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BBenenue

[Tocobue coaepKuT MaTepuaibl MO0 TEOPUU U MPAKTUKE O0yUEHUSI UHOSA3bIY-
HOW MMCBMEHHOM peYy, a TAK)KE 3a/laHHsl TBOPUYECKOr0 XapakTepa, MPpeIoCTaBIIsu0-
M€ CTYJEHTaM TEXHUYECKHX CIIELHUAJIbHOCTEN BO3MOXHOCTh MCIOJIb30BaTh 00pas3-
(bl TUCEM HE JUIsl KOMMPOBAHUS U KOMIWIALMM, & JIJIsl COCTABJIEHUS MUCEM M 3aI0J-
HEHUsl MHUCbMEHHOW JTOKYMEHTallUd B COOTBETCTBMM C KOMMYHHUKATHUBHON CUTyallM-
enl.

[lepBas yacTh mocoOusi BKIIIOYaeT MH(OPMALIMIO, CBSI3aHHYIO C TEOpeThye-
CKHUM acCleKTOM OOy4YeHHUs] MUCbMEHHON peud. Bropas yacTh cooOIaer cTyieHTam
paBUjia 3TUKETAa U HOPMbI MOJUTKOPPEKTHOCTH, KOTOPBIE MPHUHATHI B OTHOIICHHUH
MUCBMEHHBIX JJOKYMEHTOB B COBPEMEHHOM OOIIECTBE, a Takke HeoOxoaumyro ¢pa-
3€0JI0THI0 U 000POTHI aHIIIOA3BIYHON MUCbMEHHOU peun. B ee coctaB Takke BXOAST
HEO0OXO/IMMbIE CBEICHHSI O CTPYKTYpPE PA3IMUHBIX BUOB MUCEM HA AHTJIUHUCKOM SI3bI-
K€, OCHOBHBIC ITpaBWJia AHIJIMHCKOM IYHKTyalluH, 3aJaHKs Ha YCBOEHHE IPABWI U
HOPM, UCITIOJIb30BAaHUE UX B CTHyalUsIX NMCbMEHHON KOMMYHUKALIMH.

CryneHTBl OBJIQJIEBAOT HABBIKOM COCTABJIEHUS IHCbMEHHBIX JTOKYMEHTOB
nyTeM IepepabOTKU NPUBEAEHHBIX B IMOCOOMH OOpa3lOB aHIVIMICKUX JIE€JIOBBIX H
JUYHBIX MHUCEM, MEPEeNbIBasl WA ONMYCKas YaCTUYHO UX COJAEP’KaHHE B COOTBETCT-
BUU C ITparmMatuydeckoi 3agaudeid. [IpuBoaumsie B [lpunoxxenne A oOpa3upl —nucbeMa
U TJOKYMEHTBI PyCCKUX U MHOCTpPAHLEB (Ha OPUTAHCKOM M aMEPUKAaHCKOM BapHaHTax
AHTJIMKACKOTO SA3bIKA) K aHTJIOA3BIYHBIM M PYCCKUM KOPPECIOHACHTaM Ha ydeOHbIe,
JIEJIOBbIE, TPOU3BOICTBEHHBIE U JKUTEUCKUE TEMBI, KaX10€ U3 KOTOPBIX COMTPOBOK/IA-
€TCsl TIEPEBOJIOM C PYCCKOIO SA3bIKa HA AHTJIUUCKUU.

[Ipunoxenue b HOCUT cIpaBOYHBIN XapaKTep U MOXKET MOTPeOOBaThCS MPU COCTAB-
JIEHUU Y HallMCAaHUU NMHUCbMEHHBIX JTOKYMEHTOB.

[IpenoiaBareny MOTYT MCIIOIb30BAaTh MaTepUalbl MOCOOUS JUIsl OpraHu3aluu
INPAKTUYECKUX 3aHATUH CO CTYJEHTAaMU TEXHUYECKHMX CHELUAIBHOCTEH MO JMCLMII-
nuHe «IHOCTpaHHBIN S3BIK», & TAKXKE B paMKax IMPOrpaMMbl JOIIOJIHUTEIBHON KBa-
mudukanun « [lepeBomuuk B chepe nmpodeccnoHanbHOW KOMMYHHUKAIIANWY 10 JTUCITU-
nmHaM «lIpakTraeckuii Kype aHIVIMMCKOTO sA3bIKa» U «IIpakTukym» ¢ 1mensro oBna-
JI€HUS1 HaBbIKAMH MMCbMEHHOU peyH.

[IpenonaBarensiM NpencTaBIsI€TCS BO3MOKHOCTb CaMOCTOSITEIBHOIO IUIAHU-
poBaHusi yueOHOM pabOThl HAa MPAKTUYECKUX 3AHIATHSIX B 3aBUCUMOCTH OT YPOBHS
BJIaICHUS] MUCBbMEHHOM PEYbIO CTYJEHTAMHU U B COOTBETCTBUHU C MPEAYCMOTPEHHBIM
pabourMu porpaMMaMu o JaHHbIM auctuiuimHaM (2008 T ) HeoOXOIUMBIM KOJIH-
YeCTBOM 4YacoB Ha OOy4deHue NnucbMy. PexomeHayercs HCHOJb30BaTh OOIIMPHBINA
MaTepHall MocoOus JIJIsl CaMOCTOSATEIbHON pabOThI CTYIEHTOB.



1 O0y4yeHue MUCHLMEHHOM peyu Ha
COBPEMEHHOM JTale JUHIBOOOpPa3oBaHUs

1.1 Iean u 3apaun 00yUeHUsI MUCbMEHHON peYM B BbICIIEH IIKOJIe

3a mocieaHue rojibl B TEOPUHM U MPAKTUKE 00yUYEHUS] MHOCTPAHHOMY SI3BIKY Ha-
METWIACh YCTOWYMBAs TEHIACHLUA K BO3pAaCTAIOLIEH pOJM IMUCbMEHHOM peuu. Emre
JI.C.Bpirorckuit u A.P. Jlypus oTmMedanu, 4TO0 NMCbMEHHAs PeYb SBJISETCS MOLIHBIM
OpyAMEM YTOYHEHUS U OTpabOTKH MBICIUTEIBHOrO Mpolecca. Kpome Toro, much-
MEHHas peub — 3TO «OJIHA U3 MpeKpacHenmux GopM s3eika» [1, ¢.60].

Ee Bo3pacraroiias posib B COBPEMEHHBIX YCIOBUSX O0YCIIOBJIEHA COIMAIbHO-
HKOHOMHUYECKUMHU MOTPEOHOCTIMU MH(MOpPMAIMOHHOTO 001ecTBa. KOHTaKThl MEXITy
CTpaHaMHU W HapoJaMH YBEJIMYMIIUCH Ha BceX ypoBHAX. Kak ciencrBue, Ha3pena He-
00XO0IUMOCTh B PETYJISIPHOM MEPENHICKE KaK JIMYHOM, TaK U B (popme pasHOOOpa3HO
MUCHMEHHON JTIOKyMEHTaIluu, B 0OMeHe nH]opmalme, pekiaMe, 3aKJII0UYeHUN Cle-
JIOK MPH MOMOIIM JIEKTPOHHBIX CPEJICTB CBSI3U. 3AMOJIHEHUE PA3JIUYHBIX AHKET TaK-
€ CTaJ0 MPUBBIYHBIM aTPUOYTOM OOIIECTBEHHOW >KU3HU B JEMOKPATHUUECKOM 00-
LIECTBE.

O BoO3pacTarouield poau MUCbMEHHON pEeUYr MOXKET CBHUAECTEILCTBOBATH TAKOU
¢dakt: Ha X BcemupHOM KOHrpecce npenojaBaresieid GpaHIly3CKOro si3bIKa 3HAMEHHU-
THIA TEJIEBEIYILHUN, aBTOP U3BECTHBIX TEJIENEpeaay Mo BOIpocaM KyJbTypbl bepHap
[TuBO, MpeaoXuil KOHrpecCUCTaM MUCbMEHHYIO padOTy U OpPraHU30BaJl €€ MIPOBEPKY
psIMO B 3aJi€ 3aceaHuil Ha OOJIbIIIOM DKpaHE.

B pemienue 3Toi mpoGiieMbl BHOCAT CBOM BKJIAJl 3apyO€KHbIE OpraHU3allnu,
takue kak Cosetr EBponbl, HeMenkuil kyabTypHbiii LlenTp, @paHily3cCKuil KyabTyp-
Helii L{eHTp. YHUBEPCUTETHI OCYIIECTBISIOT MEPENUCKY C 3apyOeKHBIMH BYy3aMU —
IIapTHEPAMU C IOMOUIBIO 3JIEKTPOHHBIX CPEACTB KOMYHHUKAIIMU, YTO B COBPEMEHHBIX
yCIIOBUSX 00pa30BaHMS SIBISETCS HACYIIHON HEOOXOIUMOCTBIO.

OpeHOyprckuii TOCyTapCTBEHHBIH YHUBEPCHUTET, MOCTOSIHHO HapariuBas 1
pacmupsisi reorpaduro TUCHMEHHBIX KOHTAKTOB C 3apyOeKHBIMH Y4COHBIMH 3aBeIe-
HUSIMH, SBJIAET COOOM MPUMEP yCIEITHOTO PEIICHUs TOI00HOH 3a1auu.

B CIIIA 0OonbIIMHCTBO aMEPUKAHCKUX MEAaroroB 0Oy4aroT IIECTH BUJaM
MMCbMEHHON peud, KOTOPBIMH CIEAyeT BJIAJIETh B 3aBUCUMOCTH OT CUTyaluu: 1)
Personal Writing (onucanue JUYHOTO OMNbITA B YACTHOM MEpENUCKE, JHEBHHUKAX,
BOocIioMUHaHUsX); 2) Subject Writing (nepenaya nnopmManuu B UHTEPBBIO, OTYETAX
0 COOBITHSAX, JIIOMISIX, B CBUICTENBCKUX MOKa3aHUAX o npouciiectBusx); 3) Creative
Writing (TBOpueckoe MUChbMO - pacckasbl, cTuxH, I1yTku); 4) Reflective Writing
(pediekcuBHOE TTUCHMO - ABTOPCKHE dcce, cTaThi); 5) Academic Writing (koHcIek-
ThI, BBITIOJIHEHUE y4eOHBIX 3anaHuii); 6) Business Writing (1emnoBoe mucemo) [27,
29].

YcBoeHHE CTyIeHTaMH 3HaHUM MO JEJI0BOU Y JIMYHOM MEPEINNCKE ITPEAIOIaraeT-
Cs B COOTBETCTBUU C TOCYJApPCTBEHHBIM OOpa30BAaTEJIbHBIM CTaHAAPTOM BBICIIErO
npo¢ecCHOHaTBLHOTO 00pa30BaHUs MO HEA3BIKOBBIM CIIEHUATBHOCTSM B YacTH JHC-
nuIIMHbL «HOCTpaHHBIN A3bIK». POPMUPOBAHUE U PA3BUTHE Y CTYACHTOB



TEXHUYECKUX CIEIUaTIbHOCTE HABBIKOB MUCHMEHHON peurM Ha Pa3HbIX YPOBHAX
MOKHO paccMaTpUBaTh B Ka4€CTBE COIIMAIBHOTO 3aKas3a.

Hacrosiee mocobue coaepXuT yueOHbIM MaTepualibl U 3aJlaHusl K HUM, Ha-
IpaBJCHHbIC Ha OBJIaJICHUE HauOoJiee BOCTPEOOBAHHBIX B MPAKTUKE KOMMYHHUKAIIMU
BUJIOB NTMUCbMEHHOM peun: AenoBoe nmucbmo (Business Writing) u onucanue JIMYHOTO
ombITa B yacTHoU nepenucke (Personal Writing).

[lucbMeHHasi peub mperepresia CyleCTBEHHbIE U3MEHEHUSI Ha IYyTH OT
SIUCTOJISIPHOTO YKaHpa MPOILILIX BEKOB JO COBPEMEHHON KOMMYHHUKAIIUU, OTO-
CpPEIOBAHHOW KOMIIBIOTEPOM W MOOWJIBHBIMU CPEACTBAMHU CBSI3M, OJHAKO CO-
JIEpKaHWE MUCbMEHHOTI'O PEUYEBOr0 MPOU3BEIACHUS IO-NMPEKHEMY ONpPEECHAETCS
€ro JESITEIbHOCTHOU LIENbIO, TAKOM KaK AMOLMOHAJIBbHOE BO3IECHCTBHUE U B3au-
MOJICHCTBHE, YIIPABJICHUE NCATCIBHOCTBIO, 3alpoCc U Mepenada MHGOpMaIlnu,
coxpaHeHHe MH(POpMaALIMU U MHCbMEHHOE BBIPAKEHUE TBOPUYECKOTO MOTEHIMAIa
YyeJioBeKa.

1.2 OcHOBHBIC TPYAHOCTH (POPMHUPOBAHUSA pPeYeBOl KOMIIETEHIIUH
CTYACHTOB B ACIEKTEe OBJIAJCHUA HABBIKAMHU NNUCLMEHHON pe4u

OnHOHM U3 NPUYMH MPUCTAIBHOTO BHUMAaHUS I€1aroroB- MpenojiaBaTenei u
METOJUCTOB K (POPMUPOBAHUIO HABBIKOB MUCbMEHHON PEUEBOM NEATEIBHOCTH SIBJIS-
€TCsl TO, YTO KOMMYHUKATUBHO-(YHKIIMOHAJIbHBINA MOJXOJ K Pa3BUTHIO TMCbMEHHON
pe4Yr OTHOCHUTEJIBHO HEJABHO BOLIEN B KOHTEKCT POCCHUICKON CUCTEMBI S3BIKOBOIO
oOpaszoBanusl. [lucbMeHHas peyb U HAa POJJHOM, U HA HHOCTPAHHOM SI3bIKE — CIIOKHOE
pedyeBoe yMEHUE, BIAJEHUE KOTOPBIM, B OTJIMYHME OT YCTHOW pEYM, YCBaBAEMOU KaK
MUHUMYM TIOHA4Yaldy CTUXUIHO, JOCTUTAETCs JIMIIb B IIPOLIECCE LEIEHAIPABICHHOIO
oOyuenus [11]. OnHako, HECMOTpPsI Ha MPEANPUHUMAEMBbIE MPENOAABATEISIMU YCH-
JMs, YMEHHSI IMCbMEHHOM peYd HEPEJKO 3HAUYUTEIbHO OTCTAIOT OT YPOBHS 0OyYeH-
HOCTH JIpYTUM BHJIaM PEYEBOM JesATeabHOCTH [14 |.

Crnenyer OTMETUTh, YTO B MPAKTHUKE MPENOIaBaHusl, HAaUMHAas ¢ KoHla XX B.,
Ha MEpPBbIM MJIaH BBIXOJUT COLMOKYJIbTYPHBIM acleKT, B KOTOPOM KpPOATCS MHOTHE
TPYJAHOCTH 00yUdeHUs MUCbMEHHOU pedyr. CTyIEeHThl UMEIOT C OJIHOM CTOPOHBI MaJIbIi
OIBIT AHIJIOA3BIYHON MUCBMEHHOW NMPAKTUKU, C APYTOd — HE MPOUCXOJUT MepeHoca
U3 PYCCKOrO f3bIKa B MHOCTPAHHBIN OOLIEKYJIbTYPHBIX YMEHUH NMHUCbMEHHOM peuH,
KOTOpBIE SIBJISIOTCS IO CYILECTBY YHUKAJIbHBIMU.

[TuceMenHOM peun cinenyer o0ydyaTh Ha pa3HbIX YPOBHSIX: a) pE4eBOIrO
aTUKETa; 0) COOMIOZEHUST HAIJIeKAIIEer0 YpOBHA o(uIMaibHOCTH (HEODUIIHATBEHO-
CTH); B) BBIOOpA SI3BIKOBBIX CPEJICTB JUISl BBIPAXXEHUS] KOMMYHHKATUBHBIX (YHKIIMH
BBICKa3bIBaHUS; T') NE€pelade COLMOKYJIbTYPHBIX CTEPEOTHUIIOB PEYEBOrO MOBEICHHUS
Ha POJHOM U MHOCTPAHHBIX SI3bIKaX KaK Ba)XKHBIM acCIEKTaM MPOLECCa MHOS3BIYHOIO
NUCHMEHHOTO OOIIEHUS, KOTOPOE JOJKHO CTaTh MOJHOMPABHOW COCTABISAIOIIEH pe-
YEeBO KOMIETEHI[UHU CTYIEHTOB.

AHT053pIYHAs TTUCBMEHHASI peUb 00YYAIOIIUXCS - HOCUTEJIEH PyCCKOTO
A3bIKa «3BYUUT» MOPOM rpy0o0, NpsIMOJIMHENWHO, TOT1a Kak B Marepuanax Cosera EB-
porbl IO 00pa30BaHUIO YKa3bIBAETCS, YTO COOIIOJEHUE MPABUIT BEKIUBOCTU SIBISET-
Csl OJJTHUM M3 BaXXHbIX YCJIOBUH 3¢ dekTuBHON KOMMYyHMKaAMK [ 9 |. B nuceMenHoM
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peYr HOPMBI BEKIIMBOCTH MOTYT OBITh MepeAaHbl UCKITIOUNTEIHHO JTUHTBUCTHICCKU-
MU cpencTBamu. HeymeHue BbIpakaTh yBaXKEHHE K UY)KOMY MHEHHUIO MPOSIBISIETCS,
HanpuMmep, B HEJOCTAaTOYHOM YNoTpeOieHuu Ha nucbme ¢pa3 tuna : [ think, [
believe, I expect.

ConmoKyIbTYpHBIE OIMIMOKA HOCUTENIEH PYyCCKOTO SI3bIKA B OTHOIICHUU HOPM
U TMPaBUJI BEXKIMBOCTU 3aKIIOYAIOTCS TAaKK€ B HEYMEHHUM CKOpee MOJApa3yMeBaTh,
YeM OTKPBITO BbIpaXkaTh HEYJIOBOJILCTBUE WM coxaneHue. HeyqauHbiM ¢ 3TOM TOUKH
3peHUS SABJISCTCS, HAPUMED, Takou BapuaHT : We have read your advertisement but
there is too little information in it, 60onee ymMecTeH BapuanT : In fact, I am very inter-
ested in your offer, but I need to know some important details before booking.

Ommobku B MaeHTU(GUKAIIMN YPOBHS O(UIIMATBEHOCTH (HEO(DHUIIUATBHO-
CTH) M, COOTBETCTBEHHO, B BBIOOPE HEOOXOJUMOTO PEYEBOTr0 OPOPMIICHUS IHCh-
MEHHOTO BBICKAa3bIBaHUS SIBIISIFOTCS Hanbosee pacnpocTpaneHHbIMU. [Ipumepamu Mo-
TYT CIYXHUTh HENpaBWiIbHOE ymnorpebieHue ¢opm oOpaimieHuss B O(UIHATHHBIX
MUChMaxX U HECOOTBETCTBUS OOLIEIpUHATOMY oduIanibHOMy obpatiennto: Dear Sir,
Dear Madam, ynotpeOieHue 3akiIOUUTEIBLHON (Ppa3bl, BCTpedarolieiicss 0ObIYHO B
JUYHBIX ucbMax : Truly yours BMecTo Yours sincerely unu Yours faithfully.

CHuxeHre YpOoBHS OQUIMATBHOCTH TPOUCXOAHWT H3-3a YIOTpPEOJIeHUs B
NUCbMEHHOM O(UIHMATBLHON peur pa3HOOOpPa3HBIX PA3TOBOPHBIX KIIUIIE, MPUYEM HE
TOJIBKO B JIEKCHUKOM WJIM TpaMMaTH4YecKOM KoMmmoHeHTax : Hello, what do you mean
by saying...; Your advertisement is all right but... , Ho naxe B poHeTdueckoM : How
can I reach 'em ? , 4T0 OOBSCHAETCS JOMUHHPOBAHWEM OOYYEHHsI YCTHOW PEUYHU B
OTEUECTBEHHOW TPAJMIINK, KOTOpasi MPOTEKAeT MPEUMYIIIECTBEHHO B CUTYyaIlUsIX He-
dopmansHOrO OBITOBOTO OOMmIEeHUsI. HecMoTpss Ha TO, 4yTO ymoTpeblieHHe IaHHOTO
A3BIKOBOI'O MaTepuaja He HapyllaeT CMBICIOBYIO CTOPOHY PEUYH, OHO SIBJISICTCS HE/10-
MyCTUMBIM C TOYKH 3PCHUS 3aKPETUICHHBIX TPAIUINI KOMMYHHKATHBHOTO, TIPHEM-
JIEMOT0 U 11e51eco00pa3Horo ohopMICHUS MUCbMEHHBIX PEUEBBIX MPOU3BEICHHM, T.K.
IPOUCXOAUT UTHOPUPOBAHUE COBPEMEHHOM KOHIICTIIMH, COTJIACHO KOTOPOW HOpMa
A3bIKA PACCMATPUBACTCS KaK JTWHAMUYECKHUH, M3MEHSIONINICS (EHOMEH, HaMpsIMYIO
3aBHUCSIINN OT COIMAIBLHO-PEUYEBON CUTYyallMH, B KOTOPOU MPOUCXOAHUT aKT KOMMY-
Hukauuu. [ 11,14]

[Ipumepom uHTEpPEpUPYIOUIETO BIMSHUS YMEHUW YCTHOM peud Ha
MUCBMEHHYIO, MPOUCXOASAIIET0 U3 Pa3iuyuil MEXAy HUMH, SBIISETCS MEPEHECEHUE
(dbopMBI TOCTpOEHUS 3ByUaIllel peur B MUCbMEeHHY0. OOy4yaemblii 3anuchiBaeT (hpazy
TaK, KaK OHA «3BYYHT)» BO BHYTPEHHEU peyH, MOCKOJIbKY MpEeIHa3HAYCHHAsS K 3aIHCH
peub TaKXkKe MOPOXKIAETCS B YCTHOM Koj€. YCTHbIE (ppasbl, IPOU3HOCUMBIE BO BHYT-
pEHHEN pedM, KAKYTCS SICHBIMH U MOHSATHBIMHU «CIIyIIAIOMEMy», HO, Oyaydu 3amu-
CaHHBIMH, MOTYT OKa3aThCs JIBYCMBICIICHHBIMUA U TPYJIHOMOHUMAEMBIMH JUIsI YUTATE-
as [18 ]. Caenyet u3berats Takxke OMMOOK B 0QOPMIICHIH TaKOW KOMMYHUKATUBHOM
GyHKIIMH Kak 3ampoc MHPOpMaIuu, KOTOpas HeoOXoauma Ajisl CIEAYIOIIUX THUIIOB
NUCHbMEHHBIX TEKCTOB: JINYHOE M OPUIIHAIBHOE MMHUCHMO, Pa3IMYHbIE OTYETHI, TOKJIa-
ael. OOy4yaemble pPelKo JEMOHCTPHPYIOT YMEHHE BapbUpPOBATh CIOCOOBI Mepenadyu
JTaHHOW KOMMYHHUKATUBHOW (PYHKIIMH, a OTPAHUYUBAIOTCS TOJBKO KOHCTPYKIIUSMH
tuna Could you tell me, please..., nu6o I would like to know if..., xak 3T0 4acTo ObI-
BaeT Ha MPAKTHUKE.



OcHOBHBIE OIIMOKH B NEperaye COUMOKYJIbTYPHBIX CTEPEOTHIIOB peye-
BOT'O MOBEJICHUS HA POJHOM M MHOCTPAHHBIX S3bIKAX 3AKIIOUYAIOTCS B HENPABUIHLHOM
HAllMCaHWU CBOEr0 M ajpecaTa MMEHU M (paMWIMM; HANMCAHUU JaT; 0(OpMIIEHUU
JIOMAILHETo U paboyero ajapeca; ONUCAHUM MPOPECCUOHANIBHBIX 00si3aHHOCTEH [ 9 |.
DTO NPOUCXOJUT HECMOTPS HAa TO, YTO OOYyYEHHE HAMMCAHUIO AHTJIMMCKOTO MUChMa
(lugyHOTO M O(UIIMAIBHOIO) BCEra Ha3bIBaJOCh Cpeau Iesei oOydeHHUs MHUCHhMY,
puUYeM He TOJIbKO B By3e, HO U B cpeaneit mkone (IIporpammer..., 2000 -2007 rr).
[IprunHa 3TOro Kpoercs OTHIO/Ib HE B HE3HAHUM CTYACHTAMU TEXHUYECKHUX CIELU-
aJIbHOCTEHN 3TUX MpaBWi. TpyIHOCTh HAUMHAET MPOSBIIATHCS TOrAA, KOTJa BO3HUKAET
HEOOXOIMMOCTh COOTHOCUTH JIa)KE€ XOPOLIO M3BECTHBIE SIBJICHUS IPYTOM KYJIbTYpHI C
NOJOOHBIMU SIBJICHUSMU POJIHOM KYJBTYpHI, T.€. B YCIOBHIX OMKYJIBTYpPHOTO OOIIIe-
HUSL.

[locnegnee moapazymMeBaeT LEICHAIIPABICHHOE OBJIAICHUE YMEHUSMM U Ha-
BbIKAMH aJICKBATHO MHTEPIPETUPOBATH MHOS3BIYHYIO JEHCTBUTEIBHOCTh MO-PYCCKU
U OTEYECTBEHHYIO - MO-aHIVIMKUCKU [2,3 |. B TpeTbeM ThICAYENETHH O3HAKOMIICHHUE C
AHTJIMMCKUM SI3BIKOM, KYJbTYPOU, B TOM YHCJIE U KYJbTYPOU MHUCbMA, CIEAYET IMPO-
BOJUTH B COIIOCTABJIIEHUU C POJHOM KyJbTypoiul, mo MHeHHI0 B.I'. KoctomapoBa u
E.M Bepewmaruna, T.€. B «Idajiore IByX KyiabTyp». llpenopaBarenb BBICTYIAET B
ATOM CUTyalluM HOCHUTENEM MEKKYJIbTYPHBIX KOHTAaKTOB, a yueOHas JesATeIbHOCTb
CTyJICHTa CTAHOBUTCS YaCTHBIM MPOSBICHUEM CaMOYTBEPKACHUS CTyACHTA KaK JINY-
HOCTH B KOHTEKCTE €€ KyibTyporeHesa (Heuaes B.41., 1992).

1.3 HoBble TeHJEHIIUU NMUCHMEHHON peYyy U MpPodJeMbl NPEenoaBaHUusd
HHOCTPAHHOIO SI3bIKA B BbICHIEH IIIKOJIE

HccnenoBanust mucbMeHHOW (OPMBI PEUH ABISAIOTCA KIOYEBHIMU B OHJIAHHOBYIO
snoxy. Cpena ajis oOLIEHUSI B PEXKUME PEaIbHOrO BPEMEHHM Ha PACCTOSIHUU - 3TO
IPOCTPAHCTBO NUCHMEHHOTO B3auMojehcTBusl. CpelacTBa CBSA3U MPEAINOJIAraloT
MT'HOBEHHBIA OTBET (CHHXPOHHAS KOMMYHHUKAIIHS).

OCHOBHBIMM XapaKTEPUCTUKAMU MUCBMEHHOM PEeUH, ONMOCPEIOBAHHON KOMIIBIO-
TEPOM U MOOWJIBHBIMU CPEACTBAMH CBSI3H, SBJISIIOTCS CUIOMUHYTHOCTh U KPaTKOCTh,
KoMmIipeccusi U skoHomus. 1o pasubiM nanubeM, ot 70 1o 80% uHpopManuu B Ti10-
OaJIbHOM CETH MPEJICTAaBICHO Ha aHrIuicKoM si3bike. Bexymas pons CILIA B paspa-
00TKe U UMIIOPTE MHDOPMAIMOHHBIX TEXHOJIOTHH, 60 MJIH. aMepUKaHIIEB, MOJIb3YIO-
muxca MIHTepHeTOM, CIOCOOCTBOBAIM 0COO0M POJIM aHTIIMICKOTO S3bIKa B MHTEPHET-
obmenuu [5 ].

WNHos3pI9HbIE 3aMMCTBOBAHUS - HOPMAJIBHOE SBJICHHE B MMUCBMEHHOW PEYM MO-
JonbIX Jroaed. VX nuanorm B yarax mecTpsT TaKUMU TepMHHaMH, Kak blue-tooth,
driver, login, spam, a Ha THCEME OHU KCIIOJB3YIOT OOJIBITUHCTBO CJIOB O€3 MepeBoa.
A66peBuaTypsl mpuBoasATcs Ha si3bike opurunana (GPRS, USB).

CrpemiieHHE K DKOHOMHH W KOMIIPECCHH TPHUBOJIUT K H300PETECHUIO HOBBIX
SI3BIKOBBIX sIBJICHHH Ha rpadguyeckoM ypoBHe: FX (effects) , I (eye), LO (hello), NME
(enemy), NRG (energy), NV (envy), SA (essay), Y (why), IMHO (In my humble
opinion), 2 (to, too, two), 4 (for), 8 (ate, hate).



BoT kak BeITISAAT (Qpasbl, HanmucaHHble MOA0OHBIM si3bikoM: MayB U SHD
stop B4 it's 2 L8 (May be you should stop before it's too late) unu : Txtng bcomes
habbt aftr 4 wks... ru n addick? (Texting becomes a habit after 4 weeks... Are you an
addict?) [17 ].

Bc€, uTo OTmpaBieHO C MOMOILIBIO KOMIIBIOTEPA, CTAHOBUTCA OTKPBITHIM, ITyO-
JUYHBIM. DJIEKTPOHHOE MUChbMO MOXHO CPAaBHHUTH C OTKPBITKOH, MepechliaemMoit 0e3
KOHBEpTa: J1I000€ MOXKET OBITh MPOYTEHO JIUIAMH, Y KOTOPBIX €CTh COOTBETCTBYIO-
1IMe npaBa JoCTyma.

Bukuneaus, 31eKTpOHHAs SHIUKIIONEIUS, ONPEAEIAECT CO3IAHUE KOPOTKUX CO-
oOIIeHN TEPMUHOM «TEKCTUHI» (text messaging wim texting). [IpumedarensHo, 4To
TEPMHUH «IIHCbMO» BCE Yallle 3aMEHSAETCS TEPMHHOM «COOOLICHHE» WM «TEKCTOBOE
COOOIIIEHUEY, YTO MOJUEPKUBAET €r0 KPaTKUi XapakTep.

Texting - HOBast opma nmucbMenHoi peun [9]. K.bap cuuraer, 4to, Kak u Jto-
ObIM JAPYI'MM HHOCTPAHHBIM SI3BIKOM, «TEKCTHHTOM» CIEAYET OBJIAJEBATh, U CAUT
IPEIOCTABISET PECYPCHI MO €r0 U3YUEHHUIO: PEKOMEHAYET, C YEro HayaTh, KaK ynoT-
pebsaTh, mpenjaraeT CreluaibHbIi CIIOBApbh «TEKCTHHTa» W T. N. llonb3oBarenei
ATOr0 S3bIKa HA3bIBAIOT «IOKOJEHHUE tXt», TJe SBHO MPOCIEKUBACTCA AJTIO3US CO
CJIOBOM «TEKCT» U (PaillIOBBIM paclIupEeHUEM .txt.

WNuTepHeT 3aBoeBal HECMETHOE KOJIMYECTBO MOJIO/IBIX MOKJIOHHUKOB OJiaroia-
Psl BO3MOKHOCTH Tepefadyd MHGOPMAIMK 32 CUATAHHBIE CEKYH[Ibl. YeroBeK morpy-
KaeTcs B 0COOBIM KMOepMHUp, MOJHBIH HHPOPMAIUK U OOIIEHHS C IPYTUMH OOUTaTe-
asimu 3Toro mupa. O6menne ¢ MarepHeTom co3aaét HOBBIN THN JnuHOCTH [ 4, 17].

BupryansHoe npocTpaHCTBO O0O0YCIIOBJIEHO UT'POBBIMU YCJIOBUSMH, [10O3TOMY Mac-
COBBIH IOJIB30BATENIb CTABUT CBOCH OCHOBHOM IIEJIbI0 HE MH(POPMAITMOHHYIO, a AMO-
UOHAJIBHYIO: «IIOKOJIEHUE tXt» UIET HOBbIE KOHTAKThI, BEAET aKTUBHBIA U MHTEPAK-
TuBHBIN auanor (cantel ICQ, « OmHOKIACCHUKNY, «B KOHTaKTe»).

CoBpeMEHHYI0 KOMMYHHKAIMIO MOXHO Ha3BaTh «OOILIEHWEM C HCIIOJIb30BAaHUEM
BBICOKOW TEXHOJIOTHM, HO HU3KON IpaMOTHOCTBIO» [6]. HekoTophle KyIbTypoJsioru
CUMTAIOT, YTO 3JIEKTPOHHAS MOYTa, KOTOPYID MHOTHME MOYUTAIOT BBICIIUM JIOCTHKE-
HUEM B O0JIACTH CHUCTEM KOMMYHUKALIMM, TPO3UT TMOEIbI0 TPAaMOTHONW NMUChbMEHHOM
peun. [16]

[Ipuunn Tomy Heckoisbko. [lepBas - HegoCcTaTOUHOE BHMMAaHHE K OOYyUYEHHIO
NUCBMEHHOM (hopMe KOMMYHHUKAIIMM HA YPOKAX M MPAKTUUYECKUX 3aHATUSX AHTIIHM-
CKOTO si3bIKa B IIKOJIEe ¥ By3e. CTalKuBasICh B peabHOM JKU3HU M OOIIEHUH C HEOO-
XOJIMMOCTBIO MCIOJIB30BATh TOT UM NHOM BUJI INCbMa, IIOKOJIEHHUE tXt» OKa3bIBaeT-
Csl B 3aTPYAHUTEIBHOM IOJIOKEHHH.

Jlpyras npudyrHa KpOETCsl B CHH)KEHUM MHTEPECA K YTEHHUIO JIMTEPaTypbl, OCO-
OCHHO KJIACCUYECKOMW; B CHIKEHUHU pedeBor KyabTypbl B CMU. Emé ogHoit npuym-
HOM, Kacarouleiicsi B OCHOBHOM TI'DAMOTHOCTH, SBJISIETCSI HAJIMYUE KOMIIBIOTEPHBIX
nporpamm, KOTOpbIE UCIPABISAIOT IPAMMAaTUKY, opdorpaduio u gaxke CTUIb BBICKA-
3pIBaHMs. CrienyalibHble MPOrPaMMbl ABTOMATHUYECKH MPEAJIOKAT TOTOBBIE A0IOHBI
UCEM, Pa3HOBUIHOCTH OOpalleHHs, JIEKTPOHHYI0 mnoAanuck u mp. Ilomp3oBarento
OCTa€TCs JIMIIb COTJIACUTHCA WM HE COTJIACUTBHCSA C KOMIBIOTEPOM, MPEIararium
BapUaHThl HAIMCAHMSI CJIOBA, COOOIICHMUS.



CoBpeMeHHOE MHCHMO B BUPTYAJIbHOM MHUPE MOCTETNIEHHO NepecTaéT ObITh (yH-
JaMEHTaJIbHOU Cpeioil OOIIEeHNS U BRIPAKECHHSI C MIPUCYIIMMH TOJIBKO i CBOMCTBaMH
U XapaKTepHbIMU YepTaMU U IPUOOPETAET MPU3HAKUA YCTHOU PEYUH.

[luceMeHHast peub B (pOpME «TEKCTUHra» HE IOJIBEpraeTcsi MpUHATON B Oy-
MaXKHbIX MAacCMeJHa PelaKkType WM KoppekType. B pesyibrare oHa HarmoMHHAET
CTEHOIPaMMy pPEaJIbHOTO WM BOOOpa)kaeMoro ycTHOro nauanora. «Pexum makcu-
MaJIbHOTO MPUOJIMKEHUS K YCTHOW peyM MOAJIEPKUBAET Y YUTATENsl JOBEpUE K IyO-
JMKYEMOMY TEKCTY».

HeB03MOXHOCTh MCNOJIB30BAaHUS B MUCbMEHHOW KOMMYHHUKAIlMU HeBepOaib-
HBIX CPEJICTB - MUMHUKH, SMOLMH, )KECTOB, UHTOHALIMM - JEJIAE€T MOMYJSIPHBIMU CHM-
BOJIBI, HA3bIBAEMbIE «CMAMIMKaMW» WU «3MOTHUKOHAMM» (3TO MOCIENOBATEIBHOCTD
CUMBOJIOB, OTpaXKarOU[UX 3MOLMOHAIBHOE COCTOSIHHUE OTIpaBuTens). CMalIuKu ur-
paroT poJib U 3HAKOB MyHKTYaIlMH - €€ OAWH Ccroco0 Kommpeccuu. Boobie myHk-
Tyalusi B «TEKCTUHIE» BECbMa YCJIOBHA, IMOPOW 3amsThle U TOYKH OTCYTCTBYIOT, H
[OJIy4aTeNt0 NPUXOAUTCA JAemunppoBaTh pedyeBoid MOTOK. OO0sA3aTeIbHO BO3HHUKAKO-
mue O0apbephl IEKOJIMPOBAHUS MEXKIY aBTOPOM TEKCTAa M €ro PelUNUEHTAMU TaKKe
YaCTUYHO CHUMAIOTCA Oarojaps sSMoTukoHam [17 ].

[IpoGnembl nemmdpOBKH TEKCTa KACAIOTCSA HE TOJBKO MyHKTYalMOHHBIX OCO-
OEHHOCTEM KOpOTKHX cooOmieHui. CBsA3b ajJpecaHTa U ajapecara, OCyLIeCTBIIsAEeMast
yepe3 TeKcT, npeanonaraet, no FO.M. Jlormany, Hanuuue y Hux obmeil namsatu. OT-
CYTCTBHUE 3TOr'0 YCJIOBHS AENAET TEKCT HeAemnppyeMbiM. KonyecTBO peunueHToB
3JIEKTPOHHBIX COOOIICHUN HE SIBJISIETCS CTAa0MIbHBIM U HEU3MEHHBIM.

B ycnoBusx HEenmocpeacTBEHHOIO YCTHOTO OOLIEHUs] Haubosiee TUIIMYEH ellu-
HUYHBII ajapecaT, a NHCbMEHHbBIE COOOIIEHUS, OMOCPEIOBAaHHBIE KOMIIBIOTEPOM,
IPEANOJIaraloT U €JUHUYHOrO0 (3JeKTpoHHas nourta, [CQ), U KOJJIEKTUBHOIO (YaThl,
ostoru, XK, KoHpepeHIH, pacChIKKA JIEKTPOHHOM MOYTHI), U MaccoBOro (ouinbdop-
Ibl, pekiiama, cram) aapecarta. [IpoBeseHHBIN ompoc mokasai, yTo OOoJbllas 4acTb
CTYJEHTOB TEXHUYECKHUX crennanbHocTer OI'Y npuHuMana yyactrne KOMMYHUKALMU
B ceTu MHTepHeT B mUChbMEHHON (opme, 001asch ¢ NapTHEPAMU-HOCUTEISIMU SI3bI-
Ka.

OOpaleHue K MacCOBOMY aJipecaTy XapaKTEpHU3yeTCsl TEM, YTO OTIPaBUTENb
TEKCTa Ha/leBaeT MAacKy, NPUCBAUBAET ceO€ BBIMBILUIEHHOE MMs, TaK HA3bIBA€MBbIH
“HUK”, KOTOpPBIN JleNaeT BUPTyalbHbIM aBTOpPCcKoe «si». IlomoOHas koMMyHHKalMs-
Urpa U3-10Jl MacKU MO3BOJISIET BbICKa3bIBaTh CBOM MBICIIH 0€3 OIaceHUs ObITh y3HaH-
HBIM, TAET BO3MOKHOCTh (PaHTa3upOBaTh, MPOBOIUPOBATH, MATHTH [ 4 ].

[IposiBisieTcsl M TEHAEPHBIN aCHEKT: MUCbMO B CETH JIETKO JOIYCKAET «CMEHY
[I0J1a» - MOJIO/IBIE JIFO/IM HAa3bIBAIOT Ce0s KEHCKUMHU MMEHAMHM, JEBYIIKH - MYKCKH-
MHU. ITO CO3/IaHUE HOBOTO «s» - TBOPUECKUM MPOIIECC.

C onHOH CTOpPOHBI, B AJIEKTPOHHBIX MHUCbMAX OTPAXAIOTCS HETaTUBHBIE MPO-
LECChI: MaJICHHUEe MHTEpeca K YTEHUIO0, CHKEHUE OOIEH SA3bIKOBOM KyJIbTyphl. Bme-
CTE€ C TeM COBPEMEHHOM MHCbMEHHOMN peuH MPHUCYILIN J0TajKa, (paHTa3us, BEIAYMKA,
HaXOJYUBOCTb, TBOPUYECTBO, U300PETATEIBHOCTb.

[IpenonaBarensiM MHOCTPAHHOTO fA3bIKa CIEAYET 3HaTh U NMPUHUMATH BO BHU-
MaHu€ 0003HAYEHHbIE HOBBIE TEHJICHIIMM B MMUCbMEHHOU peYM CTYAEHTOB, UMeEs
B BUJY, UTO COBPEMEHHAasI IIPaKTUKA CTaBUT OOy4YEHUE 1€JI0BOMY NHUCbMEHHO
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My OOIIEHHUIO B TEJICKOMMYHUKAIIMOHHON CETH B KayeCTBE OJHOI M3 HOBBIX
3a/1a4 00y4YeHUsI.

KoMmbroTepHOe MMCbMO UMEET CBOM MPEUMYIIECTBA Mepe pyKOonUucHbIM. OHO
MO3BOJIIET BOCIPUHUMATh CBOM MUCBMEHHBIM TEKCT KaK 4Yy>KOM, 4TO CIOCOOCTBYET
JAy4lIeil ero KOPpeKTUPOBKE, BBIACIATH, PU HEOOXOAMMOCTH pacliBEUUBAaTh 3HAYU-
MbI€ YaCTH TEKCTa, COXPAHATh HECKOJIbKO BAPUAHTOB TEKCTA, YTO OOJIET4aeT ero pe-
JTAKTUPOBAHUE; MPHU PEJAKTUPOBAHUU HMCIOJIb30BaTh CPEJCTBA MPOCMOTPA M MOJIU-
¢ukauuu wuHOpPMAIMU, BCTaBIATH, YJAJsATh, MEHSITh MeCTaMu OYKBBI, CTPOKH,
(dbparMeHThbI TEKCTa U T. 1.

AHanu3 MHOTOYHCIIEHHBIX PE3yJbTaTOB padOThl B KOMITBIOTEPHBIX KJIac-
cax mokazan [ 8 ], 4TO MCIOJIb30BaHUE KOMITBIOTEPHBIX MPOTPaMM Jis OOydeHHUS
MUCBMEHHOM pedn oKazayiock Hanbosee rhdexTuBHbIM. Yepes aBa mecsiia padboThl B
KoMrbioTepHoM kiacce 90 — 100 % yyammxcsi AEMOHCTPUPOBAIM YMEHUE MHUCAThH
npakTryecku 0e3 rpyObix opdorpaduueckux omubOoK, Kak Ipu padoTe ¢ KOMIbIOTE-
pOM, Tak U B ayJIUTOPHBIX YCIOBUAX. V3MEHUIIOCHh W OTHOIICHUE K MHUCHMEHHOMY
TekcTy. KoHTposibHBIE pabOTHI pacrojarajuch Ha OyMare yHnopsiJoOYeHHO C TOYKH
3pEHUs JIOTHKH, MTOCJIEI0BATEILHOCTH MaTepHalla, OCO3HAHHO MPUMEHSUIUCH ITpaBuia
UChMa.

B TpeHnpoBOUYHBIX yIpaKHEHHUSX OOIIEHHUS MO CeTH (BEJACHHE CIOHTAHHOTO
auanora myreM oOMeHa MUChbMEHHBIMU COOOIICHUSIMU), I€MOHCTPUPOBAJICS HABBIK
dbopmynupoBanus npenioxkenus. HecMoTps Ha Hamuyre TpaMMaTUYECKUX OIIMOOK,
oOydaeMble MOKa3aal CIIOCOOHOCTh MOJIEP)KUBATh OCMBICIICHHYIO Oecely, Bblpakas
MBICJI TUCBMEHHO.

B mactosimiem mocoOuu B CHHCKE JIUTEPATYypPbl MOKHO HAWTH DJIEKTPOHHBIC
aapeca 0a3pl 3HAHUH IO JEJIOBOM MEPENUCKE HA aHTJIMHCKOM SI3bIKE W MpaBHIIa pado-
ThI ¢ Hell [4, 22 17 ]. B kauectBe npumMepa 3QPEeKTUBHOIO UCIIOIb30BaHUS KOMIIbIO-
TE€pa MOXKHO INPUBECTH PabOTy 3KCHEPTHO-KOHCYJIbTUPYIOLIEH cucTeMbl «JlenoBas
nepernuckay. OHA CONEPXKUT JaHHBIE, OOCCIIEUYMBAIONIUE BO3MOXHOCTH JOCTYTIA,
CO3JaHMsl U XpaHEHMs JIEJOBBIX MUCEM M JIPYTUX TEKCTOBBIX Marepuainos. [Ipenoxaa-
BaTEJIM U CTYAECHTHI MOTYT JOMOJIHATH MHPOPMALIMOHHYIO 0a3y Kypca CBOMMH Mate-
puanamu. MudopmanronHoe obOecrnieueHre BKIIOYAET: 00pa3lbl, MAKEThl W TJIAHBI
JICJIOBBIX M JIMYHBIX MHCEM, (Ppa3eoIOTMUECKUe KIIUIIE; MpaBWia MPABOMNUCAHUS U
oopMIIEHUS TTMCEM; CPEACTBA MOUCKA, COOPKU U PEIAKTUPOBAHUS ITHCEM.

TemaTuka mucem pasfeneHa Ha KJIAacChl: peKiiama, TUIaTeKu, OpraHu3alus
NOE3/0K, JACJIOBbIE KOHTAKTHI, 3aKa3, [IOCTABKHU, TPYI0YCTPOMCTBO, KPEIUTHI, IPETECH-
3UM U PEKJIaMAallH, JIMYHbIE KOHTAKThI, [IeHbl. Kaxkaplii Kjlacc BKIKOYAET MHOKECTBO
pPa3JIMYHBIX TUIIOB IHCEM, UCIOJb3YEMbIX B CTAaHJAPTHBIX cUTyauusx. Hampumep,
KJ1acc «/lenoBble KOHTAKTh» BKIIFOYAET CIEAYIOLIME TUIIbI IUCEM: IPEIIIOKEHHUE CO-
TPYJHUYECTBA; TUCbMO CEKpeTapsl; MOATBEPKACHUE T0rOBOPEHHOCTH. Kaxkip1il Buj
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nUChMa MPEICTABICH KOMIUIEKTOM TEKCTOB, B KOTOPBII BXOJAT: CIIpaBKa 00 yCIIOBH-
AX UCIOJIb30BaHUS; IUIAH COAEpPKaHUs; TUIIMYHAsA (Ppa3eosorus; TeKCT oopas3ua; Ma-
KET MUChMA.

OOyuaeMble-10JIb30BaTENH, UCIONb3YS 3Ty 0a3y JAaHHBIX, MOT'YT HallTH He-
00X0IMMO€ MUCHMO (€ro THIT), U3YUUTh €r0 CTPYKTYPY, A3BIKOBBIEC KIHILIE, PYHKINO-
HaJbHBIN TUTAH U JICJIOBbIE OTHOIIECHUS. Mcronb3ysi UMeroIrecs: 3aroToBKu, o0yyJae-
MBbI€ CO3JAI0T CBOE MHCbMO METOJAMH KOMIIBIOTEPHOTO KOHCTPYUPOBAaHUS. DTO HE
€AMHCTBEHHAs MpOrpaMMa MOAJEPKKHU ISl CO3/IaHUs TEKCTa B IUJIaHE JIEJIOBOM mepe-
nUCKU. MOXXHO yNOMSIHYTh IIPOrpaMMHBIE CPEACTBA MO JEJIOBOM MEPENUCKe, COJep-
xamuecs: B Pegaktope Word (6-s1 Bepcust). [Ipumenenue koMmmbroTepa i 00ydeHUs
NUMCBMEHHOM pEUYM MO3BOJISIET CTYACHTAM TEXHUYECKUX CIELMAIBHOCTEH MOBBICUTH
Ka4ecTBO 00y4eHHUs U COOCTBEHHYIO OTBETCTBEHHOCTH 3a PE3YJIbTaT.

CymMmupys BBIIICYTIOMSHYTOE, MOKHO CZENaTh BBIBOA: BeJeHUE mpodeccro-
HaJIbHOW Oecebl MMCbMEHHO NPEIoIaraeT BBICOKMN YPOBEHb aKTHBHOI'O BIIAJICHUS
MHOCTPaHHBIM A3bIKOM. CTOUT 3a7a4ya HE TOJIBKO B YCBOCHHUH SI3bIKA, a 33]1a4a BXOXK-
JIeHUs B 00J1aCTh UyXHUX CMBICIOB, 00JIalaHUE 3HAHHWEM, 00ECIICUUBAIOIICUM YCIIEeX
WIM TPOBaJl B I€ATEIbHOCTH JUYHOCTU. B 3THX ycClOBHSIX 00ydyeHHE MHUCbMEHHOMY
oOIIeHNI0 OyAyIIMX CHEHHAIMCTOB MPHOOPETAeT HOBBIA CMBICI W 3aJa4d — OHO
JOJIKHO Hapsiy ¢ 0a30BBIMHU JIMHIBUCKUMH 3HAHUSIMU OOECIEYMBATh BXOXKICHUE B
4yXKYI0 KyJIbTYpy U HHPOPMATU3UPOBAHHYIO MMPAKTUKY JI€ATEIbHOCTH.
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2 ITpakTuUKa OBJIAICHUS HABBLIKAMM AHIJIOA3bIYHOM
NUCbMEHHOMN peuu

2.1 ITHKeT, CTHIb, HOPMBI OJUTKOPPEKTHOCTH NMPH HANMCAHUH
MHCbMEHHBIX TOKYMEHTOB

CoBpeMeHHYI0 KW3Hb HEBO3MOXHO TMPEJCTAaBUTH ceOe 0e3 MUChbMEHHBIX JOKY-
MEHTOB. JTO MOTYT ObITh MHCbMa, JOKJIaJHbIE, TAMSATHBIC 3alIUCKU, OTYETHI, JTOKJIa-
IIbl, KOHTPAKThI, PEKJIAMALIMK U JIPYTUE TOKYMEHThI. B OOJIBIIMHCTBE aHIIOA3bIYHBIX
cTpaH (opMe U COJEPKaHUIO0 TOKYMEHTa MPHUAAETCS YPe3BBIYAHO OOJbIIOE 3HAYe-
aue. [Ipodeccronany nocrtaTouno 6eraoro B3Tisaa, 9YTOOBI MOHATH, KAKOW JOKYMEHT
HaXOoJuTCs nepes ria3amu. [103ToMy BaKHO HayYUThCsl OBICTPO OIIEHUMBATh Ha3HAYE-
HUE MOJYYEHHOI'0 JOKYMEHTA U TakyKe ObICTPO TOTOBUTH OTBET, aJI€KBaTHBIA CUTYa-
U H.

3azepkka OTBETa, OCOOEHHO Ha KOPPECHOHJEHUUIO (IUCbMO, (akc, dJeK-
TPOHHOE COOOILEHNE), pacCliEeHUBAETCA B JYYIIEM ClIydyae KaKk HEBEX JIMBOCThb, a B
XyJIIEM KaK MOJYaJIMBBIA OTKa3 OT coTpynHudecTBa. [103ToMy Hy)XHO OTBEuyaTh Ha
BCE IIMCHbMa U 3alpOChl CBOEBPEMEHHO. BBIBAaET BIIOJIHE TOCTATOYHO KPATKOTO OTBE-
Ta, YTOOBI y BAIIEr0 MHOCTPAHHOTO MApPTHEPa COXPAHMUIOCh XOPOIIee MHEHUE U XKe-
JaHUE NPOAOKUTh 3HAKOMCTBOMUIIN COTPYAHUYECTBO.

