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BBEJIEHUE

3HaHUS JETOBOTO AHTJIMMCKOTO S3bIKA JUISI COBPEMEHHOTO CITCIHAIINCTA
SBJISIETCSl KU3HCHHO-BAKHOW HEOOXOAMMOCTBIO. YMEHHE OOIIaThCsS W BECTH
JICTIOBYIO TIEPENUCKY Ha AaHTJIMMCKOM SI3BIKE YacTO OMpEeNessieT YpPOBEHBb
npodeccuoHanu3Ma.

JlanHoe mocoOue mpeiaraer MNpPaKTUKyM peYeBOM W MHUCbMEHHOM
NEATETLHOCTH 11  MAarucTpaHTOB B  THIWYHBIX CHTYalUsIX JEJIOBOKH
KoMMyHUKaruu. OCHOBHAS I€Jb MOCOOMSI — OBJIAJICHUE HAaBBIKAMU BEIICHMUSI
JICJIOBOM  KOPPECTIOHACHIIMU C YYETOM CHEIU(UKH PEUYEeBOr0 TMOBEIACHUS
aHTJIM4aH W aMmepukadieB. lIpemiaraembie MOAEIM TIMCEM U PE3IOME,
COCTaBJICHHbIE HAa OPUTHHAJIBLHOM S3IKOBOM MaTepHuaje, MOMOTYT T'PaMOTHO
o(OpMHTH U COCTaBUTH JeioBbie Oymaru. [IpeacTaBiaeHsl 00IMIKe MPUHIIAIIB U
0o0pa3ipl Hanucanus pestome, Curriculum Vitae, AeI0BBIX IHCEM, COBETHI IO
3aMOTHEHUIO aHKEThl U MPOXOXKIACHUIO COOECeOBaHUs MPHU MOCTYIUICHUH Ha

paborty.



I. Hanmucanme pe3roMe npu npueMe Ha padory

How to Write a Resume

Instructions

1. Create a heading with your name, address and contact information in an
easily readable format. Most employers like to have a home phone and a cell
phone, as well as an email address. Make your name a little bit larger or bolder
than the rest of the resume.

2. Make a skills and qualifications section the first section below your name.
Make the heading bold, underlined or all caps, and then describe any specific
skills that you have, procedures you are qualified to do and certifications or
special training you have received.

3. Make a professional experience section below your skills and qualifications.
List your most recent position first. If you have a lot of employment experience,
list only the three or four most relevant or recent experiences. List the place of
employment, your job title and the dates employed, as well as a description of
your responsibilities and any skills you used on the job.

4. List your educational background underneath work experience. Include your
most recent educational experiences first. Include a section with relevant
coursework or degree paper, if applicable, or with any honors or awards you
have received.

5. List other hobbies or interests if you have room at the bottom of your resume.

Tips & Warnings

o Make a neat resume where all of the headings follow the same format.
Neat and organized resumes are easier for employers to read to locate
information.

« Use bullets underneath each heading or each job experience to organize
your descriptions of skills, job duties and other information given. Be
consistent in your capitalization and punctuation.

« Have your resume professionally printed on high-quality resume paper.
The good impression you will make on your potential employer is worth
it!



Sample Manager Resume

Thomas Shannon
2 Osborn Street,
Irvine, CA 92604
Telephone No: 949-733-1732
Email id: tom_shannon@gmail.com OBJECTIVE:
Seeking a regional sales or management position where my leadership, strategic
planning and business development skills will be fully utilized.
TARGET JOB:
Desired Job Type: Employee
Desired Status: Full-Time
Site Location: No Preference
Career Level: Management (Manager/Director of Staff)
TARGET COMPANY:
Company Size: No Preference
Category: Sales
Description of my ideal company: A national or international manufacturer or
distributor of factory automation products
EXPERIENCE:
Director of Sales And Marketing 1/1998 - Present Company 1
Responsibilities:
« Identification and management of distribution channels
« Leadership, direction and management of 9 sales and customer service

employees
« Management of promotional activities such as trade shows, literature and
brochures
Regional Sales Manager 1/1995 - 12/1997 Company 2
Responsibilities:

« Management of robot sales, three integrators and over two dozen
automation distributors across Victoria and Tasmania
Key achievement:
« Developed new regional business, selling 30 robot systems in less than
three years, worth over $1 million
National Sales Manager 1/1983 - 12/1994 Company 3
Responsibilities:
« Sales throughout Australia and establishing and managing new distributor
networks in Australia and New Zealand
Key achievements:
« Introduced new CAD/CAM product, a market that produced new sales of
over $3 million in 4 years
« Developed equipment sales of $250,000 in my first year
6



Regional Sales Manager - Robotics Group (1983 - 1986)
Responsibilities:

« Management of direct automation sales and the regional distributor

network in Victoria and New South Wales

Key achievement:

« Increased regional sales 100 percent in three years to $1.5 million
EDUCATION:
Bachelor's Degree : Melbourne University
Bachelor of Economics
Major: Marketing
Certification : RMIT
Certificate in Business Management
AFFILIATIONS: 10/2000 - Present.
SKILLS: Word, Excel, PowerPoint
REFERENCES:
Arthur Bates Company 1
Phone Number: 03-9000 000ext. 15
Reference Type: Professional
ADDITIONAL INFORMATION:
Played key role in launch of new cutting-edge machine for the sign industry.
Responsible for sales throughout Australia and establishing and managing new
distributor network in Australia and New Zealand. Performance areas include
strong technical and sales management skills in automation (robotic)
applications, controls and mechanized cutting systems. Successful background
in development of strategic planning, analysis and identification of solutions for
custom-engineered projects. Key contributor to major new CAD/CAM product
launch programs.



II. CobecenoBanue npu npuemMe Ha padoTy
Sample Job Interview Questions (Typical Interview Questions and Answers)

. Why do you want to work for this company? Why are you interested
in this job?

The interviewer is trying to determine what you know and like about the
company, whether you will be willing to make a commitment to the job, and if
your skills match the job requirements. Your research will be a big help in
formulating your answer to this question. Say as many positive things about the
company as possible, show your interest in whatever products/services they sell
and explain why the position fits with your career goals.

Your answer:

- Your company is rather/well known in the country/city it would be an
honor for me to be a part of the team

- Your products are of good quality and meet modern requirements and I
am a person of

- Your products meet the needs of population.

- Your company is famous for present-day technologies of production and
well-organized management and I'm adherent to everything modern and it
would be an honor for me to be a part of the team

- This Company is a well-known ABC industry leader. I have conducted web
research and found/believe that DEF products and its future prospects are
impressive and interesting/exciting.

- I have always wanted to work at this company. The ABC team is the team I’d
be proud to work with.

- A place where my background/skills can be utilized and developed.

You may add other reasons, explaining how your skills are best fit for the
position.

A piece of advice:

Of course, the first thing one should do is to conduct research before the job
interview:

* Log on to the company website and find important and relevant info that you
may point out during the interview.

* One should also prepare a matching table that compares his or her
background with the job requirements.

. Have you done this kind of work before?

The interviewer wants to know if you can learn to do the job in a reasonable
time and how much training you will need. Never say "no" to this question.
Instead, stress the experience you do have that will assist you in learning the
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new job quickly and efficiently. No two jobs are alike and you never do exactly
the same work. In all jobs, new skills, rules and details have to be learned. Be
sure to mention the following:

o Y our past work experience.

o Your education and training related to the job.

o Volunteer work that might relate to the job.

o Any transferable skills - e.g. organizational skills, people skills.

o Your ability to learn quickly and how quickly you learned that type of
work in the past.

. What kind of training or qualifications do you have?

The interviewer is trying to find out what school credentials you have. If you
have no formal school qualifications but have a lot of experience, you might
say:

o [ didn't get formal school training for this job but I have (number) of years of
experience in the field. I'm willing to learn new skills or go to school to get
further training if I am offered the job. I learn quickly and I like to keep
upgrading my skills.

If you have just completed a training course but have little work experience,
you mightsay:

o I took a one year training program in (name of program) at (name of school)
which is related to the job I'm applying for. I look forward to working in the
field and putting into practice what I learned. I don't have a lot of work
experience in this area but I learn quickly. I know you will be happy with my
work.

. Tell me about yourself. Why should we hire you?

