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3HAYUTENbHbIE U3MEHEHUSI B SKOHOMUYECKON U MOJUTUYECKOW KM3HU HAa COBPEMEHHOM 3Tarie
pazBuTusi Poccum nmnpuBenM K BO3HUKHOBEHHUIO B CTPaHE HOBOTO COLIMOKYJIBTYPHOT'O
MPOCTPAHCTBA. B aHHBIX YCIOBUSX MHOCTPAHHBIN SI3BIK, SBISSCH CIIOCOOOM MEXKYJIBTYPHOTO
OOIllEHUST M caMOpean3allid BO BHEIIHEM MHpE, CTAHOBUTCS B 3HAUUTEIHBHOM CTENEHU
BOCTPEOOBAHHBIM B KM3HU M NPOPECCHOHANBHON AeSITeIbHOCTH 4YenoBeka. (CiemnoBaTelbHO,
3HAYUTEBPHO BO3PACTAET CTATYC JEJIOBOIO0 MHOCTPAHHOTO SI3bIKA KaK y4eOHOW IUCIUIUIMHBI,
pa3BUBaOIEl y 00y4arouuxcs CrocOOHOCTh UCIOIb30BaTh S3bIK KAK MHCTPYMEHT OOLICHUS B
Jiaaore KyibTyp.

Meroanueckue peKOMEH/Iallui U KOHTPOJIbHBIE 3a7jaHusl MO «/[e10BOMY HHOCTPAHHOMY SI3BIKY»
paccuMTaHbl Ha OOydYaromuxcs MO Marucrepckoi mporpamme 45.04.01 «Pomanckas u
repMaHcKas (PUIIONIOTHS», H3yUYaIOINM TaHHYIO JTUCHUTUTHHY Hapsay ¢ JPYTHMH TUCITUTUTMHAMUA
TEOPETUUECKOI0 U MPAKTHUUECKOTO XapaKTepa, IPeIyCMOTPEHHBIMHU Y4€OHBIM IIJIAHOM.

B coorBercTBUM ¢ JAeWCTBYIOIIMM Y4eOHBIM IUIAHOM, Ha Kypc OOYYEHHs JEJI0BOMY
MHOCTpaHHOMY 513bIKYy oTBOUTCS 180 yacos (5 3.e.), mpu 00bEME ayIUTOPHBIX (J1a00PaTOPHBIX)
3aHaTui 40 yacos.

OcHOBHOU yenvio y4eOHOUW IUCHUIUIMHBI «JeTOBOM HMHOCTPAHHBIN SI3bIK» (QHTJITHMHCKUIA)
ABIIIETCS. Pa3BUTHE y OOYYAIOIIMXCS HABBIKOB IPAKTHUECKOTO BIIAJICHUS S3BIKOM B cdepe
npo¢eCCHOHATFHOTO JEJIOBOTO OOLICHHWS B YCTHOM M MUCHbMEHHOW (opmax (yMeHHe BECTH
MEPEroBOPhl U JENOBYIO MEPENUCKY, IPaMOTHO HCIOJIb30BaTh IOJYYCHHYIO HHGOpPMAIHUIO,
W3BJICYEHHYIO U3 TEKCTOB IOPUANYECKONM, S3KOHOMUYECKOM M KOMMEPYECKOW TEMAaTHKH, 3HATh
0a30BYIO JIEKCUKY ¥ TEPMUHOJIOTHUIO JIEJIOBOTO AHTJIMICKOTO SA3BIKA).

OCHOBHBIMU  3a0auamuy SIBISIIOTCS pa3BUTHE YMEHHH U HaBBIKOB Mpo¢eCcCHOHAIbHO-
OPUEHTHPOBAHHOTO OOIICHUS Ha AHTJIUHCKOM SI3bIKE, COBEPIICHCTBOBAHWE TPaMMaTHYECKUX
HABBIKOB, OOECHEYMBAIOIIUX KOMMYHHUKAIIMIO 0€3  HMCKaKEHUs CMBICIA, MEepeBo/,
pedepupoBanue U aHHOTHPOBAHHUE TEKCTOB MO CIIEIUATLHOCTH.

I[aHHI)IC MECTOANYCCKHEC peKOMeH)IaHI/II/I COCTOAT U3 TpéX LIaCTef/'I, B COOTBCTCTBHU C
COJlep’)KaHWEM TeM, TPEeIyCMOTPEHHBIX TEMAaTUYECKUM IUIAHOM, COJEpKaT  pasfelsbl,
HEOOXOUMBIE JIJISl JOCTUIKEHUS TTOCTABJICHHOW 11€JTM: KOHTPOJIbHBIE pabOThl U TPEOOBAHUS K UX
BBIMIOJTHEHUIO W O(QOpPMIICHHIO; OOpa3Ibl OCHOBHBIX JIOKYMEHTOB B cdepe Iel0oBOi
KOMMYHI/IKaHI/II/I; q)paSI)I-KJ'H/IHIe, I/ICHOJ'II)?:yeMI)Ie B COBpeMCHHOM JCIIOBOM aHFHHﬁCKOM SI3BIKC.
TpeGoBanus K 3a4eTy U IK3aMeHY
3auer
K 3auety nomyckarorcs 00ydaromuecs, BIMOJIHUBIINE KOHTPOJIbHBIE 3a/1aHUS.

st mosmydenust 3a4eTa 00y4JaroIIHics T0HKeH:

1. IlpounTaTh M NMHCBMEHHO MEPEBECTH C AHIVIMMCKOTO $3bIKA HA PYCCKHM TEKCT JEIO0BOU
JOKyMEHTaIuu (mucbma, Koutpakra, CV u T.1.) 066émMom 110 1500 3HaKOB.

2. OnpenenuTh aHp JI€JI0BOIO TE€KCTa U YCTHO apryMEHTHPOBaTh CBOM BHIOOpP Ha PYCCKOM
A3BIKE.

3. IlpounTarh M NHCBMEHHO IEPEBECTU C PYCCKOIO $3bIKA HAa AHMVIMHCKUM TEKCT JEJI0BOMU
JToKyMeHTaIuu (muckMa, koutpakta, CV u 1.1.) 006émMom 500 - 700 3HaKOB.
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4. 3aroHUTH JIAKYHBI TEKCTA JIET0BON JoKyMeHTaruu o0bémMoM 1000 3HAKOB.
JK3amMeH

K sK3amMeHy IO [1€7I0BOMY MHOCTPAHHOMY SI3bIKY JIOITYCKArOTCsI 00y4arolluecs, BbIITOJHUBIINE
NUCbMEHHBIE KOHTPOJIbHBIE Pa0OThI ¥ OTYUYHMBIIUE 3aU€T 3a MPEIBI YN CEMECTD.

Ha sk3aMeHe poBEpsIIOTCS YMEHUSL:
1. IIMChMEHHOrO COCTABJICHHS OJHOIO M3 3JIEMEHTOB JEIOBOH JOKYMEHTAlMU (HAIWCaHWUe
opunmansHoro nenoBoro mnuckMma, CV, ¢dakca, 3ampoca uHpopmanuu u T.1.). Bpems Ha

noAroToBkKy — 30 MUH.

2. T'oBopeHMs B pEKHUME CHUTYaTHBHOIO MOHOJIOTa 1O HPOHJAEHHBIM TeMaM. Bpems Ha
MOArOTOBKY — 5 MHMH.

MarepuaJbl U 32JaHUA JISI CAMOCTOSITEJILHOH PadoThI
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Tema 1. Official documents. (JIejioBble JOKYMEHTHI)

JlenoByo kU3Hb HEBO3MOXKHO IIPEJICTAaBUTh 0€3 JOKYMEHTOB. DTO MOXKET ObITh TUchMO (letter),
daxcumunbHOE coobenue (fax message), noxnaauas (internal memorandum), mamsiTHas
3amucka (memo), KOHTpakT (contract), pekiaamarus (complaint), npecc-penus (press-releases),
pestome (resume or CV), onucanue BakaHcuH (vacancy note), moBectka qHs (agenda), mpoTOKOI

(minutes), cuet akTypa (invoice) U APyrue TOKYMEHTHI.