[Tpexxne Bcero cienyer oOpaTuTh BHUMaHUE HA OCBOCHHE CTHIIMCTUYE "CKUX
O0COOEHHOCTEH J1€I0BOM KOPPECHOHACHIIMM M MHCbMEHHOW pa3roBopHOW peun. To,
YTO €CTECT"BEHHO ISl pa3roBOpHOM peun: 1 ) n30ObITOUHAS AeTanu3aus, 2) CIoX-
HbI€ apryMEHThI, 3) SMOLUMOHAIBHOCTh, 4) JTUYHOE OTHOIICHHE, 5) KaprOH - YEPThI
HEO(pUIMATbHOW peur, HEeNpUeMJIeMbl ISl JeJI0BOM mepenucku. [lenoBoi cTuiib
MMCbMEHHOM peuu 3TO: 1) SICHOCTh, 2) MPOCTOTA, 3) KPAaTKOCTh B U3JIOKEHUU UHDOP-
Malluu, cojiepkanieiics B Tekcte ( MHPOpMaTUBHOCTS).

B 3aBu—cuMoCTH OT THIIa JOKYMEHTa U OTHOILLIEHUI MEXy ajpecaTaMu pas-
JIMYAIOT oQuyuanvusili (XapakTepeH JUIsl BCEX JOKYMEHTOB KOMIIAHWM), Helumpaib-
Hulll (0TUETHI) U HeoguyuanvHolll (3aUCKu) CTUIUM. OCOOCHHOCTBIO aHT JIMHCKOTO
0e1106020 f3bIKa MPU3HAETCS, HANPUMEP, MPEUMYIIECTBEHHOE HCIOJIb30BaHUE NdC-
cugnozo 3anora (Passive Voice), T.K. TO3BOJISIET MPUBJICYb OOJIbIIIE BHUMAHUS K CO-
OBITHIO, CUTYyallH, JOKYMEHTY WU IPEIMETY, a HE K IEPCOHATHSIM.

[TonuTKOPPEKTHOCTD (IIPWII. TOJMUTKOPPEKTHBIN, IOJUTHYECKH KOPPEKT-
HbIH, aHria. adbps. PC) — TepMUH, IpUMEHUMBINA MO OTHOIIECHUIO K SI3bIKY, BBIpayKa-
€T CTPEMJIEHUE YMEHBIINUTD MPEAB3ATOE OTHOUIEHUE K KaKUM-JIMOO TpyIIaM JIt0-
Jei, OTIMYAIOMIMMCS 10 3THUYECKUM, T'€HJEPHBIM, COLMAIbHBIM, PEIUTHO3HBIM
IPU3HAKAaM WX 10 IPU3HAKAM BO3pacTa, 310POBbsl, BHEIIHOCTH U Ap. [19, 26 |.

B xauecTBe mpumepa HapylleHUs: 0I00HBIX HOPM HAa MUCbME paccMaTpuBa-
eTcsl ynorpeOiieHre nepes MMeHeM U (paMuiIueil aeHIMHbI GopMbl oOpaieHust Mrs.

€69

(c OykBO# “r”° Mexay coriacHeIMH “M” u ““s”) uinm mectouMenus «he» mo oTHore-
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HUIO K WAMBUAYMY JIO0OTO IOJIa B TPEThEM JHile. B KOppecnoHIeHIINN BMECTO He-
HOJUTKOPPEKTHOU (opMbl Mrs. cnenyeT nucath popmy Ms. [miz/s]. ®opma Ms. sB-
JSIeTCS SI3BIKOBBIM AKBHUBaJIEHTOM (hopmbl Mr, ynoTpeOiasieMoil nepes uMeHeM u ¢a-
MUJIHEH MYXYHMHbI, O€30THOCUTEIIBHO K €ro ceMelHOMy MosoxeHut. CooTBeTCT-
BEHHO, Ms. ynoTpe0JigeTcs 10 OTHOLIEHUIO K JKEHILMHE O€30THOCUTENIbHO K (PaKTy ee
3aMy>KeCTBa.

Hannast ¢popma 6p11a pekomengoBana OOH B 1974 roay B pe3ysbTaTe Kam-
NaHUW pa3IUYHBIX OpraHU3alMil 3a paBHOMNpaBue keHIIMH. CoBpeMeHHas oduim-
aNbHas U MojayoduiManibHas KOPPECIOHACHIUS CTPOro UCIoNb3yeT hopmy Ms.: Ms.
Lucy Long - rocnioxe/ muccuc Jlycu Jlonr ; Ms. S. Park - rocnioxe C. Tlapxk.

I'enepHO-HEUTPAIBHOE MECTOMMEHUE — 3TO MECTOMMEHHUE, KOTOPOE HE acCo-
LUUPYET B PEYX TPAMMATHYECKHUI POJ € MOJOM YEJIOBEKA MM K.-J1. )KUBOT'O CYLIECT-
Ba. B aHIIMICKOM S3BIKE 10 HEIABHErO0 BPEMEHH, a UMEHHO 10 70-X, 80-X IT mpo-
[IUIOTO CTOJIETHSI, T€HIEPHO-HEUTPAIbHBIE JINYHBIE MECTOMMEHUS TPETHETO JIMLA HE
ynotpeOmsiiick. Mectoumenust he, his, him MCTIONB30BAINCH MO OTHOIICHUIO K Ye-
JIOBEKY, Y€l TO0JI HaM HEM3BECTEH, KaK B cienytoueM npeniaoxenun: «If someone
calls for me from the doctor's office, tell 4im that I need to reschedule». BmioTs 110
KOHIIA JIBa/ILIATOr0 BEKa UCIOJIb30BaHUE «him» B MOCIEAHEM MIPUMEPE COOTBETCTBO-
BaJO HOpPMaM $3bIKa M HE HMCTOJIKOBOBAJIOCh KaK Hekas MpoBoKauus. B HacTosiee
BpEMS MOJIMTKOPPEKTHBIM B 3TOM CJIy4ae SIBJIIETCS HMCIOJIb30BAHHE CHUHTYIISIPHOIO
them (xocB. ot «they») : «If someone calls for me from the doctor's office, tell them
that I need to reschedule» [20].

AKTHBHBIE CTOPOHHHUKHM I'€HJEPHO-HEUTPAIBHOIO A3BbIKA YTBEPKIAIOT, YTO OC-
HOBHAs €ro ILeJIb —yCTPaHEHHE NPEIIOYTEHHs OJJTHOTO I0JIa M0 OTHOLICHHIO K JIpy-
roMy B T€X KOHTEKCTaX, /i€ M0J YeJOBEKa WM TPYIIbl HE HA3BaH WM HE BBIPAKEH
CPElICTBAMM SI3bIKA.

Hcnonp3oBanne aBropamu Mectoumenus «he» (him, his ) mo oTHomeHnO K
UAUBHUIYMY JIIOOOTO MOJIa B TPETHEM JIUIIE, BBI3BIBATIO MMPOTECT U KPUTHUKY B psAAax
00pLOB 3a paBHOIpaBue. JINHIBOCOOOUIECTBA, YbH SA3BIKM HE COAEPM AU FeHAEp-
HO-HEUTpaJIbHBIX MECTOUMEHHM, MOMBITAIUCH CO3/1aTh UX B MHTEpecax OOJbIIEr0
paBeHCTBA.

®emunuctckoe asmxenue CIIIA aBuxeHue BHECIO onpenenéHHOEe paBHO-
IpaBue MEXIY MOJIAMH B TUTAHE MX BBIPAXKEHHUS B SI3bIKE U ONPEACIIUIIO UX M00e1y
B TaK Ha3bIBA€MOW «CEKCUCTCKOM BOIfHE MecTouMeHuit» (the sexist pronoun
war”). [1ooXuTeNbHBIM PE30HAHCOM JTAHHBIX PEOPM CUUTAETCS MPUBJICUYCHHUE K
npobsieMe HEPABEHCTBA B SI3bIKE IIMPOKOM — B TOM UHUCIIE aKaJEMHUYECKON — 00-
niecTBeHHocTH [ 21].

HopmaTtuBHOE HCNONIB30BAHME TI'E€HIAEPHO-HEUTPAIBHBIX JIMYHBIX MECTO-
UMEHUI TPEThETrO JHULA, KAK B aHIJIOA3BIUYHBIX COILIMYMAaX, TaK U 3a UX IpeaesaMu
NOJITBEPKAAIOT COBPEMEHHBIE CJIOBAPU AHIJIMIICKOTO SI3bIKA, B KAUECTBE MpUMeEpa
MIPUBEAEM BBINUCKH W3 craTerd ClioBapsi aHTVIMHUCKOTO SI3bIKAa U KyJbTYyphl JIOHT-
MaHa:

they pron. used in order to avoid saying she or he after a singular noun or pro-
noun when one wants to include people of either sex: If anyone has any informa-
tion on this subject , will they please let me know afterwards.
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- everyone / n. every person. Usage I Everyone, every, anyone, no one, and
someone ( also everybody etc.) always take a singular verb, but they are fol-
lowed by a plural pronoun,: Has everyone finished their drinks? | Someone’s
left the door open, haven’t they? (in very formal writing e.g. his or her drinks)

- He Usage. Instead he in general meaning pron-s they, he or she, she or he, or
s / he (especially in Am. E.) are used. Everyone should do what they consider
best [26].

Takum oOpazom, Hambojee yHnoTpeOUTENbHBIM U PEKOMEHIYEMbIM BapHaHTOM
3aMeHbI TeHEPHBIX MECTOMMEHUI Ha TeHIEPHO-HEUTpaIbHbIE MECTOUMEHHUS C TOUKH
3peHUS MOJUTKOPPEKTHOCTU U TPEOOBAaHUI COBPEMEHHOTO aHTJIMACKOTO SI3bIKA SIBJISI-
€TCsl BApUaHT C MecTouMeHusiMU: they”, mputspkar. “their”, kocs. them:

Every person must do their duty.

We greeted each guest as they entered.

Nobody likes to be told what they must do.

Everyone knows it, don’t they?

Anybody can say if they really want to.

It’s very easy to love someone when they are on your side.

If someone wants to spend their money here, it isn’t up to me to stop them.

School started today. Everybody was flashing their new calculators around.

Nobody wants to get old, do they?

Everybody is here, aren’t they ?
CrnenoBarenbHO, JUIsl TPABUIIBHOTO COCTABJICHMSI JCIIOBBIX JOKYMEHTOB HEOO-
XOJIMMO 3alIOMHUTH CJIEAYIOIINE TTpaBua;

u30eraTb MHOTOCJIOBHS, OT/IaBaTh IPEANOYTCHHE MACCUBHOMY 3aJIOTy U CIIOBaM C

HEUTPAIIBHOM AMOLMOHAIBHOM OKPACKOW, HE COKpaulaTh IMPOU3BOJIBHO CJIOBA, CO-

0JIF01aTh HOPMBI TTOJTUTKOPPEKTHOCTH.

Crnengyer TOMYEPKHYTh, YTO BCE JEIOBBIC TOKYMEHTHI COCTABJISIOTCS TI0
CTaHAApTHOHN (opMe, TTOITOMY, UMEs TIOJI PYKOM 00pasibl HATUCAHUS TTUCEM H TIPO-
YUX JOKYMEHTOB, MOKHO 3HAYUTEIHHO COKOHOMHUTH BpEMs M YACIUTH OCHOBHOC
BHUMaHUE COJCPKAHUIO.

B mocoOuu 11 mydiiero NTOHMMaHusl TEPMUHOB TIOCJIE OCHOBHBIX pa3—/IEJIOB
IPUBOJUTCA NIEPEUCHb HAaMOOJee BAXKHBIX M YACTO BCTPEYAIOUIMXCS B MUCHhMEHHBIX
JTOKyMEeHTax cjioB u ciaoBocouetanuii(Useful phrases and vocabulary).

OdunmanbHble TUChMA JIOJDKHBI OBITH OTIIEYaTaHbl HA KOMIbIOTepe. JInuHbie
UChMA, T.€. MMChMa POJICTBEHHUKAM HIIA OJIM3KUM JIPY3bSM, MOTYT OBITh HAITUCAHBI
OT PYKH, XOTsI 3TOT CIIOCOO HANMCaHUs B €BPONEHCKOM OOIIECTBE UCIOIB3YETCS BCE
pexe.

2.2 OcHOBHbBIE IPAaBWJIA MYHKTYAUNH aHTJIMHCKOTO S3bIKA

[Tpu cocTaBiaeHUU JEIOBBIX JTOKYMEHTOB M APYIMX TEKCTOBBIX MaTEpHAIOB 00-
[ICNPUHATHIE 3HAKW MPENUHAHUS [OMOTalT YTOYHUTh M IMOJYEPKHYTh 3HAYECHHE
cioBa uiM gpas3sl. BMecTe ¢ TeM coCTaBUTEIh MOKET OCO3HAHHO OTOWTH OT IPABUII
U COXPAaHUTh B JIOKYMEHTE aBTOPCKHM CTWIb. OJHAKO B 3TOM CiIy4yae HYXHO OBITH
YBEPEHHBIM, YTO TEKCT OyAET MOHAT NpaBUIbHO. KpoMe TOro cyuiecTByroT U pasiu-
4usi B yHOTPEOJICHUM TE€X WJIM MHBIX MYHKTYallMOHHBIX 3HAKOB B aHTJIMICKOM U B
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PYCCKOM A3bIKax , XOTs B LCJIOM IIpaBuJia IMYHKTYalluU B AQHTJIMMCKOM $SI3BIKE B 3Ha-
YUTEIbHOM CTCIICHU COBIIAAAOT ¢ aHAJIOTUYHBIMHU IIPABHUIJIaMU B PYCCKOM A3bIKC.

Anocmpogh

1 Anoctpod wucmonp3dyercs Tpu OOpa30BaHUU TPUTSKATEIHLHOTO Taze
’a CYIIECTBUTEIHHBIX M HEOTPEICIICHHBIX MECTOUMEHUH.

Week's wages, boss's instruction, Elizabeth's letter, managers' reports, eve-
ryone's word, anybody's computer, someone's CV.

2 Amnoctpod ykKa3bBaeT Ha MPOMYCK OJHOW wWiH Ooyiee OyKB WM HHUD.
We can Y deliver the goods in time due to the hurricane, so you won 'tget the

newest models. It's our fault.

The product was launched in '99.

3 Amoctpod ymorpebinsercs mayis 0o0pa3oBaHHMs MHOMXECTBEHHOTO YHCIIA
OykB, nu(p 1 3HAKOB.

He was mistaken having written one t instead of two t's. There are five 7's in
his home number.

Ckobku keadpamHvie

KBanmpatapie cKOOKM B OOJBIIMHCTBE CIIy4aeB HWCIOJB3YIOTCS I MHTEp-
MOJISIIIMY, BCTABJICHUS CIOB Wiau (pa3 B mnpeioxkenus. She [the Manageress] has
presented an persuasive speech. Our previous trade mark [ABB] was supported by
Business Bank.

CKkoOKu Kpyenvie

Kpyribie CKOOKM HCIOMB3YIOTCS IS BBIICICHUS OMpeaeNieHuid, KOMMEH-
TapyueB, JOTIOJHUTEILHOW MH(DOPMAIIUU B TTOAPOOHOCTEH, KOTOPHIE TOMOTAIOT yTOY-
HUTH CMBICII, HO HE SBJISFOTCS CYIIECTBEHHOM YaCThIO MPEIJIOKCHUSI.

This itinerary (of cause they knew it was preliminary) covered only two des-
tinations.

B nenoBbIX TOKyMEHTax KpyTJble CKOOKH TaKXe YIOTPEOJISIOTCS ISl TTIOBTO-
pEHUS CyMM, MPEIBAPUTEIHHO HAMCAHHBIX CIIOBOM.

You will find enclosed a cheque for five hundred dollars ($ 500).

Jleoemouue

JIBoeToume ynoTpeOisieTcs B CASIYIOMUX CIyqasX:

— Mepej UUTATOu:

The President said: «The nation is proud of its heroes...»;

— Mepel NepeUrCICHUEM OAHOPOIHBIX YWICHOB TPEIOKEHHS

The delivery included the following: spare parts, instruction manuals, etc.
— JUTS pa3/ieJICHUs] YacoOB OT MHHYT, 3ar0JIOBKA OT TI0/[3ar0JIOBKA!
20:24 Flying to the Moon: a research paper.

Jamnsaras
3anamas, HanboJiee YacTO UCIIOIb3YEMbIM 3HAK MPEMUHAHUS, CTABUTCS
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B MIPEVIOKCHUH B CITydasiX, KOrja HY>KHO:

—  pa3JenuTh JIBa HE3ABUCUMBIX MPEI0KEHNS, 00bETUHEHHBIX COI03a™

mu and, but, for, or, nor:

We arrived at 14:15, but the train had already left;

—  OTJAEIUTH MPUAATOYHOE MPEIONKEHUE OOCTOATEIHCTBA OT TJIABHOTO

MPEIOKCHHUS:

Since the contract was signed, the company will send the technical

docu ments

in the near future;

—  BBIJICJIUTH OMPEACTUTEIHHOE MPUIATOUYHOE MPEIOKEHNE, ECITH OHO

COJICP>KHUT OIMMCAHUE WJIU JIOMIOJIHUTENBHYI0 HH(pOpMaIHio 00 OTAeIbHON

JaCTH TIPETIOKCHUS:

Foreign partners were greeted by CEO, who was a man in his 40s, and

invited

to a conference room,;

— WCIIOJIB30BaTh BBOJHBIC CIIOBA, (hpa3bl M BBOAHBIC MTPEIITIOKECHUS, 03

KOTOPBIX TpaMMaTHYECKask CTPYKTypa MPEIOKECHHS HE TTOCTPAIACT:

Our bank, it is important to underscore, was the first commercial bank in the
branch for that moment,

—  pa3eNuTh OJHOPOJHBIC WICHBI MPEIJIOKECHHS, B TOM YHCIIE Mepea To-
CJICTHUM B TIEpEYHE.

Ecnu HecKoJIbKO OJHOPOAHBIX YJIEHOB CBSI3aHBI OECCOIO3HO, a TMOCIEIHUN
PUCOEIUHEH MMOCPEACTBOM COt03a and/ or, TO BCe OJTHOPOJIHBIE WICHBI Pa3JIEISIOTCS
3aMATHIMH, TTPAYEM 3aIisATasi, B OTIMYUE OT MPABUI PYCCKOTO S3bIKA, CTABUTCS U TIe-
pen corozoM (We are sending you bicycles, cars, motorcycles, and motorscooters).
DTO MPaBWIIO OTHOCUTCS U K TEM CTydasiM, KOT/a MOCISAHUN U3 OJTHOPOTHBIX YWICHOB
BEIpaKeH ciioBoM etc. (et cetera) (Forks, knives, spoons, etc.).

3anamas BeIIENSET MPUTIOKECHHUE C TTOSICHUTEIHLHBIME CIIOBAMH, CTOSIIIEE TTO-
cJie ompeaesieMoro cyuiecTBuTenbHOro (St. Petersburg, the second capital of Russia,
1s a wonderful city).

3anamas BbIAENSIET NpUYacTHBIN 000poT (Seeing the dog approaching, he ran
off down the sreet).

3anamas Beigenset oopamenue (Friends, Romans, countrymen, lend me your
ears). OOpaieHrue B Havajae MUChMa BBIJCISACTCS 3alsATON, B OTIUYHE OT PYCCKOTO
SI3BIKA, TJIC B TIOJIOOHOM CITydae CTaBUTCS BOCKJIMIIATEIIBHBIN 3HAK.

His presentation was so informative, persuasive, and inspiring!;

—  OTJAENUTH MPSMYIO PeUb OT OCTATBLHOTO MPETIOKECHHUS:

«I would also like to take the opportunity, "she continued, "to thank all of
youy;

— 0003HAYUTH JIATHI, YACTH aJipeca, Teorpaduaeckiue Ha3BaHMUS:

On April 16, 1982; they moved to 31, James Street, Ohio, the USA;

— BBIICIUTH OOpalleHue:

Thank you, Mr. Chairman;

—  OTJAEJUTH 3aKITIOYUTEIBHYIO (pa3y B MUCbME OT MOATHCH:

Yours sincerely, William Baker.
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Touxa

Touka cTaBUTCS B CIEIYIONIUX CITyqasiX:

— B KOHIIC YTBEPAUTEIBHBIX MMPETOKEHU:

I think you will agree this position is suitable for him;
— TIOCJIE COKpaIICHUI:

Mr. President, Dr. Newton, a.m., Ph.D., e.g.;

— JUIsl OTAEJICHUSI 1IeJIOTO OT JIPOOHu:

The turnover increased by 10. 7per cent

Touka c 3ansamoii

Touka ¢ 3amsaTOM CTAaBUTCSA MJIA pa3feiCHUs JBYX HE3aBHUCHUMBIX IPEI-
JOKEHUMH, HE 00BbEeAUHEHHBIX coro3aMu and, but, for, or, nor.

They went downstairs; the door was locked.

OpHako, €ClnM OJIHO W3 HE3aBHCHMBIX MPEIJIOKCHUN COACPKUT 3arsThie,
TOYKa C 3aIATON UCTIONB3YyeTCs Mepe] YKa3aHHBIMU COF03aMH.

They went, it was better to say they rushed, downstairs; but the door was
locked.

Mnoecomouue

MHoroToure yKa3blBaeT Ha MPOIMYCK CJIOBA WJIM CIIOBOCOYETAHUS, KOTO"POE
JOJIPKHO 3aKOHYHUTh MPE/IJI0KECHNE, UM Ha MPOIYCK YaCTH IIUTATHI.

Doyoumindifl...

Dr. Chester Karrass said that «...in business, you don 'tget what you deserve,
you get what you negotiatey.

Bonpocumenvnulii 3uax

BonpocutenbHblil 3HaK CTaBUTCS B KOHIIE MPSIMOTO BOIIPOCA WIJIM B JIIO—00M
YacTH MPEJIOKEHUs JUIsl BBIPAXKEHUS COMHEHUs, oMopa, upoHuu. Is this business
expanding these years? The item delivered two weeks ago (?) was an odd one.

Bocknuyamenwvhoiii 3nax

BockiunarenpHblil 3HaK CTaBUTCS B KOHIIE MPEJIOKEHHUS JJIsi BbIpa)Ke "HUSA
CHWJIBHOTO YYBCTBA WJIM AMOIMHU. BoCKIMIaTeIbHbIN 3HaK HanboJiee 4acTo UCIOJIb3Y-
eTcsl B HeOUIMATbHBIX TEKCTaX (MUChMaX, OTKPHITKAX, 38 MUCKaX U T.J.).

Hold the glass! It is very fragile! Oh, dear! What a pity!

Kasviuku

KaBbruku ucmomnb3ytorest st 0003HaUeHUs Hadana W KOHIIA MPSMOW pPedd U
IIUTAThI, @ TAKXKE B TEX CIIydyasx, KOrja 3HAYCHHUE CIIOBA HE COBCEM COBMA IACT C
KOHTEKCTOM, B PYCCKOM SI3BIKE TIEPE]] TAKMUM CIIOBOM MBI UCTIONIb3yeM (Ppa3y «Tak Ha-
3bIBA€MBIY.

«Don’t let them go!» they shouted.

He started reading «...To be or not to be...» but suddenly stopped.
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Tupe

Tupe ymorpebmnsieTcs B ciydae, KOTJia Hy’)KHO OCOOECHHO BBIICIIUTh KAaKyIO-TO
4acTh MPEJIOKEHUS, TTOAUYEPKHYTh HEOKUIAHHOE N3MECHEHUE KOHCTPYKIIUU WM OT-
pa3uTh COMHEHHE.

Kpome Toro, Tupe ucnosb3yercss B HCOPHUITHATHHBIX TEKCTaX BMECTO TOYEK,
3aIsThIX U CKOOOK, a B 0(UIIUATBHBIX — JIJISl pa3/ieJIeHUs YacTel B CITUCKE.

He has graduated from the university — I know he is really happy — and got
a degree.

She sounded so shy: «I'm — I'd like — to take — well — a day off— if you
don't mind»

llegpuc

Jleduc craBuTCs MpH MEPEHOCE CIOBAa HA HOBYIO CTPOKY, B COCTAaBHBIX CIIO-
Bax (yuciautenbHbix oT 20 g0 100, CyliecTBUTENBHBIX C MpEAJIoraMu, B CJIOBaxX C
npeduxcamu self- u ex-, B IMEHax COOCTBEHHBIX C MpePUKCAMU) U MPHU pa3AeICHUN
cJI0Ba Ha OYKBBI WJIU CJIOTH.

Thirty-seven; ninety-nine; sister-in-law; eye-to-eye; self-respect; ex-President

Always is spelled a-1-w-a-y-s

2.3 3apnanue

1 TlepeuncnuTe OCHOBHBIE MPaBUIIa MyHKTYAIllMU aHTJIMUCKOTO SI3bIKA.

2 HazoBute ocobeHHOCTH ynoTpeOJieHusl anoctpoda, 3amsiTol, TBOETO-
4usi, TUpE, Jieduca, TOUYKHU C 3aMITON, KaBBIUEK, MHOTOTOYHS, BOCKJIMIIATEIHHOTO
Y BOTIPOCUTEIIFHOTO 3HAKOB, TUPE, KPYTIIBIX U KBAJIPATHBIX CKOOOK B aHTJIMACKOM
SI3BIKE,

3 CpaBHUTE aHTJIOS3BIYHBIC 3HAKU MPEMUHAHUS C PYCCKUMU 3HAKAMU TPETIH-
HAHUS, OTMETHTE PA3u4Msl B WX YHOTPEOJICHUH B COOTBETCTBYIOIIUX CHUTYAIlUSIX
MACbMEHHOMN pPeYM.

4 Tlepeunciure MpaBHUiIa dTUKETA, TPEOOBAHUS CTHIISI, HOPMBI TOJUTKOP-
PEKTHOCTH, KOTOPbIE HEOOXOIMMO COOIOAATh MPU COCTABJICHUU MUCHbMEHHBIX JIOKY-
MEHTOB Ha aHTJIMHCKOM SI3BIKE.

2.4 IlpaBuia HanucaHus 3anucok. IIpocras m mamMaTHAs 3aNIMCKH

IIpocmas 3anucka (note) HOCUT NOJTyO(DUITHATBHBIN XapaKTep U MOXKET OBITh
HamucaHa oT pyku. BMmecte ¢ TeM 3TO JOKYMEHT, B KOTOPOM JlaeTcsi KpaTkasi HH(op-
Malus 0 COOBITUSX, IUIAHAX WM AEMCTBUSX, HAIPUMEp, COOOIIAaeTCss 0 YbeM-HUOY b
3BOHKE, OIEPaTUBHOM COBELIAHUM WM M3MEHEHUsX B IutaHax. [Ipocras 3amucka oT-
JMYAETCs] KPATKOCTBIO U OTCYTCTBHEM JIMHIBUCTHUYECKUX M3BICKOB, IOCKOJIbKY €€ Ha-
3HaYeHHE — IMOCTaBUTh B U3BECTHOCTh. HO B oTnMuMe OT APYTUX TOKYMEHTOB, Ha-
OpUMep, IIEKTPOHHOTO COOOINEHUS, 3aIUCKa MOXET ObITh HAaMUCaHa SMOIMOHANb-
HBIM SI3BIKOM.

Ecnu 5T0 BaXHO, 3aMHCKy CleAyeT HA4aTh C YKa3aHUs BPEMEHH, JTHS HEleIH
WK 1aTel. J[7s TOro 4ToOBl YCHIINTH 3HAUYCHHE HanOoJiee BaXKHBIX (PAKTOB, MOMKHO
UCTIOJIb30BaTh 3arjlaBHbIC OYKBbI, MOJYEPKUBAHUE WU 3HAKW MYHKTYalldd, HaIlpH-
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MCP, THUPC BMCCTO TOYCK, 3aIIATbIX. I[OHYCKEICTCH TAKKC HCKIHOYCHHUC HCHYKHBIX
CJIOB.

ObPA3EIL]

John
Boss asked to bring him the report as soon as you finish with the figures.
Ann

OBPA3EI] 2

Sam
Call Emma Dell to confirm meeting time with Coca-Cola representative next
Monday at 11 am. Phone number 533 26 17.

llamamuasn 3anucka (memo) OTHOCUTCA K OJHOM U3 Hambojee pacmpo-
CTpaHEHHBIX (POPM JETOBOW MEPENUCKH BHYTPH OJHOW OpPTaHM3AlMU. 3amiCcKa reva-
TaeTCsl Ha YMCTOM JINCTEe OyMaru WiM Ha CIeIUaNbHBIX OJlaHKax BHYTpPeHHEro o0Opa-
IICHHS U UMEET MOCTOSTHHBIEC Pa3/IeyIbl:

* nata (date);

e bamuMs U UMs 4YeIoBeKa, KOMY HampaBisieTCs 3alucKka (o whom), Win
JIOJKHOCTH TPYTIIIHI JIFO/ICH;

* haMuITusL ¥ UM OTIIPABUTENS (from whom) WiH €ro TOJKHOCTB;

0 YeM 3aIncKa Win TeMa (subject);

* KpaTKOE€ BBEACHHUE, B KOTOPOM H3J1araeTcs Hanooee BakHast HHpOpMaIus;

* OCHOBHOE COZIepKaHHE 3aMHCKH;

*3aKJTIOYUTENbHAS YacTh, KOTOpas OOBIYHO BKJIIOYACT PEKOMEHIAINN
IO TIpeJIaraeMbIM JCHCTBHUSIM.

OO0beMm 3anucku — He 00Jee OAHONM CTPAHMIIBI, SI3bIK 3AIIMCKH — MPOCTOM U
KpaTKui, MPU 3TOM COOJIIO/IAl0TCS BCE TPaMMaTHYECKHE U JIEKCHYECKHE MTPaBUIa.

MEMO
To: Heads of Departments
From: PR Director
Date: 14 February
Subject: New company logo

As you know, the Public Relations Department has been looking into ways to
make our company logo more attractive and easily recognizable by customers. Could
you please take the following actions in your departments:

1. Encourage staff to share their personal vision of a new logo, which will be
used on all our products and in ads.

2.Ask staff to put their drawings or descriptions in the box placed in the lob-
by
downstairs.
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3.Inform staff that the best drafts will get special gifts.
Please contact the PR Department if you or anyone in your department has
any further suggestions.

2.5 Hanucanme o0bsiBieHuii. Hamucanue OTKPBITOK

Obvaenenue (advertisement) cocTaBiseTcs st UHPOPMUPOBAHUS O Kyrie/
npojaxe, coobiTun, Ou3Hece u mp. [lepBoe cI0BO, YaCTO BBHICTyMAIOIIEE B KaUYECTBE
KJIFOUYEBOT0, JOHKHO OBITH BRIOPAHO ¢ OCOOCHHOW TIIATEITLHOCTHIO, T.K. UMEHHO OHO
OyZeT comepkaTh TJIaBHYIO Ieib OOBsABICHUS. (71 COKpalieHwsl pacxoJioB, €CIIH
0O0BSIBIICHHUE TUTATHOE, JTOMYCKAETCS MCIOJIb30BAaHUE YKOPOUCHHBIX MPEIIOKCHUN H
COKpaiieHnii. BHIMaHue duTaTeNIss MOKET OBITh IPUBJICUYCHO K MOTICPKHYTHIM (pa-
3aM W TedaTHbIM OykBaMm. OOBSIBICHHE TOJDKHO COJEPXAaTh OTBETHI HAa BOMPOCHI:
yro? rae? xorma? KTto?

OBPA3EI]

ANNOUNCEMENT
IT, the Information Technology Company,
Time for English Company,
The Local authorities
are calling for
the submission of joint scientific research projects.

'

Omxpwvimka

Ha3znauenue OTKpBITKHU (card) MOXET ObITh CaMbIM Pa3jiU4HbIM, U MPAKTH-
YECKU BCEr/la OHA HOCHUT JIMYHBIM XapaKTep, 3TO MOKET ObITh COOOIIEHHE O MOE3JIKE
WIM OTIIyCKE, HOBOM ajjpece Wiu TeiaedoHe WIHM MPOCTOe HarnmoMuHaHue o cede. Ho
Yale BCEro OTKPBITKM MUIIYT, YTOOBI MO3APAaBUTh C Npa3gHukoM, HoBbIM romom,
PoxxniecTBOM, KaKUM-JIMOO HALMOHAJIBHBIM WM JIMYHBIM Mpa3IHUKOM. OTINYUTEb-
Hasi 0COOEHHOCTh OTKPBITKM — 3MOLMOHAIBHBINA s3bIK. [laxke eciu nmpuoOperaercs
OTKpBITKA C OTIEYAaTaHHBIM TEKCTOM, BCErJa HYXHO HalucaThb HECKOJBKO JIAKOHUY-
HBIX U COJIEpPKATEIbHBIX (pa3 OT PYyKH.

OFPA3EL] 5

Dear Sophie,

Haven't heard from you since May.
When are you coming next time?
My new phone number is XXXXXXX.
Sincerely,

Emily

ObPA3EL] 6
Dear Emily,
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Thanks a lot for the card. I'm so pleased to hear from you and so sorry for the
silence. I'm going to come to your place this autumn. See you then.

Sincerely,

Sophie

!

2.6 ®akcuMWIbHbIC CO001ICHUA (fax message). JNEKTPOHHBIE
cooO1enus (e-mail message)

dopmat PpakCUMUIBLHOTO COOOIICHUS (fax message) HE HOCUT CHEIUATIBHBIX
OTpaHUYEHUI U MOXET OBbITh MPEACTaBIEH KaK B BUJE MUCbMa, TaK U B BUJIE IPOCTON
WIA TaMATHOM 3anucku. B cTpykrype dakca cieayer 0003HAUUTh TaKUe Pas3feiibl,
KaK «komy» (t0), «0oT KOTO» (from), «nata» (date), «KOMMYECTBO CTPAHUID (pages),
«OTHOCHUTENBHOY (regarding (re)), «HoMepa ¢akcoBy» (fax numbers). B 3aBucumoctu
OT ajpecaTa U 3aTparuBaeMou TeMbl CTHIIb (akca MOXKET ObITh OPUIMATbHBIM, HE-
opunmansHeIM WK HelTpanbHbM. OdunuanbHblii pakc — 3TO, MO CyTH, MUCHMO,
KOTOpOE ONEepPaTUBHO MOMNAAAET K aJipecaTy.

OBPA3EL]

X- COUNCIL

Secretariat General

Please quote:

EED

Bern, 28 July, 2000

Dear Sir, Madam,

I have the pleasure to inform you that X-Council is organizing in Warsaw, on
19 and 20 September 2000, the fourth colloquy in its series of European events. This
meeting follows the previous three colloquies organized in 1997, 1998 and 1999.

The Warsaw colloquy is organized in co-operation with the National Insti-
tute. It will be followed by a two-day study tour.

I should be grateful if you could attend this event personally or be represent-
ed. I must however state that travel and subsistence expenses incurred by attendance
at this event will not be borne by the X-Council.

The colloquy's provisional programme together with a registration and hotel
booking form are enclosed.

Yours faithfully, Director

QBPA3EI]

UNIVERSITY OF CAMBRIDGE
From William X

To Dr. Alex Z

Facsimile number
Date 9/5/99

Alex,

22



It looks as if the Foundation will fund your attendance at the Conference.
Have you still enough time to acquire a visa? If there is anything I can do to help,
please let me know.

With best wishes, William

PS. I have your fax. It arrived after your phone call.

PPS. Do you have an e-mail address? If so, please let me know, I can be con-
tacted on wx@cam.ac.uk

OBPA3EIL]

SEVEN STARS HOTEL

To Denny F.

FaX NO seskoskeoskoskskok

From Stella J.

Fax No

Date 19 February

No of pages (including this one) 1

Dear Mr. F

This is to confirm your booking for a double room from 1 March to 9 March
inclusive at the rate of $ 300.00 per night.

We look forward to meeting you soon.

Yours sincerely,

Manager

InexmpoHHble coobwenus (e-mail message)

B nenoBom mupe snekmpounvie cooowenus (e-mail message) paccMarpu-
BAIOTCSI KaK TMOJyO(HUITMATBHBIC JTOKYMEHTHI, KOTOpPhIE CIIyXaT B MEPBYIO OYEpe.lb
JUTSI KPAaTKOTO W OMEpPAaTUBHOTO WH(POPMUPOBAHUS, HANIPUMEDP, O BPEMEHH M MECTE
coBenranus. KpoMe TOro, 37eKTpOHHOE COOOIIEHWE YMECTHO HCIIONIBh30BaTh, KOT/Ia
HE0OX0IMMO MPOMH(POPMHUPOBATH O YEM-TTUOO OOJIBIIIOE YUCIIO aIPEeCcaToB, a TaAKXKe
Kor1a TpedyeTcst CpouHbIid 0TBeT. He cieayer moas30BaThes 3Toi GopMOi JOKYMEH-
Ta, €CJIM HY>XHO COOOUIUTh YAaCTHYIO WU oduimanbHyto uHpopmanuto. Haunbonee
aKTUBHO Takas (opma MepernucKu UCIOJIb3yeTCs] BHYTPH KOMITAHUH, a TAKXKe MEXKITY
KOMITaHUSMH.

[To cTuiio sn1ekmpontbie coobWeHUs aHATIOTUYHBI 3aliCcKaM, 1Mo (hopme mpu-
OmmkaroTes K (pakCUMUIIBHBIM COOOIIEHHAM. B oT/iMune OT 3alMCcOK OHHM COJIepXkKaT
o0s13aTeNIbHBIC PA3NIETIBI: «OT KOTO» (from), «OTHPABICHO» (Sent), «kKOMY» (to), «Te-
May (subject), a TaxKe TOMOJHUTETBHBIE — «KOIH (ee), «CKpbITas Konus» (bcc).

B pasmene «oT kKoro» ykaspIBarOTCS UMs, (haMUIIUsS U DJICKTPOHHBINA ajpec
OTMIPABUTEIS, B CICAYIOMIEM pasielie MPUBOATCS AaTa U BPeMs OTIIPaBICHUS CO00-
IICHWS, Jajiee yKa3bIBalOTCS UM W (dammius nomydatens. CTpoKy «Temay TocTa-
TOYHO PACKPBITh KOPOTKOH (hpa3zoii, uznaratoieid CyTb nocianus. CTpOKH «KOTUs» U
«CKPBITast KOIIHSI» 3aMOIHSAIOTCS MPU HEOOXOMMOCTH.

OBbPA3EIL]
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From: Nethekin Gales (gales@2h.org) 21 October 2004 20:20
Sent: Council members

To:

Subject: Help community make cultural development a priority
Cc:

Bec:

Dear friends,

With the Organization becoming a larger family, and new Council members
coming into power, the cultural strategy is being reconsidered. Either it can fade, or if
public interest pushes them, the Organization could become a truly significant driver
for cultural development. Whether or not you are a member, the Organization seeks
your opinions. The more feedback they get, the more seriously they will take cultural
development. The questionnaire for voicing your opinion is at the site http//2h.org.

Other languages are available too.

Please fill at least the short version of the questionnaire. Make your opinion
count and invite others to participate.

Warmest regards, Nethekin Gales

Tel/

2.7 IloBecTka aus. IlIporpamMma coBemanusi

(Agenda. Programme))

Ycnex m060ro coBeliaHus B 3HAUUTEILHON CTETIEHH 3aBUCUT OT TIATEIHHO
IPOyMaHHOM M YETKO M3JI0KEHHOM MOBeCTKHU AHs. K 4uCiTy BBOJHBIX 00sS3aTEIbHBIX
pa3zielIoB OTHOCATCS CBEACHUS O HA3BaHWU WJIM TEME, AaTe, BPEMEHH U MECTE MPOBe-
neHust copemanus. OCHOBHAsI 4acTh TOBECTKU JIHS COCTOUT W3 MEPEYHS BOMPOCOB,
NPEITIOKEHHBIX K 00CyXaeHuio. Ecnu mo Xomy coBemaHus Mpeanojaraercs pac-
CMOTpPEHHE KOHKPETHBIX JOKYMEHTOB, TO Ha HMX B TIOBECTKE JaeTcs cchuika. Kpome
TOTO, B CIly4ae Y4acCTHSl B COBCIIAHMH TPEICTABUTENCH pa3IUYHBIX OpraHU3aIlui,
TIOCJIC OTKPBITUS MPOCKT MOBECTKU JHS BEIHOCHTCS Ha YTBEPKIACHUE YIACTHUKOB.

IIpoecpamma oTAMYaeTCsl OT TIOBECTKH JHA T€M, YTO B HEH IpuBOAHUTCS Ooee
noaApoOHas uHpoOpMaIus:

*  BpeMS M MECTO COBCIIaHMS,

*  (amwmu npeaceaaTeNnbCTBYIOMNX U BHICTYIAIONINX;

*  KOHKPETHBIC TEMbI BHICTYIIJICHUH.

OBPA3EI]

CAMPAIGN — DISCUSSION MEETING
6 Other business

6th meeting

London, 16 June 2001

(9.30 am.)

Room 2
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DRAFT AGENDA

1 Opening of the meeting by the Chair

2 Adoption of the agenda [document XX (2001)3]

3 Discussion of the main themes of the campaign

4 Exchange of views on the contribution of the IT LOGO NETWORK
(ITLW) to the campaign [documents XX (2001) 3 and 4]

5 Date and place of the next meeting
2.8 3aganue

1 HazoBuTe 0COOEHHOCTH CTPYKTYPHI aHTIIOS3BIYHON MTPOCTON U TAMSATHOMN

3aIHCKU, PA3JIMYUS B UX HAMTMCAHUU.

2 Tlepeuuncnute npaBuiia HAMCAHUA 00bsA8NIeHUs (advertisement),

omKpulmKu (card).

3 Kakoii qomken 0bITh (hopMaT (hakCUMUIIBHOTO COOOIICHUS (fax message.),

KaK COCTaBUTh 91eKmpoHHoe coobwenue? (e-mail message)?

4 Kak HammcaTh MOBECTKY JHS, MPOTpamMMy COBEIIaHHS, KaKWe pa3IHuud
€CTh B UX HAaMCaHUU ?

5 CoctaBbTe, UCNOIB3Ys 00pa3iel U3 nojapaszaenos 2.5, 2.6, 2.7, Ilpunoxe-
HUSl A, U HallUIIUTE Ha aHTJIMICKOM si3bIKe: 1) MOBECTKY JHS CTYJIEHYECKOro Mmpod-
COIO3HOT'O CcOOpaHusi; 2) MporpaMMmy CTYJIEHYECKON Hay4YHO-IPAKTUYECKON KOH(e-
PEHIIMU T10 Ballel crenuaibHOCTH; 3) MOATBEPKIECHNE HA yyacThe B KOH(epeHIuu B
BUJIE 2/IEKMPOHHO20 cO0OweHus (e-mail message),

4) mpurnameHue I y9acTusi CTYJICHTOB B DK3aMEHAaX Ha MOJYyYECHUE MEXK-
nynapoanoro ceptuduxata [ELTS, agpecoBaHHO€ OTAeNy MEXIYHAPOJHBIX TMPO-
rpaMM YHUBEpCUTETA, B (hopMare PakCUMUIILHOTO COOOIICHUS (fax message);

5) mo3mpaBUTEIBHYIO POXKIECTBEHCKYIO OTKPBITKY APYTY WM TOJPYTe IO
MIEPETIHCKE.

2.9 OgopMmiieHne KOHBEPTA

B nacrosimee Bpems B CIIIA u B EBpone (Bkitouas Coequnennoe Kopoies-
CTBO) CYILECTBYET €AMHbIA CcTaHaapT odopmiieHHs KOHBEPTOB. COrjlacHO 3TOMY
CTaHJIapTy MH(OpMalKs pacHojaraeTcs B CTpOro ONpeNeIeHHOM MECTE U B CTPOTrO
ornpeaeseHHOM Mnopsiike. OCHOBHOM NMPUHIMI 3TOTO PACIIOJIOKEHUS: OT YaCTHOTO K
o0uieMy, OT MHAUBUAYyMa K cTpase. [IpencraBum oburyro cxemy opopmileHus ame-

PHUKAHCKOI'O U eBpOHeﬁCKOFO KOHBCpPTA.
l. 2.

Hamonuum sty cxeMy conepaHueM.
1. Ums, hamuius oTipaBUTENS, 2. Mapka,
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HOMED KBapTHUPHI/ JOMA, yKa3zaHue Ha CToco0
Ha3BaHUE YJUIIbI, TOPO/I, JIOCTaBKHU

mTat/ pailoH, MOYTOBBIN

WH/JIEKC,CTpaHa

3. Ums,bamunus momyyarerns,

HOMED KBapTHUPbI/ JOMa, HA3BaHUE YJIUIIBI,

ropoji, mrar/ pailoH, MOYTOBBIA UHJEKC,

CTpaHa

Obpaszey oghopmnenus kongepma

J. Wilhelm Stamp
410 Lawrence Street, Apt. 5 REGISTERED MAIL
Ann Arbor MI 48105 AIR MAIL
USA

Mr. J. R. Smith

400 S 5th Avenue, Suite # 80
Detroit, MI, 48202-2831
USA

Kak BugHO M3 cxeMbl u 00pasia, B 000ux aapecax (OTHpaBUTENS U MOJIyda-
TEJs) Ha aHTJIMKACKOM SI3bIKE BHAYaJle MUAIIETCs (pamiuims, 3aTeM HOMEp J0Ma, YIIHIIa,
HOMEP KBapTUPbI UJIU allapTaMEHTOB, TOPO/JI, CTPaHa.

Pa3zmemenue anpecoB Ha koHBepTe. Ha aMepukaHCKOM WM €BpPONEHCKOM
KOHBEPTE aJIpeEC OTHPABUTEINSI MULIETCS B JIEBOM BEPXHEM YIIIy, a a[pec NoJIydaress
— IIOYTH IOCEpPEJMHE KOHBEPTA, HECKOJBKO CIIpaBa M HEMHOro KHuzy. MHorna,
npaBna (0COOEHHO B YACTHBIX MHCHhMaXx), aapec OTIPaBUTENs MUIIETCS Ha 0OpaTHOU
CTOpOHE KOHBEpTa, HO aJIpec MOoJIydarTelss BCerja Ha JIMIEBOMl CTOPOHE IpaBee OT
LEHTpPA, HEMHOT'O KHU3Y.

[ToutoBas ciyxx0a CIIA paccbuiaeT CBOMM KJIMEHTAM CHEIUAIBbHYIO MMaMsIT-
Ky-cxemy:” How to Address Envelopes Completely and Correctly”, npunaBast 60:1b-
110€ 3HaYeHUEe MpaBuiIbHOMY odopmieHuto koHBepTa. CoOIt0IeHre yCTAaHOBIEHHBIX
npaBuil oOecrneurnBaeT OBICTPYIO M TOYHYIO JIOCTaBKY KOPPECIOHICHIMU ajpecarty.
Crnemyer cTporo mpuaep>KUBaThCS ITOW cXeMbl 0OpMIICHHS KOHBEPTa, MHAYE BAIlle
UCHMO BO3BPATHUTCS K BaM, MPOMAS BeCh KPyr oOpabOTKHM Ha MOYTOBBIX MallMHAX
Epomnbr u CIIIA.

Heo0Oxoaumo moguepkHyTh, 4TO MH(POpPMAIH, IpeCTaBICHHAs Ha KOHBEp-
Te, TOJDKHA OBITh TaKOH Ke, Kak U WH(popMaIs BO BHYTPEHHEM ajpece, T. €. B ca-
MOM THCHME.

AJnpec oTIpaBUTEI

Wunexc npeupusSTHS CBI3H U aJipeC OTIPABUTEIS

aJpEeC NMOoaydarciisd
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dZ)aMI/IJ'H/IH agpecara, HOMEP Ja0Ma, VJIHla, KBApTHPbI

ropoJ, IITaT, MOYTOBLIA HHACKC, CTpaHa

AJipec noirydartesisi HAYMHAETCS € €ro MOJHOr0 UMEHHU U (haMUJIUH, Tepe]l KO-
TOPBIMHU 0053aTENBHO CTAaBUTCS 0JHA U3 hopm: Mr, Ms.

Jlanee cinenyeT ykazaHue Ha HOMED JOMa, HA3BaHHE YJIHIIBI, IEPEyJIKa U T.I.
(Street, Avenue, Drive, Lane, Place, Road, Circle). I[Ipu aTom 00bI9HO yKa3bIBaeTcs,
I7ie HaXOJUTCS JaHHas YyJWIla 10 OTHOIIEHUIO K cTpaHaM cBeta: N, S, W, E (cesep,
IoT, 3amaj, BOCTOK). Homep moma ctaBuTCS mepes] Ha3BaHWEM YIIUIII, 3aTeM CIICTyeT
HOMEpP KBapTHUPhI WK araptameHToB (Apt., Suite). Hanpumep:

350 West Forty-Second Street, Apt. 10

85 N Gower Street, Apt. # 5

39 S Alexandra Road, Suite 8

B npuBenennbix npumepax ormeTum ciuenyomee. Cinosa Street, Apt., Suite
(ynuma, KBapTHpa, anapTaMeHThl) Yallle BCEro MUIIYTCs C 3arjiaBHOM OyKBbl. 3HaK #
o0o3HauaeT 'Homep' (TIpaBa, OH MOKET U HE CTAaBUTHCH).

Jlanee B azmpece cieayeTr Ha3BaHWE ropoja, ITara (4Yaile BCero COKpalleH-
Hoe) uiu rpadctBa — B BenmkoOputanuu (TOKE COKpAIICHHOE).

3arem ugetr noutoBbii uHIEKC (ZIP Code = Zone Improvement Plan). B
CIIA »stoT uHIEKC cocTOUT U3 TATU 1udp, B BenukoOputanum — u3 OykB U mudp.
3a ouToBbIM MHJEKCOM B CIIIA MOXET CTOSTH enie OAuH (MECTHBIN) KOJ, COCTOS-
mwi 3 YeTeipex mudp. Hakoner, cienyeT Ha3BaHHUE CTPAaHbI, KOTOPOE MOXKET KaK-TO
BBIJICTIATHCS WM TTOTYEpPKUBaThes. Hampumep:

Mr. John S. Smith Mr. Giles S. Leman

25 High Street, Petersfleld 3500N 29th Street, Apt. 7

Hants., GU 31 4LLN Waco TX 76708-2642
Great Britain USA

Kak BuaHO 13 npuMepoB U Kak OOBIYHO MPUHATO B HACTOSIIIEE BPEMs], B KOH-
L€ CTPOYEK aJpeca 3alsThle HE CTaBATCA, & BECh aJPEC HE OKAHYMBAETCS TOYKOM.
Kpowme Toro, kak yxe Obu10 oTMedeHo, Ha3Banus mratoB B CIIIA u rpadctB B Benu-
KoOpuTaHuu dYacto obOo3Hauatorcs cokpameHno (MI = Michigan; Hants =
Hampshire). [TouroBsie nunaexcer B CLLIA nundpossie (76708-2642), a B Anriuu Oyk-
BenHbIe U 1udpossie (GU 31 4LN; WC2 3AB).

Taxum xe 06pazom odopMisieTcst U aapec OTIPABUTENS, C TOW JUIIb Pa3HU-
1eH, YTO B HEM, KaK IPaBUIIO, HEe cTaBUTCSA GopMbl Mr., Ms. nepeq umeneM u hamu-
JIMEU OTIPABUTEIS.

WNuorna B aapece nosyyaresiss MOTYT BCTPETUTBCS CIIOBA care of Wi COKpa-
IIEHHO ¢/0, .0 ( A0 BOCTpeOOBaHUs). DTHU CJIOBA 03HAYAIOT, YTO IMUCHMO HalpaBiseT-
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Csl KOHKPETHOMY JIMIy, OJHAKO WJIM OTIPABUTENI0 BOOOLIE HEM3BECTEH AJIPEC 3TOIO
JMILA, WIK 3TO JIMLO BPEMEHHO HAXOAMTCS HE MO cBoeMy ajpecy. COOTBETCTBEHHO
NUCHhMO HAMpaBJIAETCA APYrOMY JIMILY WJIM B OpraHU3alMIo JUIs MepeJayl yKa3aHHO-
My JIUIY. DTO MOXET ObIThb, HAIIPUMEP, OTEJIb, B KOTOPOM OCTAHOBMJICS MOJIy4aTellb
NUCbMa, WM €ro APY3bs U 3HAKOMbIE, KOTOPbIE MOTYT N€penaTh MUChbMO MO Ha3Ha-
YEHMUIO.

