[loKyMeHT NoAnucaH NpoCToil 3NeKTPOHHOM NOANMUCHI0
NHbopmaums o Bnagenbue:

®WO: Komun AHppeit Snyaprosuy ®I'BOY BO

JloMKHOCTb: pekTop

Hara noanmcanns: I AFPBMIOPE KA SI TOCY TAPCTBEHHA 51 CEJIbCKOXO3SICTBEHHA S

YHMKaNbHbI NPOrpaMMHbIN KITKOY:
f6c6d686f0c899fdf76a1ed8b44845Zab8cac6fb1af6547b6d40cdf1bdcﬁ)i{%JIEMHﬂ»

MC)KI/IHCTI/ITyTCKaH Ka(l)ez[pa CCTCCTBCHHO-HAYYHbIX U COIHAJIBHO-TYMAaHHUTAPHBIX

TUCIUAIIINH

JIEJIOBOI THOCTPAHHBIN SI3bIK
(aHTTIUICKUIA)
MeTOIII/I‘{eCKI/Ie YKazaHHuA 110 OCBOCHHUIO JUCHUIIINHBI, BBIIIOJIHCHHUIO KOHTPOJIBHBIX
Ba,IIaHI/Iﬁ U CaMOCTOSITEILHOMN pa60Te A1 CTYACHTOB OYHOU M 3a0UYHOU (IJOpM

O6y‘—IeHI/I$I I10 BCCM HalIPaBJICHUAM ITIOATOTOBKHU

VYeceypuiick 2022



CocraBurens: E.B. Xeneckas k.pumaon.H., TOIEHT MEXUHCTUTYTCKON Kadenpsl

CCTCCTBCHHO-HAYYHbIX U CONHAJIbHO-TYMAaHUTAPHBIX JUCIHUIIIINH

JlenoBoii MHOCTpaHHBIA S3BIK (QHTJMHCKHH): METOJMYECKHWE YKa3aHUs II0
OCBOCHUIO  JUCIUIUIMHBI,  BBIIOJHEHHID  KOHTPOJBHBIX  3aJaHUd |
CaMOCTOSITENIbHON paboTe CTY/IEHTOB OYHOM M 3a04HON (opM 0OydeHHUs MO BCEM
HamnpasyieHusM noaroropku / ®I'BOY BO III'CXA; coct. E.B. XKenepckas. -
Yceypuiick, 2022. —42c.

MGTOIII/I‘-ICCKI/IG YKazaHuA IIPpCAHA3HAYCHBI JJII CTYACHTOB OYHOHM M 3a04YHOU (1)0pM
O6y‘—IeHI/IH 10 BCCM HaAIIpaBJICHUAM  IIOATOTOBKH, BKIIOYAIOIHWC KOHTPOJIbHBIC
3adaHus, 3aJdaHUsa OJIsA CaMOCTOSITEIIbHON pa6OTI>I N TCKCTbI I IICPCBOJAA H

BHCAYIUTOPHOT'O YTCHHA.

Peuenzent: O.E.  CanpHumkoBa  K.Qwion.H., jgoueHT  JlemaprameHnra
o0pa3oBaTeNbHBIX TEXHOJOTHMH B pycCKOM ©  3apyOexHoN  duonoruu

HanbHeBocTouHOr0 MeaepanbHOro Y HUBEPCUTETA

N3 paercs no pemenuto metoandeckoro copeta @I'bOY BO Ilpumopckas ['CXA
2



Konrpoabnas padora 1
TEMA: Business Style: Business Letters in English
Lenp 3ansATHA: chopMHpoOBaTh NpEACTaBlIeHUE 00 O(ULMATBHOAECIOBOM CTHIIE
aHTJIMICKOTO fA3BIKA C JIGKCHYECKOH, MOPQOJOTHYECKOW CHHTAKCHYECKOH WU
CTWJIMCTUYECKON TOYEK 3pEHUs; OOBSICHUTH LIENH, 33Ja4d U (PYHKIHMU JEIOBOTO
CTHWJISI; TO3HAKOMUTB € (POPMaMHU U KaHPAMHU JI€JIOBBIX MHCEM.
COJEPXAHUE
1. UupuBuAyabHbIe BBICTYINICHHS CTYAEHTOB C NMOCJEAYIOLIHM I'PYNIIOBbLIM

00CYy K/IeHHEM BOIPOCOB™:

[ Cdepa npumMeHeHHs: 0pUIIHATIBHO-IETI0OBOTO CTUJIS.

O Hens u dyHK1MMU 0pUIIHATBEHO-IETIOBOTO CTHIISI pEUH.

[ Kanpbl opuMaIbHO-IETOBOTO CTUJIS PEUH.

O Jlexkcuueckre 0COOEHHOCTH O(PUIIMATIBHO-/IETIOBOTO CTUIISL PEYH.

O Mopdonoruueckue 0COOEHHOCTH OQUIMATBHO-JIETIOBOTO  CTHIIS
peun.

O CuHTakcnyeckue 0COOEHHOCTH 0(UIIUAIBHO-/1EI0BOIO CTUIIS PEUH.

[ Ctunmuctudeckne 0COOCHHOCTH O(PHUITHATBHO-IETIOBOTO CTUJIS PEUH.

[ ®opMsbI peanuzanuu 0(QUIUATEHO-IEI0BOTO CTUIISI pEYH.

*TekcT BBICTYIUICHUS MO BBIOPAHHOW TeME MOJTrOTaBIMBACTCS B TMHUCbMEHHOU
dbopme u 3amuInaeTcs ycTHo B hopme Oecebl.

2. BbinoJiHeHHe MPAKTUYECKUX 3aJaHUI:

3ananue 1. IlepeBenute Pppas3bl Ha PyCCKUM SA3bIK.

Sender‘s address, date, inside address, salutation, opening sentence, body of the
letter, closing sentence, complimentary close, signature, enclosure.

3aoanue 2. Onpedenume, K KaKomy 6udy 0e108020 OOKYMeHmAa OMHOCUMCS
npeodoCcmagienHblil OMPbIEOK:

I have enclosed my resume and I would like to schedule an interview. I will call
you early next week. I look forward to meeting you.

O Letter of complaint

O Letter of application



oCV

0 Memo

3aoanue 3. [lepesedume Ha pyccKuil sA3biK.

Dear Sirs,

Your name was given to us by Messrs... Ltd., who have been regular customers of
your for some years. We asked them if they knew of a manufacturer who would be
able to supply immediately the goods specified on the enclosed list.

We would explain in confidence that our usual supplier has rather let us down this
year on delivery dates and quantities, and we are in danger of getting intro arrears
with one or two of our contracts.

If you can supply the goods required, please accept this as our official order:
payment will be made on any basis accept-able to yourselves.

We hope you will be able to meet our requirements in this instance? And would
add that if your products are satisfactory and terms competitive we should be
interested in a long term connection between us.

We should appreciate a prompt reply.

Yours faithfully.

3aoanue 4. Hatioume ne nooxooswue 0Jisi OAHHbIX 2PYNN C108A U (hpa3vl.

1. a) Best wishes c¢) Missing you b) Best regards d) Yours sincerely

2. a) further to c¢) fondly b) appreciate d) in reply to

3.a)enclosed c¢)Hi b)asyouasked d)Thanks for your letter.

4. a) Dear Sir ¢) Gentlemen b) Dear Ms Green d) Dear Alice

5.a) in addition c) Asrequested b) What‘s the news? d) According to

3aoanue 5. Bvibepume npasunvublii 6apuanm.

1. We have received your letter 2 September.
a)  from b) of c) on

2.  Weare for your letter.

a)  obliged b) enclosed c¢) confirmed

3. In to your letter we inform the following.

a)  accordance b) addition C) response
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4.  Please find the copy of the contract.

a)  obliged b) appreciated c) enclosed

5. The goods were sent with our contract.
in addition b) in accordance C) in response
SAJAHUSA JJIS1 CPC Nel
1.  IloBTOpHUTE TEOpETHUUECKUI MaTEpHUAaIl 3aHITHS.
2. IlepeBennTe HA AHTIIMKWCKHAN S3BIK: 3alPOC, MPUIIOKEHHE, IIANKA MUCHhMA,

BHYTPEHHUH ajpec, MPUBETCTBUE, OJOK IMOAMKUCH, KOMIUIMMEHTapHAas KOHIIOBKA,
JnaTa, 3aka3, MPEUIOKEHHE, MHUCbMOpPEKJIaMalus, WHICKC, OTIPaBUTENb,
MOJTy4aTeNb.

3. IIepeBenute Ha PyCCKUU A3BIK:

Dear Sirs,

We would like to introduce ourselves as one of the largest manufacturers of pumps
in Great Britain.