Business Letters

I[CJ'IOBBIC IMMCbMa MOKHO pasACiIuTh Ha CICAYIOIHUEC I'PYIIIIbIL:

1.Information letter

2. Inquiry/enquiry

3. Offer

. Request

. Order

. Confirmation of order
. Accepting an order

. Reminder (first/seconr/final)

© 00 ~N o o @ b

. Refusal

10. Apology

11. Complaint

12. Letter of intent

13. Advertising

14. Letter of agreement

14. Cover letter/covering letter
15. Job application

16. Invitation to an interview

17. Testimonial/ letter of
recommendation

MH(POPMAIIMOHHOE MTHCHMO

3arpoc

MPEUIOKECHUE

npocbba

3aKa3

MOJITBEPKICHUE 3aKa3a

MIPUHSATHE 3aKa3a

HarmoMHHaHUe (TIepBOE, BTOPOE MOCIEAHEE)
OTKa3

W3BHHEHHE

Kano0a, pexyiamariys

MUCHMO O HAMEPEHUHU
MUCHMO-peKIamMa

MUCHMO O COTJIAIIEHU!
COIIPOBOJIUTENIEHOE TUCHMO
3asgBlIeHHE 00 YCTpoiicTBe Ha paboTy
MpUrjamieHue Ha cobeceJoBaHe

PEKOMECHOAI A, XapaKTCPUCTHUKA,
PECKOMCHAATCIBHOC ITUCbMO

Useful Information for Business Correspondence

TpI/I TJIaBHBIX ITpaBHJIa HAITMCAHUA OCIJIOBBIX ITUCEM — ACHOCTb, KPATKOCTh, BEXKIIUBOCTD.

Business Letter Format



Block Format (The block format is the simplest format)

Return Address A

Date B

Mr. /Mrs. /Ms. /Dr. Full name of recipient. C

Title/Position of Recipient.

Company Name

Address

Dear Ms. /Mrs. /Mr. Last Name: D

Subject: Title of Subject E

Body F

Closing (Sincerely...), G

Signature H

Your Name (Printed) I

Your Title

Enclosures (2) J

Typist Initials. K

A) Your Address: (Not needed if the letter is printed on paper with the company letterhead
already on it.): The return address of the sender of the letter so the recipient can easily find out
where to send a reply to. Skip a line between your address and the date.

B) Date: Put the date on which the letter was written in the format Month Day Year i.e. August
30, 1981. Skip a line between the date and the inside address (some people skip 3 or 4 lines after
the date).

C) Inside Address: The address of the person you are writing to along with the name of the
recipient, their title and company name, if you are not sure who the letter should be addressed to
either leave it blank, but try to put in a title, i.e. "Director of Human Resources". Skip a line
between the date and the salutation.

D) Salutation: Dear Ms. /Mrs. /Mr. Last Name, Dear Director of Department Name: or To
Whom It May Concern: if recipient's name is unknown. Note that there is a colon after the

salutation. Skip a line between the salutation and the subject line or body.

E) Subject Line (optional): Makes it easier for the recipient to find out what the letter is about.
Skip a line between the subject line and the body.
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F) Body: The body is where you write the content of the letter; the paragraphs should be single
spaced with a skipped line between each paragraph. Skip a line between the end of the body and

the closing.

G) Closing: Let's the reader know that you are finished with your letter; usually ends with

Sincerely, Sincerely yours, Thank you, and so on. Note that there is a comma after the end of the

closing and only the first word in the closing is capitalized. Skip 3-4 lines between the closing
and the printed name, so that there is room for the signature.

H) Signature: Your signature will go in this section, usually signed in black or blue ink with a

pen.

1) Printed Name: The printed version of your name, and if desired you can put your title or
position on the line underneath it. Skip a line between the printed name and the enclosure.

J) Enclosure: If letter contains other document other than the letter itself your letter will include
the word "Enclosure."” If there is more than one you would type, "Enclosures (#)" with the #
being the number of other documents enclosed that doesn't include the letter itself.

K) Reference Initials: If someone other than yourself typed the letter you will include your
initials in capital letters followed by the typist's initials in lower case in the following format;

AG/gs or AG:gs.

Clichés, Expressions and Sentences Useful for Business Correspondence

Knuiie, BeipakeHUs ¥ PEIJI0KEHUS, TTOJE3HBIE IS IETOBOM MEPENUCKU

1. O0pamenue
Dear Sirs, Dear Sir or Madam

Dear Mr., Mrs., Miss or Ms

Dear Frank,

2. Berynienne, npeabiayuiee o0meHue
Thank you for your e-mail of (date)...
Further to your last e-mail...

| apologise for not getting in contact with you
before now...

Thank you for your letter of the 5th of March.

With reference to your letter of 23rd March

(ecu BaM He U3BECTHO UM ajipecaTa)

(ecm BaM M3BECTHO MM aJIpecara; B TOM
cllyyae, KOrjJia Bbl He 3HaeTe ceMeifHoe
MTOJIOKCHHUEC JKCHIIWHEI, CIICAYCT NMUCAaTh MS,
rpy0oii OIMOKOM SABISIETCS UCIOIb30BaHHE
¢passl “Mrs. or Miss”)

(B obpatieHun kK 3HAKOMOMY UYEJIOBEKY)

Cnacu6o0 3a Bare mucbMoO OT (YucIia)
OTtBeyas Ha Ballle MUCHMO ...

S npoury npouieHus, 4To 10 CUX MOp HE
Hamucal BaM ...

Crnacu6o 3a Bame nucbMo ot 5 Mapta

OTHOoCuUTENBHO Ballero nuchma ot 23 Mapra ...



With reference to your advertisement in «The
Timesy ...

In accordance with your request we ...
3. Yka3aHue NpUYMH HANMUCAHUSA MMCbMa
I am writing to enquire about ...

I am writing to apologize for ...

I am writing to confirm ...

I am writing in connection with ...
We would like to point out that ...
We are pleased to inform you ...
May we remind that ...

We wish to notify you that ...

4. lIpocnba

Could you possibly ...

I would be grateful if you could ...
I would like to receive ...

Please could you send me ...

5. Cornamenue ¢ ycJIOBHSIMH.

I would be delighted to ...

I would be happy to ...

I would be glad to ...

6. CooO1ieHne nJI0Xux HOBOCTEMH
Unfortunately ...

I am afraid that ...

I am sorry to inform you that ...

We regret to inform you that ...

7. 3akarouuTenbHasg opMa BeKINBOCTH
Looking forward to hearing from you.

Many thanks for your assistance/ attention.

OTHOCHUTENBHO Balel pekyiambl B TalMc ...

B coorBeTcTBHM ¢ Bamum 3aIlIpOCOM MHI ...

S nunry Bam, 4ToOBI y3HATS ...

S nunry Bam, 4T0OBI U3BUHUTHCS 34 ...

S nunry BaM, 4To OB HOATBEPAUTD ...

S nuiry Bam B CBA3U C ...

Mp1 xoTenu Obl 0OpaTUTh Ballle BHUMAaHUE Ha ...
MBg1 pazbl cooOumThs Bawm, uto ...

Pazpemnre HanomuuTh BaMm, 4To ...

Mg X0TUM 3aMeTUTh Bam, 4To ...

He morunu 6l BHI ...
S Ob11 OBI IPU3HATEJICH BaM, €CJIA ObI BHI ...
51 ObI XOTEN MOTYYHTH ...

He mornu ObI BEI BBICTATEH MHE ...

51 Ob11 OBI paf ...
S1 6bUI OBI CUACTIIUB ...

S 65611 OBI pag...

K coxanenuro ...
Bborocs, uTo ...
MHue TsKen0 cooluaTh BaM, HO ...

K COXKaJICHUIO, MBI BBIHYXKICHBI COO6IIII/ITI) BaM
O...

C "HerepneHueM xjem ot Bac nucrma

OrpomMHoe cniacu6o 3a Bamry
ITOMOIIIb/BHUMAHHE
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Yours faithfully npeaanHo Bam
Yours sincerely,/ Sincerely, uckpenne Bai

8. Hpnnomeﬂne K MUCbMY NOMOJHUTEJIbHBIX MATEPHUAJIOB

We are pleased to enclose ... MBI ¢ YI0BOJIBCTBHEM BKJIAIbIBAEM. . .
Attached you will find ... B npukperuienHoM ¢aiine Bel HAWACTE ...
We enclose ... Mgl puiiaraem ...

Please find attached (for e-mails) ... BbI HaiifieTe IpUKpeIICHHbIH (aii ...

[ Formatting Envelopes for Business Letters

It is best to type an envelope for a business letter.

Sending company's name and address

Postage stamp
is sometimes printed here

Ms. Maggie Jones Angel Cosmetics Inc. 110 East 25th Street New York NY 10021 USA

The position of the address is the same like in the letter.

