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Mpepucnosue

Introduction

C UHTEeHCUBHBIM PasBUTHEM INpPEeAIIPUHMMATEJIBCKON ae-
ATEeNbHOCTH B IOCJEeAHEEe BpeMA B Halllel cTpaHe U CO3MaHU-
eM COBMECTHBIX IPeANpUATHII pacTeT YKUCJIO BHEIIHEIKOHO-
MHUYECKMX ¥ HAYYHO-TeXHMUYECKMX CBA3edi ¢ pupMamu 3apy-
OexxupIX crpaH. Jlo6as dopMa AeJOBOro COTPYyAHUYECTBA
npeAnoJaraeT IHOCTOAHHBINA o0Men uHdpopMaunueii. Hecmor-
pA Ha BHeApeHWe M pasBUTHUE TAaKHUX CPEJCTB KOMMyHMKAa-
K, Kak Tenedaxe, TeseKe, 3JeKTPOHHAA IOYTA, CAMBIM JloC-
TYOHBIM U HAJEXHBIM CPEeJCTBOM OOUIEHUA IIPOJOJIKaeT
ocraBaTrhcd NUCHMO. Ilepenucka ¢ JeJOBBIM IIapTHEPOM AB-
JseTcA BaXXHOM uYacThio JI06oro G6usHeca. HeolOxoguMocTh
HamucaTh IMChMO BO3HMKAET IMOCTOSHHO — OYAb TO IPH 3aK-
JIOUeHNH BBITONHOM CcHeJKH M ycrpoiicTBe Ha paboTy uam
NOo3ApaBIeHUN ¢ I00myieeM KoMmnamuu. IIocKoabKYy aHTJIMIL-
CKUil A3BIK ABIAeTCA OOIIENPUHATHIM A3BIKOM JEJIOBOTO
o0menus, ocobrIil MHTEepeC AJMA OPUCHBIX PaGOTHUKOB IIpef-
craBasieT I[HChbMO Ha aHIJIMiicKoM fA3bIKke. B BemukoGpura-
unu u CIHIA cymecTByIOT ompefeneHHbIe Tpaguuuu 0dOpM-
JeHUA U HanHcaHWUS MucbMa, B ToM uucie gexosoro. Ouensb
BaXXHO TIPABUJIBHO COCTABHUTHL M 0QOPMUTH AeJOBOE IIHUCHMO,
Tak Kak MMeHHO II0 HeMY y aJpecaTa CKJaALIBaeTcs BIleuar-
JeHue o Bac, Kak o gesoBoM mapTHepe. 'paMmoTHO cocTaB-
JIEHHOe IIUCBMO SABJAETCS 3aJIOI'OM ycllexa B GH3Hece.

JlanHOe mocofue CTABUT CBOeil I[EJbI0 IIOMOYL YHTATE-
JIO OBJIAZleTh HaBBIKAMH HaIMCAHUS AeJOBOTO IIHMChbMa HAa
aHIIMICKOM A3BIKE C YUeTOM HAI[MOHANBHO-KYJIBTYPHOI CIle-
nupUKM peueBOoro IOoBeJeHUA AHTJINYAH M aMEepHUKaHIEeB.
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I[IpeanouTenne oTAaBaliock OPUTAHCKOMY BaPMAHTyY aHIJIMI-
cxoro fasrka. Llespio ocobusa Taxkxe ABIASETCS O3HAKOMJE-
HUe CO CTPYKTYPOH! AeJOBOro IIUChMA, TUIIAMHU AEJOBOH KOp-
pEeCIOHAEHIIMN, IPAaBUIAMU CcOCTABJIEHUA M oQOpMIeHUSA
IUCchbMa M KOHBEPTA HA AHIJIIHMHCKOM S3LIKE.

Krura paccurrTaHa Ha IMUPOKUN KPYr JUI[, H3y4YaIOITUX
aHTIuiicKUi SBBIK, BKJIOYAs M TeX, KTO YXXe BiaJeeT ero
OCHOBAMH M XOTeJ ObI IPOJONKUTEL ero mayuenue. IIpaxru-
YeCKyIio 3HAYMMOCTD OHA MMeeT nafA OU3HEeCMEeHOB, OyXraJTe-
poB, ceKperapeil, pedepeHTOB, aAMHUHUCTPATOPOB U APYruX
opMuCHEIX paGOTHUKOB, 4bd AeATENbHOCTH TaK WJIU HHaYe
CBfI3aHA ¢ BeJeHHEM IIepellMCKY HAa aHTJIMHUCKOM fA3BIKE.

IToco6ne cocToUT M3 TpeX I'JIaB U IIPUIOKEHUA.

B nepesoii 2nage copmepxarca cefleHus 06 ocobeHHOC-
TAX HaIOUcaHUs JEJOBBIX IIMCEeM Ha AHTJIMHCKOM s3BIKE; B
Heil moApoGHO ONHMCHIBAETCA CTPYKTypa AeJlOBOro nuchMa,
oopMIenue uuchMa W KOHBepTa, JaeTcd PAM IIpaKTUuec-
KMX peKoMeHaanuii Ansi opUCHLIX pabOoTHUKOB.

Bo eamopoil 2na8e mipuBoAsTcA 00pasHH AeJIOBOl KOp-
PECIOHEHI[MU ¢ IapaijeJbHBIM IePEeBOJOM HA PYCCKUI
SI3BIK, B3AThIe M3 THIHUYHBIX CUTyar Uil OeJOBOTO OOL[eHUs .

B mpemeuveilt 2na6e paccMarpuBanTcs opdorpadbuvueckue,
JeKcuuecKue, rpaMMaTHdYecKe U cHHTaKCHYeCKUe TPYIHO-
CTH, BO3HHKAlOuMe IIpyM HanumcaHuu nuceMm. Ilo kKamxmomy
pasfieny paspaboTaHa cucreMa yIpamHeHuil. B KoH1e moco-
6uA marTcA KJIOYU K YIPAXKHEHUAM IJIA CAMOCTOATEeILHOHN
MIPOBEPKH.

B yemgepmoii 2na8e comepXUTCA UPHUIOKEHUE, BKIIO-
yaromee OGIMUPHBINA A3LIKOBOM MarTepHas, KOTOPLIM MOXXHO
BOCIIOJIL30BAThCS IIPY COCTABJIEHUU COOCTBEHHBIX NIUCEM,

Mzl GyneM oueHb NpPU3HATEJbHBl TE€M YUTATENAM, KOTO-
pble HOAeNATCS CBOMMU MHEHUSMH U IIOXKEJTaHUAMU; OHU Oy-
IYT YUTEHBI OPY IIOATOTOBKE IOCJHEAYIOINNX U3NAHWM KHUTHU.

Yenexa Bam!



Masal

Kak Hanucath AenoBoe NUCbLMO
Ha aHFTMUUCKOM fA3biKe

Chapterl

How to Write a Business Letter
in English

§ 1. CTpykTypa fenoBoro nucbma
Business Letter Structure

1. Wanka nucbMeHHoro 6nadka AN AenoBoro NUcLMa
The Notepaper

Kax upasmnio, nranka ¢gpupMeHHOro O6JaHKa M3rOTaBJINEBA-
eTcs Ha mucuell OyMare tTunorpadgcKHUM ciroco6oM MJIH 3aK-
JaAbIBACTCS B KOMIIBIOTED ¥ BOCIPOM3BOLUTCH IPH II€YATH.
B meil go/mKHB ObITh 00A3aTeNbHO YKaszaHL Ha3BaHME KOM-
IIaHUMU, ee TIOJHBII afpec, HoMepa TesedoHoB, dakca, TeaeKca
U afipec 3JIeKTPOHHOH IMOUTHI. 3Aech Ke AOJIKHBLI GBITH OTpa-
JKeHBl PermcTpPallMoOHHBIH HoMep (upMbI 1 GaMuUIUA PYKOBO-
auTtens Komuanuu (cM. obpasen muesMa Ne 1 ma erp. 15).

2. Agpecar wnu nvuyo, KOTOpoOMy agpecoBaHO NMUCbMO
The Addressee

Ecimu nmmucpMo HampaBiseTCA YacTHOMY JIMILY, ABJAOUIE-
MyCs COTPYAHUKOM KOHKPETHOM OpraHM3alluM, TO CChLIKA Ha
Hero o0sasarenpHa. PaMUINIO ajpecara HYXXHO yKasaTh Kak
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Ha KOHBEpTE, Tak U B nucbMe. B muchme QaMuinio o0as3aTennb-
HO 0603HAUAIOT B HAUaJe ajpeca B JIEBOM YIJIY, OTCTYyIHUB IpU-
MEpHO IIATH CTPOK OT BEPXHero Kpasd cTpaHUIsl. Hanpumep:

John Brown

ﬂ Mr B. Richardson or Mr. B. Richardson
Mrs R. Roberts or Mrs. R. Roberts
Ms C. Wilson

Mr & Mrs Richardson

Dr Simon Green

Prof. E. White

Richard Burton, Esgq.

Messrs. Hamilton and Jacobs (Messrs.— cokpa-
meHue oT ¢paHuysckoro ciaoBa Messieurs =
Gentlemen = Tocuona)

Kax BHOHO M3 IpUMEpPOB, CHAYaJa YKa3blBAeTCA TUTYJI,
3aTeM umMaA, moroM damunaus. O6paTrure BHUMaHHe Ha TO,
YTO TOYKA CTABUTCH IIOCJE COKPANeHHOH (OPMBI THUTYJa B
aMepUMKAaHCKOM BapHaHTe aHIJIMHMCKOro f3blKa, a B OpUTaHC-
KOM OHa OTCYTCTBYET.

NMmsa agpecara m caefywoInuil 3a HUM ajApec BHITVIAAAT
IIPUMEpHO TaK:

T.M. White
ﬁ Grey, Black & White
Solicitors
265 High Holborn
London WCIH 8BA
United Kingdom

B cayuae, ecqu BBl He yKasblBaeTe MMEHM ajpecaTa, To
caenyer o0s3aTelbHO 0003HAYUTE ero AOJYKHOCTH B KOMIIA-
HUM U faJlee YKA3aTh HOJHBIY ajipec KOMIAHUN:

The Manager
ﬁ Devonshire Bank

12 Market Street




Henton GV22 6DE
United Kingdom

Kakx BunHO 13 nIpuBeeHHBIX BHILIE IPUMEPOR, afpec cO-
CTOUT U3 CJEAYIOIMUX IOCJe0BATENBHBIX KOMIIOHEHTOB:
Turyn m umsa agpecara.

HomxuocTs B KoMuaRUU (ecam HeoOXoquMOo).

Homep mau HasBaHWe JOMa M Ha3BaHHe YJIMILHI.
HassaHue roposa, nmocejKa UIX JePEeBHU,

ITouToBOe ynpasiieHHe (IPOMUCHBEIMU OYKBaMM).
Hassanue rpagcersa (Uau ero cokpallieHHoe Ha3Ba-

Oy OV QO DN =

HHUeE).
7. IHouTosplit nHAeKC (IPOIUCHBIMYU OyKBaMu, 0e3 3Ha-
KOB NIpeNMHAHUA).

3. ABTOp nNUcbMa
The Letter Writer

ViMs aBTopa muchMa M €ro aZpec YKa3bsIBAIOTCS B IIpa-
BOM BepXHeEM YIJIY CTPaHUIIHI.

1 Delfield Gardens
Caddington

Luton LU1 4ES
Beds

B. Richardson




O6paTuTe BHMMaHMe Ha TO, YTO MMs aBTOpa yKasblBaeT-
cA IocJie ajpeca.

4. NaTa
The Date

B aHramiickoM sA3bIKe NMPUHATH ABa BUJAA 06o3HaUeHUSA
IaThl, pa3audalonuecs NocaeoBaTeIbHOCTHI0 KOMIIOHEHTOB:
Mecsl] — YUCJIO — I'OA WUIAM YUCJIO — Mecsal — roi. Wmeiire B
BUY, UWTo Iepesi yKasaHHMeM TI'ofla 3alATyI0 MOXHO IIOCTa-
BHUTh, & MOXXHO M OIIYCTUTh:

March 8th 1986 8th March 1986
ﬁ March 8th, 1986 8th March, 1986

B Hacrosimee BpemM# GoJiee pacIpocTpaHeHoO o0o3Haue-
Hue dncna 6e3 6yxkB th, KpoMe TOr'o, BOSMOXXHO YyHoTpebJe-
HHMe Ha3BaHUA MecsAlla B COKpAlIeHHo#N (opMe:

March 8, 1986 8 March, 1986
ﬁ Sept. 15th 1997 18 Nov. 1995

Yucno Taxxke obozHauaerca nudpamiu.

O6o3HaueHUe Xe IuppaMu Bcell [aThl MOXeT BHe-
CTH NYTAHUNY, TaK KaK IOCJEJ0BATEIBHOCTH €e KOMIIO-
HEHTOB pas3jJuYHa B OpPUTAHCKOM M aMEepUKAaHCKOM Ba-
pHaHTax aHrIViickoro A3npika. CpaBHUTe cJHefyloiue Hpu-
MepHI:

8.3.85 = 8 March 1985 (B 6puTaHCKOM BapHUaHTe
ﬁ aHTJIUHACKOTO A3BIKA)

8.3.85 = 3 August 1985 (B amMmepUKaHCKOM BapuaH-
Te aHTJIMHACKOrO S3BIKA)

CrenyeT IOMHUTb, UYTO B aMEepHMKaHCKOM BapHUaHTe aHT-
JUACKOr0 A3bIKA IPUHATA CICAYIOIAA IIOCIeLOBATEIBHOCTD
KOMIIOHEHTORB: Mecfl] — YHCJIO — T'oA.



5. Ccbinka
The Reference

ITlepen ormpaBieHuMeM HHCbMO OOLIYHO PETHCTPUPY-
eTcs B COOTBETCTBMM ¢ HPUHATHIMU B o@puce cTaHIapTa-
Mu. Yaimme Bcero nNuchbMy NpUCBaMBaeTcd TaK Ha3nLIBaeMbBIHR
«ucxonAmuii Homep». CchlJIKa MOXKeT TaKXKe COCTOATH U3
O0yKB, 0003HaYaIOIUX WHUIMAJGI JIUIA, TOAIIMCHLIBAICIIETO
nucbMo, uau cexperapda. Hanpumep, JAS/DS - John
Anthony Stevens/Dorothy Singleton. CcpliKka Ha Mcxons-
IUit HoMep JeJI0OBOTO AJOKYMEHTa WUJM APYras CChIIKAa, UC-
moJL3yeMas AJA PerucTpanuy nuceM, HeoOXoAUMa AJIA CH-
cTeMaTM3alil UCXOAAINEeH KoppecHoHAeHUHWHN. EIMHOIO
MHEHU#, 0JJHAKO, II0 MOBOAY 00A3aTebHOCTH TaKOH CCBLI-
KU B J€JIOBOM IIMChMe HeT.

6. ObpaweHuve unu npuBeTcTeune
The Salutation

CobcTBeHHO TEKCT OMChMAa, KAK IPaBMIIO, HAUMHAETCH C
obpamenus x anpecaty tuna: Dear Sir, Dear Mrs Jones, 3a
HUCKJIIOUEeHUEM OTKPBITOK, MeMoO, IPHUIJIacHTeJdbHBIX KapTo-
YeK U OTBETOB Ha IIPMIJIAIIEHUs, B KOTOPBIX oOpamjenue oT-
cyrerByer. CTeneHb GopMaabHOCTH 00paiqeHus 3aBUCUT OT
TOTO, B KaKMX OTHOIIEHUAX BBl HAXOTUTeCh C ajpecaToM.
OOpammasich K agpecaTy B IepPBBIA pas, ciaefyeT ObITH Kpaii-
He BHHMATEJbHBIM K (OPMYJHUPOBKAM U TOCTAPATLCHA BbHIG-
paTh 30JI0TYI0 CEPeiUHY MeXJy upe3MepHoil dopMasHOC-
ThI0O U (PaMUIBAPHOCTHIO.

IIpn cocraBiaeHUH j€J0BOTO HHUCHMa HA AHTJHUHCKOM
A3BIKE JIYYIIe IPUAEPKUBATHCH CJIOXKMUBIIUXCA HopM. Ecinu
NUCHMO HaumHaeTcHa ¢ oOpammenuit Dear Sir(s) wiu Dear
Madam, ero syuiue 3akoHYUTh (pasoir Yours faithfully.
Ecau Bel HaunHaeTe nvuchbMo ¢ paMuaum u Tutryaa Dear Mrs
Jones, ero cienyer 3aBepIIUTh (pasdoit Yours sincerely mau
Medee dopMaabHO (opMynoil BexkJausocTu Yours. Ob6pama-
fiCh K APYry, MOXXHO Hanucath Dear John u 3aKOHYUTD IIUCH-
Mo (opmyitoii See you/Love.
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O6pamenua Dear Sir(s) wm Dear Madam WuCOONb3Y-
I0TCH B TeX cayd4asiX, xorjga Bel He 3HaeTe MMEHHM ajpecara
WIH mUlleTe odeHb (opManbHOe muchMo. Eciau, Hanpumep,
Brl npounu o0bsaBiIeHue o paboueil BakaHCUM B rasere, TO
He HauuHalTe nuceMo cinosaMu Dear Personnel Manager,
Jaxxke ecau Brl He 3HaeTe MMeHHM MeHeIKepa IO HepCoHAa-
JY, — 3TO He KOPPEeKTHO.

Wnorpa umMsa u daMuams agpecata yKasnIBalOTCA II0JI-
HOCTBIO, & ero TUTYJ ONlycKaeTcaA. IIpeqmouTuTtesbHee, OXHA-
KO, BCe-TaKM yKa3bIBaTh TUTYJ ajpecara, TaK Kak HEKOTO-
phle JIIOAU OKUAAIOT, UTO K HUM obpaTarcs ¢popMaJbHO, 0CO-
O0enHo ecau ouu crapuie Bac ma 30 mau 40 Jer.

NwmeiiTe B BUAY, UTO B IHUChbMAaxX K YUJEHAM KOPOJIEBCKOMH
ceMbH, II3paM, JMIAM AYXOBHOIO 3BaAHMA M TOCYLapCTBEH-
HBIM YHHOBHMKAM HCHOJBL3YIOTCA ocoOnle (bopMEl obpaime-
Hua (cM. tabauny Ha cTp. 221-229).

O6pamenue pacnojiaraeTcs caeBa IIoJ, aJpecoM, OT KO-
TOPOro AeJaeTcs OTCTYI Ilo MEeHBbIIell Mepe B ABe cTpoKu. B
BesunkobGpuranuu B ZeJI0BON IepemucKe 6oJjiee IIPpUHATO CO-
BOKyIHoe ofpamenue K komuanuu rtuna Dear Sir, ueM 006-
pameHUe K KaKOMYy-Tu00 KOHKPeTHOMY Juny. B 6puraH-
CKOM BapuaHTe f3bIKa IIOCJe OOpalueHHusA OOBIUHO CTABUTCH
sansarafa: Dear Sir, XoTs B mocJiefHue IoAbl B AeJOBOH Kop-
pecnoHAeHIMU HADJIOAaeTCA TEHIAeHIUSA K MCKJIIOYEHUIO
nyHKryanuu: Dear Sir (). B aMepukaHCcKOM BapuaHTe aHT-
JIMHCKOTO A3BIKA UPUHATO o0painenue Gentlemen:. Kak BUIHO
U3 IpuMepa, vy aMepUKaHIeB NIPUHATO CTABUTh JIBOCTOUHE.

7. ®opMyria BeXJIMBOCTH, UNY KOMNNIMMEHTapHas
KOHLIOBKa
The Complimentary Close

®Ppasza, 3aBepmamiasg NHUCbMO, Ha3blBaeTcd (HOPMYJIOH
BEXJIUBOCTH, VJIM KOMILJIEMEHTapHOM KOHIIOBKO#. CyllecTByerT
1eJIBIY pAR TAKUX KOHITOBOK, KaXXJAafd M3 KOTOPHIX, KaK IIpa-
BUJIO, yIIoTpebiseTcAd B KOHKPETHON CHUTYAal[UN.

B dopmansHBIX nuchMax dallle BCEro BCTpedaercsa dpa-
3a Yours faithfully. KorunoBra Yours sincerely ucnonnayercs
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npu 06paleEun K KOPPECIOHeHTY, KOTOPOTO BBl BCTpEYa-
JIX ¥ C KOTOPHIM y:Ke pa3ropapusaiu. Kormosxa Yours truly
B HacToAIlee BpeMA BBIXORUT u3 ynorpebaenusna. Your
obedient servant ucnoab3yeTcs Opu obpallleHUM K JIOZAM
onpefeseHHOro paHra (cMm. Tabmuny «@opMsl ofpalleHusA K
yieHaM KOPOJIEBCKOW CeMbH, II3paM, JIUILAaM JYXOBHOI'O 3Ba-
HUSA ¥ IoCcyZapCTBeHHLIM UMHOBHMKAM» Ha cTp. 221-229),

B meHee dopMansHBIX CUTYALMAX HUCIOJAL3YIOTCHS IAPY-
rue BeipakeHusd. KoHnoeka Sincerely ynorpebnsierca B dop-
MaJbHOM NHCHBME Ipyry, a ¢pasza Regards — B 3alUCKe K
coceqly, POACTBEHHUKY Mau Oam3xomy kKoJjere. KOHIOBKY
With kind regards MOKHO BCTPeTUTH B TUCbMe cocefly, GIus-
KoMy KoJuaere; With best wishes ynoTpebyiseTcs Kak B BbIIIE
VKAa3aHHBIX IPUBETCTBMAX, HO B OCOOBIX CIyuasix. 3aKOH-
uypth nmuckMo caoBamu With love, All my love, Love from,
Ever yours MoxHo, ofpamafch K 6JAU3KOMY DOACTBEHHUKY,
O0ausxoMy ApyTy MJAM moiapyre.

8. 3aronoBoK nucbLMa
The Letter Heading

BoabMMHCTBO JEJOBBIX IINCEM B AHTJIMUCKOM A3BIKE
cJefyeT HAYMHATH C 3aT'0JIOBKA, NOLYEPKHYTOrO WJIU Bbe-
JIEHHOTO. 3ar0JIOBOK MOJIMKEeH OTpa’kaTh TeMy, COLep:KaHMe
IMCBMA M COCTOATL M3 ABYX WJIM TpeX CJIOB, He 6onee. Ilepen
3aro/JIOBKOM YACTO MCIIONb3yeTca cokpamenne Re: (Reference,
T. €. KacaTeJbHO).

9. TekcT NnucbMa
The Body Text

HenoBoe nuCHEMO JOMKHO OBITH KPaTKMM UM COCTOATL U3
Tpex 4YacTel: BCTYIJIEHHS, OCHOBHOM YacTH M 3aKJIIOUeHHS.
B nepsom ab3aie caexyer coobiiurts, nouemy Brr o6pa-
1iaeTecs C NUCHMOM, B Hocaenylomux af3aliax, KaK NIpaBuJIo,
pasBUBaeTCA MAeA [IMCHhMA, a B 3aKJIIOUKUTESbHOM ab3alle 10j-
BOJMTCHA WTOr WJIM JeJsaercd BHIBOJ. B cayuae ecau Bawm
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HeoOXOoAMMO 1ATh NOAPOGHYI0 HHGMOPMALNIO 10 KAKOMY-1160
BONPOCY, JIy4Yllle cAeJaaTh 3TO Ha OTJAEJHHOM JIMCTE C IIOAXO-
AAIDMM 3arjaBueM, 0603HAYUB ero Kak OPUJIOKEeHue.

T'pamMMaTHuecKue cOKpameHus Tuna I'm, don’t, we've
B JeJIOBBIX NHCbMAaxX HeJONyCTHMBbI. Bce ykasaHHBIe M IIO-
n00HBIe ¥M CJIOBA HYKHO IIMCATh IOJHOCTBIO.

10. damunust n nognNnchb
The Surname & the Signature

Kax upasuno, B Besuxobpuranun u CIIA nopnuchisa-
eT TUCLMQ TO JIHIO, KOTOPO® €ro COCTABUJIO HJIH NPOLHKTO-
Bajso. OHAKO, TOCKOJIBbKY NOAIMCH YaIne Bcero OLIBAIOT He-
pazbopuunssl, GaAMHIAIO aBTOpPA ITHCHMA IIDHHATO NEYaTaTh.
A nns Toro, yrobwl azpecaty ObLIo ficHO caysKebHoe IIOJIO-
JKeHHe JIMIA, BCTYIIHMBIIETrO C HUM B NIePENNCKY, YKAXKUTE CBOIO
NOJIKHOCTE ITOA (haMuJmei:

ﬁ Dr John Brown
Managing Director

Wnorpa asTop nuMchbMa He uMeeT BOSMOMKHOCTH ero IIoX-
NIUCaTh; B TAKUX CIyYaAX OTBETCTBEHHOCTD JIOMKUTCA Ha JIUIO,
HalleyaTaslilee IHCLMO. Torja nmepen DOANHCHLIO CTABUTCS 060-
sHaueHHde pp (per procurationem = for and on behalf of =
II0 XOBEPEHHOCTH):

Dr John Brown
Managing Director

ﬂ pp Jane Robinson

11. NMpunoxeHne
The Enclosures

Eciu umMeeTcs OpUJIOKEHHE, TO B KOHIE MUCHMAa JesaeT-
csi cooTBeTCcTBylowas moMmerka: Enc(s).— Enclosure(s) u
YKAa3bIBaeTCA KOJWYECTBO CTPAHHIL.

12



12. Konuna
The Copy

Hepenku cryuau, Korja aBTop IHChMa XOYeT, B IOPANKE
UH(pOpMAINY, O3HAKOMUTEL C HUM oIpefenceHHoe auuo. [as
TOro, YTo6EI 06 HTOM 3HAJ M ajpecdT, B HUKHel YacTH NUCh-
Ma ctaBaT nmometky cc.: Dr B. Brown (cc.— carbon copy),
KOTOpasg MMeeT TaKXe IeJbI0 NPOMH(OPMHUPOBATL 3HAYH-
TENBHBIA KPYTr JUI] WJIH CIOYXKO O CYIIeCTBOBAHHUH 3TOT'O JO-
kyMmenTa. Ilomerka bc.— blind copy craBuTcA, eClI¥ aBTOp
X0UYeT OTUPABUTH IHUCLMO KaKMM-TubO JULlaM, HO OHUW He
YIOMHHAKTCA B MHChMe. B mofo0HBIX caydyadxX NaHHAA IO-
MeTKa obs3aTesbHA.

13. Nocrckpuntym
Postscriptum

JToT paszes JOKYMEHTA CAYXKUT AJIA TOTo, YTODOBI MOXK-
HO OBLJIO BKJIOUHTH UHGOPMANUIO, KOTOPAs BBIIAJNA U3 TOJSA
3peHus IpM HANUCAHWM OCHOBHOM yactu nmuckMa. Ilpaspa,
Giarozaps BO3MOXKHOCTAM KOMIIBIOTEpa, TaKas HeobXonxu-
MOCTH BO3HUMKAET I'opa3jio pexe, COOTBETCTBEHHO, PS B KoH-
e TuchMAa BCTPeYaeTcd He TAK YacTo.

14. MpoponxeHne NMCbMa Ha APYrMx crpalnuax
The Continuation

Ecnu nuckMo 3aEMMaeT HeCKOJIbKO CTpPaHUIl, TO AJf TOTo,
yTo0bl aTh 00 PTOM 3HATH, B HUIKHEH yacTH KaKJoil crpa-
HULLI cTAaBUTCcA Ja0b6ad U3 caefymoinux nomertrok: PTO,
MORE, Continues, nuin IOPANKOBHI HOMeEp CTPAHUIILI.

WHocTpaHmaM, M3y4YalonIUM [eJOBYI0 KODPPECIOHJEeH-
IIMI0 HA AHIJIMMCKOM A3BIKE, CJefyeT obpaTuTs BHUMAHHUE
Ha pasJudyme cTUJedl NUceM aMepHUKaHCKOro M OpuraHCc-
KOro BapuaHTOB. PasyMeeTcs, MeXAy HUMHU HoJIbIle CXON-
CTBA, YeM PA3JAUYUA: TAdK, aMEPHUKAHILI HE MCHBITHBAIOT
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TPYXLHOCTEH NpH YTEHUM OPUTAHCKHUX LEJOBBIX NHCEM, H
Haobopor. IlosToMy pAnA BefeHUA IEPENMCKY JyYlle Xo-
pOIIIO BJAXKETHh OJHMM M3 CTUJIEdl M CJeJOBATH €My, ueM
cMelIuBaTh pasHsie ctuau. Clenyer 3aMeTHTh, UTO JLEJO-
BbI€ NMCbMAa HA AHITUUCKOM A3bIKe IHUINYTCA HE TOJNBKO
aMepHKaHIAMHK 1 OpUTAHIIAMU, HO U IPEACTABUTEISIMYU JDPY-
THX HApOJOB MUpA, UCIONB3YIONINX eI'0 KAK A3BIK MEeXJy-
HapojJHoro ofbieHuA.

JIroboe pesoBoe MUCHLMO COCTOUT W3 CJIEAVIOIAX obA3a-
TeJbHBIX KOMHOOHeHTOB (cM. oOpasen Ne 1):
1. Ilanka 6nauka (The Notepaper)
2. Ccownka (The Reference)
. Hara (The Date)
. Anpecat (The Addressee)
. O6pamienue (The Salutation)
. Texcr nucsma (The Body Text)
. KomunumentapHaa koHuoexka (The Complimentary
Close)
8. Pamunua u noxnucs (The Surname & the Signature)
OcranpHble KOMIIOHEHTHI, YIOMAHYTHIE BBIIIE, BKJIIOYA-
I0TCS B NMHUCBMO IO Mepe HeoOXOJUMOCTH.

UL W
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Obpasew Ne 1
Model Ne 1

Continental Equipment Director: John G.Smith

9 North Road, Brighton, BN 5§ JF
Telephone: 0273 543359

Fax: 0273 559364 (1)

Our Ref: G/f146 Your Ref: SD/jr (2)
15 November 1989 (3)

Sales Department (4)
Aluminium Alloy Co. Ltd.
Birmingham

79 Prince Albert St.
Birmingham 821 8DJ

Dear Sirs (5)

We thank you for your letter of 11 November, and would like to
inform you that we can deliver all the items required from stock,
according to the enclosed detailed offer. For the balance we would
require three weeks from the date of receiving your confirmation
that this arrangement is acceptable.

Prices as quoted f.0.b. London.
Delivery as specified above.
Payment against documents.

We hope you will find our terms, method of payment and delivery
dates satisfactory; and we can assure that you may count on our
full co-operation and immediate attention in this matter.

(6)
Yours faithfully 48]

M}’U on

Robert Hanson (8)
Continental Equipment
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OGpasgy Ne 2
Model.Ne 2

Department of English Language
University of Glasgow

12 University Gardens

Glasgow G12 8QH

28 September 1997

Dr Hilary Roberts

School of Languages
University of Westminster
18 Euston Centre

London

NW1 3ET

Dear Dr Hilary Crystal

I wonder whether you would like to come and lecture to our
students again this term? They very much enjoyed your talk on
sociolinguistics last year, and several of them have asked for a
repeat performance. We shall, of course, pay you normal fee.
Perhaps, you would be kind enough to phone me so that we can
fix a date.

I look forward to hearing from you.

Yours sincerely

KoLz

Rebecca Lee
Faculty Secretary
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O6pa3zel.Ne 3
Model Ne 3

1 Delfield Gardens
Caddington
Luton LUI 4ES
Beds

21 February 1997

University of Bradford
Management Centre
Emm Lane

Bradford

Westshire

BD9 4JL

Dear Sir

The Bradford MBA at the Management Centre
I should be grateful if you would send me information about
the regulations for admission to full time Master's Degree
Course in Business Administration for 1998—-1999 period. Could
you also tell me if the Centre arranges accommodation for
students?

I look forward to hearing from you.

Yours faithfully

KECAGJ‘C{JOI’L

Bernard Richardson
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§ 2. Kak HanucaTb agpec Ha KOHBepTe
How to Address an Envelope

IIpaBunbHOe oopMJIEHUE KOHBEDPTA UIDAET OUEeHb BAMK-
HYIO pOJIb IO ABYM UOpuHuUuHaM. Bo-nepBsix, ueTKo odopM-
JIeHHBIH aJpec, coaep:Kalluii Bce AeTalu U NPABHJIBHO pac-
TOJIOKEeHHBIH Ha JUIeBOM CTOPOHE KOHBepTa, Jiel'de IojBep-
THYTHh MAIIMHHOHN ob6paboTKe, YTO ITO3BOJSIET JOCTABUTH
NTUCHBMO IO IPABHJBLHOMY aZpecy M B KpaTHaNIIUI CPOK.
Bo-BTOpBIX, 0hOpMIIeHe KOHBepTa NMPOU3BOLUT Neproe Oia-
roupuUATHOE UIM HebJaronpuATHOE BIEYATJEHHEe Ha ajpeca-
Ta. JJonycTuM, HeynoMUHAHME TUTYJA aJpecaTta MOXeT BbI3-
BATH y HETO HEraTUBHOE OTHOIIleHKe, uTto xind Bac, pazymeer-
cA, BeChbMa HelXKeJaTeJbHO.

B BenmxobpuraHuu KopoJsesckasi noura Tpebyer, 4To-
OBl TIOUTOBBIE afxpeca AJA BHYTpeHHell pacChIIKHU colepka-
JY CIAeNYIOINY0 MHGOPMAINIO:

e Tutyn nu ums anpecara.

JlomHOCTL B KOMIIAHUK (ecsm HeobXoxRmMo).

Homep niu HaszeaHue foMa U HA3BAHWUE YJIWUIBI.
Hazsanue MecTHOCTH: ropojja, OCEJNKA UJM LEPEBHU.
IIoutoBoe ympasjeHue (IPONUCHHEIMU OyKBaMu).
HaspaHue rpadcersa (1 ero coKpalieHHOe Ha3BaHue).

e IlouToBBI MHAeKc (IponucHeIMu OyKBaMu, Oes 3Ha-
KOB OpenuHaHuA).

Ouensr BaXXHO IIPaBMJALHO yKazaTh IDOUYTOBBIM HHJEKC.
Ecan ox Bam HeussecTeH, ero MOMKHO YTOYHUTH, [IO3BOHUE
no TexedoHY COPABOYHOI'O OTHEJA KOPOJIEBCKOH MOYTHI II0
nugexcam: (0345) 111222,

1. PacnonoxeHue agpeca Ha KOHBepTe
Envelope Layout

Agnpec nonyuatens JOMKEH ObITH HANEYATAH UJIM YETKO
HanMucaH B JeBOM HMKHeHN JMIeRoil uacTH KoHBepTta. B mpa-
BOM BEpXHEM yIJIy OCTaBbTe MECTO AJMA Mapok. Vimeiite B
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BHUAY, YTO KOPOJIEBCKAA MOYUTa MOMKET IHOCTABUTH TOYTOBHIY
HITeMIIeNbh Ha HeENpPpaBUJIBHO paCIIOJIOKCeHHBII‘;I agpec, 4TO B
HTOre 3aTPYAHUT er'o InpouTeHue.

Mpumepk! ochopMneHUA KOHBEPTOB NUCEM
Examples of Envelope Layouts

B Benuxobpuranuio:

Mrs Nikki Roberts

School of Languages
University of Westminster
18 Euston Centre

London NW1 3ET

United Kingdom

10

B CIIIA:

AMIDEAST
Testing Programs
1730 M Street, NW
Suite 1100
Washington DC
20036-4505, USA
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B Karmany:

Mr R.AHatcher
Solicitor

The Law Society of
Upper Canada
Osgoode Hall

130 Queen Street West
Toronto

Ontario M5H 2N6
Canada .

2. Apgpec otnpaBuTtenst
Sender's Address

Apnpec orupaBUTeNs yKasblBaeTcA HA JHUIEBOM CTOpOHe
KOHBEpTA B IIPAaBOM BepXHeM YyIUIy UJIM Ha obpaTHOM cTopo-
He KOHBepTa.

Ha nocsimxax Bcerga chaeayeT HaguuchiBate 10:, From:
C yKasaHueM ajipecoB IIOJyYaTeJs U OTHpPABUTE]A.

Taxum oOpazoM, Ipexxjge 4eM OTIPABUTH IMHUCHMO, 3a-
naiite cebe crelyiomue BOIPOCHL:

e IIpasuipHO W B HYMKHOM Ju nopsajke Bsl Hanucanu
azpec noayuareas?

e Broarouyusau au Bor nnnexc?

¢ Hanucanu snu Bl ceoit agpec?

¢ OcTaBJiIeHO X MeCTO AJSf MAapoOK, CTUKEpPOB U T. II.7

¢ IIpaBunsHo au Bl Bce pacmososxmau?

3. Tutynbi 1 chopmbl o6pauieHUsA
Titles & Forms of Address

@opmel obpaleHus BrIpabaThiBasCh BEKAMH C YYETOM
conuanbHol nepapxuu obmiectra. B mocaenHee gecaTuyeTHe
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aTa MepapxuaA craya MeHee crporoi. Tem He MeHee, YTOORI
IPABUJIBHO OOPATUTHCS K UEJOBEKY, HeOOXOAMMO KOE-4YTO O
HEeM 3HAaTh.

4. ObpaueHne K 06bLIKHOBEHHbLIM NIOAAM
Addressing People of No Rank

BonsurmueTBo JMIOAe He MMeeT 0ocobor'o COUManbHO-
ro craryca. Taxum ob6pasom, ¢dopma obpalmeHuss Gyner
3aBHCETb, B IIEPBYIO ouepenb, OT nosaa. K ToMmy Xe, npu
o0pallleHny K »KeHINWHEe HYKHO 3HAaTh, 3aMYKEM OHA HIU
Her.

(Cm. Tabnuny «Popmbl 00pallleHUA K UYIEHAM KOpPO-
JEeBCKOM CceMbM, II3paM, JHUIAM AYXOBHOIO 3BAHUSA MU TOCY-
JapCTBEHHBLIM YWHOBHMUKAM» Ha cTp. 221-229.)

Ob6pauienune K My UUHe
Addressing a Man

DopmanbHoe obfpalneHne K MyKUnHe TpeOGyeT UCIOIb-
30BaHMUA ero MHUNMANOB u coKpamenus Esq. (Esquire).
Hanpuwmep, B. Richardson, Esq. Ciepgyer 3aMeTuTh, 4TO
aTa opma mocTeneHHO BHIXOAUT U3 ymoTpebieHus, a co-
BpeMeHHBIX BapuaHT Mr craHoBuTcsa BCe OoJee ymnoTpe-
ourensHbEIM. ImeliTe B BUAY, UTO €CAU YV UeJOBEKAa €CThb
aBanue — Dr, Prof., cokpamenue Esq. cinenyer OnycTHUTE,
nockonsky Dr u Esq. HUKorjga He ynmoTpebasiloOTCs ONHO-
BpeMeHHo. K Mmanbyuky, gocruriiemy 16 ner, MoXHo 06-
parurbca npu nomomu ¢opmel Mr. Ilpu obpamerunm K
MaJbYMKY B BO3pacTe Ko 16 JerT MOMHO MCIOJB30BATH
dopmy Master; ofHAKO yale BeTpedaerca obpalreHue
110 MMEHWH.

O6pauieHue K HezaMmyxXHen KeHUuHe
Addressing an Unmarried Woman

K HezsaMyKHUM KEeHINWHAM ¥ MOJOALIM AEBYIIKAM IpH-
uaTo obpamarbea Miss. Hexoropsle HezaMy:RHUE KEHIMHBI
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TPefiIOYNTAIOT, OAHAKO, UTOOBI IIPK OODAIfeHUM K HHUM WC-
TIOJIB30BAJIOCh - COKpamenue Ms.

O6paiiieHre K 3aMy)XXHEN XKeHUuHe
Addressing a Married Woman

TpagAUUMOHHO 3aMYKHAA XKEHIMUHA HOCUT (PaMUIUIO
MY3Ka, No3TOMYy IIpu (GopMaldbHOM obpammenun K Pebexkke
Yuncon (Rebecca Wilson), cynpyre Yapnsza Yumncoua (Charles
Wilson), npursaTo nucats Mrs Charles Wilson. Tem He Mme-
Hee, IIOCTENEHHO BXOAUT B yunorpebiieHrne 1 ofpaleHue TUIa
Mrs Rebecca Wilson.

B BacTosIee BpeMA JKEHINUHBI, 3aHATHe B GU3Hece, Bce
peXe XOoTAT, 4TOORI MX ceMelHoe TIOJNIoKeHWe OBINO UIBECT-
HO, ¥ IpexanoumraioT obpainenne Ms smecto Mrs.

IIpu ofpameHHU K pasBefeHHBIM XEHIMUHAM M BJO-
BAM JIy4Yllle YXKA3LIBATH WX AEBUYLI0 aMWiIwWioo, a He aMu-
JUI0 X OLIBIIETO MY’Ka.

IIvcemo K JKeHIWHE, MMEOUIe yYeHYI0 CTeNeHb, Cleay-
et HauaTh ¢ obpamenus tuna Dr Rebecca Wilson.

IIncsmo, agpecoBaHHOE CyImpysKecKod mape, oOLIYHO Ha-
YHUHAIOT CO CAERYIOUIUX GopM:

Mr & Mrs C. Wilson — npu ofpamjeHus X CYyIpy-
ﬁ JKecKOll mape.

Dr C. & Dr R. Wilson — ecau o6a cylnpyra MMeOT
VUYEeHYIO CTEIEeHb.

Dr C. & Mrs R. Wilson — ecy1 TOJbKO MY HMeeT
V4EHYIO CTEIIEHb.

Mr C. & Dr R. Wilson — ecIu TOJIBKO KeHa HMeeT
YYeHYIO CTelleHb.

Mr C.Wilson & Miss R. Thompson unu Mr C. Wilson
& Ms R. Thompson ~ nipu o0palnesun X Ilapam, dei
6pak He 3aperucTpUpoOBaH.
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®opmbl obpatieHus
Forms of Address

Anpecar ®opma obpameHus KommenTapuu
Myxuursr | Esq. (Esquire) dopmansHan dopma obpaure-
e.g. HY A, BRIXOAAU(AA U3 yIIoTped-
Richard Burton Esq. | nexus.
Huxorga He ucnonsayiire Mr
and Esq. ofHOBpeMeHHO.
Mr VYHuBepcalbHOE o0palqeHHe K
JHIAM MY2KCKOTO II0Jia.
Mr Charles Jenkins | YnorpebnsaeTcs npu obpamge-
HUHA K MaJbUUKaM, JOCTHTIIIHM
16-neTHEro BO3pacTa.
Manpupxyu | Master unm
a0 16 ner | Charles Jenkins
Heaamyxk- | Miss Dorothy Parker | O6pamenne K He3aMYXHHM
HHe MeHIIMHAM H JeBOYKaM.
MKEHIUHBI
HKeumuun | Ms Dorothy Parker Obpamernue ynorpebagercs,
ecJX HeH3BeCTeH ceMeHHBIN
CTaTyC KeHIIUHLI HJIH eCXIH, pa-
Ooran B GU3Hece, MeHIUHA He
xoueT, 9TO0RI 3BHATH ee ceMeii-
HBIH CTATYC.
3amyxune | Mrs J. Burton IIpu aroit dopme oGpameHus
JKEHIUHE HUCIO/IB3yeTcH QaMUIUA MYXKa.
Mrs Burton O6pamenue Mrs ¥ UMA He
YIOTPEONAIOTCA OOHOBPEMEH-
HoO.
Pasgeger- | Ms Jane Brown IIpeanoururensHee UCIONB30-
HLIE BaTh J€BHYLI0O QaMUIHIO KEH-
PKEHIUHEL IOWHEL, 8 He GaMWINIO ee MyKa.
M BAOBEI
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Appecar dopma obpaieHnd Kommenrapuu
ermuusl, | Dr J. Burton, PhD YueHad cTeNeHb IPUHATIEHKUT
UMeoILyue JKeHIOUHE, a He ee MYXKY.
YUEHYI0
CTeIeHb
Cynpyxec- | Mr & Mrs R. Burton | O6stHOE obpainesue K cynupy-
KHe Iaphl JKeCKMM 1apam.

Dr R. & Dr J. Ynorpednaerca, ecnu oba cyn-
Burton pyra UMEeIOT YUYEHYIO CTelleHb.
Dr & Mrs J. Burton | OGpamesue K CyIpy»KecKou
mape, eCJIM YUEeHYIO CTEIeHb
uMeeT TOJILKO CYIPYT.
Mr R. & Dr J. Obpaimmesne K CYIPY>KECKOMH
Burton mape, eCliyu y4eHYIO CTEeNEHb
MMeeT TOJLKO CYIpyTa.
He>xena- Mr R. Burton & O6paimeHue K nape, ueit 6pax
TEIE IIAPEI Miss D. Parker HE 3aperuCTPUDPOBAH.

128834
Mr R. Burton & Ms
D. Parker

§ 3. YTo ewje NnonesHo 3HaTL
OUCHbLIM paboOTHUKaM
Other Useful Notes for Office Workers

DddeKkTUBHELIN 6GM3HeC HEBO3MOMKeH 6e3 IPaBUJIBHO U
YeTKO OpraHu30BaHHOA KOMMYHuKAUU. K coxaneHunIo, Ipak-
THKa IIOKAa3bIBAeT, YTO 3HAHWUMW O TOM, KaK IIpaBUJIbHO CO-
CTaBJATL U OQOPMIATHE TOT MM WHOM BHUJ AOKYMEHTa Ha
AHTJIUICKOM S3bIKE, [0 CUX IIOp He xBaraer. IIocKoJabKYy aH-
TJIUACKUHA A3BIK ABINAETCA NPUIHAHHBIM CPEACTBOM MEXK-
JYHApOAHOro OOINeHWs, AJSA I'PAMOTHOTO BeJeHUSA AeJIOBO
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nepenucKd HeoOXOAMMO YCBOUTH CJHEAYIOIINe IIpocTeiiinme
npasuna opOpMIEHUA IUCHMA.

HucsMO0 ZOJKHO COCTOATH U3 CIAEAYIOIIUX 3JIEMEHTOB:

e TTonHOro MMEHU M IIOJHOIO ajpeca MmoJydaTess.

e JlaThl OTIIPABJIEHUSA WU KOIWMW IPEABIAVINEr0 IHUCh-
Ma KOPPECIOHAEHTA.

e Homepa ccbinku B o6iiedl oducHOM cucreMe perucr-
panuy ¥ XPaHEeHUS NOKYMEHTAI[UH.

e Homepa cchlJKM Ha JaHHOE KOHKpETHOe IIUChMO B Ba-
IeM cUCTeMe PEer'vuCTPAlliW M XPaHeHWA NOKYMEeHTAIluH.

e CiMcKa IIpWJIOKEHUH.

e meH Tex JOAeil, KOTOpbIe KOJYKHBI IIOJYYUTH KOIIUIO
JaHHOrO IHUChMA.

e Tuma mMoO4YTOBOrO OTIPABIEHUA.

BonplIMHCTBO YyYpeKAeHUH mMeeT CBOM coBGCTBeHHBIHN
cTuas oQOpMIEHUA NOKYMEHTAIIMM M DACCTAHOBKU 3HAKOB
npenunanusa (House style). Ecnu 8 oduce ecTs HOBUYOK, €ro
caefyer 03HAKOMUTL C NPUHATHIMU B (DUpMe CTAHAAPTAMU.

Ecau Bam HeoGxomumo oTnpasuTh 0OJIbINIOE KOJMUYE-
CTBO IHCEM C OAWHAKOBBHIM TEKCTOM, JYYIIEe MCIOJb30BaTh
rorosble 00pasIbl IIMCEM, KOTOpble IIOMOTYT CAIKOHOMUTH
Bame spems. Takue o6pasubl cocraBiaAwTcA 3ab6iarospe-
MEHHO W XPaHATCA HA AUCKeTe UJIM B MaMATH KOMIIbIOTEpa.

Konuu nwmcem ma Oymare cieiyer xpaHuUTs, B Bareit
nanke (¢aiine). Ornpasiaas hakc UAU 3JeKTPOHHOE CoobIIe-
HWe, Bel He 3acTpaxoBaHbl OT NMOTEPH AOKYMEHTA B IIYTH; B
cJyJyae BOBHUKHOBEHUA HENOPA3YMEHHH TaKadA KOIUS MO-
JKET CAYXKUTH DAKTHYECKHM [HOKA3aTeNbCTBOM TOI'O, 4YTO
JOKYMEHT OBIJT OTIIpaBJIeH.

1. MpoBepka Ucxoasuled KoppecnoHaAeHUUU
Checking Outgoing Mail

Ilpexxpe yem oTmpaBuTh MUCHMO, 3afaiiTe cebe caeayio-
Ie BOIIPOCHI:

e CosmajaeT Jau afipec IMOJAYYaTeNsd, YKa3aHHLINA B IIUCH-
Me, ¢ afpecoM Ha KoHBepre?

o IIposepunu nu Bl Bce opdorpadpuueckue omrubru?
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e ITocrasunu nmu Bl npasuabHyio gary?

o [lopmucano i1 TUCHMO €r'0 OTIPABUTENEM UJIUA Ha HeM
crout nomerka pp (per procurationem)?

e Ecnu nmucekMo siBnfeTcs JUYHBIM (private) unu KoH-
dupennuansuaaIM (in confidence), caenaHa JX COOTBETCTBY-
oIqas MoMeTKa Ha Kousepre?

e Buoxunu nu Bbl Bce cTpaHUIbl? PasnomeHsl U 0HU
B IOPSAAKE, COOTBETCTBYIOIIEM WX Hymepamuu?

e Buoxkensl MU npuioxkeRUsa?

e Crenadsl AU BCE HEOOXOAUMbLIE KONINU muchbma?

2. Mposepka BxogsALen koppecnoHAeHUUN
Checking Incoming Mail

Eciu BaM HeoOxoauMO 3aHATHCHA COPTHPOBKOMA IIOUTHI,
TO 3TO JYYIE CAEIaTh CJIEeAyiomuM obGpasom:

e PacmeuaTaiiTe xouBepT. IlmcbMa ¢ IIOMETXKaMHu
Personal, Private unau In confidence nonHbl GRITH Bpyye-
HBEI IUYHO B PYKH ajpecaTaM AAaHHBIX IINCEM.

e IIpomepbTe HaJWYVE BCEX INPUJOMKEHUI; ecau KaKoe-
60 U3 HUX OTCYTCTBYET, TO HEMeAJEeHHO coobuiure of aToM
OTIPABUTENIO0 NMUCHMA.

e JIpoBepsTe, CXOAWNTCA K aApec OTIIPABUTENA, YKalaH-
HEIJ Ha KOHBEpTe, ¢ aZpecoM B caMOM TEKCTE IHChMA.

e PaccoprupyiiTe mouTy B CIEAYIOIEM IODAIKE:

1) Koudpuzennuanbable ¥ JUYHEIE TUCHEMa CBEDXY.

2) Ilucsma ¢ momeTkoil Urgent, T. e. cpOYHO,

3) O6bryHad exxexHeBHAsd IIOYTa.

4) ITupxynsSpHble IUCHMA, JKYPHAJEL W TA3ETHI CHUBY.

3. MNoaTBepxaeHue NMony4yeHUsi KOppecnoHAEHUUU
Acknowledgements

Hexoropsle KOMIaHNY IIOJYYai0OT OrPOMHOE KOJINYECTBO
nvceM, TPeOyoOIMUX He3aMeAJIUTENLHOr0 oTBeTa (Hampumep,
nychMa, IIpUCIAaHHBEIE B OTBET HAa 00bABJIEHMe B rasere o6
OTKPHIBIIEHCA B KOMIAHKMW Bakamcuu). Ha Kaxkjgoe nmucsMo
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cleflyeT OTBETUTH B TeYeHWe HeCKOJNBKWX AHE, MHade 3To
OyneT CUMTATHCA INPOABJIEHWEM ILJIOXMX MaHEp M CO3ZacCT
Ballleil KOMIIAHWHK JYPHYIO peNlyTaluio.

4. Peructpauuna u xpaHeHue KoppecnoHaeHLun
Correspondence Registration & Maintenance

Benenue xoppecnoHReHIMK ABIAETCA CBUAeTEILCTBOM
BalllUX OTHOIIEHMWH ¢ KJIUEHTOM UJIH NocTaBIUKOM. B Helt
MOXKHO HallTu mHGoOpManWio o HUX: UMeHa, agpeca U T, I.;
3Ty MHGOpMAIHIO Ileeco00pa3Ho MCIOJL30BATE TP KJac-
cU(PUKAUHY M XPaHEHUH KOpPECIOHACHIHMN.

Hanpumep, Bca KOppeCcnoHAeHIUA MOXKeT OBITh pacipe-
neJjieHa COTVIacHO cJenyiomleii cucreme:

¢ VkagaTenb HasBaHW# KoMIaHuil, cocTaBJIeHHBIH 11O Teo-
rpadhuyeckoMy NpuHUNNY (II0 HasBaHHUAM TOPOLOB, CTPAH U
T, I1.); OTAEJBHEIE DafiIbl HAa KAMXAYVI0 KOMIIAHWIO MOXKHO pac-
npeRenuTsb I0 ajl(aBUTHOMY IPHUHIUIIY.

e VKazaTenb HasBaHWHM KoMIIaHUH, cOCTABJIEHHBIX II0 ajl-
(haBUTHOMY IIPWHIUIIY.

e Knaccupuramusa mo cucTeMe CChINOK.

CosnaHue cucTeMbl PETHCTPAIMY U XPaHEeHUd KOPPECIIOH-
JeHiuy OyAeT BO MHOI'OM 3aBHCETh OT CTPYKTYpPhI Ou3Heca
THNA JOKYMEHTAaLWH, KOTOPYIO CIEAYET XPAaHUThL OTHENLHO OT
obmeii xoppecnoHaeHnuK. TakK, BaXXHbIe JOKYMEHTHI CJIEeJYET
XpaHuTh B GesollacHOM MecTe, a XKOHGOHAEHUIMAILHBIE AOKY-
MEHTBI — IIOJ 3aMKOM.

5. CoBpeMeHHble cpeacTBa KOMMYHUKaUumn
Forms of Communication in the Modern World

B mocnemzHue ToABl, MOMHUMO TPAAWLMOHHON IIOYTHI,
IMKPOKO MCIIONb3YIOTCA COBPEMEHHBIe CpeficTBa KOMMY-
Hukanuu. K HUM OTHOCHATCHA, B IepBYIO odepenb, Paxc u
3JeXTPOHHAA noyra. Ilpw mepechlIXe ZOKYMEHTAIHW C
HCIIONBb30OBAHNEM TaKNX CPeLCTB INPUHATH Apyrue cTaH-
ZapThl O(OPMJIEHUA.

27



®axc (Facsimile) cnyxRur nna nepefadd KOPPECIIOH-
JeHIIUW II0 Tele(oHHOH ceTu. B nenoBOH IlepellucKe ero
HCIONb3YIOT AJA TEePEeChIJIKA KOHTPAKTOB, KOMMEPYECKHUX
NpeAJOKeHN, TUCbMEeHHbIX 3aIIpOCOB, OTBETOB HA 3alpo-
cbl, PEKJIAMHBIX MaTepuasioB M MHOIMX APYTrHUX HOKYMEH-
ToB. PakKcsl TOAIIUBAKT B (Galinel Mo yKe CYIIecTBYIOIeH
B AaHHOM oduce cucreMe oprammsamnum ¢aiinos. TexHu-
YyecKnre BO3MOXKHOCTH (aKca, OQHAKO, He II03BOJAIOT IIepe-
CBHLJIATH OPUTHHAJ AOKYMeHTA. 1A 6e30IIacHOCTH U BO M3-
OexxaHNMe HeJopasyMeHWIM Bcerga cjlefyeT IepechllaTh II0O
IMoYTe OPUIrMHAJ MUChbMa, IepefaHHoro mo gakcy.

daexTpoanas noura (E-mail) crasosurcs Bce Go-
lee NMONMYJAPHBLIM CpPEeACTBOM KOMMYHHKAIWH, ocobeH-
HO B fenoBOo#¥ KoppecnmoHpgeEuun. CTOMMOCTS 3JIEKTPOH-
HO¥ IepechblJIKM ropas3fo HHUMKE CTOMMOCTU (aKCOBOrO
OTIIPAaBJEHUA, HO €€ HEAOCTATKOM ABJIAeTCA cnabada UH-
dopmanuoHHasa samura. K coxxaleHHUIo, cleJyeT 3aMe-
THTH, YTO NpaBuJa opOpMJIeHUA IHUCEM B 3NEeKTPOH-
HOM cooDImeHUH, B OTIAUYHE OT (PAKCOBBLIX HJIMU IOUTO-
BBIX OTIpaBJeHuil, He cobinloxaroTCsa; Yalne BCEro
3JIEKTPOHHEIE COOOINEeHMA NHUIIYTCA B cBoOONHOH dop-
me. IToxxanyit, eIMHCTBEHHBIM 3JIEMEHTOM TAKOI'O IHUCH-
Ma, TOAYHMHAOI[UMCSA CTPOTUM IIpasuiaM odhopMieHUAA,
ABJISAETCS ajpec.

Anpec nucbMa, OTIIPAaBIAAEMOro IO 3JEeKTPOHHOHN IIouTe,
ABJAETCA ero 00sA3aTeNbHBIM 3JIEMEHTOM M BBITJIAAUT cJle-
ayomuM obpasom:

ﬁ lano2@wmin.ac.uk

wsmith@amec.ru

Hnsa Toro urobsl obierduTh paborTy ¢ appecamu, 6bliaa
nsobpereHa JOMEHHAS CHUCTEMAa Y3JIOBBIX KOMIILIOTEPOS.

Anpec cocTOMT U3 HECKONBKUX OYKB MIU YHUCeET, OTHE-
JIEHHBIX APYT OT APYra TOYKaMu. YYACTOK MeXAY TOYKAMU
Ha3bIBaeTCA AOMEHOM; KpalHui cnpasa ZoMeH ofo3HayaeTr
rao6ansHYI0 cerhb M Ha3bBIBAETCHA AOMEHOM BEpPXHEro ypos-
HA; ZOMEHbI, PACIIOJIOMKEHHbIe Jesee, ABIAIOTCH HA3BAHUA-
MM YYaCTKOB BHYTPHU 3TOH raobanbHOU ceTu.
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Hpumepo, domenos sepxnezo Yypoers

uk — gns Benuxobpuranuu

.us — ana CIIIA

.ru— ana Poccun

.com — NA AMEePUKAHCKUX KOMIaHWA

.edu — nans oGpasosarensHblx yupexkpenuit CIIA

.org — 71 aMepHKaHCKHX OPraHH3audd, He IOAIANaI0-
HUX oA KaKue-THO0 KaTeropuu

.net — pyA opranusalnyii, OCYI[ECTBIAAIOIIUX YIIPaBJIeHUE
ceTaMu

.gOV — A NPaBUTENbCTBeHHBIX oprapusamuii CIIIA

@ — xommepueckoe at. Ciesa oT 3TOro 3HAKAa CTOUT JO-
MeH, 0003HaYalOINUA HasBaHWe OPTaHM3aIUN UNIU UMSA KOH-
KPeTHOTO JIHIA.

6. Bugbl komnanuin B CLLUA un BenuxoGpwraHuu'
Types of American & British Firms

Komnmanuu Benuxko6puranuu u CIIIA npuHATO moxpas-
NEeNATh HA CJAeAYIOIHe OCHOBHBIE TUIILI:
1. ToapumecrBa (Partnerships)

Limited Partnership (6puT.) ~ TOBApUIIECTBO C OTPaHU-
YeHHOH OTBETCTBEHHOCTBLIO
General Partnership (amep.)— IOJNHOEe TOBapHUINECTBO

B ornunune or akIMOHEpHBIX KOMNIaHWM, TOBApUINECTBA
HE ABIAIOTCH IOPUANYECKUMU JUNAMK, IIOSTOMY IAPTHEPHI
HeCYT HEeOTPAHMYEHHYI0 OTBETCTBEHHOCTHL II0 o0A3aTelb-
CTBAM TOBapUIIecTsa.

Limited Partnership — ToBapuInecTBO C OrpaHUYeHHOMN
OTBETCTBEHHOCTHIO; COCTOUT W3 OCHOBHBIX IAPTHEPOB, YII-
PaBIAKINUX AeJaMU TOBAPUINECTBA M HeCYIIUX IIOJHYIO OT-
BETCTBEHHOCTb 34 JOJI'H Iepel KpeAUTOPaMM’, XU IIAPTHEDOB C
OrPaHUYEHHOH OTBETCTBEHHOCTBLIO, KOTOpPbIe He IIPUHUMAIOT
AKTUBHOrO YYacTUA B YIPAaBJEHHH TOBAPUIIECTBOM M HECYT
OTBETCTBEHHOCTH TOJIBKO 38 €ro JOJI'd B pasMepe B3Hoca B
yCTAaBHOM (QOHJ TOBapHUINECTBA.
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2. KoMnanuu ¢ orpaHHYeHHOH OTBETCTBEHHOCTHI U CO-
BMecTHbIe npeanpuaruda (Limited Companies & Joint
Ventures)

Public Limited Company (Plc) — OoTKpbITasgs KOMIAHUA C
OrpaHMYEHHONA OTBETCTBEHHOCTHIO; 3aperducTpPUpOBaAHHAA
KOMIAHUSA, ABIAIOINASACA IOPUAUMYECKUM JUIOM. AKUUU
TAKUX KOMIIAHWI MOTYT PacIpOCTDaHATHCA CpelH IIMPOKUX
CJIOEB HaCeJIeHUA.

Private Company — yacTHAs KOMIIAHUA, AKIUU KOTOPOH
He MOryT OBITH NIPEAJIOKEHBI M TPOAAHBI IIIMDOKUM CJIOAM
naceneHusd. Ilocyie HasBaHuA TAKON KOMIIAHMY CTAaBATCA OYK-
el Ltd (Limited).

B CIITA aknmuoHepHasd KOMIAHUS C OTpaHMYEHHON oT-
BETCTBEHHOCTHI0O HasbIBaeTcda Kopnopanueit (Corporation).
ITocnne massaHusA KopmopauuMu cTasaATcsa OYKBBL Inc.
(Incorporated), uTro o3HauaeT, UTO AaHHAA KOMIAHWA 3ape-
TUCTPUPOBAHA KaK KOpIopauus.

Ecnu nBe mnu Goslee KOMIIAHMY XOTAT pPeann3OBaTh Ka-
KON-J1M00 COBMECTHRIM IIPOEKT, TO OHM CO3JAI0T COBMECTHOE
npexnpuarue (Joint Venture).



nasa ll
O6pa3ubl AenoBbIX MUCEM

Chapterll

Business Letter
Models

§ 1. Pe3rome n xn3HeonuncaHme
Resume & Curriculum Vitae (CV)

VYenex noncka paboTel BO MHOTOM 3aBMCUT OT TOTO, Kak
cOCTaBJIEHO pe3ioMe.

Pezrome aBNRETCA KpaTKHUM M3JI0KEHHMEM NAHHBIX O
Bamem oOpasoBaHMu M Ipo(PeCCHOHAJLHOM OIBITE U
BKJIOYaeT, B TOM YMcJe, KpaTKkue OuorpadpudecKue cIpas-
ku. O6beM pesloMe He JOJIJKEH INpeBHIIATL ONHOM cTpa-
HUIBI.

Cocrasnasa pesroMe, BBl JOJMKHBI IIOMHHUTL O TOM, YTO
Bamra mens — co3faTe y MOTEHIMAJILHOTO paboTogaTesns Oxa-
TONNPpHUATHOE BlIeuaTJeHMe o cebe.

JKuzpeonucanue OTJIMYAETCH OT pesloMe 06beMOM M Iu-
IeTCA KaHRZUKATAMM Ha BBICOKHE IIOCTHI. B HeM ciepmyeT
raTth Oosee moxpobuylo, ueM B pealoMe, nH(popManuio o cede,
csoeM 00pazoBaHuy W KBanUUKAIIWH.

Kaxk nmpaBuio, pesioMe ¥ JKH3HEOIHCAHUE BKJIIOYAIOT CJIe-
LYYy WH(pOpMAIIMIO:

1. JIvunsie fagHbie: ToJIHOe MMSA (paMUIng, UM§H, OT4Ye-
CTBO), IOJTHLIM afpec MPOKMBAHUSA B HACTOAIIEE BpeMs, KOH-
TAKTHBLIA M [OMAIIHU# Tesle(hOHEI, faTa POXKIEeHUS U BO3pacT,
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ceMeiiHOe NOJIOKeHue (eC/IM ecTh eTH, TO CBeleHHMA O HeTAX),
HaUOHANBHOCTLE, HMMUTPAUHOHHBIN CTATYC.

