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Penenszus
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IMPAKTUYECKOE 3AHSTHE 1
TEMA: OcHOBHBIE XapaKTePUCTHKHU 0(pUIMATBHO-1EJI0BOI0 CTHJISA
AHIVINICKOro sA3bIKA (2 yaca)

Heab 3anaTusi: chopMupoBaTh NpeacTaBicHue 00 odUIIMaATLHO-IEII0BOM
CTHJIE aHTJIMMCKOTrO SI3bIKA C JEKCUYECKOH, MOP(OIOrHYeCKO CUHTAKCUYECKON U
CTUJIMCTUYECKON TOUYCK 3PpCHUA, 00BACHUTH oeim, 3agadu u (I)YHKI_[I/II/I ACJIIOBOTO
CTHJIAA, IIO3BHAKOMUTH C q)OpMaMI/I 1 JKaHpaMH ACJIOBLIX ITUCEM.

COJIEP)KAHUE

1. I/IHI[I/IBI/II[VaJIBHBIC BBICTVIIJIICHUA CTYACHTOB C IMMOCJICAYIOIINM I'PVYIIIIOBBIM

00CYXKJICHHEM BOIIPOCOB:

Cdepa nmpumeHenust opuIIUagIbHO-EI0BOTO CTUIIS.

Henb u pyHK1IMHU 0ODUITHATBEHO-AEIOBOTO CTUIIS PEUH.

XKanps! opuLHaIbEHO-1ET0BOTO CTHIIS PEYH.

Jlexcnyeckue 0COOEHHOCTH Oq)HHHaJIBHO-)IGJIOBOFO CTHJIA pCUH.
MOp(pOJ'IOFI/I‘{eCKI/Ie 0COOECHHOCTH Oq)HHHaJIBHO-I[CJIOBOI‘O CTHJIA pCUH.
CuHTakcHYeCcKne 0COOEHHOCTH Oq)HHHaJIBHO-I[CJIOBOI‘O CTHJIA pCUH.
Ctunuctuyeckue 0COOEHHOCTH 0(1)I/IIII/IaJIBHO-)ICJIOBOFO CTHJIA pCUH.
dopmbl peanu3anuu oQuUIIMaIbHO-IEI0BOTO CTUJIS PEYH.

2. BeimmonHenue NPAKTHUYCCKUX BaﬂaHHﬁI

3aoanue 1. I[lepesedume gpasvi Ha pyccKutl A3vIK.

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

3aoanue 2. Onpeodenume, Kk Kakomy 8udy 0en08020 OOKYMEHMA OMHOCUMCS
npeodocmasieHHblll OMpbl8OK:

| have enclosed my resume and | 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

o CV

o Memo

3aoanue 3. Ilepeseoume Ha pycckuii s3biK.

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.

VVVVVVVYVYY




We should appreciate a prompt reply.
Yours faithfully.
3aoanue 4. Hatioume ne nooxoosawue 0Jisi OGHHbIX 2PYNN C08A U (hpa3vl.

1. a) Best wishes b) Best regards
¢) Missing you d) Yours sincerely
2. a) further to b) appreciate
¢) fondly d) in reply to
3. a) enclosed b) as you asked
c) Hi d) Thanks for your letter.
4. a) Dear Sir b) Dear Ms Green
¢) Gentlemen d) Dear Alice
5. a) in addition b) What’s the news?
c) As requested d) According to
3aoanue 5. Bvibepume npaguivHblil 6apUaAHm.
1. We have received your letter 2 September.
a) from b) of c) on
2. We are for your letter.
a) obliged b) enclosed ¢) confirmed
3. In to your letter we inform the following.
a) accordance b) addition C) response
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
3AJIAHUSI U151 CPC Nel
1. Ilosmopume meopemuueckutl Mmamepuan 3aHAMuUs.
2. llepeseoume na anenuiickuii A3vIK: 3aMpPOC, TPWIOKEHUE, IIanKa

MChbMa, BHYTPEHHHH ajapec, NMPUBETCTBHE, OJOK MOJIMHUCH, KOMIUIUMEHTapHasI
KOHIIOBKa, JaTra, 3akKa3, I[pEeIOKEHUE, IMHUCbMO-peKjIaManus, HHIEKC,
OTIIPABUTCIIb, I1IOJIYHYATCIIb.

3. Ilepeseoume na pycckuii s3vlK:.

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.

NPAKTUYECKOE 3AHATHE 2
TEMA: AHrJmniicKas /1eJioBasi KoOppecnonjaeHuus (2 yaca)

eap 3aHATHSA: TO3HAKOMUTH C BHUJAMHU JIEJOBOM KOPPECHOHACHIINHU;
pa3IUUUAMU MEXIY aMEPUKAaHCKUM M OpUTAHCKUM BapUaHTaMH AaHTJIUUCKOTO
SI3bIKA.

COIEPXKXAHUE

1. Onpoc 1o TeMe JAEKIIUU.

2. [IpoBepka JOMAIIHETO 3a/IaHUS.

3. BeinojiHeHNE TPAKTUYECKUX 3aTaHUMN:

3aoanue 1. [lepesedume ¢hpaszvl Ha aneAUCKUl s3bIK.

1.Anpec ornpaButens. 2.Jlara. 3.Aapec mnonydarens. 4.00parieHue.
5.Bcrynnenue. 6.0cHoBHOM TekcT. 7.3akitodeHue. 8.3aKIF0UUTEIbHAS BEXKIIUBAs
dpaza. 9.1Tognuck ornpasurens. 10.I1punoxenue.

3aonue 2. Onpedenume, K Kakomy udy 0e108020 OOKYMeHMA OMHOCUMCS
npeoCcmasieHHblli OMpPbLEOK.

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

o Memo

o Letter of enquiry / request
o Contract

3aoanue 3. Pacnonoocume yacmu 0108020 NUCbMA 8 NPABUTLHOM NOPAOKeE.
FOOD MACHINES

0 6 Pine Estate, Bedford Road, Bristol,

UB28 12BP

Telephone 9036 174369 Fax 9036

36924

8 August 2011

o 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.

o Dear Mr.Dean,
0 I look forward to hearing from you.

Yours sincerely,
Simon Tramp
Sales Manager

3adanue 4. Bcmagvme coomeemcmeyiowue npeoiocu 6 ciledyoujue
npeonodcenus. llepegedume npeonodxicenuss Ha pyCCKUll A3biK.

1. 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. 3amenume pycckue c1o6a U 8vblpadceHus 8 CKOOKAX,
AHSTTUNUCKUMU DKEUBATEHMAMU. Hepeeedume npeaﬂoofceﬂuﬂ.

1. (Mp1 Obur ObI mpusHatenbHbl) If You send us futher information on the
admission requirements of your college.

