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OYHOTO M 3a04HOT0 OTAENEHUN.
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3AHATUA 1-2 LESSONS 1-2

JOB HUNTING

Temol u cumyayuu: Ycmpolicmeo Ha pabomy (Ouanoz, aHKkema,

conposodumernbHoe nucomo, bs1a200apcmeeHHOe NUCbMO,meKcm u mecm).

Llenb 3aHaMUA: Pa3zeumue Ha8bIKO8 yCMHOU peyu 8 pamMKax npednioMeHHbIX

mem.

rpammamuyeckaa mema: ITPE/VIOT'H (PREPOSITIONS)

OUANOr

TST Systems was looking for candidates for the position of Commercial Director.
Three applicants came for an interview after they had submitted their Resumes.
The third and the most successful was Mr .Arthur. Here is the interview with
him.

- Good morning, sir.

- [fAobpoe ympo, cap.

- Good morning. Come in Mr Arthur-, isn’t it? Please take a seat. You will
have to excuse me a moment while I finish signing these letters.
Meanwhile please fill in the application form... . There, that’ll do. Now |
can concentrate on you, Mr Arthur. Tell me, how long were you in your
last job with Alpha?

- [fobpoe ympo. Bxodume, exodume cmesnee. Bol m-p Apmyp, He makK au?
Cadumecb, NOKa A He 3aKOHYY nNoonucelieams 3mu nucoema. Tem
spemeHeM 3anoaHume, noxcanylicma, amy aHkemy... . Hy, menepo 8cé, u
A Mmo2y 3aHAMbCA samu, m-p Apmyp. Ckaxcume, Kak 00120 Bol pabomanu
8 hupme Anovpa?

- Five years. | am only leaving because the firm is moving to Sevastopol, but
I think a change will do me good.

- Mameb nem. A X0y MoabKO No momy, Ymo Hauwia ¢pupma nepeesxcaem 6
Cesacmononb, HO Oymaro, Ymo nepemeHda nolioém MHe Ha Nosb3y.

-  What do you know about our company? Have you got any questions for
me?



Ymo Bol 3Haeme o Haweli pupme? Y Bac ecmb KaKue-nubo 8onpocs! Ko
MHe,

I know that this is a very promising company, so I'd like you to inform me
what will be the major focus of efforts in the next few years?

Monazaro, ymo sawa ¢pupma umeem b6oavwue nepcnekmuesl. 1 xomen
6b1 y3HamMb om Bac, Ha 4ém ebl cobupaemecb cocpedomoyumes ceou
ycunus e bauxcaliwue 200b1?

We plan to expand our activities with English-speaking countries, mainly
England, to buy equipment and technologies from there and run training
programs here. We need a team of creative people to make our company
competitive in the world marker.

Meol nanaHupyem pa3sepHymeo deamesibHOCMb 8 AH2/10A3bIYHbIX CMPAHaXx,
8 OCHOBHOM 8 AH2AauU, 3aKynames mam obopydoeaHue, mexHoao2uu, a
make opaaHu3osame 30ecb obyyeHue cneyuanucmos. Ham HyxHa
CUnbHAA meop4YecKas KoMmaHOa, Ymobbl Hawa ¢pupma co epemeHem
cmana KOHKypeHmocnocobHoli Ha MUuposom pbiHKe.

What will my responsibilities and obligations be during the first year?

3a umo a 6yoy omeeyams u Kakue y meHa 6yodym obazaHHocmu 8
nepevlili 200 pabomoi?

Well, first of all to be responsible for our contacts with English partners.
You will need to skillfully negotiate for and buy equipment. The job will
involve much travelling. There is likely to be a trade fair in London soon,
which we hope you will be able to go to.

Yes, | see.

Aa, noHumaro.

So tell me what are your three main strengths?

Umak, ckaxcume, kakoebl Bawu mpu ocHoeHble docmouHcmea?

I think they are: reliability, loyality, and energy.

Aymatro, ymo amo: HadexHocMmo, 10AAbHOCMb, IHEeP2usl.

Ok. Do you work well under pressure?

JladHo. Bbl xopowio nepeHocume noecedHe8Hble Haz2py3Ku?

Yes, | am accustomed to working under pressure.

Aa. A npusbik HanpaxceHHO pabomame.

Are you a leader, an entrepreneur by nature?

Boi no Hamype nudep, npednpuHumamens?

Yes, | think so.

Aymaro, ymo da.



- All right. Now, Mr Arthur, | am quite prepared to offer you a job with us.
You have excellent references from your previous job. You’ll start on 5450
and if you well we’ll review it after three months. The hours are from nine
to five thirty, with an hour for lunch a fortnight’s holyday. Does that suit
you? Any questions?

- Xopowo. Teneps, m-p Apmyp, 1 20moe npeonosoxcums Bam pabomame ¢
Hamu. Y Bac omauyHblie om3biebl ¢ npedsbidyweli pabomeol. ymaro, ymo
Mol HayHem ¢ 450 donnapos, a ecnu Bol cebsa xopowo noKaxeme, mo
Yyepe3 3 mecaya moi nepecmompum Bawy 3apnaamy. Mol pabomaem ¢
desamu 00 Nos108UHbI WIECMOo20 € Yaco8biM rnepepbisom Ha 06ed u
0syxHedesnbHbIM ommnycKkom. Bac amo ycmpausaem? Bonpocsl ecms?

- What about travel? Where will | go and for what length of time?

- Hacyem KomaHOUpPOBOK, ux NPoooAXUMeENbHOCMb, Kyoa?

- Mostly to England for not longer than a month.

- B ocHosHOM 8 AH2nUl0, U He doabwe, YemM Ha MecAY,.

- Allright. When do you want me to start, sir?

- Xopowo. Kozda Bbi xomume, ymobbi s Ha4yan pabomame.

- In a week, if possible.

- Mo so3moxcHocmu 4yepe3s Hedeslto.

- lam afraid | can’t start working till the 10™ October.

- borocb, Ymo A mo2y Hayamb mosnbKo ¢ 10 oKkmabps.

- No problem. We’ll be seeing you on the 10™ then?

- 3Omo He saxcHo. Umak, ysudumca decamozo?

- Yes, certainly. Thank you very much. Goodbye.

- /[a, koHe4Ho. boabwoe cnacubo. [Jo caudaHus.

- Goodbye.

- /[o ceudaHus.

3bIKOBO KOMMEHTAPUU

Position — donxcHocms; vacancy, opening position — eakaHcus

Application — 1) 3aseneHue, 3a58Ka, obpaweHue, npocoba; written
application — nucomeHHoe 3asaeneHue; application for the position —

3aA6s1eHue 0 3a4ucaeHuUU Ha doaxcHocms; application to smb — 3aaeneHue

Ha Ybé-mo ums; applicant — npemeHdeHm, 3aa8umens; 2) npumeHeHue; to
apply — 1) 3aaenames, obpawamecs; 2) npumeHaMo



Job — paboma (kak mecmo pabomeoi, KOHKpemHoe 3a0aHue u pe3ynbmam
pabomel). CuHoHumel: piece of work, task. OcHoeHoe pa3znuvue mexcody job u

work 3aKkao4yaemca 8 mom, Ymo work — Heuc4ucaumoe cyuecmsumernbHoe,
a job — ucuyucnaemoe. lloamomy o6vem pabomel ny4we onucbisaemcs
cywiecmsumensHoe work, Hanpumep: | have a lot of work as a secretary — y

MeHA MHO020 ceKpemapckoii pabomeol. Knome mozo, work moxcem
ebicmynams 8 posu 21a201d

Promising — nepcnekmueHslili, MHo2006ewarowuli, nodaroweli Hadexowol.
CuHoHuUMbI: prospective

Effort — ycunue, HanpsxceHue, nonbimka; to make an effort — cdenameo

nonsimky; constant efforts to attain one’s end — nocmosaHHas 6opbba 3a

docmuxceHue yenu

Creative — meopuecKulii, co3udamesnsoHbiii. [Ipou3sodHsie: to create -
co3udams, meopumbv; creation — co3daHue (npoyecc); creator — cozdamens;
creature — co30aHue, ¥usoe cyu,ecmeo

Competitive — 30ecb: KOHKypeHmMocnocobHbiii. [Jpyaue 3Ha4YeHUsa 3mo2ao
cs108a — conepHuvyarowuli, copesHyrowulic, KOHKypupyrowuli, KOHKYpPCHbIl;
competitive examination — KOHKYpCHbIli 3K3ameH

Responsibility — 1) omeemcmeeHHocmeb; to assume (to accept, to take)

responsibility — e3amb Ha ce6a omeemcmeeHHocmeo; to_decline all

responsibility for smth — cHame ¢ ceba ecaKy0 omeemcmeeHHOCMb 3d YMo-

mo; the responsibility rests with the author —- omeemcmeeHHocmb Hecem

asmop; 2) o6a3aHHocmeo; 3) nnaméxcecnocobHocmeo (amep.)