2. Iexs moucka paboTel (0OUeHL KPAaTKO).

3. Ceegenus o moJiydyeHHOM OGpa3oBaHuUM: (B XPOHOJIOTH-
YeCKOM IIOPA/JKe) Ha3BaHUA M ajpeca CpeAHWX IIIKOJ, JATHI
TocelneHus, noryyenHas BaMu kpanuduranus B cpeguux y4ued-
HBIX 3aBeJeHUAX; HasBaHUA ¥ afipeca KOJIeAKell 1 YHUBepcu-
TETOB, JAaThl y4ebbl U mojydenHas BaMu KBananduKamus.

4. Ceegenus O AONOJHUTENLHOM ob6pas3oBanHuu (B Xpo-
HOJIOTUYeCKOM IOpRJAKE): Ha3BaHWA KYPCOB M MX IPOXOJI-
JKUTEJBHOCTh, AATHl IIOCEIIeHUus BaMHi JaHHBIX KYpPCOB M IIO-
JydyeHHAs KBanuPUKaLus.

5. Undopmanua o Bamux ymesusx ¥ HaBBRIKax: ypo-
BeHb BJIAIEHHUS HHOCTPAHHLIMY A3LIKAMHY, HAJIUYNE BOJUTENb-
CKHX NpaB, HaBBIKKM paboTel Ha KOMIbIOTEDE, MAIINHOIINC-
Hasi CKOPOCTh ¥ T. II.

6. Jlanuble 06 omerTe pabGoThI (B XpPOHOJOIMYECKOM IIO-
PaaKe): KATH PAGOTH B KAMAOH AOJMKHOCTH, IMeHA W aApe-
ca paborozareseil, NJOJKHOCTL, KPATKOe ONHcaHue 06aA3aH-
HOCTe!, KOJIMYECTBO Jiofel B Ballem moguuHenuu, yclexu,
LOCTUTHYTEIE 3a BpeMs paloThl B [aHHOU NOJKHOCTH, IIpPH-
YMHA YBOJBHEHMS MU T. I.

7. Uudpopmanuio 0 JMYHEIX HHTEepecax: paboTra Ha [o6-
POBOJBHBEIX HavajJaX, UI'Pa HAa MY3BIKAJLHLBIX UHCTPYMEH-
TaX, YTeHrne OIIpefesIeHHOr0 »aHpa KHUT, YBJiedeHNe KOHK-
PETHBLIM BHUJAOM CIIOpTa, IPUTOTOBJIEHMe OJI0f, yBJIeueHUe
HCKYCCTBOM M T. II.

8. Hanmnume pexoMenzaTeabHBIX IHUCEM: MMeHAa B IIOJI-
HoU hopmMe M agpeca Jrofeil, KOTOpEIe COMIACHIJIMCE AaTh Bam
PEKOMEHJAMM; ecJM 10 TpeGOBAHWIO ITOTEHIMAJNBLHOTO pa-
foTozarens MOryT OmITH NPENOCTABAEHLI DEKOMEHAATEJNh-
HBIe IUCEMAa, Ha 9TO CJeJyeT YKa3aTh OTAEJLHO, CAeJNIaB Cle-
Ayioinyno noMmeTky: References are available upon request.

Ilpu cocTaBjeHHM pesloMe JKeJaTeNLHO MCIIOJL30BATH
cnepylomue ¢pase:

! I developed; I created; I took responsibility for; I
ﬁ managed; I devised; I controlled; I initiated; I
negotiated.
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O6pasen Ne 1

Model Ne 1
RESUME
Name: Emily Alison Biggins
Address: 47 Putney Hill
London
SW16 40X
Tel.: London 475 78 65
Date of birth: 15 July 1970
Age: 27
Marital status:  Single

Nationality: British

Objective

To secure a part-time position that offers a variety of
tasks, in which to use my secretarial skills and
knowledge of foreign languages.

Education

Dates: 1987-1992

College: South Thames College, London.

Qualifications: - Secretarial Courses; Shorthand
Grade 2; Typing Grade 3.

Dates: 1993-1994

College: Oxleigh Secretarial College,
College Road, Oxleigh.

Qualifications: Secretarial Skills Refresher
Course: Shorthand (90 w.p.m.);
Typing (60 w.p.m.). Book-keeping
Grade One. Word-processing.

Employment

Dates: 1995 — to present

Company: Philip Wilson Publishers Ltd.
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Position: Secretary to the Sales Manager.
Responsibilities: Taking shorthand; typing and
filing correspondence,
maintgining diaries,
office support, etc.

Other Skills & Occupations
I now work regularly as a volunteer for the Red Cross.
I also have a clean driver’s licence and a good
knowledge of Spanish and French. My personal interests
include classical literature reading, independent travel,
modern jazz and swimming.

References
References are available on request.

O6pa3seu Ne 2
Model Ne 2

CURRICULUM VITAE

Name: Maria Ivanova

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

Telephone: Home: (095) 292 52 22

Education & Training

December 1991 — April 1994 Moscow State Linguistic
University, Department
of English Lexicology.

Qualifications: Linguistic Researcher;
PhD diploma was
obtained in April 1994.
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September 1981 — June 1986 Moscow State Linguistic
University, Department
: of German Languages.
Qualifications: Higher education diploma:
teacher of English
and German.

April 1997 Computer training courses
' in Xylos (Microsoft
Authorised Training
Centre in Moscow ).

Employment

July 1996 to present Price Water House,
Translating &
Interpreting Department.

Position: Translator from/to
English and German.

Responsibilities: Interpreting, audit

documents translation
from/to English
and German.

August 1995 — July 1996 British Petroleum.

Position: Translator and
Administrative Assistant.
Responsibilities: Translating from/to

English, administrative
duties performance.

August 1994 — August 1995 Norton Rose.

Position: Translator and interpreter.

Responsibilities: Translation from/to
English and German
(commercial contracts,
legal documents, etc.)
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Position:
Responsibilities:

1986 up to present

Skills

Com puter literacy

Languages

Interests
Social/Cultural

August 1986 — August 1994 English language

teaching at the
Department of

English Lexicology

of the Moscow State
Linguistic University.
Tutor of English.
Practical English and
Grammar for third year
students, Stylistics.

Free-lance interpreter
and translator at the
Chamber of Commerce
and Industry.

Good typing skills, strong
organisational skills,
ability to work

under pressure,
customer-oriented,

good time management.

Word Perfect, MS Word
for Windows,

Lotus Ami-Pro 3.1.,
Lotus 1-2-3, e-mail,
Internet user.

Native Russian,
professional level of
English and German.

Travelling, classical
literature, world history,
jazz music.
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Sporting Swimming, skiing.

Countries visited: UK, USA, Spain, Japan,
Australia, New Zealand.

References are available upon
request.

§ 2. ConpoBoauTensHoe NUCLMO
Covering Letter

Baxxnoif yacTel0 3asABJIEHUS SABJIAETCA COINPOBOLUTENb-
HOe IIMCLMO, ITOfKpEILIAIoIIee pe3loMe.

B conposopguTennruoM nuckbMe BhelI 3anpamuBaere,
VMMEIOTCHA JU B KOMHNaHWM KaKue-nub0O BaKaHTHBIe MecTa,
unu coobiraere, KAKO MMEHHO JOJKHOCTLIO BEI MHTEpe-
cyeTech.

Ecnu Bbl mamam obbaBiaenue o paboTe B rasere u
Bac zaunTepecoBas0 Kakoe-i1ub0 KOHKpeTHOe IIpeRJioxKe-
HHe, BHUMATEJLHO NpOYUTaiiTe 00'bABJIEHNE, a 3aTeM Ha-
BeINUTe CIOPaBKW 0 KOMHNaHuM. B KOMIaHUI0O MOMKHO IIO-
3BOHMUTEL U IIONPOCUTE KOMIMIO €€ eXerofHOoro OTYeTa; ecnu
3T0 ofiecTBeHHAd OpPraHM3anMfA, MOMKHO ONPOCHUTEH JIO-
Le#, NONL3YIOIIMXCHA ee yCaAyraMu, UM BHEIACHHUTL MX MHe-
uue o Hei. IlpocMoTpuTe CBOE pe3loMe ¥ CPABHUTE C TEMHU
TpeOOBAHUAMM, KOTOpPLIe NPEABABIAITCA K KaHAUKATY
Ha 3Ty AOJIKHOCTL, 3aTeM chejsaiTe BRIBOA O Bameil npu-
TOXHOCTHM K Hell MO0 KPUTEPUAM KBaNMU(MUKAIIUY M OILITA
paboTEHI.

B conpoBOgHMTENLHOM IHMCLME HAa30BHTE HEIOCPEX-
CTBEHHEIN HCTOUHMK uH(popManuu (oO0BLaABNIEeHHe B rasere
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¢ yKazaHMeM faThel, NpeRJOKEeHMHe M3 aredHTcTBa IIO
TPYAOYCTPOMCTBY W T. II.); faliTe KpaTKOe ONMCAHUE CBOe-
ro o0pa3oBaHUA ¥ NPOMECCHOHaJLHOT0 ONBITA, YGRS 0CO-
00oe BHMMaHUe TeM IOJOKEHHMSAM pe3loMe, KOTOphle Hau-
aAydymuM obpazoMmM oTBedarT TpeOoBaHHAM K KaHLURKATY
Ha 3Ty ROJIKHOCTH; YKaXKuTe, 4TO BLI IpujaraeTte cBoe
pesioMe, peKOMeHJaTeJdbHEIe MHChMA MJK APYyrue Heobxo-
LVMMBble NOKYMEHTHI; BhIpasuTe I'OTOBHOCTL IIPEXOCTABUTH
MOJNHYI0 MHMOPMamuio U NpoiTu cobecexoBaHue; nobia-
TOZapuTe 3a BHMMAaHMe; CO0O0IMUTe, UTO HAaLEeTech IONY-
YUTL NOJOKHUTENLHBIH OTBeT.

Huxe nmpuBoguTca npumep 00bABNEHUR B ra3zeTe O Ba-
KaHCHH.

OGpa3zey Ne 1
Model Ne 1

Job opportunity: Executive Secretary
to the Managing Director

Prestigious western financial institution seeks an
executive secretary to the managing director to provide
full administrative support to the director, to maintain
contacts with major clients according to high
professional standards, to fulfil secretarial duties and
handle PR matters in the office.

MaIN REQUIREMENTS: fluent English, age 24-30, good
typing skills, PC literate, solid secretarial experience
with top executives for at least 2 years. Please fax
(095 222 22 22) your resume to Mrs. Jane Brown,
Personnel Manager.
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Ynpaennowemy dupexmopy mpebyemca
UCRONHUMENBbHBLU Cexpemaps

ITpecmuncnoil 3anadnoll QUHAHCOB0IL Op2AHU3AYUUU
mpebyemca UCNOAHUMENbHbLL CeKxpemapes Yynpasisoue-
20 duperxmopa, 8 o6a3arHocmu Komopozo 6ydym exodume
obecneyernue noinol admunucmpamugHol noddepxcru du-
Ppexmopy, YCmaHo8JeHUe U PA3BUMUE KOHMAKIMOE C 2248~
HbLMU KJIUEHMAMU HA 86LCOKOM NPOHEeCCUOHALEHOM YPOB-
He, BbINOJLHEHUE BCeX CeKpemapcrux QyHKyull u noddep-
naHue caazeli ¢ o0w,ecmaeHHOCMbIO.

OCHOBHEIE TPEBOBAHHUSA K EAHIHIATY: c80600Hn0e 8a-
denue anznulickum a3viicom, so3pacm om 24 do 30 nem,
Xopowas cKOpOCMb MAUWLUHONUCU, 8Aa0eHUe KOMNbio-
mepom, corudHelll onbim cexpemapckoil pabomus. Ha
yposHne nepsvix auy He menee 2 nem. Ilpocvba 8bicyi-
aams pesome no gaxcy: 095 222 22 22 na uma Jane
Brown, menedxcepa no nodbopy nepcora.na.

IInceMoO-0TBeT Ha OOBLABJIEHHYI0O BAKAHCUIO MOMKeT BbI-
rAZeTh CHaeRyoIquM o0pas3oM:

O6pasel Ne 2
Mode! Ne 2

Dear Mrs. Brown

Executive Secretary to the Managing Director

I am interested in applying for the position of Executive




Secretary to the Managing Director advertised in
yesterday’s THE Moscow TIMES.

As you will see from my CV, which is enclosed, I have
been working in the same position for about two years.
My current position as a private secretary to the
company’s president includes responsibilities specified
in your advertisement: providing full administrative
support to the president, handling PR matters in the
office though of a small company. I would welcome the
opportunity to join such a well-known company as yours.
I think it is really a new challenge for me to work in a
different environment.

I would be glad to meet you to discuss the post at your
convenience. I should be grateful, however, if for the
time being you would contact me at home rather that
at work.

I look forward to hearing from you.

Yours sincerely

Rebecca Wilton (Miss)
Ene.

[
Yeaxcaemas muccuc Bpayn!

Kac.: Bakxanmuoit 8ondHOCMU UCNOJLHUMEABHAZO
cexpemapa ynpasaswuiezo_duperxmopa

A 3aunmepecosarna 8 GONHHOCMU UCTIOLHUMENLHOZ0
cexpemapsa ynpaeaanu,ezo GupeKxmopa, 8aKancus Ho KO-
mopyio Ovina obzaenerna euepa 6 eazeme THE Moscow TIMES.
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Kax sudHno u3 npunazaemozo #u3Heonucanus, s pa-
Gomaro 8 nodoGuoil donxcHocmu oxono dsyx aem. Ionsic-
HOCMb JUYHO20 ceKpemapsa npe3udenma KoMnaruu,
KOmMOpYI0 A 3GHUMAI0 8 Hacmoau,ee épems, npednonaza-
em, 8 mom wucJie, ucnonnerue obazarnHocmeil, ynomany-
mbix 8 Bawenm o6ea6aeHuU, a umernHo: obecnevenue noJ-
HOll admunucmpamuenoii noddepicku npesudenma, ae-
denue no nunHuu obuwecmeeHHblx c8a3ell 8 oPuce, xomsa
HAUWA KOMNAHUA U HeGONbULaA.

A Gvt ¢ ydosonbecmauem 60CnONLb306ANACL BO3MONCHO-
cmbio paomamb 6 MAaKOl U3BECMHOL KOMNAHUU, KaK
Bawa. C moeii mouku 3penus, paboma 6 HOBOM OKPYice-
Huu — 9mo euse 00HA 603MOHNCHOC MY UCTLbLMAMb CE0U CUTLbL.

A 6vina 6ve pada scmpemumubca ¢ Bamu u o6cydume
amy eaxancun 6 n10b6oe epema. Bvina 6vL ouenv npusna-
meavHa Bam, ecau 6b. Bbi noxa 360HUU MHe He noO
pabouemy, a no domawHemy HoMepYy mereQora.

C nemepnenuem %0y Bawezo omeema.

Hcxpenne Bawa

Pe6exra Yunmou (Mucc)

(ITpunoxcenue)

IIpnBenem Apyroit BapMaHT NMCbMa-oTBeTa Ha 0OBAB-
JEeHHYI0 BaKaHCHIO.

O6pasety Ne 3
Model Ne 3

Dear Mr Jones

I read several newspapers and magazines on business
| =l
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published in Russia and was pleased to find out that
Glencore is about to win the Russian metallurgical
market. I am looking for a new challenge in my career
as a Sales Manager Assistant, with the possibility of a
managerial position in future, and wondered whether
you might be looking to employ extra staff.

As you will see from the enclosed resume, I have
sufficient experience in metals trading business and
have a wide network of contacts in the Russian market.
My previous employers include companies where I have
acquired an in-depth knowledge of the metallurgical
business in my home country and Russia.

I have been watching with interest your company’s
expansion over the past few years and have admired
the company’s work on a number of occasions. With
this new step on the company’s part, this seems an
ideal time to contact you.

If you think I may be of service, I would be extremely
interested to discuss the possibility of my joining you. I
look forward to hearing from you.

Yours sincerely

John Smith
Encs

Yearcaemurit mucmep dancoywuc!

Ilpowumae Heckonvro 0eno8blx zasem U HYPHALO8,
u3darvuwuxca 8 Poccuu, 2 ¢ padocmuvio 00Hapy» cus, 1mo
womnanus I'nenxop nedanexa om 3asoesanus poccuilc-
K020 memannypzuieckozo puiuka. A uwy pabomy
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NOMOWHUKA MeHeOX)cepa no npodayxam ¢ nepcnexmu-
80il nonyienusa donxcHocmu menedxepa 68 6ydyuiem; no-
amomy a xomen 6bt 3Hamy, cobupaemecev au Bel pacutu-
pamb wmam compyoHuKos.

Karx sudno u3 npunazaemozo peswome, s obradawn
docmamoyubim onbimom paGombl. 8 06.ACMU MOP2OBAL
MEeMAnNAMU U UMeH) UWLLPOKYIO Cemb KOHMAaKmos8 Ha Poc-
cuilckom pvinke. B wucno moux npedvidywux pa6omoda-
meaneil 8xodam rkomnanuu, pabomas 8 KOMOPbLX A NPu-
obpen zayborue 3HaHnua sedenus Ou3neca 6 obaacmu me-
maanypzuu kak y ceba na podune, max u 6 Poccuu.

A ¢ unmepecom crexcy 3a pacuiuperuem Oesamenv-
Hocmu Baweli komnanuu 3a nocnedHue HeCKONLKO nem;
8 pade cnyuaes ama OesamenvHOCMb BbL38ANA Y MEHA
socxuwenue. Cetiuac Bawa xomnanua cdenana Hoabuiil
uaz 8 ceoem pa3gumuL, i MHe KANCEMCR, ¥Mmo 3mo ude-
anbHoe apema 0na mozo, umobv. npedcmasumucs Banm.

Ecau Bu cuumaeme, umo a mozy Bam 6eemb noae-
3eH, & 6bL ¢ padocmbio ecmpemunca ¢ Bamu u o6cydun
803mMocHOCMb pabombt 8 Baweil xomnanuu.

C nemepnenuem xdy omeema.

Hcerxpenne Baws

Hocon Cmum
ITpunoxcernusn

§ 3. MpuHaTHe npeanoxexHus o pabore
Accepting a Position

Ecnu Bam npeapmoxunu paboty, IIOMHUTE, YTO Ha IIpej-
JokeHUe paboTogaTesss NPUHATO OTBEHATHL B IUCHMEHHOM
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Bufe. ECJIM BONIPOCOM BAKAHTHOM MOJYKHOCTU 3aHUMAJICH
AellapTaMeHT II0 TPYAOBLIM pecypcaM, IpPeAIIOUTHUTEeILHEee
HaNpaBUTL OTBET MEHEAXKEepy II0 moxbopy mepcoHaja, a He
NOTEHINAJBHOMY HaYaJbHUKY. M KOHeYHO 2Ke, OTBETUTE CJe-
AyeT He3aMEIJIUTENRHO.

Humxe npusogurces obpasen mMUchMa, B KOTOPOM IIPMHM-
MaeTcsa NpeaJoKeHHe o palbore.

O6pa3seu Ne 1
Model Ne 1

Dear Mrs. Douglas

Your QOffer of Position _as Sales Manager

Thank you for your letter of 10 August. I am pleased to
accept your offer of the post of Sales Manager.

I understand that working hours are 9.00 a.m.-5.00 p.m.
with one hour for lunch. The starting salary of $15,500
p.a. will be reviewed after a three-month probationary
period.

I confirm that I will be free to start work at 9.00
a.m. on 1 September, and will contact you on arrival.
f am eager to apply my education, skills and
experience. I look forward to becoming a member of
your team.

Yours sincerely

Robin Bright
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Yeaxcaemvrii mucmep Hyzaac!

Kac.: Bauwezo npelioieHus 0 no3uluu meHedxwepa
no_npodaxcanm

EBraeodapiwe Bac 3a nucemo om 10 aesezycma. A ¢
ydogoavcmeuem npunumaio Bauwe npediroxerue o pa-
6ome meHeOxcepom no npodaxcam.

Hacrkoavko 2 nonumaro, pabovuil denv 6ydem Oaume-
ca ¢ 9.00 ympa do 17.00 wacoe sewepa ¢ nepepuiéom HA
o6ed na 1 xzac. Cmapmoseas 3apnaiama 6 pa3mepe 15
500 Ooanapoe 6 200 Gydem nepecmampueambuvcs no uc-
MmeYyeHUU MpPexmecaiHozo UCNbiMameJnbHoz0 CPpoKa.

A nodmeepacdaio, xmo cmozy npucmynume kK pabo-
me 6 9.00 wacoe ympa 1 cenmabpa u 0643amenvHO CE1-
swyce ¢ Bamu no npubvemuu. JA noson ieranHus npume-
Humb Moe€ 06pa306aHUe, NPUOOPEeMEHHbIE HABbLKU U
onvim pabomuvi. C HemephernueM Hdy Havaia pabomet 6
Bauweit kxomanode.

Hcexpernne Baw

Pobun Bpaitm

§ 4. OTkas paborogarens Ha 3asiBneHue o padoTte
Refusing a Job Application

Ecnn Brl, 0T06paB MogXxoaAInyo KavAUIATYPY, 3aKPLLIU
OTKDPRITYI0 BAKAHCHIO, BEKJIMBOCTL TpedyeT, UTOOR 00 aTOM
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OB1J10 cooOIIeHO APYTUM HpeTeHjeHTaM. [pyrum o0ocHOBa-
HUeM OTPHULATeJLHOTO OTBETa MOJKEeT ObITh HHGpOPMAUUS
00 OTCYTCTBUU B HACTOAIee BpeMs CBOOOJHON BaKaHCUU B
Bameit xoMmauuu.

Huoxe npusoparca obpasiibl.

O6pa3seyy No 1
Model Ne 1

Dear Mr Ramsay

Thank you for your letter of 13 October inquiring about
employment opportunities with our company.

Unfortunately, we have no available positions which
would appropriately match your background and

qualifications.

Your resume will be kept on file for ninety days. If any
opportunities arise, we will contact you.

Your interest in our company is appreciated and we
wish you every success in achieving your employment
objectives.
Yours sincerely
John Pyle

@

Yeascaemviii mucmep Pimceir!

Baazodapwo Bac 3a Bawe nucvmo om 13 okxmsabpa,
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8 xomopom Buvi unmepecyemecv nanruvuem 6aKaHCuU 6
Hauell KOMnaHuu.

K coxcanenulo, 8 Hacmosawee 8pems y HAC Hem éa-
rkancuil, coom8emcmayowux Bawemy onvemy pabomui
u Ksanrupurayuu.

Bawe pesome 6ydem xpanumbsca y Hac 8 mereHue
desanocma Oweil. Ecau noagumes wmo-au6o nodxodsa-
wee, Mbl o6a3amenvHO c8axcemcs ¢ Bamu.

Muv. npusnamenvrbL 3a npoABLEHHbLU K HAWed KOM-
naruu unmepec u xenaem Bam ycnexa 8 nouckax pa-
6ombu..

Hcrpeune Baus

Hoacon Ilaiin

O6pasey Ne 2
Model Ne 2

Dear Ms L. Jones

Thank you for you application for the position of
Sales Manager. You may be interested to learn that
we had over two hundred applications. We read with
interest your resume detailing your qualifications and
relevant work experience. You certainly have an
impressive range of skills and qualifications. Your
application was among the thirty which we considered
for interviews. But we have been looking for a person
with experience in our field. It is with regret, therefore,
that we have to advise that you have not been
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successful in your application. We wish you well in
search for a suitable position.

In the meantime, however, we will hold your resume
in our database. If in the future a more suitable
position for a person with your particular skills and
qualification comes available, we will be in contact
with you directly.

Thank you again for your interest.
Yours sincerely

Peter Green
Personnel Manager

Yeaxcaemasn mucc Jowcoyuc!

Baazodapum Bac 3a Bauwe 3aasaenue ¢ npocv00ii npu-
Hamb Bac Ha 062a681eHHYI0 8aKAHMHYI0 QOAHCHOCMY Me-
nHedxepa no npodaixcam. Bosmosxno, Bam 6ydem ni060-
NLLMHO Y3HAMb, ¥MO Mbl noayiuau Goaee dsyxcom 3a-
aenenuil. Mbvt ¢ unmepecom o3naxomunuce ¢ Bawum
pestome, 8 xomopom Bui coo6waeme nam o céoem obpa-
308aHuL U coomaemcmaylowem onbime pabomut. Hecom-
Henno, But o6radaeme coaudnvim HaGoOpoM HABLLKOB U
8bicorolt xeanuurayueil. Mvl. omobpanu 3GA8NLEHUA
moavko mpudyamu kandudamyp, KOMOPbLX MbL NAAHU-
PYyem npuzaacumb Ha UHMEPBbIO; 8 IMO HUCLO0 8X00us0
u Bauwe 3aagnenue. Ho Ham 6vin Hysxcen wenoseix ¢ onbi-
mom paGomb. uMeHHO 8 Haweil ompacru. K coxcanenuio,
MbL 8bLHYHcOenb. Bam coobwums, wmo ocmaHosuLucCy Ha
dpyzoit kandudamype. Henaem Bam ycnexa 6 noucke
pabombt.
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Muv 6ydem xpanumv Bawe pe3lome 8 Haulell 6a3ze
Oannbix. Ecau 6 Gydywem Yy HAC NOABLMCA 8aKAH-
cua 0na uwenosexa, obnadarwwezo Bawumu naswvirxa-
MU U Kéaauuiayueil, mbv. 0623amenbHO CEANCEMCA
¢ Banmu.

Ewe pas 6nrazodapum 3a npoagrennwviii Bamu un-
mepec.

Hcrpenne Baw

ITumep I'pun
Menedaep no nepconany

L’*

§ 5. PekomeHpartensHoOe NMCbMO
M XapaKTepucTuka
Reference & Testimonial

PexoMeHnaaTenbHOE IUCHMO ABJSETCH, B IePBYIO 0Yepe/ib,
XapaKTepPUCTUKON KaHAugaTa Ha KaxKy-JIubo JOJKHOCTE
Kak paboTHUKA.

Taxkue nuchbMa NMUINYTCHA IIPU IToucKe paloThl 3apaHee
WU B OTBET HA 3aIlpoc IOTeHIMaJbHore paboromaresnsd.

Ilepen TeM Kax OTIIPABUTL 3aABJIEHUe O IIpUeMe Ha pa-
foTy u pesiome, BaM cjesyeT IIONIPOCUTEL COTJIACUA UeJIOBe-
Ka, KOTOPBIM MOXKeT AaTh BaM peKOMeHJAAIMIO, Ha3BaTh €ra
B KavecTBe Bamiero nopyuurenad. O0pasioM IIMCbMa, B KO-
TopoM BmI npocuTe ero jaTh TaKoe coIJjlacue, MOMKET CJIy-
JKUTH ClleAylolliee IIUCBMO:
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O6paseiyNe 1
Model Ne 1

Dear Mrs Fowles

As you know, I will be leaving school this summer. I am
now looking for a job and will soon be making a number
of inquiries and send my applications.

I should be grateful if you would agree to act as my
referee should I need one. Please let me Enow if you
would have time to do this.

Your sincerely

Bob Carrington
®

Yeaxcaemasn muccuc Payasnc!

Kax Buv 3naeme, amum nemom 8 3aKAHUUBAI0 ULKO-
ay. B nacmoawee epems a sanumancy nouckamu pabo-
mot u 8 ckopom 8pemeru O0ydy nHasodumbv cnpasku o
HAAUYUL 6AKAHCUIL U PACCbLiamb C80U 3aABNCHUA.

A 6bin 66t Bam ouenb npusnamenen, ecau, 8 cryiae
Heo6xodumocmu, Bul cozaacunucy 6b. gbicmynumb 8
rKavecmae moezo nopywumens. IIpouy 0amev mHe 3namby,
Haildemcsa au Yy Bac apema 0aa amozo.

Hcrpenne Baw

Bo6 Kapunzmon

=l

Eenu xaHAUAAT AOXOAUT O CTYIEHU IPOXOXKAECHWSA WH-
TepBBLIO, WHTEPBbIOED OOBIYHO NPOCHT IPELOCTABUTH DEKO-
MeHJaTeJbHbIe OuchbMa. Huke nmpuUBOAMTCA BO3MOXKHBIN
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BapMaHT NWUCHbMa, C KOTOPhIM ITOTEeHI[MAaJbHbIA padoTofaTe b
obOpamaerca x ropyuurenio (pexnamMuaa Opouropa Komia-
HAW U IPOeKT AOJKHOCTHON UHCTPYKIUY, KAK IPAaBUJIQ, IIPU-
JaraioTcs).

O6pa3sely Ne 2
Model Ne 2

Dear Mr Law

Jill Brown

Jill Brown has applied to us for the position of Brand
Manager. She has named you as a personal referee,
and I should be much obliged to you if you would provide
us with a reference. I am enclosing a job description
and a company brochure for your information.

I should be grateful if you would reply in the next few
days so that we can make out the final selection as
soon as possible.

Yours sincerely
John Brenton

Personnel Manager

Encs
@

Yeaaocaemvotit zocnodun Jo!

Hxcun Bpayn

Haucun Bpayn nodana 3asénrenue Ha 00NLHCHOCMb OM-
8emCmeEeHH020 3G DPeKJAMUPOBAHUE MOP2060L MAPKU.




Ona naszsana Bac 6 Kavecmée cgoezo nopyuumens,
u A 6btn 6be Bam npusnamenen, ecau 6vt Bvl Hanpa-
guau Ham pexomendamenvHoe nucwvmo. [JonrxicrHocm-
HAA UHCMPYKYUA U peKAaAMHal 6pouLiopa KOMNAHUU
npunrazanmes.

A 6via 6b. Bam npusnamenen, ecau 6v. Boi 6 me-
YeHUe HeCKOAbKUX Juell nofzomosunu U 8biCAANU HAM
omaem. Imo dacm B03MONCHOCMb OCYUW,eCMBuUmb OKOH-
yamenbHbiii om6op xandudamyp 8 kpamuailuiue cPOKU.

Hcxpenne Baw
Haxcon Bpenmon

Menedxcep no nod6opy nepconana
ITpunoxcenus

1. PekomeHgaTtenbHoOe NUCLMO
Reference or Recommendation

Ecin Bl He XoTuTe AaBaTh PEeKOMeHAAIINIO, TO B Kade.
¢TBe o0paslia 0TKa3a MOYKeT BBICTYIIATH cjexyioinee HHUCHMO

O6pasery Ne 1
Model Ne 1

Dear Roger

Thank you for your letter asking me to act as your
referee. I am afraid to say that I have to decline. We
have not met for several years, and I think I do not
know you well enough to be able to speak authoritatively

on your behalf.
L“_’
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I am sorry not to be able to help you but I wish you the
best of luck with your job hunt.

Yours sincerely

Prof. Coaper

Yeasncaemotii PoOcep!

Bnazodapo Bac 3a nucvmo, 6 xomopom Bwl npocu-
me MeHA 8vicmynumb 8 Kavecmsee Bawezo nopyiume-
aa. Bowcw, umo mHe npudemca omrxasambvca. Mul He
8cmpeuanucy HeCKoLbKa Jlem, u, MHe Kaxemca, A 3HAK
Bac nHedocmamouno xopowio, umaobvl ¢ NOLHLLM OCHOBA-
Huem xaparxmepusosamb Bac.

Coscanew, wumo He mozy Bam nomous, u xenaio yda-
Yy 8 nouckax pabomul. .

Hcrpenne Baw

IIpageccop Kynep

Ecnu Bul BHIpasuau corjiacie AaTh PEKOMeHAaluioo, 0y-
Iymmuil padotomarens obparurca K Bam. Caexyer 3HaTh, UTO
OH JOJIKEeH MpPeJoCTABUTE IOJHYI0 HHpopManuio, o TpeGora-
HUAX K KaHJUJATy, JOCTATOUHYIO JJSA TOTO, 4ToOBI Brl mMor-
J¥ AAaThb COOTBETCTBYIOINVIO XAPAKTEPHCTUKY.

Ilpexne, yem gaTbh KOMY-I100 peKOMEHAAINIO, MBICJIEH-
HO OTBETBHTE HA CJEAYIOINWE BOIIPOCHI:

o Hacxonpko xopouro Brl sHaeTe xampupara?

¢ Crankusajuch nu B ¢ HMM 1o pafote MM B JUIHON
SKU3HUA?

o Hapmexen gu oH?

o TpynosiwOus au oH?
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o PaGoTaeT Jiu OH C 9HTY3HA3MOM M caMooTHaueit? YmeH
JIN, cepbe3eH Ju?

o YMeeT s 0OH paGoTaThk B KOJJIEKTHBe?

o YecToMoOus a1 oH?

Humxe npusopaTca oOGpasiibl.

O6pa3sey Ne 2
Model Ne 2

Dear Mrs. Bridge

Henry James

Thank you for your letter of 15 February, asking a
reference for Henry James. It is a pleasure to offer
comments on this individual.

I have known Henry for over 12 years, since he joined our
company. We have both worked in the same department.

Henry is a natural leader and organiser. He inspires
enthusiasm among other members of our team. He
listens attentively to the apinions and desires of others
and compromises when required.

He has shown himself to be responsible and trustworthy,
both as a personal friend and as a valuable member of the
community. It was a great pleasure to work with him. I
believe he would be an effective contribution to your team.

If you require any additional information, please do
not hesitate to contact me.

Yours sincerely

Richard Snow
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Yeancaemasn muccuc Bpudxnc!

Lenpu Tauceiime

Brazadapio Bac 3a nucemo om 15 hespans, 8 ko-
mopom Boet npocume damoe pexomendayuro I'enpu dnceti-
mcy. A ¢ ydososbcmaeuem coobuly c80e MHeHUe NO noBo-
0y amozo uenosexa.

A 3unaw Joceilmca yxe O6oree dsenadyamu Jem ¢
mex nop, KAGK OH HaAYal pabomambv 6 Haulell kKomna-
Huu. Mv. pa6omanu 8 adnom omdodene.

Tenpu — npupoxcdennniii nudep u apzarnuzamap. On
3apaxcaem IHMy3ua3mom dpyzux 4aeH08 Haulell KOMAH-
Obt. lenpu npucaywiuBaemcsa K MHEeHUAM U Heranuam opy-
2ux u, 8 cryuae Heobxodumocmu, HAX00UM KOMNPOMUCC.

Tenpu noxasan cebs omeemcmsaeHHbLM YeSI0BEKOM U HA-
dexcnbim dpyeom. PaGoma ¢ Hum 00cmasising MHe UCIMUH-
Hoe ydosonvcmeue. Mue kadcemcs, umao on moz Ob. cmamoe
YeHHbLM npuobpemenuem 0rs Bawezo KoaLeKmusa.

Ecau Bam neobxoduma donornumenvras unpopma-
yus, npowy Bac 6e3 konebanus obpawamsca KO MHe.

Hckpenne Baw

Puuapd Choy

!

O6pasen Ne 3
Model Ne 3

Dear Mrs Bridge
Julia Rose

I write to advise you that Miss Julia Rose who is
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currently a student at the University of Brighton has
been in touch with me to say that she has applied for
one of the posts in your company and has asked me if I
could act as a referee for her and submit this reference
to you.

I have to say that I am very happy indeed to do sa.

Julia has worked for us each summer holiday since she
left school and I think that the best way of describing
her is as a very positive person.

She is a very serene person and with the confidence to
deal with any problems that arise from time to time
either on her own initiative or, by asking a superior
how a particular matter should be dealt with.

I have also found her an extremely willing person and
one who never complains whilst she also has the ability
to work independently, and in 1994, indeed, we sent
her to a number of cities in Great Britain in order to
carry out research in connection with the firm’s
business.

I have to say, therefare, that I have absolutely no doubts
in recommending her to you.

I am absolutely sure that she will serve you well and
will also mix in well with other colleagues.

I do hope that the foregoing is of help and if I can
assist further, please, do not hesitate to contact me.

Yours sincerely

Sarah Taylor
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Yeaxncaeman muccuc Bpudc!

Hacynus Poys

Hacmoawum cmasnw Bac 8 usgecmuocmv, umo
Hacyaua Poys (cetiuac cmydenmia Bpaiimonckozo yHu-
gepcumema), HedA8HO COOOW,ULA MHe, Ym0 OHA noda-
Aa 3aA8JeHue 0 npueme Ha 00HY U3 8aAKAHMHbLX 00HC-
nacmetll 8 Baweil komnanuu. Ona makice npocuia Mens
sbicmynumb 8 Kaiecmee ee nOpywumens U HANPasumos
Bam pexomendamenvHoe nucbMmo.

Honxcna ckaszambs, wmo denaio amao ¢ ydosonb-
cmeuem.

Kaxcdviii 200 nocae oKORYGHUA WKOLLL [[Hcyaus pabo-
maaa y HAac 80 épems KaAHukya. Mue kaxcemcs, wmo oHa
3acayxcusaent MoJbKo nOSONUMELbHOU XapaKmepucmuKu.

Hocynus oueHb CnoKOULHbLI wen08eKx U Yymeem peuLams
B803HUKAKULUE NPOOLEeMbL — CAMOCMOAMENbHO ULU KOH-
cylbmupyschb y pyxoeodumens, kKax el nocmynumbv 8
dannom cayuae.

A maxxce ybedunaco, 1ma oHa O0ueHb cmapamenvHa,
HUKoz0a He xaayemcs U cnocobHa pabomamb CAMACMOR-
meavno; 8 1994 200y ona 6bina Hanpaéaena 8 KOMaHOu-
POBKY 68 HecKOAbKO 20padoe Beaurxobpumanuu, 20e npoeo-
duna uccnedosanue, céf3annoe ¢ deaamu Haulell Gupmbl.

Hosmomy s Oe3 kKonefanus daw eii pexomendayuio.

Cosepwenno yeepena, uma 6 ee auye Bw. npuobpe-
meme UeHHO20 pabomuuxa u docmailnozo wiena Baue-
20 KOJMLLEKMUuea.

A naderlocb, UMo 6blULECKA3AHHOE 0KANCEMC A Nojes-
HbiM Oas Bac. Ecau Bam nonadofumcsa MOA nomMouib 6
danbueliutem, npouly 6e3 Koaebanuil 06paw,amsCa Ko MHe.

Hcrpenne Bawa

Capa Teiinop

=]
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2. XapakTepucTtiuka
Testimonial

XapaKkTepucTHKA IIOX0KA Ha PEKOMEHJATENLHOE IHCh-
MO, HO IHIIETCS B (DOPME OTKDPBITOIO IMHCHMA M HE COCTABJISA-
eTcA JJSA KAaMJoro KOHKpeTHoro ciayuada. Ouna GoJiee cTangap-
THA 1I0 (POpMe U COAEPIKHUT KOMMEHTApuM o6GINEero IiaHa.
PekoMenganuu MO COCTABJIEHUIO XapaKTEePUCTHKU:
He ykaspiBaliTe ajgpec moJydaTens.
Hcnoawsyitre dpasy To whom it may concern.
Onycrure obpammenue — Dear ...
Onumnre cioMKUBIIEeCA Y BAC MHEHNE 0 KaHIUZATE.
Jaitre o0y XapaKTepuUCTUKY ero JIMYHOCTHHRIX Ka-
HeCTB U OTHOIIeHUSA K pabore.

Obpazey Ne 4
Model Ne 1

To Whom It May Concern
Jo_Cowie

Mrs Cowie worked for me for 2 years as my personal
assistant. During that time she delt efficiently with my
general correspondence, telephone calls and other
routine paper work. She also proved herself to be a
resourceful and hardwarking researcher.

She is a communicative person and works well
independently. She is thoughtful and pays due attention
to detail. She was punctual and frequently worked late
when we had a deadline to meet. I regret that she had
to leave us for family reasons.

I would recommend Mrs Cowie as an outstanding

T —
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researcher and PA, and feel sure that she would be a
valuable asset to her future employers.

Jim Manson
Marketing Manager

Bcem 3aunmepecosannbvim auyamn

Xapaxmepucmuka na oo Kayu

Muccuc Kayu npopabomana dsa 200a 8 Kauecmee
M0e20 JUYHO020 NOMOUHUKG. 3a 3mao épems OHA YcC-
neuLHo cnpasnanacy ¢ 06pabomroil Koppecnondenyuu,
omeeuana Ha meJseOHHble 360HKU, 3AHUMALACL Pa-
bomail ¢ Gokymenmayueil;, K momy He 0HA NPOABULQ
cebs Kak uszobpemamenvublii u mpydorwbussvlil uccae-
dosamednb.

Muccuc Kayu o6wumeavna, cnocobra pabo-
mams camocmoamenbno, 80yMuiu6a, 6HUMAMELbHA
u nyuxkmyaavHa. Ona wacmo 3adeprusanracy nocJie
OKOHuaHUA paboue2o OHA, ecAU HYHHO ObLIO CPOLHO
saxonyums pa6omy. K coxanenuio, muccuc Kayu
nPpUWAOCy yiimu om HAC no cemeliHbim 06cmosmelyb-
cmeanm.

A 6v. xapaxmepusosanr nuccuc Kayu wax manranm-
AUB020 uccaedosamens U OMJAUYHO20 JULHO20 NOMOUL
HUKa pykosodumens. Yeeper, umo ona mozaa 6v. Obimb
yennvim npuobpemenuem Oas 6ydywux pabomodame-
aell.

Hocum MeHncon
Menedxcep no mapkemunay

!
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O6pasery Ne 2
Model Ne 2

To Whom it May Concern

Ms. Maria Trubetskaya

Maria Trubetskaya asks me to write this testimonial
for her based on the four years that she has been
working for our publishing and bookselling group. During
this period she has done a wide variety of jobs for us
ranging from bookselling and sales promation, to PR
and the organization of cultural events such as poetry
readings and baok launches.

Her knowledge of Russian cultural affairs and the
language itself, was the reason that we first employed
her; she gave us enarmous help when we were
negotiating with the Tretyakov Gallery in order to
acquire the retail rights. Her power of persuasion and
her gift for understanding the minds of our prospective
partners were extremely helpful. She also has an
exceptional command of the English language, so that
she is the ideal person to handle any form of negotiation
or promotion, whether cultural or commercial, involving
both the Anglo-Saxon and Russian speaking worlds.

Her launch of the Belorussian Cultural Centre was a
significant success. It was the first time that this
important republic had official representation in the UK.
In addition to an inaugural visit by the republic president
himself, she managed to get a wide variety of leading
bankers, politicians and businessmen to attend the opening.

To sum up, Maria Trubetskaya would be ideal for any
organization interested in promoting itself through
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media in the Russian speaking areas and elsewhere.
She has a very pleasant and attractive personality,
and I can vouch for her character and honesty, as well
as her ability to achieve results.

Robert Owen
President

Bcem 3aunmepecosannbim nuyam

Xapaxmepucmurxa na Mapuw Tpybeurxyio

Mapus Tpybeyras obpamunace Ko MHE ¢ npocvb0ol
dampv el xapaxmepucmuKy HAQ OCHOBAHUU Hembipex Jem
Hauwell cosmecmHoll pabomut 8 zpynne no u30aHUuw U npo-
dasce knuez. Bo spemsa paboms. 8 KOMNAHUU OHA BbLNOJIHSA-
Aa camyio pa3noobpasunyrn pabomy, om npodaxu KHuz u
cmumyauposanus cbvima 00 80npocos cea3u ¢ obuje-
CMBEHHOCMbIO U 0P2AHUIAUUL MAKUX MEPONPUAMLIL, KAK
nosmuuecKue YmeHus U NPe3eHmayull KHu2.

Mapuiwo Tpybeuykyw omauuaem 3HAHUE Aumepamyp-
Hol Jcu3Hu Poccuu U pyccrozo A3vlka, UMEHHO 3Mu Kaye-
cmea noCAyNCULU NPULUHOU npuema ee Ha pabomy 6 Ha-
weil KOMNAHUW, QHG 0KA3ALA HAM 0ZPOMHYI0 NOMOULb 8
nposedernuu nepezosopoé ¢ pyrxagodcmeom Tpemvaroec-
KOl 2anepeu 0 npuobpemenHulu npaé HA POIHUYHYIO MOP-
208210. Ymenue ybexcdamsv u cnocobnocmb nonams 6ydy-
wezo0 napmuepa, ceolicmeeruble eil, npuHecau Ham 00b-
wyio noawv3y. Kpome mozo, TpybGeyrasn 6.1ecmsue 8radeem
QH2NUUCKUM A3bIKOM; 8Ce amo denaem ee udeasbHOl KAH-
dudamypoii Orsa yuacmus 6 npogefeHuu n106blx opm ne-
pezosopo8 u peKaaMHblX KoMnaHuil (00uexKyabmypHozo
UAU KOMMepYecKo20 xapaxmepa) ¢ npedcmasumenimu
KAK GH2A0A3BLLHBLX, MAK U PYCCKOAZBLUHBLX CMPAH.
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K ee bonvwum Qocmuicenusam MOICHO OmMHecmu opza-
Hu3ayui ompsvimua Benopycckozo KyaibmypHozo yenm-
pa. Toz0a ama cmpana 8nepdbie NOAYLULAG OPULUALD-
Hoe npedcmasumeavcmaa 8 Coedunernnom Koponeacmee.
Ha mopyicecmsenHoll yepemonuu OMKpbLMUL npucym-
cmaosan cam npesaudenm pecnybrukxu; kpome amozo, Ma-
puu ydanocb apzaHu308amb yiacmue 8 YyepemoHUuU ye-
1020 pada kpynuvix OAHKUDPOB, BedyWux NOAUMUKOS U
OusHecmenos.

ITo0sads umoz ckasannomy, ommemum, wumo Mapus
Tpybeyras mozna 66t cmamb udeanvuoll kanHdudamypoi
0ns pabaombl 8 2100600 0p2AHU3AYUU, 3AUHMEDECOBAHHOU
8 pexaame 8 cpedcmeax MaccoBoii UHHOPMAYUU KAK 8
DYCCKOA3bIYHOM Mupe, mak u 8 dpyeux cmparnax. Ona
OYeHb npusmublit U obasmenvublit compydnuk. A mozy
nopyzumocs, wmo Mapus — uwecmublil u nopadouHbLil de-
J0BeK, yMeruuili Kk momy de dobusambes yenl.

Pobepm Oyen
IIpe3udenm

§ 6. Yxopn c paboTbl
Resignation

BoapImuHCTBO TPYAOBBIX KOHTPAKTOB COJNEPIKUT II0JO-
JKeHue O TOM, YTo paboTHUK o6S3aH IpejynpesuTs paboTo-
garens 3abiaroBpeMeHHO O CBOEM HAMEDEHHU YBOJUTHCH.
CpoKM HampaBJIeHUsI TAKOTO IIMCbMA OOBIYHO OTOBAPUEBAIOT-
¢ B KOHTPAKTaX.

Copepxxanwve nuckMa 0yZeT BO MHOTOM 3aBUCETH OT 00-
cToATeNLCTB Bamrero yxoza. Hanpumep, ecim Brl npopabo-
TaJX B KOMIAHUYM MHOrO JET U coajxeere 0 TOM, urTo Bawm

62



npuaeTcs yilTH, yBefOMJIEHUE O IIPeACTOAINEM YXONe MOXKET
BRITIAKETH CJHEAYIOIIUM obpasom:

O6pa3zey Ne 1
Model Ne 1

Dear Mr Webster
Resignation

It is with the deepest regret that I am giving you the
required one month’s notice of my decision to leave the
company.

I have been extremely happy in my position, and have
especially enjoyed working in your department. The
experience has been rewarding. However, I have to admit
that my decision to seek a higher-paid job somewhere
else is based on the reason that my wife stopped working.

I will let you know the exact date of my departure as
soon as it is fixed.

My best wishes for future.
Yours sincerely
Jean Cook

®
Yeancaemotii mucmep Yabcmep!

Kac.: Yxo0a u3 xomnanuyuy

C zaybouaiiwwum coxanserHuem coobu,ar o céoem
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peluieHuu NOKUHYmMb KOMNaHulo, 0 Yem u3eewai Bac 3a
Mecsy, 8 COOMeememeul ¢ YCmaHO8AeHHbIMU NPASULAMU.

Pa6oma Ha dannoill QoA HOCMU NPUHOCULA MHE UC-
munHnoe ydosoabcmeue; 0cobenno npuamuo 0vlio pabo-
mambv 6 Bawem omdene. I 6aazodapen Bam 3a noay-
yennwvtlt onvim. Tem He meHee, oOcmoamervcmaa (Mmoa
JteHa yuaa ¢ pabomet) 3aCMABAAIOM MeHA ucCKams 60-
Jlee @vlcoKOONnAAvUBaemMyl0 pabomy e Opyzom mecme.

Karx monvko cmanem uzgecmuna mounas dama mo-
ezo yxoda u3 Komnanuu, 4 dam Bam 3nameo.

Kenaw Bam ecezo nauayyuiezo 6 Oydyuiem.

Hcrpenne Baw

Hacun Ky

!

Ecnu Bo3Huk xondbaukT Mexay Bamu u BamumMu KoJ-
JeramM¥, KOTOPHIU cTaj mpu4yuHoi Bamlero yxoma U3 xommoa-
HUH, 5TO COBCEM Apyras cutyauus. TimaTe sHO DpoxyMaiTe
dopMynupoBKy U TOH Baurero muckma, TakK 4To6bI OHO He
BRITJIALEJ0 CJAUINKOM 5MOIMOHAJMbLHO, uM3beraiite Heobbek-
TUBHBIX CY’KJE€HHIl U cTapaliTech He BhIJaBaTh Ballero He-
KOM(OPTHOI0 IICHXOJOIMYECKOT0 COCTOSHUA. B Takoil cu-
Tyauuy Jydlle BCero yKasaTh IIPUYUHBL yXoja C paboThl U
KpaTKO M3JIOKHUTH CYTh BO3HUKIIEH CUTYAIlMH.

Huxe npusoxgutca obpasern IOoZ0OHOro IIUcChbMa.

O6pa3ey Ne 2
Model Ne 2

Dear Mr Crystal

This is to notify you of my resignation from the company
at the end of the next month.
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In the past few months I have found it increasingly
difficult to carry out my duties with any effectiveness.
I have repeatedly asked for support in implementing
the structural changes in order to improve our efficiency.
We discussed the above problems when I took on this
position, but it did not happen.

My efforts to do what is, after all, what you are paying
me to do, have been met by other managers with nothing
less than obstruction and displeasure. In this situation
I have no alternative but leave the company.

Yours sincerely
Matthew Jones

Yeascaemoiii. mucmep Kpucman!

Hacmoawum coobwaio, wmo cobupaiocht Yeorumuca
U3 KOMNAHUU 6 KOoHYe caedyu,ezo mecayd.

B meuenue neckoabKUX nocledHUX Mecayes MHe cma-
HOBUMCA 6ce mpydHee 6biNOJHAMb C80U 00A3AHHOCIU.
A neodnokpamho obpauwiarca ¥ Bam ¢ npoceboii noddep-
amame npogedenue CMPYKMYPHLIX U3MEHEHUll ¢ Yeavlo
nosbviuenus Ig@exmusnocmu Hauleil pabombt. Imu npo-
Oaembl 06cyndanruco, K020a MEHA NPUHUMAIU HA IMY
JoAHHOCMb, UIMEHEeHU, 00HAKO, He Obllu npouseedeHbl.

Mou ycuaus ucnoanams mo, 36 wWmo mue, COOCMeeH-
HO, nJaamsam, 6bl3bleanu Yy Opyzux meHednepoé npomueo-
deticmeue u nedoeonbemso. B croxcuswelica cumyayuu y
MeHA Hem Opyzozo bl6opa, KpoMe KAK Yimu u3 KOMNaHUU.

Hcrpenne Baws

Mamuvio Jxcoync

!

65




§ 7. YBosibHeHne paGoTHMKA N COKpaLLieHKe LITAaToB
Dismissal or Redundancy

Ecan Bam Heo0xX0AMMO H3BECTHUTH COTPYAHHKA O IIpef-
CTOAIOEM YBOJLHEHUU IT0 COKPANEHNI0 UITATOB, CIAeAyeT o[-
YepKHYThb, YTO COKpAallaeTcsa JOJIKHOCTb, 4 He COTPYIHUK.
ITocrapaiiTeck BHIPA3UTH €My IPUM3HATEJLHOCTH 34 OTJIHY-
Hy10 paboTy M coxajleHHe II0 IIOBOLY OOCTOATENLCTB, BHI-
HyXJanmux Bac COKpaTUTL ero JOJKHOCTD.

O6pa3seyy Ne 1
Model Ne 1

PERSONAL & PRIVATE
15 September 1997
Dear Joanna

Notice of Redundancy

It is with regret that I have to give you one month’s
notice of redundancy.

As you are aware, the company has seen some very
difficult times in recent months. I understand from
our accounts section that at the end of this month there
will be no longer enough money to pay staff. Therefore,
we will be winding up the company in the nearest future.

It has been a great pleasure to work with you over the
past year. Thank you so much for your support during
the last few difficult months.

—M
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I am, of course, ready to supply you with a good
reference, should you need one, and if you require time
to attend interviews, please, let me know.

Yours sincerely

Peter White

JJUYHOE
15 cenmsabpa 1997 z00a

Yeaxncaemasn Hiwoannal

Kac.: YeedomaeHus o coxkpawernuu wmamog

K coxcanenuw, s svinyxden npedynpedumv Bac o
npedcmosu,em wepe3 mecay Bauwem yeoavHenuu no co-
Kpau,enuio uLmamoa.

Kax Bol 3Haeme, 8 nocaedrnue mecaybl KOMNAHUSL UC-
neimuiéaem 6oabuiie mpyornocmu. Ilo mrenuio nauteil Gyx-
zanmepuu, 8 KOHYeE MeCAYA i HAC He xgaamum cpedcma Ha
auinaamy 3apnaam compyonuram. B caeme amozo & 6.au-
amaltutem 6ydyuwiem 6 KOMNAHUU Npoildym COKPAULeHUS.

B npowedwem 200y muL ¢ Gonbwum ydogoavcmauem
pa6omanu ¢ Bamu. C ocoboil 6aazodaprHocmuvio mbl om-
mevaem Bawy noddepmcky 6 meuwenue nocrednux mpyo-
HbLX Mecayes.

Koneuno e, ecau nyxmno, i zomoea damv Bam no-
Joxmumenvhylo pexomendayuiw. Ecau Bam nompebyem-
ca epems 0N NoCew,eHUA UHMEePBbIo, NPouLy U3éecmumsb
Mmens 06 amom.

Hckpenne Baw

ITumep Yaim
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Ecou yBosibHeHUe He SBJIAETCS Pe3yILTATOM CepPbe3HBIX
IIPOCTYTIKOB, TIocTapaiiTech COOBIUTE 06 3TOM B MArKOM dop-
Me, IIPHX 3TOM YeTKO cOpMyJIMDOBAB IIDHHATOE DeELIEHUE.

O6pa3ey Ne 2
Model Ne 2

PERSONAL & PRIVATE

17 December 1997

Dear Mrs. Roberts

Termination of Probationary Period

As you are aware, your employment here was agreed on
an initial three-month probationary period, which comes
to an end on 16 January.

We have, of course, been monitoring your progress, and
we regret to find that you have not reached our extremely
high standards. I am sorry to say therefore, that we
will not be requiring your services after 16 January.

However, I must add that on a personal level, it has
been a great pleasure to have worked with you. I wish
you best of luck for the future.

Yours sincerely

Rebecca Walton

JHYHOE

17 derabpa 1997 z0da
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Yeaxncaemas muccuc Po6epmc!

Kac.: 3asepuienus ucnvimamenbHozo cpoxa

Kax Bvl 3naeme, Bvl 6biiu npunamol K HAM HA pa-
6omy HG YCROBUAX NPOXOMIEHUA MPeXMecaALHO0Z0 UC-
nuiMameabH020 CPOKG, KOMOpuili nodxodum K KOHUYY
16 anesaps.

Paszymeemcs, mur caeduru 3a Bawum pocmom; x co-
yeanenurw, 0onxcHvl coobuwums Bam, umo Bui He coom-
gemcmayeme 0e3YCA0BHO 04Y€Hb BbLCOKUM Mpebo8aHU-
AM, npedsasaieMbiM K COMPYOHUKAM HAULEL KOMNAHUU.
IToamomy kax A HU coxcanew o6 3mom, HO BblHYHOEHA
Bam coobujumb, ymo nocae 16 ausapsa mb. He Hyxcda-
emcs 8 Bawux ycayzax.

Tem ne menee, om ceba LULHO xouy dobasumb, Umo
A pabomaaa ¢ Bamu ¢ 6orvwum ydogoascmeuem. Om
dywiu xenaw Bam ydauwu 6 6ydywen.

Hcxpenne Bawa

Pe6exrxa Yormown

!

§ 8. Memopangym, nnu namsitHas 3anucka
Memorandum

MemopangyMm, MK, COKpAaIeHHO, MEeMO — THUII JOKYMeH-
Ta, UCIOJb3yeMbIA A5 00MeHa MHGOpPMAIIUEN BHYTPU KOM-
nauny. Kak npasuyio, MeMO He KJaAyT B KOHBEPTH; UCKJIIO-
YeHME COCTABIAIOT JUUYHBbIE M KOH(DUIAEHIUAIbLHEIE MEMODaH-

JYMEI.
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B memopanzaymMax HeT HeOOXOZMMOCTU IPUBOAUTE IIOK-
pOOHEIN ajxpec ImoaydaTenas, OLHAKO ciaelyeT 006a3aTesIbHO
yKazaTh ero UMs M HadBaHUE OTHeJia, B KOTOPOM OH pabora-
eT. ITognucey oTIpaBUTeNIs TaKsKe He HysKHA4, a BorT Bama
haMuIMA ¥ Ha3dBaHUE OTHAENa, B KOTOPOM OH paboraer, aB-
JATCA 00A3aTeJILHEIMM 3JeMEHTAMH O(QOPMJIEHUAS MeMO.

MeMoO IMIWIYTCA B CAEAVIOIIHUX CHyUaAdX:

e Ecau HYKHO 3a()MKCHUPOBATHL OCHOBHELIE MOMEHTEL UJIU
CIIOPHBIE BOIIPOCHI, O0CYKAABIIMECH B XOAe COOpaHUA.

« Korga Hy»XHO COXPaHUThH MHGOpMAaNUIio Jiio6oro poaa.

*» Korga wyxXHo 3aUMKCHpPOBATL 3aJaHWUs, IIOPyYEeHHBIE
KOHKPETHOMY 4eJOBEKY.

o Ecau MeMO CoyKUT TOJABKO OO'BACHUTEJIbHOH 3aIIMCKOM.

O6pa3zey Ne 1
Model Ne 1

MEMO

To: ALL STAFF

Date: 25 September 1996
From: Tony Brown

Dept: Personnel

Extn: 5564

General Staff Meeting

There will be general staff meeting at 10.00 a.m. on 5
October 1996 in the conference room on the 7th floor.
Paul Paddington, Director General, who came with a
short visit to us, would like to make a speech. Further
details will be circulated next week. Those unable to
attend, please, let me know before 4 October.

Tony Brown
Secretary
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MEMO

Komy: Bcem compydnuram
Hama: 25 cenmabpa 1996 zoda
om: Tonu Bpayn

Omadean: ITo nodb6opy nepconana

Brymp. men.. 5564

Obwee _cobpanue

Hacmosawum coobuaem, umo 6 10.00 ympa 5 ok-
msabpsa 1996 zoda e rwonghepeny-3ane Ha cedoMOM 3Ma-
Je cocmoumca obujee cobpanue. Ha cobpanuu evicmy-
num ITon IIsdunzmon, Haul zeHepanbHbiil dupexmop,
Komopulil npubuinl K Ham ¢ kpamxum eusumom. Boxree
nodpobuas ungopmayus 6ydem dosedena Ao Bauiezo
cgefenusa na caedywuweii nedene. Compydruros, Komo-
pble He cMozym npucymcmeosamb HA co6panHui, npo-
cum coobuums 06 amom 0o 4 oxmabps.

Tonu Bpayn
Cexpemapv
O6paszeyyNe 2
Model Ne 2
MEMO
To: ALL STAFF

Date: 10 May 1995
from: General Manager
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Re: Confidentiality
Extn: 3241

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

John Parker
General Manager

MEMO
Komy: Bcem compydnurxam
Hama: 10 masa 1995 zoda
Oom: I'enepanvrnozo menedicepa
Kac.: Koungudenyuarvnocmu

Buymp. men.: 3241

C ozopuenuem Ooaxcen ommemumbsb, umo HedagHO
Y3HAL 0 HECKOLbKUX CAYYAAX HAPYULEHUA KOHDUdeH-
yuaavnocmu. Kaxwdomy compydnury dosepaemcsa un-
gopmayun, Heob6xoduman OnA B8biNOLHEeHUSL €20 004-
3annocmeil, u obcymdame ee ¢ Opyzumu 10IbMU KAK
8HYMpU, mak U 3a npederamu KOMnaHuu Hem HAAoO-
nHocmu. Ouenb npocum Bac eviHocumb eonpoc Ha 00-
cyxidenue moavko 8 cayiae Heobxodumocmu. Tax, ocy-
ujecmesenue HEKOMoOpbLX HAUWUX NPOEKMmMO8 Obllo
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nocmasneno nod yzpo3y cpbl8a U3-3a HeOCMOPONCHbLX
duckyccuii cpedu pabomHurKos. Omo cepve3HaA Npo-
onema, u Oasi ee pewernusa 8 6ydywem 6ydym npuHsa-
mbi cmpozue Mepbi.

Howcon Ilaprep

I'enepanvublli menedncep

O6paszey Ne 3
Model Ne 3
MEMO
To: Ms Aldington
Mr Fletcher
cc.: Jim Cadbury

Date: 5 December 1997
From: Michael Muller
Dept: Political

Extn: 3375

1. I attach a copy of a letter of 16 November to
Director from Michael Owen, Director of 21st
Century Trust, asking for suggestions for Russian
participants at three international conferences. The
letter sets out criteria for the sort of people the Trust
is looking for.

2. For Ms Aldington: It occurs to me that there may be
someone with experience of the Chechen crisis who would
be able to make a valuable contribution to the
Strasbourg conference on ethnic conflict.
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3. For Mr Fletcher: Have you come across anyone who
would be able to contribute to the Cairo conference?

4. I should be grateful for your thoughts and copies of
their addressees to help me to draft a reply for the
Director to send Michael Owen in due course.

Michael Muller
Political Dept

MEMO
Komy: Muce Ondunzmon
Mucmepy Paemuepy
Konua: Hwcumy KadGepu
Hama: 5 dexabpa 1997 z0da
Oom: Maiikna Mrwoanepa
Omoean: IHHoaumuueckuil

Buymp. mexn.: 3375

1. ITpunazaw xonuw nucema dupexmopy om 16 Ho-
Abpa om Maiikaa Oysna, dupexmopa Ponda XXI eexa,
KOmMopbLlL npocum HAMemUmb PYCCKUX YHACMHUKOE
mpex MmexnOyHapoOHbix KOHPepeHYull. B nucvme ouep-
wen Kpyez A0ell, ybe ywacmue 8 pafome KOHGepeHUUU
npedcmasnsem unmepec daia Donda.

2. Ina muce Ondunezmon: Ilpedcmasasemes, wmo
o0HuM u3 Kandudamos donxcern Obimb uwenoéex, uMer-
Wull onblm yvwacmusa 6 pa3peuieHUu YeieHcK020 Kpu3u-
ca; makoil yenogex Moz ObL 8HECMU 3HAYUMEAbHbLU
sxanad 8 CmpaccOypzcKyr KoHpepeHLU no sonpocam
IMHUYEeCKUX KOHGDAUKMOS.

3. Jaa mucmepa Paemuepa: Yoanoce au Bam nail-
mu xkandudama Ha yiacmue 8 Kaupckoil kongepenyuu?

4. A 6vn 6bt Bam npuanameJnien, ecaiu 6vl Bot mozau
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sbipa3umbe Bawe mHenue 0 xandudamax, a makice yka-
3aau ux adpeca. 3mo Heobxodumo mMHe Oni cocmas.e-
HUA npoekma omeema dupexmopa, Komopbsiil 6ydem &6
Hadnexcawsee apema omnpasren Maiikay Oyany.

Maiikxa Miwoanep
ITorumuueckuii omoen

§ 9. 3anpoc nudopmauvm
Information Inquiry

Muorue paccrsllaeMble KaXAbIH JeHb NUCbMA NIpeACTaB-
aaT cofoi 3anpocskl MHGOpPMAUU UJU OTBETHl Ha IIoxo6-
HbI€ 3alIpOCHI.

OueHb Ba)XHO NIpaBUJLHO COCTABUTEL TAKO0Il 3anpoc, Beab
YeJI0BeKa, KOTOPBIA CMOXKeT KOMIIETEHTHO OTBETUTh Ha Bammu
BONpOCHI, He TaK Jerko Haitu. Iloaromy B nuckMe BbI
JOJIKHEI yMeTh OOBACHUTH, KaKaA KOHKPETHO MHGOpPMaIUA
Bam rpebyercs.