2. Will you please send up samples of your goods your company
(BBIMTYCTHIIA HA PHIHOK) .

3. (Ham 6ynmer npusrtho) to receive your illustrated catalogue and price-list
for the range of tape recorders.

4. (Msr1 y3uamu ot) our business partner "Comlel™ that you are manufactures
of watches we would like to import to Russia.

5. Please (coobmruTe Ham) your prices in sterling for the airway tickets.

6. We (ccpimaemcs Ha Barie pexiamHoe o0bsiBienue) in The Moscow Times

of today.

SAJAHUSA JJIA CPC Ne2
1.  Ilosmopume meopemuyeckuii Mamepuan 3aHsamusl.
2. Ilepeseoume:
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 8ulpasicenus K clo8apHomy OUKMAaHmMY.
1. OGpamienue
Dear Sirs, Dear Sir or Madam (ecniu Bam He U3BECTHO UM aJipecara)
Dear Mr, Mrs, Miss or Ms (eciau Bam U3BECTHO UMS ajipecaTa; B TOM cllydae Korjaa
Bbl HE 3HAeTe CEMEWHOEe IMOJIOKEHHE MKEHIIUHBI ClieyeT mucatb Ms, rpy0Ooit
omuOKOM SABIsIETCS UCTIOJIb30BaHKEe (pasbl “Mrs or Miss™)
Dear Frank, (B oOpaiiennn kK 3HaKOMOMY 4€JIOBEKY)
2. Berymienwue, npepiayiiee oOIIeHHe.
Thank you for your e-mail of (date)... Cnacu6o 3a Baiiie mucbMo OT (UKCIIa)
Further to your last e-mail... OTBeuas Ha Ballle MUCHEMO. ..
| apologise for not getting in contact with you before now... Sl npomury nporienus,
YTO JI0 CHX TIOp HE HAIKCall BaM. ..
Thank you for your letter of the 5th of March. Cnacu6o 3a Bamie muceMo OT 5
Mapra
With reference to your letter of 23rd March OtHocuTenpHO Balero micbma ot 23
Mapra
With reference to your advertisement in «The Times» OTHOCHUTEIBHO Ballei
peknamel B TaliMc
3. YKka3aHue npuyYMH HalMCAaHUA MUChMa
I am writing to enquire about I nuiry Bam, 4ToOBI Y3HATb. ..
I am writing to apologise for S mumy Bam, 9TOOBI U3BUHUTHCH 3. ..
[ am writing to confirm S mumy BamM, yTo OBl TOATBEPAUT. . .
I am writing in connection with I numry Bam B cBsi3u C ...
We would like to point out that... MsI xoTeu 661 0OpaTUTH Ballle BHUMAHUE HA ...
4. IlpocbOa
Could you possibly... He moriu ObI BHI. ..
I would be grateful if you could ... 5 6b11 OBI IpU3HATEICH BaM, €CIIH OBI BHI ...
I would like to receive S 6b1 XOTEN OAYYHUTb. .....
Please could you send me... He Moriu ObI BBl BBICTIATh MHE. ..
5. CornaiiieHue ¢ yCiIOBUSIMH.
I would be delighted to ... 4 6b11 ObI pan ...
I would be happy to S 6w11 OB cuacTiIUB. ..
I would be glad to A 6611 GBI pay...
6. Coo011ieHne MmIoXux HOBOCTEH
Unfortunately ... K coxanenwro...
[ am afraid that ... borocs, uTo...
| am sorry to inform you that Mue Tsxeno coo0maTs Bam, HO ...
We regret to inform you that... K coxanenuto, Mbl BBIHY>XJIEHBI COOOIIUTH BaM
0..
7. [IpunoxeHne K MMCbMY JOTIOJTHATEILHBIX MaTePUAJIOB
We are pleased to enclose ... Mbl ¢ y10BOJIbCTBUEM BKJIaJbIBAEM. . .



Attached you will find ... B npukpennensHom Qaiine Bbl HaligeTe. ..

We enclose ... MbI npusnaraem. ..

Please find attached (for e-mails) Ber HalifeTe npukperieHHbIN (ai. . .

8. Bricka3piBaHMEe 01aro1IapHOCTH 32 MPOSBICHHBII HHTEPEC.

Thank you for your letter of Ciacu6o 3a Baire nmucsmMo

Thank you for enquiring Cnacu6o 3a nposiBJI€HHBIA UHTEPEC. ..

We would like to thank you for your letter of ... Mb1 xoTenu 6b1 moGaaroaapuTh
Bac 3a...

9. [lepexox k Apyroi Teme.

We would also like to inform you ... MbI Tak ke X0Te Obl COOOIIUTH BaM O...
Regarding your question about ... OTHOCUTENIBHO BallIEr0 BOMPOCA O...

In answer to your question (enquiry) about ... B orBeT Ha Baiil Borpoc o...

I also wonder if... Menst Takxe UHTEpECYET. ..

10. lonosHuTENBHBIE BOIIPOCHI.

[ am a little unsure about... I HEeMHOr0 HEe yBEpEH B ...

I do not fully understand what... Sl He 10 KOHIIa MOHSII. ..

Could you possibly explain... He Moryiu Obl BB OOBSICHUTS. ..

11. Tlepenaua unpopmanuu

I’m writing to let you know that... S numry, 4ToObI COOOIIUTS O ...

We are able to confirm to you... MbI MOXXeM TOATBEPAUTS ...

I am delighted to tell you that... MsI ¢ y10BOIBCTBHE COOOIIIAEM O ...

We regret to inform you that... K coxanenuto, Mbl BBIHYXKJE€HbI cOOOmNUTh Bam
0...

12. IlpennoxkeHue cBOEH MOMOIIN

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

If you wish, I would be happy to... Ecinu xoture, s ¢ pagocTsio. ..

Let me know whether you would like me to... CooGuiure, ecniu Bam monamnooutcs
MOSI TIOMOIIIb.

13. HanoMuHaHue 0 HAMEUEHHOM BCTpeUE WM OKMIAHUE OTBETA

I look forward to ... S ¢ HETepieHUEM K1Yy,

hearing from you soon korja cMory CHOBa ycJibImaTh Bac

meeting you next Tuesday Bctpeun ¢ Bamu B cieayroIinii BTOPHHK

seeing you next Thursday BcTpeun ¢ Bamu B uetBepr

14. Iloanuce

Kind regards, C yBaxxeHueM...