Obligation — 1) o6a3amenbcmeo; contractual (treaty) obligations —

0ozoeopHbie ob6sa3amenvcmea; under (an) obligation to smb — 06a3aHHbIl

Komy-mo; 2) 06s3aHHocmb. CuHoHUM: duty
Skillful — ymeneiii, uckycHoll, onoimnbili. CUHOHUM: experienced

Negotiation(s) — nepezosopsbi, o6cyxcdeHue ycnosuli; to conduct (to carry
out, to hold) negotiations — secmu nepezosopvi. CuHoHuM: talks

Entrepreneur — npednpuHumamens, esnadeney npeonpuamus, NPocmo

npeonpuumyusnsliii YesnoeeK. B HeKOMOpPoOM cMbicsie CUHOHUM MOoXcem
cnyxcume businessman



Fair — 1) yvecm~Hulii, cnpasednusesili, 3aKoHHbIl; fair employment practices —

npuem Ha pabomy 6e3 duckpumuHayuu (amep.) 2) apmapkKa; 3) 6enoKypelii,
ceemanolli

Strength — 1) cuna, 2) docmouHcmeo. CuHoHum: advantage

Reliability — HadéxcHocms; to rely on (upon) smb — nonazameca Ha K020-mo,
Hadeamocsa, 0osepamo

Tension — Hanpa»ceHue (30ecb 8 nepeHOCHOM cmbicne). CuHoHuUMm: pressure. |
work under pressure. — a pabomaro nod daeneHuem (HanpsAICeHHO).

Reference — 1) ccbinKa, 2) pekomeHdayus, om3eie. To have good references —

umems xopouwue oms3vbiebl; who are your references? — Kmo moxcem 3a Bac
nopyyumecs (pekomeHooeame)? CUHOHUMbI peKoMeHOamesibHO20 NUCbMa:
letter of recommendation, Testimonial

Experimental period — ucnoimamensoHoiii cpok. CuHoHUM: term of probation

Length — 1) dnuHa, 2) npodonrcumenbHocms. CuHoHuUm: duration

Environment — okpyxcarouw,aa o6cmaHosKa, oKpyxceHue, cpeda; one’s home

environment — cemeliHaa obcmaHo8Ka

CnoBa 1 Bbipa)XeHua no Teme:

You have excellent references from your previous job. - Y eac npekpacHbie

om3biebl ¢ npedbidyweli pabomeil.

What do you consider a fair salary? - Kakyto 3apnaamy ebl ciumaeme

docmoliHoli eac?

The hours are from nine to five thirty. - Mbl pabomaem c dessamu 00

nos108UHbI Wecmoeo.

Superior, supervisor - HayanbHUK

Subordinate — nod4uHeHHbIl
Senior — cmapwuli (no doaxcHocmu)
Junior — maadwuii (no donxcHocmu)

Officer — donxHocmHoe nuyo



Connections — ceasu; nodu, obnadarowjue cunoli, Y¥mobbi Nomoys
To earn — 3apabameieams (OeHbau)
To discharge — ysonume, 8bi2Hamo ¢ pabomoi

Compensation — o6wee HazsaHue onaamel npoodenaHHol pabomeol

Charge — o6wee HazsaHue n0bbIX ycnye
Salary — 3apnaama cayxcawjux

Wages — 3apnaama pabo4yux

Fee — 20Hopap meopyeckux pabomHuKos

Fringe benefits — pa3zauyHoz2o poda nb2omei Ha pabome

Bonus - npemus
Red tape (pa32.) — kaHyenapckaa (6ymaxcHasa) paboma
Deadline — KoHeu4HblIl cpOK Nnoda4u Ye2o0-mo

Labour contract (agreement

JIMHIBOKOMMEPYECKNIA KOMMEHTAPUNA

Mpumep aHKeTbIl

(Sample Application Form)

Personal

NAME ARTHUR ULUGBEK

ADDRESS 10 OSMONOV St., Ap. 7 PHONE NO. (0312)54-32-11(home)
DO YOU HAVE A VALID DRIVER’S LICENCE Yes No
MARITAL STATUS married NO. OF DEPENDENTS 1 DAUGHTER
EDUCATION higher

Name of School Year graduated Course Taken or Degree
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BISHKEK UNIVERSITY 2012 M. Sc. In Economics

LANGUAGES
Russian/Kyrgyz Excellent Good Fair
English Excellent Good Fair

EXPERIRNCE (Give present or last position first)

COMPANY Alpha ADDRESS 17 Lenina St.

TYPE OF BUSINESS/INDUSTRY EMPLOYED (Month & Year)
Information technologies From March 2010 To July 2015
POSITION(S) HELD SUPERVISIOR’S NAME
Manager Alexander Bach

DESCRIBE YOUR DUTIES

Negotiations, purchase of

equipment

WHY DID YOU LEAVE

The company has moved to Sevastopol
COMPANY ADDRESS
TYPE OF BUSINESS/INDUSTRY EMPLOYED (Month & Year)

From To
POSITION(S) HELD SUPERVISOR’S NAME
DESCRIBE YOUR DUTIES
WHY DID YOU LEAVE

PERSONAL REFERENCES

Name A. Bach Address 3 Tolstoy St. Phone No. 221-1834

Mpuem ¢popmbl 3anpoca/conpoBoaUTENbHOrO NUCbMa

11



(Format for Letter of inquiry or Covering Letter)
Date

Aara

Dr., Mr., Ms.

A-p, r-H, r-ka

Title

A ONMKHOCTb, 3BaHUe

Company, Institution Address
dupma/yupexxgeHue

Dear Sir/Madam:

YBa)Xaembiit r-H, r-»ka!

State your reason for writing.
ChopmynupyiTte uenb nucbma.

You will either inquire whether any positions are available or you will say
which position you are applying for. If you are applying for a specific
position identify the source of the information (a person, a newspaper,
including date, etc.)

Bbl 3anpawumBaeTe, UMEKTCA N KaKnue-nnbo BakaHcumn, nimbo coobuaere,
Kakum pabouum mectom Bbl nHTepecyeTtecb. Ecnu Bac uHtepecyer
KOHKpeTHOe MeCTO, Ha30BUTE UCTOYHUK UHPOopMaLuu (Yenosek,
obbaBNeHUe B ra3ere ¢ ykazaHMem Aatbl U T.4,.)

Describe your educational background and professional experience. Focus on
those things from your resume that best relate to the position you are
applying for.

Onuwute cBoé obpasoBaHue 1 npodeccMoHanbHbI onbiT. Ocoboe
BHMMaHUe yaenute TemM noJoXKeHUAM CBOEro pestome, KoTopble
Hauayywum obpasom cBA3aHbl C MECTOM, Ha KoTopoe Bbl npeTteHayerTe.

12



Say you are enclosing your resume and/or other supporting material. State
your willingness to provide more information and to be interviewed.