Street, Road and Avenue can be written in abbreviations (St), (Rd) (Av).
The postcode/zip code you write under the town

Write the name of the country in CAPITAL LETTERS.

In the corner top left you can find the following phrases:

Air Mail — aBuamouroi

Confidential — kouduaeHHaTBHO
Express — skcmpecc

Please forward — manpaButh gainee
Printed Matter

Private/Personal — nmiuHoe

To be called for — no BocTpeboBanus
Urgent — cpounoe

Registered— 3aka3noe

Ilpumep nucoma
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MICHAEL WARRENS LTD - 78 Court Street - Nottingham — UK
4th October 2

Mrs Sara Fisher

Manager

18 St. James Avenue 004

Bournemouth HB3 4LN

Our ref: US / HK 1082

Yourref: SP/T

Dear Mrs Fisher,

Your order

We are pleased to acknowledge your order no. 202 dated 1st October 2001. Your order is already
dealt with. We will inform you when the consignment is ready for delivery.

Please do not hesitate to contact us if you require further information.
We thank you for your custom and again look forward to being of service to you in the future.
Yours sincerely,
M Warrens (Mr)
Enc
3ananus no teme 1: Official documents (/{e;i0BbIe TOKYMEHTBI).

1. I[eJIOBOC NMUCBMO COCTOMT U3 l'[pI/IBeIléHHBIX HUKe 3J1eMeHTOB. Pacmosoxknre ux B
l'lpaBl/IJ'll)HOi/i nmocjaea0BareJibHOCTH

1.closing sentence 2.inside address 3.opening sentence 4.salutation 5. body of the letter
6.complimentary close 7.closing sentence 8.signature 9. sender's address 10. P.S. uiu Postscript
11.enclosure (enc) 12. reference (Ref) 13. date

2. IlpounTaiite pparMeHThbI AeIOBbIX MUCEM, YKAKUTE UX THII.

A) Following my conversation with the representative in your London showroom, | should be
glad if you would send me your new catalogue of portable notebooks.

B) In reply to your request for our Catalogue Ne 135 we enclose a copy herewith, and we hope
you may find it useful.

C) Thank you for letter.
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We shall be only too pleased to supply you with display material of our book “The Great
General”. We have instructed our advertising department to dispatch immediately 12 show cards
and 6 posters.

We are very sorry that we cannot send you a dummy but we have not made one of this title.

D) We are obliged for your letter of May 16, in which you enquire whether our firm is
represented in Brazil.

We regret, therefore that, at least for the present, we cannot make use of your offer.

E) Our representative, Mr. John Brain, has informed us that you did not give him your order this
season because two pieces in our lat consignment were, in your opinion, not equal to the original
quality.

F) Your invoice and two parcels, supposed to contain 50 copies of “The Great General” arrive
today. On opening the parcels we fund that one contained 25 copies of “Little Women™ ad the
other 40 copies of “Cooking without Fat”.

This is the first time in all our dealings with you that any mistake has occurred and we hope you
will do the utmost to remedy it. Will you please therefore on receipt of this letter dispatch the
correct copies Express and make sure that they reach us tomorrow afternoon.

G) In response to your letter of 17thApril, we thank you for sending us a catalogue of men’s silk
shirts.

We are enclosing our Order Nel44, and would ask you to return its duplicate to us, duly signed
as an acknowledgement.

KonTtpoabsnas padora Nel
Bapmuanr 1
1. ITocTaBbTe cJI0BA KAXKA0H (Ppa3bl B IPaBHJILHBIN NMOPSAI0K.
1.to you look I meeting forward 2.to delivery am | confirm writing

3.letter please of receipt this acknowledge 4.of your 15" you letter thank for April 5.sincerely
yours

2. PaccraBbTe 3HAKH NPENUHAHUA B CJIeAYIOLIEM NUCbMe.

i have been asked to write a letter of recommendation for ms sue kay i am very pleased to do so
so i have known ms kay since 2001 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 organizational 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
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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

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

3. BcraBbTe COOTBETCTBYIONIUE MPEIJIOTH B cieayloiue npeaioxenns. [lepeseaure
NPeII0KeHUs] HA PYCCKHMI SI3bIK.

1. We refer ... your Order No. 392 and we are glad to inform you that the whole range ... the
toys has been manufactured. 2. According ... your request we are sending you the details ... the
alterations ... delivery schedule.

3. Dear Mr Smith

(1) ... reply (2)... your letter (3) ... August 25 we have the pleasure (4) ... informing you that
we have considered your request and found it valid and convincing. Attached (5) ... this letter
you will find all the data (6) ... the subject you are interested (7) ... .

I look forward (8) ... seeing you here.

Yours sincerely,

N. Simpson

4. Pacmoyo:xuTe 4acTn A€JI0BOI0 NMUCbMa B NIPABUJILHOM MMOPsHAIKeE.

a) Your company has been recommended to us by a business association and we are writing to
enquire about your translation services. We would be grateful if you could send us your prices
and terms of pay.

b) Blocks and Panels, 58 Victoria Street, Salton JK 894

telephone 875 345377, fax 87558 87 93

4 June 2005

c) Director General, Globus, 15 High Street, Salton Po 576

d) We look forward to hearing from you.

Your faithfully,

Sir Formes
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Managing Director
e) Dear Sir/Madam
5. 3ameHuTe pyccKue CJIOBa M BbIPasKeHHUS B CKOOKAX aHIJIMIICKUMM IKBUBAJIEHTAMHU.

1. (C ymoBonbcTBHEM BhIChLIaeM) YOU a copy of the contract. 2. (Beipaxkaem ymoBIIeTBOPEHHE)
your letter of 15 June and send you the range of tours we offer.

3. (M1 paxsr BeicnaTh Bam) the samples of greeting cards we have in stock.

6. OTBeTHTE HA BONPOCHI, N0JIb3YsICh HH(pOPMaLMell HA KOHBepPTe

New Jersey Power Company
5695 South 23 Road

(1) Ridgefield, (2) NJ 08887

(3) Mr Frederick Wolf
Director of Marketing

(4) Smith Printing Company
590 (5) Sixth Avenue

Milwaukee, (6) W1 53216

a) What is the ZIP Code in the return address? b) What is the ZIP Code in the mailing address?
¢) Who is the addressee? d) What town does the letter come from? ¢) What is the addressee’s
company name? f) What is the street name in the mailing address?

7. Ucnouib3ysl NpUBeACHHbIEC HUKE aJpeca, 0TBEThTe, KaKoe U3 MHCEeM HANPABJIEHO:

1) Ha UM KOMITAaHHUH 2) Ha UM ONIPCACIICHHOTO JOJIZKHOCTHOTO JIMIa KOMITAHUH

3) HE U3BECTHOMY BaM COTPYAHHMKY KOMIIAHUU, KOTOPBII 3aHUMAETCS HHTEPECYIOLIUM Bac
BOIPOCOM; 4) ONpEICIEHHOMY COTPYIHUKY KOMIIaHHH;

5) Ha UM 4CJIOBCKaA, qei aapeC HEU3BECTCH, HO U3BCCTCH aAp€C KOMIIAHWH HUJIM OpraHu3aluu, C
KOTOpOfI OH NMOAACPKUBACT OTHOLIICHUS.

a) Center of International Health b) Mr Edward Beans
Boston University School of Public Health c/o WESTLINK Plc
53 Bay State road, Box E 33 Constitution Street
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Boston MA 02215 Edinburgh EH6 9AY

Attention of Dr. Albert James Scotland

) The Secretary d) Chelsea Business centre
Toolmaking Company 484 Fulham Road

25 St James’s street London SW 118 EL
London SW HG UK

e) General manager
MarGelt international Group
90/D Peregrine Tower 89 Queensway

Hong Kong

8. ITox0epuTe cOOTBETCTBYIONUIYIO (POPMYJTYy BCTYNIMTEIbHOI0 O0pAlleHUs1 U
3aKJII0YHTEIbHYI0 GOPMYJIy BeKIUBOCTH K Ka:KIOMY M3 BHYTPEHHHX a/IPecoB:

1) The Manageress 2) Prof. John Harrison
Restaurant Buenna Vista Fleets College
Mar Bella 33 Hanover Street
Mexico Glasgow EH5 7LM
Dear ... GB
Yours ... Dear ...

Yours ...

9. IIpounTaiiTe NUCHLMO, ONPeIEIUTE TUII MMCHMA, 100aBbTE HYKHYI0 HH()POPMAIHUIO.
Dear Sirs,

We are obliged for your letter of January 23. We regret that we cannot offer you the cameras
you enquired about because we do not have them in stock now.

