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INPAKTUYECKOE 3AHSATHE 1

TEMA: Business Style: Business Letters in English (4 gaca)

Hean 3anaTus: copMupoBath IpeacTaBiecHue 00 odUIaIbLHO-
JICJIOBOM CTHJI€ aHTJIMMCKOTO SI3bIKA C JIGKCUYECKOM, MOP(OIOTHIECKOMN
CUHTAaKCUYECKOW W CTHUIMCTHYCCKONW TOUYEK 3PEHHS; OOBSICHUTH IIEIIH,
3aaud U (QYHKIHH JIeJIOBOTO CTHJIS; TO3HAKOMHTh C (opMamu u
KaHpPaMU JICJIOBBIX IMHCEM.

COJIEPKXAHUE

1. nnuBuayaidbHbIE BBICTYIUICHUS CTYASCHTOB C THOCJICIYIONIUM
IPYIIIOBBIM 00OCYK/IEHHEM BOIIPOCOB:
Cdepa npumeHeHus: oUITHATHHO-IETIOBOTO CTHJIS.
enb u GyHKIIMHU OPUITHATIBHO-/IEIOBOTO CTUJISI PEUH.
JKanpsb! odpuimanbHO-ACIOBOTO CTHIIS PEUH.
Jlekcuueckue 0COOEHHOCTH O(UIIMATBLHO-EIOBOIO CTUJIS

YVVYVY

peyn.

»  Mopdonornueckue 0COOEHHOCTH OQHUIIUATBHO-EIOBOTO
CTHJISL PCUH.

»  CHHTaKCHYECKHE 0COOSHHOCTH O(UIIMAIBHO-/ICTIOBOTO CTHIIS
peyn.

»  Crunuctuyeckue 0COOEHHOCTH O(PHUIIMAIBHO-EIIOBOTO CTHIIS
peyn.

»  ®opwMsbl peanuzanuu 0QUIHATEHO-IETOBOTO CTHIIS PEYH.

2. BrinonHeHne npakTHUeCKUX 3a/IaHUN:

3aoanue 1. l[lepesedume gpasvi Ha pyccKuil A3biK.

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 OOKYMeHmd
OMHOCUMCSI NPEOOCMABIEHHbIU OMPBIBOK.

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

O Letter of complaint

O Letter of application

o CV

o Memo

3aoanue 3. Ilepeseoume na pycckuii A3viK.

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
3




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 OGHHBIX 2PYNN Cl08A U

¢paswoi.

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

2. a) further to b) appreciate
c) 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
c) Gentlemen d) Dear Alice

5. a) in addition b) What’s the news?
c) As requested d) According to
3aoanue 5. Bvibepume npasuibHbili 6apuaHm.

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

2. We are for your letter.
a) obliged b) enclosed c) 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.
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in addition b) in accordance C) in response

3AJJAHUSA U1 CPC Nel

1.  Iloemopume meopemuueckui Mamepuas 3aHAMuUAL.

2. Ilepeseoume na amenuiickuil sA3viK: 3alpoC, MPHIIOKCHHE,
mianka MUCbMa, BHYTPEHHUM aJpec, NPHUBETCTBHE, OJIOK MOIIMKCH,
KOMIUIMMCHTApHAasA KOHIIOBKA, JaTa, 3aKa3, MNPCAJIOKCHHUC, ITMCbMO-
peKiaaManunsa, UHIACKC, OTIIPABUTCIIb, IMOJYy4aTClIb.

3. Ilepeseoume na pyccxuii s3bvix.

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.

INPAKTHUYECKOE 3AHSTHE 2
TEMA: Business Style: Translating Business Letters into English
(4 gaca)

Hean  3aHATHSA: IMIO3HAKOMUThL C  BHUJAMH  JEJIOBOM
KOPPECIIOHICHITUH,; Pa3INUUsIMA MEXIy aMEPUKAHCKUM M OpPUTAHCKUM
BapUaHTaMHU aHTJIMHACKOIO SI3bIKA.

COJAEPKXAHUE

1. OOpoc no Teme JIEKIHH.

2. IIpoBepka JOMaIIHEro 3aJaHusl.

3. BeimonHEeHNE MPAKTUYECKUX 3aIaHUN

3aoanue 1. Ilepeseoume hpazvi Ha anenUUCKuil sA3vIK.




l.Angpec  ormpasurens.  2.Jlata.  3.Aapec  momydarens.
4.060pamenue. 5.Bcrymienue. 6.OCHOBHOM TEKCT. 7.3akitOueHUE.
8.3akntountenbHass BexsmBas  ¢pasza. 9.Iloanmuck  oTmpaBuUTEI.
10.IIpunoxenue.

3aonue 2. Onpedenume, K Kakomy 6udy 0e108020 OOKYMeHmA
OMmMHoOcumcA npedcmaeﬂeHHbzﬁ OMmpublBOK.

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.

o CV

0 Memo

O Letter of enquiry / request
0 Contract

3aoanue 3. Pacnonooicume wacmu 0e108020 NUCbMA 8 NPABUTLHOM
nopsioke.

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

3a0anue 4. Bcmasvme coomeemcmeyrowue npeonocu 8
credyrowue npeonodcenus. Illepeseoume npeonodicenusi Ha pPyCccKul
A3VIK.

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 pyccKkue Cl08a U BbIPANCEHUs 8 CKOOKAX,
AHSTUUCKUMU DKBUBAICHMAMU. Hepeeedume npec)ﬂoofceHuﬂ.

1. (M= 66Ut Ob1 ipu3HaTeNbHbI) 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
(BBIITYCTHIIA HAa PHIHOK) .

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

4. (Mer y3namu ot) our business partner "Comlel" that you are
manufactures of watches we would like to import to Russia.

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

6. We (ccputaemcsi Ha Baiie pekiaamHoe oObsaBieHue) in The
Moscow Times of today.

3AJJAHUSA JJIS1 CPC Ne2

1. Hoemopume meopemuqecmtu” mamepuail SAHAMUA.

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. Bulyuume cnoéa u 8blpaxcenusi K cl08APHOMY OUKMAHM).