YKaKuTe, uto Bbl npunaraete ceoe pestome u/mam gpyrue Heobxoammbie
maTtepuanbl. Boipasurte XenaHue npeaocTasuUTb A0NONTHUTENIbHYIO
nHpopmaL Mo U NpoiiTu cobecegoBaHme.

Thank them for their consideration. Say you look forward to hearing from
them.

No6naropapute 3a BHUMaHue. Coobwurte, 4To HageetTecb NONYYUTb OTBET.
Yours faithfully, (signature)

UcKpeHHe Baw (nognucb)

Obpaszey 6s1a20meopumesnbHO20 NUCbMA

(Sample Thank-You Letter)
Mrs. Lori Roberts

I-»ce J/lopu Pob6epmc
Director of Personnel
MeHeOdxcepy no kaopam
Johnston Corporation
Kopnopayuu [»coHcmoH
Austin, Texas 78777
OcmuH, Texac 78777

Dear Mrs Roberts:
Yeaxcaemas 2-3a Pobepmc!

Thank you for your time and attention during my interview with you last week. |
appreciated the opportunity to discuss my qualification and aspirations with
you.

13



Bbnazodapio Bac 3a epemsa u BHUMAHUe, KOmopble 8bl yoenuau Ha UHMepe8bIo Co
MHol Ha npownoli Hedene. baazodapio Bac makice 3a npedocmassneHHYo
803MOXCHOCMb 06CcyOumob ¢ Bamu Moo KeanuguKayuro U ¥u3HeHHble yenu.

I hope that all questions were answered to your satisfaction, however, | would
be happy to supply any further information you may need.

A Hadetocb, Ymo Bbl ydoesnemeopeHbl MOUMU 0meemdamu Hd 8ce 80MNpocsl, U
2omosea npedocmasumos Bam nobyro donoaHumenoHyl0 uHghopmayuto,
Komopasa eam moem noHadobumecs.

I am very interested in the growth potential of the position we discussed, and |
hope you will consider me as a serious candidate.

A 661 04eHb Xomena 3aHAMb 00AHCHOCMb, MPO KOMOpPYH Mbl ¢ Bamu 20eopunu,
u Haderocb, Ymo Bbl paccmampusaeme MeHA KaK cepbé3Ho20 KaHoudama.

I am looking forward to hearing from you soon.
C HemepneHuem 3# 0y omeema.

Sincerely yours,

UckpeHHe Bawa,

Jeanne Nguyen

aHHa HeyeH

1730 Green Street

78776 Texac

Austin, Texas 78776

OcmuH puH cm., 1730

(512)554-1730

14



O6paseu nucbma-3anpoca

(Sample inquiry-Letter)

Pet Products Ltd.
180 London Road
Exeter EX4 4)Y
England

25th
February, 2011

Dear Sir.

We read your advertisement in the ‘Pet Magazine’ of 25" December. We are
interested in buying your equipment for producing pet food. Would you
kindly send us more information about this equipment:

—price (please quote CIF Odessa price)

—dates of delivery

—terms of payment

—guarantees

—if the price includes the cost of equipment installation and staff training.

—Our company specializes in distributing pet products in Ukraine. We have
more than 50 dealers and representatives in different regions and would like
to start producing pet food in Ukraine. If your equipment meets our
requirements, and we receive a favorable offer, we will be able to place a
large order for your equipment.

Your early reply would be appreciated.
Yours faithfully,
ARTHUR RED

Export-Import
Manager
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TEKCT [1JiA YTEHUAI.

The United States of America

There are many big cities and towns in the USA: New York, San Francisco,
Washington, Chicago and Los Angeles are the biggest.

The United States of America is a parliamentary republic. The government is
divided into three branches: jrtslatlve (the US Congress), executive (the President
and his Administration) and judicial (the US Supreme Court).

There arc two main political parties in the USA the Democratic (symbolized by a
"donkey'") and the Republican (its symbol is an "elephant'*). The US President is
both head of state andp government. He is elected for a /[our—year term. Presidential
elections are held every leap year on the first Tuesday, following the first Monday in
November. The President is assisted by Secretaries who are the heads of the executive
departments.

The Supreme Court consists of the Chief Justice and eight Associate Justices
who are appointed for life. It is supposed to decide whether a law of the Congress or
an executive order of the President is constitutional or not.

The form of US government is based on the Constitution of September 17, 1787,
adopted after the War of Independence. In December 1791, the Congress adopted
ten amendments to the Constitution, known as the Bill o Rtghts

The Congress of the United States is composed of two houses, the Senate and the
House of Representatives. The Senate represents the states and the House represents
the population according to its distribution among the states. All states have electoral
requirements of the same nature. First of all they are residence requirements.

Through its power over the purse, the US Congress can control much that relates
to foreign policy, also it is a governmental body that determines taxation.

Each of the fifty states of the USA has a constitution patterned afier the federal
Constitution, wzt its divisions of power: legislative, executlve, and judicial.

Ilpoeepvme ceova:

1. What are the main political parties in the USA?
2. When are presidential elections held?

3. What does the Supreme Court consist of:

4. When was the US Constitution adopted:

5. Is the USA the biggest country in the world?

TECTbI
A. Bcmaebme coomeemcmeyrowyio hopmy uHpuHUMUEa 6 caedyroujue

npeonoxeHua:

He speak English well. He must have studied it for a long time.
They are laughing. They must be having a good time

1. Nobody answered the phone. They must out. (go)

2. The line is busy. He must the phone. (use)
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3. You made a long distance call. It must expensive.

(be)

4. | need more money. | should my job. (change)

5. 1got the wrong number. | may incorrectly. (dial)

6. What is he doing? He should the report. (type)

7. Mr Smith didn’t return my call. He might busy. (be)

8. I couldn’t make my call. | must to put a coin in the
slot. (forget)

9. There is somebody in the office. It might Miss
Cooper. (be)

10.You’ve given me a letter. Shall | it? (send)

11.He is out. He must his dinner. (have)

12.There were five of them. It must one of them. (be)

A. Haiioume 6o émopom cmonbue cnoea ¢ npomueono104cHoIM
3HaueHuem (AHMOHUMDBL).
a.dull
b.first
cfar-slllghted
d. irty
e. qulet
f-dangerous
outdoors
f. easy . .
i. correct j. expensive k. ask 1. like m. happy n. slow o. wonderful
Lincorrect
2.interesting
3.terrible
4.last
S.answer
6.near-sighted
Z.unhappy
8.clean
9.indoors

10.difficult
11.safe
12.cheap
13.fast

14.hate
15.noisy

B. Ilocmaeévme npunazamenvHnole 8 CKOOKAx 6 nPasUibHy0 hopmy.

1. Mr Brown is (tall) than Mr Smith.

2. The weather is (fine) today than it was yesterday.
3. Tom is (clever) manager in the company.

4. %y secretary is as (good) as yours.

5. My secretary is (good) than yours.
6. My secretary is (groo ) of the three.
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TPAMMATUKA

IIPEJUIOIH
(PREPOSITIONS)

Ilpeonozu, obo3nauaruwiue OMHOWEHUA, BBIPAICACMbBIE 8 PYCCKOM A3bIKE
naoesicuvimu okonuanuamu: Pooumenwnustit of That was the room of my sister.
Hamenvuwtii to, for She showed a price-list to him. Teopumenwvnutii by, with

The letter was written by a secretary. She was writing it with a
pen.

Ilpeonozu mecma:
on the box in _Ifljont of the box
in the box behind the box
at the box across the street
under the box through the window
over the box between two windows
near the box among the employees
YPOK 4. IIpuovimue ¢ cmpany
109

Ilpeonozu nanpaenenus:

tn tho houco
toward(s)*  the
from tho houco
into the house
nut of the house

off the house
Ilpeonoz epemenu:
on on Sunday since since 6 o'clock
on Mav 1 for for an hour
in in March durino durine the
I." nn hnur I‘lﬂfnlfﬂ hofnro fhﬂ
at at 7 a.m. after after the
hv hv 2 n'clock till till Anrvil
from ... till from 3 till hetwee between I and 2

3anomnue, umo npaguibHoe ynompeoieHue npeoio2oe pemeHu 0CoDEHHO
8AXHCHO OJ1A KOPPEKMHO20 NPOBEOCHUSA 0e/108bIX PA32080P0E!