We are enclosing leaflets which provide information on a wide range of pumps we
manufacture and we feel sure you will agree that there are designs and types to suit
different requirements.

We also enclose for your further information our current FOB price-list which may
be revised from time to time and we will be pleased to supply you with CIF
quotations as well. Deliveries will of course depend on the quantities and the type
of pumps you require.

Spare parts can also be supplied and they too are illustrated and described in the
leaflets.

If you are interested in our pumps we are prepared to supply you with any model
you require on mutually acceptable and profitable terms.

We hope you will let us have your comments on our offer and we look forward to
discussing this matter in detail with you at any convenient time.

Yours faithfully.



KounrtpoabHas padora 2
TEMA: Business Style: Translating Business Letters into English
[lenb 3aHATHS: TO3HAKOMUTH C BUJAAMHU JEIIOBOW KOPPECIIOHACHIINT; PA3THIUSIMU

MEXIy aMEPUKAHCKUM U OpUTaHCKUM BapHaHTaMH aHTJIMHCKOIO A3BIKA.

COJIEPYKAHUE

1. Ornpoc 1no Teme 3aHATHS.
2. [IpoBepka 1oMamIHero 3a1aHusl.
3. BrlnonHeHne npakTUYeCKuX 3adaHuil:

3aoanue 1. [lepeseoume hpaszvl Ha aneaUUCKUll A3bIK.
l.Anpec  ortmpaBuTens. 2. Jlara. 3.Anpec  mosyyarens.
4.006pareHue. 5.BcryiuieHue. 6.0OcHOBHOM TEKCT. 7.3aKIo4eHue.

8.3akmounTenbHas BexunBas (paza. 9.1loanuce otnpasutend. 10.1Ipunoxenue.

3aonue 2. Omnpedenume, K Kakomy 6udy 0e108020 OOKYMEHmMA OMHOCUMCS
npeocmasieHublli OMpvlEOK.

We are a large record store in the centre of Manchester and would like to know
more about the CDs and DVDs you advertised in last month's edition of HiFi.
Could you tell us if the products are leading brand names, or made by small
independent companies, and if they would be suitable for recording classical
music, games and video? We would appreciate it if you send us some samples.
oCV

0 Memo

O Letter of enquiry / request

0 Contract

3aoanue 3. Pacnonosxcume uacmu 0e108020 NUCbMA 8 NPABUTbHOM NOPsOKe.
FOOD MACHINES

0 6 Pine Estate, Bedford Road, Bristol,

UB28 12BP

Telephone 9036 174369 Fax 9036



36924

8 August 2011

0 James Dean, Sales Manager, Electro Ltd, Perry Road Estate, Oxbridge UN54
42KF.

0 Thank you for your letter. I am afraid that we have a problem with your order.
Unfortunately, the manufacturers of the part you wish to order have advised us that
they cannot supply it until November.

0 Dear Mr.Dean,

0 I look forward to hearing from you.

Yours sincerely,

Simon Tramp

Sales Manager

3aoanue 4. Bcmasbme coomeemcmayroujue npeoiocu 8 ciedyroujue npeodiodHceHus.

llepegedume npeonodcenus na pyccKuul sA3bix.

l. We read your advertisement ... the «Pet Magazine» ... 25 th December.

2. We are interested ... buying your equipment ... producing pet food.

3. Would you kindly send ... more information ... this equipment.

4. We would like ... represent your products ... the Ukraine market. 5. Please

send ... samples ... goods.

6. Our company specializes ... distributing pet products ... Russia.

3aoanue 5. 3ameHume pycckue closa u GulpadceHusi 6 CKOOKAX, AHIUUCKUMU
akeuganenmamu. l[lepesedume npeonosicenus.
1. (Ms1 Obutn Ob1 mpusHartenbhbl) 1f you send us futher information on the

admission requirements of your college.

2. Will you please send up samples of your goods your company (BbIITycTHIIa
Ha PBIHOK) .
3. (Ham Oynmet mpusiTHO) to receive your illustrated catalogue and price-list for

the range of tape recorders.



4. (M=s1 y3nanmu ot) our business partner "Comlel" that you are manufactures of

watches we would like to import to Russia.

5. Please (coobmute Ham) your prices in sterling for the airway tickets.
6. We (ccpmaemcs Ha Barre pekiiamaoe o0bsiBierue) in The Moscow Times of
today.

SAJAHUS JJISI CPC Ne2

1. Ilosmopume meopemuueckuii Mamepuan 3aHsamusl.

2. llepeseoume:

Dear Sirs,

We have seen your advertisement in "The Metal Worker" and are interested in
aluminum screws and fittings of all kinds.

Please quote us for the supply of the items listed on the enclosed enquiry form,
giving your prices c.i.f. Odessa. Will you please also state your earliest delivery
date, your terms of payment, and discounts for regular purchases?

As our annual requirements in metal fittings of all kinds are considerable, perhaps
you would also send us your catalogue and details of your specifications.

Yours faithfully,

3. Buiyuume cnosa u vipadicenus Kk C108apHOMY OUKMAHNL).

1. OGpaiienue

Dear Sirs, Dear Sir or Madam (ecnu Bam He u3BecTHO uMs ajpecara) Dear Mr,
Mrs, Miss or Ms (eciii BaM M3BECTHO MMsI aJpecara; B TOM ClIydyae KOrJa Bbl HE
3HAEeTe CEeMEMHOE MOJIOKEHUE >KEHILUHBI ClIeyeT nmucarb Ms, rpy0oil ommoKoi
SBJISIETCS] KCTIONB30BaHue Ppa3sl —Mrs or Missl)

Dear Frank, (B oOpaiiiennn Kk 3HaKOMOMY 4€JIOBEKY)

2. Berymuienue, npeapiayiiee oOmeHue.

Thank you for your e-mail of (date)... Cnacubo 3a Bamie muchbMO OT (YHCIA)
Further to your last e-mail... OTBeuas Ha Balie NUCbMO. ..

I apologise for not getting in contact with you before now... f npoury npormienus,

4gTO JO CHUX IIOp HEC HAIIKMCAJI BaM...



Thank you for your letter of the 5th of March. Cnacu6o 3a Bame nucsmo ot 5
Mapra

With reference to your letter of 23rd March OtHocutensHO Baliero nucbma oT 23
Mapra

With reference to your advertisement in «The Times» OTHOCUTENbHO Barieu
pexiiamel B Takimc

3. Yka3aHue MpUYrH HANIMCAHUS IUCbMa

I am writing to enquire about S nuury Bam, 4TOOBI Y3HATh...

[ am writing to apologise for S numry BaM, 4TOOBI H3BUHUTHCA 3a. ..

I am writing to confirm 4 nunry Bam, 4To Obl MOATBEPAUTb. ..

[ am writing in connection with I mumry Bam B CBsI3H C ...

We would like to point out that... MbI XxoTenu Obl 0OpaTUTH Ballle BHUMAHUE Ha ...
4. IIpocrba

Could you possibly... He mornu ObI BBI. ..

I would be grateful if you could ... 5 611 OB TpU3HATENEH BaM, €CJIH OBI BHI ...

I would like to receive S 6b1 XOT€J MOTYYHUTb......

Please could you send me... He moriu Obl BbI BBICJIaTh MHE. . .

5. CornaiieHue ¢ yCaoBUSAMM.

I would be delighted to ... S 6611 GBI pag ...

I would be happy to A 6bu1 OB CHaCTHUB. ..

I would be glad to S 611 OB paj. ..

6. Coo0l111eHHE MII0OXUX HOBOCTEH

Unfortunately ... K coxxanenuto... Iam afraid that ... botocs, uTo...

I am sorry to inform you that Mue Tspkeno cooOuiath Bam, HO ... We regret to
inform you that... K coxaneHuto, Mbl BBIHY>JI€HbI COOOIIUTH BaM O...

7. [IpunoxeHne K MUCbMy JOTOTHUTEIBHBIX MATEPUATIOB

We are pleased to enclose ... MbI ¢ yT10BOJIbCTBHEM BKJIABIBACM. . .

Attached you will find ... B npuxpeniennom ¢aitsie Bol HaitaeTe. ..

We enclose ... MbI npuiaraem. ..

Please find attached (for e-mails) Bs1 HaiineTe nmpukpernaeHHbId daiti. ..
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8. BrickaspiBaHme 01aro1apHOCTH 3a MPOSIBICHHBIA WHTEpec. Thank you for your
letter of Cmacubo 3a Bame mmcbmo Thank you for enquiring Cmacubo 3a
nposiBieHHbId uHTEepec... We would like to thank you for your letter of ... Msl
XoTenu OBl ToOJIaroIapuTh Bac 3a...