1. Obpamenue

Dear Sirs, Dear Sir or Madam (eciiu Bam He W3BECTHO UM ajipecaTa)
Dear Mr, Mrs, Miss or Ms (eciii BaM M3BECTHO MMs ajipecaTta; B TOM
Cllydae KOTJla BBl HE 3HACTE CEMEMHOE IMOJIOKEHUE KEHIUHBI CIIeAyeT
nucatb Ms, rpy0oil olmOKoOM sIBJIIETCS MCHOJb30BaHue (Pppaszbl “Mrs or
Miss™)

Dear Frank, (B oOpamienun k 3HaKOMOMY Y€JIOBEKY)

2. Berymienne, npenpiayiiee o0mmeHue.

Thank you for your e-mail of (date)... Crmacubo 3a Bamie IUCBMO OT
(umcna)

Further to your last e-mail... OTBeyas Ha BaIlle MHCHMO...

| apologise for not getting in contact with you before now... I mpomry
IPOILEHMS], UTO A0 CUX MOP HE HAMKCA BaM...

Thank you for your letter of the 5th of March. Cnacu6o 3a Barire nmucbMo
oT 5 Mapra

With reference to your letter of 23rd March OtHocurensHO Barero
nucbMa ot 23 Mapra

With reference to your advertisement in «The Times» OTHOcHUTENBHO
BalllEN peKJiaMbl B TaiimMc

3. YkazaHue NpuyurH HaMMcaHus MUchbMa

[ am writing to enquire about S iy Bam, 4TOOBI Y3HAT. ..

[ am writing to apologise for Sl nuiry Bam, 4TOObI U3BUHUTHCH 34...

| am writing to confirm I nuiry Bam, 4To ObI TOATBEPAUT. . .

| am writing in connection with S mumy Bam B ¢cBsI3H C ...

We would like to point out that... Mbl xoTenu Obl 0OpaTUThH Baille
BHUMAaHUE Ha ...

4. Ilpocrba

Could you possibly... He mornu ObI BHI...

I would be grateful if you could ... 5 Gbu1 OBI IpU3HATENICH BaM, €CIIH
OBI BHI ...

| would like to receive 51 Ob1 XOTeN MONYYHUTD. .....

Please could you send me... He moriu ObI BbI BBICTIATh MHE. ..



5. CornamieHue ¢ yCcJIOBUSIMU.

I would be delighted to ... 5 ObLn OBI pag ...

| would be happy to 51 Obu1 ObI CUacTIMB. ..

| would be glad to 51 6su1 O5I pa...

6. CooO11eHne mioXmux HOBOCTEN

Unfortunately ... K coxanenuro...

I am afraid that ... borocs, uTo...

| am sorry to inform you that Mue Tspkeno cooOmaTte Bam, HO ...

We regret to inform you that... K cokameHuto, Mbl BBIHYXJICHBI
COOOIIMTH BaM O. ..

7. IlpunokeHue K MUChbMY JIOTIOJIHUTEIHHBIX MaTepUaIOB

We are pleased to enclose ... MBI ¢ yJI0BOJIbCTBUEM BKJIaJbIBAEM. ..
Attached you will find ... B npukpersienHom daitsie Bbl HaleTe. ..

We enclose ... MbI npusiaraem. ..

Please find attached (for e-mails) Be1 HaitneTe npuKkperieHHbINA (aiii. . .
8. BrickaspiBaHME 0J1ar0TapHOCTH 3a MPOSBIICHHBIA HHTEPEC.

Thank you for your letter of Crracu6o 3a Bare TucbEMo

Thank you for enquiring Criacu60 3a nposIBIICHHBI UHTEPEC. ..

We would like to thank you for your letter of ... Mbl xoTenu Obl
no0Jiaro1apuTh Bac 3a...

9. Ilepexon k Apyroit Teme.

We would also like to inform you ... M#bI Tak ke xoTenu Obl COOOITUTH
BaM O...

Regarding your question about ... OTHOCUTENIBHO Balllero BOmpoca o...
In answer to your question (enquiry) about ... B oTBeT Ha Bamr Bompoc
0...

I also wonder if... MeHs Tak)ke UHTEpECYET. ..

10. JloroHUTENBHBIE BOIPOCHI.

I am a little unsure about... 51 HeMHOTO HE yBEpEeH B ...

I do not fully understand what... { He 70 KOHIIa TOHSII. ..

Could you possibly explain... He Moriu Ob1 BBI OOBSCHUTS. ..

11. Ilepenaua undopmaimu

I’m writing to let you know that... S nuiry, 4T00b1 COOOIIUTE O ...

We are able to confirm to you... MbI MOXkeM OATBEPIUTS ...

I am delighted to tell you that... MsI ¢ ynoBoascTBHE COOOIIAEM O ...
We regret to inform you that... K coxxameHuto, Mbl BBIHYXJICHBI
coobuuTh Bam o...

12. Ilpennoxxenre cBOEH MOMOIIA

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



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

Let me know whether you would like me to... Coobuiute, eciu Bam
NOHAJ00UTCSI MOSI TTIOMOIII.

13. HamomuHanvue 0 HaMEUYEHHOW BCTPEYE WM 0KUJJAHUE OTBETA

I look forward to ... S ¢ HeTeprieHHEM K1y,

hearing from you soon korzia cMory cHOBa yciblmaTh Bac

meeting you next Tuesday Bctpeuu ¢ Bamu B clieyromiuii BTOpHUK
seeing you next Thursday Bctpeun ¢ Bamu B uetBepr

14. IToamuce

Kind regards, C yBaxeHuem...

Yours faithfully, Uckpenne Bam (ecnu ums yenoBeka BaM He W3BECTHO)
Yours sincerely, (eciiu umst Bam n3BecTHO)

NPAKTHYECKOE 3AHSTHE 3
TEMA: Business Correspondence: Quotations and Offers.
Business Etiquette (4 gaca)

Heap 3ansaTHs: CcPOpPMUPOBATH NPEJACTABICHUE O PEUCBOM
ATUKETE B JEIOBOM cepe, B TOM YKCIIe B MUCbMEHHON (hopMe JIeTTOBOTO
AQHTJIMHACKOTO  SI3bIKA; 3aKPENUTh HABBIKM YIOTpeOdeHUs QGopmy
BEXKJIMBOCTH: MPUBETCTBUM, 0OpallleHUM, 3aBepriatonmx ¢pas, KIHIIE,
pEUYEBBIX [IITAMIIOB; copmMHpoBaTh IIOHUMAaHHe 3HA4YCHUS
dbopMa30BaHHOCTH.