I'nazonwl ¢ ngedﬂozamu uau HApeyuaAmMu, MEeHAIOWUMU UX 3HAYeHUe
{Prepositional Phrasal Verbs):

ask for bring up call on carry out cheer up count on draw in drive at find out get
away get through give in give up 2o ahead go on go out hand in

RPOCUMb 60CRUMBIGAM b HAGELUAMb 6bINOSIHAMb 0000PUM b .
paccuumosléams 606/1eKaAmb HAMEKAms Y3HAGAMb YOUPAmMvbcsa npoumu,
NPOCKOYUMb COABAMBCA OPOCAMb RPOOBUZAMBCA RPOOOJINCAMb YXO0OUMb
coasamyp (padbomy), epyuams (Oymacu)

3anoanume nponycku npeoaozamu u napeuusamu along, in, near, on,
to, with, into.

Peter has a one-bedroom apartment- a new apartment house. There is a big
window — blue curtains.

There is a thick grey carpet- the floor. —the right hand corner there is a piano. —
the left hand corner there is a sofa. — the wall there is a stereo system. — the wall
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there is a TV-set. In his bedroom there are some bookshelves — the wall. There
are two pictures — his bedroom walls. My sister is playing the piano

now and my brother is listening — her playing. My brother is a pupil. He has a
French class — Tuesday and

Thursday. In which grade is your brother? He is — fifth grade. I am going — the
movies tonight. Would you like to come - ? Thanks. Please take your book — the
desk.

CMMUCOK METOANYECKOW JINTEPATYPbI

1. Hartley B., Viney P._ Streamline English. Destinations. — Oxford
University Press, 1979.

2. Headway. Student's book. Intermediate. — Oxford University Press, 1989.
3. .Naterop B.J., Weis E., Haberfellner E. Business Letters for All
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LESSONS-3-4 3AHATHA 3-4

Arrival

Tembl u cumyayuu: Mpubbimue 6 cmpaHy (MmamoxceHHblii u nacnopmHoiili KOHMpPOAb

8 asponopmy, Ha 80K3dse, pacnucaHue, 20p0AcKoli mpaHcnopm,
Cmpykmypa 0en108020 NuUCbMa, AEKCUKA U mecmbl)

Lenb 3aHAMUA: Pazeumue HaebIKoe ycmHoli pevu u ayoupoeaHus.

’pammamuyeckaa mema: IIPHYACTHE (THE PARTICIPLE

OUANOr
AT THE AIRPORT

Immigration officer:  Your passport, please.
Muktaroy: Here you are.
Immigration officer: What’s the purpose of your visit to London, sir?
Muktarov: It is a business trip.
Immigration officer: How long will you stay here?
Muktaroy: For a month.
Immigration officer:  Your passport is in order. Please go through the customs
in the next room.
Mubktarov: Thank you.

AT THE CUSTOMS HOUSE

Customs officer: It this your luggage, sir? Have you got any things to
declare?

Muktaroy: D’ve got two blocks of cigarettes. Are they liable to duty?
Customs officer: You can have them duty-free.

Muktaroy: Shall I open my suit-case? I’ve only got my personal things
in it.

Customs officer:  No, that won’t be necessary, I’ll just mark it. Have a nice

stay in London, sir.
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AT THE CHECK - IN- DESK

Aida: Can I check in for the flight to Bishkek here?

Clerk: Yes, Mrs. May I have your ticket and passport, please?

Aida: Certainly. Here you are.

Clerk: Will you put your luggage on the scales? Oh, it’s too heavy. You must
pay an extra charge, I’'m afraid.

Aida: D’ll take out a couple of these catalogues then.

Clerk: Can you put the luggage on the scales again, Mrs? It’s all right now.
You may take your ticket and passport and here is your boarding-pass.

Aida: Thanks.

AT THE ENQUIRY - OFFICE

Adams:  Good morning.

Clerk: Good morning, sir.

Adams:  I’ve found out from this time-table that there are several trains to
Glasgow daily.

Clerk: Yes, quite so.

Adams:  Is there a second-class sleeper on the overnight express which leaves
at10. 15 p. m. ?

Clerk: Yes, the train has sleeping accommodation.

Arthur: What time does the train get to Glasgow?

Clerk: It’s due to arrive in Glasgow at 6.30 a. m. It usually runs on time.

AT THE BOOKING — OFFICE

Adams: I’d like three tickets to Glasgow for tomorrow.
Booking-clerk: Which train?

Adams: The20. 25 express.

Booking-clerk: Second class?

Adams: Yes, second-class sleeper.

Booking-clerk: Single or return?

Adams: Three returns tickets, please.

Booking-clerk:  Just a minute. Let me see. Yes, I can give you three berths in
one compartment.
Adams: Thank you.
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Vocabulary.
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Business - KomaHOuUposKa

Passport control — nacnopmHbiili KOHMPOnb
A purpose yenb

A visit -- susum, noceuwjeHue

To visit — nocewjamo

A trip — noe30ka

Order — nopadok

Customs house - mamoxcHAa

To declare - 3aseaame o sewjax

To be liable to duty -nodnexcamb 06a0x3ceHuU0 NOWAUHOU
To be duty-free -He nosnexcameo 06a0x3ceHUIO NOWAUHOU
To open -omkpblieame

A suit-case -yemoOaH

Personal -nuu4Heblii

Necessary -Heobxooumeolli

To mark - ommeyameo

A stay - npebbieaHue

To take — omeo3ume

A centre — yeHmp

A way — nyme, 0opoaa

To impress — eneyamaame

Bright — apKuii

A bus — aemobyc

Traffic — ynuyHoe dsuxceHue

Left-hand — neewliii

To reserve — n1e80CMOPOHHUE 08UMEeHUe
To check — nposepsameo

Single — eOuHcmeeHHblli

Private — yacmmHeoliii

A number — Homep

To fill in — 3anoaHameo

To form - 6naHk

A key — Kniou

To call — 3eams, no3eame

A porter — nopmeoe
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36. A post-office -nouma

37. A postcard — noumosas omkpbimka
38. A stamp —mapka

39. Anenvelope — KoHeepm

40. A slot machine —asmomam

41.  Airmail - asuanouma

42.  Regular — pez2ynapHoilii

43. A parcel — nocvinka

44. A telegram — menezpamma

45.  Ordinary — npocmoli, 06b14HbIl
46. Urgent — cpoyHblii

47.  Express — cKopoblii

48.  Life — »u3Hb

49. To bring — npuHocumeo

50. A report—0oKnao

51. To find — dename doKnad

Speech pattern

It takes me an hour to get to the office. — Mne nyxcen uac, ymoool
0ob6pamebca 0o ogpuca.

HDM6blm1/l€ 6 CMpanry

B Anznuu — neeocmoponnee osurcenue. H3 oouecmeenno2o mpancnopma 6
Jlonoone Bwvt mosceme eocnonvzoeamvca mempo {London Underground),
anexmpuukoui {Docklands Light Railway, unu DLR) — monvko 6 0yonue onu u 00
21:30, xceneznoit oopocou {British Rail) u aemooycom. Ilepevie mpu euoa
mpancnopma 0enamcsa Ha uwiecmp 30H N0 OanbHOCHMU (NOCIEOHAA Wecmasn
exrouaem azponopm Heathrow). Aemoodycnasa cems pazoenena na yemoipe 30Hbl.
Mootcno Kynums npoe3onoii 6unem na ece eudvl mparucnopma {One Day Off
Peak Travel Card), komopbutii oeiicmeumenen ¢ meuenue 00H020 OHA (8 OyOHU ¢
9:30 00 15:30 u c 18:00 0o noaynouu, 6 6vIxoOHble 0e€3 0PAHUYEHUIL).
Cmoumocms €20 paziuyuna 6 3a8UCUMOCHU OM 8PEMEHU OHA U 30Hbl. bunem ¢
00un koney cmoum om £1 oo £2.8, a npoezonoii ounem na ooun oenv — om £2.8
00 £3.8. Ecnu Bovl noxynaeme npoe3onoii 6unem na asmooyc ona 30u 1, 2, 3, 4, mo
Imo o3nauaem, umo Bot moyceme e30umv aemodycom Ha paccmosuue,
Ikeueanenmuoe 1-6 zonam mempo. Bce eocemb 2nagHvIx >ce1e3H000POHCHBIX
60K3a/108 UMEIOM C80I0 CHIAHUUIO MEMPO.