The interviewer is trying to find out about you, your job skills and how well
you express yourself. Do not dwell on personal issues. State your best
qualifications for the job. Be specific and include examples to support your
statements. Try to show that you meet the employer's expectations. For
example:

o I am punctual, dependable and can be counted upon to finish what 1
start. I get a great deal of satisfaction from knowing that I have done something
well and on time. For example, at my present job, I was given different work
orders every day. It was my responsibility to finish the orders and make sure
they all met quality and safety standards within a specific deadline. On
occasion, I had to familiarize myself with the product and the production
process. 1 was always able to learn quickly and carry out my job
responsibilities. Our company was known for making excellent processed food
products. In 1990, it received an award for being on of Canada's top companies
in the field. I feel I can use the same skills and hard work to do well on this job
too.



A piece of advice:

1. One of the best ways to answer this question is to make a short list of all your
advantages and create a paragraph that would point out the positive aspects that
you would bring to the new job position.

2. One of the points that you can raise is the similarity of the job profile you are
aiming for at the company to the job profile you enjoyed in your previous job.
3.You can also draw the interviewer’s attention to your key skills and
strengths, namely — quick learning, excellent communication skills, etc.

4. In addition, your professional ambitions should be made clear — the
motivation and dedication that you have for the profession and the opening
position.

5. Make sure that your answers do not come out to be too much about yourself
or that they come across as conceited.

6. Your body language when you answer the question is important too. For
example, your body language should make it clear that you have thought it over
and given a carefully worded answer, instead of coming up with a made up,
contrived answer.

. What do you do in your spare time?

Interviewers ask this question to see if your activities and hobbies might help
the company and to get an idea of what kind of person you are outside your
work life. Describe any volunteer work you do and any hobbies or interests that
might relate to the job in some way. Stick to active hobbies, such as playing
sports, carpentry, gardening, etc. Avoid mentioning inactive and non-creative
activities such as watching television.

. What do you think of working in a group?

The interviewer is trying to find out about your ability to get along with
others.Focus on the following:

o The advantages of working in a group. Explain how the various individuals
in a group complement one another in carrying out certain tasks.

o Give specific examples of your personal experience in a GROUP

. How do you react to instruction and criticism?

The interviewer is trying to find out how you get along with Supervisors and
how you feel about authority. You might say:

o I appreciate getting instruction and criticism when it is done fairly and
constructively.

. With the kind of work experience you have had, do you think this job
would bore you?

The interviewer may think you are over-qualified and want this job only until
something better comes along. Stress that no job is ever boring because you
always learn new skills. Mention how you would benefit by working for the
company and vice versa.
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. Why did you choose this line of work?

The interviewer is trying to find out about your commitment to your career
choice. In other words do you do it because you love the work or just take any
job you can get for the money. If you did this work for many years and stopped
due to a layoff, you might say:

o I have done this for (number) of years. I like my work. The only reason I left
my last workplace was because I was laid off.

. How well do you work under pressure or tight deadlines?

This question indicates that the job you're applying for will involve working
under pressure. Give examples of volunteer and paid work that involved
pressure and deadlines. You could mention that we are always faced with
pressure and deadlines in our lives and you do not mind the stress. Stressful
situations are a learning and challenging experience. You might mention the
following:

o How you handled large rush orders at your last workplace.

o How you prepared for exams and homework assignments while working
full-time and attending school part-time.

o How you managed a crisis situation. (For example: a car accident)

. How often were you absent from work in your last job? Have you
every had any serious illness or injuries? Do you have any health
problems?

The interviewer is trying to find out if you have any health issues which will
cause you to take a lot of sick days. You do not have to go into your health
history for the interviewer. If you have health problems that do not interfere
with your work performance, do not give the interviewer details about them. If
you had a previous health problem that interfered with your work in the past,
but is no longer a problem, do not volunteer this information. It no longer
affects your work, therefore the employer does not have to know.

If you have a health problem that will affect your work performance, explain
your situation briefly and stress the positive points. I will be helpful to have a
positive reference letter from your previous employer. This letter should
explain the type of duties you did and stress that you are a steady worker who is
responsible, hardworking and punctual.

. Are you bondable?

This question indicates that the job involves working with money or valuable
merchandise. Very likely the employer's insurance company requires that only
bondable people be hired as a condition of their insurance policy.As long as you
do not have a criminal record, and you have not previously been denied a bond,
you should answer "yes" to this question. Caution: If you answer yes when you
are not legally bondable it is very likely that the employer will discover this.
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. Have you ever been fired or quit a job?

The interviewer is looking for clues to any problems you have had in previous
jobs and if you may have the same problems in a new job. Try to:

o Avoid saying anything negative about yourself or your previous employer. If
you had problems, explain them without being negative.

o Be careful not the use the word "fired" or "quit". Instead use words such as:
"I changed jobs", "l was laid off", or "l needed a more challenging job".

o If you were fired and are not on good terms with your previous employer,
explain the reason why you were fired. Stress that you learned something from
the previous situation.

. Why haven't you worked recently?

The interviewer is looking for clues to serious problems or job difficulties that
could carry over to a new job. You might say:

o Since I was laid off from my previous employer, I have been actively looking
for a job. However, as you know, there are many people looking for work and
applying for the same jobs. I have always worked steadily but I haven't been
able to find a job in the present job market.

o After I got laid off from my previous employer, I decided to go back to
school to upgrade my skills so I can get a better, more secure job.

. What are your long-term goals or career plans?

The interviewer may want to know if you are ambitious, plan ahead, or if you
set goals for yourself. The interviewer may also want to know what expectation
you have of the company. You might say:

o I hope to become very good at my job and perhaps take some schooling to
become more skilled in my field of work.

o [ intend to learn (name of area or skills) very well so that I can be promoted
to a higher position in (name skill or department).

. What do you feel are your greatest strengths?

This is your opportunity to brag (xBactatbcs) a little bit. It is important that you
have done your research about the type of work that you are applying for. For
example if you are applying as a production labourer and from your research
you understand that this type of work required people that have the ability to
meet quotas, work as a team and make improvement suggestions, then it is
important for you to incorporate this into your strengths.

o My greatest strength is that I have a lot of initiative. I am always looking for
a better way to do things at work that I feel would save the company money and
I can always achieve my production quotas. For example one time I was
working at my station and I felt that I was wasting time by always having to
walk to the other side of my station to get some parts. So I reorganized the
station and my supervisor was really impressed as it increased my quota.

Here are some aspects (with detailed explanation) that you may put forward as
being your strengths:
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Learning ability and effective personal communication skills
Self Motivated and Determined

Success Oriented and Natural Leader

Team Player

Hardworking

Intelligence and Self Confidence

. What do you feel are your weaknesses?

You never want to give any indication of any weaknesses that you have. Turn
you weaknesses into strengths by working it to the employer's advantage.

o I am the type of person or is very hard on myself. I am always expecting
myself to do a little bit more. However, I guess this works out well for my
employer.

Or: [ never like to leave work until I have every thing finished completely.
Sometimes this bothers me but I feel inside that it is important.

Or: I am the type of person who always takes my work home with me. This
sometimes interferes with my personal life but I feel that work comes first.
Getting Nervous around people

Today, with the advent of the new work culture where a person seldom meets
another and where the only time people speak to each other is during coffee
breaks, there are some people who have become introverts. This causes some
people to become nervous about giving presentations and speeches.

Being a Debater

Some individuals are too passionate about work and require a reason for any
change that is introduced in the company. Though this is good for the project
and the product, it might rub some people the wrong way.

Going out of one’s Way

There are several people in organizations all over the world who take all kinds
of work from their colleagues, whether it is their work or not. While these
people are an asset to the company, they may create antagonism.

Lack of some skills

No person has all the requisite skills for the job profile. This is one of the
greatest disadvantages that one has, because once a person starts earning, they
find it difficult to go back to their learning ways.

Remember that these are just concepts and you should back up each of these
strengths and weaknesses with an example.

. How would you describe your last employer?

Never run down or say anything negative about anybody or anyone. The
employer will feel that you will do it to them. You should state the positive
things such as he had high expectations and I really respected him for that. He
was down to earth and really knew the job I was doing, if [ had any problems he
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was approachable and would always give me suggestion or he gave the
responsibility to do a good job.

o [ liked my employer. He/she treated me fairly and respected my work

Or: I appreciated my previous employer having given me the opportunity to
acquire a lot of skills and experiences in (name area of work skill).