COIAEPKAHHUE

1. Onpoc no TeMe JIEKIIMH.

2. IIpoBepka JJoMaIlIHEro 3aJaHHus.

3. BelnosiHeHNE MPAKTHUECKUX 3aIaHUMN

3aoanue 1. Craosrcume no-aHeauicKu.

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. I[loobepume k Kasxicoomy npusemcmeuro nooxoosuLyo
KOMIJIUMEHMApHYIo ppa3zy.

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

OIN @O0 BIwIN

Dear Mrs. Wilson
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9. Dear Jack

3aoanue 3. Iloobepume sx8usaieHmuvle Qpasol.

1. B JOMNOJHEHUH K a. Yours faithfully

2. B IEIOM b. inresponse to

3.  OBITH OJarogapHbIM C. as requested

4. B mo0OaBleHUH, K TOMY Ke d. with reference to
5. 0XHJaTh C HETEPIICHUEM e. Yours sincerely

6. c yBaxenuem, nckpernne Bam | f. enclose

7 C yBakeHHEM, IpenaHHbii | (. Best wishes

Bam

8. B OTBeT Ha h. in accordance with

9.  Hauny4lIue nokeJaHus I. look forward

10. npwiaraTh, BKJIaabBaTh B TOT | |. be Kind
KE KOHBEPT

11. cceuiasch HA k. on the whole

12. B COOTBETCTBUH C . In addition

13. cormacHo mpocbOe m. further to

14. ObITb TIOOC3HBIM n. be obliged

3aoanue 4. 3anonmume  nponycku - COOMBEMCMEYIOWUMU
npeoyiocamu.

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 obllged your letter 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  We look seeing you again.

3aoanue 5. 3anonHume nponycku 8 mexcme NOOXOOSUWUMU NO
CMbICLY clloeamu.

accept acknowledge
forward

hesitate response
sincerely

Dear Miss Mint,

11




In 1) 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 No 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 J1J151 CPC Ne3

1.  Ilosmopume meopemuyeckuii Mamepuas 3aHsmusi.

2. Hepeeedume u cKascume, KarxKux yacmeu nucoema 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.  Cocmasbme cobcmeeHHble NPeONONCEHUS CO CA08AMU U

Gpazamu Uz akmueHo20 cio6aps (CM. C108a K CIOBAPHOMY OUKMAHNLY
uz CPCNe2).

IMNPAKTUYECKOE 3AHSTHUE 4
TEMA: Business Correspondence: Resume, CV, Covering Letter
(4 gaca)
Hean 3ansaTus: cHopMUpOBaTH HABBIKM COCTaBJIICHHUS PE3IOME,
ouorpaduu, aHKEThI, COMPOBOAUTEIHHOTO TUChbMa, BUSUTHON KapTOUKH.
12



COAEP/KAHUE
1. Onpoc 1o Teme AEKIUH.
2. I[IpoBepka JioMaIHero 3a1aHusl.
3. BhINOJIHEHHE TPAKTUYECKHUX 33/ TAHUN:
3aoanue 1. Ilepesedume na pycckuti sA3viK.

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.

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

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

3aoanue 2. Omeemvme HA BONPOCHL.

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. 3axonuume nucomo 6 omeem Ha 00vAGIeHUe.

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 ,

| refer to the advertisement for a position of , Which
appeared in yesterday's and | should like to offer my
services 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 | must find a new position.

| enclose my with a brief list of my qualifications,

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

Yours faithfully.
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3aoanue 4. Cocmagvme conpogooOUmenbHOe NUCLMO K pe3iome
UCNOIB3Y5 credyroujue KIuue U blpadiCceHusl.

With reference to your advertisement of ...

CChLTAsICh Ha Ballle 0ObSIBJICHUE OT ...

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

S ccputarock Ha 0OBSIBIICHUE HA JOJIKHOCTD ... .

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

S xoren ObI IpeTeHI0BaTh Ha IOJKHOCTS ... B Ballleld KOMIIAHUU.

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

S xoten OBl MPEMIOKUTH MOM YCIYyTH B KadecTBE ... B Balllei
KOMITAaHUH.

5. I 'am a specialist with work experience in building industry.

S  cmneumamdct ¢ ONBITOM  pabOTBl B CTPOMUTEIBHOM
IPOMBIIIIJIEHHOCTH.

6. | suppose my qualification meets your requirements.

S mnomararo, Mos KBaau(UKAIUSI COOTBETCTBYET  BalllUM
TPEOOBAHUSIM.

7. 1 wish to place this experience at the disposal of your company.

S xoTren Obl UCTIOIB30BaTh ATOM OMBIT Ha 0JIaro Baleld KOMIIAHUH.

8. My deep knowledge could be quite beneficial to your company.

Mou riry0okue 3HaHUS MOTYT OBbITh BBITOJIHBI Ballleld KOMIIAHUU.

9. I took courses.-51 3akoHYMIIa KYPCHI

10. My responsibilities included.-Mou 0053aHHOCTH BKITFOYAIIH.

11. I am earning at present.-B racrosiiee Bpems s 3apabaThiBaro.

3aoanue 5. H3yuume  o0bpasyvi  GUUMHBIX  KAPMOUEK.
IIpoananuzupyiime (ckasxcume HA AH2IUNUCKOM S3blKe), HACKONbKO
NpasUIbHO OHU 0OPMIIeHbl. Apeymenmupyiime c80€ MHeHue.

SAJAHUSA JJISI CPC Ne4

1.  Iloemopume meopemuueckui Mamepual 3aHAmus.

2. 3anonnume nNponycKu 6 CONPOBOOUMENbHOM NUCbME U
nepeseoume e20 Ha pyCcKUll A3biK.