Hanpuwmep:

Mr. R. Jones

c/ o Hotel Savoy

Paris

France

AJlpec monyuartesns Ha KOHBEPTE BCErja ClelyeT MUcaTh MOJHOCTHIO Meyart-
HBIM WJIU TOJYNEYaTHBIM MIPUPTOM— 3TO OOECHEUYUT €ro HAJEKHYIO JIOCTABKY a-
pecaty. Paznuunbie ykazaHusi 0 criocodax J0CTaBKU MUChMa JIENAl0TCsl, KaK MPaBuilo,
IIOYTOBBIM OTJECIICHUEM B IIPABOM BEPXHEW YAaCTU KOHBEPTA IIOJ MAPKOW, OJHAKO
MHOT/Ia OHU MOTYT OBITh CJIeJIaHbl U BaMH JIMYHO OT pyku. Hampumep:

Registered (mail) 3aka3Hoe

Air mail/ Via air mail ABmua

Express (delivery) Dkcnpece

If notdelivered please return B ciryuae HemocTaBku mmpocs0a
BEPHYTH

2.10 3apnanue

1 Kak opopmMuTh KOHBEPT [Isl OTIPABICHUS TUChMa Ha AaHTJIUHCKOM SI3bIKE?

2 Kakne 0COOCHHOCTH HAaNHMCAaHMS ajJpeca Ha KOHBEPTaX, OTHPABISMBIX B
AHTJIOS3bIYHBIE CTPAHBI, CIEAYET 3HATh?

3 H300pa3ute mopsaok opopMIICHUST KOHBEpPTa CXEMaTUYHO Ha Oymare,
CPaBHUB 3aTE€M CBOIO CXEMY CO CXEMaMHU JPYTUX CTYIECHTOB.

4 IlognuiuuTe ABa KOHBEPTA HA aHIVIMICKOM SI3bIKE, aJ[PECOBAB NePEblll PEK-
TOpPY WJIM OJHOMY M3 JIMI] B PYKOBOJCTBE K.-JI. 3apyO€xHOro By3a, C KOTOPBIM CO-
TPYJAHUYAET Balll yHUBEPCUTET, 6MOpOoU — IPYTy VI MOAPYTe M0 JUYHOU IEPEINCKe
U3 aHIJIOSI3bIUHBIX CTPaH, MCHOJB3Ys o0paslbl U MH(OpManuio noapaszaena 2.9, a
TaK)Ke CIUCOK aHMMUCKUX uMeH U Gpamunnii (IIpunoxenue b)

2.11 Crpykrypa nucbma. Buabl nucem HeoOxogumas jieKCMKA U
¢ppazeonorus

[IucbMa MMEIOT OCOOEHHOCTH CTPYKTYPBI, ONPENEIEHHBIX €€ 4acTeil, KOTo-
pBIE HAXOAAT OTPAKECHME B MIPABWIIAX HAMMCAHUS ITUCEM. DNUCTOISPHBIN KaHP B TOM
€ro BUJE, B KOTOPOM OH CYyLIECTBOBAJ BIUIOTH 10 Hadaja XXB., IPU3HAH apXauu-
HBIM, T.€. P€Ub B JaHHOM MOCOOMU MJIET JIMIIb 00 ONpeNeNeHHbIX TPaBUIaxX Hamuca-
HUSl TIMCEM, KOTOpbIE CJENyeT 3HaTh MO MPUYMHE LIMPOKOTO YMNOTPEOJICHUS MHUCh-
MEHHOI peyu B MOCJIETHUI MIEPHO/I, YTO yKe ObLIO OTMEUEHO B pazzene 1.
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B nenoBoM, oduninaibHOM MHChbME aBOPHI CIACAYIOT 3TUM IpaBUiiaM B 0OJIb-
el CTETEHH, B JIMYHOM, Heo(punaapHOM MHChbMe — MeHble. Ecnu Bel uiere Ha
YUCTOM JIMCTEe Oymaru, a He Ha OJaHKE OpraHu3alllu, COCTaBlieHHe nucbMma (letter)
HAYMHAETCS C Ballero ooparHoro aapeca(return address), KOTOPbIN MUIIETCS 8 npa-
6om eepxuem yrily crpaHulpl. [Ipu 3ToM cobntonaercss oOpaTHBIM MO CPaBHEHUIO C
PYCCKUM MOPSAIOK HAMKMCAHUS: HOMEpP JIoMa, YJIMIIA, TOPOJI, OYTOBBIA MHACKC, CTpa-
Ha. Eciii BBl XOTUTE MOJIYYUTh OTBET Ha CBOE MHUCHhMO, MUIIUTE 4eTKO. B ciyyae eciu
MUCHMO TIe4aTaeTcs Ha OJaHKe OpraHu3alliu, aJIpec, Kak U JIPyrue PeKBU3UTHI, yKe
yKa3aHbl.

[Ton anpecom, Takxe crpaBa, yka3blBaeTcs JaTa (date) HIOArOTOBKY IHUChMA.

Hmerorcst pa3nuuusi B OpUTAHCKOM M aMEPUKAHCKOM BapHaHTE HaAIUCAHUS
JaThl, @ UMEHHO B OpUTAaHCKOM BapHUaHTE CHayajia yKa3bIBAETCs YHUCIIO, IOTOM MECHI]
u ron, Hanpumep: 7th January, 1995, xotopoe cokpamiaercs uHoraga g0 7 Jan' 95.
Jlpyrue mecsipl Takke MOTYT UMETh COKpamieHHbie ¢opMmbl, Hanpumep: Feb, Mar,
Apr, May, Jun, July, Aug, Sept, Oct, Nov, Dec. B mudpax 3to Beirmsiaut kak 7/1/95.

B amepukaHCKOM BapuaHTE CHayajla YKa3bIBae€TCs MECSL, MOTOM YHCIO U
roa. Hanpumep, Ta ke nara Oyaer HamucaHa clieayomum oopasom: January 7, 1995,
a B mudpax 1.7.95. MoxxkHO HCHOAB30BATH 000 BapUaHT, HO BCE K€ XOTEIOCH OBl
IIOCOBETOBAThH NMUCATh MECSI] HE IUPpamMH, a OyKBaAMH.

Jlanee B muchbMe ClieBa MUIIYTCS UM, TOJDKHOCTh MOJydarens (addressee) u
aZipec KOMIIAHUU WM OpPTaHHU3allMd, B KOTOPYIO Bbl 0OpalaeTech, aapec JaeTcs TakK-
e B oOpaTtHOM mopsiake. Hike cienyeT ykasaTh ccwliky (reference), eciv Bbl OTBE-
yaeTe Ha MUCbMO, U npedmem (subject), 0 KOTOPOM TOWJET peub B MHUCHME. 3/1€Ch
yKa3bIBaeTCsl caMasi CyTh, YTOOBI YMTAIOIIUNA CMOT MOHITH MO HECKOJBKUM CJIOBaM
rJIaBHOE, ¢ 4YeM K HeMy oOpaiarorcs. BrojiHe A0CTaTOYHO Hamucarh CChUIKY WM
OpeaMeT OTACTbHOUN (Ppa3oit  MOAUEPKHYTH €, Kak B oOpaslie.

Crnenyer 3alOMHUTH ITpaBUjia HANKMCAHUS NPUBETCTBUSA (Salutation) niam o0-
palieHus, TaKk Ha3bIBaeMOro «mumynay (title).

1 Ecnu BBl mumieTe B KOMIIAHWIO WM OPTaHU3AIMIO B IIEJIOM, a HE KOHK-
pPETHOMY YEJIOBEKY, Bbl oOpaliaeTech «YBaxkaemble rocrnoga» — Dear Sirs.

2 Ecnau BBl NHIIETE YEJIOBEKY, KOTOPBIM 3aHUMAET OINPEIEICHHYIO IOJIK
HOCTb, HO HE 3HaeTe ero win ee (amminio, Bbl oOpamaeTech «YBakaeMblid
rocrnoaun/rocnoxa» — Dear Sir/Madam.

3 Ecam BBl 3HaeTe damuwinio ajpecara, Bbl oOpaliaerech «YBaxkae-
MbIii(-ast) rocnoaub/rocnioka Terbapu» — Dear Mr./Ms. Tetbury. OO6pa
TUTE BHHUMaHue, 4YTO (aMIWINIO HYKHO YyKa3biBaTh oOs3aTenbHO. Henbss
Hanucath Mr, Ms. 6e3 hamunun.

4 Ecnmu BBl XOpOIIO 3HAKOMBI C 4YEJIOBEKOM, HAXOJUTECh C HUM/HEU
B NPUATEIBCKUX OTHOIIEGHUSAX M TPU JIMYHOW BCTpede obpamiaerech ApyT
K JIpyry MO HUMEHH, TO TaKoe € OOpalleHHE AOMyCKaeTcs W B MHCbME, HaIpH
mep Dear Elton. Tompko cienyer umMeTh B BHAY, UYTO B JIEJIOBOM IHCHME, 3a
TParuBarolIeM TMPUHIWIUANBHBIE  BOMPOCHI, JIyYIlle COXPaHATH  OQHUIHAID
HBIN cTUIb U tucath Dear Mr. Simpson / Dear colleague.
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5 Ecnu B BU3UTHOM KapTOUKE Ballero mnapTHepa psjaoM ¢ QpamMuiauei
HAIMCaHbl KakWe-HUOyNb HAy4HbIE WJIM WHBIE THUTYNbI, Hampumep Dr/Pro-
fessor, 3HaUUT, OHU AOJHKHBI CTOSTH NIEpel (haMHIIuEen.

Tema n cymv npobemvl MM OCHOBHOE COJCPKAHHUE MUChMa HaXOAATCS BU-
3yaJbHO B CEpeHE MUCHMA.

3axnoyumensvHasa wacms MOXKET COAEpPKaTh TaKUe CTaHIApTHBIE (pasbl, Kak
«bnaronapro Bac 3a corpyaaudectBo» (Thank you for your cooperation), «Kay ot-
Beta oT Bacy (Looking forward to hearing from you).

Koney nucoma moxet Bkimtouath dpassl «Mckpenne Bamr/Bamay (Yours sin-
cerely), ecnu u3BectHa pamunus aapecara, u «C yBaxxenuem» (Yours faithfully), ec-
au haMIIHs agpecaTa Hen3BecTHa. B MeHee oduimaaisHOM MUChbME MOXKHO J00aBUTh
bpazy «C Hamnyummmu noxenanusmuy (With best wishes).

B nanbonee moaHOM BHIE CTPYKTypa MUChMa HA aHTJIIMHCKOM SI3BIKE MOXKET
OBITh MPECTABIICHA CIEAYIOINUM 00pa3oM:

aapec ormpaBurens (sender's address),00paTHbIi aapec oTnpaBuTens — ad-
dress;

* JaTa IOJrOTOBKM ITMchbMa — date;

sanpec nonyuarens — (inside address - addressee);

ccouika — reference (Ref);

*IPUBETCTBHE- oOparieHue— salutation;

*nepBas ¢pasa (opening sentence),rema — regarding (Re)/ subject;

*cyTh Ipo0iemMbl — problem; Tekct nmuchma (body of the letter);

*3aKJII0UYMUTEIbHAs YacTh — closing;

*koHel muchMa — ending; 3axmrounTenbHas ¢GopMmysa BEXKIMBOCTH (com-
plimentary close);

* [IOJITUCH OTTIPABHUTEIS — Signature;

* TOJDKHOCTB OTIIPABUTENST — Position;

*IIOCTCKPUIITYM, T.€. TPHUMNHCKa K OKOH4YeHHomy mwmchmy (P.S. wmm
Postscript).

s npuiioxenus — enclosure (Enc).

B kaxmoM muceMe BOBce He 00s3aTEbHO JIOJDKHBI MPUCYTCTBOBATH BCe O€3
UCKJIIOUCHUS MePEeUUCIICHHbIC BhIIIE YacTU. HekoTopble U3 HUX MOXKHO OMYCTHUTh, HO
OCHOBHBIE WJIH, 10 YCMOTPEHHUIO OTIIPABUTENS, CaMble BaXKHbIE YaCTH JIOJKHBI TIPH-
CYTCTBOBaTh B Ka)XJOM MHCbME, MO0 OHM SIBJISIOTCS HEOOXOJUMBIMU 3JIEMEHTAMU
AHTJIMHACKOTO MIUCHhbMEHHOTO ITUKETA.

Pacrionoxxenue Ha CTpaHuWIle CTaHIAPTHOTO pa3Mepa yKa3aHHBIX BBIIIE Yac-
Tel MTUChMa MOYKHO MPEACTABUTH B BUJIE CXEMBI.

1

2

()}
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10

[IpumepHOe coaepkaHue TPUBEICHHON BBIIIEC CXEMBI JUIS JIMYHOTO TTUChMA:
1 Umst/ hamumust oTripaBUTENs, HOMEP
KBapTHUPHI/ I0Ma, HA3BAHUE YITUIIHI,
ropoJI, mTat/ paiioH, MOYTOBBINA
WHJICKC U CTPaHa OTIPaBUTENS
2 Mecsit, uuciio, roj
3 Ums/ pamumnms motydaresns, HOMep
KBapTHUPHI/ TOMa, HA3BAHKE YIIUIIBI, TOPOI,
mTaT/ pailoH, MOYTOBBINA HUHJIEKC U
CTpaHa moJry4aTes
4 loporoi J{xon!
5 51 maBHO XOTen TeOe HAINKMCAaTh, HO BCE HE OBIJIO BPEMCHH.
6

7 Utak, )KAay TBOEro OTBETA M JKEJIAK0 BCEr0 CAMOT0 HAWJIy4lIEro.
8 Bcerna TBoM

9 I0pa

10 P. S. [la, 320611 TE€OE CKa3aTh, YTO BUEpa BCTpeTuia Bepy.

Kpamroe onucanue omoenvuvix yacmeu nucovma.

1 Aopec omnpasumens

Kak BUIHO U3 cXeMbl, apec OTIPABUTENS B aHTJIMICKOM MUCHhME MUIIETCS B
IPaBOM BEPXHEM YTJIy CTPAHUIIBI, XOTS HEPEJKO €ro MOKHO BUJIETh U B JIEBOM BEpX-
HEM yriy. B aHrnmiickoMm nucbme (B OTJIMYHE OT PYCCKOr0) HOMEp JI0Ma B ajpece
CTaBUTCS IEpe]l Ha3BaHUEM YJIMIIbI, a HA3BaHUE ropojia — IOCJIC Ha3BaHUS YJIULIBIL.
Mex 1y HOMEpPOM JI0Ma U Ha3BaHUEM YJIMIIBI 3amATasi He ctaButcs. Hanmpumep:

25 North Road, Apt. 5 5 Green Street, Apt. 3
London W2 4RH Ann Arbor48104
England Michigan USA

Jlo mocienHero BpeMeHu ObUIO MPUHATO OKAHYMBATh KaXAYIO CTPOUKY ajpe-
ca 3aIsITOM, a BECh aJIpeC TOUKOW. B HacTosliee Bpems 3Ta NpakTUKa HECKOJIBKO yC-
Tapelia U aJpec MUIIeTcs: 6e3 3amsIThiX B KOHIE CTPOYEK U 0€3 TOUKH B KOHIIE.
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2 Hama

JlaTa oTmpaBJIeHHsI Yallle BCETO YKa3bIBaeTCS B MPABOM BEPXHEM YTy, Cpaszy
e MO/ aIPECOM OTITPaBUTEISI (€CIIU OH €CTh).

Cy1iecTByeT HECKOJIbKO BAPUAHTOB HAITUCAHUS JIAThI:

September 7, 1996

September 7th, 1996

7 September, 1996

7th September, 1996

[lepBbIit BapraHT B HACTOsAIIEE BpeMsi Hanbosiee yroTpeOnTeIeH.

3a HCKIIOUCHHEM O(HUITMATBHBIX IMHCEM M JICJTOBBIX JOKYMEHTOB B JlaTe HE
CTaBITCS TPEIJIOTH, ONPEJCIICHHBIM apTuKIb. Ilocie mgaTel TOYKa, Kak IPaBHIIO,
OITyCKaeTCs.

OcoOCHHOCTH HANMMCaHWS OKOHYAHUN MOPSIKOBBIX YHCIUTEIHHBIX B aHT-
JIAMCKOM SI3bIKE:

1 st, 21 st, 31 st — first 'mepBbIid'

2nd, 22nd — second 'BTopoit’

3rd, 23rd - third 'Tpernit’

Bo Bcex ocTaipHBIX CIydasX MOPSIKOBBIC YUCIUTEIbHBIE UMEIOT OKOHYAHUE
th: 5th, 11th, 17th, 24th, 30th. [Ipu o603HaueHUn AaThl B MTUCbME ITH OKOHYAHUS B
HACTOSIIEe BpeMsl He YIOTPeOIsStOTC .

Ha3Banus Mecs1ieB 4acTo MUIIYTCS COKPAIICHHO:

January — Jan., May — May, September — Sept.,

February — Feb., June — Jun., October —Oct.,

April — Apr, August — Aug./ Ag., November —
Nov.,

March  —Mar., July — Jul,, December — Dec.

JlaTy MOXHO yKa3bIBaTh W IHU(PpPaMU, OJHAKO MPH ITOM CIEAYET MOMHUTH,
YTO B aMEPUKAHCKOM BapUaHTE HAa EPBOE MECTO CTABAT MECSL, Ha BTOPOE — YHCIIO
U Ha TpeTbe — roi. Hanpumep, nata 22 nexadbps 1996 roga undpamu B amepukan-
CKOM BapuaHTe OyJeT mpeacTaBieHa cieayomuM oopazom: 12.22.96 unu 12/ 22/ 96.
B OGpuranckoM BapuaHTe Ha IEPBOE MECTO CTaBUTCS YMCIO, @ HA BTOPOE — MECHI],
KaK U B PyCCKOM si3bike: 22.12.96 wim 22/ 12/ 96.

3 Aopec nonyuamens
Anpec nostyyartesis MUIIETCS Tak e, Kak U aJpec OTIpaBUTENs, U pacroJia-
raeTcs B JIEBOM YaCTH CTPAHUILIBI, HECKOJIBKO HUXKE CTPOKH C JaTOM.

4 Obpawenue

[lepen dpamumnmeit nuia, KOTOPOMY BBl HaMpaBIIA€Te MUCHMO (€CITH, KOHEUHO,
3TO HE Balll POACTBEHHUK WJIM XOPOIIO 3HAKOMBI), CTAaBUTCA OJHA U3 GpopM: Mr. unu
Ms. be3 ¢pamunuu popmbel Mr., Ms. He ynoTpeOsitoTces, a nocjae HUX, Kak MpaBuio,
cTaBUTCA Touka. IHOr1a ToUKa HEe CTaBUTCS, 0COOEHHO B OPUTAHCKOM BapUaHTE aHT-
JIMHACKOTIO SI3BIKA.

Hampumep:
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Mr. Richard Smith rocrionuny/ muctepy Puuapay Cmuty

Ms Lucy Long rocrioxxe/ muccuc Jlycu JIonr

Ms. S. Park rocnoxe/ muccuc C. ITapk

®opmbl oOpaieHus Ha nucbMe Mrs. 1 Miss IpU3HaHbl HE MOJIUTKOPPEKT-
HbIMH ¢ KOHIIA XX B.. @opma Mr. ynotpebisiercs Mo OTHOLIEHUIO K MyX4HuHe, Ms.
[miz] wim [mis]—x xenmmne. opma Ms., o cyTu niena, siBASETCS SA3bIKOBBIM 3KBHU-
BajieHTOM (opMbl Mr., Tak Kak OHa yHnoTpeOJsieTcs 10 OTHOILIEHHUIO K JKEeHIHE 0e3-
OTHOCUTEJIBHO K (akTy ee 3amyxecTBa. J[anHas ¢popma obpamieHus: Obl1a peKOMeH-
noBaHa OOH B 1974 rony B pe3yibTare KaMOaHWW pa3IMYHbBIX OpraHU3alldi 3a paB-
HompaBue xeHIruH. CoBpeMeHHasi opUIMaibHas U Jlaxke NoayoduiuanbHas Koppec-
HOHJIEHIIUS CTPOTO UCIIOJIb3YeT hopMy Ms.

B kauyectBe cuHoHMMa GopMbl Mr. B AHIIIMM MHOTAa YHOTPEOISIOT apxany-
Hyto popMy Esq. OgHako oHa CTaBUTCS HE Mepe UMEHEM, a I0Cie HEero, U, €CTeCT-
BEHHO, B 3TOM ciiydae (popma Mr. orcyrerByet. Hanmpumep: Michael S. Johnson, Esq.
Ota hopMa BOCXOJUT K CIOBY esquire '3ckBaiip'. B cpeiHeBEeKOBO AHITIMU 3CKBap
OB OPYXEHOCLIEM PBILAPS, BIOCIEACTBUHU K€ 3TO CJIOBO CTaj0 O3HA4aTh OJHUH U3
HUBILIMX JBOPSHCKUX TUTYJOB. Hekoropoe Bpems sta (opma ucCnosib3oBaiach B
UCbMax, OJJHAKO TENEePh OHA BCTPEYAETCS OUYEHb PEAKO.

Yacto nociie MHULUAIO0B UMEHU TOUKH OITyCKarOTCSl.

Ecnu BbI HampapisieTe MUCbMO B (PUPMY WUITM OpraHU3alIfio, BIAJICIbIEB WIN
PYKOBOAUTENEH KOTOPOH MOKET OBITh HECKOJIBKO, TO BBI IMUILETE:

Messrs. [ 'mesarz] Bullman, Carey, and - rocnojam bynmany, Kapu u

Benson bencony

Mesdames[ ‘meidem] Brooks and Coleman - rocriosxkam bpykc n Koynmanu

Mmes. Brooks and Coleman

Kak u3BecTHO, y OONBIIMHCTBA HAPOIOB, XUBYIKUX B EBporne 1 Amepuke (B
TOM YHUCJIC y aHTJIMYaH ¥ aMEPUKAHIICB), UCTOPUUYECKH CIIOXKHUIACh TBYUMEHHAS CHUC-
TeMa: JInyHoe uMsa U amunug, Hanpumep: Jack London. V pycckux v HEKOTOPBIX
JIPYTUX HapOJOB MMEHOBAHUS JIIOACH MMEIOT TPEXKOMIIOHCHTHYIO CTPYKTYpY: JIMY-
HOE UMsI, 0TYeCTBO, (pamrutms, Hanpumep: Muxawnn Unmapuonosud Kyty3os.

Bynyuu B mpuHIIUIIE TBYUMEHHOM, aHTJIMKMCKAs CUCTEMa UMEHOBAHUS JItOIeH
YacTO pa3pacTaercs 10 TpeX M JaKe YeThIpeX KOMIOHEHTOB, Hampumep: William
Makepeace Thackeray, Herbert George Wells.

[TepBoe u3 3Tux umeH (first name) B aHMIMIICKON CHCTEME UMEHOBAHUS JIO-
neit BeiOupaeTcs u3 uucia oomenpunareix: John, Mary, Jack.

Bropoe numsa (middle name), ¢ TOuku 3peHUS PYyCCKOS3BIYHOTO YEIOBEKA, 1O
CYILIECTBY HE SBJISICTCSI UMEHEM, TaK KaK B KQUeCTBE €r0 MOTYT BBICTYNAaTh HE TOJIBKO
JMYHBIE UMEHA, HO U ()aMUJIUU POJICTBEHHHUKOB, ACBUYbS (DaMIIIUS MATEPU WJIU Ke
T1000€ CIIOBO BILIOTH JI0 COYETAHUS 3BYKOB, HE MMEIOIIETO HUKAKOTO 3HAYEHUS, HO
OYEeMYy-TO TTOHPABUBIIIETOCSA poauTesMm. Hampumep:

Charles John Huffman Dickens

Harriet Elizabeth Beecher Stowe

[Tocneaneit B psimy aHrauickux uMeH ctaButTca ¢damuius (last name, sur-
name, family name).Kak npaBuiio, B aHIIOSA3BIYHBIX CTPAaHAX MEPBOE U MOCIEAHEE
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UMEHA MUIIYTCS U MPOU3HOCITCS MOJHOCTHIO, B TO BPEMs KaK BTOPOE U/ UM TPETHE
MMEHa MOTYT 0003Ha4aThCsl TOJIBKO HaYaIbHON OYKBOM MJIH )K€ BOBCE HE YIOTPEO-
JSITBCSL.

CH0XHOCTH ¢ YNMOTpeOJIeHHEM aHTJIMACKUX MUMEH PYCCKOS3BIYHBIMUA BO3HH-
KaloT eIIe M B CBS3H C TEM, YTO CPEJI 3HAKOMBIX U IPy3€l B aHTJIOSA3BIYHBIX CTpaHax
OPUHATO OOpalleHWe MO UMEHM, T. €. [0 MEePBOMY KOMIIOHEHTY. [l pyccKux xe,
IPUBBIYHBIX K YIIOTPEOJEHHUIO B ITUX CIydyasiXx UMEHHU U OTYECTBA, TaKOe ynoTpedIe-
HHE HECKOJIBKO CTpaHHO U HesloBKO. Ho He Hajo 3a0bIBaTh, YTO OOpalieHue 0 UMe-
HU CPEJ aMEpUKAHIIEB U aHIVINYaH BOBCE HE O3HAa4YaeT OJU3KON JIPpy»Obl UM NaHU-
OparcTBa. DTO NIUIIL OOBIYHOE OOpaIleHue APYT K IPYry 3HAKOMBIX JIOJCH, Ipy3ei,
POJICTBEHHUKOB.

C npyroii cTopoHsbl, M0 GamMuiauu (TOYHEE — M0 MOCIETHEMY KOMIIOHEHTY
UMEHH) 00pamiaroTcs K OQUIMATbHBIM JHIIAM WK K HEJIOCTATOYHO 3HAKOMBIM JIIO-
asM. B Takux ciydasix, Kak y»e yKas3bIBaloCh, (paMHIIUSl YeloBeKa yMOTpeOseTcs
TOJILKO B coueTanuu ¢ popmamu Mr., Ms. be3 pamunmu 3t GopMbl HE HCTIONB3YIOT-
csl (HarOMHHAEM, YTO TOUYKHU 1ociie popm Mr., Ms., kak npaBuIIo, CTaBsATCSA).

Mr. Brown rocrnoaus/ muctep bpayn

Ms. S. Smith rocrnoxa C. Cmur

®dopma oOpallieHus: B NUCbME 3aBUCUT OT CTEHNEHH 3HAKOMCTBA WMJIM POJCT-
BEHHBIX CBsI3€H C JIMIIOM, KOTOPOMY BBl ajjpecyere nucbMo. Tak, K Apy3bsiM WU XO-
POILIO 3HAKOMBIM Bbl 00paIlaeTECh:

Dear John, Hoporoii J>xon!

My dear John, Moii noporoii J[>xoH!

John, Jlxon!

Dearest, Joporoii/ as...!

My darling, Moii noporoii /as. ..

K Mano3HakoMbIM W HE3HAKOMBIM JTFOJISIM:

Dear Mr. Smith, YBaxkaemsbrit rocriogus/ muctep Cmut!
Dear Ms. Green, YBaxaemas rocrioxa ['pun!

Dear Messrs. Smith YBaxkaemsie rocnoga Cmut u JxoyHs3!

and Jones,

B cTporo odunuansHeIX 10 TOHY ¥ COACPKAHHUIO MIChMAaX BbI MUIIETE:
My dear Sir: ['my6GokoyBakaemblii ¢3p/ TOCHOAUH!
My dear Madam: ['my6GokoyBakaemasi MajaM/ rocrosxal

B odurmanbHeix mUChMax HE3HAKOMBIM JHOJAM, (haMHUIIMHA KOTOPBHIX BBl HE
3HaeTe, UCTOIb3YIOTCS CIEAYIOIUE (POPMBI:

Sir: Cop/ lN'ocioiuH!

Madam: Mapam/ I'ocrioxa!

Dear Madam, VBaxkaeMast MajaM / rocrioxa!
Dear Sir, YBaxkaeMbIii COp/ TOCTIOINH!
Dear Sirs, VBaxkaemsble rocrnojal
Gentlemen: INocroma!

Dear Sir or Madam: YBaxkaeMblil C3p/ TOCIOUH WIH

maaam/ rocroxa!
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Oo6pamenus Dear Madam n Madam ymoTpe6isitoTcsi Kak M0 OTHOIIECHHUIO K
3aMy>KHHM, TaK U K HE3aMy>KHUM KCHIIUHAM.

O6pamenuss My dear Sir, My dear Madam, Sir, Madam siBisitoTCsi CTpOro
opunmansueiMu. Dear Sir, Dear Madam Heckonbko MeHee opuiuanbHbl. OJHAKO Bce
3TU (HOPMBI YIOTPEOISAIOTCS B 0QuyuanibHbix CUTyaIusX.

Kpome Toro, B MeHee oduiinanbHON U MoIyodUIIMaIbHON EPEenrcKe MOKHO
BCTPETUTH U Takue HOPMBbI:

Dear Colleague, Jloporoii komtera!

Dear Reader, VBaxaeMbI UNTATEIIb!

Dear Editor, YBaxxaemblil pegakTop!
Dear Publisher, VBakaeMbIM U3/1aTEIIb!

B HeobuIMabHBIX K€ CUTYalUsIX, T.€. IPH 00paIlleHNH K 3HAKOMBIM, POJICT-
BEHHUKaM, JIPY3bsIM, UCIIOJIB3YOTCS TOJIBKO HMEHA.

B otnuume oT pycckoro si3pika B aHTIIOS3BIYHBIX MUCHMAaX MOCTIE 0OparieHus
CTaBUTCS HE BOCKJIMUATEIIBHBIN 3HAK, a 3aIsITas WIK JBOECTOUHE. 3aIATYH MPUHATO
CTaBUTh B COOTBETCTBUU C OPUTAHCKOW TpajullMe, a TBOETOUYNE — B COOTBETCTBUU
C aMEpUKaHCKOM, OJJHAKO B HACTOSIIIEE BPEMS 3TO OTJIMUME MOYTH HE COOTIOIaeTCS.

1 Obmast cxema oOpaleHui:

Ctunb En. uucno MH. uyncno
DopManbbii  n My dear Sir / Sir
CTpOro opuIMaIbHbIN My dear Madam /
Madam
Sir/ My dear Sirs
Crporo  oduru- Mr. Smith
aJbHBIN Madam/ My dear Mesdames
Mrs. Smith
Dear Sir Dear Sirs/ Sirs
Dear Madam Dear Mesdames/
OdurmansHbIi Mesdames
Gentlemen
Ladies
o Dear Mr. Jones Dear Messrs. Jones
Menee dopmanbHBIN )
(Ip¥ HaTUYHH TIPEIBITY- and Smith
et mepernuckn) Dear Mrs. Jones Dear Mmes. Jones
and Smith
HeodunmanpHbrit Dear Jack/ Jack

2 OOBIYHO TIEPBBIE CIOBA - CJIOBA OJIArOAPHOCTH 32 MOJYUYEHHOE paHee
nuceMo (cMm. [lpunoxenue A, c. 124-137)

3 Tekct nucbma. O6pa3ipl muceM npuseaeHsl B [Ipunoxenuu A.)

4 3axnrouuTenbHas ¢gpaza

5 3akmtounTenbHas Gopmyia BEXKIUBOCTU

35




Kak u ¢opma oOpamienus, 3akimounTenbas Gopmyna BEKIUBOCTH 3aBUCUT

OT TOT'0, KOMY BBl MHUIIeTe MMCbMO. OHAKO B aHTIUHCKOM MHCHbMEHHOM JTHKETE B
HACTOSIIEe BPeMs UCIOJIb3yeTcsl Oosiee i meHee oduias ¢hopmyna Sincerely yours,
KOTOpas B 3aBUCHUMOCTH OT TOHA BCETO MHChMa MOXKET BOCIIPUHUMATHLCS M KaK CTPO-
ro opuImanbHasi, ¥ Kak MeHee o(ullnanbHasl, 1 KaK COBEPIIEHHO HeO(pHUITHATbHAS.
Ha pycckuii s3pik 3Ta hopmyrna mepeBOIUTCS B 3aBHCUMOCTH OT cuTyanuu Kak 'C
yBakenueM' wim 'Mckpenne Bam/ Mckpenne TBoit'. Jta ¢popmyiia MOKET UMETh He-
CKOJIBKO aHTJIOSI3bIYHBIX BAPHAHTOB:

Sincerely
Sincerely yours,
Very sincerely yours,
Y ours sincerely,
Yours very sincerely.
Hapsiay ¢ nmpuBeeHHBIMH BbIIE B OUIMATBHON U JIEJIOBOM MEPENUCKE HC-

NOJIB3YIOTCS (POPMBI:

(bOopMBI:
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Yours truly/ Yours very truly, [Ipenanubiit Bam
(bopmanbHO ¥ OPUITHATIBEHO)
Truly yours/ Very truly yours, [Ipenannbiit Bam

(Menee popManibHO, HO TaKXKe O(PHUITUATBLHO)
Menee opuIuanbHbIMU SIBISIOTCS

Faithfully yours, C yBaxenuem/ C cOBEpIIIEHHBIM T10-
YTECHUEM

Cordially yours, Nckpenne Bam

[TogurnHeHHbIE OOBIYHO O0pAIIAOTCS K HAYaIbCTBY:

Respectfully yours, C yBaxeHuem

B mucbMax poJICTBEHHHKAM WIJIH XOPOIIIO 3HAKOMBIM MOTYT HCITOJIB30BAThHCS
Yours cordially,

Very cordially yours, Cepneuno TBo# / Ban

Faithfully yours,

Yours (always) faithfully, Bcerna npenannsiii Tede/ Bam
Yours ever,

Ever yours,

As ever,

Yours as always, Bcerna tBoit/ Bam

Yours affectionately,

Lovingly yours, JIro6smuit Tebs / Bac

Devotedly (yours),

Yours truly, [Ipenanusiii Tebe/ Bam

Your very sincere friend, TBoi1/ Bam uckpennuit apyr



6 3akmountensHas (GopMmyra BEKIUBOCTH B MUChbME MOXET UMETh U Oonee
MHTUMHBIN Xapaktep. Tak, Hanmpumep, OIU3KUM JPY3bsSM M POJACTBEHHHUKAM MOXHO
HamKCcaTh:

Affectionately (yours),

Yours affectionately,

Yours with love, JIro0smii Tebs

(Lots of) love,

(Lots of) kisses, [emyto

Your loving son/ daughter, TBoli /ast mro0sMii/ast CelH / 104Yb
Your devoted niece, [Ipenannas Tebe mIeMsHHALIA

[Tocne 3axmrounTenbHON (OPMYIIbl BEKIMBOCTH CTABUTCS 3arsTasi, Ha Clie-
TYIOIIEH CTPOKE MUIIETCS UMS WIH (paMUITHSL.

CrnemyeT OTMETUTD, UTO HaMKCaHUE MUChbMa — HTO TBOPUECKUN Mpoliecc, KO-
TOPBI HE MOXET OBITh OTPAHMYCH KAKUMH-THOO KECTKUMH HHCTPYKIHSIMH WIIH
oboporamu. OTHAKO COOMIOZICHUE TTPUBEACHHBIX BBIIIE MTPABUII TTIOMOXKET YCIEITHO H
3¢ ()EKTUBHO OCYIIECTBUTH KOMMYHHUKAIIMIO HA aHTJIMHACKOM SI3BIKE.

ConepxxaTenbHON 0COOEHHOCTBIO UH@Opmayuonno2o nucoema (letter of in-
formation) MOXHO CUMTATh OCIEAOBATEIHHOCTH U3JI0KEHUS TEKCTA:

1) cHayasia OAHUM-IBYMsSI TPEUIOKEHUSMU COOOIIAETCS, YTO KOHKPET
HO TMpeJUIaraeTcsi BHUMAaHUIO apecara;

2)3areM Jaercs ONMUCaHUE TOro, YeM IIPHUBJICKATENEH STOT KOHKPETHBIN
TOBap/ycinyra;

3) najsiee OMHMCHIBAIOTCS YCIIOBUSA, B COOTBETCTBHH C KOTOPBHIMH MOKHO
BOCIIOJIb30BAaThCS TOCTYIUBIIUM MPEIIOKEHUEM;

4) yka3pIBaeTCsl CTPYKTypa WU JODKHOCTHOE JIUIO, C KOTOPHIM MOYKHO
YCTAaHOBUTH KOHTAKT MIPU HEOOXOTUMOCTH.

OBPA3EI]

Macquarie

University

Sydney,

New South Wales 2109 Australia
In reply please quote: DDF/45

3 March, 2000
TimeforEnglish

21 Tverskaya str. Moscow
Russia

Dear Colleague

Postgraduate Coursework Programmes in Business Administration

I attach details of our postgraduate coursework programmes in Business Ad-
ministration and related fields at Macquarie. I would be grateful if you would bring
them to the attention of any interested students or colleagues.
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As you will see from the brochure we have a range of programmes covering a
number of fields broadly within Business Administration. In addition, in the Graduate
Diploma and Master's programmes we also have very well developed research de-
grees in similar fields at MA (Hons) and PHD levels. These can be taken externally
as can some of the coursework programmes. A separate brochure is available from
the Department covering our research degree programmes.

With good wishes

Professor Christopher G. Nadlin

Enc.

Iucomo-npocwvoa (letter of request) CONEPKHUT T€ K€ FIEMEHTHI, & B KOHIIE —
cranaaptHas (ppasa «3apanee 61arogapro Bac» (Thank you in advance).

OBPA3EL] 12

Danish Centre

51

Denmark

1* March

Strandgade DK-1401 Kobenhavn K

2002

TimeforEnglish

21 Tverskaya str. Moscow
Russia

Dear Sir/Madam

Exchange Agreements

We are in the process of up-dating our mailing-list pertaining to exchange
agreements and ask you kindly to fill in the enclosed questionnaire and return it to us
soonest possible.

At the same time please correct your own address on the form if necessary.

Please note that exchange publications for us should be mailed to the above
indicated address whereas correspondence concerning exchange agreements should
be forwarded for attention of the undersigned.

Thank you in advance. Yours faithfully

Lisbeth Dursine

Encl.

Iucomo-orcanoba (letter of complaint) nOMKHO OBITH TOCTATOYHO KPATKUM H
TOYHBIM B U3JIOKeHHUH MpobiemMbl. OOpaTuTe BHUMaHuEe Ha ¢pa3y B CTPOKE MPHUBET-
ctBus: «Koro aTo moxer kacatbcsi» (To whom it may concern).

ObPA3EI] 13

Stream Ave. WA98103

23,2003 CompuWorld PO Box 6098 Portsmouth
Re: Order # 445446 To whom it may concern:
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On September 3,1 ordered 2 keyboards, 1 screen and 1 tower processor for a
total of $ 480 plus shipping $ 30. This brings the final total to § 510.

Enclosed is a copy of your receipt, which I received with my order. Today |
got a bill for § 590 for 3 keyboards, 1 screen and 1 tower processor. Since I didn't or-
der 3 keyboards and I never received 3 keyboards I am sending a check for the origi-
nal amount, $ 510 for the merchandise I did receive. Please correct your billing.
Thank you.

Sincerely,

Sandra Sand Enc.

Iucomo-6nazo0aprocms npu yeonvHernuu (Ne 1) MoxkeT ObITH HANMKMCAHO pa-
0oTo/laTeNieM YBOJIBHAIOIIEMYCSI COTPYAHHUKY. [IOoCKOJIBKY Takoe MUChbMO OJHOBpE-
MEHHO CITy’)KHT PEKOMEHIATECIIbHBIM MUCHMOM JIJII HOBOTO paboTOjaTeliss, B TEKCTE
IPUBOJIUTCA KpaTKasi XapaKTEPUCTHKA JICTOBBIX M MPOPECCUOHAIBHBIX KadyeCTB Ye-
JOBEKa.

OBPA3EL] 14

Department of the Commerce

April

23,2003 Ms. Ivette Gang 3" Floor, Massey Ottawa, Ontario Canada

Dear Ms. Gang,

On behalf of the Programme, I would like to extend our sincere appreciation
for your significant contribution as the Secretary of the Working Group. As the first
Secretary for a new and important international initiative, you labored competently
and effectively with few guidelines and procedures. This was in no small part a re-
flection of the high-level of organizational skills and personal dedication you brought
to this task.

The Working Group is composed of a diverse group of personalities and cul-
tures with personal, professional and national agendas. However, we believe your
professionalism along with your patience and perseverance clearly enhanced the level
of teamwork, co-ope ration, and communication within the Working Group. It is clear
to us that Working Group's accomplishments the last couple of years were far greater
because of your facilitation and advocacy.

As you leave the Programme for new challenges ahead, we in the Department
gratefully acknowledge your special contribution and your dedication to the highest
standards of professionalism.

Sincerely yours,

Jane Horn

National Representative

Hucvmo-bnaco0apnocms npu yeonvuenuu (No 2) MOXKeT OBITh Takke Ha-
MTUCAHO YBOJBHSIOMUMCS COTPYTHUKOM CBOHMM ITapTHEPaM.

OFPA3EL]

Ivette Gang 31 Floor, Massey Ottawa, Ontario Canada

Working Group Members

Dear Jane, Emma, John and George,
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I am sorry to confirm to you that, as from 25 April, I am no longer working
for the Working Group (at least not officially), as I have been invited to join the col-
leagues of the European Centre.

You will very soon receive the official announcement of my departure, to-
gether with the last Annual Meeting's report.

Attached to this mail you will find a draft of the Working Group's new com-
munication strategy. Although I have managed to keep two working hours per day to
finish some urgent questions for the Working Group, I should be grateful if you could
send your comments on this draft to Elsa. She will collect and for-ward them to the
appropriate poison. JI new colleague, Ms. Brigitte Renault has joined the Working
Group's toam and she will contact you very soon.

I cannot finish this last mail without thanking you for all your support and
these two years of exciting co-operation I am sure that you will continue to look after
the Working Group and I wish you all the best for the future.

With my very best regards,

Evette

Heo0xoanmas JiekcuKa U (ppazeosiorust
(Useful phrases and vocabulary)

Hauano nucoma:
With reference to... Co cchuIKOH Ha...
We refer to your letter -Mpbl ccbutaemcst Ha Bare nmucbmo..

Referring to your letter... Ccpunasick Ha Bare nucbmo

Further to our telephone conversation -B nonosnnenue K Hamemy tenedoH-
HOMY pa3roBopy

Replying to your letter... OtBeuas Ha Baiie nucpmo

This is in reply to your letter.. . B orBeT Ha Bamie nuceMo

IloomeepoicOerue nonyuenus nucoma:

I have received your letter of 1% July - Tosbko uTo momydrn Bare micsMo
oT 1 uross.

I thank you for your letter

of 22 February... bnaronapto Bac 3a nuceMmo ot 22 deBpaiis.

Thank you for sending me... bnarogapto Bac 3a nanpaBnenne Mue

I wish to thank you most

sincerely for... Sl uypesBbIyaliHO npu3HaresneH Bawm 3a...

[ am very glad to have your letter... Ouens pan nonyuuts ot Bac nucemo...

We confirm receipt of your letter.. .IloaTBepknaem nonydeHue 'Barero
nUChMa. . .
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We acknowledge receipt of your letter. [lonTBepxkmaem momyuenue 'Bamero
nUchMa. . .

Ilpocvovl u omeemsbl Ha NPoOcvOY:

I would be grateful if you could... S 6b11 661 BaM GnaronapeH,
eciu Obl Bhi...
I would appreciate if you could 51 6b11 OBI BECbMa MpU3HATETICH,

eciu 661 BbI MorIn. ..
I am making use of this opportunity to approach you with a request.-
- -ITonb3yroch BO3MOKHOCTBIO 0OpaTUThCs K Bam ¢ mpockOoii.

May I approach you with a request? Mory nu st o6patutbes K Bam
C IPOChOOI?

I wonder if I could ask you to help me? Mory nu st mpocuts Bac
MIOMOYb MHE?

Would you kindly send me... He mornu 651 Bel npucnars Mue...

According to your request... [To Bameit npock0e...

As requested by you... Kax Bbl mpocunu...

At the request of...I wish to.. ITo npockGe... g xoTel ...

I regret very much that I am not in a position to comply with your request. —

-K mMoeMmy uckpeHHEMy COKaJieHUIO, S HE B COCTOSIHUM BBITIOJIHUTH Barry
pochOy.

I feel sorry very much indeed not to attend to your request. —

-5l uckpeHHe coXkayero, YTo He MOTY BBITIOTHUTE Barny npock0y.

I shall attend to your request as soon as - S BemonHio Bamry mpocs0Oy kak
TOJIBKO...

Cpounocms.

We would appreciate a prompt reply. - beimu Ob1 TpU3HATEIBHBI 32 CPOUHBIN
OTBET.

A prompt reply would be appreciated. [Ipomy Bac He 3aaep:xuBaThes ¢ OT-
BETOM.

Please advise promptly. [IpocuM cpovHO MPHCIATH OTBET C MPEJI0KE-
HUSMU

Will you kindly let us have an early reply? Bynem npusHatenbHbl OJIYYUTh
OBICTPBII OTBET.

Will you kindly reply to this letter? bynem npusHaTenbHBI MOTYYUTH OTBET
Ha 3TO MUCHMO.

OOBSICHECHUE NPUUUHbL NUCLMA:
I am writing to inform/apply for/ request... HacTosimum mumry, 9To0s1

nporuH(GOPMUPOBATH/TIPEACTABUTH/TIPOCHTb...
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I wish to inform you... Xouetcs npouHdopmupoBath Bac...
[ am sending you this letter to inform you of ...Hanpagiusito nanHoe nucemo,
4TOOBI COOOLIUTE BaM O...

I have the pleasure of informing you that C ynoBonbscTBHEM COOOIIIA0,UTO

This is to inform you... Hacrosimmm coobiaro...

We regret to inform... Coo0111aeM, 4TO K COXKAICHHUIO. ..
brnazooapnocme

Thank you for... bnaronapro Bac 3a...

We were very pleased to... Mp1 ObUTH YPE3BBIYAMHO PaBbL...

Ilpunazas ookymenmoi.:

Please find enclosed/attached... [Ipunararorcs...
I enclose herein... Hacrosiimum nputararo...
You will find enclosed... B npuioxxenun Bel Halizer. . ..

Attached to this letter you will find. Ber HalizeTe npuiio)KeHHBIM K JJAHHOMY
UCHMY...

H3eunenus:

I regret that... K moemy coxainenuio...
I am afraid that... K coxanenuro...

I am awfully sorry not to have replied S uckpeHHe U3BUHSIOCH 3a

TO,4TO HC OTBCTHJII Ha Bame nuceMo
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Please excuse me for my late reply to your letter.... I3BunwmTE, 9TO
3aJIep>KaJICS C OTBETOM...

Please forgive me for not replying... [Ipoctute, 4TO 51 HE OTBETUL...

I apologize for my delay in replying... Coxaiero, 4To 3aiepKajics ¢ OTBETOM.

BblpaofceHue cpodHocmu.

.. at your earliest convenience. ... ...KaK MOKHO paHblII€.
without delay. ... ...0e30TaaraTenbHoO.
as soon as possible... KaK MOKHO CKOpee.

3axanuusas nucemo:

With best wishes (regards). C HaWTy4YIIIUMU MOXKETAHUSIMU (TIPUBETAMH ).

With every good wish and warm regards. - C caMbiMu TOOpBIMH U TETUIBIMH

TIOKETAHUSIMH.

Please send my best regards to... [lepenaiitTe Mou cepJieuHbIC TPUBETHL...

I hope that we will have the pleasure of seeing you again. --Hazaeroch, 4TO MbI
MIOJTyYUM YJIOBOJILCTBHE BHOBB YBHJIEThHCS C Bamu

I/We look forward to hearing from you Knem orBeta ot Bac.

We are looking forward to seeing you soon.  JXmem HOBoif BcTpeun ¢ Bamu.

2.12 3apnanue

1 OTBeThTE Ha BONPOCHI, CPABHUTE CBOU OTBETHI C OTBETAMU JIPYTUX CTYJIECH-
TOB B IpYIIIe, 00CYIUTE COBMECTHO:
1) kakue ¢opmbl 0OpamIeHUs] UCHOJB3YIOTCS B AHIJIOS3BIYHOM IMHCbME K JPY3bSM,
MaJ03HaKOMBIM WJIM HE3HAKOMBIM JIFOASAM, (DAMHIIMIA KOTOPBIX Bbl HE 3HAETE, B CTPO-
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ro opuIHAIBHBIX U OQUIUAIBHBIX MHUCHbMax; MONyo(UIHATbHON, HEOPHUIIMATHLHON
HEPEIINCKE;

2) ecThb 1 pa3nuyus B OOpAIEHUSIX 110 UIMEHU y aMEPUKAHIIEB U aHTJIHYaH;

3) xakue (GakTopbl CleyeT YUUTHIBATH MIPU BHIOOpE TOM WMiau MHOU (hopmbl oOpariie-
HUS K aJipecary.

2 HazoBuTe KOHKpPETHBIE BUJbI MUCEM B 3aBUCUMOCTH OT MX HAa3HAYEHUS U
oOlue npaBuiia UX HAITUCAHUS:

1) KaKk MpaBUIBLHO COCTAaBUTH JEJIOBOM JOKYMEHT Ha aHTJIMICKOM SI3bIKE, Ka-
KH€ MTYHKTHI BXOJIAT B CTPYKTYPY A€IOBOTO MUChMa?

2) KaKoBa MOCJIEI0BATENbHOCTh M3JI0KEHHSI TEKCTA B Pa3IMYHbIX BUAAX ITUCEM: [etter
of information, letter of request, letter of complaint;

3 IloaroToBbTeCh K IUKTAHTY. 3ay4nTe JIEKCUKY U (Ppa3e0ra0ru3Mbl, UCIOIb-
3yeMbI€ B HaYaJle U B KOHIIE aHTJIOSA3BIYHBIX MHCEM, (DOPMYIIBI BEXINBOCTH U3 pas3fe-
na «Heobxonaumas nexcuka u ppazeonorus» (Useful phrases and vocabulary, c. 44)

4 Hanumunre HA aHTJIMACKOM SI3BIKE ITHCbMa O BO3MOYKHOCTH:

1) Hay4yHO-HMCCIea0BaTEIbCKOM paboThl B obmactu UT u mocTymieHus: B aCHUpaHTy-
py 3a pyOexxom;

2) CTaXXUPOBKH B K.- JI. PUPME C TIPEIIOKECHIEM CBOEH KaHAUIATYPHI,

3) nonyueHust ”HGOpMALIMK 00 YCIOBUSAX ObITa BO BpEMs yueObl

4) nuceMo — xkanody pupme - COTPYIHUKY HA HETOMOCTABKY KOMIUICKTYIOIIHUX J1€Ta-
Jeil K KOMITbIOTEPaM;

5) NUCHbMO —MPUTJIALIEHUE O MOCEUICHUN O(PUIIMATILHON Jeseraiuu 3apy0exHO-
ro By3a JJIs1 OOCYKJIEHUs] COBMECTHOU pabOThl M HaJla)KMBaHUSI KOHTAKTOB B 00-
JlacTH 00pa30BaHUS U HAYKU.