Yours faithfully, Uckpenne Bam (eciu nms uenoBeka Bam He n3BeCTHO)

Yours sincerely, (ecnu umst Bam u3BecTHO)

MPAKTUYECKOE 3AHSATHUE 3
TEMA: JlesioBoii peueBoii 3TUKET (2 yaca)
Heanr 3ansitusi: chopMHUpPOBATH MPEJCTABICHUE O PEYEBOM OTHUKETE B
JeJI0BOM cdepe, B TOM YHCIe B TUCbMEHHOM (hOopMe JIeTOBOTO aHTITUHCKOTO SI3bIKA;
3aKpEeNHUTh HABBIKK  ymoTpeOsieHns (OpMya  BEXIMBOCTH: TMPUBETCTBHUI,



oOpalieHuii, 3aBepliamuX (Qpa3, KIHIIE, PEYEBbIX WITAMIOB; C(HOPMUPOBATH
MMOHUMaHHE 3HauYeHUs (HOPMaATU30BAHHOCTH.
COJEPKAHUE
1. Onpoc 1o TeMe JICKIIMH.
2. IIpoBepka JJOMaIIHEro 3aJaHusl.
3. BelnojiHEeHHE IPAaKTHYECKUX 3aJaHH:
3aoanue 1. Cradcume no-aneiuicku:

1st 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 Kaxcoomy NpUBEMCmMEUO
KOMNIUMEHMAPHYIO pa3zy.

HOO0X00AUYI0

B OTBCT Ha

in accordance with

HaAWJIYUIIHC ITOKCIIaHMA

look forward

1. Dear Gentlemen a. Best wishes
2. Dear Miss Smith b. Yours sincerely
3. Dear Ms. Black c. Yours faithfully
4. Dear Sirs
5. Dear Madam
6. Dear Mr. Green
/. Dear Ann
8. Dear Mrs. Wilson
9. Dear Jack
3aoanue 3. [loobepume sx8uanenmmuble Gpasol.
1. B JIOTIOJHEHUH K a. Yours faithfully
2. B IEIOM b. inresponse to
3. ObITh OJarogapHBIM C. as requested
4. B 100aBJICHHH, K TOMY K€ d. with reference to
5.  0KHIaTh C HETEPIIEHUEM e. Yours sincerely
6. ¢ yBaXCHHMEM, HCKpeHHE Bain f. enclose
7.  C yBaXCHHEM, IIpeaaHHblii Bam g. Best wishes
8. h.
9. I.
1 J.

0. mpumarath, BKIaAbIBaTh B TOT XK€
KOHBEPT

be kind

11. cchutascr Ha k. on the whole
12. B COOTBETCTBHH C I. in addition
13. cormacHo mpock6e m. further to
14. OBITH TH0OE3HBIM n. be obliged

3aoanue 4. 3anonHume nPonycKu coomeemcmayowuUMu npedaro2amu.

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
price list enclosed. 4.

accordance

22 February. 3. According
reference
confirm the following. 5. We are obliged

the contract the goods will be delivered

your request we sent you our

our telephone conversation we
your letter 7 May. 6.

25 March. 7.
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Further our previous letter we are glad to send samples of our goods. 8 We
look seeing you again.

3aoanue 5. 3anonnume nponycku 6 mekcme NOOXO0OAUWUMU HO CMBICILY
crnoeamu.

accept acknowledge forward

hesitate response sincerely

Dear Miss Mint,

In1) to your letter of January 21, | 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.

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
3AJTAHUS JUISI CPC Ne3

1. Ilosmopume meopemuuecKkuil Mmamepuan 3aHAMuUs.

2. Hepeeedume U ckastcume, KaKkux yacmetl nucbma He xeamaem.

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 30"
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 washing-machines 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. Cocmagbme cobcmeeHHble NPedNodHCEHU CO CLO8AMU U ppazamu u3
AKMUBHO20 Co8aps (cm. cnosa K crosapromy oukmaunmy uz CPCNe2).

INPAKTUNYECKOE 3AHSATHE 4
TEMA: [lesioBasi nepenucKka B kapbepe (2 yaca)

Ieab 3aHsTUA: CHOPMUPOBATH HABBIKKA COCTABJICHUS pe3toMme, Onorpaduu,

AHKETBI, COMTPOBOJIMTEIHHOTO MTUChMA, BU3BUTHOU KAPTOUKH.
COJEP/KAHHUE

1. Onpoc 1o TemMe JICKIIHH.

2. IIpoBepka JOMalIHEro 3aJIaHusl.

3. BuIlIoJIHEHHE NPAKTUYECKUX 3aMaHMIl:

11



3aoanue 1. Ilepesedume na pycckuil A3biK.

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 | 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.

Quialifications 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

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.

3adanue 2. Omeemvme HA 8ONPOCHL.

1. What should a good resume do?

2. What is the purpose of resume?

3. What writing tips do you know and what are they?

4. What information should be given at the beginning of your resume?
5. How many items does resume contain?

3aoanue 3. 3axkonuume nucbMo 8 omeem Ha 0OvsGIeHUe.

Office Manager for multinational busy office
Requirements:
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— 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 :

| refer to the advertisement for a position of , which appeared in
yesterday's and | should like to offer my serwces as an in
your office.

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

years, to the complete satisfaction of my employers, and feel sure that |
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.
| enclose my with a brief list of my qualifications, positions | have

occupied and copies of
| hope that you will grant me a personal interview which can be arranged at
any time which is most convenient for you.
| hope to

Yours faithfully.
3aoanue 4. Cocmasbme conpogooumenvbHoe NUCOMO K pe3tome UCHOTb3Y5
Cﬂe()yiou;ue Kiuuie u 6blpastCerusl.
With reference to your advertisement of ...
CCBLIAsICh Ha Ballle OOBSIBICHHUE OT ...
2. | refer to the advertisement for a position of... .
SI ccputaroch Ha OOBIABIIEHHUE HA JTOJHKHOCTD ... .
3. I would like to apply for the position of ... in your company...
S xoren 6I>I MMpCTCHAOBATH HA NOJIDKHOCTD ... B BaIlell KOMIIaHUH.
4. I would like to offer my services as an... .
51 xoTen OBl MPEIIOKUTH MOU YCIYTH B KAUECTBE ... B BallIe KOMITAHHH.
5. I am a specialist with work experience in building industry.
S cneranuct ¢ OMbITOM pabOTHl B CTPOUTEIHLHON MPOMBIIIIICHHOCTH.
6. | suppose my qualification meets your requirements.
S monararo, Most KBanu(UKAIs COOTBETCTBYET BalllUM TPEOOBAHUSIM.
7. 1 wish to place this experience at the disposal of your company.
S1 xoTen OBl HCTIOIBL30BATh ATOM OMBIT Ha OJaro Bameii KOMIAHUH.
8. My deep knowledge could be quite beneficial to your company.
Mou FJIy6OKI/Ie 3HAaHUSA MOTI'YT OBITH BBIT'OJHBI Balle KOMIIaHHH.
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9. | took courses.-5I 3akoHYHIIa KYPCHI.

10. My responsibilities included.-Mowu 00s13aHHOCTH BKITIOYAITH.

11. I am earning at present.-B nacrosiiee Bpems 51 3apabaThIBafo.

3aoanue 5. H3zyuume obpasyvi euszumuvix kapmouex. I[Ipoananuzupyiime
(CKCZOfCMme HA AHSAUUCKOM }lS’blKe), HACKOJIbKO npaeujlibHO OHU OQbOPMfleHbl.
Apaymenmupytime c80€ mHeHue.