. What five words would be describe you?
These should be your transferrable skills such as reliable, punctual, organized,
friendly, honest, cooperative, outgoing, easy to get along with, hardworking,
energetic, take pride in my work, responsible, respected,dedicated.
. What did you like about your last job?
Say only positive things that you feel could transfer across to the position your
are applying for.
o [ liked my last job because I got along well with my co-workers and the work
was challenging, fast paced and [ was given a lot of responsibility to do a good
job.
. Why did you leave your last position?
Keep this answer simple. If you were laid off simply say so, If your company
downsized, simply say so. Do not go into a lot of detail. If you were terminated
you will have to say you were let go but always follow up that as a result you
have learned how to overcome this and feel it will not affect you in the future.
. What are your long range goals?
The interviewer is trying to figure out whether or not you are going to be a long
term employee or whether or not you will be using this job as a stepping stone
to another objective. So, you should try to assure him/her that your intention is
to stay with the company and to grow in your career within the company. You
should respond "I am looking for a position with a company where I can stay
and grow with and [ feel this position would give me this opportunity."
. What kind of machines or equipment have you worked with?
This is your opportunity to give some detail of what actual work skills you
have. Don't be vague, supply all of the information that you have to offer.
. What type of salary are you looking for?
Do not get into this subject unless you are forced to. Even then you want to
leave an impression that you are flexible in this area.
. What do you know about our company?
This is your opportunity to show them that you have taken the time to research
their company in particular.
. Do you have any other skills of experiences that we have not
discussed?
List any other skills that you have that are related to the position. You can also
discuss any hobbies or volunteer experience you have and discuss any interest
courses or educational upgrading you have.
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II1. leqioBast mepenucka
I. CrpykTypa 1e10Boro nucbma:

IlepBoe — BepxHss 4YacTh NMUCHbMA («IIANKa») COAECPKUT HHGOOPMAIUIO O
naHHBIX Bamed ¢upmbl. Kaxmoe neiroBoe NHCHMO T€YaTaeTCs Ha  YXKe
3aroToBJI€HHOM (QupMeHHOM OjaHke. B BepxHell yacTu OjlaHKa pa3MeniaeTcs
3a201060K. OOBIYHO B 3aT0JIOBKE JIaHBI CIICTYIOIINE CBEICHU:
- 3aperucTpUpoBaHHOE Ha3BaHue komnaHuu (the registered company name and
address)
- KpaTkue cBeleHus o0 ee aesTenbHOCTH (some data about the company,
including its logo)
- KOHTaKTHasg uHQpopMalus (company’s contacts)
IIpumepeor:
1) MEGATON*S Department Store

12745 Bulset Strip

Los Angeles, California 941474
2) The Modern Machine Tool Corporation,

300 Lincoln Street,

Chicago, Illinois,

U.S.A.
3) Ketchuv Collection Agency

1267 Hollywood Boulevards

Los Angeles, CA 91401

Bropoe — 510 nata. OHa CTaBUTCS HECKOJIBKUMHU CTPOUYKAMU HUKE IIAITKW.
Cy1iecTByeT HECKOJBKO CHOCOOOB HAIMMCaHWs AaThbl, OyAbT€ BHUMATEJbHBI,
3leCh JIETKO JOMYyCTUTh OmMUOKy. Ilpu HamumcaHuM JaThl KeJaTelbHO HE
UCIIOJIb30BaTh COKpAIICHUS WM IU(poBbie O0003HAUYEHUS, TaK MOXKHO
omnOuThest B pacmudpoBke narel. B BenukoOputanuu u AMepuKe naThbl
numrytest no-pazHoMy. 10.08.2009 B Anrnmum o6o3nawaer 10 aBrycra 2009
rona, a B CIIA 8 okta0ps 2009 roma. Jlydmie npuaep>KuBaThbCsl OJIHOTO
BapHaHTa U3 MEPBOT0 crocoda BO BCEX CBOMX MUChMaX.

Ilpumepeor:

10 August 2009 / 10th August 2009 /10th August, 2009 /August 10, 2009 /
August 10th, 2009

Tperbe — aapec Toro, KoMy numere. XOTs aIpec BalIEro NapTHEpPaA €CTh Ha
KOHBEPTE, TEM HE MEHEE, OH 00S13aTEJIbHO YKa3bIBAETCS U B TUCHME.
Ilpumep:

Centrum Collection Agency
4376 Hollywood Boulevard
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Los Angeles, California 947661
Mr. Herring F.E.

YerBepToe — mpuBeTcTBUE: B mepBoil CTpoke ajapeca NUIIETCI UMA U
dbaMmms moJydaTesis, €CJId OHM BaM W3BECTHBI. [leped unuyuanamu oObIYHO
cmasumcs gopma eedxnciusoco oopawenus. Ilocae HETO MOTYT MHUCATHCS UMS
dbaMus KOPPECTIOHICHTa WX €r0 WHUIMAILl W (pamMunus, HO, HU 8 KoeM
caydae, He 0OHA haMunus.

Ilpumep:

Mr.J.R.Talkien

Mr. John Tolkien, Ho HEe Mr. Tolkien

Jlpyeue popmel obpawenus:

Mrs. - TOKHOCTHOE JIUI0 — 3aMYKHSIS dKEHIUHA

Miss- TOKHOCTHOE JIUII0 — HE3aMY KHSIS JKCHIIHA

Ms- HOJKHOCTHOE JHUII0 — >KCHIMHA, Ybe CEeMEHMHOE II0JIOKEHHE HaM HE
U3BECTHO
Messrs (COKp. OT messieurs «rocrojia») — HCHOJb3YyEeTC MPHU aJpecalnu K

IBYM WM O0jiee My>KUnHaM

Cy1iecTByeT MHOKECTBO APYTUX (HOPM BEKIMBOIO OOpalieHus. ITO yUeHbIe U
MEJIULIMHCKHUE CTEIEHN, BOMHCKUE 3BAHUSI, APUCTOKPATUUECKUE TUTYJIBI.

Ecnm uMs mosryyaTensi HEU3BECTHO, TO MPOCTO, YKa3bIBAETCA €ro JOJKHOCTH
WJIN OTJIEII.

Ecim nuceMo anpecyercss onHOMYy 4enoBeky (myxkuumne) Dear Sir —
«yBayKa€MBbIU T'OCIIOIAH.

Bel ampecyere mnucbMo Qupme B 1I€IOM WM HECKOJbKUM JIUIAM, TO
ucroab3yite odpamienne Dear Sirs «yBaxaemsle rocrioga» win Gentlemen.
OOparute BHHMMaHUE, YTO B AaMEPHKAHCKUX MHUCbMax TMociie oOpalieHus
CTaBUTCI Ogoemouue, a B AHINIMIUCKUX — 3anamas. Eciau Baile mucbMo
aJpEeCOBAHO KEHIIMHE, TO 0OpallaiiTech K HEN Kak

Dear Madam, a He Dear Miss, Tak kak 3T0 OyAeT 3By4aThb HE KYJbTYPHO.
OOpamnieHue K KeHIMHAM 3By4dT kak Mesdames.

Ecnu monm angpecara Bam He u3BecTeH, To nuinute Dear Sir or Madam.

Eciau BBl NUIIKTE YEIOBEKY, C KOTOPHIM 3HAKOMBI, TO MOXETE MOCTaBUTHh B
oOparienuu ero pammimio Dear Mr. Smith.

[Ipn pgnuTenbHOM Tepenucke MoxxkHO meperth Ha «Tep»»y — Dear Michael.
MoskHO cBOE oOpallieHHe caenarh eie 0oiee TyIIEeBHBIM U TEIUIbIM: JJIS TOTO,
yTOOBl YUTATEIb Cpa3y MOHSJ, O YeM MOWAET peub, MOCJE BCTYMUTEIBHOTO
oOpaileHus

My dear Mr. Smith

My dear Michael

Dear John Mitchell
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IIaToe — cam Tekct. IlepBhiii ab3all OCHOBHOTO TEKCTa HAYUMHACTCS C
IPEIOKEHHUSI, B KOTOPOM BBl MOJTBEPKIAACTE MOJTYyUYECHHUE MUChMa OT BallleTo
KOPPECHOHIEHTa, WM CO CChUIKOM Ha mocTymnuBiiee MucbMo. OOBIYHO 00beM
JIEJIOBOrO0 MHChbMa HE MpEeBBIIAET OJAHY cTpaHuily. Ho, ecnu o0bem muchma
OoJbIIIE OJIHOM CTpaHUIBl M €ro MpOoJOHKEHHE HameyaTaHo Ha oOpaTHOM
CTOPOHE JIMCTa, TO mumercsa Pp.t.o., yrto o3HadaeT Please Turn Over
(Cmompume na obopome). st TOro, 4ToObl YUTATENb Cpa3y MOHSI, O YeM
HOWJIET peub, MOCIE BCTYNMUTEIHHOTO OOpalieHusi OObIYHO JACTCA Kpamkoe
VKazauue Ha obuiee codepoicanue nucobma. Hamie BCero nepes 3TUM yKa3aHUueM
yHOTpeOAI0TCS CAEAYIONINE COKPALLEHUS:

Re — cokpaliieHne oT JJaTUHCKOTO BBIPAKEHUS «in re» — no oeny

Subject — Tema

Conc — cokpaleHue oT aHTJIUHCKOr0 «CONncerning» — KacamenbHo
llpumep:
Conc: your request for the documents of January 21, 2009
Subject: labour contract
Re: Invitation to speak at next conference

IlecToe — 3aximounTenbHas GopMmysia BEKIUBOCTH.
Dear Sirs, Yours faithfully/ Faithfully yours (ecnu He u3BecTHO UMs aznpecara)
Dear Sir/Madame, We remain yours faithfully
Dear Mr., Yours sincerely
Dear Mrs., Sincerely yours (eciin aBTOp 3HaeT UMs aJipecara)
Dear Madam Yours very sincerely
Dear Gentlemen, Yours truly
Gentlemen, Very truly yours
ITocae 3aka049uTENbHON (GOPMBI BESKITMBOCTH CTAaBUTCS NOONUCD.
WNHorna noanuck CTaBUTCS OT UMEHH KOTO-JIM00. TO MOKET BBITJISIIETh TaK:
1) Yours faithfully, 2) Mr. Paul Wagner For the Manager
Paul Wagner
Nuorma, BmecTto For MOXeT OBITh HCIIOIB30BAHO COKpaiieHue Per. pro wmu
p.p., OT JIATUHCKUX CIIOB per procuratio, 4TO O3HAYAET "no dosepeHHocmu, om
UMeHU K020-1u60"":
Ilpumep:
Sincerely yours,
John Taylor (Mr)
p.p- B. Hanson
HR Manager
Ecnm BB OTChUTaeTe KOMWW MHUChMA W JIPYTUM ajapecartaM, TorJa B KOHIIE
MACbMA CHECIAWTE COOTBETCTBYIOIIYIHD OTMETKY B BHJAE CJIEIYIOUIEH
ab0peBuatypsl: ""c.c.” - carbon copies (mounsie konuu) unu Copy to...
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NHorpa Bl HE XOTUTE, YTOOBI MOTy4YaTelslb Balllero MUChbMa 3HaJ, YTO BBI €IIIE
KOMY-TO OTOCJIajy KOMUHU. B 3TOM ciy4yae BHM3Y NHCEM-KOMUN Bbl YKa3bIBACTE
"b.c.c.” - blind carbon copies. (ckpvimole konuu).

Ecaum k muceMy mmeeTcs NpUIoKeHHe (KaTajaor, KOHTPAaKT, CYET U T.J.), TO
BHM3Y, TIOCJIE MOJAMKCHU AenaeTcs yka3zanue ob stom: "Enc:', "Encl:" - 310
cokpaienue ot Enclosure (npunoswcenue, 6noxcenue).

Ceapmoe — moamuck. Kak He mMmapagokcalibHO 3BYYHWT, TJIABHOE — Ballla
noamvck. Ha 3amaze rimaBHOEe — Bala MOANMCEH MO BCEM, YTO OBLIO HAITMCAHO
BhIIe. Bamr aapec, tenedon (pakc) 1 Baiia MoANUCh MEHATCS Y HUX MPEBBIIIIE
BCEX HAIIUX IeYaTeH.

Ilpumep:

Paul Wagner

Chief Development Officer

BocbMoe — 5TO HMHUIMAIBI TOrO, KTO 3TO IMUCbMO COCTaBILI. JTO KakK
BEXKJIMBOE HAIIOMHUHAHUE, KTO padO0Tall HaJl COCTAaBIIEHHEM JJAHHOTO JOKYMEHTA,
BalllU WHULKAAIBI U 4YE€pe3 I3 WU TOCJIE ABOETOYMUS WMHUIMAIBLI CEKpeTaps,
TOT0, KTO BCE ATO IeYaTal.

Ilpumep:

MG/vr
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I'PAMMATHUYECKHUE HIOAHCBI
1. IlpenJio:kenne HaUYMHANTE ¢ 00JBIIOH OYKBBI B CIICIYIOIINX CIyYasX:
a) l{urarsl. Korga npuBoaute ciioBa Apyroro, TO BBIACISIMTE HAYaI0 [UTATHI
O0JIbIIION OYKBOM:
Hanpumep:
My advisor says, —It is never too early to plan your career. [ |
b) Borpockl, koTopble BaM Obl XOTEJIOCH BBIJIEIUTh UM Ha KOTOPHIE BbI
oOpaillaeTe BHUMaHUE Balllero napTHl /pa:
Hanpumep:
The real i1ssue was, What were we to do about the problem?
c¢) [Ipennoxenus, uayume nocie ABOETOUHS:
Hanpumep:
We found a solution: We will do the job ourselves.
d) Camo coboii, 4To Bce MMEeHa COOCTBEHHBIC, HA3BaHMS KOMITAaHUM, MECT 1
JIp.MUIITYTCS ¢ 3arjlaBHOM OYKBBI. [lepBbie U MOCeIHUE CIOBa TUTYJIA TUChMA,
azpeca u 0OpallleHus UIIYTCS BCEr/ia ¢ OONbIION OYKBHI.
2. & obo3Hayaet and, ucnonb3yiTe B Ha3BaHuu Komnanuiit B&N, Lord &
Taylor, ToIbKO €Cl 3TO MPUHSTO B CaMOW KOMIaHUU, HO HUKOT/Ia HE
3aMmeHsiTe uM and.

3. # ynoTpebisieTcs BMecTo Haiiero Ne, HO aMepUKaHIIbl COBETYIOT
yHOTPpeOIsATh €r0 He B MHChMaxX, a B pa3IMUHbBIX Ta0IuIax, rpadukax. ...
Huxorna # He nconbs3yercs npyu 0003HAYCHIUH HOMEPOB JJOMOB.

4. CoxkpalieHus HEIPUEMIIEMBI B JICJIOBOM NEPENUCKE, HO PA3JINYHbBIC
JATUHCKHUE COKPAILEHUSI, KOTOPBIE B AaHTJIMHCKOM SI3bIKE€ HE UMEIOT CBOEH
MOJIHOW paciiu(pPOBKHU, BCTPEUYAIOTCS YaCTO:

Cf- 6 cpasnenuu

e.g. — K npumepy

et al., etc. — u Opyeue, max oanee

i.e., viz — mo ecmo

VS. — Haobopom

5. Hudpsi

Bonwiue konkpeTHbie TUdPhI TOHKHBI THCATHCS CIIOBaMHM, Korja udpa
HAYMHAET NPEAI0KCHHE:

Two hundred sixty yards of wire are needed to complete this project.

To ke KacaeTcst ¥ OOJIBIIINX KPYTIIbIX YUCET:

Seven billion dollars

405071

$7 billion

Ecnm uncna MHOTO3HAYHBIC, MTUITKTE ITM(paMu 1 HE 3a0BIBANTE O 3aMATHIX:
83,450,000 unu 3,450,000 dollars
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KparTkuii 0630p
(mpaBuJIa COCTABJICHUS 0€/106020 RUCHMA HA AHTJINICKOM SI3bIKE):

. Bech Tekcr paznensiercs Ha ad3aibl 0€3 UCTOIb30BAHMS KPACHOM CTPOKH.
. B BepxHeM JieBOM Yy MNHCbMAa YKa3bIBa€TCAd IMOJHOE MMA
OTIIPABUTEJISI WM HAa3BaHHUE KOMIIAHUM € aapecoM. (1)

. Jlasnee (C HOBOM CTPOKH) YKa3bIBAa€TCs MM ajapecara (onpeaensercs 1o

YKa3bIBAEMOMY HUKE OOpallleHHI0) U HA3BAHUE KOMIIAHUHU, KOTOPOil MUCbMO
NnpeAHa3HAYEHO, a TaAKXKe ee aapec. (2)

o JlaTa oTmpaBJieHMsI yKa3bIBaeTCsl TPEMsSI CTPOKAMH HHIKe WM B BEPXHEM
paBoOM yri1y nucbMa. (3)

. lanee — oOpamenue k aapecary (oOblYHO HauuHaercs cioBamu Dear

Mr./Ms.) (4)
. OCHOBHOW TeKCT JOJDKEH OBbITh IMOMEIIEH B HEHTPAJIbHON 4YacTH
nucbMma. (5)
. OObIyHO MUCHMO 3aKaHYUBACTCS BBICKa3bIBAaHUEM

omarogapHoctd (""Thank you for your prompt help ...") u npuBercTBUEM
"Yours sincerely," eciin aBTop 3HaeT ums aapecara u 'Yours faithfully', ecou
HeT. Huske cTaBUTCS MOJIHOE HMA ABTOPA U I0JIKHOCTD. (6)

I. O0pa3en 1e10BOr0 NMCbMA HA AHIVIMHCKOM fI3BIKE :

ABTOpCKHE PEKBU3UTHI GLOBAL INTERFACE GROUP,
INC.
5432 Valles Avenue, Riverdale,
N.Y.10471 USA
Tel 718-796-6787 * Fax 718-796-5242
Bam unnexc (koougurayus
UCxXoo0sue20 NUCbMQ) Your Ref: 07-02/46
Hamr nanexc Our Ref: K1/ 18
ara 15 March 2008
Anpecar Mrs A Everett
Compact Systems
96 Rosewall Drive
Southtown
SO34BT
England
Ob6paiuenue Dear Mrs Everett
3aronoBoK (Tema) RE: Order B7693
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Tekct Please find enclosed our order,
Ord.B7693, for 100 IBM compatible
Compact Accounts packages.