9. Ilepexon k apyroi Teme.

We would also like to inform you ... MbI Tak e X0Telu 0bI COOOITUTE BaM O...
Regarding your question about ... OTHOCHTEIBHO BalIero BOIPOCa ...

In answer to your question (enquiry) about ... B oTBeT Ha BaI Bompoc o...

I also wonder if... MeHs Takxe HHTEpECYeT. ..

10. /TonoJIHUTENBHBIE BOIIPOCHI.

I am a little unsure about... I HemHoro He yBepeH B ... | do not fully understand
what... Sl He 10 KOHIIA MOHAII. ..

Could you possibly explain... He moriu Ob1 Bl OOBSICHUT. ..

11. Ilepenaua nabopmanuu

[‘m writing to let you know that... I nuury, 4ToOb1 COOOIIUTS O ...

We are able to confirm to you... Mbl MOXeM MMOATBEPUTS ...

I am delighted to tell you that... MsI ¢ ynoBosibscTBHE coobmiaeM o ... We regret to
inform you that... K coxkanenuto, Mbl BRIHYXI€HBI COOOITUTH BaMm o...

12.  IlpennoskeHue cBOEH MOMOIIH

Would you like me to...? Mory nu s (cnenats)...?

If you wish, I would be happy to... Ecau xotute, s ¢ pagoctsio... Let me know
whether you would like me to... Coobuute, eciiu Bam nonago0uTcst MOsI TOMOIIIb.
13. HanmomuHanue O HaMeuYeHHON BcTpede WM oxkujgaHue otBeta [ look
forward to ... S c HerepnienueM xnay, hearing from you soon koraa cMory cHOBa
ycabimate Bac  meeting you next Tuesday BcTpeun ¢ Bamu B ciepyromumii
BTOpHUK seeing you next Thursday Bctpeun ¢ Bamu B uetBepr

14. Tloanuck

Kind regards, C yBaxxeHuem. ..

Yours faithfully, Uckpenne Bam (ecnu umst yenoBeka Bam He n3BecTHO)

Yours sincerely, (eciiu umst Bam uzBecTHo)
10



Kounrpoabnas padora 3
TEMA: Business Correspondence: Quotations and Offers. Business Etiquette
Llenp 3aHsATHSA: CPOPMHPOBATH NPEACTABICHHE O PEUYEBOM OTHUKETE B JICIOBOMA
chepe, B TOM 4HCIEC B NUCHBMEHHOW (QOpME JIEIOBOTO AHTIUHCKOTO S3BIKa;
3aKpeNHUTh HABBIKM  ynoTpeOsieHuss (opMyn  BEXKIUBOCTU: IPUBETCTBHIA,
oOpareHuii, 3aBepmaromux (pas3, KIHIIE, PEYEeBBIX IITAMIOB; CHOPMHPOBATH

MOHMMAaHKE 3HaYeHUs (POPMATU30BAHHOCTH.

COIEPXAHUE

1. Ornpoc 1o Teme 3aHsATUA.

2. [IpoBepka 1oMamIHero 3a1aHusl.

3. BrinosHeHne NpakTUYECKUX 3aJaHUN:

3aoanue 1. Crasicume no-aHeIuticKu:

Ist March, 1947; 15/12/1944; 3/10/1971 (USA); 27/10/1980; 6/2/1978 (UK);
5/7/2002 (USA); 2nd April, 1994; 9/3/1942 (USA).

3aoanue 2. Iloobepume K  KaA@COOMYy  NPUBEMICMBUIO  NOOXOOAULYIO
KOMNJIUMEHMAPHYIO (pa3z).

1. Dear Gentlemen a. Best wishes

. Dear Miss Smith b. Yours sincerely

. Dear Ms. Black c. Yours faithfully

. Dear Sirs

. Dear Madam

. Dear Mr. Green

. Dear Ann

. Dear Mrs. Wilson

. Dear Jack

O 0 3 O »n B~ W DN

3aoanue 3. [loobepume sxs8usanrenmmuvle Gpaso.

l. B IONOJIHEHHH K a. Yours faithfully
2. BIEIOM b. 1in response to
3.  ObITh OJarogapHbBIM c. asrequested
4

B 00aBJIEHUHU, K TOMY K€ d. with reference to
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5. 0XuJaTh C HETEPIIEHUEM e. Yours sincerely
6. C yBaxXeHUeM, UCKpeHHe Bamr f. enclose

7. € yBaKEHHEM, IPEJAHHBIN

Bam g. Best wishes
8. B OTBET Ha h. in accordance with
9. HaWIydIlIue MOXKeJTaHUs 1. look forward

10. mpwuiarats, BKJIQJAbIBATH

B TOT 7K€ KOHBEPT j. be kind

11. ccputasce Ha k. on the whole

12. B COOTBETCTBHUH C . in addition

13. cormacHo mpockOe m. further to

14. OBITH JIFOOE3HBIM n. be obliged

3aoanue 4. 3anonnume nponycku — coomeemcmeyouuMu npeodiocamu.

1. reply your letter 13 September we are glad to inform

you that the terms of the contract have been approved. 2. The contract was signed
22 February. 3. According  your request we sent you our price list

enclosed. 4.  reference = our telephone conversation we confirm the

following. 5. We are obliged ~~ yourletter =~ 7 May. 6.  accordance

_____ the contract the goods will be delivered 25 March. 7. Further

our previous letter we are glad to send samples of our goods. 8 We look

seeing you again.
3adanue 5. 3anonnume nponycku 8 mexcme nOOX00AUUMU NO CMBLCTLY CIOBAMU:

Accept, acknowledge, forward, hesitate, response, sincerely

Dear Miss Mint,
In 1) to your letter of January 21, I am pleased to

confirm that we are ready to accept your order and to business with your company.

We 2) receipt of your order Ne 5478. It is being processed at

the moment and will be delivered to you within a week.

12



We are looking 3) to pleasant business relations

with your company. If you require any further information, please do not 4)
to contact us.

Yours 5) )

Anna Black

SAJAHUSA JJIS1 CPC Ne3
l. IloBTOpUTE TEOPETUUECKUM MAaTEPUAT 3aHITHS.
2. IlepeBemure u CKakHTe, KAKMX YacTEH MIChMa HE XBaTaeT.
Dear Mr. Smith,
Thank you very much for your enquiry. We were pleased to learn your interest in
our products. Our equipment is popular in more than 25 countries. In spite of the
limit of the goods quantity at our warehouses we are glad to say that we can
reserve you 6 TV sets "Sony".
We enclose our catalogue with the latest price-list. Our detailed catalogue will
demonstrate the wide range of our products. Our proposal is valid till the 30th
April 2011. The price covers packing and transportation expenses.
We especially call your attention to the household equipment. Besides the above
mentioned goods, our company sells washingmachines and refrigerators.
We ask you to consider our proposal once more and let us know if we can expect
your order. If you are not happy with our proposal please let us know why. We are
looking forward to hearing from you soon.
3. CocTtaBbTe COOCTBEHHBIE MPEMJIOKEHHS CO CIOBaMHU U (pa3zaMu U3 aKTUBHOTO

cioBaps (CM. cjioBa K ciaoBapHOMY ITUKTaHTY U3 CPCNe2).

Koutponbshas pabora 4

TEMA: Business Correspondence: Resume, CV, Covering Letter

[ens 3aHgTHS: CHOPMUPOBATH HABBIKUA COCTaBJICHUS pe3toMme, Onorpaduu, aHKETHI,
COIPOBOIUTEILHOTO MMUChMa, BUBUTHON KapTOYKH.

COEPXAHUE

l. Onpoc no Teme JEKIUH.
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2. [IpoBepka moMamHero 3a1aHusl.

3. BrinosHeHne NpakTUYECKUX 3aJaHNN:

3aoanue 1. [lepeseoume na pycckuil s3viK.

Resume

Personal Details

Name: Maria Ivanova

Address: ul. Tverskaya, dom 55, kv. 134

Moscow Telephone: Home: (095) 292 52 22

Date of birth: 15 July 1985

Age: 25

Marital status: Single

Nationality: Russian

Objective

To secure a full-time position, in which I can use my knowledge of foreign
languages, computer literacy and strong organizational skills.

Education & Training

September 2002 - June 2007 Moscow State Linguistic University, Department of
German Languages.

Qualifications Higher education diploma: teacher of English and German.

April 2008 Computer training courses in (Microsoft Authorised Training Centre in
Moscow). Employment

July 2008 to present

Chamber of Commerce and Industry, Translating & Interpreting Department.
Position

Translator from/to English and German.

Responsibilities

Interpreting, audit documents translation from/to English and German.

Skills

14



Good typing skills, strong organizational skills, Word Perfect, MS Word for
Windows.

E-mail, Internet user. Languages

Native Russian, professional level of English and German.

Interests: classical literature, jazz music, swimming. References are available upon

request.