IIpu cocraBileHUM MUCbMa MOMHO O0BACHUTH BKpAaTIE,
gaa uero BaM Hy)XHa 3Ta KOHKpeTHAs HHGMODPMAIUA, WUJIN
IIPOCTO 3aJaTh BOZHUKIIME y Bac Bonrpocsl, CrapatitTecsk npu-
LepsKUBAThCA TeX BOIPOCOB, KOTOPHIE IIO3BOJAT YEJOBEKY
NOHATH, 4T0 BEI OT HEro xoTure.

IIucbMa-3anrpockl B AeJ0BOM KOPPECHOHAEHIUY IHUIINYT-
CA B CJAEAVIOUIUX CAyYUafaX:

e Ecoiu Bml xKesaeTe nonyduTh WHGOOPMAIUIO O TOBa-
pax.

e Ecru Bam TpebGyerca y3HaTh 00 MX HAAWUYUU Ha
cKJaajge.

e Ecniu BaMm Heobxonumo y3HaTh 00 yCI0BUAX IIOCTAB-
KU, CKUIKaX, BULaX TPAHCIIOPTUPOBKMU.
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¢ Ecau Brer xoTuTe, 4T06BI BAM BBICJIAJH KaTaJOrd, IIPO-
CIIeKThI, OPOIIIOPBI M 0Opa3ILl TOBApA.

B nucsMe-zanpoce clegyeT yxKas3aTh MCTOYHUK MHGOP-
Malyuu, 4eTKo chpOopMyJUPOBATH CYyTh BOIpoca, KPaTKO IIpex-
cTaBuTh Baimny xomMnaHuio Uiy ce6s NUYHO. 3aBepIIUTE IHUCh-
Mo ayuine ¢pas3oif, BRIpaXKAaIONel Hafexay Ha IJIOLZOTBOP-
HOe ¥ B3aMMOBBITOJAHOE COTPYAHMUECTBO B OYRyIEM.

O6pasey Ne 1
Model Ne 1

Dear Sir

I should be grateful if you would send me information
about the regulations for admission to the University
of Bradford Management Centre. Could you also tell
me whether the Centre arranges accommodation for
overseas students?

Yours faithfully

Van Lee

Yeaxnaemuiii cap!

A 6vin Obt npuznamenen, eciu 0vi Bl 8bicnanu mHe
ungopmayuio o npasunax nocmynienus 6 I[enmp no
MmeHedxwmenmy Bpedgopdckozo ynHusepcumema. A npo-
cun 6vt Bac marce coobujums, oecnevusaem AU yeHmp
3apybexcHblx cmyfeHmos HULbeM.

C ysasxcenuem

Ban Jlu

76



O6pa3zey Ne 2
Model Ne 2

Dear Sir

I read about your new tape recorder in yesterday’s
Business NEws,

I would be grateful if you would send me further
information including: unit cost; discount for the
wholesale purchase; delivery periods and payment
terms.

Yours faithfully

John Brown

Yeascaemuiii cap!

H3 euepawnezo nomepa zazemvr BUSINESS NEWS A
Yy3Hal 0 HO8OM MazHumooHe, npoudsodumom Bauweil
Komnauueil,

A 6own 6bt Bam npuznamenen, eciu 6ot Bot gbicaaru
MHe OONOAHUMENbHYH UHMOPMALUID, 8 MOM HUCILe c8e-
denus 0 cmoumocmu mosapa, pazmepax CKUOKu 8 ciy-
uae onmoeoil 3aKynku, cpokax Gocmasku U YCA0BUAX
ee onxamol.

C ysaxceruem

Hxcon Bpayn
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§ 10. OTBeT Ha 3anpoc uicgopmauun
Reply to Information Inquiry

CocTaBleHrde OTBETOB Ha 3alpochl WHGOPMAIMH MO-
JXer oTHATE y Bac maccy Bpemeru. Ecnu Brr yxke mpep-
crasnfeTe cefe, KAKOTro poja 3aIlpochkl MOr'yT NOCTYIIHTD,
Jydllle XPaHUThL 3a0JlaroBpeMeHHO IOATOTOBJeHHBIe 00-
pa3nsl OTBETOB Ha JUCKeTe UJU B NIAMATH KOMIBIOTEpA.
Mo:xkBO TakaXe OTIHpaBUTHL ajpecaTy OpoOuIlOpy MJIMX Kara-
Jor, NMpeJBapUTENbHO NPUKPENUB K HUM IIHCHMO. ITO
KpallHe BBHITOJHO JJIS KOMIAHWK ¥ 3KOHOMUT MAaccy Bpe-
MEHU U 3HEepruu.

B xadvecTBe oTBeTa Ha 3aIpoC MOJKET BBICTYyNaTh IIMCh-
MO THIIA:

O6pazey N2 1
Model Ne 1

Dear Mr Brown

Thank you for inquiry about our new taperecorder. I
am enclosing our brochure, which gives general
information about the product.

In answer to your specific questions:
1. It costs $300 + VAT at 13.5 %.

2. We offer a discount of 5% on orders of 5 units or
more.

3. We will be able to deliver your order within 10 days
of receiving it.
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4. Unless you already have an account with us, we will
require payment with your order.

If you have any further questions, please do not hesitate
to contact me.

Yours sincerely

Robert Roughson

Yeaxncaemutii mucmep Bpayn!

Bnrazodapum Bac 3a 3anpoc 0 Halem HOB0M MAZHU-
mogore. Ilpunazarw 6poutopy, 8 xomopoii npusodumcs
ofuwan unopmayus o Hawem mosape.

Ha Bawu KoHKpemHbie 860NPOCHL Mbl MO}CeM omae-
mumb caedywoujum obpa3om:

1. Cmoumocmb maznumoghora cocmasaiem 300 doa-
aapoeé nawce 13,5 % HJIC.

2. Mv. npednazaem namunpoyeHmHYyw cKUGKY npu
3axasze Ha noxkynky om 5 mazHumogoHnos.

3. Jocmasky mMblL cMOHCeM OCYULECMBUMb 8 MeUeHUe
Oecamu OHell co Ona noayieHus 3axasia.

4. IIoxa Bbl He omKpuLIU Y HAC cBOL ciem, MblL 8bi-
Hyxcdenvt npocumb Bac npoussecmu onnamy ofnospe-
MeHHO ¢ HanpasieHuem HAM 3aKa3aq.

Ecau 6o3nuxnym Opyzue sonpocbi, npouty 6e3 Koae-
fanuil ceazampea co MHOIL.

Herxpenne Baw

PoGepm Paghcon
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O6pa3seny Ne 2
Model Ne 2

Dear Dr Ivanov

Thank you for your letter enquiring about the possibility
of doing research in the Department of Politics at our
university.

I am most interested in your research and would be
happy to help you in any way I can. I have spoken to
my colleague, Professor David Miller who specialises
in Eastern Europe and the FSU and is, therefore, very
familiar with the sort of arrangements that can be
made. We would suggest that you apply to the British
Council in Moscow for financial support. However, in
doing so you should send them a full resume, and, of
course, a well-defined research proposal. It would also
be probably worth writing to the FCO in London to ask
whether any help might be available from the Know-
How-Fund, which has been specifically set up to assist
academics and practitioners in the country such as
your owrn.

In the meantime I would find it most helpful if you
could send me a copy of your resume, so that if I am

approached by the BC or the FCO, then I will be in a
good position to support your application.

I hope it will be possible to arrange something and
therefore hope you will keep in touch.

Your sincerely

Dr Edward Reading
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Yeaxcaemviii npogpeccop Heanos!

Baazodapum Bac 3a nucvmo, 6 xomopom Bb. un-
mepecyemecb 803MONHOCMbI0 nposedenuUs Uccledosa-
HUl Ha pakynbmeme NOLUMUKL HAWe20 YHUBEpcume-
ma.

A ouenvb 3aunmepecosar 8 Baweii paGome u Goin
0bL pad, no mepe moux ao3moxHocmeil, nomoiv Bam. A
pa3zoseapueal co c80uM KOALe20U — npodeccopom [eii-
eudom Munnepom, Komopwvlii crneyuasu3upyemca Ha
ugywenuu cmparn Bocmournoii Espons. u Guiswiux pec-
ny6aurx CCCP u nosmomy xopowo npedcmaansem cebe,
rKarxue wazu Heobxolumo npenpurams. Cosemyem Bam
o6pamumuca 3a GUHAHCOB0L noddepHcKoil 8 MOCKOBC-
Kuii oppuc Bpumancrozo Cosema. [[nsa amozo Ber dondc-
Hb. npedcmasumb cgoe pe3ime U, pa3ymeemcs, Lemro
chopmyaruposarntbie mezuco. uccaedosanus. Boamoxrcro,
umeno Ovt cmbica Hanpasumos nucemo 6 MH]] Beauro6-
pumanuu 6 JIondone U y3namv, Mozym AU OHU OpP2AHU-
3osamv nomouwb Ponda Hoy-Xay, komopwtili 6bin cne-
YuanvHo co3far OnA 0KA3AHUA NOOOepICKU YueHbIM U
npakmukam maxkux cmpai, kax Bawa.

B mo e epemsa, u mHe Obilo Obl O4eHb nOJE3HO
umembs wonuw Bawezo pezwme; ecru Bpumancrkuii Co-
eem uau MH]] 6ydym cnpasramuvca o Bac, s cmozy
noddepiame Bawe 3aasnenle.

A dymaro, umo 803MONHOCMb YMO-MO cdenamsb OnA
Bac 6ydem, u nosmomy nadewcyb, umo Bul Gydeme dep-
aamb meHa 8 Kypce Bawux dea.

Hcexpenne Baw

Hoxmop 3dsapd Pudunez
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OGpaaeyy Ne 3
Model Ne 3

Dear Mr Bennett

Request for Marketing Information

Thank you for your letter of 2 July.

The provision of a list of commercial and industrial
wholesalers and distributors will constitute a chargeable
enquiry. The approximate cost of this service will be
$300. The list will be sent to you approximately six

weeks from the date of payment receipt.

If you wish to pursue the inquiry, you should contact
the nearest branch of our information department.

I should be grateful if you could send trade literature
on your products and company.

Yours sincerely

Tony Thompson

Yeascaemoiii. mucmep Bennemm!

Kac.: Bawezo 3anpoca o _mapiemurzo080il WHGpOpMAUUY

Brazodapw Bac 3a Bawe nucomo om 2 uwaa.

IIpeGocmasnenue cnucka onmoguxog u ducmpubbvio-
mopos, pabomawwux 6 ofaiacmu MmMopzoil U NPOMbLLUL-
AeHHOCMU, A8ademca naamuoll yeayzoii. Ilpumepras
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cmoumocmys 0anKoll ycayzu cocmasasem 300 donarapos.
Hocmaskxa cnucka ocyuwecmaasemca npubiu3umensvho
68 meuenue wecmu Hedeab €O OHA NOAYHEHUA NIAMeKH-
HO020 NOpYy4YeHuUs.

Ecau Bwt xcenaeme noaywumbv 6onee nodpobrYyio
uHpopmayuw, cosemyem obpamumusca 8 Oauxcatiwiuil
Ppuruan nHawezo uHPOPMAYUOHHO020 omdena.

A O6wvin 65t Bam 6.aazodapen, ecau 6vt Bol 8bicaanu
MHe aumepamypy o c6eeme Baweii npodyxyuu u o Ba-
weil KOMnaruu.

Hcexpenne Baw

Tornu Tomncon

O6pa3sey Ne 4
Model Ne 4

Dear Mr Black
Thank you for letter of 23 May.

We would be pleased to provide a list of employment
agencies and educational institutions in Moscow
offering courses in tourism. We can also provide the
names of the leading journals specialising on this
Sector.

The approximate cost of this service will be US$500.

The report will be dispatched to you approximately 6
weeks from the date of payment receipt.
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Thank you for considering using our company’s
commercial services.

Yours sincerely

David Gaterson

Veaxncaemoiit mucmep Basx!

Baazodapum Bac 3a nucemo om 23 masa.

Mbv. ¢ ydosoascmeuem npedocmasum Bam cnucok
azeumcms no mpydoycmpoiicmsy u 06pazosamenbrbLx
yupencdenuil zopoda Mockebl, Opzanu3ylowux yieOHvie
Kypcve no mypuamy. Mot maxzice moixcem coobuiums Bam
Ha36anua 8edYyuwux HypHanos, CneyudaiuUsuUpyrouuxcs
8 amoli obaacmu.

Cmoumocmy danHoll ycayzu cocmasasem npubau-
3umenvro 500 donnapos CIIIA.

O630p 6ydem Gocmasaen Bam npubausumenvHo 8
mexeHue 6 Hedenb cO OHA NOAYLEHUR NAAMENHOZO NO-
pYyuenua.

Brazodapum 3a mo, wmo Bbl pewunu 80Cnoab-
308amMmuvca KOMMEPUECKUMU YCAY2aMU HAWeEl KOM-
naLuu.

Hcexpenne Baw

Hetieud I'amepcon
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§ 11. NMpocLba o huHaHCcOBOW NOMOLWM
Request for Financial Support

Ecau Bam mpuzerca obparurbes ¢ IpockBOi 0 GuHaH-
COBOM TOAJlepXKe KaKou-aubo OJAroTBOPUTEIBLHOH
opragu3anyuy Uau KJayba, cjaenyer MMeTh B BUAY, UTO ybe-
IUTh B HEODXOQMMOCTH (DUHAHCHPOBAHUSA HEKOMMEPYECKO-
Iro IIpoeKTa COBCEM HeJlerKo. Eie bGoJiee TpYyAHO CHeJIATh
3TO He B JIMYHOM Oeceje, a OTIIPABUB COOTBETCTBYIOINEE IIUCh-
mo. Yrtobnl fo0uThCA Ieau, BaM IpHjeTcsa IpPeonoJIeTh PAL
TpynHocTei. Kak e 310 caenmatn? Bo-epBrIX, Ype3Bbivai-
HO BaX>»HO Cpasy NpuBJedYbk BHUMaHHe azxpecara. Ilmcemo
JOJXKHO 3aMHTEepPecoBaTh UHUTATENS U 3aCTABUTH ero IIpo-
LoJDKATh YTeHHue IO TOI'O MOMeHTa, Korna Bul craHere HaJa-
rate nmpocsby o momoinu. Bo-BTOpBIX, HEOGXOAMMO IIpeacTa-
BUTL IIPOEKT B BHITOAHOM CBeTe. B-TpeTnrUX, XKeJaTeJNLHO
yOefUTHL agpecara B TOM, YTO Balr IpoexT IpUHECET IIOJb3Y
He TOJbLKO BaMm, HO u emy.

O6pa3ser Ne 1
Model Ne 1

Dear Richard Harrison

Thank you so much for your letter of 13 March, and
for your interesting comment on our work in Belarus. I
have not met your company’s representative yet whom
you recommended, but I would make a point to do so if
in fact I revisit Belarus in connection with my current
educational project.

In the meantime, I have heard from Jeffrey Bush
suggesting that there may be some small pockets of
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money available to help with his work in Belarus, and
I am hoping to follow that up. Clearly it would be useful
if your company at least could fund the costs of any
travel to and from London. Other costs are likely to be
met by the Humanities University in Minsk or with
the help of some foreign philanthropy.

I will keep in touch with you on any plans to develop
the programme,

Yours sincerely

George Mardle

Yeaxcaemviii Punvapd Xeppucon!

A ouenv Onazodapen Bam 3a Bawe nucomo om 13
MAPMA U UHmMepecHelwuil kKommenmapuii no noeoody
Hawell deamenvHocmu 6 Benopyccuu. Mue noxa ne yoa-
0Cb ecmpemumuca ¢ npedcmasumenexm Bauweil kxomna-
HUuu, komopozo But noperxomendosanru. A cobupalocy amo
clerambs, ecau cmozy npuexambv 8 Benopyccuo 8 caasu
c npoexmom 8 obaacmu 06pa308aHUA, KOMOPbLIM A Cell-
4ac 3aHUMGIOCY.

Mexcdy mem, no caosam Jucepu Bywa, y Bac, 803-
MONCHO, ecmb He6onvuwiue cpedcmaa, Komopvle Bul cozna-
CURUCE UCNONL30BAMb OaR nod0epicKu ez0 OesmenvHOC-
mu 6 Benopyccuu; a Hadewcy, umo u mHe BbL cmoxnceme
nomouv. O0HUM cnodoMm, 6bLno Obl X0powo, ecau 6vt Bawa
KOMRAHua cmozra O0vl KOmnencuposams xoma Obl. MOU
mpancnopmHuule pacxodvl Ha noe3dxy 6 Jlondon u o6pam-
Ho. [Ipyzue pacxodvi, sepoamno, 6ydym noxpuimys. Murc-
KUM 2YMAHUMAPHLIM YHUBEPCUMEMOM URL KAKOl-Aub0
UHOCMPAHHOL Ona20ME0PpUMENLbHOLL Opzanu3ayuell,
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A 6ydy depxmamv Bac 8 xypce naaHos pa3sumui
M0€20 npoexma.

Hcexpernne Baw

Horcopdx Mapoa

O6pasey Ne 2
Model N¢ 2

Dear Mr Green

I am inquiring if there is any possibility of obtaining
some finance from your company to facilitate my visit to
Russia some time in the next couple of months to promote
my projects; in particular, to orchestrate applications
for European Funding to develop proposed arrangements.

I look forward to receiving your positive reply on the
matter.

Yours sincerely

Bob Todd

Yeaxncaemviii mucmep I'pun!

A nanpasnsaw Bam amo nucemo, wmobv. yaname 0
B03MOHKCHOCMU NOAYUEHUA PUHAHCOB0IL nomMow,u om
Baweii xomnanuu 0na noxpvimus pacxodosg Ha MO0
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noe3dry e Poccuio, komopyo a xomen 6bL npednpuHimsy 8
bnuncaiiiue 08a mecaya 0nA OCYWecmenerus C80ez0 npo-
exma. B vacmuocmu, s cobupaiocy pacnpedenums 30A6KuU
Ha npedocmasnerue cpedcma, 6bi0eneHHbLX esponeiicKu-
MU CMPAHAMU HO PeANU3AUUI0 UMEIOUUXCA NPOEKMO8.

C nemepnenuem xdy om Bac nonoxcumenbHnozo om-
ema HA MOU 3anpoc.

Hcxpenne Baw

Bo6 Tod

§ 12. NMncbmo-noarBepxaeHne
Letter of Confirmation

Jyymuit cnocob moTepATh AeJIOBEle KOHTAKTHI “ 3TO Ile-
pectaTs OTBedYaTh HA KODPPECHOHJAEeHIWIO, Belb OTBET, ITOJ-
TBEPXRAAIOIUA TOJyUYeHUe THUCLMA, — 00INenpUHATHIN 3HAK
BEXJHUBOCTH U 3aJoT 3ddeKTuBHOCTH Bamux KOHTAKTOB.
Kpome T0Or0, OTCBLIIKY MJIH HONYYeHMEe TAKOIO IIMChMA IleJie-
co00pa3HO MCIOJMBL30BATh KaK IPeAJIOr AJA pPAa3BUTHA OaJb-
HeHHIUX AeJOBBIX OTHOHIEHWH.

Taxue nmucbMa MOJKHO HAdaTh CO CJIEAVIOIIUX (hpas:

Bac 3a Bamre nmucsMo oT ...

Thank you for your order of ... (date). — Bnaropa-
pum Bac sa Bam 3axas or ....

Thank you for your application for the position of
..— Djarogmapro Bac 3a Bame zasBjeHue Ha JOJXK-
HOCTbD ...

ﬁ Thank you for your letter of ... (date) — Baarogapio
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Thank you for your inquiry of .. (date). This has
been passed to .., and you should receive response
in a week.— Bnarogaprwo Bac 3a Bam sampoc or ...
OH OnlM TepefgaHd ...., ¥ BBl MOJyYuTe OTBET 4Yepes
HeJeJIo.

We are pleased to say that .. — Ham npusaTaHo coob-
IDUTB, 4TO ...

I apologize for the lengthy delay in responding to
your letter of..(date). — §1 nmpomy u3BUHeHUA 3a
ANMUTEeNLHYIO 3aJepiKKy oTBeTa Ha Baire nucsMo oOT ...

O6pa3sely Ne 1
Model Ne 1

Dear Mrs Mardle
Thank you for your letter of 16 January.

Mr. Green is currently out of the office and will be
back on 1 February.

You may be assured that your letter will receive prompt
attention on his arrival.

Yours sincerely

Dorothy Cook
Private Secretary

Yeaxwcaeman muccuc Madn!

Barazodapum Bac 3a Bawe nucemo om 16 susapa.
Mucmep I'pun ceiivac 6 omse3de u eepuemca 1 Qes-

pani.
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3asepaem Bac, umo Bawe nucemo 6ydem nenpemer-
HO nepedano emy no €20 8036PAULEHUL.

Hckpenne Bawa

Hopomu Kyx
Juunbtil cexpemaps

O6pasey Ne 2
Model Ne 2

Dear Ms. Thompson

Thank you for your letter of 15 December inquiring about
the possibility of funds available at our organisation.

I am very sorry to say that in this financial year we
have no funds to support your studies in the UK. I
would like to add, however, that I am very sympathetic
with your request, and if funds become available I will
let you know.

I am sorry not to have been able to give you a better
response.

Yours sincerely

David Miller
o

Yeaxncaemasn mucc Tomncon!

Brazoldapio Bac 3a nucemo om 15 dexabpa, 8 Komopom
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Bur cnpawusaeme 0 803MONCHOCMU NOAYYEHUL PUHAHCO-
60U, noddepicku 6 HAwWel OpP2AHU3AUUU.

A concanero, HO 8 amom PUHAHCOB0M 200y y HAC Hem
cpedcme Ona onanamu. Baweil yuebv. 6 CoeduHnennom
Koponescmee. Tem ne menee, mue 6v. xomenocy doba-
8umb, wmo a noddepicusaio Bawy npocvby, u ecau edpyz
Y HAcC noasamca 0envzu, 4 Henpemernno Bam coobuy.

Coxcanerw, wmo He cmoz damv Bam nywwezo omsema.

Hcexpenne Baw

Heiieud Munnep

O6pasey Ne 3
Model Ne 3

Dear Mr Harrison

We are processing your request for a single-entry visa to
the UK. In order to make it possible for us to do this
quickly, please send us further documentation as follows:
1. Completed form A107 (enclosed).

2. Completed form A108 (enclosed).

3. Two passport-sized recent photos (each signed on
the back).

Yours sincerely
Sally Nance

Visa Section Assistant
British Embassy
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Veaxcaemoiii mucmep Xappucon!

Muv o6pabamuisaem Baw 3anpoc Ha noayuenue 00-
Hoxkpamuoil eu3vt 8 Coedurnennoe Koponescmso. Jas
mozo wmobuL Obicmpee clenamb 3mo, npocs0a 8blCAAMb
caedyowue Ooxymenmot:

1. Banoanennyio opmy Al07 (npunazaemca).

2. Banoanennyio gopmy AlO8 (npunazaemcs).

3. [ee nedasnue gpomozpaguu nacnopmmozo ¢pop-
mama, nodnucartbvie H@ 00PAMHOU CMOPOHE.

Hcrkpenne Bawa
Cannu Hahc

Compydnurx 6u3060z0 omdeaa
noconscmea Benrurxobpumanuu

§ 13. NMucbmo-usBuHeHne
Letter of Apology

BrIiBaroT Taxue cuTyamuu, Korja COBeplIeHHO O4eBUIHO,
yTo BBl He mpaBhl U JOJKHBLI M3BUHUTHLCA. BHe 3aBHCUMOC-
TH OT CUTYAIlM¥ HEOOXOAMMO U3BUHUTLCHA CDasdy U Jydllle B
IUCLMEHHOM BHJE.

DopMyJIMPOBKA NHCHMA-U3BUHEHUS 3aBUCUT OT CHUTya-
nuu. ITocrapairech ObITH MCKPEHHUM; BBIPA3UTE N'OTOBHOCTD
HeCTH IIOJHYIO OTBETCTBEHHOCTDL 3a CBoH JedcTBuUsA. Ilmcsrmo
JOJKHO OBLITH KPATKHUM M BeKJIUBELIM.
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O6pasews Ne 1
Model Ne 1

Dear Mr Shaw

You may remember that when we last met I offered to
send you details of our Packard Bell 425 model
computer. I have been looking back at our records and
have seen that I failed to make a note, and so have not
sent you the information required by you.

I am enclosing the brochure. Please accept my
apologies for this oversight. I hope the delay has not
inconvenienced you.

Yours sincerely

Bob Bright

Yeaxcaemviii mucmep Iloy!

Bepoamuo, But nomrume, wmo 80 eépemsa Hauleii noc-
Jaedreil acmpevu A npedaoixcun omnpasumbv Bam nodpob-
HYyl0 uH@opmayuio o moderu xomnviomepa Packard Bell
425. IIpocmampueas HaWu npoulrbie 3anucu, i o0Hapy-
Hun, umo He clenan coomeemcmeyiouleii nomemru, u
noamomy He omnpasun Bam 3anpouteHHYI0 UHGOPMAUUIO.

ITpunazaio 6powiopy. Ilpowy npuname mou u3eume-
Husa 3a donyuweHHY0 ontowHocms., Hadewocwv, wmo 3a-
depicka He npudesa K KaAKum-i1ubo HenpuammuoCcmam.

Hckpenne Baw

Bo6 Bpaiim

93




O6pasey Ne 2
Model Ne 2

Dear Mr Rogers
Thank you for your letter concerning our Sales Manager.

It is certainly disturbing to receive such a letter. I am
immediately asking his Line Manager to investigate
the situation.

I appreciate your advising me of this incident and you
may be assured that it will have my personal attention.

Yours sincerely

Robin Smith
Managing Director

Yeasxcaemoiii. mucmep Podncepc!

Bnazodapo Bac 3a nucemo o Hallem mehedxrcepe no
npodaxicam.

Koneuno we nonywume marxoe nucemo Ovino 0%eHb
Henpuamuo. S HezamedaumenbHO nONPowly ezo Henoc-
pedcmeenno20 HAYALbHUKA DPACCHMOMPemsb G03HUKULYIO
cumyayuio.

A npusnamenen Bam 3a mo, wmo Bui coobwunu
MmHe 00 amom uHyudenme, u 3agepain Bac, umo eo3vmy
cumyayu nod caoii JUYHbLIL KOHMPOLb.

Hcrkpenne Baw

Pobun Cmum
Ynpasrsawwuii dupexmop
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O6pazeyNe 3
Model Ne 3

Dear Mr Simpson

Thank you for advising us that you never received the
14 tn of coal covered on your purchase order No. 1234
dated 15 November 1995.

The coal was shipped on 16 September 1995. A tracer
is being initiated and we will notify you as soon as the
information becomes available.

If we are unable to determine the status, we will
immediately release a dublicate shipment.

We are sorry for this situation and assure you of our
prompt attention.

Yours sincerely

Emily Snake

Yeancaemviii mucmep Cumncon!

Baazodapio Bac 3a coobuenue o mom, umo Ber mak
u He noayuuau 14 MOHH Yyens no 3aKa3y HA NOCMABKY
No 1234 om 15 nosabpa 1995 z00a.

Yezonv Goin omepyxucen 16 cenmabpa 1995 zoda. Mot
clenanu 3anpoc 0 nomepanHom zpy3e u coobuum Bam
0 pe3ysibmame 3anpoca, KaAK MOAbKO NOAYLUM COOM-
gemcmay oy UHPOPMALUIO,

Ecnu nam ne ydacmes évtacHume e20 mecmonaxoioe-
Hue, 2py3 6ydem He3amedIUMesbHO OMNPABNEeH NOBMOPHO.
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ITpunocum Hawu U3BUHEHUS 3G CJONUBWYHCS Cu-
myayuio u 3aeepsem Bac 6 mom, wmo npumem coom-
semcmayujue Mepbol.

Hcrpenne Bawa

Imuarusi CHellx

O6s3aTeNbHO IIPUHECUTEe CBOW H3BHUHEHWA. Ba)XHo mno-
Kas3aThL, 4To Bel MOHMMAaeTe BCIO CepLEe3HOCTH CHTyallud, a
TaK)Ke IIO[UepKHYTH, UTO BLI roTOBHI C/leJIaTh BCe AJA ee
MCIIpaBJIeHUA,

O6pasey Ne 4
Model Ne 4

Dear Mrs Jones

It is upsetting to learn that you have problems with
our toothpaste.

Tony Maler, our representative, will meet you on
Wednesday morning, 15 November to investigate the
problem. He will take the samples which will be forwarded
to our Quality Control Department for analysis.

We assure you that the problem will be promptly resolved
to your satisfaction.

Please accept our apologies for inconvenience.
Yours sincerely

Michael Rainbow
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Yeamxcaemaa muccuc Hucoymnc!

Mpu. 6bi1u ozopuenst, y3nas, umo y Bac 603Hukau
npobnems. ¢ 3y6HolL nacmoii, npou3gedennoit Hawell
Komnanueit.

Tonu Maanep, npedcmagumend Haweill KOMNAHUL,
ecmpemumca ¢ Bamu 6 cpedy ympom (15 nHoabpsa)
0ng mujamenvhozo u3yieHus 803HUKWEl npobaembl.
On e03bmem o6pa3ybi, Komopwvie 3amem 6ydym Ha-
npasaenb. 0nd anaru3a 6 omoen no KOHMPOLIO Kaie-
cmaa.

Mbu. 3a8epsaem Bac 6 mom, umo npoGrema Gydem
pewena He3amedaumenbho, u Bul 6ydeme ydosaemeo-
PeHbL pe3ysbmamami.

IIpocum npunambv HAWLL U3BUHEHUA 3A CO30AHHbLE
Heydobcmaa.

Hcexpenne Baw

Maiikn Peiin6oy

§ 14. MucbMo BRacTam
Letter to Authorities

O6pasen TucLMa BJACTAM MOMET BBHILNAAETH claeny-
wmum obpasoMm (o0paTuTe BHMMaHMEe Ha CTWUJbL UIJIOXKe-
HUA):
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ObpazauNe 1

Model Ne 1
Dear Sir
Exemption m n epai rch
Buildings

I am writing to ask whether Her Majesty’s
Government would be likely to give favourable
consideration to exempting from VAT the repair of
church buildings. Such a move would enable the church
to make better use of its resources and to become a
more effective partner, with the state, in maintaining
the nation’s architectural heritage.

I very much doubt if this suggestion is an original one
and assume that much consideration has already been
given to the possibilty and its implications. If this is
the case, perhaps, you could let me have a digest of the
outcome. If this has not been the case and such an
approach merits further consideration, could you advise
the most effective way to proceed in order to present
this request to those most able to bring about such
changes.

Yours faithfully

B. Richardson

Yeaxmcaemwviii Cap!

Kac.: Ocsoboxcdenus om ynaiamu. HIIC npu pecmaspa-
ULl UEPKOBHbLX COODYNCCHUIL
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A nuwy Bam 0za mozo, umobu. ysuams, Hamepe-
HO Ju npagumeabcmao ee Benuuecmea oceo6odumb
yeprosb om ynaamoe. HJC npu pecmaspayuu uyepxos-
Hbtx coopyxmcenuii. Tarxoii waz noszsoaum yepxsu Jyi-
ue ucnosb3osams Ceou cobcmeeHHbLe pecypcCb. U HA-
pady c zocydapemeom cmams HAOeHHbIM NAPMHEPOM
6 COXPaHeHUU HAUUOHALbHOZO APXUMeEeKMmYpHO020 Ha-
caedus.

A npednonazalo, wmo moe npednodxcenue He eOuH-
cmeenHoOe makozo poda, U Oymaio, Lmo 603MOHCHOCTb U
nocaed@cmaus 0ca8060xc0eHUs OM HAJLOZO8 YHce He pas
paccmampusanuce. Ecau xwe amo mak, mo, moxem
Obimb, Bol mozau 6bl 03HAKOMUMbL MeHA ¢ pe3yabmama-
mu amux obcyrdenuii. Ecau amom aonpoc He paccmam-
pusanca u mpeGyem OanbHeiluezo o6cyxndenus, He Moz-
Au O6vr Buvl dame mHe cogem 0 mom, Ymo MHe celitac
ayiwe cdenams, 4mobor 29mo npedroxcerue Ovlio npeo-
cmasJjieH0 mem, Kmo peanlbHO CnocofeH usmeHumsv ma-
KOe noJoxceHue.

C ysaxceruem

B. Puyapdcon

§ 15. No3ppaBnexne
Congratulation

HOBIIpaBHTeJIbeIe IIUCcbMa, OTKPHITKH, TeJIerpaMMBbl ITU-
IIyTCA IIO Pa3IM4YHBIM IIOBOLAM. HOS}IpaBJIeHHH OTCBLIAKOT-
cdA, HAIIpyUMep, 110 CIAy4Yar YCIIeIIIHOr'o 3aBepluIeHudA IIpoeKTa,
IIoJIydeHyAa Harpazabl, 100ues KOMIIaHWY, IOBBIIIEHUA IIO
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cayxk0e, yXo/a B OTCTABKY, OpaKocoUeTaRUsa, THA POXKIEHUA,
poXenusa peOeHKa B cembe ¥ T, 1. OTMeTHM, YTO HaIuCaThb
HedopMaNbHOe O3/ PaBleHWe CBOMM OJMH3KUM APY3bAM U
POACTBeHHMKAM Tropasjio jerde, YeM HalWcaThb O3/ paBJie-
HUe CBoeMy KoJllere WJu Goccy.

Kax npaBuJbHO COCTaBUTL MO3ApaBienue?

Mo npessnaraeM cleAyOIOYI0O CXeMY:

1. INosgpasbTe agpecara ¢ coOBITHMEM, IO IIOBOAY KOTO-
poro Bl nampaBisieTe mosapaBieHUe.

2. Yraxure, oTKyAa Bl ysHanu o0 3ToM coOBITHU.

3. IloguepkuuTe, uTo Bam M3BecTHO, KAK MHOrO IIpHU-
mrock paboraTh agpecaTy, YTOOB! JOOUTHCA TAKUX Dpe3yJib-
TaTOB.

4. MounrepecyiiTecy mnanamMu Ha Oyayiee.

5. Ilpurmacure Ha BcTpeuy.

Ilosgpasienre MOXKHO HauaTh €O cjleRyrowux dpas:

It was a great pleasure to learn about (your
ﬁ appointment, success, etc.) — Brijo upesBriuaino
NpUATHO y3HaTh o (Bamiem Ha3nayeHuM, ycliexe M
T. II.)
May we express our best wishes. ~ PaspemuTe BHI-
pasuTh HAIIM HAMJIy4IIWe IOXKeNaHusd.
We would like to express the very best wishes.—
Mpb! XOTMM BBIPA3UTH HAIIYM caMble JIYYIINe IOXe-
JIaHUA.
We think that you deserve this reward.— Msl cuu-
TaeM, 4To Bel 3acnykuBaeTe aTy Harpazgy.
We would like to say that we are so happy to learn
the news about ..—- XoueTca OTMETUTEH, YTO MBI C
pajgoCThIO Y3HANH O ...
We were so delighted to read in the local newspaper
that you had received .. — HaM GBlJI0O OUEHBL IIpU-
ATHO Y3HATh U3 MeCTHO! raseTsl, yTo Bh monyuu-
JA ...
We want to express our pleasure on hearing of
your .. — MBI XOTUM BHIpasuTh PafoCTh, y3HAB o Ba-
meMm ...
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May we congratulate you on ..— Paspemmure 1o-
3/ipaBuTs Bac ¢ ...

We were so pleased to hear about your (promotion,
success, etc.) — Bplno ouenbs IPUATHO yaHaTs O Ba-
ImeM (IIOBHIIEHWU, ycIiexe W T. I1.)

We are so glad that you ..— M»l Tax pajbl, UTO
B ...
O6pasen Ne 1
Model Ne 1

Congratulations to Tom Henderson and Emily Bennett
and to all the kiddies. We must say that the tree looked
wonderful. Well done for all your hard work. (from the
NEWSLETTER )

HInw nosdpasnenua Tomy Xeumdepcony u Omuru
Bennemm, a maxoice ecem pe6amam; Hado cKa3ame, eLKa
gbLenadena nompacaowe. But omauino nompydunucs,
monodybl! (u3 uH@opmauuoHHozo Olonaemens OpZaHu-

3ayuu )

O6pa3sew Ne 2
Model Ne 2

Deqr Helen

I was delighted to read in the local newspaper that you
had moved to a new job at the IBM. Congratulations —
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I'm sure you will reach extremely high standards of the
company and you will be very successful there. Frankly
speaking, I can think of no one who is better qualified
for this position.

So best of luck with the new job and congratulations
once more.

By the way, would you have time for lunch next
week?

Best regards

John Brown

Hopozaa Xeanen!

A 6ot pad y3Hamev u3 mecmuoil zazembol, LMo Mbl
nepewaa Ha Hogyio pabomy 6 komnanuu IBM. ITosdpas-
aaw! A yeepen, muvL cmoxceuws coomeememaosams OueHb
ébicoruMm mpebosanuanm, npedsiasisemolm K COMPYOHL-
Kam amoit komnanuu, u 6Gydews ycnewHo mam pabo-
mameb. Yecmno zogopa, 4 dymaw, Lmo moi, ¢ meoei. Kea-
augurayueii, asaseulvea camoii nodxodsweil karnduda-
mypoii na amy GOAHHOCMb,

MHenaiw ydawu Ha Hogoll pabome u ewe pa3 no3dpas-
AA10.

Mexcdy npowunm, karx Haciem obeda Ha caedyruieii
Hedene?

C HauaywwuMUL nOXNelaHUAMU

Hoxwcon Bpayn
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O6pa3zetyNe 3
Model Ne 3

Dear Patrick

With sincere gratitude for the many years of devoted
service, your colleagues wish you many years of happy
and healthy retirement,

Your many friends and associates are going to miss
you. However, we are glad that you now have the
opportunity to do some of the things you have long
planned. We hope that you will keep us informed about
your activities.

You have been a very valued employee and will always
be welcomed at our company.

Yours sincerely

Simon God
Director

Hopozoii ITampux!

Bawu xonnezu evipaxcarom Bam uckpeHnHow npu-
3nameavrnocmby 3a Oonzue 200b. OMAUUHOU pabomur U
aenarom donzux rem cuiacmva u 300po8va nocae yxooda
HQ neHcuio.

Bawum murozouucaenuvim Opysvam u xoanezam 6y-
dem Bac nHelocmasamv. Tem nHe meHee, mbl padvt, ¥mo
menepv y Bac 6ydem 8o3moxcHocmb ocyuecmaums das-
HO 3adymanHble naanbl. Hadeemcs, umo Bul 6ydeme dep-
aamev HaC 8 KYpce caoux Oed.
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Mbut ouenb 8bicoko yenuau Bac u acezda 6ydem padut
Bawnm.

Hckpenne Baw

Caiimon I'od
Hupexmop

§ 16. CobonesHosaHue
Condolence

IIucsma-cobone3HOBAHMA UCATE OUEeHb TPYAHO, TAK KaK
COBCEM HEJIeTKO HaiTH CJOBA, UTOORI BHIPA3UTHL HMCKDEHHE
CBOM YYyBCTBA.

IIlpn HanucaHWy TAKMUX OHCEM MOXKHO MCIIONB30BATH
cirenyoliqye (passl:

Please accept the expression of our deepest
ﬁ sympathy. ~ Ilpumure Hame ruybovaiiimee covys-
CTBHE.
We were grieved to hear of the sudden death of ... —
Mz 66111 rny6oxo omeyasieHbl, Y3HAB O BHE3AIHOM

CMEepTH ...

It was a shock to learn the sad news of ..— Mm
OBIJIM OIIIEIOMJIEHEBI, Y3HAB O ...

We would like to express our sympathy ..— M=l

XOTMM BBIPA3UTH HAIIX co00JIe3HOBAHUA ...
Please convey our sympathy to her family. — IIpo-
CUM IIepejars Halre cofoJIe3HOBAHME €e CeMbe,
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We have been devastated by the terrible news. —
Mpl OBINIM NOTPACEHBI STHUM YKACHBIM H3BECTH-
eM.

O6bpa3el Ne 1
Model Ne 1

Dear Rachel

I was shocked to hear of your mother’s death. You
must have been devastated by this terrible news. She
was such an enthusiastic and energetic person. She
always radiated kindness and sincerity. We thought
she would survive us all. She was an outstanding
personality. I cannot imagine your family without
her.

If you need some company in the week ahead, please
consider my house open at any time of the day or night.
If you need practical help with anything, you have only
to ask.

My condolences, and my sympathy. At a time like this,
words simply cannot express my feelings.

Sincerely

Jo

Hopozas Psuen!

Becmbv 0 cmepmu meoeit mamepu oweromula
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mens. HonxiHno Obtmb, mb. 6biia NOmMpPACEHa 3MUM
yxcachotm uzgecmuem. Teaos mamv 6Gviaa Len08eKOM,
NOAHBIM SHMY3UA3MA U 3HEPZUU, CAOBHO UIAYLAI-
wum do6pomy u uckpennocmuv. Muv. Oymanu, *mo ona
nepexcusem acex Hac. OHa Ouvina ewvidaoweiica AUY-
nHocmui. A ne mozy cebe npedcmasumev Bawy cemvio
6e3 nee.

Ecau mu nowyscmsyewnv ceba odunoxo na caedyio-
well nedene, moil dom omrpuim Onsa mebsa 8 nioboe ape-
Ma Ona u nouu. Ecau mebe 6ydem HymcHa Karxaa-aubo
KOHKDPEMHAA NOMOWb, MOALKO NONPOCU.

ITpumu mou cobone3nosarus u cowyscmeue. B ma-
KOl MOMeEHM He MOZY 8biPA3UMb CA08AMU OXE8AMUBLLUX
MeHs Lyascma.

Teosa Hdwco

O6pazey N2 2
Model Ne 2

Dear Andrew

I was grieved to hear of Mary’'s death. Even though
she was ill such a long time, it must be still a shock for
you to find yourself without her.

I was not one of the closest friends of hers, but I will

miss her company, her subtle irony, jokes and her talent
to help people.
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I know that your family are supporting you through
this terrible time, but in the future, please feel free to
ask me for anything. Please take comfort in knowing
that you are not alone.

My condolences again.
Sincerely

John

Hopozoii Iudpro!

Becmbv 0 cumepmu Maspu npousgena Ha MEHA msadce-
n0e enevamaenue. Hecmompsa na mo wmo ona 0aéro
Gonena, donxnHo 6bims, Bam mpydrno nosepums, wmo ee
yice Hem 8 JHUBLLX.

A He Gvin ee Gauxcallwum Opyzom, HO u mue 6ydem
Hedocmasamb ee obujecmaea, ee MOHKOUL UDOHUL, ULY-
mox u maJnaxma nomozamov AOOAM.

A 3naw, umo Bawa cemva noddepicuseaem Bac a8
amo cmpauiHoe épema, HOo, noj3caryiicma, He CmMeCHAll-
mecy u obpawaiimecy Ko mMHe ¢ a060il npocvboii. Mo-
scem Ovimb, cCO3HAHUe mozo, ymo Buvl ne odun, xombv
HemHOz0 ymewum Bac.

ITpumume ewe pas mou cobose3H08AHUA.

Hcrpenne Baw

ocon
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§ 17. O6bsiBNeHne 06 3MeHeHU aapeca
Announcing Change of Address

IIpu mepeeane B Apyroe MecTO OYeHBb BajsXHO OIIOBECTHUTDH
00 3TOM KoJJer, KJIHEeHTOB, 3aKa3YyUKOB, Apy3eil u t. o, s
9TOro JYYIIe BCEro OTIPABHUTE OTKPBITKY HJIH AATh O00BAB-
Jenue B rasery.

O6paszey Ne 1
Model Ne 1

Change of Address

L. Thoms & Son
(Hardware Merchants)
is moving to new premises
a 150 Beachview Avenue
Bournemouth H77 6DP

Telephone and fax numbers remain the same |
With effect from 1st October 1998.

L—“

Obpazey Ne 2
Model Ne 2

Change of Address

On 21 October Judy Grace and Simon Parker
are moving to a new address:




—
198 Ramsey Row
Eppingham, EM12 5PL
Tel: 071 000 6007

§ 18. O6bsiBNEHne B raseTty
Advertising in a Newspaper

B kauecTBe nmpuMepa IPUBOZUM O0BABIEHUe, TIOMEIEH-
HOoe roconbcTBOM Benukobpurarvu B rasere The Moscow
Times 11 despana 1998 roxa.

O6pasey Ne 1
Model Ne 1

Attention
All British Citizens

The Consular Section of the British Embassy, Moscow
encourages all British citizens to register with the
Embassy as soon as they arrive in Moscow and to update
their registration details annually. Once registered, this
will enable the British Embassy to provide advice and
assistance in time of need, without the delay which

L_
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might otherwise occur in establishing evidence of British
nationality. Registration details are held in strictest
confidence. Please do not forget to inform us when you
leave Russia.

PLEASE coNTACT THE CONSULAR SECTION AT THE BRITISH
EMmBASsy on 956-7200.

Brumanuro
2paxcdan Benuxobpumanuu

Kowncynvcxuit omden nocorvemea Benurxobpuma-
Huu 8 Mockee npocum 8cex zpaxdan Benurxobpu-
MaHUlU 3apezucmpupoéamuCsa 86 nocoisCmaee cpa3y no
npubvimuu 8 Mockey u excezo0Ho 06HO8IAMbL CB0U
pezucmpayuonutsle dannvie. B cayvae neobxodumoc-
mu pezucmpayus 0acm 603MONCHOCMb NOCOALCMEY
Beaurxobpumanuu dame KOHCYALMAYUUIO U OKaA3aAMb
He3amedrumenvuyw nomowv. Ilpu omcymcmaeuu pe-
zucmpayuu Ha amom MomeHm noHadobumcsa 0onon-
HumeavHOe 8pems, Heobxodumoe Ona YcmaHoB8LEHUA
Gpumanckozo zpaxlancmea. Pezucmpayuonnvie dan-
Hble xXpaHamca 6 cmpozom cexkpeme. H ne 3ab6ydvme,
noxaayicma, coobuume Ham o Bawem omeesde us
Poccuu.

ITrocum cBABATECA ¢ KOHCYJIBCKHM OTHEJIOM ITOCOJIB-
CTBA BEJIUKOBEPUTAHHY IO TEJIE®OHY 956-7200.
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§ 19. BpoHupoBaHue MecT B rocTUHULLE,
pecropaHe uT. n.
Bookings: (hotel, restaurant, etc.)

Ecnun Bl XoTHTe 3a0pPOHMPOBATE MECTO B T'OCTHUHUIE
WM pecTopaxe, CHAYANA HABEJUTE CIIPABKH O HAJIUUYUYU MECT.
JIna aToro HampaBbTe B AQMHHUCTPAIMIO TOCTHUHMILHI MM
pecTopaHa NMHCHMO CAENVIOIIEr0 CONepIKaHUA:

O6pa3zey Ne 1
Mode! Ne 1

Dear Sir

I would like to book a room with a double bed for 3
nights: 23, 24 and 25 May.

I plan to arrive on 23 May afternoon and will depart
early on 26 morning.

I should be grateful if you could forward your
confirmation.

I look forward to hearing from you soon.
Yours faithfully

John Brown

Yeaxncaemutii cap!
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H xomen 6bvt 3a6poHuposams Homep ¢ 08YCNALbHOIL
kposambuio Ha mpoe cymok 23, 24 u 25 masa.

A naaunupyo npubvemv 23 mas nocae obeda u
yexamb pano ympom 26 mas.

A 6vn 6b. npusnamenen, ecau 6v. Bul mozau om-
npasumbs nodmaepxcderHue 0 NOAYYEHUU NUCLMA U HA-
AUYUU Mecm.

C nemepnenuem x0y CKOPOzZO omaema.

C ysaxcenuem

Axcon Bpayn

O6pa3zey No 2
Model Ne2

Dear Sir

Your hotel was recommended by my colleague who
stayed there recently.

I should be grateful if you could let me know how much
three nights’ bed and breakfast accommodation would
cost for two adults and two children (aged 4 and 8).
Also, the price for full board. We are planning to come
on 15 July.

I hope to hear from you shortly.

Yours faithfully

Jo Bright
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Veancaemniii cap!

Moii xonneza, xomopuiit HedaeHo y Bac ocmanas-
aueasca, nopekomendosean nam Bawy zocmunuyy.

A 6vina 6v. Bam npusnamenvha, ecau 6ol MHE CO06-
Wusiu 0 cCmoumMocmu mpex Houeil u 3aempaka 6 Baweil
2ocmunuye Ona deyx e3pocavix u 0syx demeii (4 u 8
aem), a maxxice yeHy nosHoz0 nancuona. Myl niaHupy-

em npubvimbv 15 uiona.
Hadewcv na Baw cxopuiii omeem.

C ysaxcernuem

Mo Bpaiim

ITony4YuB NMUCBLMO € NOATBEPKAEHHMEM O HATHYUU MeCT,
BEBR MOJKeTe CAeNATh 3aKa3.

O6pazeyy Ne 3
Model Ne 3

Dear Mrs White
Reservation
Thank you for your letter of 24 June.

Please would you reserve a double room for myself, my
husband and two children aged 4 and 8 for 15, 16 and
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17 July (3 night bed and breakfast). I understand that
the cost will be $45 per night+VAT, breakfast included.

I am enclosing a cheque for $§100 as a non-returnable
deposit against cancellation.

We may arrive late afternoon on 15 July, and I look
forward to meeting you then.

Yours sincerely

Jo Bright

Yeancaeman muccuc Yaiim!

Rtc.: Bponuposanus

Baazodapiwo Bac 3a Bawe nucvmo om 24 uiona.

ITpowy 3abporuposamb d6yxKoMHAMHLLIL HOMED ONA
MeHR, MO€20 cynpyza u 0eyx Hawux Oemeil 8 s03pacme
4 u 8 nem na 15, 16 u 17 uwona (nownez u saempak Ha
3 cymox ). HackKonvko a nOHUMQIO, CMOUMOCMb HOMeEpaA
u 3aempaxa cocmaeasem 45 donnapoe e cymru nurioc
HJC.

A npunazaw wex nHa cymmy 100 Oonnapos e raue-
cmee Heso3Bpaw,aemozo 3adamia 8 cayvae omikasa om
O6poHu.

Bepoamno, mu npubydem 60 8mopoii nonoguHe OHA
15 uionsa (6nuxnce x eevepy ). C nemepnernuem ndy ecmpe-
yu ¢ Bamu.

Hcexpenne Bawa

Hoco Bpaim
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O6pasey Ne 4
Model Ne 4

Dear Sir

Catering

We are looking for a restaurant to cader:for our dtaff
party on the evening of 8 March.

I should be grateful if you could let me know whether
you would be prepared to cater for a party of about 30.
It would be terrific if you would also send us details of
any special set menu you are planning for such
occasions, price per person and your deposit
requirements.

Yours faithfully

Julia O'Brien
Office Manager

Yeancaemuotii cap!

Kac.: O6crymcusanus yjicuna

Mbvt uwem pecmopan, Komopbwiii moz Gv. npedoc-
masums ycayzu no 00CILYIMUBAHUIO YICUHA, KOMOPbLU
MbL OpzanHuldyem Odns Hawezo nepconara eeuepom 8
mapma.

M Ovina 6t Bam npusnamenvra, ecau 6ot Bovt co06-
wunu, moxeme au But opzanuzosame ymcun na 30 nep-
cOH. BbLno 6bL ouendb xopowo, ecau Ob. HAM OMNpaAGULU
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CcneyuanbHoe KOMRAEKCHOe MeHIo, kKomopoe Bovr 06biuno
npednazaeme 6 MmaxKux CAYwasfx, a makice coobwuru
CMOUMOCMb YHUHA HA YeN08eKd U YCA08UR Neperucie-
Huf asawca.

C yeaxceHuem

Hncyrus O’Bpaiien
Oduc-menedxcep

O6pazey Ne 5
Model Ne 5

Dear Mr Parker

Booking

Thank you for your prompt reply to my inquiry regarding
our staff party.

Please reserve tables for 30 people for the evening party
of 8 March. We will choose from the set menu you
attached in your letter of 27 February, at a price of
$10.45 (VAT and service inclusive).

As agreed I am enclosing a deposit of $200. I understand
that this sum is non-returnable unless the cancellation
is made more than 10 days in advance. The balance of
the bill will be paid by the company at the end of the
evening.
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We plan to arrive at about 07.30 p.m. I look forward to
seeing you then.

Yours sincerely

Julia O’Brien
Office Manager

Yeaxncaemviii mucmep Ilapxep!

,B;ac.: Bpornuposanus

Bnrazodapum Bac 3a ceoespemenHblii omeem Ha
MOiL 3anpoc KACAMENLbHO YHUHA Onfg HAWUX cOmpYO-
HUKO8.

ITpocum 3abponuposamv cmoauxu Ha 30 uenosex
Ha yxur 8 mapma. Mv. evibepem 6ar0da u3 Komnaexc-
H020 MeHI0, NpunOMernnHoz0 ¥ Bawemy nucomy om 27
geepans, no yene 10 donnapoe 45 yenmoa Ha uenoge-
Ka, exawuas obcayxcuearnue u HJC.

Kax 6vino ycnoeneno, A npunazaio G8aHC 8 cymme
200 Oonnapos. Hackoavko & nonumaio, ama cymma He
Oydem eo3epawjeHna, eciu GHHYAUpOBAmb 3a4KA3 MeHee,
yem 3a 10 Oneil. Jonnama 6ydem npouseedena 8 KoHye
YHUHA.

Mbv. naanupyem 6vime npumepno e 7.30 eeuepa. C
Hemepnexnuem ddem écmpeiu ¢ Bamu.

Hckpenne Bawa

Houcynusn O’Bpaiien
Oduc-mernedncep
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§ 20. OpraHuzaums noesaxu
Travel Arrangements

O6paseu; Ne 1
Model Na 1

Dear Sir

Our Managing Director, Peter Blake, will be arriving
in London next week and then will fly to Paris and
Oslo. So I should be grateful if you would book a
seat for him on a plane leaving Britain on 15 March
for Paris and from Paris to Oslo on 18 March. The
full payment and the booking fee will be transmitted
by our bank, who have instructions to do so on our
behalf.

Thank you in advance and your immediate confirmation
will be greatly appreciated.

Yours sincerely

Mary Smith
Private Secretary

Veadscaemviil cap!
ITumep Baeiix, ynpasasiowuil Oupexmop Hawell

Komnanuu, npubvieaem ¢ 0eno6bLM 6UUMOM 6
Jondon, a 3amem nemum 6 Ilapux u Ocno. A 6vina
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6v. Bam npusnamenvra, ecau 6v. Bvl 3a6poHuposanu
Oana Hezo o0urn Ousem Ha camonem u3 BenuxoGpuma-
Huu 6 ITapux Ha 15 mapma, a ommyda 6 Ocno Ha 18
mapma. Ocywecmeumsb nepesod onaambv. U KOMUCCU-
OHHbLX 304 OPOHUpO6AHUe Dusiema Mbl YnoOLHOMOLULU
Haw OaHK.

3apanee Oaazodapua u 6ydy npusnamenbHa 3a He-
MednenHOe nodmeepycOenHue mMoez0 3arasd.

Hcrpenne Bawa

Mspu Cmum
Juunsbtii cexpemape

§ 21. Npock6a o BcTpeue
Request for an Appointment

Ilpu cocraBieEMM moRoBaoro HuvbMa MOM: Gurhy TG
Je3Hbl crenyinue (pasbi:

I should very much appreciate the opportunity of
ﬁ seeing you.— $1 O6p1n1 6Bl nmpusmaTeneH Bam 3a Bo3-
MOJKHOCTb BCTPEYH ...
If you could suggest time I would arrange my
schedule at your convenience.— Ecnu Brl mpepio-
xure ynobsoe ana Bac spems, g Haliy BOBMOXKHOCTE
BCTPeTUTHCHA ¢ Bamu.
I should very much like to meet you to discuss the
matter of ... — MHe o4eHb x0TeloCh ObI BCTPETHTLCH
¢ Bamu u o6cynuTts npobiemy ...
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I hope it will be convenient to you to .. — Hanerocs,
yro 6yner yaobHO Ana Bac ...

I should be obliged if you could meet me at a
mutually convenient moment.— $ 6mn 6m Bam
npu3HaTeJeH, ecju Brl Morau 65l BCTPETUTHCA CO
MHOIL B yA0OHOe nJs Hac ofomMxX BpeMs,

I would like to express my wish to speak to you
while I am in Moscow. - MHe xorenocs O6n1 BcTpe-
TuThcA ¢ Bamu, noka a 6yay B Mockse.

I am ready to meet you any time that suits you.—
f1 roToB BCcTpeTUTHCA ¢ Bamu B moboe yaoOHOe Ous
Bac Bpems.

OG6pazers Ne 1
Model Ne 1

Dear Mr Smith

I am writing to let you know that I shall be visiting
Russia during the coming month.

I am sure you are aware that my company is one of the
four British companies designated to provide specialist
training for talented lawyers. (I am sending information
about my company).

I will arrive in Moscow on Monday 14 April and spend
five days there.

The reason for my writing is to express a wish to
speak to you while I am in Moscow. I hope it will be
convenient to visit your office at a mutually convenient
moment. Today I do not have the precise details of
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my itinerary, but I will let you have this as soon as
possible.

I do hope we shall meet shortly.
Yours sincerely

Robert Rice

Yeancaemorii mucmep Cuum!

B amom nucbsme 8 xouy coobuwume Bam o ceoen
Hamepenuu nocemumbv Poccuio e caedyrouwem mecaye.

Buv. Haeepraka 3naeme, wmo mMos QuUpPMa A6LAEMCA
00HOlL u3 uembipex OpumMaHCKUX KOMNAHUIL, Ueab KO-
mopbLx — o0ecneienHue npoPeccucHalbroil nodzomoexu
MAAAHMIAUBbLX 0pUCmO8 (10CbLAalo Bam UHPOpMALUI0
0 ceoeil pupme ).

A npuedy e Mockey 6 nonedenvrurx 14 anpens u
npo6ydy mam name dHeil.

B gmom nuceme s xomen Obt 6bipazums ¥enarue
ecmpemumbcs ¢ Bamu, noxa s 6ydy 6 Mockee. ST Hade-
1ocb, umo 6ydem ydobro nocemumdb Baw oguc 6 nodxo-
Oawee Oasn Hac o6oux épexa. Iloka y mensa Hem MoOLHOU
npozpammv. mM0ez0 eu3uma, HO 8 npourgpopmupyio Bac
0 HeilL Npu nepeoil 803MONHOCMU,

Ouenv Hadewcv Ha ecmpeuy ¢ Bamu e 6audxcaiiuee
epems.

Hexpenne Baw

Pobepm Paiic
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§ 22. MNpurnawexune
Invitation

CymecTByeT ZOCTATOYHO MHOTO IIOBOROB, AJA KOTO-
peIX TpeOyeTcs oopMIIeHMe IIPUTIANIEHUA: IIPUEMBI, Be-
yepa, 6aHKersl M T.I. Eciau npuraameHue GpopManbHOE,
ero Ie4YaTalT Ha CIel[MaJbHBIX KapTouKax B THIOTpA-
dbumn.

O6paser Ne 1
Model Ne 1

The President of Latham & Watkins
requests the pleasure of your company at a Banquet
to be held at the Reception Hall,
Leninsky prospect 113/1,

Park Place at 6.30 p.m. on Friday,

27 November, 1997

Evening Dress RS.V.P
to the Secretary

IIpaBunsHO otdopMIeHHOoe oUIMANLEOE IIPUrJalle-
HUe OOBIYHO COXEpPXKUT o0ImenpUHATHIE ab0peBUATYDH U
obosnavenns. Ob6saszaTensHoll aABasercs ab66pesmarypa
R.S.V.P. (Respondez s’il vous plait = Please reply). ®pa-
3a Evening Dress — pacloJioXKeHHAA B IIPABOM HUKHEM
yray KapTodyKHM, YKashbIBaeT, YTO BCe AOJIKHBI IDHATH B
BeUEpHEM TyalerTe.

OTBeT Ha NPUTIAUIEHHE COCTABISETCA OT TPETLETO
IuIA:
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Obpasey Ne 2
Model Ne 2

Norton Rose

Basmannaya 14

Mr Adrian Moore thanks the President of Latham &
Watkins for his kind invitation to a Banquet to be held
at the Reception Hall, Leninsky prospect 113/1, Park
Place at 6.30 p.m. on Friday, 27 November, 1997, which
he has much pleasure in accepting.

[S==))

Eciu Bl He MOXKeTe NPpUHATH NpPUTJIAllIeHUE, TO OTKA3
MOXHO OQOPMUTE Tak:

O6pasey Ne 3
Model Ne 3

Norton Rose

Basmannaya 14
Mr Adrian Moore regrets that he is unable to accept
the invitation of the President of Latham & Watkins
to a Banquet to be held at the Reception Hall, Leninsky
prospect 113/1, Park Place at 6.30 p.m. on Friday, 27
November, 1997 due to a prior engagement.

=

Paccrlixa npursamennwii ¥ OTBETOB HA HUX COCTABJIA-
Ja KOorfja-To HeOTheMJIEeMVI YacTh OOIecTBeHHOHN KU3HU
aHryrdaH. Jlae npurjameHus B TOCTH ODOPMIAIUCHE B
NYCEMEHHOM BUJE M OTChLIIAJMUCE agpecaTy. Teneps ke gop-
MaJiLHBIE NPUTJIAIIEHUS HUCIOJIL3VIOTCA TOJLRKO B 0OCOOBIX
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caydasix, TaKHX KaK cBajb0a, cOBepIUIeHHOJIeTHE U T. X., U
NpencTaBIAAIOT cob0# KopoTkoe muchMo. Tak, nmpuriaie-
HUe Ha JeHb POXKASHUSA MOXKET BEINIALETH CIHeAYIOHIUMM 00-
pasoM: '

O6paszelyNe 4
Model Ne 4

Mr & Mrs J. Wallace
request the pleasure of the company of
Jonathan Johnson
on the occasion of the 21st Birthday

of their son,
Richard
at the Nova Hotel
on
Friday, 18th March 1996

RSVP 7.30 p.m.
5 Bruntsfield Crescent Lounge suit
Edinburgh EH 10 4EZ Carriages 12.30

(0131) 447 6437

JanHoe mpurjiameHue UCXOAUT OT PORUTENei IOHOMIN,
B HeMm copep:xaTcs Bce HeoGXoguMble AeTajJM, BKIOYaA
hopMy ojexAabl M BpeMs Hadalia MeDPOIPHUATHUSA, a TaKKe
HOMep TejedoHa, II0 KOTOPOMY MOJKHO COOGIIUTEH OTBET Ha
npuriaamenue. Ecou TtenedoH He ykazaH, clejyeT OTIpa-
BUTHh IHUCHMEHHEBIZ oTBer. CnoBO carriages osHadaeT, 4YTO
TOPIKECTBO AOJI’KHO 3aKOHYUTHCA B YKa3aHHOe B IIPHUIJIa-
IIeHHH BpeMd.

OTBeT Ha ¢popMaNbHOE IpUrjalIeHue IAINYT Ha OTKPBIT-
KaxX MM KapTodykKaX.
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O6pazelyNe 5
Model Ne 5

Jonathan Johnson would like to thank
Mr & Mrs J. Wallace for their kind invitation to
celebrate
Richard’s 21st Birthday at the Nova Hotel on 18
March, and
is pleased to accept.

O6pasely Ne 6
Model Ne 6

Jonathan Johnson would like to thank
Mr & Mrs J. Wallace for their kind invitation to
celebrate
Richard’s Birthday at the Nova Hotel on 18
March, but regrets that
he is unable to accept because of a prior

engagement.