We have decided to place an order for
100 packages and accept the 20 p.c.
trade discount off net list prices as
discussed.

We would be much obliged if you
could dispatch the goods so that they
reach us no later than 30 July, and look
forward to receiving your

acknowledgement.
3aKITIOUYUTENHFHOE TPUBETCTBUE Yours sincerely
[Tonmnuck T Lakor

P. Baker

Purchasing Manager
[punoxenne Encl: Ord. b7693
OtMmeTKa 00 OTIIPABJICHUHU ITKUCbMA Cc Intellect Service

I1. Buasl ae10BOro nucbmMa:
1. CV — aBrobuorpadus
2. Contract — KOHTPaKT/ZOTOBOP
3. Letter of complaint — nucbmMo — xkanoba
Letter of enquiry/ request — mcsMo — 3a1poc
Letter of apology — nucbM0O — U3BUHEHHUE
Memo - HarlTOMHUHaHUE
Letter of application — nucbmMo0 — 3asBJIeHUE/IPOIIICHUE
Letter of appreciation — nmucsMo — 0J1aroJIapHOCTH

RSN

III. Cay:xkeOHas 3anucka (memorandum) — 3TO MUCHMEHHBIE COOOIICHUS
BHYTPM KOMIAHWW WM B MOpeaeliax MoapasaeincHuii komrnanuu. OHHU, Kak
MpaBWIIO, TIpeIHAa3HAYEHBI JIJIsi OOBSBICHUN, 0O0CYXJICHUs OU3HEC-TPOIIECCOB,
MpEACTABICHUS OTYETHOCTH O paboTe KOMIIAHMHM, PAaCIpOCTpaHEHUS
uHpopmaruu cpeau coTpyIHUKOB. Ciy>keOHas 3amucka sIBIsSeTCs] MyOJIUuUHbIM
JOKYMEHTOM, TO3TOMY HE clielyeT B HEW T1ucaTh  Kakyro-Iu0o
KOH(PUIECHIHAITBHYI0 UHPOPMAIHUIO.

[Ipy Hanucanum OOBIYHO HMCHOJIB3YyETCS HeOo(UIManbHbIN CTHIb. CiyxeOHas
3amucKa He JOJDKHA OBITh CIUIIKOM KPAaTKOW M M3JIMIIHE OPHUIIMO3HOHN, OJHAKO
JAKOHHUYHOCTh MPUBETCTBYETCS. CTPYyKTypa CiIy>KEOHOW 3alUCKH CIEAYIOIIAs:
HauOosee BaxHy HMHPOpPMAIIMIO  pa3MelaloT B IepBOM  ab3aile,
a B IOCTEAYIOMNUX ab3amax pa3bsicHAIOT ee  Oosnee moapoOHO. Bo Bcex
CITY’KEOHBIX 3alMCKaX MPUCYTCTBYIOT CJICAYIOIIUE AIIEMEHTHI:
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1. (Komy) To:

2. (Ot xoro) From:

3/4 (mpenmet niucbMa) Subject:

4/3 (nata) Date:

5. (TEKCT) seeeeennns

6. (moAnuCch/MHUITUATIBI/ TOJKHOCTD) — UMSA_U3 NYHKmMA 2

IV. Odopmiienue koHBepra:

AZlpec moJiydaTe/isi HAUYMHAETCA C €ro MOJHOIO MMEHU U (aMuiiuu, mepen
KOTOPBIMM 00s513aTEJIbHO CTaBUTCA oJiHa u3 ¢popm: Mr., Mrs., Miss, Ms.

Janee cimenyer yka3zaHWe€ Ha HOMEpP JIOMa, HA3BAHUE YJHIbI, NEPEYIKA U T.II.
(Street, Avenue, Drive, Lane, Place, Road, Circle). Ilpu sToM 00BIYHO
yKa3bIBaeTCs, T/I€ HAXOJAUTCS JaHHAs yJIulla MO OTHOIIEHUIO K CTpaHaM CBETa:
N, S, W, E (ceBep, ror, 3amaa, BOCTOK). Homep moma craBuTCA TIepen
Ha3BaHHUEM YJIMIII, 3aTEM CJIelyeT HOMEp KBapTUPhI WIM anapTaMeHToB (Apt.,
Suite).

Hanpumep:

350 West Forty-Second Street, Apt. 10

85 N Gower Street, Apt. # 5

39 S Alexandra Road, Suite &8

B mpuBenenHbix mpumepax ormeTuM cienytomiee. Cinosa Street, Apt., Suite
(ynuia, KBapTHUpa, amapTaMEHThI) Yalle BCEro MUIIYTCS C 3aryiaBHOM OYKBBI.
3Hak # o0o3HauaeT 'HOMep' (MpaBaa, OH MOKET U HE CTABUTHCH).

Jlanee B azmpece cienyeT Ha3BaHUE ropoja, IITara (Jaile BCEro COKPAIeHHOE)
i rpadgctBa — B BenukoOpuTanuu (Toxe COKpalieHHOoe).

3arem unet nmoutoBsi uHAeKC (ZIP Code = Zone Improvement Plan). B CILIA
ATOT MHJEKC COCTOUT W3 TATU nudp, B BenmukoOputanuu — u3 OykB u nudp.
3a nmoutoBbiM HHAEKCOM B CIIIA MoxeT cToATh emle oAuH (MECTHBIN) KO,
coctoAlMid u3 yeTblpex uudp. Hakonen, cieayer HazBaHUE CTpaHbl, KOTOPOE
MOJKET KaK-TO BBIICIIATHCS WIIH ITOTICPKUBATHCS.

Hanpumep:
1) Mr. John S.Smith 2) Mr. Giles S. Leman
25 High Street, Petersfleld 3500N 29th Street, Apt. 7
Hants., GU 31 4LN Waco TX 76708-2642
Great Britain USA

Kak BUIHO U3 IPUMEPOB U KaK OOBIYHO MPUHATO B HACTOSIIEE BPEMSI, B KOHIIC
CTPOYEK ajJipeca 3aldThble HE CTaBATCS, a BECh a/IpeC HE OKAHYMBAETCS TOUYKOM.
Kpowme Toro, kak yxe Obu10 oTMeueHO, Ha3BaHus mtatoB B CIIIA u rpadct B
BenukoOputanun yacto o6o3Havarorest cokpaiieHHo (MI = Michigan; Hants =
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Hampshire). IloutoBeie unaexkcel B CIHIA 1uwmdpossie (76708-2642), a B
Anrnuu 6yksennbie u rudpossie (GU 31 4LN; WC2 3AB).
Takum xe 06pa3zom opopMIIsieTCs U aipec OTIPABUTEINS, C TOM JIUIIb Pa3HUIIEH,
YTO B HEM, Kak MpaBuio, He craButTcsi ¢opma Mr., Mrs., Miss, Ms. nepen
UMEHEM U (pamMuIuen OTIpaBUTENS.
Nuorma B agpece mosyyaresiss MOTYT BCTPETHThCS cioBa care of wunu
COKpAIIEHHO ¢/0, €.0. OTHU CJIOBAa O3HAYalT, YTO MUCHMO HAMPaBIACTCS
KOHKPETHOMY JIMIlY, OJIHAKO WJIM OTIPABUTENI0 BOOOIIE HEU3BECTEH aJpec
ATOr0 JHIA, WIM 3TO JUIO BPEMEHHO HAXOJIUTCS HE IO CBOEMY aJIpeECy.
COOTBETCTBEHHO MHUCHMO HAMPaBIISIETCS APYyroMy JIUIy WA B OpraHU3aLMIO
U1 TIepefayu yKa3aHHOMY JIMIy. ODTO MOJKET OBbITh, HampuMmep, OTelb, B
KOTOPOM OCTAHOBWJICSI TOJIy4YaTelb NMHUChbMA, WA €ro JAPy3bsd U 3HAKOMEIE,
KOTOpBIE MOTYT IepeaAaTh MUCbMO N0 Ha3HaueHuto. Hanpumep: Mr. R. Jones