3aoanue 2. Omeemvme Ha 80NPOCHL:

1.  What should a good resume do?

What is the purpose of resume?

What writing tips do you know and what are they?

What information should be given at the beginning of your resume?

A

How many items does resume contain?

3aoanue 3. 3akonuume nUCbMo 8 omeem Ha 00vsBNIEHUeE.
Office Manager for multinational busy office Requirements:
— Higher education

— Fluent English

— PC knowledge (Word, Excel) — advanced user

— Paper work experience

— Touch typing method

— Strong managerial skills

— More than 2 years experience in international structures

Please send your resumes by fax: (095) 783 9358

Reply to the advertisement

Dear ,
I refer to the advertisement for a position of , which appeared in
yesterday's and I should like to offer my services as an in

your office.
15



I have been employed as a by the firm for the past

years, to the complete satisfaction of my employers, and feel sure that I

could satisfy all your

[ am compelled to look for a new position as the firm is closing down at
the end of the month, and I must find a new position.
I enclose my with a brief list of my qualifications, positions I have

occupied and copies of

I hope that you will grant me a personal interview which can be arranged at any
time which is most convenient for you.

I hope to
Yours faithfully.

3aoanue 4. Cocmagsbme cONpoBOOUMENbHOE NUCLMO K pe3toMe UCHOTb3YS
cnedyrowue Kmuwe u evipasxcenus. With reference to your advertisement of ...
CCHLNAACL HA 8aule 00bABIeHUE OM ...

1. I refer to the advertisement for a position of... .

S ccputaroch Ha 00BSABICHUE HA JOTHKHOCT ... .

2. I would like to apply for the position of ... in your company... .

S xoten Obl MpeTeHI0BaTh Ha OHKHOCTS ... B Ballleil KOMITAHHH.

3. I would like to offer my services as an... .

S xoten ObI MPEJIOKUTH MOM YCIYTH B KQUECTBE ... B Balllell KOMITAHUU.

4. [ am a specialist with work experience in building industry.

s CIICLIUAJIUCT c OIIBITOM paboThI B CTPOUTENBHOU
IPOMBIIIIIEHHOCTH.

5. I suppose my qualification meets your requirements.

51 monararo, Most KBaTM(HUKAIHSI COOTBETCTBYET BalllM TPEOOBAHUSIM.

6. I wish to place this experience at the disposal of your company.

S xoTen OBl HCTIOIB30BATh ATOM OMBIT Ha 0Jaro Ballei KOMIAHUH.

7. My deep knowledge could be quite beneficial to your company. Mowu

FHY6OKI/IC 3HaHHUA MOT'YT OBITH BBII'OJHBI BaIleil KOMIIQHUM.
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8. Itook courses.-f 3akoHUMIIA KypCHI.
9. My responsibilities included.-Mou 00s13aHHOCTH BKITIOYAJTIH.

10. Tam earning at present.-B HacTosiee BpeMs s 3apadaThiBalo.

3aoanue 5. H3zyuume obpasyvl eusumHvlx Kapmouek. Ilpoananusupyiime
(ckadxcume HA AaHSIUUCKOM S3blKe), HACKOIbKO NPABUNLHO OHU OQOPMIEHbI.

Apeymenmupytime c80€ MHeHUe.

3AJTAHUSA 1151 CPC Ned
1. lloemopume meopemuueckut mamepuan 3aHamusl.
2. 3anonnume nponycKu 8 CONpo8OOUMENILHOM NUCbME U nepeseoume e20 Ha
PYCCKUUL A3bIK.
Dear Sir,
Re:  Your advertisement mn  «.»
of

I read in the issue of «...» that there is an opening in your Company for an export
specialist with work experience in a machine-building plant. I suppose my
qualifications meet these requirements, I worked for 3 years with the company
«..» where I acquired special professional knowledge. It is in this field that 1
developed good connections abroad, which I can

use for your enterprise. I have substantial knowledge in the following fields:
market research marketing advertising

Besides. I know French and German and can hold talks in these languages.

Please notify me at my telephone number or in writing when I can have a job
interview.

1 am sure you will be satisfied with my work.

My desired salary is... .

I can start immediately.

Yours faithfully,

Signature Enclosures:

1. Autobiography
17



2. 6 certificates

3. 1 photo

3. Buiyuume cnosa x crogapromy Oukmauwmy:

employer — paboTtogarens inform — undopmupoBaTs experience — onbIT skills —
HaBBIKM create — co3jgaTh impression — Bredatiienue briefly — kpatko clearly —
SCHO purpose — I1ejb to hire — HaHUMaTh errors — omuOKu experienced person —
OTBITHBIA YEeJIOBEK minimize — cBecTd K MUHUMyMY shorthand — ctenorpadus
references — pexomenganuu  personal details- nuunble maHHBIE marital status —
ceMeiHOe TMOoJIoKeHne objective — menb to secure — MoTy4YuTh, OBlIaneTh educat.
establishment — yuebHOe 3aBenmeHue position — JOJBKHOCTH responsibilities —
oO0szanHocTH  additional skills — momonHuTensHble HaBbikM driver's license —
BOJMUTENIBCKUE IIPaBa Opening — BaKaHCHA 1SSU€ — HOMEp connections — CBA3U
substantial knowledge — ocHoBarensHOE 3HaHHMe notify — U3BecTUTH grant me —
HazHauuTh MHE fluent English — cBob60oHOE Brianenue anrnuiickum advanced user
— NPOABUHYTHIA MOJIb30BaTENb experience — onbIT to look for — mckate 1 am
compelled — s BeiHYX)7eH hold talks — Bectu mneperoBopsl to apply for —
npereHaoBath Ha at the disposal — Ha Onaro quite beneficial — moctaTouno

BBITOJIHBI tO earn — 3apabaThiBaTh responsibilities — oOs3aHHOCTH convenient —

yno0OHoe
4. Ogopmume cobCmEeHHYI0 UBUMHYIO KAPMOYKY HA AHTUICKOM SI3bIKe.
5. Cocmasvme pe3rome u buoepaghuro.

KourpoJuabHas padora S
TEMA: Business Correspondence: Note, Invitation, Offer, Reply (4 uaca)
[lenas 3aHATHS: (PopMUpOBaHWE HABBIKOB O(POPMIICHUS HANOMHHAHHWH, 3aITUCOK,

MIPUTJIAIIECHUH, TPOCTHIX KOMMEPUYECKUX MTUCEM.

COJEPXAHUE

I. Ornpoc no Teme 3aHATHS.

2. IIpoBepka noMalHero 3a1aHus.

3. BrinonHeHnne npakTMYECKUX 3aJaHUN:
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3aoanue 1. [lepeseoume na pycckuii s3viK.

MEMO

To: ALL STAFF

Date: 10 May 2011

From: General Manager

Re Confidentiality

EXTN: 3241

I have been disappointed to notice that lately there have been several instances
where confidentiality has been breached. Each person is entrusted with the
information they need to do their business. There is no need to discuss this with
other people either inside or outside the company. Please discuss the matters only
on a 'need to know' basis. Certain amount of our work has been compromised due
to indiscreet discussions amongst other employees. This matter is serious and
strong measures will be taken in future.

John Parker

General Manager

3adanue 2. Bvibepume cnoea unu couemanus cl108 OJisl 3aNOJHEHUs NPONYCKO8
Mak, 4moowvl OHU OMPANCANU OCOOEHHOCTNU OPOPMIEHUSL CTLYHCEOHOU 3ANUCKU.
(1) :Cole Hanson

(2) _ :Greg Murphy

Date:  :27 August2008

Registration for

(3) : FIN 370

I suggest the department sending a message to all their students with details about
the new subjects, and then let the students add themselves first-come, first-served.
Thank you for considering this, and please, let me know if I can be of further
assistance.

(4) . 0O Subject

O From
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o GM

o To

3aoanue 3. Onpedenume, K Kakomy 6udy 0e108020 OOKYMeHmMAa OMHOCUMCS
OMPBIBOK.

O Letter of complaint

0 Letter of application

oCV

0 Memo

I have enclosed my resume and I would like to schedule an interview.

I will call you early next week.

I look forward to meeting you.

3aoanue 4. Pacnonosxxcume 6 npaguibHol nocie0o8ameibHOCMU Yacmu nucbMa-
npUSIAUIeHUSL.

- thanking your correspondent in advance;

- giving your reasons or perhaps offering some appropriate
explanations;

- expressing your invite.

3aoanue 5. 3axonuume gpasvi u nepesedume ux Ha AHAUNUCKULL A3bIK.