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
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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 I 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. Boulyuume cno6a K cio8apHoMy OUKMAHM) .
employer — paboronaTeinb
inform — uadopmupoBathb
experience — ombIT
skills — HaBbIKH
create — co3naThp
Impression — BrieyaTIieHUE
briefly — kpatko
clearly — sicno
pUrpose — Lemb
to hire — HauuMaTh
errors — ommoKu
experienced person — ombITHBIA YEJTIOBEK
minimize — cBecTH K MUHUMYMY
shorthand — crenorpadus
references — pexkomeHIauu
personal details- muunble gaHHBIC
marital status — cemelinoe mosIOKEeHUE
objective — nienp
t0 secure — nmoJIry4yuTh, OBJIAJIETh
educat. establishment — yue6Hoe 3aBeneHue
position — JOKHOCTE
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responsibilities — o0s3aHHOCTH

additional skills — gomonauTENBEHBIC HABBIKU

driver's license — BoguTenbckue mnpaBa

opening — BakaHCHUs

ISsue — Homep

connections — cBsizu

substantial knowledge — ocHoBaTenbHOE 3HAHUE

notify — usBecTuTh

grant me — Ha3HaYUThL MHE

fluent English — cBoGoaHOE BIaieHKEe aHTTTUHCKUM

advanced user — mpoABUHYTHIH OJIH30BATEIH

experience — ombIT

to look for — uckatp

| am compelled — s BEHY ) 1EH

hold talks — Bectn meperoBopsl

to apply for — nperenoBath Ha

at the disposal — na 6aro

quite beneficial — qocTaTouHO BEITOHEI

to earn — 3apabaTbiBaTh

responsibilities — o0s3aHHOCTH

convenient — ynoOHoe

4. Oppopmume coOCMBEHHYIO BUUMHYIO KAPMOYK)Y HA AHSTUICKOM
SA3bIKe.

5. Cocmasvme pe3tome u buoepaguro.

INPAKTHYECKOE 3AHATHUE 5
TEMA: Business Correspondence: Note, Invitation, Offer, Reply
(4 gaca)

Hean 3ansaTus:  (GopMuUpOBaHHE  HABBIKOB  odopMieHUs
HallOMUHAHWM, 3alMCOK, MPUIJAMIEHUN, TMPOCTBIX KOMMEPUYECKUX
MIACEM.

COAEP/KAHUE

1. Onpoc 1o TemMe JAEKIIUH.

2. IIpoBepka JOMAIIHErO 3aJaHHUs.

3. BelmoiHEHHE NPAKTUYECKUX 3aIaHUN:

3aoanue 1. Ilepesedume na pycckuii A3biK.

MEMO
To: ALL STAFF
Date: 10 May 2011
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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. Bvlbepume cno6a uiu couemaHust cio8 0Jisl 3an0JIHEeHUs]
NPONYCKO8 MAaK, YmoObl OHU OMPAXCAIU O0COOEHHOCMU O0GhOPMAEHUS.
CYHCEOHOU 3ANUCKU.

(1) : Cole Hanson 0O 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 | can be of further assistance.

(4)

3aoanue 3. Onpedenume, K Kakomy 6udy 0el08020 OOKyMeHmA
OMHOCUMCSL OMPBIBOK.

O Letter of complaint

O Letter of application

oCV

0 Memo

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

| will call you early next week.

| look forward to meeting you.
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3aoanue 4. Pacnonoowcume 6 npaguibhou nocieoos8amenbHoCmu
yacmu NUCbMA-NPULIAULEHUSL.
- thanking your correspondent in advance;
- giving your reasons or perhaps offering some appropriate
explanations;
- expressing your invite.
3aoanue 5. 3axkonuume paszvl u nepesedume ux HA AHSIUUCKUL
A3bIK.
Mpel yBuzenu Bamy pexiiamy B ... . BBl BBITYCTHIM HOBYHO MOJIEIIb
Ha pBIHOK. Bbl sABisieTech mpouszBoguTenaeM ... . Mbl Oynem
IIPU3HATEIIbHBI, €CJIM Bbl BbILJIETE HAM... . TpaHCIOPTHBIE PACXOBbI ...
. Hammm TpeboBanus ... . [loBpexieHue Torapa ... .
SAJAHUSA JISA CPC NeS
1.  Iloemopume meopemuuecKuii Mamepua 3aHsImusl.
2. Buwibepume cnoeéa unu couemanus c108 O/ 3aNOJHEHUs.
NPONYCKO8 MAaK, 4moObl OHU OMPAXCAIU O0COOEHHOCMU O0GOPMAEHUS.
CIYHCEOHOU 3aNUCKU.

To : Secretarial Supervisor 0O Subject

(1) Claire McElroy 0 Sales Manager

(2) Demonstration of new office | o From
equipment 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 0enogoeo nuceMa 8 NPABUTLHOM
nopsioke.

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
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like to receive information about the various models you are
producing.
0 Dear Sir,

INPAKTUYECKOE 3AHSTHE 6
TEMA': Business Correspondence: Writing an Address, Envelope,
E-mailing (4 uaca)

Ileapb 3ansTHA: cOPMUPOBATH HABBIKM O(DOPMIICHHS KOHBEPTOB,
HaIlMCaHUs  aJpPeCOB HAa  aAHMVIMHCKOM  s3BIKE,  HCIIOJIB30BaHUS
AJICKTPOHHOM TOYTHI; MPEJACTABICHHUS O JCIOBOM ATHKETE.

COJEPKAHUE

1. Onpoc 1no Teme JEKIUH.

2. [IpoBepka IOMaITHEro 3aJaHUsl.

3. BbINOJIHEHHWE NTPAKTUYECKHUX 33/ TAHUN:

3aoanue 1. Onpeoenume, xaxue u3 nepeyucieHHvix hpas ciedyem
ynompebasamy 6 JTUYHOU nepenucke, a Kkakue — 8 denosou. Cocmasvme
npeoodiceHUs: ¢ Smumu pazamu.
| 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 ...
9. I am writing to enquire about...

10. With reference to...

11. My best regards to John.

12. Further to...

3aoanue 2. Coommecume ungopmayuro noo onpeoeyeHHbIM
HOMEPOM HA KOHBepme C 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

N wh e

Lisa Wise
(1) Schifano Association
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(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. Ilepesedume na pycckuti sA3biK.

