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However, I am applying because I feel I am able to make up for this through hard work
and willingness to learn.

4.  Asacommercially aware and linguistically trained university graduate, I have
a broad range of employment experience at blue-chip companies in both the USA and
Europe. I am dynamic and creative, with a strong team spirit and leadership qualities. I
have a proven record of working with individuals at all levels through highly developed
interpersonal and communication skills.

1.2.10.1 Emé pa3 npouwnraiire oTpblBKM. OHM COAEPKAT HECKOJIBKO CTAHAAPTHBIX
¢dpa3, KOTOpbIE YacTO HCIOIB3YIOTCS B COMPOBOJIUTENBHBIX NMUchMax. [lomguepkHuTe B
TeKCTe Ppasbl, KOTOPBIC O3HAYAIOT CIIEIYIOIIEe:

a)  [D’dreally like to work for you because you’re such a great company.

b)  If you think doing things well is important, I’d like to work for you.

c)  Idon’treally have the profile of the ideal candidate.

d)  DI’ve worked with many different important companies.

e)  D’ve shown I can work with all kinds of people and get on with everyone.

1.2.11 Emé pa3 npoBepbsTe 3HAHHE JIEKCUKH IO TeMe. J{OMOTHUTE TEKCT CI0OBaMU U3

paMKu.

a) skills b) participate | c¢) profession | d) companies e) apply

f) training | g) interview | h) attend 1) responsibility | j) experience

Graduating from the university is a very busy, exciting time for people. Everyone

wants to find a good job and begin working in their chosen 1) . The first step
is to find a suitable vacancy and 2) for the position. If you are called for an
3) , you will be asked what 4) you have and where you
5) the university. They may ask if you have any previous 6) in
that type of work. Many large businesses and 7) will require their new
employees to 8) in a special 9) course before they are
given the 10) of working on their own.
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1.3 Moayas 3. Company Performance

1.3.1 CooTHecure cinoBa 1 ux 3HadeHus. [IpoBepbTe CBOM OTBETHI IO KIHOYY.

1) power culture a) YBepEHHbIH B cebe

2) self-reliant b) ycrnemHoe BHIMOIHEHHE

3) highly competitive C) IICHUTH

4) tough-minded d) cusoBO# THM B3aMMOOTHOIIICHHU I

5) role culture €) yAOBIETBOPATH

6) task culture f) BBICOKO KOHKYPEHTHBII

7) successful fulfillment g) pOJIEBOM TUN B3aMMOOTHOIIEHUN

8) satisfy h) ynpsimblii, HECTOBOPYUBBII

9) conform 1) COOTBETCTBOBATh, MOJYUHATHCS

10) value J) THII B3aMMOOTHOIIICHHM, HAIICJICHHBIN Ha BBITIOJI-

HEHHE 3aj1a4
1.3.1.1 ITpounraiite u nepeBeIUTE TEKCT

Text 1 Classification of Organization Cultures

Power Cultures. In these cultures self-reliant and highly competitive self-
development provides the basis of relations. A manager’s success is related to their
charisma and influence, rather than to their knowledge and experience. The style of the
chief executive is the model for other managers. In organizations of this type managers
need to be tough-minded and aggressive.

Role Cultures. In these cultures a manager’s role is completely related to their place
within a centralized system. Their success depends on how well they adhere to rules,
procedures, and precedents. Individualism and aggression are not valued in these cultures.
Employees in these organizations should not exceed the limits of their roles.

Task Cultures. In organizations of this type they value everything that makes it
possible to get the work done. The main concern in these organizations is with successful
completion of their projects. A manager’s success is related to their knowledge and

experience required to achieve tasks, rather than to meet the requirements of their role.
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Individual Cultures. In organizations of this type freedom of expression is valued
the most. Effectiveness of any activity in these organizations is related by how much the
activity satisfies the staff, rather than by how well it conforms to business plans.
Independence, creativity, and experiment are also valued in these organizations.

1.3.1.2 KakoBbl Ha Bail B3IJSJ NPEUMYILIECTBA M HEAOCTAaTKM KaXKIOro THIIA
B3aMMOOTHOIIEHUN B opranuzauuu? OOOCHYyHTE CBOIO TOUKYy 3peHus. Mcmomb3yiite
CJIEYIOIINE CJIOBA U BBIPAKEHUS:

To my mind ...

In my opinion ...

As for me I think that ...

I consider that ...

1.3.2 Presentation

1.3.2.1 BaxHoii yacTpi0 pabOThl 000N KOMIIAHUHM SBIISETCS yMEHHE JelaTh
npe3enTanun (npusoxxenue E). UToObl npe3eHTalus nuMena ycrex, Hy>KHO, YTOObI Tpu €€
COCTaBJICHUU OBLIM COOMIOACHBI ONpeenEéHHble NpaBwia. BcmoMHUTE, Kakve XOpOIHe
Mpe3eHTalK Bbl BUJEIN B TIocaeaHee BpeMs. UTo, 1o BalieMy MHEHHUIO, I€TaeT UX CTOJIb
yAauyHbIMU? J[OMOJHUTE CIUCOK 3JIEMEHTOB, COCTABIIIIOIIMX XOPOIIYIO IPE3EHTAIHIO,

HCIIOJIb3Ys CJIOBA B PaMKCE.

a—e f—j
humour preparation
talk language
contact attitude
appearance voice
knowledge visuals

To be a good presenter you need ...

a. awell-structured ~~ f.  an enthusiastic
b.  thoroughsubject g astrong

a smart and professional _ h. a creative use of
d. agood sense of 1. expressive body
€. good eye j.  careful
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1.3.2.2 OOGcyaure ¢ napTHEPOM DSIEMEHTHI TPE3CHTALMHM, HAa3BAHHBIC B
OPEIbIIyIIeM YINPAKHEHUH W IEPEUUCIUTe ¢ YYETOM CTENeHH WX BaKHOCTH.
Ucnonw3ylite cinenyromue Gppass:

What you need most of all is ... .

Another important thing is ... .

I think ... is pretty important too.

... can make a real difference.

It helps if ..., but it’s not essential.

Youdon’tneed ..., as longas ... .

JIOTIOTHUTE CIIUCOK AJIEMEHTOB MPE3CHTAIH COOCTBEHHBIMU HIICSMH.

1.3.2.3 IlpouuTtaiite BbICKa3biBaHue. Kak Bbl cuuTaeTe, HaCKOJBKO XOpOIUIMM
SIBIISICTCS] COBET, MPUBEIEHHBIN B TAHHOM BBICKa3bIBAHUH?

Did you know ... that almost thirty million business presentations are given every
day? And yet, in surveys, most managers say they are more afraid of public speaking than
anything else — even death! To overcome nerves, a lot of presentation trainers advise you

to ‘just be yourself’.

1.3.24 Q [Tocnymraiite, kak Tpoe Jdrofed mHpousHOCAT perumku. OOparure
BHUMaHUe, Kak OHU ToBopAT. Kak Bbl cuutaere, 3T0 BBIIEPKKH U3 APYKECKOW Oecebl
niu u3 npeseHtanuu? [louemy Bel Tak nymaere? OTMETBTE COOTBETCTBYIOIIME ITyHKTHI B
Tabmune 2.

Tabauma 2

Speaker’s number Conversation Presentation

1

2
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1.3.2.5 Cxaxure, 4eM OTJIMYAETCS IMyOJMYHOE BBICTYIJICHHME OT PEYM YeIOBEKa B
HedopMansHOI 00cTtaHoBKe. OOMyMaiTe cienyromee:

o how clearly you speak;

o how often you pause;

o how quickly you speak;

J how emphatic you are.

1.3.2.6 Cnenyromue ¢pasbl OyayT MOJNE3HB B CTPYKTYPUPOBAHHUH TPE3CHTAIUH.

JlonmonHUTE UX, UCHOJIB3YS NOAXOASAIINAN IPEJIOT.

| to | on | of | off | for | back | about | up |
1) Tostart |, then, ...

2) Tomove  to my next point, ...

3) Togo  to what I was saying, ...

4) Torunnow __ adifferent matter, ...

5) Tosay abitmore  that, ...

6) To give you an example  what I mean, ...

7) Todigress ~ amoment, ...

8) To sum , then, ...

1.3.2.7 Ckaxure, Kakue BbIpaxeHUs W3 ynpaxsHeHus 3.19.1 ucnonb3yrorcs B
CIIEIYIOIIMX CUTYalHax (BO3MOXHBI IBa BapHAaHTa OTBETA).

a) return to an important point?

b) repeat the main points?

c) talk about something unconnected?

d) begin the presentation?

e) expand a point?

f) change the subject?

1.3.2.8 Bbl MoxkeTe MpuBji€Yb BHMUMAHUWE K CBOMM HArJISIAHBIM CpPEACTBAM C

MOMOIUIBIO MPUBEAEHHBIX HUXKE Ppa3. [JonoaHuTe ux, UCTONb3ysl CI0Ba, JTaHHBIE B PaMKe.

a. give b. see c. point d. have e. show
1) a look at this.
2) As you can y enn
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3) I’d like to ___out...
4) Let me you something.

5) To you the background to this.

1.3.2.9 Vkaxure, Kakue 4acT rpaduka COOTBETCTBYIOT CJAEAYIOLIUM TJlarojam:

1) Rise
2) Level off
3) Fluctuate
4) Peak

5) Recover
6) Bottom out
7) Fall

»
>

1.3.2.10  IloarotoBbTe  KpaTKyrw  MPE3EHTALMD C  [OMOIIbIO

MMpCaACTaBJICHHOTO HMWIKC, 3aIIOJIHUTC IMPABYIO KOJIOHKY Ta6HI/IHBI 3.

Tabmuua 3

IUIaHa,

A ten-point presentation plan

Structure

1

2

1. ®pa3bl VI HA4YAJIA NPe3eHTANMHU (BbIOepUTEe OHY
U3 HUX)

(3amaiite Borpoc) Have you ever ...? How would you ...?

(Coobmute HeoObruHbIE akThl) Did you know...?

(ITpuBeauTe BBICKA3bIBaHME W3BECTHOW JMuHOCTH) (Name)
once said...

(Mcnonw3yiiTe razerHslii 3aronoBok) Have a look at this.

Title

2. JlaiiTe OCHOBaHMe UCCJIeyeMOi mpodJieme
OK. (Time) ago we were having difficulties with ...
We couldn’t ...

And we weren’t ...

Background

1
2
3
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[Iponomxenne Tabauiibl 3

1 2

3. 3anaiiTe puTOpHYeCcKHii BONPOC

So, what was going wrong?

4. Onumure npodJiemy Problem

Well, the problem we were facing was not ..., but ...

S. Kakoii 3¢ dexT nannas npodaeMa oka3piBaer Effects

Now, obviously, this was having an effect on ... as well as ... 1
and ... 2

3

6. 3anaiiTe emié 0IMH PUTOPUYECKHUIT BONIPOC

So, how did we deal with the problem?

7. Onumure npouecce pemieHUs MPoodaIeMbl Action

Well, basically, there were three things we had to do. 1

Our first priority was to ... 2

The next thing was to ... 3

And, finally, we ...

8. 3anaiiTe TpeTHIl PUTOPUYECKUH BONIPOC

The question is, did it work?

9. Onummre pe3yibTaThbl pelieHus NPodJieMbl Results

Have a look at this.

Here are the results.

As you can see ...

10. IloaBeaute UTOT Summary

OK, I’'m going to break off in a second and take questions.

To sum up, ...

Thank you.

1.3.3 Business Letters

1.3.3.1 BaxHoii coctaBnsroIieit paboThl B KOMIIAHUU SIBJISIETCS YMEHUE COCTABJISTh

4 00 OTIMYHUAX MCIKAY ACJIOBBIMU U JIMYHBIMU ITMCbMaMMU.

nenosbie nucbMa (npunoxenue ). Kak nucate nuckma Ha anrnuiickom? [TuceMa ObiBatoT
odunuansueie U HeopuiHanpueie. OduunansHpie MUchMa HasbiBaloTca Business Letters,

Heopunuansueie — Personal Letters. [IpounTaiite u nepeBenure nHGOpMAIMIO B TAOJIHIIE
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Tabmuua 4

Business Letters

Personal Letters

1) Style formal —
Dear Sir,/Mr. X, (you may have a colon
(Am) instead of comma (Br) or no

punctuation marks)

1) Style informal —
Dear Allan, / Hallo Allan/ Hi Allan / My

dear Paula etc.

2) typed

2) handwritten usually

3) reader’s / receive name and address

3)

4) the exact date: January 2, 19 xx

4) you don’t always write the year in the

date

5) references

5)

6) no contractions

6) you use contractions: I’'m, it’s, we’ve,

you’d etc.

7) a formal ending: Yours faithfully,

Yours sincerely

7) informal ending: Love, Best wishes, As
always, Keep in touch, Yours as ever,

Y ours affectionately, etc.

8) signature

8) only your first name

0) your name and job under your signature

o)

10) your address
(more usually it is now written in the

upper left or right corner of the letter)

10) not necessary if you write to your

friend
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1.3.3.2 Ckaxwure, SIBISIETCS JIU CICAYIOIIEEe MUCbMO JUYHBIM WK JeToBbIM? (CM.

PHUCYHOK 3)

1.Government of Canada
2.December 8, 1996

3.0ffice of the Chairman
Public Service Commission

Ottawa, Ontario
KIA ON7

4. Attention: P. Smith

5. Dear Sir:
6.Ref: PC Program analyst

7.Y ours sincerely,

8. A. Robertson
Director
General Services Division

9.AP/CL
10.Encl
11.cc: D Dube

PucyHnok 3
1.3.3.3 BeI korga-nmubo nosrydanu JesoBble MuchbMa uiu e-mail coobmenus? Hinke
MPUBEICHBI HEKOTOPBIC PA3MBIIICHHSI TIO TTOBOJY BaXKHOCTHU HAIMCAHUS JIEJOBBIX IHCEM.

Boccranosute JIOTUKY BBICKA3bIBAHUS, PACCTABUB B IPABHIIBHOM IMOPAIAKE CICAYIOIIUC

bpassl:
Before you write your next business letter, ...
1) up on discussion for confirmation purposes.
2)  must ask: is a letter necessary? There are many
3)  failed. They are necessary when it is
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4)  record of something. They are necessary to follow

5)  call may be the better

6)  there is an important question you
7) ___ solution. Letters are necessary

8)  occasions when a face-to-face

9)  when face-to-face discussions have
10)  meeting or a telephone

11)  important to have a permanent

1.3.3.4 Ucnonw3ys undopmanuio [punoxenus M cooTHecuTe 4acTu MuchbMa M UX
Ha3BaHus: date; main paragraph; letterhead; references; salutation; introductory paragraph;
concluding paragraph; recipient’s address; sender’s address; typed signature;
complementary ending; enclosure; title (position); signature.

1) WIDGETRY, LTD

2) 6Pine Estate, Westhornet, Bedfordshire, UB 18 22 BC

Telephone 901723456 Telex X238WID Fax 901767893

Michael Scott, Sales Manager, Smith&Brown, pic.

3) Napier House,

North Molton Street,
Oxbridge OB 84 9TD
4) Your ref. MS/WID/IS/88
Our ref. ST/MN/10/88

5) 31 January 20

6) Dear Mr. Scott

7) Thank you for your letter of 20 January, explaining that the super widgets. Before
I place a firm order I would like to see samples of the new super widgets. If the
replacement is as good as you say it is, I shall certainly wish to reinstate the original order,
but placing an order for the new items.

8) Apart from anything else, I should prefer to continue to deal with Smith and
Brown, whose service has always been satisfactory in the past. But you will understand

that I must safeguard Widgerty’s interests and make sure that the quality is good.
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9) I would, therefore, be grateful if you could let me have a sample as soon as
possible.

10) Y ours sincerely,

11) SJD\F\V\

11) Simon John
12) Production Manager
13) Encl.
1.3.3.5 CrpykTypa 1aHHOTO MUchMa ObLIa HApyIIeHa, BOCCTAHOBUTE €TO.
1) Simon John
2) Widgerty LTD
3) 6 Pine Estate, Westhornet, Bedfordshire, UB 18 22 BC
Telephone 901723456 Telex X238WID Fax 901767893
4) I'look forward to hearing from you.
5) Your ref. MSAVD/22/88
Our ref. JB/MS/48/88
6) Your sincerely,
7) James Bowers, Sales Manager
Electroscan Ltd., Orchard Road Estate
Oxbridge UB 8410SF
8) Production Manager
9) Thank you for your letter. I am afraid that we have a problem with your order.
10) 6 June 20
11) Unfortunately, the manufacturers of the part you wish to order have advised us
that they cannot supply it until September. Would you prefer us to supply a substitute, or
would you rather wait until the original pens are again available?

12) Dear Mr. Bowers
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1.3.3.6 Hanumure nesoBble MUCbMa COTJIACHO 3aJaHUSIM.

Letter 1
Partners
Mr. W. Baker Mr. N. Kainashi
Sales Manager Export Department
Tools Ltd. Wishinata
Addresses

553 Broad Street
Harrisburg PA
17285 USA

64 Market Square

Singapore

1) Mr. W. Baker is sending Mr. N. Kainashi an order for spare part. He informs his

parner of it in a covering letter. Help Mr. W. Baker to write the letter.

2) Do not forget to mention that the order is signed.

3) Your letter must contain the necessary framing elements.

Letter 2
Partners
O. Simonov T. Gupta
General Manager Manager
Russian Hotel Gopal Traders Ltd.
Addresses
36 Pokrovsky Blvd. 23 Chittaranijan Road
Moscow 118306 Madras
Russian Federation India

Russian Hotel has orders for Indian spices and nuts from several first-class hotels in

Moscow. Write an enquiry for Russian Hotel to Gopal Trades Ltd. of India along these

lines:

1) Introduce your firm. Russian Hotel is a trading organization engaged in

importing different products (often foodstuffs) for their client including a number of first-

class hotels in Moscow.
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2) Say that you wish to know what kinds of spices and nuts Gopal Traders Ltd.
have to offer.

3) Ask the Indian firm to send you some brochures and price lists.

4) Express hope in establishing close business relations with the firm.

5) Do not forget to sign your letter properly.

1.3.3.7 Hamumure nucbmo B kKomnanuto NTG ¢ mpocs0oit  paccMOTpeTh
NPUIIOKEHHBIN MMPOEKT KOHTPAKTA.

Exercise 1. Write a covering letter to NTG Industries sending a draft contract as an
enclosure.

NTG is an English firm located in Edinburg, Mortimer Street, 101. Ask the firm to
consider the draft and to make the necessary alterations.

Exercise 2. You are sending samples of cotton fabrics to Alexio Textile Company in
Greece. The company’s address is 162 Omonia Square Athens. Write a covering letter.

1.3.3.8 Hanuiure agpeca B COOTBETCTBUM € IIPABUIIOM.

Mathews & Wilson Chicago, 1 Lin. 1562
Ladies’ Clothing 21 Conduit Street
General Manager W.ST. Avery Ltd.

75 High Street Mr. Simpson
Glasgow 411503

Scotland

W13

1.3.3.9 Ha3oBure 3JIEeMEHTHI ITHCHMA.

1
2
3
4
5
6
7
8
9
10
11

39



1.3.3.10 Pactmmdpyiite ad66peuarypsl (IIpunoxenue K).

1)NY -

2) St—

3)aq -

4)C.0.D. -

5) fo.t.—

6) & -

7) Ltd. —

8) sig. —

9) VAT —

10) shipt —

11) re —

12) ref. —

13) qv. —

14)p.a. —

15) PA -

1.3.4 E-MAIL

1.3.4.1 He cymiecTByeT yCTaHOBJIEHHBIX MTPaBUJI HaMKMCaHUs e-mail coobiienuii, HO
€CTh HECKOJIBKO TIOJIE3HBIX COBETOB IO UX cocTaBiIeHHI0. COOTHECUTE KaXKI0€ MPaBUIIO (a-
g) C IPUYUHOMN, TIOYEMY OHU TIOJIC3HBI.

a. Create a subject line with impact.

b. Write short sentences.

c. Keep paragraphs short.

d. Don’t always trust your spell check.

e. Put your signature on the message.

f. Proofread the message before sending it.

g. Use headings, bullets and numbering.

1) It saves people scrolling down to see if there’s more text.

2) These will guide the reader and make the message easier to grasp.

3) It can’t tell the difference between your and you 're, or theirs and there’s.
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4) It is more likely that someone will read your e-mail.

5) There’s less chance the reader will miss anything.

6) It creates a more professional image if there are no silly errors.

7) You don’t need complex grammar or punctuation.

1.3.42 B e-mail coolmeHusx OOBIYHO COACPKUTCS MEHbIIE YCTOWIUBBIX
BHIPQKCHHUN, YeM B JIEJOBBIX IMHChMax, M OHU MeHee o¢uIManbHbel [lepenumuTe
CIIEAYIOIME JICJIOBBIC MHChMa B BHUJAE €-mail, ucronb3ysi BRIpaXCHHS B paMKax BMECTO

BBIACICHHBIX BBIpa)KeHI/IfI.

Sorry about Bad news Could you do me a favour and
22

Got your message on ... | Cheers. Sorry, but I can’t make ... .

Hi.... Good news: from ... . | Shall I ...?

1. Dear Louisa,

Thank you for your letter of September 12", Unfortunately, I shall be unable to
attend the meeting on the 21*. I would appreciate it if you could send me a copy of the
minutes.

Best wishes,

Tom Hunt

2. ’m delighted to tell you that as of Jan 2 we are offering substantial discounts on
all orders over 1000. If you wish, I would be happy to send you further details and a
copy of our new catalogue.

3. I regret to inform you that the board turned down your proposal. I would like to

apologise for not getting back to you sooner on this, but I’ve been in Montreal all week.

If you have any|Following Are we still OK for

questions, let me know. 27

About ... . I’m sending you ... as an | Speak to you soon.
attachment.

Please ... . Thanks. See you ...
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4. ’m writing to confirm our appointment on May 31, My flight gets in about 11
am. With regard to my presentation on the 4" could you make the necessary
arrangements? I enclose a list of the equipment I’ll need.

I look forward to meeting you next week.

Charlotte De Vere

5. Further to our telephone conversation this morning. I’d be grateful if you could
send me a full description of the problem and I’ll pass it on to our technical department.

Thank you for taking the time to do this. If I can be of any assistance, please do
contact me again.

I'look forward to hearing from you.

1.3.4.3 PaccTaBuB 3HaKM NyHKTyaluu, HAaUAUTE 12 BbIpaKeHMIA.

Emailmemyflightdetailsletmehaveacopyofthereportgetontooursupliergetbacktomewi
thinthehourtakeaquicklookattheproposalarrangeforsomebodytomeetthematthestationsetupa
meetingwiththeheadsofdepartmentsendtheiraccountsdepartmentareminderfixmeanappoint
mentbooktheconferenceroomforthreefaxthefiguresthroughtomeorganiseatouroftheplantfors
omevisitors

1.3.4.4 Ucnonb3ysl ciaeayromiude cloBa, mocTpoilte He MeHee 10 KOMIbIOTEPHBIX
TepMuHOB: key, site, search, page, data, web, sheet, desk, menu, hard, home, board, spread,
hope, top, ad, engine, disk, base, banner.

1.3.4.5 Kak npaBuno, n0pu HanmucaHuu e-mail CcooOIIeHU HEKOTOphIC
rpaMMaruyeckue o0opOoTHl OMycKalTces, HanpuMep: Hs-a great idea. Fs presenting it to
the board today. FH speak to you later. BcraBbTe OTCyTCTBYIOIIHME AJEMEHTHI B e-mail
coo01IeHue.

Hi Rosa-been in meetings all day, so just got your message plus attachment.

Sounds great-particularly like your suggestions about discount rates. One or two
points a bit unclear perhaps, but basically good stuff. Could add something about
packaging. Nice job, anyway.

See you Friday. Leo
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1.4 MoayJas 4. International Business Style

1.4.1 IIpouyTuTe TUIMYHBIE TOPTPETHI MEHEIKEPOB U3 IIATH CTPAH, IPEACTABICHHBIC

Huxke. Kak Bel nymaere, n3 Kakoi cTpaHbl KaXIbli U3 HUX?

1) Germany;

2) Poland;

3) Sweden;

4) The United Kingdom;

5) The United States.

a) Managers from this country:

- consider professional and technical skills to be very important;

- have a strong sense of authority;

- respect the different positions in the hierarchy of their companies;
- clearly define how jobs should be done;

- are very loyal to their companies and expect their subordinates to obey them;
- are often older than in other countries.

b) Managers from this country:

- receive a general education;

- delegate authority;

- take a practical approach to management;

- have relatively formal relationships at work;

- encourage their employees to work individually;

- believe it is important to continue education and training at work.
¢) Managers from this country:

- consider social qualities to be as important as education;

- encourage their employees to take an interest in their work;

- pay close attention to the quality of working life;

- do not use much authority as in other countries;

- appreciate low-level decision-making;

- are often women.

43



d) Managers from this country:

- generally attend business schools;

- communicate easily and informally at work;

- admire the qualities of a leader;

- expect everyone to work hard. Individual performance is measured and initiative is
rewarded;

- have competitive and aggressive attitudes to work;

- often accept innovation and change.

e) Managers from this country:

- have either gained their experience in state-owned enterprises or are competitive
self-starters;

- older managers hold technical degrees rather than business qualifications;

- work very long hours and expect their subordinates to do so;

- are extremely innovative, optimistic and determined;

- are quick to invest in the development of new products, market techniques and
methods of production and distribution.

14.1.1 OTMmeThTE MPEUMYIIECTBA U HEIOCTATKU BBILICYKA3aHHBIX MOJXO0/I0B K

MEHEKMEHTY, 3aIl0JTHUB Ta0JIHILy 5.

Tabmuua 5

Pros Cons

CocraBbTe 2 MpeasioKeHus, BbIpakarolye Bamnry Touky 3peHUs IO 3TOMY MOBOJY.
Hcnonb3yiTe cienyommue BoIpaKeHUs:

To my mind...

As I think...

In my opinion...

I consider...

As to me...
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1.4.2 Ilpoumtaiite Tekct «The Centre for International Briefing», B koTtopom
TOBOPUTCSL O Kypcax TOBBIIICHHUS KBAJIU(PUKAIUKA I OM3HECMEHOB, BBIC3KAIONINX 32
rpaHuily. J{OToHUTE TEKCT CIECAYIOMUMHE MPEII0KCHUSIMU:

a) ‘In a country like Japan, the notion of personal space which we value so much
simply has no meaning’, he says.

b) In Asian cultures most of it takes place behind the scenes.

c) The difference between understanding a culture and ignoring its conventions can
be the measure of success or failure abroad.

d) The Centre for International Briefing has spent 40 years preparing the wary
traveler for such pitfalls.

e) John Doherty, International Marketing Director with the Irish Industrial
Development Authority, explains how you can easily talk yourself into trouble at a
business meeting in Japan:

f) Greetings, gestures and terms of address are all potential hazards abroad.

The dos and don’ts of travelling abroad are a potential minefield for the unprepared
traveler. If you spit in some countries, you could end up in prison. In others, spitting is a
competitive sport.

: . Though it may sound like a covert operation for aspiring secret agents,
what the Centre does is prepare travelers for encounters with new social and business
customs worldwide. “There are two broad tracks to our training program” explains Jeff
Toms Marketing Director. “One covers business needs, the other social etiquette. For
example, business travelers need to know how decision-making works.”

2 . In China, it may be necessary to have government involved in any
decisions taken. And in India, people are sometimes late for a scheduled appointment.

: . While we are familiar with the short firm handshake in this part of the
world, in the Middle East the hand is held in a loose grip for a longer time. In Islamic
cultures, showing the soles of your feet is a sign of disrespect and crossing your legs is
seen as offensive.
4

. Jeff Toms tells the story of a British employee asked to post a letter by

her Indonesian employer. “She knew the letter was too late for the six o’clock post, so she
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decided to hold it until the eight o’clock one. Her boss saw the letter on her desk and
sacked her for not posting it immediately. In Western cultures we believe in empowering
people and rewarding them for using initiative, but other cultures operate on the basis of
obeying direct orders.”
> “For them, the most senior person at the meeting will say very little,
and the person doing most of the talking is not very important™.

Doherty has spent 12 of his 16 years with the IDA working abroad in the USA,

Germany, South-East Asia and Japan. °

. “With a population of 125 million
condensed into a narrow strip of land, private space for the Japanese is virtually non-
existent. You can’t worry about your personal space in a packed train when people are
standing on your feet.”

[Tone3HbIe COBETHI [T BHIE3KAFOIIUX

DO

- Show an interest in, and at least an elementary knowledge of the country you are
visiting;

- Learn a few words of the language — it will be seen as a compliment;

- Be sensitive to countries who have bigger and better-known neighbors, and try not
to confuse Canadians with Americans, New Zealanders with Australians, Belgians with
French;

- Familiarize yourself with the basics of business and social etiquette. As a starting
point, learning how to greet people is very important.

DON’T

- Assume you won’t meet any communication problems because you speak English.
You may think you are paying somebody a compliment by telling them their business is
going a bomb. Americans will infer you think it is failing;

- Appear too reserved. As Americans are generally more exuberant than their
European colleagues, they may equate reserve with lack of enthusiasm.

1.4.3 CooTrHecure ciioBa U3 JIEBOM KOJOHKM C  COOTBETCTBYIOILKMMHU
XapaKTEPUCTUKAMU 3 MIPABOU:

1) abroad a) something done in a society because of tradition
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2) a minefield b) able to understand others’ feelings

3) a pitfall ¢) in or to a foreign country

4) a custom d) something that express admiration

5) etiquette e) to show or represent

6) scheduled f) rude or insulting

7) to be a sign g) a situation with hidden dangers

8) offensive h) formal rules for polite behavior in society
9) a compliment 1) a likely problem

10) sensitive j) arranged for a certain time

1.4.3.1 JlononHUTE TEKCT, UCIIOJb3YS JEKCUKY U3 yrpaxkHeHus 1.4.3.
Gift Giving in the International Business Context

In Great Britain and the United States corporate gift giving is not a very popular
1

; people can spend their entire working lives without ever receiving a corporate
gift. However, gift giving is sometimes an integral part of the negotiation process when
doing business > . It is important to learn about the > of gift giving before
sending or taking a gift to an international client or business partner, or you may find that
your gesture appears ©

For example, in China a desk clock ° bad luck or death. It is also
interesting to note that the receiver never opens a gift in front of the giver as that would
signify that the content was more important than the act of giving. Waiting for the person
to open your gift would show that you were not ° to Chinese culture.

In France, don’t give something with your company logo, as they find items like this
impersonal and in bad taste.

Giving knives in Italy, Russia and Argentina could lead to problems in establishing
a deal as this signifies cutting off the relationship!

Giving flowers is another possible . In England, Australia and Canada,
some people see white lilies as a symbol of death while in Germany, yellow and white

chrysanthemums could be seen this way.
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1.4.4 Small Talk Practice (ITpunoxenue J1).

1.4.4.1 At the Office. [IpouuTaiiTe U mepeBeAUTE TUATIOT.

Mrs. Yekaterina: Good morning. My name is Yekaterina Nazarova. Excuse me,
have we met before?

Mr. Ethan Cook: Good morning. Let me introduce myself, I’'m Ethan Cook.

Mrs. Yekaterina: Glad to meet you. Wellcome to “Alexander Company”. Can I help
you?

Mr. Ethan Cook: Glad to meet you, too. I’ve got an appointment with Mr.Alexander
Foos and his assistant at ten o’clock. I’'m afraid we are a bit early.

Mrs. Yekaterina: That’s quite all right. He phoned to say he’s on his way. Shall I
take you coat?

Mr. Ethan Cook: Yes, thank you. Let me introduce Mr. Kirk to you. He is my
assistant.

Mr. Ryan Kirk: It’s nice meeting you. How do you do, Mrs. Nazarova?

Mrs. Yekaterina: How do you do, Mr. Kirk. Glad to meet you too. Would you like a
cup of tea or coffee while you’re waiting?

Mr. Ethan Cook: Thank you. I’ll have tea if that’s all right.

Mr. Ryan Kirk: Thank you. With pleasure.

Mrs. Yekaterina: Did you have any difficulty getting here?

Mr. Ryan Kirk: No, really, but the traffic was very heavy.

Mrs. Yekaterina: It’s rush hour, isn’t it?

Mr.Ryan Kirk: Yes, that’s true!

Mr.Ethan Cook: Mrs. Ekaterina, do you mind my smoking here?

Mrs. Ekaterina: No. Go ahead. There’s an ashtray over there.

Mr.Ethan Cook: Thank you.

Mr. Alexander: Good morning, Ekaterina. How are you coming along?

Mrs. Ekaterina: Good morning, Alexander. Things are well with us. Two gentlemen
are waiting for you.

Mr. Alexander: That’s right. Introduce us, please!
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Mrs. Ekaterina: Let me introduce my director to you. This is Alexander Foos. This
is Mr. Ethan Cook.

Mr. Alexander: Pleased to meet you. How do you do, Mr. Cook?

Mr. Ethan Cook: How do you do, Mr. Foos.

Mr. Ethan Cook: Have you met Mr. Ryan Kirk, Mr. Foos? He’s my assistant.

Mr. Alexander: My pleasure, Mr. Ryan Kirk.

Mr. Ryan Kirk: The pleasure is mine actually.

Mr. Alexander: My new assistant is a real find. Mrs. Ekaterina Nazarova.

Mr. Ethan Cook: We are acquainted already.

Mr. Ryan Kirk: Yes, that’s true! Mrs. Yekaterina Nazarova real find.