Mpe1 yBunenu Bamty pexiiamy B ... . Bbl BBIIYCTHIIM HOBYIO MOJEND ... HA PBIHOK.
Bbl sBhsierech mpousBoaMTeNeM ... . Mbl OyAemM mNpu3HaTellbHbl, eciii Bbl
BBINIVIETE HaM... . [paHCHOpPTHBIE pacxoabl ... . Hamm TpeGoBaHus

IToBpexnenue ToBapa ... .

SAJJAHUSA JJISA CPC Ne5
I. [ToBTOpHTE TEOPETUUECKUI MaTEpUAT 3AHATHA.
2. BriGepute cnoBa wiM coYeTaHWs CIIOB JJIS 3arlOJHEHUS MPOIYCKOB Tak,

4TOOBI OHU OTPAXKAJIM OCOOCHHOCTH O(POPMIICHUS CITY>KEOHON 3aITUCKH.
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To : Secretarial Supervisor
(1) Claire McElroy

(2) Demonstration of new office equipment

The (3)  of Smart

Equipment will visit us on 28 April to demonstrate their new computer and fax-
machine which you are sure to be interested in.

Please arrange the time to meet him so that all your staff could be present.
(4) 0O Subject

O Sales Manager

0 From o C.M.

3. Pacnonosicume uacmu 0enogozo nucoma 8 npasuibHoM nopsoxe.

o Clarke & Sims LTD., High Street Ellingham, Suffolk

5 August 2011

O Yours faithfully,

Frank Henley.

Manager

0 The Sales Manager, Motorheat Ltd., Walker Road, Coventry o We are interested
in increasing our range of car heaters and would

like to receive information about the various models you are producing.

0 Dear Sir,

KourpoJuabHas padora 6
TEMA: Business Correspondence: Writing an Address, Envelope, E-mailing (4
gaca)
Llens 3ansTHs: cHOpMUPOBATH HABBIKM OGOPMIICHUS KOHBEPTOB, HAIMCAHUS
alpecoB Ha AaHTJIMICKOM  SI3bIKE, HCIIOJNB30BAHHUS DJIEKTPOHHOH  MOYTHI;
NPEJICTABIICHUS O JICJIOBOM DTHUKETE.
COIEPXAHUE

l. Ornpoc no Teme 3aHATHS.
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2. [IpoBepka moMamHero 3a1aHusl.

3aoanue 1. Onpedenume, Kaxue u3 nepeducieHHvlx pas ciedyem ynompebisimeo 8
JUYHOU nepenucke, a kakue — 6 denosou. Cocmagvme NPeONONCEHUS C IMUMU
@dpazamu.
1. I hope all 1s going well.

I will be obliged if you could

Thanks for your letter

Why don‘t we ...

2
3
4
5. I would appreciate if you could... 6. How are you?
7 Dear Uncle Pete,

8 I would be very grateful to you for ...

9 [ am writing to enquire about...

10.  With reference to... 11. My best regards to John.

12. Further to...

3aoanue 2. Coommuecume uHpopmayuo noo ONPeoeleHHbIM HOMEPOM HA
KOH8epme ¢ mem, Ymo OHa 0003Hayaem.

0 Name of the city in the return address

0 Name of the city in the delivery address

0 Name of the organization in the return address

0 Name of the organization in the delivery address
O Attention line

O ZIP code

Lisa Wise

(1) Schifano Association

(2) 25 Grand St Van Nuys, CA (3) 91405-3442

(4) ATTN James St (5) Russ Gallery 1.

476 W Broadway RM

(6) New York, NY 10012-3
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3aoanue 3. [lepeseoume na pycckuii a3vik. Secretary: 458-77-64.

Mr. Wilson: This is Mr. Wilson speaking. I would like to make an appointment
with Mr. Jenkins.

Secretary: Oh, yes, Mr. Wilson. Good morning. I'll get his schedule. Are you
there?

Mr. Wilson: Yes.

Secretary: When would you like to come, Mr. Wilson?

Mr. Wilson: Tomorrow, if possible.

Secretary: I'm afraid he's tied up tomorrow. Is it urgent? If it is, perhaps we could
fit you in somewhere,

Mr. Wilson: No, it isn't that urgent. Is the day after tomorrow possible?

Secretary: What time would you like to come?

Mr. Wilson: As late as possible in the afternoon.

Secretary: I'm sorry, that's afternoon's full too. How is Friday afternoon at five?

Mr. Wilson: Yes, that's perfect, thank you, Goodbye.

3aoanue 4. Ilucbmenno nepegseoume Ouanoe HA pPyCccKull SA3bIK U Omeemvme Ha
eéonpocwi?

— Continental Equipment. Can I help you?

— I would like to speak to Mr. Cartwright.

— Who is calling, please?

— This 1s Victor Klimenko, from TST Systems.

— Hold on, please. I'll find out if he is in.

— Cartwright speaking.

— Hello, Mr. Cartwright. I am the new Sales Manager of TST Systems. I'd like to
inform you that we have studied your materials and decided to accept your offer.
— Thank you, Mr.Klimenko.

— I would like to come to Brighton and discuss with you the main points of the
contract in detail.

— When are you going to come?
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— On Wednesday, next week.

— That is fine.

— Goodbye, Mr. Cartwright. See you next week.

— Goodbye, Mr. Klimenko. Have a good trip!

1)  What is Mr. Klimenko?

2)  What did TST Systems decide?

3)  When is Mr. Klimenko going to come to Brighton?
4)  What is the purpose of his visit?

3aoanue 5. [lucomenno nepeseoume Ouaioe Ha AHIUUCKUL SA3bIK.

- 3npaBcTByiiTe. OT0 MucTep breiik. Sl xoren Obl Ha3HA4YUTHh BCTpEUy C
MuctepoM CMUTOM.

- MunyTKy. Sl TOCMOTpPIO €ro pacnucaHue.

- MHe xoTtenoch Obl MPUNTH 3aBTpA.

- K coxanenuro 3aBTpa, oH Oy/IeT Ha COBELIAaHUU.

- A mocne3aBTpa BO3MOXKHO?

- Ecnu 310 cpouno, To Mbl Mornu Obl HaiiTh Uit Bac Bpems. Korga Ob1 B
MOTJI OBl IPUITH?

- Ecan MoxHO, OI03XKe.

- B nsTHuily B msITh Beuepa.

- Ja, oTan4yHO. DTO MEHS YCTPOUT.

3AJJAHUA 1A CPC Ne6
1. Ilosmopume meopemuueckui Mamepuan 3aHsAmusL.
2. llepeseoume oanHble c06a U BbIPANCEHUS HA PYCCKULL A3bIK.

CocTaBbTe ¢ HUMHU JUAJIOT.

Extension, to disturb, rather urgent, I 'll put you through, the number is engaged, I
'm sorry to have troubled you, we were cut off, I 'm calling to let you know, find
out, he is out at the moment, to confirm your appointment, I 'm looking forward to

seeing you tomorrow, | 'm calling, give my best regards to, we could fit you in
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somewhere, [‘ll get his schedule, he is tied up tomorrow, to make an appointment,

I‘ll connect you, could you take my message.

3. Coomnecume uHgopmayuro noo onpeoeyeHHbIM HOMEpPOM HA KOHEepme C
mem, Ymo OHa 0003HaYaem.:

O the street name in the mailing address

0 the ZIP Code in the mailing address

0 the addressee's company name O the town the letter comes from
O the addressee

0 the ZIP Code in the return address

New Jersey Power Company

5695 South 23 Road

(1) Ridgefield. (2) NJ 03887

(3) Mr. Frederick Wolf

Director of Marketing

(4)  Smith Printing Company

590 (5) Sixth Avenue

Milwaukee. (6) WI53216

3aoanue 5. Boryuume cno6a Kk ci08apHomy OUKMAHNL) .
Long-distance (call) — mexxnyropoiHuii 3BOHOK.
Extension - 100aBOYHBIIT

Business call - nemoBoii 3B0HOK

Private call - yacTHBIN 3BOHOK

A o e

To disturb - GecriokouTh

He doesn't want to be disturbed - oH He X04eT YTOOBI €ro OECIOKOWIIH.

6. Rather urgent - kpaitae cpouno. Is it urgent - 370 cpo4Ho?

7. Hold on, please - momoxaute noxanyiicra. Hold the line - me kimanure
TPYOKYy.

8. I'll put you through-s Bac coenunto
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9.

10.
11.
12.

The number is engaged - HomMep 3aHAT
To ring back - nepe3Bonuts. I'll call back later - 1 mepe3Bonro mo3xe.
Accounts department - pacueTHBINA OTIEN

What can I do for you? - uem mory 6wiTh mosne3en? May I help you? — mory

s1 ToMo4yb Bam?

13.
14.
15.
16.
17.

To make an appointment - Ha3HaYUTH BCTPEUY

Can 1 take your message? - Mory s niepenars Bare coobmenne?
I'm sorry, we were cut off. - VI3BunHTE, HAC pa3beAMHIIH.