Ucnonp3yitTe 06pasiel mucem u3 [punoxenus: A (c. 53-72)

2.13 KaapoBbie 10KyMeHThI. Pe3loMe, cONpoBoaANTEIbHOE TUCHMO

(Br. Curriculum Vitae—CV, Am. résume, covering letter)

Pestome - kpatkasi aproOuorpadus (cBeiaeHus o0 oOpa3zoBaHuM U Tpodec-
CHOHAJILHOM OIIBITE), TIEPBBIH TOKYMEHT, ¢ KOTOPOT'O HAYMHAETCSI 3HAKOMCTBO pado-
TOJATENs C KaHAUJATOM Ha BakaHcwio. VIHOTja 3HAKOMCTBO Ha ATOM JTalle M 3aKaH-
YUBAETCS, U PUIMHON TOMY OBIBACT KaK HEMPABMIHBHO 0(DOPMIICHHOE PE3IOME, TaK H
HEYETKO M3JI0KEHHBIE COOBITHUS JKU3HU KaHAMIAaTa HA BAaKAHCUIO, & TAKXKE HE TOJBKO
dopma, HO U conepkanue pestome. CylecTByIOT 0l0po, I/ie CIIeHUaTUCThl OKa3biBa-
I0T TUIaTHBIE YCIyTu no coctasienuto CV. CrienoBarenbHo, K COCTaBICHUIO pe3loMe
HE0OXO0IMMO MOJIXOUTh CEPHE3HO U TIOMHUThH HECKOIBKO BaKHBIX MOMEHTOB:

*  BBIJEJATH 3ar0JIOBKH Pa3/IeNOB YXUPHBIM MIpUPTOM;

*  coOMIoAaTh HYXHBIM MHTEPBAJ MEXKIY pasielaMu. ITO MO3BOJUT JIETKO
YUTATh PE3IOME U BEIOPATh HYKHBINA pa3/en.

B nenoM mepeuyeHp pa3zenoB pPe3lOME MOXKET ObITh pa3IMYHbIM, HO Yalle
BCEr0 COAEPIKUT CIIEAYIOLIEE:

« suuHble JaHHble /Personal details:

UMs, JaTa U MECTO POXKACHUS, aapec, TenedoH, e-mail;

*  JIaHHBIC O TEKYIIEH JOHKHOCTH W MPEbIIYIINX MECTaX paboThl, JOCTH-
KEHUSX, ClIelIMalbHBIX HaBbIKax /Professional experience /Skills;
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*  oOpazoBanue /Education/Qualifications;

*  UWHTepecHl u yBieueHus / Activities;

* pexomennauuu / References.

[To cTuiro U3M0XKEHHS PE3IOME JTOJKHO OBITh KPATKUM U YETKHM.

OBPAJ3EIL:

ERIK DAVIDSON

Personal details

Date of Birth 16 February 1976

Address 2510 Rabbit Lane, 2000 Tetbury, UK

Telephone + 44 777 777 777

E-mail erik@eunet.uk

Education/Qualifications

1999—2000 London Chamber of Commerce and In—dustry — Diploma in
Business Management

1995—1999 University of London — MBA in Business

Professional experience

2000—2004 A Sales Manager, IT Company Develop-
ment of a new sales strategy Generation of a number of sales campaigns abroad Do-
mestic and foreign exhibition launch

Jan—Oct 2000 A Personal Assistant to Marketing Director, IT
Company. Responsible for arranging international visits and negotiations

Skills
IT Office 2004, Windows, Excel, Internet
PowerPoint
Languages Fluent French and proficient Spanish
Additional Driving licence
Activities Diving, traveling, swimming Amateur actor in the

local theatre
References Professor Hales, London Chamber

of Commerce and Industry

OBPA3EI]
Curriculum Vitae of T. D.
Born in 1938

Married to A. D.
One daughter, who is married and works for an environmental agency
One son, who is married, has two sons and is a self-employed consultant

Education

Studied European History, the French language and literature and the German
language and literature to Advanced Level

Graduated in Law at the University of London
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postgraduate Degree in Business Administration at the University of Michi-

gan (USA)

Management Experience

Layland Cars: Senior Manager: 1974—1979 — promoted to General
Manager

Jaguar Rover Triumph Parts Division with responsibility for more than 2000
people. (Member of Parliament: 1971—1974)

Chrysler Parts UK: Manager: 1968—1971

Clarks Shoes: Manager: 1965—1968

Esso Oil Company: Internal Auditor: 1962—1965

Parliamentary Experience

Member of the Parliament for 28 years

Official Spokesperson for the Labour Party in the Parliament:

— Finance and Economic Affairs (3 years);

— Trade and Industry (1 year);

— Health (3 years).

Her Majesty's Privy Council

Appointed for services to the Council of Europe on the recommendation
of the Prime Minister

Committees:

— Public Accounts Committee (7 years) — examining the efficiency and
— effectiveness of Government Departments;

— Public Records Advisory Committee (6 years) — advising on which

Government files should be made public;

— Special Committee of Privy Councillors — which has reviewed the Anti-

terrorism, Crime and Security Act including the UK's delegation from the European
Convention on Human Rights.
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Other Political Experience

Councillor in the Local Government (2 years)

Member of the Labour Party (40 years)

Member of the Trade Union for managers, scientists and technicians
(39 years

Chairman of the Independent Commission of Inquiry into the treatment
of elderly people in Birmingham (2001—2002)

Visiting Lecturer at Civil Service College (7 years)

International experience

Parliamentary Assembly of the Council of Europe:

— member of the UK delegation to the Assembly (12 years);
— leader of delegation (5 years);

— president of the Socialist Group (2 years);



— Vice President of Assembly (5 years);
— member of the Bureau (7 years).

Assembly Committees:
Economic Affairs and Development Committee 1992—1999 — Chair of the

Committee (3 years);

— Political Affairs Committee: 1996—2004 — Chair of the Committee

(2years)
— Monitoring Committee: 1997—2004;
— Legal Affairs and Human Rights Committee: 2001—2004
— Rapporteur
— Rapporteur for Reports:
— European Bank for Reconstruction and Development;
— —  North-South Centre;
— —  Organisation for Economic Co-operation and Development;
— —  Georgia's admission to the Council of Europe.
Other Activities:

years);

attended two Parliamentary Conferences for the South-East Europe Stability
and Development;
observed elections in Albania, Georgia, Latvia and the Ukraine.

The Western European Union:
member of the UK delegation to the WEU Assembly (12 years);
leader of UK delegation (5 years)— Vice President of the Assembly (5

president of the Socialist Group (4 years);
rapporteur for several reports on defence and security issues.

Organisation for Security and Co-operation in Europe:
member of the UK delegation to the OSCE Assembly (7 years);
Leader of the UK delegation (2 years) — Parliamentary Assembly.

Inter Parliamentary Union:
member of Executive Committee of UK Branch;
attended IPU Conference in Moscow.

United Nations General Assembly
Attended three UN General Assemblies as a member of the UK delegation

and twice participated in debates on co-operation between the United Nations and
Council of Europe.

Non Governmental Organisations:
member of Amnesty International; United Nations Association;
Links Europa Source: www.coe.org
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ConposooumenvHoe nucoemo (covering letter). Tlomumo pe3tomMe BaKHO
YMETh TPAMOTHO COCTaBHUTb CONpOBOOUmenbHoe NUCbMO, €CIIA BBl OTIPABISETE pe-
3toMe 1o moute ik ¢akcy. [Ipu coctaBneHnn conposooumenvHo2o MUChMa CleIyeT
HPUICPKUBATHCS CXEMBI:

*  COOONIMUTH O TOM, Ha KaKyl0 BaKaHCHIO BBI IPETCHIyETE

¥ TJI€ BBl y3HAJIA O BaKaHCHH;

*  HamWcaTh O TOM, IIOYEMY BBl 3aMHTEPECOBAHBI B BAKAHCHU

¥ TI0YeMy XOTeJH Obl paboTaTh B KOMITAHUWY;

*  OTMETHTh, KAKUE HABBIKU M OTBIT COOTBETCTBYIOT TPEOOBAHUSIM,

NPEIbIBISEMBIM K BAKAHTHOM JTOJKHOCTH;

*  3aBEpUIMTbH MUCHMO (Ppa3oil 0 BOZMOKHOCTH MPUNTH Ha cobeceJoBaHUE,

IPEeI0CTaBUB pabOTOAATENIO IPAaBO BEIOOpA BPEMEHH U MECTA.

OBPA3EIL]

10 Sane Street
Surrey UK

Tel/fsx

Ms. Gale Games
21 Blackmail Road
Cambridge

Dear Ms. Game

5 October 2004

I would like to apply for the position of a Senior Sales Manager advertised in
The Economist on 4 October 2004. My work experience has familiarized me with
many of the challenges of the sales domain. I am sure that this, together with my edu-
cation and my understanding of the needs and expectations of the IT market, would
be extremely relevant to the position. Moreover, my fluent French and proficient
Spanish would be very helpful in developing the business in these countries.

As you will notice on my enclosed resume, the position you are offering in-
volves the issues I have been in charge of for these years.

I would be pleased to come for an interview at any time convenient to you. |
look forward to your reply.

Yours sincerely, Erik Davidson

Enc: 1

2.14 Onucanne Bakancuu. Heo0xonumas jgexkcuka u gpaszeosiorus

OOpatvTe BHUMaHUE HA CTPYKTYPY U MOCJIEAOBATEILHOCTh ONTUCAHUS BaKaH-
cuu (vacancy note), KOTOpble HEOOXOIUMO 3HATh U COOJIIOAATH MPHU MOJATOTOBKE 00b-
SIBJICHUSI WJTA JTOJDKHOCTHOW MHCTPYKITUH, BKITFOYAOIICH TP OCHOBHBIX pa3jiena:

* 00s13aHHOCTH;

* kBaNTM(hUKaIs, Tpo(eCcCHOHATBHBIN OIBIT, 3HAHUS, HABBIKH,

* IpyTHE Ka4yecTBa.
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Vacancy Notice

Post of Head of Division

Department of Legal Affairs

Duties:

The postholder will be responsible, under the authority of the Director, for
the work of the Public Law Division, including in particular:

managing and developing the division's activities, organizing seminars on in-
ternational law and legal data processing;

supervising the preparation of legal instruments and other texts for these acti-
viiies (conventions, recommendations, conclusions, etc.); conducting research in the
division's fields of activity and preparing the relevant studies and opinions;

assisting with the implementation of co-operation programmes with other
countries in the fields covered by the division;

keeping abreast of major legal developments in the world;

in these fields, informing the President of the activities of other organizations
with a view to improving coordination with those of the Company; representing the
Company at meetings held by such organizations;

ensuring appropriate use of human and financial resources enmarked for link;
activities for which the postholder is responsible;

performing other duties corresponding to the level of the post and according
to the needs of the Department.

Qualifications, professional experience, knowledge, skills and

language proficiency:

good university degree in law of a standard permitting access, either on 11
basis of qualifications or via a competitive examination, to the senior branch of the
national civil service;

wide experience of public law and in particular of the national law;

— very good knowledge of one/two languages (English/French/German)
andgood knowledge of the other.

Other qualifications:

— aptitude for administrative management and team management;

— political flair;

— initiative, authority and sense of responsibility;

— ability to establish and maintain contacts at a high level,

— ability to use computer facilities.

—  Heobxooumas nexcuxa u ¢opazeonoeusn (Useful phrases and vocabulary):

With reference to your advertisement in... Ha Bame oObsiBieHue B
I would like to apply for 41 6b1 XOTE MPETEHI0BAThH
the position of... Ha JIOJDKHOCTb...

I am writing to apply for

the position of... S npereHyro Ha AOHKHOCTD

1 feel I am well qualified
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for the position because... [Tonararo, 4To MOsI KBaJIUPUKAIUS
COOTBETCTBYET JOJKHOCTH...

I would be happy to give S 6yny paa npenocTaBUTh

you more details and can be Bam 10noJIHUTENbHBIE CBEJICHUS

contacted at any time. Y BCTPETHUTHCS B JTFO00E BpEeMsl.
I would be happy to come
for an interview at any time
convenient to you. S Oyny pan npuiitu Ha cobeceloBaHuE B
mob6oe ynoOHoe s Bac Bpewmsi.
I enclose a copy of my CV. [Ipunarato KOMUIO aHKETHI
A full CV is attached. [ToapoOHas aHkeTa MpUIIaraeTcs.

I look forward to hearing from you. Xy orBera ot Bac

2.15 3ananue
1 Ha3oBuTe OCHOBHBIC TIpaBUIIa HAMMMCAHKS KaJIPOBBIX JOKYMCHTOB.

2 Kak cOoCTaBUTh BBINOJHOE I NPETEHACHTAa HAa JOJKHOCTh PE3IOME
(Am. Resume; .Br. CV Curriculum Vitae)?

3 HazoBuTe Ha mamsaTh CTPYKTYPY M IOCIIEIOBATEILHOCTh ONMCAHUS BaKaH-
cuu (vacancy note) 1si OOBbSBICHUS WU JOHKHOCTHON MHCTPYKIIMH.

4 Kakne 0coOEHHOCTHU AEJIOBBIX MTUCEM Ha aHTJIMHCKOM SA3BIKE - 3aIPOCOB O
Ipe0CTaBICHUU PabOThl, OTBETOB Ha MPOCHOBI O MPEIOCTaBICHUU PaOOThI, MHCEM-
0J1aroIapHOCTH TP YBOJBHEHUHU, a TAKKE XapaKTEPUCTUK U PEKOMEHIAIUN CIIeyeT
3HaTh?

5 IloaroToBhTECHh K AUKTAHTY: 3ay4YUTE HEOOXOIUMYIO aHTJISI3BIYHYIO JIEK-
CUKY M (Ppa3eoIOTHUIO JIsi HAITMCAHUs TTUCEM, HanboJsee yrnoTpeOuTeIbHbIe BhIpaxKe-
HUSI, UCTIOJIb3yEeMbI€ B HAa4YaJIle U B KOHIIE MHUCEM; (OPMYIIbI BEKIMBOCTH U3 pa3zeiia
«Heobxomumas nekcuka u dpaseonorus» Useful phrases and vocabulary (c. 44, c.
49)

6 CocTaBbTe M HAINUIIUTE MUChMa Ha aHTIMHCKOM SI3BIKE, apeCcyliTe UX He-
3HAKOMBIM aJipecaTaM, 3HAKOMBIM, JApy3bsiM. MCrmonp3yiTe B KadecTBe 0OOpasIloB,
npuBeleHHbIE B [Ipunoxkennnn A nuceMa, a Takke aHrimiickue umena u3 [Ipumoxe-
Huus b. [Ipu Hanucanum muceM pyKOBOJCTBYWTECh COOCTBEHHHBIM OIIBITOM, JIUY-
HBIMU IJTaHaMH Ha Oynayiiee, dhaktamu cBoeit aproouorpaduu (CV ). B yClnoBusx pe-
IbHBIX WJIM BOOOPaXKaeMbIX CUTyallui B 3aBUCUMOCTH OT MParMaTUYECKOM 1N 10
CBOEMY YCMOTPEHHIO. BO3MOKHBIE BApUAHTHI PEUEBBIX CUTYaLUM:

- IOTOBOPEHHOCTh O BCTpEUE MPEICTABUTENEH ABYX BY30B JUIsl OCYIIIECTBIIC-
HUSI COBMECTHOTO COTPYJHHMYECTBA B MPOEKTE OOMEHA CTYACHTAMH W aCIHpPaHTAMU
JUTsE 00y4Y€HUS MHOCTPAHHBIM SI3bIKaM;

-COCTaBJICHHE COOCTBEHHOTO pE3fOME IJisi MPUHATHS Ha paboTy MO Bamen
CHEIUATHHOCTH B K.-JI. KOMIIAHUIO;

-TIPEJUIOKEHUE O TMPEroBopax MO CO3JAaHUI0 COBMECTHOTO MPEANPHUATHS B
oonactu UT;

-HaMMCaHUE PACIIUCKHU B TIOJYYCHHUH JICHET B KPEIUT,

- 3asiBJieHUE 00 YBOJIbHEHUH,

- ’kaJ100bl Ha MOJyYEHHE HEKaueCTBEHHBITO TOBAPA;
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-IUCHMO- 0JIar0JJTapHOCTh PYKOBOJAUTENS HEPTIHOW KOMHaHUM( WX JIFOO0OM
JPYroi Mo Balleil CleualbHOCTH) MHXXEHEPY IIPH YBOJIbHEHUU.

Cnucok ucnoJab30BaAHHbIX HCTOYHHKOB

1. benner, Y.A. AcniekTsl si3bika B oOydeHue 536Ky / Y.A. bennet // Bo-
IpOChl METOJUKHA OOyuYeHHUsI MHOCTPAHHBIM sI3bIKaM 3a pyOexoM. - M.: Akanemus,
1978. - C. 55-75.

2. Beprorpaackas, 3.A. O quHaMuKe ME€XaHHM3Ma IEPEHOCAa PEYEBBIX Ha-
BBIKOB / D.A Beprorpanckas.- M.: Beiciias mkona, 1971.- 110 c.

3. BeperennukoBa, A.E. Ilytu coBeplIeHCTBOBaHMSI NUCBMEHHOM pedu
[Onextponnsnii  pecypc] /A.E. BeperennukoBa. —  Pexum  gocrymna:
http://www.irex.ru/press/pub/polemika/06/ver / 2001.

4. Tammukuna, E.H. Cneunrduka KOMIBIOTEPHOrO0 JUCKypca HA AHIJIMMA-
CKOM U PYCCKOM $3bIKaX (Ha MaTepualie kaHpa KOMIIbIOTEPHBIX KOH(pepeHuuit). Jluc.
... kKaua. ¢unon. vayk / E.H. Nanuukuna. — Actpaxans: [ 6. u.], 2001 — 212 c.

5. Toponenxas, JI.LA. OOyyeHrne NMUCbMEHHOM peUd U KYyJIbTypa OOIIECT-
BeHHOM mosiemuku, onbIT CIIIA B Poccuiickom oGpazoBanuu / JI.A. I'oponenkas //
Poccus u 3anan : guanor aByx KyJaeTyp. - M.: Jloroc, 1997.-C. 138-201

6. JoOpemuna, H.I'. Kak mpaBuibHO COCTaBUTh JOKYMEHT Ha aHTIIHMHCKOM
s3bike: yuyeOHoe nocooue / H.I' JJoOpeiauna. - M: TK Ben6u, U3a-so Ilpocnexr,
2006. — 104 c.

7. Kproxkosa, O.I1. CamocTosTEnbHOE W3YyYEHHE WHOCTPAHHOTO S3BIKA B
KOMIBIOTEPHOH cpene (Ha npumepe anrimiickoro si3bika) / O.I1. Kprokosa. - M.: Jlo-
roc, 1998. — 126 ¢

8. Kyspmuna, JI.I' Tunonorusi COMOKYJbTYPHBIX OLIMOOK B AHIJIOSI3bIYU-
HOU mucbMeHHOM peun pycckux ooyudaembix / JL.I' Kyspmuna., B.B. Cagonosa. - M.:
CrnaBsHckuii 1oM KHuUTH, 1998.- 125 c.

9. Kazakosa, H. [IuceMeHHas peub B OHJIAMHOBYIO 3IIOXY: 3€PKAJIO
KyJabTypel  [OnekTpoHHbIi  pecypc] /H.KazakoBa. -  Pexxum  goctyma:
http://www.slavcenter.ge/art/index.php 17.12.2008 ¢

10. Jluxaues, JI.C. O ¢unonoruu / JIuxaues, /[.C. - M.: Bricmas miko:na,
1989.-170 c.

11. Munbpyn, P.II. Metoauka o0ydeHuss HHOSI3BIYHON MUCHMEHHOW pedu /
P.II Munspyn. - M.: Ilegaroruka, 1997.- 214 c.

12. OBumnHukoBa, T.E. OO0yueHne WHOCTpaHHOW MUCHMEHHOW pPEYH CTYy-
nentoB yauBepcurera / T.E. OunanankoBa // Bectauk OI'Y. - 2002. - Ne 6. —C. 141-
144.

13. PpiGakun, A. M. CrioBapp aHIIMICKUX JUYHBIX UMEH U (paMuiIuil., 2-€
m3a. / A. U Peibakun. - M: CoBerckas sHiukiioneaus, 1986.-201 c.
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14. ConparoBa, H.B. JIuHrBucTHYEeCKHE OCHOBBI TECTUPOBAHUSA IHCbMEH-
Hoii peun / H.B. CongaroBa. — M.: ACAIIEMIA, 1997.- 112 c.

15. Crynun, JI. II. Ilucebma mo-anrnuiicku Ha Bce ciyyau >ku3Hu / JLIL
Crynun. — CII6.: otn-uue uzg-sa «lIpocsemienuey», 1997.— 207 c.

16. Topuunun, B. ['ubenp nucbMeHHOU peun [DNEKTpOHHBIN pecypc] / B.
Topuunun. - Pexum goctyma: http://science.ng.ru/human/2000-05-24/4speech
death.html.

17. Tpodumona, I'.H. dyHknmoHupoBanue pycckoro sizbika B MHTEpHETE:
KOHIICTITYaJIbHO-CYIITHOCTHBIC JIOMUHAHTHI: aBT.. QUCC. ... O-pa ¢umon. Hayk/ [.H.
Tpodumosa. - M.: PYJIH, 2004. - 32 c.

18. Ilep06a, JI.B. CoBpemennslit pycckuit nurepaTyphbiil s3uik / JI.B. Llep-
0a // Pycckuii s3b1k B mikode. — 1939.- Ne4. - C. 3-18.

19 Andrews, Edna Cultural Sensitivity and Political Correctness: The
Linguistic Problem of Naming, American Speech, Vol. 71, No. 4 (Winter, 1996), pp.
389-404

20 Aufderheide, Patricia. (ed.). 1992. Beyond P.C.: Toward a Politics of Un-
derstanding. Saint Paul, Minnesota: Graywolf Press.

21 Baron, D. Grammar and Gender [tekct] / D. Baron. — New Haven: Yale
Univ. Press, 1986. —249 p.

22 http://en.wikipedia.org, http://www.languagehat.com/archives.
http://www.worlfanger.calltherain.net/archivest, http://www kentlaw.edu/academics,
http://www.chat.ru/ - English language.

23 Hutton, W "Words really are important, Mr Blunkett" The Observer, Sun-
day December 16, 2001 - Accessed February 6, 2007.

24 Lengel, L., Tomic, A. Computer Mediated Communication. London,
2004.

- 25 Loftus, E. and Palmer, J. 1974. Reconstruction of Automobile Destruction:
An example of the interaction between language and memory. Journal of
Verbal Learning and Verbal Behavior 13, pp.585-9.
- 26 Longman Dictionary of English language and culture. - Harlow Essex:
Longman.- 2002. - 1568 p. (p.446, 609, 1399)
- 27 Mansfield, HC "The cost of free speech." The Weekly Standard.
October 3, 2005 - Accessed February 6, 2007.
28 Sebranck, Patrick, Meyer, Verney, Kemper Dave “ Write for College” (Stu-
dent Handbook) Willmington, Massachusetts, 1997.
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30 Strauss, L. Persecution and the Art of Writing. p. 23. Chicago: The Univer-
sity of Chicago Press, 1952. ISBN 0-226-77711-1.
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ITpuniaoxenue A

( peKOMEHIYEMOE)
Oo6pa3ubl nucem

A 1 IIpocb0ObI U 0OTBETHI 0 MpeaocTaABIeHUH padoTsl ( Job-application and
answers to job-application letters )

YBaxkaemble rocrnojal

S oGpamiatoch K Bam, 4TOOBI Y3HATh, 3aMHTEPECOBAHBI JIU Bbl B IPUHATHH Ha
paboty B Bairy ¢uUpMy 4YeJIOBEKa C XOPOIIMM 3HAHUEM AHTJIMHCKOIO S3bIKa IS Be-
NEHUA JIe]l C POCCUMCKUMU WM aMEPUKAHCKUMU NTapTHEPAMU.

A oxonuun Cankt-IlerepOyprckuii rocy1apCTBEHHBIN YHUBEPCUTET C JIH-
IJIOMOM MarucTpa Io CreuagibHOCTH «PyCCKUM SI3BIK U JIUTEPATYpPay.

A nmoctosiHHO mpoxkuBato B Cankr-IletepOypre. ¥ mMeHst ecTh ONBIT pabOThI
Ha KOMIIBIOTEPE, U 51 TAKXKE CIEIUAIN3UPOBAIICS B IIEPEBOIE C aHTIIUUCKOTO.

Kpowme Toro, y MeHs €cTb BOIMTENBCKUE NIPABA, U S TIOBOJIBHO XOPOILIO BOXKY
MaiuHy. Yto kacaeTcs paboThl, TO s MOT'Y BBINIOJHSATH €€ B JIIOOOE BPEMSI.

S 3auHTEepecoBaH B paboTe y Bac, Tak KaK CUMTAIO, YTO CMOTY MCHOJIb30BATh
T€ HABBIKU, KOTOPHIC YXKE MOJIYUYHJ, a TAKKE MPUOOPECTH HOBBIC, KOTOPHIE TOBBICST
MO0 TPO(heCCHOHATBHYI0 KBATH(PUKALIHIO.

Sl HazeroCh, 4TO BBl CEPHE3HO PACCMOTPUTE MOE MUCHMO U MPEIOCTABUTE MHE
BO3MOXHOCTb BCTPETUTHCS C BAMH JIJIsl JAJIbHEHUIIIEr0 00CY>KIEHUS ATOTO BOMPOCa.

Cnacu0o 3a BHUMaHHE.

Hckpenue Bai

C. Ky3ueyos

Dear Sir or Madam,

I am writing you to find out if you would be interested in hiring a person with
a strong background in English to work with your firm in its dealings with Russian or
American partners.

I have graduated from the State University of St. Petersburg with a Master's
degree in Russian language and literature.

I am a resident of St. Petersburg. I have had experience working with com-
puters and my training has focused on work of translating between English and Rus-
sian.

In addition I have driver's license and can drive rather well. In considering a
job I have flexibility in terms of working hours.

I am interested in working in your firm to use the skills that I acquired as well
as to learn new skills that would develop my professional qualifications further.

I hope you can give my letter serious consideration and that it would be pos-
sible to meet with you to discuss this matter further.

Thank you for your attention.

Sincerely yours,

S. Kouznetsov

53



VYBaxkaemeble rocnoja!l

MeHst uHTEepecyeT MeCcTo MOMOIIHUIIKI 110 oMy B Okcdopae, pekiaMmy KOTo-
poro s Buzena B razere «Canau Tanmcey.

MHe BoceMHaIIaTh JIET, s Y4yCh HA BTOPOM KypPCE aHTJIMMUCKOTO OTACICHUS
Cankrt-IleTepOyprckoro rocy1apcTBEHHOTO YHUBEPCUTETA.

Moii oter paboraer unxxkenepoMm B Cankt-IlerepOypre, a Mmama mnpernojaer
AHTJIMMCKUM SI3BIK.

S mobmro nereit m Obuta OB paja MPUCMATPUBATHL 32 HUMH M BBITIOIHSTH
MEJIKYI0 paboTy 10 JIOMY, HO, K COKQJICHUIO, ST HEBAXKHO TOTOBJIIO.

S cBoOOHA ¢ cepeMHBI UIOJIS 10 KOHIIA aBrycTa U OyAy pajia BO3MOKHOCTH
MOIMPAKTUKOBATHCS B aHTJIMHCKOM, KOTOPBIN s BOCEMb JIET M3ydalia B IIKOJIE.

B cnyuae eciim Bac 3aMHTEpECyeT MOE NPEAIOKEHUE, sI TOTOBA MPEAOCTABUTh
BaM PEKOMEHJAIUU OT CIEAYIOUIUX JIFOAEH, KOTOPbIE MOTYT MHE UX JaTh. JTO...

Haneroce Ha CKOpBIN OTBET.

C yBaxeHHneM

Dear Sirs,

I am interested in the au pair * post at Oxford which I saw advertised in the
newspaper The Sunday Times.

I am eighteen years old, and now I am in my second year at the State Univer-
sity of St. Petersburg in the Department of English.

My father is an engineer here in St. Petersburg and my mother is a teacher of
English.

I am fond of children and would be willing to help with yours and to do odd
jobs about the house but, unfortunately, I am not very good at cooking.

I would be free from the middle of June until the end of August and would
welcome the opportunity of practicing my English which I studied for eight years at
school.

Should you be interested in my application, you could contact the following
persons who are willing to act as references for me. They are...

I hope to hear from you at your earliest convenience.

Yours faithfully,

*Au pair (¢hp.) — TIOMOITHHUIIA TIO XO3SUCTBY, 0OBIYHO MHOCTPAHKa, KOTOpas
paboTaet 3a KBapTUPY U CTOJ, OJHOBPEMEHHO 00YUasiCh SA3BIKY.

YBaxkaemble rocrona!

S xoten Obl MPEASIOKUTh CBOKO KaHAUAATYPY ISl pabOThl BO BpeMsl JIETHUX
KaHUKYJ, KOTOpas peKJIaMHUpyeTcs B BameM OoO0bsBiIeHUH B razere «CaHKT-
[TerepOyprckue HOBOCTH.

A BemyckHuk CaHkT-IleTepOyprckoro rocyJapCTBEHHOIO YHUBEPCUTETA
(Poccust) u 6611 OBI paji BO3SMOXKHOCTH CTaXXUPOBAThCS B Balel hupme.

B Hacrosiiee Bpemsi s 3aHMMAalOCh HAay4YHO-HCCJIEIOBATEILCKONM paboToOil B
00J1aCTH MEXAHMKH, U MPAKTUKA B Ballel pupme Obl1a Obl MHE OUYEHb MOJIE3HA.

[Tpunararo kpaTtkoe pe3rome.
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51 Obu1 661 OueHB OJarogapeH, ecau Obl BBl PACCMOTPEIN MOE 3asiBIICHUE.
C yBaxeHnem

Dear Sirs,

I would like very much to offer myself as a candidate for the summer vacation
job as advertised in the newspaper St. Petersburg News.

I am a graduate student of the State University of St. Petersburg (Russia) and
would greatly appreciate an opportunity to train in your firm.

At present I am engaged in postgraduate research in the field of mechanics
and practical experience with your firm would be very useful.

I have attached a short resume.*

I would be very grateful if you would consider my application.

Yours faithfully,

Resume [rezju:me:] (pp.) — pestome, kpatkas aBrodOHorpadus, mnpen-
CTaBJIsieMast KaHIUaTOM Ha JIOJKHOCTb.

VYBaxkaeMble rocroza!

S BBIMyCKHUK MOCKOBCKOTO TEXHHUYECKOI'O YHHBEPCHUTETa M XOTed Obl y3-
HaTh O BO3MOKHOCTH BCTPEYH C BaMHU, YTOOBI OOCYIUTh MOE MPEIOKEHHE O paboTe
B Ballle¥l KOMITAHUH.

B Hacrosimiee Bpems s pabdotaro B «MHTepueinmnn Ilpogakre Jlumuren» B
KauecTBe MeHepkepa. V3 mpunaraemoit MHOH Ouorpaduu cienyer, 4To y MEHs eCTh
TPEXJIETHUM CTaXX padOThI B ATOU JOJKHOCTH.

Sl HapercCh, 4TO ATOT NPOUUIBIA OIBIT B COYETAHUU C IIPAKTHYECKUM Xapak-
TEPOM MPONAECHHOTO MHOIK OOYYEHHS JENat0T MEHS MOJIXOAUIUM KaHAUJIATOM IS
Ballle KOMIIAHWUU.

XKy Bamrero orsera.

C yBaxxeHUEM

Dear Sirs,

I am a graduate of Moscow Technical University and I would like to inquire
about the possibility of an interview with you to discuss what I have to offer your
company.

I currently work for International Products Ltd., as a manager.

As you can see from the enclosed resume, I have three years experience in
this position.

I hope that this past experience coupled with the practical nature of my com-
pleted training would make me a good candidate for a job with your company.

I am looking forward to hearing from you.

Yours sincerely,

VBaxxaemsble rocrioaal
S GBI XOTeN MOCTYNHUTHL HAa pabOTy B KaueCTBE MEPEBOIUMKA B Ballle areHTCT-
BO.

55



S mpunaraio pe3roMe, CBEIEHHUS O CBOEH KBalM(UKAIMK, a TaKKEe MMEHa
TPEX YeJIOBEK, KOTOPHIE MOTYT MEHSI pEeKOMEH0BATb.

Ecnu BBI coureTe, 4TO s MO CBOMM JIaHHBIM COOTBETCTBYIO BalimM TpeOoBa-
HUSIM, Oyly paJ IpoiTH co0eceI0BaHuE.

[Tpunararo K TUCbMY KOHBEPT C aAPECOM U MAPKOM ISl BAaIllero OTBETA.

C yBaxxeHueM

Dear Sir or Madam,

I should like to make an application for the post of an interpreter at your
Agency.

You will find a full account of my career and qualifications on the attached
personal record sheet, and I have also added the names of three referees.

If you feel that my qualifications meet your requirements, I shall be pleased
fo come to an interview.

I enclosed a stamped addressed envelope for your reply.
Yours faithfully,

YBaxkaemblil 1OKTOp ATTBYA!

MHue xoTenock Obl OJNIYYUTh MECTO MpernojaBaresis uctopuu Ha Bamem da-
KYJIbTETE Ha CPOK OT OJIHOTO JI0 TPEX JIET.

Mhue 45 neT, s UMEI0 CTEIeHb IOKTOPa U IUIIJIOM 00 OKOHYAHHUH JIETHUX KYp-
coB 110 uctopuu B OKCPOPACKOM YHUBEPCUTETE.

C 1985 rona s pabotato Ha ucTopudeckoM ¢akyiabTeTe PocTOBCKOTO yHU-
BepcuTeTa. Y MeHs Oosiee 25 myOnukanuid mo HOBou uctopuu. Cpeaw HUX — TpH
KHUTH.

B 1989 romy s uyuTan €KUM IO COBPEMEHHOW HCTOPUM B YHHUBEPCUTETE
mrara Hero-/xepen, a B 1990 — 1992 ronax pabortan crapuivm NnpenojaBaTesieM B
YHUBEpCHUTETE BalnHITOHA.

B Hactosmee BpeMs g 4uTar0 Kype JEKUUHA 110 COBPEMEHHOU UCTOPUM CTY-
neHtaM PocToBCKOro yHHBEpCUTETA.

Ha Bamem ¢akynbrere si MOr Obl BECTH KypC COBPEMEHHOM PYCCKON HCTO-
pun. I Mor OBl Tak)Xe YMTATh JICKIIMK 110 HOBOM eBponeickoi uctopuu. Bee atu Kyp-
ChI s MOT ObI BECTH JIMOO Ha AHTTTUHCKOM, JIMOO Ha PYCCKOM SI3bIKE.

[Ipunarato aBrobuorpaduro i Bamero paccmorpenus. Ecnu y Bac ecthb
Kakue-1100 BONpochkl WiM Bam Hy>KHBI JONOJHUTENbHbIE CBEACHMS, MOXKAIYyICTa,
U3BECTUTE MEHS.

bnaropapro 3a BHUMaHUE.

C yBaxxeHHEM

[Ipunoxenue: pe3rome.

Dear Dr. Attwood,

I would be interested in a position as a professor of history at your school for
a period of one to three years.

I am 45 years of age, and I have a Ph. D. and a Diploma of Summer Courses
on history at Oxford University.
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I have been giving lectures at the University of Rostov since 1985. I have
more than 25 publications on Modern History. Among my publications are 3 books.

In 1989 I was a lecturer of Modern History at the University of New Jersey
and in 1990-92 I was a senior lecturer at the University of Washington.

Presently I am teaching Modern History at the Rostov University.

At your school I could conduct courses in Modem Russian History. I could
also lecture on Modem European History, All of these courses can be delivered in ei-
ther English or Russian.

Enclosed is a copy of my resume for your consideration. If you have any
questions or wish any additional information, please, feel free to let me know.

Thank you for consideration.

Sincerely yours,

Enc: Resume

YBaxkaeMsble rocrioza!

A Tonbko 4TO Mpoyen B xKypHase «Taiim» Balie 0ObsIBICHHE O BAKAaHCUU a/l-
MUHHUCTpATOpa U XOTEN Obl MPEUIOKUTH BaM CBOU YCIIYTH.

K nuceMy npunarairo cBeieHHs 0 MOel KBalM(HUKAUMU U cTaxe padoThl, a
TaKXe TPU PEKOMEHATEIbHBIX IUCbMa C MTOCIEIHUX MECT CITYKOBI.

Komtern, pekoMeHIyroIMe MEHs, COIVIACHBI JaTh XAPAaKTEPUCTUKY MOMX
JIMYHBIX Ka4€CTB, IIOCKOJIBKY OHU 3HAIOT MEHSA HECKOJIBKO JIET.

Byay pan BCTpeTuThes ¢ BaMH B JIF000€ Ha3HAYEHHOE BaMU BpEMs.

Hazeroch Ha GiiaronpusiTHOE peleHue Borpoca.

C yBaxxeHHEM

Gentlemen:

I have just read your advertisement in the magazine Time for the position of a
manager, and I would like to offer my services for the post.

I am submitting a summary of my qualifications and experience, together
with copies of three recent references.

The writers of my references have stated that they are prepared to speak for
me in regard of my character, each having known me personally for several years.

I would be pleased to meet with you at almost any time by appointment.

Trusting for a favorable reply to my application.

Respectfully yours,

YBaxkaemble rocrnojal

S nunry Bam B OTBET Ha Bailie 00BSBICHHE O BAKAHCUU KIIEPKa, KOTOPOE MOsi-
BUJIOCH B Tazete «HoBocTm» 20 ceHTs0Ops.

Msue 21 roa. B 1989 roay s 3akOHYMI POCTOBCKYIO CpeIHIOKO KOy Ne 12 ¢
XOpOIIMMHU OIIEHKaMHU TOYTH [0 BCEM MpeAMEeTaM, BKJIKOYas AHIJIMHUCKHUI SI3BIK U
KypC KOMIBIOTEPHOT0 O0yUEHHUS.

B Hacrosimiee Bpems s 3404HO y4yChb B MECTHOM KOJUIEIDKE JUIS MOJy4YECHUS
CIIELIMAJILHOCTU «byXTraaTepcKui yyeT.
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[Tocnenmnue Tpu Tona s pabOTard HAa HEMOJHYIO CTAaBKy B Mara3uHe WHO-
CTpaHHOM KHMIH B PocToBe.

MHe cornacunuce n1ate pekomenaanuu asa yenoseka: M. I1. UBanos, Poccus,
191028, Caukrt-IlerepOypr, bonbmioit np., 25, kB. 5 u M.M. Muxaiinos, Poccus,
115000, PocroB, 7-i1 npocHOexT, 1. 5, KB. 2.

Ky nonoxuTeabHOTO OTBETA.

C yBaxeHueM

Dear Sirs,

I am writing to you in response to your advertisement for a clerk which ap-
peared in the newspaper the News of September 20.

I am twenty-one years of age. In 1989 I left the Rostov Secondary School #12
with good passes in practically all subjects, including English and computer training.

I am currently studying for a certificate in accounting at the local college as
a part time student.

For the last three years I have had a part time job at Foreign Books Store in
Rostov.

The two people listed below have agreed to ect as referees for this applica-
tion: LP. Ivanov. 25 Bolshoy Pr., Apt. 5, St. Petersburg, 191028, Russia and M.M.
Mikhailov. 57th Avenue, Apt. 2, Rostov, 11500, Russia.

I look forward for a favorable reply.

Yours faithfully,

VBakaeMbIi roCroauH!

S ob6pamarock k Bam B cBs3u ¢ Bammm oObsiBiieHHEM B razere «MecTHBIE
HOBOCTH» OT 12 Mas C.T.

VY MeHs JecATUIIETHUHN cTax OyXraiaTepckoil paboThl, IO3TOMY s CUMTAIO CE-
0s1 MOIXOIANITUM KaHIUATOM JJist paboThl B Barmeit pupme.

[Ipunarato pestome, koTopoe npouHdopmupyeT Bac o moeit pabote B kaue-
CTBE Oyxrajrepa.

brina 661 Bam ouenp OnaronmapHa, eciau Obl Bbl couii BO3MOXKHBIM MPUHSIThH
MeHs B yaoOHoe aiist Bac Bpems.

C yBaxxeHueM

Dear Sir,

I am writing you because of your advertisement in the newspaper Local News
of May 12.

I think that 10 years of book-keeping experience have qualified me to seek
employment at a company like yours.

I am enclosing my resume that will inform you of my experience as a book-
keeper.

I would greatly appreciate your granting me an interview at your conven-
ience. Sincerely yours,

Haan'IBHI/IKy oTaciia KaapoB
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VBaxaeMbI¥ TOCIIOUH!

MeHs UHTEpeCYyeT MOJDKHOCTh PYKOBOJUTENSI TOPTOBOTO OTJENa, O KOTOPOU
Br1 fanu oObsBIIEHHE B CETOMHSIIHEN ra3ere.

B Hacrosmiee Bpems s padoraro B komranuu «IIpomaxa u oOcmyKuBaHUEY.
[Tocnennue Tpu roaa st paboTal B IEHTPATBHOM 0pHCEe dTOW KOMITAHHH.

3a Bpems paboThI 51 OBLIT MOBBIIICH B JIOKHOCTH 10 JUPEKTOpa OTAea TOp-
TOBJIM, PEKJIaMbl 1 MAPKETHUHTA.

Kpome Toro, s 3aHMMain JOJDKHOCTh PYKOBOAMTENS MPOU3BOJACTBA B (pupme
«PeMOHT MammH» U JTOJDKHOCTh HAYaJIbHUKA MCCIEIOBATEILCKOTO OT/IENa B TOH JKe
bupwme.

Hanerock, 4To MHE Oy/eT BbICIaH OJIaHK 3asBJICHHS O MpUEeMe Ha padoTy.

C yBaxKeHHEM. ..

To the Head of Personnel Department

Dear Sir,

I am interested in the post of sales manager which you advertised in today's
newspaper.

At the moment I am employed by the firm Sales & Service. For the last three
vears I have been in their Central Olffice.

While I was there, I was promoted to manager of the sales, advertising and
marketing departments.

Other positions which [-have held have included production manager for the
firm Machinery Repair and head of the research department of the same firm.

1 hope that an application form will be sent to me.

Yours faithfully,

YBaxaeMblil TOCHOAH!

S OBl XOTeln moAaTh 3asiBJICHUE O MpHeMe Ha paboTy Ha JOJKHOCTH OMOIII-
HUKa IMPOTPAMMHUCTa, O KOTOPOU OBLTO OOBSIBICHO B KypHaAIe « KOMITBIOTEPHI».

[Tomarato, 4T0 MOsI KBaJIM(PUKAIIKS BIIOJHE COOTBETCTBYET 3TOW JOJIKHOCTH,
u Oy1ly npu3HarTesieH, ecii Bel BoilluieTe MHE OJaHK 3asiBICHUS O IpUeMe Ha padoTy.

OTtmpaBbTe, MOXKAIMyHCTa, TOT OJIAaHK 1O aJIpecy, yKa3aHHOMY HUXKE.

bnarogapro Bac 3a momoip.

C yBaxX€HHEM. ..

Dear Sir;

I would like to apply for the position of assistant computer programmer as
advertised in the magazine Computers.

[ feel that I am especially qualified, and would appreciate your sending me
an application form.

Please send the application form to the following address.

Thank you for your help.

Sincerely yours,

VYBaxkaemele rocroaa!l
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51 Ob1 XOTeN MoAaTh 3asBJICHUE O MpUEMe Ha paboTy Ha TOJKHOCTh HAYYHOTO
COTPYJIHHUKA, O KOTOPOI TOBOPHUTCS B BaIllEeM OOBSIBICHUU.

S noxrop Hayk, yueHyro creneHb noiayuyui B Caskr-lIletepOyprckom rocy-
JAPCTBEHHOM YHHBEPCHUTETE, Y MEHSI TAKXKE IATUIECTHUM CTaXK HCCIEI0BATEIbCKON
paboTbl B THCTUTYTE aCTPOHOMMH.

[Ipennaraemasi TOKHOCTh MPEJCTABISICT AJIE MEHS OCOOBIA MHTEpecC, Tak
KaK s CIIEIUAIM3UPYIOCh UMEHHO B 3TOM 00J1aCTH.

IIpenmnosnaraemselii CPOK COTPYAHUYECTBA — JBA I'0J1a — MEHs yCTpPauBaer.

B aBroOmorpaduu, KoTopyro s npuiarar, s Ha3BaJl UMEHa JIByX PEKOMEH-
OYIOLIMX MEHA Jitoaeil: onnoro u3 Poccun, npyroro u3 AHriauu.

byny npusHaTesneH, eciii Bbl BBIILIETE MHE aHKETY-3asBJICHUE, a TAKXKE APY-
rue HeoOX0IMMbIE TOKYMEHTHI.

C yBaxeHnem

Deer Sirs,

1 wish to apply for the post of Research Associate as described in your adver-
tisement.

I have a Ph. D. degree taken at St. Petersburg University as well as five-year
research experience gained at the Institute of Astronomy.

The offered post presents an unusual interest to me as it belongs to the field
in which I specialize. The period for which the fellowship is offered— two years —
would suit me.

In my curriculum vitae, * which I enclose, I have given the names of two ref-
erences, one from Russia and one from England.

I should be very much obliged if you could send me your application form as
well as further particulars.

Yours faithfully,

* Curriculum vitae —C V(zam.), gamie B Br.E., cuHOHUM pe3tome

YBaxkaeMsblil T-H CMHUT!

HenaBHo s y3Han, yto Baia opranu3zanus nana oObsiBleHHE O BakaHcuu. B
0OBSIBIICHUU YKa3bIBAJIOCh, YTO BBI HilleTe KaHAMAATOB AJig pabOThl B 001acTH Teje-
KOMMYHUKAIIUH.

[IpounTaB 0OBSIBICHUE, S MOHSJ, YTO UMEIOUIUNCS Y MEHS OIBIT aJMHUHHUCT-
PaTUBHOUN U IOPUANYECKON NEATEIbHOCTH B COUETAHUHM C MHOTOJIETHUM OIIBITOM pa-
00THI B chepe aBTOMATHU3AIUU SBISIETCS MPEKPACHBIM OCHOBAHUEM JIJISl TIOJTYYCHUS
PEKIIAMUPYEMOU JTIOJIKHOCTH.

CeromHst yTpOM 5 MTO3BOHUJI M0 yKa3aHHOMY Tele(OHY, U MHE CKa3alld, 4TO
Bamie areHTcTBO BCe enle mpuHUMaeT 3asBiaeHus. g y1o0cTBa cOTpyaAHUKA, POBO-
TSITIIETO MHTEPBBIO, 5 TIPUIIaraio aBTOOHOTpaduro.

S 6w Ob1 BecbMa OyarogapeH, eciu Obl Bel Kak MOXKHO CKOpee perIim C
Bammm pykoBOJICTBOM, CMOTY JIU sl CIIOCOOCTBOBAThH OCYIIECTBICHUIO 3aj]a4, CTOSI-
mux nepen Bameit opranuzanueii. Ecnu sxenaTenabHa BCTpeyda, TO COOOUTUTE

Ecau ot menst TpeOyeTcsi qomojiHUTENbHAs WH(oOpMalus, To, MOXKalyicTa,
IIO3BOHUTE.
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C yBaxeHnem
[Ipunoxenue

Dear Mr. Smith,

I recently became aware of your office's advertisement for a vacancy. It indi-
cated your office was seeking applicants for telecommunications.

Upon reading the ad copy, it occurred to me that my special combination of
administrative and legal experience, when coupled with my long-time interests in au-
tomation, would provide excellent background for the advertised positions

This morning I called the telephone number listed, and was advised that your
agency is still accepting applications. For the convenience of a reviewing official,/
attach a copy of my resume.

I would appreciate early discussions with your principals to ascertain how [
might contribute to accomplishment of your agency's mission. Should a meeting be
desirable, please let me know.

In the meantime, should additional information be needed, please feel free to
call.

Sincerely,

Enclosure

I'ocmoga! O

DTO MUCHMO HAIMMCAHO B OTBET Ha Ballle 00bsaABIIeHUE OT 15 urond 1996 rona
B «YHUBEPCUTETCKOM OIOJIIETEHEY.

YuutsiBas, 4To 5 Oyny 3aMHTEpecoBaH B nepeesne B Jlamnac, a Takxke To, 4To
s TIOJIOWTy 1O CBOEH KBaJTM(HUKAIIMK U TOTOB TOJIaTh 3asiBJICHUE HA ATy JOJDKHOCTD,
IPOIITy Bac BHICIATh MHE KOMWHU TMPUTJIANICHUS WM KBAIU(DUKAIMOHHBIA ONaHK U
WHCTPYKITUH TI0 3aTIOJTHEHUIO 3asBIICHUS.

3apanee Omarogapro 3a OBICTPBINA OTBET HA MO0 TIPOCHOY.

C yBaxeHnem

Sirs:

This is in response to your advertisement in the July 15, 1996 University Bul-
letin.

In anticipation that I would be interested in relocating to the Dallas area,
would be qualified, and would be interested in making application for that position,
please send me copies of the bid or qualifications sheet and application instructions.

Thank you for your early attention to this request.

Sincerely,

YBaxkaemsiil noktop Kemn!

Bbonbiioe crnacubo 3a mucbMo, B KOTOpoM Bbl cooOiiaete, 4to s YCIOBHO
npuHAT Ha Kadeapy xumuu Bamero yauBepcuteTa st paboThl B OCEHHEM CEMECTPE
1996 ropa.

S moHMMaro, 9TO OKOHYATEIBHOE pelieHre OyAeT MPUHATO, KOT/A S BBITOJ-
HIO YCJIOBHsI, YKa3aHHbIC B Bamem nuceMe. B TeueHne HECKOIBKHUX JHEH S BBIILIIO
OCTaBIINECS JIOKYMEHTHI.
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Xouy BbIpa3uTh BaMm CBOIO MPU3HATEIBHOCTH 3a Ty NOMOIb, KOTOPYIO BbI
MHe€ JIF00€3HO OKa3aJIH.
Hckpenne Baiu

Dear Dr. Kelly,

Thank you very much for your letter in which you told me that I have been
conditionally admitted to the Department of Chemistry of your University for the Au-
tumn Quarter of 1996.

I understand that my admission will become final when I have fulfilled the
conditions as stated in your letter. Within a few days I shall be sending you the re-
maining official records.

I wish to say how much I appreciate all the assistance you have kindly given
me.

Sincerely yours,

VYBaxxaemslil npoeccop Cmur!

Oobpamatoch k Bam, Tak Kak s 3aMHTEpecOBaH B NoJiyueHHH Ha Bamem ¢a-
KYJIbTETE TOJKHOCTH MPENOAABATEIN PYCCKOTO SI3bIKa HA MEPUOJ OT OJHOTO roja 10
IBYX JIET.

JletoMm s ObUT IpUIJIALIEH HA BPEMEHHYIO CTaBKy IPENoJaBaTelis PyCCKOro
A3blKa B yHUBEpcUTET beunop B ropoae Beiko, mrat Texac. S Hagesyics mosryduThb
CTaBKY Ha JiBa WJIM YETBIPE CEMECTPa, HO OKA3aJlOCh, YTO sl MOTY IIOJIyYUTh CTaBKY
TOJIBKO Ha OAMH. Tak Kak sl He XOTeJl IOTEPATh BO3MOKHOCTh Iipenojasars B CIIA, s
IPUHSII 3TO NPEJI0KEHNUE.

[Tocne oxonuanusi cemectpa 20 mekalps s Bo3Bpamatoch B Kazanckuii yHu-
BepcureT (Poccust), ¢ Tem 4T0OBI BO300HOBUTH CBOIO OOBIYHYIO MPETIOAABATEIBCKYIO
paboty B yHuBepcurete. Ecnu e s Oyay nuzdpan Ha IpernoaaBaTeabCKylo JOHKHOCTb
Ha Bamewm daxynprete, TO g nerko cmory Bo3Bpatuthes B CILIA B aBrycre miu ceH-
Ts0pe.

Bbonee Toro, ecnu HeoOX0AUMO, TO 1 MOT Obl Ha4YaTh MpenojaBaTh Ha Bamem
¢dakynbTeTe B siHBape. B Hacrosmiee BpeMs y MeHsl ecTh Bu3a J-1, KoTopas, Kak s 1o-
HUMaro, MOXET OBbITh ITPOJIEHA Ha IO/ WK OOJIbLIE.

Ha Bamewm ¢axkyisbrere s MOr Obl BECTU IIPAKTUUECKUE 3aHATHS 10 PYCCKOMY
A3bIKY JIJIS1 HAUMHAIOUIUX U JUJIS IPOJIOJDKAIOLIUX 00y4YeHHEe CTYJIEHTOB. S Obl Takxke
MOT YHTaTh JICKUUHU (Ha pyCCKOM WJIM Ha aHIVIMMCKOM SI3BIKE) IO PYCCKOM JIMUTEpaTy-
pe 1 no Kypcy «CoBpeMEHHasi pOCCUICKasl IEHCTBUTEIBHOCTDY.