We have, however, a large inventory of other new cameras. We hope that this model might suit
you and enclose a free catalogue and a price-list

A fast delivery is guaranteed and we could supply the cameras by the end of August on CIF
terms.

We hope that our offer will interest you.
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Yours sincerely,

Bapuant 2
1. [locTaBbTE Ci10BA KAXKA0H (ppa3bl B NPABUJIbHBIN MOPAIOK.
1. regards with best 2. information you any require further should
3. enclosed find please 4. hesitate us to contact do please not
5. to catalogue shall send we be you our pleased
2. PaccraBbTe 3HAKHU NPENUHAHUSA B CJIeAYIOIIEM MTUCbMe.
dear mr brenton
we are proud to announce the formation of anew and innovative international advertising agency
business promoters international we are convinced that you will recognize 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
business promoters international is committed to designing advertising tailored to your
companies marketing needs we believe in what our name represents promoting you business
throughout the world we look forward to the opportunity of working with you
sincerely yours

joanna rogers

3. BcraBbTe COOTBETCTBYIOIINE NIPEJIOTH B cieaylomue npeaiosxenus. Ilepesenure
NpeIJI0KEeHHS HA PYCCKHM A3BIK.

1. ... reply ... your letter I would like to inform you that the date ... my arrival ... London is 15
April. 2. We send ... your consideration a draft contract ... importation ... sports equipment t0
our country.

3. Dear Mr. Collins

The organizing committee officially invites you to participate (1) ... the work (2)... the seminar
to be held (3) ... 10" (4) ... to 12" November this year.

We would very much appreciate an early reply (5) ... this invitation and hope we shall have the
pleasure (6) ... seeing you here.

We should be grateful (7) ... you if you let us know the date (8) ... your arrival.
Yours sincerely,

S. Johnson

4. PacnoJioyKuTe 4acTH /IeJIOBOT0 MIUCbMA B MPABUJILHOM MOPSIKeE.
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a) We look forward to hearing from you.

Sincerely yours

Alan Khan

R$D Manager

b) Mrs. J. Conway, Sales Manager, Magazine Networking

89 Bear Street, Newcastle, JP 786P

c) We are writing in connection with your advertisement in yesterday’s morning Star. We would
like to cooperate with you and would appreciate it if you have time to arrange a meeting with us
in our office.

d) Dear Mrs. Comas

e) New Computer Subway Ltd, 234 Susy Avenue

Austin BC 925 7 NP

April 28, 2005

5. 3ameHHTE PYCCKHE CJIOBA H BBIPAKCHUSA B CKOOKaX AaHINIHHCKHMH )KBHBAaJIEHTAMH.

1. (B otBer Ha Baie nucsmo) We are sending you information about the services our bank offers
to corporate clients. 2. (B nonosiuenue k) our letter of 4 November (Beichutaem Bawm) a list of the
products we have launched on the market.

3. (Ccwinascs va Bam 3ampoc) of 25 January we send you the results of the expertise.

6. Ilepen Bamu kouBepT. CooTHecuTe MHGPOPMALHIO O/] ONPe/AeTeHHbIM

HOMEPOM HAa KOHBEPTE C TEM, YTO OHA 0003HavaeT

(1) New Publications
(2) 454 Liberty Road

(3) Philadelphia, PA 19145
(4) Holy Path

(5) Wilson & Company

51 Wimbledon road
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Toronto, Ontario (6)

Canada M4D 2V8

a) the house number in the return address b) the town the letter comes from

c) the addressee’s company name d) the zip code in the mailing address

e) the sender f) the addressee

7. Ucnoab3ysi NpuBeIeHHbIE HUZKe aipeca, 0TBEThTe, KAK0e U3 NMUCEM HANIPABJIEHO:
1) Ha UM KOMITaHHUH, 2) Ha UM ONIpEACIICHHOTI0 JOJXKHOCTHOT'O JIMIIa KOMITAHUH

3) He U3BECTHOMY BaM COTPYJHHKY KOMITAHUH, KOTOPBIH 3aHUMAETCsI MHTEPECYIOLINM Bac
BOIIPOCOM; 4) OIPECIIEHHOMY COTPYIHUKY KOMIIaHUH;

5) Ha UMsI YelloBeKa, Yeil ajpec HEM3BECTEH, HO M3BECTEH aJIpeC KOMITAHUU WJIM OpTraHU3aIiH, C
KOTOPOM OH MOJJICPKUBAET OTHOILICHUS.

a) Hunting Aviation Ltd b) Appointment Officer

22 Bath Road Overseas Development company
Longford Middx UB6 OLL Abercrombie House Eaglesham Road
Attention of Mr Harrison Glasgow G57 8 Ea

c) The Secretary d) Dr.E.R.Black

Dunn & Hargit Int’l Group c/o Expat network Ltd

dept E2834 Ave Lloyd George box 3 500 Purley way

1155 Brussels Corydon CRO 5Z

Belgium UK

e) International Import-Export consultants
903, 13" Street

N.M. Washington D.C. 20001

8. [TonbGepuTe COOTBETCTBYIOIIYIO (POPMYJIY BCTYNIUTEIBHOI0 0O0OpamieHus1 U
3aKJIIYUTENbHYI0 GOPMYJIY BEKJIMBOCTH K KajKIOMY U3 BHYTPEHHHUX aJPecoB:

1) Western Computers Corp. 2) Ms Tutor
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17 King Towers New Business Consultants

Hong Kong Ave de la Conquista 367
Dear ... Mexico
Yours ... Dear ...

Yours ...

9. IlpounTaiiTe NMCcHLMO, ONIpeeJTUTE THI MUCHMA, 100aBbTE HYKHYI0 HH(OPMALUIO.
Dear Mrs. Peacock,

Thank you for your order 2/35 for our food service trays. Unfortunately, your shipment has been
delayed because this item is out of stock.

We hope to ship within the next 15 days. We apologize for the delay and any Inconvenience this
may cause you. We will ship your order as soon as it is available.

If you wish to cancel your order, please let us know end we will arrange a refund or credit,
whichever you prefer.

Again, we apologize for the delay.

Yours sincerely,

Tema 2. Work: How to Apply Successfully? (Padora: kak ycrenHo Ha Heé yeTpOuThCs?)

Useful Information
To get a job, you should first:

o find out about your potential employer (company) - y3uate yro-1160 0 Barem
MOTEHIMATLHOM paboTojarese (KOMIIaHUH )

e write a good CV - Hanucate xoporiiee CV

e write a cover(ing)\introductory letter - HanmucaTh CONPOBOAUTENILHOE TUCHMO

o fill in an application form - 3anonuuTe 611aHK, popmy

B aHMI053bIYHBIX CTpaHaX PE3IOME UTPAET OTPOMHYIO POJIb. XOPOIIO COCTABIEHHOE PE3IOME
JOJIKHO JaBaTh MOJTHOE MpeJcTaBlieHne o Baem TpynoBoM onbiTe, 00pa3oBaHUM U O IPYTHX
JIeTTOBBIX KayecTBaX, YTOObI MOTEHIMAIBHBINA paboToaaTens (employer) Mor cyauth o Bameit
kBasnukanuu. OT 4eTKOCTH U MH(OPMATUBHOCTH PE3IOME BO MHOT'OM 3aBHUCAT Baiiu mancet
OBITH IPUHATHIM Ha paboTy uiu yueOy. Mimes xopommuii o6pasern, Bol BriojgHe MoXeTe COCTaBUTh
pE3IOME CaMOCTOSTENBHO.

PestoMe cocTouT 13 caeayronuX OCHOBHBIX YacTEH:

1. Ums, pamunus, agpec, TejedoH.
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2. J10J12KHOCTB, KOTOPYIO BbI XO0THTE MOJTYUYHTD.

3. TpynoBoii onbIT.

4. O0pa3oBaHue.

5. JInuHbIe JaHHBIE.

6. Pexomenaanuu.

Tenepv npokomMmeHmupyem Kax#covli NyHKm.

1. Aapec mo-aHTTTUICKY MUIIETCS B TAKOM MOPSAKE: CHaYaia HOMep KBapTUPBI, IOTOM HOMEpP
JI0OMa, TIOTOM YJIMILIA, IOTOM TOpOJT M CTpaHa MpoKuBaHus. Taxke, eciu ecTh e-mail u Homep
MOOUIIBHOTO TenedoHa, TO UX TOKE HYKHO yKa3aTbh. Takxke MOXKHO yKa3aTh JAaTy POKICHUS,
tuTyn (Mr, HanipuMep), marital status - cemeifHOe MoyIo’KeHNe U HAIMOHAIBHOCTD.