As quickly as possible- kak MOKHO cKoOpee.

I don't quite catch that - s He BnosHe ynoBuia 31o. Sorry, I don't understand -

HU3BHUHUTC, 1 HC paCCIbIIIall 3TO.

18.
19.
20.
21.

The subscriber is not available now. - aboHEHT He TOCTyTIEH celuac.
I'm sorry we have been disconnected - Hac pazbeAMHIIN.
Who is calling? — kto 3BoHUT? Who is this please? - ko 310?

Could you put me through to? - He mornu 661 Bbl coeIMHUTE MEHsI C?

Could I speak to Mr. Clyde? - mory st HOroBOpuUTSH C ... ?

22.

I'll connect you - st coenuHIO Bac.

[ am trying to connect you - 51 mbITatoCh COEIMHUTH Bac.

[ am putting you through - s coequnsito Bac c ... .

23. He is out at the moment - B JaHHBI MOMEHT €0 HET Ha MECTE

24. Ican't get through - s HEe MOTy 103BOHUTHCS

25. It's the wrong number - 3TO HE TOT HOMEp

26. Speaking - ciymiaro

27.  Could you take a message - He MOTJIH ObI BbI IIepeaaTh €My cOoOLIeHUE?
28. I'm calling to ask you - g 3BoHI0, 4T00BI cipocuTh Bac to let you know -
COOOIHTH

29. Find out - BEIICHUTH

30. Ishe, (she) in? — on (oHa)Ha mecTe?

31. Sorry, to keep you waiting - U3BHHUTE, UTO 3aCTABUJI BAC KIATh

32. Isthat you, Paul? - Oto ThI, [1aBen? Yes, it's me. - [la, 370 4.
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Konrpoabnasi padora 7
TEMA: Business Correspondence: Abbreviations, Contracted Forms (4 gaca)
[{enb 3aHATHSA: TTO3HAKOMHUTH C COKPAIICHHBIMU (pOopMaMu CJIOB, a00peBHaTypaMH,
KpaTKuMu (opMaMu CIIOB.
COEPXAHUE
1. Ornpoc 1no Teme 3aHATHS.
2. [IpoBepka 1oMamIHero 3a1aHusl.

3. Breimonnenue IMPAKTUICCKUX BaﬂaHHﬁ:

3aoanue 1. Hanuwume nucoma 8aUIUM O0OHOCDYNNHUKAM,
ynompeosis nepeducieHHvle Hudxce abopesuamypwl. Obmensamecs NUCOLMAMU U
nepegeoume noiy4eHHvle NUCbMA.

. AAMOF — As A Matter Of Fact — B cymHocTH

. AFAIK — As far as | know — HaCKOJIbKO sI 3HAIO

. BTW — By The Way — kcratu

. CU — see you — yBuANMCS

. F2F — face to face — naeaune

. FOAF — Friend of a Friend — u3 Tpetbux pyk

. FYA — For Your Amusement — k Baieit pagoctu

. FYI - For Your Information — k Bamemy cBeicHUIO

. HSIK — How Should I Know? — nonsitust He umero

. IMO — In My Opinion — 110 MOEMY MHEHHUIO

. IMHO — In My Humble (Honest) Opinion — mo MoeMy CKpOMHOMY MHEHUIO
. IOW — In Other Words — unbIMu clioBaMu

. IWBNI — It Would Be Nice If — xopo1o 0b1

. KIS — Keep It Simple — roBopu mporie

. NRN — No Reply Needed — orBeT HEoOs13aTeneH
. OS — Operating system — onepalioHHas cucTeMa
. OTL — Over The Line — cBepX MoI0KEHHOTO

. OTOH — On The Other Hand — ¢ apyroii cTopoHsI
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. R — Received — momydeHo

. TFS — Thanks For Sharing — cmacu6o 3a ccbuiKy

. TIA — Thanks in Advance — 3apaHee OarogapeH

. WOBTAM — Waste of Bloody Time and Money — notepst BpeMeHH U JISHET
. WRT — With Respect To — ¢ yBaxkeHueM k

3aoanue 2. Obmensiimecsy nucbMamu U nepeseoune noay4eHHble NUCbMA.
3aoanue 3. B npusedénnom nudice nucome 7 ouubok. Haioume u ucnpasbme ux.
8 Oxford St.
London 114965
United Kingdom
5th October, 2012 Dear Miss Ann Smith,

Thank you for the letter from the 23 September. We are glad to know that your
sister has got married. Our best congratulations.

Further to our holiday, everything is all right. We are swimming and sunbathing
a lot. Yesterday we went on an excursion to the mountains. The trip was interesting
and we saw a lot of beautiful places.

We are going to return on 14 October. I hope the flight will not be tiring.

Do not hesitate to contact us.

Yours faithfully,

Helen

3aoanue 4. Hanuwume nucoma, ynompeonss abopesuamypol u COKPAUeHUs.

PLC wmm plc — Public Limited Company (akuuoHepHO€ OOIIECTBO OTKPHITOTO
THUIIA)

Ltd — Limited (akimoHepHoe 0011IeCTBO 3aKPHITOTO THMA) B HA3BAHWU aHTIUHCKUX
KOMITAHUM C OTPAaHUYEHHON OTBETCTBEHHOCTHIO.

Corp. — Corporation (B Ha3BaHMM aMEpPUKAHCKUX KOMIaHuM, B ¢dopme

KOpIopaIui)
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Inc. — Incorporated (akummoHepHOe OOMIECTBO, 3apETHCTPHUPOBAHHOE KaK

KOpIiopalusi) B Ha3BaHUU aMEPUKAHCKUX KOMITAHUM.

Rd — Road;
St — Street;
Sq. — Square;

# — Homep noma B CIIIA;

Ne — HOMep nnoma B BennkoOpurtanuu.

Mr — nipu oOpallleHuH K My>KYUHE;

Miss — npu oOpalieHud K He3aMyXHel >keHmmHe; Mrs — mpu oOpallleHuu K
3aMy’KHEHN KEHIIUHE;

Ms — eciu HEU3BECTHO, 3aMY>KEM OHA WJIM HET.

Dr (Doctor), Dept (Department) - otaen, GB (Great Britain), UK (United
Kingdom), USA (The United States of America), CA (Canada),

FR (France), IT (Italy), G (Germany), JP (Japan);

Enc. (Enclosure (mpunoxenue)), C.C. (carbon copy (xomusi mucema)), B.C.C.

(blind carbon copy), RSVP (tpebyercs oTBer).

SAIAHUA JJIS1 CPC Ne7
1. Ilosmopume meopemuueckuti Mamepuan 3aHsamusl.
2. Cocmagbme CnUCOK COKpAujeHUutl, UCHOIb3YeMbIX 6 SMS HA AHTUUCKOM
s3bIKe.
3. Cocmasbme sms, UCNOJIb3Ysl COKPAWEHUsl U3 COCMABILEHH020 CNUCKA.

KonTpoabnas padora 8
TEMA: Payment in Foreign Trade
[enb 3aHATHSA: CPOPMUPOBATH HABBIKA COCTABJICHHSI 3allpoca, OTBETa Ha 3alpoc U
npeyIoKEeHNEe, MPUHATUS U OTKa3a OT MPEeJIOKEHHs, OJaroJapCTBEHHBIX IMHCEM,
PEKIIaMHBIX TTHCEM.
COAEPXAHUE

l. Ornpoc no Teme 3aHATHS.
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2. [IpoBepka moMamHero 3a1aHusl.

3. BrinosHeHne NpakTUYECKUX 3aJaHNN:

3aoanue 1. [lepeseoume na pycckuil s3viK.
Sea Products Ltd.

15 London Road

Exeter EX4 4]Y

England 15

February, 2011

Dear Sirs,

We read your advertisement in the _Sea Products‘ of 5th December. We are
interested in buying your equipment for producing sea products. Would you kindly
send us more information about this equipment:

price

dates of delivery

terms of payment

guarantees

O O oo 0o o

if the price includes the cost of equipment installation and staff training.

Our company specializes in distributing sea products in Russia. We have more than
50 dealers and representatives in different regions and would like to start
producing sea products in Russia. If your equipment meets our requirements, and
we receive a favourable offer, we will be able to place a large order for your

equipment.

Your early reply would be appreciated.
Yours faithfully,

V. Petrov

V. Petrov

Export-Import Manager
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3adanue 2. Cocmagvme  npednodcenus ¢  AKMUBHLIMU  CIOBAMU U
C108OCOYEMAHUAMU.