c/ o Hotel Savoy

Paris

France
Heckonvko obwux cogemos.
* AZpec moydarels Ha KOHBEPTe BCerJa ClIeAyeT MUCaTh MOJHOCTHIO U, TI0
BO3MOXXHOCTH, TI€YaTHBIMU OyKBaMHU — 3TO O0ECIIEUHT €T0 HAJICKHYIO
JIOCTaBKY ajpecary.
* He crapaiiTech BMECTUTD aJIpeC B ABE CTPOKH, IMUIITUTE €ro Ha TPEX WU
YEThIPEX CTPOUKAX.
* PaznuuHblie yKa3aHUs O CIIOCO0AaX JIOCTaBKHU MHUChbMa ACIal0TCs, KaK IPaBuilo,
MOYTOBBIM OT/ICJICHUEM B MPaBOM BEpXHEH YacTH KOHBEPTA MO MapKOi,
OJTHAKO MHOTJa OHU MOTYT OBITh CJIeJIaHbl 1 BAMU JIUIHO OT PYKH.
Hanpumep:
Registered (mail) 3akazHoe
Air mail/ Via air mail ABua
Express (delivery) Dxcnpecc
If notdelivered please return_B ciydae HegocTaBkU Ipock0a BEPHYThH

J. Wilhelm Stamyp

410 Lawrence Street, Apt. 5 REGISTERED MAIL
Ann Arbor MI 48105 ATR MATL
USA

Mr. 7. B. Smuth

400 S 5th Avenue, Suite = §0
Detroit, MI, 45202-2831
USA
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Jlekcu4yecKkune COOTBETCTBHUS:

Nudopmanus 06 omnpasumerne
(sender; return ...; ... the letter
comes from; addresser)

1. uMs/Ha3BaHUE KOMIIAHUU

2. HOMEDp noma 3. yiuia

4. ropon 5. mrrar/ctpaHa

6. unnekc (ZIP code)

Uudopwmartus o noryuamene:
(the addressee; mailing address; ..
sent to)
1. nms/Ha3BaHUE KOMIIAHUH
2. HOMmep moma 3. ynuna
4. Topon S. mrar/cTpaHa
6. uayexc (ZIP code)

house number — HoMep oma
street name — Ha3BaHUE YJIULBI
town — ropoxa

city name — Ha3BaHHE TOpoOAA
O0menpunsaTas addpeBuaTypa
Apt. - Apartment

Ave. - Avenue

Bld. — Building

Co. — Company

Dept - Department

company name — Ha3BaHUE KOMIIaHUU
abbreviation - cokpanienue

country — crpaHa

state — mrat, OKpyr

Inc., Corp. —corporation having limited liability
Ltd. - Limited — aT0 cokpamenue ot limited liability company - o01iecTBo ¢

OTPaHUYEHHOUN OTBETCTBEHHOCTHIO
Mt. — Mount
P1 - Place

PLC — Public limited liability company

Rd - Road
Sq. - Square
Str. — Street

B 0enosoti koppecnondenyuu npunamol credyroujue COKpaueHusi Ha36aHul

cmpau:
UA - Vkpauna
RU - Poccus

US - CIIIA

GB - Benukobpuranus
CA - Kanaga

FR - ®pannus

IT - Utanus

JP - Anonus

G —I'epmanus
DM — Jlanus
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IIpakTHyecKue 3aJaHUA 110 TeMe
«/Jles10Basi KOMMYHHKALIUA»
(BUSINESS LETTER WRITING)
3ananue 1. CooTHecuTe AaHIJIO-PYCCKHME JKBHMBAJEHTbl Ha3BAHUI
yacrei nucbMa

English CooTBeTCTBHE Pycckuii

The letterhead 1 a caM TEKCT

The date 2 b BHYTPEHHHUI ajipec
noJTy4yaTes

Addressee’s name 3 c 3aKITIOYUTEIbHAS

and address dbopmyna
BEXKJIMBOCTHU

The salutation 4 d BEPXHSIS 4acCTh
nrchMa («IIanKa)

The message 5 e NOANKUCH

The complementary | 6 f Jarta

close

Signature 7 g IPUBETCTBUE

3aganue 2. CooTHECHTE HA3BAHUA YacTed MUCHMA U UX ONMMCAHUNE

English CooTBeTCTBHE Pycckmii

The letterhead | 1 a | 3aKIrounTeNbHas Gpopmyia
BEXKJIMBOCTH.

The date 2 b | IlepBsIit aG3a1] OCHOBHOT'O TEKCTa

HAYMHAETCS C MPEJJI0KECHUS, B
KOTOPOM BBI TTOJTBEPIKIAETE
MOJIy4YE€HHE TUChMa OT BaIlIEro
KOPPECIIOH/IEHTA, WJIA CO CCHUIKOU
Ha MOCTYIHUBIIIEE TUCHMO.

Jl71st TOoro, 4TOOBI YUTATEND CPaA3y
TIOHSJI, O YEM MTOUJIET PEYb, MOCIE
BCTYNUTEIHHOTO O0paIieHus
O0OBIYHO TACTCS KpamKoe yKa3aHue
Ha 00I1Iee codepaicanue nucbma.
Yare Bcero nepej 3TUM yKazaHUEM
YHOOTPEOJISIFOTCS CIIEAYOIINE
COKpAIIICHUS:

Re — cokpaiiieHue ot JJaTUHCKOTO
BBIPAXKEHUS «in rey - Mo JIeNy
Subject - Tema

Conc — cokpaiiieHue ot
AQHTJIMICKOT0 «concerning -
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KacaTeJIbHO
OO0BIYHO 00BEM JIETTOBOIrO IMUChMa
HE TMPeBBIIIaeT OJHy cTpanuiry. Ho,
€CJIM 00BEM ITHCHhbMa OOJIBIIIE OHOU
CTpPaHUIIBI U €T0 TPOJIOKEHUE
HareyaTaHo Ha 0OpaTHOM CTOpPOHE
JUCTA, TO TUIIETCA P.t.0., 9TO
o3HauaeT Please Turn Over
(CmoTpute Ha 060pOoTe).

Addressee’s
name and
address

COJIEPKUT UH(OPMAIUIO O JaHHBIX
Baien GUpMsl.

Kaxnoe nemoBoe nucbmo
reyaTaeTcsl Ha y>Ke 3arOTOBJIEHHOM
¢dbupmeHHoM Onanke. B Bepxuei
yacTH OJIaHKa pa3MeliaeTcs
3a201060k. OOBIYHO B 3ar0JIOBKE
TaHBI CIICTYIOITUE CBEICHNS

- 3apPETUCTPUPOBAHHOE HA3BaHUE
kommanui (the registered company
name and address)

- KpaTKHUE CBEJICHUS 00 ee
nesitenbHOCTH (some data about the
company, including its logo)

- KOHTaKTHas HHPOPMATTHS
(company’s contacts)

The salutation

OHa CTaBUTCSI HECKOJIBKUMHU
CTPOYKAMU HIKE IIIATTKI
CyniecTByeT HECKOJIBKO CIIOCOOOB
e€ HanucaHus, Oy IbTe
BHUMATEJIbHBI, 3/1€Ch JIETKO
JOIYCTUTD OIINOKY.

[Tpu HanucaHuu €€ KenaTesIbHO He
UCITIOJIb30BaTh COKPALIECHUS WU
1r@poBbie 0003HAUCHUS

The message

- noanuch. Kak He mapajiokcaabHO
3BYYUT, IJIaBHOE — Ballla MOAMHUCH.
Ha 3amazne rimaBHOe — Bala
IIOJIKCH MOJ BCEM, UTO OBLIO
HamucaHo BeIe. Bamn angpec,
tenedoH (Ppakc) u Baia moANUCH
LIEHATCS Y HUX MIPEBBIIIE BCEX
HaIIuX IIeYaTei.

The
complementary
close

BHYTPEHHUM anpec. XOThb agpec
BaIlleTO MTapTHEpa €CTh Ha KOHBEPTE,
TEM HE MeHee, OH 0053aTeILHO
YKa3bIBACTCS U B IUCHME.
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Signature 7

IpUBETCTBUE: B mepBou cTpoke
azpeca MUIIETCS UM U paMUIust
MOJTy4aTesis, €CJIM OHH BaM
u3BecTHbI. [lepen nHunnanaMu
0OBIYHO CTaBUTCS (hopMa
BeXKJIMBOTO oOpamenus. [locme
HEro MOTYT MUCATHCS UMS (DaMHITUS
KOPPECHOHJIEHTA UJIU €TI0
WHULIAATBI U (paMUJIusi, HO, HU B
KOEM ciydae, He OjiHa paMuIusl.