IIpuobpemenue xnceneznoooporcnozo ounema Brit-Rail cpokom na 4-30 oneit
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oaem npaso HA HEOZPAHUUEHHOE KOJIUYeCHE0 N0e300K No 6celi Cmpane uiu
ONPEOeNeHHbIM PeCUOHAM CO CKUOKOU. Aemodycnoe cooduienue mexicoy
20pooamu Oeuieene, 4em no Hcene3Hou oopoze. Aemoodycvl 0CmaHaeIUearoOmcs
MONbKO HA NPEONUCAHHBIX OCHAHOBKAX.

3namenumoimu 10HOOHCKUMU YEPHBIMU MAKCU MOMCHO 80CHOIb308AMbCA HA
10001 ynuye, eciu HA HUX ceemumcsa uHoukamop. Booumenu coarom ouens
cmpozuii IKk3amen noo Hazeanuem The Knowledge, nosmomy Bei mosceme
ooeepameb ux 3HaAHUAM U npogeccuonanvrou noozomoeke. Ilnama 3a npoe3o
yemko 0003Hauena Ha maono, 00vruHO om Imou cymmot oarom 10 % vaeBbix. Bol
OOHapyXUTE Ha JOpOrax TAaKKe MHOrO (PUPM U YACHMHBIX JIUU, OKA3bleAIOUWUX
mpancnopmuwle yciayeu. OHu He 6cez0a 00CMAMOYHO HAOEHCHBL U He 6ce2oa
3Haom 00pozy 6 oot kKoney zopooa. Ilonw3yace ux yciayzamu, 3apanee
02080pume yeHy.

B CIIIA — npasocmoponnee oOsusicenue. Q0uiecmeeHHbll MPAHCROPM
pazeum cnado. B Kpynuwix 20pooax umeemcs mMempo u 60 6cex HACE1eHHbIX
nynkmax — aemoodyc, komopwtii xo0um no pacnucanuro. B CILIA cmoumocmpo
npoesoa 6 oouecmeennom mpancnopme — om 50 yenmoes oo 1 oonnapa. bunem
oelicmeumerieH 6 meveHue yKa3aHHo20 Ha Hem

eépemenu (00viuno 2-2,5 u). Aemodyc ocmanasnueaemcsa Kak Ha 0CMAHOBKAX,
mMaxK u no mpeodosanuro 6 10d6om mecme, 011 3Mo20 Bl 0onsxtcnvt domponymucs
00 wiHypa na Bawem cudenuu.

NATIONAL EXPRESS

National Express operates a daily scheduled network of coarch services to
1200 destinations around Britain.

e All coaches are fitted with washroom/toilet.

e All services are non-smoking.

e Rapid services feature stewardess service, with hot and cold drinks and
snack available.

FARES

Standard Fare Days

Standard fares will apply when travel in either direction is on any Friday
throughout the year, and at certain other peak travel days/periods (e.g.
Christmas, New Year and Easter).

Economy Fare Days

Economy fares apply when travel in either direction is not on a Standard day.

Advance Purchase Fares

You can make further savings on Standard & Economy returns if you book
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your ticket at least 7 days in advance of your outward journey.
DISCOUNTS

e If you are 50 or over, a student or under 25 you can buy a Discount
Coachcard which will give up to 30 % off most normal fares (except advance)
and costs £8 for 1 year or £19 for 3 years.

e Children (15 and under) receive a discount of up to 30 % off the adult fare.

e Up to 2 children travel free with a Family Coachcard (£ 15 for 1 year).

TRAVEL INFORMATION

o Please allow ample time (minimum 1 hour) between coach arrival time and
check in time when travelling to Airports.

e In order to guarantee your seat, holders of open return tickets (i.e. when
the return journey has not been booked) should visit a National Express Agent
to book the return journey as soon as possible.

JIMHTBOKOMMEPYECKUA KOMMEHTAPUI

CTpYKTYpa AENOBOro NnMcCbma
Adpeca 8 AHanuu u AMepuKe umerom cnedyrowuli sud:

Ms J. Simpson

Foreign Rights Manager
Chapman & Hall Ltd.

11 New Fetter Lane
London EC4P 4EE
England

Ms A. Arafel

Product Information
Manager

McCraw-Hill Book Co

1221 Avenue of the
Americas

New York, N.Y. 10020
USA
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Obpamume sHUmMaHue Ha NO4YMoasslili UHOEKC U COKpaweHue Ha3eaHue

wmamoes.

Pazau4vua mexdy 6pumaHCcKUmM U amMepuKaHCKUM cmuaamu

npedcmaeseHsl Ha cnedyrouweli cxeme:

British

ama

(Date)
12"" pecember, 2010
12 December2010
12 Dec. 2010
NMpuBercrBue

(Salutation)
Dear Sir,
Dear Madam,

Dear Mrs. Smith,
For the attention of

Mr. E. Wilson
Dear sirs,

American

December 12, 2010

Dear Sir:

Dear Madam:

Dear Mrs. Smith:
Attention: of Mr. E. Wilson

Gentlemen

KomnanemeHmapHaa KOHUOBKA

(Complimentary Close)

Yours faithfully,
Yours sincerely,

Sincerely yours,
Yours truly.

B nucoemax He donycKkaemca HU KAKUX 2paMmMamuy4ecKux COKpauwieHuli

muna I’m, don’t, we’ve, u m.n. Bce amu cs108a HyX¥HO NUCAMb MNoAHOCMbIO.

dopmam
1. Wanka nucema
2. BHympeHHuii adpec
3. CmpokKa: BHumaHue (He 06s3amenbHoO)
4. flama
5. llpusemcmeue
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6.
7.
8.
9.

Ccoinka

KomnaemeHmapHaa KOHY0BKaA
Moodnucwk, 00aMHOCMb, omoen
MocbinoyHble uHUYUAnbI

10.BnoxceHus

11.konuu

bonbwuHcmeo nucem nuwymca Ha baaHKax, 20e yyce ecmo Ha3eaHue,
adpec, Homepa menegoHo8 hupmbl U nNpoyue 0aHHbIe. Adpec
omnpasumena uH020d cMoUM 8 KOHYe Nnucbmd nocse UMeHU U 00AXHOCMU.
Adpec mozo, kKomy npedHA3Ha4eHo NUCbMoO, pa3meuwjaemca esepxy caeed.
Bknroyaemca e mex cay4aax, Ko20a NUCbMO omnpassaaemca Ha hupmy, mo
adpecosaHo KOMy-mo au4Ho. Yacmo nuwemca Ha KoOHeepme 8 HUXHeM
n1eeom yany.

O6biyHO nuwemcsa cnedyrowum obpasom: March 1, 1995 unv 1 March 1995.

3a npueemcmeuem cmoum 0eoemovue uau 3anamas.

3aumcmeosaHa u3 cayxcebHbix 3anucoK, HO 8 NMUCbMAX UCNOoAb3yemcs
peoko.