Advertisement — pekmama, catalogues — katamoru, products - NpOAYKIUS
distributors — qucTpubbOTOPHI, current catalogue - mociaeaamit Karanaor, network —
ceTh, to deliver — mocTaBiATh, importers — UMIOPTEPHI, quantity - KOJWYECTBO
retailers — mpoaaBIibl, a quotation for — paciienka, Ha get in touch - yCTaHOBUTH
KOHTaKT, price — IieHa, manufacturers — mpousBomutenu, terms of delivery —
yCcIoBUSL TocTaBkH, sellers — mpomaBiel, terms of payment - ycJoOBHsI OIUIATHI,
suppliers — moctaBuku, goods — ToBapel, letter of credit — akkpenutus, delivery
dates — cpoku moctaBku, cheque — uek, discounts — ckunku, bank transfer —
OaHKOBCKHI TmepeBoj, quality — kauecTBo, range — acCOPTUMEHT, in the market -
Ha pbIHKe, price list — mpelickypant, samples — o0Opasupl, typical contract —

TUITAYHBIN JOTOBOP.

3aoanue 3. 3anonnume opmy nucoma-3anpoca.

Letter Block for an Inquiry

Addressee Date
Re:

We ask you to make us an offer for

(description of goods)
Quantity

Quality

Delivery

Terms of delivery

Packing
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Yours faithfully,

Signature

3aoanue 4. Cocmagbme nucbMo-npeonodcenue, ynompeosisa 8blpariCeHusl:

1.We are pleased to learn your interest in... -Ham mpusarHo y3Hath o Barmei
3aWMHTEPECOBAHHOCTH B ...

2.We are most pleased that you want to buy... - MBI 0O4€Hb TOBOJIbHBI, YTO BBI
TIOKeJalId KyTHTh...

3.We are glad to say that we can reserve you ... - MBI pajsl COOOIIUTH, YTO MOKEM
OCTaBHUTH 33 BaMH...

4.1t 1s good of you to take so much interest in our work... -bb110 0OYeHb MHO00E3HO €
Barieid cTopoHbl MPOSIBUTH TaKOW MHTEPEC K HalIel padoTe...

5.We take pleasure in sending you the desired samples and offer...

-C YAOBOJBCTBUEM ITIOCBLIIACM BBI6paHHBI€ BaMH 06pa3u1>1 U 1pecajiaracm

6.As to your inquiry of ... we are informing you that... -Ha Bam 3anpoc ort... Mbl
coobmiaem Bawm, 4ro...

7.In reply to your letter of... this year we would like to inform you... - B oTBeT Ha
Ballle MUCHMO OT... 3TOr0 rojia coodmaem Bawm, uro...

8. Referring to you inquiry of... - Ccpuiasich Ha Baill 3anpoc oT...

9.  As to your inquiry of... we are sending you the desired samples and offer...
— Ha Bam 3ampoc OT... Mbl BbicbUlaeM Bam BbIOpaHHbIE BamMH 00pas3Ubl U
npeiaraem. ..

10.  We enclose our catalogue with the latest price-list. -Ms1 npunaraem Ha
KaTaJor C HOBEUIIUM IIPEUCKYPAHTOM.

11.  Our detailed catalogue will demonstrate the wide range of our products. —
Harmm moapoOHBIil kKaTanor yoeauT Bac B pa3HO0Opa3uy HaIEro aCCOPTUMEHTA.

12.  Our proposal is valid till... - Hame npennoxxeHue AeHCTBUTENHHO J10...

13.  We deliver our goods on CIF terms. - MbI moctaBisieM Haliy TOBaphl Ha

ycnoBusix CUO.
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14. The price covers packing and transportation expenses. - IleHsl BKITIOUaeT
YIaKOBKY Y TPAHCTIOPTHBIE PACXO/IBI.

15. As you can see from our price-list, our prices are at least 3% lower than
market prices. - Kak BuHO U3 Hallero mpeicKkypaHTa, HallM [EHbl N0 KpailHei
Mepe Ha 3% HMKE PbIHOYHBIX.

16. I especially call your attention to ... -5 ocobeHHO 0oOpaiiaro Baiie BHUMaHUE
Ha...

17. Besides the above mentioned goods our company also produces (see...) —
Kpome ynmoMsiHyTBIX BBIIIIE TOBApOB Hallla PUpMa MPOU3BOIUT TAKKe (CM...)

18.  The model... will meet most of your requirements. - Mogenb... OyaeT ayuiie
BCET0 COOTBETCTBOBATH BAIIIUM TPEOOBAHUSIM.

19. We ask you to consider our proposal once more and let us know if we can
expect your order. - Mbl npocum Bac eiie pa3 oOCyAUTh Halle MPEeaSIOKEHHE U
COOOIIUTH HAM, MOYKHO JIM PACCUUTHIBATH Ha MOJIyYCHHUE 3aKa3a.

20. I encourage you to order as soon as possible as the quantity of this product
available at our warehouse is limited. - SI mpomry Bac ObicTpee 0OpPMHUTDH 3aKa3,
TaK KaK KOJIMYECTBO ITOT'O TOBapa Ha CKJIaJie OTPAHUUYEHO.

21. We would appreciate if we get the order from you as soon as possible. - MbI
ObLITM OBl OYEHDb pajibl OJIYYUTh OT BAaC 3aKa3 Kak MOYXKHO CKOpee.

22. If you are not happy with our proposal please let us know why.

- Ecnim Bac He ycTpaumBaeTr Halle NPEAJOKEHHE, TMPOCUM COOOIUTH Ham O
MIPUYHHE.

23.  We are looking forward to hearing from you soon. - C HeTepneHrem xjieM
OTBETA.

24.  We would be grateful if you would send us further information including
unit cost, discount for the wholesale purchase and payment terms... - MbI 66111 OBI
MPU3HATEIbHBI, €CIi Obl BBl BBICTAIM HaM JOTOJHUTEIBHYIO WH(OpMAaIUio o

CTOMMOCTH TOBapa, pasMCpc CKUAKH Ha OIITOBYIO 3aKYIIKY U YCIIOBUA e¢ OIlIaTHhI...
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3aoanue 5. Cocmasbme Gopmbl NUCOMA-OMKIOHEHUS  NPEONONCEHUsT  C
NPUBCOCHHBIMU HUNCE BLIPANCEHUSMU NO 00paA3Y).

We thank you for your Inquiry of for the delivery of

Unfortunately, we are not in a position to make you an offer of the goods specified

in Inquiry.

Yours Faithfully, Signature

1. We are sorry (we regret) to let you Know (to inform you) that we cannot
execute your order because of ... - K coxayieHnto BBIHYKEH COOOIIUTH BaM, YTO

MBI HE MOKEM BBITIOJTHUTH Balll 3aKa3 10 MPHYUHE...

2. The goods you ordered are no longer available. - ToBap, KOTOpBIil BbI
3aKa3alii, OOJIbIIe B HATMYUU HE UMECTCS.

3. We can offer you a substitute. - Moxem NpeIjIo)KUTh BaM 3aMEHY.

4. We thank you for your order but regret to inform you that ... -

Mp1 6iiarogapum Bac 3a 3aka3, HO K COKaJICHUIO, BBIHYXJEHbI COOOIIUTD, YTO...

3. We very much regret that we unable to ... - MbI o4eHb coXkanieem, 9TO MbI HE
MOXKEM...

6. We are sorry that... — Cosxxaineem, 4ro...

7. We are sorry about... - Coxaineem, o...

8. We must apologize for ... - MbI A0JKHBI U3BUHUTHCS 34...

0. We sincerely regret that... - Mbl HCKpeHHE COXKaJieeM, UTo...

10.We offer an apology for ... - I[I]puHOCHM H3BHHEHHUS 34...

3AJJAHUSA JJIS1 CPC Ne8
1. Iloemopume meopemuyueckuti Mamepua 3aHsamusl.
2. Cocmasbme nucbMo-noomeepicoeHue 3aKasda.
3. Buviyuume cnosa k cnosapromy ouxmanmy.

reply — oTBeT request — 3amnpoc to refer — ccplaThes

desired sample — BrIOpaHHBII 00pazerly
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to reserve — octaBUTh to enclose — mpuiiarath wide range —IUPOKUIT aCCOPTUMEHT
(BBIOOD)

is valid till — nme¥ictButenbHo 10 on CIF terms — Ha ycnoBusix CU®D the price
covers — IleHa BKJII0YaeT

transportation expenses — TpaHCIIOPTHBIC pacxo bl at least — mo kpaiiHei mepe
meet your requirements — COOTBETCTBYET BallluM TPeOOBAHUSIM

to consider — 06cyaAuThH

expect your order — paccuuThIBaTh Ha Ball 3aka3 warehouse — ckiaj to be
appreciated — ObITh IpU3HATENEHBIM Wholesale purchase — onToBas 3akymnka

our order for — Ham 3aka3 Ha

we accept your offer- Mbl mprHUMaeM Ballie MPeEIIOKEHUE

to place an order for — pazmecTuTh 3aKa3 Ha

to confirm — noaTBepuTh great demand — orpoMHBI cripoc

to supply — mnocraButh dully signed — mnoxamucaH JOMKHBIM 00pa3oMm
acknowledgement — mnoarBepxkaeHue specified below — ykazaHHbI HUXKE
acknowledgement — moarBepxkaeHue to confirm — moaTBepXkIaTh turnover —
obopoTt

in conformity with — B COOTBETCTBHHM C receipt — MoaydeHue

confirmation of an order — moaTBepxkaeHue 3aka3a refusal of order

KonTpoabnas padora 9
TEMA: Payment in Foreign Trade: Composing a Letter of Complaint, Contract (4
yaca)
[ens 3anatus: chopMHUPOBATH HABBIKM COCTABJIEHHWE MUCHMa)KaloObl, OTBETA Ha

*ano0y, KOHTPAKTA.