3AJTAHUSA JJISI CPC Ned
1. llosmopume meopemuyeckuil Mmamepuan 3aHAMuUsl.
2. 3anonnume nponycku 6 CONPOBOOUMENLHOM NUCbMe U nepeseoume
€20 Ha pYCCKUU S3bIK.
Dear Sir,

Re: Your advertisement in «...» 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. | suppose my
qualifications meet these requirements, | 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 | can use for your enterprise. | have
substantial knowledge in the following fields:
market research

marketing

advertising
Besides. | know French and German and can hold talks in these languages.
Please notify me at my telephone number or in writing when | can have a job
interview.
1 am sure you will be satisfied with my work.
My desired salary is... .
| can start immediately.

Yours faithfully,
Signature
Enclosures: 1. Autobiography
2. 6 certificates
3. 1 photo

3. Bouiyuume cnosa Kk cio8apHomy OUKmManmy:.
employer — paboromarein
inform — uadopmupoBaTh
experience — ompIT

skills — naBbIKH

create — co3garhp
Impression — BrieyaTicHUE
briefly — kpaTko

clearly — sicao

pUrpoSe — Lenb

to hire — Hauumarh

errors — omuoKu
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experienced person — ONMbITHBIA YEIOBEK
minimize — cBeCTH K MHHUMYMY

shorthand — crenorpadus

references — pexomMeH1aIuu

personal details- muunsle gaHHBIE

marital status — cemeiinoe MoIOKEeHHE
objective — nenb

t0 secure — moJry4nTh, OBJIAAETH

educat. establishment — yueOHoe 3aBeneHue
pOsition — JOIKHOCTH

responsibilities — o0s;3anHOCTH

additional skills — gormonauTENEHBIE HABBIKK
driver's license — BoguTensckue mpasa
opening — BakaHCHUs

Issue — Homep

connections — cBsizu

substantial knowledge — ocHoBarensHOE 3HaHKE
notify — usBecTurh

grant me — Ha3HAYUTh MHE

fluent English — cBo6o1HOE Bi1aieHNE aHTITHMIACKUM
advanced user — mpoABUHYTHIH MOJIH30BATEIb
experience — omeIT

to look for — uckatn

| am compelled — s BeIHYX1eH

hold talks — Bectu neperoBopst

to apply for — nperengoBath Ha

at the disposal — na 6aro

quite beneficial — nocTaTro4HO BHITOIHBI

to earn — 3apabarbIBaTh

responsibilities — o6s3anHHOCTH

convenient — ynobHoe

4. Ochopmume cobCmEeHHYI0 BUSUMHYIO KAPMOYKY HA AH2IULICKOM S3bIKE.
5. Cocmasvme pe3tome u buozpaguro.

MPAKTUYECKOE 3AHATUE 5
TEMA: IloBceaHeBHas JeJioBas nepenucka (2 yaca)
Heanr 3anaTus: QopmupoBaHHe HABHIKOB OQGOPMIICHUS HAMOMUHAHHM,

3aIIMCOK, HpHFJIaHIeHI/IP'I, IMPOCTBIX KOMMCPYCCKHUX ITUCCM.

COJEP/KAHHUE
1. Onpoc 1o TemMe JISKIIHH.
2. [TpoBepka JOMAaIIHEro 3aJaHusl.
3. BEINIOJIHEHHE TPAKTUYECKUX 3aJaHMIi:
3aoanue 1. Ilepeseoume Ha pycckuil A3biK.

MEMO
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To: ALL STAFF
Date: 10 May 2011
From: General Manager
Re Confidentiality
EXTN: 3241
| 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

3aoanue 2. Buwibepume cnosa unu couyemanus cn08 Ol 3aANOJHEHUs.
NPONYCKO8 mak, 4mobbl OHU OMPANHCAIU OCODEHHOCU OQOPMIEHUS CTYHCEOHOL
3ANUCKU.

(1) : Cole Hanson 0 Subject

(2) : Greg Murphy 0 From

Date:  : 27 August2008 o GM
Registration for o To

(3) : FIN 370

| 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)

3adanue 3. Onpedenume, K Kakomy 8udy 0e108020 0OKYMEHMA OMHOCUMCS
OMPUBIBOK.

o Letter of complaint

o Letter of application

oCV
o0 Memo

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

3aoanue 4. Pacnonoosxcume 6 npasunvHol NOCae008AMENbHOCU YaCmu
nucomda-npuciauteHusl.

- thanking your correspondent in advance;

- giving your reasons or perhaps offering some appropriate
explanations;

- expressing your invite.
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3aoanue 5. 3axonuume gpazvi u nepegedume ux Ha AHIUNUCKUL A3bIK.

Ms! yBuzenu Bamy pexiamy B ... . Bbl BBIIYCTHIM HOBYIO MOJEIb ... Ha
PBIHOK. BEI siBAsieTeCh MPOU3BOIUTENEM ... . MBI OyJaeM IpHU3HATENbHBI, €Cii Bl
BBIIUIETE HaM... . [paHCHOpPTHBIE pacxoabl ... . Hamm TpeOoBaHus
IToBpexnenue ToBapa ... .

SAJAHUSA JJIAA CPC Ned

1. Ilosmopume meopemuueckuii mamepuan 3aHAMUs.

2. Bvibepume cnosa uau couemanus cio8 Oas 3anOJIHEHUS NPONYCKOS
Max, Ymoobl OHU OMPANCATU OCODEHHOCU OOPMACHUS CLYIHCEOHOU 3aNUCKU.

To : Secretarial Supervisor O Subject
(1) Claire McElroy 0 Sales Manager
(2) Demonstration of new office equipment 0 From
o C.M.

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)

3. Pacnonooicume wacmu 0e1068020 NUCbMa 8 NPASUILHOM NOPAOKe.
o Clarke & Sims LTD., High Street Ellingham, Suffolk
5 August 2011
0 Yours faithfully,

Frank Henley.

Manager
0 The Sales Manager, Motorheat Ltd., Walker Road, Coventry
0 We are interested in increasing our range of car heaters and would
like to receive information about the various models you are
producing.
o Dear Sir,

IMPAKTUYECKOE 3AHSATHE 6
TEMA: CucTteMa KOMMYHHKALIMH B /1eJ10Boii cepe (2 yaca)

Heanr 3ausaTusi: cpopMupoBaTh HaBBIKK O(GOPMIICHHS KOHBEPTOB,
HAIMCaHUs aJpPEeCOB HA AHTIUHUCKOM SI3BIKE, UCTIOIB30BAHUS SJICKTPOHHON MOYTHI;
MIPE/ICTABIICHUS O JCIIOBOM ITHKETE.