Masa Il

Kak coBepLieHCTBORaTb HaBbIKMN
HanucaHusa nNnMcbmMa

Chapterlll
How to Improve Letter Writing Skills

§ 1. Opdorpacpmueckue TpyaHoOCTH
Spelling Difficulties

Opdorpadhrueckne omMHUOKM SARIAITCH CaMbIM pacipo-
CTpaHEeHHBIM THUIIOM HOrpeurHocTd npu nuckMe. Ecau Bri
BBICOKOKBAJUPUIIMPOBAHHBIA cIeluaJucT B cBoed obnac-
TH, HO YaCTO geJiaere opdorpadpudeckue omubru, Bamry Kom-
IeTeHTHOCT:L MOTYT IOCTABHUTL MOJ coMHenue. IlosTomy
Jy4llte IIocjie HallicaHUs TeKcTa IIPOBEPHUTH ero, 4YToO, KCTra-
TH, JEeTKO CAeJaTh IPK IIOMOINY KOMIILIOTEpa: IPAKTHYECKH
BCE TEKCTOBBIE PERaKTOPHI COAEPIKAT CJIOBAph M IIPOTpaM-
My 10 npoBepke opdorpadpuu. K coxanenuio, GrIBAIOT CU-
Tyaluy, KOTAa CJOBapeM BOCIIOJL30BATHCH HEJIh3d, a KOM-
NBIOTEPHAS IporpaMMa He BuIABiasieT omubry. Ilostomy
Heo6XOAHMO 3HAThH IIPaBHUJIa COOTBETCTBUS BBYKOB U OYKB
aHTJIHICKOTO #3BIKa (HAIIpHMED, B cJydae NPOBEPKU CJIOB,
CXOZHBLIX II0 3BYYaHHIO, HO PA3HBIX II0 3HaveHUlo: [ea] —
air (Bo3nyx) m heir (macinepgnuk)). Huxxe npusogurca tab-
JUIa 3BYKOB aHriuMilcKoll peuu ¥ uX OyKBeHHBIX COOTBeT-
CTBUH.
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TpaHCcK- ByxBor unu IIpumepnr Hckmio-
punua OyKBeHHLIE YeHHUSA
cOdeTaHuA
1 2 3 4
[i] ee sheep, succeed
ea cream, cheap
et+coramacHasnte scene, complete
i+cormacuasate chlorine, elite
ie thief, piece
el ceiling, receipt
[21] or born, fort
ore core, shore
ar war
our four
augh caught, taught
ough fought, thought
oor door, floor
al chalk, talk
aw law, jaw
au author
[u] u tuna, super
ut+corjacHaste | rule, June use [ju:z]
tune ['tju n]
ue blue, true rescue
[reskju’]
ui fruit, suit
ew flew, chew new [nju‘]
oe shoe
o) who, do
oo spoon, boot
o+cormacHaa+e move, whose
ou route, soup
u must, shut,
butter
[A] o) love, mother,
cover
ough rough, tough

127



1 2 3 4
(2] BCETa B better, amuse,
GesaynapHol Saturday,
IO3UINN data
[12] ear fear, rear
eer beer, cheer
ere here, severe
ier frontier, pier
[er] a able,station
atcornacHasa+e/y | face, lazy
atnge dangerous,
strange
ay stay, payment
ai aim, remain air [‘ea]
el weight
ea great, break,
steak
[ar] i+ nd/ld find, mild
itcornmacHaste/y | quite, tiny
igh sigh, light
y my, fly, cycle
[ou] oa coat, road
ow glow, flow
o+cornacHasite | vote, nose
o+coriracHaat+y rosy, cosy
[ea] are sofware, care
air chair, hair
ear bear, wear
ere there, where
ai millionaire
yo mayor
ei their
sh sheep, ship,

fashion, fresh
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2 3 4
1 ch chef, chalet
t (BuyTpH cioBa | section,
nepex 6esynap- | Egyptian,
HOH riacHOIf) initial, cautious
¢ (BuyTpu cioBa | electrician,
mepen Gesyzap- | commercial,
HOM rJacHoif) efficient,
delicious, ocean
s extension,
pension,
suspension
ss profession,
session,
confession
X anxious
[fl f fall, toffee, fence
ph photo, epigraph
k] ¢ (B xOHeuHOH dramatic,
TIO3UIMAH) athletic,
republie,
statistic,
music, terrific picnicking/er
ic picnic, mimic, ['piknikin]
traffic, panic mimicking/
er
[mimikin]
k milk, thank, break
ke smoke, coke
ck black, pick
que cheque, unique
[t ch arch, lunch,
speech
tch catch, fetch, pitch
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1. YnorpebneHve nponucHbix Gyks
Capital Letters

TIponucHuie 6ykBul ynorpebasdiorca ansA ofolnaveHUs
Hayaja IIpeAJio’KeHUu s, B ab0peBraTypax U COKPaITeHuAX, 3a-
TOJI0OBKAax, MecTouMenuu I.

Kpome Toro, ¢ nmponucHoi GyKBH IHIIYTCA MMeHa c00-
CTBEHHLIE:

e co0cTBeHHBIE UMEHA JIMI[ XU UX IpousBopuue (Mary,
Edward, Mrs Smith, Shakespearian comedies)

e reorpaduueckue Haszsauusa (London, San-Fransisco,
Tasmania)

® HA3BAaHUSA TOCYAADCTB, aJMUHMCTPATUBHO-TEDPUTOPU-
alnHble HauMeHoBaHusi (Denmark, Switzerland, Appenzell,
Piccadilly Circus)

® Ha3BAHUA NPABUTEIbCTBEHHBIX, O0IECTBEHHBIX OpTa-
Huzauuil (the International Monetary Fund, the Atomic
Energy Commission)

® UCTOPHUYECKMX 3IO0X U coObITHH (the Middle Ages,
World War II)

e HA3BAHUSA JIUTEPATYPHBIX npousBenenuit (Much Ado
about Nothing)

® HAUMEHOBAHMUS 3BAaHUU, TUTYJIOB, 3HAKOB OTIUYUA
(Rueen Elizabeth, President Roosevelt, Professor Fisher,
Pope Paul)

e acrpoHOMuYeckue HaaBaHusa (Venus, Serius)

e HAMMEHOBAHUA HapoaoB, uX sa3blikoB (Canadians,
Norwegian, Swiss)

® HA3BAHUSA JHEU He[eld, MecsIEeR roja, IPa3aHNKOB H 3Ha-
MeHaTedbHBIX AaT (Tuesday, April, Christmas, Thanksgiving
Day).

YnpaxHeHus
Exercises

1. O0nacErTe ynorpebienne NPONKCHLIX OYKE B CASYIOUIUX
cJIOBax:
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1. Ms Robinson, Carol Smith, Dr Wilson, the Prime
Minister, the Bishop of Durham.

2. Spring Gardens, Salt Lake City, the Museum of Modern
Art, the Hilton Hotel.

3. Wednesday, December, Christmas, Independence Day.

4. English, Norwegian, Mexican, Columbian.

2. BecrasbTe coueTaHUs OVKEB ie WIH €i B CIEXVIONIHE cIOBA M
pacnpejeNTe HX B ABA COOTBETCTRYIOIUX CTONOMKA:

br f, p_ce, rel f, bel ve, £ Ild, rec_ve, hyg ne,
dec__ve, perc_ ve,ch fly, prot n.

3. lloguepxunre 6yKBHI, KOTOPHIE UnTaloTCH KakK [f] B cneayio-
IMUX CJIOBAX, HCHOJh3YH NPHBENEHHYIO BBIIle TADIHIY:

Anxious, generation, donation, organisation, special,
social, education, irritation, conservation, financial, sure,
action, musicians, official, identification, explanation,
permission, station, ambitious, translation, graduation,
pronunciation, dictation, conversation, exhibition,
passion, exploration, ancient, civilisation, impression,
Grecian.

4, 3aBepuInTe CJIOBA, 3aKAHYUBAWOINKAECCH Ha -, HCXOAH U3 cie-
AVIOINEro mpasuia;

B cnosax, ocuoBa KOTOpPHIX 3aKaHuUMBaercsa Ha [, npu nobasJe-
Huu cybdrKcos-ed, -ing, -er, -ation, etc. 6yksal yysausaercs, ecniu
OHa cJenyeT 3a OfHoil rnackoi. Hanmpumep, model — modelled —
modeller — modelling.

Byxzsal me yasausaercs, ecyiu eil IpejlIecTByeT coYeTaHue IJiac-
HBIX.

Hanpuwmep, trail — trailed — trailer — trailing.

Hcxaouerre cOCTABIAAIOT CJIOBA ¢ codeTanmeM -eu-: fuel —
fuelled, duel — duelled.

1. Your examination results are excel .
2. I can’t help feel  you have not been completely
honest with me.
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3. She fail  miserably in her attempt to persuade the
committee.

4. The government has a control _ stake at this
company.

5. Have you thought of seeing the counsel ?

6. His tactless remarks kil the conversation.

7. The water had all boil  away and the pan was
burned.

8. We were quarrel  furiously about whose turn it
was to cook the dinner.

9. We regret to announce that the 10.30 train to Glasgow
has been cancel .

10. They shared the work equal __ between them.

11. The newspapers have unjustly label  him as a
coward.
12. The motorbike was really travel ; it must have

been doing 100 miles an hour.

5. Berasere cybdukcen -able unu -ible B cienyomue NponycK
¥ COCTaBhTe TAOJMANY, PACTIPEAEIUE CJI0BA B ABe KoJOHKH. ChopMmy-
JUPYHTEe IPaBUJIO Ha OCHOBE TalJIHITHL.

1. A dark suit is prefer to a light one for evening
wear,

2. We spent a profit day cleaning out the
cupboards.

3. Signs of economic and social decay are clearly
vis in the streets of the capital.

4, He was a very pleasant and person young marn.

5. The weather was really so terr yesterday.

6. Of course, this meat is not eat

7. I do not think this work is manage for one
person alone.

8. It’s no longer poss to find a cheap flat in London.

9. My mother became comfort after the operation.

10. She keeps an unbeliev number of cats at home!

11. It was very sens of you to bring your umbrella.

12. Is it accept to wear jeans to this reception?

13. I do not like change weather in London.
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14. The teacher made me respons for keeping the
class in order while she went out.

15. The damage to my car is hardly notice .

16. For me she has an irresist fascination!

17. He is quite knowledge about wines.

18. The island is access only by boat.

19. Your excuse does not seem to be reason

20. This document is comprehens only for
lawyers.

6. BcrassTe OYKBy kB B IPONTYCKH, €CAY HEOOXOAUMO.

BoasmKUHECTBO CyIIeCTBUTENLHEIX U IPUIATATENbHEIX, OCHOBA
KOTODBIX 3aKaHYUBAETCH Ha -¢ (ic), He MEHHAIOT IPABOMIUCANUS IPHA
uaMeHeHHH (popMel. MckIoueHre COCTABNAIOT JUIIS CIERYIOIIHE CJIO-
Ba ¥ UX IPOU3BOAHEIE:

panic — panicking / panicked / panicker
picnic — picnicking / picnicked / picnicker
mimic — mimicking / mimicked / mimicker
traffic — trafficking / traffickeed / trafficker

1. My mother thinks me to be a very music___ al child.

2. The crowd panic__ed at the sound of the
explosion.

3. Why are you so critic__ al of everything I wear?

4, We can’t go picnic__ing, we have to look after
children.

5. My brother wants to become an electric__ al engineer.

6. Basic___ ally, he is a nice person, but he does not always
show it.

7. He was asked the same question so many times that
he answered mechanic___ ally.

8. The movements needed to ride a bicycle soon became
automatic .

9. He succeeded in traffic ing stolen goods in the
country.

10. You need to work at this difficult problem
systematic__ ally.

11. She made us all laugh by mimic__ ing the teacher.
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12. There is no reliable statistic__al information on
the population in this period.
13. The conversation stopped when she made her

dramatic_ _ entrance.
14. He was a handsome man of athletic___ build.

15.Logic___ally, one should become wiser with experience,
but some people never do!

7. 3anosnuTe IPONYCKHU HEAOCTAINUMY OYKBaAMHU,

a) absen_e, acro__, actua__y, amat__r, am_ng, anal_se,
a__earance, a__reciate, _gument, a__lete, a__letics, a_kward

b) be_oming, begi__ing, bel _£, benef_t, bur__d,
bus__ness

c) cert_ n, co__ege, c_ming, commi__ee, competi_ion,
compl_te, con_ider, criti_ism

d) deci_ion, def_nitely, depend_nt, develo_ment,
di__erence, disastr _s, dis_ipline, discu__ed, di_ease,
d_vide, d_ing

e)eigh_h, elig_ble, elim_nate, embarra__ed, _nvironment,
especia__y, exa__erate, e__ellent, e_ercise, exist_nce,
exper_nce, expl_nation, extrem_ly

f) famil r, Febr ry,f na ly, forei_n

g) gov__nment, gram_ar, gr teful, g rantee, g__rd,
g dance

h)hei__t, ho_ing, humor__s

i) i__ediately, independ_nt, inte _igence, inter_st,
interf_re, invol ed

k) knowle__e

1) labor_tory, 1 sure, len_th,1 brary, lik ly, ! ing

m) mar_iage, mathemati _,m_ nt, medi_ine

n) nece__ary,n__ther, nin_ty, ni_th, nuel__r

o) o__asionally, opin__n, oppo_tunity

p) para__el, p__ ticular, p_rs_ade, ph_sically, pla _ed,
pl__sant, poss_ble, practi_al, prefe__ed, pre_udice, priv_lege,
prob_bly, profe_ or, pro_e, _sychology, p__sue

r) rec__pt, rec__ve, reco__end, refer nce, rel_ _ve,
religious, repeti_ion, r_ythm, ridicul__s
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s) sa_rifice, sa_ety, s_ene, s_hedule, secret_ry, sen_or,
sen_e, sep_rate, sev_rely, sh_ning, signific_nt, sim_lar,
sinc_r_ly, somo__ore, sp__ch, strai__t, stud_ing, suc_eed,
suc_e_s, su_gest, su_prise

t) thor__ghly, th _gh,trag dy,tr__d, tr__s, trul_

u) unfortun_tely, unti_, unus_al, us_ng, usual_y

w) We_nesday, writ_ng, wri__en

8. UcnpasnTe opdorpadhuueckue oMNOKHE B CHESYIOIIUX ¢HO-
Bax.

1. acknowlegement 14. embarassment
2. accomodation 15. expence

3. acheivement 16. fulfillment

4. acqgaintance 17. incuring

5. aquisition 18. liase

6. agreable 19. permited

7. alotment 20. refering

8. attachement 21. skillful

9. beutifuly 22. tommorow

10. channeled 23. unexperienced
11. committment 24. servicable

12. developement 25. seperation

13. disapointment
9. BeraBeTe IponyieHHEIe GYKBH B ClIeAyIOlIee IHCHhMO.
Dear Mrs Jon_s

Ir__dinthepre_s over thew__kend that _ ilip Wilson
Publish_rs is about to a__ack the __ropean ma_ket. I am
1 _king foran_wcha _engeinmycar__r asanadverti _ng
exe_utive, with the pos_ibi_ity of a manager_al role, and
wonde_ed whe__er you mi__t be 1 _king to _mploy extra
sta__.

Asyouwills__ from the enclo_ed CV, I am Anglo-Fren
with an unbrok_n tra_k reco_d in servi_ing e_isting
cl__nts. My previ__s _mployers in_lude compan__s in both
England and France and I have a_qu_red an in-de_th
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_nowle__e of the adverti_ ng industr_ in both countr__s. I
have family and fr__nds in both London and Paris and so I
would be ha py to trave_ betw__n both countr__s, or even
m_ve to France if nece__sary.

I have b__n wat _ing with int rest your c_mpany’s
expan_ion over the past few y__rs and have admired the
company’s work on a n_mber of o__asions. With this n w
step on the company’s pa_t, this s_ _ms an id__1 time to
conta_t you.

If you __ink I may be of servi_e, I would be extrem_ly
inter sted to dis uss the pos_ibi ity of my jo_ning you. I
1__k forwa_d to h__ring from you.

Yours sinc r ly

Claude Jardin
Encs

§ 2. Ilexcuueckve TpyaAHOCTHU
Lexical Difficulties

1. Cnoea, 6n113kne no 3By4aHuio,
HanucaH1io UNn 3Ha4eHnIo
Words Similar in Pronunciation, Spelling or Meaning

B caoBapHOM cocTaBe aHTIMHCKOTO A3LIKA, KAK U APY-
TUX A3BIKOB, €CTh CJI0Ba, KOTOPEIE OJMHAKOBO 3BY4aT, HO
uMeloT abcoJIOTHO pasdHble 3HaYeHUA. TakKue cJ0OBA HA3EI-
BAalOTCs omMOoHMMaMM (homonyms). B nexcuKonorum cyige-
CTBYIOT caMble padHooOpasHsle KiaacCcubUKAIUY OMOHUMOB,
B COOTBETCTBMM C KOTODBIMM BHAeNAITCA OMOHHMEI pas-
HBIX THNOB. [l1A Hac HaUOOABIIKUN HHTepeC IIPeACTABJISIOT
oMOGQOHBI U oMOrpadsl, KOTOPEIE B HEKOTOPHIX JHUHTBUCTH-
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YeCKHWX IHKO0JIaX PaccMaTPHBAIOTCA KAK PA3HOBHAHOCTH
OMOHHMOB.

Omodonsr (homophones) — 3To ciaoBa, KOTOpble oJHHA-
KOBO 8ByYaT, HO IHIOYTCA IIO-pa3HoMy. IIpMYMHON BO3HUK-
HOBEHHUA 3TOTO ABJEHHAA ABAAIOTCA (POHeTHUYECKUHE B3aKOHBI
A3BIKA:

break — brake tail — tale
ﬁ bare — bear weather — whether

see — sea ate — eight

deer — dear fair — fare

Diece — peace wait — weight

here — hear hair — hare

week — weak would — wood
there — their two — too

main — mane new — knew

Omorpadgsr (homographs) — 3To cinoBa, KOTODHIe OLU-
HaKOBO ITHINIYTCH, HO IPOM3HOCATCH HO-Pa3HOMY ¥ HMEIOT
paznvuHsle 3HavyeHuA. Omorpadus MMeeT mpAMOe OTHOIIIE-
Hue K rpadpudyeckoll cucreMe Sa3biKal

B TpeTheM JIHIe, ef. 4.)
lead — ['led] — cBunen, lives [larvz] — suanu (MH.4.
cyw. life)

ﬁ lead — ['li d] - BecTn lives [1ivz] — uset (raarox

K cioBaM, OJIM3KHM IO 3HAYEHHIO MM 3BYYaHHUIO, OTHO-
CATCA TakyKe NMAaPOHHUMBI M CHHOHMMEL.

IIaporumer (paronyms) — 3To ORHOKODHEBHIE CJIOBA,
61u3KMe M0 3BYyYaHHUIO, HO He COBIIAJAlOINHe B 3HAYEHUAX:

adverse (HeONaronpUATHLIN, BPeXHLIN) — averse (He-
PacIoNOXKEeHHEIH, HEOXOTHBIH)
preceed (npealllecTBOBATH) — proceed (IIPOZOJIMKATEH)

Ilpunmevanue: COMCOK CJNOB, OJNM3KHX WJIH TOXKIE-
CTBEHHEIX IT0 3BYYAaHMWIO HJIH HAIMCAHHWIO, NIPUBOJUTCA B NIPHU-
JIOMKEeHHH,
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CuHOHUMBI (Synonyms) — 3TO CAOBA, PA3JTUYHLIE 11O 3BY-
YaHMI0, HO TOXK/JEeCTBeHHble MU OJM3KMe II0 3HAYEHUIO, He-
PeAKO OTnWYaloIuecd CTUIMCTUYECKOH OKpPacKOM:

agree — accept reasonable — rational
ﬁ refuse — deny in spite — despite
game — play salute — welcome
personage — character tall — high
YnpaxHeHus
Exercises

1. ITpouuraitre, mepeBeauTe IPEAIOKEHUA, JAHHLIE B ITapax, ¥ IIo-
nslTaiTecs OOBACHUTE PA3IKUKE MEXAY IOAIEPKHYTHIMHK CJIOBAMH,

1. a) If you read between the lines, this letter is really
a request for money.
0) Mrs Jones is known to be a well-read woman.
2. a) We sat in the third row of the stalls.
0) The Prime Minister is in the centre of a new
row concerning government secrets.
3. a) We could not play tennis because there was too
much wind.
6) If you keep working at this rate you can wind
up with a heart attack.
4. a) The little girl was in tears because she had lost
her mother.
6) This material tears very easily, so be careful
when you wear it.

5. a) Muslims bow to Mecca when they pray.
6) She tied the ribbon in a tight bow.
6. a) Close your eyes and go to sleep.

6) The question of women’s rights is a subject
close to her heart.
7. a) He made good use of his time there by learning
the language.
6) The crowd refused to move, so the police had to
use tear gas.
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8. a) She will not live much longer if she keeps taking
drugs.
6) The cat was playing with a live mouse.
9. a) He sows the field with grass every summer.
6) The cows live in the same barn as the sows.
10. a) Japan has taken the lead in car production.
6) I need a pencil with a soft lead.

2. UcpassTe OIMUOKH B CACAYIOLIUX NIPEAJIONKERUAX U 00'bsC-
HHTe CBOM BRIOOD (B KaXKAOM IIDEAJIOMEHUH HMeeTcda OfHA OIIKO-
ka).

. I have been to Hungary for two weaks.
. The forest is full of dear, hares and bears.
. Let’s brake for lunch and start again afterwards.
. Come to the party and meat some interesting people.
. You must bare in mind that she was ill all the time.
. We have now been at see for three days.
Knowing that she had arrived safely restored my
piece of mind.

8. I here there is going to be an election in March.

- 9,1 prefer to sit towards the tale of the plane,

10. What will the whether be like tomorrow?

11. It’s not fare! Why should she always have first
choice?

12. I found the woman’s hare on my husband’s jacket.

13. The king’s eldest son is the air to the throne.

14. The company is moving into the knew markets.

15, Silence rained once more after the thunder.

16. Right the address on the envelope.

17. Can you guess the wait of this sack?

18. Don’t waist your money on silly things!

19.1 asked her where you were, but she said that she did
not no.

20. Follow the rode round to the right and you’ll find
this house.

N U W

3. B cxo6xax gaHsl CI0Ba, OSMHAKOBEIE 110 3BYYaHNIO, HO paa-
AWYAOIIHecA II0 3HAYEHMIO M HanucaHuio, Bribepute oAuH U3
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TIPEeAJIOMKEHHEIX B CKOOKax BADUAHTOB ¥ SAI0OXHHEE IMH IIPOILYCKHM,
TIOCTABUE UX B COOTBETCTBYIOINEH dopMe.

1. She was deeply (affected /effected) by the news
of his sudden death.
2. They think that stricter punishments will have the
(affect/effect) of reducing the amount of crime.

3. Walking on the grass is not (allowed/aloud).

4. Party members are wondering (allowed/aloud)
whether he will resign.

5. Their bags were (check/cheque) by security

guards as they entered the building.
6. We can’t issue the tickets for your flight until your
(cheque/check) has been cleared.

7.1 am in favour of the government’s (dual/
duel) aim of cutting taxes and increasing job
opportunities.

8. There was another (dual/duel) between the
company and the union.

9. The company stands to (lose/loose) thousands
of pounds if the contract falls through.

10. The radio was not working because of a (lose/
loose) connection in the wires.

11. I have not been feeling well for the (passed/
past) few days.

12. 1 (passed/past) the pub on my way to the
library.

13. I spent the whole morning unpacking my
(cloths/clothes).

14. T need some (cloths/clothes) to make a long
dress.

15. He put the knives (all together/altogether)in
the middle of the table.

16. We were not (all together/altogether) surprised
when he arrived late.

17. I know nothing about the accident (accept/
except) what I read in the newspaper.

18. For a long time she could not (accept/except)
the fact of her husband’s death. .
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4. ITepedpasupyiiTe cileRyOIINe IPEIJOXEHLA, NCI0AB3YH OTHH
W3 BADUAHTOB, IDEAJIOKEHHEIX B CKOOKAX:

1. The performance has attracted a lot of unfavourable
(adverse/averse) comment.

2.1don’t smoke cigarettes, but I’'m not against (adverse/
averse) having the occasional cigar.

3. I can ‘t promise (assure/insure) that the medicine is
perfectly safe.

4. Please make sure (assure/insure) that the lights are
switched off before leaving the building.

5. He was praised (compliment/complement) for doing
a good job.

6. A fine wine is a good addition (compliment/
complement) to a good meal.

7. The group (council/counsel) of Ministers is a real
power in the EC.

8. The king took advice (council/counsel) from the
assembled nobles.

9. The country needs help (dependent/dependant) of
foreign aid.

10. Please state your name, age and the number of persons
depending on you for money (dependent/dependant).

11. Most wives do not like being supported ( dependant/
dependent) by their husbands.

12. A ship full of people escaping from their own
country (emigrant/immigrant) left for Australia.

13. Many people from abroad (emigrant/immigrant)
have come to live in the USA.

14. Anyone over the age of 18 has the right (illegible/
eligible) to vote.

15. His writing is almost impossible to read (illegible/
eligible).

16. The company’s main problem is the shortage of
skilled staff (personal/personnel).

17. He made a direct (personal/personnel) appeal to the
kidnappers to return his child.

18. I will have to consult my boss (principle/principal)
before I can give you my answer to that.
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19. 1 was introduced to several senior lecturers, but not
the head (principle/principal).

20. One of the main rules (principal/principle) of this
dictionary is that definitions should be in simple language.

21. He started (precede/proceed) his speech with a few
words of welcome to the special guests.

22. The work goes on (precede/proceed) according to
plan.

5. 3amoJHKTE NIPONYCKY CJI0BAMU U3 CKOOOK, YIOTPEOUB KX B
COOTBETCTBYIOIIEH dhopMe,

1. CymecTBHUTEIbHEIE

1. On almost every page there were (announcement/
advertisement) for cigarettes and tobacco.

2. The film was very interesting, though there was no

(voice/sound).
3. Lots of kings chose to live here because of the beautiful
(scenery/landscape).
4. That shop was always empty because the (cost/
price) were too high.
5. The flowers he sent were a clear (manifestation/
demonstration) of his feelings for her.
6. Which (game/play) would you like to play:
chess or draughts?
7. She is a well-known (personage/character) in
Shaw’s play “Pygmalion”.
8. The newspaper (title/headline) were all about

the earthquake.

9. Casanova recorded his adventures in-_his
(memories/memoirs).

10. In London the cost of (living/life) is very
expensive.

11. The experiment requires very careful
(observance/observation).

12. One of the main (policy/politics) of the
government is to reduce unemployment.

13. I decided to take a big stick with me, just as a
(prevention/precaution).

142



14. The ship was very small, so in order to avoid my

aunt, I had to stay in my (cabin/cabinet) all day.

15. The Brazilian economy/economics) seems to
be improving.

16. Bob bought a bright red (sport/sports) car.

17. Coffee is quite a strong (stimulus/stimulant).

18. The main cause of unemployment is modern
(technique/technology).

19. A lot of people think that it is cruel to do
(experience/experiment) on animals.

20. My wife and I became Vincent’s (guardian/
guard) after his parents died in an earthquake.

II. I'maroaxs:

1. They
for their holidays.

2. We broke down the door and found Mrs Brown
(lie/lay) on the carpet.

(spare/save) as much money as they can

3. The hijackers threatened to (blow up/explode)
the plane.

4. I am (rent/hire) a small house near the
university.

5. The two writers have decided to (co-operate/
collaborate) on the biography.

6. The company will not (agree/accept) to buy
new machines.

7. Penicillin was (discover/invent) almost by
accident,

8. The house {consist of /comprise) three bedrooms,
a kitchen and a bathroom.

9. Mary wanted Arthur to help her but he (refuse/
deny).

10. The garage has (borrow/lend) me another car
while mine is being repaired.

11. The magazine is (print/publish) every month.

12. A group of officials were at the airport to
(salute/welcome) the visitors.

13. The meeting has been (postpone/cancel) until
next Thursday.
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14. The only thing they (care for/care about) was
how to make money.

15. It is not possible to (bath/bathe) along the
coast because the sea is badly polluted.

II1. OpuaararTeabHnIe

1. We’d like to know more about the (actual/
present) crisis, not the economic problems of the past.

2. Quite a (large/big) number of people believe in
ghosts.

3. The wages in Taiwan are very ( cheap/low).

4. Beauvals is very proud of having the (tall/
high) cathedral in Europe.

5. I was far too upset and emotional to make a
(reasonable/rational) decision.

6. My brother is an (electric/electrical)
engineer.
7. The painting is a (classic/classical) example of

the sixteenth century Venetian art.
8. We shall be taking you to see several interesting
(historic/historical) places.

9. First we need to improve our (economic/
economical) situation.

10. An (exhausting/exhaustive) investigation
finally revealed the cause of the accident.

11. The canals join to form one (continuous/
continual) waterway.

12. We get (boring/bored) with the same dishes
every day.

13. The flight from Hong Kong to London was very

(tiresome/tiring).

14. Every (alive/living) creature in the sea is
affected by pollution.

15. The South has fewer (industrious/industrial)
areas.

16. As a dress designer I was interested in the
(last/latest) fashions.
17. T think T will buy a dog because sometimes I feel
(alone/lonely).
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18. She is good at organising people without seeming

arrogant or (official/officious).

19. People tend to become less (imaginary/
imaginative) as they grow older.

20. The medicine proved very (effective/efficient).

21. The audience showed a ( distinctive/distinct)
lack of enthusiasm.

22. Some former prisoners are now (respectful/

respectable) citizens,

IV. Hapeuusa u BBOgHBIE (hpa3sl
1. In Sweden many wives and husbands stay at home
(alternatively/alternately) to look after their children.
2. A woman who works sometimes neglects her family,
(specially/especially) the children.
3. (in spite/despite) my qualifications, I could
not get a job.
4. Switzerland has very little unemployment and
(in this case/in this respect) we are very lucky.

5. (after all/finally), I'd like to thank you all for
coming here today.
6. (according to/in my opinion), we should spend

more money on education.

6. Cirexyromue npuMepsl COAEPIKAT ABA BAPUAHTA, OJUH U3 KO-
TOPBLIX ABJASETCH HeBePHLIM. BrifepuTe NpasuIbHLINA BAPUAHT U IIPO-
KOMMEHTHPYIiTe CBOH BLIOOD.

Yacrs I
1. a) The new calculator is able to store 6 billion
characters.
b) The new calculator has a capacity of 6 billion
characters.
2. a) In accordance with your request, we sent you
the price list.
b) As you requested, we sent you the price list.
3. a) This will acknowledge your letter of June 10.
b) Thank you for you letter of June 10.
4, a) He was an all-around athlete.
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b) He was an all-round athlete.
5. a) He alluded to his trip in great detail.
b) In passing, he alluded to his trip.

6. a) He plays golf and tennis.
b) He plays golf and also tennis.
7. a) The evaluation of the employees was planned

and conducted and reported to the management
commission.

b) The evaluation of the employee was planned
and conducted; then it was reported to the management
committee.

8. a) The tax partner and his associate are in court,
but our other tax lawyers will be in the office today.

b) The tax partner and his associate are in court,
and our other tax lawyers will be in the office today.

9. a) He has a full supply of papers, pencils, pens,
etc.

b) He has a full supply of papers, pencils, pens,
and etc.

10. a) We are looking for a merger with a company
more economical to operate and which will be easy to
administer.

b) We are looking for a merger with a company
which will be more economical to operate and which will be
easy to administer.

11. a) As per your instructions, ...

b) As you instructed,...

12. a) ... since this memorandum was prepared to
analyse the options.

b) ... because this memorandum was prepared to
analyse the options.

13. a) Because she was typing the monthly report, he
gave the assignment to Holly,

b) As she was typing the monthly report, he gave
the assignment to Holly.

14. a) The exclusion of the moderates is due to Ron
and Jim.

b) Because of Ron and Jim, the moderates have
been excluded.
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15. a) The reason I signed the lease is because I was
under duress.
b) The reason I signed the lease is that I was under
duress.
16. a) If you cannot meet the deadline ...
b) In case you cannot meet the deadline ...
17. . a) In many cases, the lawyer will be wasting his
time, if ...
b) Often, the lawyer will be wasting his time if ...
18. a) Our firm is not now so involved with litigation
as was formely the case.
b) Our firm is not now so involved with litigation
as it used to be.
19. a) These questions are of a far reaching character.
b) These questions are far reaching.
20. a) The enclosed syllabus is about the semester’s
reading.
b) The enclosed syllabus covers the semester’s
reading.
21. a) We are enclosing a memorandum covering this
issue.
b) We are enclosing a memorandum describing
this issue.
22. a) His driver is different from his putter.
b) His driver is different than his putter.
23. a) Each and every player is required to pass a
physical examination.
b) Each player is required to pass a physical
examination.

Yacts I1
24. a) Please send the financial statements promptly.
b) Please send the financial statements at your
earliest convenience,
25. a) Enclosed please find an agenda for the meeting.
b) Enclosed is an agenda for the meeting.
26. a) The President called the meeting to discuss ...
b) The President called the meeting for the purpose
of discussing ...
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27. a) We will take action if and when you respond to
our request.

b) We will take action if you respond to our
request.

28. a) We are not in a position to offer you employment
at this time.

b) We cannot offer you employment at this time.

29. a) To close the transaction on Monday, he asked
for two more associates.

b) In order to close the transaction on Monday, he
asked for two more associates.

30. a)In the event that you find the above agreement,
please sign the enclosed copy of this letter and return it to
me.

b) If you agree with the terms listed above, please
sign the enclosed copy of this letter and return it to me.

31. a) The project would consist of a series of four
interviews and a report.

b) The project would involve a series of four
interviews and a report.

32. a) Irregardless of the cost involved ...

b) Regardless of the cost involved ...

33. a) Kindly let us have your answer to our request

by December 31, 1995.
b) Please give us your answer to our request by
December 31, 1995.
34. a) His experience in accounting is considerable.
b) His experience in this line is considerable.

35. a) The bank loaned him the money to buy his
house.

b) The bank lent him the money to buy his house.

36. a) We hope our proposal will meet your approval.

b) We hope you will approve of our proposal.

37. a)The argument has been effective in a percentage
of negotiations.

b) The argument has been effective in a large
percentage of negotiations.

38. a) He kept a diary of his thoughts for a period of
ten years.
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b) He kept a diary of his thoughts for ten years.

39. a) After your reading of my manuscript, perhaps,
we can discuss modifications.

b) After your perusal of my manuscript,perhaps
we can meet to discuss modifications.

40. a) Preventative measures have been explained to
the nurses.

b) Preventive measures have been explained to
the nurses.

41. a) Replying to your letter of July 10, the report
has been distributed to all shareholders.

b) The report referred to in your letter of July 10
has been distributed to all shareholders.

42. a)Please execute the contracts and return the same
to me.

b) Please execute the contracts and return them
to me.

43. a) After your phone call, ...

b) Subsequent to your phone call, ...

44. a) We shall pursue all of our rights and remedies
under the loan agreement.

b) This is to inform you that we shall pursue all
of our rights and remedies under the loan agreement.

45. a) The first important step in the improvement
of the conditions was when they thoroughly surveyed the
situation.

b) The first important step in the improvement
of the conditions was thorough survey of the situation.

46. a)Iassembled the material for the manual, but he
wrote the outline.

b) I assembled the material for the manual, while
he wrote the outline.
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2.:CyuecrBuTenbHble, 0603HayaoWue Ha3BaHUS CTPaH,
HauyuoHanbHoOCTeNn, U obpasylowmecs
OT HUX npunaratenbHble
Nouns Naming Countries & Nationalities
and their Derived Adjectives

Juaa Toro urofGhl TOBOPUTH O HAPOAE MIN peallny Ka~
‘wolt-1ubo crpannl, BaM HeoOXoAMMO 3HATBL CJeAyioLIee:

1. ITpnnararenpHoe AJa o6o3HaYeHNA IIPUHAAJIEKHOCTH

yeJIoBeKa K KaKoi-imbo cTpaHe, IPeIMETOB ee KYJIbTYpPHL U
ObiTa:

ﬁ Greek sculpture Norwegian design
French wine Japanese industry

2. CioBo a/1a 0003HaYeHUA HAIMOHAJILHON IIpHMHAKIEH-
HOCTH ueJIOBeKa: '

a Greek a Norwegian
a Frenchman a Japanese

3. Cioso ana obo3HAREHUA BCell HalIMMU:

ﬁ the Greeks the Norwegians
the Scots the Germans

CymecTBuTeIbHEIE, 0003HAYAIOINE HAIUIO, OTHOCATCA
K KJaccy coOMpaTesbHEIX.

OOrIuHO cobOupaTelbHBIE CYIIECTBUTEJbHBIE 00pasyloT
MHOJMKECTBEHHOe 4YMCJo IIyTeM JoOaBleHNA OKOHYAHUA -§:

a Greek — the Greeks
ﬁ a Norwegian — the Norwegians
a Scot — the Scots

B HeKOTOpHIX ¢JIy4aAX MHOKECTBEeHHOe HMcao obpasy-
eTca Oe3 gobapiieHuA oKoHdauud -s. ClroBa, OKaHUYMBAIOIHE-
ca Ha -§, -Sh, -ch (uckilodeHue cocraBiasfeT cioso Czech),

150



-ese 00pa3yIOT MHOKECTBEHHOE UMCIO0 6e3 Ao0aBIeHNs OKOH-

YaHUuA -S:

7

a French — the French
a Japanese — the Japanese
a Swiss — the Swiss

Takwne cinosa, kKak Englishman — Englishwoman, o6pa-
3YIOT MHOJXECTBEHHOE YHCJO, COOTBETCTBEHHO MEHAACh Ha
Englishmen — Englishwomen, Janee npuBopguTca Tabauia
CYIIeCTBUTENbHBIX, 0003HAYAIOMNX HA3BAHNA CTPaH, HAIMO-
HalbHOCTe!l ¥ o0pa3yoImuXca OT HUX IPUJIATATENIbHLIX.

CrpaHa Country | Adjective | Person Nationality
1 2 3 4 5
1.Yexusn Czech Czech a Czech the Czechs
Republic
Tpenus Greece Greek a Greek the Greeks
Tannang | Thailand Thai a Thai the Thais
Hpax Iraq Iraqi an Iraqi the Iragis
Hapanasn Israel Israeli | an Israeli | the Israelis
ITaxkucran | Pakistan | Pakistani a the
Pakistani| Pakistanis
Caynos- Saudi Arab or | an Arab the Arabs
cKaf Arabia Arabic
Apasus
2. Amepu-| America | American an the
Ka American | Americans
AHromua Angola | Angolan an the
Angolan Angolans
Bensrus | Belgium | Belgian | a Belgian | the Belgians
Bpasunusa| Brazil | Brazilian a the
Brazilian Brazilians
Yuan Chile Chilean | a Chilean | the Chileans
Tepmanus | Germany | German | a German | the Germans
Hpan Iran Iranian |an Iranian| the Iranians
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1 2 3 4 5
HAranusa Italy Italian an Italian | theItalians
Jlaoc Laos Laotian a Laotian |the Laotians
Mexkcurka | Mexico Mexican | a Mexican |the Mexicans
Mopokko | Morocco{ Moroccan |a Moroccan the

Moroccans
Hopserns | Norway | Norwegian | a Norwegian the
Norwegians
Poccns Russia Russian | a Russian the
Russians
3. Kurait China Chinese a Chinese | the Chinese
ITopryra- | Portugal | Portuguese a the
ansa Portuguese | Portuguese
HAnounsa Japan Japanese | a Japanese |the Japanese
Bupma Burma | Burmese | a Burmese | the Burmese
JluBaH Lebanon | Lebanese | a Lebanese |the Lebanese
Cynan Sudan | Sudanese |a Sudanese|theSudanese
BrerHam | Vietnam | Vietnamese a the
Vietnamese| Vietnamese
4. Nagns |Denmark| Danish a Dane the Danes
Punnsae- | Finland { Finnish a Finn the Finns
KU
5. Henan- | Iceland | Icelandic |an Icelander the
RusA Icelanders
Hosasn New New a New the New
Benaugusa | Zealand | Zealand | Zealander | Zealanders
6. Ilospmma | Poland Polish a Pole the Poles
Hlornau- |Scotland| Scottish, | a Scot or a| the Scots
JuA Scotch Scotsman
7. HlIse- Sweden | Swedish a Swede the Swedes
s
Typuus Turkey | Turkish a Turk the Turks
Jewish a Jew the Jews
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1 2 3 4 5
8. Bpura-| Britain British a Briton the British

HUA or a
Britisher
Anransa England | English an the

Englishman | English
®pasnusa France French a French |the French
TonnaH- Holland Dutch | a Dutchman | the Dutch

oUA
Hpiaan- Ireland Irish | an Irishman | the Irish
ausa
Hcmanus Spain Spanish| a Spaniard the
Spanish
Vaane Wales Welsh | a Welshman | the Welsh
IIBeiina- |Switzerland | Swiss a Swiss the Swiss
pus

YnpaxHeHus
Exercises

1. Jaiire ahrsafiekié 5KBUBATIEHTH CIeEYIONIUX CIOB'B CKOG--
Kax.

1. A (inuBamckuit) horse breeder realises his dream in
Russia.

2. This beautiful plant has been cultivated from ancient
times in the (Cpegaem Bocroxke), (I'pemuu), (Pume).

3. (Pycckue) rush to brush up long-neglected teeth.

4. (Amepukrannes) wages and benefits rose 3.3 percent
in 1997.

5. The company’s North American’s operations
continued to improve, helping to overcome difficulties in
(Espornte), (JlaTunckoit AMepuke) and (Asuu).

6. (Poccua) seeks firm to set Rosneft price.

7. The USSR was a helping hand to the (seHrepckomy)
people, later the same longer hand was extended to (Yexoc-
JoBakuu) and (Adramucrany).
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8. Since the wars in former (¥Orocrasumu) ended more
than two years ago, there have been few reasons to bracket
the words “Bosnia” and “progress” together.

9. If Clinton takes action in (pake), at home or abroad,
he is not just creating a crisis to keep his enemy some
distance away.

10. The bishops’ announcement appeared to be an
attempt to satisfy both the Vatican and (mememxue)
politicians.

11. The (6purancxoe) and (upsaHAcKoe) governments
are charting a compromise course between those two opposite
demands.

12. (Mspaunrsckuit) Prime Minister Benjamin Netanyahu
complained Tuesday that the (mamecTunusr) have done
nothing to help to prevent terror attacks by Islamic
militants.

13. Netanyahu spoke as an (uspamnbcxkuit) magistrate
ordered two (us3pannscxkue apa6rl) held in prison on suspicion
they planned an attack in Jerusalem.

14. Albright was to meet (dbpanuysckoro) Foreign
Minister Hubert Vedrine in Paris.

15. (Kuraiickuit) Prime Minister Li Peng called on
Tuesday for resuming talks with (TaiiBaus) in a further
sign (Kurai) was relaxing harsh preconditions that have
deadlocked relations.

16. (Amxupckue) security forces killed suspected rebels
in northeasten (Amxupe).

17. (Anouckmit) finance minister said on Tuesday that
he would resign over a bribery scandal.

18. The proposal calls for donations of food and
medicine to be distributed to needy (ky6unumam) by the (ame-
puxkanckum) Red Cross.

19. Students come from (T'oukonra), (Taunanza), (fdmno-
mun), (CIITIA), (Hurepuu) and (EBponsl) as well as from (Co-
enuHenHoro KopoJescrBa).

20. Staff in the school have wide-ranging interests in
the literature and culture of (Pparnuu), (Mranmuu) and (HMec-
IIaHUA).

21. A love-struck (ronnampgen) was seduced by his
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(amrnuiickoit) girl-friend into cocaine worth $115,000 and
smuggling it into (Bpuramuio) was jailed for six years
yesterday.

22. (Kopesa) swallows its pride and asks the IMF for
help.

23. The (nanecrunusi) accused (Mspauns) of its policy
and said they had lived up to obligations spelled out in
previous peace accords.

24. (Amxupckas) newspaper reports Tuesday significantly
raised the number of people killed in two previous attacks
this weekend.

25. Hermann Maier from (IlIse#rapuu) won his fourth
consecutive World Cup race.

§ 3. TunuyHbIe rpaMmmaTnyeckue oLNoKn
Common Errors in Grammar

I'pamMmarTuka, T. e. yueHue 0 opMax CI0OBOU3MEHEHHUA,
CTPOEHUH CJIOB, BULAX CJIOBOCOUETAHHUH M THUIAX IIpeAJioXxKe-
Hus, GOpMyJIUDYeT 3aKOHLI CBASH CJIOB U IIpPeAJIOKEHUH.
TaxuMm ob6pasoM, rpaMOTHas IIMCbMEHHAS DedYb HEBO3MOIK-
Ha Ge3 3HAHMA rpAMMATHYECKUX 3aKOHOMEDPHOCTEMH.

B nauno¥ riyiaBe MBI IIOcTapaeMcs PacKpLITh Haumboliee
TPyAHBbIE acleKTHl 'PaMMATHKM, a TAKXe AThL HEeKOTOoDhIe
COBeTBl II0 NPABUJIAM HANUCAHUA U CTUJIUCTUKE LEJIOBOro
IIACbMaA.

e Ecau BaM TPpyAHO mnmozo0OpaTs HYMXHOE CJIOBO, MOMKHO
HCIIOJbL30BATD CIIEIUATIBbHEIE CIOBAPY. TaK, B AHTIUICKOM ek -
cuKorpaduu CyIIECTBYeT OUEHDb II0JIe3HBIH TeMaTHUYeCKU
cloBapb-Tesaypyc Poxxe.

e CrapaiiTecy u3beraTh CIO0MKHBLIX, HEIIOHATHLIX Bam
CJI0B, HCIIOJb3YHA NPOCTYH 00meynorpebuUTeNLHYIO JeK-
CHUKY.
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e W30eraiTe TABTOJOTUH, T.e. HEHYXHEIX IIOBTOPOB THIIA
«MAacJi0 MAacJSHOe», He ymnorpeliaiiTe asdemusamnr (3B(e-
MH3M — CJIOBO “iau 060poT, CMATYAKIOIHMNA TPyOBIil CMEICT
peun).

e CrapaifiTech He ynorpebiATs C/II0BA, YKA3LIBAIOIINUE HA
IIOJT YIIOMUHAEMBIX JIMI; MCIOJL3YyATe HeUTpaNbLHLIN A3LIK:
police-officer, a ne policeman; postal worker, a ne postman;
chair, a He chairman. OGpaTuTe BHUMaHMie, YTO PAAOM Tpa-
OUIMOHHBIX [JS KEHINHWH NpodecCHuil MOryT 3aHMMATHCH U
MyxxuuHEl. COOTBETCTBEHHO, IIPEXKAe UeM yInoTpeduTs BMec-
TO CYIIECTBUTEJILHEIX THUINA Secretary, nurse, doctor, parent,
teacher, dressmaker mecroumenue he uau she, ciepyer oI-
pPeleJUThb, K JUIY KAaKOTO II0JIA OHO OTHOCHUTCH.

e Hukorza He noJb3yiiTech CYIIECTBUTEILHEIMU BMEC-
TO IJIaroia.

» Hukorzpa He paspslBaiiTe mHOUHUTUB (to go boldly, a
He to boldly go).

e JIpaBuanHO ynorpelbiaiiTe MeCTOMMEHUA.

e JIJIA AICHOCTH MCIIOIL3YHTE CYIIECTBUTENLHLIE BMECTO
MECTOMMEHUM.

e NsberaiiTe ynorpebieHnnsa NMACCUBHBLIX KOHCTPYKIIMH.

e Huxorga He 3akaHUYWBATE NPELJOXKEHUE IIpenJo-
TOM.

e CoOmonaiiTe corjiacoBaHUE B UUCIIE MEXKIY IOLIEHAIIIIM
¥ cKadyeMbIM. ECIHM moje)xalnee CTOUT BO MHOMXeCTBEHHOM
YucJe, T0 ¥, COOTBETCTBEHHO, CKasyeMoe JNOJLKHO MMeTh (hopMy
MHOMxecTBeHHoro uucaa (Mr Jones and Ms Smith are expected
to come in a few minutes. Nobody wants to pay the bill.).

e Tlognexammee AOJNKHO OBITL GJIM3KO PACIOJNIOMKEHO K
CKa3yeMoMmYy.

e Jlo BO3MOKHOCTH, CTPOMTE IIPOCTLIE NIpeaIoxxenud. Ha-
IIOMUHAEM, UTO B AHTJIMHACKOM ASLIKE CYINECTBYET TPHU OC-
HOBHBIX THIIA NIPEAJIOKEHUA: IPOCTHIE, CIOMKHOCOUMHEHHEIE
M CJIO0XKHOIOJUMHEHHEIE.

e Clegure 3a NOPALKKOM CJIOB B IIPEAJIOKEHUU, OH B aHT-
JUHACKOM A3bIKe (GHUKCHPOBAaHHLIN (IlofJiexxalee+ riaroa+ Jo-
IoJIHEeHMe), ¥ er0 U3MeHeHre MOXKET OTPABUThCA Ha CMBICJE.

e [IpugaTouHoe NpenIOKeHHE [OJIKHO COOTHOCUTLCHA C
rIaBHBIM,
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e [ITpusaTounoe IpefjoxKeHHe JIydllle HE YIOTPeGIATH
B HaAYaje CJO0JKHOTO IIpedJIOKEeHUA.

e CrapaliTech KPATKO BHIPAKATbL CBOH MBICJIH,
CoBeTyemM He HaBaTh IOAPOOHBIX OMMCAHUMH.
Cnenure 3a pa3BHTHEM HLEH.

Ecnu aToro Tpebyer marepuas, NIPpUBEJHUTE IIPUMEPHI.
CoburopatiTe fenedue Ha naparpadsl. Kampasiii napa-
rpad HoyaKeH OBITL JOTMYECKU CBA3AH C IIPEeAbIAYIIIMM.

e JIpesxze YeM OTBETUTH HA IHUCHMO, KOTODOE BLI3LIBAET
y Bac THEB WJIM BO3MYIIIeHHe, YIOCTOBEPLTECH B TOM, UT0 Baru
B3TJIAALI BBLIMVIAAAT yOegurenbHo. IlocTrapaiiTech BbIPA3HUTH
CBOM B3rJIAALI HA CHTYALlMIO HE CJAUUIKOM KATETOPUYHO.

1. MHOXeCTBEHHOE YUCNO CYLLeCTBUTEeNbHbIX
Plural Nouns

Kareropusa uucyiia UMeH CyIIeCTBUTEJILHEIX HAXOLUT CBOE
BEIDA’KEHWE B IIDOTHRBOIIOCTABIEHWH (HODPM €JUHCTBEHHOTO
(Singular) n mHoxecTBerHOoTO (Plural) uucna.

1. B npeobnagaromem OONBITMHCTBE CIYy4YaeB MHOIKE-
CTBEHHOE YMCJI0 MMEH CYIECTBHUTEILHLIX 00pasyeTcd IyTeM
npubaBIeHUA OKOHUYAHUA -§ K MMEHH CYIIECTBUTEJILHOMY B
eJUHCTBEHHOM YHCJe:

book — books
ﬂ bill — bills

day — days
house — houses
girl — girls

2. Ecau uMA cyIECTBATEIBHOE OKAHUMBAETCA Ha -S8, -sh,
-ch, -0, -x, TO ero MHOKeCTBeHHO€e 4YucJIo o0pasyercs IIyTeMm
npubaBJeHUA OKOHUAHUSA -es:

brush — brushes
potato — potatoes

ﬂ address — addresses
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church — churches
cargo — cargoes
tomato — tomatoes
tax — taxes

hero — heroes

box — boxes

Hcxamouenre coOCTABIAIOT CJIOBA HMHOCTPAHHOr'o IIPOMC-

XOMACHUA ¥ COKPAIEHUSA, OKAHUYMBAIOIOVECHA HA -0:

J

dynamo — dynamos
kilo — ERilos

photo — photos
piano — pianos
kimono — kimonos
radio — radios

solo — solos

ghetto — ghettos

3. Ecau mMsa cyInecTBUTEIbHOE OKAHUMBAETCA HA -Y C

NnpeAIIecTBYIOLIE COrJIACHOM, TO €r0 MHOXKECTBEHHOE YMCJIO
o0pasyeTca nyrem npubaBIeHUS OKOHUAHUA -eS, IIPHA 3TOM
IIPDOMCXOAWT 3aMeHa -y Ha -i:

J

baby — babies
country — countries
diary — diaries
lady — ladies
delivery — deliveries
factory — factories

4.7V cyuecTBATEILHBIX, OKAHYUBAIOI X CA HA -, -fe, npu

o0pasoBaHMU (POPMBLI MHOMKECTBEHHOTO YHCJIA HMEET MECTO
3ameHa -f Ha -v:

J

half — halves
knife — knives
leaf — leaves

life — lives:
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loaf — loaves
thief — thieves
wife — wives
wolf — wolves

Y HeKOTODHIX CYIIECTBUTENLHEIX, OKAHUMBAIOINIUXCA HA
-f, -fe, npu bopMupoBanuu GHopMBl MHOXKECTBEHHOTO UMCJA
3aMeHB! -f Ha -U HEe IIPOUCXOLMUT:

chief — chiefs
ﬁ hoof — hoofs
reef — reefs
roof — roofs
safe — safes
cliff — cliffs
handkerchief — handkerchiefs

5. B CJOXHBIX €JI0BAX MHOJKECTBEHHOE YMCJIO0 o0paasy-
eTcd, KaK IIPAaBUJIOo, IIyTeM NpubaBjeHA OKOHYAHUA -§ K IIoC-
JlefHEeMY CJIOBY:

boy-friend — boy-friends
ﬁ travel agent — travel agents
break-in — break-ins

Ho B cloxHEBIX cJI0BaAX CO CTPpYKTYypPaMH THUIIA 2714207 +
er + Hapeiue wumu cyw. + npednoz + cyw. popma MHOMKe-
cTBeHHOTO uyucia obpasyerca myreM npubaBieHUA OKOHYA-
HUSA -S§ K IEePBOMY CJIOBY:

hanger-on — hangers-on
maid-of-honour — maids-of-honour
brother-in-law — brothers-in-law
lady-in-waiting — ladies-in-waiting
sister-in-law — sisters-in-law

f passer-by — passers-by

B ci0HBIX €JIOBAX, B COCTAB KOTODPBIX BXOAAT man
woman, U3MEHEHUIO IoABeprarwTcAd obe COCTABHbIE YACTH:
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men drivers
women drivers
Cnenyer mMeTh B BHJY, UTO B AHIMJIHICKOM A3LIKE HMe-

I0TCA CYLIECTBUTEJIbHEIE, 00pasyoniue MHOMXKECTBEHHOE YuC-
JO IIo ocoOLIM IIpaBHJaM.

6. V panga cymecTBUTEJLHBLIX (opMa MHOKECTBEHHOT'O
YYCJIa COBIAZAET ¢ (POPMOM eIHMHCTBEHHOTO UMCJIA:

deer — deer
ﬁ sheep — sheep
fish — fish
quid — quid
series — series
species — species
spacecraft — spacecraft
aircraft — aircraft
cannon — cannon

7. HexoTophie CymecTBUTEJLHEIE COXPAHUIN 00pPa30Ba-
HHEe MHOKECTBEHHOTO YHCJIA B COOTBETCTBHH C 3aKOHOMEp-
HOCTAMM HASBIKA, CJOKHBIIMMHCA B PAHHHE INEPHOALI ero
PA3BUTHUS; HAIPUMeEpP, IIyTeM uUepeJOBaHHUA IJIACHEIX B KOp-
HEBOH ocHOBe miau npubaBieHusd cydduxca -en:

man — men
woman — women
foot — feet

tooth — teeth
goose — geese
mouse — mice
child — children
ox — oxen

ﬂ businessman — businessmen

8. HexoToprle cj0Ba JATHHCKOrO U T'PEYECKOr0 IIPOMC-
XOMKIEHUA 3aUMCTBOBAJIM U3 OTUX A3LIKOB IPHUCYIINE UM
criocobLl 00pazoBaHMs MHOMKECTBEHHOI'O YUCJA:
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memorandum — memorarnda
stratum — strata

quantum — quanta
curriculum vitae — curricula vitae
phenomenon — phenomena
thesis — theses

crisis — crises

nucleus — nuclei

cactus — cacti

alumnus — alumni

terminus — termini

stimulus — stimuli

JIpyrue ke CyIecTBUTE/NLHLIE JATUHCKOTO M I'PEUECKO-

0 TPOUCXOMKIeHUA 06pa3yioT MHOMKECTBEHHOE YUCIO o 06-
UM IIpPaBUJIaM:

J

stadium — stadiums
vacuum — vacuums
referendum — referendums
forum — forums

circus — circuses

focus — focuses

genius — geniuses

index — indexes

appendix — appendices

9. CinoBa, 3aMMCTBOBAHHBIE 113 PPAHIY3CKOTO A3BIKA,; 00-

pasyioT GopMy MHOMKECTBEHHOTO HHCJA IIyTeM npubasJe-
HUAA cydhdukeca -x:

J

bureau — bureaux
chateau — chateaux
plateau — plateaux

10. Pag cymecTBUTEILHBIX HE UMEeT OpPMb! eJHMHCTBEH-

HOro 4ucja ¥ ynorpebiisercsa TOJLKO BO MHOMECTBEHHOM
ypcae (rjaroJ, cJeAYyIOINHANA 84 TAKUM CYIECTBHUTEJILHEIM,
JoJKeH MMeTh (DOpMY MHOKECTBEHHOI'O UHCJIA):
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scissors (HOMHUILI)
ﬁ trousers (6pioxu)
tidings (13BecTHUA)
thanks (6r1arogzapHoC?b)
spectacles (ouxu)

11. HexoTopsle CcyiecTBUTEIbHELIE yIIOTPEGAAIOTCA B OC-
HOBHOM B eJUHCTBEHHOM 4YHCJIe, HECMOTpPA Ha (opMaiabHble
NPU3HAKY MHOXKECTBEHHOTO YHCJA, T.€ IJaroJ Iocjie HUX
NpUHUMAET GOPMY €JUHCTBEHHOTO YHCaa. B HEKOTODBIX Ciy-
Yasax, OAHAKO, TAKME CYIIECTBUTEILHEIE MOTYT YIIOTPEOIATE-
cA ¢ rIarojioM B )OpMe MHOXKECTBEHHOTO YUC/Ia:

ethics (aTuxa)
ﬁ politics (moauTHUKA)
athletics (aTyieTuxra)
mathematics (MaTeMaTHKA)

Ecinu cymecrBurensHoe o0pasyeT MHOMKECTBEHHOE YUC-
JIO He IIo 00ImeMy npaBuly, B CIOBAPAX 00A3aTeILHO YKA3HI-
Baerca opMa MHOMKECTBEHHOTO YHCJIA.

Crnenyer oOparuTs BHMMaHHe HA ocobeHHOCTh oOpasoBa-
HuA GopMBLI MHOMKECTBeHHOro UKcaa hundred, thousand, million,
billion, dozen. Ecimu aTu cjioBa ymoTpebiafioTea IS BRIpase-
HUA KOHKPETHOTO YMCJAa, OKOHUAHUe -S He npudaBidaeTc:

five hundred men
ﬁ two thousand pounds
five million dollars
three dozen eggs

Oxonuanue -s npubaBiafeTcH, €CJIH HEODXOAMMO BI:_I]S&*
3UTL CMBICJA 0OJILIIOTO KOJUYECTBA: '

thousands of birds
millions of books
dozens of times

ﬁ hundreds of people
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YnpaxHeHusa

Exercises

1. Haiigure BO BTOPOM CTOJ0Ile COOTBETCTRYIGIIHE. CYIECTBH-

TeJIbHBIE BO MHOXECTBEHHOM YHCIIE,

A

PPN NS

alumnus
analysis
brother-in-law-
cargo

chief

circus
curriculum wvitae
diary

embargo

. focus

. forum
. gas
. genius

leaf

. manifesto
. no
. passer-by

phenomenon

. prospectus
. referendum

. proviso
. sheep

. stimulus
. stratum
. terminus
. tornado
. thief

. police

. crisis

. formula
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. diaries

. embargoes

. focuses

. circuses

. curricula vitae
. cargoes

. chiefs

. alumni

analyses
. brothers-in-law

. gases

forums
. leaves

. geniuses
. noes

manifestoes

. phenomena
. passers-by

. referendums
. prospectuses

. formulas

. Crises

. police

. thieves

. tornadoes

. termini

. strata

. stimuli
. sheep

. formulas



r)

31. index 31. VIPs

32. memorandum 32. libretti

33. appendix 33. vetoes

34. erratum 34. geese

35. lady-in-waiting 35. lice

36. VIP 36. indexes

37. libretto 37. memoranda

38. veto 38. appendixes

39. goose 39. errata

40. louse 40. ladies-in-waiting

2. 3an0JHNTe OEOTYCKK €YIMECTBUTEILHEIMU BO MEOMKECTBEH-
HOM YuCIe.

. They have got five (child).
. Paris has many different (theatre).
. When he fell over, he broke two of his (tooth).
. We need some more (knife).
. On their tour to Asia, they visited many (country).
. The cat is hunting for two (mouse) at once.
. We have not got any (tomato) left in the house.
. Autumn is coming. The (leaf) are becoming
yellow and fading.

9. You should have written (memorandum) about
it for our staff.

10. What are the main (phenomenon) in nature?

11. The sudden rise in oil prices led to economic and
political (crisis).

12. (sheep) are thought of as rather silly animals.

13. Do you know those (person) over there?

14. These (shoe) are too small for me. They hurt
my (foot).

15. These birds have become an endangered (species).

16. The most well-known fact about Henry VIII is that
he had six (wife).

17. The government plans to increase (tax) by
five per cent over the next year.

00 ~3I O Uk Wb
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18. (woman) and (child) first.

19. Would you like some more roasted {potatao)?
20. We caught three little (fish)/several
(fish).

3. 3amMenuTe c10Ba B CKOOKaxX, YIOTPEOHB CYMECTBUTEILHOE BO
MHOKECTEEHHOM 4YMCJIe, a TJIaroJ — B TPeTbeM JIKILe.

=1 O OV i DD

world.
8.
9.

10.
11.
12.
13.
14.
15.

. He cannot find these (book_) for his (study ).

. My child (miss_) his grandparents.

. He (say_) the film is exciting.

. She (wish ) she had left the country.

. Many (company_) are private in this country.

. Businessmen have to pay high (tax ).

. Tokyo and Oslo are the most expensive (city_) in the

John (think ) I should learn French.

It (help ) us to practise English.

Simon (find_) the job interesting.

There are several (factory_) in our city.

You can find many beautiful (church ) here.
My aunt (live_) in a very remote village.

What are the real (hero_) of the match?
London is famous for its double-decker (bus_).

4. BriGepuTe npaBrIbHYIO GOpPMY IIaroja npu ero ynorpebne-
HHUH C CYIIECTBUTEJLHEIMI B €AMHCTBEHHOM ¥ MHOXXECTBEHHOM UHC-
Je. B HeKOTOPHIX cayvasix BO3MOMKHEBI 00a BapHaHTa.

1. Mathematics was/were my favourite subject at school.

2.
3.
4.
table.
5.

The police suspect/suspects him of robbery.
The government want/wants to reduce taxes.
Did you see my scissors? — No, but mine is/are on the

England is/are playing with France in a football

match next week.

6.
7.

The staff is not/are not happy with salarjes.
Where does/do your family live?
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8. Six thousand pounds are/is a long time without a
job.

9. The trousers does not/do not fit me.

10. The car is/are a very comfortable means of transport.

11. Money is not/are not the most important thing in
life.

12. The police in Britain wears/wear blue uniforms.

13. There is/are a pair of scissors in the kitchen.

14, The news is/are depressing.

15. There is/are some milk in the fridge.

16. A number of my friends is/are planning a holiday
together.

17. My hair is/are quite greasy. It needs/they need
washing.

18. Rabies isn’t/aren’t a very common disease in
Britain.

19. Our team is/are wearing their new jerseys.

20. Politics has/have never interested me.

2. MpaBunbHble U HenpaBuUnbHbie rnarosnbl
Regular and Irregular Verbs

Kax uasecTHO, BCe I'JIAroJbl aHIIMHACKOTO S3LIKA 110 CIIO-
co0y oOpasdoBaHusa [eJATCA Ha IpaBUJLHBIe M HeEIIPaBUJIb-
HblE.

' Y npaBuJBHBIX TJIAroJioB BTOpad u TpeThA (Qop-

Mbl (Simple past tense — IpoCToOe IpOHIELIIEe Bpe-
M#A u past participle — npuyacTue NpoOIIEAIIEro Bpe-
MeHU) COBIIAfalT MeXAy coboil u obpasyloTed Iy-

TeM npubGaBleHUWs K OCHOBE TJIAr0oJia OKOHUYAHUS
-ed:

to ask — asked to listen — listened
to change — changed to play — played

CymecrByer pajg ocoGeHHoOCTel: o0pazoBaHUA BTOPOH U
Tperbell (POPMEI IIPABHUILHBLIX TIJIATOJIOB
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a) ecJaM TJIAroJ OKaHYWBAETCA HA -Yy- C IDPEeAIFecTBYIO-
e corjiacHoit, To 6yKBa Yy MeHAeTCA Ha i

7

to apply — applied
HO
to play — played

to reply — replied

to stay — stayed

0) ecsu ryaroJr OKaHYMBAETCH HA COTJIACHYIO C IIpeXlle-
CTBYIOIIIMM KPATKMM TI'JacHBIM 3BYKOM, TO COTJIacHafdA Ha
KOHIle yIBauBaeTCH:

/

to stop — stopped
to drop — dropped

' HenpasunbHbIe TJIaroJel 00padyilOT BTOPYIO M Tpe-
® THI0O QOPMHI Pa3JIMUHBIMU cnocobamMu, Ged derKUx
IpaBuJ.