ObbiyHble oKoHyaHus: Yours truly*, yours sincerely, Yours faithfully.
Modnucs, pacwudgpoeka nodnucu, 00axHOCMb, adpec caedyom opye ¢
Opy20M 8 CmMpoOKy 8 ieeom aAubo e npasom yanay nucoema. MHo20a nucomo
moxem 66imb NPOOUKMOBAHO OOHUM Yes108eKOM, a NMOONUCAHO Opyaum,
06bI4HO ceKpemapem. Hanpumep, dupekmop, omnpaenffacsL 8
KOMAHOUPOBKY, 0cmasusa Hane4yamamso U noénucams nucbMo ceKpemapio.
B amom cayyae noonuce 6ydem ebi2nademob mak:

Pp Diana Price
David Bradly

Managing Director,

Ide pp (per procurationem, nam.) o3Ha4yaem no doeepeHHocMuU, 3d KO20-

mo

9.

MocblnoYHbIe UHUYUAALI YKA3bI8AIOM HAO meX, Kmo nucan (nepesodusn)
nucoemo u/unu neyaman e20.
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10.Ecnu K nucbmy npuna2aromca Kakue-mo mamepuansi (npelickypaHmol,
peKkaama u 0p.), mo 06 amom ynomuHaemcs nocse nocobiAo0YHbIX
uHuyuanoe.

11.YKa3aHusA Ha adpecamoe Konuu nucoema 0aromcs 8 CAMOM KOHye.

JIMHIBOCTPAHOBEAYECKUN KOMMEHTAPUN

Haanucu u o6basneHus

A3ponopm, mamMoOICHA:

ARRIVALS NPUBbLITUE

BAGGAGE CHECK IN PEFTUCTPALIUA BOTAXKA

BAGGAGE CLAIM MONTYYEHUE BOTAXKA

CART RENTAL END MPOKAT BOTAXHbIX TENEXEK
(LUGGAGE CART AREA)

CHECK IN PEFTUCTPALIUA

FIRST CLASS ONLY TOJIbKO AN19 NACCAXUPOB NEPBOTO

KNTACCA

B 2opode:
ATTENTION BHUMAHME
DO NOT LITTER HE COPUTb
$50 FINE LUTPA® 50 40N
DON’T WALK CTOWTE (Ha cBeTodope)

PRIVATE PROPERTY
BUS STOP

MAUTE (tam »Ke)
JNYHBIE BELLIU (6arax)

EXIT TO BUS ABTOBYCHAAl OCTAHOBKA
ZopoixtHbie ykazamenu:

DETOUR OBbE3/],

NO PASSING OBIOH 3ANPELLEH

RAILROAD CROSSING KENE3HOAOPOXHbIN NEPEE3],

TRAFFIC CIRCLE KONbLUEBOE ABUMEHME
(ROUNDABOUT)

TRAFFIC LINE ABTOMATUCTPA/b

NO PARKING CTOAHKA 3ANPELLEHA

PUBLIC PARKING OBGLLECTBEHHAA CTOAHKA

AUTO REPAIR PEMOHT ABTOMALLUH

CAR WASH MOMKA ABTOMALLIUH
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SLOW. CHILDREN OCTOPOXHO AETU

SPEED LIMIT 55 OrPAHUYMEHUE CKOPOCTHU
55 MUJIb/YAC
TECThbI
1. oe, no Bawemy MHEHUIO, AO/KHbI CTOATb 3TU BbipakeHua: B Havazne (B), 8 KoHue (C)

nMcbMa MU MOryT UCNOb30BaTbca B 06omux caydaax (BC).

a) Feel free to contact

b) Please don’t hesitate

c) Inresponse to

d) Once again

e) Getintouch

f) Atyour earliest convenience
g) Effective from June 15
h) May be able to help you
i) This is to inform you

j) Asyou may recall

k) As soon as possible

1) In accordance with

m) Further to

n) Thank you for

o) Would be appreciated
p) Ienclose

A. 3anonHume nponycku npumsaxcamensbHoiMmu mecmoumeHuamu | unu Il .

1. I have eaten all sandwiches, can | have one of ?

2. Peter has lost pen. Ask Mrs Brown if she will lend him ?

3. Mrand Mrs cooper and a friend of are coming to see us

4. We are going to Paris to stay with a French friend of ?

5. A have had dinner, and Mary has had , So come and have
now.

6. Have you heard from that friend of who went to Athens?

7. We have had lunch. Have you had ?

8. Susan wants to know if you have seen file.

B. 3anoaHume nponycku Hy»cHbIMU c108amu, npueedeHHbIMU 6 CrUCKe:
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Decided travelled flying

Put arrived took
Travel injured found
1 may be faster, but prefer going bytrain.
2. | always wanted to abroad.
3. Last summer | to go to Europe.
4. It was difficult to decide what to in my suitcases.
5 1 a bus to my hotel.
6. The bus at dinner time.
7. 1 my hotel room ready for me.
8. 1 through all the Mediterranean countries that summer without
being

C. Bcmasbme HyxcHble npedno2u u3 npueedeHHbIX 8 CKOBKaAX.

1. I'm going a trip to New York. (on, by, with)

2. | prefer to go sea. (in, by, with)

3. I like travelling a boat (on, with, for)

4. My brother isn’t going me. (on, by, with)

5. He likes to go air. (in, by, for)

6. He prefers travelling plane. (by, for, on)

7. My sister plans to take a trip car. (by, for, on)

8. She enjoys riding a car (by, in, for)

9. My friends plan to travel the train. ( for, on, by)

10. After we arrive, we will go around the city bus. (for, by, to)
11. We enjoy going sight-seeing rides. (on, to, by)

12. We like short rides a bus. (on, by, for)

13. We are planning to go many leisurely walks. (for, by, in)
14. We can see more of the city if we go foot. (on, for, in)

D. Bcmasbme HY)}(Hble npednoeu U Coo3bl U3 npueedeHHblx 8 CI1UcCKe.

Except for up
To by from
On at when
In as with
1. I would like to ask an appointment.
2. | can come any day Thursday.
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3. Please fill this application form.
4. Have you written an employment agency?
5. Were you interviewed Mr Cooper?
6. Did you change your appointment Monday to Tuesday?
7. Did you put your signature this application form?
8. Did you glance the application form before you signed it?
9. Please make an appointment you come.
10. Please lock the office when you leave.
11. Please call before you come; we might not be home.
12. | was forced to cancel my appointment Mr Cooper.
[PAMMATUKA
HNPUYACTHUE
(THE PARTICIPLE)

1. DopmMbl NpuyacTus

Axmuenwtii 3a102 Ilaccuenutii 3a102

being received having been
received
Ipuuacmue I npocmoe  receiving I[Ipuuacmue I nepgpekmnoe
having received

Ilpuuacmue Il —_

Ipuuacmue I npocmoe (akmugHblil_3a7102) 00pazyemcs_nymem npudasgieHus
OKOHYAHUA -ing K UH@UHUmMuUEY 2nazona _0e3 uacmuuwl to: to sell — selling, to
establish — establishing.

Ecnu 2nacon okanuuseaemcsa na nemoe -e, mo npu 00paz06aHuu NPUYACIMUA OHO
onyckaemcs: to eliminate — eliminating, to elaborate — elaborating.

Ecnu 2nazon oxanuusaemca Ha co2nacHyio, ciedylouyio 3a KOpOmKoi yOapHou
2/1ACHOTl, MO IMA CO2NACHAA yosausaemcs: to put — putting, to sit — sitting.

Ecnu 2nazon oxkanuueaemcs na -ie, mo couemanue -ie nepexooum ¢ 0ykey -y: to
tie — tying, to lie — lying.

IHpuuacmue Il _(npuuacmue npouieouie2o _epemenu _— Past _Participle)
HPABUILHBIX 214207108 00PA3Yemcsa mak xHee, KAK U hopma npocmoz2o0 npouteouieco
epemenu npasuibHoix 21azonoe (Past Tense), m.e. nymem npudaeneHus OKOHUAHUSA -
ed ¢ yuemom paoa ocooennocmeit (cm. Ypox 7): to ask — asked, to receive —
received, to apply — applied, to stop — stopped.