COJAEPKAHUE

1. Onpoc no TemMe JISKIIUH.

2. [IpoBepka JOMAIITHETO 3aJaHUs.

3. BeInosiHeHKE TPAKTUYSCKUX 33 TaHHN:

3adanue 1. Onpedenume, Kaxkue u3 nepeyucieHHvlx @paz ciedyem
ynompe0Oname 8 JUYHOU nepenucke, a kaxue — & oenosou. Cocmagvme
npeolodceHUs ¢ Imumu gpazamu.
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| hope all is going well.
| will be obliged if you could
Thanks for your letter
Why don’t we ...
I would appreciate if you could...
How are you?
Dear Uncle Pete,
I would be very grateful to you for ...
[ am writing to enquire about...
10.  With reference to...
11. My best regards to John.
12.  Further to...
3aoanue 2. Coomnecume urH@opmayuro noo OnpeoeieHHbIM HOMEpPOM Ha
KOH8epme ¢ meM, Ymo OHa 0003Havaem.
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
0 ZIP code

CoNoORrwWDE

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

3aoanue 3. l[lepesedume Ha pycckuil A3biK.

Secretary: 458-77-64,

Mr. Wilson: This is Mr. Wilson speaking. | 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.
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3aoanue 4. Ilucomenno nepesedume ouanoe Ha pyCcCKUull A3vlK U Omeemonie
Ha 60npocwl?

— Continental Equipment. Can | help you?

— I would like to speak to Mr. Cartwright.

— Who is calling, please?

— This is Victor Klimenko, from TST Systems.

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

— Cartwright speaking.

— Hello, Mr. Cartwright. | 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.

— 1 would like to come to Brighton and discuss with you the main points of

the contract in detail.

— When are you going to come?

— 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 nepesedume ouanoe Ha AHAUUCKUL A3bIK.

- 3apaBcTByiiTe. D10 MucTep bieiik. SI xoTenm Obl Ha3HAYUTH BCTPEUy C
MUCTCPOM CMmurom.

- MuHyTKYy. Sl HOCMOTpIO €T0 pacIUCaHHUE.

- MHe xoTenock Obl MPUNUTH 3aBTpa.

- K coxxanenuto 3aBTpa, oH OyJeT Ha COBCIIIAHHH.

- A mocne3aBTpa BO3MOYKHO?

- Ecm 310 cpouno, To Ml Moriii Obl HaiiTu Ju1s Bac Bpems. Korma 661 Bel
MOTJIA ObI IPUATH?

- Eciim MOKHO, MOMo3kKe.

- B maTHULY B nTH Beuepa.

- Ja, oTin4HO. OTO MEHS yCTPOUT.

SAJAHUS JJISA CPC Ne6
1. llosmopume meopemuyeckuti mamepuan 3aHAmusl.
2. llepeseoume OaHHble cCn08a U BLIPAICEHUS HA PYCCKUU  A3bIK.
Cocmaevme ¢ HuMu ouanoe.
Extension, to disturb, rather urgent, | 'll put you through, the number is

engaged, | '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, | 'm looking
forward to seeing you tomorrow, | 'm calling, give my best regards to, we could fit
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you in somewhere, I’'ll get his schedule, he is tied up tomorrow, to make an
appointment, I’ll connect you, could you take my message.
3. Coomnecume un@opmayuro no0 ONPEOeeHHbIM HOMEPOM Ha

KOHBepme ¢ meM, Ymo OHa 0003Ha4aem.:

o the street name in the mailing address

0 the ZIP Code in the mailing address

O 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) WI153216

3aoanue 5. Boiyuume cio6a K clo8apHoMy OUKMAHMY .

1. Long-distance (call) — mexxayropoaauii 3BOHOK.

2. Extension - no6aBouHbIi

3. Business call - nemoBoit 3B0HOK

4. Private call - vacTubIii 3BOHOK

5. To disturb - 6ecriokouTh

He doesn't want to be disturbed - on He X0ueT 4TOOBI €ro OECIOKOMIH.

6. Rather urgent - kpaitae cpouno. IS it urgent - a3to cpouno?

7. Hold on, please - momoxnaure moxanyiicra. Hold the line - He xmaguTe
TpYOKy.

8. I'll put you through-s Bac coenutio

9. The number is engaged - HoMep 3aHAT

10. To ring back - mepessonuts. I'll call back later - s mepe3Bonro mozxe.

11. Accounts department - pacueTHBIN OT/IET

12. What can | do for you? - vem mory OwITh TONe3eH? May | help you? —
MOTY 51 ToMOo4Yb Bam?

13. To make an appointment - Ha3HaYUTH BCTpEUy

14. Can 1 take your message? - Mory s nepeaath Bamie coodmenue?

15. I'm sorry, we were cut off. - MI3BuHuTE, HaC pa3beIUHIUIIH.

16. As quickly as possible- kak MoxHO ckopee.

17. 1 don't quite catch that - s me BmosHe ymomwi 3to. Sorry, | don't
understand - u3BUHUTE, ST HE PACCIIBIIIAN ITO.