Huxe npusofuTca Ki1acCHGUKANMA HeIPABUJIBHEIX T'JIa-
rojioB, Haubojee ynoTpeGUTEeNBHHIX B JeJ0BOM KODDPECIIOH-
JeHIIuu.,
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Ne| Madunrnutus| IIpocroe IIpuuacrue Ilepesop
npollefIlee | IPOIIeNIIEro; Ha PYCKHMH
BpeMs BpeMeHU SI3BIK
1 2 3 4 5
1| cost cost cost CTOUTH
cut cut cut pesaTs
forecast forecast | forecast IpegBULETH
let let let paspelniarh
put put put KJIACTH
read [1] read [e] | read [e] YUTATH
set set set CTABUTE
shut shut shut 3aKPHBATH
split split split PAacKansIBaTh
2| bend bent bent, bended | crudats
build built built CTPOUTSH



2 3 4 5
lend lent lent 1aBaTh B3ailMbI
send sent sent IIOCBIJIATDH
spend spent spent TPaTUTh
deal dealt dealt MMEeThE JeJIo
feel felt felt YyBCTBOBATH
lean leant, leaned | leant, leaned | npucnouaTscH
learn learnt learnt YUUTh
mean meant meant 03HAYAThH
keep kept kept AepKAaTh
smell . |smelt smelt IaxXHyTh
spell spelt spelt TOBOPUTE IO OyK-

BaM
leave left left OCTaBJIAThH
lose lost lost TepATh
lay laid laid KJIacTh
pay paid paid NJIAaTUTE
say said said TOBOPUTH
sell sold sold nponaBaTh
tell told told CKas3aTh
have had had UMeTh
hold held held IepIKaTh
lead led led BeCTH
make made made ZelaTh
meet met met BCTpeuYaTsh
withhold | withheld withheld OTKAa3bIBaTh
begin began begun HaYuHAaATh
drink drank drunk IUThH
ring rang rung 3BOHUTH
bind bound bound CBA3LIBATEH
find found found HaXOAUTH
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1 2 3 4 5

10 | become became become CTAHOBUTHCHA
come came come IPUXOAUTH
overcome | overcame |overcome MIpeo oJ1eBaTh
run ran run O0exaTh

11| fly flew flown JeTeTh
gETow grew grown pacTu
draw drew drawn TAHYTH
know knew known 3HATh
show showed shown MOKAa3blBATh
withdraw | withdrew |withdrawn | oTamiBaTh

12 | bring brought brought MPUHOCUTD
buy bought bought MOKYIIaTh
catch caught caught JIOBUTH
seek sought sought HMCKATh
think thought |thought AYMATE
teach taught taught YIUTH

13 | arise arose arisen BO3HUKATh
bid bade, bid |bidden, bid | npeagnaratk ueRy
break broke broken JOMAaTh
fall fell fallen najgath
forbid forbade, forbidden, 3ampeInarh

fdorbi forbid
forgive forgave forgiven IpOIAaTh
give gave given ZaBaThb
rise rose risen IOAHUMATLCH,
yBeJIUUNBATHCS

speak spoke spoken TOBOPHUTH
take took taken opars
undertake| undertook | undertaken | npexnpuauMaThH
write wrote written IHucaTh
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YnpaxHennsn
Exefcises

1. BamonnKTe NPONYCKH IIaTONaMK B COOTBETCTBYIOmES hopMme.

1. If you want a job you should advertisements,
— letters and people, it’s no use sitting at home.
(ring, write, read)

2. How long have you English? (learn)

3. He for a drink and involved in an
argument. (stop, get)

4. He must that we invited him. (forget)

5. He had two bottles of Coke and got frightfully .
He could not have got on Coke. He may gin

with it. (drink, drink, drink)

6. He came from Japan. He is a very clever boy. He

four languages. (speak)

7. No one ever it to me. (write)

8. Mr Brown always his newspapers in the
evenings. (read)

9, These apples 40p a bag. You that is
expensive? (cost, think)

10. But why you your present house? (leave)

11. They painting but the walls
too wet. (begin, find, be)

12, 1 a basket since I was in hospital. (not
make)

13. She just two of her own paintings. (sell)

14. It was lovely at 11 o’clock, but since then the sky

steadily dark and the wind . (get, rise)

15. My house is guarded by two Alsatian dogs. That’s
the only reason it is not into every night. (break)

16. The shops do not deliver now, which life
difficult. (make)

17. ’m sorry you did not tell me that the dogs were

allowed in the hotel. If I had I should my dog.
(know, bring)
18. I stopped petrol there and started

with your garage instead. (buy, deal)
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19. He always talks as if he a public meeting.
(address)
20. I'll pay you by cheque monthly. — I'd rather you
me cash weekly. (pay)

3. AKTUBHbIM U NACCUBHbIW 3anor
Active & Passive Voice

Ana nayyamolnux aHrJIAMACKUHA A3BIK 0COOYIO CJIOKHOCTD
npeAcTaBideT oO0pas3oBaHMe NMACCHBHLIX ¢opM raarona. He-
00X0OZMO OTMETHTh, OHAKO, YTO MHOCTPAHIIbI, XOPOIIO BJIa-
newinue AHMIIMACKMM S3BIKOM, YACTO CJIMIIKOM YBJIEKAIOT-
cA ynoTpelbJjeHueM IIaCCUBHBIX KOHCTPYKIIMM HA nucsoMe. Mc-
IONBb30BAHNE IACCHBHOTO 3ajioTa HETHIWYHO IS [eJIOBOH
TIepenyucKH, IO3TOMY, II0 BO3BMOXXHOCTH, ero cjaefyeT n3berats.
Tax, BMeCTO NpHUBeAeHHLIX BAPWAHTOB 1 Jyulile MCIIOJB3O-
BATH COOTBETCTBYIOI[MI BapHaHT 2;

1. Your proposal has been passed on to my boss.
ﬁ 2. I have passed your letter on to my boss.

1. The office assistant has been dismissed.
2. Director dismissed the office assistant.

1. The information you require is attached.
2. I am attaching the information you require.

Cnenyer 3aMeTuTh, OAHAKO, YTO UCIIOJL30BAHUE I1ACCHUB-
HBIX KOHCTPYKIIMI IIpeATIOuTUTeNbHee, ec¥ Bbl XOTUTe IIo-
KPUTHKOBATHL KOro-1ubo B aumniaoMaTudHo# ¢opme: I have
been told sByuyut nyuiue, yem Mr Brown told me.

YnpaxHeHUs
Exercises

1. BeibepuTe npaBuIbHYIO GOPMY Iarona.

1. Football play/is played all over the world.
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. 2. Walt Disney created/was created the cartoon
character Mickey Mouse.

3. Millions of cars export/are exported from Japan
every year.

4. This issue discussed/was discussed at the last meeting.

5. Several languages speak/are spoken in Switzerland.

6. President John Kennedy assassinated/was
assassinated in Dallas in 1963.

7. Tony Blair arrived/was arrived in Moscow
yesterday. Later he interviewed/was interviewed on Russian
TV.

8. Millions of trees destroy/are destroyed by pollution
every year.

9. The news announced/ was announced earlier today.

10. A valuable picture stole/was stolen from our local
art gallery yesterday.

11. The Nobel Prize invented/was invented by Alfred
Nobel, a Swedish engineer and chemist.

12. Miners have given/have been given a new pay rise
by the government.

13. America discovered/was discovered by Christopher
Columbus in 1492.

14. The Mona Lisa by Leonardo da Vinci keeps/is kept
in Louvre in Paris.

15. Monaco attracts/is attracted many tourists to its
casinos in Monte Carlo.

2. ViaMenuTe NpeAnoKeHrHa B IACCUBHOM 3aJIOTe HA IPeZJIoKe-
HHSA B aKTHBHOM 3aJore.

1. The stones were thrown by a student, who was led
away by the police.

2. The earth is believed to be round.

3. This article has not been circulated to all the staff by
the company secretary.

4. It is being said that too little money is being spent
by the government on social needs.

5. This collection of paintings was exhibited at the
Tretyakov gallery by the British Council in 1997,
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6. The post has been advertised by the company in the
Moscow Times.

7. Vegetarians are known to eat no meat or fish, but
only vegetables, grains, fruit either for moral reasons or
because it is thought to be healthier.

8. This new tax regulation to be introduced very soon
by the local government.

9. These instructions can be understood by everyone
with the smallest intelligence.

10. A special edition of this book will be issued by the
publishing house in February.

11. I was attracted by a bright advertisement in the
newspaper.

12. My eyes were spoiled by reading in bed.

13. This book has not been published in Britain because
Britain’s laws are tighter than America’s.

14. She was surrounded by photographers and
pressmen.

15. People sleeping in the next room were wakened by
the sound of breaking glass.

16. The information can be found in any reference book.

17. Last year a profit of five million pounds was made
by the company.

18. The new filing guide was compiled and updated by
the company secretary.

19. The letter was delivered on 25 December by DHL.

20. By 1999 the entire railway network will have been
modernised.

21. A strong card to play in future rounds of the
constitutional reform game was given to Mr Blair by the
Scots.

22. The former American senator who chaired the talks
was persuaded not to participate in the elections.

23. Luckily nobody was Kkilled or injured in the car
accident.

24, The opportunities offered to me by the company are
challenging.

25. Investments, made by Western companies into
Russian economy, are increasing.
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4..YnorpebneHue npeanoros
Prepositions in Use

IIpaBunasHoe ynoTpebieHMe HpeiJOrOB ABJIAETCH BaXK-
HBEIM YCJIOBHEM I'PDAMOTHOrO NOCTPOEHMS IHUChMeHHOII peuH.
Cienyer umMeTh B BUY, UTO, IOMHMO I'paMMaTH4ecKoii, mmpex-
JIOTH HecyT elle M CMBICJIOBYIO HAUpPYy3KYy.

B auraniickom s3BIKe, KaK M B APYrUx #3BIKaXxX, cylme-
CTBYIOT IIpeJJIOTH OTHOIleHWil, MecTa, HanpaBJIeHUsd, BpeMe-
HHU U T. 4. AHorAa ynoTrpeljieHNe IpeAJIOTOB 3aKpemjeHO 3a
IJIaroJIaMHU, IpUIAraTeJbHBIMH, IPUYACTHAMU, TaKMe clIydan
IIpeJiIcTaBaAgI0T ocobyio ciaokHocTh. Hike mpuBoxsaTcs npu-
MepHBle CHHCKM YCTOMYMBBIX IPeIIOoKHBIX (pas.

HexoTopsle mpennoxusie dpassr

to be absorbed in — GBITH NOTPY’KEHHBIM B

according to— coryacHo Yemy-JIu00

to be accustomed to — NPUBBIKHYTH K

to be afraid of — GoaTsea 4ero-aubo

to be anxious for/about — cuabHO XKesaThs Yero-ro/Gec-
MOKOUTHCA O

to be ashamed of — cTBIAUTBCA Uero-JIu6o

to be aware of — ocosHaBaTh 4TO-IN0O

to be bad at/for — naoxo uro-nmu6o AesaTh/GHITH Bpej-
HBIM IJIdA

to be capable of — OHITH CIOCOOHBIM Ha

to be confident of — GBHITH yBepeHHBIM B

to be due to/for — Gmaronaps/GhITE 06YCAOBIEHHBLIM
yeMm-1u60

to be fit for — noaxomuTs N8

to be fond of — nw6UTH uTO-THGO

to be frightened of/at — ucnyrarbcsi 4ero-audo

to be good at/for — menarh 4uTo-1MGO XOpoIno/OHITH IO-
Je3HHIM XJIA

to be interested in — OBITH 3aUHTEpEeCOBAHHEIM B

to be involved in — ObITH BOBJIeUeHHBIM B

to be keen on — cUJAbHO XeJaTh 4Yero-aubo; OoYeHb JIO-
6uTh uTo-aMbO
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to be liable for/to — OBITL OTBETCTBEHHBIM 3a/0BITH IIOJ-
BepKeHHLIM 4YeMy-Jau00

to be nervous of — HepBHMYATL H3-3a

owing to— 1o npuuuHe/0j1aromgaps

to be pleased with — pagoBaTsCa YeMy-1u00

to be prepared for — GBITH TOTOBBIM K

to be responsible for/to — oTBeduaTs 3a uTO-THGO Iepex
Kem-1ubo

to be scared of — ucnyrathca 4dero-aubo

to be sorry for/about — N3BUHATHCA 33/3KajeTsh O HYeM-
aun6o

to be successful in — uMeTs yclex B

to be suspicious of — nomo3peBaThH B

to be terrified of — ObITH B ysKace OT

to be tired of — ycraTs oT

to be used to — IPUBLIKHYTL K

Helco'ropme riaaroJibl C npegjaoraMmn

to accuse sb of — o6BUHATE Koro-1ubo B
to apologize to sb for — UBBUHATHCA Ilepe] KeM-TO 3a
to apply to sb for sth — obpaTuTbcss K Komy-1ubo 3a
to ask for/about — cupamuBaTh, OCBEJOMJISTHCA O
- to attend to— yXa’KMNBaTb 3a
to beg for— npocuTrs uTO-IHOO
to believe in — BepuTHL BO uTO-JU6O
to beware of — ocTeperarbcs 4ero-aubo
to blame sb for — BUHUTL Koro-aubo B yeM-1ubo
to charge sb with — nopyduaTs Komy-1ub6o 4ro-aubo
to compare sth with — cpaBHUBaTH 4TO-JU0O C
to comply with — coGaoxaTs uTO-1M00
to conform to— COOTBETCTBOBATH 4eMy-JIH00
to consist of — cocToATH U3
to deal with — nmeTs geno c
to depend on — 3aBUCeTH OT
to dream of — MeuTaThb O
to drop in — 3aiiTH, 3arNAHYTH K
to expose to — BBICTABIATL; IIOABEPraTh AefCTBUIO Yero-
anbo
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to
to
to
to
to

fight with sb for — GopoThea ¢ KeM-Iu6GO 3&

fine sb for — omrpadoBaTh KOro-To 3a

hope for — mHagesaThcA Ha 4YTO-JINGO

insist on — HacrauBaTh Ha uyeM-Iubo

interfere in/with — BMemuBaThca BO 4TO-IH60; Me-

maThk KoMy-Jaubo

to
to
to
to

live on — xXKuTh Ha 4TO-IU6O

long for — cunbHo XKejaTs yero-aubo
object to — BoapasKaTh IPOTUB

occur to — IPUXOAUTEL B TOJIOBY KOMY-JIH00

to persist in— HacTanBaTh Ha

to

prefer sb/sth to sb/sth — npepnouuTaTh KoOro-aubo/

qT0-11060 Komy-aubo/uyemy-ambo
to prepare for — TOoTOBUTBCA K
to punish sb for — HakaseIBaTH Koro-nubo 3a

to
to
to
to
to
to
to
to
to

quarrel with sb about — ccopurbca ¢ KeM-aubo u3-3a
refer to — cocaaTbca Ha UTO-JIN00

rely on — mosmararsca Ha Koro-iambo

remind sb of — HamoMuHaThE KOoMY-1u6O 0

resort to — npuberuyTs X

succeed in — JOCTUTHYTh Uero-jaudo

suspect sb of — moo3peBaTh KOro-auGo B

think of/about — nymaTts o

wait for — xzaThk Koro-anbo, 4To-1ub0

to warn sb of /about — npenynpexaaTs Koro-au6o o yem-

aubo
to
anbo

wish for — xejxark dero-au0o, CTPEMUTHCA K UeMY-

YnpaxHeHus
Exercises

1. IlepeBegure caepyoiue NPeJJIOKEHUS HA DYCCKUI ASHIK.
Haiigure B HUX nNpelioTH ¥ NONLITAHTECH ONDEJETNTE: X 3HAYEHUE,

1.

The college is making a major commitment to

electronically assisted learning and many courses modules
will become available on Internet.
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2. Teaching is also carried out by Canterbury based
staff who visit the London Centre on a regular basis.

3. Every student and member of the academic staff
belongs to one of our colleges.

4. Fees are charged at an hourly rate.

5. Demand for places is heavy so it is essential to apply
as early as possible — preferably at least six months in advance,
particularly if you are coming from overseas and have no
other support.

6. A thesis submitted for the award of a Doctorate must
also be an original contribution to knowledge or
understanding in the field of investigation.

7. The faculty committee is responsible for approving
all applications to register and for appointing a supervisor
for each student.

8. Completed application forms and references for this
scheme must be with the university by 1 May.

9. The bursaries are financed by donations from staff
and students of the university and the campus unions.

10. Universities have responded to the reduction in
Classics teaching at secondary level by broadening their
- programmes,

11. Research in classical literature and ancient
history usually involves use of primary sources in Greek
or Latin.

12. Potential supervisors for this programme have
expertise in a range of languages, in linguistics and in
computing.

13. Our students have been successful in attaining posts
as academics, researchers and librarians.

14. A general graduate seminar in Philosophy is held
regularly on Monday afternoons in term time.

15. This is a practical course allowing you to develop
interests and to explore them in depth.

16. The MA is aimed at graduates in modern languages
who are seeking to consolidate their knowledge in a wider
context.

17. Research is focused on the four major areas of
Biochemistry.
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18. Dissertations are written on the basis of the projects
and these are examined.

19. The enthusiasm of companies is reflected by the
award of annual cash prizes by leading companies to the
top graduates.

20. The MBA programmes are intended for those who
already have management experience and who are seeking
to develop their careers.

2. 3anonHNTE IPONYCKY COOTBETCTBYIOIMUMY IIpEAJIOTaMK M3
NIPUBENEHHOr0 HUMKE CINCKA U 00'bACHUTE CBOH BHIGOD.

to, by, of, in, for, on, about, from, with

I am a bit suspicious about that package that has been
left in the corridor.

1. Realists argue that the moral issues do not apply
states, whose relations should be governed
consideration national interest not of moral.

2. addition, America should not interfere
Israeli politics.

3. Mr Blair might not be able to force his party to vote

the tough limits public spending needed to get
the government’s finances shape.

4. Realists are more pessimistic progress
human affairs.

5. There are other reasons thedrop abortions.

6. Although Mr Gephardt is trying to look different

Mr Gore, he is not different enough to impress voters
much.

7. With $450 billion assets under management,
AXA is a world leader insurance and investment.

8. Brazil’s military police are responsible most of
the abuse.

9. Intrusive officials are suspicious anything the
government did not control, but paid too much Japan’s
voluntary services earlier this century.

10. response the public hostility generated
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the role of the press Diana’s life and death, editors

are struggling the problem of how to deal the
privacy issue general, and the royal family
particular.

3. 3anoJHUTE PONYCKYU COOTBETCTBYIOIU MY IIDEAJIOTAMHU M IIDO-
KOMMEHTHUPYUTE CBOH BRIGOD.

1. The research will require tests to be carried out
animals.

2. In February, L’Oreal set up a branch the company

Peking to supply their products the market
China.
3. The singer was released jail after being arrested
suspicion possessing child pornography
his computer.

4. Doctors, health professionals and consumer
organisations said attention should be focused the real
reason banning tobacco advertising — the decease and
death caused smoking.

5. The European directive banning tobacco
advertising sport will be discussed a Council

Health Ministers’ meeting Brussels 4
December.

6. This week, preparations began around the world
global action to attack the evil child labour.

7. Thursday, 20 November, the universal Day
the Rights of the Child, hundreds organisations,
London Rio and Manila Mexico, announced their
involvement a global march child labour.

8. The Independent Television Commission has
discontinued the transmission an advertisement
Direct Line complaints rival insurance companies.

9. Commuters my local station were informed
Thursday morning that their train was late because a
sudden fall of rocks the line Winchester.

10. The fall the European governmental system
based Marxism turned out to be a kind twilight

the gods that theology.
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11. He ran the university four decades, before
moving 1971 the largely ceremonial post
Chancellor and devoting much his energy
preaching.

12. A great deal her time was devoted
answering inquiries and writing her father.

13. Merrydown, the leading drinks making group in the
world, has been forced to delay the announcement its
financial results due an embarrassing administrative
error.

14. He said the business community should still prepare
now a single currency and be ready the UK to
join early the next parliament.

15. According the law probability, I must
have a good chance winning one the big prizes.

16. Most bids the UK manufacturing are
businesses that are being hurt the high pound, though
the inability of many British managers to cope
conditions the US market is an important factor
their readiness to sell out.

17. The fate National Westminster bank will
probably be decided outsiders.

18. London is arguably the most sophisticated world
financial centre assessing the world worth foreign
investments.

19. You will find them helpful answering queries
and the more problematic issues they are hard but fair.

20. That’s because the value your investment keeps
pace inflation and, addition, you will earn 2.75%
per annum over five years — all completely tax free.

4, BcraBhTe OfMH N3 YKAa3aHHRIX B CKOOKaX IIpefiJIoros.

1. According with/to) the British Bankers
Association, banks are discussing ways forward with Jewish
groups but are anxious (to/for) the government to
define its policy.

2. New research published in/by) the trade union
shows that stress (at/in) the workplace has a lot to do
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(with/in) how we communicate (to/with) each
other and the kind of relationships we enjoy.

3. Investors who want to save the planet while saving their
money can choose (among/from) a range of genuinely
“green” investment funds, many of which have performed
better than the market (in/during) the past year.

4. Hundreds of jobs have been created as a result
(of/in) the implementation of energy efficiency policies.

5. One of the first initiatives aimed (to/at) creating
environment-friendly homes and businesses was the Standard
of Performance (of/for) Energy Efficiency Programme.

6. Originally intended to run (for/during) four
years, it will now go on (by/until) the year 2000.

7. The climate is starting to hot up in Japan where
politicians and their officials have gathered to take part

(at/in) a 10-day summit (at/in) Kyoto to agree
(with/on) targets for greenhouse emissions.

8. Voters (in/at) the beautiful old cathedral city of
Winchester are going to have a re-run of the general election,
raising the prospect of a fascinating and violent three-way
fight as all the parties seize the opportunity to score political
points (in/at) what will inevitably be a close-run contest.

9. It should have been a straightforward day out for
the Prime Minister in Moscow, lining up alongside Boris
Yeltsin for cheerful photo-opportunities, hanging (in/
on) the Metro, meeting the people (at/in) the Red Square.

10. If housework had to be paid (to/for), the national
output would probably double overnight, according (to/
with) a survey done (at/by) the Office of National Statistics.

11. Surprise surprise — women spend twice as much time
______(in/on) average doing unpaid work (about/at)
the home as they spend in paid employment.

12. The mistress of Paolo Gucci was yesterday banned

(for/from) keeping horses (during/for) five years
after admitting charges of causing unnecessary suffering.

13. A hasty apology has been issued (by/from)
Manchester-based firm who would like to ensure their
customers that all their products are thoroughly checked
and come (to/from) the best suppliers.
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14. Reports of technical errors and inaccuracies
(of/in) the interpretation of screening testing have caused

shock and anger and led to an increased demand (of/
for) information.
15. Screening has a key role to play (for/in)

preventing cancer and (in/at) its early detection.

16. The Nobel Prize committee surprised scientists
yesterday (by/with) awarding its medicine prize
(to/for) Stanley Prusiner.

17. Thousands of British football fans are due to travel
to Rome this week (for/to) England’s World Cup match

(with/against) Italy.

18. Scotland Yard and the West Midlands have recently

set up an internal telephone hotline for their own workforce

to inform (about/on) their colleagues if they suspect
them (in/of) breaking the law.
19. (During/For) the past eight years, doctors in

Nottingham have been experimenting with a substitute
(for/of) the human ear.

20. The teenage nanny Louise Woodward went
(to/on) trial on the United States yesterday charged
(with/for) the murder of a nine-month-old baby in care.

5. 3amoHUTE IIPOITYCKM COOTBETCTBYIOIIMMY ITPEJIOTaMH U 00'bsIC-
HUTE CBOX BBIOOpD.

1. Thanks a British Council project, Muscovites
have recently been able to enjoy reading poems British
and Russian poets the walls their metro trains.

2. Mr Mayor also said that he thought the present A-level
system should be replaced a Continental style exam
which pupils would study five subjects two years.

3. Environmental groups have long been campaigning

a vote Value Added Tax products which
help people to save energy, like insulation.

4. President Clinton and more than half of his Cabinet
took part a day-long conference climate change
yesterday.

5. The Prime Minister, Tony Blair, announced yesterday
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that Britain would grant Russia a further 500 million pounds
export credits recognition Britain’s
increased confidence Russia’s economic achievements.

6. the end a week in which Bill Clinton went

the road to open a debate race relations ...

7. US insurers are already insisting houses lost

floods being rebuilt safer places.

8. I am greatly disturbed the suggestion that the
government is about to abandon the principle free
third-level education.

9. I had left a reasonably well-paid position to gain
some experience schools.

10. Mr Wallace, one the most widely recognised
chief executives Japan, is leaving family reasons
and will return the UK to take up past Ford.

11. VW said it was interested buying UK luxury
car-makers put up sale Vickers, the engineering
group.

12. A report based anonymous interviews which
it published June showed that a large number
call centre employees felt stressed and depressed.

13. The company has cut thousands jobs the
past four years as it has refocused its business its
most successful brands and increased its marketing spend.

14, The commission was asked EU food safety
experts the end July to propose labelling
the two products.

15. The project is the latest a series high-
profile infrastructure developments Thailand and other
south-east Asian countries.

16. The government will try to reassure food companies

promising the agency will only forbid foods
safety reasons.

17. The government’s ban selling beef the
bane the animals more than six months old aims to
remove this risk.

18. It will be studied a review group headed
former artistic director the Royal National Theatre,
Sir Richard Eyre.
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19. The convention will be presented national
parliaments when it has been agreed governments.
20. The battle will be crucial both stations.

§ 4. TpyaHocTn B paccTaHOBKEe 3HaKOB NpenHaHuA-
Punctuation Difficulties

IlyukTyanus, T. e. paCCTAHOBKA 3HAKOB ITPeIIMHAHUSA, KaK 1
optdorpadus, ABJIAeTCA OJHON M3 OCHOB IDaMOTHOM ITMCHEMeH-
Ho# peun. Ecau Bur He BirageeTe opdorpaduei ¥ NyHKTyalueH,
HeJb3s OBITE YBepeHHBIM B TOM, YTo Balll agpecaT afeKBaTHO
noiiMeT cofepkanue Baitero nucema. Kpome Toro, npasuianHoe
IIYHKTyaltMoHHOe 1 opdorpaduiaeckoe ohopmiieHre IIUCEMA SAB-
JIAETCHA 3aJIOTOM BAIeH IT0JIOXKUTEeJEHOH DeITyTAITHMH,

1. 3Hakn npenuHaHunA
Punctuation Marks

IlyakTyanusa BEITIOJHACT pasfieIUTeNbHYIO GyHKnuwo. OHa
TIO3BOJISIET YETKO BEIPA3UTE M O(DOPMUTE MEICJIL Ha TIHMCBME.
IIpaBusbHAA IIYHKTYAUHA II03BOJIAET ABTOPY IIHCHEMA CTPOMTH
CJIO’KHBIE TIPEIJIOXKEHNA, UTO IIOMOTAeT IONIep KaTh HMHTepec
YHTATEJA U TOUHee IlePe/aTh CollepiKaHMe. B HEKOTODBIX CHY-
yagx HecoOJIO/leHMe NIPAaBUJI IIYHKTYAIMU MOXKeT IIDHBECTH K
IIyTaHUIE W OIINGOYHOMY TIOHWMAHHUIO COJEeDKaHMUA.

2. Touka
Full Stop (.)

Touka YKa3bIBa€T HAa 3aBepIIeHHWe BBICKA3LIBAHHSA.

It is most urgent that the patient should be taken
to hospital.

ﬁ Edward was arrested on suspicion of murder.
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TodKy CTAaBAT TaK)Xe€ B COKDPAINEHHEIX (opMax CcJOBa,
IIpM 3TOM CchelyeT pas3nuuaTh ab0peBHaTyphl U COKpalge-
uusg. Coxpamenue — 3TO COKpAallleHHOe CJIO0BO, B KOTOPOM
OIlyIIeHbl IOoCHeJHHe OYKBEI IIepBOHAYAJLHOrO cyoBa. A0G-
peBUAaTypa — 3TO CJIOBO, B KOTOPOM WCIIOJB3YIOTCHA TOJBKO
HaYaJbHEIe OYKBbBI CJIOB W IPONYINeHsl mocaegHue. B cokpa-
IMeHWAX CTABUTh TOYKY He o0s3aTesbHO:

Dr = Doctor (cokpairieHue)
ﬁ Mr = Mister (coKpalnenue)
Mrs = Mistress (cokpalgeHue)
a.m. = ante meridiem (ab0peBuaTypa)
P.O. = Post Office (abbpeBuaTypa)

B Benuxo6putanuu u CIIIA Touxa Taxske ynorpebiser-
CH AJiA OTHENIeHH A JeCATUYHOU ApoOH OT LeJsioro YHcja, BO MHO-
THX ApPYIUX CTPaHAX, 0COOEHHO B CTpaHAX KOHTHHeHTAJLHOH
Espornsl, ¢ 3To# menbio UCIOIL3YeTCs 3aIlATad, 8 He TOYKA.

3. 3anaTana
Comma (,)

3ansiTas UCTOJbB3YeTCA JJIA OTHeJleHNA YacTell CI0RHD-
ro npefJoxeHus (IpUAATOYHEIX MIpeAJIoKeHu):

us at Easter, but I have not heard from him yet.
Although I have not heard from my uncle yet, I am
expecting him for Easter.

ﬁ My uncle said that he would think about coming to

Ecou 4acTs CJIOKHOrO IIPEIJIOKEHHUA MOXXKHO ONYCTHUTH
fe3 M3aMeHEeHUA OCHOBHOI'O CMEICJIA, TO OAHY 3AIATYIO CTABAT
B Hadaje, a BTOPYIO — B KOHIle TAKOTO IIPEJJIO’KEeHNA:

has been very useful.
The Alps, which are the highest mountains in Europe,
are popular with skiers.
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3ansaTeie TAK)Ke YIOTPeOJ AT IIPH IIepeYticieHUH Ka-
KHX-JIU00 IIpegMeToB, COOBITHH, (haKTOB:

Mary bought sugar, salt, bread, honey and milk.
ﬁ Red, white and rosy flowers were planted in our
garden.

Ofparure BHMMaHHe HA TOT (akKT, UYTo B GpUTaHCKOM
BapHMaHTe aHTIMHACKOTO #3BIKa IlepeX CJOBOM and 3anaTas,
KaK TIpaBHJIO, He CTaBHTCH. B aMepHKaHCKOM e BapUaHTe
aHTIMHCKOTO A3LIKA 3&IATYI0 B 9TOM IO3MIIMM YacTo CTa-
BAT.

4. Touka ¢ 3anAToON
Semicolon (;)

ITOT 3HaK INpelIMHaHUSA BHIpayKaeT nays3y, KOTopas IIpakK-
TUYeCKM paBHa Iay3e TOYKM, HO CTABUTCA B TOM CJydae,
€CJIM /1Ba NPENJIOXKEHUS MMEIOT JIOTHYECKYI0 CBA3L:

The night shift staff start appearing at 4.15 p.m.;
ﬁ the day shift ends at 4.30 p.m.

He had never been to France; it has always been
his ambition.

Touka ¢ 3anATOR MOMKET TaKMKe YIOTpebJATHCA IIpH Ile-
pedulrC/IeHHNN, €cJIU Kakjaas ¢pasa, BXOAAMad B Ilepeducie-
HUe (OLHOPOMHBIN YWJIeH MPEAJOMKeHNA), CONePXUT HECKOIb-
Ko cJoB. IIpu ynorpebiesuu TOYKM C 3amAToM Nepel] Hada-
JIOM IIepeyMclieHusA CTAaBUTCH ISBOETOUHE;

We have visited many places in Moscow in the last
ﬁ few days: Stary Arbat, where artists sell their
paintings on the street; the Tretyakov Gallery with
its marvellous collection of pictures of Russian
artists; and of course, the Kremlin.
There are two important things to consider: first,
your education; second, the expense on it.
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5. 1soeToune
Colon (3)

JIBoeToume CTABUTCH Ilepel] HAYAJIOM IepeducjeHus, co-
CTOAINETO H3 CJOXKHEIX (hpad, pasleseHHBIX TOUKOH C 3alldA-
TOH B IIpMBeJeHHOM BEIIIE IpuMepe. A TaKiXe IJIA pasjese-
HUSA JBYX YacTeM CJIOXKHOrO IPEINJIOMEHUs, B KOTOPOM BTO-
pasi 4acThk MJJIOCTPHPYET CMBICH II€DPBOTC IIDENJICIKeHUS:

The human society remains divided: rich and poor,
ﬁ north and south, the employed and the unemployed.
The house had been neglected: it was in a mess.

6. Anoctpod
Apostrophe ()

ArniocTpod cTaBUTCHA B CYINECTBUTEJbHEIX B hopme IIpH-
THAMKATEJLHOTO Majielka, & TAKXe JJNA TOra, YToOkl IOKA3aTh,
YTo B CJOBE OBIJIO NpPOIYyINeHo HeCKOJBKo OYKB (B IIDHHA-
THIX COKpallleHHEIX Gopmax — I'm— I am, he’s — he is,
they’d — they would, they had):

ﬁ It's Robin’s day off.

B 5ToM ImpejuioXKeHHM alnocTpod) CTABUTCHA B ABYX CIY-
yafx: it’s IoKasslBaeT oTcyTcTBUe OYKBEI i — it is, a Robin’s
03HAYAEeT, YTO BRIXOAHOH JeHb IIDUHAAJNeXKUT Pobuny:

the princess’s dress
ﬁ men's rights
king Charles’s palace

IIpu BEIpa’KeHWH IPUTAXKATEILHOCTH Y CYINECTBHUTENb-
HBIX WCIIOJEL30BaHWe amocrpoda ABJserca Hopmoi. OOparTuTe
BHMMAHME, OJJHAKO, YTO HU B KOEM CJiyYae HeJIb3s IIpHOaBIATL
anmoctpod K IPUTAXKATEILHLIM MECTOMMEHHIM [Js obpaso-
BaHUA Ux a0CONIOTHON hopMEL: his, hers, theirs, its, ours, yours:
WUCKJIIOUEHNEe COCTABJISeT JIMIIL MeCTOHMeHHe one’s.
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7. KaBbluku
Inverted commas (‘') n Quotation marks (* )

OnmHOYHBIe KABLIYKH CTABATCA AJS TOro, YTOOBLI IIOKA&-
3aTh, YTO CJOBO yIlnoTpebieHo B IlepeHOCHOM 3HAYEHWH W,
KaK IIpaBMJIO, MMeeT OTPHUUATEJbHYI KOHHOTAUWIO HUJU
ynoTpebasieTcss B KAPrOHHBIX BBHIPAXKEHUAX:

Her typing ‘skills’ are non-existent.
ﬁ He called himself ‘imperor’, but he was gully just.
a dictator.
He was arrested for smuggling ‘smack’.

KaBHIYKH NpMMeHAIOTCH B IIPAMOH pedYH INJIA BBILeJe-
HUS IUTATHL.

ﬁ “Come back as soon as you can,” she said.

The sergeant shouted, “Halt!”

B aTom cinyuae TOYKa CTABUTCA IIoCJe KABBIYEK, TaK
KaK ILHTATAa COCTABJSAET JNHUIIL YaCTh IIpejJoKeHus. Eciau
Onl ObLIa yoTpebsieHa TOJNBKO IIUTATA, TO TOYKY HYMHO OBIIO
OB CTABUTE BHYTPH KABBIUEK:

ﬁ ‘Her so-called typing skills are non-existent.’

JIBoViHBIe KABBIYKH CTABATCH AJA YIIOTPeOJeHWHA IWTAr
TEl BHYTPH IUTATHL:

‘This card says “Happy New Year!”,’ she said.
ﬁ The witness said, ‘I distinctly heard him say, “Don’t
be late,” and then I heard the door close.’

7. BocknuuarenbHbIA 3HaK
Exclamation mark (!)

BocKauuaTeNrHeIR 3HAK yIoTpedasdercs mias BeIpake-
HUA BOCKJIWIAHUA:
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ﬁ Get out! Go away!' Come here!"What a wonderful
day!

BockiuuarenbHBIH 3HAK CTABUTCS B ITPOCTOM IIOBECTBO-
BATEeJBHOM IIPEJIOXKEeHUY IIPY BLIPAXKeHUH BO30Y KJIeHHOTO COo-
CTOAHUSA WY CUJILHON 3MOLMU: PAJOCTH, CTpaXa, YAUBICHUS.

8. BonpocurtenbHblii 3Hak
Question mark (?)

BOIIpOCI/ITEJII:HLIﬁ 3HaK CTABHUTCH B KOHI€ BOIIPOCHUTEJIb-
HOro npenyIoXeHusd.

Who was the first to enter the room?
ﬁ When are you going to leave for Spain?

9. Kpyrnble 1 kBagpaTtHble CKOBKM
Brackets () or []

Kpyrasle ¥ KBaJpaTHBEIe CKOGKHM yIoTpebJIAIOTCA OIA
BELIEJIEHUA NOIOJHUTENLHOH yacTu npeanoxeHus. Kaxk u
3aINSATEIe, OHHU BEIJENAIOT NPUNATOYHLIE IIPENJOKEeHUA B
CHOXKHONOAYMHEHHEIX IpejJodKeHuax. Mx Tak’Ke CTaBAT C
1eJbsi0 pacindposKu ab6peBHATYDH, JedUHHINH, IIPUMEDA,
WJLIIOCTPAUUH ¥ 0D03HAYEHUSA [ATHI:

AIOC (American International Ore Corporation)
ﬁ declared profits of...

AIOC (Metals Trading company) declared profits
of ...

AIOC (which has its headquarters in New-York)
declared profits of...

I cannot go to this bar (1) because I can’t afford it,
(2) because I am very busy (3).

KsajgpaTHrle cKOOKH uaime BCEro MCIIOJIb3YIOTCA ANA 3aK-
NIOYEHHHA B CKOOKYM BBOJHOTO IIPEJJIOKEeH s, MHOTH8 UX CTaBAT,
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ecsiM cJIoBo Uiy (hpa3a BBOAATCS B IHUTATY; 3aKJIOUYeHHOE B
KBajpaTHBIe CKOOKM IIpPeJIo)KeHHe NOJIKHO IIPeJCTaBJIATE CO-
0ol 3aKoHYeHHOe CMELICJIOBOE BEICKA3LIBAHHE, T.€. MMETEL 3a-
KOHYEeHHBIH CMBICJ IIPH HUCKJIIOYeHHM ero U3 KOHTEKCTa:

ﬁ ‘Perhaps the only good reason [for going on leave
at this time of the year] is that I am terribly tired.’

10. Tupe
Dash (-)

Tupe ~ 3T0 HepopMAaNBHEIN CIIOCO0 BEIZIEJIEHUA BBOJHO-
ro NpelIo)KeHUdA, TAK e Kak ¥ 3aIATad M cKoOGKH. B aToMm
caydae Iay3a HEMHOTro AJHHHee, YeM IIPH 3allATOM, HO He-
CKOJIBKO KOopode, YeM IIpHM TOYKe C 3aIIATO:

it was chaos.

ﬁ People crowded in, ambulances and police arrived, —

11. OQecbuc
Hyphen (-)

Heduc ucnonbp3yeTcsa IpU IIEPeHOCEe CIOTA OJHOTO U TOTO
JKe CJI0BA MJH JJIA OT/eJeHUS IIPUCTABKYU OT OCHOBBI CJI0BA
(ex-wife, anti-fascist, pre-recorded, co-ordination, re-elect).
HWHorzaa neduc cTaBUTCH Bo u3bexXaHMe CMBICJIOBOH MyTaHU-
uel. CpaBHUTE:

recreation = play, Ho re-creation = creating again.
recover = get well, HO re-cover = covering again.
reform = to reorganize, Ho re-form = to form anew.

Heduc ncnonsadyercsa g coefMHeHUA HeCKOJBKHX IIPO-
CTHIX CJIOB B ONHO CJIOXKHOE:

ﬁ a five-year-old girl, daughterin-law, out-of-date, time-
consuming job, follow-up, 70-80% = between 70 and 80%.
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YnpaxHeHuns
Exercises

1. Ucnpassre omubKky B ynorpebaernn anocrpoda B clesyio-
IMX IPEAN0KEeHNAX.

1. You’ll never believe whose car I rode in last week —
Rachels!

2. 11l be honest; it’s not really her’s.

3. It’s her parent’s.

4. You know Rachels learning to drive a car.

5. Were still laughing at Rachels’ attempts to park
the car.

2. Ilepenuinure caeRyiollee IHUCHMO, IPABHILHO YIOTPeOHB. a0~
cTpod ¥ IPONMCHEIE DYKBHL.

dear jo and paul,

thank you for having robin and me for the weekend. we had
a great time, especially at the dinner party sunday night.
wed never had such a dinner before, and now we cant wait
for our next onel robin especially liked the apple pie. im sure
hes going to make it!

we also enjoyed the tour round town on saturday and our
visit to the museum of folk art. it was terrific!

we hope youll come to visit us soon. theres a lot to do here,
too, and well plan a big weekend. theres a wonderful museum
with a large collection of indian art that im sure youll find
interesting. didnt you say you were free in november? why
dont you come then?

thanks again
love
julia

101



3. PaccraBbTe 3HAKH NPEIMHAHHUA M YIIOTPeOuTE MPOOHMCHEBIE
OYKBHL B CIeAVIOIIEM PeKOMeEAaTeAbHOM INHUCHME.

i have been asked to write a letter of recommendation for
ms sue kay i am very pleased to do so i have known ms kay
since 1991 i was her faculty adviser and had her in several
of my classes

ms kay is a very capable creative person one with integrity
and a high sense of responsibility she approaches a job
with a great deal of enthusiasm energy and organisational
ability she has worked and lived in several countries italy
spain france and sweden and has always adapted readily
to new cultures and environments in addition she speaks
french and spanish fluently along with her native language
english ms kay is a person who is knowledgeable about
other cultures and is open to learning more she relates
extremely well to peaple of all ages sensitive and tactful
in dealing with them

i recommend ms kay highly for a job requiring these skills
i wish her lots of luck in getting a job

dr christopher knight

faculty of political sciences
keele university

4. PaccraBshTe 3HAKY IpeIMHAHHA: JBOETOIHE, TOUKY C 3allf-
TOM, 3BHATYIO M TOUKY, & TAKXe yhnorpebure nmponucHsle OYKBBI B
CJAEeYIOIIEM HeJIOBOM IIHChME.

dear mr brenton

we are proud to announce the formation of a new and
innovative international advertising agency business
promoters international we are convinced that you will
recognise our potential as an extremely effective
international advertising agency we are equally convinced
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that you will want to choose business promoters
international to plan your international advertising
campaigns

let us tell you a little about our personnel our five promoters
together represent approximately 45 years of advertising
experience throughout the world the far east europe the middle
east latin america and the united states their language and
cultural backgrounds are as varied spanish french chinese
arabic and greek of course all speak and write english fluently
this multilingual aspect of business promoters international
is a great plus when handling the delicate matter of
translating advertising slogans from one language to
another to illustrate the importance of this you need only
recall the unfortunate translation of the pepsi slogan come
alive with pepsi which was translated in taiwanese as pepsi
brings your ancestors back from the grave

business promoters international is committed to designing
advertising tailored to your company’s marketing needs
we believe in what our name represents promoting your
business throughout the world we look forward to the
opportunity of working with you

sincerely yours
joanna rogers

5. PaccraBsTe 3HAKM IPENUMHAHUA M YIOTPEOHTE IPDOINCHEIO
OYKBHI B CJI€QYIOIIEM IIOBECTBOBATEILHOM TEeKCTe.

canterbury and the region

canterbury is on the shortest route between london and the
channel ports and has been the commercial and cultural
heart of kent in south-east england for hundreds of years
the county has areas of great natural beauty with classic
english villages castles and seaside towns such as whitstable
and herne bay

193



the channel ports of dover and folkestone and the channel
tunnel are 30 minutes from the university and there are
excellent rail and motorway links to london 55 miles to the
north-west

the city is a lively mix of ancient and modern not just a
place for tourists visit but somewhere with lots to offer
those who live and work there its ancient streets and
walkways are packed with second-hand bookshops gift shops
pubs and restaurants wander round the centre and you are
sure to find a restaurant to suit your taste canterbury also
has modern shopping malls for the high-street chain stores
two swimming pools the famous county cricket ground the
marlowe theatre a cinema and night clubs

6. PaccraBpTe 3HAKM NIPENUHAHUA B CJIEAYIOIIUX IIPEIIOKEHN]-
AX U apTyMeHTHpYiiTe cBoil BHIOop. OGpaTuTe ocofoe BHUMaHKUe Ha
HUCIIOJNB30BAHNE 3aIATOMH.

1. The London centre itself is situated in the heart of
London within a walking distance of the British Museum
Covent Garden and Trafalgar Square.

2. There are four colleges at the university of Kent Darwin
Eliot Keynes and Rutherford each one has a substantial
self-contained building.

3. The Templeman Library’s services and its growing
collection of books (over a million) periodicals pamphlets
slides and electronic media form the central resource available
to you to support your research.

4. Whether you are a recreational user or a serious
athlete you are offered a warm welcome and the opportunity
to enjoy yourself.

5. If the sport you enjoy has no club why not start one

6. This subsidy is arranged directly between the student
and the Students Union.

7. The Chaplaincy Team comprises Anglican Baptist
Roman Catholic Jewish Methodist Orthodox Pentecostalist
and Society of Friends chaplains and there is a chapel in
Eliot college which is open to all.
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8. Park Wood Courts are terraced houses comprising
five or six single study bedrooms grouped informally in
parkland with space available for cars and bicycles.

9. The Doctoral programme was developed for those
students who although wanting to pursue a research degree
do not have outstanding research skills.

10. The publications which are available at the British
Council Offices in your home country will have lists of trusts
and sources of grants to which you may apply.

11. At Kent the teaching and research of classics staff
share the interests of drama comparative literary studies
history the visual arts theology and archaeology.

12. Our central coverage is limited to literature in English
including the literature of Britain North America and
Australia and in the other languages taught at Kent French
Italian German Spanish Latin and ancient Greek.

13. There are regular seminars in Medieval and Tudor
Studies Medieval and Early Modern History Modern History
the History and Cultural Studies of Science and the Study
of Propaganda.

14. Information can be found quickly and easily under
any of the cataloguing terms used e.g. cartoonist publication
date name or subject.

15. The programme described below introduces a wide
range of approaches to science one of the most powerful and
important elements of the modern world.

16. Projects are presently restricted to specific languages
but are being constructed so as to allow them to be extended
to other languages.

17. Films especially documentary films are often treated
as an important source of historical information meanwhile
film itself in all its forms and uses is a mode of representation
with a specific and particular history.

18. The school is well equipped it has excellent general
research laboratories together with a range of specialised
facilities.

19. The course consists of lectures supervision practical
classes and a research project.

20. The research programme enables you to engage in
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independent research under the supervision of a member of
staff with an appropriate research interest whom you will
meet on a regular basis.

7. IlepeBeure caeayIOIye IPEAIOKEHNA, PACCTABLTE BATIATLIE
U oO'bACHUTE CBOI BHIOOD.

1. Of the 14 million smokers in Britain for instance
more than 9 million say they would rather be non-smokers.

2. These are powerful arguments but they are not
ultimately convincing.

3. ‘Self-interest also plays a part’ he said.

4. Even in more prosaic issues than those war and peace —
the observance of international agreements on trade or the
environment for instance liberal democracies are more likely
to play by the rules.

5. All very well the sceptics reply but even with a global
economy the world is not a global country with a global set
of laws.

6. The sums are unbelievable $250 billion spent on
cleaning up banking crises in emerging markets since 1980.

7. European dictatorships collapsed in Greece Spain
and Portugal in the mid-1970s.

8. Labour name Nick Scheele chairman of Jaguar Cars
is one of six businessmen who backs its wage-scheme.

9. Mr Scheele says: “Whether this scheme is better than
the other I really don’t know.”

10. Three other far-left parties are competing in this
election: the Socialist Party the Social Equality Party and
the Communist Party of Britain.

11. The breakfasts the lunches and the dinners the endless
speeches and the private seminars the industry forums and
the business commissions: all have represented a merciless
determination to achieve that.

12. Under Mr Blair none of that applies. For
nationalisation read privatisation; for planning the market;
for taxation a freeze on higher rate income; and for
promoting unions a no-favours policy involving strictly
limited concessions.
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13. Mr Yeltsin could of course take his turn after Nikita
Khrushchev who simply had Stalin taken out of the Red
Square.

14. She objects to the idea of counting trees which she
says would give Italy Spain’s main competitor an unfair
advantage.

15. If banks in emerging countries are to be made safer
and stronger their governments supervisors and managers
need to develop a better understanding of why banks get
into trouble.

16. Other industries starved of consumer demand are
copying the car industry.

17. The bank told lenders to restrict property loans to
20% of their portfolios (down from the current 29%).

18. But some east European exports including steel are
subject to EU anti-dumping duties; others such as textiles
and shoes are limited by quotas; and trade in agriculture
has barely been liberalised at all.

19. He wondered ‘How does he get away with this?’

20. He is a true fantastic and by all accounts a very
decent man.

21. What you describe is the mystifying unifying
healing and changing power of the symbol.

22. The only person who seemed unmoved was the
monarch who displayed every sign of being out of touch.

23. Diana took no risk: how hard is it to make a speech
or visit an AIDS hospital?

24. The real saint who died in Calcutta only several
days after Diana died put herself in danger and lived among
the poor as their advocate.

25. There are two kinds of economists those who can
count and those who cannot.

26. The IRA has again stopped its violent campaign
with achieving any of its goals except like loyalist
paramilitaries to be represented in talks.

27. Take the seven most populous countries on
Europe’s continent: Russia Germany Turkey (yes it is
European as well as Asian) France Italy Ukraine and
Spain.
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28. Until the next election in September 2001 the 165
representatives of the people must make the best of the
failed job.

29. People would vote with their feet choosing where to
live or where to invest according to the value of money that
each government provided.

30. America and Europe relatively speaking are much
better supplied with skilled workers and capital.



Mnhaea IV
MpunoxeHne

ChapterlV

Appendix

§ 1. YTo MOXHO Ncnonb3oBaTh B A4eNOBOW
nepenuncke
Useful Information for Business Corespondence

1. Cnucok Hambonee ynoTpebuTenbHbLIX B AENOBOW
nepenucke abopesunaTtyp 1M cokpalleHun

List of Abbreviations & Contractions Most Common
for Business Correspondence

A

ACCA |Association of Acconuanua gumJoMu-
Certified and POBaHHEIX Oyxrairte-
Corporate poB BenuxobpuraHuu
Accountants

a/c, acct. | account cuet

ack. acknowledgement IOATBepPKACHUE

add(r) |address azpec

ad(vt) advertisement o0'BABJIeHN e, PeKJaMa

A.D. Anno Domini Haure#l spsl szam.
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add. addendum NIpUIOKeHNe
ADP automatic data aBToMarudeckas obpa-
processing 6orxka pgaHHBIX (AOM)
ad val. }ad valorem ¢ 00BABJIEHHOA CTOMMO-
(according to the CTU tam.
value)
AG Aktiengesellschaft ofUIeCTBeHHAA KOMIIa-
(German public company)| Hu#a B 'epmannu
AGM annual general meeting | e;kerogHoe obimee
cobpaHue
a.m. ante meridiem (before |xo monyzusa sam.
noon)
amt. amount CyMMa, KOJINYecTBOo,
HTOor
anon anonymous AHOHWMHBIHA
appro approval onobpeHUe
approx |approximately IPUMEDHO
Apr April amnpenan
arr arrival opubsITUe
a.k.a. also known as Tak ’Ke M3BeCTeH, KaK
AOB any other business 1 IpOYMe BOIPOCHI
appx appendix IpUJIoKeHue
ASA Advertising Standards |oTgen pexaaMHBIX
Authority CTaHgapTOB
assoc. association accoumanusa
asst assistant IOMOIIHUK, aCCUCTEHT
Attn Attention BHUMAaHUIO
Aug August aBrycT
AV audio-visual 3BYKO-3PUTEILHBIA
av. average cpenHUH
Av(e) avenue aBEeHI0
AWOL jabsent without leave HaxoaAunica B caMo-
BOJIBHO! OTJAYUKE
B
B.A. Bachelor of Arts faxkanasp TyMaHUTap-

HBIX HAVK
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BA

b&b
BBC
BC
BC

be
be

B.Com.
b.e.

BIM
bk
bldg(s)
B/L
BR

B Sc
BST

B/S
BSI

BT

British Airways

born
bed and breakfast

British Broadcasting
Corporation

before Christ
British Council
balance sheet
blind copy

Bachelor of Commerce
bill of exchange

British Institute of
Management

bank; book

building(s)

Bill of Lading

British Rail

Bachelor of Science
British Summer Time
bill of sale

British Standards

Institute
British Telecom

Bpuranckue aBHaJHU-
HUAHU

ponuBIIUIiCA

HOUJIer ¥ 3aBTpax (aada
MOCTOAJLILA)

Bpuranckasa pajmuose-
maTeasLHas Kopmopa-
nus

o0 Hamreil spbl

Bpurancknit coser

0aJiaHCOBLIH OTYeT

TMOMeTKa B MHUCHME,
KOTODPYIO CTABUT
aBTOD, €CJAU OH He
JKeslaeT yHOMHHATH
UM SpYroro ajgpeca-
Ta

fakanaBp KOMMepIUH

epeBOJHOIT BEKCEJIb,
TpaTrTa

BpuraHCcKUi# WHCTUTYT
MeHeJ;KMeHTa

0aHK; KHHUra

3JaHune, cTpoeHue(a)

KOHOCaAMEeHT, TPaHCIOpT-
HaA HakJajgHasd

Bpuranckas KejesHas
gopora

OaxaJyiaBp (eCTeCTBEHHBIX)
Hayx

OpUTaHCKOe JeTHee
BpeMs

Kynmuas

Bpurasckuit HUHCTUTYT
CTAHJAPTOB

Bpuranckue Tenexom-
MYHUKAIUK
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cat. catalogue KaTajaor
C centigrade 0 cTorpagycHoi IKa-
ne (TeMInepartyp)
c. circa (roughly this IpUMepHO, NpUOAU3U-
date) TeJNLHO, OKOJIO
c. cent(s), century 1eHT(0B), BEK
Cath Catholic KaToJnyecKuit
cc chapters IIaBhI
cc centuries BEKOB
cc carbon copy IIOMETKA B IIUCHME,
ecJId aBTOp JKeJsaeT
03HAKOMHUTL C HUM
olnpegesieHHOE JHIO
CD Corps Diplomatique IUIJIoMaTHyecKIi
Diplomatic Service Kopmyc ¢p.
C&D Collection & Delivery. |umHKacco u gocTaBka
C&F cost & freight CTOUMOCTL M (ppaxT
cap. capital Kanuran
CB cash book KaccoBasi KHUTa
CcC County Council coBer rpadeTBa
CEO chief executive officer |ucmonuurensHsIi
JUDPEKTOp
cf. confer (compare) CpaBHU
ch(ap) |chapters IJIaBbI
CIA(US)|Central Intelligence ITenTpansHOe pasBegbl-
Agency BaTeJbHOE yIIpaBJie-
Hue, IPY
CID(GB) |Criminal Investigation |oTmen yrososxoro
Department pO3bICKa, YToJIOBHO-
cJIeJCTBEeHHBINA
oThaexn
CGT capital gains tax HaJIOT Ha JOXOJX OT
peanusanund OCHOB-
HBIX CPejfCTB
chq cheque ek
c/o cash order nIpeabABUTENbCKAN
TpaTTa
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Co. company KOMIIAHUA

COD cash on delivery OIJIaTa IIPpH JOCTaBKEe

contd continued IIPOJOJIKeHue CJeAYyeT

cont contents cofiep:Kanue

Cons. conservative (GB) KOHCEDBATUBHAA IapTHA
Beaukobpuranum

Corp corporation KOpITopanus

Cv curriculum vitae JKHSHEOICAHHE

D

dd dated; deadline date LaTHpPOBAaHHBINA; IIpe-
JeJIbHas jara

D.D. Doctor of Divinity JOKTOP GOIOCIOBCKHX
HayK

Dec December nexabpn

deg degree CTeNeHb

dep depart; departure; OT'BE3KATh; OT'HLE3M;

deputy IeIryTarT

Dept department JenapTaMeHT

dif(f) difference pasHuIa

Dip diploma IUTIIOM

Dir director LHUDPEKTOD

DM Deutschmark HeMelnKas MapkKa

do the same as before TaK K€ KaK U paHbIIe

dos disk operating system |gmmcxoBas omepamuon-
Has CHCTeMa

DP data processing o6paboTka ZaHHBIX

Dr. Doctor JOKTOD (yueHas cmeneHo)

E
E & OE |errors and omissions HCKJI04Yafa OoInbKM
excepted U IPONIYyCKHU
EC European Community |Esponeiickoe coobize-

ctso (EC)
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ECS echantillons commerciaux | kommepueckue obpas-
(commercial samples) ubI ¢p.
ECU European currency unit | eBponeiickas pgeHexHas
eIMHK1A (9KI0)
EDP electronic data 3J1eKTpoHHaA obpaboT-
processing Ka JaHHBIX
e.g. exempli gratia (for HalpuMep .am.
example, for instance)
EEU European Economic EBponeiickuit sKoHOMU-
Union yeckuit cow3 (E3C)
EFTA European Free Trade Esponeiickas acconua-
Association uua csoBoxHo# TOp-
TOBJIU
enc. enclosed IIpUJIATACTCA
Eng engineer(ing) WH>KEHEeDP, NHXKeHepHoe
HUCKYCCTBO
etc. et cetera (and the rest) |u rax panee zam.
Esq Esquire 3CKBaMp
eta estimated time of pacyeTHOe BpeMs:
arrival IPUGBITHA
etd estimated time of pacueTHOE BpeMs
departure oTdnITUA
eve evening Beuep
excl excluding HCKII0Uas
F
f foot, feet; female; feminine | by, QyTor; Kenckmii,
JKEHCKOro moJa
fac. facsimile daKCUMHUIbLHBIN
fax facsimile daxc
FBI Federal Bureau of ¢enepanpHoe Gropo
Investigation pacciaenosanuit, @BP
(CIIA)
Feb February therpans
Fed Federal denepanbubIA
ff following (pages) crenypomue (CTpaHUIBI)
fig figure uundpa
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fl floor 3TaNX
FO Foreign Office MW Benuxobpuranuu
fr. franc dpaHK
Fri Friday NATHRIA
fwd forward 0TOCJIATH
G
GB Great Britain BenuxobpuraHusa
Gen General TeHepaJ
Gk Greek rpeyecKui
gm gramm(s) rpaMM(0B)
GMT Greenwich Mean Time |cpepHee Bpems IO
I’'pursnuy
GmbH |Gesellschaft mit KOMIIAHMA C OrpaHHAYEH-
beschrankter HOM OTBETCTBeHHOC-
Haftung (German Tei0 B ['epmanuu
limited company)
GP General Practitioner Bpau obmiedl IpaxTHUKU
gt great 3X0pPOBO
H
h height BBICOTA
ha hoc anno B TeKyIeM TORY .Jam.
HC House of Commons nanara obmua B Besu-
KoOpuTaHNU
HL House of Lords ImaJjiara JopjoB B8 Benu-
KoOpHTaHUU
HM His/Her Majesty ero/ee BeJUUYECTBO
Hon. the Honourable JOCTOIOYTEeHHBLINA
hosp hospital OonbHULA
HQ headquarters mrab
HP hire purchase IOKYIIKA B PACCPOUKY
hr hour yac
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i.e. id est IDYTH¥MY CNOBAMHY JAM.
(which is to say, in
other words)
Inc. incorporated 3aperuCcTPUPOBAHHEBIH
KaK KOopropauus
incl. including BKJII0Yas
info information uHbDopManusa
IMF International Monetary | MexxgyHapo Hbi
Fund BANIOTHRIX GQOHZ
Inst Institute UHCTUTYT
intro introduction BCTYILJIEHHE
inv invoice cueT-hakTypa
10Y 1 owe you JoJrosas pacIliCKa
1T Information Technology|undopmannonnasn
TeXHOJIOTHUSA
ital. italic KypCUB
J
Jan January SAHBaDh
Jr Junior MJIanIIuHA
Jul July HUI0Nb
Jun June UIOHBb
K
kg kilogram(s) KusorpaMm(oB)
km kilometre(s) KuJomMeTp(oR)
L
L/A Letter of Authority LOBEPEHHOCTE
Lab Labour party (GB) TpynoBasa unu Jneirbo-

PUCTCKaA TiapTusa
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Lib Liberal party (GB) nubepasbHas IIAapPTHA
lang language ABEIK
L/C letter of credit AKKPEAUTUR
LOC letter of commitment |rapaHTHiiHOe NHCbBMO
Ltd limited OorpaHuuYeHHEIH
[ux luxury JIIOKC, POCKOIIb
M
M.A. Master of Arts MarucTp ryMaHUTap-
HBEIX HAYK
Mar March MaprT
max maximum MaKCUMyM
mdse merchandise ToBap
memo memorandum 3alTUCKa
Messrs |Messieurs (Gentlemen) {rocmoma ¢p.
min minimum MHUHAMYM
misc miscellaneous pasHoe
mkt market DEIHOK
ml mile(s) muisa(ei)
mm millimetre(s) muanumerp(os)
mgr manager PYKOBOJUTENID
MS manuscript DYKONHChH
mtg meeting cobpaHue
N
NB nota bene (take special |o6paruTe BHUMaHMe Ha
note of) aam.
no(s) number(s) Homep(a)
NIS not in stock He OBITHL Ha CKJafge,
B aCCOPTHMEHTE
NL no liability He HeCTH 00A3aTelhb-
CTBa
npo non-profit making HEeKOMMeDpuUecCKas
organization OpTraHU3anUA
Nov November HOA0DE
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ob. obit (deceased) NOMHUHAJbHAN CJyx0a;
HEeKpoJior

Oct October oKTAODS

OHP overhead projector AMAIIPOEKTOP

008 out of stock He HMeThb Ha CKJAaje

0z ounce(s) yHUINA(1)

P

D page; penny; per CTpPaHWIlA; IIEHHM;
KaxabIH

pa per annum - each year |exerogHo

PA personal assistant JVYHLIA IIOMOIJHUK

para(s) |paragraph(s) naparpad(sr)

PAYE pay-as-you-earn IJIaTHTe II0 MEepe TOIo,
KaK 3apabaTeIBaeTe
(ymnaTa HaJOroB IIpH
noJiyyeHun sapaboT-
HOX ILIATHI)

PC personal computer IIePCOHANLHBIA KOMIIb-
I0Tep

p/d postdate ZaTupoBaTh Gosee IO-
BEHUM YMCJIOM HIH
fosee mosgHAA Aara

pd paid OILIA4YeHO

PG paying guest KBapTHPAHT

Ph.D. |Doctor of Philosophy |moxTop édunocodun

plc public limited company |obimecrBerHas KoMmmna-
HUA ¢ OTpaHUYECHHOMA
OTBETCTBEHHOCTHIO

pkt packet naxeT

P & L |profit & loss npubLLIL U YORITOK

p&Dp postage and packing IIepechlJIKa ¥ YIaKOoBKa

PM Prime Minister npeMbep-MHAHUCTD

p.m. post meridiem (after II0CJIE TIOJIYAHA JAAm.

noon)
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p.m, per month eXKEeMEeCHUHO
pop popular IONYJIsipHEIH
PO Post Office IIOYTOBOE OTAENEHUE
pD, P.p. |post procurationem II0 JOBEDPEHHOCTH .Jam.
(for and on behalf of)
pp pages CTPAaHHUILb]
PR - public relations o0IleCTBeHHLIE CBA3HU
Pres. President Ipe3UEHT
pro professional npodeccuoOHaIbHBINA
Prof. Professor npodeccop
pron pronunciation IIPDOU3HOIIIEHHUE
PS postscriptum NIPUIIKCKA Jam.
pt payment aaTex
PTO Please turn over. IToxxanyiicra, mepesep-
HUTE CTPaHHUIY.
—
Q
Qu gueen; question KODOJIeBa; BOIIPOC
qv quod vide (which may |cmoTpu Tam-TOo 2am.
be referred to)
R
R Royal KOpPOJIeBCK U
R & D |Research and Hay4YHO-HCCJIELOBATE b
Development CKHE ¥ OIIBLITHO-
KOHCTPYKTODPCKHE
paboTHI
rcd received IOJIY4YeHO
ref. refer to CCBLIATHLCH HAa
re with reference to CO CCRHIIKOM Ha
retd retired yUIeAUIIK# B OTCTABKY
Tev revolution DEBOJIIOIUA
Rev Reverend IPEOCBAIIEHCTRBO
RSVP respondez s’il vous OTBEThTE, ITOXKANAYyHCTA

plait (please reply)

Pp.
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Rt Hon. {Right Honourable JOCTOMOYTeHHBI
Rt Revd |Right Reverend Ero IIpeocBAleHCTBO
S

sae stamped addressed KOHBEpPT ¢ oGpaTHBIM
envelope azpecoMm

SAYE |save-as-you-earn cOeperaiiTe Mo Mepe I10-

Jy4YeHUHA NOXOZA aH2Jl.

sch school HIKOJIa

sec secondary; secretary BTOPUYHBIIN; CEKDETaph

Sen Senate CeHAT

Sept September ceHTH6DE

sgd signed NMOANHCAHHEIH

Sr. senior CTAPIINH

Soc society obmrecTBO

Sq square ILIoINanh

St street NALZHE)

Sun Sunday BOCKpECeHbe

sub subscription MOANUCKA

SRL societe a responsabilite |xomnanus ¢ orpanu-
limitee (limited YeHHOH OTBeTCTBEH-
liability company) HOCTBIO ¢hp.