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.

3aoanue 4. Ilucomenno nepegedume ouanoe Ha pPycCcKuil s3blK U
omeembme HA 601’lp00bl?

— Continental Equipment. Can | help you?

— | 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.

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

the contract in detail.
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— 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. I[lucomenno nepesedume OuUai0e Ha AH2AULCKUL SA3bIK.

- 3napaBcTByiTEe. IDTO0 MuUCTep bielik. S xoTen Obl Ha3HAYUTH
BCTpeuy ¢ MUCTEPOM CMUTOM.

- MuHyTKYy. ‘I TOCMOTPIO €10 pacnucaHue.

- MHe xoTenoch Obl IPUNTH 3aBTpa.

- K coxanenuto 3aBTpa, OH OyAE€T Ha COBEIIIaHUMU.

- A moce3aBTpa BO3MOXKHO?

- Ecim 310 cpouHo, TO MBI Morsid Obl HaliTh 171t Bac Bpems. Korna
Obl Bl Morsin ObI IpUIiTH?

- Ecoin MOXXHO, ITOITIO3XKCEC.

- B mATHUIY B IIATh Beuepa.

- J1a, oTnMYHO. DTO MEHS YCTPOMUT.

SAJTAHUS JJI51 CPC Ne6

1.  Ilosmopume meopemuueckuii Mamepua 3aHAMus.

2. Ilepesedume Oanmuble cl06a U BbIPANCEHUS HA PYCCKUL SA3bIK.
Cocmasvme ¢ HUMU OUANO2.

Extension, to disturb, rather urgent, I '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 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. Coomuecume ungopmayuro noo onpeodenreHHbiM HOMEPOM HA
KOHeepnie ¢ mem, 4mo OHA obosnauaem:
O the street name in the mailing address
0 the ZIP Code in the mailing address
0 the addressee's company name
0 the town the letter comes from
0 the addressee
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O 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. Bviyyume cnosa xk c108apHomy OUKMAHMY.

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

2. Extension - no6aBouHbBI

3. Business call - nenooii 38oHOK

4. Private call - gacTHbIi1 3BOHOK

5. To disturb - 6ecriokouTh

He doesn't want to be disturbed - om He Xxouer 4TOOBI ero
OECITIOKOMIIH.

6. Rather urgent - kpatine cpouno. Is it urgent - 3to cpouno?

7. Hold on, please - monoxxaute noxanyiicra. Hold the line - He
KJIaIUTE TPYOKY.

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

9. The number is engaged - Homep 3aHAT

10. To ring back - nepe3sonuts. I'll call back later - s mepe3Bonro
MO3XKeE.

11. Accounts department - pacueTHbIii oT/IENT

12. What can | do for you? - wem Mory OwITh mosie3eH? May | help
you? — Mory st momo4b Bam?

13. To make an appointment - Ha3HaYUTH BCTPEUy

14. Can 1 take your message? - Mory s nepenath Barie
cooO1ieHue?

15. I'm sorry, we were cut off. - 3BunnTE, HAC pa3bEUHIIIN.

16. As quickly as possible- kak MmoxHO ckopee.

17. 1 don't quite catch that - st He BosHE yitoBumII 3T0. SOrTy, | don't
understand - u3BUHUTE, S HE PACCIBIIIAI 3TO.

18. The subscriber is not available now. - abonent He gocTyncH
cenyac.

19. I'm sorry we have been disconnected - Hac pa3benuHUIH.

20. Who is calling? — ko 3Bonut? Who is this please? - kro 310?
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21. Could you put me through to? - ne mornm 661 Bel coeuHUTE
MEHS ¢?
Could I speak to Mr. Clyde? - mory st moroBoputs ¢ ... ?
22. I'll connect you - s coenuHIoO Bac.
| am trying to connect you - s neiTaroch coeTMHUTH Bac.
| am putting you through - s coenunsiro Bac ¢ ... .
23. He is out at the moment - B 1aHHBIII MOMEHT €r0 HET HA MECTE
24. | can't get through - s He MoOTy JT03BOHUTHCS
25. It's the wrong number - 310 He TOT HOMED
26. Speaking - ciymiaro
27. Could you take a message - He morim ObI BHI IepeaaTh eMy
cooO1eHue?
28. I'm calling to ask you - s 3BoHI0, 4T0OBI CITPOCHTH Bac
to let you know - cooOuuTh
29. Find out - BBIICHHUTB
30. Is he, (she) in? — on (ona)na mecte?
31. Sorry, to keep you waiting - u3BHMHHUTE, YTO 3acTaBHUJ Bac
KIaTh
32. Is that you, Paul? - 3o Th1, [TaBen? Yes, it's me. - [1a, 370 1.
INPAKTUYECKOE 3AHSATUE 7
TEMA: Business Correspondence: Abbreviations, Contracted
Forms (4 gaca)
Ieab 3aHATHSA: TO3HAKOMHUTH C COKpPAIIEHHBIMH (DOpMaMH CJIOB,
ab0peBuaTypamu, KpaTKUMU (hopMaMu CIIOB.
COJAEP)KAHUE
1. Onpoc 1o TemMe AEKIUH.
2. [IpoBepka JJOMaITHero 3aaHusl.
3. BhINOJIHEHNWE TPAKTUYECKHUX 33 TAHUN:
3aoanue 1. Hanuwume nucoma 6awium O0OHOSDYNNHUKAM,
ynompebnsis nepevucieHHvie Hudice abopesuamypvl. ObmeHsalmecsy
nucoMamu u nepegeoume noJLy4eHHvle NUCbMA.
. AAMOF — As A Matter Of Fact — B cymHOCTH
. AFAIK - As far as | know — HackoIbKO S 3HaIO
. BTW-By The Way — kxcratu
« CU —see you — yBunumcs
. F2F —face to face — naenune
. FOAF — Friend of a Friend — u3 tpeTbux pyk
. FYA —For Your Amusement — k Bamel pajgoctu
« FYI - For Your Information — k Baiemy CBeI€HHIO
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. HSIK - How Should | Know? — nioHsiTis He Mero