Mr. Ethan Cook: Strongly agree.

Mrs. Ekaterina: Many thanks.

Mr. Alexander: All right. We’ve got an appointment. Let’s negotiate our partnership
during the dinner.

Mr.Ethan Cook: Good idea. Agreeable.

Mr. Alexander: Mrs. Nazarova, will you book a table for us?

Mrs. Y ekaterina: That’s right.

1.4.4.2 Tlpouuraiite cBeTcKyto Oeceny u HaiauTe 10 omuboK.

Woman: Hi there.

Man: Hi. [ haven't seen you around here before. Have you been working long?

Woman: No, I've only been here a few months. I work in the Human Resources
Department.

Man: Oh, you must make more money than I do then. I'm in Sales.

Woman: Sales sounds like an interesting job.

Man: It's okay. Hey, you look like you could really have a coffee.

Woman: Yes, it's been a really hectic week.

Man: Tell me about it! At least it's supposing to be a nice weekend.

Woman: Yes, I've listened that they are calling for blue skies.

Man: Say, did you happen to catch the game last night?

Woman: No, I was working late.
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Man: It was a great game. We won in overtime.

Woman: Actually, I don't even know who was playing. I don't really follow sports.

Man: The Chiefs! Do you think they're going to make it to the finals this year?

Woman: I'm not sure. Well, I better get back to my desk.

Man: Speaking of desks, what do you think of the new office furniture?

Woman: It's nice, but [ would rather get paid for my overtime hours than have new
furniture.

Man: Oh. Well, I think I'll be heading home early today. It might be snow.

Woman: [ know. I can't believe all of this cold weather. Hopefully Spring will come
soon.

Man: I can't wait until Spring.

Woman: Me neither! My divorce will finally come through by then!

1.4.4.3 Jlononaute nuanor ¢gpazamu (a-f).

a) What’s your job?

b) How do you do?

c) Where are you from?

d) Have we met before?

e) When did you start?

f) Do you work here full time?

Mr. F.: Hello! ? My name’s John Ferry.
Ms. B.: ? Pleased to meet you. I’m Julia Bell. ?
Mr. F.: I represent Powers Group. I’'m the Marketing Assistant. ?

Ms. B.: I work in the office. I’'m an accountant.
Mr. F.: ?

Ms. B.: Yes, I do.

Mr. F.: ?

Ms. B.: Three years ago, after graduating from the college.
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1.4.4.4 CooTHecure (ppa3bl U3 KOJIOHKH A ¢ ¢ppa3zaMu U3 KOJIOHKH B.

A B
1. Linda Dann. How do you  a. Not at all. I’'m here to take you to your
do? hotel. I’ll be staying at Grand Hotel.
2. How was the flight? b. No. It only takes about some twenty
mintes.
3. Is the hotel far? c. Hello! I'm Peter Berger from ABB.

How do you do?
4. Thank you for coming to d. It was fine, thanks. No delays.

meet me.

1.4.4.5 HekoTtopbsle Tembl HENpUEMJIEMBbI IS OOCYKIEHHUS B CBETCKON Oecene.
OtmetbTe BapuanT «Truey, eciau Bel cunraeTe yTBepkIeHue BepHbIM, U BapuaHT «False»,
€CJIU YTBEPIKIECHUE HEBEPHO.

1) It is common to use small talk when you are waiting in a long line-up.
True
False
2) Religion is a "safe" topic when making small talk.
True
False
3) It is rude for both children and adults not to make small talk with strangers.
True
False
4) It is inappropriate to make small talk with your mailman.
True
False
5) Sport is not a safe topic when making small talk.

True
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talk.

False

6) One should never compliment another person's clothes in order to make small

True
False

7) Politics is a controversial subject according to society.
True
False

8) It is common to discuss the weather in an elevator.
True
False

9) It is rude to interrupt a conversation in order to make small talk.
True
False

10) One reason people use small talk is to eliminate an uncomfortable silence.

True
False

1.4.4.6 IlpeacraBbTe, 4yTO BO BpeMs KoH(pepeHuu Bbl BriepBbie BCTpEeYaeTe CBOUX

o6usnec maptHEépoB. Kakume Tembl jisi CBETCKOUM Oecenmbl SBISIIOTCS interesting, safe,

conversational killers, a bit risky, taboo?

3anonnuTte Tabmmiyy 6, ucmoJsib3ys cienayrpomue cinoBa: family, the news, your

country, religion, clothes, your health, politics, sex, sport, the weather, food & drink,

people you both know, how work’s going, the city you are in, the hotel you’re staying at,

you holiday plans.
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Tabmmuma 6

interesting safe conversational a bit risky taboo

killers

1.4.4.7 Pacnipenenute gpassl v BeipaxeHus (a-k) B cooTBeTCTBUM ¢ UX QYyHKIIHSIMU.

Opening a Directing a Showing Closing a

conversation conversation interest conversation

a. Is that the

time? b. Hello c. That reminds me ...
again.

d. Really?

e. It was nice talking to you.

h. Will you excuse me? ’

j. While

we’re on i. I couldn’t help

k. ’'m afraid I’'ll
have to leave you

the subject noticing ...

now.
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1.4.4.8 Ilpouwnraiite u mepeBeauTe cienytomue BoipaxkeHus (1-15). OTmersre T

BBIpAXKCHUA, KOTOPBIC:

a) SIBJISTFOTCSI XOPOIIIUM CIIOcoO0M HavaTh Oecemy;
0) moMoraroT nmoIepkKaTh 6ecemy;

B) MOT'YT TIOMOYb BEKJIMBO 3aBEPIIUTH Oeceny.

1) Is this your first visit to Russia?

2) What do you do, by the way?

3) Can I get you a drink.

4) What line of business are you in?

5) Try one of these — they’re delicious.

6) Have we met somewhere before?

7) If you’ll excuse me, I have to make a phone call.
8) It’s been nice talking to you.

9) I really enjoyed your talk this morning.

10) How are you enjoying the conference?

11) Isn’t this weather awful? Half a meter of snow this morning!
12) Would you excuse me a moment? I’ll be right back.
13) I must just go and say hello to someone.

14) Do you know many people here?

15) Can I get you anything from the buffet?

1.4.5 Telephoning (ITpunoxenue I')

1.4.5.1 Ilpouwnraiite U nepeBeAUTE AUAIOTHU:

I Dialogue

A: Eastbourne 54655

B: Hello. John here. Can I speak to Mary, please?
A: Hold the line, please!

B: OK.

A: Sorry, but she is out.

B: Would you tell her I rang?

A: Id be glad to.
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IT Dialogue

A: 486-4459.

B: Hello. David Black speaking. May I have a word with Jane?

A: I'll just see if she’s in.

B: Right you are.

A: I’'m afraid she isn’t here.

B: Could you take a message?

A: Yes, of course.

III Dialogue

A: Hello. This is Mr. Brown. The call is urgent. May I speak to speak to Mr. Grey,
please?

B: Hold the line, please. I'm putting you through.

IV Dialogue

A: Could I speak to Mr. Hart, please?

B: Sorry, he is out. Who’s speaking? Can I take a message?

A: This is Mr. Brown. Would you ask Mr. Hart to call me back? My phone number
is 752-4468.

B: OK. He will call you back later.

V Dialogue

A: Hello. Could I speak to Mr. Smith?

B: Sorry, you’ve got the wrong number.

VI Dialogue

A: Hello. This is Mr. Brown calling. Could I speak to Mr. Smith, speaking?

B: Sorry, Mr. Smith is out. Can I take a message?

A: No, thank you. Can you tell me when Mr. Smith will be back?

B: In half an hour or so. Thank you. I’ll try again in half an hour.

1.4.5.2 3anonHuTe NPOMYCKH B 1MAJIOre COOTBETCTBYIOIMMU (hpa3zaMu:

a) Can I help you;

b) When would suit you;

c) I’'ll put you through;
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d) Nice to hear from you,
f) No problem;

g) Who'’s calling;

h) I’d like to speak to.

Secretary: Transgas, Ltd. Good morning. 1) ?
Robert Brown: Yes, 2) Sarah Smith.
Secretary: 3) , please?

Robert Brown: Robert Brown.

Secretary: Just a minute. 4)

Robert Brown: Thank you.

Sarah Smith: Sarah Smith speaking.

Robert Brown: Hello, Sarah. This is Robert speaking.
Sarah Smith: 5) Robert. How are you?

Robert Brown: Nice to hear from you, too. I'm fine, thanks, and you?
Sarah Smith: Fine. What can I do for you, Robert?
Robert Brown: I’'m coming to London next week. Can we arrange an appointment?

Sarah Smith: Yes, of course. 6) ?

Robert Brown: I’m arriving on Monday morning. What about Monday afternoon?

Sarah Smith: That will be rather difficult. I will have some important business
meetings on Monday? Will Tuesday morning suit you?

Robert Brown: I’'m free in the morning.

Sarah Smith: OK. If you come around eleven we’ll go out for lunch afterwards.

Robert Brown: That would be nice. I can’t stay long, though.

Sarah Smith: 7) . I’'ll book a table somewhere local.

Robert Brown: Lovely. See you on Tuesday then.

Sarah Smith: Great. I'm looking forward to seeing you.

1.4.5.3 Cnenalite yaCTUUHBIN NEPEBOJ AUATOTOB HA AHTJIMMUCKUIL SI3BIK.

Dialogue 1

-Hello. T'oBopur r-u bpayn. The call is cpounsiif. Mory si moroBopuTh ¢ r-HOM

I'paewm, please?
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-He knanure TpyOKy, please. I’'m coenunsio.

Dialogue 2

-Mory s nmoroBoputs ¢ Mr. Hart, please?

-U3Bunute, Mr. Hart is out. C kem s pasroBapuaro? Uto-HuOy b niepeaaTs?

-This is Brown. Would you ask Mr. Hart to nepe3Bonuts mae? My phone number is

752-4468.

-Xopomo. He will call you back no3zxe.

-Thank you. Good bye.

Dialogue 3

-Hello.Mory nu st noroBoputs to Mr. Smith?

-You’ve got the HerpaBUIBHBIA HOMED.

Dialogue 4

-Hello. 3Bonut Mr. Brown. Could I speak to Mr. Smith, please?

-Sorry, Mr. Smith is out. Yro-uubyaps nepenats?

-Het, cmacu6o. Can you tell me, koraa r-u Cmut BepHéTcs?

-Yepes nonuaca.

-Thank you. 5 mepe3BoHI0 mo3xke.

1.4.5.4 CoctaBpTe KaKk MOXHO OOJbIIE TMPEIIOKEHUNA, HCIOJIb3YEMbIX

obmeHuu 1o TeneGoHy (CM. pUCYHOK 4).

ask please
check about it
speak to again
take who’s with me
see if me with you
help you back to me
have he/she I called

I give him/her within the hour
speak up your name to call me back

Can you hold on a message a few details
get someone on that
tell something is there
leave a moment for me
say it later today
spell that calling
read when he/she’ll be back
get back to
PucyHnox 4

pu

57



1.4.5.5 Bbl HeuassHHO YCIBIIIAN, KaK Balll KOJUIETa pa3roBapuBacT Mo TeledoHy.
Jloragaiitech 10 €ro OTBETaM, KakWe BOMPOCHI eMy ObUTM 3amaHbl. [IpoBepbTe cBOM
OTBETHI 110 KJIKOYY.

a)

- ?

-Yes, I’d like to speak to Ifakat Karsli, please.
b)
- ?

-Yes, its Ivana Medvedeva.

c)

- ?

- M-E-D-V-E-D-E-V-A, Medvedeva.
d)
- ?

- Yes. Can you just tell her Ivana called?

e)

- ?

- Yes, I’ll tell him as soon as he gets in.

f)

- ?

- Of course. Your reference number is 45-81099-KM.OK?

g

- ?

- Sorry, is that better?

h)

- ?
- Around three, I should think.
i)

- ?

- Can we make that rwo hours?
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)

- ?

- Certainly. Can you give me your number?
k)

- ?

- Sure. When can I expect to hear from you?

D

- ?

- Sure. Just a minute. Where’s my pen? OK, go ahead.
1.4.5.6 B nenoBoM 0O0IIeHUH YMEHHE ObITh BEXKJIMBBIM LIEHUTCSI OCOOCHHO BBICOKO.

Hcrnonb3ys naHHbIE HUXKE cI0Ba U (ppasbl, coCTaBbTE 7 BhIpAKEHUHM, HauUnHas C if.

got a minute not too much trouble got time possible would not

too busy can

1) If...

) T 02 B
[0 7 1 1 5
&) T 7015 T
) T U
2) If...

Q) POSSIDIC. et e
b)  yOU WOULd. ..o e
&) T 77010 (S
Q) YOI Vet e
e) LA TSR

1.4.5.7 OtmetrbTe (Ppa3er OykBamu S (BexiuBas), Q (IOBOJBHO BexiHBasi), V
(ouenb BexxnuBast) ([Ipunoxenue X).

Hanpumep:

Could you pass the butter? S

Would you please pass the butter? Q

Might I trouble you to pass the butter? V
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1) Could you help me?

2) Would you like some help?

3) Might I be of assistance?

4) Could you come with us?

5) Might I trouble you for accompanying us?
6) Would you like to come with us?

7) Could I have your opinion on this?

8) Would you please tell me what you think?
9) Might I know your feelings on the matter?
1.4.5.8 [Iponomxure nNpeaoKeHNs, UCTIOJb3YS JaHHbIE HIDKE CJIOBA:
1) disturbed+hold;

2) expecting+ pick up;

3) real+unplug;

4) possible+answer;

5) busy+ring;

6) important+switch on.

a) If 'm , | just let the phone

b) If I don’t want to be , [ tell my secretary to all my calls.
c) If , [ try to the phone before the fourth ring.

d)IfI'm  acall from the boss, I the phone immediately.
e) If ’m in the middle of something , 1 the answerphone.
f) If ’'m having a crisis, | the damn thing.

1.4.5.9 BriGepure nmpaBUIIbHBIN OTBET.

1)  Koraa Bel 3BoHHTE B KOMIAHHIO, YEJIOBEK, OTBEYAIOLIMI HA 3BOHOK, MOKET
3anaTh Bam BeTpeunslit Bonpoc. Beibepure npaBUiIbHbIN BapUaHT:

a)  Who’s calling please?

b)  Who calls?

c) Who is it?

d)  Who called?

2)  Kakas u3 ¢pa3 sBusercs CHHOHUMOM ¢pasbl «hang on a momenty»?
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4)
Tenedony:
a)
b)
c)
d)

Just a second.

I’11 put you on.

Go ahead.

I’m ready.

Bri6epute npaBuibHOE ciioBo: «Please, ... and I’ll put you throughy:
stop;

stay;

talk;

hold.

Kakas ¢pasza wucnons3yercs nias TOro, ytoObl CBA3aTh JABYX JIIOAEH IO

I’'m sending you through.
I’m putting you through.
I’'m calling you through.
I’'m taking you through.

2 3ajaHus K TeKCTaM JJIsl ayAUPOBAHUS

2.1 Moayas 1. Business Company Structure

2.1.1 @ [Tocnymiaiite cieayromuii OTPBHIBOK M 3alOJHUTE MPOOEIbl B TEKCTE

4acTAMU IIPEUIOKEHUN a-m:

a) Workforce;

b) Management;

c¢) Board of Directors;
d) Shareholders;
¢) Chief Executive Officer;

f) Company officers;

g) Chairperson;
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h) Finance;

1) President;

j) Information Technology or IT;

k) Managing Director;

1) Research and Development or R & D;

m) Senior managers.

Text 1 Company Structures

Most companies are made up of three groups of people: the ' (who
provide the capital), the * and the ° __. The management structure of

a typical company is shown in this organization chart.

Board of Managing Directors

l

Managing Director

A

Senior Management

l l

Middle Management

At the top of the company hierarchy is the * , headed by the °
or ° . The Board is responsible for policy decisions and strategy. It will usually

appoint a ’ or® , who has overall responsibility for the running of

the business. ° or ' head the various departments or functions

within the company, which may include the following.

a) Marketing; b) Public Relations;
c) ! ; d) Personnel or Human Resources;
e) 2 ; f) Production;
13
g)
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2.2 Moayas 2. Applying for a Job

2.2.1 n ITocnymanTre cnenyromuid OTPBIBOK M 3aIlOJIHUTE NPOIIYCKH B TEKCTE
cioBamMu a-l:

a) apply for;

b) hire;

C) recruit;

d) letter of application;

¢) interview;

f) short list;

g CV;

h) position;

1) covering letter;

j) application form;

k) recruitment agency;

1) applicants.

Text 1 Recruiting People

When a company needs to | or employ new people, it may decide to
advertise the job or in the appointments section of a newspaper. People who

are interested can then ° the job by sending in a * or’ (US

cover letter) and a curriculum vitae or ° (US resume) containing details of their

education and experience. A company may also ask candidates to complete a standard

’ . The company’s Human Resources department will then select the most

suitable applications and prepare a ® __ of candidates or ° , who are

0 1

invited to attend an ' . Another way for a company to '

is by using

12

the services of a (US search firm) who will provide them with a list of

suitable candidates.
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2.3 Moayas 3. Company Performance

2.3.1 @ [Tocnymaiite crneayromuil OTPHIBOK U3 UHTEPBBIO U 3aIOJHUTE MPOOEIIbI
B TEKCTE YaCTSIMHU NPEJUI0KEHUH a-h:

a) This job involved ...;

b) I reported directly to ...;

c) I was employed as ...;

d) I worked ...;

e) The next position I held was ...;

f) I was then promoted to ...;

g) In this role ...;

h) I've worked.

Text 1 Working In Guinness

When 1 first started working in Guinness ' a general worker.
For three years in the bottling plant as a machine operator.

3 for a period of seven years in the engineering department as a

maintenance assistant. This involved working with technically skilled personal in

maintaining plant and equipment. In both jobs * a supervisor. Since

then, however, the structure of the company has significantly changed and the supervisor

layer no longer exists. General workers now report to a plant manager.

> the position of laboratory officer in the quality assurance

laboratory. ° carrying out a wide range of analyses on all aspects of
the brewing process. For the past year ’ in the personnel department
as an Industrial Relations Manager. ° I report directly to the

Personnel Manager of the company.
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2.4 Mopayas 4. International Business Style

2.4.1 @ [Tocnymaiite cienyronuii OTPHIBOK M 3allOJHUTE TPOOENbl B TEKCTE
4acTAMHU MPeJIOKEeHUH a-f:

a) authority;

b) subordinates;

c) initiative;

d) hierarchy;

e) national culture;

f) delegate.

Text 1 Management Characteristics

The characteristics of management often vary according to ' which can
determine how managers are trained, how they lead people and how they approach their
jobs.

The amount of responsibilities of any individual in a company depends on the
position that he or she occupies in its > . Managers, for example, are responsible for
leading the people directly under them, who are called ° . To do this successfully,
they must use their * , which is the right to take decisions and give orders. Managers

5

often authority. This means that employees at lower levels in the company

hierarchy can use their 6 that is make decisions without asking their manager.
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3 TekcThl 1 3a1aHKS NJI1 BHEAYAUTOPHOI0 YTEHUS

3.1 Moayas 1 Business Company Structure

3.1.1 Haiigure B cioBape 3HaYEHUS CIEAYIOIIMX CIOB U BBIPAXKEHUI, ONIPEIEIUTE, K
KaKOW 4acTH peur OHU MPUHAIIIEKAT:

- afford;

- retire;

-set up;

- enterprise;

- entrepreneur,

- headline;

- encourage;

- provide;

- daunting;

- mature;

- counterpart,

-turn down;

- employment market.

3.1.2 IlpouuraiiTe W meEpeBEeAUTE TEKCT CO cloBapeM, mnoadepute Haubosee
MOJIXOSIIee Ha3BaHUE TEKCTa U3 MPEIOKESHHBIX HIKE!

1)  Setting up a business;

2)  Company performance;

3)  The stock market;

4)  International business styles.

New Kids on the Business Block: Thatcher's Enterprise Babes are Taking the
Tycoon's World by Storm.

Dylan Wilk runs his own multimillion-pound business and could afford to retire. He
draws a six-figure salary and drives a bright yellow BMW M3. Holidays are spent in

California or skiing in Austria.
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But Wilk is only 23 years old. He set up his company, Gameplay, at the age of 20
and in just three years it has become Britain's second-largest mail-order supplier of
computer games with 35 staff and a turnover of £7.5 million in 1997, set to double this
year. He is one of Thatcher's babes - the children born or brought up since 1979 when she
swept to power and started the enterprise revolution. Now as 'young adults' they are taking
the business world by storm. One in eight of all start-up businesses is founded by an
entrepreneur aged 16 to 24 and there is a growing band of teenage and twenty-something
tycoons. They include 14-year-old Tom Hartley, who recently hit the headlines after
becoming Britain's youngest self-made millionaire by selling Porsches. Andrew Collins,
21, started Firemagic Fireworks, at the age of 19. He is turning over £100,000 a year and
has just taken on a new partner, his former chemistry teacher, Pete Taschimowitz, who
encouraged his interest in pyrotechnics. Collins loves his work but admits success has
come at a price. ‘Starting a business at that age is not easy. | have to work seven days a
week and my social life is out of the window. My girlfriend doesn't even like fireworks.’

Several organisations have been set up to help young entrepreneurs; including the
Prince's Youth Business Trust, a charity that offers loans and advice, and oil company
Shell's LiveWIRE scheme, which provides free guidance. But young hopefuls face greater
barriers than their mature counterparts and run a high risk of failure.

In spite of some undeniable success stories, two-thirds of start-ups by under-25s
end in failure within four years, a far higher rate than for older people. Eighties'
entrepreneur Alan Sugar, who set up his first business at 19, believes starting too young
can be damaging. Sugar says: ‘I would not want to see many entrepreneurs straight out of
school. They need to have some experience of work and real life’. Many also face a
daunting hurdle trying to raise finance, since banks are often unwilling to lend to someone
without a financial record. Gulam Kadir, 21, had to overcome his bank manager's
opposition to found the Ruhani Moslem Funeral Service at the age of 19. It now has a
turnover of nearly £100,000. Kadir says: ‘I was turned down for a loan because they said I
was too young for the funeral business. People do not expect a young person in this area. I
knew it wouldn't be easy, but I was determined.” Youngsters may also experience

prejudice from customers and suppliers who see them as naive and inexperienced. Victoria
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Goodwin, 22, set up her own decorative finishes business based in Sheffield when she was
20, and has recently worked on the set of a TV soap opera. She says: ‘Being young can be
a drawback, but it can also be an advantage because some customers believe you don't
have preconceived ideas and will do what they want’. Richard Street, chief executive of
the Prince's Youth Business Trust, believes future generations must learn the lessons of
Thatcher's children or risk losing out in the employment market. He says: ‘Business
education would certainly benefit young people: not all will become entrepreneurs, but
they need to be prepared because they will have flexible careers with periods in jobs and
periods of self-employment’.

Mail on Sunday

3.1.3 Haiigure B TEKCTE AaHIJIMHCKUE SKBHUBAJICHTHI CIEAYIOIIMUX BBIPAKEHUM:
BTOPOW MO BEIMYWHE; YABOWJICS B 3TOM TOJY; 3apOKIAONIMKCS OW3HEC; MOJBEpTaThCs
PHUCKY; MMETh HEKOTOPBII OIBIT; JOCTaTh JCHBI'H; HCIBITHIBATh HEIOBEPUE; HEIOCTATOK;
ruOKue KapbepHble BO3MOXKHOCTH; MBUIbHAs OMeEpa; HYKHO OBITh TOJATrOTOBICHHEIM;
MEPUOJI 3aHATHUS MPEATNPHHUMATEIBCKON IEATEIbHOCTBIO; HAUBHBIA U HEOTIBITHBIH.

3.1.4 Ckaxure, SBJISIIOTCS JU CIEAYIOIIUE YTBEPKIECHNUS BEPHBIMHU:

1) Dylan Wilk, who founded Gameplay at the age of 20, retired three years later
after becoming a millionaire.

2) Gameplay is the largest British retail chain specialising in computer games.

3) Over ten percent of new businesses are started by people under the age of 25.

4) Tom Hartley inherited most of his money.

5) Andrew Collins set up his company with his chemistry teacher.

6) Shell offers loans to young entrepreneurs.

7) Entrepreneurs in their early 20s are more likely to succeed than older people who
go into business for themselves.

8) Many banks are reluctant to provide financing to youngsters.

9) The bank accepted Gulam Kadir's loan application because his business concept
was unusual for a young person.

10) Some customers like doing business with young entrepreneurs as they are

more flexible.
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3.1.5 CocraBbre 10 BOIpOCOB K TEKCTY.

3.1.6 IlepeckaxuTe TEKCT, UCIIOJIb3YS BBIPAKEHUS:
«The subject of the text is...»

«The text deals with ...»

«The main idea of the textis .... »

«The author comments on ... »

3.1.7 IToaroroBbTE MPE3EHTALUIO O MOJIOJIBIX NPEANPUHUMATEIISIX.

3.2 Moay.as 2. Applying for a Job

3.2.1 Ipouwuraiite TeKCT U NoaAOEpUTE HanboJIee MOAXOsIIEe JAJII HErO Ha3BaHUE
U3 TPEJI0KEHHBIX HIDKE:

1) Market investment;

2) Europeans Log On To Investment Fever;

3) European markets;

4) Stock market.

3.2.2 IlocTapaiirech NOHATh 3HAUEHUS BBIJICICHHBIX CJIOB I10 KOHTEKCTY; IPOBEPHTE
ce0s o cIIoBapIo.

By John Tagliabue

LONDON — Alan English has an addiction, and he is not ashamed to discuss it.

‘I log on every day, sometimes from the office, in the morning and in the evening,'
said Mr English, 51, a computer consultant who is still hooked a year and a half after he
began shopping for stocks over the Internet. 'Some days I trade four or five times a day.'

Mr English is one of a growing number of Europeans with on-line investment
fever. There is a stock market boom at the moment, and as Web surfing gains popularity
across Europe, more and more people are logging on to shop for financial products, and
buying and selling stocks.

Compared with the United States, where about 20 percent of all stock trades are

entered from the Internet, the movement in Europe is still in its infancy. But as the trend
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gathers pace, American Internet brokers have begun moving into Britain and increasingly
are setting their sights on the Continent as well.

Their arrival poses a challenge for new European on-line trading firms. Analysts
expect it to accelerate vast changes in the securities business that are already under way
here as Europe becomes a single market.

Nowhere is the trend more apparent than in Britain. In April, Charles Schwab Corp
set up an online trading service, and in June, the E-Trade Group, based in Califomia,
announced a joint venture with a British partner, as well as licensing agreements in
Germany. Other Internet brokers such as Ameritrade and DLJ Direct are studying moves
to catch up. ‘American brokers, under competitive pressure back home that is driving
down profit margins, are being drawn to the lucrative potential of Europe, where the idea
of a discount broker is still rather novel,' said Stephen Eckett, the author of Investing
Online, a guide to Internet investments.

Mr Eckett said that fees at full — service brokers in Britain for the purchase of
$10,000 of stock in a British company would amount to about $120, while the going
commission for making a similar trade on the World Wide Web could be as low as $9.

Though European investors can already use US on-line brokers to buy shares in the
United States, the American companies do not actively promote this business for fear of
annoying European securities regulators. Thus, at the start, the American on-line brokers
operating in Europe, like Schwab, are offering their customers the chance to trade only on
individual European exchanges. The long-range goal, however, is to expand the system
into a truly global marketplace where investors in any country will be able to trade freely
in stocks across national boundaries. While European Internet usage still lags behind the
United States, it is expected to grow rapidly in the next several years and Europe's single
currency will foster the spread of stock trading across national boundaries. The American
as on-line firms, despite their aggressive plans, will not have it easy.

Barclays plc, one of the largest British banks, will be the first to fight off the
competition when it launches its own on-line service in. September, complete with

financial information and real-time share trading service.
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Philip Bungey, Head of Research and Development at Barclays Stockbrokers, said
Barclays would let customers trade in about 2,000 companies on the London Stock
Exchange and the Alternative Investment Market, a small-companies market. In the future,
he said, Barclays wants to enable its customers to trade electronically on American
exchanges, like NASDAQ.

Increasingly, American on-line brokers will be squeezed by the very revolution they
have helped start. Mr. Eckett predicts a ‘major collapse’ of commission fees. He noted that
in the United States, commissions for Internet trades have dipped as low as $5 a
transaction since Web trading surfaced about four years ago. 'The same will happen in
Europe,' he said, 'as consumers surf the Internet in search of cheaper financial services.'

New York Times:

- NASDAQ: A US electronic stock exchange

- hooked: addicted;

- to squeeze: to make it difficult for somebody to do business;

- to faster: to help something develop;

- novel: new, unusual and interesting;

- to accelerate: to make something happening.

3.2.3 OTBETHTE HA BOIPOCHI:

1) Why are more people taking an interest in the stock exchange?

2) What will make European markets change more quickly?

3) Why do American on-line traders operating in Europe restrict their dealings
European exchanges?

4) How are the European traders reacting to American competition?

5) What will the long-term effect on American brokers be?

3.2.4 Haiinure COOTBETCTBUS:

1) to log on a) profitable

2) a boom b) a dramatic reduction

3) to surf c) an authority that supervises an industry
4) a move d) to reach a total of

5) to catch up e) to connect
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6) lucrative f) money that a customer pays for a service, usually

a percentage of the total

7) to amount to g) a tactical change of position

8) a commission h) to move between different websites on the Internet
9) a regulator 1) a rapid expansion or development

10) a collapse j) to reach the person in front

3.2.5 Pacnonoxute MNpEeJoKEeHUsI B TOW IOCIEI0BATEIbHOCTH, B KOTOPOW OHU
JaHbI B TEKCTE:

1) The long-range goal, however, is to expand the system into a truly global
marketplace where investors in any country will be able to trade freely in stocks across
national boundaries.

2) There is a stock market boom at the moment, and as Web surfing gains popularity
across Europe, more and more people are logging on to shop for financial products, and
buying and selling stocks.

3) Increasingly, American on-line brokers will be squeezed by the very revolution
they have helped start.

4) The American as on-line firms, despite their aggressive plans, will not have it
easy.

5) The American on-line brokers operating in Europe, like Schwab, are offering
their customers the chance to trade only on individual European exchanges.

3.2.6 IToaroToBbTE aHHOTALIMIO TEKCTA, UCIIOJIb3Ys BHIPAKEHUS:

«The subject of the text is...»;

«The text deals with ...»;

«The main idea of the text is .... ».

3.2.7 lloaroToBbTE MPE3CHTAINIO0 00 MHBECTUIIMOHHBIX KOMITAHUSX.
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3.3 Moay.as 3. Company Performance

3.3.1 Hcnonb3yss >KOHOMHUYECKUW CIIOBapb, MEPEBEAUTE CIEAYIOUIME CJIOBa U
BBIPAKEHUS HA PYCCKUM A3BIK:

- international trade;

- Interest rates;

- balance of payments;

- exchange rate;

- currency;

- demand;

- supply;

- free floating exchange rate;

- fully fixed exchange rate;

- economic growth.

3.3.2 IlpoumTtaiiTe u mnepeBeAUTE TEKCT, Noad0epure Hambosee MOIAXO0AsIIee
Ha3BaHUE TEKCTa U3 MPEJIOKEHHBIX HUKE:

1) Economic growth;

2) Exchange rate mechanisms;

3) Interest rates;

4) Stock market.

If you're planning a holiday abroad, one of the things you won’t forget to do is to
buy some of the local currency. You’ll probably visit a few banks to see which one offers
the best exchange rate. But holidaymakers aren't the only ones who are interested in
exchange rates. Governments are watching them all the time. This is because a change in
the exchange rate of the national currency can affect the whole economy. Interest rates,
balance of payments and economic growth will all feel the effects of a change in exchange
rates.

But can governments do anything about exchange rates apart from watch them?
Well, yes, they can. They can use something called exchange rate mechanisms. These are

ways to control the value of the national currency against other currencies. There are
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different types of mechanism, but they are all variations on two extreme mechanisms: free
floating exchange rate and fully fixed exchange rate.

When a currency’s exchange rate is free floating, the government doesn’t try to
control the price of the currency. Remember that, just like any other price, the exchange
rate changes when demand and supply change. When governments, allow the currency to
be free floating, they are saying,‘ let the market decide the price of our currency'. In
contrast, a fully fixed exchange rate is strictly controlled by the government. For example,
the UK government might decide that they want sterling to remain at a constant exchange
rate against the euro of £1 = €1.50. This is sometimes called pegging. In this example,
sterling is pegged against the euro at that rate, although in actual fact sterling is a free
floating currency.

However, there is a problem. If demand on the money market rises for sterling, then
the exchange rate will rise also. How can the government maintain the exchange rate they
want? The only way is to change the level of supply of sterling on the money market. The
government can increase the amount of sterling on the international market by selling it.
This means they buy foreign currencies and sell sterling. Alternatively, if they want to
increase demand for sterling, the government needs to reduce the supply on the money
market. To do this, they sell their reserves of foreign currencies and buy sterling. This
way, they keep the exchange rate (the price) of sterling at a constant rate.

So which system is best — fixed or floating? It depends on lots of things. Each
system has its benefits and drawbacks. A free floating mechanism often makes it easier to
keep a steady balance of payments. Also, the government can make any changes it wants
to interest rates without worrying about the exchange rate (the market looks after that). On
the other hand, a fixed rate mechanism makes industry feel more secure. They know what
the value of their exports will be, and so they can plan for the future more easily. This is
good for the local economy and for international trade.