3. Haunute ¢ mocnenueit paboThl U MEpEeUUCIISIATE B 0OpaTHOM MOPSIIKE.

- M0>XHO JI1 IPUYKPACUTh CBOM OIIBIT, HAIIMCAaB HEMHOIO 0oJIbIIe?

- Tonbko B TOM ciiy4ae, eciiu Bbl OTHOCTBIO YBEPEHBI 32 TOCTIEACTBHSL.

4. HaynuTe nepeyeHb ¢ ykazaHUs MOCIEIHEro yueOHOro 3aBe/ieHus, KOTopble Bbl OKOHUMITH, U
NepeYnCIIsiiiTe B 00paTHOM MOPSIKE, YKa3bIBas MoyrydeHHble Bamu crenenu u qummomsl. 13
otmeTok A (Boiciiasi), B, C, D, E, F, N u U ycnemnsimMu cuutatores A, B u C. MHorna Ha
paboTy He IPUHUMAIOTCS IO/, 3aKOHUUBIINE CBOE 00ydeHne Ha oTMeTKy C.

5. Tyt Heob6xoaumo yka3atb cBou ymenus (skills). Hampumep:

yMeHHe 001aThes ¢ JIpMH - communication skill

yMeHHe X0poIIo mucath - Writing skill

yMeH#e paboTath B kKomas/e - team-work skill

yMeHHe TpaBHIbHO MoaoiTH B padoTte - SKill of having precision in work.

PaboTonarento MoxxeT ObITh HHTEpECHO Baile ymeHue rmianupoBaTh, OpraHu30BbIBATh U BECTH
uccieoBaHue. B 3TOM MyHKTE MOXHO yKa3aTb CBOM MHTEPECHI U X000U.

- Ho xakue?

- Tonbko Takue, KOTOpBIE MOMorarT Bac styurie oxapakrepu3oBaTh, 0OCOOCHHbIE UMEHHO JUIS
Bac unTepecs! u xo06u.

6. B psine cirydaeB 1mosie3Ho MPUBECTH KPaTKOE OMKMCAHKE OIbITa padOThI U JOCTIKeHUH. [laTa
Havajga ¥ OKOHYAaHUS pabOThl B TOM MJIM MHOM YUPEXKACHUU WJIH TOJIbI Y4€Obl B UHCTUTYTAX WU
YHUBEPCUTETAX MOTYT OBITh YKa3aHbI JIMOO CJIEBA, MIEPE]l COOTBETCTBYIOIINM Ha3BaHUEM, JINOO

IIOCJIC HETO.

3anoMHuuTE:
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1. PaGoTomarens CMOTPUT HE TOJIBKO HA TO, 4TO BbI umiere B cBoém CV, HO U Ha TO, Kak Bbl
3TO JeNIaeTe.

2. Bamre CV moinkHO mpoiitu "a sixty-seconds test” - Tak Ha3bIBacMbIit
"MIECTUACCATUCEKYHIHBIN TecT": y paboToaaTens yacto 6piBaeT MHOTO CV, I03TOMY OOBIYHO
Oonbie MuHyTH n3ydeHueMm CV He 3anuMarorcs. s 3Toro Hy>kHO npaBuibHO oopmuts CV,
ucnonb3oBaTh HyXHbIA MpUdT (Times New Roman unu Arial), a Taxke HE0OX0IMMO
MCII0JIb30BaTh XOPOUINE, CUIIbHBIE II03aI0JIOBKU U MAPKEPH! ""TOUKU-MUILEHU" TIPU
nepeunciacHnd. Onauum cinoBoM, CV 10mKHO ObITH aCCESSIDIe - MOCTYIHBIM, JIETKO YUTAEMbIM.

Use chronological resume if you want to highlight your pass work experiences and duties you
had in previous jobs.

Use functional resume to stress your skills as appose to where and where you have used them.
The functional resume format is ideal for graduates and those with little 'real world' experiences.

E-mailed or database resumes are written in plain text without columns, bullets, or bold or italic
styles

Sample Chronological Resume
CHARLIE CROWLEY
6693 High Street
Nutley, New Jersey 07110
(201) 123-4567
Job wanted: Part-time after school and weekend job
...Stockroom helper ...Grocery bagger ...Golf Caddie ...Dishwasher
...Theater maintenance helper ...Arcade guide
1 Reliable. Willing and able to show up on time.
"1 Honest and trustworthy.

71 Good attitude around others. Willing to help, patient with people, do my share, willing to
learn.

Paid Work Experience
2005-06 Handyman
1 Worked on Nutley rental property owned by my relatives.
1 Replaced broken wood fence.

[J Painted inside and outside walls.
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"1 Cleared out trash left by tenants.
Fall 2005 Babysitter
1 Do on-call work for parent during football games.
2005-06 Bagger after school, weekends, vacations
1 Bagged groceries at US Army Commissary, Hamburg, Germany
2005 Woodworker and Salesman part-time during school year
"1 Produced wood handicrafts; sold them to teachers and other students.
1 Increased sales by giving customers a chance to try out the merchandise and show it to others.
1 Used woodworking tools to make handicrafts.
2004 Golf Caddie
1 Caddied every day during summer vacation.
Work Experience in School
Animal Care Project, Nov. 2004 to Apr. 2005
1 Successfully raised a pig to sell at the County Fair.
1 Won three blue ribbons. Earned over $200.

1 Fed pig every day, cleaned the pen, gave the animal shots when it was sick, checked its weight
weekly.

Free Enterprise Class, 2003 (Junior High)

1 Sold school supplies such as pencils, pens, paper, notebooks.

1 Designed, built, and sold wooden plaques which were popular with teachers.
EDUCATION: will graduate from high school in June 2009.

1 Sample Functional Resume

LINDA MOWRY

348 Somerset Road Hayward, CA 94541 (510) 123-4567

OBJECTIVE

A position as Sales Coordinator, Representative or Account Executive.
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SUMMARY OF QUALIFICATIONS

Twelve years successful experience in direct sales of a range of products and services.
Motivated and enthusiastic about developing good relations with clients.

Effective working alone or as a cooperative team member.

Professional in appearance and presentation.

RELEVANT SKILLS

SALES & NEW ACCOUNT DEVELOPMENT

Increased a small publication’s advertising revenue through market research and
promaotion.

Developed new distribution outlets for a special-interest magazine in Northern California
Organized detailed route books and financial recordkeeping.

CUSTOMER RELATIONS

Served as vendor representative for Jana Imports:

Coordinated product information and distribution for 75 field representatives and major
accounts.

Handled face-to-face contacts with new and established customers.

Oversaw the production of advertising and its placement in major trade publications.

ADVERTISING, MARKETING, DISTRIBUTION

Organized and styled merchandise for effective presentation in a 20-page giftware
catalog.

Kept accurate, current computer records of inventory, international suppliers, brokers,
shippers, etc.

EMPLOYMENT HISTORY

2001-present  Sales Coordinator JANA IMPORTS, Oakland

1996-2000 Distribution Coordinator DEJA VU PUBLISHING CO., San Rafael

1990-95 Co-Owner / Manager BILL'S DAIRY PRODUCTS, Livermore

EDUCATION

Bay City College, San Francisco, Liberal arts studies 1987-90

Writing covering letters

A covering letter - conpoBoautensroe muchmo. This explains who you are, why you are sending
your CV, and describes why are you interested in their job. - Oxo 006bsicHsieT, KTO BbI, moueMy
Br1 nuiére Bame CV u onuceiBaet, nouemy Bbl 3anHTEpecoBanbl B X BakaHcuu. It encourages
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people to read your CV - ConpoBoauTeaIbHOE MUCHEMO AaéT MOTCHIIMATBHOMY pab0TOIaTe 0
cTUMyJ K npoureHuto Bamero CV.

1. [Touemy Bl 0Opaiiaerecs MMEHHO K 3TOMY paboronarento U kKak Bel y3Hanu 00 3Ton
BaKaHCUU

Dear Sir or Madam, - tak cieayer nucaTh, €ciid Bel He 3HaeTe MMs TOro, KoMy nuiiere, (Dear
Mr ... - Tak HaJ0 nKcaTh, €ciii Bbl 3HaeTe UMsI TOro0, KOMY TTHUIIETE).