18. The subscriber is not available now. - abonenTt He nocrtyreH ceivac.

19. I'm sorry we have been disconnected - Hac pa3beTHHIIIH.

20. Who is calling? — xro 3Borut? Who is this please? - kTo 3T0?

21. Could you put me through to? - e morim 661 Bbl coeTuHUTE MeHSs C?
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Could I speak to Mr. Clyde? - Mory st HOroBopuThb C ... ?
22. I'll connect you - s coenuHIo Bac.
| am trying to connect you - st mpITal0Cch COeqUHUTEL Bac.
| am putting you through - s coenunsito Bac ¢ ... .
23. He is out at the moment - B 1aHHBIII MOMEHT €r0 HET Ha MECTE
24. | can't get through - s He Mory 103BOHHTBCS
25. It's the wrong number - 3To He TOT HOMED
26. Speaking - ciymaro
27. Could you take a message - He MorJiu ObI BBI IiepeiaTh €My COOOIIECHHUE?
28. I'm calling to ask you - s 3BoHI0, 4TOOBI cripocuTh Bac
to let you know - cooOIiuTh
29. Find out - BeISICHUTH
30. Is he, (she) in? — on (ona)na mecte?
31. Sorry, to keep you waiting - ©3BUHHUTE, YTO 3aCTABHII BAC KIAATh
32. Is that you, Paul? - Dto b1, [TaBen? Yes, it's me. - [1a, 370 1.
INPAKTHYECKOE 3AHSTHE 7
TEMA: CokpalieHusi B aHIVIMHCKOM nepenucke (2 yaca)
Henp 3aHATHSI. T[O3HAKOMUTh C COKpamIEHHBIMH (opMamMu  CIIOB,
ab0peBHUaTypamu, KpaTKuMu (opMamu CJIOB.
COJEPKAHUE
1. Onpoc 1o TeMe JICKIUH.
2. [IpoBepka JJOMAITHETO 3a/I1aHHUS.
3. BeInoaHeHWe MPaKTUYECKUX 3aIaHUH:
3a0anue 1. Hanuwume nucoma 6auium OOHOSPYNNHUKAM, YNOMPeOsis
nepeuuciienHvle Hudce abopesuamypuvl. OOMmeHsalmecs NUCMAMU U nepeseoume
NOTYYeHHble NUCLMA.
« AAMOF - As A Matter Of Fact — B cymnocTn
« AFAIK - As far as | know — HackojbKo st 3HaIO
« BTW - By The Way — kctartu
o CU — see you — yBunumcs
« F2F —face to face — nacnune
« FOAF — Friend of a Friend — u3 TpeThux pyK
« FYA —For Your Amusement — k Barei pajiocTu
« FYI—For Your Information — k Bamemy cBeneHUIO
o HSIK - How Should | Know? — nmonsitust He niMero
e IMO - In My Opinion — mo MoeMy MHEHHIO
e IMHO - In My Humble (Honest) Opinion — mo MoeMy CKpOMHOMY MHEHHIO
o IOW — In Other Words — uabIMU clIOBaMH
« IWBNI — It Would Be Nice If — xopormo Obr
o KIS —Keep It Simple — roeopu nporire
« NRN — No Reply Needed — oTBeT Heobs13aTeeH
o OS — Operating system — onepanroHHas cucTeMa
o OTL — Over The Line — cBepX MMOJIOKEHHOTO
e« OTOH —On The Other Hand — ¢ npyroii cTopoHBI
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« R —Received — nonyueno
o TFS - Thanks For Sharing — cmacu6o 3a cchuiky
« TIA —Thanks in Advance — 3apanee OnarogapeH
« WOBTAM — Waste of Bloody Time and Money — notepst BpeMeHH | JIcHeT
o WRT — With Respect To — ¢ yBaxkeHueM k
3aoanue 2. Obmensiimecs nucoMamu u nepegeoume noiy4eHHbvle NUCbMA.
3aoanue 3. B npusedoénnom Hudice nucome 7 owubok. Havioume u
ucnpaeobme ux.
8 Oxford St.
London 114965
United Kingdom
5" 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. | hope the flight will not be tiring.
Do not hesitate to contact us.
Yours faithfully,

Helen
3aoanue 4. Hanuwume nucoma, ynompeoOnis abbpesuamypol U
COKPAWYEeHUSI.
PLC wmm plc — Public Limited Company (akuuoHepHOe OOIIECTBO OTKPHITOrO
THIIA)

Ltd — Limited (akiponepHoe 00IECTBO 3aKPHITOTO THIIA) B HA3BAHMH aHTIITMHCKUX
KOMIIAHUM C OTPAHUYEHHOU OTBETCTBEHHOCTBIO.

Corp. — Corporation (B Ha3BaHMM aMEPHKAaHCKHX KOMIAHU#H, B (opme
KOPITOpAIlnii)

Inc. — Incorporated (akmmoHepHOE O0OIIECTBO, 3apETHCTPUPOBAHHOE Kak
KOpIopaiiys) B Ha3BaHUHU aMEPUKAHCKUX KOMITaHHH.

Rd — Road;

St — Street;

Sg. — Square;

# — Homep noma B CIIA;

Ne — Homep noma B BenukoOpuranum.

Mr — pu oOpareHun K My>K4nHE;

Miss — ipu oOparieHny K He3aMy)KHEW KEeHIIUHE,

Mrs — ipu oOpameH!H K 3aMyKHEH JKeHIITUHE;

MS — ecnu HEM3BECTHO, 3aMYKEM OHA WJIU HET.

Dr (Doctor), Dept (Department) - ormen, GB (Great Britain), UK (United
Kingdom), USA (The United States of America), CA (Canada), FR (France), IT
(Italy), G (Germany), JP (Japan);
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Enc. (Enclosure (mpunoxenmne)), C.C. (carbon copy (xomus mucema)), B.C.C.
(blind carbon copy), RSVP (tpebyetcst oTBeT).

SAJJAHUSA JJISA CPC Ne7
1.  Iloemopume meopemuyeckuil Mamepuan 3aHAmMusl.
2. Cocmagbme cnucox coxkpawjeHuu, UCnoIb3yemMulx 6 SMS Ha
AH2TIULICKOM SI3bIKE.
3. Cocmagbme SMS, UCNONBL3YSL COKPAWEHUS U3 COCMABIEHHO20 CNUCKA.

INPAKTUYECKOE 3AHSITHUE 8
TEMA: IIucbMeHHBI€E 3anIPOChI (2 yaca)

Hean 3anusTusa: cPopMHUPOBATH HABBIKM COCTAaBJIEHHUS 3aIlpoca, OTBETa Ha
3ampoc U MPeIJIOKEHNEe, MPUHATUS U 0TKa3a OT MPe/JI0KEeHUSs, 071arolapCTBEHHBIX
MTUCEM, PEKJIIAMHBIX TTHCEM.

COAEPKAHHUE

1. Onpoc no TemMe JICKIIHH.

2. [IpoBepka qOMAIIHETO 3a1aHMS.

3. BeIlloaHeHMe TPaKTUYSCKUX 3aIaHUM:

3aoanue 1. l[lepesedume Ha pyccxuii A3biK.

Sea Products Ltd.

15 London Road

Exeter EX4 4JY

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

— 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
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Export-Import Manager

3aoanue 2. Cocmagvme npeonodcenus ¢ aKMUBHLIMU CLO8AMU U
CJI0B0COUEMAHUAMU.

Advertisement — peknama, catalogues — karanoru, products - mpomyKIus
distributors — nuctpubsroTOpHI, CUrrent catalogue - mocnenuuii karanor, network —
ceth, t0 deliver — mocraBnsaTs, importers — uMmoptépsl, quantity - Koau4ecTBO
retailers — mponmaBipl, a quotation for — pacuenka, Ha get in touch - ycranoBuTh
KOHTaKT, price — mena, manufacturers — mpowmsBomutenu, terms of delivery —
yciaoBus moctaBkd, Sellers — mpomapipr, terms of payment - yciioBust ormiaThl,
suppliers — mocrasmuku, goods — Toeapsi, letter of credit — akkpeaurus, delivery
dates — cpoku mocTaBku, cheque — uek, discounts — ckuaku, bank transfer —
OaHKOBCKMI TMepeBoj, quality — kadecTBo, range — accoptument, in the market -
Ha peiHKe, price list — npetickypant, samples — oGpasusl, typical contract —
TUITHYHBIA TOTOBOP.

3aoanue 3. 3anonnume gopmy nucbma-zanpoca.