Kak TpeGoBanoch B 00BSBICHUH, 5 IPUIIATal0 CBOIO aBTOOMOTpaduIo, CIUCOK
HEKOTOPBIX CBOUX IyOJMKALUNA U TPU PEKOMEHAINH.

Crnacu6o 3a Bamy nomorp.

Nckpenne Bam

C. Cunopos

Dear Professor Smith:
I am writing concerning my interest in a teaching position at your school as a
professor of Russian for a period of one or two years.
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Late this summer I was invited to be a visiting professor of Russian at Baylor
University in Waco, the state of Texas. While I hoped for a two to four term position,
the only one available was for one semester only. Not wishing to pass up the oppor-
tunity to teach in the USA, I accepted the position.

After my term ends on December 20,1 will return to my position to Kazan
University in Russia, to resume my regular teaching position. If I am chosen for the
teaching position at your school, I could easily come back to the USA in August or
September.

More than thet, if necessary, I could begin to teach at your school in January.
I currently have aJ-1 visa, which, as I understand, could be extended for a year or
more.

At your school I could conduct courses in practical Russian for beginners
and intermediate level students. I could also lecture on Russian literature and pre-
sent-day Russian life, either in Russian or in English.

As requested, I enclose a copy of my curriculum vitae, a list of some of my
publications and three letters of reference.

Thank you for your assistance.

Sincerely,

S. Sidorov

Enclosure

YBaxkaemblii r-H Xapsu!

A numy Bam, 94T00BI COOOIINTS, UTO Hallla BpeMEHHasl BaKaHCUs 10 Kadeape
bU3HMKYN yKe 3aroHeHa.

Cnacubo Bam 3a 10, uro BBl mposiBUIM MHTEpEC K HAIIeMy KOJUICIKY, H,
MOXKAJTYHCTA, pa3pelIuTe MHE MOXKeJarh Bam ynaun B Bamux ganpHEMIIMX MOMCKAX
padoTHL.

C yBaxeHnem

A. Anbepmcon

Dear Mr. Harvey,

I am writing to let you know that our visiting position in Physics has been
filled.

Thank you for your interest in our College and please allow me to wish you
the best of luck in your future endeavors.

Sincerely,

A. Albertson

YBaxkaemslii r-H Heroman!

biarogapum Bac 3a Bame 3asBiieHHMe 110 IOBOJYy BPEMEHHOM, CPOKOM Ha 1
roJl, BAKAHCHH 1O Kaeape XUMMUu.

MBI BHUMAaTENBHO paccMOTpUM Baillre 3asBiieHHEe U CHOBA CBsKeMCs ¢ Bamu,
KOrJia CMOXKeM cooOIuTh BaM uTo-TO Oo0Jiee onpeiesieHHoe.
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Enie pa3 cnacu0o 3a uHTEpec, KOTOPBI Bbl MPOSBWIN K HAIIEMy YHUBEPCHU-
TETY.
C yBaxeHHnem

Dear Mr. Newmen,

Thank you for your application for one-year visiting position in the Depart-
ment of Chemistry.

We will review your application carefully and get back to you when we have
something more definite to report.

Thank you again for your interest in our University.

Sincerely,

YBaxkaemblii 1okTop CKOTT!

3aKOHYMJICS MEPBBIA Typ 0TOOpa KaHAUIATOB HA TOKHOCTH JOLICHTA.

Mgl cuntaeM, uto OyAeT crnpaBeaanBo cooOmmTh Bam, yto Bama xanauna-
Typa He OyJeT paccMaTpHUBaThCS B CIEIYIOLIUX Typax. JTO PEIICHHUE HE CBA3AHO C
Bameli kBanudukaiyeil, O0HO MOTUBUPOBAHO JUIIb CHEHU(PUUECKUMH HYKIaMU Ha-
et kaeapsi.

bnarogapum Bac 3a TOT uHTEpEC, KOTOPHIN BBI IPOABUIN K 3TON JOTAKHOCTH.

C yBaxeHueM

Dear Dr. Scott,

The first stage of our review process for the associate professorship has been
completed.

We think it fair to inform you that you ere not among those still under consid-
eration. This is no reflection on your credentials but a decision motivated by specific
needs of our department.

Thank you for your interest in this position.

Sincerely yours,

YBaxkaeMblil T-H CMHUT!

brarogapro Bac 3a Bam 3anpoc o JOJKHOCTH AOLIEHTa HA OTACJICHUE Clla-
BSHCKHX MCCIIEIOBaHN B MUUNTaHCKOM YHUBEPCUTETE.

K coxanenuro, mojaya 3asBJICHUNA 3aKOHUYMIIACH | CEHTSIOps, U TO3TOMY MbI
HE UMEJIM BO3MOXKHOCTH PacCMOTPETh Bailie mucbMo 1o MOBOY 3TOTO OOBSBICHUS.

Cnacu6o 3a Bamr untepec K 3Toi JOIKHOCTH.

C yBaxxeHHEM

Dear Mr. Smith,

Thank you for your application for the position of Lecturer in Slavic Studies
at the University of Michigan.

Unfortunately, applications closed on 1 September and therefore it was not
possible to consider your response to the advertisement.

Thank you for taking an interest in the position.

Yours sincerely,
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YBaxaemslii T-H Jleiike!

brnarogapro Bac 3a 3anpoc 0 BO3MOXHOCTH paOOThl B KOMIaHUU AH-bu-Owm.
MpI nenuM Bain uHTEepec K Halen KOMIIaHUU.

HecMoTtpst Ha To yTo Bamum O6uorpadguueckue naHHble TPOU3BEIM HA HAC ca-
Moe OJIaronpHUsATHOE BIIEYATICHHUE, B HACTOSIIEE BpeMsl y HAC HET BaKaHCUU, KOTopas
Obl cooTBEeTCTBOBaNIa Baliemy onbIiTy U KBaJd(pUKaIIUK.

Mps1 Oynem xpanuth Bamry aBro6uorpaduio B TedeHHE roja B KapTOTEKe Ha
Cily4ai, eciii MOsIBUTCS BaKaHCHUs, COOTBETCTBYIOIIas Bareil kpanudukanuu.

Emie pa3 6i1arogapum Bac 3a mposiBIeHHBIN HHTEPEC.

Kenaem Bam ycrniexa B mouckax padoThI.

C yBaxxeHHEM

Dear Mr. Lakes,

Thank you for your inquiry about employment opportunities at IBM Corpora-
tion. We appreciate your interest in our company.

Although your background is impressive, we currently have no openings that
match your skills and qualifications.

We will keep your resume on file for one year for review should we have en
opening for which you are qualified.

Again, thank you for your interest.

Best wishes for success in your career search.

Yours sincerely,

VBaxkaeMmsbIii r-H XoiaeH!

Cnacubo Bam 3a To, 4TO BBl IPEIOCTaBUIM HAM BO3MOKHOCTb PACCMOTPETH
Bamy kangunatypy [uis npruema Ha padory.

MbI BHUMATETFHO O3HAKOMIJIMCH C Bammm ombiToM W KBamupuKaumein u
CUMTaeM, YTO B HACTOsIIIIEE BpeMsl y HAC HET Jisg Bac COOTBETCTBYIOIIEH TOTAKHOCTH.
OnHako eclii TakoBast MOSIBUTCS, TO MBI C YJIOBOJILCTBUEM CBsiKeMcs ¢ Bamu.

Mpsbl nenuM Baimn uHTEpEC K Hamel KOMIIaHUMU U KeiraeM Bam ycnexa B Ba-
IIUX MOMCKAaX.

Hckpenue

Dear Mr. Holden:

Thank you for giving us the occasion to consider you for employment.

We have carefully reviewed your background and qualifications and find that
we do not have an appropriate position for you at this time. If one should develop,
however, we will be pleased to contact you.

We appreciate your interest in our company and wish you success in your
search.

Sincerely,

VYBaxaemsbliil T-H @uiep!
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51 nckpenne neHro Bam nHTEepec k Hamen komnanuu. f mpouen Bamry aBTo-
ouorpaduto ¢ uaTepecoM. OgHAKO, OOCYIUB €€ ¢ COTPYAHUKAMU OTAEIIOB KaJIpOB H
MapKeTUHTa, 51 C CoKajJeHueM coodmaro Bam, uto B HacTosIiee BpeMsi y Hac HET Ba-
KaHCHH, KOTOpasi Obl COOTBETCTBOBAJIA Baieil kBanudukanuu.

biaromapum Bac 3a TOT MHTEpec, KOTOpbIA Bbl NPOSBUINA K HaILEW KOMIa-
Huu. S yBepeH, uro Bel ckopo Haliere cede padory.

C yBaxeHueM

Dear Mr. Fisher:

Your interest in our company is genuinely appreciated. I read your resume
with interest. However, after evaluating the resume with our personnel end marketing
departments, I regret that we do not have e position open at this time that fits your
abilities.

We thank you for your interest in our company and I am sure that you will
find a position soon.

Respectfully yours,

VYBaxaemas r-xa [laBnosa!

biaronapum Bac 3a nuceMo ot 5 anpens 1996 roga, B koropom Bel 3ampa-
[IMBAETE O BO3MOXHOCTH MOJYUYEHHUS NOKHOCTU. K cokaneHuio, BBIHYXKJIEH CO00-
IIMTh, YTO Yy HAC HET 1 Bac moaxojsiero Mecra U MajlloBEpOSITHO, YTO OHO TOsI-
BUTCS B OJIFDKaiIeM Oy IyIieM.

C yBaxxeHHEM

C. Cmum

HNHcnekTop no npuemMy Ha paboTy

Dear Ms. Pavlove,

Thank you for your letter of April 5, 1996 inquiring about the possibility of
an appointment.

I regret to say that we do not have a suitable vacancy for you, nor does it
seem likely that one will arise in the near future. Yours sincerely,

S. Smith

Appointment Administrator

YBaxkaemslii r-H [lonos!

Baire mucbMo mpe3uaeHTY KOpIIOpaiuy ObLJI0 HANpaBJICHO MHE /I OTBETA
Bawm.

bnaronapto Bac 3a nucemo. S ¢ GonbiuM uHTEpecoM mpouen Bamry Guo-
rpaduro. OgHAKO, K COXKAICHHIO, B HAIIIEM OT/IeJe ceiiuac HeT BakaHCUi. Bo3mMoxkHO,
OHA MOSBUTCS B OyayIeM

Nckpenne Bam

Dear Mr. Popov,
Your letter to the President of our Corporation has been passed on to me for

reply.
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Thank you for your letter. I reed your CV with great interest. Unfortunately,
however, our department at present has no vacancies. It may be possible in the future
that we will have a vacancy.

Yours sincerely,

YBakaemslit T-H Tumodees!

biarogapum Bac 3a nucemo, K coxanenuro, B HallleM OTJEJI€ HET BAKAHTHBIX
mecT. OgHako g Oyay XpaHuTh Balry aBToOuorpaduio y ceds B kaproreke. C yBaxke-
HUEM

Dear Mr. Timofeev,

Thank you for your letter. Unfortunately, our department does not have any
positions open. I will, however, keep your resume in my flies.

Sincerely yours,

YBaxaemslii T-H lIBaHOB!

Bamm matepuansi, nocnanusie r-uHy OysHy J[>KOHCOHY, ObLIM TiepefaHbl B
MOU OTIeIl.

K coxanenuto, B HacTosiee BpeMsi y HacC HET BakaHCUU 1o Baieit crierua-
JI3alUH.

Bamm aBro6uorpadgus u pekoMeH1auu Oy 1yT XpaHUThCS B HAIIIEH KapToTe-
K€ Ha TOT CiIy4aH, eciiu B OymkaiiiieM OyayIieM y Hac TOSIBUTCSI BAKAHCHS, COOTBET-
cTBytomIas Bamiel kBanupuKauu v OnbITY.

Cnacu0o0, uTo Bel mposiBUiiM MHTEPEC K HAIIEMY OTHETY.

C yBaxxeHHEM

DearMr. Ivanov:

Your materials sent to Mr. Owen Johnson have been forwarded to my office.

Unfortunately, we do not have any openings at this time in the field of your
specialization.

Your resume and references will be kept on file in case we have an opening
appropriate to your background in the near future.

Thank you for interest in our department.

Sincerely,

YBaxkaemsbrit mpodeccop CMupHoB!

[To mopy4enuto pykoBoacTBa yHUBepcuTeTa mrara Oraifo s ¢ 60JIbIIKUM yAO-
BOJILCTBUEM Ipejasiararo Bam BpeMeHHYIO JOMKHOCTBH Mpodeccopa pyccKOro si3blka
TOJIBKO Ha Ilepuoj oceHHero cemectpa 2007 roze.

3ansaTus HauHyTca 26 aBrycta 2007roma U MpoaoJKaTca MPUOIH3UTENBHO
1o 20 nexabps 2007 roxa.

Bame 3aprinara 3a Bech cemectp coctaBut 14 000 gosmapos CHIA. Ota 3ap-
I1aTa, 3a BbIYETOM HAJOroB, CTPAXOBKH U T. 1., OyJeT BblAaBaThcsa BaM B Buje exe-
MECSYHBIX BBIIUIAT MEPBOI0 YUCIA KAXI0I0 MecsIa.
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[Ipomry Bac xak MOXHO ckopee COOOIIMTh HaM TelierpaMMON WK (hakcom,
npuHUMaeTe Jid Bel 3TO npejioxkeHue.
C HaWIy4IIMMU TTOXKETaHUSIMU

Dear Professor Smirnov:

In the name of the University of Ohio it is my pleasure to offer you the posi-
tion of Visiting Professor of Russian for the fall 2007 semester only.

Classes begin August 26, 2007 and last approximately till December 20),
2007.

Your salary for the entire semester will amount to $20,000. This salary minus
deductions for taxes, insurance, etc. will be paid in monthly installments on the first
of each month.

Please cable or fax us as soon as possible your acceptance or rejection of
this offer.

With best wishes,

YBaxkaemslii r-H CaMbprodn3!

Ham mpusatHO mpemyioxkuTs Bam MOJKHOCTH MOMOIITHHMKA MEHEIKepa B Ha-
meit hpupme HaunHas ¢ 1 HosOps 2005 rona.

Barmra 3apa6otnas miara 6yner 36 000 nomnapos CIIIA B roa. Ber Takke 0y-
JIETe MOJIy4YaTh CIACAYIOIINUE JOTOTHUTEIbHBIC JTbIOTHI: :

Ecnu BBl peminte NpuHATH 3TO MUCbMEHHOE MPEMJIOKEHUE, TO, MOKATYIICTa,
NOAMUIINTE MPUJIAraeMyt0 KOIHUIO 3TOTO MUChbMa U BEPHUTE €€ KaK MOXKHO CKOpEE B
npuciianHoM i Barmero y1o6cTBa KOHBEpPTE C MapKOM.

Ot umenu Hamieil GupMbl paspenuTe MHE TO3paBUTh Bac U BhIpa3uTh Ha-
JEXKTy, 9TO BBl PUMUTE TIPEITIOKEHUE B TOM BHJIE, B KAKOM OHO CPOPMYIHPOBAHO
BBIIIIE.

C HCKpEHHNM yBa)KEHUEM
(ITonmuce)
[TPUHUMALIO:

Dear Mr. Samuels,

We are pleased to offer you employment with our firm in the position of As-
sistant Manager, commencing Nov 1, 2005.

Your rate of compensation will be$36, 000 per year. You will receive the fol-
lowing ’fringe benefits ”:

If you decide to accept the written offer, please sign the enclosed copy of this
letter and return same as soon as possible in the self addressed (stamped) envelope
enclosed for your convenience.

On behalf of our firm let me congratulate you and express our hopes that you
will accept the within offer, as set forth above.

Very truly yours, .........cccceceee v veeeeeeeevee e onn (Signature)  ACCEPTED
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A.2 3anpocsl 00 yuebe. (Applications for studies)

B ITpuemnyto koMuccuto

VBaxkaemeble rocnoja!l

S O6bUT OBI OYEHBb MpHU3HATEJIEH, €CIU OBl Bbl COOOIIMIN MHE, KAKUE UMEHHO
KYPCHhI BbI IIpe1jlaraeTe MHOCTPAHHBIM acIMpaHTaM B 00J1aCTH (U3UKH.

S xoten Obl y3HATh MOAPOOHOCTH O BO3ZMOXKHOCTH OOYUYCHHMsS B aCIUPAHTYPE
BaIlleT0 YHHUBEPCUTETA.

3apanee Oyarogapro.

C yBaxxeHHEM

B. Aumonos

To the Admissions Office

Dear Sirs,

I would be very grateful if you could give me some information about the par-
ticular courses of study you provide for foreign graduate students in the Reid of phys-
ics.

1 should like to explore the possibility of graduate study at your University.

Many thanks in advance.

Sincerely yours,

V. Antonov

VYBaxkaeMble rocroza!

MeHs1 04eHp MHTEpECYeT NporpaMma MOATOTOBKM aCIUPAHTOB JUIS IOJIyde-
HUS CTENEHU JOKTOpa HayK, U sl X04y MOJaTh JOKYMEHTHI ISl TOCTYIJIEHUS B ACIH-
PanTypy.

He Mornu Obl BBl mpuciIaTh MHE OpoOLIIOpPY ¢ NMOAPOOHON MH(pOpManuen o
pa3IMYHBbIX aKaJEeMHUUYECKUX YUeOHBIX Kypcax, a TaKKe CO CBEICHUSIMHU 00 yCIOBHUSIX
0Oy4EeHHSIMU KMU3HU aCIIMPAaHTOB Ha (PaKyJIbTeTe aHIIUICKOTO s3bIKa?

C yBaxeHHneM

Dear Sirs,

I am greatly interested in your graduate program leading to a Ph. D. degree
and should like to apply for admission to graduate status.

Could you kindly let me have an information brochure giving particulars on
various academic curricula that are available as well as information on the facilities
in the Department of the English Language?

Yours faithfully,

YBakaemsle rocrnojal

51 OBl XOTed MPOWTH MHTEHCHBHBIA Kypc OOyUeHHs aHTIUNCKOMY SI3BIKY B
BaleM S3bIKOBOM IIEHTpe B TeueHue oceHHero cemectpa 2007 roma. Iloxamyiicra,
BBIIIIUTE MHE HEOOX0AUMbIE (DOPMBI U JJOKYMEHTBHI.

S cosznaro, uTo miuara 3a ooyudenue B Bamem llenTpe cocrasnsier 990 nosna-
poB CHIA 3a kaxabli 1IeCTUHEICIbHBIA CEMECTP, @ KHUTU CTOAT pumepHo 90 goi-
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napoB. Pacxonpl, CBsI3aHHBIE C NMPOXKUBAHUEM, COCTABIAOT OT 1465 mo 1740 moi-
JapoB 32 Kaxaplil cemecTp. COOTBETCTBEHHO, 51 JOJDKEH UMETh B CBOEM pacrlopsike-
HUU 110 KpaiiHeil mepe 2545 nomnapos CIIA. I cornacen HecTtr Takue pacxo/bl.

OOpaiaroch K BaM € MPOChOOK MOMOYb MHE YCTPOUTHCS C KUJIHEM B BallleM
Lentpe. S Obl x0Ten 3ape3epBUPOBATH KOMHATY JUISl MPOXKUBaHUS BABOeM. S co3-
Halo, 4TO Takas KOMHara Oyner crouTh 515 nosmapoB 3a cemecTp, KpoMme TOro: 25
JI0JU1apoB 3a YOOPKY IOMEILIEHUs, 35 10Ju1apoB 3a KOMMYHalbHbIE yciyru U 50 go:-
JapoB — 3aJI0T 3a yI1epO, KOTOPBIM MOXKET ObITh HAHECEH KWJINLILY.

S noceuiaro Bam 6e3B03BpaTHbIN Aeno3ut B 200 nosmapoB, KOTOphIA Oyner
3a4TEH MHE 3a apEeHly KOMHATBI B [IEPBOM CEMECTPE.

Sl Takxke co3Haro, 4TO S3BIKOBOM LEHTP MOCTABUT B U3BECTHOCTH UMMMUIPA-
IIMOHHYIO U HaTypanu3aluoHHyto ciayx0y Coeaunensbix llltatoB Amepuku B city-
qae, ecnu s npueny B CLIIA 6e3 cOOTBETCTBYIOMNX (PMHAHCOBBIX CPEJICTB MIIH €CIH S
He Oyly COOTBETCTBOBATh CTAaTyCy CTYACHTA, IPOITyCKas 3aHATHS.

C yBaxeHnem

Dear Sir or Madam:

I would like to study in the intensive English course at your Language Center
during the Fall Term of 2007. Please send me the necessary forms and documents.

I understand that the tuition at your Center is $ 990 for each six week term
end books cost approximately $ 90. Living expenses are estimated to be between $
1,465 and 1,740 for each term. Therefore, I should have at least $ 2,545 available to
ma. I agree to be responsible for these expanses.

Please help me arrange housing at your Center. I would like to reserve a
shared bedroom. I understand that the cost of 6 shared bedroom is $515 per term in
addition to a § 25 per term cleaning fee, a $35 utility charge, and ¢ $50 damage de-
posit. I am mailing you a non-refundable deposit of$ 200 which will be applied to my
first term's rent.

I also understand that the Language Center will notify the Immigration and
Naturalization Service of the United States of America if I arrive in the USA without
adequate funds or if I do not maintain my status by studying full time.

Sincerely yours,

YBaxkaemsle rocrnogal

bonbmioe crnacu6o 3a MUCbMO, B KOTOPOM BBl HA3bIBAETE MPUOINZUTEIHHYIO
cTouMocTh Moero ooydyenus B CIIIA.

S Obu1 OBl pajg BO3MOXKHOCTH paboOTaTh, Mocelias YHUBEPCUTET, YTOObI 3a-
IJ1aTUTh 3a yueOy, U ObUT Obl OJlarosapeH 3a jar0oe npeaioxkeHue, kotopoe Bel MHe
MOJKETE C/IeaTh B 3TON CBA3H.

Moil MHCTUTYT TOTOB OIUIATUTh TPAHCIOPTHBIE PACXOJIbI, BKJIIOYAs CTOH-
MOCTh aBUAOMIIETOB.

Crnacu60 3a TOMOIIb.

C yBaxxeHHEM
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Dear Sirs,

Many thanks for your letter providing me approximate estimate of the costs
relating to my studies in the USA.

I would indeed welcome a chance to work while attending the University end
should be grateful for any suggestions that you may offer in this respect.

My Institute is willing to provide 6 travel allowance that will cover the cost of
the air tickets.

Then k you for your assistance.
Yours faithful,

YBaxkaemble rocrnoja!l

A no3Bouo cebe 0OpaTUTHCS K BaM ¢ IPOCHhOOH MPONTH CTAXKUPOBKY Ha Ba-
IIeM 3aBOJIe B paMKax MporpamMmbl MeXIyHapOJHONW acCOLUAIlUU 10 OOMEHY CTy-
JE€HTaMU IS TOJTyYeHUs! TPO(PECCHOHATBHOTO OMbITA.

Mens 30Byr Ceprent MBaHOB, s CTyJEHT IO CIEHMAIBHOCTH WHXKEHEpP-
anekTpuk. Celyac s Ha YETBEPTOM Kypce, a BECb CPOK 00ydeHHUs1 — OoJiee MATH JIET.

Kpome Moero pogHoro, pycckoro si3blka, i TOBOPIO U MUILY MO-aHTJIMHUCKU U
O-HEMELIKH.

Moii aapec: Poccus, 191001, Cankr-IlerepOypr, HeBckuii mp., 54, kB. 5.

S Hamen Bam 3aBOJI B CIIMCKE OTPACIIC MPOMBINUIEHHOCTH, TPUHUMAOIINX
ydacTue B mporpamme oOMeHa. S y»ke TaBHO 3HaKOM C €ro JesiTEeIbHOCTbIO, U MEHS
BCer/ia Breyatsisija IpeBoCXoaHast padoTta Baero npeanpustus. Bo3amoxHocTs mnpu-
o0OpecTy y Bac MPOU3BOJICTBEHHBIN OMBIT 3HAYUT ISl MEHS OYE€Hb MHOTO.

S 6yny oueHp OnaromapeH, €cid Bbl PACCMOTPUTE MOIO KaHAUIATYpy Ha
JOJDKHOCTh COTPYJIHUMKA OJJHOTO M3 BalllUX OTIENOB. S cornaceH Ha J0OyHO JOJIK-
HOCTb, 00€CIIEUHBAIOLLYI0 TPOKUTOUYHBIA MUHUMYM.

Yro KacaeTcsi Cpoka CTaKMPOBKH, TO MHE XOTEJOCh Obl, 4TOOBI OH HE Tpe-
BBIIIIAJI HECKOJIBKHUX HEJENb BO BPEMs JIETHUX KAHUKYJI.

OdeHb HAICIOCh NIOJYYHUTh Balll OTBET.

C yBaxeHHneM

Deer Sirs,

[ take the liberty of applying for 6 training period at your Works within the
scheme of the International Association for the Exchange of Students for Technical
Experience.

My name is Sergey Ivanov and I am a student in electrical engineering. I em
now in my fourth year, the whole course of studies extends over Five years.

Besides my native tongue (Russian) I speak and write English and German.

My full address is as follows: 54 Nevsky Prospect, Apt. 5 St. Petersburg,
191001, Russia.

I have found your Works on the list of industries participating in the Ex-
change Scheme. [ have been acquainted with the activities of your Works for a long
time and have always been impressed by the fine work you have done. An opportunity
to acquire technical experience in your Works means a great deal tome.
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I would be very grateful if I could be considered a candidate for work in one
of your departments. [ would accept any position within a living wage.

As to the length of the training period, I realize that it is not to exceed a few
weeks during the summer vacation.

I hope to hear from you.

Yours respectfully,

A. 3 Pexomenaanum, pe3rome (References, Br. resume, Am. C.V.)

Tomy, K KOMy 3TO UMEET OTHOILICHHE

S 3naro r-na C. AHTOHOBA ¢ iepBoro Kypca Cankr-IlerepOyprckoro yHusep-
CUTETA.

[To MoeMy MHEHHIO U MHEHHIO MOWX KOJUIET, OH ObUI MCKIIOYUTEIHHO BBI-
JaronmMcs CTyieHToM. Ero ornenkn Becerna Obumi BeiIcOKUMU. OH paboTall cephe3HO
U 10OPOCOBECTHO.

DTO YECTHBIM, MPSAMOM, HAJIC)KHBI U BBICOKOHPABCTBEHHBIN YEIIOBEK, KOPO-
Ye, YEeJIOBEK BHICOKMX MOpPAJIbHbBIX KaueCTB.

OH xopo1o JaauT ¢ JoapbMu. OH MHOTO paboTaeT caM U B TO ke BpeMsl Tpe-
OoBaresieH K IpyruM. Kak npaBuiio, OH MpUHUMAET BEPHBIEC PEIICHHUS.

Ecnu y Bac BO3HHUKHYT BONPOCHI MJIM BaM TMOHAJAOOUTCS IOMOJIHUTEIbHAS
uH(popmalus, noxanyicra, oopamnaiTech Ko MHE B JIF000€ BpeMsi.

C yBaxxeHHEM

To whom it may concern *

I have known Mr. S. Antonov since he was a first year student at St. Peters-
burg University.

In my judgment and in that of my colleagues as well, he was an outstandingly
exceptional student. His marks were consistently high. His work was performed seri-
ously and conscientiously.

He is an honest, straight-forward, dependable and moral person, in short, he
is a person of strong moral values.

He gets along with people well. He is a hard worker himself and at the same
time demanding of others. He usually has the right judgment in decisions he takes.

If you have any questions or wish to have additional information, please, feel
free to contact me at any time.

Sincerely yours,

* To whom It may concern — oOpareHie B J€JI0BOM MUCHME WJIH B TOM
cllydae, KOTJla HeU3BECTEH aipecar.

VBakaeMmble rocrojal

B otBeT Ha Ballle MMCHMO C BOIIPOCAMH OT 5 aBrycTa, B KOTOPOM BbI IIPOCUTE
OIICHUTH JIMYHBIE U TIpodecCUOHaNIbHbIC KauecTBa r-Ha CUA0pOBa, g pajl MPEI0KUTh
BaM KOH()UJICHIIMATBHO CJICAYIONIYI0 HH(OPMAIIHIO:
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1. 4 3nato r-na Cunopoa nocineanue 10 ner.

2. OHn Bcerna oTanyanics TpyI0o0nuem.

3. I[To MoeMy MHEHHIO, EMY MOXHO MOJIHOCTBIO JJOBEPSTh.

4. On oOnagaeT 3aMevaTeIbHBIMU JTUYHBIMU KaueCTBaMHU.

S ¢ moaHON yBEpEHHOCTHIO MOTY peKOMeHJ0BaTh r-Ha CuJIOpoBa Kak HC-
KITFOUYUTEIBHO HAJIEXKHOTO M CIIOCOOHOTO YeJIOBEKa JTI000MY JIUIY WM OpraHU3aIMH.

C yBaxeHueM

Dear Sirs,

Replying to your letter and questions of August 5, concerning the character
and qualifications of Mr. Sidorov, I am pleased to offer you, confidentially, the fol-
lowing information:

1. I have known Mr. Sidorov for the past 10 years.

2. He has always shown himself to be industrious.

3. In my estimation, he is entirely trustworthy.

4. His personality is excellent

In fact, I do not hesitate to recommend Mr. Sidorov to anyone interested in
employing a thoroughly dependable and capable man.

Yours truly,

YBakaembiit 1okTop Jxxedd!

Pexomennyto Bam acniupanra IOpuss CmupHOBa, MOEro y4eHuKa, KOTOPBIN
IULIET TUCCEPTALINIO O COBPEMEHHOM aHTJIMHUCKOM JpaMe.

OH TpyAoa00MB U TAJAHTIWB, U MHE KaXKETCS, YTO MPH HEOONBIION TOJ-
JIEp>KKEe OH CMOT OBl HalmKMCaTh OTIMYHYIO PadoTy.

A 3nHato0, yTo BBl 04eHB 3aHATHI, OJTHAKO 51 OBUT OBl OYCHH NMIPU3HATEIICH, €CIH
Ob1 BBl CMOTITTH TIOTOBOPHUTH C HUM, KOT/Ia OH MIPUEIET B AHTJIHIO.

Nckpenne Bam

Dear Dr. Jeff,

This is to introduce a post-graduate student of mine, Yuri Smirnoff, who is
writing a thesis on modern English drama.

He is hardworking as well as intelligent, and I feel that with a little assis-
tance he might produce a fine piece of work.

I know you are very busy but I would be most grateful if you could have a
chat with him when he arrives in England.

Yours sincerely,

VYBaxkaeMblil 1okTOp PoOnHCOH!

B otBer Ha Bamre nucemo cooOmiaro, 4to 3Ha0 gokTopa Auapes HoBukosa
MHOTHE TOJbI C TEX MOP, KaK OH BOILIEJ B COCTaB UCCIEA0BATEIbCKOM IPYIIIbl, pyKO-
BOJAMTENIEM KOTOpPOH s sIBIsitOCh. Ero xanauaarckas AuccepTalys TakKKe HalucaHa
0] MOUM PYKOBOJICTBOM.

JoxTop HoBHKOB 0€3yCIIOBHO BajsieTCsl MEPCHEKTUBHBIM YUEHBIM, KOTOPBI
IPOJIEMOHCTPUPOBAT CBOIO CIHOCOOHOCTh K AHAJUTUYECKOMY MBIIIJICHUIO, YMEHHE
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CTaBUTh 3a/1a4M, MOJIMHHBIA MHTEPEC K TEOPETUYECKUM HCCIIEIOBAHUSAM M OpPraHU-
3atopckue crnocoOHocTu. Ero ycepame m pesynbTatbl paOOThI, MOTyYeHHBIE K Ha-
CTOSIILIEMY BPEMEHH, MO3BOJISIOT 3aKJIIOUUTh, YTO OH HE MOJIBEJIET TE€X, KTO BO3Jaraer
Ha HETrO HaJEX/Ibl.

ToBapuiu no padore 00T 10KTOpa HOBHKOBA 32 €ro MpoCcTOTy U JIpYIKe-
arobue.

S nonararo, 4TO NpodeccruoHanbHble c1ocoOOHOCTH A0KTOpa HoBHKOBA B CO-
YEeTaHUU C €r0 JIMYHBIMU Ka4€CTBAMU MOT'YT rapaHTUPOBATh HECOMHEHHBIHN YCIIEX €ro
Oyayuieil AesITENbHOCTH U Ial0T MHE IIPABO MOJAJIEPKATh €ro KaHIUAATypy Ha JOJIK-
HOCTb JIOLICHTA.

C yBaxxeHHEM

Dear Dr. Robinson,

In reply to your letter, I wish to say that I have known Dr. Andrei Novikov for
many years ever since he joined the research group of which I am in charge. His
postgraduate work is supervised by me, too.

Dr. Novikov is certainly a promising scientist who has shown full capacity for
analytical thinking, ability to organize and formulate ideas, and genuine interest in
basic research. His zeal and the results he has achieved so far allow us to surmise
that he will not fail those who place hopes in him.

Dr. Novikov is very popular with his fellow-workers for his simple and
friendly manners.

I believe that the professional qualifications of Dr. Novikov combined with
his personal qualities can guarantee full success in his future activities and entitle me
to support his application for the position of Associate Professor.

Yours faithfully,

Tomy, K KOMY 3TO UMEET OTHOIIICHUE

SBnsASICH PyKOBOJUTENIEM HCCIIEAOBATEIBCKOW TPYIIBI 3TOrO0 MHCTUTYTA, 5
UMEI0 YJ0BOJILCTBUE C YBEPEHHOCTBbIO PEKOMEH0BATh JO0KTOpa CMUpPHOBA HA JTOJIXK-
HOCTh ITOMOIITHUKA 3aBEAYIOIIETO OTACIOM B BallleM UHCTUTYTE.

Hoxtop CMHpPHOB Bceria MPOSBIISUT He3aypsaHbIE CTIOCOOHOCTH B CBOEH pa-
00Te, MHUIIMATUBY B MOCTAHOBKE W PEIICHUH HAYUYHBIX MPOOJIEM, BBICOKYIO OTBETCT-
BEHHOCTb.

C yBaxxeHHEM

To whom it may concern

In my capacity as heed of the Research Group of this Institute, I have the
pleasure of strongly recommending Dr. Smirnoff for the post of Assistant Head of the
Department of your Institute.

Dr. Smirnoff has always shown great ability in his work. He possesses initia-
tive in the formulation and solution of research problems in his field and has a strong

sense of responsibility.
Yours faithfully,
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ToMy, K KOMy 3TO UMEET OTHOLIEHUE

JIokTOp AHTOHOB SIBJISIETCS TAJIAHTIMBBIM MOJIOJBIM Y4YEHBIM. S 3HaKO €ro c
1994 rona, xorna OH MOJy4WJ JOJKHOCTh HAYYHOTO COTpyAHUKA B MHCTUTYTE XM-
MUH, T1I€ 1 pabOoTar0 KOHCYJIbTAaHTOM.

Mpb1 yacTo 0OCY’KJ1aji MHTEPECYIOIIME HAC TEMbI, U 5 HE MOT HE 3aMETUTh
HE3aypsAIHbIX CIOCOOHOCTEW, KOTOpBIE OH IPOSIBIIET B CBOEH MCCIIEI0BATENbCKON
pabote. HeyauBUTENBHO, YTO OH BCEI/Ia JOCTUTAET YCIIEXOB B CBOMX MCCIIEAOBAHUSAX.

Hackousbko s 3Har0, B HACTOsIIIEE BpeMsi OH PYKOBOJUT OJHUM M3 OOJbIINX
IIPOEKTOB.

He comueBaroch, 4TO €ro cnocoOHOCTU U MHTEJUIEKTyalbHasi HE3aBUCUMOCTb
ABJISIIOTCA TEMH LIEHHBIMU Kaue€CTBaMHU, KOTOPHIE TaK HEOOXOAUMBI JUIsl OCYIECTBIIE-
HUS 10001 HayYHO-MCCIIEI0BATEIBCKON MPOTPAMMBI.

C yBaxeHnem

To whom it may concerny

Dr. Antonov is a talented young scientist. I have known him since 1994 when
he took a post of researcher at the Institute of Chemistry, where I work as a consult-
ant.

We have often discussed points of interest, and I could not fail to notice the
keen intellect he applies to his research. No wonder that he is doing well in his work.

I understand that at present he is responsible for the general operations of a
major project.

I have no are an asset to any research program.

Faithfully yours,

ToMmy, K KOMy 3TO UIMEET OTHOLLICHHE

MHue nocrtaBisieT 00JbIIOE YAOBOJIBCTBHE MOJEPKAaTh NMPOCck0y r-Ha Bopo-
HUHA O MOJIYYEHHUH JOJDKHOCTH IIEPEeBOAYMKA YCTHON U MUCbMEHHOM pEeYH.

I'-1 BopoHuH npoien IATUIETHUM KypC HU3Yy4YEHHUs aHTIIMMCKOrO s3bIKa B
MocKOBCKOM TOCyJapcTBEHHOM yHHBepcuteTe. OH Bceraa mposiBiasul OONbLIION WH-
TEpEC K aHTIIMUCKOMY SI3bIKY U JIMTEPAType U YCIICIIHO CJal YK3aMEHBI.

OH npoBen JIeTHUE KaHUKYJIbI B BenukoOpuTanuu, U st C yBEpEHHOCTBIO MOJ-
TBEP)KJal0, YTO OH 00JIaaeT TOCTATOYHBIM 3HAHUEM AHTJIMUCKOIO SI3bIKa, YTOOBI U3-
BJ€Yb IOJIb3Yy M3 COTPYJIHUYECTBA C Balleld OpraHu3alued, a TakKe MOXKET ObITh
BEChbMa M0JIe3€H B Ka4eCTBE KBATU(PHUIIMPOBAHHOTO IEPEBOUHKA.

51 ¢ mOJIHOM YBEPEHHOCTBIO PEKOMEHAYIO BalllEMy PYKOBOJCTBY KaHAUAATY-
py r-Ha BopoHnHa Ha Ty JOJKHOCTB, HA KOTOPYIO OH ITPETEHYET.

C yBaxeHnem

To whom it may concern

I have much pleasure in supporting Mr. Voronin's application for the post of
an interpreter/ translator.
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Mr. Voronin has completed five years of work in English at the University of
Moscow. He has always shown a great interest in the English language and litera-
ture, and he did well in his examinations.

He has spent one summer vacation in Great Britain, and I have not the sligh-
test hesitation in stating that he possesses a sufficient knowledge of English to enable
him to profit from his stay in your organization and to be of considerable utility in a
position as a qualified interpreter/translator.

1t is with the utmost confidence that I recommend Mr. Voronin for considera-
tion of the position he is seeking.

Yours sincerely,

YBaxkaemas r-xa Martpro3!

Co Bcell OTBETCTBEHHOCTBIO PEKOMEHAYIO I'-)Ky MMITOH Kak BBICOKOKBAJIH-
(GUIIMPOBAHHYIO CEKpETapIy.

Omna pabortana co MHOH 5 neT. B TeueHue 3Toro BpeMeHu OHa mokaszajna ce0s
YMENbIM, XOpPOIIO OPraHU30BAaHHBIM M TAaKTHMYHBIM YEJIOBEKOM MO OTHOUIEHHUIO KO
BCEM, C KeM Obl OHa HU paboTaa.

51 peKOMEHIYO €€ ¢ NIOJIHOM YBEPEHHOCTBIO.

Hckpenne Bam

Dear Ms. Mathews:

Mrs. Milton is highly recommended as an extremely qualified secretary.

She worked for me for five years. During that time, she proved to be efficient,
well organized and tactful with all those people she had to deal with.

I do not hesitate for a moment to recommend her.

Sincerely yours,

ToMmy, K KOMy 3TO UIMEET OTHOLLICHHE

Co Bcell OTBETCTBEHHOCThIO pekoMeHayro Bmamnmupa CMHpHOBA Kak KaH-
IUaTa Ha MOJYYEHHE CTUIIEHUH 10 TOCYJaPCTBEHHOM MpOrpaMMe CTUTICHAUM.

Kak pykoBoauTtenb, s UMeI BO3MOXKHOCTh pabOTaTh HEMOCPEICTBEHHO C
Brmagumupom Gosee nByx ser. Bragumup — yaMBUTEIBHO TNpEIaHHBINA NIy, Ta-
JAHTIIUBBIA U MHOTO paOOTaronIuil 4eioBeK. Ero s3pIKOBbIE BO3MOKHOCTH BKITHOYA-
FOT: aHTJIMMCKHAM, KHTAUCKUNA U, KOHEYHO, PYCCKHM.

[lepBas momkHOCTh Briamumupa B Hamelt upmMe — riaaBHBIN IPEICTaBUTEINb
no npoxaxkam B Cankt-IlerepOypre. I oH mpekpacHO crpaBWics C HEW, B 3HAYH-
TEIHHOU Mepe Orarojapsi CBOCH CIOCOOHOCTH MPOSBISATH BBICOKHM MpodeccroHa-
JIM3M BO BCEX JEIOBBIX HAUMHAHUSAX.

B nauane sroro rojga Biaagumup ObL1 MOBBIIIEH B IOJDKHOCTH U CTaJl MEHE/I-
xepoM no Cankrt-IlerepOypry (MeHemxkep Mo KaHally NpsMbIX npodax). B Hacros-
1iee BpEMsI OH OPraHM3yeT €IUHbIA KaHal MPSIMBIX MPOJaX Mo peruony B 10 mmui-
JIMOHOB YEJIOBEK M YK€ JOCTUT B 3TOM HAINpPaBIECHUU OOJBIIUX YCIIEXOB.
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On OyneT orpOMHBIM TPHOOPETESHUEM JIJIST TPOTPAMMBI.
Menemxep

To whom it may concern

I highly recommend Viadimir Smirnoff as a candidate for the Government
Fellowship Program.

As Manager, I have had the opportunity to work directly with Viadimir for
well over two years. Viadimir is an extremely dedicated and hard working individual
with an abundance of talent. His language capabilities include English, Chinese and,
of course, Russian.

His original assignment with our firm was as a key sales representative in the
city of St. Petersburg. And he was very successful in it. This was due, in large part, to
his ability to provide the highest standards of professionalism in all of his business
undertakings.

Viadimir was promoted at the beginning of this year to the position of St. Pe-
tersburg Manager (Direct Sales Channel Manager). He is now building en entire Di-
rect Sales Channel for a region of over 10 million people and has already made sig-
nificant progress.

He would be a tremendous asset to the program.

Manager

Hoporoii bopuc!

B cBoeM mocnenHeM MucbMe Thl MPOCUJ MEHsI HAIKCaTh, KaK COCTABIISIOTCA
aBTOOHMOTrpad UM MO-aHTIIMICKU. BBITIONHSAIO TBOIO POCKOY.

Hwxe npuBenen Oosee M MEHee paclpOCTPaHEHHBINH 00paser] aBTOOHO-
rpadun, kotopas, kcratu, HazpiBaeTcss CURRICULUM VITAE (coxpamenno CV) B
Benukoopuranun 1 RESUME B CHIA.

1 Uma u agpec

2 Jlata u MECTO POKIAECHUS

3. I'paxx;1aHCTBO

4. CeMeiHOE MOJIOKEHUE

5 MecTOXXUTENbCTBO B HACTOSIIIIEE BPEMSI

6. Ob6pa3zoBaHue

7. OnbIT paboTHI

8 JIoKHOCTh B HACTOSIIEE BpEeMs

9 HomonuuTenbHas HHGOPMAITIS

10 Crircok myOnuKanui Wik IPyrux JOCTUKEHUN

Hckpenne TBOM

Dear Boris,

In your last letter you asked me how to write a resume in English. I am com-
plying with your request.

Below is more or less the usual model for a resume, which, by the way, is
called CURRICUL UM VITAE (abbreviation CV) in Britain and RESUME in the
USA.
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1. Name & Address

2. D ate & Place of Birth
3. Citizenship

4. Marital Status

5. Present Residence

6. Education

7. Working Experience

8. Present Status

9. Additional Information
10. List of Publications or other accomplishments
Sincerely, ...

A. 4 JlenoBble mucbMa (Business letters)

VYBaxxkaemsblii r-H J[>)kekcoH!

[Tumry Bam B mponomkeHue Haimiero pasroBopa B Bamem oduce B Hbro-
ﬁopKe. brnaronmapro Bac 3a To, yto Brl HEe noxanenu BpeMEHU BCTPETUTHCSA CO MHOM,
M 32 TO, YTO JIaJT MHE BO3MOXKHOCTb OOJIbIIIE Y3HATH O...

A Taxke Omarogapro Bac 3a mpenocTaBieHHYI0 MHE BO3MOXKHOCTD MOJIPOOHO
V3JIOKHUTH OIBIT... @ TAKXKE MOU MPEABIIYIIUN OIbIT...

Emte pe3 cmacu6o Bam 3a Bctpeuy.

C Hamy4IIMMHU NOXKENaHUSIMU

K. Coxonos

Dear Mr. Jackson,

I am writing you to follow up my conversation with you at your office in New
York. I appreciate your taking the time to meet and to allow me the opportunity to
learn more about...

I also appreciate the opportunity to present in depth the experience of... as
well as my prior experience with...

Thank you vary much again for the meeting with you.
C Sokolov

YBaxkaemblil T-H AHAEpCOH!

[{ear Moero nucbmMa — MPOAOIKUTH TO 00CYXKJI€HHE, KOTOPOE Mbl TPOBENIU
B Bamem oduce Ha npouuioid Henene. B Hem Oosee neTanbHO paccMaTpPUBAIOTCS T€
1ary, KOTOpble Mbl 00CYXIalIM € LEIbI0 OCyIlecTBIeHUs Baiiero npoekra.

Co BpeMenu moero nucbma ot 10 nekabpsi UBMEHWINCh HEKOTOPhIE 00CTOS-
TEIbCTBA, YTO 3aCTABJISIET HECKOJIBKO MO-MHOMY PAaccMaTpUBaTh 3TOT MPOEKT. S Obl
OuYeHb XoTen paboTaTh ¢ BaMu Haj 3TUM MPOEKTOM.

MosxHo nu O6yner BctpeTtuTbest ¢ Bamu B Mockse unu B Cankt-IlerepOypre,
9TOOBI OOCYIUTH 3TOT BOMPOC?

Uckpenne Bam
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Dear Mr. Anderson,

The purpose of this letter is to follow up on the discussion we had in your of-
fice last week. This letter details the steps we discussed to make your project a real-
ity.

Since my letter of December 10, there have been a number of changing cir-
cumstances that necessitate e different approach be used to develop the project. |
look forward to working with you on this project.

Would it be possible to meet you either in Moscow or St. Petersburg to dis-
cuss this further?

Sincerely yours,

Hoporoii [leiBun!

A monmyuun yacth akca oT... OH ObUT OCTAaH B KOHIIE TPOIUION HENETH, HO
S TIOJTYYHJT TOJTBKO CaMyH0 BEPXHIOIO YacTh OJTHOM CTPaHMUIIBI.

He Mor ObI TBI yTOYHUTH, KTO MOCTAN €70, ¥ TOTPOCUTh UX MOMBITATHCSI CHO-
Ba OTIpaBUTh ero? S ObL1 OBl OYeHB TeOe Oy1arogapeH.

S Taxke Obu1 Obl OyiarogapeH, €cyii Obl Thl MOJATBEPIUI MOJIYYEHUE ITOTO
MIOCJIAHUS, C TEM YTOOBI I 3HAJI, TTOJTYYHII JIU THI €TO.

Crnacu0o 3a moMoIIlb.

ITpuset

Dear David,

I received a partial fax from... It was sent late last week, but I only received
the very top portion of one page.

Could you check to see who sent it and ask them to try it again? I would be
most appreciative.

Also I would appreciate your acknowledging the receipt of this message so |
will know that you received it.

Thanks for your assistance.

VYBaxaewmslii r-H [Tutepcon!

B npopomkenue Haiero npeapiayero Teae(oHHOro pa3ropopa s mpuiiaraio
K 3TOMY IIUCbMY KOTHIO...

Haneroch, 94TO OHa BamM MPUTOAMUTCS, & €CJIM BaM IMOTPeOyeTcs emie 4To-
HUOY/Ib, TO HE CTECHANUTECh U 3BOHUTE MHE.

C npuBeToMm

Dear Mr. Peterson,

Following our earlier telephone conversation, I attach hereto a copy of...

I hope that this is of some use to you, but if you need anything more, please,
do not hesitate to call me.

Regards,
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YBaxkaemslil r-H @yT™maH!

A mo3Bomn cebe mocnate Bam 3TOT akc BMECTO TOTO, UTOOBI OECIIOKOUTH
Bac no tenedony.

Ha nponuioii Henene s otrpaBuil Bam kopoTkoe npesioxkeHue. XoTeaoch Obl
3HaTh, COOTBETCTBYET JIM OHO MHTEpecaM Baienn kKoMnaHum.

Mpg1 xotenu Obl coTpyaHUYaTh ¢ Bamu 1 Obl1u OblI OytarogapHsl, eciiv 06l Bl
COOOIIMJIM HAM KaK MOXHO CKOpee, BIUCHIBAETCS Jid B Baiu mansl 3T0 COTpyAHU-
YECTBO.

C yBaxeHueM

Dear Mr. Footman.:

I am taking the liberty of writing you this fax instead of interrupting you by
phone.

Last week I mailed you a brief proposal. Now I am wondering if it suits your
company's needs.

We wish to do business with you and would appreciate it if you would let us
know as soon as possible if we fit into your plans.

Sincerely yours,

VBaxaemas r-xa biap!

Coob6mraro Bam, uto Mbl nonyuunu Bame nucemo, gatupoBanHoe 20 mas u
aJpecoBaHHOE HalIEMy MEHEeIKepy I-Hy bpykcy.

I'-u Bpykc 6omeH, u ckopee Bcero ero He OyaeT Ha padboTte mpumepHo 10 10
utons. Korga on Bo3Bparutcs Ha paboTy, s 1oBexy Baiie mocnanue 10 ero CBeIeHuUs.

Bam

Dear Ms. Blair:

This letter is to inform you that we have received your letter dated May 20
that was addressed to our Manager Mr. Brooks.

Mr. Brooks has been ill and is not expected to return to the office until about
June 10. When he returns, I will bring your letter to his attention.

Yours truly,

VYBaxaewmblii r-H biak!

Mp1 nonyuunu Bamie nucemo ot 8 mas. Ilepenaem ero B otaen... Ham kaxer-
Csl, UTO TaM MPOBOAATCS cXoaHbie ¢ Bammmu uccnenoBanusi. Ouu OyayT pajbl CBs-
3aThcs ¢ Bamu.

C yBaxxeHHEeM

Dear Mr. Black,

We have received your letter of May 8th. We are passing it on to the Depart-
ment of... We understand they are engaged in a similar line of research. They will be
delighted to contact you.

Yours truly,
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I'ocnopa!

B otBer Ha Bamy pekinamy B rasere «CerojHs» Mbl XOTeNIU Obl MOJYYUTh
pactieHku Ha Tenedonnbie anmnaparsl «KoOpay ¢ mamsaTeio oT 9 10 13 HOMEpOoB.

[ToxanyiicTa, yKaXKuTe, KaKyr CKUIKY BbI JIeJlaeTe MPU ONTOBBIX 3aKYINKax U
IpU OrIaTe HATMYHBIMH.

C yBaxeHueM

Gentlemen:

With reference to your advertisement in the newspaper Today we would like
to receive your price-list of Cobra telephone with 9 — 13 number memory.

Please state what discount you allow for quantities and cash payment. . Re-
spectfully yours,

I'ocnopa!

IIpocuMm Bac BbICIATh HaM Ball HOBBIM KAaTaJIOI KOMIIBIOTEPOB U MHUKPOIIPO-
1eccopoB. Mbl Takke OyZeM NMpU3HATENbHbI, €CJIU Bbl MPUIIOKUTE K CBOEMY OTBETY
OecraTHbIE MPOCHEKTHI U yKakeTe ycnoBus noctaBku ®Ob Cankr-IletepOypr.

C yBaxkeHHEM. ..