3amanue 3. CooTHeCHTE YACTH MUCHLMA:

ABTOpCKHE PEKBU3UTHI

Bam nanexc

Hamr nanexc

JlaTa

Anpecar

OOpaienue
3aronaoBoK (Tema)

Tekct

3aKIIIOYUTEIILHOS
ITPUBCTCTBUC

IHoamnuce

[Ipunoxenue

OtMmeTKka 00 OTHpaBICHUH
nuchMa

(1) Our Ref: K1/ 18

(2) Please find enclosed our order,
Ord.B7693, for 100 IBM compatible
Compact Accounts packages.

We have decided to place an order
for 100 packages and accept the 20
p.c. trade discount off net list prices
as discussed.

We would be much obliged if you
could dispatch the goods so that they
reach us no later than 30 July, and
look forward to receiving your
acknowledgement.

(3) Dear Mrs Everett

(4) Polakir

P. Baker

Purchasing Manager

(5) Yours sincerely

(6) 15 March 2008

(7 Mrs A Everett

Compact Systems

96 Rosewall Drive

Southtown

SO34BT

England

(8) RE: Order B7693

(9) Encl: Ord. b7693

(10) GLOBAL INTERFACE GROUP, INC
5432 Valles Avenue, Riverdale,
N.Y.10471 USA

Tel 718-796-6787 * Fax 718-796-524
(11) Cc Intellect Service

(12) Your Ref: 07-02/46

27



3ananue 4.
4.1. PacnoJsio:xkuTe 4acTH 1€JI0BOT0 MUCbMA B IPABUJILHOM MOPSAKE
(? ) 1. New Publishers, 26 Greenhouse Street, Aberdeen PV31 23TR
Telephone 9593 385749 Fax 9593 75843
23 May 2005
(? ) 2. Dear Mr Castellos,
(? ) 3. Thank you for your letter of application for the post of PR manager.
We would like to invite you to attend an interview.
We shall be conducting interviews on Monday 30 May and ask you to contact
us to arrange a suitable time.
(? ) 4. We look forward to meeting you.
Yours sincerely,
Joan Dumorieur
Personnel Manager
(? ) 5. Mr G.Castellos, 37 Star Road, Aberdeen VH42 57GT

4.2. PacnosioxKuTe 4YaCTH €JI0BOr0 MUChMAa B MPABUJILHOM MOPSIIKE

(? ) 1. We thank you for your letter dated the 29th September and are pleased
to send

you our latest catalogue and the current price list. We shall send you a special
offer as soon as we have your exact requirements.

(? ) 2. George Finchley & Sons, 68 Bond Street, London

4 October 2003
(? ) 3. Yours faithfully,
Sally Blinton

Sales Manager

(? ) 4. Dear Sirs,
(? ) S. Messrs Dickson & King, 9 Newgate Street, London

4.3. Pacnosi0:kuTe 4acTH /1eJI0BOr0 NUCHMA B MIPAaBUJILHOM MOPsIIKe

(? ) 1. The Sales Department, Southern Importers Ltd., Dane Street, Northam,
Southampton S09 4YQ

(? )2. AX.C. Records Ltd., 41 Broadway, Liverpool L91 5 PB

12 May 2005

(? ) 3. Dear Sirs,

(? ) 4. We are a large music shop in the center of Liverpool and would like to
know more about the tapes and cassettes you advertised in this month‘s edition
of Music Monthly.

(? ) 5. Yours faithfully,

Jeffry Allen

Director
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4.4. PacnoyioKuTe YaCTH JA€JI0BOT0 MUCHMA B MMPaBUJILHOM MOPSIAKe
(? ) 1. Dear Mr. Hill:

(? ) 2. We have received your resume and application for the position of
EXECULIVE ASSISTANT. . ... i i e,
Thank you for your interest in BCL Globalcom.

(? ) 3. BCL Globalcom GmbH

Goethestrasse 40113

10728 Berlin

Germany

March 26, 2007

(? ) 4. Sincerely yours,

Maki IshiiMaki Ishii

Human Resource Director

(? ) 5. Mr. Sandy Hill

999 Pine Avenue

New Haven, CT 06540

3ananue S.

5.1 Onpenennre, K KAKOMY BHIY /1€JI0BOT0 JOKYMEHTA OTHOCUTCH
NpeACTABJIEeHHbIN HUKEe OTPHIBOK

1. Letter of appreciation

2. Contract

3. Letter of application

4.CV

TO: GTS Sales Staff

FROM: Karen Moore

CC: Mr. John Sakazaki

DATE: April 18,2008

SUBJECT: Customer Presentation

The JSKL Marketing presentation you prepared last week to showcase our
new product line was exceptional!

Your enthusiasm, sales strategy, and product knowledge were impressive
and certainly sealed the deal with Mr. Lockhart!

Thank you for your outstanding work and dedication. Bonus checks will be
distributed next week.

My sincere congratulations to all of you!
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5.2. Onpenenaunre, K KAKOMY BHIY /1€JI0BOT0 IOKYMEHTA OTHOCUTCH
NnpeACcTaABJIEeHHbII HUKE OTPHIBOK

Thank you for your fax dated 13 May concerning your
order for five of our drills.

We must apologise for the delay in shipping this order.
This was due to unforeseen circumstances. However, we are
dealing with your order now and it will be sent without
Turther delay.

7 (From Company to Company by A Littlzjoln)

1. Letter of apology

2. Memo

3. Letter of application
4. CV

5.3. Onpenennre, K KAKOMY BHIY /1€JI0BOI0 JJIOKYMEHTA OTHOCUTCH
NnpeACcTaABJIeHHbII HUKE OTPHIBOK

Dear Akram

Thank you for your fax.

I was sorry to hear that you've had some problems with
the WR458. We do all we can to make sure that our
products leave our factory in perfect condition, but
unfortunately sometimes a bad one does slip through. If you
can arrange for it to be returned to me, I'll let you have a
replacement by return.

Hoping that you are keeping well,

Regards

Tony

Anthony Hopkins
{ From Company to Company by A.Littiefoli)

1.CV

2. Letter of apology
3. Contract

4. Memo
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5.4. Onpenennre, K KAKOMY BH/Y /1€JI0BOT0 JOKYMEHTA OTHOCUTCS
NpeacTaBJeHHbIH HUKe OTPBIBOK

Dear Mr Rook:

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

Ihave encl oged my resume, and I would like to
schedule an interview. I will call you early next week.

(me Busmess -(.Z:c-b-r.respondence Ev Lin Laugheesd)

1. Letter of complaint
2. Memo
3.CV

4. Letter of application

5.5. Onpenennre, K KAKOMY BHIY /1€JI0BOI0 JJIOKYMEHTA OTHOCUTCH
NMPeACTABJICHHBIA HUKE OTPbIBOK

Dear Sir or Madam

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

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

{From Company to Company by A.Littiefoki)

1. CV

2. Memo

3. Simple commercial letter
4. Contract
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5.6. Onpenenaunre, K KAKOMY BHIY /1€JI0BOT0 JIOKYMEHTA OTHOCUTCH
NpeacTaBJeHHbIH HUKe OTPBIBOK

I am szeeking a position in your engineering department
where I may use my traming in computer sciences to solve
Tavlor's engmeermg problems. I would like to be a part of
the department that developed the Internet Selection System
but am unsure whether you have a cwrrent opening. If there is
a position open at Taylor Inc., pleaze let me know whom I
should contact for further information.

hitpffwww e edydeptsfweweb/handouts/business. hifml

1. Letter of apology

2. Contract

3. Letter of application
4. CV

3ananue 6
6.1. BoiOepure cJ10Ba WM COYETAHUS CJIOB JIJIsl 3AN0JTHEHUS MPOIYCKOB
TaK, YTOObI OHH 0TPAKAIU 0COOEHHOCTH 0POPMIIEHUS CIYKEOHOM 3aNTUCKHU

(1) : Project Planning Dept

From : GM

(2) : Aqua Warm BV

I am sure that you have read about the recent explosion at Perfecta Ltd. We
have decided not to install any more (3) central heating systems until we

can be sure that they are absolutely safe.
Please write and inform them of this.