I'd like to apply for a position as a + gomkHOCTE, KOTOPYIO BBI X0THTE MONTy4uTH, &S Mentioned
IN ... Newspaper - Kak HaIKMCaHO B ra3ere ... .

2. [Touemy Bam nHTEpECHO UIMEHHO 3TO MECTO PAOOTHI

I've been interested in working in + o6macts pabotsr for many years, and about 2-weeks work
experience with ... company uau I'm keen to make a career in + o6xacts padotsr, and | have 2 —
years’ experience in + 00y1acte pabOTEHI.

3. Bamra xpanundukanms

I can offer many skills, for example ... (TyT Hafo0 mepeYrcIUTL HECKOIBKO Balux riaBHbIX
yMeHH (HaBBIKOB), HO HE Bce Te, KoTophie ecTh B CV, Hanpumep dealing with a wide range of
people - o6IaThCs ¢ MMPOKON KaTeroprueil pasHbIX JIIOIEH).

4. Korya Bl TOTOBBEI OpUMTH Ha COGGCGI{OB&HI/IG U IIPpUCTVYIINTD K Da6OT€

I'm available for interview from + gara (I'm available for interview at any time) and look
forward to hearing from you.

ITpu cocTaBiieHNN CONPOBOJUTENIBHOTO MUCbMA CIEAYET YUUTHIBATh, UTO, TpocMaTpuBas Baie
conpoBoauTesnbHoe mucbMo U CV, paboToaTens UILET MOBOJ, YTOObI HE Opath Bac Ha pabory,
MI03TOMY HaJI0 CTapaThCs OKa3bIBaTh TOJIBKO CBOU TOJIOKUTEIBHBIE CTOPOHBI.
IlIpumepor nucem
Sample Cover Letter
Your name
Mailing address
City, state, and zip
Telephone number(s)
Email address
Today’s date

Your addressee’s name

Professional title
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Organization name

Mailing address

City, state and zip

Dear Mr. (or Ms.) last name,

Start your letter with a grabber—a statement that establishes a connection with your reader, a
probing question, or a quotable quote. Briefly say what job you are applying for.

The mid-section of your letter should be one or two short paragraphs that make relevant points
about your qualifications. You should not summarize your resume! You may incorporate a
column or bullet point format here.

Your last paragraph should initiate action by explaining what you will do next (e.g., call the
employer) or instigate the reader to contact you to set up an interview. Close by saying “thank

2

you.

Sincerely yours,

Your handwritten signature
Your name (typed)
Enclosure: resume

Dear Sirs,

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

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

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

I have attached a short resume.

I would be very grateful if you would consider my application.
Yours faithfully,

Ilpumep pexomenoamenvnozo nucoema

(Company)

(Address)

Date
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To Whom it May Concern,

I am writing this reference letter on behalf of Anthony Johnson. | have been Anthony's
supervisor for four years in ...Company. In just those four short years, | have watched him
rapidly advance from an entry-level position to a Senior Technical Support Representative. |
have never hesitated to recommend him for promotion when his time came.

Anthony derives satisfaction from helping our customers and field engineers troubleshoot
technical problems. Many of those who have received help from Anthony specifically ask for
him when they again contact tech support, and for good reason: He is professional, courteous and
quick to help. I often see Anthony in our lab before or after work hours, replicating technical
problems.

Anthony is a team player who is always willing to share the knowledge. For example, thanks to
Anthony's willingness to share the trouble-ticket notes he so meticulously recorded and
compiled, our Technical Publications Department was able to craft "symptom-fix," step-by-step,
online troubleshooting guides for our field engineers. Consequently, we have seen an increase in
customer satisfaction, a reduction in tech-support calls, and a significant savings on the
department'’s bottom line.

I have nothing but good things to say about Anthony and I would strongly recommend him for
any endeavour he chooses. Please do not hesitate to contact me if you would like to hear more
good things about Anthony.

Yours faithfully,

[Signature]

Robert Groveson

Supervisor, Technical Support

Hpumep nucoma - 3anpoca opeKomendauu}lx, K KOmopbim npujl0)iceHa anKkema.

Dear Mr. Gordon YBaxxaembiii muctep ['op/oH,

As Mr. Reeply who has named you as a Tak kak muctep Purmu, KoTopbIit Ha3BaI Bac
reference may be given the job at ... we would cBOM pexoMeHIATEIHHBIM JTUIIOM, MOKET
like you to fill in the following form. The MOJIYYHT PabOTY B ..., MBI XOT€JIH OB, YUTOOBI

position Mr. Reeply claims for suggests a lot of Bl 3amonHuIM CIEAYIONIYIO AaHKETY.

responsibility. This means you should makea  Jlo/KHOCTB, Ha KOTOPYIO XOUYET YCTPOUTHCS

thorough analysis when giving answers to the  mucTep Puruiu, npeamnonaraet 60JbIIyiO

questions. OTBETCTBEHHOCTh. BbI JOJDKHBI OTBETUTH Ha
BCE BOMPOCHI MPEIEIILHO YE€TKO U SICHO.

1. Professional knowledge: 1. IIpogheccuonanvnuvie 3nanusn:
] profound U rmybokue
"1good "] Xxoporiue
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"1 satisfactory

] unsatisfactory

"1 no information

2. Practical skills

3. Thinking abilities

1 excellent; thinks in clear categories
"igood

(1 satisfactory: sometimes makes not
quite sound judgment

"I makes dubious conclusions

Cpoor judgment

4. Initiative:

“lvery initiative

"1 rather initiative

linitiative

1 not always initiative

5. Qualities of a leader:

"1 born leader

1 enterprising; often takes leadership
I prefers to be led rather than to lead
6. Character:

1aggressive

lunrestrained, emotional

"1a good mixer

1 sometimes shy
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ly10BI€TBOPUTETBHBIE

| HE yJIOBJIETBOPUTEIILHBIE

[] HE 3HAIO

2. llpakmuueckue HagviKu

3. Ymcmeennwie cnocoonocmu:

| OTJINYHBIC, MBICTUT YETKUMHU KaTErOpUSIMHU
L xoporue

] YAOBJICTBOPHUTECIIBHBIC, MHOT' Id BHICKA3bIBACT
HE COBCEM JIOTHYCCKUC CYKACHUSA

[ nenaer ABYCMBICIIEHHBIE YMO3aKIOUEHHUSI
"] 6ecriops0UHbIE CYKIACHUS

4. Hnuyuamuenocmso

| oueHb HHULMATUBHBIN

"] TOBOJIbHO MHUIIMATUBHBIN

(] ”HUIIMaTUBHBIN

" He Bceria MHUIMaTUBHBIN

5. JIudepckue kauecmea

(] IpUpOXKICHHBIN JIHJIEP

] mpeAPUUMYHNBBIIA; YacTO OEpeT yrpaBieHnue
Ha ce0s

"] mpeAno4YnTaeT NOJUMHATHCA, a He
PYKOBOAWTH

6. Xapaxmep
L] arpecCuBHBIN
[l HECEp )KaHHBIN, YMOIMOHAIIbHBIN

[l 0O TEBLHBIN



[] reserved [l ©HOT 1A 3aCTEHYUB

(] 3aMKHYTBII

Sample Resignation Letter
Dear Mr. Jenkins:

I am formally notifying you that I'll be tendering my resignation from Widgets Unlimited, Inc.
My last day will be on November 12, 2004

I never imagined that | would have to leave Widgets Unlimited, but due to the relocation of my
wife's work to New York, | have made the decision with my wife to move up to New York as a
family.

If there is anything that | can do to make this transition easier for the company, let me know and
I'd be more than willing to help out.

I have truly enjoyed my work here and | would like to thank you for the opportunity that you
have given me to work here at Widgets Unlimited.

Sincerely,
Signature
Scott Nelson
Inventory Specialist
TpenupoBoYHbBIE YIPAaKHEHHUS 110 Teme 2
1. 3amoanuTte MPOIIYyCKH CJI0BAMMU, NNOAXOAAINUMH 110 CMBICJTY.