« IMO — In My Opinion — mo MoeMy MHEHHIO

« IMHO — In My Humble (Honest) Opinion — mo moeMy CKpOMHOMY
MHEHHUIO

« IOW — In Other Words — uHBIMU C10BaMH

. IWBNI — It Would Be Nice If — xopormro 0561

« KIS — Keep It Simple — roopu npore

« NRN — No Reply Needed — orBer HeoOs3aTencH

« OS — Operating system — oneparnnonHasi CHCTEMa

« OTL — Over The Line — cBepx MOJI0XKEHHOTO

« OTOH - On The Other Hand — ¢ apyroii cTopoHbI

. R —Received — nonxyueno

« TFS — Thanks For Sharing — cmacu60 3a cChUIKy

« TIA —Thanks in Advance — 3apanee G1arogapex

. WOBTAM - Waste of Bloody Time and Money — moteps
BPEMCHH U JICHET

« WRT — With Respect To — ¢ yBaxxeHHeM K
3aoanue 2. Obmensiimecy nucbmamu u nepegeoume NoJyYeHHbIE

nucoma.
3aoanue 3. B npusedénnom Hudice nucome 7 owubok. Haiioume u
ucnpagvme 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, ynompeobiss abopesuamypol u
COKpauieruA:l.
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PLC wmmu plc — Public Limited Company (akiuonepHoe 0OIIECTBO
OTKPBITOI'O THIIA)

Ltd — Limited (akumoHepHOE OOILIESCTBO 3aKPHITOIO THIIA) B Ha3BaHUU
AHTJIMMCKUX KOMIIAHUM C OTPAHUYEHHOU OTBETCTBEHHOCTBIO.

Corp. — Corporation (B Ha3BaHMHM aMEPUKAHCKUX KOMIMaHWA, B Gopme
KOPIIOpaInii)

Inc. — Incorporated (akmmoHepHOE OOIIECTBO, 3aPETUCTPHPOBAHHOE KaK
KOPIIOpAIlysl) B HA3BaHUN aMEPHKAHCKUX KOMITaHHUH.

Rd — Road;
St — Street;
Sq. — Square;

# — Homep ngoma B CIIIA;
Ne — Homep noma B BenukoOpuranuwu.
Mr — pu oOpalleHuu K My XK4YUHE,;
Miss — nmpu oOpaleHIH K He3aMy>KHEH JKeHIIUHE,
Mrs — pu oOpallleH1H K 3aMY>KHEH JKEHIIMHE;
MS — eciiu HEeM3BECTHO, 3aMY>KEM 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);
Enc. (Enclosure (mpunoxenue)), C.C. (carbon copy (komus nucbma)),
B.C.C. (blind carbon copy), RSVP (tpedyercs oTBeT).
SAJTAHUSA JISA CPC Ne7
1.  Ilosmopume meopemuueckuii Mamepua 3aHAMus.
2. Cocmasbme Cnucox coxpawjeHuil, Ucnob3yemvlx 6 SMS Ha
AH2TULLCKOM S13bIKe.
3.  Cocmasbme SMS, UCNONb3YsL COKPAWEHUS U3 COCMABIIEHHO20
CNucKa.

IMPAKTUYECKOE 3AHSATUE 8
TEMA: Payment in Foreign Trade (4 gaca)

Heab 3ansaTHsi: cHOpMUpPOBATh HABBIKM COCTAaBJICHHS 3aIpoca,
OTBETa HA 3anpoCc W NPEAJI0KEHHE, MNPUHATHS W OTKaza oOT
peI0KEeHUS, 0J1ar0JapCTBEHHBIX MMHCEM, PEKIIAMHBIX TTHCEM.

COJEPXAHUE

1. Onpoc mo TeMe JCKIIHU.

2. IIpoBepka JJOMaIIHEro 3aJaHMU.

3. BelnosHeHNE MPAaKTUHUECKUX 3aIaHUN

3aodanue 1. Ilepesedume na pycckuil s3viK.
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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
Export-Import Manager

3aoanue 2. Cocmagbme npeonodceHusi ¢ aKmusHbIMU CIO8AMU U
C/1080COYEMAHUSMU.

Advertisement — pekmama, catalogues — kartamoru, products -
nponykuusi  distributors — auctpuObtoTOphl, current catalogue -
nmocJaeaHNN KaTanor, network — ceTb, to deliver — mocTaBsITh, importers
— UMIIOPTEPHI, quantity - KOJIMIeCTBO retailers — mpoaBIel, a quotation
for — pacuenka, nHa get in touch - ycTaHOBHUTH KOHTakT, PriCe — IeHa,
manufacturers — mnpousBogutenu, terms of delivery — yciosus
nocraBku, Sellers — mponasmbl, terms of payment - ycioBus orniatel,
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suppliers — mocrasmyku, goods — ToBapsl, letter of credit — akkpenurus,
delivery dates — cpoku moctaBku, cheque — uek, discounts — CKUIKH,
bank transfer — GankoBckuii mepesox, quality — xadectBo, range —
accoptuMeHt, In the market - ma psiake, price list — mpeiickypaHr,
samples — oGpa3sirel, typical contract — THITMYHBINA JOTOBOP.
3aoanue 3. 3anonnume gopmy nucvma-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
- Yours faithfully,
Signature
3aoanue 4. Cocmasvme nucbMo-npeoioddceHue, ynompeoJsis
BbIPANCEHUSL:

1.We are pleased to learn your interest in... -Ham npusiTHO y3HATh
0 Bamey 3anHTEpECOBAHHOCTH B ...

2.We are most pleased that you want to buy... - MsI oueHb
AOBOJIbHBI, YTO BbI ITOXKCJIAJIN KYIIUTh...
3.We are glad to say that we can reserve you ... - Msl pajsl

COO6HH/ITI>, YTO MOKEM OCTAaBUTH 3a BaMU...
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4.1t i1s good of you to take so much interest in our work... -bsiio
OUY€Hb JIF00Ee3HO ¢ Baiieil cTOpoHBI NMPOSABUTH TaKOW MHTEPEC K HAIIEH
pabore...