“4__

1. T.Y.

2. Aqua Warm
3. Subject

4. To
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6.2. BbiOepure c10Ba UJIM COYETAHUS CJIOB JIJIA 3aII0JTHEHHSI IIPOIYCKOB
TaK, YTOObI OHHU 0TPAKAIU 0COOCHHOCTH 0POPMIICHUS CIYKEOHOU 3aIMUCKHU

(1) : Alan Bilton

From : Sue Mullins

(2) : Seminar for the new staff
3)

About the seminar you‘re organising for the new staff next month — will you
need any equipment set up? I‘ll do a short introduction to the subject but I only
need an OHP.

Can you fill in the request form for everything we‘ll need and send it to Shane
Bell in the Technical department?

Thanks,

4

1. Subject
2. Alan

3. Sue

4. To

6.3. BoiOepure cj10Ba UM COYETAHUS CJIOB JIJIsl 3AII0JTHEHHUS MPOIYCKOB
TaK, YTOObI OHHU 0TPAKAIU 0COOCHHOCTH 0POPMIICHUS CIAYKEOHOU 3aNIUCKU

(1) : Cathy Beddington

From : John Humphrey

(2) : New product advertising

(3) has approved an increase of budget on this campaign, so we can go

for: colour advert, six issues.

Could you contact the magazine and get them to change this? Please check the
price and the possibility of a bigger discount.

Thanks

4)

1. Subject

2. To

3. Managing Director
4. John
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6.4. BbiOepure c10Ba UJIM COYETAHUS CJIOB JIJIA 3alI0JTHEHHS IIPOIYCKOB
TaK, YTOObI OHHU 0TPAKAIU 0COOCHHOCTH 0POPMIICHUS CIYKEOHOU 3aIMUCKHU
To : Purchasing & Sales Supervisor

(1) : Manager

(2) : Court Hotel

I have recently heard that (3) needs a large quantity of orange juice at
once.

We have a large supply of juice that we do not need. Please write to them
and tell them that we would be happy to supply them if they can tell us how
many bottles they need.

4

1. Subject

2. the Court Hotel
3. From

4. Peter

3ananme 7.

7.1. llepen Bamu kouBept. CooTHecuTEe MHPOPMALUIO IO/ ONPEACIeHHbIM
HOMEPOM HA KOHBEPTE ¢ TeM, YTO OHA 0003HAYaeT

1. Addressee‘s name

2. Addressee‘s city name

3. ZIP code in the return address

4. ZIP code in the mailing address

5. Addresser‘s name

6. Addresser*s city name

(?) J. Wilhelm
410 Lawrence Str., Apt. 5
(?) Ann Arbor (?) MI 48105
USA(?) Mr. J.R. Smith
Aero Space Inc.
103 West 3th Street
(?) Detroit MI (?) 48202-2831
USA
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7.2. CooTHecuTe MH(POPMALMIO MO]I ONPe/ieIeHHBIM HOMEPOM HA KOHBEpTe
C TeM, UTO OHA 0003HAYAET

1. Attention line

2. Name of the city in the return address

3. Name of the city in the delivery address

4. Name of the organization in the delivery address

5. ZIP code

6. Name of the organization in the return address

Mr. John S. Smith
25 High Street, (? ) Express (delivery)
(? ) Hants., (? )GU 31 4LN
Great Britain

Mr. Giles S. Leman

Wicked Wax Co. Ltd

400 S 5th Avenue, Suite # 80
(? )Waco 76708-2642
USA

7.3. CooTHecuTe HH(OPMALNIO MO ONPeaeIeHHBIM HOMEPOM HA KOHBEpPTE
C TeM, UTO OHAa 0003HaAYaeT

(1) Hanston Electrics ,

48 (2) Golden Road,
Manchester (3) M11 4NS
England

(4) The Music Shop,
45 (5) Winston Road,
London (6) WC2 10H

1. the ZIP Code in the mailing address

2. the sender’s name

3. the street name in the return address
4. the ZIP Code in the return address

5. the street name in the mailing address
6. the addressee’s company name
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7.4. CooTHecuTe HHGPOPMALMIO MO/ ONPeieSIeHHBIM HOMEPOM Ha KOHBeEPTe
C TeM, UTO OHAa 0003HaAYAET

(1) Design Plus
535 (2) Stevenson Road
(3) San Francisco, CA 94015

(4) Mr. P.T. Vitale

(5) Mutual Insurance Company
33 South Street

New York, (6) NY 3476

1. the sender’s name

2. the street name in the return address
3. the addressee’s company name

4. the town the letter comes from

5. the addressee

6. the ZIP Code in the mailing address

7.5. CooTHecuTe HH(POPMALMIO MO ONPeAeIeHHBIM HOMEPOM HA KOHBEpPTe
C TeM, YTO OHA 0003HAUYaeT

(1) Benedetta’s Boutique
18 (2) Equator Avenue
(3) Irving, Texas 75060

(4) Mr. A. Dale

Grand Office Supplies

(5) 457 Broome Street
Boulder, Colorado (6) 80306

1. the town the letter comes from

2. the street name in the return address

3. the addressee

4. the house number in the mailing address
5. the sender

6. the ZIP Code in the mailing address
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7.6. CooTHecuTe HHGPOPMALMIO MO/ ONPeieSIeHHBIM HOMEPOM Ha KOHBeEPTe
C TeM, UTO OHA 0003HAYAET

(1) Gary J. Marshal

Pacific Electronics

1325 Ocean Boulevard

(2) Santa Mowca, CA (3) 920415

(4) Mz. Eleanor R. Fleming
246 Shasta Avenue
(3) Reddme, CA (6) 96001

1. Addressee’s name

2. Addressee’s city name

3. ZIP code in the return address
4. Z1IP code in the mailing address
5. Addresser’s name

6. Addresser’s city name

7.7. CooTHecuTe MH(POPMALUIO MO ONPeAeJIeHHBIM HOMEPOM HA KOHBEpPTE
C TeM, UTO OHA 0003HAYAET

Liza Wige
(1) Schifano Association
25 Grand St
(2) Van Nuysg, CA (3) 91405-3442
(4) ATTN James Stack
(5) Russ Gallery LTD
476 W Broadway RN 100
{6) New York, NY 10012-3141

1. Attention line

2. Name of the city in the return address

3. Name of the city in the delivery address

4. Name of the organization in the delivery address
5. ZIP code

6. Name of the organization in the return address
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)
2)
3)
4)
S)
6)

CIIMCK UCITOJIB3YEMbBIX UHTEPHET UICTOYHUKOB

http://esl.about.com/cs/onthejobenglish/a/a_basbletter.htm
http://www.learn-english-today.com/business-english/business-letters.html
http://www.studyenglishtoday.net/writing-business-letters.html
http://writing. wisc.edu/Handbook/BusinessLetter.html
http://enghelp.ru/cultural-note/letters/150-oformlenie-konverta.html
http://www.ehow.com/how 4809752 write-resume-template.html

38



Yuebno-npaxmuueckoe uzdanue

Jles10BOM MHOCTPAHHBIN SA3BIK (AHIVIMHCKMH) | TPAKTUKYM JJIsl ayAUTOPHOM U ca-
MOCTOSITENTbHOW pabOThl MaruCTPaHTOB BCEX HANPABICHUM IOATOTOBKUA OYHOM, OYHO-
3a049HON ® 3a0uHOM (opm oOyuenus / coct. E.A. Kpacunpmmk, O.A. Boponwuna,
I'.H. HocoBa. — Kapasaeso : Koctpomckas 'CXA, 2016. — 38 c.

[IpakTUKyM u3Aa€TCA B aBTOPCKOM peAaKiIuu.

© depnepanbHOE rOCYyIapCTBEHHOE OIOPKETHOE 00pa30BaTEeNIbHOE YUPEKACHHE
BhICIIEro oopazoBanus "KocTpoMckas rocyaapcTBeHHas! CEIbCKOX03sHCTBEHHAS akaaeMus"
156530, Koctpomckas 06:1., Koctpomckoit paiion, moc. KapasaeBo, y4. Toponoxk, 1. 34, KICXA

Kommerotepusiii HaOop. Iloanmucano B meuars 02/03/2016.
3akaz Ne009. dopmar 84x60/16. Tupax 45 »k3. Y.
meu. . 2,4 bymara odcernas. Ormeudarano 16/05/2016.
Iena 69,00 pyO.

OrtreyaraHo c TOTOBBIX OpHUTHHAT-MaKETOB B
aKajgeMu4yeckoil Turnorpadun Ha uppoBOM AyOIUKATOPE.
KauecTBO COOTBETCTBYET MPEIOCTABICHHBIM OPUTHHATIAM.
BHUJI M3JJAHUS: aBTOPCKAs pEIaKIust

(pemaxrmst ot 23.12.2015 Ne 1263 Tur)



ena 69,00 py®.
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