Dear Sir/Madam, I 1) ... writing this letter to apply for 2) ... position of student assistant that |
saw advertised on your website. I 3) ... interested 4) ... working

5) ... 6) ... teachers’ resource library, or 7) ... 8) ... accommodation department. I have recently
graduated from 9) ... WSB Business School 10) ... Warsaw and received high grades 11) ...
both my English and Business Courses. In addition, we had to use all of 12) ... Microsoft Office
programs 13) ... 14) ...preparation of our finished assignments, so [ 15) ... able to do most
things with computers. Since | was 15 years old | have helped my father to run his small import-
export business. | have been involved 16) ... helping 17) ... variety of clients and also 18) ...
general administration of 19) ... business. In 20) ... past 2 years [ have worked

21) ... 22) ... WSB library, helping teachers and students to find and use 23) ... resources there.
This experience has given me 24) ... ability to deal with 25) ... needs of all types of people. I
have an outgoing, diligent personality and find that I enjoy 26) ... challenges of working 27) ...
busy environments. In addition, my studies and experience have taught me to be accurate and
efficient 28) ... organising my work so I would be 29) ... valuable addition to your school. I look
forward to hearing from you.
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2. Read, translate into Russian.

a). 5 Key Concepts for Powerful, Effective Resumes

1. Your resume is YOUR marketing tool, not a personnel document.

2. It is about YOU the job hunter, not just about the jobs you've held.

3. It focuses on your future, not your past.

4. It emphasizes your accomplishments, not your past job duties or job descriptions.
5. It documents skills you enjoy using, not skills you used just because you had to.
b). 10 Steps in Creating a Good Resume

1. Choose a target job (also called a "job objective™). An actual job title works best.
2. Find out what skills, knowledge, and experience are needed to do that target job.

3. Make a list of your 2, 3, or 4 strongest skills or abilities or knowledge that make you a
good candidate for the target job.

4. For each key skill, think of several accomplishments from your past work history that
illustrate that skill.

5. Describe each accomplishment in a simple, powerful, action statement that emphasizes the
results that benefited your employer.

6. Make a list of the primary jobs you've held, in chronological order. Include any unpaid
work that fills a gap or that shows you have the skills for the job.

7. Make a list of your training and education that's related to the new job you want.

8. Choose a resume format that fits your situation--either chronological or functional.
[Functional works best if you're changing fields; chronological works well if you're moving up in
the same field.]

9. Arrange your action statements according to the format you choose.

10. Summarize your key points at the top of your resume.

c). Cover letters generally fall into one of two categories: letter of application: applying for a
specific, advertised opening and letter of inquiry: expressing interest in an organization, but you
are not certain if there are current openings. Explain the styles of the letters below.

Dear Ms. Range:

I am a junior at Virginia Tech, working toward my bachelor's degree in family and child
development. | am seeking an internship for this summer 2006, and while researching

opportunities in the field of criminal justice and law, | found that your program works with
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juvenile delinquents. I am writing to inquire about possible internship opportunities with the
Marion County Family Court Wilderness Challenge.

My work background and coursework have supplied me with many skills and an understanding
of dealing with the adolescent community; for example:

e | worked as a hotline assistant for a local intervention center. | counseled teenagers about
personal concerns and referred them, when necessary, to appropriate professional
services for additional help.

¢ | have been active at my university as a resident hall assistant, which requires me to
establish rapport with fifty residents and advise them on personal matters, as well as
university policies. In addition, | develop social and educational programs and activities
each semester for up to 200 participants.
My enclosed resume provides additional details about my background.

I will be in the Marion area during my Spring break, March 6 - March 10. | will call you next
week to see if it would be possible to meet with you in early March to discuss your program.

Thank you for your consideration.

Sincerely,

(handwritten signature)

Stacy Lee Gimble

Encl.

Dear Mr. Webb:

I will be graduating from Virginia Tech with a Bachelor’s degree in Architecture in May 2007,
and am researching employment opportunities in the Washington area. | obtained your name
from VT Career Link, Career Services' Alumni database. | very much appreciate your
volunteering to help students with job search information, and | hope that your schedule will
permit you to provide me with some advice. | am particularly interested in historic preservation
and understand that your firm does work in this area. | am also interested in learning how the
architects in your firm began their careers. My resume is enclosed simply to give you some
information about my background and project work.

I will call you in two weeks to arrange a time to speak to you by telephone or perhaps visit your
office if that would be convenient. | will be in the Washington area during the week of
November 21. | very much appreciate your time and consideration of my request, and I look
forward to talking with you.

Sincerely,

(handwritten signature)

Kristen Walker
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Encl.

Kontpoabnasi padora Ne2
Bapmuanr 1
1. 3anonHuTE NpOMyCcKHU
1.What I want out of life is ... challenging job and a fulfilling relationship with ...
a) the ... everyone b) a ... anybody c) a ... someone d) the ... someone
2. Do you know ...?

a) where is a public phone in the building b) where can we find a public phone in the building c)
if is it the right road to a public phone in the building d) if there is a public phone in the building

3. You’ve been working all day. You ... be tired.

a) have to b) can ¢) may d) must

4. When I entered the office, most people ... at their desks.

a) worked b) were working c¢) have worked d) would work

5. Peter usually phones me on Sundays but he ... last Sunday.

a) doesn’t phone b) didn’t phoned c) didn’t phone d) not phoned

6. What job ...?

a) you applied for b) did you apply for c) were you applied d) did you applied for
7. As I arrived at ... conference ... note ... to me by one of ... delegates

a)the ... a... were handed ... the b) the ... a ... was handed ... the c) a... a ... was handed ...
thed)a...a... washanded ... a

2. 3anoJIHUTE MPONMYCKH IJ1aroJilaMu B COOTBeTCTBYIOLIEeH opme.

1. The staff ... not happy with salaries. (be) 2. The government ... to increase taxes by five per
cent over the next year. (plan) 3. The issue ... at the last meeting. (discuss) 4. I ... by a bright
advertisement in the newspaper. (attract)

5. The letter ... on 25 December. (deliver)

3. OnpeneauTe K KAKOMY BHY 1€J10BOT0 TOKYMEHTA OTHOCUTCS MPeACTABIEHHbI HUKe

OTPBIBOK
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I am writing in connection with the above invoice for MX3 Facsimile Machine. We received this
machine yesterday. Unfortunately, the power cable is missing.

We would be very grateful if you could send us one as soon as possible.
a) CV b) Letter of apology c) Contract d) Letter of complaint

4. Onpeaeaure, K KAKOMY BH/IY /1€JI0BOT0 TOKYMEHTA OTHOCHUTCSI MPeCTABJIEHHbIE HIKe
OTPBIBKH

A | am writing in connection with the above invoice for MX3 Facsimile Machine. We received
this machine yesterday. Unfortunately, the power cable is missing.

We would be very grateful if you could send us one as soon as possible.
B 1 was very sorry to hear about your problems with the new medical equipment.

I have investigated the complaint and I regret to tell you that the problem is the result of faulty
operation. I enclose a copy of the inspector’s report with the letter.

If you require us to repair the machine, please contact me at the number above.
C Dear Mr. Rook

I am applying for the position of file clerk which was advertised in the July 16 Publisher’s
monthly.

I have enclosed my resume, and | would like to schedule an interview. | will call you early next
week.

5. 3anmo/THUTE MPONMYCKH.
Example formal business complaint letter.

Dear Sir, I am writing this letter 1) ... complain 2) ... the strongest terms about the poor service
that I have received from your company. We signed 3) ... 4) ... your telephone and internet
service package two months ago because your advertising suggests that you are better than
Telco. In addition, you promise 5) ... deal with problems quickly and efficiently, something that
Telco were unable or unwilling

6) ... do. However, 7) ... the first month 8) ...service you managed 9) ...cause me 10) ... lose
two days worth 11) ... business because 12) ... poor administration. The main problem was that
you failed 13) ... provide me with the correct telephone number, 9818 8747, that you had
promised when | completed the contract. This phone number was an established business line
which | had been using for the last three years. Obviously this meant that my clients were unable

14) ... contact me and it cost me many hours 15) ... phone calls 16) ... resolve the matter with
your support centre. | would appreciate it if this situation could be resolved and a substantial
rebate offered on my first three month's account. I look forward 17) ... hearing from you soon.

Yours Faithfully
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Charlie Williams

6. O0bsicHUTE MOBO/I, 10 KOTOPOMY Bbl nuIMTE 3asiBJIeHNEe HA BAKAHTHYIO H0J5KHOCTb.
Couuinrech Ha HCTOYHUK UH(OPMALIHH.

I am writing to you in reply to your advertising in Moscow Stars of September 2009 concerning
the Vice-President position of your company.