Gentlemen:

Please send us your new catalogue of Computers end Microprocessors. We
also would be grateful if you could enclose free descriptive leaflets with your reply
and quote your terms f.0.b. * St. Petersburg.

Yours faithfully,

* f0.b./ FOB free on board - ppanko-60pT, C OIJIaTON PacX0J0B IO MOTPY3-
K€ M nepeBo3ke 3a cuet nokymnarens; cp. cl.f./ CIF cost, insurance and freight - cTou-
MOCTb, CTpaxoBaHue U (paxT (MpoaaBel] OTUIAUYMBACT U3JEPKKHU, (PPAXT U CTPAXOBKY
0 TOCTaBKE TOBapa B YKA3aHHBINA MyHKT Ha3HAUYCHMUS)

['ocropa!

Mpe1 OyieM OnarogapHsl, €Ciid cpasy K€ IO MOJYYEHUH JaHHOrO 3alpoca Bbl
IPUILJIETE BAall KaTaJIOr M CHMCOK IIEH Ha Ballld HOBbIE aBTOMOOUJIN.

[IpocuMm yka3arh Bamu camble HU3KHE LieHBI 110 oTnpaBke CHP Mocksa 3a
€IMHUIYY TOBapa.

C yBaxeHHnem

Gentlemen:

We should be grateful if you would send us by return mail your catalogue
and price-list of your new cars.

Please quote your lowest prices CIF Moscow per one.

Respectfully yours.
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YBaxkaemsle rocrnogal

KauecTBO mpencTaBiieHHBIX BaMM OOpa3lOB MPOU3BEIO HAa HAc OOJbIIOE
BIICUATIICHUE, U Mbl TOTOBBI 3aKYNUTh Y BaC MPOOHYIO MapTHIO.

MBI COCTaBWIIM CIIMCOK U3JIENUN, KOTOPbIE HAC 3aUHTEpPECOBAIM. MBI cormnac-
Hbl HAa YACTUYHYIO OTHPABKY TOBapa U XOTENH Obl, UTOOBI MOJOBUHA MapTUU ObLIa
JIOCTaBJIEHA B TEUCHHUE TPEX-YETHIPEX HEJETb.

Omutara O6yaet npousBoauThbes B nosuiapax CILIA. Mbl roTOBBI OTKPBITH TOJI-
TBEPKJACHHBIA O€30T3bIBHBIN aKKPEIUTUB B AHTJIUY.

Hawm xoTenock Obl Takke 0OCYyIUTh C BAMU BOMPOC O CKUIKE. MBI COTIacHbI
Ha ckuaKy B 10% OT 1ieHbI BCel MapTUU C OJTHOM OrOBOPKOM: CKHJIKA HA HAIIIM HOBBIE
3aKa3bl B TEUEHUE I0Jja OCTAHETCS 110 KPAaHEN Mepe MPEKHEN.

[ToxxamyiicTa, MOATBEPAUTE MOIYYCHHUE ITOTO MUChMA (PaKCOM.

C yBaxeHnem

Dear Sirs,

We were very impressed by the quality of samples, and we are ready to give
you a trial order.

We have prepared a list of the items that we are interested in. We agree for
part shipment and we would like half the quantity to be delivered in three to four
weeks.

Payment will be made in US Dollars. We are ready to open a confirmed and
irrevocable Letter of Credit in England.

We would like to discuss the question of discount as well. We could agree for
a 10% quantity discount with one provision.

Any further orders we place within a one year period would receive at least
the same discount

Please confirm the receipt of this letter by fax.

Sincerely yours,

['ocnona!

[IpyHuMas BO BHUMaHHUE Ballle TUCbMO OT 7 MapTa U Hall Telle(OHHBIN pa3-
roBOp OT 24 MapTa, Mbl BbIChUIaeM (C 3TUM IMcbMoM) Hatr 3aka3 Ne 10/078.

Mpbl yI0BIETBOPEHBI KayeCTBOM BalllUX aBTOMOOWIJEH, HO, YECTHO TOBOPA,
HaM KaXeTcs, 4TO OyJIeT TPYIHO IMPOJaTh STH MAITMHBI IO Takoi 1eHe. [loaromy mbl
IIPOCUM Bac CHU3UTH 1IeHYy Ha 5%.

C yBaxxeHHEM

Gentlemen:

Referring to your letter of March 7 and our telephone conversation of March
24 we are pleased to enclose our order # 10/076.

We are satisfied with the quality of your cars, but frankly we think that it
would be difficult to sell the cars at this price. So we ask you to reduce your quota-
tion by 5 per cent.

Yours faithfully,
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YBaxaembie rocnojal

[lNoconun Jxeim3, kotopelil HenaBHO noObkiBan B CaHkT-IlerepOypre, nan
HaM Bai ajipec. Mbl OyJieM BecbMa MpU3HATEILHBI 32 HHPOPMAIIUIO O Ballleh jes-
TEJIBbHOCTH.

Hama dupma sBisieTcst akiimonepHbIM o61iectBoM. Ee yupenurenu — kpyn-
HEHIIMe MPOMBIIUICHHbIE MPeanpusaTHs. Mbl O4eHb 3aMHTEPECOBAaHbI B IpHOOpeETe-
HUU TOTPEOUTENHCKUX TOBApOB, BKJIOYAs MPOIYKTHI MUTaHUs, HA OApTEPHONM OCHO-
BE.

bynem paapl COTpyIHUYECTBY C BaMH.

C yBaxxeHHEM

Dear Sirs,

Mr. James who recently visited St. Petersburg has given us your address. We
would appreciate any information on your activities.

Our firm is a joint-stock company. Leading industrial enterprises are among
its founders. We are strongly interested in buying consumer goods including food-
stuffs on a barter bests.

Your cooperation will be very much appreciated.

Very truly yours,

VYBaxkaeMsble rocrosa!

Harmmeit ¢pupmoii pazpaborana opuruHaiabHasi TEXHOJIOTHUSI TIPOU3BOJICTBA Msi-
copyOok. Ham crano u3zBectHo, 4To Bama (pupMma BesieT pedoTy B TOM K€ HarpaBiie-
HUH, TaKUM 00pa30M, y HaC MOTYT OBITh B 3TOM 0OJACTH TOYKU COMPUKOCHOBEHHS.
Kpome Toro, Hama ¢pupma o6sagaeT HeoOXO0AUMBIMU MTPOU3BOACTBEHHBIMU MOIIHO-
CTSIMU Y KBUTU(PHUIIUPOBAHHBIM [IEPCOHAIIOM.

MpI noniaraem, 4yTo BaM OyAeT HEOE3bIHTEPECHO MOJIYUUTh JOMOJIHUTEIbHYIO
UH(OPMAIIMIO O HAIIMX BO3MOXKHOCTSIX, @ B MEPCIEKTUBE MPOBECTU NEPETOBOPHI O
CO3JaHUU COBMECTHOTO mnpeanpustus. Jljig noiaydeHus AajnbHeWined uHPopMauuu
IULINTE HAM I10 aJpecy:

JKnem ot Bac ckOporo oTsera.

C yBaxeHueM

Dear Gentlemen:

Our firm has developed a unique technology of mince-machines production.
We have received information that your firm is in the same line so we might have
common interests in business. Besides, our firm has all the necessary means of pro-
duction and skilled labor.

We hope that you will be interested to learn more about our possibilities and,
in the future, to hold talks on the possibility to organize a joint venture. For further
information please write to the following address:

Looking forward to your early reply.

Yours respectfully,
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YBaxkaemble rocrnogal

B 6mwxkaiimme 10 qHelt B BaiieM paiioHe OyJeT npeicTaBuTeNb Hamel gpup-
Mbl. 51 Hazerock, Bbl yaenute emy 10 MUHYT CBOEro BpEMEHHU C TeM, YTOObl OH MOT
IPOJEMOHCTPUPOBATH BaM YHUKAJILHOCTh U BBICOKOE Ka4€CTBO HAILEro TOBapa.

Ecnu tem BpemeHeM y Bac OyAyT Kakue-JInOo BOIPOCHI, MOXKalyiicTa, 103BO-
HUTE WM NPULLIUTE HaM (pakc.

C yBaxeHueM

Dear Sirs,

We will have in your area during the next 10 days a representative of our
firm. I hope you will allow him 10 minutes of your time so that he can show the uni-
queness and high quality of our product.

If you have any questions in the mean time please call or fax us.

Sincerely yours,

YBaxkaeMmsblii T-H JleliBuc!

biaromapum Bac 3a nucemo ot 15 mas.

C yZ0oBOJBCTBUEM BhIChUIaeM BaM Hall kaTanor KOMIBIOTEPOB U MUKPOIIPO-
1IeCCopoB, e Bbl cMokeTe HAWTH KMCUYEPNBIBAIONIYI0O MHGOPMAIMIO O Pa3IHYHBIX
MojiensiX. B oTnpaBienre BKIIIOYaeM JI€CITh LIBETHBIX PEKIaMHBIX OYKJIETOB.

MBI MOXeM NpeaoXuTh Bam 3TH KOMIIBIOTEPBI C OTPOMHOW CKHUJKOM.
[Ipennaraemass po3nunuHas ueHa usroroBurenss — 3500 pomnapo CIIIA 3a xom-
IJIEKT, a Haia 1eHa — 2699 noyuiapos.

Haiuy 1eHsl 1 ycinoBusl yKa3aHbl B IPUJI0KEHUU.

C yBaxeHnem

Dear Mr. Davis,

We thank you for your letter of 15 May.

We have pleasure in sending you our catalogue of Computers and Micro-
processors where you can find full information about the various models. We enclose
ten colored descriptive leaflets.

We can offer these computers to you at huge savings.

Manufacturer's suggested retail was $3,500.00 but our price is $ 2,699.00
each.

Our prices and terms are stated in the attached list.
Yours faithfully,

VBaxkaemble rocroja!l

C ymoBOJIbCTBHEM COOOIITAEM BaM, YTO MbI OBUTH OYEHb PaJIbl MOJYIUTh BaIll
3aKa3, TaK KaK OH MPEACTaBIsAeT cO0OM Hally MepByIo cAenKy ¢ Bamu. JloOpo moxa-
JIOBATh K HaMm!

Teneps, Korjga Ha4yayo MOJOKEHO, MBIl YBEPEHBI, UTO Hallla TepBasi CAeJIKa
MOBJICYET 3a COOOM JOJTroe W yJlauyHOe COTPYAHUYECTBO. BbI yOemuTech, 4TO MBI
MIPUIIOKUM BCE YCUIIHS, YTOOBI BBl OCTAJIMCH JOBOJIBHBI.
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Cnacu6o 3a goBepue.
C yBaxeHnem

Dear Sirs,

We are pleased to tell you how glad we were with your order because it
represents our first business transaction with you. Your business is welcome!

Now that we have got started we are sure our first dealing will start a long
and happy cooperation. You will find we will do our best to please you.

Thank you for your generous confidence in us.

Yours truly,

YBaxkaeMsble rocrioza!

Mp1 oueHb IpU3HATENBHBI BaM 3a Balle NUCbMO OT 23 sHBaps. K coxanenuro,
MBI HE MOKEM TMPEJIOKUTH BaM UHTEpeCyolue Bac (oToanmaparsl, Tak Kak ceifvac
UX HET B HAJTUUHH.

OpnHako y Hac ecTh OOJbIIas mapTHs IPYrux HOBBIX (oToamnmapaToB. Hane-
eMCsl, UTO 3Ta MOJIEJb YCTPOUT Bac, U MpUiaraeM K NUCbMy OeCIIaTHBIM KaTauor u
MIPEUCKYPAHT.

CKOpOCTh AOCTaBKU IapaHTUPYETCs,, © Mbl MOTJIM ObI BbICHaTh (poToamnmapa-
ThI K KOHIy aBrycra Ha ycinoBusax CUO.

Haneemcs, 4To Hanie npejioKeHne 3aMHTEPECyET Bac.

C yBaxxeHHeM

Dear Sirs,

We are obliged for your letter of January 23. We regret that we cannot offer
you the cameras you enquired about because we do not have them in stock now.

We have, however, a large inventory of other new cameras. We hope that this
model might suit you and enclose a free catalogue and a price-list

A fast delivery is guaranteed and we could supply the cameras by the end of
August on CIF terms.

We hope that our offer will interest you.

Yours sincerely,

VYBaxkaemble rocrnoja!l

Me1 3aunTepecoBansbl B okymnke 100 mTyk .

He mornm Ol BB COOOIMUTH MHE IIEHY B Balliell upMe Ha €ANHUILY yKa3aH-
HOT'0O TOBApa, a TAaKXKe€ CKUJKY IIPU MOKYIIKE TOBapa ONTOM.

Bce nienst nomkubl 6bTh yka3zanel @Ob Ha Ham oduc, Takke T0KEH ObITh
0003HaveH cpok aeiicTBus 11eH. Beerna Baim

Dear Sir or Madam,

We are interested in purchasing 100 units of

Would you please notify me of your firm's unit price for the above goods as
well as discounted price for buying in volume.
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All prices should be FOB our place of business and state the date on which
the price quotation expires.
Very truly yours,

YBaxkaemble rocnoaa!

B 3akaze ot 10 uronst 1996 roga Mbl 3anpocuiii JOCTaBKY TOBApOB, CIIUCOK
KOTOPBIX MPUJIATaeTCsl K 3TOMY MUCHbMY. MBI TIOJHOCTBIO OIJIATHIIM YKa3aHHBIN TO-
Bap 4ekoM OT 1 ceHTs6psa 1996 roga. Mel mpocumM Bac JOCTaBUTH STOT TOBAp.

C yBaxxeHHEM

Dear Sirs,

By order dated June 10, 1996 we requested delivery of the goods attached to
this letter. By check dated September 1, 1996 we paid for said goods in full. Demand
is hereby made of you to deliver these goods.

Very truly yours,

I'ocmona!l

HacTrosiiee mucbMo KacaeTcsl HaIlero 3aka3a Ha MOKYNKy oT S urwonst 1996
roja 3a Homepom 127.

B cBsA3u ¢ TeM 4TO Bbl HE CMOTJIM TPAHCIIOPTUPOBATH TOBAP B YCTAHOBJIEHHOE
BpEMSI, HACTOSIIUM MHUCHMOM MBI aHHYJIUPYEM YKa3aHHBIN 3aKa3, OCTaBJIss 3a COOOM
paBa, KOTOPbIE HAM MOT'YT IPUHAJIEKATD.

Bam

Gentlemen:

Reference is made to our purchase order dated July 5, 1996 and numbered
127.

Due to your failure to ship the goods within the time required, we hereby
cancel said order, reserving such further rights we may have.

Very truly,

VYBaxaewmslii r-H bepu!

Mps1 nonmyunnu Bamn 3aka3 ot 6 Hos6pst 1996 rona Ha TOBap, CIIMCOK KOTOPO-
ro mpuiaraerca K nucbMy. Hactosimum mbl coobmaem Bawm, uto He Moxkem ceitdac
JIOCTaBUTb 3TOT TOBAP, TaK KaK...

C yBaxxeHHEM

Dear Mr. Birch:

We are in receipt of your order dated November 6, 1996 for the goods at-
tached to this letter. Please be advised that we are unable to deliver the goods to you
at this time because...

Very truly yours,
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YBaxkaemas r-ka IIukok!

Crnacu6o0 3a Bam 3aka3 Ne 2/35 na nHamm nogHocs! 1yt poaykToB. K coxa-
JICHUI0, TPAHCIIOPTUPOBKA TOBapa Oblia 3ajiepkaHa, TaK KaK ero HeT celiyac B Hallu-
YHUM Ha CKJaJE.

Mpbl Hazieemcs OTIpaBuTh €ro Bam B Teuenue cneayromux 15 nueit. [Ipuno-
CHUM M3BUHEHMS 3a 3aJICP’KKY U BBI3BaHHBIE €10 HEyno0cTBa. MeI nepenieMm Bam To-
Bap, KaK TOJIbKO OH Oy/JIeT B HAIMUUH.

Ecin Bel xotnTe otmMmeHuTh Bamn 3aka3, mokanyncra, 1auTe HaMm 3HaTh, U MbI
odopmuM, 1o Bamemy kenaHuro, BO3BpaT ACHET WU KPEIHT.

Eme pa3z npuHOCMM CBOM U3BUHEHHUS 32 3aJCPKKY.

C yBaxxeHHEM

Dear Mrs. Peacock,

Thank you for your order 2/35 for our food service trays. Unfortunately, your
shipment has been delayed because this item is out of stock.

We hope to ship within the next 15 days. We apologize for the delay and any
Inconvenience this may cause you. We will ship your order as soon as it is available.

If you wish to cancel your order, please let us know end we will arrange a re-
fund or credit, whichever you prefer.

Again, we apologize for the delay.

Yours sincerely,

VYBaxaemsiii T-H JlapcoH!

[Toxanyiicta, ormenute Ham 3aka3 Ne 346, natupoBaHHbli 6 mast 1996 rona,
Ha TPH JIa3epHbIX nNpuHTepa. CoxaeeM, 4TO HE MOKEM JIajiee XKAaTh OTIIPAaBKU TOBA-
pa IpOU3BOJIUTEIIEM.

MpbI moHHMaeM, 4TO 3Ta 3aJepKKa Mpousonuia He no Bameir BuHe. bynem
umeTh Bac B Buay, ecnu B OyAy1eM HaM MOHaA005TCs TOA00HBIE YCIYTH.

C yBaxeHnem

Dear Mr. Larson,

Please cancel our order number 346, dated 6 May 1996, for three laser prin-
ters. We regret that we are unable to wait for the delayed shipment from the manu-
facturer.

We understand that this delay was not your fault. We will keep you in mind
for similar requirements that we may have in the future.

Yours sincerely,

YBaxkaemas r-xa Kyx!

Bame nucemo ot 6 mas 1996 roma no moBojly HOCTaBKM HEKAYE€CTBEHHOTO
TOoBapa ObUIO HAIlpaBJIEHO MHE. Sl BHUMATEIbHO U3Yy4al0 3TY CUTYyallMIO U HAJIEIOCh €€
obicTpo pazpemnth. Korga Bomnpoc Oyner paccMoTpeH, s 1aM Bam nucbMeHHBINA OT-
BET WUJIY MO3BOHIO MO TeaedoHy.
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VYBepsito Bac, 4To MBI O4eHb cephe3HO BOCIpuHMMaeM Bamry xanoOy. B
JUTSI HAC TIEHHBIN KIIMEHT, U JTI000€ HEYIOBOJIBCTBUE ¢ Bareir cTOpOHBI CBHIETEILCT-
BYET O TOM, YTO CYIIECTBYET HEOOXOIUMOCTh YIyUllleHUsI paOOThI C HAIIEH CTOPOHBI.

Ecnu nyis permienust Bonpoca MHe noTpedyetcs 6ombiie nadopmaiuu ot Bac,
s CBSKYCh ¢ Bamu.

Cnacu0o 3a Baie Teprnienue.

Hckpenne Bam

Dear Mrs. Cook,

Your 6 May 1996 letter regarding the delivery of damaged merchandise was
forwarded to me. I am looking into the situation and I hope to resolve it quickly.
When I have finished my investigation, I will write or call you with a response.

I assure you that we are taking your complaint very seriously. You are a val-
uable customer, and any dissatisfaction on your part indicates an opportunity for im-
provement on our part.

If I need more information from you to help me resolve this matter, I will con-
tact you.

Thank you for your patience.

Yours sincerely,

I'ocmona!l

Mp1 nonyuunnu 3aka3 Ha 150 000 momnapoB ot komnanuu «Pomxep bieiikana
Kommann». Onu Ha3Bayu HaMm Baiy GUpMy JIJIs TIOJTYYESHHS] peKOMEH/IAlNH.

Mps1 xoTenu Obl y3HATh, 3aCITYKUBAET JIM 9Ta KOMIIAHUS JOBEPHS U MOXKET JIU
OHa HECTU OTBETCTBEHHOCTbH 3a 3aKa3 Ha TaAKyI0 CYMMY.

Mps1 OyneM npu3HATENBHBI 32 JTIOOYI0 WH(POPMAIHI0, KOTOPYIO BbI MOTJIA OBl
HaM J1aTh, U Oy/IeM CUUTATh €€ CTPOro KOH(PHUICHITMATEHOM.

[Ipunaraem KOHBEpPT ¢ OOpaTHBIM aJIpecoM U MapKOM JJisi BAlIero OTBETa U
3apaHee OJiarogapum Bac 3a JIIOOE3HOCTh.

Hckpenne

Gentlemen:

We have received an order for $ 150,000 from Messrs. Roger Blake and Co.
They have given us the name of your firm as a reference.

We venture to ask you to advise us whether they are good for this amount and
whether they are trustworthy.

Any information which you may give us will be gratefully appreciated and
treated strictly confidentially.

We enclose a stamped addressed envelope for your reply and thank you in
advance for your courtesy.

Sincerely,

['ocnona!
B otBer Ha Baiie nucbMo OT 11 ssHBapst Mbl 1a€M BaM MHTEPECYIOIIYIO Bac
uHdopMaImio.
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«Pomxep breiik sng Komnann» — Monogas ¢gupma, moib3yromascs camon
BBICOKOM pernyTauue B ropoae. Mpl cOTpyaHMYaeM ¢ HEW B TE€YEHHE TpEX JIET U
NPUILUINA K 3aKJIFOYEHUIO, YTO UM BIIOJIHE MOKHO JTIOBEPATH BO BCEX OTHOIIEHUSAX. MBI
OBl C YBEPEHHOCTBIO MIPEJIOCTABUIN UM KPEIUT Aake 0oJibllle YKa3aHHOW BaMU CyM-
MBI.

[Tpocum cuutaTh 3Ty MHPOPMALUIO CTPOro KOHPHUAECHLUUAIBHOW U 0e3 Ka-
KOI-TM00 OTBETCTBEHHOCTH C HAlllel CTOPOHBI.

Hckpenue

Gentlemen:

In reply to your letter of January 11, we give you the required information.

Messrs. Roger Blake and Co. are a young firm who enjoy the best reputation.
We have done business with them for three years and have found them quite trustwor-
thy and reliable in every respect. We would not hesitate to grant them credit in excess
of the amount you mention.

Please treat this information in strict confidence and without responsibility
on our part.

Sincerely,

KonduaenuuaabHo

['ocriona!

K coxanennro, Mbl HE MOXEM MPEIOCTAaBUTH BaM HHGOPMAIINIO, KOTOPYIO
BbI IIPOCHJIA B CBOEM NUCHhME OT 11 siHBaps.

Harmme nemoBoe coTpyIHUYECTBO C 3TOM (HUPMOI OBIIIO HACTOJNBKO KPATKUM,
YTO MBI HE UMEEM BO3MO>KHOCTH COBETOBATh BaM, MOXHO Jin 0€3 pUCKa MpeaocTa-
BUTH 3TON (pupMe KpenuT Ha ykKazaHHyI0 cymmy. [lokamyiicta, HaBeIUTE CIpPaBKU
gyepe3 KaKoe-T11u00 areHTCTBO Wiu OaHK.

CoxaiieeM, 4TO HE MOKeM OBbITh OOJIee TOJIE3HBIMU BaM B 3TOM JIEJIE.

[IpocuMm paccMatpuBaTh TO MUCEMO KOH(PHUIEHIIUAIBHO.

Hckpenne

Confidential

Dear Sirs:

We regret we cannot supply the information you require in your letter of 11
January. Our business with that firm has been so small for us that we see no way of
giving you any advice as to whether the involved sum can be credited safely. Please
make inquiries through an agency or a bank.

We are sorry for not being more helpful in this case.

Kindly treat this letter with confidence.

Sincerely,

VBaxkaembIil r-H Maknonamnn!
Mp1 coxaneem, 4TO HE MOXKEM MOPYUYHUTHCS 3a HAJIEKHOCTh KOpHopamnuu X.
Harr onbiT pa®oTsl ¢ 3101 pupmoii ObLT HEYAOBICTBOPUTEIICH.
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B Tedenue nocieqHuX ABYX JIET, KOTJa MbI MOAJEPKUBAIM JEIOBBIE OTHO-
IIEHUs ¢ Kopropaiueil X, OHa HEOJHOKPATHO HE BBIMOJIHsIIA CBOU (prHAHCOBBIE 00sI-
3aTeNbCcTBA. bosee Toro, B HacTosiee Bpems 3ta ¢pupma aoixHa Ham 50 000 gosna-
pos CIIIA 3a ToBap, mpuoOpeTEeHHBIH 3a NOCAEAHUE ILIECTh MECSILIEB.

MpbI 3HaeM, 4TO 3Ta MHPOpPMaLIUs OCTAHETCS] KOH(DHUICHIIMATLHOMN, U HAJleeM-
cs1, uTo oHa Oyzaet Bawm nosnesna.

Hckpenne Bam

Dear Mr. MacDonald:

We regret that we cannot vouch for the reliability of X corporation. Our ex-
perience dealing with this firm has been unsatisfactory.

During the past two years that we have been having a business relationship
with X company, they have repeatedly failed to meet their financial obligations. In
fact, right now they owe us $ 50,000 for purchases made over a period of six months.

We know that this information will remain in confidence and we hope that it
will be helpful to you.

Sincerely yours,

VYBaxaemas r-xa Kpoccman!

Mp1 o6pamaemcst Kk Bam, 4ToObI HATIOMHUTB, 4TO Hatl c4eT Ne 378 Ha cymMMy
5000 nomnapos CIIIA BoT yxe 30 1HEH He OIIayeH.

Ecmu y Bac ecTh mpo06ieMbl ¢ OIJ1aTOM 9TOTO CYETa, TO, MOKAITyHCTa, HEME]-
JICHHO MO3BOHUTE MHE, C TEM YTOOBI MBI MOTJIM CKOPPEKTUPOBATH €TO.

Crmacu6o 3a Baie HezamenmuTenbHOe BHUMaHUE K ’TOMY BOITPOCY.

C yBaxxeHHEM

P. S. Ecnu BBl yXe Nepedrciivig 3Ty CyMMY MO MOYTE, NOKaIlyicTa, IPUMHU-
T€ Halry 0JIaroAapHOCTh U MPOUTHOPUPYUTE 3TO MUCHMO.

Dear Mrs. Crossman,

This is a reminder about invoice number 378 for $ 5,000, which is now over
30 days past due.

If there is e problem with this invoice, please call me at once so we can cor-
rect it.

Thank you for your prompt attention to this matter.

Yours sincerely,

P. S. If your payment is already in the post, please accept our thanks and dis-
regard this notice.

B Banx Hvio-Hopxka
[Hara:

['ocnona!

HacTtosimium BamM mpeAnuchIBa€TCS MPEKPATUTh OILIATy MO MPEICTaBICHUU
CIEAYIOLIETO YeKa:

Nwms nonyuarend: Jleonun [letpos
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Jlata yeka: 25.10.96

Cymma: 50 000 nommapos CILIA

Howmep uexka: 27

OTO0 mpeKpalleHue miaTexa OCTaeTcsl B CUIIE 10 CIEAYIOIIEro MMCbMEHHOTO

pacropsHKCHUS.

check:

HHMH.

pany.

Hanmenosanue cuera: BaaroTHbI cyeT
Howmep cuera: 24367- 49875
IHoamucek:

To: The Bank of New York

Date:

Gentlemen:

You are hereby directed to stop payment upon presentment of the following

Name of Payee: Leonid Petrov

Date of Check: 10.25.96

Amount: $50, 000

Check Number: 27

This stop order shall remain in effect until further written notice.
Name of Account: Currency Account

Account Number: 24367- 49875

By:

Meneooicepy no pabome ¢ nepconaiom
Hactosumm coobmato, uto ¢ 5 nexabpst 1996 roga s yBOJIbHSAIOCH U3 KOMIIa-

C yBaxeHnem

To: Personnel Manager
Effective December 5, 1996 I hereby resign from employment with the com-

Very truly yours,

Komy:
Hacrosimm cooO1ato, 94To s YBOJBHSIOCH C JIOJDKHOCTH B

KOopIropanuu ¢ CCroAHAINHCTO OHA.

C yBaxxeHHeM
(ITonmuce)

To:
I hereby resign as of the Corporation effective forthwith.

Very truly yours,

(Signature)
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JOBEPEHHOCTD

BbIJ1IaHa komnanuen «Jlesn3 Koncantunr Murepusmnn Jlumuren»

Hacrosmei JloBepeHHOCTBI0, BhIJaHHOM 5 stHBapsa 1997 rona «/leBu3 Kon-
cantunr Muatepusmnan Jlumuren», koMmmanued, oOpa3oBaHHON M 3aperucTpUpOBaH-
HOll B Poccuiickoit Deneparuu, el 3aperucTpUpoOBaHHbIN 0QUC HAXOIUTCS TIO af-
pecy: Poccus, 191011, Cankr-IlerepOypr, HeBckuit mpocnekr, a. 54, anmapTaMeHThI
15 (3aecy u nanee umenyemont «Kommanus»), r-H [lerpo Jleonun IletpoBud, KoH-
CYJIbTaHT MO MEXKIyHAapOJIHbIM OTHOLIEHUSIM KoMnaHuu, Ha3Ha4YaeTcs: HACTOSIIIUM U
3akoHHbIM [loBepennbiM Kommanuu (31ech u ganee umeHyeMbiM «lloBepeHHBIIN),
YIIOJJTHOMOYEHHBIM IIPEJCTABIATh €€ U JEMCTBOBATH OT MMEHU U MO NOPYUYECHUIO
Kommanumu.

A Taxke HacCTOSIIUM JeKiaapupyetcs, uro Kommnanus parudummpyet u moj-
TBEPKIAET U COTJamaeTcs paTudUIMpoBaTh U MOATBEPAUTH BCE, YTO OBl HU Clemal
VI HU HaMepeBaJcs cnuenarh [IoBepeHHbI HA OCHOBAHWM JNAaHHOW JlOBEpPEHHOCTH,
BKJIOYasl MOATBEPKACHUE TO0bIX neicTBuid [loBepeHHOro, COBEpIIEHHBIX B MPOMeE-
KYTOK BPEMEHU MEXIy OTMEHOM NaHHOM J[OBEPEHHOCTH M JHEM, KOIJa O TAKOBOWU
OTMEHE CTaJI0 U3BECTHO YKazaHHOMY [loBepeHHOMY.

B cBuzaerenbctBO cero 3ta JloBepeHHOCTHh ObLTa OopMIiIeHa NSATOTO SHBAPA
TBICAYA IEBATHCOT JEBSIHOCTO CEIbMOTI0O roJa.

Ileyats KOMITAaHUU

«JleBu3 Koncantunr Uatepusmun Jinmuren»

ObLJ1a 371eCh TPUIIOKEHA B PUCYTCTBUU:

(moamwuce)

Pomana I'ynseBa

['eHepabHOTO AUPEKTOPE KOMITAHUHU

«JleBn3 Koncantunr Muarepusmnn Jlumuren

POWER OF ATTORNEY

By Deviz Consulting International Limited

By this Power of Attorney given on the 5 day of January 1997 Deviz Consult-
ing International Limited, the company incorporated and registered in the Russian
Federation, having its registered office at: 54 Nevsky Prospect, Suite 15, St. Peters-
burg, 191011, Russia (hereinafter called "the Company") hereby appoints Mr. Leonid
Petrovich Petrov, Consultant on International Affairs of the Company, the true and
lawful Attorney (hereinafter called "the Attorney") of the Company to represent and
act in the name and on behalf of the Company.

And it is hereby declared that the Company ratifies and confirms and agrees
to ratify and confirm whatsoever the Attorney shall do or purport to do by virtue of
this Power of Attorney including in such confirmation whatsoever shall be done be-
tween the time of revocation of this Power of Attorney and the time of that revocation
becoming known to the said Attorney.
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In witness whereof this Power of Attorney has been executed this fifth day of
Januaryl997.

The common seal of

Deviz Consulting International Limited

was hereunto affixed in the presence of:

(signature)

Roman Gulyaev

General Manager of the company

Deviz Consulting International Limited

PACIIMCKA B ITOJIYUYEHUN

Hacrosiimum s, HUKETIOANMCABIINIACS, YAOCTOBEPHB MMOJyUYEHHUE IIATH THICSIY
nosrtapos CILA ($ 5000) ot r-na JImutpus [leTpoBa 3a yIuiaty v BBITOJIHEHUE 00sI-
3aTeIbCTB MO A0roBopy ot 13 mas 1995 roaa, kotopslil Oosiee mOIPOOHO OMKCAH Cie-
IYIOIIUM 00pa3oM: .

[Toanucano u ckperieHo nevateo 30 mas 1996 ropa.

CBunerenn

RECEIPT

The undersigned hereby acknowledges the receipt of Five Thousand (8 5,000)
US Dollars from Mr. Dmitry Petrov in full payment, satisfaction and discharge of the
obligation dated May 13,1995 which is more particularly described as follows:

Signed and sealed this 30 day of May, 1996.

Witness

PACITINCKA B ITIOJIVUHEHUU
15 aBrycra 1996 rona
[Tonydeno ot r-ua Byrmana $ 500 (msitbcoT nosapos CIIIA).

(IToamwuce)

RECEIPT
15August, 1996
Received from Mr. Bootman 8 500 (five hundred US Dollars).

(Signature)

A.S IlpuraameHusi ¥ OTBETHI HA NpUrJIameHus B roctu. [lo3apasaenust
(Invitations, answers to invitations to visit. Congratulations )

YBaxkaempli MaTTbi0!

Moii npenogaBaTenb aHTIUHUCKOTO sI3bIKa cooOIIMII MHE Bare ums u aapec u
ckasai, 4To Bbl Obl XOTen OOMEHSTHCS BUBUTAMHM CO CBEPCTHUKOM M3 Halllel CTpa-
HBI.
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He xotenu O6b1 Bl mpoBecTr WMIOHH WIHM MO HAa HAIIEH made y peku? A s
Mor Obl puexaTh K Bam B aBrycre win ceHtsiope. Bo3amMoxHo 1 3107

Mpbl 00a M3yyaeM HMHOCTPAHHbBIE A3BIKM B YHUBEPCUTETE, U y HAC JOJHKHO
ObITh MHOTO 001iero. S mymato, Bel Xopomio npoBesiere OTIyCK, Tak KaK y Hac ecTb
J0JIKa, Mbl MOTJIM OBl KynaThcsl U 3aropath. [lorona 3aech B 3T0 BpeMsi rojia 0ObIYHO
BEJIMKOJICTIHAS.

[ToxxanyiicTa, mockopee cooOUIUTe MHE, 3aUHTEepecoBaio Ju Bac moe mpen-
JI0KEHHE.

Hckpenne Bam

Jleonnn

Dear Matthew,

My English professor has given me your name and address and told me you
would like to exchange visits with someone of the same age in my country.

How would you like to spend June or July with us at our country house on the
river? Then I could visit you in August or September. Would that be possible?

We are both studying foreign languages at universities, and we should have a
lot in common. I think you would enjoy your holiday, because we have a boat, and we
would be able to swim and sunbathe. The weather here is usually marvelous at this
time of the year.

Please let me know soon if you are interested.

Yours sincerely,

Leonid

Hoporoii [TaTpuk!

S TONBKO YTO MOJIy4yus TBOE€ MUCHBMO M CHENly OTBETUTh. [lo-moemy, TBoe
IPETI0KEHHE OOMEHSITHCS BUBUTAMH BEITUKOJIETTHO. MBI ObIITH OBl OYEHB pajIbl TIPH-
HSTh TBOUX JAPY3€Hl 37€Ch 3TUM JIETOM U ChE3JIUTh K HUM CIIEIYIOIIUM JIETOM. boib-
10€ crmacubo, YTO Thl MPEIOKUI UM ATy HICH0. Mbl OYeHb pajibl, YTO OHM COTrJac-
HBI. S| yBepeH, 4TO HalllM IJIaHbl YCIEITHO OCYIIECTBITCS.

Yrto kacaeTcs moJpoOHOCTEN, TO 1 HAMUIILY MPSIMO TBOUM JIPY3bsIM.

OrpomHoe criacu0o 3a TO, YTO ThI B3sUT Ha ce0sl TPyl IOMOYb HaM.

C HawIy4YIIMMU MOKETaHUSIMU

TBou

Dear Patrick,

I have just received your letter, and I hasten to answer. I think your idea of
an exchange visit is excellent. We should be delighted to welcome your friends here
this summer and to arrange an exchange with them for the next summer. Thank you
very much for putting these suggestions to them as well. We are very glad that they
agree to the proposal. I am sure we can make a success of it.

As to the details of the arrangements I will write to your friends directly.

Thank you very much for having taken the time to help us.

Kindest regards.

Yours,
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Hoporoii bopuc!

Ceroans st BbIChUIa0 TeO€ MUCHMO-TIPUTIIANICHUE, OUIIMAIBHO 3aBEPEHHOE
HOTapuycoM. S Takke BBICHLIAI0 HECKOJBKO KHUT IS TEOsI.

S cnexy 3a nmonoxenueM B Poccun. Hageroch, 4To BBl BCe 310POBBI U KUBETE
OoJiee Ui MEHEE XOPOIIIO.

MoskeT ObITh, KOT/Ia ThI YJIQJIUIIIb BCE CBOU MPOOJIEMBI C BU30H, s CMOT'Y BbI-
cnathb Tebe owier o JIonmoHa, 4ToOBI cenaTh BCE MPOIIIE.

[[1r0 Bcem BaM HaWJTy4IIIHME TIOKEJIAaHHUS U CBOIO JIFOOOBB.

Bama

Dear Boris,

Today I am sending you the letter of invitation officially witnessed by a solici-
tor. I am also sending you some books for yourself.

I've been following the situation in Russia. I hope you are well and able to
live more or less comfortably.

Maybe I will be able to send you a ticket to London when you get all the visa
problems sorted out to make everything simpler.

Lots of love and best wishes to you all.

Yours,

Jleonun!

VY MeHs He ObUIO OT T€0S HUKaKUX U3BECTUH, TO3TOMY XO4Y MPOBEPUTH, 1O~
JTYYWI JU Thl NPUTJIAIIEHUE U MaTepUajbl, KOTOpbIE s BhIchan Tebe mo Qakcy. OTu
MaTepuaibl COJIEpKaT BCE HEOOXOAUWMBIE JOKYMEHTHI Ul MOJTY4YeHHs] BU3bI B IIO-
conbcrBe CIIA. D10, 5 1yMaro, OBICTPBIA M JIEMIEBBIA crIOCOO CBA3M IS HAC, U
YBEPEH, ThI MIOHSUI, YTO 3TO OYE€Hb YJOOHO.

Ton

Leonid,

Since I have not heard from you, I just wanted to check to make sure that you
did receive the invitation and the materials I sent. These materials contain all the ne-
cessary documents to get a visa for you at the Embassy of the USA. It would be [
think a quick and cheap way to communicate and I think that you would find it a use-
ful tool.

Sincerely yours,

Hoporoii /[>oH!

bonpmmoe crmacn6o 3a MUCHEMO, KOTOPOE s MOTydYnyI BYepa. B oTBeT Ha TBOIO
mpochOy 5 mockuIato Tedbe HoBoe mpuriamieHue. Korma Tl pacCUuThIBaCIh MPUEXATh
B MockBy? MeHs OoJibllie yCTpauBaeT CEHTSIOPh, MOCKOIBKY MHE TPUJIETCS OTCYTCT-
BOBAaTh IMOYTH BECh MECSIl M OBLIO OBl HEIJIOXO, €CIM OBl KTO-HUOYIb «CTOPOKUI»
nom. Ho Tb1, moxkanyiicta, pemai, kak Tede ygo0Hee.

C HaMJIy4YIIMMU TIOKETaHUSIMU

95



Hckpenne tBon

Dear John,

Many thanks for your letter which came yesterday.. I wonder when your are
thinking of coming to Moscow. In some ways September would suit me best, as I have
to be away most of the month and would like to have a "watchdog" in the house. But
please arrange things as it suits you best.

With best wishes.

Yours very sincerely,

Hoporoii Bonoas!

W3BuHu, yto He mucana panbiie. Crnacu0o OOJBINIOE 32 KHUTY O PYCCKHX
KocTioMax. OHa — BEJIUKOJIEITHA.

S mocnana Tede KypHaJ MO UCKYCCTBY Mecsll ToOMY Ha3zal. [lomyuun au Thi
ero? Jlait MHE 00 3TOM 3HaTh, U 5 T¢OC BBIILIIO CIIIC.

Coo0mu MHe, oXKallylcTa, Kak MOMOYb Te0e mpuexaTh B AHTJIUIO XOTS Obl
Ha 2 niu 3 Mecdua. Sl rotoBa BbICHaTh T€OE CBOE JIMYHOE MPUIJIAIICHUE WIH IPH-
rJIaleHue oT Haero yausepcutera. CooOuu, yto Te0s 00JIble yCTPOUT.

[Torona ceifuac 31ech IpeKpacHasi, HO JI0 UIOJIsl BCE BpeMs el 10Xab. Jo-
rUMU Bedepamu s tymato o [letepOypre u 6enbix Hovax.

C HaMJIy4IIMMU TOKETaHUSIMU

Dear Volodya,

Sorry for not writing sooner. Thank you very much for the book on Russian
costumes. It is very beautiful.

I sent you a magazine on art about a month ago.iDidyou get . It yet? Let me
know if you did and I will send you more.

Let me know if there is any way I can assist you to come to England for at
least 2 or 3 months. I can send you my own personal invitation or an invitation from
our University. Let me know, what suits you better.

At the moment the weather is nice here, but until July it was raining all the
time. During the long evenings I think of St. Petersburg and what it must be like dur-
ing the "White Nights".

Best regards,

Hoporoit Ctusen!

WuTepecHo, moiy4us oM Thl MO€ MUCbMO. MBI OyZeM paabl IPUHATH TBOUX
Ipy3eil, Koraa Obl OHM HU 3aXOTeNH Ipuexarb. Kak Thl Jymaenib, MOrau Obl OHU CO-
oOLIUTE HAM, COOMPAIOTCS JIM OHU MPUEXaTh HA MOE3/e UM NPUJIETAT HA caMoJieTe?
HawMm B m1000M citydae He COCTaBUT TPYJa BCTPETUTh UX U IPUBE3TH JTOMOM.

A Hazserock BCKOpE MOJIYYUTh MUCHMO OT T€OSI MJIK OT HUX.

TBoM BceM cepauem

Dear Steven,
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I wonder if you have received my letter by now. We shall be happy to receive
your friends whenever they wish to come. Do you think they could let us know if they
intend to come by train or by plane? It would be no trouble whatsoever to drive them
home.

I hope to hear from you or them soon.

Yours cordially,

Hoporue Kiapa u Jlxum!

MpbI ¢ GOJIBIIIUM HETEPIIEHUEM JKJIEM Bac 3TUM JIeTOM. MBI JKJileM Bac B Hada-
JIe aBIryCTa U HaJIEeMCsl, YTO BbI MIOKMBETE Y HAC JI0 KOHIIA MECALIA WIH J0JbLIE, ECIU
CMOJXKETE.

[TpunsTh Bac y ce0st moMa — Jyist Hac OosbInast 4ecTh. Mbl O4€Hb Pajibl, YTO
BbI COTJIACWJIUCHh MPHEXAaTh U MOTOCTUTHh Y HAacC. Mbl XOTUM OTBETUTh BaM TaKUM K€
TOCTETIPUUMCTBOM, KOTOPOE Bl HE Pa3it00E3HO OKa3bIBAIA HAM.

Bbl 107KHBI 3HATh, UTO MBI MIPEJOCTAaBUM BaM BCE, YTO OyJeT BaM HE00XO-
JMMO BO BpeMsl NpeObIBaHUs Y HAC, BKJIOYas U (PMHAHCOBBIE PACXO/Ibl, KOTOPBIE MO-
I'yT BO3HUKHYTb.

Hckpenue Bamm

Dear Clara and Jim,

We are looking forward very much to your visit to our country this summer.
We are expecting you at the beginning of August and are hoping that you may stay
until the end of August or longer if you can manage.

We consider it a privilege for us to receive you as guests in our house and to
be allowed to entertain you. We are very grateful indeed to you for consenting to
come and stay with us. We are looking forward to offering you hospitality in return
for the hospitality you have kindly given us on many occasions.

We want you to understand that we will see to all your needs while you are
with us and to any expenses that may arise.

Yours sincerely,

Hoporoii JIopenc!

S Hazerock, ThI XOpowio mpoBen oTmyck. [locie Takoi »kapbl, 1 YBEPEH, ThI
OyJIenib paJi CHOBa BEpHYThCS K CBOEH padoTe.

UYro kacaercs MEHs, TO MOU OTIIYCK IIPOIIEN Kak Henb3s Jiyuuie. [lepBoie aBe
HEJIEIM 51 IPOBEJ AOMa, B CBOUX POJHBIX MecTax. 3aTeM s moexan B Hosropon, a B
KOHIIE JIeTa moObIBall B MOCKBE CO CBOEH crapiieii cecTpoii. Mbl 04eHb XOPOIIIO Mpo-
BEJIM BPEMS.

Kak Tl OTHOCHIIIBCS K TOMY, YTOOBI HAM BMECTE MTPOBECTH 3UMHUE KaHHKY-
JIBI?

C Hauy4IIMMHy NOXKeNaHUSIMU

Dear Laurence,
I hope you had a good vacation. After the heat of this summer I am sure you
must be glad to be back at your work again.
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As for me, the vacation was all I could have asked for. I spent the first two
weeks at home at my native place. Then I went to Novgorod for a week, and at the
end- of the summer I took a trip to Moscow with my elder sister. We had a very good
time indeed.

What do you say to spending the winter holidays together?

Best regards,

Hoporoiit Hopman!

A ormpaBun Tede HEOOBITYIO OaHaEpOb ¢ GoTorpadusiMu, CHITBIMU, €CIH
Thl He 32061, B Pume. A Haneroch, OoHM HAmOMHSAT TeOe O JMHIX KOH(EPEHIUH U O
nonrux Oecenax, KOTOPHIE s CUUTAI0 OYEHBb IMOJE3HBIMU. BOIOCh, UTO OHU HE Tpe-
CTaBJIAIOT XYJO0KECTBEHHOM IIEHHOCTH, HO, OBITh MOXET, OHU TeOe MOHPABATCS KaK
NaMsTh O Moe3ake B Pum.

[To3B0oJIb MHE 3aKOHUUTH MHUCHbMO HATOMUHAHHUEM, YTO Thl 00€IAN TPUEXaTh
kak-HuOyb B [leTepOypr. A Oyny odeHb paja NpUBETCTBOBAThH T€OS 37€Ch U MPUHATH
KaK CBOETO JINYHOT'O T'OCTH.

C HaWIy4IIMMU TTOXKETaHUSIMU

Hckpenue TBOM

P. S. [Moxanyiicta, nepenait or MmeHs 6oJibiioi npuBet Cy3aH.

Dear Norman,

A small parcel with photographs taken In Rome, as you may remember, is on
its way to you. I hope they will remind you of the days of the conference and the long
discussions, which I found very stimulating. Excuse the quality. I'm afraid they have
no artistic quality but you may like them as a memento of the visit to Rome.

Allow me to wind up by recalling that you promised to come to St. Petersburg
one day. I would be most happy to welcome and host you here as my personal guest.

Kind regards.

Yours sincerely,

P. S. Give Susan my best regards, please.

Hoporoii 'un6ept!

INocmonun Cwmut, Haxonsmuiics ceituac B [letepOypre, ckasan MHE, U4TO Thl
cobupaenibcs B [leTepOypr Ha ceMuHap 1o OGMOJIOTHH, KOTOPBIN OyAET MPOXOAUTH C
15 mo 17 centsiOpsa. Mol Oynem pajibl, €Clid Thl MPOBEACIIb C HAMU YUK-IHJ| TTOCIIE
ceMuHapa. Mbl Takke NmpuriacuMm u rocnoanHa Cmuta npucoeAuHUThCS K HaMm. OH
OyzeT paj CHOBA IMOBHIATHCS C TOOOM.

Ecnu y Te0s Ha 3TOT YUK-3H]1 APyTrUe IUIaHbl, Jail HaM 3HaTh, U MbI [1OCTapa-
€MCSl yCTPOUTH BCE TaK, YTOOBI BCEM OBLIO YAOOHO.

Haneemcs, uto TBOIi moe3aka OyAeT MPUATHOMN, U KAEM BCTPEUH C TOOOM.

Hckpenne tBo

P. S. Iloxanyiicra, H0O3BOHM MHE BEYEPOM B JIFOOOM JIeHb. S ToMa MpUMEPHO
C BOCbMH 4acOB Beuepa.

Dear Gilbert,
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Mr. Smith, who is with us in St. Petersburg now, has told me that you are
coming to St. Petersburg to attend the Seminar on Biology from September 15 to the
17th. We should be happy to have you with us for the weekend following the Seminar.
We shall ask Mr. Smith to join us, too. He will be delighted to see you again.

Should you have other plans for the weekend in question, let us know, and we
will try and make arrangements that would suit you better.

We hope you will have a very good journey and look forward to seeing you.

Yours sincerely,

P. S. Please call me in the evening any day. I'm back home around 8 p.m.

Hoporoii mpodeccop Yanman!

S Hazeroch, YTO NMPEJIoKEeHHbIE JaThl OyayT yaoOHs! it Bac. Bpsin mu cro-
UT TOBOPUTH, UTO MBI C HETEPIICHUEM KJIeM Batiero npuesna B sHBape.

Nckpenne Bam

Dear Professor Chapman,

I hope you will find the dates suggested convenient. Needless to say, we are
looking forward very much to seeing you in January.

Yours sincerely,

VYBaxaemblii r-H AnamMcoH!

IN'ocmonuun bpayn coobmmur MHe 0 Bammem HamMepeHMH MoOOBIBaTH B HAIleM
ropoze 3tum jetoM. s MeHs 3To npustHas HOBOCTh. JKny Bac ¢ Herepnenuem.
[Toxainylicta, U3BECTUTE MEHS, KAKMM PENCOM BBl IpuiieTuTe 1 Koraa.

C yBaxxeHHEM

Dear Mr. Adamson,

Mr. Brown has informed me of your intention to come to our city in the sum-
mer, and this is indeed good news to me. I am waiting for your arrival with anticipa-
tion. Please let me know on what plane you will arrive and when I may expect you.

Sincerely yours,

VYBaxaemslii r-H bonayun!

N3 nucema, KoTopoe s oIydusl cerofaus ot JIkoHa, s moHsu1, 4To BEI, BEepo-
SATHO, CKOpo Oynere B Hammx Kpasx. Ecau Bel octanoBurecs B IletepOypre, s 6epy
Ha ceOs opranusanuio Bamrero mocyra. YepkHUTE BCEro JUIIb CTPOUYKY HIIH IO~
Te (akc.

A TOKa BCEro HauIyullIero.

Nckpenne Bam

Dear Mr. Baldwin,

From a letter I got today from John, I gather that you are likely to come to
these parts sometime soon- If you stop in St. Petersburg it will be my privilege to en-
tertain you. Just drop a word or send a fax.

All the best for now.
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Yours sincerely,

Hoporue Mapus u Ban!

Most ceMmbsi U sI XOTeld Obl MPUIJIACUTH Bac MPOBECTH Mpa3AHUK 4 WO,
JleHb HE3aBUCUMOCTH, B HaIlleM JICTHEM JIOMEe Ha Oepery okeaHa. Hair 1oM HaxoauT-
Csl HETAJIEKO OT TTOOEPEkKbs, U, €CIIU Bbl 3aXOTUTE, MOKHO OYyJI€T UCKYIAaThCs U TOTY-
JISATh HA B3MOPBE.

MBI BCTpETHUM Bac B a3pONOPTY HA MAIIUHE.

Knem BcTpeuu ¢ BaMU U HaJIEEMCSI, YTO BbI CMOYKETE IIPUEXATh.

Bamm Bcem cepauem

Dear Marie and Ivan,

My family and I would like to invite you to spend the 4th of July holiday, In-
dependence Day, at our summer house on the ocean. Our house is near the beach
and you will be free to swim and walk along the shore to your heart's content.

We will meet you at the airport and take care of all your transportation. We
are looking forward to seeing you and do hope that you can come.