5.We take pleasure in sending you the desired samples and offer...
-C YAOBOJBbCTBUEM ITOCHIIIACM BBI6paHHBIe BaMHn o6pa3m,1 " mpeajiaracm

6.As to your inquiry of ... we are informing you that... -Ha Baimu
3ampoc OT... Mbl coobIaeM Bawm, uTo...

7.In reply to your letter of... this year we would like to inform
yoU... - B oTBeT Ha Baille IuchMO OT... ITOTO rojia coodiraeM Bawm, 4ro...

8. Referring to you inquiry of... - Ccputasich Ha BaI 3ampoc oOf...

9. As to your inquiry of... we are sending you the desired samples
and offer... — Ha Bamr 3ampoc ot... MBI BBIChUTaeM Bam BBIOpaHHBIC
BaMH 06pa3u51 U 1IpcjiaracM...

10. We enclose our catalogue with the latest price-list. -Mgp1
IIpujiaracM Hall KaTaJior C HOBEUIIINM HprICKypaHTOM.

11. Our detailed catalogue will demonstrate the wide range of our
products. —Hamm moapoOHBI KaTajgor yOSIWT Bac B pa3HOOOpa3uu
Haero aCCOpTuMcEHTA.

12. Our proposal is wvalid till... - Hame npemioxenue
JIIEUCTBUTEJILHO JI0...

13. We deliver our goods on CIF terms. - MsI ocTaBisieM HaIlu
ToBapbl Ha yciaoBusx CUD.

14. The price covers packing and transportation expenses. - I{ensr
BKJIIOYAET YIIAKOBKY U TPAHCIIOPTHBIE PACXOIBI.

15. As you can see from our price-list, our prices are at least 3%
lower than market prices. - Kak BugHO U3 Hamero npeickypanTa, Hary
LEHBI 110 KpaitHerh mepe Ha 3% HUXKE PhIHOYHBIX.

16. | especially call your attention to ... -1 ocobeHHO oOpararo
Balli€ BHUMAHHUC HaA...

17. Besides the above mentioned goods our company also
produces (see...) — KpoMe ynmoMsiHYTBIX BBIIIIC TOBApOB Halra (upma
HPOU3BOJIUT Takxke (CM...)
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18. The model... will meet most of your requirements. - Mozeib...
OyJeT Jydilie BCEr0 COOTBETCTBOBATH BAIIMM TPEOOBAHMUSIM.

19. We ask you to consider our proposal once more and let us
know if we can expect your order. - MbI ipocum Bac etie pa3 00CyIuTh
Halme MpCaioKCHUC H C006H11/ITB HaM, MOXHO JIM pPAaCCUHUTBIBATH Ha
IMOJIYYCHUC 3aKa3a.

20. | encourage you to order as soon as possible as the quantity of
this product available at our warehouse is limited. - S nmpomry Bac
obicTpee 0pOpMUTH 3aKa3, TaK KaK KOJIMYECTBO ATOrO TOBapa Ha CKJIAJE
OI'PaHUYEHO.

21. We would appreciate if we get the order from you as soon as
possible. - Mb1 66U OBI O4€HB paibl TOTYIUTH OT BaC 3aKa3 KaK MOXKHO
CKopee.

22. If you are not happy with our proposal please let us know why.
- Ecniu Bac He ycTpauBaeT Haille NpejioKeHue, IPOCUM COOOITUTh HaM
O IMPUYHNHC.

23. We are looking forward to hearing from you soon. - C
HCTCPIICHUCM KICM OTBCTA.

24. We would be grateful if you would send us further information
including unit cost, discount for the wholesale purchase and payment
terms... - Mb1 ObuTM OBl TPU3HATEILHBI, €CIM OBl BHI BBICIAIM HaM
AOIIOJIHUTCIIbHYIO I/IH(i)OpMaI_II/IIO 0 CTOUMOCTHU TOBapa, pasMepec CKUIAKH
Ha OIITOBYIO 3aKYIIKY N YCJIIOBU e€ OIlJIaThl...

3aoanue 5. Cocmasvme G opmbl NUCbMA-OMKIOHEHUs
npeosIodceHUs: C NPUBLOEHHBIMU HUNICE BLIPAICECHUIMU NO 00pA3l).
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
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1. We are sorry (we regret) to let you Know (to inform you) that
we cannot execute your order because of ... - K coxaseHuto BeIHYXICH
COO6HH/ITB BaM, 4YTO MbI HC MOKCM BBIIIOJIHUTL Balll 3daKa3 110 ITPUYHHC...

2. The goods you ordered are no longer available. - Togap,
KOTOpBIﬁ BbI 3aKa3aJiu, OOJIbIIIE B HAJIMYUU HE UMEECTCSL.

3. We can offer you a substitute. - MoxxeM TpeIIOKUTh BaM
3aMEHY.

4. \We thank you for your order but regret to inform you that ... -
Mpb1 Omarogapum Bac 3a 3aka3, HO K COXaJEHHUIO, BBIHYKJICHBI
COOOIUTE, YUTO...

5. We very much regret that we unable to ... - Msl oueHb
cOXaJiecEM, UTO Mbl HE MOZKEM...
6. We are sorry that... — Coskaneem, 4To...

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

8. We must apologize for ... - MbI 70KHBI H3BUHUTHCA 34...
9. We sincerely regret that... - MbI HCKpEeHHE coxKalieeM, 4To...
10.We offer an apology for ... - [IpunocuM H3BHHEHHS 3a...

SAJAHUSA JJISI CPC Ne8
1.  Iloemopume meopemuuecKuii Mamepua 3aHImus.