7. llpounTaiiTe JaHHBII HUKe 00pa3en Omorpaduu, nepeseauTe €ro.
John Smith
Street, City, State, Zip
Phone: 555-485-5649
Cell: 555-666-6516
Objective:
Assistant Professor, Psychology
Education:
Ph.D., Psychology, University of Minnesota, 2006
Concentrations: Psychology, Community Psychology
Dissertation: A Study of Learning Disabled Children in a Low Income Community
M.A., Psychology, University at Albany, 2003
Concentrations: Psychology, Special Education
Thesis: Communication Skills of Learning Disabled Children
B.A, Psychology, California State University, Long Beach, CA, 2000
Experience:
Instructor, 2004 — 2006
University of Minnesota
Teaching Assistant, 2002 — 2003
University at Albany
Publications:
Smith, John (2005). The behavior of learning disabled adolescents in the classroom. Journal of

Educational Psychology, 120 - 125.
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Grants and Fellowships:

e Workshop Grant (for ASPA meeting in New York, 2004), $1500
Awards and Honors:

e Academic Excellent Award, 2003
Skills and Qualifications:

e Microsoft Office, Internet
e Fluent in German, French and Spanish

References:
Excellent references available upon request.

8. CocraBbTe NUCHMEHHO CBOIO OMOrpaduIo Ha AHTJIMIICKOM SI3bIKe M0 JAHHOMY B ymp. 7
o0pasny.

Bapuanr 2

1. 3amosHuTe MpoOMycKn

1. ... number of applicants have already ... interviewed.

a) A... being b) The ... been c) The... been d) A... been

2. She asked him ... .

a) how much did he expect to earn b) how much he expected to earn
c¢) how will he expect to earn d) how many he expect to earn

3. You ... be joking. No one buys two Rolls Royces.

a) have to b) can ¢) may d) must

4. When I ... my assignment in two years, I’ll have earned $5000 that I can apply to my further
education.

a) will finish b) have finished c) shall have finished d) finish
5. Alex ... here for six months.
a) has being working b) has been worked c) has being working d) has been working

6. Who ...?
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a) did you speak b) to you spoke c) did to you speak d) did you speak to

7. After ... interview Tony said they asked him if ... ... job before

a)an ... had ...ab)an ... had had ...ac) the ... had ...ad) the ... had had...a
2. 3anoJIHMTE MPONMYCKH IJ1aroJiaMu B COOTBeTCTBYIOLIEiH opme.

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 must ... that we invited him. (forget) 4. No one ever ... it to me. (write)
5. He always talks as if he ... a public meeting. (address)

3. Onpenesanre, K KAKOMY BH/Y J1€J10BOI0 JOKYMEHTAa OTHOCUTCSI NIPEACTABJIEHHBIH HIKe
OTPBIBOK.

Dear Mr. Rook

I am applying for the position of file clerk which was advertised in the July 16 Publisher’s
monthly.

I have enclosed my resume, and | would like to schedule an interview. | will call you early next
week.

a) Memo b) CV c) Letter of application d) Letter of apology

4. OnpeneJmTe, K KaKOMY BHY A€J0BOIo 10KYMECHTA OTHOCHUTCH NMPEACTABJICHHBIC HUKE
OTPBIBKH

A Dear Sir or Madam

I am writing in connection with my forthcoming visit to your company and my letter of 12 and
13 January.

Unfortunately, I will not be in Hong Kong until 13 march because all the flights before then are
full.

B In the winter issue of Multimedia News we read that your company sells language
laboratories. Our school needs a new language laboratory and we are looking for the best
equipment.

Could you please send us information on your laboratories and include a pricelist and ordering
information.

Thank you for your assistance. | look forward to hearing from you.
C In our telephone conversation yesterday we discussed plans for our meeting at your

conference centre. | would like to confirm these plans.
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The meeting will be from March 15" to the 17™. We will need two rooms. Eighty people will
attend the meeting.

I would like to thank you for your help in planning our meeting.
5. 3amoJIHUTE MPONMYCKH.

Instructions: Some of the language in this complaint letter is very formal and not at all personal.
It suggests that the author is quite angry.

Dear Mr. Thompson

I recently received 1) ... letter from 2) ... Mr. Robinson, 3) ... valued customer

4) ... ours. He purchased 5) ... Italian coffee table and four French dining-room chairs from us
which your company delivered to his residence. He has written to complain that 6)... purchases
arrived damaged. We pride ourselves in 7) ... quality 8) ... our products and would like 9) ...
explanation as to how this mishap occurred. Even though 10) ... items are insured, our reputation

is at stake.

I would be most grateful if you would reply as soon as possible so that this matter can be
resolved to everyone's satisfaction.

Sincerely
Jackie Middleton
Customer Services Manager

6. O0bsicHUTE TOBOJ, 10 KOTOPOMY Bbl nmuIMTE 3asiB/ICHHE HA BAKAHTHYIO JOJI’KHOCTb.
Conuturech Ha HICTOYHUK HHPOPMALMH.

This letter and my enclosed resume are submitted in response to your May 29, 2009
advertisement in the Financial Times regarding the Head of Research and Developing position.

7. llpounTaiiTe JaHHBII HUKe o0pa3en Ouorpaduu, nepeBeauTe €ro.
Allen Yan
(86)1338-1111-420
yhnasa@123.com
EDUCATION
Sep 2002 - Present, Shanghai University, BE
o Candidate for Bachelor in Mechanical Engineering degree (ME).
e Major academic courses highlights: Company Property Management; Marketing;
Economics; English

e Technology Communication; Information Management System;
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May 2006, Certified Public Accounting Training (CPA)

OCCUPATION

Dec 2005 - present, ITT Flgt investment. China
Application Engineer, Sales & Marketing

« Application support and industry projects tracing to sales office to achieve the sales
budget and new industry market application research.

July 2005 - Sep 2005, Intel Products Co., Shanghai, China
CPU Assembly Engineer (Internship)

« Participated in the training of marketing, business process modeling and analysis at
Intel University.

AWARDS

o 2003-2004, Second-Class Scholarship for Excellent Students of Shanghai University.
e 2004-2005, the Imagine Ambassador of Shanghai Tennis Popularization.

COMPETENCIES & INTERESTS

English Ability: Band 6 and the intermediate test of interpretation.
Germany Ability: 600 hours of Germany lessons in TongJi University.
Computer Skills:

« National Computer Lever 3™ Certificate. (Network Communication)
o Professional Certificate of Assistant Information Officer (AlO).

Personal Interests:
Basketball (Skills); skating (Speed); English (elegant); Snooker (Stable)

8. CocraBbTe NHCHbMEHHO CBOIO OMOrpaduIo HA AHIVIMIICKOM SI3bIKE N0 JaHHOMY B ymp. 7
o0pa3sny.
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Yuebnoe uzoanue

IEPEJEPUM Cepreii HuxonaeBuy

[Tepenepuii, C.H. Metoauyeckue pekoMeHIaIMU 0 TUCHUILIMHE «/lemoBoit
WHOCTPAHHBIN S3BIK» : JIJIs1 OOYYAFOIIMXCS 110 HallpaBieHUIo nmoArotoBku 45.04.01 «Pomanckas

u repmanckas ¢unonorus» / C. H. Ilepenepuii. — Snra : PUO I'TIA, 2018. -39 c.

N3nanune npenHa3HavyeHo 11 00yJaromuXxcs OYHON U 3a09HOM (OopM 00ydeHHUs
HamnpapyieHus noarotoBku 45.04.01 «Dunonorusy s NPOBEICHUS 3aHATUM O
MPAKTHIECKOMY KYPCY aHTJIMHCKOTO si3bIKa. Marepuail GopMUpyeT y 00yJaroImuxcs
MpEJICTaBICHHE 00 OCHOBAX HCIIOIH30BAHMSI AHTJIMICKOTO SI3bIKa B YCTHOM M ITICBMEHHOM

OOLIEHUH B pa3INYHbIX chepax KOMMYHUKAIIUH.

VK 811.111:651.747(07)

PenakTupoBanue aBTopoB
Komnerorepnsbiii maker — C. H. Ilepenepuii

Koppexrtop — C. H. Ilepenepnii

Cnan k cocrasi. 13. 04. 2018 r. [loxmucano k meyaru 27. 04. 2018 r.
®opmat 60X84 1/16. bymara odcer. 'apautypa Times New Roman.

ITeuats puzorpaduueckas. Yci. nevar. muctoB . Tupax 100 sk3. Ne 3ak. 30

M3nareabcrBo I'TIA (pununan) PTAOY BO «K®Y um. B. K. Bepuaackoro» B r. Slare
yi. CeBacTonosbckas, 2a, r. fira,
ten: +7(3654) 32-21-14
¢bakc +7(3654) 32-30-13
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