Ilpuyacmue Il nenpasuibHblX 21420108 00PA3YemMca pa3IudHbIMU CROCOOamu: 1o
arise — arisen, to buy — bought, to send — sent.

2. Ynompeonenue npuuacmuii
Ilpuuacmue I npocmoe ynompebnsemcsa npu o00pa3oeanuu 6pemMeH pynnovl
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Continuous (cm. Ypok 8). Ilpuuacmue Il (npuuacmue npoweowiezo epemenu) —
npu oopazosanuu epemen cpynnwt Perfect (cm. Ypok 9) u naccusenozo 3anoza (cm.
Ypox 10).

Kpome ykazaunvix @ynkyuii  npuuacmue 1 npocmoe ucnonv3yemca @
NPeooHceHun 01 BLIPANCEHUA OOHOBPEMEHHOCHU  OCUCMBUIl U  MOXMCEm
ynompeonamuoca 6 yHKyuu:

a) 00cmoamenbcmea 6pemMenu, NPUYUHLL U 00paza delicmeus
Studying advertising materials, our manager found out many interesting things.
Not knowing the main principles of the agreement, the director refused to sign it.
He was reading the letter while talking to somebody on the phone.

0) onpeoenenus

Last week my secretary sent you the letter giving the prices for our products.

H3yuan pexnamnvie mamepuansl, HawL MeHeOdIHcep Y3HAT
MHO20 UHMEPECHBIX eeuyell.

He 3nasa 0cno6HbIX NON0MCEHUTI CONAUIEHUS, OUPEKMOD
OmKazaica e20 nOONUCams.

On uuman nucemo, pazeoeapueas ¢ KeMmM-mo no
meneghony.

Ha npowwnoit nedene moit cekpemapv nociana Bam
RUCbMO C UCHAMU HA HAWU U30eUsl.

CMMUCOK METOANYECKOW JINTEPATYPbI

1. Kymapoea M.I. Hoeviii ousnec-annuiickui
(Kypc 0enoeoit nekcuku anznuiickozo A3vika)
— M.: Axanuc, Kapnyco H.A. Anenuiickuii
oenoeou s3vik. — Kuee: MAYII, 1995.

2. Ky JLIO., /Ipyanosa E.A., Xauamypoea
M.D. Anenuiickuit onsa oowenus. — Kuee:
Acmapma, 1995.

3. Naterop B.J., Weis E., Haberfellner E.
Business Letters for All
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LESSONS-5-6 3AHATHA 5-6
BUSINESS DOCUMENTATION

Tembl U cumyayuu: [fenosaa doKymeHmauyusa (pe3rome, memamu4vecKue ca1086d, (hpasol,

denosas nepenucka, mamoxceHHasn deKnapauun , mecmeol U epammamuxa)

Lensb 3aHAMUA: Pazeumue HaebIKo8 ycmHoli pevu u ayoupoeaHus.

rpammamuyeckaa mema: BPEMEHA CONTINUOUS

Pezwome

(Resume)

Tak Ha3zvleaemcsa NUCOMEHHAA c600Ka Bawiux nuunvix, oopazosamenvHvix u
npogheccuonanvhvlx OanHviXx. OHO KAK 0bl NUCLMEHHO NPEOCHMABISACH «HOGAD),
npeonazaemulit 0yoywiemy pavomooamenio. Pe3tome 001cHo 0bimb 0ocmamouno
HOOPOOHBIM, HO KPDAMKUM (0ObIYHO He npeevluiamsb O0OHOI CHPAHUUbLL) U UMEmb
«mosapuwlity euo. Popma ezo docmamouro npouseonvrua. Hanpumep:

John H.M.
38 Park Avenue, Ap. 50
New York, N.Y. 11298
Tel. (312)493-8332

OBJECTIVE SUMMARY

A position as a bookkeeper.

12 years of experience in all routine work in this field. Perfect knowledge of
computers and statistics.

RESPONSIBILITIES Compiled financial reports, balance sheets
and production planning forecasts.

EXPERIENCE

2005-2010 FRISCO DOCKS, Inc.
San Francisco, California.
Deputy Chief of Planning, Commerce Dpt.
In charge of account books, statements, new

ideas in planning.

2010-2012 SAKHA Co, Ltd.
New York.
Accountant. Prepared accounts and balance sheets.

EDUCATION  LONDON SCHOOL OF ECONOMICS
2000-2005 London, Great Britain, Bachelor (Ec).

PERSONAL Arrived in the United States January, 1990.
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British subject. Married, one child.
REFERENCES

Available upon request.

—JINMHBOCTPAHOBELNYECKUA KOMMEHTAPUU —

Huoice npeocmaesnennt evioeprcku uz nyoauxauyui ynueepcumema Cmonu
Bbpyk (CIIIA) 0 mom, Kak éecmu ceds 8 NOUCKAX padonwl.

<DOEs and DON'Ts For Job Seekers
(Ymo HAJIO u umo HE HAJIO oenamb 6 nouckax paoomat

)

e DO learn ahead of time about the company and its product. Do your homework.

DO apply for a job in person.

e[Ipedsapumenvrno noayyume ungopmayuio o gupme u ee cheyuanuzauyuu. Imo
O0yoem Bawie oomauinee 3a0anue.

e Oopawaitmecs 3a padomoi IU4YHO.

YPOK 2 Ycmpoiicmeo na pabomy

51

e DO let as many people as possible know you are "'job hunting."
¢ DO stress your qualification for the job opening.

DO mention any experience you have which is relevant to the job.

o DO talk and think as far as possible about the future rather than the past.
DO indicate, where possible, your stability, attendance record and good safety
experience.

DO assume an air of confidence.

¢ DO approach the employer with respectful dignity.

e DO try to be optimistic in your attitude.

¢ DO maintain your poise and self-control.

e DO try to overcome nervousness and shortness of breath.

¢ DO answer questions honestly.
DO have a good resume.

¢ DO know the importance of getting along with people.
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¢ DO recognice your limitations.

¢ DO make plenty of applications.

¢ DO indicate your flexibility and readiness to learn.
¢ DO be well-groomed and appropriately dressed.

eDON'T keep stressing your need for a job.
eDON'T discuss past experience which has no application to the job situation.

o [lycmb Kak MoxcHO DobuLee YU Tt00ell 3Haem, ymo Bot uweme padomy.
eJloouepkuesaiime, umo Bvli umeeme keanugukayuio, Heo0X00UMy0 011 OAGHHOU
padomot.

eOnumume npuodpemennviiic. Bamu onvim, «Komopwuii Ookazvieaem Bawy
npuU200HOCMb 0713 IMOU padomot.

o] 06opume u oymaiime donvuie 0 Oyoyuiem, uem 0 HPOULIOM.

o] 0e monbko MoscHo, noouepkusaiime Bauy cmadounvnocms, ucnoinume1bHOCHb
U yMeHUue XpaHumos KOMMepPUecKyo mainy.

e [ Ipeononacaiime ammocghepy oosepus.

e [Ipubnusicaiimecs K padbomooamento ¢ y6arcumerbHblM 00CHIOUHCHIBOM.

eCmapaiimeco 0bimp ONMUMUCTOM.

e [Iposenaiime 6vl0epiHcKy U KOHmMpoaupyiime ceos.

eHe nepenuuaitme u 2ogopume cnoKouHo.

eOmeeuaiime Ha 60nPOCHL YECHIHO U NPAMO.

e meitme npu cede xopouiee pesrome.

e He 3a0vi6aiime, umo Opyscecmeennble KOHMAKMyl umelom 00apuioe 3Havenue. .
e [Ipuznasaitme ceou HeOOCMamKu.

o /[enaiime MHO20 3anpocoe.

e [loouepkusaiime Bawy zudkocmo u 20moenocmov yyumuc:.

eCmapaitmeco npouseecmu 6neYyameHue yXO0HCEHHO20 UYel06eKa U 00e6aiimech
COOMEENCHBEHHO CIyUaio.