3.3.3 IlpouwnraiiTe TEKCT em€ pa3 U YKaXKUTE, KAKOM MEXaHU3M OIHUCaH B
CIICAYIOLINX YTBEPKICHHUAX

1) The government chooses a target rate for the currency.

a) fixed exchange rate;
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b) floating exchange rate;

c) both fixed and floating mechanisms.

2) The government accepts the market value of the currency.
a) fixed exchange rate;

b) floating exchange rate;

¢) both fixed and floating mechanisms.

3) Supply and demand on the currency market effect the exchange rate.

a) fixed exchange rate;

b) floating exchange rate;

¢) both fixed and floating mechanisms.

3.3.4 CocraBbre 10 BOIpOCOB K TEKCTY.

3.3.5 IToaroToBbTE aHHOTALIMIO TEKCTA, UCIIOJIb3Ys BHIPAKEHUS:
«The subject of the text is...»;

«The text deals ...»;

«The main idea of the text is .... ».

3.3.6 IloaroroBbTe npe3eHTANIO O (POHAOBBIX OUpIKaAX

3.4 MoayJs 4. International Business Style

3.4.1 IlepeBeaute ciaeayrolue CIOBA U BBIPAXKEHUS HA PYCCKUH A3BIK:
- mass market;

- distribution system,;

- special offer;

- leading name;

- retailer;

- cut-price;

- privately-owned;

- profitable;

- priority;

_ flexibility.
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3.4.2 IIpounTaiite TekcT U noadepuTe HauboJiee MOAXOIIee Ha3BAaHUE TEKCTa U3
MPEIOKEHHBIX HIDKE:

1) Setting up a business;

2) Company performance;

3) The stock market;

4) Richer Pickings.

At hi-fi chain Richer Sounds 'we have a laugh', says founder Julian Richer. They
also sell more per square foot than any other retailer in Britain.

Who is the busiest retailer in Britain? Marks and Spencer? Sainsbury perhaps, or
Tesco? Wrong on all three counts. The answer is Richer Sounds, a little-known, privately-
owned, cut-price retailer of hi-fi equipment with 28 shops in the UK.

In the Guinness Book of Records, Richer Sounds warrants an entry for the highest
sales per square foot of any retailer in the UK — £17,000 — for its store on London Bridge
Walk in the City. Even taking an average across all 28 stores, Richer Sounds still clocks
up £ 5,780 per square foot, ten times more than Marks and Spencer, six times the sales
achieved by Sainsbury.

It is profitable too. Sales are up and its operating margin has soared from 3.4 per
cent in 1989 to almost thirteen per cent today. Last year Richer Sounds made profits of
more than £3m on sales of almost £48 m.

The man behind Richer Sounds' success is founder, managing director and 98 per
cent shareholder Julian Richer, a 39-year-old Londoner who, at the age of 14, used to buy
and sell candles during the energy crisis of 1974. A likeable bloke who wears his blond
hair in a pony tail and operates from a small converted Victorian vinegar factory in
Bermondsey, south-east London, he raps out his sales pitch.

"Even when I was at school I wanted to go into business," he says, "but my age was
against me. Property was out — I wasn't old enough to sign a contract. Cars were out — |
couldn't drive. So I turned to hi-fi, which was catching on at school. I bought a second-
hand Bang and Olufsen for £10, did it up* and sold it for £22." In 1979, at the age of 19,
he opened his first shop - the one on London Bridge Walk.
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Since then little has changed. In simple terms, Richer Sounds sells discounted hi-fi
from tiny, basic shops with low overheads. Stock turnover is rapid and the company's
smallness gives it flexibility to take advantage of deals offered by manufacturers on end-
of-line or surplus equipment.

The technique has enabled Richer Sounds to secure itself a lucrative niche in a £4
bnl audiovisual market dominated by independents.

While leading multiples stock mainly the mass market, volume selling midi systems
which became popular in the early 1980s, Richer Sounds sells only hi-fi separates such as
tuners and amplifiers. It buys either end-of-line ranges which manufacturers are hoping to
off-load before the next, cosmetically different model arrives from Japan, or small orders
of current models which, perhaps because of poor stock management, the manufacturer is
prepared to sell at a reduced price. Now, as manufacturers' stock control improves, three-
quarters of its stock is current models.

Suppliers are keen to do business with this quirky* retailer. "People like Dixons and
Comet have so many stores (344 and 262 respectively) that unless you've got 5,000 of a
model it's not worth their while putting it into their distribution system," says Clive
Roberts, sales and marketing director of Akai. "With Richer, you can do a deal on 30." is a
key weapon. Richer Sounds advertises regularly in national newspapers ("We buy late
space at a discount," Richer says) and in alternative®™ magazines such as Private Eye and
Viz. Every month it produces up to 350,000 copies of a brochure pushing the latest offers.

The shops are like walk-in warehouses. Outside, "bargain bins" tout special offers
including audio cassettes for 59p. Inside, compact disc players, tuners and speaker from
leading names such as Sony, Akai and Marantz are stacked from floor to ceiling. Banners
hanging from the ceiling proclaim: "If you've seen it cheaper, we'll beat that price by up to
£50."

Good service is another priority. At Richer Sounds staffs are trained not to be pushy.
They all attend two training seminars a year at Richer's country house in Yorkshire, where

more attention is paid to following the correct administrative procedures.
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First-time hi-fi buyers get a call to check that they have plugged in the equipment
correctly. Customer receipts include a free phone number they can dial if they have a
problem. Richer's own name and office number are supplied too.

The emphasis is on fun. If it's raining, customers are given a free umbrella. In
summer they get a Chilly Willy (a type of ice lolly). Other seasonal gifts include mince
pies at Christmas and hot-cross buns at Easter. "We have a laugh," Richer says. "We don't
take ourselves seriously, but we do take our customers seriously."

Business:

*sales pitch: what salespeople say to persuade you to buy something;

*to do something up: to repair something;

*quirky: unusual, untypical,

*alternative: not traditional,

*pushy: rude in trying to get what you want.

3.4.3 Haiinute aHTIMNCKHE SKBUBAJEHTBHI PYCCKUX (pa3 B TEKCTE: PO3HUYHBIN
TOPTOBEIl; 3aHATHCS OW3HECOM; CTPEMHTEIBHBIH 000pOT; WMETh NPEUMYIIECTBO;
MaJICHbKHE TMapTHHU; KyPChl IOBBIIMICHUS KBaTU(UKAIMU; TMOJIKIOYaTh 000PYIOBaHHE;
OecriaTHBIN TeneOHHBIN HOMED; CE30HHBIE MOJapKH; OTHOCUTHCA K cele.

3.4.4 Haiinute OKOHYAHUS NPEAJIOKEHUMN B TEKCTE:

1) Richer Sounds warrants an entry for ... .

2) Sales are up and its operating margin has soared from 3.4 ....

3) Richer Sounds sells discounted hi-fi from tiny ....

4) The shops are like ...

5) The shops are like ....

6) More attention is paid to following ....

7) If it's raining, customers are given ....

8) We don't take ourselves seriously, but we ....

3.4.5 CocraBbTe 5 BOnpocoB, KoTopbie Bol xoTenu Ob1 3anath 0 Puuep Caynas.

3.4.6 IlpoutuTe TEKCT €U pa3 U MOCTApANTECh HAWTH OTBETHI HA Bamiu Bompocsl.

3.4.7 TlpopoikuTe NpeasioKEHNUE, ONUPAICh HA TEKCT:

1) Richer Sounds is
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a) a single outlet retailer

b) a privately-owned retail chain

c) a department store

2) Richer Sounds

a) sells ten times more than Marks and Spencer

b) has more outlets than most UK retailers

c) sells more per square foot than any other UK retailers
3) Richer Sounds is cheaper than other hi-fi retailers because
a) it only sells old models of hi-fi equipment

b) it buys equipment from manufacturers at special prices
c) it sells second-hand equipment

4) Manufacturers like doing business with Richer Sounds because
a) it can handle small numbers of items

b) it has a large number of stores

c) it accepts lower discounts than other retailers

5) Richer Sounds

a) does all its advertising through brochures

b) gets free publicity from newspaper and magazine article
c) buys advertising space at a low price

6) At Richer Sounds, staff

a) regularly receive further training

b) do not have to follow rules

c) install equipment for their customers

3.4.7 Boibepute KJIIOUYEBBIE NPEIJIOKECHHS, MEPECKAKUTE TEKCT,

BBIPAKCHUS:

«The subject of the text is...»;
«The text deals ...»;

«The main idea of the textis .... »;
«The author comments on ... ».

3.4.8 IToaroToBbTE MPE3EHTALUIO O KPYIHBIX CETEBbIX KOMIAHUSX.

UCIIOJb3Ysl
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Hpuiaoxkenue A
(cnpasounoe)

SI3bIKOBOM KOMMEHTapUH

A.1 Moayas 1

- Company, firm, group, organization, corporation, association — ¢pupma; o JIOAsX,
3aHUMAIOIINXCS KYIUICH-TIPogaXkel, pacpoCTpaHEHUEM TOBAPOB H YCITYT.

- Department — 1. ornen, otnenenue; 2. ympaBleHHUE, JEMapTaMEHT, HarpuMmep:
factory department — mpombIllUIEHHOE yTpaBieHHe; 3. LeX, MarasuH, Hampumep: fancy
goods department — raaHTepeHbIN MarasuH.

- Production — mpouW3BOICTBO, M3rOTOBIIEHHE, MPOAYKIHMs; mass production —
MaccoBOoe Mpou3BoOACTBO, production and consumption — NPOU3BOJCTBO U MOTpeOIICHUE,
mode of production — cnoco6 npousBoacTea. [IpousBoansie: productive — NpoAyKTUBHBIH,
s dexTuBHBIN; productivity — IpOAYKTHBHOCTb.

- Sales — cOpIT. MMeeT nenslit psig mpou3BoaHbIX: salesgirl — mpomaBmuia, sales
representative — TOPTOBBIN MPEICTaBUTENb, Sales manager — MeHeKep 1O COBITY, to be on
sale — mpoaBaTbCsi, OBITH B IPOJIAKE.

- Export — skcnopt; export policy — 3kcnopTHasi MOJIUTHKA. AHTOHUM: Import —
UMIIOPT.

- Financial — ¢unancossiii; financial (fiscal) year — ¢puHaHCOBBIN (OTYETHBIN) TO;
financial standing — ¢puHaHCOBOE MOJIOKEHUE.

- Turnover — 1. oGoport; turnover of capital — o0opoT kanurTana. 2. TEKy4ecTh;
labour turnover — Texky4ecTh paboueil CHIIBI.

- Research — wuccnenoBanue; Research Institute — HayuHO-HCcIeAOBAaTENbCKUN
uHctutyT. R&D (Research and Development) — HUOKP (nay4yHo-uccnenoBaTebckue u
OTIBITHO-KOHCTPYKTOPCKHUE PAOOTHI).

- Development — pa3BuTue, poct, 0OCBoeHUE, pa3padoTka; developer — pa3paboTUHK.

London developed into a great city. — JIon0H pa3poccsi B 00JIbIION TOPO/I.
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- Subsidiary company — modepHssi ¢upma, Te XOJIAUHTOBas / POAUTEIbCKAsS
KOMITaHUs BlaZieeT Oojiee 4eM TOJIOBUHONW HOMHUHAIBHOM CTOMMOCTU €€ aKIIMOHEPHOTO
KamnuTaja ¥ KOHTPOJUPYET cOCTaB coBeTa qupekTopoB. CuHOHUMEIL: subsidiary, affiliate.

- Branch — ¢wunman, ornenenue (MecTHbId O(UC WIM Mara3uH, COCTABJISIOIINNA
qyacTh 0O0JIbLICH OpTaHU3ally C TJIABHBIM 0()HCOM B IPyTOM MECTE).

- Meeting of Shareholders (Stockholders) — coOpanue akmnonepos.

- Board of Directors — coBer aupekTopoB (mpaBieHue). ¥ cioBa board mHOro
3HaueHnii: Examination Board — sx3ameHanmonnast komuccus, keyboard — knmaBuarypa.

- Correspondence — koppecnoHneHnus, nepenucka. Ocoboe 3HaUeHUE B OM3HECE
UMeeT cJI0BO correspondent — 6aHK WM IPyroil (MHAHCOBBIA MHCTUTYT, OKA3bIBAIOIIUN
YCIyTH TaKOMY K€ YUPEKIACHUIO Ha PBIHKE MU TEPPHUTOPUU, K KOTOPHIM IMOCIICIHHUN HE
umeet aoctymna. Correspondent account — KOppeCIOHASHTCKUNA CUET.

- Business proposal — nenoBoe npemnoxenue. Cunonum: offer. To propose (to offer)
smth to smb — npeanaratb KOMy-TO 4TO-TO.

- Contact — koHTakT, cBsi3b. CHMHOHUM rjaroja to contact — to get in touch.
Hampumep: Please contact Mr. Smith. — Cesixurecs, noxxanyiicra, ¢ M-poMm CMHTOM.

- Draft (of) Contract — npoekt koHTpakTa. Draft — mpoekT Tekcra JOKyMeHTa.

- To join — CoenunsaTtb, mnpucoeauHsThCs. [IpmararensHoe joint dYacto
yHoTpebiisieTcs B TEpPMHUHAX: joint account - 00beqUHEHHBIN CU€T, joint stock company —
aKLMOHEpHas KOMIIaHus, joint venture - COBMECTHOE MPEANPUSTHE.

- How are you getting on? How are you feeling today? How are you keeping these
days? — BeipaxkeHus u3 cepuu: Kak nemna?

- To establish personal contacts — ycTaHOBUTH JINUHBIE KOHTAKTHI.

- To investigate thoroughly — TIaTenbHO U3y4UTB.

- To go sightseeing — ocMaTpuBaTh A0CTONPUMEYATEIHLHOCTH.

- That suits me fine — 3T0 MeHs ycTpauBaer.

- To establish a business — OTKpBITH J1€710, KOMIIAHUIO, OU3HEC.

- To run a business — BecTu eIo, ypaBJiaTh OU3HECOM.

- To close down a business — 3akpbITh J€70, KOMIIAaHUIO, OM3HEC.

- To form / to set up a company — co31aTh, y4peAUTh KOMIIAHHIO.
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- To register a company — 3aperucTpUpPOBaTh KOMITAHUIO.

- Listed company — koMTiaHus, YbU aKIIMH KOTUPYIOTCS HA OUPIKE.

- Unlisted company — koMIiaHus, Y1 aKIIMK HE KOTUPYIOTCS Ha OUpKeE.
- Headquarters — mraG-xBaprupa.

- Deputy — 3amecturens.

- Permanent or temporary staff — mocTostHHbBIN WM BpeMEHHBIN IITAT.

- Staffing — moaGop 1 paccTraHOBKa KaJpOB.

- Recruitment — HaGop mrara.

- To hire — nanumarts Ha padory.

- To fire — yBOJIbHATB ¢ pabOTHI.

A.2 Mopyasb 2

A.2.1 BerynurenbHbl€ BONIPOCHI

- Why are you interested in our company? — Yem Bac 3auHTEepecoBaja Halia
KOMIaHUs?

- Why did you come to this country? — Ilouemy BbI niepeexaiu B 3Ty CTpaHy?

- What are your objectives in this field? — KakoBsl Bamu 1ieu B gaHHoM o6sactu?

A.2.2 OnpIT paboTHI

- What special aspects of your experience have prepared you for this job? — Kakue
0COOEHHOCTH TPEABIAYINEH AeATETHbHOCTH OATOTOBIIIH BaC AJISl 3TOH paboThI?

- Can you describe one or two of your most important accomplishments? — He
MOTJTH OBl BBI PacCKa3arh O BaIlIMX HAHOOJIEe BAXKHBIX IOCTHKCHUAX ?

- How much supervision have you typically received in your previous job? —
Hackoibko cTporuii KOHTPOJIh BbI HCTIIBITHIBATIN HaJ COOOM Ha mpenbiaymieii padore?

- Why did you live your previous job? — Ilo kakoil mpuyuvHE BBl YILIH C
npeabaymeit paboTei?

- What is important to you in a company? — Yto siBIsieTCS AJi1 Bac BaKHBIM B

KOMIAHUN?
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A.2.3 BoinosiHeHue padboThl

- What are your strong points for this position? — Kakue cuiabHbIe CTOPOHBI BaIlIero
XapakTepa BayKHbI IS TAHHOW JIOJDKHOCTHU?

- How did your supervisor evaluate your job? — Kak HadanbHHUK OIlEHHUBAJ Bally
paboty?

- When you have been told or discovered for yourself, a problem in your job
performance? What have you typically done? Can you give me an example? — B xakux
cllydasix Bbl OOHapy>KMBaJld caMH WM BaM yKa3bIBaJM Ha Bamu omuoOku B padote? Kak
BHI octynanu? [IpuBeaure mpumepsl.

- Do you prefer to working alone or in groups? — Bsl npennounrtaete padboTaTh
CaMOCTOSTEIbHO HITH B KOMaH1e?

- Can you give me an example of your ability to manage or supervise others? — B
MOJKETe TMPHUBECTH NPHUMEpPHI MPOSBICHUS BallUX CHOCOOHOCTEH YIPABICHUS HIIH
OpTaHu3aluy IPYTHX JIOICH?

- What were some of the things about your last job that you found most difficult to
do? — BrmonHenne kakux o00s13aHHOCTEH OBLIO A1 Bac HauOoJIee CJIOKHBIM Ha
npeabayemM Mecte paboTsl?

A.2.4 O6pazoBanue

- Did you give presentations during your university/college? — ¥V Bac Oblau
nyOJIMYHbIE BBICTYIUICHUS 32 BpeMs paOoThl B YHUBEPCHUTETE/KOJUIeKe?

- Did you have to use any computer programs frequently at the university? Which
ones? — BaMm 4YacTo NPUXOAMIOCH HCIOJIB30BaTh KOMIIBIOTEPHBIE MPOTPAMMBI B
yHuBepcurere? Kakue nmeHHo?

- What courses in school have helped the most in doing this job? — Kakue
HIKOJIbHBIE TIPEJMETHI HauboJiee MOJIE3HbI IS BBITOJIHEHUS 3TON padoThI?

A.2.5 CamoornieHka

- What kind of things are you most confident in doing? — Ilpu BrIoOTHEHUN KaKOU
paboThI BB UyBCTBYETE ce0s1 Hanbosee yBepeHHO?

- Can you describe for me a difficult obstacle you have had to overcome? How did

you handle it? How do you feel this experience affected your personality or ability? — Ber
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MOJKETE OTHCaTh HanboJee CI0KHBIe CUTYaIH, KOTOPbIe BaM NMPUXOAHUIOCH pa3peraTh?
Kak Bbl ¢ Humu cnpasBunuck? Kak, 1o BaliemMy MHEHHIO, 3TOT OIBIT MOBJIMSI Ha Ball
XapakTep WK CIIocOOHOCTH?

- How would you describe yourself as a person? — Kak 0b1 BbI camu ce0st onrcanu?

- What things give you the most satisfaction at work? — Uto naer Bam Hambosblee
YAOBJIETBOPEHUE B paboTe?

- What things frustrate you most? How do you usually cope with them? — Yto
MOXET pacCTPOUTh Bac cuiibHEe Bcero? Kak Bbl ¢ 3TUM CIIpaBiseTech?

A.2.6 TBOpuecTBO

- In your work experience, what have you done that you consider truly creative? —
3aHUMAaJIMCh JIU Bbl KOTra-1M00 paboToi, KOTOPYIO MOIJIM OBl Ha3BaTh MO-HACTOSALIEMY
TBOPYECKOM?

- What kind of problems have people recently called on you to solve? — Ilpu
PEIICHUH KaKuX MPOo0IeM JIF0 1 00palaiuch K BaM 3a MOMOIIbIO?

- Of your creative accomplishments, at work or at home, which have given you the
most satisfaction? — BeinoHeHne kakoi TBOpYECKOW pabOThI, HA paboTe WM JO0Ma, JaJI0
BaM HauOOJbIIIEe YIOBICTBOPECHHE?

A.2.7 Kpyro3op

- Do you belong to any clubs, associations, or groups? — Bbl cocTouTe B Kakowm-
HUOY b KiTyOe, 00111ecTBE Wik 00beIMHEHUU?

- What do you like to do in your spare time? — Kak BbI 106UTE TIPOBOIUTH CBOE
CBOOOTHOE BpeMsi?

- How do you keep up with what’s going on in your company / your industry / your
profession / your country? — Kakum o0pa3oM BaM yaaeTcs MOCTOSHHO HAXOAUTHCA B Kypce
coObITHH B Ballleil KoMIaHuu / Baliei orpaciu / Bame npodeccuu / Baiei cTpaHbi?

A.2.8 MortuBauus

- What is your professional goal? — KakoBsI Baiu npogeccuoHanbHble Leau?

- When judging the performance of a subordinate or colleague, what factors or
characteristics are the most important for you? — Kakue ¢daxkTopsl nns Bac sSBISIOTCA

OIIPCACIAOIIUMH IIPU OLICHKE pa6OTBI IIOJYMHCHHOI'O NJIN KOJIJICTH.
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A.2.9 TpeOoBanus k padoTte

- What standards of success do you set yourself in your job? — Urto ans Bac
ABJIAETCA yCIIEXOM B pabore?

- In your position, how would you define doing a good job? — Kak BbI cebe
NPEJICTAaBIISCTE XOPOIee BRITIOTHEHNE pa0OThI Ha BAIICH TOMKHOCTH?

A.2.10 PykoBOJICTBO JIIObMHU

- What approach do you take in getting people to accept your ideas or goals? —
Kakum 06pazom BbI yOexkaaeTe JIt0IeH MPUHSATH BAIIU UICH WU TETH?

- What sort of leader do your people feel you are? Are you satisfied? — Kak Bamm
MOJYMHEHHbIC OLICHUBAIOT BalllM JIUJIEpCKUE KauecTBa? Bac 3To ycTpanBaer?

- How do you get people who do not want to work together to establish a common
approach to a problem? — Kak Bam yjaeTcst 3acTaBuTh JIIOfIeH, HeXeNaoMux paboTaTh B
KOMaHJ1e, COBMECTHO MOJOUTH K PEIICHUIO TPOOIEMBI.

- Do you feel you work more effectively on a one to one situation or in a group
situation? — Bbl paGoTtaere ¢ 60jblIel MPOU3BOAUTEIHLHOCTHIO CAMOCTOSITENILHO WIIM B
rpymre?

- How would you describe your basic leadership style? Give specific examples of
how you practice this? — Kak Obl Bbl onucanu cBoil cTmib pykoBojactsa? [lpuBenure
MPUMEPBI.

A.2.11 OnbIT myOIUYHBIX BBICTYIUICHUN

- Have you ever done any public or group speaking? How did it go? — Bsl kornaa-
HUOYIb YUaCTBOBAJIM B MMyOJUYHBIX BHICTYIICHUAX ? Kak 310 mpomuio?

- Have you made any individual presentations recently? How did you prepare? — Bol
MIPOBOJIMIIA CAMOCTOSTEIIbHBIC BBICTYIUICHUS? Kak BbI K HUIM TOTOBUJIUCH?

A.2.12 [TucbmeHHOE O0IICHUE

- Would you rather write a report or give a verbal report? Why? — Bsi ObI
MPENOYWIN CAENaTh MUCbMEHHBIN WK yCTHBIN Aoknan? [louemy?

- What kind of writing have you done? For a group? For an individual? — Kakue

NUChMEHHbIe Pab0ThI BbI BRIMOMHsA? i rpynnbi? [l OTAEIbHBIX 1L ?
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- What do you think about the ongoing changes in your company operating policies?
— Kak BBl OTHOCHTECh K TNPOJOKHTCIBHBIM H3MCHEHHUSM B CTPATETHH YIPABICHUS
KOMIaHUEH?

- What was the most significant change made in your company in the last six
months which directly affected you? How successfully do you think you implemented this
change? — Kakue nHauboiiee 3HaUYMTENbHBIE U3MEHEHUS MPOU3OILIM B Ballleil KOMITaHUH,
KOTOpBIE HANPSMYIO MOBIUSUIH Ha Bac? Ha CKOJIBKO yCIEeNTHO BbI CIIPABHIINCH C HUMH?

- What has been the most important idea or suggestion you have received recently
from your co-workers? — Kakyio HaunOosiee BaXHYIO HICI0 WIH TPEAJTIOKEHUE BBI
MOJYYWIIA OT CBOUX COTPYIHUKOB B TIOCJICAHEE BPeMsi?

A.2.13 CrpeccoyCTOHYMBOCTD

- Do you feel pressure in your job/life/at school? Tell me about it. — Bwr omymiaere
Ha ce0e JaBieHue Ha paboTe/ B TOBCEHEBHOM ku3HU/B 1KoJie? Pacckaxkure 06 ATOM.

- What has been the highest pressure situation you has have been under in recent
years? How did you cope with it? — 3a mocienHue To/ibl B KaKOW CUTYallu¥ Bbl Oy THIH
ce0st moa HaubobiuM JaBrienueM? Kak Bbl ¢ HEl CrIpaBUIUCH?

A.2.14 CTaObunpHOCTD U 3pEIOCTh

- Describe your most significant success&failure in the two last years. — Onummmre
CBOE CaMOe€ BBIJAIOIIeEecs JOCTIKCHHIE U HeyAauy 3a MOCIeIHUE JIBa TO/1a.

- What do you like do best? — Uem BbI 60bI1I€ BCEro T00UTE 3aHUMATHCS?

- What do you like to do least? — Uem BbI MeHbIII€ BCETO JIFOOUTE 3aHUMATHCS?

- Think about your last review. What did your supervisor suggest needed
improvement? — Uro B mocneHel pereH3nu Ball JUPEKTOP PEKOMEHIOBAI BaM U3MEHUTh
B cebe?

- What have you done about it? — UTo BbI 151 3TOTO clienanu?

A.2.15 3auHTEepecOBaHHOCTh B CAMOPA3BUTUHN

- What has been the most important event or who has been the most important
person in your own self development? — Kaxoii denoBek wiam coObITHE TOBIHSUIA B
HauOOJIBIIICH CTETICHU HA Ballle CaMOpPa3BUTHE?

- How much of your education did you earn? — Urto Bam nasno Bare o6pazoBanue?
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- What kind of books or other publications do you read? — Kakue kuuru u npyrue
HW3JaHUS Bbl YUTacTE?

- Have you taken a management development course? — Bbl mpoxoaunu Kypchl
MOBBIIICHNUS KBaTH(PHUKAIMHA PYKOBOIUTEINCH?

- How are you helping your coworkers / subordinates develop themselves? — Kakum
00pa3oM BbI IOMOTAETE CBOUM KOJUIETaM / IOJYMHEHHBIM Pa3BUBATHCS?

A.2.16 Bonpocsl, KOTOpbIE CTOUT 3a/aTh BO BpeMsi coOece0BaHMs 10 MPUEMY Ha
paboty

- What will be my responsibilities? — Uto OyneT BXOAUTH B MO O00S3aHHOCTH?

- Who will T report to? Who will be my supervisor? — Ilepen kem s Oyny
otuuthiBathea? KTo Oyner moum pykoBoaurenem?

- What do you expect me to do in my company role? — Uem s nomken Oyay
3aHUMAThCS BO BpeMsi pabOThI?

- Who are your customers / clients? — KTo sBisercss BaliuMu 3aKa3uvKaMu /

KJINEeHTaMU?

A.3 Moayas 3

A.3.1 CoxkparieHusi, UCIIOJIb3YEMbIE B 3JIEKTPOHHBIX COOOIIEHUAX

DJEeKTPOHHbIE COOOIICHHS, OTIPABISIEMbIE C MOMOIIbIO COTOBBIX TENEPOHOB U
WNHuTtepHera, cTanu o4eHb YIOOHBIM M IOMYJISIPHBIM cITocoO0M o61ieHust. OcoObIi CTUIb U
A3BIK TAKMX COOOIIEHUH HE BCErja MPOCTO MOHATh. TEKCT 3JEKTPOHHOTO COOOICHMS
MO>KET HE TIOJUHHSATHCS MMPAaBUJIAaM TPAMMATHKHU U MMyHKTYaIlH.

A.3.2 OcHoBHBIE (pa3bl H COKpAIIEHUS, HCIOIb3yEMbIe B AJICKTPOHHBIX
COOOIIEHUAX

Coznanue TeKcTa 3JEeKTPOHHBIX COOOIIEHUI OCHOBAHO Ha CIAEAYIOLIUX MpaBUiIax:

1) ci0Ba HY>KHO MO BO3MOKHOCTH COKpallaTh;

[Tpumep — Wd = would.

2) KOPOTKHE CJI0Ba MOTYT 3aMEHATHCS BCET0 OJHON OYKBO;

[TIpumep — You =u.
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3) B HekoTOphIX citydasx OyKBbI 3aMEHSIOTCS LU pamu;

ITpumepsl

1 Gr8 = great;

2 W8 —wait;

3 2 =to, too;

4 4 = four, for.

4) CUMBOJIBI MOTYT UCIOJIb30BaThCS AJ11 0003HAYEHUSI CJIIOTOB U 3BYKOB.
IIpumepsl

1 312K % MOXKET 3aMeHATh “00”” Sh%] — shool;

113 2

2 o6o3HaueHue goimapa $ — BMecTo “ss”.

A.3.3 Criucok cokpanieHui, UCMOJIb3yEMBIX B AJICKTPOHHBIX COOOIICHUSIX

1) SMS = Short Message Service;
2) 2 = To/too/two;

3) 2day = Today;

4) 2moro = Tomorrow;

5)4 =For;

6) @ = At

7) ADN = Any Day No;

8) ASAP = As soon as possible;
9) ATM = At the moment;

10) B = Be;

11) B/C = Because;

12) B4 = Before;

13) C = See/sea;

14) CID = Consider it done;

15) CU = See you;

16) CULSR = See You Later;

17) D u wnt 2 go out 2nit? = Do you want to go out tonight;
18) Esp = Especially;

19) H2 = How to;
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20) ILBLS8 = I'll be late;
21) L8 = Late;

22) L8r = Later;

23) LMK = Let me know;
24) M8 = Mate;

25) M80 = Matey;

26) Mob = Mobile;

27) Msg = Message;

28) Nel/Neone = Anyone;
29) Neva = Never;

30) Nol = No one;

31) NMP = Not my problem;
32) Ntl = Nevertheless;
33) OIC = Oh, I see;

34) OK = Okay;

35) Pls = Please;

36) Pobl = Possible;

37) Ppl = People;

38) R = Are;

39) RUF2 = Are you free to talk?
40) Spk = Speak;

41) Tho = Though;

42) Thnq = Thank you;
43) Thru = Through;

44) THX/TNX = Thanks;

45) TNOTVS = This is nothing on TV so ...;

46) U =You;

47) Undgtebl = Unforgettable;
48) UOK? = You OK?

49) YR =Your/ You're;
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50) Usu = Usually;

51) WWW = World Wide Web / Why?Why?Why?
52) Want2 = Want to;

53) Wknd = Weekend;

54) W/O = Without;

55) W8 = Wait;

56) W8ing = Waiting;

57) Wer r u = Where are you;

58) YM = You mean;

59) YR = Year, right!

60) XLNT = Exellent.

A.3.3.1 [1ns BeIpaK€HUsI MHEHMUS:

1) AFAIK = As far as [ know;

2) AFAIUI = As far as I understand it;
3) ILBAT = I will be able to;

4) IMO = In my opinion.

A.4 Mopyas 4

A.4.1 Obmenue no Tenepony. bpoHupoBanue TpaHcrnopTa

- I’'m calling for some information about trains to Atlanta. — I xoTen 6b1 y3HaTh O
noeszaax B ATIAHTY.

- Are there any more trains leaving this evening? — EcTb nu eme moesna ceromaHs
BeUepoMm?

- Is there an overnight train? — Ects 11 HOuHO# TI0€371?

- How many trains are there tomorrow? — CkoJIbKO 10€3/10B OTXOIUT 3aBTpa?

- I’d like to book a sleeper ticket. — 5 xoren 6b1 3a0pOHUPOBATH CHATHLHOE MECTO.

- How much does it cost? — CKOJIBKO 3TO CTOUT?
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A.4.2 Paznuuusa Mexay OpUTAHCKUMHU M aMEPUKAHCKUMHU BBIPAKECHUAMH (CM.

Tabmuiy A.1).

Tabmuma A.1
Amepukanckue bpumanckue Pycckue
(telephone) booth kiosk tenedoHHas Oyaka
baggage room left luggage room Kamepa XpaHeHUs
o CIIy’Kalllui B Kacce,
desk clerk receptionist
CIIPABOYHOU U T.J.
aBTOCTpaja,
freeway motorway
aBTOMAarucTpalib
) CTOMKa, KOHTOPKA B
front desk reception
CIIPAaBOYHOM, Kacce U T. 1.
one way (ticket) single OWJIeT B OJJMH KOHEIT
round trip (ticket) return OueT Tyaa u 0opaTHO
subway tube/underground TOHHEJb, METPO

A.4.3 IIpo6iiems! TeneOHHON CBI3U

- It’s really bad line. — 3nech moxast CBs3b.

- The line just went dead. — PazbenuHumocs.

- This line is so poor. — O4eHpb MmI0Xas JIUHUS.

- This is such a terrible line. I can’t hear a thing. — §l Hudero He cibllny — yKacHas
CBSI3b.

- The reception is absolutely terrible from the train. — B nmoe3ne y»acHsbiit mpuem.