2.  Cocmagvme nucomMo-noomeeparcoeHue 3axKasa.

3. Buwiyuume cnosa k cnosapromy ouxmanmy.

reply — otBet

request — 3ampoc

to refer — ccputathes

desired sample — Be1OpanHBIi 0Opa3ery

t0 reserve — ocTaBUTH

to enclose — npunarats

wide range —Immpokuit acCOpTUMEHT (BBIOOD)

is valid till — geiicTBHTEIBHO O

on CIF terms — na ycnousax CU®

the price covers — riena BKJIrOUaeT

transportation expenses — TpaHCIIOPTHBIC PACXO/IbI

at least — mo kpaiineii mepe

meet your requirements — coOOTBETCTBYET BalllUM TPEOOBAHUSIM
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to consider — o0cyauTh

expect your order — paccunuThIBaTh Ha Balll 3aKa3
warehouse — ckman

to be appreciated — ObITh MPU3HATEITLHBIM
wholesale purchase — onroBas 3akymka

our order for — nam 3aka3 Ha

we accept your offer- mpl mpuHIMaeM Barire peII0KCHHUE
to place an order for — pasmecTuTh 3aka3 Ha

to confirm — moaTBepAUTH

great demand — orpoMHBIii cripoc

to supply — mocTaBuTh

dully signed — moanucan g0mKHBIM 00pa3om
acknowledgement — moarBepxaecHUE

specified below — ykazanusbrit Huke
acknowledgement — moarBepxaecHUE

to confirm — moaTBepk1aTh

turnover — obopot

in conformity with — B coorBeTcTBUH C

receipt — monydcHue

confirmation of an order — moaTBepskaeHNE 3aKa3a
refusal of order

INPAKTUYECKOE 3AHSATHUE 9
TEMA: Payment in Foreign Trade: Composing a Letter of
Complaint, Contract (4 gaca)

Heab 3aHsaTHA: CHOPMUPOBATH HABBIKM COCTABJIICHHE IHChMa-

’Kaji00bI, OTBETA HA YKaJI00y, KOHTPAKTA.
COJEPXAHUE

1. Onpoc 110 TeMe JICKIUH.

2. IIpoBepka JJoOMaIIHEero 3aJaHusl.

3. BelmotHEeHNE MPAKTUUCCKUX 3aJaHUM:

3aoanue 1. Ilepesedoume na pycckuii A3viK.

Men's Clothes Dealers Ltd 18th
April, 2011
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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 6
16 blue 2

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

3aoanue 2. Cocmagbme nucbMo-pexiamayuio, UCNoab3ysi

6bIPAINCEHUAL.
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1. We would like (have) to remind you that... — MsI xoTenu Obl
(BBIHY>X/ICHBI) HAIIOMHUTH BaM, 4To...

2. We wish to draw your attention to the fact that ... — Ms1 xoTum
oOpatuth Bame BHMMaHue Ha TOT akT, YTo...

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 coxaneHuro, Mbl OOHApPYXWIH, YTO
obopynoBaHue (TOBapbl), KOTOpbIE BBl IIOCTaBHWJIM HaM, HE
yIOBJIETBOPSIOT TPEOOBAHUSIM. ..

4. To prove our statement we enclose (are enclosing) ... — B
IMOATBCPIKACHUC HAIICTO 3a4ABJICHUS MbI IIPUJIATACM ...

5. The delay in delivery is causing us great inconvenience, as... —
3a)16p>1<1<a B INOCTAaBKE IMPpUBOAUT K OOJILIINM HGY}IO6CTBaM,
IIOCKOJIBKY...

6. We find it necessary to note ... — CuutaecM HEOOXOIUMBIM
OTMCTUTE...

7. We are returning ... and would ask you to replace ... —
B03BpamaeM BaM ... 1 IpOCHUM 3aMCHUTD...

8. So far we have received no reply ... — Jlo cux mop MbI He
IMOJIYHYWJIK OTBCTA...

9. Four containers in the consignment were found to be damaged. —
YeTbIpe KOHTEMHEPA B ITAPTUN OKA3AIUCH MOBPEKICHHBIMH.

10. We duly informed you about the breakdown of the equipment.
— Mbl nomksbsl npouHdopMupoBaTh Bac o0 BbIXoAge u3 CTpos
000pyI0BaHHUS.

11. At present your failure to deliver the goods greatly worries us.
— B HacTosiiiee Bpemsi Mbl KpailHe 00ECITOKOEHBI TEM, YTO Bbl HE MOYKETE
IIOCTABUTb TOBAP.

12. When we installed the equipment, we found that it was faulty —
Korga mbl ycTaHoOBUIM 00OpyJOBaHHE, TO OOHAPYXKWUJIU, YTO OHO HE
paboTaer.

13. When we examined the goods, it turned out that... — ITocne
OCMOTpPa TOBAPOB OKa3aJ0Ch, YTO...
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3aoanue 3. Cocmasvme npeodnodceHus, UCHOIL3YS AKMUGHbLE
CI08A U 8bIPANCEHUSL.

1) letter of complaint — muceMo xan06a

2) claim letter - muceMo-pexmamarus

3) substandard goods - HegoOpokaYeCTBEHHBIM TOBAP

4) wrong goods - He TOT ToBap

5) delays in delivery - 3agepKku B mOCTaBKe

6) manufacturing defects - mponsBoacTBeHHBIC TE(DEKTHI

7) damages of goods - nmoBpexaeHus TOBapa

8) to remind — HaTOMHUTH

9) to draw your attention - npuBjcYb Balie BHUMaHUE

10) we are disappointed - MbI Orop4eHbI

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

TpeOOBAHUIO ...

12) to prove our statement - B moATBEP KACHKUE HAILICTO 3asIBJICHUS

13) it is causing us great inconveniences - 3To MPUBOAUT HAC K
OOJBIINM

HEeya00CTBaM.

3aoanue 4. 3axonuume u nepesedume Ha pyccKuil A3blK OMPLIBOK,
npueedénHulll Huxce. OmKyoa 3mom ompvi8oK?

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 “ ) and , a corporation
organized in accordance with the laws of and
having its principle office at ( ) with

reference to the following facts: ...

3aoanue 5. Illepeseoume @paszvl u ckadcume, 6 KaAKOU uacmu
002080pa OHU OOBIUHO COOEPIHCAMCAL.

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

35



WITNESS WHEREOF, the parties hereto, intending to be legally
bound, have signed this Agreement the day and year first above written.

3AJJAHUSA JJISA CPC Ne9
1. Iloemopume meopemuueckuti Mamepuan 3aHsamusl.

2. Ilepeseoume mepmunvl, npusedénHvle Hudce. B Kakux
OOKYMEHmMAax oHu ynompeosaomces u 0Jis 4e2o?

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

3. Kakoti pazoen 0ocoeopa 0bbluno HawuHaemcs opmyaupoerol:

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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