Cordially yours,

I'-Hy u r-)xe IBaHOBBIM

I'-1 u r-xa J[xeiim3 CMUT UMEIOT YECTh NPUTIIACUTH I'-Ha U T-Ky MIBaHOBBIX
Ha o0ef B cy00o0Ty 15 okTa0ps B 7 yacoB Beuepa.

[Ipocrba OTBETUTS.

To Mr. & Mrs. S. Ivanov
Mr. and Mrs. James Smith request the pleasure of Mr. and Mrs. S. Ivanov's

company at dinner on Saturday, the fifteenth of October, at 7 p. m.
RS V.P. *

* R.S.V.P.— cokpamenue ot ¢paniryzckoro Repondez s'il vous plait ‘Ot-
BEThTE MOXKAIyicTa’ .

I'-ny u r-)xe liBaHOBBIM

I'-H u r-xa J[xeiiM3 CMUT ¢ cOoXaJICHUEM COOOIIAIOT, YTO OHHM BBIHYKJICHBI
OTMEHHUTH CBOM MpUTJIANICHUS Ha cy000Ty 15 OKTSI0ps 1o npudyuHe 00JIE3HU UX ChI-
Ha.

Hckpenne

To Mr. &Mrs. S. Ivanov

Mr. and Mrs. James Smith regret that they are obliged to recall their invita-
tions for Saturday, the fifteenth of October, owing to the illness of their son.

Sincerely,
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Hoporoii /[>oH!

Ecnu Tb1 cBOOOIEH BEUEPOM B 3Ty IATHULY, IPUXOJH K HAM Ha o0e] 0KoJIo 7
yacoB. be3 rajicryka.*

TBoM

* Mmeercs B BUy HeouianbHas Gopma OIEKIbI.

Dear John,
If you are free on Friday evening, could you come to dinner at about seven
o'clock? Informal.
Yours,

Hoporoit Hapins!

Bonbioe cmacu6o 3a MuchMO | 3a MpHUCIaHHOE O(UIIMATBHOE MIPUTTIAIICHUE.
C TBOEH CTOPOHBI OYEHD JIFOOE3HO B3SATh Ha ce0sl pacXoAbl BO BpeMs HaIIero mpeObl-
BaHuA B bpuranuu. S ¢ 61aroapHOCThIO NPUHUMAKO €TI0 MPU YCIOBHUH, YTO MBI Oy-
JIEM UMETh yJI0BOJILCTBUE MPUHSITH BAC C OTBETHBIM BU3UTOM.

Mps1 MOkeM 00CYAUTH BCE BOIPOCHI IIPU BCTPEUE WIIM B MHCbME, €CJIH BbI 3a-
XOTUTE MEPBBIMU MpUEXaTh K HaM. MHe KaxXeTcs, 3TO ObUIO Obl HEIMJI0XO0, TOCKOJIbKY
JaThl HAlIMX MOE3JI0K ele He yTouHeHbl. Kak Obl TO HU ObLIO, 5 XO4y 3aBEpUTH Bac,
YTO MbI BCEI/Ia Pajibl IPUHSATH Bac y ce0sl B 1t000€ yA00HOE AJIsl BaC BpEMsL.

Eme pa3 Oonbioe criacub0 U HAaMTy4dlINe M0KEeJIaHUsI OT MOEH KEHbI U MEHS.

Hckpenne tBOM

Huxonau

Dear Charles,

Many thanks for your letter and the formal invitation you enclose. It is very
nice of you to offer to meet our expenses while we are in Britain. I gratefully accept it
on the assumption that we shall have the pleasure of receiving you here as the return
part of the exchange visit.

We can discuss all the points with you personally or by letter should you wish
to come over before we go. I suppose this would be a very good idea as the dates of
our visits are still vague. Anyhow, I want you to understand that we shall be delighted
to have you here with us any time you choose to come.

Once again many thanks and best wishes from my wife and myself.

Yours sincerely,

Nikolay

Hoporas Jlopna!

Tsl 3HaeUIb, KaK sI PACCTPOMIIACH U3-3a TOTO, YTO B KOHIIE KOHLIOB HE CMOTJIa
IIOCENIaTh 3aHATUA IO AHIVIMMCKOMY S3BIKY B JIETHEM WIKOJIE. TBO€ MUCBMO C IpHU-
[JIAIIEHUEM OYEHb YTEIIWJIO MeHs. Sl ¢ HeTeprneHueM * Iy NOe31Ky, HO OHA HHU B KO-
€M cllydae He JOJDKHA MOMENIaTh TBOMM IJIaHaM Ha OTIycK. S Obuta Obl OYEHb paja,
eciu Obl ThI IPeAJIOKUIa Hanbosiee yJ00HbIe CPOKH MOETO TIpUe3/a.

Bonbiioe criacu6o u MpuBeT BCEM.
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JIro0s1as Teds

DearLorna,

You know how disappointed I was that I could not attend the English Lan-
guage summer school after all. Your letter of invitation is a compensation. I am an-
ticipating my visit with great pleasure but you must not let me interfere with your own
plans for the holidays. I would be very glad if you could indicate the dates best suited
for my visit.

Many thanks and love to you all.

Yours affectionately,

Hoporue bo6 u Camnu!

Bonbmoe cnacu6o 3a mucbMo OT 22 MapTa M TEII0€ TOCTENPUUMCTBO, KOTO-
poe BbI TOTOBBI OKa3aTh Moel cembe u MHe. C Bamieil CTOPOHBI, JACHCTBUTEIBHO,
OYeHb JII00E3HO MPEJOCTAaBUTh B HAIlle PaCIOpsHKEHUE CBOM JOM, HO HaM OBl HE XO-
TEJIO0Ch MPUYUHATH BaM Hey00cTBa. KoHE4YHO, caMblil JydIlnii BapuaHT — 3TO OC-
TaHOBUTBCS Ha BpeMs Haulero npeodbiBanus B Okcdopae B Baliem J1oMe.

[To3BOIBTE HAM HAJEATHCA, UTO U y HAc OyAeT MpUSATHAs BO3MOKHOCTb IPH-
HATh Bac Kak-HUOyap B MockBe. Mbl OyJeM OY€Hb pajbl OTBETUTh BaM TaKUM JKe
rOCTEIIPUUMCTBOM.

Kak Tonbko BBISICHIO IOPOOHOCTH HAlllel MTOE3/1KHU, HAallMITy BaM CHOBA.

Bonbioe criacu6o u cepeuHblil NpuBeT.

Hckpenue Bamm

Dear Bob and Sally,

Thank you very much for your letter of 22 March and for the warm hospital-
ity which you are extending to my family and myself. It is indeed extremely generous
of you to place your house at our disposal, but you must not inconvenience yourself
on our account. Of course, we should like nothing better than staying in your house
while we are at Oxford.

Allow us to hope that we shall have the privilege and the pleasure of receiv-
ing you in Moscow one day. We should be only too happy to offer you the same hos-
pitality in return.

1 shall write more as soon as I find out more particulars about our trip.

Many thanks and kindest regards.

Sincerely yours,

Hoporoii Anan!

MHe npencraBuiCs Ciaydall OCYIIECTBUTh CBOW NEPBOHAYAIbHBIM IUIAH W
npuexaTh B AHIIHIO B aBrycte. Ckopee Bcero 3To OyAeT B cepeIMHE OTIYCKHOTO Ce-
30HA, ¥ XOTS MEPCIEKTHRBA YBUACTh T€OS CHOBA BIOXHOBIISIET MEHS, TEM HE MCHEE S
OBl OUYEHb HE XOTEJ, YTOOBI ThI TEPIEN M3-3a MEHS Kakue-TO Heyo0cTBa. He mMor Obl
Thl HAIIUCATh MHE U COOOIIMTH, KAKOBHI TBOM ILIaHbI Ha JieTO? I OueHb Mmocraparoch
NpUEXaTh B TAKOE BPEMSI, KOT/Ia 3TO HE HAPYIIUT HUKAKMUX TBOUX IIAHOB.

Hanerock Ha TBOM ObICTpBINM OTBET. TBOI
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Dear Alan,

There is a very good chance that I might be able to follow the original plan
and come to England in August. Most probably it will be in the middle of the holiday
season and though the possibility of seeing you again makes me look forward to my
visit all the more, I should hate to put you to any inconvenience. Could you possibly
write and tell me what your plans for this summer are ? I shall do my best to call on
you at a time you could receive me without upsetting your own time-table.

I hope to hear from you soon.

Yours,

Hoporoit MapTtun!

OT0 TaK J1I0OE3HO ¢ TBOEH CTOPOHBI U CO CTOPOHBI TBOEH KEHBI MIPUTIACUTH
MeHs oroctuth. Ecu 51 Bac He oueHb 00ECIOKOI0, TO, KOHEYHO, O JIYUIIIeM S HE MOT
Ob1 1 MeuTaTh. ObemanTe MHE TOJIBKO, YTO OYyJIeTE OTHOCUTHCS KO MHE KaK K YJICHY
cembH, 0e3 BCSIKUX mepeMoHuit. Eciu s MoTy mpuexaTh Ha 9TUX yCIIOBUSX, TO COUTY
3TO 3a YECTh U HAJICIOCh MOIYUYUTh YOBOJILCTBUE.

Cpoxu, KOTOpBI€ BHI MpejjiaracTe, MeHs O4eHb ycTpauBarotT. [Ipumure mou
HAWJTy4IlIUe TMOXKEIaHUs U e11le pa3 00Jbioe cnacuoo.

Bam

Dear Martin,

It is very gracious and hospitable of you and your wife to invite me to stay
with you, and, of course, I should like nothing better if it does not trouble you too
much. But both of you must promise that you will let me melt into the household as
much as I may without presumption. If I may come on those terms, I shall consider it
an honor and pleasure.

The dates you suggest are at the same time the very best for me.

Best wishes and once again many thanks.

Yours,

Hoporoii Pobeprt!

Moii ChIH ¥ 51 BOCXUIIIEHBI TBOMM IPEIJIOKEHUEM IPUHATH HAC B JII000E Bpe-
Msi B TeueHue Jyieta. Kak Thl ymaenib, MOTJIM Obl MbI IIpHeXaTh K TeOe, coBepias
CHOpPTUBHBIA Typ B bpuranuto Bo BTopo# nosnoBune utoHsA? [1oj «COPTUBHBIM Ty-
POM» Sl IMEIO B BUIY TO, YTO MBI HE XOTEJH Obl TPUUUHATH TeOe OoJbIIne HEyA00CT-
Ba ¥ ObLIM OBl OJIaro1apHbl 32 MANIATKY U PACKIATYIIKH.

Moit myx mepenaeT Tebe IpHUBET U 0JIArOAPUT 3a MPUTJTIANICHUE TPUEXaTh U
emy. C TBOel CTOPOHBI 3TO JEHCTBUTEIHLHO O4YeHB JII0Oe3HO. K coxkanenuto, oH ere
HE «co3pem» it moe3aku. OH HanumieT Tede cam.

Emte pa3 Gosbmoe cmacn®0 U HaWTyUIIIie MMOXKETaHUs OT BCEX Hac.

TBon

Dear Robert,
My son and I are thrilled at your kind offer to have us as visitors any time in
the summer. Do you think we could possibly visit you on a sporting trip to Britain in
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the later part of June? What I mean by "sporting trip" is that we should not like to
cause too much inconvenience and should be grateful for any camp-bed arrange-
ment.

My husband wishes me to give you his regards and to thank you for extending
your invitation to him as well. It is very kind of you indeed. He is very sorry he does
not feel up to any trip yet. He will write to you himself.

Many thanks and best regards to you all from all of us here.

Yours,

VYBaxkaembslii r-H Kpamep!

WN3BuHUTE MEHs, MOKAIYNUCTA, 3a 3aJIepKKY C OTBETOM Ha Bame nociennee
IIMCHbMO, B KOTOpOM BrI 11r006e3HO mpuriamaeTe Hac k cede. S ouenr Bam Gmaropa-
peH. EnuHCTBEHHOE 3aTpy/IHEHUE COCTOUT B TOM, YTO MBI HE MOXKEM IOKAa HA3BaTh
naTy Haiero npuesaa. 1o Bceit BepoSITHOCTH, MBI CMOKEM OBITh B AHIJIMU HE PaHb-
me koHna masi. Eciu 3To mpepseT Baiil oTiyck UM paccTpouT Kakue-TO IJIaHbI, 1M0-
XKaayicTa, 1aiiTe HaM 3HaTh, U MbI IPUIYMaeM YTO-HUOYIb IPYTOE.

OrpoMHO€ crmacub0 U HAWTYUIIIUe TTOXKETaHusl.

Hckpenne Bamu

Dear Mr. Cramer,

I am very sorry for the delay in answering your recent letter with its generous
offer of hospitality. I am very grateful. The only trouble is that our plans cannot be
made to the exact day. In all likelihood we would not get to England until around the
last week of May. If this date should interrupt your vacation time or upset other
plans, please let us know and we will try to make other arrangements.

Many thanks and best wishes.

Yours sincerely,

Hoporue ®@unun u Monukal

Mp1 onpenenuian HakOHell CBOM MapiIpyT U MOXKEM COOOIIUTH BaM, YTO BbI-
e3kaeM u3 [lerepOypra B moHeaenbHUK, 2 utoHa. Yepe3 ['epmanuio u OpaHIUIO MbI
NOEJEM Ha MalIUMHE U, BEPOSITHEE BCETO, OCTaBUM €€ y Apy3el Hemoaaneky ot Kane
(a 3abepeM Ha oOpaTHOM IyTH). UTOOBI TIepeceyb MPOJIMB, MBI 3aKa)KeM OWJIETHI Ha
napom oT Kane no lyBpa. Hagerock, Bce Oyner xopoio.

Ecnu BBl He IpOTHB, HA MApy JAHEH MBI 3aepKUMCs BO PpaHnuu u npuldy-
nem B JlyBp 7 utons. Eciu 3TOT cpok Bac He yCTpauBaeT, HE OECIOKOWTECh O Hac.
Mg OyneM Torja ACHCTBOBATH Ha CBOM CTpax M PUCK M HaWJIeM JKWJIbE MPSMO Ha
MeCTe.

Haneroch moiny4duTh OT Bac OTBET /10 2 UIOHS (JIHS HAIIEro OThE3/1A).

C Hauy4IIMMHU NOXKENaHUSIMU

Hckpenne Bam

Dear Philip and Monica,
We have at last made up our route and so we can tell you that we are due to
leave St. Petersburg on Monday June 2nd. We are going by car via Germany and
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France and shall most probably leave our car with friends near Calais (collecting it
on the way back). For the crossing we shall reserve the boat passage from Calais to
Dover. I hope all will go well.

If this is all right with you we shall arrive at Dover on June 7th (after break-
ing our journey for a couple of days in France). If this turns out to be a wrong time to
come, please do not worry about us. We shall just have to take our chance and get
some accommodation on the spot.

I hope to hear from you before June 2nd (the day of our departure).

Best wishes.

Yours sincerely,

Hoporoi ®epaunana!

S momyunn Bu3bI M Kynui aBa Ounera ao [lapuka (Tak gemiesiie u npoiue).

Ms1 BbuieTaeM B Ilaprk B ciemyromui IOHEAEIbHUK, 23-r0, U IPOBEAEM
TaM OJIHy HOYb. 3aTeM CsAeM Ha moe3] Ha JIOHAOH, KOTOphIi MpUOBIBAaeT Ha BOK3al
Kunrcron 24-ro B 14.40. 5 nanerocs, Tl OyelIb BCTpeUaTh HaC.

3aBTpa s 3a0pOHUPYIO0 OWJIETHI HA TOE3]1, U, €Clid Ha 24-¢ Bce OWIeThl Oy Iy T
IIPOJAHBI, MBI IPUEIEM Ha CIEAYIOIIHUN IEHb.

Wrak, 10 Ckopou BCTpeYH.

TBou

Dear Ferdinand,

I have received the visas and have bought two tickets to Paris (which is
cheaper and more readily available).

We will fly to Paris next Monday, the 23rd, and stay there one night. Then,
we will take the train to London which arrives at Kingston Railway Station on the
24th at 2:40 p.m. I hope to see you there.

Tomorrow I will reserve the tickets for the train, and if the train is full for the
24th, we will come the next day.

So, see you soon.

Yours,

Hoporoit Matikn!

S ouenp OiarogapeH Tebe 3a MUCHbMO U 3a BCE MHCTPYKLMU B CBSI3U C MOUM
npue3oMm. S pan, 4To y MEHs €CTh TBOW HOMep TeleoHa Ha Ciydyai, €clid 4YTo-
HUOYIb OyJIeT HE TaK.

Ho, nmoxxainyiicta, He 3aTpyJHsAd ceOsl U HE BCTpeyaldl MEHsS B a’3poIopTy; 5
caM CO BCEM cHpasitoch. [IpocTo HamumM, Ky/1a HaM HY»KHO CHadajla npuexars. Pa-
3yMEEeTCs, Mbl MOKEM Cpa3y K€ OTIPaBUTHCA B TOCTUHULY, @ OTTyZa IIO3BOHUTH TEOE
Ha paboty. BeposTHo, Tak OyeT mpoiie.

Ky HOBO# BCTpeuH ¢ TOOOM.

TBoM
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Dear Michael,

I am very grateful for your letter and all the instructions as to my arrival. 1
am glad to have your phone number in case anything goes wrong.

But please do not take the trouble of meeting me at the airport: I shall man-
age all right Just send me a message to say where we should go first We may, of
course, go to the hotel straight away and then phone you at your office. This might
make things easier.

I look forward to seeing you again.

Yours,

VYBaxkaembslii r-H bpykc!

Xouy BKpatie cooOumTs Bam, 4To cerogHs yTpom s MOJydus MOITBEpIKIe-
Hue moero peica. Mrak, s paccunuThiBar0 NpuieTeTh B JIOHIOH CaMOJIETOM KOMITAaHUH
«enbray, peiic 816, kotopsiii nmpudyzaer B Jlongon B 2 vaca aus 3 ceHTsOps. S
JOJDKEH BpUIETeTh U3 JIoHmoHa peiicom Aspodrora 615 15 centsiops B 10 gacoB yT-

pa.
Haunyume noxenanus.

Dear Mr. Brooks,

A short note just to tell you that this morning I received confirmation of my
flight. So I now hope to arrive in London by DELTA Flight 816, which is due in Lon-
don at 2 p.m. on the 3rd of September. I must depart from London by AEROFLOT
Flight 615 on the 15th of September at 10 a.m.

Kind regards.

YBaxaemsiii r-H Oncorn!

CooOmaro BaMm, yTo M0ost moe31ka B AHIJIMIO COCTOUTCS B CIEAYIOIIEM MeCs-
e, S Oyay roctuth y cBoux Apysei B Jlonmone, a 3atem HeHamonro noemy B [1lot-
JIAH]IAIO TTIOBUAATHCS ¢ T-HOM KapTtepom. Bbi, kaxkercs, ¢ HUM 3HAKOMBbI?

S ocBOOOXYyCh B Hauaje ampens, U, €clId OCTaHOBIIOCh B MaHuectepe, 4 C
yAOBOJIBCTBUEM BOCIMOJIB30BaJICA Obl BammMm J1100€3HBIM IPEAIOKEHUEM IOKa3aTh
MHE ropoJi. MeHs OeCrOKOMT JIHIlb, YTO MOW BU3UT OyJAeT B 3TO Bpams 1iisi Bac He-
ya00€H.

MHe o4eHb KaJib, 4TO S HE CMOT noBHaatbes ¢ Bamu, koraa Obu1 B JIonaone
B niponuiom roxy. [loatomy st 6yny ocoOeHHo paa BcTpeTuThest ¢ Bamu B 3TOT pas.

C HaWJIy4IIMMU MOXKETaHUSIMHU

Uckpenne Bam

P. S. Ecnu xoro-nmbo 3auHTEepecyeT paboTa, KOTOPOl MBI 3/1eCh 3aHUMAEMCH,
sl C PalOCTBIO MOJEIIOCH CBOUM OITBITOM.

Dear Mr. Alsopp,

This is to tell you that my visit to England will be next month. I shall be stay-
ing with friends in London and then go to Scotland for a bit to see Mr. Carter. You
know Mr. Carter, don't you?
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I shall be free early in April and should be delighted to take advantage of
your very kind offer to show me round the city should I stop in Manchester. My only
concern is that my visit should not inconvenience you at this time of year.

The regret at not having been able to see you when I was in London last year
makes me anticipate all the more the pleasure of looking you up this time.

With kindest regards. Yours sincerely,

P. S. If anybody would like to hear something about our work here, I should
be pleased to talk about it.

Hoporoii Yourep!

Cremnry OTBETUTh Ha TBO€ MUJIOE MHCHMO M COOOIIUTH O HAIIMX IUIaHaX, KO-
TOpBIE TETEPh ONPEACTWINCE. S TIoaaraw, Mbl MOTJIM ObI BbIEXaTh Ha Moe3ze 7 arpe-
15 ¥ npuexaTh K BaMm 10 anpens (aHeM, eciiu s He OIn0aroch).

JIoMO# MBI TOJKHBI BEpHYTHCS TpUMEpHO 20 arpens Wi 4TO-TO OKOJIO ITO-
ro, Tak kak r-u C. coOupaeTcsi BEpHYTbCSI BO BTOPOIl MOJOBUHE HEAEIU U MOXKET
B3SITh OTIIYCK B 3TO BpEMS I'0J1a TOJBKO Ha JBE HEEIH .

He Oyner nu Ham BU3UT K BaM CIUIIKOM jpoaruM? B mo0om ciiydae, moxa-
JTyHcTa, COOOIINUTE HAaM, €CJIU 3TO HEYIOOHO MM €CIM APYroe BpeMsi YCTPOUT Bac
Oosbie. Mbl MOrIM Obl HU3MEHUTD IUIAHBI.

Cremy ycners Ha MOYTY, TOATOMY HM3BHMHU 3a HACIEX HAIKMCAHHOE IHACHMO.
Ha nusax Hanumry moapoOHee.

Bcerna tBoi

Dear Walter,

I hasten to answer your very kind letter and give you the dates. As our plans
now stand we might set out on 7 April reaching you by train on 10 April (sometime in
the afternoon if I've got it right).

Then we should have to leave for home about 20 April or thereabouts as Mr.
C. must be back in the second half of that week and can only get two weeks off duty
in the season.

Would that be too long for you to have us? Please say if this should be incon-
venient in any way or if some other dates should suit you better. We could change our
plans.

I am trying to make the mail, so excuse this rather hasty note. I shall write
more some other day.

Yours ever,

Hoporas Ixeppu!

CeromHst moJy4us1 TBOE MUCHMO C OYEHb BaXKHOU aHkeToil. Cobuparoch OT-
paBUTh BCE HEOOXOIUMBIE JTOKYMEHTHI B MOCOJBCTBO U HAJCIOCh, YTO OHH BEPHYT
ux B Onmxkaiiee Bpems. S HaBeqy crnpaBku O OuiieTax, HO, BEPOATHEE BCEro, MbI
npueaeM noesnoM u3 bepnuHa, eciiu He CMOXKeM JI0CTaTh OMJIEThl Ha camoJieT. Ham
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X04eTcs mpuexarb K Tebe Kak MOKHO ckopee. Ho Bce 3aBHCHUT OT TOTrO, HACKOJIBKO
OBICTPO B MOCOJILCTBE OPOPMST HAIIU TOKYMEHTHI.

Kak TonbKkO MHE CTaHET BC€ U3BECTHO, S coolury Tebe gakcoM WU Teme-
rpaMMOM JIaTy HAILIEro npuesfa. B mpeaBKyLIEHWW Halled TMOE3JKM B OCTaBIIMECS
JIBE HEJENIN 1 COOMPAIOCh YCUIIEHHO 3aHUMATHCS SI3bIKOM.

Haneemcst ckopo yBuzeTsh T€0s.

Dear Jerry,

Today I received your letter with the very important form. I am going to send
all the necessary documents off to the Embassy, and I hope that they return them as
soon as possible. I shall make inquiries about tickets, but it is very probable that we
will arrive by train from Berlin if we cannot get a flight. We are intending to arrive at
your place as soon as possible. But all this depends on the Embassy and how quick
they work.

I shall send you a fax or a telegram telling you of the exact time of arrival as
soon as I know it. I shall be reviewing the language furiously for the next two weeks
in anticipation of our arrival.

We look forward to seeing you very soon.

VYBaxkaemsiii Tomac!

C Bareli ctopoHbl U co CTOpOHBI Bariied xeHbl ObUIO OYEHB JIFOOE3HO MPHU-
IJIaCUTh MEHA B TocTu. Hajeroch, 4To HE MPUYUHIO BaM CIUIIKOM MHOTO XJIOTOT.
JIOHJTI0H — 3TO TOPOJI, O KOTOPOM sl MHOTO CJIBITIAI, U S PaJl BOBMOXHOCTH YBUICTh
ero.

Emie pa3 Gospioe cnacu®o 1 HaWTydIIIie MTOXKETaHMS.

Cepneuno Bam

Dear Thomas,

1t is very kind of you and your wife to offer to put me up. I do hope I will not
cause you too much trouble. London is a city I have heard so much about, and I am
delighted at the chance to see it.

Once more lots of thanks and best wishes.

Yours cordially,

Hoporoii a-p Knuddopa!

bonsmoe Bam cmacu6o 3a tersoe nucbMo U mpuriamieHue. [lo3Bonbre MHE
JMIIb TOMPOCUTh Bac He OGECIOKOMTHCS M HE OPraHU30BHIBATH JIJII MEHSI 0COOOM
nporpaMMmel. S Oyny 4yBCTBOBaTh ce0si Topa3no cBoOoaHEe, ecliu He momeniar Ba-
et pabdore.

Kny Bctpeun ¢ Bamu.

Hckpenne Bain

Dear Dr. Clifford,
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Many thanks for your kind letter of welcome. Let me only ask you not to go to
any trouble to arrange a special program for me. I shall feel much more comfortable
if I do not interrupt your work.

I look forward to seeing you.

Yours sincerely,

VBaxaemble I-H U T-)ka CTUBEHCOH!

Sl HazeroCh, BBl M3BMHUTE MEHS 3a 9TO MHMCHhMO, BEJIb Mbl COBEPIIICHHO HE3HA-
koMbl. Sl mama Bukropa [I., pycckoro 1oHOIIM, KOTOPOTo BaIll CbiH Puyapa aro06e3Ho
MPUIJIACUJI TIOTOCTUTH HENENIO B BallleM JIOM€ JIETOM. MaJIb4MKHU MTO3HAKOMUJIUCH B
ITerepOypre Bo Bpems noe3nku Puuapaa B Poccuro. iMmenHo 00 3TOM mpuriameHun
s ObI M XOT€JIa C BAMU MTOTOBOPUTH.

S oOBscHHMIIA CBIHY, UTO HE 3HAIO, CIIeJal JIn Pudapy 3To ¢ Bamero coriiacus
VI 3TO OBbLI JIMIIb UMITYJIbCUBHBII MMOCTYNOK, IPOJUKTOBAHHBIN ero 1oopotoi. Ko-
HEYHO, BUKTOp O4YeHb XOUYeT MPUHATH MPUTIIANICHUE, HO HE XOTEJIOCh OBl 3JI0YIOT-
pebuaTh Bawme noopotoil. Eciin Bu3uT Bukropa gocraBuT BaMm Kakue-i1n0o HEeyA00-
CTBa, MOXanyicra, 6e3 crecHeHus: coolIuTe 00 3ToM. S moiimy.

B cnydae ecnu BBl HE MPOTUB, MBI TOTOBBI ClieNlaTh TO K€ caMoe aJig Pudap-
na. Ham, 6e3ycnoBHO, Oy1eT oueHb NPUATHO NMPUHITHL Puuapaa y Hac B [letepOypre.

Hanerock moinyduTth OT Bac OTBET.

Hckpenue Bama

Dear Mr. & Mrs. S. Stevenson,

I hope you will excuse me for writing to you — an utter stranger as I am. 1
am the mother of Victor D., a young Russian whom your son Richard very kindly in-
vited to spend a week at your house in the summer. The two young men met in St. Pe-
tersburg during Richard's trip to Russia. It is this invitation that I want to discuss
with you.

I explained to my son that I did not know if Richard had asked you about it or
if it was just an impulsive idea out of the kindness of his heart. Victor is very keen on
accepting, of course, but we do not want to take advantage of your kindness, if Vic-
tor's visit should put you to any inconvenience please have no hesitation in saying so.
I shall understand.

In case you did not mind I should like to assure you that we are ready to do
the same for Richard. We should indeed take great pleasure in having Richard with
us in St. Petersburg.

I hope to hear from you.

Yours sincerely,

Hoporoit J[xopax!

S TONBKO YTO MOMYYHII TBOIO 3anmucKy. bonbmioe cnacu6o. S oueHs paj, 4To
HOBBIE CPOKH HAIEro BU3HUTA yloOHee Uil TeOs, HEKEIU Te, KOTOphle Mbl 00CyXaa-
JIY TIEPBOHAYAJIBHO. S| MPEKpacHO MOHMUMAI0, YTO Thl OUYE€Hb 3aHAT, U MbI CAEIAEM BCE
BO3MOXHOE, YTOOBI HE MOMEIIATh OCTAJIbHBIM TBOUM IuTaHaMm. CepieyHo TBOM
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Dear George,

I have just received your note. Many thanks. I am very glad that the revised
dates of our visit are more convenient to you than those we originally discussed. |
quite realize that your schedule is tight, and we shall do our best not to interfere with
your other engagements.

Yours cordially,

Hoporoii Jlyn!

[Iporpamma MO€M MOE3IKA HAKOHEL] OIPENenuiIach. A qOMKEH MPUIIETETh B
JIOHJOHCKHUI a3ponopT 7 amnpens, B IOHEAEIbHUK, B 10 yTpa peiicom 515 u3 MoCKBBL.
S ynerato u3 Jlonnona 11 anpens peiicom 516 B 2 yaca nHsl.

MHe xalb, 4TO MPUXOJUTCA TaK CHEHINTh, HO 3TOT0 TpeOyloT aena B Mock-
Be. Sl, KOHEYHO, HAJICI0Ch YBUJIETh TE€0SI CHOBA U MOCETUTH TBOM O(uC.

I'-u BaHOB Taxke nuieT Te0e CBOM HAWITYUIIINe MOXKETaHHs.

Hckpenne tBOM

P. S. Iloxanyiicra, He OECIIOKOMCS M HE BCTpeUuaid MEeHs B a3ponopty. S mpe-
KpacHO Haixy gopory. Tbl, HaBepHOE, IOMHUIIB, 51 B JIOHOHE HE B NIEPBBIN pa3.

Dear Louis,

The program of my visit is becoming clearer at last. I am booked to arrive at
London Airport on Monday April 7 by Flight #515 from Moscow at 10 a.m. I shall
leave London on April 11 by Flight it 516 at 2 p.m.

I am sorry that I have to hurry this trip, but commitments in Moscow make
this necessary. I am certainly looking forward to seeing you again and to visiting
your office.

Mr. Ivanov joins me in sending our good wishes.

Yours sincerely,

P. S. Please do not bother about meeting me at the airport. I shell find my
way all right. You may remember, I am no stranger in London.

VBaxkaemble Cugnu u Mapraper!

OdeHb TPUATHO OBUIO MOJYYUTh NPUTJIAIIEHUE IOCETUTh Bac, OKa s B Helo-
Hopke. Hazneroch, IeperoBopsl He OTHAMYT Y MeHs Bce BpeMs. Ilepe mpuxoaoM s
HAIUIIY WU TI03BOHIO, YTOOBI YOEAUTHCS, UTO BbI IOMA.

Kak xoueTcs mocuietb BMECTE U BCHOMHHTD MPOILIOE!

Hckpenne Baiia

Dear Sidney and Margaret,

How nice of you to invite me to your house while I am in New York. I do hope
negotiations won't take up every minute of my time. I shall write or call beforehand to
make sure that you are at home.

I am looking forward to a nice chat with you about the old days.

110



Yours sincerely,

Hoporue r-1 u r-xa Cmur!

K coxanenuto, u3-3a npeaplyliel JOrOBOPEHHOCTH s HE CMOTY INPHUHATH
Balle JII0OE3HOEe MpUIJIAllIeHHe Ha 00€e]l, KOTOPbIN BhI 1aeTe B cy000Ty, 15 oKTA0ps.

Hckpenue Bai

Dear Mr. and Mrs. J. Smith,

I regret that owing to a previous engagement I shall not be able to accept
your kind invitation for dinner which you are having on Saturday the Fifteenth of Oc-
tober.

Sincerely yours,

Hoporoi r-u Kennerr!

OrpomHoe cnacu0o 3a Bae j1r006e3H0€ mucbMo. Moil My U 51 ¢ YJIOBOJIbCT-
BHUEM NpuHUMaeM Baiiie mpuriaimienue Ha 00ea B ciaeAyrolryo cyoooty. ¥ Hac 00o-
UX O4€Hb MHOT'O HOBOCTEMN, KOTOpPbIE Mbl BaMm paccka)xeM mpu BCTpeUe.

Hckpenne Bama

Dear Mr, Kennett,

Very many thanks for your kind letter. My husband and I will be delighted to
accept your invitation to dinner for next Saturday. We have both a great deal of news
to tell you when we meet.

Yours sincerely,

VYBaxaembie T-H U T-xa Yapicon!

Cmacu6o0 3a Barie n100e3H0€e MpUriamnienue Ha ooesa B cyooory, 15 oktaops.

MHe odeHb kajb, HO S HE MOTY MPHUHSAThH €ro, TaKk Kak 3aBTpa YTPOM S ye3-
*aro B JIOHIOH.

Hckpenne Baiu

Dear Mr. and Mrs. B. Charlson,

Thank you for your kind invitation for dinner on Saturday the fifteenth of Oc-
tober.

I'm very sorry, but I cannot accept it as I am leaving for London tomorrow
morning.

Yours sincerely,

VYBaxkaemas r-xa Kemu!

Orpomuoe cnacu6o Bam 3a Bame mo0e3noe npurmnamenue. K coxanenuro,
MOM My’K CHJIBHO MPOCTY’KEH, U Bpad MPOIKCAT €My MOCTEIbHBIA PEKUM Ha HETYIO
Henento. [Ipu Takux 006CTOATENBCTBAX MBI HE CMOXeEM ObITh ¢ Bamu B cy600Ty.

Mps1 06a 00 3TOM OYEHb COXKAJIEEM.

Emie pa3 Oosbioe cnacuoo.

Hckpenne Bamu
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Dear Mrs. Kelly,

Very many thanks for your kind invitation. Unfortunately, my husband is in
bed with a severe chill, and the doctor forbids him to get up for a week. Under these
circumstances, we shall not be able to be with you on Saturday.

We are both very sorry.

Very many thanks.

Yours sincerely,

Hoporoii />xoH!

[TpuBeT n3 MoCKBbI!

[Tpomuio yxe HECKOJIbKO HEJENb C TEX MOp, KaK Mbl OOMEHSUIMCh TUChbMaMH,
U MHE [IPOCTO 3aXOTENIOCh MOCIATh TeOe KOPOTKYIO 3alHCOUKY.

JI>XOH, ThI BCe ele xouelb, 4To0sl g npuexan B CLIA stum netom? Ecnu na,
TO cracu®o OoJsbIIOe U, MOXKaNyicTa, MPUILUIK MHE OoJjiee WM MEHEe OPHUIHATEHOE
OpUIIalieHue TpuexaTh K Tebe 3TUM JIeTOM. DTO MpUTIAlleHne HEOOXOAMMO MHE,
4yTOOBI MONMY4YuTh BU3y B nocoibcTBe CIIIA B MockBe. Tenepp OHM OYEHBb CTPOTH
(uToOBI HE CKa3aTh OOJIbIIIE) B BBIJIaUe BU3.

[Ipunuim MHe, mokanyicTa, Korja CMOXKeIllb, KOPOTKUM OTBET, C TEM YTOOBI
s MOT' OBITh YBEPEH, UTO ThI MTOJIyYHJI ITO MOE MOcyIaHue. Thl MOXKEIIb HCIOIb30BaTh
azpec, HallMCaHHBIM Ha MOEM MHUCbME, WJIM MOW CTapbli aapec JIEKTPOHHON IOYTHI,
OH BCE€ €IlE JCHCTBUTEIICH.

C HamIy4IMMU NOKETaHUSIMHA

Dear John,

Greetings from Moscow!

It has been several weeks since we have communicated, and I just wanted to
drop you a brief note.

John, do you still wish me to come to the USA this summer? If so, thank you
very much and please send me more or less official invitation to come to your place
this summer. This invitation is necessary for me to get a visa at the Embassy of the
USA in Moscow. They are very strict now (to say the least) in giving visas.

Please send me a brief reply when you have a chance so that I can be sure
that you have received this message. You may use either the address shown on this
message or my old E-mail address which is still operable as well.

Regards,
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llo3opaenenus ( Congratulations )

Hoporue Meiion u Kesun!

Hannyumme noxxemnanus k BecenmoMy PoxnaectBy! Xenaro cuactes u 310po-
Bbsl B HOBOM T'OJ1y.

Hckpenne Bam
LHorcoy

Dear Mabel and Kevin,

Best wishes for a merry Christmas and a happy and healthy New Year.
Yours sincerely,
Joe

Ilo30pasnenus ¢ npazonuxamu

Hauny4ive noxkenanus B CBSI3U ¢ HACTYMAIOUIMMHU MPa3gHUKAMU. *
OT coTpyIHUKOB accoranuu «Mup B Mupe».

Season's Greetings *
We extend our best wishes for a Happy Holiday Season.
From the staff of the Peace in the World Association

* B CBS3M C TEM 4YTO B MHUpPE CYIIECTBYET MHOKECTBO PAa3IMYHBIX BEPO-
UCTIOBEaHNI, aMEepUKAHIIbI, HE JKeJlas 3aTparvuBaTh ITH CIOKHBIE BOMPOCHI, YaCTO
HAIPABJISIIOT TMo3/apaBienus ¢ PoxxnectBom u HoBbIM romoM B Jipyrue CTpaHbl Kak
MIPOCTO MO3APABJICHUS 10 CIy4yaro npa3aHukoB (Season's Greetings).

Hoporue apy3bs!

[IInem Bam HalM caMbl€ JTYYIIUE MOXKEJIAHUS 110 CIyYar0 Mpa3IHUKOB!

MpbI HageeMcs, YTO HACTYNAKLIUN IOl IPUHECET BAM MHUP, OTIMYHOE 310pO-
BbE, XOPOLIEE HACTPOCHUE U ITPOLIBETAHHUE.

Bcerna Bamm

Dear friends,

Our best wishes for a Happy Holiday Season! *

We hope that the coming year will bring you peace, good health, good cheer
and prosperity.

Always yours,

* merotcest B BUAy npas3nnuku Poxxnectsa u HoBoro roja.

Hoporoi Ckort!

Od4eHb MUJIO C TBOEHW CTOPOHBI IMOCTATh HaM POXKISCTBEHCKYIO OTKPBITKY.
MpI1 TaKkke xenaeM Tede Becenoro PoxaecTBa M yCIiexoB B HOBOM TOY.

JIro0smIme Teds
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Dear Scott,

It was very thoughtful of you to send us Christmas greetings. We also wish
you a Merry Christmas and a prosperous New Year.

Lovingly yours,

Hoporoii Anam!

S Hazerock, BB BCE 3/I0POBBI M Xopo1iio mpoBejeTe PoxaectBo. S Takke xe-
JIaF0 BaM CYACTJIMBOI'O Hayaja HOBOT'O I'OJa.

Bcerna Bamn

Dear Adam,

I hope that you are well and will have a good holiday at Christmas end I also
wish you a good start on the New Year.

Always yours,

Hoporoit Xenpu!

Bbonbioe crnacubo 3a poKIECTBEHCKYIO OTKPBITKY. $1 HaJeI0Ch, ThI YK€ IO-
JTy4us1 Moto. Borock, 4TO s TOCIai ee 1o CTapoMy aJIpecy: OHa MOXKET OI034aTh.

Eme pa3 numo Hawitydiide MoKeJaHus Mo Ciiydaro Hacrymnatomero Hosoro
roja.

Bcerna tBoi

Dear Henry,

Thank you very much for your Christmas card. I hope you got mine. I'm
afraid I sent it to an old address. It may be delayed. Once again my very best wishes
for the coming year.

Everyours,

[Ipuser!

C ITacxoii Te6s! S ceituac B HoBropoje u cerojns JHeM aBTo0ycoM BO3Bpa-
matoch B [lerepOypr. B aTom roay s pemmia moexarts Ha [lacxy B HoBropo, Tak kak
HUKOTJIa paHbllie 371ech He Obuta. ['Opoa OYeHb KpacHWB, U B HEM Macca CTapUHHBIX
3mMaHui. Sl BCTpeTiia 371eCh MHOYKECTBO MHTEPECHBIX U JOOPBIX JIFOACH.

Kak Toiapk0 BEpHYCh, HAIUITy TeOE OOJIBIIOE MTHCHMO M TIOCTAPAOCh ONMKCATh
CBOM BIICUATIIEHUS OT 3TOU KOPOTKOW, HO OYEHD NPUATHOU MOE3IKU.

JIro0smmas Teds

Hello!

Happy Easter! I'm now in Novgorod and going this afternoon back to St. Pe-
tersburg by bus. This year I decided to spend my Easter holidays in Novgorod as I
have never been there before. The town is very beautiful and there are a lot of ancient
buildings. I have also met a lot of interesting and kind people.

As soon as I come back I shall write you a very long letter end try to describe
my impressions of this short but very wonderful trip.
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With love,

Hoporas Camanral!

[ToznpaBinsito T€0st ¢ 3TUM cuacTiauBbIM AHeM! CaMble HaWTydllIue MoKesa-
HUS 110 CIy4Yaro 3TOTO JAHS POKICHUS U €Ile O CIIy4al0 MHOTUX APYTUX B OyIyIIeM.

JIro0sas Teds

Dear Samantha!

Congratulations on this happy day! The best of all good things for this birth-
day and all the many more to come.

Fondly,

Hoporas Cysan!

[IpusnHatoch Tebe, Korja s BCOOMHUJ, YTO TBOW JEHb POXKACHUS YK€ HE 3a
ropamH, sl IEPBBIM JIEJIOM PEIIII MOCIaTh TeOe MO3ApaBUTEIbHYIO OTKPBITKY. C 3TOM
LEJIBI0 I OTIPaBUWIICS B OJvbKaiiiiee nmoytoBoe otnenieHue. [lepedpaB Bce OTKPHITKH,
sl TaK ¥ HE HAIlIeJl JOCTaTO4YHO xopoiueid. He Obu1o cpenu HUX TOM, KOTOpasi TOBOpUiia
OBl O TBOEH KpacoTe ¥ 00asTHUU, O TBOCH JOOPOXKEIATEIIBHOCTH U CTPEMIICHUM TIPUI-
TH Ha MTOMOII[b, KOTOPBIC ThI BCET/IA MTPOSBIISCIIIb B CBOEM FOHOM BO3pacCTe.

[TosTOMY s M pemmni rnociaaTh Te0e CBOU COOCTBEHHBIE MO3APABIICHUS.

Cy3an, noporas, ¢ JHEM pOxKJIeHus!

C mo00BBIO

Dear Susan,

I have to confess that when [ first realized your birthday was just around the
corner, my first impulse was to send you a birthday card. In fact, impelled by that
thought I went to look at some of them at the nearest post-office. I looked through
them but not one of them seemed good enough. None of them told of the sweetness
and the charm, the cheerfulness and the helpfulness which you have been able to
pack into every one of your youthful years.

So I decided to write my own birthday greeting.

Happy birthday, Susan darling!

Love,

Hoporas Poys3!

Buepa BeuepoM s BHE3aITHO BCIIOMHMIIA, YTO T€O€ CKOPO UCIONHUTCA 18 JeT,
MO3TOMY MHIILY T€OE 3TO MUCHMO.

Korna Te1 Obuta 371€Ch NOCHEIHUN pa3, Thl cKa3ajia MHeE, 4TO TeOe OUeHb Hpa-
BATCSl PYCCKHE KPYXeBa, U B Ka4eCTBE MAaJCHBKOTO IMOAApKa S MOChUIAl0 Tebe He-
CKOJIBKO HOCOBBIX TIIATKOB.

A Gymy MBICIEHHO ¢ TOOOM BCIO CEeAyIONIyIo Heaelmto. JKaib, 9To s He MOTy
OBITH C TOOOW U TBOUMH JIPY3bSIMHU B TOT JieHb. [1o3/1paBiisito €05 ¢ THEM POKIECHUSA
¥ JKEJIar0 BECEJIOTO Mpa3IHUKA.

Bceero naunyuuiero.

JIro0sas Te0st

115



Last night I suddenly remembered that it would soon be your eighteenth
birthday, so I am writing this letter.

When you were here last time, you told me how much you admired our Rus-
sian lace, and I sent you some handkerchiefs as a little present.

I shall be thinking about you next week and I wish I could be there with all
your friends around you.

Here's wishing you many happy returns of the day and a very enjoyable
birthday party.

All the best and lovingly yours,

Hoporas M3a6en!

Kaxxercs, eme Buepa Thl TOBOpUIIA MHE O CBOEU IIOMOJIBKE, M BOT ThI YXK€ 3a-
mykeMm! S Hesnakoma ¢ J[Kopmkem, HO 1O TBOMM MHCHbMaM s MOHsIA, YTO BBl 00a
OyJneTe CHacTIUBEI.

[To3xpaBe oT MeHs [[)kopka, )KEIar BaM BCETO CaMOr'0 XOPOIIEro B BAIEH
CYIIPYKECKOM KU3HMU.

C HEXHOCTBIO

Dear Isabel,

It seems only yesterday that you told me that you were engaged, and now you
are married! I haven’t met George, but from your letters I know that both of you will
be happy.

Congratulations to George and my best wishes to the two of you for a mar-
riage filled with all the good things in life.

Tenderly,

Munas [lerru!

[To3npaBinsito ¢ HOBOpoxkaeHHOM! S Tak pana, kKak OyaTo 3TO MOM COOCTBEH-
HBI peOEHOK.

ThI nuirenb, 4To Bbl Ha3BaM e Cy3aH. DTO TAKOE 0YApOBATEIBLHOE UMS JJIsSI
manbiikd. Ha cnegyromieit Henene BBIIUTIO TeOe HEOOJBIITYIO MOCBUIKY € JETCKUMHU
BEIllaMH, KOTOPbIE KyIIHJIa 3apaHee.

TBoM MyX, HaBepHOe, yxkacHO ropa. Ilepemaii emy ot Hac ¢ bopucom mo-
3IpaBieHUs U Hamnydmue noxenanus. Hy a moka ¢ mo0OoBbio k TeOe 1 TBOEH Ma-
JIBIILIKE

[Ipenannas Tebe

Dear Peggy,

Congratulations on the new baby. I couldn't be more excited than if it were
my own.

You write me you are naming her Susan. It's a charming name for a little girl.
Next week I am going to send you a little parcel with nice baby clothes ['ve bought in
advance.
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Your husband must be bursting with pride. Tell him that Boris and I send you
our very finest wishes and congratulations. In the meantime, all my love to you and
your baby.

Affectionately,

VBaxxaembiii [lanben!

Hama cembs noznpasinsier Bac ¢ 1HeM pokJieHUs U xKelaeT Bam ere MHOTo-
MHOTO pa3 CYaCTJIMBO BCTPETUTH ITOT JAeHb. HageeMcs ckopo noiyuuth oT Bac Bec-
TOYKY.

Jrobsmue Bac

Dear Daniel,

Our family wishes you many happy returns of the day. Hope to hear from you
soon.

Lovingly yours,

Hoporue r-1 u r-xa ['n663!

[To3npaBinsiem Bac ¢ 30JI0TOM TOJOBIIMHOM Bamie cBaabObl! XOTS MBI HE
MOXEM BMECTE€ C BaMHM OTHpPa3JAHOBATh 3Ty 3HAMEHATEIbHYIO JaTy, IMOXalyHcTa,
MIOMHUTE, YTO MBI C BAMU BCEH YN0 B 3TOT CUACTJIMBBIN U PAJIOCTHBIN JICHb.

C caMBIMH TEIUIBIMU TTOKEJIAaHUSIMH

Bcerna Bammu

Dear Mr. and Mrs. Gibbs,

Congratulations on your golden wedding anniversary! Although we can't be
with you to help you celebrate this very special occasion, please know that we are
with you in spirit on this happy and joyful day.

With warmest best wishes.

Ever yours,

YBaxkaemslil 1okTOp CMUT!

C 0oibIIMM yIOBOJIBCTBUEM MOU KOJUIETH U s y3HAIM 0 Baiem HazHaueHuun
Ha JOJIKHOCTb...

[[Inem Bam cBOM cepiieuHbie MO3/1paBiaeHUsl. X0TeJIOCh Obl 100aBUTh, UTO, IO
HallleMy MHEHMIO, Bbl, Kak HUKTO JIpyroi, 3aCily’)KUBAa€Te TAKOU YECTH.

Kenaem Bam B OymyiiieMm Bcero caMmoro XOpoIiero.

Uckpenne Bamu

Dear Dr. Smith,

It was with great pleasure that my colleagues and myself heard of your ap-
pointment to the position of...

We should like very much to offer you our hearty congratulations. May we
add that, in our opinion, no one more deserves the honor than yourself?

With warmest good wishes for the future.

Yours sincerely,
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Hoporoiu Yapmnu!

TBos xeHa coodlmIa MHE paJJOCTHOE U3BECTHE O TOM, YTO T€OsI Ha3HAYWIN
[JIaBHBIM XUPYProM 0oJibHULIbI [ IeH 13t

OTOro U3BECTHS A OKMJAJIA, IOTOMY YTO 3TO €LIE OAHO J0Ka3aTeIbCTBO TO-
0, 4TO CIIOCOOHBIN YeJIOBEK BCEra JOObETCSl CBOETO.

[To3Bosib EpenaTh TE€OE MOM CaMble TEILIbIE TO3/IPABICHMs. Y BEPEHA, UYTO B
CBOEH 00J1aCTH ThI OyA€IIb OJJHUM U3 IIEPBbIX.

Haunyumue noxenanus.

Dear Charlie,

Your wife told me the good news about your being appointed Chief Surgeon
of the Glendale Hospital.

It's the kind of news I expected to hear, because it proves once again that a
good man always gets ahead.

Let me offer you my warmest congratulations. I know that you are going to be
the top in your field.

Best regards,

Hoporoii Haa!

KaxxeTcs, mumip BYepa Mbl 00a HIKOJIBHUKAMU TYJIsUIU 1Mo yiaunaMm CaHKT-
[TerepOypra u cTpowiu MiaaHel Ha Oy/ayiiee — a Ternephb BOT Thl CTYACHT YHUBEPCH-
Teta mrarta Oraiio!

S ouens ropxxych To60M, Haa. ITo-moemy, 3To Takoe 3HaMeHATEIbHOE COOBI-
THE, YTO OJHOTO TO3APABICHUS Majio, U 5 NUII0 TeOe TO0JIapOK, KOTOPHIA, yBEpEH,
OPUrOAMUTCS TeOe,— KHUTY IO UCTOpuUU Poccum, NepeBeCHHYIO Ha AHIJIUHCKHMA
SI3BIK.

Ky ot Tebs muchma.

TBou npyr

Dear Ned,

It seems only yesterday that we both of us were schoolboys wandering along
the St. Petersburg streets and making plans for our future — and now you have been
accepted at Ohio State University!

I am very proud of you, Ned. A word of congratulation just doesn’t seem
enough, so I am sending you a gift that I'm sure you will find useful — a book on
Russian history translated into English.

I am looking forward to hearing from you.

Your friend,

Hoporoii I'opaos!

[IpumuTe HalM MO3APaABICHUS U HAWIy4lIWE MOXKEJIaHUs Mo ciydaro Bame-
r0 YX0/1a Ha MIEHCHUIO Ha NPOIIION HEAEIE.

Mp1 BbICOKO 1IeHuM 25 jeT Baiieii miogoTBOpHOM paboThI.
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Muorue n3 Bamux uzeit 6p111 BHEIpEHBI B CTeHaX Hamield kommnanuu. Hawm,
KOHEYHO, OyzeT Bac HenocTaBaTh, HO MBI 3Ha€M, YTO OTJABIX IIpUHEceT Bam pagocthb
Y yJI0BOJIbCTBHE.