T

Tech technical TeXHUYEeCKUM

tel. telephone TesiepOH

tbe to be confirmed OyZeT HOATBEDPXKIEHO

temp temporary BPEMEHHEIH

trans translated nepeseeHHBIH

Tue Tuesday BTOPHUK

Thurs |Thursday YeTBEpT

TV television TeJeBUAEHAe

TOPs training opportunities |BosMokHOCTH 00ydYeHHUS

tsvp tournez 8’il vous plait |nepesepuure, noxanyii-

(turn over)

cTa ¢@p.
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U

UAE United Arab Emirates |O6besunenHsie Apal-
cKue IMHUDPATHI
ult. ultimo (last) IIPOUIJIOr0 MeCHIla
UNESCO| United Nations KoMurer Opramusanun
Educational, O6bepuHenunix Ha-
Scientific and nM# 10 BompocaM
Cultural Organisation| o6pasoBaHus, HayKu U
KyaeTypsl, HHECKO
UNO United Nations Opranusanus O6menu-
Organisation HeHHBIX Hamuit, OOH
UK United Kingdom Coenurennoe Kopoaes-
CTBO
UFO unidentified flying HEOIO3HaHHBIA JeTalo-
object Ui obowext, HJIO
UHF ultra high frequency YABTPABLICOKAA YACTOTA
Univ university YHUBEDCUTET
urgt urgent CPOYHO
\'}
\'A victory nobena
vac vacation KaHUKYJIbI, IPA3KHUK
VAT value added tax HaJIOT Ha J00aBOYHYIO
crouMocTs, HIIC
vVC Vice Chairman 3aMECTUTeJb Hpefcena-
. Tens
VIP Very Important Person |ocoGo BakHas mepcoxa
VDU Video Display Unit BUACOMOHUTOD
viz. vidilicet (namely) TO ecTh, & UMEHHO
aam.
VP Vice President BUIje-TIPe3UEHT
vol volume TOM; 06'beM
\'E versus OpOTUB Jaam.
V.s. vide supra CMOTDPH BBILLIE QM.
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w west zamnarn

wk week; work Hejpens; pabora

w/o without Ges

w.p.m. | words per minute CJIOB B MUHYTY

WP word processing o6paboTKka Tekcra

wt weight BEC

WS Writer to Signet TIPUCHAMKHBLIH CTpATYMi

(8 IIomaanduu)

Xmas Christmas PoxxgecTso

yr year; your rox; saui(a,e,u)

yf yours faithfully C COBEDPIIEHHEIM IIOYTE-
HUEM, KCKpeHHe Bam

yrs ty yours truly ucKpeHHe Bam

ys yours sincerely UCKpeHHe Bam

& and coW3 H

@ at KoMMep4deckoe at B
agpece 3JeKTPOHHOM
TIOYTHI

Ne number HOMED

Cnucox coxpaujenuil
QH2. — AHTJIUUCKHA
aam.— NAaTUHCKUHA

@p. — bpaHUy3CKUI
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3. Cnucok cnoB, B KOTOPbIX YacTo AONYCKAKTCA
opdorpacpruyeckme ownNOKN
List of Frequently Misspelled Words

A
absorb — BIMTHIBATEH, IOTJIOIIATE
absorbing — BnuThIBaIOINH
absorbent — BcaceIBaromuit
absorption — snuTHIBaHUE, MOrJOLIEHKE

accommodate — npucnocabauBaTs; NpPefoOCTaBJATH
KUJIbe
accommodation — nmomelgeHue

achieve — mocrurars
achievement — mocruxeHue

acknowledge — npusHaBaTh; IOATBEPXIATH
acknowledgment /acknowledgement — npusHanme; mox-
TBepIXIeHNe; YBeJOMJIICHUE

acquaint — sHaxomurs
acquaintance — smaxomcTBO

acquire — npuobperarh; LOCTHIAThH, OBJIA/EBATh
acquirement — npuobperenue, oBIageHIe
acquisition — npuobperenue

address — aznpec; obpaimenue
address — agpecoBaTh; o0pamiaATHEH
addressee — agpecar

adequacy — COOTBeTCTBHE, aJeKBATHOCTD
adequate — cooTBeTcTBYIOIIMIT, aJ€KBATHBIHA
adequation — BrIpaBHUBaHUE

advertise — peKJIaMUDOBAThH, IOMeINaTh oOBABIEHME
advertisement — o06nsaBIEHUE, peKIamMa
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agree — COIJIAIIATHCH; JOroBapMBATHCS
agreeing — corJaiiasachs

agreeable — Boipakaromuii corjsacue, MpHeMJIeMblit
agreement — corsacue, KOroBoOp

allot - pacnpenexars
allotted — pacnpenesenHbIH
allotment — pacnpezenenue

analyse — amanumsauposarhb

analysis — aramma; analyses - MH. uncjyo or analysis
analyst — agamuTuK

analytics — amammTka

anonym — aHOHMM; IICeBJOHHUM
anonymous — aHOHUMHBINA, 0e3bIMAHHEIA
anonimity — amoRHMHOCTE

anxiety — GecrmoxoicTBo
anxious — 03a004YeHHLINA, TPEBOXHBIH

appreciate — oleymsars, IEeHUTH
appreciation — omenka, npu3HATEJIBHOCTH
appreciative — ymerommuii neHuTs, Grarogapepii

appropriate — nmogxonamuii, TpHCyIOUi
appropriate — nmpenuaszzauars
appropriation — npucsoenne, HazHaueHHE

argue — CIOPUTH
arguing — cnops
argument — noBox, aprymesnT

attach — nmpukpennsrs, TpuaaraTh
attached — npepauuLIil, IpUKpeEIJIeHHBIH
attachment — npepgausocTs, TpuKpenenue
attache — arrame nocosascTBa @p.
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beauty — xpacasuia
beautiful — xpacussrit
beautifully — xpacuso

belief — Bepa, noeepue

believe — Bepursn

believable — npasronono6HEBIHK
believer — Bepyoinui

beneficial — BrIroguBIHR
benefit — Brirona
benefited — uaBmeuenHsIit U3

Cc
commemorate — orMeuarp; IIpa3fHOBATH
commemoration — npa3gHoBaHUE, 03HAMEHOBAHUIE
commemorative — nmaMATHBIA, MeMOpPUAJIbHBIA

commit — coBepuiaTs; NIpUHATL Ha ceba obas3arenbcrsBa
committed — ¢opma nporrexnmi. Bp. or commit
committee — xomurer

commitment — nepenaua, ob6s13aTeNBCTBO

compare — CPaBHUBATH
comparative — cpaBHUTENBHBIN
comparatively — cpaBHHUTeJbHO

conceive — IIOCTUraTh, IOHUMATH
conceivable — mocTHKMMBIHK
conceivably — mpenmoJsoKuTeIbHO

conscience — cosecTh
conscientious — co3uareJbHBIA, YECTHBIHA
conscious — co3HamIINil, HaXOAALIUICA B CO3HARHH

D
deceit — obman
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deceitful — oOMaHYUBBEIH
deceive — oOMaHLIBATDH

defend — o0OpOHATH, 3AIMUINATEH
defendant - nmomcyaumerit
defence — zamura

defensive — oGopoHUTENBHBIN

descend — cmyckaTbcs
descendant - moromok

detach - oTzenaTs
detached — oTgenbHbIN
detachment — orgenexnue

develop - paszBuBaTh
developed — passuTsiit
developing — pasBuBalouica
development - passurue

differ — paamuuarbca
difference — pasnuuue
different — pasmmuHbBIR

disappear — HCYe3HYTh
disappeared — ucues
disappearance — ncuezHoBeHue

disappoint - paccrpourscs

disappointment — paccrpoiicTeo

E
eliminate — ycrpausars
elimination — ucxmoOuerMe

embarrass — cMyiiaTh
embarrassment — cMyigenue
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excite — BO3OyXIaTh
exciting — Boa3Gyxparommuit
excitement — Bo36yxxaeHUE

expense — pacXombl
expensive — poporoit
expensively — moporo

F
finish — sasepmiars
finished — 3aBepiuenusrit
finishing — zaBepmasn

fulfil - BrImOMHEATH
fulfilled — BrimosHeHHbIH
fulfilment — snInmosHenuUe

grief - mevans
grievance — o0uga
grievous — npucxop6usIit

guarantee — rapanTus
guaranteed — rapaHTMpOBAHHBIH
guaranteeing — rapaHTUDPYA

guide -~ pyKOBOZUTEID
guidance —- pyxKoBOACTBO

happen — cayuarscs
happened - cayumiocs

hygiene — ruruena
hygienic — rurnennueckmit
hygienics — ruruena

231



|
identic — Tor e caMbIf, TOXIECTBEeHHBLIHA
identical — ToT e caMbIif, TOXIeCTBeHHBIH
identically - unerTHUHO
identify — ycraHaBIMBATL TOMIECTBO
identification — oToMxzgecrTsieHMe

illegal — HeneransHBIA, He3aKOHHBIN
illegally — neszaxoxHO
illegality - memeranbHOCTH

illiterate — GearpamoTHbI#H
illiteracy - GearpamoTHOCTH

immediate - wemennenHsI
immediately - Hemeasenso

incur — noaBeprarscsa
incurring — nopsepraeMsiii ueMy-To

install - momemars
installation - ycrazoska
instalment — ouepennoit Ba"oC

interfere — MemaTsb, BMEIIHNBATLCH
interference — BMeHnIaTenbCTBO

irregular — mempaBMILHBIH
irregularity — menpasuanbHOCTB

jeopardy — puck
jeopardise - pucxosarh

K
knowledge — snauue
knowledgeable - zHaromuit
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L
label — apabIK, aTUKETKa, OUDKa
label — naryeuBaThH APABIK
labelled — MapKupoOBaHHBIN

liaise — moxep»KUBaTh CBI3b
liaison — cBA3B

M
maintain — cozepxxaTh, COXPaHATH
maintenance — cozep:KaHue

o)
occur — IIPOUCXOLUTH, CJIYYaThCH
occurred — IIPOM3OLIIO
occurring — IPOUCKOAITUN
occurence — cJy4ai, IpoucIIecTBHE

P
peculiar — ocobenH=IHi
peculiarity — ocobenHoCTH

permit - paspemuts
permitted — paspernui
permission — paspelreHue
permissible — pomycrumslit

possess — BJIaAeTb
possesslon — BJIaJieHUe, o0JajaHue
possessive — COOCTBeHHWYECKHH; IPUTHMKATENbHBIN

prefer — npenIO4YUTATD

preferred — mpoinezui. Bp. ot prefer
preferable — npexgnmouTHTe BHBIN
preference — IpezllouTeHUe
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privilege — mpusuaeruns
privileged — mpuBuUIerupoBaHHLIN

proceed — IIPOJOJIIKATE
proceeds — goxoxn
procedure — Impoleaypa

pursue — IpecjaenoBaTh, IPOAOIMAKATH
pursuing — mpecsexyIOUTUA

pursuer — IIpeciefoBaTeNb

pursuit — npecienoBaHUe, IOrOHA
pursuance — BBIIIQJIHEHHE

pursuant — cOOTEReTCTBEHHO

R
receive — moJiy4aTh, IpUHUMATH
receivable — ropHBI K IPUHATHUIO
receipt — pacnucka B nmoJy4YeHHU/KBUTAHIINA

refer — oTchlLIaTh
referring — orHocamuiica
reference — cchlJIKa; CHOCKA.

S
satisfy — ynoBieTBOpATH
satisfied — nmpomexnm. Bp. ot satisfy
satisfaction — ymoBieTBOopenune
satisfactory — yaoBieTBOpHTENBHBIMH

science — HayKa
scientific — HayuH=sIH
scientifically — mo-mayunomy

service — o0OcayXKuBaHue

servicing — o6Gcay)xkuBaronnii, odcayKusas
serviceable — mosesHslil, TPUrOAHBIN
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similar - cxopubIl
similarly — Tak ke, mogo6HLIM 0Opas3oM
similarity — cxozcTBO

sincere — uckpeuHuit
sincerely — uckpenHe
sincerity — mcKpeHHOCTH

skill - ymenue
skilful - mcKycHbI
skilfully - ucrycuo

succeed — JOCTUTHYTb

success — yciex

successful — ycmeirnsrit
successfully - ycmerrno
succession — IocJef0BaTEeNbHOCTE
successor — IIpeeMHUK

T
technical — TexHuuecKkui, IIPOMBINLICHHBIA
technically - Texuuueckn

technique — Texnuka, MeTox, clrocod

temporary — BpeMeHHBIH
temporary — speMeHHBI! pafoumii MaM cayammit
temporarily — BpeMeHnHO

true — ncTUHHLINA, HAacTOA M
truly — uckpenne

truth — mpasga

truthful - mpasguBsIi
truthfully - npasauBso
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4. OcHoBHble pasnuuus mexay GpuUTaHCKUM
¥ aMepuKaHCKUM BapuaHTaMu aHrnUMrACcKoro A3bika
Basic Differences between British & American English

OcHoBHble pa3nuuus B opcorpacpuu

BpuTapcKMi AvMepuKaRCKHMH
-our -or
honour honor
labour labor
colour color
splendour splendor
-re -er
centre center
theatre theater
litre liter
fibre fiber
metre meter
-ce -se
defence defense
licence license
practice practise
offence offense
-s- -z-
organisation organization
analyse analyze
-me, -ue

programme program
catalogue catalog
monologue monolog
dialogue dialog
11- -1-
travelled traveled
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cancelling
dialled

canceling
dialed

HEKOTOpre pasnuyna B NeKcuke

BpuraBckmii AmMepHuKaHCKHil
flat apartment
lawyer attorney
luggage baggage
milliard billion

taxi cab
company corporation
city/town centre downtown
chemist’s drugstore
lift elevator
autumn fall

petrol gas
motorway highway
cross-roads intersection

living room
coach

post

cinema
trousers
sleeper
railway
shop-assistant
time-table
football
underground
booking office
to be sick
advocate
lorry

boot

ground floor
first floor
second floor

drawing room
long-distance bus
mail

movies

pants

Pullman
railroad
salesman, clerk
schedule
soccer

subway

ticket office
to be ill

trial lawyer
truck

trunk

first floor
second floor
third floor
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HekoTopblie pa3nuuus B rpammartuke

BpurascKmMit

AMepuKkaHCKMIt

Have you heard the news?

He’s just gone out.

I’ve got a sister.

She hasn’t got a car.

I've got a pen.

I suggest he should see the doctor.

He did not eat at all.
at the weekend
Monday to Friday

different from/to
stay at home
write to somebody

Did you hear the
news?

He just went out.

I have a sister.

She doesn’t have a car.
I’ve gotten a pen.

I suggest (that) he see
a doctor.

He did not eat any.
on the weekend
Monday through
Friday

different from/than
stay home

write somebody
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5. MNpumepHbIA CAUCOK CNoB, 6AU3KUX
UM TOXAECTBEHHbLIX NO 3BYYaHUIO UK HanucaHWio
List of Words with the Same or Similar Pronunciation
or Spelling

A

adverse (BpenHslit,
HebIaronpuATHLIN)
affect (Bruars)

accept (mpuHMMATSH)
ail (xBops)

air (Boanyx)

aisle (med xpama)
ale cm. ail

allowed (mpomen. Bp. allow)
ant (mypageit)

anti (mpotus)

assure (3aBepaTs)
ate (mpoizen. Bp. eat)
averse cm. adverse*
aye cm. eye

averse (HeHABUIALIUH)*
effect (pesynsTaT; coeep-
IaTh)*

except (mcxiouars)®

ale (tueo)

heir (macnensux)

isle (ocTpos)

aloud (Bcayx, rpoMKoO)
aunt (rers)

ante (mpucraBka do-)
ensure (obecrieynTn)*

eight (nudpa 8)

bad (mroxoit)

bail (3anor)

ball (Msu)

bare (rosslit)

bawl cm. ball

beach (Geper, mnax)
bear cm. bare

bell (kosoxou)

¥ —~ TapOHUMBI
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bade (mpouex. Bp. bid)
bale (oxamka, xyua)
bawl (Bomis)

bear (mexBensn)

beech (6yK)

belle (¢p. kpacuBas neBylI-
Ka)



blew (upoires. Bp. blow)
boar (xabaH)

board cx. bored

bore cm. boar

bored (npowexix. Bp. bore)

bough (cyx)

boy (Manpuuk)
brake (Topmo3)
business (geso)
*buy (IoKymnars)

blue (roxy60ii)
bore (HacKyuuTs)

board (nocka, coBeT pupex-
TOPOB)

bow (Hoc KopabJsn)

buoy (6yii)

break (cromats, pa3duTs)
busyness (3aHATOCTD)

by (panom); bye (no cBuga-
HUA)

canvas (Xo0JICT)
ceiling (motoiok)
cell (sueiika)
cellar (morpe0)
cereal cau. serial
cheap (neleBsrit)
check (mposepsarts)
cheep cxm. cheap
cheque cxm. check
coarse (rpyOsiit)
complement (3aBepmrenue)

core (aapo)

council (coet)
course cx. coarse
cruise (nraBaHue)
currant (cmoponuna)

canvass (ompoc)
sealing (omeuarsiBaHme)
sell (mponasaTs)
seller (uponager)

cheep (nuck)
cheque (uek)

course (Kypc)

compliment (KOMILIXMeHT,
noxsana)

corps (kKopmyc)

counsel (corer, pemneHue)

crews (aKuUnAaNX)
current (morox; HacTosa-

U H)

dear (goporoit)

deer (oseHsb)



decease ca. disease®
deer cm. dear
dependent (saBucumsIit)

desert (nycThIHS)
device (ycTpoiicTBO)
diner (o0eparomuii)
disease (60s1€3HB)
draft (mabpocok)

dual (ngBoiicTBeHHLIN)

dependant (#ecamocTos-
TeNbLHbBIN)

dessert (necepT)

devise (u300peTaTh)
dinner (oGexn)*

decease (yMuparTh)

draught (cKBOBHAK, IIAIITKY
MH.Y.)

duel (gyanas)

effect cm. affect
eight cm. ate
elicit (u3Bynexarsn)

eligible cx. illegible
emigrant (aMuUrpaHT)
eminent (3HaMeHUTHIH)
enquire (cmpammuBaTh)
ensure (obecIle4YnBaTH)

exalt (mpocnaBisaTs)

except cm. accept
excrete (13BepraTs)

exercise (ynparkHeHnue)

eye (rnasa)

illicit (HesakoHHBI, 3ampe-
LIeHHBIN)

immigrant (uMmMurpasr)*
imminent (HezaMenauTeNh-
HBIH)*

inquire (pacciegoBats)
insure (3acTpaxoBBIBATHL)*
exult (TopsxecTBOBaTH, JU-
KOBAaTh)*

execrate (HeHaBUHETH, IIPO-
KJMHATH)*

exorcise (M3roHATH HEUHUC-
TYIO CHJIy)*

aye ( yTBepxKIeHue da)

fain (oxoTHO, ¢ pagocTsIO)

feign (npurBOpATHECA, IPU-
KUAbIBATHCH)



faint (morepaTe cosHamne)
fair (uecTHsIH)

fiend cm. friend

flour (myxa)

forward (oTmpaBaATH)
friend (zpyr)

feint (xpuTBOPCTEO)
fare (mmara 3a mpoesxn)

flower (1BeTok)
foreword (mpexuciosue)
fiend (gvsBoJ1, Bpar Hapona)*

H
hair (Bomocsl) hare (3as)
hear (3ByK) here (3necs)
heir (HacaenHUK) air (Bo3nyx)
here cm. hear
hole (nwIpa) whole (zensrit)
hour cm. our
1
illegible (Hepa3GopuuBEIil) eligible (umeromuit npaso
OBITH)
illicit cm. elicit
immigrant cx emmigrant*
imminent ¢x. eminent
inquire cm. enquire
insure cm. ensure*
isle cu. aisle
it’s (cokpamr. @. it is) its (npuramaT. MeCHOHMe-
HUe)
K

key (®arou)
knew cm. new
knot cam. not
know cm. no
knows cm. nose

quay (npuuasn, vabepexkHas)
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lead cm. led

leant cm. lent

led (mpourexn. Bp. lead)
lent (mpomrex. Bp. lend)
lightening (ocBemarn)
loan (saem)

lose (TepaTs)

lead (cBunern)

leant (mporrex. Bp. lean)
lightning (Moanus)
lone (ognHOKMIT)

loose (cBoGoaHRYif)

M

made (mporeaui. Bp. make) maid (Mosonasa neByluKa,
TOPHUYHAHA)

main(raaBubIi) mane (IrpuBa)
meat (MsaC0) meet (BcTpeTuThCs)
meter (A3MepHTEeNbHBIN metre (1 Merp=100 cm)
npudop)

N
new (HOBBI) knew (auan)
no (oTpuuauue Hem) know (anaThn)
nose (Hoc) knows (auaer)
not (ue, Her, HI) knot (yszen)

o]

oar (Becso)
of (mpeaJyior, yxasnIRalOWNH
Ha IIPUHALJNEKHOCTh)

one ¢m. won
or cm. oar
our (Harr)

or (unH)

off (napeune, yKasnIBaloliee
Ha OTJeJIeHHe)

hour (gac)
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pail (seapo, xKagxa)
pain (6oxn)

pale cxm. pail

pane cMm. pain

passed (mpormesn mMuMd)
peace (Mup)

personal (myHLBIH)
picture (kapTmHa)

piece cm. peace

poor (OenHBIIT)

practice (mpaxTuka)
precede (IpealniecTBOBATE)
principle (upuHINAI)
proceed cx. precede

pale (61enHbII)
pane (OKOHHOE CTEeKJIO,
rpaHsb)

past (mporunoe)
piece (Kycoxr)
personnel (mTar)*
pitcher (kyBirmu)*

pour (JWAThb)

practise (IpPaAaKTHKOBAaTh)
proceed (nIpoaBUrarncfa)*
principal (HavanbHuK)

R
rain (7oXan) rein (moBoabA, BOMKKa)
reign (IpaBuTs)
read (YUTATH) reed (TPOCTHUK, KaMEIII)
review (o630p) revue (06o3peHue, pesio
meamp.)
right (upaBunsHb#). write (mucats); rite (o6pan,
LepeMOHHN A)
road(xopora) rode (mpourex. Bp. ride)
route (MapmpyT) rout (pasrpoM, mopaxkeHue)
root (KOpeHB)
S

scene (crneHa)

sea (mope)

sealing cm. ceiling
seem (KasaTbcd)
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seen (mpollex. Bp. see)
see (BUaeTh)

seam (mos, pyben)



see cMm. sea

seen cm. scene

sell cm. cell

seller cm. cellar
serial (cepmitHbBIiT)
so (TakuM o6pasoM)
son (CHIH)

stationery (xaHLeAspHm)
steal (xpacTs)

story (paccka3s)

sun cm. son

cereal (xJeGHBIN MY
sew (IIATBH)

sun (coxHue)

stationary (memoxBmichiEsit)
steel (cramnsp)

storey (arax, spyc)

T
tail (xBocT) tale (pacckas)
tears (cnessr) tiers (apych1, pageI)
there (Tam) their (ux); they’re (they are)
tiers cm. tears
to (pepJior, yacTuia) two (uudpa 2); too (camm-
KOM, OUEHb)
tyre (uvHa, MOKPHIIIKA) tire (yromasaTscd, ycraBaTs)
\'}
vain (THIeTHBIH) vein (BeHa)
w

waist (Tanusa)

wait (>kxaTs)

waste cx. waist

way (nyTs, [opora)
weak (cnabbrit)
wear cm. where
weather cx. whether
weight cx. wait
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waste (pacTodaTs)
weight (Bec)

weigh (BecuTsn)
week (Hezena)



witeh(konnyusa)

where (rne)

whether (sm)

who's cu. whose

whole cam. hole

whose (ueit)

won (npoiuesg. Bp. win)
would (BcromorarennHEIH
raaroJ)

write cat. right

which (xoTopsrit)
wear (HOCHUTB)
weather (moropa)

who’s (who is)
one (xudpa 1)
wood (zepeso, n1ec)

your (Bain)

you're (you are)

246



§ 2. Knuwe, BbipaxkeHusi v MpeAnoOXeHUs,
nonesHble ANSA AeNOBOU NEePENUCKU
Cliches, Expressions and Sentences
Useful for Business Correspondence

1. AHrno-pycckme CooTBeTCTBUA
English-Russian Equivalents

Acceptance
Award

I wish to express my
sincere appreciation to you
for ...

I wish to thank you for
this tribute.

I would like to thank you
for ...

Thank you for this
cherished award.

With deepest appreciation
I accept this honour and
hope that I can live up to
your expectations.

Acceptance ,
Employment offer

I am pleased to accept
the ... position offered in
your letter of (date).

I greatly appreciate your
confidence in me and I am

MpuHATHe:
BO3HarpaxaeHus

A xouy BripasuTs Bam uc-
KPeHHIOI0 IIPDU3HATEJIbHOCTH
32 ...

A xouy nob6narogzapuThb
Bac 3a a3ty Harpagy.

M=ue 061 xoTenxock mobna-
rogapuTh Bac 3a ...

Bnarogapio Bac 3a popo-
I'yio Ais MeHs Harpagy.

C uyyBcTBoM rayGouanimei
IIPpU3HATEeJNHLHOCTH S IPHUHU-
Maw 3Ty Harpanay ¥ Hajewch,
YTO CMOTy OIpaBjgaTh Bamn
OXUJaHUA.

MpuHATHE: _
npeanoxeHus o pabore

A ¢ ynosonscTBMEM mpH-
HUMAIO IpeJJIoeHue o pa-
fore B MOJKHOCTHA ..., CHE-
JagHoe BaMm B nmucbMe OT
(mara).

f ouenr nmpmaHaresien Bam
3a OKasaHHOe JoBepue, ¥ MHE
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eager to apply my education,
skills and enthusiasm.

It is a real thrill to
receive your employment
offer for the position of ...
in your company.

I am pleased to accept
the position.

I understand that the
salary will be $ (amount),

I appreciate this
opportunity and look
forward to making a
strong contribution to ...

I look forward to
becoming a member of your
team.

Acknowledgment
Customer Complaint

It is very disturbing to
receive such a letter.

I am immediately asking
our (name) to investigate
the situation.

I appreciate your
advising me of this
incident and you may be
assured that it will have my
personal attention.

He TepIMTCA HCIOJEL30BATH
CBOW 3HAHWUA, IpuoOpeTeHHEIE
HaBBIKM W JKesianue paborars.

Mue 6n110 ypeassidaliHO
IPUATHO NOJAYUYWUTEL Baie
IIpejJoKenue o pabore B fon-
KHOCTH ... B Baieil xomma-
HUM.

A ¢ ynosoabcTBHEM NIPH-
HEMAal0 Baie npepjioxxeHue o
pabore.

Hacxkonrko g moHHMalo,
3apunara 6yjer CoCTaBJATH
(cymMma) nonnapos.

f npusHaTeseH 3a Ipeno-
CTaBJEHHYIO BO3MOXKHOCTH H
¢ HeTepleHHMeM Iy, Korja
MHe IpefoCTaBHUTCS BO3MOX-
HOCTHL BHECTHM IIOCUJBHBIH
BKJAA B ...

C "eTepreHueM KAy IPH-
coefVHeHNS K Balnemy KoJi-
JIEKTHBY.

YBegomneHue:
0 NosyveHun xanobbi 3akas-
Yyuka

Ms1 oueHb 0OecHmOKOEHEI
IOJYYEHHBIM IIVMCHMOM.

5 HemMenneHHO moupoimy
Hamero (XMsa) paccMoTpeTh
BO3HMKIIYIO CHTYallMIo.

A npwanarenen Bam 3a
T0, 4T0 B coobimquam Mue 00
3TOM cJiy4yae, U 3asepsdlo Bac,
YTO JIUYHO NPOKOHTPOJUPYIO
CUTYAIHIO.
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In order that you may
receive prompt response, 1
am sending your letter to
the personal attention of
{name).

You will hear from him
within a few days.
Meanwhile, I have requested
that a full report be sent to
me.

Acknowledgment
Employee Compliment

I sincerely appreciate
your taking the time to
make these fine comments
and I will personally convey
them to (name).

It is always a pleasure to
receive such a letter. Your
comments encourage us to
provide the best service.

Too often, outstanding
performance by employees
goes unnoticed.

We greatly appreciate
customers who take time to
let us know of their
complimentary remarks.

Acknowledgment
Lost Shipment

Thank you for advising

51 ornpasaso Bame nucs-
MO JHUYHO (HM#), YTOOBI BrI
He3aMeJJIUTeJbHO MORYYMJINA
OTBeT.

Brr monyumTe oT Hero or-
BeT yepe3 HECKOJBKO JHeH.
Me:xpy TeM A IONPOCMJI
BEICJIAT, MHE IIOJIHBIA OTYer.

YBegomneHue:
O NoNy4eHUn NONoXUTeNLHO-
ro oTabiBa o paboTHuKe

A K“cKpenHe npu3HaTeJeH
BaM 3a 10, uTto Brr Hamam
BpeMsd, YTo6bl HATUCATL 3TOT
HNONOMHUTEJNbLHEIH OT3BIB, M
JHYHO TmiepenaM ux (mmiA).

Taxoe muckMO BCcerja Ipu-
ATHO noxyuuTs. Ilocie rako-
ro orasisa MbI OyheM cTa-
paTecsa paboTaTh ele JydIle,

CAMImKoM YacTo OTIHY-
HOe WCIOoJHeHUe obA3aHHOC-
Ted pabOTHMKaMU OCTaeTcHd
He3aMeYeHHEIM.

Mgyl oyeHL NpHU3HATEJBHBI
KJMeHTaM, KOTopble HaXOmqAT
BpeM#, YTOOBI HATE IIOJIOXKHU-
TeJIbHBIA OT35hIB O HallleH pa-
Oore.

YBegomneHue:
0 NOTEepAHHOM rpy3ae

Bnarogapum Bac 3a To,
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me that you never received
... covered on your purchase
order No ... dated (date).

... was shipped on (date).
A tracer is being initiated
and we will notify you as
soon as the information
becomes available.

Acknowledgment
New Account

It is a pleasure to enclose
a signed copy of your
marketer’s agreement.

We trust this agreement
will mark the beginning of
long and mutually
profitable business
relationships.

Acknowledgment
Price Objection

Thank you for your
letter concerning the retail
price of our (product).

... does not establish
retail prices.

4T0 coOOIUNIK MHE, 4To BhI
TAK X He IONYYUIH Omnja-
yeHHBI® Bamu rpys ..., or-
npaBJeHHBIA, coOrJacHo 3a-
Ka3y Ha IIocTaBky N ...,
(nara).

... ORI OTrpyXeH (mara).
Celiuac cnesaH 3ampoc 0 Ipy-
3e, 1 MBI coobM Bam o ero
peaynbTaTe cpa3y, KaK TOJb-
KO IOJYYMM COOTBETCTBYIO-
Iy WHGOPMANHUIO.

YBenomMmnexme:
00 OTKpbITUM HOBOrO E9eTa

Ham uypesBnruaiHo npu-
ATHO, YTO MBI MOJKEM IpH-
JOMHUTL K ZAHHOMY IIUCBMY
IOJAIVCAHHYIO Komnuio Barre-
ro corialieHUs O 3aKyIKe,

Mz Hageemca, YTo faHHOE
corjamieHue HOCAYKHUT Ha4da-
JIOM JJIATEJILHEIX K B3auMo-
BBITOOGHBIX LNeJIOBHIX OTHOlIIe-
HUH.

YBegomneHue:
O Hecornacuum ¢ HasHadyew-
HOM UeHoW

Bnaropapum Bac 3a mucs-
MO KacaTeJbHO PO3HUYHOH
IleHbl Ha HAaIly OPORYKIIHIO
(Ha3BaHUE TIPOAYKIIAU).

... He yCTaHaBJIHMBAaeT pO3-
HUYHbIE L[EHBI,
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We provide marketers -
with resale prices.

Marketers are free to set
their own prices.

We consider our product
to be of very high quality
and encourage retailers to
sell on the basis of value
rather than price.

We trust you will
understand our position
and continue to be a valued
user of our product.

Announcement
Employee Promotion

We are pleased to
announce that (name) has
been promoted to...

The appointment is
effective (date).

Announcement
Holiday Closing

This is to inform you
that our office will be closed
on the following holidays:
(dates).

Ms! npepsiaraM 3aKyininu-
KaM IeHy ToBapa IIOo Iepe-
nponaxke.

3aKyOIOUKHA MMEIOT IIPABO
Ha3HA4YaTh CBOM IIeHEbI.

Msz1 cunTaeM, YTo HAIIIA IIPO-
AYKIIUA 04YeHb BLICOKOI'O Kade-
CTBa, II03TOMY PO3HUYHASA IIPO-
lla)ka MOJKeT OCYIIEeCTBISTHCH
He II0 YCTaHOBJIEHHOH 1IeHe, a C
y4eToM LEeHHOCTH TOBapa.

Mgzr mageemcst, uto Bl ¢ mmo-
HUMaHNeM OTHeceTech K Ha-
nieil cUTyalMy® U OCTaHETeCh
nmoTpebuTeneM HaImed Ipo-
IYKIMHA, KOTOPOTr'0 MBI BBLICO-
KO I[eHIM.

Ob6bABneHue:
O nosbllieHnn paboTHUKa
B AO/DKHOCTHU

Ham npudaTHO 00BABUTE,
4T0 (MM#A) OBLICUJIX B JOJIK-
HOCTH ...

Hasuwavenme BCcTymaeT B
cuny c (zara).

Ob6baBneHue:
O 3aKkpbiTUM oduca Ha
npasaHuKku

Hacrosmum craBum Bac
B M3BECTHOCTBH, UTO HAII OUC
OyZeT 3aKpbIT B OpasgHUY-
HbI€ [JHH C ... IO ... (HaTsl).
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As always, fax
transmissions and
computerised order entries
will continue to be accepted
on a 24 hour basis.

Announcement
New Employee

We are pleased to
announce the appointment
of (name) to the newly
created position of ...

Apology
Invoice previously paid

You are absolutely
correct! -

Our overdue notice dated
(date) was sent in error.

We have already
implemented measures to
avoid reoccurrence.

We regret this mistake
and hope you will continue
to be a valued customer.

Apology
Order Delay

Demand for this item
has exceeded our

Kax n B paboune nuu, paxc
¥ KOMIIbIOTEpHAs CHcTeMa Oy-
nyrT paboTars KpyrJIOCYTOY-
HO.

O6baBneHue:
0 HOBOM €OTPYAHMKE

Mgs! pagbl o0BABUTE O Ha-
3HaveHuX (MMA) HAa HOBYIO
IOJIKHOCTD ...

M3BuHeHue:
3a paHee onnaYeHHbI cyer-

hakTypy

Br1 abcosroTHO 1passbi!

IIpocpouenHO€e M3Belenne
or (maTa) GBIIIO OTIIPaBJIEHO
HaMH# IO oinubKe.

Mpl yxe OpeRUpPUHAIU
Mephl, dTo6BI H30eXaTh IIO-
BTOPEHMSA NAHHOM CHUTyallWMH.

Mu coxaneem 00 3Tout
omubke ¥ HafgeeMcs, 4To Brl
ocTaHerech KIMEHTOM, KOTO-
pOT0 MBI BBICOKO II€HHM.

NaBuHeHue:
3a 3aepXKy 3akasa

Cuopoc Ha 3TOT ToBap Ipe-
B30IIIE] BCE HAIIY OKUNAHUA,
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expectations. As a result, we
are temporarily out of
stock.

Availability is planned
for (date).

We are sorry for the
delay and inconvenience.

Apology
Quality Problem

It is disturbing to learn
of the problems you are
encountering with our
product.

Our representative,
(name), will meet you on ...
to investigate the problem.

He will obtain samples
which will be immediately
forwarded to our Quality
Department for analysis.

We regret the
inconvenience and assure
you co-operation.

Application
Membership

I would like to apply for
membership in the
(organisation).

The enclosed forms have

II03TOMY AAHHOTO TOBAapa Hpe-
MEHHO HeT Ha CKJaje.

Ilnanupyercs, 4To OH IIO-
sisuTes (mara).

Ilpocum ussuHeHUSs 3a 3a-
OepPXKY U NPUYHHEHHEBIE He-
ynobcTra.

MN3BuHeHwWe:
3a Ka4ecTBO nNpoayxkuun

M= o6ecIOKOeHEl TeM, UTO
vy Bac BoaHukIu npobieMbl
IIpY MCIOJL3OBAHUU HAIIeHR
OPOLYKIIUK.

Harn npeacrasurens, (M),
BCTpeTUTCS ¢ Bamu ..., 4uTO-
OBl paccMOTPETh BO3HUKIIIVIO
npobiemy.

Ox nmony4uT obpa3lilbl, KO-
TOpble He3aMeAJIUTeJbHO Oy-
AYT OTIpPaBJIEeHbl B HAII OT-
Jlesl KOHTPOJA KadecTBa.

IIpocum u3BMHUTL Hac 3a
NpuUuYuHeHHble BaM Heypo0-
CTBA U 3aBepsAeM, YTO I'OTOBBI
npoAoJKaTh ¢ BaMu coTpyz-
HUYECTRO,.

3anBneHue:
O YfieHcTBE

Mue xorexoch OBLI CTATh
ujieHoM (Ha3BaHue OpraHuia-
ouu).

1 caMBIM THIATENBHBIM
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been completed to the best
of my ability.

Appreciation
College Visit

I wish to thank you for
the many courtesies
extended to me during my
visit on ...

I was impressed with
your strong academic
programmes.

I will soon forward a
completed application
form,

Thank you again for this
rewarding experience.

Appreciation
Interview

I wish to express
appreciation for the many
courtesies extended to me
during my recent visit.

I was impressed with
both your outstanding
facilities and the talents of
your personnel,

As a result of our
discussions, I am confident
that my background and
experience would be a valuable
addition to your staff.

obfpasoM 3aIlOJHUJ IIpHJara-
eMble OJIaHKM 3aABJIEHUI.

Mpu3HaTenbHOCTb:
3a nocelyeHue konnempka

A xouy mobiaromapurs
Bac 3a Tennni#i mpuem, oxa-
3aHHBIA MHe BO BpeMdA MOeEro
BU3UTA B ...

Mue oueHb IIOHPaBHJIUCE
Bamu ygeb6Hble TIpOrpaMMEI.

B cxopom BpeMenu a 3sa-
TIOJIHIO M BBINIIIO OJAaHK 3a-
ABJIEHUA.

Eme pas Gaarogapio Bac
3a TOT LEHHLIA OIBIT.

MNpu3HaTenbHOCTb!:
3a MHTEpPBLIO

f xouy BrIpa3uTsL NpHU3HA-
TeJILHOCTSH 32 TeIUIbIM IIpueM,
OKa3aHHLIN MHe BO BpeMA MoO-
er'o HelaBHeTo BH3UTa K Bam.

MHe oueHb NOHPABHJINCE
IpeKpacHLIe YCJIOBUA, KOTO-
pele co3fxanbl y Bac ana pa-
00THI, a TaKke Balu TaxaHT-
JIMBBIE COTPYIHUKH.

ITocne mamrero paarosopa
A ybeamics B TOM, 4TO MOHN
KBanubuKauusa 1 onelT pabo-
THl ITO3BOJIMJIN GBI MHe CTATh
IeHHBIM COTpyAHuUKOoM Ba-
el KOMIIAHUMU.
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I would welcome an
opportunity to contribute to
the continuing success of
your Company.

I hope to hear favourably
from you

Your current opening
for a (position) continues to
be of interest to me.

I am confident that my
education, experience and
enthusiasm will enable me
to excel in this position.

Appreciation
Loan Payoff

We wish to express our
appreciation for your
payment in full of (loan,
account, etc.)

You may be assured of
our continuing efforts to
provide the superior quality
and performance that have
enabled us to gain the
leading position in the
marketplace.

Appreciation
Quality Rating

Innovative product
planning and the

5l ¢ ypoBoabCcTBHEM BOC-
IOJIL3YIOCh BO3MOYXHOCTBIO
BHeCTH BKJAaJ B IIPDOYHLIA yc-
nex Baie# xoMmanuu.

Haperocs monyuuts ot Bac
IIOJIOXKUTEJNILHBIA OTBET.

CyligecTBylomas BaKaHCUA
Ha JOJIXKHOCTDb ... IIPOJOJIKA-~
eT MeHS WHTEepecOBaTh.

1 ysepen, uto moe obpa-
30BaHME, OIBIT paOOTHI U 2H-
Ty3Ma3M II03BOJAT MHeE ycC-
IIeIIHO CIPaBIATHCA C 00s-
3aHHOCTAMHM Ha HaHHOM
ImocTy.

NpusHaTenbHOCTL:
3a noratwueHuve ccyasbl

M5Bl XOTHM BBIPA3UTh IIPHU-
3HATEJILHOCTh 3a NOJHOe (IO~
rallleHue CCyXhbI, OILJIATY cUe-
Ta 1 T. II.).

M=l 3aBepsem Bac B ToM,
uyTo OyfeM IOCTOSHHO CTpe-
MUThc obecmeYUBATHL TOT
BBICOKUH YpOBEHL KadecTBa
¥ TIPOUBBOAUTEIbHOCTHU, KO-
TOpbIe IO3BOJHJM HaM 3a-
HATH BeJyIlee MECTO HA PHIH-
Ke.

MpusHaTenbHOCTL:
3a OUEHKy KayecTBa

Ilnaruporanme HOBeMIIEH
npoAyKIUKX u obecreueHue
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attainment of
manufacturing excellence
are a corporate commitment
of the highest priority.

You may be assured of
our continuing dedication
to achieving the best
quality and performance.

Appreciation
Sales Call

With regard to your
spring promotion, this will
confirm that we still ship

. at the price of ... per ..
w1th payment terms F 0. B

Shipment is scheduled
for (date).

Appreciation
Speaker

On behalf of the ..., I
wish to thank you for your
speech at ...

Our colleagues
thoroughly enjoyed your
talk along with interesting
discussions.

I am sure that we have
now a much better
understanding of ...

IIPOU3BOJCTBA BLICOKOKAUeE-
CTBEHHON NPOAYKIIUK SABJIA-
JIOTCA elIOM IIePBOCTENIEeHHOM
Ba)KHOCTH B Hallled KOpIopa-
IUH,

Mzl zasepsiem Bac, uTo Oy-
IeM IOCTOSHHO CTPEMUTHLCA
NPOU3BOLUTh IPOAYKI[MIO
Jy4lllero KadecTsa.

Mpu3HaTeNnbHOCTDb:
3a 3asBKY Ha NPogaxy

B cBsA3u ¢ BeceHHed pex-
JaMHOM KaMnaHueli, HACTOA-
IMUM IIOATBEPKAAEM, UYTO MEI
IIPOAOJ¥AaeM IPOMU3BOAUTE
OTTPY3KY ... IIO HIeHE ... 34 ...
Ha ycaosuaAx nuarexa POB.

IInanmMpyeM ocyineCcTBHTH
oTrpysky (mata).

Mpu3HaTenbHOCTb:
opaTopy 3a BbLICTyN/ieHne

Ot mMeH™ ..., 1 X0Uy IIO-
OnarogapuTh Bac 3a BRICTYII-
JleHUe HA ...

Hamu Kojnern moxy4yuan
0oab1lI0e YAOBOJILCTBHE OT
Bamero seICTYIIIEHUS U OT
IIoCJIefOBABIINX 33 HUM WH-
TepecHBIX AUCKyccui c Ba-
IIIUM y4acTHUEM.

51 yBepeH, uTO Telleph MbI
ropaajo Jydille IOHHUMAaeM ...
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Thank you again for
your excellent
presentation.

Appreciation
Sponsorship

On behalf of ..., we wish
to express our appreciation
for your support of the ...

The success of this event
would not have been
possible without valued
Sponsors.

Thank you again and we
hope you share our view
that your contribution
helped to provide ...

Appreciation
Year-End Bonus

As the end of the year.
approaches, I wish to
express my sincere
appreciation for your
efforts to ...

Our success in ... would
not have been possible
without your important
contribution.

In recognition of your
good work, I am enclosing
a bonus check for ...
(amount).

Eme pas 6aarogapum 3sa
Baire oriuuHoe BhICTyIIE-
HUe.

Mpu3HaTenbHOCTb:
3a CNOHCOPCKYH NOAAEPIKKY

Or MMeHH ..., MBI XOTHM
BBIPA3UThL BaM NIpu3HaTelb-
HOCTH 34 MOAJEPHKKY ...

Ycnex aToro meponpus-
Tusa Obl1 GBI HEBO3MOKEH Ges
BBICOKO I[eHMMOM HAMH CIIOH-
COPCKOH NOAJepXKKHU.

Eme pas Onmarogapum u
HajeeMcs, 4yTo BBl corJacu-
Tech ¢ HaMHd, 4YTO ... He IIpO-
usomrno 6wl 6e3 Bamero yua-
CTHA.

Mpu3HaTeNbHOCTb:
BoHyC B KOHUe roaa

ITo cnyuaro npubau:keHns
KOHIIa roja s X004y BHIDa-
3UTHh UCKPEHHIOI IIpU3HA-
TeJbLHOCTHL 3a TPUNOKEHHBIE
Bamu ycunusa ...

Hawm ycmex B ... Obly OBI
HeBO3MOXKeH Oe3 Barero yua-
CTUA.

B 3Hax nmpuaHaTesBHOCTH
3a Bamy xopoiyio paborty
f npuJaraxp 4YeK Ha I0Jy-
ueHue OOHyca B pasmepe
(cymma).

257



Congratulations again
and best wishes.

Cancellation
Business Function

Due to unforseen
circumstances, we find it
necessary to cancel our
scheduled convention for ...

In accordance with our
agreement, we are giving
you ... days advance notice.

Collection
Past Due

Your payment of our
enclosed copy invoice No ...
dated (date) for (amount) is
past due.

Perhaps you have
misplaced the invoice or
there is another reason for
your failure to pay.

We hope you will give us
a prompt reply.
Collection

Second notice

Despite our previous

Eumre pas npumure mon 1mo-
3/paBJIeHUA ¥ HaWJIy4llIne I1o-
JKeJIaHUA.

AHHynupoBaHue:
AOroBopeHHocTn B BuaHece

B cunry BOBHMKHOBeHUSA He-
TIpeABHIeHHBIX 0OCTOATEIBCTR,
MBI CUUTAEM HEOOXOJAHMMBIM
aHHYJHUPOBATL HAIIly paHee
3alJIaHUPOBAHHYIO [AOT'OBO-
PEHHOCTDL IO IIOBOAY ...

CoryracHo Halteil JOr'OBOpPEH-
HOCTH, 0OUIUATBLHO YBEJOMJLA-
eM Bac o ... 3a ... gHel Bolepe.

UHkacco:
NpOCpoYKa Nnartexa

Omara IO IpRJIAraeMoMy
HaMH cueTy-QaKType IIoj HoO-
MepoMm ... oT (mara) (Ha cyMm-
MYy) ... He IIPOU3BeJeHa B CPOK.

BeposaTruo, Bul otnpaBuan
cueT-haKTypy II0 HEIIPaBHJIb-
HOMY ajipecy WJH He OILIATH-
JHX ero Io Kakoi-iaubo apy-
TrO#l IIpUYMHE,

Hapgeemcsa moayduTs oT
Bac oTeer HemepJieHHO.

UHkacco:
BTOPMYHOE M3BELLeHNe

HecmoTpsa wa Hanle Ipefbl-

258



notice, we have not received
payment covering your
invoice No ... dated (date)
for $ (amount).

Your payment is now ...
days overdue.

If you have encountered
any problems with the order,
please advise us.

Enclosed is proved of
delivery.

Please forward immediate
payment to avoid more
stringent measures.

Collection
Third Notice

Your payment for our
enclosed invoice No ...
dated ... for (amount) is
seriously past due.

We are planning to place
your invoice with a
collection agency on ...
unless we receive your
payment.

If you immediately
forward payment, your
credit rating will not be:
jeopardized.

Complaint
Company Representative

We are sorry to inform

Aylllee U3BelleHue, MBI TaK U
He NONYYUJH IIJIaTeX IIo Ba-
nmemy cuety-baxType Ne ... oT
(zaTa) Ha CyMMY ... HOJLIAPOB.

Brr sagepxanum omnyary
y)Ke Ha ... fHA. Ecau y Bac
BO3HUKJIMU TpobreMEl 3aKa-
30M, IpOCHM cOOOIODUTHL HaM
o6 aTom.

JIOKyMeHTBI, IOATBEPK Ia0-
IMe AOCTABKY, IIPUIATAIOTCH,

Bo uzbexxaHve NpUHATUSA
0oJiee cTPOTHMX Mep INPOCHUM
CPOYHO IIPOMBBECTH OILJIATY.

MNHxacco:
TpeTke yBEAOMIEeHUe

Onmata BBHICTABIEHHOTO
HaMu cyera-QaKTypsl IIOA HO-
MepoM ... OT (aTa) Ha CyMMY
{(cymMa) cuJabHO 3ajepiKaHa.

Mp1 cobupaemMcsa pasmec-
TuTh Baur cuer Ha ... B UH-
KaccUpymoInee yupeXaeHue
JO TeX II0p, IIOKA He TOJYYUM
Bam maatex.

Ecian Brl cpouno mpousse-
feTe ILJIaTeX, OeHKa Bamrei
KpegHUTOCIIOCOODHOCTH He IOo-
cTpajaer.

Xanob6a:
Ha npegcrasutens Komna-
HUU

K coxanenmnio, MbI JOMMKHEL
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you that, in our opinion,
your employee (name) was
rude with clients on the
evening of .

Specifically, your
employee ...

In accordance with your.
policy of being a caring
company, we believe you
would want to know about
this unfortunate situation.

We felt it was important
to inform you so that you
can take corrective action
and maintain your excellent
reputation.

Complaint
Product

After using the produc{:
for ..., we found it to be
defective as follows: ...

According to the
warranty, we are entitled to
a refund or replacement.

The ... is being returned
today by ... to your service
centre located at ...

A copy of our receipt is
enclosed.

Please forward a full
refund including the cost

OTMETHUTh, YTO, II0 HAIIEeMY
MHeHHIO, Baml coTpyAHHK
(umsa) O6nl rpy0d ¢ KJIMEHTAa-
MM BeYepOM ...

Tounee, Baur coTpyHUK ...

3Has#, uro Baura xomnanng
IPOBOAUT NOJUTUKY o0Opas-
mMoBOro o0CIy:KUBaHMS KJIH-
eHTOB, Mbl CUATAEM, UTO Bhl
zaxoresau OnI y3HAThH 00 3TOM
HEeNIPpHATHOHR CHTyanUH.

Mp1 nmocumTaim BaXXKHBIM
coo0imuTh Bam 06 sTOM Ciy-
yae ¢ TeM, yToOnl Bul mpuna-
JH COOTBETCTBYIOIIHE MepHI
¥ coxpaHuam Bamy oTauu-
HYI0 PeIyTamnuio.

Xanob6a:
Ha NpoayKumio

Hcnmonszya Bamy npo-
JAYKIUIO AJs ..., MBI o0Ha-
PYXRHIU clegyiolnue nedex-
TBI: ...

CorsacHo rapaHTHHM, MBI
nMeeM IIPAaBO IOJYIHTH Ha-
3a] YILJIAaUeHHYI0 HaMU CYM-
My HJIU IOTpebOBAThH B3aMeH
Apyroe uineaue.

... BO3BpaIlgaeTcs CerofHS
... B Ball cepBUCHBIN IIEeHTD,
pacCIoJIOKeHHBIN B ...

Konusa ksuranumu npuia-
raercs.

IlpocuMm BO3MeCTUTH HaM
TIOJIHYIO CTOMMOCTE, BKJIIOYAS
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of shipping which is
indicated on the receipt.

We appreciate the good
name and reputation of
your company and know
that you will comply with
our requests as soon as
possible.

Complaint
Service

As a long time customer
of (company’s name), I am
writing to express
dissatisfaction with the
service at the shopping
centre located at ...

The centre operates in the
evenings with only three
cashiers.

As a result, long lines
occur every evening.

Many customers become
disgruntled while waiting
and this situation does not
reflect the progressive
policy of your company.

I am sure that many
customers shop elsewhere in
order to avoid the waiting.

I would appreciate your
looking into the situation
and take corrective action.

CTOMMOCTSD IIOTPY3KH, YKa3aH-
HYIO B KBUTAHI[HUHU.

MB=I BEICOKO IleHHM A00poe
UMsA W penyrtanuio Bammeit
KOMIIAHUU U YBeDPeHSI, 4TO Bol
BLITIOJIHHTE BCe HAIIW Tpebo-
BaHWUS IIPU TIePBOA BO3IMOXK-
HOCTH.

XKanoba; ,
Ha obcnyxuaanme

1 ye pauTennrHOEe BpeMs
ABJAIOCH KJHEeHTOM Barueit
KOMIIAHUHK, B 5TOM IIHCBLME
MHe XOTeJoCh Obl BBIPA3HTH
HEY/[OBJETBOPEHUE O0CIYXU-
BaHUEM B TOPTOBOM HEHTDE,
PACIIOJIOKEHHOM B ...

ITo Beuepam B HEeHTpPe pa-
00TarT TOJILKO TPU KaccHpa,

IToaTomy KaxcabIil Beuep 00-
pas3yIOTCA AJUHHEBIE OYepeau.

MHorue noxymnarejy Hejo-
BOJbHBE HeOOXOAMMOCTBIO
TPaATHUTh MHOTC BpEeMeHHU Ha
OXKUJAHUSA; BO3HUKIIAA CUTY-
anuA IPOTHUBOPEYUT IIpOTpec-
CUBHOA nonuTuxe Baiei
KOMIIaHUHU.

51 yBepeH, UTO MHOTHE IIO-
KyHIaTeaH ZelaloT MOKYIIKH B
IPYTUX MarasmHax, 4ToObI He
CTOATDH B AJUHHLIX OUEPEAAX.

S opin 6p1 Bam mpusna-
TejeH, ecsiz 6bI Bel paccMoOT-
pely NAaHHYI CHTYalUIO0 u
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Confirmation
Meeting Arrangement

This is to confirm our -
telephone conversation of
today concerning the
forthcoming meeting.

We will require a suitable
room to accommodate ...
persons on (day of week,
month, date).

I will be in charge of the
arrangements and will be
assisted by (name).

We are looking forward
to a very successful
meeting.

If you have any
questions, please feel free to
contact me at any time.

Congratulation
Business Anniversary

On behalf of our
organisation, I wish to
congratulate you on the
50th anniversary of your
company.

Your many years of
success is a tribute to your
quality products, excellent

TIIPUHAJNN COOTBETCTBYIOHINE
MepEI.

MNoaTBepxaeHne:
3annaHMpoBaHHON BCTpeun

Hacrosmum mopTBepx-
Jap Ham TteJedoHHBIH paa-
r'OBOP CeroJHA KacaTeJlbHO
IIpeACTOAIel BCTpEUH,

Ham morpebyerca nmopxo-
aAaumee NOMeMeHUe ANA pas-
MEeIeHU ... YeJOoBeK ... (ZaTa,
MeCs1I, YUCJIO).

5 oTBeuarn 3a opraHusa-
1[HI0 faHHOH BCTpeun, 1 MOMM
TIOMOIDHUKOM Oyzer (umsa).

C HeTepmmeHHeM XHAeM
BCTpeuM 1 HajeeMcs Ha ee yc-
Imex.

Ecau y Bac Bo3HMKHYT BOII-
pocsl, Ipoiry 6e3 KoJjebaHuA
ofpammaTeca KO MHe B Jiofoe
BpeMsd.

NospnpaBneHue:
C rogoBLWuHoi obpasoBakis
KOMMNaHuu

OT uMeHHU 4YJeHOB HamIel
OpraHH3anuu Xouy IIo3Apa-
BUTh Bac ¢ 50-netuem co gusA
ocHOBaHUSA Bamell xowmIma-
HUU,

Bamr npounsrii yerex — pe-
3yJLTAT BHIIYycKa Bamrei
KOMIaHMeld KadeCTBEHHOH
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service and wise business
policy.

The 50th anniversary of
(organisation) is a
significant occasion
marking your many years
of dedicated service ...

Let me congratulate you
and extend my best wishes.

Congratulation
Christmas Holiday

One of pleasures of the
Christmas Season is the
opportunity to extend
cordial greetings to those
whose friendship we value
so highly.

We thank you for your
business and express
sincere appreciation for the
pleasant association we
enjoy with you.

May you have a bright and
prosperious New Year filled
with all good blessings.

Congratulation
Promotion

Congratulations on your
promotion to ...

IIPOAVKIIMH, BBICOKOI'O YpPOB-
HA OOCJYy’XUBaHUA U pasyM-
HOI'O BeJeHUusA OeJ.

50-1eTue Bawelt xomma-
HUU HABJAETCH Ba)XHBIM CO-
ObITHEeM, NMOABOAAIIUM HTOT
Baintero MHoOrojeTHero caMo-
OTBEP:KEHHOTr'O TpyZa ...

Paspemure mHe mospgpa-
BUTHE Bac um mno’XejxaThk BCero
HAUJIYULIeTo.

NosnpasneHue:
C POXAECTBEHCKUMY Npasa-
HUKamu

OZHuUM M3 IIPUATHRIX MO-
MEHTOB POKAECTBEHCKUX IIPas-
OHUKOB SBJIAETCA BO3MOMK-
HOCTE BBIPA3UTh CepAeYHbIe II0-
JKeJIaHUA TEM, UbIO APY:KOY MBI
TaK BBICOKO LI€HUM.

BripaaeM HCKPEHHIOIO
Ipu3HaTenbHOCTh 3a Bamy
paboTy; CcOTPYAHHUYATH C
Bamu Bcerga 6BLIO IIPUATHO.

Henaem Bam B Hosowm
rojly pafocTH, IIPOLIBETAHUSA U
Graromoayvyus.

NosgpasneHue:
C NOBbILIEHWEM B JOMMKHOCTH

Ilosgpasnsarw Bac ¢ moBbI-
IIIeHrueM U Ha3HadvyeHUeM Ha
LOJIKHOCTb. ..
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I can think of no one who
is better qualified for this
important position.

Please add my name to
the many well wishers who
congratulate you on
promotion.

I wish all the success you
deserve in your new
position.

I wish to extend warmest
congratulations on your
promotion to ...

Your solid experience
and many years of
dedicated service will surely
contribute to your
continued success.

Congratulations - I am
sure you will rise to the
challenges of the company.

I was extremely pleased
to learn of your promotion
to ...

It is always a pleasure to
see a deserving friend
rewarded for efforts and
hard work.

You have my best wishes
for health, happiness and
success in your new
position.

A cuuraro, ¥TO, IO CBOEM
KBaJauduxkanuy, Bel aBnse-
Tech CAMOM IIOAXOMAINEN KaH-
IUIATYpPOH Ha 3Ty BaXXHYIO
LOJIIXHOCTD.

A npucoexguHsOCH K II0-
KelaHUAM MHormx Bamux
nobpoxenareneid U IO-
3apasiasio Bac ¢ IOBHIIIEHU-
eM.

A xenarw Bam Bcavecxkux
yciiexoB B paboTe Ha HOBOH
IOJIKHOCTHU.

A xouy BBIpaszuTHL camsle
Telsible IOMKeJaHuA Io cJIy-
ya Bamrero HazHayeHUA Ha
TOJIKHOCTE ...

HecomHeHHo, Donnimoi
OIBIT ¥ MHOTHE I'OJBLI CaMo-
OTBEPHEHHOro TPpyAa IIOMO-
ryr Bam gofuTscs mpovHO-
ro yciexa.

Ilosapasnsaw! S ysepex,
yro Bel 6yzeTe cOOTBETCTBO-
BaTh TPeOOBaHUAM, IIpeldbAB-
JAAeMBIM K COTPYIHUKAM
3TOU KOMIIaHUM.

A ¢ 6onsrmumM yAOBOIB-
cTBHMEM y3Han o Bammem 1o-
BBIIIIEHUM M Ha3HAUYEHUH Ha
IOJIIKHOCTE ...

Bcerga npuATHO BHIETH,
YTO OOCTOMHEIN YeJIOBEK BO3-
Harpa)jeH 3a JOJIue YCHIUA
1 YIOPHLIA TPYZX.

Ilpumure Mou IoKeaaHUA
30POBbs, CUACThA U ycIexa
Ha HOBOH AOJIXXHOCTH.
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I was so happy to hear
about your promotion.

It will be great working
together.

Your expertise and
willingness to try new
approaches will make you a
strong contributor to the
success of our organisation.

If I can be of any help to
you, please feel free to call
on me.

Congratulation
Retirement

Congratulations on your
retirement.

Your many years of
dedicated service have
contributed to the success
of ...

You are going to be
missed by all your friends
and associates.

You have been a valued
employee and will always be
welcomed at our company.

We are glad that now you
have the opportunity to do
things you have long
planned.

We hope you will keep us
informed of your activities.

A ouenr obpagmoBajics, ya-
HaB, 4To Bac IToBBICUIN B JOJI-
FKHOCTH.

A 6yay oueHr panx pabo-
TaTh BMecTe ¢ Bawmu.

C BamumMu 3HaHUAMU U
OIIBITOM, a TakxiXe KeJlaHueMm
MCIIOJIL30BATE HOBLIE IIOAXO-
osl, Bel BHeceTe 3HAYUTENb-
HBIM BKJIajg B ycCIieX Halllen
OpPraHUu3aluH,

Ecniu s mory 6nITH ueM-
nu6o Bam mnosneseH, 6e3 kojue-
OaHus obOpalmaiiTech KO MHe.

NosppaBneHue:
C YXO4OM B OTCTaBKy/Ha NeH-
cuio

Ilosapasnsio Bac ¢ yxonom
Ha TIeHCHIO.

Muorue roawr Brl mocea-
TUIn paboTe B Hammed ¢up-
M€ U 3THM CIIOCOGCTBOBAIM
yCIIexy ...

Bcem Bamwum ppyssam u
KoJJjeram O0yger Bac HeznocTa-
BaTh.

Me1 Bricoko Bac nenunu u
Bcerga OyzeM paigbl BHUIETH
Bac y Hac.

Mz pagsl, uTO Tenepsr Brr
CMOJKETE OCYIIECTBUTHL CBOU
IaBHUE IIJIaHBI.

Mer Hageemces, uro Ber Oy-
JleTe nep»KaTh Hac B Kypce Ba-
Wux nei.
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Best wishes to you and
your spouse for a long and
happy retirement filled
with good health and much
happiness.

With sincere gratitude
for the many years of
devoted service, your
colleagues wish you many
years of happy and healthy
retirement.

Criticism
Expense Report

Your expense report for
the week ending (date),
included two customer
dinners amounting to a
total of $ (amount).

Wine charges alone were
This expenditure for ...
persons is unacceptable and
reflects poor judgement on

your part.

It is the responsibility of
every employee to ensure
sound cost control.

We expect you to
comfort to our expense
_policy guidelines in the
future.

Please be guided
accordingly.

Henaem Bam u Bamei
CYIIpyre JOJIroi ¥ cYacTIUBOM
JKHUBHU, KPEIIKOI'0 340DOBLA U
GOJIBIIIOTO CYACTHLA ITOCJIE VXO-
Jla Ha IeHCHIO.

Bamu kKoJseru BeIpaxa-
IoT BaM HCKPEeHHIOW IIpu-
3HaTeJIbHOCTh 3a MHOTUe
rogbl CaAaMOOTBEPJKEHHOTO
TpyZa ¥ KeyanoT Bam poi-
rux JIeT KHM3HU, CHACThA H
3JOPOBLA IIOCJIE yXoJa Ha
TNEeHCUIO,

KpuTtuka:
hMHaHCOBOro OTYeTa

Bam ¢puHaHCOBRN OTYET
3a HeJXeNI0, 3aKOHYUBIIYIOCH
(maTa), BKJIIOYAJ JBa YHUHA C
KJueHTaMu o0leil croumoc-
Tsi0 (CyMMa) HOJIIapoB.

OrgesbHanA JaTa 32 BUHO
cocTaBHJa ...

Takue pacXoAbl B pacue-
Te Ha ... YeJOBEK HellpueM-
JleMBl ¥ OTPa’XalT Hellpa-
BUJLHOE NOHMMaHHe Bamu
CUTYAIHH.