- Sorry, it’s too noisy here today. — I3BunuTe, 371€CH CETOAHS OUYCHD IITYMHO.

- I can’t hear. The traffic is too loud. — S He cupllry, 37€ch OYEHb MIYMHOE
JIBUKCHHE.

- I need to recharge my mobile. My battery’s very low. — MHe Hy»XHO To/13apsiAUTh
TeaePOH — aKKyMYJISATOP MOYTH CEJl.

- I must have got the wrong number. — JIookHO OBITB, 51 OIIMOCS HOMEPOM.
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A.4.4 Pemenue npo0iem TenedoHHON CBA3H

- Sorry, can you speak up? — IIpoctute, BBl MOTIIH ObI TOBOPUTH TpoMue?

- Let’s put the phone down. — JlaBaiiTe moJI0KUM TPYOKH.

- Try calling again later. — [TlonpoOy¥iTe nepe3BOHUTH MO3KE.

- Let me call you back in five minutes. — J[aBaiiTe s mepe3BoHIO BaM 4epe3 S MUHYT.

- Try him on extension 376. — [TonpoOyiite no6aBouHbBIN HOMED 376.

- How about sending me it by email? — MoseTt ObITh, BbI NPUIIJIETE MHE 3TO TIO
AJEKTPOHHOM nouTe?

- Hang up and ring the other number. — HaGepure npyroi Homep.
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Hpuiaoxkenue b
(o0s3amenvHoe)

JIOKyMeHTBI Il YCTPOMCTBA HA PadoTy

CocraBieHue yJauHOTO pe3loMe Ha aHTJIMHCKOM SI3bIKE 4acTO SIBJISETCS OAHOM W3
CaMBbIX CJIOXKHBIX 3a7la4 MpHU MOUCKEe pabOThl 3a TpaHUICH WM B 3amaJHON KOMIIAHWU.
Pe3tome 0JKHO OTBeuaTh BCEM HEOOXOAMMBIM TpeOOBaHUSAM, HO HPU 3TOM BBITOJIHO
OTJIMYATh Bac OT JAPYIrHX MPETEHACHTOB HA JaHHYIO JOJDKHOCTh. BaM mpuaercs moasectu
UTOT CBOEMY KM3HEHHOMY OIBITY Ha 1-2 cTpaHuIax, OCBETUB IIPH 3TOM CBOM Hauboiee
BbIaloIMecs JocTikeHus. OOBMHO padoTojaTeNlb HE YHUTAET TMOJHOCTBIO KaXa0e
pe3roMe, oITOMY HEOOXOAMMO Cpa3y 3aMHTEPEecOBATh €r0 CaMOi BaXXKHOW HH(POPMAIIHECH.

B momomp TeM, KTO MpeTeHAYyeT Ha COJIHIHYIO TOJDKHOCTH B MEXIYHApOIHOM
KOMIIAHUHU WJIM COOMpaeTcst UCTIbITaTh ce0si B MOMCKe paboThl 3a mpeaenamMu Poccun, Mbl
MpeajiaraéM HECKOJIBKO COBETOB IO COCTaBJICHHIO PE3IOME Ha AHTJIMHCKOM S3bIKE H
obpaser] pe3toMe Ha aHTITUHCKOM.

B CHIA pestome npunsato Ha3biBaTh Resume, B EBponie — CV (Curriculum Vitae).

CrannaptHas ¢opma pe3roMe eBpOTeHCKOro YPOBHS BKIIIOUYAET B ce0st 6 OCHOBHBIX
yacTeu:

1) muunas uapopmanus (Personal Information);

2) nenb (Objective);

3) omnwiT pabotel (Work Experience);

4) oopazosanue (Education);

5) cnennansubie HaBbikK (Additional Skills);

6) pekomennanuu (References).

OCHOBHBIE MOMEHTBI, KOTOPbIE TOJKHBI ObITh YUTEHBI IPU COCTABIIEHUHU PE3IOME:

1 Bo-mepBbiX, Bech Balll ONBIT PabOThI, OIUIAYMBAEMBI M HEOIIauMBAEMbIH, C
MOJIHOM 3aHATOCTBIO M IO COBMECTUTENIBCTBY. BcrmomHHTE BCE BHIBI JEATEIBHOCTH,
KOTOPBIE BXOIWIH KOTJa-JIN00 B BalTH OOS3aHHOCTH.

2 Bame oOpa3oBaHue: MOJTYyYCHUE YUCHBIX CTENEHEH, CBUIETENbCTB 00 OKOHYaHUU

Pa3TUYHBIX YU€OHBIX 3aBEJICHUH.
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3 Kakasg-mubo JOTOJMHHWTENbHAS JACATCIBHOCTh: YJICHCTBO B  Pa3IMYHBIX
OpraHM3aIusIX, CIyK0a B apMuu  T.1.

4 Bpibepute W3 NpEabIAyIIMX MYHKTOB (haKkThl, Haubojee, MO BalleMy MHEHHUIO,
Ba)KHbIC, B OyIy1Iel paboTe, UMEHHO OHH U COCTABSIT OCHOBY Balllero pe3toMe.

5 Pestome cnemyer Hauath ¢ JmuyHOM wuHpopmaruu (Personal Information).
Hamummwure motHOCThIO CBOE MMSI, YKAXHUTE ajpec, Telne(oH, 3JICKTPOHHBIN ajpec.

6 CrenyrommM IyHKTOM SIBJISICTCS 1IEJTh BAIIer0 YCTPOWCTBA HA JIAHHYIO JOJDKHOCTH
(Objective). B HeckoMbKHX CJIOBAaxX OMHUIIUTE PabOTy, KOTOPOW BBl XOTHUTE 3aHATHCS U
MPUYMHBI, IO KOTOPBIM BbI CYHTACTEC CBOK KaHIWUIATYPy NOIXOIANICH I Hee.
[IpencraBbTe BalM cambie BaXKHBIE JOCTIKEHUS B TaHHOU oOsactu. Pexnamupys cebs ¢
HAWJIy4Illeld CTOPOHBI, MOKAa3bIBas, B YeM HUMCEHHO BBI MPEYCIICIH, BbI OyJIETE BBITOJHO
OTJIMYATBCS OT JPYTUX MPETCHICHTOB HA JAaHHYIO JOJHKHOCTB, MPOCTO MEPCUUCIISIONINX
cBou crnocoOHocTH. PacckasbiBasg o cebe, MCHoyib3yiTe OOJbllle MpUIarareiabHbIX, 3TO
CIeNIaeT TEKCT Oojiee SPKUM M WIUIIOCTPATHUBHBIM, BOT KPAaTKWUH IEpeUYeHb HambOosee
YHOTPEOUTEITLHBIX CJIOB:

. directed, led managed, supervised;

. achieved, delivered, drove, generated, grew, increased, initiated, instituted
and launched;

. cut, decreased, reduced, slashed;

. accelerated, created, developed, established, implemented, instituted,
performed, pioneered, planned, produced, re-engineered, restructured, saved and
transformed.

N30eraiiTe TaKUX KJIUIIE, KakK:

- dynamic,

- people-oriented

- results-oriented

- self-motivated

- hands-on leader

- visionary
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7 Ilocne sToro meperaure K onucanuio omneita padotel (Work Experience). Hauars
HY>KHO C Ballero nocieaHero Mmecra pabotel. Heo6xonumo gath Ha3zBaHUE KOMIIAHUH, POJI
ee JeSITeIbHOCTH, Bally JOJDKHOCTh. PacckaspiBas O BamleM MNpEeAbIAyIIEM OIbITE, He
CTECHANTECh YIIOMSAHYTb O CBOHUX JOCTWXKEHMAX. Ilepeuucnsaiire wecra cBoen
npeabayIeil paboTel B 00paTHOM XPOHOJIOTHYECKOM MOPSAKE, HAUYWHAS C TIOCTIEIHETO.

8  PacmpocrpaHeHHOM ~— OmIMOKOM  SBISETCS  MOCTPOEHUE  pE3loME IO
“PyHKIMOHAILHOMY  NMPUHIUILY, pa3Jeisis BECh OMBIT padOThl Ha TPYMIIBI B 3aBUCUMOCTH
OT poJla JIEATEIBHOCTH. DTO MOXET CTaTh HACTOSIIMM IPOBAJIOM I NMPETEHACHTa Ha
paboTy, Tak Kak paboTojaTeNb MOXXET M HE MpOoUHMTaTh ero pestome. He ykasbiBaiite
MPUYUH CMEHBI pabOTHI, 3TO MOKET BBITVIACTh Kak ONpaBJaHHE WM yKa3aThb Ha BallH
BO3MOJKHBIE HEJOCTaTKU. B myHKTe, mocBsiieHHOM BameMy obpaszoBanuio (Education),
ONMIIUTE KOTJAa, Kakoe Yy4yeOHOE 3aBelieHHE Bbl OKOHYWIM, KAaKyl MOJYy4YWIN
cnenuanbHOCTh. He 3a0ynpTe NEepeyuciuTh BCE JIONOJHUTENbHbIE KBalU(UKALIUY,
CTaXXUPOBKHU, OTHOCSIIHECS K TOM TOJDKHOCTU, KOTOPYIO BBl XOTEIH ObI MOJTYYHTb.

9 HomnonHutenbHas uH(OpMaIys, Takasg Kak YpOBEHb BJIAJCHUS MHOCTPAHHBIMU
A3bIKaMH, YMEHHUE padoTaTh ¢ KOMIBIOTEPOM, HATUYUE BOJUTEIbCKUX MPaB U T.[., JOJKHA
OBITh NIEpPEUYMCIICHa B MYHKTE crienuaibHble HaBbikK (Additional Skills), ecan ona numeer
OTHOIICHHE K BalllUM O0S3aHHOCTSIM B HOBOM JTOJKHOCTH.

10 OO6wpuHO pe3toMe 3akaHyuBaeTcs MyHKTOM pekomeHmanuu (References), B
KOTOPOM HYXHO Ha3BaThb HECKOJIbKO JIOACH ¢ mpeablayle paboThl (KelaTeabHo
HEMOCPECTBEHHBIX HAYaJIbHUKOB) C yKa3aHHEM JOJKHOCTH, Ha3BaHHEM OpraHU3alluH,
KOHTaKTHBIM TeJIe(hOHOM, JIEKTPOHHBIM aJJpecoM, KOTOPbIE MOTJIU OBbI 32 BaC MOPYUHUTHCS.
BrinyckHUKH BY30B, HE UMEIOLIKE OMBITa paOOThI, MOTYT Ha3BaTh B KAYECTBE MOPYUUTEIS
JIeKaHa WK 3aBEAYIONIEro Kadeapo.

11 Tocnenuuii myHKT MoxkHO 3ameHHuTh ¢pa3zoit “REFERENCES Available upon
request”.

12 O6beM pe3toMe MOJIOAOIO CIHEIUANNCTa HE JIOJDKEH NpPEeBbIIIAaTh | CTpaHUIBL,
€CM K€ y Bac 3a IUiedaMd OOJIBIION cTax paboThl, mHOpManui0 O cebe HYKHO

pa3MecTuTh He 0oJiee YeM Ha ABYX CTpaHHUIaX.
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13 Cpenaiite Bam JOKYMEHT yaoOHbIM aiisi yteHus. ChopmupoBaB oOIIMI 1aH
pestome, yOeauTech, YTO B HEM €CTh JOCTATOYHO YHCTOrO MPOCTPaHCTBA. BepxHee u
HIDKHEE TO0JIA JOJDKHBI ObITh HE MeHee 1,5 CaHTUMETPOB BBICOTOM, a OOKOBBIE MOJS HE
MeHee 2. Mexy OTHEIbHBIMH YacTAMHU pe3loMe OcTaBigiiTe mnpoOenbl. KupHbiM
mpudToM BBIZENANTE Ha3BaHUS MYHKTOB, a TaK)Ke Ha3BaHWW KoMmnaHuii U umeHa. Eciu
Ballle pe3roMe OyJIeT COCTaBICHO HEAKKYpaTHO U OyaeT HeYyNOOHO NJisi YTEHUs, HE MHOTHE
3aXOTAT ¢ HUM O3Hakomurcsa. He momuepkuBanTe €10Ba U HE UCIOIB3YUTE KypCUB IS
MPUIaHUsl BBIPA3UTEIBHOCTH. Takue YJIOBKHM CKOpee CHHU3AT oOliee BIEYaTICHHE OT
MIPOYUTAHHOTO.

14 He npumensiite penkue mpupThl sl MPUBJICYEHUS BHUMAHUS YUTATEI.
OpuruHanbHbIN MWPUEGT HE MPUBETCTBYETCS B JIEJIOBON JTOKYMEHTAIUMH, 10 OJHOW 3TOU
IIPUYHMHE €70 MOTYT M HE IpOYuTaTh. [l IMOJHOM yBEPEHHOCTH HCIOJIBb3YWTE TAKHE
crannapTHeie mpudThl, Kak Arial, Garamond, Helvetica, Tahoma or Times Roman. He
HauMHAWTE KaXJI0€ NpPEIJIOKEHHEe OJIMHAKOBBIMU (pa3aMd W HE BBOJUTE JIUYHBIC
MecTouMeHus. YToObl caenaTh TeKCT Oojee  BBIPA3UTENbHBIM,  HCIOJIb3YHTE
Pa3HOOOpa3HYIO JIEKCHUKY.

15 IIumute pe3toMe KOHKPETHO JI ONPEIEIEHHON BaKaHCUU.

Ilenp HanMcaHus PE3OME — IMOIYYNUTh KOHKPETHYIO JOJKHOCTH B OIPENEICHHOMN
kommnanuu. [loaToMy pacckas3plBaTh CIEIyeT O TOM, 4TO OyAeT Ba)KHO HAa HOBOM MECTE
pabotsl. [IpomyckaiiTe TO, 4TO HE MpeAcTaBisieT OOJBIIOr0 3HaYeHUs. UeM MEHbIIE BB
OyzeTre ynmoMuHATh HE3HAUUTENbHBIE (PaKThl, TEM OOJBIIOE 3HAYEHUE MPUOOPETET camoe
IJIABHOE.

Ecau BBl noch1aeTe pe3roMe B pa3IMuHbIE KOMIIAHUH, IMUIIUTE OTJAEIbHBIE PE3IOME
JUTSL KaKA0TO KOHKPETHOTO MECTA.

OTnpaBiisis pe3loMe Ha HUHTEPECYIOUIYI0 Bac BaKaHCHUIO, O0S3aTENbHO IHILIUTE
COMpOBOUTENbHOE NMUCHEMO. [lo00HOE TMHCHMO MOXKET cpa3y MpHUBICYb BHUMAHHUE K
Ballleil KaHANIAType U TOBBICUTH BAIlIM IIAHCHI Ha MOJyYEHHUE jKeaeMoi pabOThI.

B conpoBoaUTENEHOM MHCHME BBl MOXKETE:!

* TOTIOJTHUTEJIbHO OOpaTUTh BHUMAaHHUE Ha Ballu MPO(ECCUOHATBbHBIC JOCTHKEHUS,

HMEIOIIHE 3HAUCHHE JJIS JaHHON BaKaHCHH,
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* COOOLIUTH, TOYEMY BbI 3aMHTEPECOBAHBI B MOJIyYEHUU ITOU pabOTHI;
* IIPOJCMOHCTPUPOBATH BAIllM 3HAHUS AHIVIMMCKOTO sI3bIKA M YMEHUS HAIlUCAHUSA

JCJIOBBIX ITHCCM.

Bb.1 Ctpykrypa «Covering Letter»

b.1.1 IlpusercTBue

[TpuBeTcTBUE B CONPOBOAMTEIBHBIX MUChMAaX Maj0 OTIUYAETCS OT CTaHIAPTHBIX
npuBeTcTBU. Bbl Moxkere ynorpebuth KoHcTpykumu Dear Sir / Madam (ouenb
(dopManbHas KOHCTPYKIIHS, MCIIOJIb3YETCs MPH HATMCAHWW THCbMa B OYEHBb CEPHE3HYIO
OpraHM3alMI0 CO CTPOTrOM KOPIIOPATUBHOW IMOJUTUKOW W IIPU TOM YCJIIOBUH, YTO BBl HE
3Haete ajapecara), Dear Mr. Roberts (eciu Bl 3HaeTe ajpecara).

b.2.2 O603HaueHre NPUYMHBI HAITMCAHUS

3nech cienyer naTh MOHATH, IOYEMY HMEHHO BBI COCTaBWIIM 3TO MHCHMO. Eciu Bac
y>K€ MPOCUITU 00 3TOM, TO BbI MOXKETE COCJIATHCA Ha 3TOT (aKT.

ITpumepsl

1 I'm now sending you the files (my resume / samples of my work/the scanned
documents) as you asked (as we agreed before / as required). — Ornpasisito Bam ¢aitibi
(Moe pestome / mpUMEpHI CBOMX PabOT / OTCKAaHUPOBAHHBIC JTOKYMEHTHI), KaK BHI U
npocuiiv (Kak ObLIO IOTOBOPEHO / KaK U TPEOOBAIOCH).

2 Please find an attached document / zip package containing the images. — [Tucsmo
COJICPKUT MPHUIIOKEHHBIE TOKYMEHTHI / apXHUB ¢ N300paKEHUSIMHU.

Ecnu e BBl COCTaBIIsIeTe MUCHMO MO COOCTBEHHOW HMHHUIIMATHBE M TPOCHOA €ro
NpHCIaTh HEe OblJIa 03BYYEHA, TO BAM CTOUT OOBSICHUTH CBOM MOTHUBHI.

ITpumepsl

1 T was informed that your company was looking for a lawyer. — Mue cooOuuiu,
YTO Ballla KOMITAHUS UILET FOPUCTA.

2 I have seen your job advertisement in the newspaper. — S yBumen Barie
o0BsiBIIeHHE O paboTe B razere (CTOUT MOAKPENHUTH YIIOMHHAHUEM KOHKPETHOTO pasjena,
B KOTOPOM BBl HAalIUTU OOBSIBIICHUE).
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3 And I thought I might be of help (I send something that could be of interest). — 5
MOyMaJl, YTO MOT Obl 0Ka3aThCs MOJIE3HBIM (PEIINI BBICTIATh BAM KOE-UTO, YTO MOXKET Bac
3aMHTEPECOBATH).

Jlamee BBl MOXKETE HAIKMCaTh HECKOJIBKO CJIOB O cebe, 4TOObl YUTAIOLIUN MOT
COCTaBMTH IPECTABIEHUE O TOM, KTO K HeMy oOpamtaercs. Eciu BBl He clenaere 3Toro,
€CTh PUCK, YTO 3aHATON YEJIOBEK OCTABUT Ballle MUCbMO 0€3 JOHKHOIO BHUMAHUS, TaK KaK
HUKOMY HE XOYETCS TpPaTUTh CBOE BpPEMsI Ha COCTaBJICHHE OTBETHOIO COOOIIEHUS C
BBISICHEHUSIMU JieTajieil Onorpaduu HamMcaBIIEro MUCHMO.

b.2.3 Onucanue npuinoxeHus

B sT0i1 yacTu BaM HEOOXOAMMO KpPaTKO OMUCATh, YTO UMEHHO OBLJIO MPHIIOKEHO K
MUChMY, U KaKOW peakKIMH BbI JKIETE OT coOeceqHUKa (KpaTKoro OTBETa O MOJIYYEHHH,
uHbOpPMAIMA O JalbHEHUIIEM COTPYIHUYECTBE, OTBETHHIX (pailyioB, MHEHUS U T.1.). B
POCCHICKHUX pealusiX TaKue yKazaHdhs MOTYT IOKa3aThCs IpyOOBaThIMH, TaK Kak IS
HAIlleT0 MEHTAJUTEeTa yKa3blBaTh, YTO JOJDKEH JeNaTh ajJpecaT, He MPHUBETCTByOTCA. B
3armajHoOM OOIIECTBE 3TO BBI3BIBAECT JUAMETPAJIHHO MPOTHUBOIOJIOKHYIO peakuuto. Eciu
Bbl COOOLIMJIM KOHKPETHO, YTO BBl XOTHTE OT YEJIOBEKa, Bbl YKOHOMHUTE Balle oOliee
BpeMsi U MOKa3bIBae€Te YETKOCTh CBOEH Mmo3ulmu. HanmpoTus, eciau Bbl HE YTOUHWIIH, 3a4€M
BBl BeJIETE MEPENUCKy, 3TO MOKET BBI3BAaTh pa3Apa)keHHE y aJpecara WM MPOCTO HE
MPUBECTH K MPOJOJDKEHUIO IHaliora, TaK Kak Ballle MUChMO IPOCTO OCTaHeTcs 0e3
BHUMAaHHS.

ITpumepsl

1 Please, have a look at them and let me know if I can provide you with any further
information. — [ToxainyiicTa, B3IJITHUTE HA HUX U coOOLIUTE, HE TpeOyeTcs JI BaM Kakasi-
0o panpHenas nHpopMaus.

2 Hope it will help you to form an opinion about my professional skills and make a
decision about future possible collaboration. — Hagerocs, 3Tu JOKyMEHTHI TOMOTYT BaM
COCTaBUTh MHEHHE O MOMX MpO(ecCHOHATbHBIX HABBIKAX M PACCMOTPETh BO3MOXHOCTb

HAIIIETO COTPYIHUYECTBA B OyAYIIEM.
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b.2.4 Tlpomanue

[Tpomanue B COMPOBOIUTENHLHOM MUCHME TOXKE CTPOMTCS MO CTaHAAPTHON CXeMe.
Bri moxkeTre wucnonp3oBath KoHCTpykuuu Yours faithfully (mpu oOpamenun Dear
Sir/Madam), Yours sincerely (mpu oOpaiieHur C yKa3aHHEM UMEHHU ajpecara), a TakkKe
KOHCTpyKIMIO Best regards.

ITpumepsl

1 Looking forward to hearing from you;

2 Best regars;

3 Irina Ivanova.
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Hpuiaoxenue B
(pexomenoyemoe)

CobecenoBanue

CobecenoBanue Mpu MpuemMe Ha paboTy B Pa3IMYHBIX OPraHU3AIMSIX MOMKET
MPOXOJIUTh A0COJIOTHO MO-pa3HOMY. B 0HON KOMIAHMM OHO MOJKET UIUThCS 0Kojo 10
MUHYT, B JPYrOi — MPEACTaBIATh CO00I HECKOJIBKO 4YaCOB MHTEHCHUBHOTO OOIIECHUSI.

B mob6oM ciiyuae BaM HE0OXOJMMO IMPOU3BECTH OJIATONPHUSATHOE BIICUATICHUE U
MOKa3aTh OTJIIMYHOE 3HAHUE S3bIKA.

[lepBoe BmeuarieHHe, CO3JaHHOE BaMHU NIPU BXOJE B KAOWMHET, MOXET OKa3aTh
0oJbIIOE BIAMSIHHE Ha pe3yJbTaThl coOeceaoBaHMs. Bbl TOMKHBI BeCTH ce0sl CIIOKOWHO,
YBEpEHHO U JpyxkentoOHo. [lepBolli BOIpOC, 3a/laBaeMbIii MEHEIKEPOM IO Kajpam,
OoObIYHO HampaBlIeH Ha ycTaHoBieHHe KoHTakTa (“breaking the ice”). Ilostomy He
YAUBJISUTECH, YCIBIIIAB TAKOK BOMPOC:

How are you today? — Kak nena?

Did you have any trouble finding us? — Bsl ¢ Tpynom Hac Hanum?

What do you think of the weather today? — Kak Bam norona ceronus?

OTBeT B TaKo¥ CUTyallMy JOJIKEH ObITh BEKIMBBIM U KPATKHUM.

[Tpumep: — How are you today? — Kak Bammm nena?

- GOOD

ITpumepsl

1 I'm fine thank you, and you? — Cniacu6o, xopoimo, a y Bac?

2 I'm well thank you. — Bce ornuuno cnacu6o.

- BAD

ITpumep — So, so — Huuero.

- OK — HopmansHo

[Tpumep — Not so well — He ouens.

CaMoe cyIiecTBEeHHOE, O YeM BBl MOJKETE paccKa3aTh BO BpeMsi cobeceJoBaHus, 3TO

Baime oOpas3oBaHue W OmbIT paboTel. OOpa3zoBaHMe BKIIOYAET B ceOs Bamry ydeby co
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CTapIIUX KIJIACCOB IIKOJIBI U JI0 CHEIHAIbHBIX KypCOB, KOTOPHIC BBl MPOILIH B TOCIEIHEES
Bpems. OmbIT pabOTHl BKJIOYAET JIOOYIO JEATENbHOCTh, HANPSAMYIO WIM KOCBEHHO
CBSI3aHHYIO C JOJDKHOCTBIO, HA KOTOPYIO BBI IIPETCHIyETE.

Ecnu BBl yxe monyumnmu o0pa3oBaHHE, TO paccKa3blBaTh O CBOCH ydeOe HYKHO B
MpOIIE/IIeM BpEeMEHH.

ITpumepsl

1 I attended the Moscow State University from 1985 to 1991. — S yuuncs 8 MI'Y B
nepuon ¢ 1985 no 1991 rogx.

2 I graduated with a degree in computer science. — S momyumn oOpa3oBaHue B
00J1aCcTH BBIYUCIUTENLHON TEXHUKH.

Ecnmu BBl eme sBiIseTech CTYACHTOM, TO HYXXHO HCIOJIb30BaTh HACTOSIIEE
mmrtenbHoe BpeMs (Present Continuous).

ITpumepsl

1 I am currently studying at the Moscow State Technology University and will
graduate with a degree in engeneering in a year. — B Hactosmuii MOMEHT 5 yaych B MI'TY
U Yepe3 roJl MoIydy JAUIUIOM UHKEHepa.

2 I am studying English at the Foreign Language School. — I u3y4aro anrnuiickuit
A3bIK B [1Ikosie THOCTpaHHBIX SI3BIKOB.

Korna BeI paccka3piBaeTe 0 KOMITAHWH, B KOTOPOi BBl paboTaeTe B JaHHBI MOMEHT,
HE00X0UMO HCTIONB30BaTh HacTosimee Bpems (Present Continuous unu Present Perfect
Continuous).

Hampumep — I have been employed by ABC company the for the last 6 years as a
salesperson. — B Teuenue nocneanux 6 mecsiues s padoraio B komnanuu ABC B kauecTBe
npojaBla.

Korma BbI pacckas3piBaeTe O CBOEM MPEOBIAYIIEM OIBITe Pa0dOThI, HEOOXOIMMO
YHOTPEOIIATH MPOLIeIIee BpEeMs.

Hampumep — 1 was employed by Jackson's from 1989 to 1992 as a clerk. — 41

paboran B kommanuu Jackson ¢1989 mo1992 rox Ha JOJKHOCTH aIMUHUCTPATOPA.
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Hpuiaoxenune I
(pekomendyemoe)

Oobumenne no reaegony

JlenoBoil pasroBop 1Mo TenepoHy — HEOThemJieMas dYacTb paloThl JHOOOTO
ousHecmena. Ilo TenedoHy Ha3HayalOTCSd U TMEPEHOCITCS BCTPEUYH, OOrOBApUBAIOTCA
ycioBuUs paboThl, BeAETCS MPOQECCHOHATBHBIN AUAJIOT.

Heckoapko cOBETOB 0 TOM, KaK MPaBUIBHO MOCTPOUTH Pa3roBOp IO TelaepOoHy, TaK
9TOOBI OH 0BT MAKCUMAJILHO YCTICIITHBIM.

Bo-1niepBbIX, OCHOBHAs 11€JIb BALIETO 3BOHKA — MEPEAAaTh CBOIO 3aMHTEPECOBAHHOCTD.
Bbl 10JDKHBI MOKa3aTh, YTO C HETEPIIEHMEM JKJETE€ BCTPEYM C MApPTHEPOM M BaM
JICUCTBUTENIBHO €CTh, 4TO oOcyauTh ¢ HHUM. CTapaiiTecb BECTH Pa3roBOp KHUBO,
SHEPTUYHO, Cpa3zy cooO0IIaTh O TOM, YTO BBl XOTHTE paccKa3aTh MpHU JUYHON BCTpeue
(pazymeeTtcsi, KOpOTKO, HE pacKpbIBas AeTajeil).

Bo-BTOpBIX, MOMHUTE, YTO Ball TeJIe(POHHBIN 3BOHOK [0 BPEMEHHU JOJKEH OBITH
KOPOTKUM, MaKCUMaJIbHO 2-3 MUHYTHI. Belb Balield OCHOBHOM 3ajaueil sIBJISIETCA TOIBKO
Ha3HAYUTh BCTpEUy, a HE paccKa3aTb O Ballle KOMIIaHMM Wi npoxykre. Ilocrapairecs
oOpucoBaTh CUTyallMI0O KaKk MOXXHO Oosee emko B 1-2 mpemnoxkenusx. W3BecTHO, yTO
TOJIbKO TPU ayAHaJbHOM KOHTAKTe BHUMAHHUE 4YeJIOBEKa OBICTpO TepsieTcs, U CKopee
BCETr0, 0 Bac OBICTPO 3a0yAyT Kak 00 HCTOYHUKE YTOMUTEIHHOTO IIyMa.

B-Tperbux, mpexje 4eM NO3BOHUTH BalllUM IApTHEpPaM, HANUIIUTE MPUMEPHBIN
TEKCT Jauasiora Oymare. ITO MOMOXET BaM HE TOJILKO HEe COMBATHCS B MPOIECCE Pa3roBOpa,
HO U CIIAaceT Bac OT HENPUATHBIX May3 U 3aTPYAHEHHA, €CIU BBl BAPYT 3a0yAeTe CIOBO WU
¢dbpasy Ha aHTIIUHCKOM.

Husxe MbI paccMOTpUM, KaK NPaBUIbHO HA3HAYUTh BCTPEUY Ha aHIJIMICKOM S3BIKE.

1 Hauano pasroBopa

B camom Hauane pasroBopa OyaeT OYE€Hb JIOTMYHBIM TPEACTaBUTHCS H
MONPUBETCTBOBATH YEJIOBEKA HA IPYTOM KOHIIE TeJIe(POHHON JIMHUH.

Hello, my name is .... — 3npaBcTBYyiiTe, MEHS 30BYT. ..

Good morning I'm .... — JloGpoe yTpo, 37O ....
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May I speak to ...? — M0O>XHO MOTOBOPHUTS C ....?

I’m calling on behalf... — 4 3BoHIO OT .... (MMEHU, KOMTIAHUHN ).

I’d like to arrange an appointment. — 51 ObI XOT€N HA3HAYUTH BCTPEUY C....

2 Tlpouecc 06CyKaeHUS BCTpEUU

31ech yMecTHBI OyIyT BEKJIHMBBIC TPEJIOKESHUS BPEMEHH BCTPEUH, OOCYXKICHUS
BO3MOKHOCTEH CTOPOH, YIIOMUHAHUS APYTUX YYACTHUKOB MPEINOIaracMoi BCTPEUH:

I’'m calling to fix/arrange/agree another time. — I 3BoHI0, YTOOBI MEpEeHECTH HALTY
BCTpEYYy.

Michel and Ana are tied up/busy/unavailable this week. — Muxaun u AHHa HE MOTYT
Ha DTOU HeJlele.

Do you mind if we postpone it/move it back/put it back to next week? — Kax Bam
cienyomast Heaens?

Which day are you thinking of/do you have in mind/do you want? — Kakoit nenp Bbl
npeaaraere?

Does Wednesday sound good/suit you/look ok? — Bam nogxonut cpena?

How about/ Are you free on/Can you make Thursday? — Bac yctpour uerBepr?

Which would be best/convenient/OK for you? — Kakoit neas Bam yno6en?

We can make it/’re free/’re available after lunch. — MsI cBoO0AHBI IOCTIE 06€aa.

That sounds fine/great/good. — OTnuuHo.

The appointment is/So that’s/We can confirm Thursday at two o’clock. — Mtak, mMb1
BcTpeuaeMcs B uersepr B 14.00.

3 Koner pa3roBopa

31ech YMECTHO HE TOJBKO MPOIIaHKue, HO M U3BUHEHUS, a TAKXKE MPOCHOBI:

Could you tell him that...please? — He moryiu 651 BbI cKa3ath emy, 4To...?

Sorry to have troubled you. — I3BuHUTE, 4TO OOECTIOKOUI.

Can I take a message? — Uto-uHuOyp nepeaaTs?

Thanks, I’ll call back later. — Criacu6o, st mepe3BoHIO.
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Hpuiaoxenune [
(pekomendyemoe)

YcrHoe nesioBoe o6menne (CBerckas Gecena)

JlenoBoil MPOTOKOJ (AUIIIOMAaTUYECKUN MPOTOKOJ) — 3TO COBOKYIHOCTH IPaBUII,
HOPM, TPAJUIUH, BEIPAOOTAHHBIX ISl IEJIOBOTO OOIIEHUS.

IIpn BCcex moe3nkax 3a rpaHMIly HYKHO MMETh B BHIY, YTO BO MHOI'MX CTpaHax
JMYHOCTHBIE Ka4eCTBa OTJIEIHHO B3ATOTO YEJIIOBEKA UTPAIOT ropas3io OOJIBIIYIO POJb, YEM
B HAIlIEU CTpaHe.

ByabTe HOCTOMHBIM MpeACTaBUTENEM CBOEH KYJIbTYphI, BEAUTE ceOs, KaK XOpPOIIO
BOCIIUTaHHBIN YENOBEK, — OyyT BCTPEUATh C yBa)KEHUEM.

Koneke xopouiero nosenenus B ctpanax Esponsl u CIHIA daktudecku enus.