COAEPXXAHUE

1. Ornpoc 1o Teme 3aHATHS.

2. [IpoBepka noMamIHero 3aaaHusl.

3. BrImiosTHEHHE TPAKTUYECKUX 3aJJaHUM
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3aoanue 1. [lepeseoume na pycckuii s3viK.
Men's Clothes Dealers Ltd

18th April, 2011

1423 South Road

Sheffield S20 4HL
England

Re: Our Order No. 142 of 21st March, 2011

Dear Sirs,

Thank you for your delivery of men's shirts, which we ordered on 21 st March,
2011. At the same time we would like to draw your attention to the following.
After examination of the shirts we discovered some manufacturing defects: there
are oil stains on 12 shirts;

the colour of buttons on 5 of shirts does not match the colour of these shirts, one

shirt is in a different style.

We are returning the defective shirts by separate mail, carriage forward, and would

ask you to replace them with shirts in the colours and sizes specified below:

Size Colour Quantity

15 white 9

17 white 1

14 blue 616 blue 2
We would appreciate a prompt reply.

Yours Faithfully,

Signature

Vladimir Smirnov Export-Import Manager

3aoanue 2. Cocmasbme NUCOMO-peKIamayuro, UCNONb3YA 6bIPANCEHUA.

1. We would like (have) to remind you that... — MbI xoTenu Obl
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(BBIHY>KJI€HBI) HAIIOMHUTH Bawm, 4To...

2. We wish to draw your attention to the fact that ... — Mb1 xoTum oOpaTuth
Bamie BHUMaHue Ha TOT (akT, 4ToO...

3. We are disappointed to find that quality of the equipment (goods) you
supplied does not meet (comply with, satisfy, match) their requirements of ... — K
COXKAJICHUI0, MBI OOHApYXXWJIH, 4YTO 0OOpymoBaHHE (TOBaphl), KOTOPHIC BBI
MOCTABUIIU HaM, HE YJIOBJIETBOPSIIOT TPEOOBAHUSIM. ..

4. To prove our statement we enclose (are enclosing) ... — B moaTBepxkacHue
HAIIIETO 3asIBJICHUS MBI IPUJIATAEM ...

5. The delay in delivery is causing us great inconvenience, as... —

3amepxka B IIOCTaBKE MPHUBOJIUT K OonpIM  HEeya00CcTBaM,
MOCKOJIBKY...

6.  We find it necessary to note ... — CunuTaeM HEOOXOJUMBIM OTMETHTb...

7. We are returning ... and would ask you to replace ... —

BosBpariaem BaM ... 1 TPOCUM 3aMEHUT...

8. So far we have received no reply ... — Jlo cux mop mMbl He TOJIYYHIIA OTBETA. ..
9. Four containers in the consignment were found to be damaged. —

YeToeIpe KOHTEHHEPA B ITAPTUM OKA3aJIMCh ITOBPEKICHHBIMU.

10. We duly informed you about the breakdown of the equipment.

— MpI1 nomxHbI IpouH(OopMUpoBaTh Bac 0 BbIX0€ U3 CTPOst 000pYIOBAHMS.
11. At present your failure to deliver the goods greatly worries us.

— B macTosimiee Bpemsi Mbl KpaiiHe OOECIOKOEHBI TEM, YTO BBl HE MOXKETE
MIOCTaBUThH TOBAP.

12.  When we installed the equipment, we found that it was faulty —

Koraa mMbl ycTranoBuIIM 000py10BaHKE, TO OOHAPYKUIIU, YTO OHO HE paboTaerT.

13.  When we examined the goods, it turned out that... — [Tocne ocmoTpa ToBapoB

OKa3ajaocCh, 4YTO...

3aoanue 3. Cocmagvme npeonodCceHus, UCHOb3YS AKMUGHvle C108a U

6bIPAINCEHUAL.
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1)  letter of complaint — nucemo xanoda

2)  claim letter - nucbMo-pexiaManus

3)  substandard goods - He1OOpOKaUECTBEHHBIIN TOBAP

4)  wrong goods - HE TOT TOBap

5)  delays in delivery - 3aiep>KKu B ITOCTaBKe

6)  manufacturing defects - mpou3BoCTBEHHBIC 1EPEKTHI

7)  damages of goods - moBpexaeHNS TOBapa

8)  toremind — HAMOMHUTH

9)  to draw your attention - mpuBJeYb Ballle BHUMaHHUE

10) we are disappointed - Mbl OTOpYEHBI

11) does not satisfy (match) the requirement of.. - He ygoBIeTBOpsiET
TpeOOBAHHUIO ...

12) to prove our statement - B MOATBEPKICHUE HAIIIETO 3asIBJICHUS

13) it is causing us great inconveniences - 3TO MPUBOJUT HAC K OOJBIIUM

HEyI00CTBaM.

3aoanue 4. 3akonuume u nepegeoume Ha PycCcKull s13blK OMPbIBOK, NPUBEOEHHDILL

Hudice. OmKyoa smom ompuleoK?

This Agreement is made this  day of , 20 between ,a
corporation organized under the laws of State of , United States of
America, and having its principle office at (o ‘) and

, a corporation organized in accordance with the laws of

and having its principle office at (_° “)

with reference to the following facts: ...

3aoanue 5. Ilepesedume ¢hpasvl u ckadcume, 8 Kakou Hacmu 002080pd OHU
00bIYHO COOepIHCAmCSl.

IN WITNESS WHEREOF, the parties have hereunto set their hands and seals the
day and year first above written. IN WITNESS
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WHEREOQF, the parties hereto duly executed this Agreement. IN WITNESS
WHEREOF, the parties hereto, intending to be legally bound, have signed this

Agreement the day and year first above written.

SAJAHUSA JJIS1 CPC Ne9
1. Ilosmopume meopemuueckuil Mamepuan 3aHamusl.
2. llepeseoume mepmunsl, npusedeHHvle Hudce. B kakux Ookymenmax ouu

ynompeoOnsaomcst u 0s 4e2o?

Definitions and Principles of Interpretation, Arbitration, Force Majeure,
Termination, Notices.

3. Kakoti pazoen 0ocosopa 0bviuno Havunaemcs popmyauposKoll.

Any and all disputes, controversies, claims and differences arising out of or
relating to this Agreement, or any breach thereof, which cannot be settled through
correspondence and mutual consultation of the Parties hereto, shall be finally
settled by arbitration in accordance with the Rules of the Arbitration Association of

, in effect on the date of this Agreement, by one or more arbitrators

elected in accordance with such rules.
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JKenesckas EBrenus BukrtopoBHa

J1e110BOM MHOCTPAHHBIN SI3BIK
(aHTIIMIICKUIA)
JlenoBoil WMHOCTPAaHHBIM S3BIK (QHTJIMMCKUN): METOJUYECKHE YKa3aHHUS TI0
OCBOCHUIO  JHMCLUUIUIMHBI,  BBIIOJHEHUIO  KOHTPOJBHBIX  33JaHUA U
CaMOCTOATENBLHOM paboTe CTY/IEHTOB OYHOU M 3a04HOM OopM OOyUEHHUsS IO BCEM
HampasieHusM noarotoku / ®I'bOY BO III'CXA; coct. E.B. XKenepckas. -
Yccypuiick, 2022. —42c¢.

[ToanucaHo B mevyathb 2023r. ®opmar 60x90 1/16. bymara nucyas.

[TewaTts odceTtHas. Yu.-uzn. i 2,1 Tupax 30 sk3. 3aka3

OI'bOY BO Ilpumopckas [CXA 692510. Yccypuiick, np. batoxepa,44.

VYyactok onepatuBHod nosurpapuu  III'CXA. 692500, VYccypuiick, yiI.

PaznonnHas, 8.
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