Kampaeiii paboTHUK 00a3aH
ofecrIeyuBaTh KOHTPOJL 3a
YPOBHEM pPacxXoXOB.

M=l HazeeMcs, YTO B OyLy-
mem Bpl Gyjere npupepixu-
BaThCA AOIYCTUMBIX HOPM
PacxoloB.

Cobsro2iiTe COOTBETCTBY-
IOIIHE UMHCTPYKI[UHA.
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Customer Goodwill
Publicity

I thought you would be
interested in the enclosed
article on your company
which appeared in our local
newspaper,

It is always a pleasure to
learn of the strong sales
increases of one of our most
valued and longtime
customers.

I hope that our product
contributed to your success.

introduction
Promoted Employee

We are pleased to
announce the promotion of
(name) to the position of ...

(Name) joined our
company in (date) and has
steadily risen through the
organization.

He has a thorough
knowledge of our products
and is well qualified to
assist you.

We will appreciate your
extending a warm welcome
to (name).

Penytauus cvipmbli
peknamMa

A cuyuran, uro Bam Oy-
IeT nI00O0NbLITHO NIPOYUTATH
IIpHUJATaeMyK CTATLI0 O Ba-
el KoMmnaHuU, onyOJaIMKO-
BAHHYI B Halleld MECTHOHR
rasere.

Bcerga nIpHUATHO Y3HATE,
YTO OZUH M3 HalllUX 3aKA3YU-
KOB, KOTOPOI'0 MEI BLICOKO 11e-
HHUM, 3HAYUTEILHO YBEJUYUMT
o0beM Ipomax.

5 Hageroch, UTO HAIA IIPO-
IVKuua rnomorjga Bam go-
fuTsca ycuexa.

NpeacraBneHue:
paboTHUKA, KOTOPOro NOBbI-
CUAW B JOMKHOCTH

C ynoBosbcTBHEM coobina-
eM Bawm, uTo (UM#A) mosyuusa
noBuIneHue u Oyger pabo-
TaTh B GOJKHOCTH ...

(Amsa) cran paGoraTs B Ha-
el KoMNIaHwu ¢ (gaTa) u 1o-
CTEIIeHHO IIpOABHUTAJICA BBEPX
Mo cnyXebHOM JecTHHIE
OpPraHU3aIuH,

OH oueHb XOPOILIO 3HAET
HAIlly NMPOAYKIIMIO M CMOJKET
Bam momous.

Mz1 6yaeM IpusHATENbHE,
ecau Bel oxaxere (UMs) Ter-
JIBIM IIpUEM.
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Invitation,
General

You and (spouse - friend)
are cordially invited to
attend a (dinner - banquet)

(in honour of - to celebrate).

The dinner will be held on

(month, day, date) at (location).
Cocktails will begin at ...

with dinner at ...

We are looking forward
to seeing you.

Invitation
Meeting

Please plan to attend a
meeting of department
managers on (month, day,
date) at (time) in (location).

The following subjects
will be discussed:

1.

2.

3.

If you are unable to
attend, please send a
representative.

Price Increase
Announcement

Despite our continuing

Mpurnawesne:.
obuwee -

Mu npurnamaem Bac
(Bamy cynpyry — Baimero
Zpyra) Ha (yXuH — 0aHKer) (B
YecThb — JIJIA IIPA3fHOBAHUA).

VxuH cocTomTca (MeEcsIl,
IeHb, YuCcJIo) B (MecTo).

VX1H HayHeTcs ¢ IpoxJa-
OUTEJBLHBIX HAIIUTKOB B ...
OCHOBHBIe 611074 OyAYT IT07a-
HHL B ...

C HeTeplleHUEM JXKIeM
BeTpeuu ¢ Bamu,

Mpurnawexve:
Ha cobpaHue

Ilpocum pyKosBopuresei
OTAEJOB IoceTHUThL cofpaHme
(mecsaw, geHs, UuclIo) B (Bpe-
M#A) B (MeCTO IIpOBEJeHUNA).

Ha noBecTke AHA clenyio-
1€ BOIIPOCHI:

1.

2.

3.

Ecan Brr He moxere npu-
CYyTCTBOBaThL HA coOpaHuu,
NIpOCHMM HANDPABHUTL IIPEACTAa-
BUTeJA Baiero orgeJa.

MosbiweHne UeHbI:
obbaBneHvne

HecmoTpsa Ha Haly crapa-
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efforts to control costs, we
have found it necessary a
price increase effective
(date).

The new prices will apply
to all orders shipped after
(date).

Attached is a new price
schedule with suggested
resale prices.

We will continue to
provide you with quality
products and service that
you have come to expect.

Our representative will
soon be contacting you to
review the new prices and
discuss the powerful
marketing programmes
that will support your
sales.

Product Change
Discontinuance
& Replacement

Effective (month, day,
year), product No. ... will be
discontinued and
considered obsolete.

Item No. ... will replace
and supercede item No. ...

HUS TIOCTOSAHHO BECTU KOHT-
poabL 3a YPOBHEM DPacXOJOB,
MbI IIPpUINJIN K BBIBOLY O He-
OOXOMMMOCTH ITOBBIINEHUA
LeHbI ¢ (naTa).

Hosrle meHsr 6yayT pac-
IpoCTpaHATHCA Ha BCe 3a-
Ka3sl, OTTrPYKEeHHEBIe IIOCJe
(zara).

Hosrril npaiic-nucr, conep-
KAl I eHbl TOBAPOB IIpH
Ilepelnpojake, IIpujaraeTcs,

Mz 6yneM NIpoAoOIXKaTh
IIOCTaBJIATL BaM BBICOKOKa-
YEeCTBEHHYIO IIPOAYKIIUIO U
obecITIeYNBATEL OKRUJAEMEBIN OT
HaC ypoOBeHb O0CJy)XMBaHHUA.

Bcecxope Haur npenxcraBu-
TeJb CBAMKeTcA ¢ Bamu, uro-
OBl PACCMOTDETHL HOBBIE II€HBI
u o0CyAuUTH Cepbe3Hble Map-
KEeTUHI'OBEIE IIPOrPaMMEl, KO-
TOpPble IIOMOTYT OOECIIeYUThH
peanusanuio Baleii nmpoayx-
A,

3ameHa npoaykuum:
npekpaiwleHe NpouaBoa-
CTB2 M 3aMeHa NPOoAYKLUM

Hauunas ¢ (mecal, geus,
rojJ) BBINTYCK IPOAYKIIMU ITOXK
HOMEpOM ... OyJeT IIpeKpa-
IleH, 1 OHa GyJeT cuMUTaTbhCA
yCcTapesBlIen.

Bwmecro usgenua Ne ... 6y-
OeT BBIIIYCKATHCA H3Lenue
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The new item offers the
following product
improvements:

1.

2.

3.
Item No. ... is assigned
to price category No. ... and
stocking category No. ...

Enclosed are several new
catalogue pages.

Additional pages may be
obtained from our
representative.

All recommendations
previously specifying the
superceded number will be
covered by the new item.

Returns of type No. ...
will be accepted through
(month, day, year).

The new product reflects
our continuing efforts to
provide quality product.

Purchase Order
General

Please consider this our
purchase order for
(quantity) Model No. ...,
product size ... in ... colour.
The purchase order number
is ...

Hosoe usgenue 6yger 1pe-
BOCXOJUTEL NpeAbIAyINee IO
CIeAYIOINUM IllapaMeTpaM:

1.

2.

3.

N3penrne Ne ... coorBerT-
CTBYET KaTeropuu IeHbl Ne ...
M KaTeropuy CKJIALUPOBAHUA

B nipunoxeHun cogepaxar-
CA HEKOTOpble CTPAHUILI HO-
BOro KaraJjora.

JoIloJIHUTEeIbHEIE CTPaHU-
nsl Bel MOMKeTe IIONYYUTE Y
Halllero IpefcTaBUTENA.

Bce pexomMeHgamum, KOTO-
pble OBIIM JaHbI paHee B clle-
IUMPUKALUU IIPEeABLIAYINEro
HoMepa, OyAyT Y4YTeHBI IIPHU
BBIIIYCKE HOBOI'O U3JEJIHA.

Bosspar Tuna Ne ... 6yzer
OCYIIECTBJIATHCA € ... IIO ...
(mecsn, geHs, rox).

Breinnyck HoBoOoro uspenus
oTpazkaeT Hallle IIOCTOAHHOE
cTpeMJIeHre IIPOM3BOJAUTE Ka-
YeCTBEHHYIO IIPOAYKIIMIO.

3akas Ha nocraBsky:
obwuii

IIpocum paccMOTpeTs Haml
3aKa3 Ha ITOCTABKY IIPOAYK-
uuy Mogenu Nt ..., B KOJNIHYe-
cTBE ..., pasmep ..., IBET ...
3aka3 Ha TIOCTaBKY Ne ...
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We understand the cost
will be $ (amount) each
F.0.B. with payment terms
of ...

Please ship by motor
freight and bill as follows:

All invoices, packing
slips and correspondence
must include the purchase
order number.

If shipment cannot be
made by (date), please notify
us.

We are looking forward
to receiving the
merchandise.

Recommendation/
Reference
Employment

(Name) was employed as
a secretary in the (sales,
advertising, etc.)
department of
(organisation) during the
period (date).

Her job performance was
very good in every respect.

The quantity and quality
of her job were consistently
high.

Hackoabxo MBI TIOHMMaeM,
CTOMMOCTS KaJ0T0 U3LeNIUs
OyaeT cocTaBiIATh (cyMMma)
LOJLIapOB Ha YCJIOBUAX ILja-
rexa POB ...

IIpocuM oOCyIleCTBUTH IO-
I'PY3KY aBTOTPAHCIOPTOM MU
IIPOM3BECTH OILIATY CJEAYIO-
1ero cuera: ...

Homep 3axasa Ha 1ocras-
Ky IoJXeH OBITH yKaszaH Ha
Bcex cyeTax-(aKTypax, yla-
KOBOYHBLIX OJaHKax u Iie-
pelucke,

Ecau orrpysaka He MOXKeET
OpITh oOcyimecTBjJeHa a0 (Za-
Ta), IPOCUM COOOIUTL HaM
o0 3Tom.

C HeTepneHHMeM XJIeM IIO-
JIydeHus ToBapa.

PekomeHpaTenoHoe
nUcLMO:
npu ycTpoicTBe Ha paboTy

(Amsa) paborana cexpera-
peM B orjesne (IIpojak, pex-
JIaMBI ¥ T.II.) KOMIaHuU (Ha-
3BaHue OPraHu3aluy) B IIepu-
omcC ... Io ... (naTsl).

OHa ouyeH®L XOpOINO BHI-
ImoJHAJMa J1060yI0 pabdory.

Ee pabora BCcerga ornuya-
Jlach Ka4eCTBOM M BBICOKH-
MU KOJUYECTBEHHBIMM IIOKAa-
3aTeJIAMU.
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She displayed accuracy,
thoroughness and initiative
in carrying out all
assignments.

She possesses excellent
word processing skills.

She worked harmoniously
and effectively with others
and was an important
contributor to the success
of the department.

It is a pleasure to
recommend her for a
secretarial position.

She will be a very
valuable asset to any
organisation.

I believe she would be an
effective contribution to
your company.

I am absolutely sure that
she will serve you well and
will also mix well with
other colleagues.

Refusal
Employment Inquiry

Thank you for
forwarding your resume.

Unfortunately, we do not
have any openings which
are suitable for your
qualifications and interests.

Ilpu BBHIDONHEHUU BCEX
3aJaHUil OHa ITPOABJIAJA Ta-
K1e KauecTBa, KaK aKkKypar-
HOCTH, TINATEeJILHOCTh U MHU-
IIMaTUBHOCTS.

OHa OTAMYHO BIajeeT Ha-
BLIKaMH pabGoOThl Ha KOMIIb-
IoTepe.

OHxa nposBUJIa YMEHUE Da-
6oTaTh € JIIOABMHU, U YCIIEX OT-
nesa ObLy OBl HEBO3MOXKEH Oe3
ee yJacTusd.

A ¢ yZoOBOJIBCTBHEM PEKO-
MEHJIYIO ee Ha JOJMXHOCTh
cexperaps.

Ona Oyner oueHb IIEHHBLIM
COTPYIZHUKOM JAns ni000i
OpraHM3aI M.

Mue xaxeTcs, 4YTO OHa
Moraa OBl CTaTh IEHHBIM
npuobperenuem xag Bameit
KOMIIaHUH,.

H abcosoTHO yBepeHa, YTO
OHa OyJeT XOpoIIo padoTaTk
M Ha¥eT o0IUHA A3LIK C KOJI-
JIeraMu.

OTkaa:
Ha 3anpoc o pabo4yeit BakaH-
cum

Bnarogapum Bac 3a Bae
pesiome.

K coxanenulo, B Hacros-
I MOMEHT Yy Hac HeT BaKaH-
CHIi, COOTBETCTBYIOIUX Barmeit
KBaJIUPUKAIIUY K MHTEPECaM.
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Your resume will be kept
on file for ninety days.

If any appropriate
opportunities arise, we will
contact you.

Your interest in our
company is appreciated and
we wish you every success.

Thank you for your
letter inquiring about
employment opportunities:
with (organisation).

Unfortunately, we have
no available positions which
would match your
background and
qualifications.

We suggest that you
direct your inquiry to the:
employment agencies.

Your interest is
appreciated and we extend
best wishes for every
success in achieving your
employment objectives.

Refusal
Inferior or Damaged:Product

This is to inform you
that our order No. ... was
received today.

Bamre pesioome Oyaer xpa-
HUTBCA B Hamux ¢aitaax 90
ITHeMn.

Mmu1 cBaxkemcsa ¢ Bawmu,
€CIU IIOABATCA IIOAXOAAIIMeE
Iaa Bac BakaHCUHU.

Mu1 npusHartenasHbl Bam
3a MHTepecC, IPOABJIEHHBIA K
Halleil KOMIaHUU, U KejlaeMm
Bam BcsadyeckMx ycuexos.

Banarogapum Bac 3a Baie
IMCbMO, B KoTopoM BErl Ha-
BOAMTE CIIPABKU O CYINECTBY-
IomMuX B (HazBaHUe OpraHu-
3aIMM) BaKaHCUAX.

K coxamneruro, y Hac ceii-
4yac HeT BaKaHCUM, COOTBET-
CTBYIOINUX Bamreit KBaaudu-
KaIUX U ONBITY PaboTHI.

Mzl coBeryem Bam Harmpa-
BUTBH Balll sarpoc B areHTCTBA
II0 TPYAOYCTPOMHCTBY.

Mer npusHaTenbHsl Bam 3a
MHTepec, IIPOABJIEeHHBIN K Ha-
e KOMIAHWUU, U KeJaeM
BCAYECKUX YCIIEXOB B IIOVMCKe
noxxoxpsAinei niua Bac paboTsl.

OTkas:

OT NMPOAYKUMKU NNOXOro Ka-
YecTBa UNKU UCNOPYEHHOR Npo-
AYKUMK

Hacrosmmum coobigaem,
4TO HAIIl 3aKa3 II04 HOMepoM
... Ob11 oyyen Bamu TOJIB-
KO CerojHs,
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Initial inspection has
revealed many damaged
items.

Enclosed are samples of
unsalable ...

Please have your
representative contact us to
review the shipment and
make an adjustment.

By copy of this letter, we
are informing your
Accounts Department that
payments will be delayed
pending settlement of the
problem.

Refusal
Payment

We have received your
invoice No. ... dated ... to-
cover transportation
charges for additional ... -

These ... were required to
replace defective ... which
were received in our last
order.

We do not believe it is
proper to pay
transportation charges on
additional materials needed
to replace defective product.

Ilpn mepBoHauYalIbLHOM OC-
MoTpe OBIIO BBIABJIEHO 3HAa-
yyuTeJbHOE KOJMYEeCTBO IIO-
BpeKJAeHHBIX M3Jesui.

O6pasisl ..., He MOAJexa-
IIMe IIpojaske, IPUJIATAIOTCH,

IIpocum Baiuero npepcra-
BUTeJIA CBA3aThCA C HAMU IS
ocMOTpa rpy3a ¥ BHeceHUS
COOTBETCTBYIOIIEro MaMeHe-
HUA.

Konuio gaHHOTO IuUcbMa
MBbl HalpaBiaseM B Bamy
fyXraiTepuio, C TeM UYTOOBI
cooBUTL UM 0 HeoOxXoxuMoO-
CTU 3aep>XKKU ILIaTexel o
OKOHYATeJbHOT'O pa3pelleHn s
npobJeMsbI,

OTkas:
OT ynnaTbl

Mpsr moayuuaum ot Bac
cuer-pakTypy N ... oT ...
IS TOKPBITUA TPAHCIIOPT-
HBIX pPacXoJOB Ha JKOIOJIHU-
TeJbHEIE ...

ITH ... GBIIM 3aAIIPOIIEHBI
JULSL 3aMeHBI HeMICIIpaBHbIX ...,
IIONYYEeHHBIX B IIOCJe HeM 3a-
Kagse.

Mp1 cuuTaem, 9TO He JOIK-
HBl OILIAYMBATH TPAHCIIOPT-
Hble PacxXOXbl Ha JOCTABKY
JOTIOJMIHUTENBbHBIX MaTepua-
JIOB, NpeAHasHAYeHHBIX AJA
3aMeHbl HeUCHIpPaBHOW Ipo-
JYKITIU.
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Accordingly, we are
enclosing your invoice and
request a full credit.

Refusal
Sell Direct

(Name of company)
distributes our products
through wholesalers who
resell to dealers.

Please contact one of the
dealers in your area as
listed on the enclosed sheet.

Anyone of these dealers
will be able to supply your
requirements.

Request
Advance Payment

It is our policy to request
a ... % advance payment on
initial orders from new
accounts.

If you forward $
(amount), we will
immediately ship your
order.

Taxum ob6pa3zoM, MBI IIpU-
JaraeM BBLICTaBJIeHHBIM Ba-
MH¥ cYeT UM IIPOCUM BOo3Mec-
TUTBH IIOJHYIO CTOMMOCTS (Zoc-
TABKHU).

Orkas:
OT NPAMOIA NPORAKMN

(HazBaHWe KOMIAHHUM)
ABJIAETCA AUCTPUOBIOTOPOM
Haurell IpOAYKIIUU Yepes OII-
TOBUKOB, KOTOpLIEe, B CBOIO
odyepelb, 3aHUMAIOTCA IIepe-
Ipoxakeil LuJepam.

IIpocum cBfzaThCA C Of-
HUM M3 HAIIMX [TepedrcJIeH-
HBIX AUAJIepOB (CIMCOK ITpHJIa-
raercH).

Jli060lf M3 HUX CMOMKeT
BBIIIOJTHUTL Ballty 3asiBKYy.

MNpocbba/sanpoc: :

0 npeasapuTenbLHOW On-
narte

-

IIp OTKPBITUU HOBBIX
cYeTOB y Hac IPUHATO IIpO-
CUTH IPOIeHTHYIO IIpe-
LOIIJIATy 3a IlepBble 3aKa-
3BI.

Ecnu Brl nepeBeziere (CymM-
Ma) ROJJIApOB, MBI He3aMef-
JUTEJbHO OTTpy3MM Bamr 3a-
Kas.
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Request
Financial Support

I should be grateful if
your company could fund
the costs of my travel to ...

I am inquiring if there is
any possibility of obtaining
some finance from your
company to facilitate my
visit to ...

Request
Appointment

Please contact me or my
secretary and inform us of
the time that would be best
for you.

The reason for my
writing is to express a wish
to speak to you while I am
in Moscow.

I should very much like
to meet you to discuss the
matter of ...

I should be obliged if you
could meet me at a mutually
convenient moment.

If the date is not
satisfactory, we will arrange
a new time.

Mpocs6a:
0 (hMHAHCOBOW NOMOLLM

dA 61 6B1 IpU3HAaTeJeH,
ecaid Bama KoMmMIaHUMA MOr-
Ja OBl OILIATUTH MOM TpaHC-
IMOpTHBEIE PACXOABI HA IIOE3J-
KY B ...

Mue xoreJsoch OBl y3HATD,
MOXHO JU MNOJYYUTH (PHu-
HaHCOByI0 IIOMOINs OoT Ba-
el KOMIaHUU OJIA IIOKPBI-
THA PACXOZOB Ha MOIO IT0e3]-
KY B ...

Mpocw6a:
O BCTpeye

IIpomy cBA3aThCA O MHOM
WM MOMM CeKperapeM M Jo-
TroBOpPUTHCA 00 yAobHOM Jns
Bac Bpemenw BCTpEuu.

B srom nucrme mMHe xore-
JIOCh OBl BBHIPA3UTL KeJlaHUe
BCTPEeTUTLCA ¢ Bamu, okKa s
B Mockge.

Mue 6BI o4YeHB XOTeENOCH
BCTPETUTLCA ¢ Bamu, 4TOOEBI
obcyaurs npobiemy ...

A 611 6BI IIPpM3HATEJEH,
ecau Opl Bnl cMoOriuw BCTpe-
TUTHLCA CO MHOW B yZXoOHOe
LA Hac o0ouUx BpeMd.

Ecau Bac He ycrpauBaer
Zara, MOXMHO Ha3HAYUTh
BCTpedy Ha Apyroe Bpemd.
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Request
Booking/Reservation

I wish to reserve a room
with a double bed for ...

I plan to arrive on (date)
afternoon and will depart
early on (date) morning.

Your forwarding a
confirmation will be
appreciated.

Resignation
Employment

This is to inform you of
my resignation from ...
(date) effective.

The reason for it is
that ...

I have enjoyed my many
years of employment at ...
The experience ... has

been very rewarding.

My best wishes.

I have been extremely
happy in my position, and
have especially enjoyed
working in your
department.

This is to notify you of
my resignation from ...
effective (date).

I am going to miss my
many friends and wish to
express my appreciation for

MNMpocsbal/3anpoc:
0 6poHMpoBaHUK

A xouy 3aB6poOHUpPOBATEH HO-
Mep ¢ AByCIalbHON KpoBa-
ThIO LJIA ...

A nnanupyio npubbITh B
(mara) mocie obega M OTOBITH
paHo yTpoM (ZaTa).

Byay npusHareieH 3a H0A-
TBep KAeHUe MOero 3akKasa.

3asiBneHue:
06 yxoge ¢ paboTbi -

Hacrosmum coobimato,
4yro A cobupawch yHTH U3
KoMmauuu (fnara).

f yxomxy M3 KOMIIAHUH IO
HIpUYHHE ...

M=uoro Jner s ¢ GoabIIUM
YAOBOJBLCTBMEM paboTani B ...

A mony4yua oyeHb HeHHBIH
oIIbIT, paboTad B ...

Mou Haunyuinue moxxesa-
HUA.

A ¢ foapmuM yAOBOJIb-
CTBUeM 3aHUMaJICA 3TOM pa-
0oToi, 1 MmHe ocobeHHO Hpa-
BUJIOCH paboraTrs B Bamem
oTxele.

Hacrosmum coobimaro,
4To COOMPAICh YBOJHUTLCA C
(zara).

Mnue OyZxer HeZXocTaBaTh
MHOT'MX MOMX ApPY3ei, U s Xouy
BLIPA3UTHL IIPU3HATEIBLHOCTDH
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... years of valuable
employment.

Resume & Covering Letter
Employment

As you can you see by the
enclosed resume, my
experience and
qualifications make me an
excellent candidate for the
position of ...

I hope to hear favourably
from you.

I am writing in response
to the advertisement for a
(position) which appeared
on the (newspaper) on

(date).

I am interested in
applying for the position of
... advertised in
(newspaper).

I believe that my
qualifications and
experience closely parallel
the requirements outlined in
your advertisement.

A complete resume is
enclosed.

I would welcome the
opportunity to discuss my
qualifications and career
plans with you.

3a roAgbl paboOTHEI, KOTOPHIE
OBIIN OIS MeHs BayKHBI.

Pe3ome u conposoau-
TenbHOe NUCHLMO:
npuv yctpoicTtee Ha paboty

Kax BuUgHO M3 mpuiarae-
MOTO pes3ioMe, II0 ONIBITY pa-
00THl M KBATUPUKALUY, I AB-
JIAOCh OTIMYHBIM KaHAUIA-
TOM Ha JOJMKHOCTL ...

Hagerocs noayuurs ot Bac
TIOJIOHUTeJbHLII OTBeT.

HdaHHOe MHUCBMO ABIAETCH
oTBeTOM Ha 00'bABJIEHUE O Ba-
KaHcuu (HasBaHMe JOJIXKHOC-
TH), oNyBJIUMKOBaHHOE B rase-
Te (HazBaHMe ras3eTsl) OT

(zara).
S 3aMHTepecOBaH B JOJIK-
HOCTH ..., BaKaHCUA Ha KOTO-

pyio Obl1a ob6bABIEHA B ra-
3eTe (HaspaHMUE raseTsl).

Mue xaxerTcs, 4uTo Mod
KBanu(pUKausa ¥ oIsIT pado-
THL COOTBETCTBYIOT TpeboOBa-
HUAM, OPeA'bABIAEMBIM K
IIpeTeHjeHTAM Ha 3Ty AOJIK-
HOCTBh, B COOTBETCTBUHU C Ba-
mumM o0LABIEHMEM,

IlonHOe peszroome Ipuiara-
eTcs.

A ¢ yaososbCTBMIEM BCTDE-
yycs ¢ Bamu u OyAy pax o6-
CYAUTH CBOX KBAIUGUKAIUIO
Y npo(eccoHAaIbHbIE TIAHEI.
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The position of ... is the
type of employment that I
am seeking.

I believe that my
education, desire and
enthusiasm would enable me
to make an important
contribution to your
company.

Sales .
Direct Maik-Appeal.

(Organisation) is pleased
to announce the availability
of ...

The new product is the
culmination of many years
of scientific research.

The new product offers
the following benefits: ...

Users have already
reported the following
successes: ...

Please call now.

It may be your best
profit making decision of
the year!

Termination
Apartment Lease

1

This is to inform you

Pabora B gomxHocTHu ...
KaK pa3 TOT BUJ AeATEJNLHO-
CTU, KOTOPHIM MHE XOTeJOCh
6Bl 3aHUMATBCH.

Mue xaxercs, 4TO A CMO-
Iy BHECTU 3HAUYUTEJbHBIN
BKJIan B paboTy Bamreil xom-
IIaH¥W}, IIPAMEHUB Ha IIPaKTH-
Ke cBoe o0pasoBaHHe U JKe-
naHue paforars.

MNpogaxu
o6bsBneHne o APEAAKE NO
noute

(Hassanue opraHusanuu)
paza o0'bABUTH O HANTUYHUH ...

Hopasa npoaykuua AsasaeT-
cA pe3ayJbTAaTOM MHOTOJET-
HYX Hay4YHBIX UCCJIEeIOBaHU.

Horas nponyxuus obnaga-
eT CIeAyIUMHA HOCTOUH-
CTBAMH: ...

IToTpeburenn yxe coo0b-
IMUJIN O CJIeAVIOIMUX yCIie-
Xax: ...

3BoHuTEe NpAMO ceifuac.

39To MOeT OBITH CAMBIM
BBEITONHHEIM pelIleHueM ropgal

MNpekpalweHue:
porosopa o6 apeHae ksap-
THPbI

Hacrosmum coebimaro,
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that I will be vacating
apartment on (date).

I understand that my
security deposit of $
(amount) will be refunded
pending an inspection on
the departure date.

I have enjoyed the
apartment and will
recommend it to others.

Welcome
New Employee

It is a real pleasure fo;
welcome you to
(organisation).

We look forward to
working with you and
extend our best wishes for
every success.

We are so happy that you
have decided to join our
organisation.

Welcome and good luck.

Please feel free to call on
me for any help you may
need.

We look forward to your
active participation in .

YTO A OCBOOOMOAI0 KBApPTH-
py c (mara).

Hackoabko s nOHMMAIO,
sajor B pasmepe (cymma) 6y-
feT BO3BpallieH MHe IIoCJe OcC-
MOTpa KBAPTHUDHI B JeHb MO-
ero oTbesfa.

MHe HpaBUJOCH KUTH B
9TOoil KBapTHUpe, U A O6yRy pe-
KOMEeHJOBATh €e APYIUM.

MNpusercTBMeE:
HOBOro COTpYAHUKA

MHe ype3BBIYAHO MPUAT-
HO IONpUBETCTBOBATH Bac B
(HazBaHMe OpPraHU3AIMH}.

C HerepreHueM KAeM Ha-
Yyajia HaIlero COTpyaHUUe-
crBa ¢ Bamu 1 Kexaem Bam
BCAYECKHX YCIIEeXOB.

Mzl Tak pangsl, uto BeI pe-
IO y Hac paborarts.

Hobpo moxxkajoBaTh ¥ yAa-
yu Bawm!

IIpomry 6es xosebanusa o6-
pamaTtbes KO MHe, eciiu Bam
noHagobuTeA KaKkasa-1ubo Io-
MOIIb.

C HeTepmeHUeM XJeM
MOMEHTa, KOrJa BBl CMOXKe-
Te MPUHATL AKTUBHOE y4ac-
THE B ...
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2. PyccKo-aHIMMACKMEe COOTBEeTCTBMN'
Russian-English Equivalents

AHHynupoBaHue:
AOroBopeHHOCTU B BuaHece

B cuny BO3HUKHOBEHUS He-
IpeJBULIEHHBIX 0OCTOATEIbCTR,
MBI CUHUTaeM HeoOXOZHMMBIM
AHHYJVDOBATH PaHee 3allJIaHU-
pOBaHHOe corJalleHue o ...

CorsacHo Hallei#l JOroBo-
PeHHOCTH, o(pHUIIMAJIBLHO yBe-
aomJaseMm Bac o ... 3a ... AHe:
BIIEpen.

Xanoba:
Ha npeacTaBuTesNs KoOMna-
HUK

K coxajgeHnio, Mbl JOJIXK-
HBI OTMETHUTB, UTO, IO Halle-
My MHeHUI0, Bail coTpyZfHUK
Ob1JI rpyb C KJIHMeHTaMU Bede-
poM ...

TouHee, Bamr coTpyAHHK
(uma) ...

3Has, yro Bama xomnaHusa
IIPOBOJUT IIOJUTUKY oOpa3s-
IIOBOTO OOCHIYyKMBAHUSA KJIM-
€HTOB, MBI CYMTaeM, 4TO BEI
3axoTeJu Obl y3HaThL 00 aToit
HeIIpUATHON CUTYyaluu.

MBI mocumrTaaud BalKHBIM
coobimuTe Bam 00 sToM ciay-
Yae ¢ TeM, 4T00bI Bbl IpUHA-
JU COOTBETCTBYIOIIME Mephl

Cancellation
Business Function

Due to unforseen
circumstances, we find it
necessary to cancel our
scheduled convention for ...

In accordance with our
agreement, we are giving you
... days advance notice.

Complaint
Company Representative’

We are sorry to inform you
that, in our opinion, your
employee was rude with
clients on the evening of ...

Specifically, your employee
(name) ...

In accordance with your
policy of being a caring
company, we believe you
would want to know about
this unfortunate situation.

We felt it was important to
inform you so that you can take
corrective action and maintain
your excellent reputation.
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¥ coxXpaHuJu Bamy oTIANY-
HYI0 DeIlyTalluio.

Xanob6a:
Ha NpoayKuuo

HUcnonssys Bamy npoayxk-
UU0 414 ..., Mbl ODHADPYXKH-
JHU cJaelyoinue neeKThI: ...

CormacHo rapaHTHU, MEI
¥MeeM IIpaBO MOJYYUTH Ha-
3af yNJIayeHHYIO HaMHU CyM-
My WJIM noTpeboBaTh B3aMeH
Apyroe HU3aeJue.

. BO3Bpailaercsa cerofHs
. B Bam cepsuCHBINA IIEHTD,
PACIIOJIOXKeHHBIH B ...

Kouusa xBuTaHvu npuJja-
raeTcs.

IIpocum BO3MecTHTE HaMm
TIOMTHYIO CTOMMOCTS, BKJIIOYAA
CTOUMOCTD IIOIpYy3KH, YKas3aH-
HYI0 B KBUTAHIWH,

MBI BBICOKO IeHHMM A00poe
uMA ¥ perryralinio Bamreit xom-
IaHWU U yBepeHbl, YTo BEI BBI-
IIOJTHUTE BCe HAIlIY TpeGOBAHUA
IIpY IIePBOM BO3MOXKHOCTH.

Xanoba:
Ha obcnyxxusaHne

A y:xe piauTesibHOe BpeMsA
ABJIAIOChH KJIWeHToM Bamei
KOMII&HHH, B 9TOM IICbMe MHe
XOTeJIOCH OBl BEIPA3UTEH HEYHOB-
JIeTBOPeHVe OOCIy:KUBaHNEM B

Compilaint
Produgt .

After using the product
for ..., we found it to be
defective as follows: ...

According to the
warranty, we are entitled to a
refund or replacement.

The ... is being returned
today by ... to your service
centre located at ...

A copy of our receipt is
enclosed.

Please forward a full
refund including the cost of
shipping which is indicated
on the receipt.

We appreciate the good
name and reputation of your
company and know that you
will comply with our requests
as soon as possible,

Complaint
Service

As a long time customer of
(company’s name), I am writing
to express dissatisfaction with
the service at the shopping
centre located at ...
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TOPrOBOM II€HTPE, PACIIOJIO-
HEHHOM B ...

IIo seuepam B HeHTpE
paloTarnT TONBKO TPH Kac-
cHupa.

ITosToMy KaKawlil seuep 00-
Pas3yioTCHd AJUHHEBIE OUEPEAH.

Muorne nmoxymnarenld Hemo-
BOJBHBI HEOGXOAUMOCTBIO Tpa-
THTH MHOT'O BPEMEHU HA OXHU-
JaHue; BO3HUKINAA CHUTYAIMA
MIPOTHBOPEUHT IPOIPECCUBHOM
nonuTuxke Bairell kommanuu.

1 yBepen, YTO MHOTHE IIO-
Kynareld AeNaloT MOKYIKU B
IPYTUX MarasuHax, YTo0bl He
CTOATH B AJUHHBIX oyepeasaX.

A 611 Ger BaMm nmpuanare-
Jexs, ecnu Gel Bl paccMoTrpenu
JAHHYIO CATYAIHIO 1 IPUHAIH
COOTBETCTBYIOIIHE MEPHI.

3aka3 Ha nocTtaBKy:
obwnit

IIpocuM paccMOTpeTh HAUI
34Ka3 HA IOCTABKY INPOAYK-
IMX Moaend Ne ..., B KoJuue-
cTBE ..., pa3Mep ..., IBET ...
3axkaa na mocraBky Ne ...

Mpr mougMaeM, 4YTO CTO-
HUMOCTh KaXXL0Oro U3xenus gy-
LeT COCTaBJAThL (CyMMa) KOJI-
JIapOB HA YCJOBHAX IIJIATEXAa
@OB ...

IIpocsba OCYIECTBUTH
TPAHCIIOPTHPOBKY ABTOTPAHC-
IIOPTOM; CTOMMOCTL II€PERO3KH

The centre operates in the
evenings with only three
cashiers.

As a result, long lines
occur every evening.

Many customers become
disgruntled while waiting
and this situation does not
reflect the progressive policy
of your company.

I am sure that many
customers shop elsewhere in
order to avoid the waiting.

I would appreciate your
looking into the situation
and take corrective action.

Purchaseé Ordér
General

Please consider this our
purchase order for (quantity)
Model No. ..., product size ...
in ... colour. The purchase
order number is ...

We understand the cost
will be $ (amount) each
F.0.B. with payment terms
of ...

Please ship by motor
freight and bill as follows: ...
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¥ YCJIOBHS OILIATEL CYETA ClIe-
AYIOIHue: ...

Bce cueta-¢paxTypni, yna-
KOBOYHBIE PACIKUCKMN U IIe-
penuCcKa AOJMKHBI BKJIOYATH
HOMEp 3aKaz3a Ha IIOCTABKY.

Ecau orrpyaxka He MOXKeT
OBITH OCyIECTBJIEHA K (naTa),
TO NPOCUM IPOUHGPOPMUDO-
BATL HAC 00 3TOM.

Mzl ¢ HeTepIeHUEM XKAeM
TONYyYeHU A TOBApA.

3ameHa NpoAaYKLUK:
npekpalweHue npoussBoa-
CTBa U 3ameHa NpoayKLum

Hauunas ¢ (Mecsan, AeHsb,
rojl) BHIIIYCK IIPOAYKIIMY IIOJ
HOMEpOM ... OyAeT IpeKpa-
eH, ¥ oxa OyAeT CUUTATHCA
ycrapeBuiei.

BMmecro uagenus Ne ... Oy-
OEeT BEITYCKATHCH H3JEJHE

Hosoe uagenue 6yaer npe-
BOCXOLHUTE IpeAbIAylliee II0O
CIeAVIOIIMM IlapaMeTpam:

1.

2,

3.

HNapnenue Ne ... cooTser-
CTBYET KaTeropuy mexHnl No ...
¥ KATErOPUH CKJIAJUPOBAHUA

B npunokeHuu coaepiKaT-
CA HEKOTOPLIE CTPAHUIILL HO-
BOTO KaTalora.

All invoices, packing
slips and correspondence
must include the purchase
order number.

If shipment cannot be
made by (date), please notify
us.

We are looking forward to
receiving the merchandise.

Product Change
Discontinuance
& Replacement

Effective (month, day,
year), product No. ... will be
discontinued and considered
obsolete.

Item No. ... will replace
and supercede item No. ...

The new item offers the
following product
improvements:

1.

2,

3.

Item No. ... is assigned to
price category No. ... and
stocking category No. ...

Enclosed are several new
catalogue pages.
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JononHuTenbsHBIE CTPAHU-
sl Bel MoXKeTe TONYYUTH Y
HAIIEer0 IIPEeACTABUTENA.

Bcee pexomMenganuu, KoTo-
pole OBINIM AAHBI PaHee B CIIe-
IMPUKALUYA TPeABIAYINETO
HoMepa, OYAYT Yy4YTeHBl IIpHU
BBITIYCKE HOBOTO MBAEJNUA.

BoaspaT usgenuit ruma Ne
... OyfeT oCyLEeCTBJIATBECA C
.. IO ... (MecAL, JeHb, TOX).

Boinyck HOBOro ua3genus
OTPAXKAET HAIIE ITOCTOAHHOE
CTPEMIEHUNE NIPOUIBOLUTE
KAueCTBEHHYIO IPOAYVKIIHIO.

3aaBneHue 06:
yxoae ¢ paboThbl

Hacroasmum coobinalo,
yro A cofupawch YATH H3
KoMnanuu (gara).

5 yXO0MXKy M3 KOMIAHUU TI0
IpUYUHE ...

Muoro ner s ¢ GonbInuM
YAOBOJILCTBHEM PaboTana B ...

Hd Haxonusa MeHHBIH OILBIT,
paboras B ...

Mou Haunyumue morkena-
HHAA,

H ¢ GonpmIUM YAOBONB-
CTBUEM 3aHMMAJICH 3TOM pa-
fporoif, ¥ MHE oco0eHHO Hpa-
BUJOCH: paboTaTe B Bamem
oTxgene.

Hacrosmum coobualo,
uTO COOHPAIOCh YBOJNHUTHCH C

(mara).

Additional pages may be
obtained from our
representative.

All recommendations
previously specifying the
superceded number will be
covered by the new item.

Returns of type No. ... will
be accepted through (month,
day, year).

The new product reflects
our continuing efforts to
provide quality product.

Resignation
Employment

This is to inform you of
my resignation from
effective (date).

The reason for it is that ...

I have enjoyed my many
years of employment at ...

The experience has been
very rewarding.

My best wishes.

I have been extremely
happy in my position, and
have especially enjoyed
working in your department.

This is to notify you of my
resignation from ... effective
(date).
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Mue OygerT HeZOCTABATH
MHOr'dX MOMUX APY3€H, M H
XOUy BBIPA3UTH IIPHU3HATEIb-
HOCTE 34 oAkl PaboTHI, KOTO-
pBle OBIIYU AN MEHS BAMHEL.

3anBneHue:
O YNeHCTBe

M=ue xorenocs 6 CTaTh
yjeHOM (HazBaHUe opraHuaa-
IUH).

A caMbBIM Tm[ATENBHBIM
o0pas3oM 3aloNIHUJ IIpHiara-
eMble ONIAHKY 3a8BIEHUS.

NaBuHeHue: o
3a paHee onnaJeHHbIin cyeT-

tbakTypy

Bbl abconoTHO Tpassbi!

IIpocpouenHoe uaselnenue
oT (mara) ObIJIO OTIPABJIEHO
HaMH II0 OIIMOKe.

MBI yXe NIpeANpUHANU
MEPBI, YTOOBI M30€XKaTh IIO-
BTODEHUS JAHHOH CUTYAIHH.

M&el coskaneeM o6 aToit
omubKe ¥ HageeMcs, 4To Bal
ocTaneTech KIMEHTOM, KOTO-
POro MBI BEICOKO IIEHHM.

N3BuHeHuUe:
3a 3aflepxky 3akasa

Crnpoc Ha 9TOT ToOBap IIpe-

I am going to miss my
many friends and wish to
express my appreciation for
... years of valuable
employment.

Application
Membership

I would like to apply for
membership in the
(organisation).

The enclosed forms have
been completed to the best of
my ability.

Apology )
Invoice previously paid

You are absolutely correct!
Our overdue notice dated
(date) was sent in error.

We have already
implemented measures to
avoid reoccurrence.

We regret this mistake and
hope you will continue to be a
valued customer.

Apology
Order Delay

Demand for thi-s item has
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B3OIIIEJI BCE HAIIW OKUAAHUHA,
MO5TOMY AAHHOT'O TOBApAa Bpe-
MEHHO HeT Ha CKJaje.

IInauupyercss, 4TO OH IO-
asurca (zara).

Ilpocum uzBuHeHUSH 34 3a-
MEPKKY U NIpUYUHEHHbIe He-
yao6cTRa.

N3BuHeHuUe:
3a Ka4yeCTBO NMpoAYKUMN

Mzl obecIIoOKOeHEBI TEM, YTO
y Bac Bo3rMKIN npobiaeMEl
NIPH KCIOJL30BAHMU Halmewu
TIPOAYKIMH,

Haur npeacrasurens, (4Ms),
BCTpeTHTCHA ¢ Bamu ..., uTo-
6B pacCMOTpPETh BO3HUKIIVIO
npobaemy.

Ou sabeper v Bac obpas-
161, KOTOPhIE HEe3aMEAJIUTENhb-
#O 6yAyT OTIpaBJeHbl B HAII
OTHAeJI KOHTDOJIS KauecTBa.

Ilpocum M3BMHUTH HAC 34
npuunHenHble BaM Heynob-
CTBa H 3aBepAEM, UTO I'OTOBEI
IpOLKOJIKaTh ¢ BamMu coTpyxa-
HUYECTBO,

UHkacco:
npocpoyka nnarexa

Omnnara O IPHJIAraeMOMY
HAMH cueTy-(paKType ToJ HO-
MepoM ... oT (mara) (Ha cyM-
MY) ... HE IPOM3BEIEHA B CPOK.

exceeded our expectations.
As a result, we are temporarily
out of stock.

Availability is planned for
(date).

We are sorry for the delay
and inconvenience.

Apology
Quality Problem

It is disturbing to learn
of the problems you are
encountering with our
product.

Our representative, (name),
will meet you on ... to
investigate the problem.

He will take the samples
which will be immediately
forwarded to our Quality
Department for analysis.

We regret the
inconvenience and assure you
co-operation.

Collection
Past Due

Your payment of our
enclosed copy invoice No ...
dated (date) for (amount) is
past due.
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BeposaTso, Bel ornpasuan
cueT-(haKTypy 110 HEIPABUIb-
HOMY aJpecy UJIHU He OIJIATH-
¥ ero mo KaKou-yubo Apy-
rof npAYHAHE.

Hageemcs nmonyuuTs oT
Bac oTBeT HeMeaJIeHHO.

MUHkacco:
BTOPUYHOE U3BELEeHne

HecmoTrps Ha Hame 1mpe-
ABIAYIIEE H3BEINEHHE, MBI TAK
¥ He TONYUHJIH IIJIATEM IIo
Bamemy cuery-daxType Ne ...
oT (maTa) Ha CYMMY ... AOJ]-
JIapoBs.

Brel sagepxkanu omnnaty
yKe Ha ... guA. Ecnu y Bac
BO3HHUKJIM NIPOOJEMBI C 3aKa-
30M, NTPOCHMM COOOINUTEL HAM
o0 aToM.

JIOKYMEeHTHI, IO TBEPKAAT0-
mye A0CTaBKY, IIPHUJIAraloTCA.

Bo nzlexaHue NIPpUHATHSA
fosee CTPOTUX MEpP IPOCUM
CPOYHO TIPOM3BECTH OILJIATY.

WHkacco:
TpeTbe yBeAOMNEeHne

OnnaTa BBICTABJIEHHOIO
HAMU cueTa-(PaKTypsl TIOA HO-
MEPOM ... OT (aTa) HA CyMMY
(cymMma) cCHUIIBHO 3ajeprKaHa.

Mzul cobupaemcsa pasmec-
TUTH Bam cueT B ®HKACCHPY-

Perhaps you have
misplaced the invoice or there
is another reason for your
failure to pay.

‘We hope you will give
us a prompt reply.

Collection
Second notice

Despite our previous
notice, we have not received
payment covering your
invoice No ... dated (date) for
$ (amount).

Your payment is now ...
days overdue.

If you have encountered
any problems with the order,
please advise us.

Enclosed is proved of
delivery.

Please forward immediate
payment to avoid more
stringent measures.

Collection
Third Notice

Your payment for our
enclosed copy invoice No ..
dated for (amount) is
seriously past due.

We are planning to place
your invoice with a
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0IIee yupesxkpgeHue Ha ... A0
TeX TIOP, IOKA He ITOJAYUYHUM
Bam nnarex.

Ecnu Brel cpouno npouase-
JieTe ILIAaTeX, OlleHKa Barreit
KPELHUTOCTIOCOOHOCTH He TIO-
CTpajaer.

Kputuka:
(hMHAHCOBOrO OTYETAa

Bamr ¢uHaHCOBEIA OTUET 3a
HERE/N0, 3aKOHUHUBUIVIOCH ...
(maTa), BKIIOUAT [BA YIKUHA C
KJIMEHTaMU OBIIeM CTOMMOCTEIO
(cymMma) HoJLIapoB.

OTrenrsHas naaTa 3a BUHO
COCTABHJIA ...

Taxue pacxoAbl B pacuere
HA ... YEJOBEK HEIIPUEeMJIEMEI
¥ OTPAKAXOT HANPABUJIBHOE
noHuMaHne BaMu cuTyamuu.

Kaxxkawlir paboTauk 06s83aH
ofecniey®BaTL KOHTPONb 34
VPOBHEM PACXOJOB.

Mz mageemes, uTo B OyAy-
meM Bnl OyaeTe NIPULKEPIKH-
BATHCA OONYCTHMLIX HOPM
3aTpar.

CobGnogaiiTe COOTBETCTBY-
0IIHEe HHCTPYKIIHH.

OobLABNeHune:
0 NOBbILEHUM paboTHMKa B
JOMKHOCTH

Ham npusTtHo 00BSBUTE,

collection agency on ... unless
we receive your payment.

If you immediately
forward payment, your credit
rating will not be
jeopardized.

Criticism
Expense Report

Your expense report for
the week ending (date),
included two customer
dinners amounting to a total
of $ (amount). ,

Wine charges alone were ...

This expenditure for ...
persons is unacceptable and
reflects poor judgement on
your part.

It is the responsibility of
every employee to ensure
sound cost control.

We expect you to comfort
to our expense policy
guidelines in the future.

Please be guided
accordingly.

Announcement
Employee Promotion

We are pleased to announce
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4yTo (M) TOBBICHIY B JOI-
JKHOCTH ...

Hasnauernue BcTymaer B
cuny c (mara).

O6bABNeHue:
0 3aKpbITUK Ochrca Ha npasa-
HUKN

HacTosmum crasum Bac
B U3BECTHOCTH, UTO HAIll OUC
OyaeT 3aKpPHIT B NpPasfgHUU-
HblE€ JHY C ... TIO ... (AATEI).

Kax u B paboune guu, paxc
¥ KOMNBIOTEPHAH CHUCTEMA
6yxyT paboraTk Kpyriocy-
TOYHO.

0O6baBneHue:
0 HOBOM COTpyAHWKe . -~ °

ME! paasl oGBABUTE O Ha-
3HauyeHUH (UMA) Ha HOBYIO
MOJKHOCTE ...

OTkas:
Ha 3anpoc o paboyeit BakaH-
cuu

Bnarogapum Bac 3a Bame
peaioMme.

K comxanenuro, B macros-
WA MOMEHT y Hac HeT BaKaH-
CHi1, COOTBETCTBYIOIMX Bamreit
KBANMUGGHAKAIHMY ¥ HHTEPECAM.

that (name) has been promoted
to ... :

The appointment is
effective (date).

Announcement
Holiday closing

This is to inform you that
our office will be closed on
the following holidays:
(dates).

As always, fax transmissions
and computerised order entries
will continue to be accepted on
a 24 hour basis.

Announcement
New Employee

We are pleased to
announce the appointment of
(name) to the newly created
position of ...

Refusal
Employment Inquiry

Thank you for
forwarding your resume.

Unfortunately, we do not
have any openings which are
suitable for your qualifications
and interests.
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Bame pesiome OyZgeT xpa-
HUThCA B Hamux cdainax 90
OHeHn.

Mer cesaxeMmMcs ¢ Bawmu,
€CNH TIOABATCHA NOAXOAHRIIUNE
ans Bac BakaHcuu.

M=n1 npusHaTensHBl Bam
3a HHTepeC, NIPOABJIEHHBIA K
Halleld KOMIIAHUHU, U KEJaeM
Bam BCAYECKUX yCIEXOB.

Bnaromapum Bac 3a nucs-
MO, B KoTOpoM Brr HaBopuTe
CIPABKH O CYIIECTBYIOIIUX B
(HazBaHne opraHusanuy) Ba-
KaHCHAX.

K coxxkaneHuno, y Hac ceii-
yaCc HeT BAKAHCUN, COOTBET-
cTeyromux Bameit xBanudgu-
Kanuyd ¥ ONBITY pabGOTHI.

Ms=r coseTyem Bam nanpa-
BUTE Baln 3anpoc B areHTCTBA
IO TPYXOYCTPOMCTBY.

Msbl npH3HaTeNbHEl Bawm
3a MHTepeC, NIPOSABIEHHBIN K
Halleid KOMIaHUY, U XKeJlaeM
BCAYECKHUX YCIEXOB B TIOHC-
Ke nogxonsumeid ngns Bac pa-
GOTEI.

OTkas:
OT NpoAyKuuK NNOXOro Ka-
4ecTBa M UChOpYEHHOW Npo-

ByKUnM

Hacroamum coobiaem,
YTO HAI 3aKa3 IIOJ HOMEDPOM
.. ObIJ TIOJYYEH TOJLKO Ce-
TOAHA.

Your resume will be kept
on file for ninety days.

If any appropriate
opportunities arise, we will
contact you.

Your interest in our
company is appreciated and
we wish you every success.

Thank you for your letter
inquiring about employment
opportunities with
(organisation).

Unfortunately, we have no
available positions which
would match your background
and qualifications.

We suggest that you direct
your inquiry to the
employment agencies.

Your interest is

appreciated and we extend
best wishes for every success
in achieving your employment
objectives.

Refusal
Inferior or Damaged Product

This is to inform you that
our order No. ... was
received today.
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Ilpu nmeperoHAUANBHOM OC-
MoTpe OBINIO BHIABJIEHO 3HA-
yuTensrHoe KOJHUYECTBO IIO-
BPEXKJEHHBIX UBAENH.

O6paaus! ..., He MOAJIEXKa-
IMe Ipojfaske, IPUJIATAIOTCS.

IIpocum Bamero mnpepcra-
BUTEJNS CBA3ATHCA C HAMU ANH
OCMOTpA rpy3a ¥ pelIeHUusd
BO3HUKINIEA TIpoOJIEMEI.

Komnuio gansoro mucbMa
Mbl HalpaBiseM B Oyxral-
TepHuio, ¢ TeM 4YToOBI Cc006-
IUTh O HEOOXOAMMOCTH 3a-
JEeDIKKM TIaTeskeil 10 OKOH-
YaTeJLHOTO pa3pelIeHUd
npobreMEHl.

OTkas:
oT ynnaTs

Mz mosryuunu ot Bac cuer-
daxTypy Nt ... OT ... AJIf IIO-
KPHITAA TPAaHCIOOPTHBEIX pac-
XO/I0B Ha AONOJHUTEIBHIE ...

9TH ... OBLIM B3ANPOIIEHEI
JUIs 3aMeHbl HEHCIIPABHEIX ...,
IMOJMy4YeHHBIX B ITOCJIeAHEM 3a-
Kaae.

ME1 cunTaeM, YTO HE OOJ-
JKHBI OIJIAYUBATE TPAKCIIOPT-
HbI€ PaCXOAEI Ha JOCTABKY AO-
TOJIHVITENbHBIX MAaTEepUAJIOB,
npenHA3HAUYEHHBIX NS 3aMe-
Hbl HEUCIIPABHOHN IIPOAYKIIUH.

TaxuMm o06pa3oM, MBI IIpH-
JaraeM BBICTABJEHHBIA Bamu
cYeT M TIIPOCHUM BOBMECTHUTEH

Initial inspection has
revealed many damaged
items.

Enclosed are samples of
unsalable ...

Please have your
representative contact us to
review the shipment and
make an adjustment.

By copy of this letter, we
are informing your Accounts
Department that payment
will be delayed pending
settlement of the problem.

Refusal
Payment

We have received your
invoice No. ... dated ... to
cover transportation charges
for additional ...

These ... were required to
replace defective ... which
were received in our last
order.

We do not believe it is
proper to pay transportation
charges on additional
materials needed to replace
defective product.

Accordingly, we are
enclosing your invoice and
request a full credit.
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IIOJIHYI0 CTOMMOCThH (JOCTaB-
KH).

Ot1kas:
0T NPSIMOM NMPOAANKN

(Ha3panue KOMIIaHWMM) AB-
JsercA AUCTPUOBLIOTOpPOM HA-
el IPOAYKIMY Yyepe3 OIITOBU-
KOB, KOTOpDBIE, B CBOIO 0OYepens,
3aHUMAIOTCA Iepernporaxei
Iuiepam.

IIpocum cBA3aThCA € Of-
HUM U3 HAIIUX ITOCPEIHUKOB
B Bamem paiioHe (cHHCOK
Ipujgaraercs).

Jl1060#1 U3 HUX CMOIXKeT
BHITOJIEUTL Bauy 3adBKy.

MoBbiWeHNe 1eHist:
obbvaBneHue

Hecmorpa Ha gauu crapa-
HUA IIOCTOAHHO OCYIIEeCTB-
JATL KOHTPOJb 34 YPOBHEM
3aTpaT, Mbl IPHUILIX K BBIBO-
Iy 0 He00XOTUMOCTH IIOBBIIIIE-
HuA nensH ¢ (gara).

Hogsxble nesHs OyayT pacupo-
CTPaHATHLCA HAa BCe 3aKa3bl, OT-
Irpy»KeHHbIe Tocje (mara).

Hoswi#i npaiic-aucT, co-
lepXaIluif IeRbl TOBAPOB
IIpu nepenpojae, Ipujara-
eTcH.

Refusal
Sell Direct

(Name of company)
distributes our products
through wholesalers who
resell to dealers.

Please contact one of the
dealers in your area as listed
on the enclosed sheet.

Anyone of these dealers
will be able to supply your
requirements. ;

Price Increase
Announcement

Despite our continuing
efforts to control costs, we
have found it necessary a
price increase effective (date).

The new prices will apply
to all orders shipped after
(date).

Attached is a new price
schedule with suggested
resale prices.
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Msr 6yzeM OpoOXOJIMKATH
IoCTaBAATh BaM BHICOKOKA-
YeCTBEHHYI0 IPOAYKIIUMIO U
ofeciedyuBaTh OXUAaeM&bIil
oT Hac ypoBeHb o0cny:KuBa-
HUA.

Bexope mam npeacrasu-
TeJb CBAXKeTcHa ¢ Bamu, 4ro-
651 pacCcMOTPETh HOBEIE IIEHBI
M 0o0CYZHTHL Cephe3HBbIe Map-
KeTHHI'OBhIe IIpOorpaMMBbl, Ko-
TOpPBle IIOMOTYT ofecleduTs
peannsaunuio Bameil npoxyx-
14797 8

NopTBepXxaeHue:
3annaHnpoBaHHO| BCTpeYu

HacrosamuM IoATBepK-
narp Haw TesedOoHHBIN pas-
rOBODP CErofiHA KacaTeJbHO
IpeAcTOAINEH BCTPEUYH.

Ham morpebGyercsa monxo-
JAllee IoMelleHUEe XJA pas-
MellleHHs ... YeJIOBeK ... (Jara,
MecHIr, YUCJIO).

1 oTBeuarw 3a oprammsa-
IHUI0 AaHHON BCTpeuu, U
MOMM IIOMOUIHHMKOM OyZxer
(uma).

C HerepmemumeM XJIeM
BCTpeYX U HaJeeMcd Ha ee yC-
nex.

Ecnu y Bac Bo3HUKHYT BOII-
pockl, npointy 6e3 KojnebaHusa
obpamarsca Ko Mue B J1060e
BpeMHA.

We will continue to provide
you with quality products
and service that you have
come to expect.

Our representative will
soon be contacting you to
review the new prices and
discuss the powerful
marketing programmes that
will support your sales.

Confirmation
Meeting Arrangement

This is to confirm our
telephone conversation of
today concerning the
forthcoming meeting.

We will require a suitable
room to accommodate ...
persons on (day of week,
month, date).

I will be in charge of the
arrangements and will be
assisted by (name).

We are looking forward to
a very successful meeting.

If you have any questions,
please feel free to contact me
at any time.
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MoapgpaBnexue:
C ro4oBLUWHONK obpa3oBaHng
KOoMnaHuu

Or uMeRM YJIeHOB HaIIeHi
OpTraHM3anuy XOouy II03apa-
BuTh Bac ¢ 50-1etnem co fua
ocBoBaHUA Bameit xomma-
HWU,

Bainr npouynstit yecnex — aTo
pesyasTaT BBINNYcKa Baimei
KOMIaHWe!l KadeCTBEHHOM
IIPOAYKIIMK, BLICOKOI'O YPOB-
HA o0cnyKUBaHMA U DasyM-
HOTO BeJeHudA Jel.

50-reTue Bameit xomma-
HUM SBJIAETCH BAXXHLIM CO-
ObITHeM, NOABOLALIMM HTOT
Bamrero muoroaersero camo-
OTBEP’KEeHHOI'0 TpyZa ...

Paspemure Mue nosppa-
BUTHL Bac u nozxkejaTh Bcero
HauXydIIero.

Moagpasnenue:
C POXKAECTBEHCKUMU Npasa-
HUkamu

OpEuM M3 OpPUATHBIX MO-
MEHTOB POMJIECTBEHCKHX
Npa3sfHUKOB ABJIAETCA BO3-
MOXEOCTL BLIpA3uTh Cephed-
Hble IMOoXKeJaHUsa TEeM, UbI0
IPYxOYy MBI TaK BBLICOKO Ife-
HUM.

Bnarogapum Bac 3a Bamry
paboTy u Beipa)kaeM HUCKDEH-
HIOI0O NIPH3HATENLHOCTH 3a

Congratulation
Business Anniversary

On behalf of our
organisation, I wish to
congratulate you on the 50th
anniversary of your
company.

Your many years of
success is a tribute to your
quality products, excellent
service and wise business
policy.

The 50th anniversary of
(organisation) is a significant
occasion marking your many
years of dedicated service to

Let me congratulate you
and extend my best wishes,

Congratulation
Christmas Holiday

One of pleasures of the
Christmas Season is the
opportunity to extend cordial
greetings to those whose
friendship we value so
highly.

We thank you for your
business and express sincere
appreciation for the pleasant
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NIPDUATHOE COTDYLHUYECTEO C
Bamu.

/HMenaem Bam B Horom
rofly paflocTH, IPOIBETAHUSA U
OJaromoyqyus.

MNosppasnenue:
C NOBbILLUEHWEM B JOIMKHOCTH

ITosnpasasan Bac ¢ moBsl-
LIeHeM X Ha3HadeHUeM Ha
JOJMHOCTD...

I cumraro, yro, 1Mo cmoen
kBanuhukanuu, Bel aBase-
Tech CAMOM NTogXxoasAIeil Kax-
IUDATYPON HA 3TY BaMBYIO
LOJIIKHOCTD.

5 npucoesmEAKCH K IIO-
KeJaHUAM MHOTruX Bamwmx
nobGporkenarenaeil M IIO3LpAaB-
asawo Bac ¢ noswlenuem,

5 xenar Bam BcAdYecKux
ycrexoB B pabore Ha HOBOMI
JOIKHOCTH.

51 xouy BLIpasuTh camble
TeIlJIble IOXKeJaHUd II0 CIaY-
ya Bamrero masmaueHusa Ha
NOJKHOCTD ...

HecoMuenro, Oonnuroi
ONBIT ¥ MHOTHE TOABI CaMO-
OTBEPIKEHHOTO TPyAa IOMO-
ryr Bam gobuThcAa OpodYHO-
ro ycmexa.

ITlosapaBnaw! A yeepesn,
yro BBl cMoXKeTe cOOTBerT-
CTBOBATL BEICOKUM TpeboBa-
HUAM, IpeAbABIAEMbIM K CO-
TPYLHMKAM 3TOM KOMIIAHUU.

association we enjoy with
you.

May you have a bright and
prosperious New Year filled
with all good blessings.

Congratulation
Promotion

Congratulations won 'your
promotion to ...

I can think of no one who
is better qualified for this
important position.

Please add my name to the
many well wishers who
congratulate you on
promotion.

I wish all the success you
deserve in your new position.

I wish to extend warmest
congratulations on your
promotion to ...

Your solid experience and
many years of dedicated
service will surely contribute
to your continued success.

Congratulations — I am
sure you will rise to the
challenges of the company.
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I ¢ ODonbIIUM YXOBOJAL-
cTBHEeM y3Haa o BamreMm mo-
BRIIIEHUN ¥ Ha3HAYEHUM HA
JOJMHOCTD ...

Becerga npusaTrso BUAETSH,
4YTO JOCTONHbIN YeJJOBEK BO3-
HATpaMJeH 3a IpUJIOKeHHbIe
VCUJIMA U YIOPHEIA TPYX.

IIpuMuTe Mou noxkenagus
30POBLA, CUACTHA ¥ YCIIEXa
Ha HOBOH NOJIIKHOCTH.

1 ouenrn obpanosancd, y3-
HaB, 4To Bac MoBLICUIN B HOJI-
KHOCTH.

A 6yny ouenns pan pabo-
TaTh BMecTe ¢ Bamu.

C BamuMu 3HAHUAMHU U
OIIBITOM, & TAKiKe ejaHueM
UCHOJbL30BATL HOBEIE NOJNXO-
Iul, Bul BHeceTe 3HAYUTEJIb-
HBIX BKJAJ B ycIoex Halmei
OpTraHU3alluu.

Ecau a Mory OblTh 4eM-
aubo Bam nonesen, 6e3 ko-
nebanua obpamaiiTech Ko
MHe.

MoappaBrnenue:
C YXOOM B OTCTaBKy/Ha NeH-
cuio

Ilosapasaarw Bac ¢ yxoaom
Ha IEeHCUIO.

Brl moceaTMAM MHOTHE
rolsl pabore B Hameit Qup-
Me ¥ 3TUM cliocobcTBOBANU
ycraexy ...

Bcem Bamum papyssaM u

I was extremely pleased to
learn of your promotion to ...

It is always a pleasure to
see a deserving friend
rewarded for efforts and
hard work.

You have my best wishes
for health, happiness and
success in your new position,

I was so happy to hear
about your promotion.

It will be great working
together.

Your expertise and
willingness to try new
approaches will make you a
strong contributor to the
success of our organisation.

If I can be of any help to
you, please feel free to call on
me.

Congratulation
Retirement

Congratulations on your
retirement.

Your many years of
dedicated service have
contributed to the success
of ...

You are going to be missed
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KoJuteram Oyaer Bac mefocra-
BATE,

Mz Brlcoko Bac merunu u
Bcerga OyzeM paanl BUAETh
Bac y rac.

Mz papgsl, uTo Tenephs BhI
CMOJKeTe OCYILIEeCTBUTL CBOU
JaBHUE IJIAaHBI.

Mz gagzeemca, 4ro Bl 6y-
JeTe JepXKaTh Hac B Kypce Ba-
X KeJ.