JIEHCTBYIOT 4YE€ThIpE OCHOBHBIX IIPABUJIA XOPOLIErO IOBEICHHUS: BEXKIUBOCTD,
IIPOCTOTA, JOCTOMHCTBO U XOpOILIee BOCIIUTAHUE.

Ho cymiectByer u HaloHanbHas cenuduka TUIIOMaTHYECKOTO POTOKOJIA.

AHrnuuyaHe OyIyT MOTPSICEHBI, €CIU BBl OMO3JA€T€ HA BCTPEUy JakKe MHHYT Ha

IATh-ACCATD. A B Mcnanuu Ha 3TO HE O6paTSIT BHUMAaHUHA.

.1 ®panuus

JlenoBsle meperoBopsel, Kak npasuiio, HaunHatoTes B 11.00. B 12.30 yyacTHukam
MIEPEroBOPOB MOTYT IMPEMJIOKUTh TPAJAULMOHHBIN 3aBTpak c anepuruBoM. Ilupoko
MpakTUKyeTCsl oOCyXJeHue nen 3a enoil. JlemoBoir oben MOMXKET JUIMThCA MOJTOpa-IBa
qaca, JIeJIOBOM Y’KUH — 3aHATh BECh BEYED.

Bo ®pannuu aroau m00sT 6JE€CHYTh CJIOBOM, MOJTYaIUBOCTbD 371€Ch HE LIEHUTCS.

Ctuib MOAroTOBKHU (PPaHITy3CKUX JEJIOBBIX JIIOJEH K MPEACTOSAIIUM IEPEroBOpaM —
OCHOBATEJNBHOCTh U TIIATENbHOE, JOCKOHAJIBHOE U3yUYEHHE BCEX ACIEKTOB U MOCIEACTBUN

MOCTyMAUUX npeaioxkeHuu. Ilpu BegeHun gen xapakTepHas udepTa (paHIy30B —
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OCTOPOXHOCTb. OHM BecbMa HCKYCHO, C M3SILIECTBOM OTCTAaWBAalOT CBOM HMHTEPECHl U
MO3UIUH, HE JI00ST TOProBaThCs, MEPErOBOPHI BEAYT BEChMa KECTKO.

IIpoTokOs HWrpaer LEHTPaJbHYXO pOJb B JEJIOBOM KylbType. BeximBoCcTb H
(GOopManbHOCTh WIpAIOT 3HAYUTENIBHYIO pOJIb B ONPEJICIICHUH CTPYKTYpbl pabodmnx
otHomeHuid. dpaniry3ckas KynbTypa Ou3Heca uepapxudeckas — GopMaibHbII «BbI», a HE
«TBI», €CJIM BaM He OyJeT MPeI0KEHO CAETIaTh 3TO.

@paHily3bl — BEJTUKUE NMATPHOTHI CBOEH POAMHBI, C JIIOOOBBIO OTHOCAIIUECS K €€
UCTOPUH, KYJIbType, A3bIKYy. IloaTOMy Ha meperoBopax ¢ HUMH BECbMa >KEJIATEIBHO
UCIOJIb30BaHUE B KadecTBe OQPHUIMAIBHOTO (paHIy3cKOro s3blka. Marepuasl,
HCIIOJIb3yEMBIE Ha IIEPETOBOPAX, TAKXKE JIy4llle TOTOBUTH HA 3TOM A3bIKE. JIOTOBOPEHHOCTh
0 BCTpeue HeOOXOAMMO BCAKHUI pa3 MOATBEPKIaTh B MUCbMEHHOM BHJE Ha O€3yNpeyHOM
(bpaHIly3CKOM SI3BIKE.

@paHLy3bl CUMTAIOT BYJbIAapHbIM TOBOPUTH O JEHbIAaX B HaAdajle BCTPEUYU U

MPEANOYHUTAIOT HE 3aTParuBarh 3Ty TEMY, IIOKa MEPETOBOPHI HE MPUOIU3ATCSA K KOHILY.

.2 Aarams

AHITMUCKHI XapakTep KaKeTCs MPOTHBOIOJIOXHOCTBIO ¢paHIy3ckoMy. [Ipexne
BCEro, 3TO CJHEP>KAHHOCTh, CKJIOHHOCTh K HEJOCKA3aHHOCTH, HEMHOTOCJIOBHE, MOPOil
rpaHuyallee ¢ MOJI4aaIuBOCThIO.

CunbHelas yepTa XapakTepa aHIJIM4aH — YyBCTBO CIIpaBelIuBOCTH. [Ipu Benenuun
JIe] aHTJIMYaHe TMOJIaratoTCsd Ha BEpPy B YECTHOCTh MapTHEpPA, HE TEPIST KOBAPCTBA M
xutpoctu. OOIIEN3BECTHO HX YyBaXXEHHE K MHEHUIO coOecenHuka. Kpome Ttoro, B
pa3roBopax OHU BCSYECKH HM30EraroT JTUYHOCTHBIX TEM, YTO CUHUTAIOT BTOPKCHUEM B
JIUYHYIO JKU3Hb.

[Iponienypa 3HaKOMCTBa OJIOJIETCS OYEHBH CTPOTO, BoIbIoe 3HAUCHUE UMEET, Ybhe
uMs OyJIeT Ha3BaHO MEPBbIM. AHTIIMYAHUH HAOIIOAET, KOTO MEPBHIM IIPEICTABIISIOT.

[leperoBopel ¢ aHIVIMACKMUMHU OPraHM3alMUsAMU HAJ0 HAYMHATH C TIIATEIbHOU

MOJATOTOBKM U coriacoBanus. Eciaum cpoku u mporpaMma Bamiero NpeObIBaHUS
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COTJIaCOBaHbl, HET HUKAKOW HEOOXOJUMOCTH COOOIIATh aHTJIMHCKUM MapTHEpaM O CBOEM
NPUOBITUM U MECTE OCTAHOBKH, T.K. AaHIJIMYAHE UCKIIOYUTEIBHO MyHKTYaJIbHBI.

[Ipu mepBoii BCcTpeue NMPUHATO OOMEHUBATHCS PYKOMOXKATUSAMU, TP JAabHEHIINX
JNOCTATOYHO YCTHOTO IIPUBETCTBUSL.

PaszroBop HaumHaeTcs ¢ IMOCTOPOHHUX TEM — IIOroja, CrIopr u T.4. Pemenwue
aHrJIM4aHe MPUHUMAIOT MeJJICHHee, Hexenu (paHiy3sl. B meperoBopax BecbMa ruOKu u

BHUMATCJIbHBI K HHUIIMATHUBaM I[perfI CTOPOHBI.

.3 Uranus

JlemoBbple  WTANBSHIBI OTJIMYAKOTCS OMNPEACIEHHOW CAEpk)aHHOCThO. U 31O
HECMOTPSI Ha CBOM HAIMOHAJIbHBIE YEPThl — SKCIAHCUBHOCTb, MOPBIBUCTOCT,
OOIIUTENHLHOCTb.

[IpencraBnsisch, HAa3bIBaTE TOJLKO CBOIO ammiuto, Haripumep «IleTpoBy, a 3aTem
noxxmure pyku. B Uramum pykomoskarnem oOMEHHMBAIOTCS Jaxe >KeHUIuMHBI. LlemoBathb
PYKY KEHIIMHE MOKHO B Hepaboueit 00CTaHOBKE, B IEJIOBON HE MPUHSATO.

OTHIOIb HE BCe, Jaxke B OM3HECE, 3HAIOT AHIVIMWCKUN S3bIK. Eciim BBl He 3HaeTe
UTaJbSIHCKOTO, 0€3 IepeBOIUMKA, OBITH MOXKET, BAM HE OOOUTUCH.

JlenoBble pa3BIEKATENbHBIE BCTPEUM HUTAIBSHIBI YCTPAUBAIOT B PECTOpPAHE, a HE
noma. Takum HedopMaIbHBIM OTHOIIEHUSM OHM MPUIAIOT OOJBIIOE 3HAYCHUE, Tojaras,
yTO0 OoJee cBOOOAHAs arMocdepa TaKUX MEPONPHUITHIA CIIOCOOCTBYET YCTPAHEHUIO
MIPOTUBOPEYHH.

Colupasice B 3Ty CTpaHy, MOCTapaWTech Y3HAaTh IMOOOJBIIE O €€ HUCTOPUU H
KyJbType. UTanbsHIBI BBICOKO LEHST MPOSIBICHUE CO CTOPOHBI HHOCTPAHIIEB YBAXKEHUS U

MHTEpeca K UX POJUHE, YTO MOXKET CO3/1aTh OJaronpusTHYI0 arMoc(hepy Ha MeperoBopax.
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1.4 Ucnanust

Ucnanckuii 6usnec oueHb oduimaned. Tak, cobupasice B Mcnanuto, HEMPEMEHHO
HY)XHO COOOIIUTh HMCIIAHCKUM MapTHEpaM O CBOEM MpHObITHH B cTpaHy. LlepemoHwus
NPHUBETCTBUS OOBIYHA: PYKOIOXKaTHE W OOMEH BHW3UTHBIMH KapToukamu. Ho B camoii
Vicnanuu npu BCTpede MY>KYUHBI KPETIKO OOHMMAIOTCS, YTO CIIETyeT UMETh B BUY.

Bonbioe 3HaueHWe NpUAAETCS TOMY, YTOOBI TIEPErOBOPHI BEIHCh MEXKIY JHOJbMU
OJIHOTO CIyX)eOHOoro Jimbo oOuiecTBeHHOro panra. IleperoBopel OOBIMHO MPOXOIAT C
y4acTUEM OJHOTO WMJIM HECKOJBKUX MapTHEPOB U MO TPAJAUIIUU HAYMHAIOTCS C OOIINX TEM
— MOTOJIbI, CTIOPTa, MECTHBIX JIOCTONPUMEYATEIbHOCTEH | T.11. [[0BOPUTH MCHAHIIBI JTFOOST
MHOTO, a I[IOTOMY perJIaMeHT BCTpEeY 4YacTo He coOmromaercs. To4HO Tak ke
MYHKTYaJIbHOCTh W COOJIIOZICHHE CPOKOB — HE camas CWiIbHas 4yepra ucrmanneB. CTUIb
BEJICHHUS IIEPETOBOPOB C HHMH CYIIECTBEHHO MEHEE JMHAMUYEH, YeM, CKaXKeM, C
aMepuKaHIaMu. XapaKTepHbIE YEpThl HCIAHIEB — CEPhE3HOCTh, OTKPHITOCTH,

YCJIOBCYHOCTD, TAJIAHTHOCTDb, HYBCTBO FOMOpA.

.5 I'epmanus

CunbHple 4YepThl HEMEIKOTO HAlMOHAJIBHOTO  XapakTepa  OOIIEU3BECTHHI:
TpynojtoOue, TpUIeKaHHE, MyHKTYalbHOCTb, pPallMOHAJIbHOCTh, OEpPEHKIUBOCTD,
OPraHU30BAHHOCTb, IIEAAHTUYHOCTb, CEPbE3HOCTb, PACYETIMBOCTb, CTPEMIICHHE K
YIOPSAAOYEHHOCTH.

IIpouenypa JIMYHOrO MPEACTABICHHUS U 3HAKOMCTBA HAXOIUTCA B COOTBETCTBUM C
MEXAYHApOJHBIMU HOPMaMH: DPYKOIOXaThue M oOMeH Bu3uTKaMu. IlepBeiM ciemnyer
Ha3BaTh TOTO, KTO HaXOJUTCS Ha 00Jiee BHICOKOU CTYTICHHU.

[TeperoBopbl 0OBIYHO BEYTCS C y4acTHEM OJHOTO WJIM HECKOJBKUX MapTHEPOB. Bee
BCTpeUM Ha3zHayaroTcsl 3abiaroBpeMeHHO. HeMiibl oueHb caepkKaHHbI U O(QUIIUAIbHBI, U
MOTOMY MHOTUM KaXXyTcsl HeApyXemtoOHbIMU. OUeHb TIIATENbHO MPOpadaThIBAlOT CBOIO

no3uiuio. Borpockl 1r00sT 00Cyk1aTh MOCIEA0BATEIBHO, OJMH 32 APYTHM.
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3akmroyas CJHEIKHM, HEMIbl HAacTauBAaIOT Ha JKECTKOM BBIIIOJIHEHUM IPUHSTBIX
0053aTeNIbCTB U Ha YCJIOBUHU YIUIAThI BBICOKUX IITPa(OB B CIy4yae UX HEBBITIOIHEHUS.

A BOT ele MEIKHE, HO T0JIE3HbIE JETaN:

* eclIi Ha COBEILIAaHWHU BaM HAJI0 YTO-TO 3aMUCaTh, MOMPOCUTE Pa3peLICHUS;

* K HauaJbCTBY YacTO OOpallaloTCs MO Ha3BaHHUIO Mpodeccur WM Mo 3aHUMaeMOi
JOJIKHOCTH;

* Korjma pasroBapuBaeTe C HEMLEM WM MOXKHUMAaeTe PYKY, HUKOT/Ia HE OCTaBJISHTE
PYKY B KApMaHE — 3TO CUUTAETCS BEPXOM HEYBAKECHHSI;

* Ipu 3HAKOMCTBE Ba)KHbI YHHBI U 3BaHUS;

* He yBJIeKaliTeCh CBETCKMMHU Pa3roBopamu — 3T0 OU3HEC.

J1.6 llIBeuusn

JIOCTOMHCTBaMU IIBEIOB SIBIISIOTCS CEPhE3HOCTh, MOPSIOYHOCTh, AKKYypPaTHOCTH,
MyHKTYaJbHOCTh, HAJIC)KHOCTb.

[[IBeapl BHICOKO IEHAT B MapTHepax mnpodeccuoHamu3M. BraneioT HECKOIbKHUMHU
SI3BIKAMHU, B TIEPBYIO OYepElb AHTTTUHUCKUM U HEMEIKUM. YTIOMSHYTasi MyHKTYyaJIbHOCTh Ha
MeperoBopax MPOSIBISIETCS B TOM, YTO OHU MOSBJISIOTCS B TOYHO HAa3HAYEHHOE BpeMs,
OTKJIOHEHHE OT KOTOpPOro He mpeBbimaer 3-5 wmuHyT. OHU [JIAHUPYIOT Jela |
JIOTOBapUBAIOTCS O BCTpeUax 3apaHee.

JI7ist IBEACKUX MpeaIpuHUMAaTeNel KeJaTelbHO 3apaHee 3HaTh COCTAB yYaCTHUKOB
MEPEroBOpOB W TMporpamMmy NpeObIBaHUS MApTHEPOB B HX crpaHe. lIpeamouuTaror
MpEeBAPUTEIHHO BCECTOPOHHE U3yYaTh IMOJYYEHHBIE npesjioxkenus. [Ipu paccMorpenuun
JICJIOBBIX BOMPOCOB OOpallal0T BHUMaHUE JaXKe Ha MeJbYalllue JeTau, MOITOMY HX
nmapTHEpPaM CJEAYyeT TIATEIbHEHIITUM 00pa3oM TOTOBUTHCS, a TAaKXKE HE BECTH ceOs
CJIMIIIKOM CaMOYBEPEHHO M M30erarb XBacTOBCTBA. B mo0OoMm ciyuyae, Kak Obl BbI HE
MPOBEJH BCTPEUY C HUMHU, KOMIZTAMEHTOB BPSI JIU I0KICTECh.

[TeperoBops! MmBEABI TPAAUITMOHHO HAYMHAIOT C OOIIKUX TEM — MOTO/Ia, BIICYATICHUS

rOCTeM, CIOPT W T.A. BBICKa3aTbCs MPENOCTABIAT BO3MOXKHOCTh Kaxkaomy. Hamaxusaiite
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"BHYTPEHHUH KOHTaKT C HUMM — JAPYKECKHE OTHOIIEHMS Y HUX UIPAIOT BaXXKHYIO pOJib B

OunsHece.

1.7 CIIA

OcoOeHHOCTH TOBEACHHUS JIEJOBBIX aMEpPUKaHILEB OOYCIOBIEHBl YepTaMu
COOCTBEHHO HAIlMOHAJIBLHOTO XapakTepa, cUcTeMoil oOpazoBanwus, junepctsom CIIA B
MUpe.

Ctuns nenoBoro ob1eHust — npodeccuoHaIu3M U KOMIIETEHTHOCTh. MiMest 00bIYHO
00JbIIyI0 CBOOOAY B MPUHATHH OKOHYATENbHBIX PEIICHUH, YeM MPEACTABUTENN JIPYrHX
CTpaH, aMEpUKaHCKME MapTHEPHl HEPEIKO TNBITAIOTCA HaBA3aTh CBOM IpPaBWJIa WUIPHI,
NpOSBIISASI  M3BECTHYIO  arpecCMBHOCTL W Jaxe rpyboctb. Ha  meperoBopax
NPUIEPKUBAIOTCS TpeX TMPaBWI: aHATU3UPYH, pas3aensii o00s3aHHOCTH, MPOBEPSIiA
UCIIOJIHEHHE.

[leperoBopbl, Kak mpaBWIO, UAYT OAMH Ha onauH. [lpeanoxeHus HauYMHAIOT
obcyx)aarh ¢ 00IIero Bompoca, MOCTEeHHO TIepexos K aeransM. Jleranu, T.e. "Menoun
JUI HUX OY€Hb BAXKHBI, T.K. HET HUKAKUX MEJIOYell pH OpraHu3aluu Jodoro nena — 0y b
TO MOATOTOBKA K MEPETOBOPAM WJIM MPaKTUUECKas peau3alus J0roBopa.

AMepHUKaHIbl )KUBYT IO PACIHUCAHUIO, KOTOPOE COCTABJIAIOT HAa KaXJAbIH JCHb, a
MOTOMY OYE€Hb MYyHKTyaJbHbI, Ha JICJIOBBIE BCTPEYM HHUKOTJa HE OMa3JbIBaloT. Bpems

TaKHUX BCTPEU U EPETOBOPOB CTPOro OrpaHUUYEHO — He OoJiee yaca.

.8 OcTtanbHbIe eBpoNeHCKHe CTPAHBI

J1.8.1 ABctpus
* ByibTe MyHKTyaIbHBI.
* Bce ouens odpunnansHo. He Ha3bIBaliTe 1Mo MMEHaM.

* Kpenkue pyKoIokaTus U IpsIMON SHEPrUYHbIN BU3yaIbHBIN KOHTAKT.
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J1.8.2 benbrus

* benbruiflibl O4€Hb MYHKTYaJIbHBI.

* VmMmerwT nepxartbcs U OpHUIHMANIBbHO, W HEOPHUIMATLHO, 00JIaal0T OTIMYHBIM
YyBCTBOM IOMODA.

* He nep>kute pyKH B KapMaHax.

J1.8.3 bonrapus

* MaJio KTo 3HaeT aHIJIMACKUIA.

* KuBOK 03HauaeT «HeT», a IOKa4MBaHHUE rOJIOBOM U3 CTOPOHBI B CTOPOHY O3HAYaeT
it

* IIyHKTYyaJlbHBI.

* O BCcTpeuax cienyer JOroBapHBaThCs 3apaHee U MOATBEPKAATh TOTOBOPEHHOCTD
MUCHMEHHO.

* IIpuBeTCTBUS — PYKOIOXKATHUSI.

J1.8.4 Jlanus

* JlaTyaHe OYeHb MyHKTYaJbHBbI.

* IIpuBEeTCTBUS — KPENKUE PYKOIOXKATHSA, Ja’Ke C ACTbMH.

* He myTaiiTe 1aT4yaH cO MIBEIaMU MM HOPBEXKLAMHU.

J1.8.5 I'penns

* JlenoBble OTHOLIEHUS! OYEHb O(UIIMANIbHBIE, B HUX Y4aCTBYIOT IJIaBHBIM 00pa3oM

MYKXYH1HBI.

* JlenukaTHO, ¢ COOIIOACHUEM STHKETAa, OTHOCUTECH K YKCHIIMHAM.

J1.8.6 Benrpus

* TloBceMeCcTHO pacpoCTpaHEHbI PYKOIOKATHS.

* BeHrpbl 0OYeHb BEXKIIMBBI U OYEHb O(QULIHATBHBI.

* He mro04T, KOTJa XBAJIAT UX CAMUX MU UX paldoTy.

J1.8.7 Hunepnanabl

* O BcTpeuax HEOOXOIUMO JOTOBAPUBATHCS 3a0JIarOBPEMEHHO.

* OneBarbcs CieyeT KOHCEPBATUBHO.

* He wnaspiBaiite Hunepmanner [omnmanmueit: B cocraB HupepnaHaoB, MOMHUMO

cobcrBenHo [Nomnannuu, Bxoaat Cypunam u Huznepnanackue AHTUIBCKHE OCTPOBA.
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* VrnorpeOnsiiTe TepMUH «HUIEPIAHANBD. «[ OJUIaHIUbBD) — OMpelesieHue 4acTu
YKUTEJIEH, UM HE CJIEAYET MOJIb30BATHCS.

J1.8.8 HopBerus

* He myTaiiTe HOPBEXKIIEB CO MIBEIAMU UJIM JaTYaHAMHU.

* ByibTe O4eHb MYHKTYaJIbHBI.

* O0pamenus oduimanbHel. MOTYT Ha3bIBaTh N0 (DAMIIIHH.

J1.8.9 ITonpmia

* [{leHUTCS TaKT U BEXKIIMBOCTb.

* Tlonstku TOpASATCS CBOCH UCTOPUEH U KYJIBTYPOI.

* [IpuHsATH OUITMATBHBIC PUBETCTBUS U PYKOTIOKATHUS.

J1.8.10 ITopTyranus

* Hu B KOoeM ciiydae He MMyTalTe MOPTYTraibleB C UCIIAHIIAMH.

* By 1bT€ UCTIOTHUTEIIBHBI.

* [loMHUTE O TPATUITMOHHBIX OOBIATHSIX MPU BCTPEUE MYKUHUH.

J.8.11 Pymbinug

* MHOTO pyKOTIOXaTHIA.

* IIyHKTYanbHOCTb.

* OuruanbHOCTh B 0OpaIeHHsIX.

1.9 Small talk: 6os1b1I0€ HCKYCCTBO ''MasleHbKOI Oeceanbl"

VYnaunas cBerckas Oecena (small talk) MoxkeT oka3aTh 3HAYUTEIBHOE BIUSHUE HA
YCTaHOBJICHUE JICTIOBBIX KOHTAKTOB.

Jro0oli KOHTAaKT HauMHAETCS MMEHHO cO cBeTckoil Oecenbl (small talk). Takum
o0pa3zoM, MPOUCXOAUT Kak Obl MepBOe B3auMHOE cKaHupoBaHue. Cerckas Oecena (small
talk) siBnsieTCss OueHb BaKHBIM (PAKTOPOM Kapbephl, MOTOMY YTO YacTO OHA 3aBHCHUT OT
KOHTAKTOB ¥ OTHOIIICHUH C ONPEACICHHBIMU JTFOIbMH.

He wnyxHO 3a0bBaTh O TOM, 4TO cBerckas Oecema (small talk) — 3To ToNBKO
CPEIICTBO, MTO3TOMY €0 COJIep>KaHHWE HE JOJDKHO CTOATHh Ha mepBoM miaHe. Ha camom
nene, BaxxHa obOmras atmochepa Oecenbl. Bo Bpemsi cBetckoit Oecennr (small talk) mbr
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MOJICO3HATEIHHO AHAIM3UPYEM OCAaHKY YeJIOBEKa, €r0 WHTOHAIIUIO, 00mMii HacTpoi. Mel
MOJIy4aeM O4Y€Hb MHOTO HeBepOaibHOU nHpopManuu. MIMEHHO 1 3TOTO U HY’KHA JIerKasi,
Ha TepBBIN B3I HUYEro He 3Hayvaias oecesa.

Yrobsl cBerckas Oecena (small talk) ymamace, pekoMeHayeTcss NMpUIAEPKUBATHCS
HECKOJIBKUX MPaBUIL:

- [locTapaiiTech Kak MO’KHO CKOpee HalWTH OOIIyI0 TeMy AJIs pa3roBOpa, TOTa Balll
uHTepec B Oecese OyIeT HEMOAEIbHBIM.

- BHMMAaTENBHO CilylanuTe U MPOSBIIINTE UHTEPEC K YCIIBIIIAHHOMY.

- 3aaBaiiTe OTKPBITBIE BOIPOCHIL, HA KOTOPBIE HE MOCIEAYET OJHOCIOKHBIA OTBET
"nma" wam "Het".

- Jlenaiite Bamemy coOecelHMKY KOMIUTMMEHTHl. Ho He mepectapaiitech. Bamia
MoXBaJa J0JKHA OBITh 000CHOBAHHOM.

- PerynspHo uuTaiiTe W 3aBeAMTE OpHUTHHAJIbLHOE X000U. DTO cremaer Bac
3aHUMATEIbHBIM COOECETHUKOM.

Small talk — 310 HCKycCTBO accornuanuii, TO €CTh JIETAHTHBIN MEPEX0] OT OAHOU
TEMBI K IPYTOu.

Emie cymectByeT psn Bewieil, KOTOpble HE CTOUT JieNarh, YTOObI HEMPHUHYXKIACHHAS
Oecena yaanach:

- He 3areBaiiTe NpPOINOJDKUTENBHOTO pa3roBOpa, €CIM Bbl BHUIWATE, 4YTO Balll
cOOECeHHK CHEIIUT WM 3aHIT YEM-TO APYTUM.

- He nepeckasbiBaiiTe copepx’aHusi KHUT WU (PUIBMOB, €CJIM HUKTO, KpOME Bac, HE
3HAKOM C HUMU.

- He 3atparuBaiite TeM, KOTOpbIE€ MOTYT CTaTh MPUUUHON KOH(IUKTA WU TOJTYyYUTh
HenpusaTHOE pa3BuTHe. K Takum TeMaM OTHOCATCS MOJIUTUKA, PESTUTHS UM O0JIe3HHU.

B CIIIA cuuraercs BIOJHE AOMYCTUMBIM Pa3roBop O A0xojaax, B ['epmanum 3Ta
TeMa — Taby. Hackonpko mpuianuHa Ta WM WHAs TeMa, MHOTJA 3aBUCUT YacTO OT
HaAI[MOHATBHON MeHTanbHOCTH. Hampumep, Ha rore EBpombl coOeceHUKHM 4YacToO TMOUYTH
Cpa3y Ha4YMHAKT pa3roBapuBaTh O cembe. B I'epMaHMM xe C HE OYEHb 3HAKOMBIMU
JIOBMU 3Ta TeMa He oOcyxkaaetrcs. CaMu TOrO HE jKejasi, Mbl MOKEM KOTrO-TO 3aJeTh

CBOUM BOIIPOcOM. MoskeT ObITh, Halll coOeceTHUK O0JE3HEHHO MepekuBaeT pa3Boa. Miu
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y HEro HeT JeTed, MOTOMY YTO OH HE MOXET MX HMeTh. Tema ceMbU — JOCTATOYHO
MHTUMHAs, TIOATOMY JIy4ille OOXOJUTh €€ CTOPOHOM.

Bort cnicok Hanbosee pacrpocTpaHeHHBIX TEM CBETCKOM Oece/bl:

- CIIOPT — TEKYIIME MaTYU WM UTPBI, TIOOUMBbIE KOMAHIbI, U T.11.;

- X000wu;

- IOT0JIa — CKY4HO, HO MOKET CABHHYTBHCS C MEPTBON TOUKH!

- CeMbsI — O0IIIME BOIIPOCHI, HE CBSA3aHHBIE C TUYHBIMU MPOOIEMaMu;

- Meaua — (pUIBMBI, KHUTH, )KypHAJIbI U T.1.;

- IPa3IHUKHU — TJe, KOraa, U T.1.;

- paboTa — onATh ke, 00LIMe BONPOCHI, HE CIMIIKOM KOHKPETHBIE;

- MOCJICTHAS MOJIa U TeH/ICHIINU;

- 3HAMEHHUTOCTH — JII00ast CIIIETHS.

Bort cnicok TeM, KOTophie, BEpOATHO, HE OUE€Hb XOPOILH JJIsi CBETCKOM Oece/Ibl:

- 3apIuiaTa;

- TIOJIUTHKA;

- UHTUMHBIE OTHOILICHUS;

- penurus;

- CMEpTh;

- IPOJIAXKHU.

OTH TEMBbI TOJATCS A1 00CYKIEHUS TOJIBKO ¢ OJU3KUMU IPY3bsIMU.

J1.9.1 ®pazswl 115 cBeTckoii Oecensl (small talk):

- 0 TIOTOJIE;

ITpumepsl

1 IIpekpacHslii 1eHb, HE IpaBAa Ju?

2 Tloxoxe, OyeT CHET.

- 0 TeKYIIUX COOBITHSIX;

ITpumepsl

1 BsI ciblmanyu ceroAgHsIIIHAE HOBOCTU?

2 BBl cipliasiv 0 TOM, YTO MOKap Ha yeTBepToil St?

3 4 npouuran B razere, uro ceroansa Mall Sears 3akpbiBaercs.
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4 S ycnplmian mo pajano, 4To CEroHsI HAKOHEIl, COOUPArOTCsS Ha4aTh CTPOUTEIHCTBO
HOBOI'O MOCTA.

- B ouce.

ITpumepsl

1 C HeTeprieHUEM KJIEM BBIXOIHBIX ?

2 Paboranu 1 BbI 3/1€CH?

3 Yto BBI JyMaeTe O HOBBIX KOMIIbIOTEpAX?

J1.10 ITeperoBopsl ¢ HHOCTPAHHOM JeJieranue

[Ipu BcTpede HMHOCTpaHHOW JeJeralud HEOOXOAMMO TNPABHIBHO OMPEHCIUTD
ypoBeHb BcTpeuaromux. OOIiiee mpaBHJIO Takoe: BCTpedaeT TOT, KTO MpUIIamaj, KTO
MOJMUCHIBAJ MMUCHMO C MPUTJIALICHUEM, B KpalfHEM CiIydae — OJJUH U3 €r0 3aMEeCTHUTEIIEH.

B xone Oecenpl ciaenyeT MOJI0KUTEIBHO OTO3BAThCA O PA3BUTUU OTHOLICHUM MEXTY
IBYMsI CTpaHaMH, BBIPa3UTh HAJEXKAy Ha TO, YTO B JalbHEHIIEM KOHTAKThl OYAyT TaKUMH
e TECHBIMH U JAPYKECKUMH. ['0CTIM MOKET OBITH COOOIIEHA MporpaMMa peObIBaHUS, a
€CJIM OHU 3HAKOMBI C HEll, MOKHO NOJIpOOHEE paccka3aTh O HauboJee BaKHbBIX MTyHKTaX.

Bwmecte ¢ Tem He cienyer 3a0bIBaTh, YTO MeEpBas BCTpeda ObIBAET, KakK MPaBUIIO,
HenpoaonkutenbHol, 20-30 munyT. becena Benercs 3a crienManbHO MpeAHA3HAYEHHBIM
g 3THX 1enedl crosom. Ha cronm BhICTaBIsAIOTCA MHUHEpajibHas U (ppykroBas Boja,
knagytes curapetsl. Uepes 10-15 munyT nociie Havdana 6eceibl MOTYT OBITh IOJAHBI KO]e
win yail. COUpTHBIE HAIUTKY HE, TIOJIAI0TCS.

B koHue Oecenbl MOXHO TMPEAJIOXKUTH TOCTAM KaKUe-TUOO OpOIIIophl WK
MIPOCIIEKTHI O CTPYKTYpPE YUPEXKACHUSA, €r0 3aJauyax U JeATEIbHOCTH, MEXKIYHApOIHBIX
CBS3SIX.

[Iporpamma mipeObiBanus. JlenoBbie Oeceqbl MOTYT OBITh HE3aIlNIAHUPOBAHHBIE U
CIUIaHMpOBaHHbIE 3apaHee. Jltobas ciayuaiiHas BCcTpeda MOKET BBUIMTHCS B O(DHUIIMATBHBIN

KOHTAaKT.
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Ho ecau Bbl HE TOTOBBI K OOCYXXJIEHHIO MpEIaraéMoro BaM BONpoca — Jydlle
TaKTHYHO OTKA3aTbCS OT MPOJOJuKeHHsl Oecenbl. He cTOUT roBOpuUTh O TOM, YTO BBl HE
TOTOBBI, WJIM BaM HaJ0 MPOKOHCYJbTUPOBATHCS C BAIlIUM HAYaJIbCTBOM.

3aruiaHupoBaHHbIE Oecelbl MPOXOJAT MO MOJTOTOBICHHOW 3apaHee IMporpamme
npeObIBanus Aeneraiuu, [I[porpamMmmel ObIBatOT BHEUIHHE (151 MHOCTPAHHOMW JeNeraiun) u
BHYTPEHHHUE.

Bo BHemHell nporpamMme HET JUL, OTBETCTBEHHBIX 3a NPHUEM, CONPOBOXKICHUE,
IIPOBEICHUE MEPONPUATUH. B HEN yKa3bIBalOTCA TOJBKO Jara U Mmeponpusrue. Bo
BHYTPEHHEH MpOTrpaMME YKa3bIBAaIOTCS: JaTa, MECTO, MEPONPHUATHE, €ro LENb, CPOKH,
CONPOBOXAAIOLIME, OTBETCTBEHHBIM 3a TPOBENECHHE MEpPONpUATUSA. BHyTpeHHSA
IIporpaMMma yTBEpKIA€eTCsl pyKOBOJUTENEM IPUHUMAIOIIEN OpraHu3aluy.