[Tpuxoaure Kk HaM moyaue, Mbl CYUTaAEM Bac 4acThr0 HaIlIEW CEMBH.

C yBaxeHnem

Dear Gordon:

Congratulations and best wishes for your retirement last week. We commend
you for your 25 years of productive service.

Many of your ideas have been instituted within our company. We will suraly
miss you but know that you will enjoy your leisure.

Come to see us often; we look at you as part of our family!

Respectfully,

A.6 IIpensio:kenus o nepenucke
( Invitations to correspond )

Huxkomnaii, 23 rona, npoaselt

TruXuil ONMHOKUI MOJIOJION YEJIOBEK, PYCCKHUM, MIIET MOJPYTY MO MEPENUCKE
B Bo3pacte oT 17 mo 24 ner u3 EBpomnsl (BenukoOpurtanum, IllBenun), Adpukwu,
SAnonun wim crpad bamkHero Boctoka. OHa omkHA 3HATh AHTJIMUCKUM SI3BIK, HE
BO3pakaro MPOTUB CTYJIEHTOK. S 0010 My3bIKY, KOMIIBIOTEPHI, YTEHUE, CIIOPT, KH-
Ho. [loxanyiicra, BeimuiuTe (orto. OTBedy Ha Bce mucbma. HamepeH Toibko npy-
KUTh.

Nikolay, 23, Shop Assistant

Quiet, lonely Russian guy seeks female pen-pals aged 17 — 24 from Europe
(the UK, Sweden), Africa, Japan or Middle East. Must know English, students OK. I
like music, computers, reading, sports, movies. Please send a photo. All letters an-
swered. Friendship only.

[TpuBet! YV MeHs TeMHBIC BOJIOCHI M Kapue ria3a, U s XoTesa Obl Mepernuchl-
BaThCS C KpaCUBBIMH NapHAMHu OT 17 1o 20 JeT atieTudeckoro tenocinoxenus. Ecim
BbI cunTaere, 4To 3TO 00BSABICHHE OIXOAUT BaM, TO HE pa3ayMbIBaiiTe U MUIIUTE.
S mo6r0 XOMUTH HA TUISHK M BOOOIIIE BCIYECKUE PA3BICUCHHUS.

Hi, I have dark hair and brown eyes and would love to correspond with
good-looking guys, 17 — 20 years with well-built muscular bodies. If you think this
ad is meant for you, don't hesitate to write. I enjoy going to the beach and a wide
range of other activities.

Hoporoiu npyr!

Hac nBoe: Mos masienbkas ouka CBeTinana u . Tpu rojia Ha3aja s pa3Beiiach
C MYXKEM, U Telepb y MEHsl OOJbIIOE KeJaHWE MOAPYKUTHCS C T0OPHIM, UHTEIIU-
TE€HTHBIM U UCKPEHHUM YE€JIOBEKOM.
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Ecnu Bel cuuraere, yto Bel Kak pa3 Takol My>K4HMHA, OKAIYHCTA, HAITAILIN-
T€, U 51 OyAy paja rnepenuceiBaThes ¢ Bamu.

Dear friend,

There are two of us: my little daughter Svetlana and myself. I was divorced
three years ago, and now I have a strong desire to make friends with a kind, intelli-
gent, and sincere man.

If you feel you're the right man, please write and I'll be glad to correspond
with you.

NBaH, 28 net, poct 176 cM, HHKEHED

51 xoTen Obl MO3HAKOMUTHCS C IEBYIIKAMU U3 pa3HbIX CTpaH B Bo3pacTe oT 18
1o 22 net. 51 OnoHAMH ¢ TOayOBIMU TJla3aMH, HE XKeHaT. Mou yBieueHus: KUHO, Te-
aTp, acTpoJorus, pbrdoanka. S Takke MHOTO YUTAl0 U 3aHUMAIOCh, TOCKOJIBKY B 3TOM
rojly CHAK 3K3aMEH Ha CTENEHb MAarucrtpa. S Wiy MCKpPEHHIOK, YECTHYIO, BECEIYIO
JEBYIIKY, YTOObI 3aBECTH C HEH NPYy>KECKHUE OTHOUIEHHUS, KOTOpbIE B JalbHEHIIEeM
MOTYT MPUBECTH K XkeHUTHOE. He nMero Huuero npoTuB AeTei.

Ivan, 28, 176 cm., Engineer

1'd like to hear from ladies anywhere, from ages 18 — 22. I'm single, blond
with blue eyes. My interests are movies, theater, astrology, fishing. Since I am finish-
ing my Master's degree this year, I also read and study a lot. I seek a sincere, honest,

fun-loving girl to develop a friendly relationship with, which may later lead to mar-
riage. Children OK.

A.7 Ilucbma-n3BUHEHUS. Ilucpma - 0s1arogapHoOCTH
(Excuses. Thank you letters, bread and butter letters )

Jlopa! JIrobumas!

[ToxanyicTa, HAUIIA MHE M CKa)XH, YTO ThI IIPOIACIIH MEHS. DTO IEIHUKOM
MOSI BUHA B TOM, YTO MBI TIOCCOPHIINCH, H I CTPAITHO MEPEKUBALO.

Jleno HEe B TOM, 4TO 51 HE JIOOMIO TeOs, AOporas, a B TOM, YTO 5 TaK TeOs
JHO0JTIO, 9TO MO€ CEp/Ile TIOBEJIEBACT MHOIO, a HE MOU pacCy oK.

Cxaxku, 4TO BCE €IIe JIFOOUIL MEHS, 51 TeOs 000xkaro. be3 TBoel 1100BH S HE
MOTY JKHThb.

JIro0smuii Te0s

Laura, sweetheart,

Please write and say you forgive me. It was all my fault that we quarreled. 1
am awfully sorry, about it.

It's not that I don't love you, darling, but that I love you so much that my
heart rather than my head is my master.

Say you still love me as I adore you, for without your love I am a man without
life.

Adoringly yours,
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Hoporoi ®pancuc'

OrpoMHO€ crmacubo 3a KHUTY, KOTOPYIO sI BUepa MOJyqril. Thl HE MpeIcTaB-
Jsiennb, Kak s Tebe MpPU3HATENICH 32 BCE TBOU XJIOMOTHI. Ternepb MHE OyAeT ropasnio
nerue paborats. [loxanyiicta, HanuIIM, 4TO 1 MOT Obl A TeOs caenath. Eimie pa3
criacu0o.

Bcero naunyumiero. Cmenan

Dear Francis,

Thank you very much for the book which arrived yesterday. You have no idea
how grateful I am for all the troubles you have taken. My work will be much easier
now. Please let me know what I can do for you. Thank you again.

All the best,

Stepan

Hoporoit Mapk!

S xouy ckaszaTh, CKOJIb MHOTUM 51 00s3aH TeO€ 3a BCE T€ UHTEPECHbIE Mpe/-
JIO’KEHUS, KOTOPBIE ThI JIeJal Ha BCEX dTamax MOJArOTOBKA MOEW KHUTH, U 1MOOIaro-
JapuTh TEOs 32 BpeMsi, KOTOPOE Thl MHE YU, U XJIOTIOTHI.

TBo# GnarogapHsbIil Apyr

Dear Mark,

I want to say how much I owe to all the interesting suggestions you made at
all stages of the preparation of my book and to thank you for the time and trouble you
have generously expended.

Your grateful friend,

JHoporoii Kimuddopa!

Moxemb cebe MpeACcTaBUTh MOE YIUBJICHHE M BOCXUIICHHE TEM, YTO ThI
IIOMHUIIIb O MOEM JHE POXKACHUs. TOT 4y IHBIA ITOJAPOK, KOTOPBIMA Thl MHE IIPUCIIAI,
Bceria OyieT HalOMUHATh MHE O TOM, YTO Thl HE 3a0bLI1 MEHS.

C 61aro1apHOCTBIO

Dear Clifford,

Perhaps you can imagine my surprise and delight at your remembering my
birthday. The lovely present which you have sent me will always remind me of your
kind thought.

Gratefully yours,

Hoporas JIusus!

TBoOH moaapok /1aj Hac, KOrjJa Mbl BEpHYJIUCh JOMOW. OH HAallOMHUJI HaM O
TBOEM TEIUIOM U HCKPEHHEM I'OCTEIIPUUMCTBE.

Mp1 OysieM O4YeHb JOPOKUTh 3THUM MaJeHbKUM MeIBEKOHKOM. boiee Toro,
BCAKHUU pa3, I8 Ha HEro, Mbl OyJieM JymaTh O Haulei apysxoe.

Bceewm cepauem tBos
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Dear Livia:

Your gift awaited us when we returned home. It reminded us of your warm
and sincere hospitality.

We shall treasure much the little bear. Most of all, every time we see it, we
will think of our friendship.

Cordially yours,

Hoporoii [IxoH!

51 upesBblyaiiHO OsarogapeH Tebe 3a BCe, UTO Thl JUIs MEHSI CleJall, U 0CO-
OEHHO 3a MaTepualbl, KOTOPbIE Thl MHE I1OCJIAJ Ha TOM HeJene.

51 moHuMaro, CKOJIBKO BPEMEHHU Thl MOTPATUJI HA MEHA U MOM mpobiemsl. U
3Has, KaK ThbI 3aHAT, 1 OCOOEHHO LIEHIO TBOIO MOMOIILIb.

Haneroch B OyymieM XoThb B KaKOKH-TO Mepe 0TOIaroaputh Te0s 3a BCE, 4TO
ThI CAEIJIAI ISl MEHS.

TBou

Dear John,

I want to thank you dearly for all that you have done for me and especially
for the materials you sent me last week.

I understand how much of your valuable time you spent on me and my prob-
lems. And knowing how busy you are, I truly appreciate your assistance in this mat-
ter.

Maybe some time in the future I will be able to repay you to some degree for
all that you have done for me

Yours,

VYBaxkaeMmslil r-H Mepdu!

[TockonbKy MHE BpsJl JIU yIacTCs €lIe pa3 HaBeCTUTh Bac, Xouy cOOOIIUTE,
4yTO ye3xaro 1oMoi B Poccnro 20-ro uncia 3Toro mecsua.

S 6nmaromapro Bac 3a Ty momoiib, KOTOpYI0 Bbl HEOAHOKpATHO OKa3bIBAJIU
MHE BO BpeMs Moero npeObiBaHus B Baiueil ctpaHe, 1 MICKpEHHE HAJECIOCh, YTO MbI
HABCETJ1a OCTAHEMCS APY3bsIMU.

Hckpenne Bam

Dear Mr. Murphy,

As it seems unlikely that I shall pay you another visit, I am writing to inform
you that I will leave for my home in Russia on the 20th of this month.

I appreciate the many favors you have shown me during my stay in your
country, and I sincerely hope that I may continue to enjoy your friendship always.

Very sincerely yours,

Hoporou ®um!

Muiia 1 s He 3HaeM, Kak Onarogaputh Te€Os 3a TO, YTO ThI IPUCTAT HaM B
NoJapoOK Ha CcBaJb0y SMOHCKYI Bujeokamepy. OHa, HaBepHOe, oOoluiach TeOe B
NPWIKYHYIO CyMMY. Y HAac Takue BEUIU CTOSAT OYEHb J0POro. DTO MPOCTO LEJIO0E CO-
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crosiHue. O6emmaro BeIcaaTh TeOe MepBbIi GUIbM, KOTOPBI MBI CHUMEM TBOEH Kame-
pOH.

Eme pa3 6arogapum Te0s 32 BOCXUTUTEIBHBIN MTOAAPOK.

C 11000BbI0

TBou

Dear Phil,

Misha and I just can't thank you enough for sending us that Japanese video
camera as a wedding gift. You must have paid a lot of money for it. Here these things
are extremely expensive. It's quite a fortune. I promise to send you the first video we
shoot on your video camera.

Thanks again for your most wonderful gift.

With love.

Yours,

Hoporas JIycu!

[Ipexxne Bcero xouy no0iarogaputh TeOst 3a 3a00Ty ¥ IPUCIIaHHbIE TOJAAPKH.
Onu mpocto BocXuTUTENbHEI! Mame OHU, KaKk U MHE, OY€Hb HPaBsITCS.

Xouy TakXe HanucaTb HEMHOTO 0 ceOe U cBoux IuiaHax. IlIkonbHble sK3ame-
HBI 3TUM JIETOM $ cJana ycnemHo. Ocrancs MocieqHui o yueObl B IKOJIE, a 3aTeEM
— BCTYIUTEbHBIE K3aMEHbI B Y HUBEPCUTET SKOHOMUKHU U (PMHAHCOB HA OT/EJICHUE
MEHEIKMEHTA.

Hoporasi, He Moryia Obl Thl TOMOYb MHE ¢ y4eOHOU nuTeparypoii? beiio Obl
MUJIO C TBOEU CTOPOHBI, €CIIU ObI ThI CMOIJIa BBICIATh MHE KypC OyXrajiTepcKoro yue-
Ta U CJIOBAph IO SKOHOMHUKE.

Haneroch, s He oueHb yrommia Te0si cBouMmu mpockbamiu. Ilepenait mpuser
Comy m nonenyi OT MEHSI MAJIEHBbKYIO Jloppu.

C 11000BBIO

TBOs

Dear Lucy,

First of all 1'd tike to thank you for your attention and the presents you sent
me. They are truly magnificent! Mom is as delighted with them as I am.

I also want to write you a little about myself and my future plans. I passed my
school exams successfully this summer. There's one more school year ahead and then
I'll have my entrance exams to the University of Finance and Economics, Manage-
ment Department.

My dear, could you help me to find some instruction books? It would be good
if you could send me a course in Accounting and a Dictionary of Economics.

I hope I didn’t make you weary with my requests. Please remember me to
Sam and kiss our little Dome.

With love.

Yours,

Hoporas r-xa Xapamas!
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Baza, koTopyto Bbl MHE MpHUCIAIH, OYEHb MOJIXOJUT K HUHTEPHEPY MOETO
oduca. OgHaKO, K COXKATICHUIO, S TOJKEH BO3BPATUTH €€.

S npunepkuBarOCh MpaBujia HE MPUHUMATH JOPOTHE MOJAPKU OT CBOUX KJIH-
eHToB. OpurnuHaibHas Ba3a TaKOro M3BECTHOI'O MPOU3BOJMUTEIIS MOJXOIUT MO KaTe-
TOPUIO JOPOTUX MOJIAPKOB.

C yBaxeHueM

Dear Ms. Hardman:

The vase you sent goes well with the decor of my office. However, I am sorry
that I have to return it.

I have a policy of not accepting expensive gifts from my clients. An original
vase by such a known manufacturer fits the category of expensive.

Respectfully,

Hoporas r-xa bynman!

Bam nogapok B 071arolapHOCTb 3a YCIEIIHYIO cAavy dK3aMeHa CBUIETEIbCT-
ByeT 0 BHUMaHUU KO MHE. OJIHAKO 51 BBIHYKEH €ro OTKJIOHUTD.

Kak uneH sk3aMeHAIIMOHHON KOMHUCCHH, S JEJal0 BCE, UTOOBI MOJIEpKaTh
UMUK OecripuctpactHocTd. Ecnu ke s Oyay mpUHHMATh MOJAPKU, TO ATOT UMUK
OBICTPO TTIOMEPKHET.

S nenro Bamr 1o0pbIit xecT.

Cepneuno Bam

Dear Ms. Bullman:

Your appreciation gift regarding the result of the examination was very
thoughtful. However, I must decline your kind offer.

As a member of the examination committee, [ work very hard at maintaining
an image of impartiality. Accepting gifts could very well taint that image.

1 do appreciate your kind gesture.

Cordially yours.

VYBaxaemslii qoktop Onnu!

MHue oueHb xoueTcs cooOumMTh BaM, 4TO Halll pa3roBOp B YHUBEPCHUTETE Ha
NPOLUION HeJesne JOCTaBUIl MHE OoJiblioe yaoBosibcTBHE. OH Aall MHE MHUILY AJIS
pa3MBbIIUICHUH, U Y MEHS OSIBUINCH UEH, KOTOpHIE 51 Oyy pa3BUBATh.

Haneroch, Mbl OyieM MoAep>KUBaTh HAIIly CBSI3b.

Uckpenne Bam

P. S. 4 Goroch mokazaThcsi HEOIAroJapHBIM U X0UY €IIe pa3 Mmo0iIarogapuTh
Bac 3a xauru, xoropeie Bel MHe nanu. byny pan, ecnmu cMory B CBOKO ouepenb crae-
JaTh 4To-HUOYIb Uit Bac. MHTepecyer nu Bac kaTanor HOBEHIIMX MOCTYIUIEHUN B
Haury oubnmoTeky? Hanummure, noxaiyicra.

Dear Dr. Audley,
I am writing to say how much I enjoyed our conversation at your University
last week. I found it very stimulating, it gave me ideas I shall follow up on.
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I hope we shall keep in contact.

Yours sincerely,

P. S. I am afraid I haven't thanked you properly for the books you gave me. [
should be only too pleased if I could do anything in return. Would you care for a ca-
talogue of latest additions to our library? Please make a suggestion.

VBaxaewmbliil r-H CKOTT!

Moii Busut B Kanzac-Cutu ¢ nenbro uzydenus Bareit nporpammbl OblI, B
YaCTHOCTU B OTPOMHOM cTenenu Onarogaps u Bam, oueHb ycremHbIm.

[IpenpicTopust Boripoca, HHGOPMAIIUS U YMHBIM COBET TTOMOIJIM MHE OBICTPO
JOUTH 710 cyTH Aena. iMeHHo 3To MHE U ObUIO HYXKHO. S HaJeICh, YTO TEMePbh MOU
3HAHMS U SHTY3Ua3M OyAyT CrOCOOCTBOBATH TOMY, YTOOBI Mporpamma Havaia pabo-
TaTh 37€ECh.

Eme pa3 npumuTe MO0 01arofapHOCTh 3a TO, YTO YJEIHIU MHE BpeMs IS
BcTpeun. Ecnu s nuyHO xorga-HuOynb cMmory ObiTh Bam moneseH, s Hajeroch, Bl
MHE [T03BOHUTE.

Hckpenne Bain

Dear Mr. Scott,

My recent visit to Kansas City to study your program was, thanks in large
part to you, a great success for me.

The background, information and sage advice provided helped me quickly to
get the handle I needed. I hope that I can pass on enough of the understanding and
enthusiasm to get the program started here.

Once again, please accept my thanks for taking time to see me. If I personally
can ever be of assistance, I hope you will call me.

Sincerely yours,

VYBaxaemsblii T-H Mapioy!

Pa3pemure kopoTtko nobnarogaputh Bac 3a To, uro Bbl Obuin B 3TOM rofgy
OJHUM M3 HAIIUX KIUECHTOB.

MpI BpICOKO LIeHMM Baiiy nedrenbHOCTh U HajieeMcsl IPOI0JKaTh 00CTyKu-
BaTh Bac B TeUeHME HACTYNAIOLLETO IOJa.

Hannmy4qime noxxenanusi.

Dear Mr. Mariow:

Just a quick "thank you" for being one of our customers this year.

We appreciate your business and we hope to continue serving you during the
coming year.

Regards,

VYBaxaemas r-ka Octus!

Cnacu0bo, uto, Oyayun B OTHycKe, Bbl Tak OBICTpO HAlLIM BpPeMsi, YTOOBI
BCTPETUTHCS C HAMU U MOAPOOHO 0OCYIUTh BOZMOKHOCTh pPEAIM3allMK HAIlIed 3KOJI0-
TMYECKON MpOrpamMmbl.
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S yBepeH, uTO cienyrolas Hamia BCTpeda OyJeT Tak K€ KOHCTPYKTHBHA U
IUIOAOTBOPHA, Kak 1 3Ta. Criacu0o 3a COTpyAHUYECTBO.
Hckpenne Bain

Dear Ms. Austin:

Thank you for taking time, on such short notice during your vacation season,
to meet with us and discuss at length the possibility of carrying out our ecological
program.

I am sure that our next meeting will be as constructive and productive as this
one. Thank you for your cooperation.

Sincerely yours,

Hoporue apy3bs!

Ot umenu Mapuu, Ilerpa u oT ce0st JIMYHO XOUYy BBIPAa3UTh BaM HAIly CaMyO
UCKPEHHIOK OJIaroJapHOCTH 3a BEIMKOJICTIHYIO MOE3/IKY B Balll IPEKPACHBIN Iopo, a
TaKKe 3a TO, YTO MBI UMEJIM BO3MOKHOCTh ITOBCTPEYATHCSA CO BCEMU BAMM.

B 3akiitoueHue Mory cka3aTh, YTO HEBO3MOXKHO BBIPAa3UTh CIOBaMH BCIO OJia-
TOJIAPHOCTH 3a Ty 3aME€YaTeIbHYIO MOE3AKY, KOTOPYIO Mbl COBEPIIMJIM B Ball T'OPOI.
MpI Beceraa OyieM XpaHUTb 3TU BOCIIOMUHAHUS.

Hckpenue

Jleonuo

Dear friends,

On behalf of Mary, Peter, and myself, please accept our sincere appreciation
for a wonderful trip to your beautiful city and the chance to meet all of you.

In closing, mere words can not express to all of you how we felt about our
visit to your city. We will always cherish the memories.

Sincerely,
Leonid

Hoporoii Jonannu!

S TONBKO YTO BEPHYJICS U3 MPUSITHOIO MYTEUIECTBUS, U MHE XOYETCS Cpasy
ke TobsIarogapuTh TeOs 3a TO, YTO Thl YCTPOUI MHE TaKOM 4yJIeCHBIN OTITYCK.

S Bcerna Oyay MOMHHUTH T€ MHTEPECHBIE MECTA, KOTOPHIC MbI MOCETHIIH, U
TOT payIIHbIN IIPUEM, KOTOPBI MHE OKa3aju TBOSI CEMbsSI U BCE TBOU JAPY3bS.

TBou

Dear Donald,

I have just returned home after a very pleasant journey, and I feel I must
write immediately to thank you for giving me such a wonderful holiday.

I shall always remember the interesting places we visited and the warm wel-
come I received from your family and ell your friends.

Yours,

Hoporas Cecun!
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Tenepp, korga s CHOBa 0Ma, 51 XO4y, HE OTKJIAAbIBAsl, MOOIArogapuTh TeOs
3a 4yJIeCHBIA OTITYCK, KOTOpBIM s mpoBesia y Te0s. boroch, 4TO HEOCTATOYHOE 3HA-
HUE aHTJIMHUCKOTO sI3bIKa MOMEIIAeT MHE BBIPA3UTh BCIO MOKO OJaroJlapHOCTh 3a TO,
YTO ThI cenana Jjisi MeHsl. be3 mpeyBennyeHus MOTy CKa3aTh, YTO HUKOTA B KU3HU
MHE He 0bU10 Tak xopoiuo. [ToBeps, s HUKOrAa He 3a0yly TBOO JOOPOTY U TEpIEHHE,
KOTOPOE ThI ITPOSIBUJIA, TOMOTasi MHE C aHTJIMHCKUM.

[To3Boab MHE emie pa3 OT BCeil Ayliu moOnarogaputb TeOsl 3a MpeKpacHbIN
OTIIYCK.

Hckpenue TBOS

Dear Cecil,

Now that I am back home again, I want to write straightaway end thank you
for such e splendid holiday I spent at your piece. My English is probably not good
enough to express all my appreciation for what you did for me. Without any exag-
geration I can say that I never had such a good time in my life. Truly I shell never
forget your kindness and the patience you showed in helping me with my English.

Once more let me thank you most warmly for a wonderful stay.

Yours sincerely,

Hoporue -1 u r-xxa [lennon!

Cnacu6o erie pa3 3a TO 4yjJecHOEe BpeMs, KOTopoe s npoBeiia y Bac B Kewm-
Opumke. MHe KaKeTcs, s TeIeph XOPOIIIO 3HAK ATOT TOpoja. Bel Bce ObUIM KO MHE
TakK JIOOpPBI, YTO s HE 3HAI0, KaK M Ojaromaputh Bac. C OrpOMHBIM YJIOBOJIBCTBUEM S
9aCTO MBICIICHHO BO3BpAIllalOCh K HAIIIMM OeceaaMm.

Sl HajeroCh, 4TO Hallla HOBasi BCTpeYa HE 3a TOPaMHu.

Haunyumive noxenanus BaMm 000UM.

Hckpenne Bama

Deer Mr. and Mrs. Sheldon,

Thank you all again for the wonderful time you gave me at Cambridge. I feel
that I know the city well now. You were all so very kind to me that I hardly know how
to thank you. And I often look back to our conversations with great happiness.

I hope we shall meet again before too long.

With every good wish to you both.

Yours sincerely,

Hoporoii ben!

Temneps, xoraa s cHoBa B MOCKBe, 51 9yBCTBYIO, UTO JIOJDKEH HAmHMcaTh Teoe,
9TOOBI OT BCETO CepIla MmoodJaroapuTh 3a BCIO TBOIO TOOPOTY M TOCTEIPHUUMCTBO,
OKa3aHHble MHE B Jlamnace. bbuio 04eHb MPUATHO BCTPETUTH CTOJb MUJIBIX JIKOJIEH,
Kak Thl ¥ TBOS JKE€HA.

S Hazgerock, 4TO CKOPO CMOTY IPUHSATH Bac y ce0a B Mockae.

[To3BoJib MHE erle pa3 modyarogapuTh TeOsI.

Hckpenne tBoM

Dear Ben,
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Now that I am beck in Moscow, I feel that I must write to thank you most
warmly for all your kindness and hospitality shown to me in Dallas. It was a great
pleasure to meet such nice people as you and your wife.

I hope that before long I shall be receiving you in Moscow.

Let me thank you once again.

Yours sincerely,

Hoporas Bupmxunus!

S nymaro, U3NMUIIHE MOBTOPSIThH, HACKOJIBKO s BaM mpu3HaTesneH 3a Terioe
rOCTENPUUMCTBO, KOTOpoe Bbl MHE OKa3alid, U TEM HE MEHEE XOuy €IlIe pa3 CKa3aTh
cracu0o0. BkiagpiBaro B TUCbMO HECKOIBKO (oTorpaduii. OHu nepenaroT atmochepy
MOET0, K COKaJICHHIO, CIIUIIKOM KpAaTKOro BU3nuTa K Bam.

[IIro Bam cBoto 61aro1apHOCTh U J1000BbD.

Jro0smuii Bac

P. S. A, xaxercs, norepsan agpec >xona. [Toxkanyiicta, HAMOMHATE MHE €TO.

Dear Virginia,

I am sure it is redundant to repeat my appreciation to you for the warm hos-
pitality you gave me, but I would like to say "thank you" again anyway.

I enclose a few photographs. They recapture some of the atmosphere of my
all too short visit.

Many thanks and love to you. Yours affectionately,

P. S. I seem to have mislaid the address of John. Could you, please, remind
me of his address.

Hoporast muccuc AuaepcoH!

Brb1 6011 Tak 100psbI K JIeonuay, koraa on roctun y Bac B jome nerom, uro,
HAJCIOCh, HE OOUIUTECH, €CITM MBI TTONLIeM Bam 3TOT MajeHbKHIA 3HAK HAIIEH TPH-
3HATEILHOCTU. BBl HE TIpejcTaBisieTe, Kak Mbl OJIarogapHbl 3a TO, YTO O HAIIIEM ChIHE
TaK 3a00TUJINCH, KOTJa OH ObLI BJAJIM OT JIOMa.

C HaWJIy4IIMMU TOXKETaHUSIMU

Uckpenne Bama

Dear Mrs. Anderson,

You were so very kind to Leonid when he stayed in your house in the summer,
and I hope you will not be offended if we send you this small token of our apprecia-
tion. You have no idea how grateful we are that our son was so well looked after
when he was far from home.

With very best wishes.

Yours sincerely,

Hoporoii r-H [Ixedpd!
He 3Hnato, kak orOmaromaputh Bac 3a 1oOpoTy M roctenpuuMCTBO, OKa3aH-
Hble MHE B Bamiem mome BO Bpemsl MOEro BU3WUTa. DTO OBUIO MOWUCTHHE YYJIECHOE

BpEMSI.
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Ecmu Ber cobepetecs B Ham Topoj, 00s13aTebHO JaiiTe MHE 3HaTh. S Oymy
paza BcTpeTuTh Bac Ha Bok3aie U NpUHSTH KaK rOCTSL.

IToxanylicra, nepegante Mo IpuBeT I-ke Ilurepcon.

Hckpenne Bain

Dear Mr. Jeff,

I hardly know how to thank you for your greet kindness and hospitality which
you showed me during my visit at your house. I certainly had a marvelous time.

If you decide to come up to our town, be sure to let me know. I shall be glad
to go to the station to meet you and to have you as my guest.

Please kindly give Mrs. Peterson my regards.

Very sincerely yours,

Hoporas [lona!

[Ipouwio 1Be Henenu ¢ TE€X NOp, KaK Thl BEpHYJAch B AHINIMIO. A s 10 cHX
Op HE MOry 3a0bITh MOCJIEIHUN JI€Hb, KOTOPBI MbI IIPOBENX BMecCTE. Sl OYeHb MO
TeOe CKy4aro U OOIOCh, UTO, IPEXK]IE YEM Mbl BCTPETUMCSI BHOBb, MPOMAYT I'OJIbI U TO-
nbl. Haneroch, Tl 4yBCTBYELIb TO K€ CaMOE.

Xouercss BEpUTh, YTO 3TO MHUCHMO OyAET XOPOLIMM HayajJoM Halled mepe-
nucku. MHe OBl X0TeI0Ch paccka3aTh TeOe 0 cBoel paboTe U 0 Hallell MOBCETHEBHOM
KU3HU. Sl 3Hat0, yTO TEOSI MHTEPECYET pycCKasi UCTOPUS U UCKYCCTBO, U MOTY pery-
JSIPHO TIOCHIIATh TeOe KHUTHU MO 3TOM TeMaTuke. byny paj, eciid Thl COINIaCHUUIbCS C
9TUM IPEJIOKECHUEM.

Ky ot Tebs1 ckoporo oTBeTa.

[IpenannbIii TeOe

Dear Paula,

Two weeks have passed since you returned to England. And I still can't forget
the last day we spent together. I miss you so much and I fear there may pass years
and years before we meet again. I hope you feel the same.

I hope this letter wilt be a good start of our correspondence. I would like to
tell you about my work and everyday life here. I also know that you are interested in
Russian history and art so I could send you regularly books on these topics. I would
be so happy if you agree to this proposal.

I am looking forward to your early reply.

Faithfully yours,

VYBaxkaemas r-xa Tpeiicu!

Moeli eHe 1 MHE TOCTaBHJIO OOJBIIOE YJOBOJIHCTBHE 3HAKOMCTBO ¢ Bamu
BO BpeMms Haule noe3nku B Anrnuto. brnarogaps Bamemy npucyTcTBrIO Halie npe-
ObiBanue B bpaiiToHe oka3anock ropasao MpUATHEE, YeM Mbl MOTJIH MpPEIoJiararh,
KaK B TUIaHE OOIIEHMS, TaK U B UHTEIJIEKTYaIbHOM ILJIaHE.

Ha oGpaTHOM myTH MBI POBENM BbIXOJIHbIE B JIOHIOHE U XOPOILIO OTAOXHY-
au. [TocnenoBasmias 3a 3TuM KoHpepeHus B [lapuxe Obuta 04eHb HHTEPECHOM.
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MpbI npuexaii AOMOM € MPEKPACHBIMM BOCHOMHWHAHUSIMHU, KOTOPBIE COXpa-
HUM HABCET/Ia, U C YyBCTBOM TIyOOKO# OJIaroMapHOCTH U MPU3HATEIHHOCTU K TEM
JIIOJISIM, KOTOPBIX MbI IIOBCTPEYAIN B AHIJIUU.

Sl monapICKMBaKO KHUTH, KOTOpble BaMm, HajewCh, MOHPABATCS, U CKOPO HX
BBIILLTIO.

CeplieuHblil IPUBET OT KEHBI U OT MEHS.

Hckpenne Bam

Dear Mrs. Tracey

It was a great pleasure for my wife and me to make your acquaintance during
our trip to England. Thanks to your companionship our stay in Brighton was even
more enjoyable than we had ever dreamed possible, both from a social and from an
intellectual point of view.

We spent a weekend in London on our way back, and it was a pleasant rest.
Following this, the conference in Pans was quite interesting.

We arrived home with beautiful memories, which we shall always cherish,
and with deep feelings of gratitude and appreciation for the people we met in Eng-
land.

I am looking for some books that you might like to have, and I shall be send-
ing them out soon.

With best regards from my wife and myself.

Yours very sincerely,

Hoporue JletiBug u Cy3sH!

Emie pa3 cmacu6o 3a Baim paxynrHblid mpueM. Sl HaJer0Ch, YTO U MBI CMOKEM
Kora-HuOyab NPUHATH Bac y ceds. Mbl paBja nepex BaMu B OOJIBIIOM JIOITY.

®dortorpadun, KOTOpbIE MBI CAENIATH, OKA3aJUCh XOPOIIMMHU. MBI BBIILIEM
BaM CaMblI€ JIYUIIIHE U3 HUX, KaK TOJBKO UX pa3depeM.

Emie pa3 6iarogapuM BCIO Ballly CEMbIO, U JIETEN TOXE, 32 MOCTOSHHYIO J100-
poTy.

Bamu

Dear David and Susan,

Thank you once again for your wonderful hospitality. I hope that one day we
shall be able to have you here. We are greatly indebted to you as it is.

The pictures we took turned out to be good. As soon as we sort them out we'll
send you the best.

Once more many thanks to all the family, not forgetting the children, for your
always ready kindness.

Yours,

Hoporas r-xa ¥Yokman!
OrpomHoe cniacubo 3a 4yJeCHBbIM YUK-3H]I, KOTOPbIA HaM MOCYACTIMBHIIOCH
npoBecTy B Bamem o61iecTse.
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[IpustHas noe3gka B JIeKCMHITOH, J€Hb, TPOBEICHHBIM B Bamem cany, a
Takxke Bame roctenpuuMcTBO HaBCErga OCTAHYTCS B HAILIEH MTaMSITH.
Hckpenne Bama

Dear Miss Walkman,

Thank you very much for the privilege of spending a wonderful weekend in
your company.

The lovely drive to Lexington, the afternoon spent in your garden, together
with your hospitality shall never be forgotten.

Yours sincerely,

Hoporoit qoktop Pandc!

OrpomHoOe cnacubo, 4YTO, HECMOTPSI Ha 3aHATOCThb, Bbl Ha MpoLLION Hexesne
MIPUBETINBO MPUHSIN MEHs, COBEPIICHHO HE3HAKOMOTI'O YEJIOBEKa, B CBOEM O(Quce.
Bborock, uto s 3moynorpeduws BamuM BHUMaHHEM, U MOTY JIMIIb HAJEAThCA, YTO HE
noCcTaBUl Bam B TOT A€HB CAMIIKOM MHOTO XJIOIOT.

Ecnu Bwl npuenere B IletepOypr, noxanyiicta, naiite MHe 3Hatb. S Oyay
OUYEHb Paji, €Ciu OKaxXych Bam mosie3HbIM U cMOTY TTOKa3aTh Bam Hamn oduc.

C HamIy4IMMU NOKEJTaHUSIMHA

Hckpenne Bam

Dear Dr. Ralphs,

Thank you so much for giving me some of your precious time from your busy
schedule last week. As a total stranger, I was made to feel welcome in your office. |
am afraid 1 stayed longer than I should have and I can only hope that I did not cause
you too much inconvenience that day.

If you come to St. Petersburg, please let me know. I shall be very happy to be
of service to you and to show you around our office.

With my best wishes.

Yours sincerely,

YBaxaeMblil I-H Y5iiH!

Bo Bpems Hamieil nocieaneit Bctpeun Bbl J1100€3HO pa3peliniv MHE MUCaTh
Bam. S nonb3yrock 3T0il BOBMOXKHOCTBIO, 4TOOBI co0o0muUT, Bam 0 MoeM Omnaroro-
JIy4YHOM BO3BpAIlICHUHU U Y3HAaTh O Bammx nemnax.

IIpomna yxe Henens ¢ TeX nop, KaKk s BO3BPATWICS JOMOM, U CelYac s CHOBa
norpy3uics B paboty. S gacto nymato o Bac u 0 ToM, Kak XOpOIIIO MBI BMECTE TPO-
BOJWIIA BpEMsl; 1 HUKOTJa He 3a0yy 3TH CUaCTIuBbIE JHU. Byay oueHs paa moiy-
yuTh OT Bac nucemo.

Nckpenne Bam

Dear Mr. Wayne,

The last time I saw you, you were kind enough to say that I might write to
you. I am taking this opportunity to tell you about my safe return and to ask how you
are getting along.

131



It is a week since I got back home, and I am now settled into my work again. 1
often think of you and the good times we had together, and I shall never forget those
happy days.

1 should be very glad to hear from you.

Sincerely yours,

Hoporoiit Mopuc!

MHe oueHb xoueTcs 1mo6y1aro1apuTh TeOs 3a BCe, UTO ThI CAEHaI JUIsl MEHS.

JlomxeH ckaszaTh, YTO, MBITAsICh C MOJB30M MPOBECTH BPEMsI, S M30 BCEX CHUII
cTapaJics HE JOCTABJISTh U3IIUIIHUX HEYJA0O0CTB TAKOMY 3aHATOMY YEJIOBEKY, KaK ThHI,
HO 0OIOCh, UTO 3TO MHE HE COBCEM YAAJIOCh U sl BCE K€ 37I0YMOTPEOIsiiI TBOUM BHH-
ManueMm. U s Tem Oojiee meHro, 4To, HECMOTPS Ha 3TO, Thl OBLI TaK 10Op U Oyraroxe-
JaTeNIeH KO MHE.

A nymaro, uTo He 0e3 moab3bl poBen BpeMs B AHrauu. [loctapatoch mose-
JUTHCSI HAKOTJICHHBIM MHOIO OIIBITOM C TEMH, KTO HE MMEJI BO3MOXKHOCTH JIJTUTEIh-
HOM IOE3JKHU.

Ecnmu TBI, TBOM Jpy3bsl WM KTO-THOO M3 YICHOB Ballleld CEMbH 3aX04YeT KO-
ri1a-HuOy1b MOCETUTh Hally CTpaHy, Mbl Bce Oynem pazsbl. [loxkanyiicta, naiite Ham
3HaTh, U MBI CJI€JIa€M BCE OT HAC 3aBHUCHALIEE, YTOOBI Balle NMpeObIBaHUE 3/1€Ch OBLIO
OPUSATHBIM U MOJIE3HBIM.

Eme pa3 6osbiioe criacu6o.

bynw n106p, nepenait mou nyumue noxkenanusi Cape, booy u Comy.

Hckpenne TBOM

Dear Maurice,

1 wish to thank you very much indeed for all you have done forme.

I must say I tried very hard to accept all the benefits without causing unnec-
essary inconvenience to one so busy; but I am afraid this was hardly possible, and |
do realize that I very much encroached upon your time. I appreciate that in spite of
all this, you were so kind and sympathetic.

I think I have not wasted my time in England. I will try not to keep the ac-
quired experience to myself, of course, but share it with those who have not had the
privilege of a prolonged stay.

If you or your friends or any member of your family should feel like visiting
this country one day, we shall be all delighted. Please let us know and we shall do
our best to make your stay enjoyable and worth-while.

Once more many thanks.

Kindly convey my best regards to Sarah, Bob and Sam.

Yours sincerely,

Hoporas Jxeln!

TBos BeuepruHKa M BOOOIIIE BeCh YUK-JHI, KaK BCET/a, YIAIUCh Ha claBy. S
Obl1a paga Bcrpede ¢ Anaepconamu. OHM, KaK Thl U o0elana, OKa3ajJuch OYeHb MH-
TepecHbIMU Jt01bMU. C 11000BBIO
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Dear Jane,

Your party and the entire weekend, as always, were great fun. I enjoyed
meeting the Andersons and found them just as stimulating as you promised.

Love,

VBaxkaemas r-xa Muis!

OTUM MUCBMOM XO04Y ellle pa3 noodnarogapuTh Bac 3a maMsaTHBIN Beuep, KO-
TOPBIN HAM MOCYACTIIMBWIOCH MPOBECTH B BameM gomMe. Mbl MOJTy4YUiId OT HEro Or-
POMHOE€ YJI0BOJILCTBHUE.

Uckpenne Bamu

Dear Mrs. Miln,

This is to thank you once again for the pleasure of spending a memorable
evening at your house. We have thoroughly enjoyed it.

Yours sincerely,

VBaxkaemslii r-H Ponn!

Bamie mucbMo ObUI0 MpUATHBIM cropripu3oM. [lomyTynku oObBIYHO HE OYE€HB
CKJIOHHBI TIEPETUCHIBATHCS, KaK Obl CUMIATUYHBI OHU HU TOKA3aJIMCh APYT JIPYTy BO
BpeMms IyTeniecTBUs. [IpusSTHO BCTPETUTh UCKIIIOYEHUE U3 MTPABUIL.

S toxe He 3a0buT TO 0€33a00THOE BpEeMs, KOTOPOE MbI MPOBEIN BMECTE, U
VMCKPEHHE HAJICIOCh, YTO MbI BCTPETUMCS CHOBA.

Uckpenne Bam

Dear Mr. Raleigh,

Your letter was a pleasant surprise. Traveling companions are not usually
very keen on writing to each other, however friendly they may have been on their
journey. It Is a pleasure to find one who is different.

I have not forgotten those happy times we had, and I sincerely hope that we
shall meet again.

Sincerely yours,

VYBaxkaembiit [ miibepr!

Cnacu6o 3a Bamry no6poty. S nmomyuwnn 0oJibllioe yJ0BOJIBCTBHE OT BeUepa,
IIPOBEJEHHOIO ¢ Bamu, OH OCTaHETCA OAHUM U3 CaMbIX IPUSATHBIX BOCIIOMUHAHUU O
MoeM npeObiBaHny B Barmeii ctpane.

Hapnerocs ewte pa3 yBuzaetscs ¢ Bamu, HO, eciii MHE 3TO HE yJacTcCs, 3HAWTE,
KaK MHOTO 3HA4YMT /7151 MeHs Bama mobpora.

S xouy mobnarogaputh Bac 3a Bce, uro Bel caenanu, u Hajgeoch, 4To B Oy-
IyILIEM CMOT'Y pacCUMThIBaTh Ha Bamry npyxOy.

IIpenannbiii Bam

Dear Gilbert,
Thank you for your kindness. I enjoyed the evening with you, and it will re-
main as one of the most pleasant recollections of my stay in your country.
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I hope to see you again, but in case I am unable to do so, I want you to know
that your kindness to me has meant much.

I want to thank you for all you have done, and I hope that in future I may
continue to enjoy your friendship.

Very truly yours,
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IIpunoxenue b
(crrpaBOuHOE )

HauboJiee pacnocTpaHeHHbIE AHTJINIICKHE MMEHA U (DaMIJITUU

Tabnuna b. 1 - Aarnuiickue nuMeHa

Myotcckue umena Kenckue umena
1 2 4
Abraham Diibpaxam Ada Diina
Adam Anam Adeline AnenvH
Adrian Oiipran Agatha Arara
Alan AnaH Alice Dnuc
Albert AnbGept Alison DJIMCOH
Alexander AJlekcanap Amanda Awmanna
Alfred Andpen Anita AHnTa
Andrew OHIpy Ann OHH
Anthony DOHTOHHU Barbara bap06apa
Austin Octun Beatrice beatpuc
Basil Bba3un Belinda benunna
Benjamin benxamun Bridget Bbpumxer
Bernard bepHapn Caroline Kapomnaiin
Brian Bpeiisn
Bruce bpyc Catherine Kstpun
Carter Kaptep Cecilia Cecwms
Celia Cunus

Charles Yapms Christine Kpuctun
Christian Kpuctunan
Christopher Kpuctodep Daisy Jetizu
Clifford Kmuddopn Deborah Jlebopa
Curtis Keptuc Delia Hunus
Cyrus Caiipyc Diana Huana
Daniel Jlanben Dorothy Jlopotu
David JleriBu Eleanor DJIeHOD
Dennis Jlennuc Elizabeth Dnm3aber
Donald Jonang Emily OMmunn
Douglas Jlarnac Evelyn WBnun
Edward DnBapn Fiona ®duona
Francis ®pancuc Florence diiopeHc
Geoffrey Jxeddpu Freda Opunga
George Jlxopk Gladys [mauc
Gerald Jlxepann Gloria ['nopus
Gilbert ['unGept Grace ['peiic
Gordon I'opnon Helen XeneH
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[Tponokenue Tadaunbl b.1 - Aurnuiickue umena

1 2 3 4
Graham I'peitam Irene AlipuH
Gregory I'peropu Isabel N3zaben
Harold Xapoag Jacqueline JxaknuH
Henry XeHpu Jane Jxenn
Herbert XepbepT Jennifer Jlxennudep
Howard Xayapn Jessica Jxeccuka
Hugh XbI0 Josephine JIxo3edun
Isaac Aiizex Joyce Jxoric
Jack JIxex Kathryn Karpun
Jacob Jlxeiiko0 Laura Jlopa
James Jxenms Leonora JleoHopa
Jeffrey Jxeddpu Linda Jlunna
John JIxoH Lorna Jlopna
Jonathan Jl>xoHatan Lucille Jlycumn
Keith Kut Lucy Jlycu
Kevin KeBun Lynn JI unH
Lawrence Jlopenc Mabel Meiibn
Leonard Jlenapn Margaret Mapraper
Lewis Jlync Marjorie Mapxopu
Louis JIyn Mary Mbpu
Malcolm Marn kom Mildred Munapen
Martin Maptun Monica MoHuka
Matthew MatThi0 Nancy Hsucu
Maurice Mopuc Nora Hopa
Michael Maiikn Pamela [Tamena
Miles Maiiins Patricia [Tatpuius
Nathaniel Haranben Pauline [Tonun
Neil Hun Priscilla [Tpuccunna
Nelson Hencon Rebecca Pebekka
Nicholas Hukonac Rita Pura
Norman Hopman Rosalind Pozannng
Oliver Onusep Rose Poy3
Oscar Ockap Samantha CamanTa
Oswald O3zyann Sandra Cannpa
Patrick [Tatpuk Sarah Capa
Paul ITon Sharon [I>pon
Peter ITutep Sheila [nna
Philip Ouun Shirley [upau
Ralph Pand Susan Cy3an
Raymond PeiiMmon Sybil Cubun
Richard Puuapn Vanessa Banecca
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Tabauna b. 2 - Aurnuiickue hamuanu

1 2 3 4
Abramson DiibpamMCcoH Arthurs Aptyp3
Adamson AJlaMCOH Atcheson ATyecoH
Adderiy Anepiu Attwood ATTBY]I
Addington AJITUHTTOH Audley Onmn
Adrian Diipuan Austin OcTtuH
Albertson AnbepTcoH Ayrton OpTOH
Aldridge Onapux
Allford Omndopn Babcock babkoxk
Alsopp Onconn Backer bakep
Anderson AHJepcoH Baldwin Bonnynn
Andrews Annpy3 Bargeman bapmxman
Archibald Apunbeng Barnes baph3
Arnold ApHona Barrington bappunrron
Bawerman bayspman Dernck Jeppuk
Becker bekep Dickinson JIMKHHCOH
Benson Bbencon Dodson Joncon
Berrington beppuHrron Donaldson JloHanacon
Birch bepu Donovan JloHoBaH
Bishop buion Douglas Jarnac
Black biak Dowman Jlayman
Blare biep Dutton Jlanton
Blomfield bromdung / Duncan JlaHkan
biymdunn Dunce [ane
Boolman bynman Durham Hapem
Bootman byrtman Dyson Jaricon
Bosworth bosyopt Eddington DJIJIMHTTOH
Bradberry bpanbeppu Edwards Dnyapas
Bradshaw Bbpanmio Ellington DJIJTMHITOH
Brickman bpukman Elmers DnmMep3
Brooks Bpykc Enderson DHaepcoH
Brown bpeyn Erickson OPpHUKCOH
Bush bym Evans OBaH3
Calhoun Kanxoyn Faber Deiibep
Campbell Kamb6emnn Fane DeliH
Carey Kapu Farmer dapmep
Carrington Kappunrron Farrell Dappenn
Carroll Kapposn Ferguson deprycon
Carter Kaprep Finch duHY
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[TponoikeHue TabauLbl b. 2 - Aurmiickue pamunin

1 2 3 4
Chandter Yannnep Fisher Duiuep
Charlson Yapicon Flannagan diaHHaran
Chesterton YecTepToH Flatcher dneruep
Clapton Knanton Fleming DieMUHT
Clifford Knuddopn Ford Dopa
Coleman Koynman Forman dopmaH
Conors Konopce Forster dopcrep
Cook Kyx Foster docTep
Cramer Kpemep Francis dpaHcuc
Creighton Kpaiiton Fraser Dperizep
Croftoon Kpodron Freeman Oprman
Crossman Kpoccman Fulton DynTOH
Daniels Jlanbens Galbraith ["anOpenT
Davidson JleriBuicoH Gardner ["apanep
Day Jen Garrison ["appucon
Dean JnnH Gustman I'actman
Gate I'eit Larkins JlapkuH3
Gerald Jlxepann Lawman Jloman
Gibbs ['u603 Leapman Jlunman
Gilbert ['unGept Leman Jleman
Gill ' Lewin Jlyun
Gilmore I'mamop Little Jlurtn
Gilson Jlxuncon/ Livingston JIuBMHTCTOH
I'mncon Longman Jlonrman
Gimson ['umcon/ MacAdam Maxkanam
JIKuMCOoH MacAlister Makanucrep
Goldman Tongman MacDonald MaxkgoHan
Goodman I'ynman Macduff Maknadhd
Haig Xeur Macey Melicu
Hailey Xelnu Mackenzie MakeH3u
Hamphrey Xamppu Mansfield Manchung
Hancock XaHKOK Marlow Mapnoy
Hardman XapaMaH Marshman Mapuiman
Harrison XappucoH Mason Melicon
Hawkins X OKHH3 Mathews Matb103
Higgins XWUITUH3 Mercer Mepcep
Hodges Xomke3 Michaelson Maiikiicon
Hoggarth Xorrapt Miers Maiiep3
Holiday Xomuaen Miller Munep
Holmes XoyJm3 Miln MusH
Howard Xayapa Milton Munton

138




ITponomkenue Tadaunbl b. 2 - Aursuiickue pamunin

1 2 3 4

Jenkin JIKeHKUH Nash Hamm
Johnson J>xOHCOH Neal Hun

Keat Kur Nevill Hepuin
Kelly Kemnu Nicholson HukoJiicon
Kendal Kennan Oakman OykmaH
Kennedy Kennenn Ogden Ornen
Kennett Kenner Oldman Oynaman
Kingsman Kunraman Oldridge Oynapumx
Kirk Kepk Oliver Onusep
Lamberts JlamGepTte Osborne O360pH
Otis OyTtuc Oswald Ozyang
Owen OysH Smith Cmut
Page Ienx Stanley Crannu
Palmer [Tanmep Stephen CruBeH
Parkinson [TapkuHCOH Stevenson CTHBEHCOH
Parson ITapcon Sykes Caiike
Paterson ITaTepcon Taylor Teitnop
Peacock [Tukok Thomson Tomcon
Pearcy [Tupcu Thorndike TopHnaik
Peterson ITutepcon Thornton TopHTOH
Philips dununc Timmons TuMmoH3
Porter IToprep Tracey Tpericu
Quincy Kynncu Turner Tepnep
Raleigh Pomn Vance Bane
Ralphs Pandc Vaughan Bon
Ramacey Pam3u Wainwright YaiHpaiT
Reynolds Penon3 Walkman Yokman
Roger Pomxep Walter Yontep
Russel Paccen Ward Yopa
Ryder Paninep Warren Yoppen
Salisburry Councbypu Watson Yotcon
Salomon CasioMoH Wayne VYoiin
Samuels Campronm3 Webster YabcTep
Saunder CoHpep Wesley Ya351u
Sherlock [epnoxk Winter Yunrep
Shorter [TopTep Wood Byn
Simon CaitmoH Youmans FOman3
Simpson Cumncon Young SAnr
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