Kenaem Bam um Bameit
CYIIpyTe KOJTOM U cHACTIMBOM
SKU3HU, KPEIIKOro 30POBLA U
00BIIIOTO CYACTHA IIOCAE YXO-
Ja Ha TeHCHUIO.

Bauu xoaneru BeIpaxaiorT
Bam uckperHI0I IpHU3HA-
TeNH5HOCTh 32 MHOTHE TOXBI
CAMOOTBEDEHHOTO TpyAa H
exaior BaM pgoarux xaer
JKU3HM, CUYACTHA U 3A0POBbLA
Iocjie yXoJa Ha IIeHCHIO.

MpeacraBrieHue:
paboTHuMKa, KOTOPOro NoBbi-
CUNK B [OMMKHOCTK

C yaoBoascTBHEM co0BIIa-
eMm Bam, uto (uM#) HDomyuun
noBbIlIeHNe U Oyaer pabo-
TaTh B AOJMHOCTH ...

(Umsa) cran paboraTs B HA-
reir KoMnaHuu ¢ (zara) u no-
CTEIeHHO IIPOABUTAJICA BBEPX
Mo ciayxebHOU JecTHHUIE
oprasusaiiu.

by all your friends and
associates.

You have been a valued
employee and will always be
welcomed at our company.

We are glad that now you
have the opportunity to do
things you have long
planned.

We hope you will keep us
informed of your activities.

Best wishes to you and
your spouse for a long and
happy retirement filled with
good health and much
happiness.

With sincere gratitude for
the many years of devoted
service, your colleagues wish
you many years of happy and
healthy retirement.

Introduction
Promoted Employee

We are pleased to announce
the promotion of (name) to
the position of ...

(Name) joined our
company in (date) and has
steadily risen through the
organization.
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OH oueHB XOpOIIO 3HAET
HAUIy TPOAYKIIHIO U CMOXKET
Bam nmomous.

Mz1 6yieM npusHATENBHEI,
ecnu Bur orkaxkere (uma) ren-
JBIN IIpUEM.

MpekpaweHune:
porosopa o6 apeHge Keap-
TUPbI

Hacroamum coobugalo,
YTO A OCBODOOMKIAI0 KBAPTH-
py ¢ (rara).

HacxonsKo 8 ToHUMAl0, 3a-
Jor B pasmepe (cymma) Oyner
BO3BpallleH MHe II0CJe OcC-
MoOTpa KBAPTUPHl B JE€Hb MO-
ero oTne3fa.

MHe HpaBUIOCH KHUTH B
aToil KBapTHupe, u 4 6yny pe-
KOMEH/IOBATEL ee LPYI'HM,

Mpusercraue:
HOBOIO COTPYAHUKA

M=ue upesBnIMaiiHO IpuUAT-
HO NOIPUBETCTBOBATL Bac B
(ra3Barue opraHu3anyuu).

C HeTepneRHeEM JMJIeM Ha-
Yajla HalUIero CoTpynHude-
cTBa ¢ Bamu u kesaem Bam
BCAYECKUX YCIIEXOB.

Mzr Tak pagsl, yro Brr pe-
IIMJIX Y Hac paboTaTs.

He has a thorough
knowledge of our products
and is well qualified to assist
you.

We will appreciate your
extending a warm welcome to
(name).

Termination
Apartment Lease

This is to inform you that
I will be vacating apartment
on (date).

I understand that my
security deposit of $
(amount) will be refunded
pending an inspection on the
departure date.

I have enjoyed the
apartment and will
recommend it to others.

Welcome
New Employee

It is a real pleasure to
welcome you to
(organisation).

We look forward to
working with you and extend
our best wishes for every
success.

We are so happy that you
have decided to join our
organisation.
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Hobpo moXkanoBaTs u yaa-
yu Bam!

IIpomy 6e3 xkonebarusa
oOpamarsca KO MHe, €CJH
BaMm nomagoburca xkakad-
aubo noMolns.

C HeTepumeHHEM XKIeM
MOMEHTAa, Korga BBI cMoMKe-
Te NPUHATL AKTUBHOE ydac-
THE B ...

MpurnaweHue
(obwee)

Msr mpurnamaem Bac
(Bamy cynpyry — Bamero
apyra) Ha (y»KuH — Oanker)
(B 4ecTsr — ANA npasfHOBa-
HuA).

VxuUH cocTourcA (Mecsll,
JeHb, YUCJ0) B (MECTO).

VKUH HadyHeTCA C IIpoXJa-
OUTENbHBIX HANHUTKOE B ...;
OCHOBHEIE OJ104a OyayT moga-
HHL B ...

C HeTepmeHHEM XAeM
BCTpeun ¢ Bamu.

Mpurnawexune:
Ha cobpaHue

IIpocum pykomoguTesneit
OTZENO0B IIOCETUTH cobpanme
(Mecaxn, neRb, Ynucao) B (Bpe-
MA) B (MecTo npoBeleHuA).

Ha nosecTke aHA caenyio-
e BOIPOCHI:

Welcome and good luck.

Please feel free to call on
me for any help you may
need.

We look forward to your
active participation in ...

Invitation
General

You and (spouse - friend)
are cordially invited to
attend a (dinner - banquet)
(in honour of - to celebrate).

The dinner will be held on
(month, day, date) at (location).

Cocktails will begin at ...
with dinner at ... .,

We are looking ferward to
seeing you.

Invitation
Meeting

Please plan to attend a
meeting of department
managers on (month, day,
date) at (time) in (location).

The following subjects
will be discussed:
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1.

2.

3.

Ecnu Ber He MoxeTe npu-
CYTCTBOBATh Ha coOpaHUuH,
IPOCUM HAIPABUTHL NIpENCTa-
BUTEaA Bamrero orzena.

MpusHartenbHOCThL:
3a nocelleHve konneaxa

1 xouy mobnarozapuThs
Bac 3a Tenssiit nmpuem, okKa-
3aHHBI MHE BO BpeMs MOEro
BU3HTA B ...

Mgre oueHbs MOHPABUAUCH
Bamu yueOuble mporpam-
MBEI.

B cxopom Bpemernu s 3a-
ITOJIHI0O W BBHINLIIO OJIAHK 3a-
ABJIEHUA.

Eme pas Oanaromapro Bac
34 9TOT LEHHBIA OIEIT.

Mpu3HaTeNbLHOCTL!:
3a UHTEPBbLIO

f Xouy BEIpA3UTH NpU3HA-
TENBHOCTh 34 TeIJBIA IIpHU-
eM, OKasaHHHI MHe BO Bpe-
MsA MOEro HeZaBHEro BH3UTA
K Bawm.

MHe oueHb IOHPABUJUCH
IpeKpacHble YCJOBUA, KOTO-
peie co3nansl v Bac gna pa-
0oTsl, a Takxe Bamu Tamanr-
JUBBIE COTPYLHUKHU.

1.

2.

3.

If you are unable to attend,
please send a representative.

Appreciation
College Visit

I wish to thank you for the
many courtesies extended to
me during my visit on ...

I was impressed with your
strong academic programmes.

I will soon forward a
completed application form.

Thank you again for this
rewarding experience.

Appreciation
Interview

I wish to express
appreciation for the many
courtesies extended to me
during my recent visit.

I was impressed with both
your outstanding facilities
and the talents of your
personnel.
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ITocsne gamux obeyxoernit
A ybemmiaca B TOM, YTO MOHU
KBaaubuKanua 1 onsIT pabo-
TBl ITO3BONUJAU OBl MHE CTATh
IeHHBIM COTPpYAHHKOM Ba-
el KOMIIaHUU.

A ¢ ypoBoabcTBHEM BOC-
MOJNIb3YIOCh BO3MOXKHOCTBHIO
BHECTM BKJAJX B IPOUYHLIA yC-
nex Bamreit KoMnauuu.

Hapgerocs monyuurs o Bac
IIOJIOKUTENBHBIA OTBET.

CymecTeynolada BaKaHCUA
HA LOJMHOCTDL ... IIPOJOJXKA-
erT MeHA MHETEePecoBaTh.

S ysepen, uro Moe oGpaso-
BaHUue, ONLIT paboThl U IHTY-
31a3M II03BOJIAT MHE yCIIell-
HO CIIPaBJIATLCA ¢ 00s13aHHOC-
TAMM HA NaHHOM IIOCTY.

MpuaHaTeNnLHOCTL:
3a noratueHue ccyabi

Mu xoTuM BHIDA3HUThH
NPU3HATENBHOCTL 34 IIOJHOE
noramenue ccyxsl (omsaary
cdyeTa M T.I.)

Mz1 3asepAaem Bac B ToM,
yro OyJeM IIOCTOAHHO cTpe-
MUTbCA obecmedYwBaTh TOT
BBLICOKMY ypOBeHb KadyeCTBA
U NPOU3BOAUTENBHOCTH, KO-
TOpbLle MO3BOJUJIMX HAM 3a-
HATHL BejJylllee MeCTo Ha
pBIHKE.

As a result of our
discussions, I am confident
that my background and
experience would be a valuable
addition to your staff.

I would welcome an
opportunity to contribute to
the continuing success of
your Company.

I hope to hear favourably
from you.

Your current opening for
a (position) continues to be
of interest to me.

I am confident that my
education, experience and
enthusiasm will enable me to
excel in this position.

Appreciation
Loan Payoff

We wish to express our
appreciation for your
payment in full of (loan,
account, etc.)

You may be assured of our
continuing efforts to provide
the superior quality and
performance that have
enabled us to gain the leading
position in the marketplace.
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MNpu3HaTenLHOCTL:
3a OLEeHKY KayecTBa

[InagupoBanue HOBeHlIei
npoaykuuu u obecuedenue
IIPOM3BOJCTBA BBICOKOKAaUe-
CTBEHHON INPOAYKIIMU HABJIA-
I0TCSA JEeJIOM IePBOCTEIIeHHOMN
Ba)XHOCTH B Hauleir Kopropa-
IUH.

Mz=! 3asepsiem Bac, uto 6y-
leM IOCTOSHHO CTPEeMUThCHA
IPOUBBOAUTL NPOAYKI[HIO
Jy4Iiero Kadecrsa.

Mpu3sHaTenbHOCTL:
3a 3asBKYy Ha npoaaxy

B cBA3u ¢ BeceHHel pek-
JAMHOH KaMIaHueil, HaCTORA-
IDUM IOATBEpXAaeM, UTO
MBI NIPOZOJI)KaeM IIPOM3BO-
OUTE OTTPY3KY ... IO IleHE ...
3a ... Ha YCJOBUAX ILaTeXa
DOB.

IInanupyeM OCYIECTBUTL

oTrpy3kKy (zara).

MpusHaTeNnbHOCTL:
opartopy 3a BbiCTynneHue

OT umenu ..., & X04y IIO-
O6rarozaputs Bac 3a BpICTYII-
JleHME HA ...

Hamu Kosrern moyduum
GosapiIoe YAOBONLCTBHE OT
Bamrero BrICTYNJIEHWS U OT

Appreciation
Quality Rating

Innovative product
planning and the attainment
of manufacturing excellence
are a corporate commitment
of the highest priority.

You may be assured of our
continuing dedication to
achieving the best quality
and performance.

Appreciation
Sales Call

With regard to your
spring promotion, this will
confirm that we still ship ...
at the price of ... per ... with
payment terms F.0.B.

Shipment is scheduled for
(date).

Appreciation
Speaker

On behalf of the ..., I wish
to thank you for your speech
at ...
Our colleagues thoroughly
enjoyed your talk along with
interesting discussions.
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IIOCJIeZOBARIIUX 34 HHM WH-
TepecHBIX JUCKyccu# c Ba-
IIUM YY4aCTHEM.

f ymepeH, UTO Tenepsb MEI
ropasfo Jydlle IOHUMAaeM ...

Eme pasz OGumarogapuM 3a
Bame orauuxHoOe BBICTYIJIE-
Hue.

Mpn3HaTeNbLHOCTL:
3a CNOHCOPCKYI0 NOAASPKKY

OT uMeHH ..., MBI XOTHM
BBIpa3uTh BaM IpU3HATENb-
HOCTb 33 IOAAEPKKY ...

Ycoex aToro mMeponpus-
Tua 0611 ObI HEBO3MOXKEH Oes
BBICOKO HaMH LeHUMOU CITOH-
COpPCKOHM TIOAJEepKKH.

Eiie pas 6iarozapum 1 Ha-
leeMcs, 4ro Brl corsracurech
C HAMH, UTO ... HE IIPOU3Z0IILIO
O0nr Ges Baurero y4yacruas.

Mpu3HaTenbHOCTL:
6oHyc B koHUe roga

Ilo cayuar MpUOIMKEHUS
KOHIIA ToJla S XO4Y BHIPA3UTH
HCKPEHHOK NPU3HATEJNb-
HOCTL 3a IIPUJIOKEHHBbIE
Bamu ycuwaus ...

Ham ycnex B ... Obla ORI
HeBO3MOXXeH Oe3 Bamero yua-
cTUA.

I am sure that we have now
a much better understanding
of ...

Thank you again for your .
excellent presentation.

Appreciation
Sponsorship

On behalf of ..., we wish
to express our appreciation
for your support of the ...

The success of this event
would not have been possible
without valued sponsors.

Thank you again and we
hope you share our view that
your contribution helped to
provide ...

Appreciation
Year-End Bonus

As the end of the year
approaches, I wish to express
my sincere appreciation for
your efforts to .

Our success in ... would
not have been possible
without your important
contribution.
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B 3nak npuaHaTeILHOCTH
3a Bamy xopowmyio paGoTy s
IpuJarar 4eK Ha II0JydeHue
6oryca B pasmepe (cymma).

Eme pa3 npumure Mou Io-
37paBJeHUA U HAWJIYUIIIHE I10-
XKeJaHuA.

MpuHAaTHe:
BO3HarpaxaeHus

f xouy BrIpasuTs BaMm uc-
KDPEeHHIK NPU3HATENLHOCTDH
3a ...

A xXouy nobGiaaroZapuTs
Bac za sty warpagy.

Mue 0wl xoresochr mnobaa-
rogapuTs Bac 3za ...

Baarogapro Bac 3a gopo-
Iryio AJIf MEHA Harpany.

C uysBcTBROM rayOouailen
IIPU3HATEILHOCTH A IIPUHU-
Malo 3Ty Harpagy W HaJewcCh,
YTO CMOTY OIIpaBXaTh Baiin
OXKHUJAHUSA.

MpuHATHE:
npeanoxexHus o pabote

A ¢ yzosoJsCcTBHEM IIpU-
HMMaI0 [IpeaJIoXKeHue o pabo-
Te B AOJKHOCTH ..., CHeJaH-
Hoe Bamu B muckMe oT (xaTa).

A ouens npusHaTtesen Bam
3a OKa3aHHOE JOBepHe, U MHe
He TEPHUTCHA HMCIOJb30BAThH
CBOU 3HAHUWA, IpHOOpeTeHHEIE

In recognition of your
good work, I am enclosing a
bonus check for ... (amount).

Congratulations again
and best wishes.

Acceptance
Award

I wish to express my
sincere appreciation to you
for ...

I wish to thank you for
this tribute.

I would like to thank you
for ...

Thank you for this
cherished award.

With deepest appreciation
I accept this honour and hope
that I can live up to your
expectations.

Acceptance
Employment offer

I am pleased to accept the
... position offered in your
letter of (date).

1 greatly appreciate your
confidence in me and I am
eager to apply my education,
skills and enthusiasm.

305



HaBbIKH U Kelanue pabo-
TaTh.

M=ue Obli0 Ype3BHIYAHAHO
OPHATHO HOJYy4YuTh Bamre
npexsoxxeHue o pabore B
JOJDKHOCTH ... B Bamleil Kom-
maHUH.

A ¢ ymoroancTBHEM IIpHU-
HuMalo Baille mpegiosxeHue o
pabore.

Hackoapko A moHMMAIO,
zapniara OyzeT cocTaBJAATDH
(cymMMma) moJiapos.

51 mpusuarenen 3a mpegoc-
TaBJIEHHYI0 BO3MOYKHOCTb H C
HeTepIeHNeM MY, KOrAa MHe
IIpeJoCTaBUTCA BO3MOXXHOCTD
BHECTY HOCHUJILHBIA BKJIAA B ...

C HeTepmeHMEM KJIY IpH-
coefuHeHUA K Bamemy KoJ-
JIEKTUBY.

Mpoaaxwu:
o6bsiBNEeHne o npodaxe no
noure

(HazBaHwe opraHusamuin)
pana o0OBbABUTH O HAJIHUYUU ...

Hosas npoayxuus ABJjser-
CcA pe3yJabTaTOM MHOTIOJIET-
HUX HayYHBIX UCCJIELOBAHWMT.

Hopasa npoayxkuusa obnaga-
eT CHeAVIOMHMU AOCTOHH-
CTBAMH: ...

IToTpeburenu y:xe coobLu-
JH 0 CIeAYIOIUX yeIexax: ...

3BoHUTEe npAMO celuac.

It is a real thrill to receive
your employment offer for
the position of ... in your
company.

I am pleased to accept the
position.

I understand that the
salary will be $ (amount).

I appreciate this
opportunity and look
forward to making a stréng
contribution to ...

I look forward to
becoming a member of your
team.

Sales
Direct Mail Appeat

(Organisation) is pleased to
announce the availability of ...

The new product is the
culmination of many years of
scientific research.

The new product offers the
following benefits: ...

Users have already
reported the following
successes: ...

Please call now.
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9T0 MOXeT OBITh CaAMBIM
BRITOAHBIM pelleHueM rogal

Mpocwkba / 3anpoc:
0 npeaBapuTenbHoO onnare

IIpu OTKDPBITHM HOBBIX
CUEeTOB Y HAaC NPUHATO IPO-
CHUTbD ... IPOLEHTHYIO 1IPEAOI-
JIATY 3a IIepBble 3aKa3bl.

Ecou Brl nepesezere (cyMm-
Ma) Z0JJIapOB, MBI He3aMeJIu-
TeJHHO OTrpy3uM Barr 3axas.

Mpockba:
0 (PMHaAHCOBOW MOMOLLU

A 6pl1 6B1 mpuU3HATENEH,
ecniu Bamra KOMIaHWSA MOT-
Ja Obl OILJIATHTL MOM TpPAaHC-
IOPTHBIE PACXOALI Ha II0E3[-
Ky B ...

M=ue xoTesocs OB Y3HATD,
MOXHO JH IIOJYYUTE QDUHAH-
COBYI0 IMOMOINL OT Bameii
KOMIIAHUW JJA IOKDPBITUA
pPacxXo/l0OBR HA MOI0 TOe3AKY
B ...

Mpocwkba:
0 BCcTpeye

ITpomy ceA3aTHLCA CO MHOM
WJIW MOMM ceKperapeM H JO-
TOBOPUTECA 00 yHOGHOM AJs
Bac BpeMeHM BCTpEdH.

It may be your best profit
making decision of the year!

Request
Advance Payment

It is our policy to request
a ... % advance payment on
initial orders from new
accounts.

If you forward $ (amount),
we will immediately ship
your order:i

Request
Financial Support

I should be grateful if
your company could fund the
costs of my travel to ...

I am inquiring if there is
any possibility of obtaining
some finance from your
company to facilitate my visit
to ...

Request
Appointment

Please contact me or my
secretary and inform us of
the time that would be best
for you.
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B sroM muceMe MHe XoOTe-
JIoch OBl BBRIPA3HUTL JKeJaHUe
BCTPEeTUTRCA ¢ Bamu, moxa s
B Mockze.

MHue 6Bl OUeHB XOTEJOCh
BCTPETHUTHCA ¢ Bamu, 4To6GnI
ob6cyauts npobiemy ...

A 6w 6Bl IpU3HATENEH,
ecin Ob1 Bri cmoram Berpe-
TUTHCA CO MHOIT B yamoGHOe
o Hac ofoux BpeMmd.

Ecnu Bac He ycrpausaer
JlaTa, MOXXHO Ha3HAYNUTL BCTPE-

4y Ha Apyroe Bpems.

Mpocb6a / 3anpoc:
0 6poHupoBaHUM

5 xouy sabpoHupoBaTH HO-
Mep ¢ ABYCNaJNbHOM KpoBa-
TBIO JJA ...

A nnarupyio npubhITL B
(maTa) nocie obena u OTOEITH
paHo yrpom (nmata).

Byny npuaHaTesieH 3a 1oJA-
TBep)KJeHUe MOEro 3akKasa.

Pe3ome ¥ conpoBoau-
TenbHOe NUCLMO:
Npu ycTporcTee Ha paboTty

Kaxk BuaHO w3 mpuiarae-
MOro pesioMe, II0 OMBITY pa-
6oTh! ¥ KBaTUDUKAIHY, ST AB-
JSAI0Ch OTIHUHBIM KaHAUIa-
TOM Ha JOJIKHOCTD ...

The reason for my writing
is to express a wish to speak
to you while I am in Moscow.

I should very much like to
meet you to discuss the
matter of ...

I should be obliged if you
could meet me at a mutually
convenient moment.

If the date is not
satisfactory, we will arrange
a new time.

Request
Booking / Reservation

I wish to reserve a room
with a double bed for ...

I plan to arrive on (date)
afternoon and will depart
early on (date) morning.

Your forwarding a
confirmation will be
appreciated.

Resume & Covering Letter
Employment

As you can you see by the
enclosed resume, my experience
and qualifications make me an
excellent candidate for the
position of ...
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Hapgerock nmonyuuts ot Bac
HOJOXUTENIBbHBIA OTRBET.

JanHOe IMCHLMO SBJIAETCS
OTBETOM Ha o0'bABJIEeHUE O Ba-
KaHcUM (HasBaHWe JOJIKHOC-
TH), onyOJIMKOBAHHOE B rase-
Te (HagBaHUe Tra3eThl) OT
(naTa).

f sauHTepecoBaH B HOJ-
HOCTH ..., BAKAHCUHA Ha
KOTOpyIlo Onlia 00BABJIEHA
B rasere (Ha3BaHMe rase-
THL).

Mnue KaXeTcs, 4TO MOHA
KBaJIUQUKALUA U OIBLIT pa-
60THl COOTBETCTBYIOT Tpe-
OoraRuMAM, IpenbABIAE-
MBIM K IIpeTeHJeHTaM Ha
3Ty JAOJIXKHOCTb, B COOTBET-
crBuu ¢ Bamwum oGBmaABIE-
HHEM.

IlosHOEe pe3roMe IIpuJara-
eTcd.

f ¢ ymoBossCcTBHEM BCTpE-
yycsr ¢ Bamu u 6yny paxg o0-
CYAWUTHL CBOIO KBaJU(pUKA-
OUI0 ¥ IpodeccHoOHaNbLHBIE
NIJaHBI.

Pabora B gomyxHOCTH ...
KaK pa3 TOT BUJ AEeATEJLHO-
CTH, KOTOPBIM MHE XOTeJ0Ch
Obl 3aHMMATHCH.

MHue ka’XeTcs, UTO A CMO-
TY BHECTU 3HAUUTEJILHBIA
BKJazZ B pabory Bameit koMm-
MaHuW, NPAMEHWUB Ha IPaKTH-
Ke csoe oOpasoBamue U JKe-
Jarue paborars.

I hope to hear favourably
from you.

I am writing in response
to the advertisement for a
(position) which appeared on
the (newspaper) on (date).

I am interested in
applying for the position of
... advertised in (newspaper).

I believe that my
qualifications and experience
closely parallel the
requirements outlined in
your advertisement.

A complete resume is
enclosed.

I would welcome the
opportunity to discuss my
qualifications and career
plans with you.

The position of ... is the
type of employment that I am
seeking.

I believe that my
education, desire and
enthusiasm would enable me
to make an important
contribution to your
company.
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PekomeHpaTenbHoe
MMCbLMO:
npu ycTpolctee Ha paboty

(Mma) paborana cexkpera-
peM B orgesne (mpomaX, pek-
JaMBbl ¥ T.II.) KOMIaHuu (Ha-
3BaHWe OpraHu3aliuy) B IIepu-
Of C ... IO ... (BATHBI).

OHa oYeHb XOPOIIO BHI-
moJiHsAJa Jobyo paboty.

Ee paGora Bcerza otanuya-
JIaCh KadecTBOM U BBICOKHU-
MU KOJUYeCTBeHHBIMH IOKa-
3aTeNAMHU,

IIpu BBHITONTHEHNH BCeX 3a-
JaHUil OHa IPOABJANA TaKHe
KadyecTBa, KaK aKKypaTHOCTh,
TUlATeNbHOCTh U MHUIIUATHB-
HOCTb.

OHa oTJIHYHO BiajzeeT Ha-
BBIKAaMU paboThl HA KOMIIb-
oTepe.

OHa nmpossuJia YMEeHUe pa-
6oraTs C JJIOABMH, X yCHEeX OT-
Jerna OB ObI HEBO3MOMKeH 0e3
ee ydactus,

A ¢ ynoBosbcTBHEM PEKO-
MEHAVIO ee Ha JOJJXKHOCTbH
cexperaps.

Ona Oyjaer oueHb I[eHHBIM
COTPYAHUKOM AnHA nwboin
OpraNu3aluu,

Mnue xaxercs, 4TO OHA
moryna OBl CcTaTh LEHHBIM
npuobperenuem aaA Bamre#
KOMIIaHWHU.

f abcosroTHO yREPEHA, YUTO

Recommendationt
Reference
Employment

(Name) was employed as a
secretary in the (sales,
advertising, etc.) department
of (organisation) during the
period (date).

Her job performance was
very good in every respect.

The quantity and quality
of her job were consistently
high.

She displayed accuracy,
thoroughness and initiative
in carrying out all
assignments.

She possesses excellent
word processing skills.

She worked harmoniously
and effectively with others
and was an important
contributor to the success of
the department.

It is a pleasure to
recommend her for a
secretarial position.

She will be a very valuable
asset to any organisation.

I believe she would be an
effective contribution to your

company.

I am absolutely sure that
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oHa Oyzet xopoluo paboTaTh
¥ Hakger oOI(uit A3KIK C APY-
I'AMH KOJLJIeraMu,

Penyrauus cdupmsbi:
peknama

A cuuras, uro Bam Oyger
n060IbITHO MPOYUTATE IIPU-
jaraeMylo cTaTbio 0 Bailmei
KOMIaHUH, ONYONINKOBAHHYIO
B Halleil MeCTHOI rasere.

Becerga npuATHO y3HATh,
YTO OJUH U3 HAUTAX 3aKa34l-
KOB, KOTOPOT'O MBI BBICOKO IIe-
HUM, 3HAYUTENBHO YBeJHMYNJI
o0beM NPORAK.

51 mapgelocs, YTO HAIIA IIPO-
AyKuus momoriaa Bam fo-
OuThbCcA ycrexa.

Ysepgomnexnue:
0 nony4yeHuu xanobwi 3a-
Kasuuka

MsI oueHL 06€CIIOKOEHEI
TIONIYyYeHHBIM ITHCHMOM,

d HeMegJeHHO IOIPOLIY
Hamero (MM#A) paccMOTpPETh
BOBHUKIIYIO CHTYaI[HIO.

A npuszmarenex Bawm 3a
TO, 4TO BaI coobuimau Mmue 06
3aTOM cJy4ae, 1 3aBepsfio Bac,
YTO JIMYHO ITPOKOHTPOJIUPYIO
CUTYAIHIO.

A ornpasasaw Bamre nuch-
Mo juuHO (uM#), 4TOGHI Bor

she will serve you well and
will also mix well with other
colleagues.

Customer Goodwill
Publicity

I thought you would be
interested in the enclosed
article on your company
which appeared in our local
newspaper.

It is always a pleasure to
learn of the strong sales
increases of one of our most
valued and longtime
customers.

I hope that our product
contributed to your success.

Acknowledgment
Customer Complaint

It is very disturbing to
receive such a letter,

I am immediately asking
our (name) to investigate the
situation.

I appreciate your advising
me of this incident and you
may be assured that it will
have my personal attention.

In order that you may
receive prompt response, I am
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He3aMeLJIUTEeNIbHO ITOJYYIMIIN
OTBeET.

Bbl nmomydyuTe OT HEro OT-
BEeT uepe3 HECKOJbKO IHeMH.
Mexay Tem s nompocua
BBICJIATHL MHE IIOJHBIA OTYeT.

YBenomneHue:
O NMONy4YeHUU NONOXUTENb-
#Oro oT3biBa 0 paboTHuke

fd “cKpenHe HpU3HATEJEH
Bam 3a TO, uro BRI mHamsu
BpeM#A, 4TOObI HAIIUCATEL 3TOT
HOJIOKUTENbHBIA OT3bIB, U
JUYHO nepefaM UX (uUMs).

Takoe nmucbMO Bcerga mpu-
ATHO NOJXyuuTsh. IloCcie Tako-
ro OoT3bIBA MbI OyzeM cra-
paTsca paboTaTh elje Jydiue.

CAIMIIKOM YaCTO OTJHY-
HOe HCIOJIHeHMHe 00s3aHHOC-
Tel paGoOTHMKaMu OCTaeTcs
He3aMeYeHHBIM.

Mszs! oueHsr HPUBHATEJILHEI
KJIHWEHTaM, KOTOpble HaXOLAT
BpeMs, 4TOOBI JATh IIOJOXKH-
TeJbHBIH OT3bIB O Haluel pa-
Oore.

YBepomneHue:
0 NOTEPSHHOM rpy3e

Bnarozapum Bac 3a To, uTO
COODINMIIM MHe, YTO BBl TaK U
He NOJNYYWUJIW OIJadeHHBIA
Bawmu rpys ..., OTIIpaBIeHHEBIH,

sending your letter to the
personal attention of (name).

You will hear from him
within a few days. Meanwhile,
I have requested that a full
report be sent to me.

Acknowledgment
Employee Compliment

I sincerely appreciate your
taking the time to make these
fine comments and T will
personally convey them to
(name).

It is always a pleasure to
receive such a letter. Your
comments encourage us to
provide the best service.

Too often, outstanding
performance by employees
goes unnoticed.

We greatly appreciate
customers who take time to
let us know of their
complimentary remarks.

Acknowledgmendt.
Lost Shipment

Thank you for advising
me that you never received.
. covered on your purchase
order No ... dated (date).
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COrjaCHO 3aKas3y Ha IIOCTaB-
Ky Ne ..., (maTa).

... OBLI oTrpy}keH (Zata).
Celfuac cpenay 3amnpoc o rpy-
3e, ¥ Mbl coobiquMm BaMm o ero
pe3ynsTaTe cpasy, KaK TOIb-
KO IIOJYYMM COOTBETCTBYIO-
IOVI0 MHGOpMAIlUIO.

YBenomneHue:
06 OTKpbITUM HOBOro c4eTa

Ham upesBriyaiino mpu-
ATHO, YTO MOMEM IIPHJO-
KUTh K [AHHOMY IHCHEMY IO~
UHMCaHHYIO Konuio Baiero co-
IrIAlIEeHNs O 3aKyIIKe.

Mze! mafeeMesi, 4TO JaHHOE
corJialleHye MOCHY KUT Haua-
JIOM INUTERBHBEIX W B3AKMO-
BBITOHEIX JEJIOBBIX OTHOLIE-
HUHA.

YBenomneHue:
0 Hecornacuu c HasHadeH-
HOW LeHo

Banarogapum Bac 3a niuce-
MO KacaTenbHO PO3HHUHON
IEHBl HA HAIly TPOAYKIIHIO
(HasBaHMe MPOAYKIMMM).

... HE YCTAHABJIMBAET PO3-
HHUYHBIE I[€HBI.

MsbI npegnaraM saKynIqu-
KaM I[eHy ToBapa IO mepe-
Ipojgake.

... was shipped on (date).
A tracer is being initiated
and we will notify you as soon
as the information becomes
available.

‘Acknowledgmetit .
:New Account

It is a pleasure to encldse
a signed copy of your
marketer’s agreement.

We trust this agreement
will mark the beginning of
long and mutually profitable
business relationships.

Acknowledgment
Price Objection

Thank you for your letter
concerning the retail price of
our (product).

... does not establish retail
prices.

We provide marketers with
resale prices.
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3aKynIIUKN UMEIOT IIDaBo
HA3HAYaThL CBOM IIEHLIL.

M»1 cumraem, 4UTO HAaIa
IPOAYKIUA OYEeHbL BEICOKOIO
KadecTBa, II03TOMY DOBHHUY-
Hasdg IPOAAXa MOJKET ocylle-
CTBJISITHCS He IO YCTAHOBJIEH-
HOM ILieHe, 4 ¢ YYeTOM I[eHHO-
CTH ToOBapa.

M=1 Hageemces, uTo BeI ¢ 1m0-
HUMaHUEM OTHeceTech K Ha-
mei CUTYallud M oCTAHETECh
norpebureseM Hameid IIpo-
AYVKIIUH, KOTOPOT'O MBI BBICO-
KO I[eHUM.

Marketers are free to set
their own prices.

We consider our product
to be of very high quality and
encourage retailers to sell on
the basis of value rather than
price.

We trust you will
understand our position and
continue to be a valued user
of our product.




Krroum Kk ynpaxHeHUAM
(rnasa i)

Answer Key
(Chapter 1)

§ 1. Opchorpachnueckue TPyAHOCTH
Spelling Difficulties

Yupaxnaeaue No 2 .
ie - brief, piece, relief, believe, field, hygiene, chiefly -
ei — receive, deceive, perceive, protein

Yrpaxaerue Ne 3

anxious, generation, donation, organisation, special, social,
education, irritation, conservation, finaneial, sure, action,
musicians, official, identification, explanation, permission,
station, ambitious, translation, graduation, pronunciation,
dictation, conversation, exhibition, passion, exploration,
ancient, civilisation, impression, Grecian.

‘ Ynpamxueaue Nt 4

1. excellent, 2. feeling, 3. failed, 4. controlling,
5. counsellor, 6. killed, 7.boiled, 8. quarrelling, 9. cancelled,
10. equally, 11. labelled, 12. travelling

Yupaxuaeaue No §

1. preferable, 2. profitable, 3. visible, 4. personable, 5.terrible,
6. eatable, 7. manageable, 8. possible, 9. comfortable,
10, unbelievable, 11. sensible, 12. acceptable, 13. changeable,
14. responsible, 15. noticeable, 16. irresistible, 17. knowledgeable,
18, accessible, 19. reasonable, 20. comprehensible
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YnpaxHeaue Ne 6

1. musical, 2. panicked, 3. critical, 4. picnicking, 5.
electrical, 6. Basically, 7. mechanically, 8. automatic, 9.
trafficking, 10. systematically, 11.mimicking, 12. statistical,
13. dramatic, 14. athletic, 15. Logically

Yuapaxaeaue Ne 7

a) a lot, absence, across, actually, amateur, among,
analyse, appearance, appreciate, argument, athlete, athletics,
awkward

b) becoming, beginning, belief, benefit, buried, business

c¢) certain, college, coming, committee, competition,
complete, consider, criticism

d) decision, definitely, dependent, development, difference,
disastrous, diseipline, discussed, disease, divide, dying

e) eighth, eligible, eliminate, embarrassed, environment,
especially, exaggerate, excellent, exercise, existence, experience,
explanation, extremely

f) familiar, February, finally, foreign

g) government, grammar, grateful, guarantee, guard,
guidance

h) height, hoping, humorous

i) immediately, independent, intelligence, interest,
interfere, involved

k) knowledge

1) laboratory, leisure, length, library, likely, lying

m) marriage, mathematics, meant, medicine

n) necessary, neither, ninety, ninth, nuclear

o) occasionally, opinion, opportunity

p) parallel, particular, persuade, physically, planned,
pleasant, possible, practical, preferred, prejudice, privilege,
probably, professor, prove, psychology, pursue

r) receipt, receive, recommend, reference, relieve,
religious, repetition, rhythm, ridiculous

s) sacrifice, safety, scene, schedule, secretary, senior, sense,
separate, severely, shining, significant, similar, sincerely,
somophore, speech, straight, studying, succeed, success,
suggest, surprise

t) thoroughly, though, tragedy, tried, tries, truly
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u) unfortunately, unlil, unusual, using, usually
w) Wednesday, writing, written

Yupaxueaue N: 8

1. acknowledgement, 2. accommodation, 3. achievement,
4. acqguaintance, 5. acquisition, 6. agreeable, 7. allotment,
8. attachment, 9. beautifully, 10. channelled, 11. commitment,
12. development, 13. disappointment, 14. embarrassment,
15. expense, 16. fulfilment, 17. incurring, 18. liaise,
19. permitted, 20. referring, 21. skilful, 22. tomorrow,
23. inexperienced, 24. serviceable, 25. separation

Yupaxuaenue N: 9
Dear Mrs Jones

I read in the press over the weekend that Philip Wilson
Publishers is about to attack the European market. I am
looking for a new challenge in my career as an advertising
executive, with the possibility of a managerial role, and
wondered whether you might be looking to employ extra
staff.

As you will see from the enclosed CV, I am Anglo-French
with an unbroken track record in servicing existing clients.
My previous employers include companies in both England
and France and I have acquired an in-depth knowledge of
the advertising industry in both countries. I have family
and friends in both London and Paris and so I would be
happy to travel between both countries, or even move to
France if necessary.

I have been watching with interest your company’s
expansion over the past few years and have admired the
company’s work on a number of occasions. With this new
step on the company’s part, this seems an ideal time to
contact you,

If you think I may be of service, I would be extremely
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interested to discuss the possibility of my joining you.
look forward to hearing from you.

Yours sincerely

Claude Jardin
Encs

§ 2. lekcuyeckue TpyaHOCTH
Lexical Difficulties

1. Cnosa, 6n13kue no 3By4aH1i0, HANUCAHUIO
UM 3HaYeHUo
Words Similar in Pronunciation, Spelling or Meaning.

Ynpaxuenue Nt 2
. weeks

. deer

. break

. meet

. bear

. sea

. peace

. hear

9. tail

10. weather
11. fair
12, hair
13. heir
14. new

15, reigned
16. write
17. weight

00 =1 O UV W= ) Do =
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18. waste
19. know
20. road

Yupaxaesue Nt 3
1. affected
2. effect
3. allowed
4, aloud
5. checked
6. cheque

7. dual

8. duel

9. lose

10. loose

11. past

12. passed

13. clothes

14. cloths

15. all together
16. altogether .
17. except

18. accept

Yupaxaesue Ne 4
1. adverse

2. averse

3. assure

4. insure

5. compliment
6. complement

7. council

8. counsel

9. dependent

10. dependent on
11, dependants
12. emigrants
13. immigrants
14. eligible
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15. illegible

16. personnel

17. personal

18. principal

19. principal

20. principles

2]1. preceded

22, proceeds/is proceeding

Yupaxaeaue Nt 5

advertisements
sound
scenery
prices
manifestation
game
character
headlines
memoirs

10. living

11. observation
12. policies

13. precaution
14. cabin

15. economy

16. sports

17. stimulant
18. technology
19. experiments
20. guardians

1. saved
2, lying
3. blow up

4. renting

5. collaborate
6. agree
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7. invented

8. consists of
9. refused

10. lent

11. published
12. welcome
13. postponed
14. cared about
15. bathe

. present

. large

. low

. tallest

. rational
electrical
classic
historic
economic
10. exhaustive
11. continuous
12. bored

13. tiring

14. living

15. industrial
16. latest

17. lonely

18. officious
19. imaginative
20. effective
21. distinct
22. respectable

1. alternately

2. especially

3. despite

4. in this respect
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5. Finally
6. In my opinion

Yupamaersue Nt 6

Yacres I

Yacrs 11

T P M TTO T

Ty O TTT UM T M D TCTO T

24.
25.
26.
27.
28.
29.
30.
31.

T T T PO
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32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42,
43.
44,
45.
46.

o P o UM OoOCTOTOM TUOT

2. CyujectBUTeNbHbIE, 0003HaYaUWMe Ha3BaHus
CTpaH, HauMoHaNLHOCTel, U obpasyloujuecs
OT HUX npunararefibHbie
Nouns Naming Countries & Nationalities
and there Derived Adjectives

Ynopaxreaue N 1

1. Lebanese horse breeder realises dream in Russia. -

2. This beautiful plant has been cultivated from ancient
times in the Middle East, Greece, Rome.

3. Russians rush to brush up long-neglected teeth.

4. Americans’ wages and benefits rose 3.3 percent in 1997.

5. The company’s North American’s operations
continued to improve, helping to overcome difficulties in
Europe, Latin America and Asia.

6. Russia seeks firm to set Rosneft price.

7. The USSR was a helping hand to the Hungarian
people, later the same longer hand was extended to
Czechoslovakia and Afghanistan.

8. Since the wars in former Yugoslavia ended more than
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two years ago, there have been few reasons to bracket the
words “Bosnia” and “progress” together.

9. If Clinton takes action in Iraq, at home or abroad, he is
not just creating a crisis to keep his enemy some distance away.

10. The bishops’ announcement appeared to be an
attempt to satisfy both the Vatican and German politicians.

11. The British and Irish governments are charting a
compromise course between those two demands.

12, Israeli Prime Minister Benjamin Netanyahu
complained Tuesday that the Palestinians have done nothing
to help to prevent terror attacks by Islamic militants.

13. Netanyahu spoke as an Israeli magistrate ordered
two Israeli Arabs held in prison on suspicion they planned
an attack in Jerusalem,

14. Albright was to meet French Foreign Minister
Hubert Vedrine in Paris.

15. Chinese Prime Minister Li Peng called on Tuesday
for resuming talks with Taiwan in a further sign China
was relaxing harsh preconditions that have deadlocked
relations.

16, Algerian security forces killed suspected rebels in
northeasten Algeria.

17. Japan’s finance minister said Tuesday he will resign
over a bribery scandal.

18. The proposal calls for donations of food and
medicine to be distributed to needy Cubans by the American
Red Cross.

19. Students come from Hong Kong, Thailand, Japan, the
United States, Nigeria and Europe as well as from the UK.

20. Staff in the School have wide-ranging interests in
the literature and culture of France, Italy and Spain.

21. A love-struck Dutchman was seduced by his English
girl-friend into cocaine worth $115,000 and smuggling it
into Britain was jailed for six years yesterday.

22, Korea swallows its pride and asks IMF for help.

23. The Palestinians accused Israel of its policy and
said they have lived up to obligations spelled out in previous
peace accords.

24, Algerian newspaper reports Tuesday significantly
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raised the number of people killed in two previous attacks

this weekend.

2b. Hermann Maier from Switzerland won his fourth
consecutive World Cup race.

§ 3. TunuuHbie rpaMmmMaTuyYecKne OWWOKKU
Common Errors in Grammar

1. MHOXeCTBEHHOR YUCNO CyL|eCTBUTEIbHEBIX
Plural Nouns

Yopaxaeaue Ne 1

)
-

alumnus
analysis

. brother-in-law
cargo

chief

. circus

. curriculum vitae
. diary

embargo

10. focus

© WD YR W

11. forum

12. gas

13. genius

14. leaf

15. manifesto
16. no

17. passer-by
18. phenomenon
19. prospectus
20. referendum
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8. alumni

9. analyses

10. brothers-in-law
cargoes

chiefs

circuses

. curricula vitae
diaries
embargoes
focuses

e b v B R 2R P

12. forums

11. gases

14. geniuses

13. leaves

16. manifestoes
15. noes

18. passers-by
17. phenomena
20. prospectuses
19. referendums



21.
22.
23.
24.
25.
26.
27.
28.
29.
30.

r)

31.
32.
33.
34.
35.
36.
37.
38.
39.
40.

proviso
sheep
stimulus
stratum
terminus
tornado

thief

police
crisis
formula

index
memorandum
appendix
erratum
lady-in-waiting

VIP

libretto

veto

goose

louse

Yupaxaerue N 2

O 00 ~IO Ut CWh =

. children
. theatres
. teeth

. knives

. countrieslb. species
. Imice

. tomatoes
. leaves

memoranda
. phenomena
. crises

. sheep

. people

. shoes, feet
. species
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30.
29.
28.
27.
26.
25.
24.
23.
22.
21.

36.
37.
38.
39.
40.
31.
32.
33.
34.
35,

provisoes
sheep
stimuli
strata
termini
tornadoes
thieves
police
crises
formulas

indexes
memoranda
appendixes
errata
ladies-in-waiting
VIPs

libretti

vetoes

geese

lice



16
17

. wives
. taxes

18. women, children

19
20

. potatoes
. fish, fishes

Ynpakaesue Ne 3

. books, studies
. misses

. says

. wishes

. companies

. taxes

. cities

. thinks.

helps

. finds

. factories
. churches
. lives

. heroes

. buses

¥YupaxaeEHe N 4

© 0N oo R W

11.
12.
13.
14.

was
suspect
want
are

is

are

. does or do
. is

. do not

10.

is
. is not
is not
wear
is
is
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15. is

16. are

17. is; it needs
18. isn’t

19. are

20. has/have

2. MpasunbHbIe M HeNpaBUnNbHbIe FHRArGnLI
Regular & Irregular Verbs

Yupaxueesue Ne 1

1. If you want a job you should read advertisements,
write letters and ring people, it’s no use sitting at home.

2. How long have you been learning English?

3. He stopped for a drink and got involved in an
argument.

4. He must have forgotten that we invited him.

5. He had two bottles of Coke and got frightfully drunk.
He could not have got drunk on Coke. He may have drunk
gin with it.

6. He came from Japan. He is a very clever boy. He
speaks four languages.

7. No one has ever written it to me.

8. Mr Brown always reads his newspapers in the
evenings.

9. These apples cost 40p a bag. Do you think that is
expensive?

10. But why have you left your present house?

11. They began painting but found the walls were too
wet.

12. I have not made a basket since I was in hospital.

13. She has just sold two of her own paintings.

14. It was lovely at 11 o’clock, but since then the sky
got steadily dark and the wind rose.

15. My house is guarded by two Alsatian dogs. That’s
the only reason it is not broken into every night.

16. The shops do not deliver now, which makes life
difficult.

328



17. I’'m sorry you did not tell me that the dogs were
allowed in the hotel. If I had known I should have brought
my dog.

18. 1 stopped buying petrol there and started dealing
with your garage instead.

19. He always talks as if he were addressing a public
meeting.

20. I'll pay you by cheque monthly. — I'd rather you pay
me cash weekly.

3. AKTUBHbLIM U NACCUBHLIN 3anor
Active & Passive Voice

Yupaxeeaune N 1
. is played

. created

. are exported

was discussed

. are spoken

was assassinated
arrived; was interviewed
. are destroyed

. was announced
10. was stolen

11. was invented
12. have been given
13. was discovered
14. is kept

15. attracts

© 00U AN

Yupaxaeaune Nt 2

1. The student threw the stones and the policé led him
away.

2. People believe that the earth is round.

3. The company secretary has not circulated this article
to all the staff.

4. They say that the government is spending too little
money on social needs.
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5. The British Council exhibited this collection of
paintings at the Tretyakov gallery in 1997,

6. The company advertised the post by the company in
the Moscow Times.

7. It is known that vegetarians eat no meat or fish, but
only vegetables, grains, fruit either for moral reasons or
because it is thought to be healthier.

8. The local government is going to introduce this new
tax regulation very soon.

9. Everyone with the smallest intelligence can understand
these instructions.

10. The publishing house is to issue a special edition of
this book in February.

11. I noticed a bright advertisement in the
newspaper.

12, Reading in bed spoiled my eyes.

13. They have not published this book in Britain because
Britain's laws are tighter than America’s.

14. Photographers and pressmen surrounded her.

15. The sound of breaking glass wakened people
sleeping in the next room.

16. You can find this information in any reference book.

17. The company made a profit of five million pounds
last year.

18. The company secretary compiled and updated the
new filing guide.

19. DHL delivered the letter on 25 December.

20. They are to have modernised the entire railway
network by 1999.

21. The Scots gave Mr Blair a strong card to play in
future rounds of the constitutional reform game.

22. They persuaded the former American senator,
who had chaired the talks, not to participate in the
elections.

23. Luckily this car accident killed or injured nobody.

24. The company offered challenging opportunities to
me.

25. Western companies are increasing investments into
Russian economy.
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4. Ynotpebnexue npegnoros
Prepositions in Use

Yupaxnaeaune Nt 2

1. Realists argue that the moral issues do not apply te
states, whose relations should be governed by consideration
of national interest not of moral.

2, In addition, America should interfere in Israeli politics.

3. Mr Blair might not be able to force his party to vote
for the tough limits on public spending needed to get the
government’s finances in shape.

4. Realists are more pessimistic about progress in human
affairs.

5. There are other reasons for the drop in abortions.

6. Although Mr Gephardt is trying to look different
from Mr Gore, he is not different enough to impress voters
much.

7. With $450billion in assets under management, AXA
is a world leader in insurance and investment.

8. Brazil’s military police are responsible for most of
the abuse.

9. Intrusive officials are suspicious of anything the
government did not control, but paid too much of Japan’s
voluntary services earlier this century.

10. In response to the public hostility generated by the
role of the press in Diana’s life and death, editors are
struggling with the problem of how to deal with the privacy
issue in general, and the royal family in particular.

YnpaxHeane Ne 3

1. The research will require tests to be carried out on
animals.

2. In February, L’Oreal set up a branch of the company
in Peking to supply their products to the market in China.

3. The singer was released from jail after being arrested
on suspicion of possessing child pornography on his
computer.

4. Doctors, health professionals and consumer
organisations said attention should be focused on the real
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reason for banning tobacco advertising — the decease and
death caused by smoking.

5. The European directive on banning tobacco
advertising in sport will be discussed at a Council of Health
Ministers’ meeting in Brussels on 4 December.

6. This week, preparations began around the world for
global action to attack the evil of child labour.

7.0n Thursday, 20 November, the universal Day for the
Rights of the Child, hundreds of organisations, from London
to Rio and Manila to Mexico, announced their involvement
in a global march against child labour.

8. The Independent Television Commission has
discontinued the transmission of an advertisement by Direct
Line after complaints from rival insurance companies.

9. Commuters at my local station were informed on
Thursday morning that their train was late because of a
sudden fall of rocks on the line through Winchester,

10. The fall of the European governmental system based
on Marxism turned out to be a kind of twilight of the gods
for that theology.

11. He ran the university for four decades, before moving
in 1971 to the largely ceremonial post of Chancellor and
devoting much of his energy to preaching.

12. A great deal of her time was devoted to answering
inquiries and writing about her father.

13. Merrydown, the leading drinks making group, has
been forced to delay the announcement of its financial results
due to an embarrassing administrative error.

14. He said the business community should still prepare
now for a single currency and be ready for the UK to join
early in the next parliament.

15. According to the law of probability, I must have a
good chance of winning one of the big prizes.

16. Most bidsin the UK manufacturing are for businesses
that are being hurt by the high pound, though the inability
of many British managers to cope with conditions in the US
market is an important factor in their readiness to sell out.

17. The fate of National Westminster bank will probably
be decided by outsiders.
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18. London is arguably the most sophisticated world
financial centre for assessing the world worth of foreign
investments.

19. You will find them helpful in answering queries
and on the more problematic issues they are hard but fair.

20. That’s because the value of your investment keeps
pace with inflation and, in addition, you will earn 2.75%
per annum over five years — all completely tax free.

Yupaxnaeane N 4

1. According to the British Bankers Association, banks
are discussing ways forward with Jewish groups but are
anxious for the government to define its policy.

2. New research published by the trade union shows
that stress in the workplace has a lot to do with how we
communicate with each other and the kind of relationships
we enjoy.

3. Investors who want to save the planet while saving
their money can choose from a range of genuinely “green”
investment funds, many of which have outperformed the
market in the past year.

4. Hundreds of jobs have been created as a result of the
implementation of energy efficiency policies.

5. One of the first initiatives aimed at creating
environment-friendly homes and businesses was the Standard
of Performance for Energy Efficiency Programme.

6. Originally intended to run for four years, it will now
go on until the year 2000.

7. The climate is starting to hot up in Japan where
politicians and their officials have gathered to take part in
a 10-day summit in Kyoto to agree on targets for greenhouse
emissions.

8. Voters in the beautiful old cathedral city of Winchester
are going to have a re-run of the general election, raising
the prospect of a fascinating and violent three-way fight as
all the parties seize the opportunity to score political points
in what will inevitably be a close-run contest.

9. It should have been a straightforward day out for
the Prime Minister in Moscow, lining up alongside Boris
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Yeltsin for cheerful photo-opportunities, hanging on the
Metro, meeting the people in the Red Square.

10. If housework had to be paid for, the national output
would probably double overnight, according to a survey done
by the Office of National Statistics.

11. Surprise surprise — women spend twice as much time
on average doing unpaid work about the home as they spend
in paid employment.

12. The mistress of Paolo Gucei was yesterday banned
from keeping horses for five years after admitting charges
of causing unnecessary suffering.

13. A hasty apology has been issued from Manchester-
based firm who would like to ensure their customers that
all their products are thoroughly checked and come from
the best suppliers.

14. Reports of technical errors and inaccuracies in the
interpretation of screening testing have caused shock and
anger and led to an increased demand for information.

15. Screening has a key role to play in preventing cancer
and in its early detection.

16. The Nobel Prize committee surprised scientists
yesterday by awarding its medicine prize to Stanley Prusiner.

17. Thousands of British football fans are due to travel to
Rome this week for England’s World Cup match against Italy.

18. Scotland Yard and the West Midlands have recently
set up an internal telephone hotline for their own workforce
to inform on their colleagues if they suspect them of
breaking the law.

19, For the past eight years, doctors in Nottingham have
been experimenting with a substitute for the human ear.

20. The teenage nanny Louise Woodward went on trial
on the United States yesterday charged with the murder of
a nine-month-old baby in her care.

YupaxHeaue Nt 5

1. Thanks to a British Council project, Muscovites have
recently been able to enjoy reading poems by British and
Russian poets on the walls of their metro trains.

2. Mr Mavor also said that he thought the present A-level
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system should be replaced by a Continental style exam for
which pupils would study five subjects over two years.

3. Environmental groups have long been campaigning
for a vote on Value Added Tax onr products which help
people to save energy, like insulation.

4, President Clinton and more than half of his Cabinet
took partin a day-long conference on climate change yesterday.

5. The Prime Minister, Tony Blair, announced yesterday
that Britain would grant Russia a further 500 million pounds
of export credits in recognition of Britain’s increased
confidence in Russia’s economic achievements.

6. At the end of a week in which Bill Clinton went on
the road to open a debate on race relations ...

7. US insurers are already insisting on houses lost in
floods being rebuilt in safer places.

8. I am greatly disturbed at the suggestion that the
government is about to abandon the principle of free third-
level education.

9. I had left a reasonably well-paid position to gain
some experience in schools.

10. Mr Wallace, one of the most widely recognised chief
executives in Japan, is leaving for family reasons and will
return to the UK to take up post at Ford.

11. VW said it was interested in buying UK luxury
car-makers put up for sale by Vickers, the engineering group.

12. A report based on anonymous interviews which it
published in June showed that a large number of call centre
employees felt stressed and depressed.

13. The company has cut thousands of jobs in the past
four years as it has refocused its business on its most
successful brands and increased its marketing spend.

14. The commission was asked by EU food safety experts
at the end of July to propose labelling for the two products.

15. The project is the latest in a series of high-profile
infrastructure developments in Thailand and other south-
east Asian countries.

16. The government will try to reassure food companies
by promising the agency will only forbid foods for safety
reasons.
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17. The government’s ban on selling beef on the bone
from the animals more than six months old aims to remove
this risk.

18. It will be studied by a review group headed by
former artistic director of the Royal National Theatre, Sir
Richard Eyre.

19. The convention will be presented to national
parliaments when it has been agreed by governments.

20. The battle will be crucial for both stations.

§ 4. TpysaHOCTN B pacCcTaHOBKe 3HAKOB NpenuHaHus
Punctuation Difficulties

Yupaxuaeane Ne 1
1. Rachel’s, 2. I’ll, hers., 3. parents’, 4. Rachel’s, 5. We’re,
Rachel’s

Yupaxaeaue Ne 2

Dear Jo and Paul,

Thank you for having Robin and me for the weekend. We
had a great time, especially at the dinner party Sunday night.
We’d never had such a dinner before, and now we can’t wait
for our next one! Robin especially liked the apple pie. I'm
sure he’s going to make it!

We also enjoyed the tour round town on Saturday and our
visit to the Museum of Folk Art. It was terrific!

We hope you’ll come to visit us soon. There’s a lot to do
here, too, and we’ll plan a big weekend. There’s a wonderful
museum with a large collection of Indian art that I'm sure
you’ll find interesting. Didn’t you say you were free in
November? Why don’t you come then?

336



Thanks again,
Love
Julia
Ynpaxaeane N 3

I have been asked to write a letter of recommendation for
Ms Sue Kay. I am very pleased to do so. I have known Ms
Kay since 1991; I was her faculty adviser and had her in
several of my classes.

Ms Kay is a very capable, creative person, one with integrity
and a high sense of responsibility. She approaches a job
with a great deal of enthusiasm, energy and organisational
ability. She has worked and lived in several countries: Italy,
Spain, France and Sweden and has always adapted readily
to new cultures and environments. In addition, she speaks
French and Spanish fluently, along with her native language,
English. Ms Kay is a person who is knowledgeable about
other cultures and is open to learning more. She relates
extremely well to people of all ages, is sensitive and tactful
in dealing with them.

I recommend Ms Kay highly for a job requiring these skills.
I wish her lots of luck in getting a job.

Dr Christopher Knight

Faculty of Political Scienees
Keele University

Yupaxnaeane N 4
Dear Mr Brenton

We are proud to announce the formation of a new and
innovative international advertising agency Business
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Promoters International. We are convinced that you will
recognise our potential as an extremely effective
international advertising agency. We are equally convinced
that you will want to choose Business Promoters
International to plan your international advertising
campaigns.

Let us tell you a little about our personnel. Our five promoters
together represent approximately 45 years of advertising
experience throughout the world: the Far East, Europe, the
Middle East, Latin America and the United States. Their
language and cultural backgrounds are as varied: Spanish,
French, Chinese, Arabic and Greek. Of course, all speak and
write English fluently. This multilingual aspect of Business
Promoters International is a great plus when handling the
delicate matter of translating advertising slogans from
one language to another, To illustrate the importance of this
you need only recall the unfortunate translation of the Pepsi
slogan: Come alive with Pepsi which was translated in
Taiwanese as Pepsi brings your ancestors back from the
grave,

Business Promoters International is committed to designing
advertising tailored to your company’s marketing needs.
We believe in what our name represents promoting your
business throughout the world. We look forward to the
opportunity of working with you.

Sincerely yours
Joanna Rogers
YupaxHeaue N 5
Canterbury and the Region
Canterbury is on the shortest route between London and the

Channel ports and has been the commercial and cultural
heart of Kent in South-East England for hundreds of years.
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The county has areas of great natural beauty with classic
English villages, castles and seaside towns such as Whitstable
and Herne Bay.

The Channel ports of Dover and Folkestone and the Channel
Tunnel are 30 minutes from the University and there are
excellent rail and motorway links to London, 55 miles to the
north-west.

The city is a lively mix of ancient and modern — not just a
place for tourists visit but somewhere with lots to offer
those who live and work there. Its ancient streets and
walkways are packed with second-hand bookshops, gift shops,
pubs and restaurants. Wander round the centre and you are
sure to find a restaurant to suit your taste. Canterbury also
has modern shopping malls for the High-Street chain stores,
two swimming pools, the famous county cricket ground, the
Marlowe Theatre, a cinema and night clubs.

¥Ynpaxuaeane Nt 6

1. The London centre itself is situated in the heart of
London, within a walking distance of the British Museum,
Covent Garden and Trafalgar Square.

2. There are four colleges at the university of Kent —
Darwin, Eliot, Keynes and Rutherford — each one has a
substantial, self-contained building.

3. The Templeman Library’s services and its growing
collection of books (over a million), periodicals, pamphlets,
slides, and electronic media form the central resource available
to you to support your research.

4. Whether you are a recreational user or a serious
athlete you are offered a warm welcome and the opportunity
to enjoy yourself!

5. If the sport you enjoy has no club, why not start
one?

6. This subsidy is arranged directly between the student
and the Students’ Union.

7. The Chaplaincy Team comprises Anglican, Baptist,
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Roman Catholic, Jewish, Methodist, Orthodox, Pentecostalist
and Society of Friends chaplains and there is a chapel in
Eliot college which is open to all.

8. Park Wood Courts are terraced houses (comprising
five or six single study bedrooms) grouped informally in
parkland with space available for cars and bicycles.

9. The Doctoral programme was developed for those
students, who, although wanting to pursue a research degree,
do not have outstanding research skills.

10. The publications, which are available at the British
Council Offices in your home country, will have lists of trusts
and sources of grants to which you may apply.

11. At Kent the teaching and research of classics staff
share the interests of drama, comparative literary studies,
history, the visual arts, theology and archaeology.

12. Our central coverage is limited to literature in English
(including the literature of Britain, North America and
Australia) and in the other languages taught at Kent: French,
Italian, German, Spanish, Latin and ancient Greek.

13. There are regular seminars in Medieval and Tudor
Studies; Medieval and Early Modern History; Modern
History; the History and Cultural Studies of Science; and
the Study of Propaganda.

14. Information can be found quickly and easily under
any of the cataloguing terms used, e.g.. cartoonist,
publication, date, name or subject.

15. The programme described below introduces a wide
range of approaches to science — one of the most powerful
and important elements of the modern world.

16. Projects are presently restricted to specific languages,
but are being constructed so as to allow them to be extended
to other languages.

17. Films, especially documentary films, are often treated
as an important source of historical information; meanwhile,
film itself, in all its forms and uses, is a mode of
representation with a specific and particular history.

18. The school is well equipped: it has excellent general
research laboratories, together with a range of specialised
facilities.
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19. The course consists of lectures, supervision, practical
classes and a research project.

20. The research programme enables you to engage in
independent research under the supervision of a member of
staff with an appropriate research interest, whom you will
meet on a regular basis.

Yupaxnenue Ne 7

1. Of the 14 million smokers in Britain, for instance,
more than 9 million say they would rather be non-
smokers.

2. These are powerful arguments, but they are not
ultimately convincing.

3. ‘Self-interest also plays a part,’ he said.

4. Even in more prosaic issues than war and peace-the
observance of international agreements on trade or the
environment, for instance, liberal democracies are more likely
to play by the rules.

5. All very well, the sceptics reply, but even with a global
economy the world is not a global country with a global set
of laws.

6. The sums are unbelievable: $250 billion spent
cleaning up banking crises in emerging markets since 1980.

7. European dictatorships collapsed in Greece, Spain
and Portugal in the mid-1970s.

8. Labour name Nick Scheele, chairman of Jaguar Cars,
is one of six businessmen who backs its wage-scheme.

9. Mr Scheele says: “Whether this scheme is better than
the other, I really don’t know.”

10. Three other far-left parties are contesting this
election: the Socialist Party, the Social Equality Party and
the Communist Party of Britain.

11. The breakfasts, the lunches and the dinners, the
endless speeches and the private seminars, the industry
forums and the business commissions: all have represented
a merciless determination to achieve that.

12. Under Mr Blair, none of that applies. For
nationalisation, read privatisation; for planning, the market;
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for taxation, a freeze on higher rate income; and for
promoting unions, a no-favours policy involving strictly
limited concessions.

13. Mr Yeltsin could, of course, take his turn after Nikita
Khrushchev, who simply had Stalin taken out of the Red
Square.

14. She objects to the idea of counting trees which, she
says, would give Italy, Spain’s main competitor, an unfair
advantage.

15, If banks in emerging countries are to be made safer
and stronger, their governments, supervisors and managers
need to develop a better understanding of why banks get
into trouble.

16. Other industries, starved of consumer demand, are
copying the car industry.

17. The bank told lenders to restrict property loans to
20% of their portfolios (down from the current 29%).

18. But some east European exports, including steel,
are subject to EU anti-dumping duties; others, such as textiles
and shoes, are limited by quotas; and trade in agriculture
has barely been liberalised at all.

19. He wondered, ‘How does he get away with this?’

20. He is a true fantastic and, by all accounts, a very
decent man.

21, What you describe is the mystifying, unifying,
healing and changing power of the symbol.

22. The only person who seemed unmoved was the
monarch, who displayed every sign of being out of touch.

23. Diana took no risk: how hard is it to make a speech
or visit an AIDS hospital?

24, The real saint, who died in Calcutta only days after
Diana died, put herself in danger and lived among the poor
as their advocate.

25. There are two kinds of economists: those who can
count and those who cannot.

26, The IRA has again stopped its violent campaign
with achieving any of its goals, except, like loyalist
paramilitaries, to be represented in talks.

27. Take the seven most populous countries on Europe’s
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continent: Russia, Germany, Turkey (yes, it is European as
well as Asian), France, Italy, Ukraine and Spain.

28. Until the next election in September 2001, the 165
representatives of the people must make the best of failed
job.

29. People would vote with their feet, choosing where
to live, or where to invest, according to the value of money
that each government provided.

30. America and Europe, relatively speaking, are much
better supplied with skilled workers and capital.
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