CocraBiieHne NporpaMMbl — TpynoeMKoe Jeno. [leppBoHayaabHO OHA COCTABIISIETCS
COTJIACHO  TOJKEJIAHWSAM  HWHOCTPAHLEB. 3HAYUT, OTH MOXKEJAaHUS HEOOXOAMMO
MpeaBapuTeNbHO coOpaTh, a 3areM CoIJlacoBaTh Ha BceX YpoBHAX. KoppekTupoBka
MIpOrpaMMbl BO3MOXHA, HO B UCKJIIOUMTEIbHBIX CIy4YasX U B MUHUMAJIBHOM pa3Mepe.

[IpenBaputensHble TenedoHHbIE HOroBopeHHOCTH. OOBIMHO O JEJIOBOM BCTpeue
JI0TOBapUBAIOTCS 3apaHee, U, Jalle Bcero, 1no renedony. Takue neperoBopsl UMEIOT CBOU
0COOCHHOCTH.

Hawubonee nenecooOpa3HbIil MPOMEKYTOK MEXKIY JOTOBOPEHHOCTBIO U Oecenon —2-
3 nus. Berpeua, 3arutanupoBaHHast 3a JABE HEJENH, ObIBAET XY>KE MOATOTOBIIEHA 110 YUCTO
MICUXOJIOTMYECKUM MTPUYMHAM: XOpOIIasi HOATOTOBKA OTKJIAJBIBAETCS «HA IOTOM», a 3aTEM
BPEMEHH MPOCTO HE OCTAETCH.

Berpeun mpoBoasTCs, Kak MpaBUIIo, B CIIY>)KEOHBIX MOMEIIEHUSX MapTHEPOB, HO HE
UCKJIIOYAETCsl U HEUTpasibHass TeppuTtopuss. Hu onHa M3 CTOPOH HE MOXKET HaBS3aTh
IPYToil CTOPOHE CBOEr0 BapUaHTa MECTa U BpeMeHHU BeTpeun. IIpu 3ToM nociieqnee ciaoBo
B 3TOM BOIIpOCE BCErJa OCTAETCs 3a IpUIJIallaeMOW CTOpoHOU. MHuimarop BcTpedu
JOJIKEH MEPBBIM UATH Ha YCTYIKH.

JloroBapuBasiCh O BCTpeYE, pEKOMEHAYETCSI OTOBOPUTH YUCIIO €€ YUaCTHUKOB. byneT
OUYEHb HEJOBKO, €CJIM BbI IPUAETE TPYIION, a Balll NApTHEP NPHUAET OJIMH: BEAb MPOTOKOJ

MPUAEPKUBAETCS NPHUHIIMIIA PABEHCTBA CTOPOH.
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Ho rmaBHoe, 4TO cineayer oroBoputh No tenedoHy, — 3T0 mpeaMer Oeceasl, T.€. TOo,
Kakue npoOaemMbl OyIyT MOJAHATHI, TEMATUYECKUE PAMKH pa3roBopa.

Ecnu BBl 3a0bTM U YIOyCTHIM MO TeNePOHY KaKOH-TO BaKHBII MOMEHT, TO
nepe3BaHuBaTh HE peKoMeHayercsa. Ha 3Tor ciayuail mpoTOKOaI peKOMEHAYEeT 3aluChIBaTh
nepen Telae(OHHBIM Pa3rOBOPOM BCE Ba)KHBbIC MO3UIMHU U, TOBOPS MO TenedoHy, UMETh
3TOT CIIUCOK Mepe]] ria3aMu — 3TO FapaHTusl, YTO Bbl HUYETo He 3a0yaeTe.

B cooTBeTcTBHMM € MPOTOKOJIOM MpaBO Ha ydyacTue B Oecele MperoCTaBISETCS
PYKOBOJUTEIIO MPUHUMAIOLIEH OpraHU3aliy U JINLAM, KOTOPBIX OH BKJIIOYUT B CIIMCOK. B
CBS3M C 3THUM PYKOBOJUTENb OPraHU3allMM JOJDKEH COCTABUTh MPOTOKOJBHBINA CIHCOK
YYaCTHHUKOB JIeJIOBOM Oecenbl. B Hem ykaspiBatoTcsi hamMuiusi, ©UMs U OTYECTBO, MECTO
paboThl M JTODKHOCTh yYacTHHKA. [[POTOKOIBHBIN CIUCOK IepefaeTcss HHOCTpaHiaM. B
CBOIO Ouepe/ib, Ha10 M03a00TUTHCS O TOM, YTOOBI UX MPOTOKOJIBHBINA CIIUCOK OB y Halen
ctopoHbl. OOMEH NPOTOKOJBHBIMH CIHUCKAMH MOXET MPOUCXOJUTh HAKaHYHE
MIEPEroBOPOB MJIM B CAMOM Hayaje BCTPEUH.

Bo Bpems Gecenbl Ha CTOJIE JOKHBI HAXOAUTHCS OJIOKHOTBI M PYYKH JJISL KaXI0TO
y4acTHHKA, MUHEpaJIbHAs BOJA, UJCATbHO YUCThIE CTAaKaHbl, CUTAPETHI, ETIEeIbHUIIBI.

HeobxonuMo  roToBuThcsi K  OecemaM, YTOObI  YBEIUYHUTH  BEpPOSTHOCTH
0JIarONPUATHOTO UCXO/1A;

AHanu3 OOJBIIMHCTBA HEOKUJIAHHO MPOUTPAHHBIX Oecen MoKasaj, 4YTo BCAKUHM pa3
ObLa COBEpIIICHA HEeKast OITMOKa — MO0 B CO37aHUU 0OOCTAaHOBKH, JIMOO B TAKTHKE OCCEJIbI.
Ot OmMOKM OKa3aduch JOBOJBHO THUIHYHBIMHM, YacTO HOBTOpsieMbIMH. YUYTOOBI He
JOTIyCKaTh UX, pa3paboTaHbl CHeIaIbHbIC PaBUJIa.

[IpaBuia MOArOTOBKHM M caMOTO Mpolecca 6ecebl MPOCThI U €CTECTBEHHBI.

1. ChopmynupyiiTe KOHKPETHBIE LEIHU OeceIbl.

2. CocraBbTe IU1aH Oecebl.

3. Boibepure noaxosiiee BpeMs U MECTO Oeceibl.

4. 3agaun Hayana Oecebl: MPUBJICYb BHUMAHUE U CO3JaTh aTMoc(epy B3aMMHOTO
nosepusi. Ecnu Bbl Oyzere roBOpUTh TOJBKO O BalluxX mpoOiemax, HE ymoMuHas 00

MHTEpecax coOeceHrKa, Ha YCIeX pacCUUThIBaTh TpyaHO. [loaymaiite, Kak CBsI3aTh Balll
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BOIIPOC ¢ TpoOiaeMaMu COOECeHMKA, WIIM HAWIUTE, YTO €r0 CMOXKET 3aMHTEPECOBATH B
BallleM MPEJI0KEHNH, T.€. HAUHUTE PA3TOBOP C TEMbI, HHTEPECYIONIEH coOeceHuKa.

5. TlomunHUTE CBOIO TAKTUKY IiensiM Oecenpl. He oTBIekalTech OT HaMEUEHHOU
LIEJIN.

HamnpaBnenue Geceqbl MOKHO PETyIHpPOBAaTh C MOMOIILIO 3a7aBaEMbIX BOTIPOCOB,
KOTOPBIE MOYHO Pa3JIeIUTh Ha KOTKPBITHIE» U «3AKPBITHIEY.

OTKpBITBIM Ha3bIBAETCA BONPOC, HA KOTOPBIA HENb3sS OTBETUTh OJHOCIIOXHO ([a,
HET, He 3Hal), HampuMmep: «YTo BaM H3BECTHO IMpo...», «Kak BBl aymaere..», «A
nouemy...», «Bame wmHeHue», «Bamu npemmoxeHus», «UYem BbI 3TO OOMEHHUTEY.
OTKpBITBIE BOMPOCHI HE3aMEHUMBI, KOT/Ia BBl XOTHUTE MOJIYYUTh HH(POpMAIIUIO.

3aKpbITbIE BOIPOCHI — MPOTUBOIOJIOKHOCTh OTKPBITBIM, OHU MPEAIOJIAratoT OTBET
«1a», «HET», «HE 3HaW». OTHU BOIMPOCHl IMOJE3HO HCIOIL30BaTh sl yOeKIeHus,
MOJTyYEHUS COTJIACHSI UJTM OTKAa3a OT YEero-JIM00, MPEOI0JICHUS COMTPOTUBIICHHUS.

6. Crapaiitecb, 4TOOBI TOBOPWUI B OCHOBHOM Baml coOecequuk. M3 nByx
OecenyININX 0N MICUXO0JIOTHYECKOE MPEUMYIIIECTBO UMEET TOT, KTO 3aJacT BOTIPOCHI, a
HE TOT, KTO MHOTO TOBOPHT.

7. CHauana — moxBaja, TOJIbKO OTOM — KpUTHKa. Ecnu nens 6ecenpl — KpUTHKA, TO
MPEXKJIE YEM KPUTHUKOBATH, HAWIUTE, 34 UTO MOXBaJIUTh. [loapICKuBas, 32 4TO MOXBAJIUTh,
BBl OKa)XeTe€ MOMOIIb HE TOJIbKO COOECeNHHMKY, HO U ce0e, MOCKOJIbKY COMOCTaBIICHUE
XOPOIIIETO U TUIOXOTO CIENIAeT U Ballly MO3UIINI0 00Jiee B3BEIICHHOH, 60JIee TePIUMOI.

3adukcupyiite nosryueHHyro uHpopmaimio. CBeneHus, MOJydeHHBIE B IPOIECcCe
Oecebl, yIETyYMBAIOTCS» M3 Hallel maMsaTu BO BpeMs camoid 6ecensl. [loaTomy no xoxy
pa3roBopa peKOMEHAYETCS AeNaTh NOMETKH, a 10 €T0 OKOHYAHUU — KPATKYIO 3aIUCh.

[Ipekpamaiite 6eceqy cpa3zy nociie JOCTHKECHHS HAMEUEHHOM 11eIIH.

YenoBek JTydilie 3allOMUHAET TO, UTO YCIbIIIAN B Hadayie Oecespl, a JIeJaeT TO, 4TO
yCJIBIIIAJ B KOHIIE €€.

DTan 3HaKOMCTBA U 3aBSI3bIBAHUS pa3roBopa:

Hello, how are you?

I don't think we've met before. My name is...
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Isn't the weather nice? Wnu: It's been raining/snowing all day long. Is it always like
this here?

So, you are an engineer, aren't you?

What brings you here?

Your earrings are so beautiful. I suppose there should be quite a story about them?

How come you landed/are working /are living in this country?

[MonnepxuBas pa3roBOp, MOXHO TPOJOJDKHTH 3a/laBaTh BOMPOCHL, KOTOPBIC
MOKaXXyT COOECETHUKY, YTO OH BaM JICHCTBUTEIHLHO HHTEPECECH:

Did you hear that news story about...?

I read an article in a fashion magazine about...

Did you see the match last night?

What kind of music do you like?

What's your favorite movie?

What kind of books do you read?

You are a lawyer, aren't you? How did you get into law?

JlormuHBIM 3aBEPIICHUEM PA3roBOpa OYJeT yMEHHUE MOIPoIaThes. J{Jst 3Toro crout
BOOPYKHUTHCS HECKOJIILKHUMU BBIPKEHUSIMU, KOTOPBIE TIOCTaBsT TOUKY B Balei Oecerne:

Well, it was nice/lovely/pleasant talking to you.

It was nice to meet you.

I've really enjoyed talking to you.

Hope to see you soon.

It's been a pleasure.

HNnorna 6eceny NpuxoAUTCs MpephIBaTh 60siee rpyobIM CIIOCOOOM:

I am terribly sorry, but I need to go.

I apologize, but I should be going.

A BOT mpuMep pa3roBopa, re Bbl HalIeTe BCE TPU CTaauM pa3BuTus Oecensl. ['epon
John u Patricia, koTopble BCTpe4yaloTcsi Ha J€JI0BOM yKUHE.

John: Hi, I don't think we've met before. I am John from ABC company.

Patricia: Hi, I'm Patricia.

John: It's been raining cats and dogs for a week now.
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Patricia: Oh, yes. That reminds me of buying a new umbrella. I get soaked through
every time I go outside.

John: I read an article telling people fall asleep better at the sound of the falling rain.
What do you think about it?

Patricia: 1 didn't think about it myself. Probably, it's true as I have been sleeping
lately unusually well.

John: Me too!

Patricia: So, I believe there is a bright side to the rain after all!

John: I guess so. Patricia, I see the presentation is starting. Well, it was nice meeting
you.

Patricia: You too. Hope to see you soon.

DTO TOJNBKO CKeJeT /it pa3roBopa. OH CIYXKUT ISl TOTO, YTOOBI IIOBEPHYTH Oecemy
B MIPaBUJILHOE PYCIIO, YTOOBI MPHUATHO TIOTOBOPUTH C YEIIOBEKOM M OCTABHUTDH BIICUATIICHHS

OOIIUTETLHOTO, HEHAJIOCITTUBOTO U MHTEPECHOTO COOECETHUKA.
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Hpuiaoxkenue E
(o0s3amenvHoe)

CocraBJiieHHe pe3eHTANM I

[pesenTanus (0T aHrI presentation) — crmoco6 HATISIAHOTO IPEACTABICHHS
MH(GOPMALIMU C UCTIOJIB30BaHUEM ayIOBU3YAIbHBIX CPENICTB.

[Ipe3enTanus npeacTaBisieT co00M coueTaHne KOMIbIOTEPHON aHUMalH, TpaduKH,
BUJICO, MY3bIKH U 3BYKOBOTO psAJa, KOTOpbIE OpraHW30BaHbl B eAuHyl0 cpexy. Kak
MPaBWIIO, IMPE3CHTAIUsl MMEET CIOXKET, CLEHAPUN U CTPYKTYpy OpPraHM30BaHHYIO IS
yA00OHOTO BOCIIPUATHS HHPOPMAIUH.

OTAnyuTeNbHOH OCOOEHHOCTBIO NMPE3CHTALMH SBIISIETCA €€ WHTEPAKTUBHOCTb, TO
€CTh CO3[aBaeMas JJs IO0Jb30BaTeNIi COBPEMEHHBIMH KOMIIBIOTEPHBIMH CpPEICTBAMU
BO3MOXHOCTbH B3aUMOJICHCTBUS C H300paKEHUEM.

[Ipe3enTarust 0OBIYHO CONEPHKUT B ceO€ TEKCT, WIUTIOCTPALIMK K HEMY U BbIJEp>KaHa
B €IMHOM I'pauecKoM CTHIIE.

CMbICH Mpe3eHTaluu — 00eCeunTh OJ1aroKenaTeabHbli MPUEM MPEe3CHTUPYEMOMY
HOBIIECTBY CO CTOPOHBI OOIIECTBEHHOCTH.

[IpoBeneHune npe3eHTaly BKIIOYAE€T HECKOJIBKO ITAIOB!

1 Onpenenenue 1eiu: MPUBJICUEHHE HOBBIX KIHWEHTOB; (hOPMHUpPOBAHHE MMUIKA B
JICTIOBOM Ccpelie; TMPHUBICYEHHE HOBBIX MapTHEpOB. CyIECTBYIOT TpH OOIIME IIeNIU
MyOJIMYHOTO BBICTYIUICHUS: NPOUH(OPMHPOBATh, yOEIUTh M pPa3Bicdb. BOJBIIMHCTBO
pedeii — 3To coueTaHue ABYX WM OoJiee elel.

2 T'enepupoBanue wujaed (OCHOBHOTO  3aMbICia) MPE3EHTAlUM U €€
KOHLENTYaau3alus; ONpeIeIeHIe MECTa U CPOKOB MPOBEICHUS, COCTaBa YYaCTHUKOB.

3 Pazpabotka cueHapus (mporpamMmbl), BBIOOp HAIVISIHBIX IMOCOOHWM U s3BIKA

Ipe3eHTalNH.
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E.1 Ucnoab30BaHue HATJSAAHBLIX MOCOOUIA

Harnsgaeie MaTepuasipl TOMOTAIOT KaK BBICTYMNAIOIIEMY, TaK U MyOJIMKe 3alIOMHHUTH
OCHOBHBIC TYHKTHI BBICTYIUICHUS. BOJNBIIMHCTBO (OpMaNbHBIX pedyell U Mpe3eHTaluil
BKJIFOYAIOT B C€0s1 NCIOJIL30BAHNUE HATJISAIHBIX [TOCOOUH.

Cy1iecTBYIOT 1Ba OCHOBHBIX THIIA HATJISITHBIX TTOCOOUIA:

1 TekcroBeie. [loMoraroT cnymiarento CIEIUTh 3a XOJOM PpPa3BepPThIBAHUS
apryMeHToOB. M CHONB3YIOT 3pUTENBHYI0 MaMsITh ayAUTOPUU, IOMOTash IMPU STOM B
3allOMUHAHUU. TEKCTOBBIC HArJISAHBIC IMOCOOMS IOJDKHBI COCTOSTH HE Oojiee 4YeM H3
IIECTU CTPOK, HE O0JIee YeM C MIECThIO CIOBaMH B CTpoke. OHU JTOIKHBI ObITh HATJISTHBL:
HaIKCaHbI OOJBIIMMU OYKBAMH U C MOJH30BAHUEM ITYCTOTO MPOCTPAHCTBA MEXKy HUMHU.

2 I'paduueckue. MmocTpupyIoT riaaBHbIE MYHKTHI BBICTYIIICHUS, CO3/IaI0T 00pa3kl,
BIIMSAIOT MOpaJbHO U CO37al0T Oojee TIyOOKOE€ M OCHOBATEJIbHOE BIIEYATIICHHUE OT
npe3enTanuu. [lomoraior B 3anomuHanuu. ['padudeckue 0OBIYHO HPENCTABISAIOT COOOM
JUarpaMMbl, TpaQuKu, pUCyHKH, CXeMbl. UTOOBI TOMOYbL ayJAUTOPUU MOHSATH HA3HAUCHUE
Marepuaja KpaTKUi ero CMBICI JOJIKEH OBITh TaM HAIMCAaH.

Kak TexcToBble, Tak U rpaduueckue HATJISAIHbIE TOCOOUS JOJKHBI OBITH JIOBOJILHO
MPOCTHI, T. K. 3pUTEIH HE MOTYT OJHOBPEMEHHO, U CIyIIaTh OpaTopa U aHAJIU3UPOBATH U

BOCIIPUHUMATD CJIOKHBIC HAT'JIAAHBIC mocoous.

E.2 SI3bIk npe3enTanumn

B aToMm pasmene B HalifieTe CIOBa, KOTOPbIE IOMOTYT BaM HadaTh MPE3CHTAIIHUIO,
VIOpPAaBJIATh BHUMAaHUEM ayJIUTOPWUH, OTBEYaTh HA BONPOCHI W IOJBOJUTHL WUTOTH
BeICTyIUIeHUs. Mcnonp3oBanue 3TuX (pa3 CTPYKTypUPYeT Ball JOKIAQA, TOMOXKET
YIIO)KUTHCS B PETJIAMEHT U MPUAACT BaM YyBCTBO YBEPCHHOCTH.

E.2.1 Hayano npe3eHTrauuu

Jlyurmie Bcero Havath ¢ NMPUBETCTBUS ayJIUTOPHUHU, 3aTEM IMPEACTABHTHCS, OOBSIBHUTH
TEMY MPE3CHTALUH U OTIPEICTUTh BPEeMsI [l BOTIPOCOB.

1) Good morning/afternoon/evening ladies and gentlemen.....
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2) My name is... [am ....

3) Today I would like to talk with you about.... My aim for today’s presentation is
to give you information about...

4) Please feel free to interrupt me if there are any questions.

Or

5) If you have any questions, please feel free to ask me at the end of the
presentation.

E.2.2 Crpykrypa npe3eHTanuu

[Tocne BCTYMUTENBHOTO CIIOBA IMOJIE3HO O3HAKOMHTH ayJIUTOPHIO C PErJIaMEHTOM
NPE3CHTALUH, 3TO OOJETYUT BOCTIPUSATHUE CIyIIATEIeH U CHUMET BO3MOKHOE HAIPSHKEHUE
OT MBICJIH, YTO UM NPHUJETCS CIIYIIATh BAC LEJBIH ICHB!

1) First I would like to talk about....

2) Then I would like to take a look at...

3) Following that we should talk about...

4) Lastly we are going to discuss...

5) I would like to talk to you today about ~ for  minutes.

Or

6) We should be finished here today by  o’clock

E.2.3 YnpaBnenue aynuropueit

OueHb BaXHO BO BpeMs BBICTYIUICHHS aKIICHTHPOBATh BHUMaHHE ayJAWTOPUU Ha
O4YepeaHOM IyHKTE MAokiana. biaromaps »ToMy Bbl OyAeTe YNpaBisTh BHUMaHHEM
CITyIIaTeNied, ¥ TOMOTaTh UM CJIEIOBATh JIOTHKE MIOBECTBOBAHUS.

1) Now we will look at....

2) I’d like now to discuss...

3) Let’s now talk about...

4) Let’s now turn to...

5) Let’s move on to...

6) That will bring us to our next point...

7) Moving on to our next point...

8) Firstly...
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9) Secondly...

10) Thirdly...

11) Lastly...

[Tepen TeMm, Kak BaM HA4YHYT 3aJaBaTh BOIPOCHI, HYXKHO KPATKO TOJBECTH HTOTH
BBICTYIICHUSI U 0003HAYUTh KJIFOUEBBIE MOMEHTBI, YTOOBI ayJUTOPUU CTAJIO IMPEACITHLHO
SICHO, YTO BbI XOTEJIM CKa3aTh. ITUM BbI H30aBHTE CE€0S OT JIMITHUX BOIPOCOB U MOBTOPHO
JOHeceTe HHPOPMAITUIO O HEBHUMATEIIBHBIX CITYIIATEIICH.

E.2.4 IlonBeneHue UTOroB

1) I would just like to sum up the main points again...

2) If T could just summarize our main points before your questions. So, in
conclusion...

3) Finally let me just sum up today’s main topics...

Bo BpeMsi BONpPOCOB ayJMTOpPHM OYEHb BaXXKHO MOHUMAaTh, O YEM HMMEHHO Bac
cupamuBaoT. Hwke npuBeneHsl ¢pasbl, KOTOPbIE BbI MOXKETE HCIOJB30BaTh B CiIydac,
€CJIM CMBICIT BOTIPOCA BaM HE SICCH.

E.2.5 O6psacuenns

1) ’'m sorry could you expand on that a little? Could you clarify your question for
me?

2) I’'m sorry I don’t think I’ve understood your question; could you rephrase it for
me?

3) I think what you are asking is....

4) If I’ve understood you correctly you are asking about...

5) So you are asking about...
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Hpuioxenune 7K
(cnpasounoe)

Kparknii rpammaTHYecKuil KOMMEHTAPHIA.
Oco0eHHOCTH yOTpPEOJIeHU MOAAJIBHBIX IJ1ar0J10B

B AHIJIMHCKOM J1€JI0BOM CTHJIE

B naHHOM mnpuiokeHMH MBI MOTOBOPUM O TaKOW OCOOCHHOCTH aHTJIMHCKOTO
JIEJIOBOTO CTHJIS, KaK yNOTpeOIeHre MOAABHBIX IJIar0JIOB B 3HAYEHUH JTOJKEHCTBOBAHMS,
Korja Mbl oOpamiaeMcss K TapTHepaMm, KoJleraMm, MOJYMHEHHBIM M MOJYEepPKHUBAEM
HEOOXO0IUMOCTh TOTO WJIK HHOTO JIEHCTBUSI.

MHorue CTyIeHTBhl IPU HU3YYEHHUH JI€JIOBOrO AHTJIMHCKOTO HE CUMUTAIOT OCOOEHHO
BAXHBIM  KOHLUEHTPUPOBATHCA HA OTTEHKAxX CJOB, IIpeAIIOYuTas  HapauiuBaTh
HEOOXOUMBIH 3amac JEKCUKHU JJis 00Jiee JIETKOTO M OBICTPOrO MOHWMAHUS COOECeTHUKA.
OnHako aHIIMMCKUN 1€J0BOM CTHIIb MPEyCMATPUBAET TAKy0 BaXKHYIO BEIllb, KAK MTOJIHOE
COOJIIOZICHHE PEYEBOT0 3TUKETA, U OTTEHOK YIMOTPEOJICHHOTO BaMH CJIOBa BXOJIUT B ATOT

OTHUKCT.

K.1 AHrauiickuii 1eJI0BOM cTWIb. BhIpaikeHune 10/1:KeHCTBOBAHUSA

OpxauM 13 HauboJsee YacTo UCTIOIb3yEeMbIX MOJIAThHBIX 3HAYCHH B JIEJIOBOM SI3bIKE
SIBIIICTCS] 3HAYCHHS JIOJDKEHCTBOBaHUs. Hanboee ynorpeOasieMbIMHU B TaHHOM 3HAYCHUH
B aHIJIMHCKOM JEJIOBOM CTHJIE SIBJISTFOTCS I1aroJjibl must, to be u to have.

[TpumMepsl ynoTpebaeHus riaroia must:

1 We must be in time not to be late as it’s a very important event. (MbI 10KHBI
MPUITH BO BpeMsi, 4TOObI HE OTI03/1aTh HA 3TO BAaXXHOE COOBITHE).

2 I should say you must check it once more. (5 cuuTaro BaMm HY>KHO IPOBEPUTH 3TO
erie pas).

3 Besides, your price must depend on the amount of the contract. (Kpome Toro,

Balla [cHa I0JI’KHa COOTHOCUTLCA C YCIIOBUAMUA KOHTpaKTa).
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AHTTIUHACKHUI 1€TOBOM CTHIIB MPEANUCHIBAET YNOTPEOIATh IJ1aroj must TOJBKO MO
OTHOIICHUIO K COOCTBEHHBIM MOAYMHEHHBIM, KOTJIa MOMYEPKUBACTCS 00SA3aTEIbHOCTD U
HEOOXO0IUMOCTbH BBITIOJIHEHHUSI TOTO HJIM MHOTO JIEHCTBUS WM 3aaaHus. He 3ps 3ToT riaron
4acTO MCHOJb3yeTCsl B 3HAYEHUHM MpHUKa3a, IMOAUYEPKUBAs CTpOroe TpeOOBaHHE WIU
HEO0OXOJUMOCTh BBITMIOJIHEHUST KaKOTO-THO0 aeicTBusA, Hampumep: You must decide to
Monday if you stay at our office or not. You are to prepare all the papers to sign them on
Tuesday. (Bb1 00s13aHbBI TOATOTOBUTH BCE JOKYMEHTHI Ha MOAMKUCH KO BTOPHHUKY).

B oTHOmIEHMAX ¢ mapTHEpaMM AHIJIMHUCKUN JEJI0BOM CTHJIb NPEANUCBHIBAET IOYTH
MOJIHBIM OTKa3 OT Tjaroja must, KpoMe CiIy4yaeB, KOTJa HEOOXOAMMO MOJYEPKHYTb
KECTKYI0 HEOOXOJIMMOCTb WJIM HEJOBOJBCTBO CTapIIMM MapTHEPOM  MJIAIIMMU
napTHEpaMU HJIM  BO3MYIIEHHE IMPU KAaKOM-ITMOO HEBBINOJIHEHUU O0053aTeIbCTB.
Hampumep, Tak Bl MOxkeTe ynotpeouTs Ppasy «You must have paid your debt by the 3th
of November» (Bbl 00s13aHbI BBIIIIATUTH Balll JOJT K 3 HOSIOPS).

3Hass OCOOCGHHOCTH JIEJIOBOI'0 AHTJUHCKOro, BBl Oyjaere MOHMMATh, YTO B
OTHONICHMSIX C MAapTHEpaAMU CJIEAyeT CoCpeloTaunBaThCs Ha riaroiax to have u to be, Tak
KaK 0053aHHOCTb BBIIIOJTHEHUS JICHCTBUS 3BYYUT MEHEE KaTEeTOPUUHO.

[Ipumeps! ynotpebienus riaroiios to have to u to be:

1 Are you to come on every Saturday morning? (Bsl 0053aHbI IPUXOIUTH 10 yTpaMm
B cy000TYy?).

2 They are to prepare their report to the next weekend. (OHM JOJKHBI TOATOTOBUTH
CBOM OTYETHI K CJIEYIOIIUM BBIXOIHBIM).

3 Sorry but I have to leave as I’'m very busy last time. (Ilpoctute, HO MHE TOpa
UATH — B TIOCJIEIHEE BPEMS Y MEHS OU€Hb MHOTO JIeN).

4 Do you have to meet them at the station? (Bam Hy>kHO BCTpETUTh WX Ha CTAHITUU?)

OnHako He CTOMT 3a0bIBaTh, 4YTO TIJjaroj have to MOJKET HMMETb OTTEHOK
HEXEJIaTeIbHOTO JIEHCTBUS, MOATOMY cieayromas gpasza «So we have to work with you»
3BYYUT JOBOJIBHO TpyOO M AHTIMHCKUNA JEJIOBOM CTWJIb HE MPEAyCMaTpHUBAEeT TaKOIo
YHOTpeOJIEHUs 3TOTO TJIaroa.

Bo Bcex 3aTpyAHUTENBHBIX CIIydasX, a JIydlle Aa)Ke U yalle, BaM CTOUT Npuderarth K

0ojee MATKUM (I)OpMaM YKa3aHus, 3aMCHAA  HOOJDKCHCTBOBAHUC  BBIPAXKCHHUAMU,
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O3HAYAIOUIUMH TPEANOJIONKEHUE, COBET, BONPOC M T.A. AHIVIMHACKUN JETOBOW CTHUJIb
npeaycMaTpuBaeT NOHMMAaHME NONOOHBIX ()pa3 HAa TOH WM JBa TOHA JKECT4YE UX
OPUI'MHAJILHOIO 3HAYECHUS.

OTO CXO0OHO W C cHUTyauued B pycckoMm si3bike. @pasa «He mormum Obl BbI
NEPEeNpPOBEPUTH HAIIU JTOXO/bI, €CIIU Y Bac OyaeT BpeMsa. Mbl Obl CMOTJIM OOCYIUTH UX C
HallMM (PUHAHCOBBIM JTUPEKTOPOM» BOBCE HE O3HA4aeT OYKBaJIbHO ClEYIOIIEe:
«caenanTe 3TO, €CIIM 3aX04YeTcs, a €CIU HE 3aX04yercs, To U He Hajno». Ha camoMm gee,
npock0a MoJpa3yMeBaeT YyTh JIU HE OBICTPOE U TOYHOE UCIIOJIHEHUE YKa3aHUs.

[ToaTOMy B KaXXIOM CJIOKHOM Ciiyyae NpuOeraiTte K MBICICHHBIM aHAJIOTHAM C
PYCCKHUM JEJIOBBIM CTHJIEM OOILEHHUS U TOT/Ia 0COOCHHOCTH JEJIOBOTO aHTIUICKOTO OyayT
JaBaThbCsl BaM JIETKO.

B sToM mpuiiokeHMHM MBI MIPOJOJDKAeM pa3dupaTh, YeM OTIMYACTCS AaHTJIMACKHMA
JIJIOBOM CTHIIB OT OOBIYHOTO Pa3rOBOPHOTO SI3bIKA B YHOTPEOJICHUH MOAAIBHBIX IJ1aroJoB.
Ha »TOoT pa3 Mbl OCTaHOBUMCS C BaMU Ha BBIPAKEHUHU MPOCHOBI.

Ecnn B mponuielii pa3 Mbl COCPEIOTAYMBAINCH HA BBIPAKCHUU JOJKEHCTBOBAHUS,
KOTOPOE€ MOXET OBbITh yYMECTHO OOJIbIlIE MO OTHOUICHHIO K MOJAYMHEHHBIM, HEXENIU K
napTHepaMm, TO ceiiuac Mbl pa30epeM BBIpaXKECHHs, KOTOPbIE IOMOTYT BaM BBIpaKaTb

BEXJIMBYIO JIEJIOBYIO IIPOCHOY, MOKa3bIBas Ballle PaBHOE MOJI0KEHUE C COOECETHUKOM.

K.2 AHraumiickni 1es10BOM CTHIIb. BhIpaieHnne nmpocbObl

Hawubonee ymoTpeOasieMbIMU TlIarojlaMi B 3HAYEHUHM TMPOCHOBI SBISIOTCA can
(could), would, may, will.

AHITMUCKUI  J€JIOBOM  CTWJIb  TPEANojaraer ynoTrpeOJeHHe OSTUX TJarojoB
NPUOJU3UTEIHHO B PABHO3HAYHBIX CUTYAIIUSX.