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

Yours faithfully,
Signature

3adanue 4. Cocmasbme nucoMo-npeonodicenue, ynompeoisisa 6blpadCeHUsL:

1.We are pleased to learn your interest in... -Ham npusitTHO y3HaTh 0 Bamrei
3dUMHTCPCCOBAHHOCTH B ...

2.We are most pleased that you want to buy... - MsI 0o4eHb JTOBOJIBHBI, YTO
BBI ITOJKCJIAJIM KYIIUTD...

3.We are glad to say that we can reserve you ... - MbI paasl COOOITUTH, YTO
MOKEM OCTaBUTh 3a BaMU...

4.1t is good of you to take so much interest in our work... -bei1o odeHb
mo6e3Ho ¢ Barmel cTopoHBI TPOSIBUTH TAKOW MHTEPEC K HAIIeH padoTe...

5.We take pleasure in sending you the desired samples and offer... -C
YAOBOJBCTBUEM IIOCHLIIACM BI>I6paHHI>Ie BaMUu 06pa3u1>1 " Ipeajiaracum ...
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6.As to your inquiry of ... we are informing you that... -Ha Bamr 3anpoc or...
MEI cooOmmaeM Bawm, 4ro...

7.In reply to your letter of... this year we would like to inform you... - B
OTBCT Ha Bali€ IMUCbMO OT... 3TOT'0 roaa coo6maeM BaM, YTo...

8. Referring to you inquiry of... - Ccbutasich Ha Balil 3ampoc OT...

9. As to your inquiry of... we are sending you the desired samples and
offer... — Ha Bamr 3ampoc OT... MbI BbICbUIaeM Bam BbIOpaHHBIC BaMU 00pasiibl U
[peIaraeM. ..

10. We enclose our catalogue with the latest price-list. -MsI npuiaraem Hari
KaTaJIOr ¢ HOBEHIINM IIPEHCKYPAHTOM.

11. Our detailed catalogue will demonstrate the wide range of our products.
—Harmm nonpoOHbIif KaTamor yoeauT Bac B pa3HOOOpa3uu HaIllero aCCOPTUMEHTA.

12. Our proposal is valid till... - Hamre npeanosxenue AelCTBUTENBHO J10...
13. We deliver our goods on CIF terms. - MbI iocTaBiisieM Hallli TOBapbl Ha
ycnoBusix CU®.

14. The price covers packing and transportation expenses. - Llensl BKro4yaeT
YIHAKOBKY U TPAHCIIOPTHBIC PACXOAbI.

15. As you can see from our price-list, our prices are at least 3% lower than
market prices. - Kak BUIHO U3 HaIIero NpelcKypaHTa, HAIIW LEHbI [0 KpahHei
Mepe Ha 3% HHMKE PHIHOYHBIX.

16. | especially call your attention to ... -5l ocobenHO oOpariaro Baiie
BHUMAHUE HaA...

17. Besides the above mentioned goods our company also produces (see...) —
Kpome yroMsiHyTBIX BBIIIIC TOBAPOB Hallla (pUpMa MIPOU3BOIUT Takke (CM...)

18. The model... will meet most of your requirements. - Moxeinb... Oyaer
JIydmie BCCTro COOTBCTCTBOBATHL BAllIUM Tp€6OBaHI/I$IM.

19. We ask you to consider our proposal once more and let us know if we
can expect your order. - MbI mpocuM Bac elre pa3 00CyauTh Hallle MPEII0KEHNE U
COO6IHI/ITI> HaM, MOKHO JIM paCCUUTBIBATh HaA IIOJIYUYCHHUC 3aKa3ad.

20. | encourage you to order as soon as possible as the quantity of this
product available at our warehouse is limited. - S npomry Bac 6sicTpee 0pOPMUTH
3dKa3, TaK KaK KOJIMYCCTBO 3TOI'0 TOBAapa Ha CKIaAC OI'PaHUYCHO.

21. We would appreciate if we get the order from you as soon as possible. -
Mps1 ObuTH OBI OYEHB PaJibl IOMYYUTh OT BaC 3aKa3 KaKk MOXKHO CKOpee.

22. If you are not happy with our proposal please let us know why. - Eciu
BaC HC yCTpauBacCT HAIIC ITPCATOKCHHUC, IIPOCUM C006IHI/ITI> HaM O IIPUYIHHC.

23. We are looking forward to hearing from you soon. - C HerepnieHHEM
KIEM OTBETA.
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24. We would be grateful if you would send us further information including
unit cost, discount for the wholesale purchase and payment terms... - MsI ObuTH OBI
IMPHU3HATCIIbHBI, CCJIIN Obl BBl BBICIAIM HaM AOIIOJIHUTCIbHYIO HH(i)OpMaHI/IIO (0]
CTOMMOCTH TOBapa, pasMepe CKUJIKU HAa ONTOBYIO 3aKyIIKYy U YCJIOBUSA €€ OIUIATHL...

3aoanue 5. Cocmasbme Gopmvl nUCbMA-OMKIOHEHUS NPEONONCEHUST C
NPUBEOECHHBLIMU HUJICE BbIPAICEHUAMU NO 00PA3YY.

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 coxajieHuto BBIHYXKJICH COOOLIUTH BaM, YTO
MBI HC MOKEM BBITIOJTHHUTH Balll 3aKa3 110 IIPUYUHC...

2. The goods you ordered are no longer available. - Tosap, koTOpBIii BbI
3aKas3aliy, OOJIbIIIE B HAJIMYUU HE UMEETCS.

3. We can offer you a substitute. - Moxxewm npenjiouTh BaM 3aMCHY.

4. We thank you for your order but regret to inform you that ... - Msr
6HaFO,Z[apI/IM Bac 3a 3dKa3, HO K COKaJICHUIO, BBIHYKICHBI COO6H_II/ITI>, 4To...

5. We very much regret that we unable to ... - MbI oueHb coXxajieeM, YTO MBI
HE MOXEM...

6. We are sorry that... — Cosxaneem, 4To...

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

8. We must apologize for ... - MbI A0KHBI H3BUHHTHCS 34...

9. We sincerely regret that... - MsI uckpeHHE cokaaeeM, UTo...

10.We offer an apology for ... - [IpuHOCHUM U3BHHEHHS 3a...