[Tpumeps! ynotpebnenus riaroia can (could):

1 Could you hold on a minute, please? (MunyTOUKY, Moayyicra).

2 Could you tell me your name, please? (Ckaxkute Bare uMs, Moxxanyicra).

3 Can I take the message? (I1o3BobTE IPUHSTH Ballie COOOIICHUE).

4 Can I do anything to help? (5 mory Bam ueM-HHOYAb TOMOYB?).
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[Tpumeps! ynotpebnenus riarosia may u would (will):

1 May I introduce myself? (Ilo3BosbTe mpeacTaBUTHCS).

2 May I pay in cash? (51 Mmory pacmiinaTuTbcs HATUYHBIMU?).

3 Would you mind waiting? (Bac He 3aTpyJHUT OI0KAATH?).

4 Would you show me your passport? (Ilokaxute, moxanyicra, Ball macriopT).

5 Will you help me to find the exit? (Bs1 MHE HEe mOMOKeTe HANUTH BBIXOA?).

[Ipumepsl BbIlIE BBIMIAAAT TOBOJILHO OXOKUMH, U TaK OHO U €CTh Ha CAMOM JIeJIe.
Brei6op riarona B 3THUX MPEASIOKEHUSX 3aBUCHT OOJBIIE OT COYETAEMOCTH, TPAAMLIUN
A3bIKa U OTTEHKOB CMBICJA, Y€M OT YPOBHS HPOCHOBI, 3aKIIOYEHHOW B JIaHHOM CIIOBE.
Hampumep, anrnuiickuii Ae0BOM CTUIIb MpeaycMaTpuBaeT aBa BapuaHThl (pasbl «Could
you show me the way, please?» u «Would you show me the way, please?». B nepBom
ciiydae Mbl iepeBeieM ¢pa3y kak «He Moriu Ob1 BbI MOKa3aTh MHE IOPOTY?», a BO BTOPOM
— «Bbl MHe He mokaxere nopory?». HeOousbmioil OTTEHOK 3HAYEHHS €CTh, TaK KaK BO
BTOPOM CJIy4ae Mbl OOJIbLIE PE/IOoJIaraeM MOJI0KUTEIbHBIN OTBET HAa HAITy (pa3y, HO O
YPOBHIO MPOCHObI OHU PUMEPHO OJIMHAKOBBHI.

Ho npu sTom mb1 HEe MoxkeM ckazath « Would I take the message?» nnu «May 1 do
anything for you?».Tak kak B TepBOM ciy4ae Mbl IMOJIy4aeM TPaMMaTHYECKYIO
6eccmpicnuily («A IpUMy T 51 cOOOIIEHHE?»); a BO BTOPOM Cliydyae — UHTUMHYIO (pa3sy,
YMECTHYIO TpH >KEIaHWM, HANpPUMEp, MY>KUHMHBI BBIIPOCUTH MPOIICHHE Yy >KEHIIUHBI
(«MoxHo 51 yTo-HUOYABL caenaro s Te0s?»). [loaToMy CTOUT OCTOPOKHEH BHIOMpATH
MOJAJIbHBIE TJIATOJIBI IPU MEpeaaue CMBICIOBOTO 3HAUEHUS POCHOBI, NHAYE BBl PUCKYETE
BBITJISIZIETh CMEITHO B I1a3aX MapTHEPOB.

Yaie Bcero B s3bIKE JEJI0BOTO OOIICHHS MPOCh0a BhIpa)kaeTcsi B 00Jee BEXKIMBOM
¢dopme, Tak KaKk B OCHOBHOM OOILEHHE MPOUCXOIUT MEXIY MaIO3HAKOMBIMH JIIOJIbMHU.
Jis 3TOTO UCTIONB3YIOTCA Takue raaroisl kKak could, might u would.Takske 3Tu riarossl B
OTIpEIeICHHOM KOHTEKCTE B JAaHHOM 3HAUYE€HUHU MOTYT HalaraTh OTTEHOK MPEITOKEHUS.

[Ipumeps! ynotpebnenus riarona could, might, would:

1 Might I suggest Tuesday? (MosxxeT ObITh BO BTOPHUK?)

2 Would you like to know some more information about our products? (He xenaere

y3HaTh OOJIbIIIE O HAIIEH TPOTyKIIUU?)
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K.3 AHraumiicknii 1eJI0BOH CTH/Ib. BhIpakeHune pa3peneHus

AHTTMACKHN 1eTT0BOM CTWIIh NPEyCMAaTPUBAET HE TOJIBKO MPOCKOY, pasyMeeTcsi, HO
U paspenieHue, Koraa ¢ npoch0oii 00paiaroTcs K BaM. BeipakeHne MOJaabHOTO 3HAUCHUS
paspelieHus B S3bIKE JEJNOBOTO OOHICHUS B OOJBIIMHCTBE CIIy4aeB BBIPAKAETCS C
MOMOIIBI0 MOJAJIBHBIX TJIAroJioB can U may. YmnorpeOneHus riarojia dare mpu Ael0BOM
oOLIeHNH HEe HA0JII01aI0Ch.

IIpumepsl pa3pelieHus B aHIVIMMCKOM JI€JI0BOM CTUIIE:

1 You can consult our manager at three. (Bbl Mo)eTe NMPOKOHCYIBTUPOBATHCS C
HAIllMM MEHEJDKEPOM B TPU Yaca).

2 You can buy a cheapest ticket if you want. (Ber moxxere kynuTh OuieT
TIOJICIIICBIIC).

3 You may finish your report next week. (Bsl MoXkeTe 3aKOHYUTH Ball OTYET HA

CIIeNyIOIIeH Henene).
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Hpuiaoxenne U
(o0s3amenvHoe)

CocTaBJjieHHE 1€JI0BOI0 MUCHLMA

CocraBnenue 000ro J€J10BOrO MHCbMa Ha AHTJIMHCKOM SI3bIKE TMOAYMHSETCS
0OIIUM TTpaBUIIAM.

JlenoBoe MUCBMO — 3TO OOIIEHHE, HOCsIIee O(PHUIMATBHBIM XapakTep, KOTOpOe
MPOUCXOIUT B MUCbMEHHOU (opMe, UMEIONIeH omnpenenéHHblid, CTPOTO YCTaHOBJICHHBIN
dbopmar.

Kpatkue npaBuia opopMmieHus nucbma:

1) muchbMO JOJKHO OBITH HAIlEYaTaHO Ha KOMITBIOTEPE;

2) OHO JIOJKHO OBITh HE JITTUHHEE OJTHOU CTPAHUIIBI;

3) moJisi He NOJKHBI OBITH CIUIIKOM Y3KHUMH;

4) MUCHbMO JTOJHKHO OBITH PA30UTO HA 3aBEPIIEHHBIC TIO CMBICTY a03aIlbl.

B mpaBom BepxHeM yrily JODKEH OBITh pacrojioxkeH Baml aapec. OH mumiercs B
CIIEIYIOIIEM MOPSAKE: UM, YJHIA, JOM, TOpPOJ, MOYTOBBIA MHAEKC, cTpaHa. Yepes 1-2
CTPOKH, MO aJIpecoM, JoJKHa ObITh HamedaTaHna nata. [lepen aapecom AOKHBI OCTAThCA
IBe CcBOOOJAHBIE CTpPOKH. Bce BbIpaBHMBaHMA IO JIEBOMY Kpaio. Uepe3 CTpOKy HAET
oOpatenue: Dear Sir npu oOpaiieHny K My>K4YuHEe WIM He3HAaKOMoMYy Juity; Dear Ms nipu
oOpamieHnd K O>KeHIIMHE. AO3albl Bamero MUChbMa JOJDKHBI OBITh OTHEJIEHBI OT
oOpareHust U Ipyr OT Apyra myctoi ctpokoit. [Tocne mocnennero ab3ama mpomycKarTCs
JIBE€ CTPOKH, U 00bIuHO mumiercs Sincerely yours. OctaBpre emé Mecto (4 — 6) CTpoK s
MHOJIIMCH U HamedyaTalTe CBOE UMSL.

Anpeca B AHIIMM 1 AMEPUKE UMEIOT CIEAYIOIIUN BU:

Ms J. Simpson

Foreign Rights Manager
Chapman & Hall Ltd.

11 New Fetter Lane
London EC4P 4EE
England

130



Ms A. Arafel

Product Information Manager
MeCraw-Hill Book Co

1221 Avenue of the Americas
New York, N.Y.10020

USA

OO6paruTe BHUMaHUE Ha MMOYTOBBINA MHIEKC U COKpaIllEHUEe Ha3BaHUH IITATOB.
Paznuumst mexay OpUTAHCKUM W aMEPUKAHCKUM CTWISIMU TIPEJCTaBJICHBI Ha

CIIEAYIOIIEH CXeMe:

British Letter American Letter

Hara

(Date)
12" December, 20 — December 12, 20 —
12 December 20 —
12 Dec. 20 —

IIpuBercrBHe
(Salutation)

Dear Sir, Dear Sirs:
Dear Madam, Dear Madam:
Dear Mrs. Smith, Dear Mrs. Smith:
For the attention of Mr. E. Wilson Attention: Mr. E.C. Wilson
Dear Sirs, Gentlemen:

KOMHJ’ICMeHTapHaﬂ KOHIOBKA

(Complementary Close)
Yours faithfully, Sincerely yours,
Yours sincerely, Yours truly

N.1 CTtpykTypa 1€J10BOr0 MUCHMA

JlenoBble mMHCbMa NHIIYTCS IO YCTAHOBJIEHHOW (opMe Ha OTIeYaTaHHbIX

TUNOTpad)CKUM CrIoco0OM OJIaHKaxX.
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1 3aronoBok. 3arojoBOK dYalle BCEro IedaTaeTcs Ha OJaHKax TUHOrpadCcKkum
CIOCOOOM U COJIEP>KUT Ha3BaHHE OPTaHU3ALUN WIH (PUPMBI, OT KOTOPOI UCXOUT MUCHMO,
e¢ aapec, Homepa TeneoHOB, Ha3BaHUE KOJOB U Jpyrue AaHHble. Ha3BaHus BCECOIO3HBIX
BHEIIIHETOPTOBBIX OPTaHU3AIUA MUITYTCS JJATUHCKUM MPUGTOM, Hanpumep: Sojuzexport

2 Jlata. Hanbousee pacripocTpaHeHHbIE CIOCOOBI HATMCAHMS 1T CIEAYIOIINE:

20" May, 19... (auraercs) the twentieth of May, 19...

May 20, 19... (uutaercs) May the twentieth, 19...

3 Anpec. Aznpec moiiydyaTeiss NMUIIYT Ha JIEBOW CTOPOHE MUChbMa B CIEAYIOLIEM
MOpsIJIKE:

1) HaumeHoBaHUe opraHu3anuu (Win GaMuius JOJKHOCTHOTO JIHIA);

2) HOMep 0Ma, HAa3BaHUE YIIULIBI,

3) Ha3BaHue ropoja (C ykazaHHEM MOYTOBOTO paiioHa WM IITATa);

4) Ha3BaHHE CTPAHBI.

B 3arosioBkax u gare muceM TOYKa HE CTaBUTCH.

4 BcrynurensHoe oOpamenne. Haubonee pacrnpocTpaHeHHBIMU — (GopMaMu
BCTYIUTEILHOTO OOpaIeHUs SIBJISIOTCS:

Dear Sirs, VYBaxkaemble rocnoza!

Gentlemen: locnona! (popma, yame ynorpedasiemas B CIITA)

[Tocne BerynuTensHOTO OOpatieHust B BenukoOpuranuu craBurcs 3amsitasi, B CIIIA
— JIBOETOUHE.

5 Texcr nucema. Bech Tekcr pazaensercs Ha ab3aibl 0e3 MCIOJIb30BaHUS KPACHOM
cTpoku. Ilepen OCHOBHBIM TEKCTOM dYacTo MAa€TCs MOSCHEHHME OTHOCHUTEIBHO €ro
COJIEpKaHUs.

ITpumepsl

1 Re: (uuraercs: regarding) Order No.... for Working Drawings.

[Ipumedanue — Re— cokpaiieHue JaTHHCKOTO BBIPAXKEHUS in re — «no aemay». OHO 03HadaeT

«KacaTeCJIbHO» HJIN «OTHOCHUTCIBHO».

2 About: Contract No. 2535/45.
3 Subject: Order for Pumps.

OCHOBHOM TEKCT JOJDKEH OBITH MIOMEIIEH B IEHTPAJILHON YacTH MHUChMA.

132



['maBHast MBICITB MHUCbMA MOKET HAUYMHATHCS ¢ MPUYMHBI oOpamenus: "l am writing
to youto ...".

B nenoBoM mucbMe HE JOMYCKAIOTCSI MPOM3BOJIbHBIE COKPAIICHUS WM U3MEHEHUS
HAaUMEHOBAHUI COBETCKUX M HMHOCTPAHHBIX OpraHu3aluil, O0O0beAMHEHUN W (UPM.
Hampumep, nenb3s [loconasctBo Apabekoii Pecriyonuku Eruner numenoBats Erunerckum
MOCOJLCTBOM. B TekcTe 1en0BOro muchMa HEAOMYCTUMBI TaKXKE COKpAIICHHbIE IpaM-
Maruueckue ¢opmbl. Hanpumep, Henb3st mucath we shan't, we don't, it can't, it won't,
we’ll, etc.. a cnenyet mucate: we shall not, we do not, it cannot it will not, we shall (will),
etc. C mponucHON OYKBBI MULTYTCA:

1) Bce cioBa B 3arojioBkax (KpoMme apTHKIEH, MPEIIOrOB M COI030B), BKIIIOYAs
COKpAILEHHUS;

2) cnoBa, 0003HAYAIOIINE TOCYJAPCTBEHHYIO M HAIIMOHAIBHYIO TPUHAIICKHOCTH
(Russian, English. French, etc.);

3) Ha3BaHUs OpraHu3anui, GUpM, oTIEIO0B, KOHTOP U T.1.;

4) reorpaduueckie Ha3BaHUS;

5) Ha3BaHMA MECALIEB U JHEH HENeNH;

6) c0Ba BO BCTYNUTEIBHBIX 00paIEHUX;

7) mepBOE CIOBO B 3aKJIIOYUTENBHON (hOpMyJIie BEKITHUBOCTH;

8) Ha3BaHUs TOKYMEHTOB U OOBEKTOB.

6 3axmmounTtenbHas Gopmyia BEKIMBOCTU. B kauecTBe 3aKITIOYUTENBHON (POPMYIIBI
BEXKJIMBOCTU OOBIYHO HCTOJb3YIOTCS:

Yours faithfully C yBaxkeHuneMm

Respectfully yours

OOBIYHO MUCHMO 3aKaHYMBAETCs BbICKaszbiBaHueM OnarogapHoctu ("Thank you for
your prompt help...") u npuserctBuem "Yours sincerely," eciiu aBTOp 3HaeT UMs ajgpecaTa
u "Yours faithfully", ecau ner.

®opmynel Yours truly u Yours sincerely B aenoBoit mepemnucke, Kak MpaBHIIO,
ynotpebisitores B CHIA.

7 Honnuce. [locne 3aka0YUTENTsHOM (GOPMYJITBI (MHOTIa) CTAaBUTCS 3amsTast U 3aTeM

noanuck. Iloanuce, pacmmppoBka MOAMUCH, TOJKHOCTH CIEAYIOT APYT 3a JPYIrOM B
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CTPOKY B JIEBOM IIMOO B TMpaBOM YyIiIy muchMa. MHOTJAa MHCBMO MOXET OBITH
NPOJAWKTOBAHO OJHUM YEJIOBEKOM, a MOJANUCAHO JPYTHM, OOBIYHO CEKpeTapéMm.
Hanpumep, mupekrop, OTHPaBissiCh B KOMaHIUPOBKY, OCTaBWJI 3aJlaHUE CEKpETapro
HareyaTarh MUChbMO. B 3TOM cirydae moanuch OyneT BBITISACTD TaK:

pp Diana Price

David Bradly

Managing Director

rae pp (per procurationem — J1atr.) 03Ha4aeT Mo JOBEPEHHOCTH, 32 KOT0-TO.

8 Ilpunoxenne. Ecau B 0JHOM KOHBEPTE C JICJIOBBIM MUCHMOM aJIPECaTy MOCIIAHBI
KaKue-11u00 MaTepuallbl, HanpuMep, Cenu(UKalnu, KaTaJorH | T.I1., Ha MUChbME JeJIaeTCsI
nometrka Emcl., cokpamienne, npuHstoe s cinoBa Enclosure «mpuioskeHue», KOTOpoe

CTaBUTCA B HUXKHCM JICBOM YTy ITMCbMaA, IMOCJIC TIOAIINUCH.

N.2 O6pa3en 1e10BOro NucLMa

Mr Nikolay Roshin
ABC-company

Office 2002, Entrance 1B
Tverskaya Street

Moscow

RUSSIA 20 June 2004

Dear Nikolay,

I'm writing to you in regard of your enquiry. Please find enclosed our information
pack which contains our brochures and general details on our schools and summer centres.

In England we have two schools, Brighton and Bath, both beautiful locations which
I am sure you and your students will like. Our schools are located in attractive premises in
convenient, central positions. Brighton is a clean and safe town with a beautiful bay and
countryside nearby. Bath is one of the most famous historic cities in England, famous for
its Georgian architecture and Roman Baths.
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Accommodation is provided in host families chosen for the ability to provide
comfortable homes, a friendly welcome and a suitable environment, in which students can
practice English and enjoy their stay. We have full-time Activities Organisers responsible
for sports, cultural activities and weekly excursions.

Please complete and return the enclosed registration form in order to receive more
brochures and other promotional materials.

I look forward to hearing from you and later hope to welcome your students to our
schools and summer centres.

Yours sincerely,

Tomas Green

Managing Director

WN.3 Buabl 1eJI0BBIX THCEM

N.3.1 Ilncbmo-3anpoc uapopmanun (Enquiry (Inquiry) Letter)

[Tucemo-3anpoc unpopmanuu (Inquiry mnu Enquiry Letter) otnpasnsiercs, koraa
HE00X0IUMO:

- OJIy4uTh OoJiee mopoOHy0 MHGOpMAIUI0 00 WHTEPECYIOIIEM Bac TOBAape WIH
yCIIyTe;

- Y3HaTh, UMEIOTCS JIM OHU B HAJTUUHH;

- TONy4uTh HHGMOpMAIMIO 00 YCIOBUSAX TIOCTAaBKM U CKUJKaX, Crocode
TPaHCHIOPTUPOBKH, YCIOBUSAX CTPAXOBAHUS;

- IOJIYYUTh UH(OPMAIIHMIO O LIEHAaX Ha TOBAphI;

- IOJTYYUTh KATAJIOTH U 00pa3iibl ToBapa

Korma kommanus mnomywaer mmcbMo (Inquiry Letter) ¢ mnpocsboii BbiciaTh
MoApOOHYI0 MH(POPMAIMIO O €€ MPOAYKIMH, TOBape WU YCIyre, B OTBETHOM IHUCHME
OYEHb BAYKHO MPOU3BECTU OJIArONPHUATHOE BIEUATICHUE HA MOTEHIIMAIBHOTO KIMEHTa WIN
napTHepa. BexiuBBINA, TPaMOTHO COCTaBJICHHBIA OTBET oOs3aTenbHO  Oyner
CHOCOOCTBOBATH CO3JJaHUIO TOJJOOHOTO BIIECUYATICHUSI.
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1 OOpamenue

Dear Mr, Ms

2 brnarogapHOCTh 32 OKa3aHHOEC BHUMaHHE

Thank you for your letter of — Cmacu6o 3a Baie mucsMmo...

We would like to thank you for enquiring about... — Mb1 xoTenu 661 mo6JIaroapuTh
BAC 3a NPOSBJICHHBIN UHTEPEC. ..

3 [IpenocraBnenue TpedyeMoil HHPpOpMAIIH

We are pleased to enclose ... — MBI ¢ yI0BOJIBCTBHEM BKJIALIBAEM. . .

Enclosed you will find ... — B npukpennenHom ¢aiise Bbl HalAeTe. ..

We enclose ... — MbI ipuiaraem. ..

4 OTBeT Ha AOTOJHUTEIbHBIE BOIIPOCHI

We would also like to inform you ... — MbI Takke XoTenu ObI COOOUTUTH BaM O...

Regarding your question about ... — OTHOCHTENBHO BallIero BOMPOCA O...

In answer to your question (enquiry) about ... — OTBeuasi Ha BaIl BOIIPOC. ..

S BbICKa3bIBaHUE HAJEK/Ibl HA TAIbHEUIIEE UI0JOTBOPHOE COTPYAHUYECTBO

We look forward to hearing from you. — MbI Hafieemcs yCibIarh Bac CHOBA.

We look forward to receiving your order. — MblI HajieeMcs OJIy4HUTh OT Bac 3aKas.

We look forward to welcoming you as our client (customer). — MbI HajieeMcst 4TO
BbI CTAHETE HAIIUM KJIHEHTOM.

6 IToamuce

[TomHHTE, KOT/1a BBI OOpaIaerech K 4YeI0BEKY, UMl KOTOPOTO BaM HE M3BECTHO,
cienyet nucath "Yours faithfully' u, xorna ums usBectHo, 'Y ours sincerely'.

N.3.1.1 O6pa3zer; oTBeTa Ha MUCHMO-3AMIPOC UHPOPMALIUU

Jackson Brothers
3487 23rd Street New York, NY 12009
September 12, 2000

Kenneth Beare
Administrative Director

English Learners & Company
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2520 Visita Avenue
Olympia, WA 98501

Dear Mr Beare

Thank you for your enquiry of 12 September asking for the latest edition of our
catalogue.

We are pleased to enclose our latest brochure. We would also like to inform you that
it is possible to make purchases online at http://jacksonbros.com.

We look forward to welcoming you as our customer.

Y ours sincerely,

(Signature)

Position

N.3.2 lIucsmo-pexaamanus (Letter of Complaint)

[TuceMo, conepskamiee >xano0y WIM TMPETEH3UHM MO KauecTBY NPUOOPETEHHOTO
TOBapa W OKa3aHHBIX yciyT, Ha3eiBaeTcss Complaint Letter. OcHOBHAs 11e7Tb TAKOTO MHUCHMA
— Tepenarh MOJIHYI0 MH(POpMAIuIo MO BO3HHUKIIEH mpobieme. IIMCbMO Takke MOXKET
BBICTYIIaTh B KauecTBE O(QUIMAIBHOTO JOKYMEHTA, YBEIOMJISIOIIETO O HEOOXOIUMOCTH
MIPOBEJICHUS TPOBEPKH U YCTPAHEHUS HETIOIAIOK.

B nemoBoi npakTMKE OCHOBHBIMM IIPUYMHAMHU OTIPABKU IHCEM-PEKJIAMaLAN
SBJIAIOTCS CIEAYIOIIHE:

- HeornocTaBka ToBapa (short delivery);

- TIOCTaBKa HEJAOOpPOKaYECTBEHHBIX TOBApOB JHOO HE TEX TOBAPOB, KOTOPHIE OBLIN
3aka3aHsbl (substandard or wrong goods);

- 3a71epkku B moctaBke (delays in delivery);

- OTIpaBKa o HempaBWIbHOMY ajpecy (misdirection and errors in addressing);

- moBpexaeHue Torapa (damages of goods);

- Tpou3BOJCTBEeHHBIE AedekThl (manufacturing defects), oOHapyXKeHHbIE IpHU

AKCIUTyaTanuu o0opyaoBanus (equipment operation).
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[TucbmMO HOJDKHO cOAEpKaTh BCHO HEOOXOAMMYIO HMH(POPMAIHMIO, KAaCaIOIIYIOCs
JAHHOM yCNnyTd Wiau ToBapa. Hamummre mojgHOe Ha3BaHHWE W OIMUCAHUS TOBapa, AaTy
npuoOpeTeHus WIM yKa3aHus YCIyTd U T.1. Baia mens — oObSICHUTH BCE JI€Talu, HO HE
neperpyxarb MUChbMO HEHYXKHBIMU ToJApoOHOCTsMHU. KpoMe Toro, HE0OXOaUMO yKa3aTh
BaIllU MTOKEIaHUS, YCIOBUS U CPOKHU YCTPAHEHUS TPOOIIEM.

N.3.2.1 KoMy agpecoBath 1aHHOE MUCHMO?

[Tpu mpuoOpeTeHuu ToBapa WK 3aKIOUEHUN JOTOBOpa Ha MPEIOCTaBICHUE YCIIyT
BBl OJTy4aeTe KOHTAKTHBIM aapec Win Tele(OH YeloBeKa, KOTOPBIM MOXKET PEIIUuTh BCE
BO3HUKIIIKME CHOKHOCTU. OOBIMHO B HEOOJBIINX KOMITAHUSX OTH BOIPOCHl peIlaeT
BIIaJIeJIel] KOMIaHUU. B opraHuzanusx cpeHero ypoBHs — €ro 3aMECTHTEIb WIIH BBICIIIHMA
PYKOBOASIINI cOCTaB. B KpyMHBIX KOMITAHUSIX OOBIYHO CYIIECTBYET OTAEN MO padboTe ¢
KJIIMEHTaMH, KOTOPBIM 3aHUMAETCS PEIICHUEM TaKUX BOIPOCOB.

N.3.2.2 N3 kakux OCHOBHBIX 4aCTE€H COCTOUT MUCHMO?

1 Berymuienue.

Name of Contact Person

[TonHOE MM anpecata (eciu U3BECTHO )

Title, if available

Company Name

Ha3zBanue koMmnanuu

Consumer Complaint Division

Otnen no pabore ¢ KIIMEHTaMH

Street Address

City, State, Zip Code

AJnipec KOMIIaHUU

Dear (Contact Person):

Ob6patenue

2 BBenenue, coaepikaiiee nHGopMaIno o IpuoOpEeTEHHOM ToBape JIN0o yciyre.
On (the 1st of July), I (bought, leased, rented, or had repaired) a (name of the

product, with serial or model number or service performed) at (location and other
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important details of the transaction). — 1 uronst st (mpuoOpen, cmanm B HaeM, apeH0Bal,
OTpEeMOHTHpPOBa) ( MMOJHOE Ha3BaHUE TOBapa C CEPUHHBIM HOMEPOM WIJIM BUJ YCIYTH) IO
azmpecy ... ( ganee ykaspIBaeTcs Apyras BakHas HHPOpPMAIIHS O COBEPIICHHOM CIIeNKe).

I am writing to draw your attention to a problem in your customer service section. —
S nury, yToObI NPUBJIEYD Ballle BHUMAHUE K Po0JieMe B OTJIeNEe 10 padoTe ¢ KIMEHTaMHU.

I wish to complaint in the strongest possible terms about the treatment I received
from a member of your staff. — 5 61 X0Ten BBIPA3UTh MPETEH3UU K OOPAILEHUI0 CO MHON
BalIero COTPYTHHKA.

I am writing to express my strong dissatisfaction with the goods I received this
morning. — S mmmry, 4TOoOBl BBIPA3UTh HEAOBOJBCTBO MPOAYKTAMH, IOJY4ECHHBIMH
CETOJIHS YTPOM.

I am writing to complain about the quality of the product I purchased on-line from
your website. — S mnumnry, 4ToOBI BBIPa3UTh HEJOBOJBCTBO KAayeCTBOM IPOIYKTOB,
3aKa3aHHBIX Ha BAlllEM CaWTe.

I am writing in connection with the negative attitude of a member of your staff. — 5
IUIIY B CBSI3M C HETaTUBHBIM OTHOIIICHUEM YJICHA Ballleii KOMITaHHH.

3 Onucanue BO3HUKIIEH TPOOIEMBI.

Unfortunately, your product (or service) has not performed well (or the service was
inadequate) because (state the problem). I am disappointed because (explain the problem:
for example, the product does not work properly, the service was not performed correctly,
I was billed the wrong amount, something was not disclosed clearly or was
misrepresented, etc.). — K coxkanenuto, Bamr ToBap (yciyra) He oTBe4aeT HEOOXOAUMBIM
TpeOboBaHusIM, Tak Kak (ykasplBaeTcs Tmpobiema). S pa3odapoBaH, IMOCKOJBKY
(oOBsicHAETCS CHUTyalus: Hampumep, npubop IUI0X0 paboTaeT HEKaYeCTBEHHO, MHE
NPeIbSIBUIN HETIPABIUIIBHYIO CYMMY K OTIIATe, YTO-TO HE OBUIO OOBSICHEHO).

The equipment I ordered has still not been delivered, despite my phone call to you
last week to say that it was needed urgently. — 3akazanHoe o6opynoBaHHE BCE €IIE HE
JOCTaBJICHO, HECMOTPS Ha TO, YTO 5 YK€ 3BOHUII BaM Ha MPOLLION HEAeNe  COOOIINII, YTO

OHO TpeOyeTcs HEMEJICHHO.
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To resolve the problem, I would appreciate it if you could (state the specific action
you want — money back, charge card credit, repair, exchange, etc.). Enclosed are copies of
my records (include copies of receipts, guarantees, warranties, cancelled checks, contracts,
model and serial numbers, and any other documents). — J{nst pemenust npo6iemsl 51 ObLI
Obl OnmarojgapeH BapuaHTy, eclii Obl Bl (YKa3bIBalOTCS Ballu TpeOOBaHUS: BEPHYIIU
JICHBIH, KPEIWT, TMPOBEIH PEMOHT, Npom3Benn oOMeH W T.1.) Kommum HOKyMEHTOB
npwiararoTcsl (MPUIOKUTE KOMUM KBUTAHIMHU, TapaHTHHHBIA TaJlOH, aHHYJIHPOBAHHBIC
YCKH, KOHTPAKTHI ¥ IPYTHE TOKYMCHTHI).

I look forward to your reply and the resolution of my problem, and will wait until
(set a time limit) before seeking help from a consumer protection agency or the Better
Business Bureau. Please contact me at the above address or by phone at (home and/or
office numbers with area code). — S >y Bamero orpera ¢ penieHueM o Moeil mpoodieme
u Oyay *7aath 10 (yKas3bIBaeTCsl KpailHUI CPOK) Mpexae 4eM O0OpaTUThCS 3a MOMOIIBIO B
OpTaHU3allMI0 10 3amuTe MpaB norpeduteneii. CBSKUTECh CO MHOH IO CIEIYIOIIEMY
anpecy win TenedoHy (ykasbiBaeTcs ajipec u Homep tenedoHa).

Please deal with this matter urgently. I expect a reply from you by tomorrow
morning at the latest. — [Toxanyiicta, pemmre 3Ty npo0ieMy HEMEUIEHHO. S Ky Balllero
OTBETa HE IMO3/IHEE 3aBTPAIITHETO yTpa.

I insist on a full refund otherwise I will be forced to take the matter further... — 51
HACTaMBAaIO HA TIOJTHOM BO3MEIEHUH PACXOJ0B, WHAUE 51 Oy 1y BHIHYKJIEH ...

Unless I receive the goods by the end of this week, I will have no choice but to
cancel my order. — Ecnu s He moy4y JaHHBIN TOBap 10 KOHIA HENENU, Y MEHs He Oyner
APYTOTo BHIOOPA, KPOME KaK aHHYJIMPOBATH 3aKa3.

I hope that you will deal with this matter promptly as it is causing me considerable
inconvenience. — I HazeOCh, BBl pa30epeTech C ATUM JIEJIOM HEMEIJIEHHO, MTOCKOJIBKY 3TO
JOCTaBIISIET MHE CEpbe3HbIE HEY100CTBA.

4 OkoHYaHUE NMHUChMa

Yours sincerely/Yours faithfully

Your name
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N.3.3 Ilucsmo-n3Bunenue (Apology Letter)

[Tucemo c¢ wu3BuHeHusiMu (Apology Letter) ormpaBisiercss B OTBET Ha MUCBMO-
xanody (Complaint Letter). Hauate ciemyeT C BBIpaK€HHUS COXKAJIEHUS, JIMYHOM
00€CTIOKOCHHOCTH CJIOKUBIIEHCST cuTyanuei. HeoOXxoauMo oOOBSICHUTH, KaKue Iaru
OyayT / OBLIM MPEIUPHUHSTHI, YTOOBI YCTPaHUTH MPOOIEeMy U U30€XKaTh €€ MOBTOPEHUS B
Oyaymem. Hike Bbl Haiiere HECKOIBKO (Ppa3, UCIONIb3yeMbIX MpU HamucaHnuu Apology
Letter.

N.3.3.1 BeipakeHre NpU3HATEIHHOCTH 32 COOOIICHUE O CIOKUBIICHUCS CUTYAIIHH:

- Thank you for bringing the matter/issue/problem to our attention. — Cracu6o, 4T0
cooOuTmIM HaMm 00 3ToM Jiene / mpobeme.

- I appreciated your advising me of this incident... — Jl;is MEHS OUY€Hb Ba’KHO Ballle
COOOLIEHHE.

N.3.3.2 BelpaxkxeHue coxaaeHus:

- We are very sorry to hear that... — Ham Tsxeno casimats 00 3TOM..
- I am very sorry for this situation... — I o4eHb coOXajew O CIOKUBIICHCS
CUTYaIlUH.

N.3.3.3 "3BuHeHue:
- We apologise for... — Ml npocum npoIieHus 3a.. .
- Please accept our apologises for... — [IpuMure Ham U3BUHEHUS. . .

A.3.3.4 O0ObscHeHHE NEUCTBUI KOMIIAHUU:

- Please be assured that we will... — ByasTe yBepeHbI, 4TO MHL. ..

- You have my assurance that ... — I rapanTupyto Bam...

- To compensate for the inconvenience caused... — Jlsi1 Bo3MeleHus: MpUUUHEHHBIX
HEYJ100CTB. ..

- We are doing everything we can do to resolve the issue. — MusI gemaem Bce
BO3MOXHOE JUISI PEIICHUS MPOoOIeM
- I can assure you that this will not happen again. — O6emiaro, 4To 3TO BIpeIb 3TO HE

IIOBTOPUTCS
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- [ am trying to sort it out/sort the problem out as a matter of urgency. — S nbITatocs
pazo0paThCs C 3TUM / PEIIUTh 3Ty IpoOIIeMy HEMEIJICHHO

- Please return the faulty goods, and we will refund you/repair them/replace them. —
[Toxanyiicta, BEpHUTE HEKAYECTBEHHBIM TOBAp M  Mbl  BO3MECTHM  Ballu
3aTpaThl/IPOU3BEEM PEMOHT/OOMEHSIEM €ro.

N.3.3.5 Hanomunauue o 601b1110#1 BAXKHOCTH /I COBMECTHOTO COTPYIHUYECTBA:

- We value your custom highly. — Jl;1s1 Hac o4eHb BaKHO COTPYAHUYECTBO C BAMHU.

- Your satisfaction is our priority. — Jlns Hac ABIAETCS NPUOPUTETHBHIM

YAOBJIETBOPEHUE BAIIUX MTOTPEOHOCTEN.

N.3.4 IlIucsmo-npennosxenue (Offer)

[TucbMOM-TIpeUIOKEHHEM TOCTABIIMK OOBIYHO OTBEYAeT Ha MHChMO-3ampoc.
OtBewas Ha oOwIMII BOMpOC, OH OJaroJapuTr 3a MPOSBICHHBIH HMHTEPEC U  OOBIYHO
IpujiaraeT MNPEeHCKypaHThl, KaTaJlOTH WM YCJIOBHUS THIOBOTO jnoroBopa. OTBeT Ha
CHEIHMAJIbHBIM 3ampoc MpeaycMaTpuBaeT OTBETHl HA BCE BOMPOCHI MOTEHIHUAIBLHOTO
KJIMEHTA.

CtpykTypa nucbMa-MnpeanoKeHus:

1) moBoj HamMcaHUS;

2) OTBETHI HA BOMPOCH MOTEHIUATIHHOTO 3aKa3UNKa;

3) JOTONHUTEIBHBIC TIPEITIOKEHUS;

4) BrIpa’k€HUE HA/IEK/bI HA 3aKa3.

[lucbMa-npenyoxkKeHus: TMOChbUIalOT 0€3 NPEAIIeCTBYIOIIEro  3ampoca, eciH
MOCTABIIMK JKEJIaeT MPHUBJICYb BHUMAHHE MOTCHIMAIbHBIX KJIWEHTOB HJIM HAaWTH HOBBIX

3aKa34YMKOB K KOHKPETHBIM IPOJIYKTaM WU UX ACCOPTUMEHTY.
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N.3. 5 IIncbmo-3aKka3, nMcbMO0-0TKJI0OHeHHe 3aKka3a (Order, Refusal of Orders)

Jlisa Toro, 4ToOBl chenaTh 3aKa3 Ha 3aKyNKy TE€X WM HHBIX TOBapOB OOBIYHO
3aIOJIHSIOT CHEIMalIbHbIe OJJAHKH 3aKa30B, B KOTOPHIX YKa3bIBACTCS KOJIMYECTBO U3ICIHA,
UX OIIMCAaHME, LI€HA, YCJIOBHs OIUIATHI, JaTa IOCTaBKW, CKUIKU U T.I. B psae ciyudaes,
KOI'/1a HEOOXOAMMO MPOSICHUTH OTAEJIbHBIE IMyHKTHI 3aKa3a, MUIIETCS COMPOBOIUTEIHLHOE

MUCHMO, K KOTOpOMY Mpujiaraercs 6JIaHK 3aKasa.

N.3.6 Pexiamuoe nucsmo (Advertising)

Haubonee momymisipHbIM, MPOCTHIM M JOCTYIHBIM CPEACTBOM peEKJaMbl Obula H
OCTa€rcsl medaTHas IPOAYKLMsS — IIPOCIHEKTHI, KaTaJOrW, pPEKJIaMHBbIC JIMCTOBKH U
OpoIIIOpbI, Mpecc-peiau3bl u 1p. B pexknaMHOM mnHCbME JKEIaTelIbHO MPOSBUTH

HU3BbICKAHHYIO BCIKIIMBOCTD.

N.3.7 DaexkTponnasi moura (e-mail)

DJeKTpOHHAs MMoYTa cTajga OCHOBHOM (OpPMOi OOIIEHUS MEXIY MPEACTaBUTEISIMU
Pa3IMYHBIX OpraHU3alui 0 CaMbIM pa3HbIM BompocaM. ClieyiTe CiIeIyIonM MpaBuiam
IpH 0OIIEHUH IO JEKTPOHHOM mouTe:

1 Xopomo npeacraBbte cede anpecata. OTTOTO, KOMY BbI MHIIETE, OYIET 3aBUCEThH
CTWJIb MUChMa. YeM OJinkKe OTHOLIEHUS — TEM MEeHbIIe (POpMaIbHOCTEH.

2 CpenaiiTe Ballle MOCJIAHUE MO BO3MOXXHOCTH KPATKUM M YETKHUM. DTO MPaBUIIO
pacnpoCTpaHsAeTcs Ha BCE BHUABI JEJIOBOTO OOIICHHSA, HO MJS 3JICKTPOHHOM MOYTHI
CTaHOBHTCS HanboJiee aKTyalbHbBIM, TOCKOJIbKY BOCIPUHUMATH MH(POPMALIMIO C MOHUTOPA
CIIOXHEE, YeM C JucTa. JlaliTe BO3MOXKHOCTh BallleMy aJpecary OTBETUTh TAaKKe KOPOTKO.

b

Hampumep, Bmecto Toro, uytoOwml mucatk:” Let me know what you think”, myume

nocTaBUTh Borpoc Tak:”’Is 3 PM or 5 PM best for you?”

143



3 Ilone “rema” AOJKHO OBITH 3aMOJIHEHO TaK, YTOOBI YETKO OTPa)KaTh OCHOBHYIO
UJCI0 MHChMa.

4 TlpusercrBue (Dear Sir/Madam) He o0s3aTenbHO I CTAaHAAPTHOW MEPENUCKH,
OJIHAKO B JICJIOBBIX MUCbMaX HE OYET JUIIHUM.

5 B nepBbIX crnoBax Haa0 chOpMYIHPOBATh, B CBSI3U C YE€M BBl MMUILIETE MUCHMO: BbI
OTBeYaeTe, Ha3HAuUaeTe BCTPEUY MIIM BBICKA3bIBAETE CBOU COOOPAKEHUS B CBS3H C YEM-TO.

[Ipumep — I am replying to your letter dated 15 January 2007 wherein you asked for
information concerning our Spring courses on Business Writing.

6 Eciu B 2JIeKTPOHHOM NHChbME BBl HAUMHAETE CJIOBO C 3arjaBHOM OYKBBI, 3TO
03HAYAET, UTO BbI XOTUTE BBIJIETUTH €0, KaK Haubosee BaXKHYIO MBICIb.

7 JlnvuHa KaKJI0M CTPOKM HE JIOJDKHA MPEBbIIATh 65 3HAKOB, B MPOTHUBHOM Cllydae
TEKCT MOKET UCKA3UTHCS MPU NPOUYTEHUU MTMChMa Ha IPYTrOM KOMITBIOTEPE.

8 [I1ncbMO TOMKHO OBITH XOPOIIO CTPYKTYPHUPOBAHO — BCTYIUICHHE, OCHOBHASI YaCTh
(akThI) U BHIBOI.

9 KISS (Keep it short and simple). [TomHuTE, 4TO BEpOSITHO Balll ajpecar MoxyqyaeTt
JIECSITOK IMHCEM B JICHb, — CTOUT IKOHOMHUTD €TI0 BpeMms.

10 Vcnionp30BaHHUE CTAaHIAPTHBIX COKPAILUEHUM, XapaKTEPHBIX JIsI MMOBCEAHEBHOU
nepenucku, Takue kak "IMHO” ( In My Honest Opinion) Tak>ke He TPUBETCTBYIOTCS.

11 TmareapHO NMPOBEPHTE MUCHMO, U3MEHUTHh WM YNAJUTh €ro MOCje OTIPaBKU
YK€ HEeJIb34.

12 OOpatHbIil IEKTPOHHBIN apec U UMs OTIPABUTEIN JIydllle HAUCaTh B KOHIIE
MUChMa, Ha CITy4yai, €Clii MUChMO OyJIeT BBIBEICHO Ha IeYaTh.

13 OOmieHue Mo 3JIEKTPOHHOW MOYTE MPEANOoJjaracT akTUBHOE B3aMMOJICHCTBUEC
M03TOMY, TMOJIyYMB 3JEKTPOHHOE IHCbMO, Ha KOTOpPOE BbI HE MOXETE€ OTBETHUTH
HEMEJICHHO, CJIEIyeT OTIPaBUTh COOOLICHHE O MOJYYEHUHU MUChbMa M MPEANoaraeéMoM

BPEMEHU OTIIPABKHU IMHCHMA.
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N.3.8 Ilo3npaBiaenne

[lepen mpa3aHUKaMU 4acTO BO3HUKAET BOMPOC — TO3JPABISATH WM HE TO3/IPABIISATH
OM3Hec-apTHEPOB M KIMEHTOB. Bcerma Jsydiie mo3apaBUTh, YeM HE TO3JPaBUTh, T.K.,
MI03/IPaBIISIs, BB MOJKETE!

1) yKpenuTh OTHOIICHUS C CYIIECTBYIOIMMH KINEHTaMH / TApTHEPaAMU;

2) mpuBJIeYb HOBBIX KJIUCHTOB;

3) HaIIOMHUTH CTapbIM KIIMEHTaM O TOM, YTO BBI CYIIECTBYETE;

4) BbIKa3aTh MPU3HATEIHLHOCTH 110 OTHOIICHHUIO K HAN0O0JIEE JTOSUTbHBIM KIIMECHTAM.

Opnnako, pemias, ¢ KAKHM UMEHHO TPA3JHUKOM IO3APABUTh, JIyUIlIe CIIPABUTHCS O
HEM B CIIMCKE HAIIMOHAIBHBIX U PEITUTUO3HBIX MMPA3AHUKOB Ha TEKYIIUH TOI.

Ecnu BB coMHeBaeTech B TOM, YTO UMEHHO Npa3IHYeT Ball MapTHEpP MO OU3HeECY,
Hanumute npocto MERRY HOLIDAY'S.

N.3.8.1 Koraa ornpaBisaTe no3apasiaeHue?

Jlyume paspmie, yem mo3xke. [lycTe Jydimie Bama OTKPBITKA MPHICT Tepen
npa3IHUKaMU U OyJeT 3aMe4YeHa OJJHON M3 MEePBBIX, YeM MCUE3HET B Kyue MO3paBIICHUH,
KOTOPBIE, K TOMY K€, BEPOSTHO, OyIyT pa3duparbes yKe MOCciIe KaHUKYIL.

1.3.8.2 Kak nucaTe no3apaBiieHHE.

[To3npaBieHne — 3TO TOBOA JJS XOPOIIMX TMOXKEJIAaHWH W BBIPAXKEHUS JOOPBIX
qyBCTB. BU3HEC-BOMPOCHI 3/1ECh HE IOJDKHBI YIIOMHHATHCSI.

Ilo3npaBneHrue B aHIVIMMCKOM SA3BIKE CTPOUTCS HMHA4e, 4eM B pycckoM. Hmke
NPHUBEJICHBl HECKOJIBKO 00pa3IoB TO3PaBICHHIA, KOTOPhIE MOXHO MOIU(HUIIMPOBATH B
3aBHCHUMOCTH OT CHTYAaIlHH.

At this joyous time of year, we are grateful for our work with you. We wish you
abundance, happiness, and peace in a new year filled with hope. Happy holidays!

I hope you and all your coworkers, family, and friends have a lovely holiday season
filled with joy and meaning. Best wishes for a prosperous new year.

It has been a pleasure to work with you this year. We wish you the best of holidays

and a happy new year!
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As the year ends, we think about all we are grateful for. Our relationship with you is
one thing we treasure. Thank you for the opportunity to serve you. We wish you a merry
Christmas and much success in the new year.

As gifts are given and received this holiday season, I think of the gift of knowing
you. Thank you for the pleasure of working with you. Happy holidays!

Thank you for giving me the opportunity to work with you this year. It has been an
honor and a valuable experience for me. I wish you a happy Hanukkah and a new year
filled with all good things.

Merry Christmas! I hope you have a holiday that fills your heart with joy!

[MonpobHyto wuwHpOpMaIMIO O Tpa3THUKAX MOXKHO HAWTH TO  ajapecy

http://www.gppstudio.net/index.htm
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Hpuiaoxkenue K
(pekomendyemoe)

Cnmcok cokpamieHnii, HCNOJIb3yeMbIX B J1€JI0BOM KOPPEeCHOHACHIIU T

A/C, a/c, acc. (accountant current)
adsd (addressed)

adse (adressee)

ad (advertisement)

a.m. (ante meridiem)

app. (appendix)

Attn. (attention)

B/E, B.E., b.e. (bill of exchange)
B/L, b/l, B.L., b.1. (bill of lading)
cc., cc (copies)

CEO (chief executive officer)
cf. (confer)

Co. (company)

contr. (contract)

Corp. (corporation)

cur. (currency)

cur. (current)

CV (curriculum vitae)

dd (dated)

dd (delivered)

Dep., Dept. (department) (1)
Dep., Dept. (department) (2)
doc. (document)

doz., dz. (dozen)

eaon (except as otherwise noted)

TEKYLIUN CYET

aJpECOBAHO

aapecar, royy4yareib
pekiiaMHOe 0ObsIBIICHHE (MHOXK. YHCIIO ads)
710 TIOJTYTHSI

MIPUIIOKEHUE

BHUMAaHUIO (KOTO-TTH00)
[IEpEBOAHON BEKCEb, TPATTa
KOHOCaMEHT

YKa3aHHE Ha aJIpecaToB KOMHUH MMHUChMA
WCIIOJIHUTENbHBIN AUPEKTOP
CpaBHUTE

KOMIIaHUS

KOHTPAKT

KOpHopamus

BAJIIOTA

TEKyLIUN

KpaTkas Ouorpadus
JaTUPOBAaHHBIN

JIOCTABIICHHBIN

oTAeN

MHHUCTEPCTBO

JOKYMEHTHI (MH. 4ucJo - docs.)
JF0’KMHA

CCJIM1 HC YKAa3aHO HWHA4C
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e.g. (exempli gratia, nar.)

enc., encl. (enclosed, enclosure)

Exc., excl. (except, excluding,
exception, exclusion)

expn (expiration)

fig. (figure) (1)

fig. (figure) (2)

FY (fiscal year)

h.a. (hoc anno, nat.)

hf. b(half)

H.Q., HQ, h.q. (headquarters)
id. (idem, nar.)

i.e., 1e. (id est, naT.)

inc., incl. (including)

Inc., inc. (incorporated)

info (information)

inv. (invoice)

10U (I owe you)

L/C, l.c., I/c (letter of credit)
LLC (limited liability company)
Ltd., Itd. (limited)

LOC (letter of commitment)
mdse (merchandise)

memo (memorandum)
M.O., m.o. L. (mail order)
M.O., m.o. (money order)
M.T. (metric ton)

MV (merchant (motor) vessel)

HAaIPUMED
BJIO>KEHHBIW, IPUIIAracMblii, BIIOKCHHUE,
MpUIOKEHHUE (K TUCHMY)

HCKJIO4Yasa, HCKIIFOYCHUC

ucreyeHue (Cpoka)

uudpa

PUCYHOK, cXema

(bUHAHCOBBIN TOJT

B TEKYLIEM IOy

MOJIOBUHA

TJIaBHOE yIIpaBJjieHUE (KOMITAHUU, OPTaHU3AITIH )
TOT ke

TO €CTh

BKJIIOUAst

3apEerucTpUPOBAHHBIN KaK IOPUIUIECKOE JIULIO
(xopriopanus)

uHpOpMALIHS

cuér-(aktypa

JIOJITOBAasi paciucKa

AKKpEJIUTUB

KOMIIAHUSI C OTPAHUYEHHON OTBETCTBEHHOCTHIO
C OTPAaHUYEHHON OTBETCTBEHHOCTHIO
rapaHTUUHOE TUCHbMO

TOBapbl

3anMcKa

MIOYTOBBIN NIEPEBOJ

JEHEKHBIN MEPEBOJI, INIATEKHOE IOPYUCHUE
MEeTpHUUYECKasi TOHHA

TOProBoe (MOTOPHOE) CYIHO
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N/A (not applicable)
N.B., NB (nota bene, nar.)
NC, N.C., n/c (no charge)
o/l (our letter)

PA (power of attorney)

p.a. (per annum, at.)

par. (paragraph)

Plc, PLC (public limited company)

PO (post office)

pp. (pages)

p, p-p. (per pro,nar)
qv (quod vide, nar.)

R&D (research and development)

rct (receipt)

rept. (report)

re (regarding)

ref. (reference)

RMS (root-mean-square)
shipt (shipment)

sig. (signature)

tn. (ton)

urgt (urgent)

v., vs. (versus, J1at.)
VAT (value-added tax)

V.I.P, VIP (very important person)

HE IPUMEHUMO (HAIIp., yHKT B aHKETE)
BAXKHOE 3aMeUyaHue
OecIuIaTHO

(cchlnasich Ha) HaIIE TUCHMO
JIOBEPCHHOCTD
B TOJI

a63ai, maparpad, myHKT

OTKPBITAsA aKIIMOHCPHAA KOMIIAHUA C OI’paHI/I‘{eHHOfI

OTBCTCTBCHHOCTBIO

MIOYTOBOE OT/AEIICHUE

CTPaHUIIBI

OT UMEHH U TI0 MOPYUYEHHUIO

CMOTPH (TaM-TO)
HAy4YHO-UCCIIEIOBATEIHCKHUE U OTILITHO-

koHcTpyKkTOpckue pabotsl (HUOKP)

pacnucka, KBUTaHIUs
OTYET

OTHOCUTEJILHO

CCBUIKA
CpPEaHEKBaIpaTUYECCKUN
OTIpy3Ka, OTIIpaBKa
MIOJIIHACH

TOHHA

CPOYHBIU

IIPOTHUB

H/C

0c000 Ba)KHOE JIUIIO
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v.s. (vide supra, nar.)
v.v. (vice versa, nart.)
w/o (without)

& (and)

@

# (number)

MIPOTHUB
Ha000pOT

6e3

1 (coro3)
KOMMeEpYecKoe at

HOoMep (amep.)
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Hpuiaoxkenue JI
(pekomendyemoe)

TekcTbl /151 ayUPOBAHMSA

K pa3ngeay 1

1.1 MoayJas 1. Business Company Structure

1.1.9

Speaker 1:

Every six months we produce a report showing how the company is doing. This past
week we’ve been busy with our accountants preparing the results that will be included in
our next report.

Speaker 2:

I’m a member of a team of engineers and we’ve just finalized the design of our new
portable computer. This model will be more powerful and more adaptable than our
previous one. We’re constantly looking for new ideas and experimenting with new
products.

Speaker 3:

Before selling our latest product, our department must decide in which regions it
will be the most successful and what types of consumers we want to reach.

Speaker 4:

Communication is key aspect of my department’s work. We answer enquiries made
by our customers and are also in contact with the press to inform them of our new products
and changes within the company.

Speaker 5:

We’ve been having problems with the quality of certain electronic parts made in our
factories. So, several members of the department have got together to talk about ways of

improving some of our manufacturing techniques.
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Speaker 6:

Our company is going through a difficult period and we have had to reduce the
number of employees in several departments and review salaries throughout the
organization.

Speaker 7:

In today’s changing work environment, computer systems play an essential role in
how the company is run. In our department we not only ensure that all systems are
working properly but we also design and develop new applications to make it easier for

our employees to exchange and share information.

1.2 Mopayas 2. Applying for a Job.

1.2.6

Fiona: Hi, it’s Fiona here. I just wanted to tell you that I saw this great job ad in the
newspaper the other day.

Friend: You never told me that you were thinking of getting a new job!

Fiona: Well, I wasn’t until I saw this one. It’s exactly what I’ve always wanted to
do.

Friend: Go on then. Tell me about it.

Fiona: Well, it’s for a Californian company called Patagonia. I'm sure you’ve heard
of them before.

Friend: Oh, yeah, they’re the people who make outdoor clothing, right?

Fiona: Exactly. Anyway they’re looking for what they call a public affairs associate.
It’s basically a public relations position.

Friend: Do they say what sort of a person they’re looking for?

Fiona: Well, actually the ad just says that they want someone who has experience in
the press and in PR, and who has good writing skills. Oh, and it has to be someone who’s
pretty good at outdoor sports, you know, like skiing.

Friend: Sounds just right for you. Don’t tell me that if you get the job you’ll be
moving to America.
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Fiona: Oh, no. I forgot to tell you, in fact they’re looking for someone whose mother
tongue is German, because the job is based in Munich, which would suit me just fine,
because , as you know, I’ve got family near there.

Friend: Do you know how much the job pays?

Fiona: No... they don’t say anything about money. But 'm going to apply anyway.
I’'m sure I’ll find that out if I get as far as the interview.

Friend: When will they be doing the interviews?

Fiona: In the ad it says during the last week of February

1.3 Moayas 3. Company Performance

1.3.24

1. They tried it. They liked it So they bought it.

2. They tried it. They liked it So they bought it.

3. We can never be the biggest, but we can be the best.

4. We can never be the biggest , but we can be the best.

5. Did you know that the whole thing was absolutely free?
6. Did you know that the whole thing was absolutely free?

K pazgeay 2

2.1 Moayas 1. Business Company Structure

2.1.1

Most companies are made up of three groups of people; the shareholders (who

provide the capital), the management and the workforce. The management structure of a

typical company is shown in this organization chart.
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Board of Managing Directors

l

Managing Director

A

Senior Management

l l

Middle Management

At the top of the company hierarchy is the Board of Directors, headed by the
Chairperson or President. The Board is responsible for policy decision and strategy. It
will usually appoint a Managing Director or Chief Executive Officer, who has overall
responsibility for the running of the business. Senior managers or company officers head
the various departments or functions within the company, which may include the
following: Marketing, Public Relations or PR, Information Technology or IT,
Personnel or Human Resources, Finance, Production, Research and Development or

R&D.

2.2 Moayas 2. Applying for a Job

2.2.1

When a company needs to recruit or employ new people, it may decide to advertise
the job or position in the appointments section of a newspaper. People who are interested
can then apply for the job by sending in a letter of application or covering letter (US
cover letter) and a curriculum vitae or CV (US resume) containing details of their
education and experience. A company may also ask candidates to complete a standard
application form. The company’s Human Resources Department will then select the most
suitable applications and prepare a short list of candidates or applicants, who are invited

to attend an interview. Another way for a company to hire is by using the services of a
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recruitment agency (US search firm) who will provide them with a list of suitable

candidates.

2.3 Moayas 3. Company Performance

2.3.1

When I first started working in Guinness I was employed as a general worker. For
three years I worked in the bottling plants as a machine operator. The next position I
held was for a period of seven years in the engineering department as a maintenance
assistant. This involved working with technically skilled personnel in maintaining plant
and equipment. In both jobs I reported directly to a supervisor. Since then, however, the
structure of the company has significantly changed and the supervisor layer no longer
exists. General workers now report to a plant manager. I was then promoted to the
position of laboratory officer in the quality assurance laboratory. This job involved
carrying out a wide range of analyses on all aspects of the brewing process. For the past
year I’ve worked in the personnel department as an Industrial Relations Manager. In this

role I report directly to the Personnel Manager of the company.

2.4 Mopayas 4. International Business Style

24.1

The characteristics of management often vary according to national culture. which
can determine how managers are trained, how they lead people and how they approach
their jobs.

The amount of responsibility of any individual in a company depends on the
position that he or she occupies in its hierarchy. Managers, for example, are responsible
for leading the people directly under them, who are called subordinates. To do this
successfully, they must use their authority, which is the right to take decisions and give
orders. Managers often delegate authority. This means that employees at lower levels in
the company hierarchy can use their initiative, that is make decisions without asking their
manager.
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Ipuiaoxenne M
(cnpasounoe)

Kuaroun k ynpakHeHusM

K pa3ngeany 1

1.1 MoayJas 1. Business Company Structure

1.121-g;2—-a;3—-¢e;4-b;5-h;6—-c;7-d;8—1.

1.1.4 1 — middle managers; 2 — directors; 3 — junior executive; 4 — work-force; 5 —
employees; 6 — colleagues; 7 — supervisor; 8 — superior; 9 — subordinates; 10 — staff.

1.1.51 —in; 2 — on; 3 — for; 4 — of; 5 — to; 6 — by; 7 — to; 8 — with; 9 — with.

1.1.8 1 — society; 2 — salary; 3 — product; 4 — customer; 5 — patent.

1.1.8.1

1 — plant, facility, factory;

2 — ship, assemble, purchase;

3 — manager, engineer, employee;

4 — firm, company, subsidiary;

5 — finance, planning, marketing.

1.1.8.2 1 —salary; 2 — product; 3 — society; 4 — patent; 5 — customer.

1.1.9

1 — e (Finance);

2 — g (Research and Development or R&D);

3 — a (Marketing);

4 — b (Public Relations or PR);

5 — f (Production);

6 — d (Personnel and Human Resources);

7 — ¢ (Information Technology or IT).

1.1.10 1.256400; 2.150; 3.6; 4.3000; 5.50 min.
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1.1.11 1. 7.5 %; 2. 364; 3. 12,839; 4. 1,001; 5. 13.57; 6. $451,210; 7.£6,391,150;
8.0.2 %.

1.2 Monayas 2. Applying for a Job

1.2.1.1 1 —job; 2 — employees; 3 — interview; 4 — CV; 5 — references; 6 — corporate
strategy; 7 — troubles; company rules; 8 — employer; trade union.

1.2.3

l1-b,1s,t;

2—1, 1, m, o;

3—e,hn,q;

4-4d,j,k,1;

S—a,c,gp.

1.251-d;2—-¢;3—-b;4—c;5—a.

1.2.6 1 — Public Affairs; 2 — Munich; 3 — PR/press; 4 — writing; 5 — German; 6 —
California; 7 — outdoor clothing; 8 — February.

12.6.11-c;2—-d;3—-f;4—¢e;5-b;6—a.

1.2.621-1,2-d;3-g4-h;5-1;6-c;7-¢;8-2a;9—-3;10-111-1; 12—k

1.2.631-¢;2—-d;3—-b;4—c;5—a.

1.2.7 1 — put on good clothes; communicate; 2 — relax; 3 — make a list; 4 — find
information; 5 — arrive; 6 — make yourself comfortable; observe everything in a place; 7 —
write; 8 — invent; 9 — pretend; 10 — talk a lot about; 11 — talk clearly; 12 — think of.

1.2.9 1 — impression; 2 — variety; 3 — qualification; 4 — occupation; 5 — acievement;
6 — successful; 7 — education; 8 — effective; 9 — unable; 10 — possibility; 11 — accuracy.

1.2111—-c¢c;2-¢;3—-g;4—2a;5-h;6—3;7-d;8—b;9—1; 10— 1.
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1.3 Moayas 3. Company Performance

1.311-d;2-a;3-f;4-h;5-g,6—3;7-b;8—¢;9—-1;10—c.
1.3.2.1 a — talk; b — knowledge; ¢ — appearance; d — homour; e — contact; f —

attitude; g — voice; h — visuals; 1 — language; j — preparation.

1.3.2.4
Conversation Presentation

1 v

2 v

3 v

4 v

5 v

6 v

1.3.2.6 1 — off; 2 — on; 3 — back; 4 — to; 5 — about; 6 — of; 7 — for; 8§ — up.

1.3.2.7a-3;b-8;¢c-7;d-1;e—-5,6;,f-2,4.

13281-d;2-b;3—-c;4—-¢;5—a

1.3291-a;2—-g;3-c;4—-d;5-f;6—¢; 7—D.

1.3.3.4 1 — letterhead; 2 — sender’s address; 3 — recipient’s address; 4 — refwerences;
5 — date; 6 — salutation; 7 — introductory paragraph; 8 — main paragraph; 9 — concluding
paragraph; 10 — complementary ending; 11 — signature; 12 — typed signature; 13 — title
(position); 14 — enclosure.

1.3411—-g;2—-a;3-d;4—-e;5-c;6—1,7—D.

1.3.4.2

Got your message on September 12", Sorry, but I can’t make the meeting on the
21*. Could you do me a favour and send me a copy of the minutes?

Cheers

Tom Hunt
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2. Good news: from Jan 2 we are offering substantial discounts on all orders over
1000. Shall I send you further details and a copy of our new catalogue?

3. Bad news: l. the board turned down your proposal. Sorry about not getting back
to you sooner on this, but I’ve been in Montreal all week.

4. Are we still OK for May 3 My flight gets in about 11 am. About my
presentation on the 4™ could you make the necessary arrangements? I’m sending you a
list of the equipment I’ll need as an attachment.

See you next week.

Charlotte De Vere

5. Following our telephone conversation this morning, please send me a full
description of the problem and I’ll pass it on to our technical department.

Thanks. If you have any questions, let me know.

Speak to you soon.

1.3.44

keyboard website  search engine
homepage database spreadsheet
desktop  hard disk help menu

banner ad

1.4 MoayJan 4. International Business Style

1411-b;2-f,3—-c;4—¢;5—a.

1421-d;2-b;3-f;4—-c;5—-¢e;6—a.

1431-¢;2-g;3—1;4—a;5-h;6—-3;7—¢;8—1,9—-d;10-b.

1.4.3.1 1 — custom; 2 — abroad; 3 — etiquette; 4 — offensive; 5 — is a sign of; 6 —
sensitive; 7 — minefield.

1.4.4.2

Now check your answers. Did you find all 10 mistakes?
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1. Man: Hi. I haven't seen you around here before. Have you been working
long?

Correction: [ haven't seen you around here before. Have you worked here long?

2. Man: Oh, you must make more money than I do then. I'm in Sales.

Correction: Oh, that must be why I haven't seen you around. I'm in Sales.

It is inappropriate to discuss how much people make in an office during small talk.

3. Man: It's okay. Hey, you look like you could really have a coffee.

Correction: It's okay. Hey, you look like you could really use a coffee.

4. Man: Tell me about it! At least it's supposing to be a nice weekend.

Correction: Tell me about it! At least it's supposed to be a nice weekend.

5. Woman: Yes, I've listened that they are calling for blue skies.

Correction: Yes, I've heard that they are calling for blue skies.

6. Man: The Chiefs! Do you think they're going to make it to the finals this year?

Correction: The man should not continue with this subject because the woman is
obviously not interested in it.

7. Man: Speaking of desks, what do you think of the new office furniture?

Correction: The man did not take the cue that the woman wants to end the
conversation.

8. Woman: It's nice, but I would rather get paid for my overtime hours than have
new furniture.

Correction: Giving your opinion about a controversial subject is not appropriate
when making small talk with someone you don't know or trust.

9. Man: Oh. Well, I think I'll be heading home early today. It might be snow.

Correction: Oh. Well, I think I'll be heading home early today. It looks like it might
SNOW.

10. Man: Me neither! My divorce will finally come through by then!

Correction: Private information about one's personal life is not acceptable.

1.44.3
Mr. F.: Hello! d ? My name’s John Ferry.
Ms. B.: b ? Pleased to meet you. I’'m Julia Bell. C ?
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Mr. F.: I represent Powers Group. I’'m the Marketing Assistant.

Ms. B.: I work in the office. ’'m an accountant.

Mr. F.: f ?
Ms. B.: Yes, I do.
Mr. F.: e ?

Ms. B.: Three years ago, after graduating from the college.

14441—-c;2—-d;3—-b;4—a.

1.4.4.8

a: 1,3,5,6,9,10, 11, 14, 15;
0:2,3,4,5,10, 11, 14, 15;

B:7,8,12,13.
14521-a;2—-g;3-f;4—-¢;5-d;6-Db;7—ec.
1.4.5.5

a)

- Can I help you?

- Yes, I’d like to speak to Ifakat Karsli, please.
b)

- Can I ask who’s calling?

-Yes, its Ivana Medvedeva.

c)

-Can you spell that, please?
-M-E-D-V-E-D-E-V-A, Medvedeva.

d)

-Can I give her a message?

- Yes. Can you just tell her Ivanova called?
e)

-Can you tell him I called?

- Yes, I’ll tell him as soon as he gets in.

f)

-Can you read it back to me?
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-Of course. Your reference number is 45-81099-KM.OK?
g

-Can you speak up, please?

-Sorry, is that better?

h)

-Can you tell me when he/she’ll be back?

- Around three, I should think.

i)

-Can you get back to me within the hour?
-Can we make that two hours?

)]

-Can you ask him/her to call me back?
-Certainly. Can you give me your number?
k)

-Can I get back to you on that?

-Sure. When can I expect to hear from you?
1)

-Can I leave a message with you?

-Sure. Just a minute. Where’s my pen? OK, go ahead.
1.4.5.8

a If ’m busy, I just let the phone ring.

b If I don’t want to be disturbed, I tell my secretary to hold all my calls.
¢ If possible, I try to answer the phone before the fourth ring.
d If ’'m expecting a call from the boss, I pick up the phone immediately.

e If ’'m in the middle of something important , I switch on the answerphone.

f If 'm having a real crisis, [ unplug the damn thing.

14591—-a;2—-a;3-d;4-b.
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K pazgeay 2

2111-d;2-b;3-a;4-¢;5-g,6-1;7-k;8—¢;9-m; 101, 11 —j; 12 —h;
13-1

2211—-¢c;2-h;3-a;4-d;5-1;6-g,7—3;8-1;9-1;10—¢; 11 —b; 12 - k.

2311—-c;2-d;3—-e¢;4-b;5-f;6—a;7—-h;8—g.
24.11-¢;2-d;3-b;4—-a;5-1,6—c.

K pasgeay 3

3241 —-¢;2-1;3-h;4—-g;5-j;6—-a;7-d;8—1;9—c;10-b.
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