SAJAHUSA JJIAA CPC Ne8
1.  Iloemopume meopemuyeckuil Mamepuai 3aHamusl.
2. Cocmasbme nucbMo-noomeepaiHcoeHue 3aKasa.
3. Bwiyuume cnosa k cio8apHomy OUKManmy.

reply — otBeT

request — 3ampoc

to refer — ccputathest

desired sample — Be1OpaHHBIiT 0Opasern

to reserve — octaBuTh

to enclose — npunaraTh

wide range —mupokuii aCCOPTUMEHT (BBIOOD)

is valid till — gelicTBuTENIBHO MO
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on CIF terms — na ycnosusix CUD

the price covers — 1ieHa BKIIIO4aeT

transportation expenses — TpaHCTIOPTHBIC PACXObI
at least — mo kpaiineit mepe

meet your requirements — COOTBETCTBYET BallliM TPEOOBaHUSIM

to consider — oOcyuTh

expect your order — paccuMTBHIBaTh Ha Balll 3aKa3
warehouse — ckian

to be appreciated — ObITH IPHU3HATEIHLHBIM
wholesale purchase — onroBas 3akyrmnka

our order for — namr 3aka3 Ha

we accept your offer- Mbl mpuHHUMaeM Ballle MpeII0KESHUE

to place an order for — pasmecTuth 3aka3 Ha
to confirm — moaTBEepAUTH

great demand — orpoMHBIii cripoc

to supply — mocraButTh

dully signed — moanucan 10KHBIM 0Opa3oM
acknowledgement — moaTBepkacHHE
specified below — ykazanublii HUXe
acknowledgement — moaTBepkacHME

to confirm — moaTBepKAATH

turnover — o6opot

in conformity with — B cootBeTcTBHHM C
receipt — moayucHue

confirmation of an order — moaTBepKACHKE 3aKa3a
refusal of order

INPAKTUYECKOE 3AHSTHUE 9

TEMA: ITucbmo-:kano6a (mucsMo-npeTeH3usi) (2 yaca)
Heap 3aHsTHA: CHOPMHUPOBATH HABBIKM COCTABJIICHHUE MHCHhMa-KajloOBbl,

OTBETa Ha KaJo0y, KOHTPAKTA.

COJEP/KAHHUE
1. Onpoc 1o TemMe JICKIIHH.
2. IIpoBepka JJOMaIIHEro 3aJIaHusl.
3. BEINIOJIHEHHE TPAKTUYECKUX 3aJaHMIi:

3aoanue 1. [lepesedume na pycckuii A3biK.

Men's Clothes Dealers Ltd
1423 South Road
Sheffield S20 4HL

18th April, 2011
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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 6
16 blue 2

We would appreciate a prompt reply.
Yours Faithfully,
Signature
Vladimir Smirnov
Export-Import Manager

3aoanue 2. Cocmasvme NUCbMO-pexKilamayuio, UCnojb3ys 6blpadiCerHusl.

1. We would like (have) to remind you that.. — Mpbr Xxortenu Obl
(BBIHY KI€HBI) HAIIOMHHUTH Bam, 4To...

2. We wish to draw your attention to the fact that ... — M1 xoTum 00paTUTH
Bame BuuManue Ha TOT (baKT, qTo0...

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
COXQJICHHIO, MBI OOHAPYKWJIHM, 4YTO oOOopymoBaHue (TOBaphl), KOTOPHIC BBI
MOCTAaBUJIA HAM, HE yJIOBIETBOPSAIOT TPEOOBAHUSIM. ..

4. To prove our statement we enclose (are enclosing) ... — B moarBepxenue
Hamero 3a4BJICHUSA MbI IIpUJIaracMm ...

5. The delay in delivery is causing us great inconvenience, as... — 3agepxka
B ITOCTAaBKC IIPUBOIUT K OOJILIIINM HGy,I[OﬁCTBaM, ITIOCKOJIBKY...

6. We find it necessary to note ... — CuntaeM HEOOXOAMMBIM OTMETHUT...
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7. We are returning ... and would ask you to replace ... — Bo3Bpariaem Bam ...
" IPpOCHUM 3aMCHUTE...

8. So far we have received no reply ... — JIo cux mop Mbl HE MOJYYHIH
OTBETA...

9. Four containers in the consignment were found to be damaged. — Yetsipe
KOHTeﬁHepa B IIapTHU OKAa3aJIUCh IMOBPCIKACHHBIMU.

10. We duly informed you about the breakdown of the equipment. — Masr
JOJKHBI TTporHGopMupoBaTh Bac 0 BbIXoje U3 CTpost 000pyI0BaHUS.

11. At present your failure to deliver the goods greatly worries us. — B
HACTOAIICC BPEMS MBI KpaﬁHe 00€ECIIOKOEHBI TEM, 4TO Bbl HC MOXCTC INOCTABUTH
TOBap.

12. When we installed the equipment, we found that it was faulty — Kornaa
Mbl YCTAaHOBWJIM 00OpYyI0BaHKE, TO OOHAPYKUIIM, YTO OHO HE paboTaeT.

13. When we examined the goods, it turned out that... — ITociie ocmoTpa
TOBApPOB OKAa3aJIOCh, YTO...

3aoanue 3. Cocmasvme npedﬂoofceﬂuﬂ, UcCnoJib3ysa aKmueHbsle Cjlosd U
BbIPAJNCEHUAL.

1) letter of complaint — nucemo xanoba

2) claim letter - muceMo-peKkaamarus

3) substandard goods - He10O0poKaueCTBEHHBINH TOBAP

4) wrong goods - He TOT ToBap

5) delays in delivery - 3agep:xku B mocTaBKe

6) manufacturing defects - npousBoacTBeHHBIE ACPEKTHI

7) damages of goods - moBpexacHMs TOBapa

8) to remind — HamTOMHUTH

9) to draw your attention - mpuBieus Ballic BHUMaHHE

10) we are disappointed - MbI oropueHsbI

11) does not satisfy (match) the requirement of... - e yaosaeTBopsieT

TpeOOBAHUIO ...

12) to prove our statement - B moaTBEpIKICHUE HAIIETO 3asBICHUS

13) it is causing us great inconveniences - 3To MPUBOIUT HAC K OOJIBIITIM

HEeym00CTBaM.

3aoanue 4. 3axonuume u nepegseoume Ha PYCCKUL A3bIK OMPLIBOK,
npusedénnbvlil Huxce. Omxyoa smom ompul8oK?

This Agreement is made this _  day of , 20_ Dbetween
, a corporation organized under the laws of State of :
United States of America, and having its principle office at
(“ >’) and , a corporation organized in accordance with the
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laws of and having its principle office at
(“’ >”) with reference to the following facts: ...

3aoanue 5. llepeseoume ¢hpasvl u ckaxcume, 6 KaKou yacmu 002060pa OHU
00bIYHO COOepPIHCAMCS.

IN WITNESS WHEREOF, the parties have hereunto set their hands and
seals the day and year first above written. IN WITNESS WHEREOF, 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.

SAJJAHUSA JJISI CPC Ne9
1. Ilosmopume meopemuyeckuii mamepuan 3aHAMusl.

2. llepeseoume mepmunsl, npusedéHuvle Hudce. B kaxux O0okymeHmax
OHU ynompeoasiomcs u 0Jisl 4e2o?

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

3. Kakoti pazoen 0o2060pa 006bIuHO HAYUHAEMCS POPMYTUPOBKOLL:

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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