e HE noouepxueaiime, umo Buvl nyyscoaemecw 6 padbome.
oB ob6cyscoaitme npowinviii onvim, KOMOPbLIL He UMeem OMHOUWEHUA K
KOHKpEemHOou cumyayuu.

e DON'T apologize for your age.
e DON'T be untidy in appearance.

eDON'T display "cocksuredness."”

eDON'T beg for consideration.
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e DON'T mumble or speak with a muffled voice.

e DON'T be one of those who can do everything.

eDON'T hedge in answering questions.

e DON'T express your ideas on compensation, hours, etc. early in the interview.

eDON'T hesitate to fill out applications, give references, take physical examinations
or tests on request.

eDON'T hang around, prolonging the interview, when it should be over.
eDON'T go to an interview without a record of former employment.

eDON'T arrive late and breathless for an interview.
eDON'T be a "know it all” or a person who can't take instructions.
eDON'T isolate yourself from contacts that might help you find a job.

eDON'T feel that the world owes you a living.

e DON'T make claims if you cannot ""deliver" on the job.

eDON'T display a feeling of inferiority.

e DON'T write incorrect information on your CV to make it look better.

e HE uzeunsanumecs 3a ceoii 6o3pacm.

e HE npou3zeooume eneuamiienue HePAUIUBO20 He108€KA.

e HE oemoncmpupyiime cienyro camoyeepeHHoCb

o HE ymonaiime 0 CHUCX03tcOeHUU.

o HE 2060pume npuzinyuieHHbIM 20710COM UTU HEGHAMHO.

o HE 0yovme 00num u3 mex, Kmo moicem 0eiamsp 6ce.

e HE yknounaitmeco om npamozo omeema Ha 60nPOCHL.

e HE 3ampazusaiime 60npocst OMHOCUMETbHO 3aPNIampl, pado4ezo 6pemeHu u m.o.
6 CaMom Hauane paz2oeopa.

oHE koneobnace, 3anonusaiime aHkemul, npe0oCmaegiAime om3wulevl, blNOIHAIIME
¢uzuueckue u opyzue mecmot no npocvoe padomooamens.

o HE 3am=azueaiime unmepev1o UCKycCmeeHHo, K020a OHO 00IHCHO 3aKOHYUMbCA.
oHE npuxooume na cobecedosanue 0e3 peKOMEHOAUUIl C NPeObLIOYWUX MeChl
padomot.

e HE npuxooume na cobecedosanue no30H0 U 3anbiXaguiuch.

o HE 6yovme «6ce3HAUIKOID) WU Yel08EKOM, KOMOPbIIL He NPU3HACH! COBEHI06.

o HE u3becaitme KoHmakmos, Komopbuie mo2nu 66l nomo4s Bam naitmu paoomy.

e HE cuumaiime, umo 6ecv mup necem 3a Bac omeemcmeennocme.

e HFE sxcanyiumecsw, echu Bam ne yoanoce «3asoesamu)» padomy.
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e HE oemoncmpupyiime uy6cmeo npuHUNCEHHOCMU.

oHE exnwouaiime ¢ ceoe CV noxcuvie ceedenusn, umodvl npeocmasumo cedsa 6
Jyuuiem ceeme.

Cnucok 0CHOBHBIX COKDAUWICHUIL, UCNOIb3YEMDBIX 8 010801
KoppecnoHnoenuuu:

A/C, a/c, ace. (account current) — meKyujuii cuem

adsd (addressed) — aopecosano

adse (addressee) — aopecam, nonyuamens

ad (advertisement) — pexiiamnoe oovaeseHue (MHOXMcC. wucio—ads)

a.m. (ante meridiem) — 0o nonyous (cm. Ypok 1)

app. (appendix) — npunoxcenue

Attn. (attention) — enumanuio (K020-1u60)

B/E, B.E., b.e. (bill of exchange) — nepeeoonoii eexceib, mpamma

B/L, b/1, B.L., b.l. (bill of lading) — xonocamenm

ee, ee (copies) — yKazanue Ha aopecamos KOnuii NUCbma

CEO (chief executive officer) — ucnonnumenvnulii Oupekmop

cf. (confer) — cpasnume

Co. (company) — Komnanus

contr. (contract) — KOoHmpaxm

Corp. (corporation) — Kopnopayus

cur. 1. (currency) — eanioma; 2. (current) — mexKyuiuil

CV (curriculum vitae) — Kpamkas ouozpaghus

dd 1. (dated) — oamupoeannwuii; 2. (delivered) — 0ocmaenennbwiii

Dep., Dept. (department) — 1. — omoein; 2. — munucmepcmeo

doc. (document) — ooxymenmut (Mnodc. uucio — docs.)

doz., dz. (dozen) — oworcuna

eaon (except as otherwise noted) — eciu He yKa3ano uHaue

e.g. (exempli gratia, nam.) — nanpumep

enc, encl. (enclosed, enclosure) — enoxcennwit, npunacaemolii, 610X4ceHUe,
npuoycenue (K nucomy u m. n.)

exc, excl. (except, excluding, exception, exclusion) — uckniouasn, uckniouenue

expn (expiration) — ucmeueHue (cpoxa)

fig. (figure) — 1. — yughpa; 2. — pucynok, cxema

FY (fiscal year) — ¢punancoswtii 200

h.a. (hoc anno, r1am.) — ¢ mekyuwiem 200y
hf. (half) — nonosuna
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H.Q., HQ, h.q. (headquaters) — znasnoe ynpaesienue (Komnanuu, opeanuzayuiu)

id. (idem, nam.) — mom jce

i.e., ie (id est, nam.) — mo ecmo

inc., inch (including) — exniouasn

Inc., inc. (incorporated) — 3apezucmpupogannnvlii Kaxk 0puoudecKoe Jauyo
(kopnopauus)

OENNIOBAA KOPPECNOHAEHUUA -business correspondence

®dpa3sbl

1. Bol nony4yunu Haw 3anpoc, a nocmasky...? —have you received our enquiry for
the delivery of...?

-CmaHKos (Momopos)- machine- tools(motors)
- Komaoes- boilers

2. Mbl BHUMamenbHO e20 U3y4unu u Moxcem npeodsioumes Hoseliwyio
modoense...

We have considered it carefully and can offer you our latest model...

3. Hadeemcsa, ymo oHa omeeyaem Hawum mpeboesaHuam. We hope it meets
your requirements/

4. B yesnom oHO npuemsnemo, HO Mbl He Co27dcCHbI C... on the whole it’s
acceptable but we can’t agree to your...

- saweli yeHoli- price

-ycnosusamMmu naamexca- terms of payment

-nepuodom nocmasku- delivery period

-Ycnosuem nocmaeku- terms of period

5. y Hac ecmb psaod 3ameyvaHuli no ... -We have a few remarks to make on...

-Hekomopbsim cmamoeam obuwjux ycnosuii KoHmpakma- some clauses of the
general conditions

-CpoKy delicmeusa KoHmpakma- the term of contact of the contact
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6.MMpowy eac...- We ask you...
-U3noxncume swu 3amevaHusa-to make your comments
-Ewe pa3 uszyyums sawy npocbby- to consider our request once again

7.Mbi8 npuHyune cozaacHeli C... - in principle we agree with

lpoesedeHue mop2oe — TENDERING.

1.cnosa
1. dokymeHmayus- documentation
2.3aKa3 - bid, order
3.3asaekKa- tender, bidding
4.nownuHa- dues, duties
5.nnamume nownuHy- pay duties
6.meHOep- tender
7.mopezu- tender, bid, bidding
8.KOHKypeHmHble mopau- competitive bidding
9.mex0yHapoOHblie mopeau- international bidding
10.eblu2pame mopeu- wins a tender
11.yyacmHuk mopezoe- tendered, bidden
12.cpopmansvHocme- formalities
13.mecmHolie popmansvHocmu- local formalities
14.Ha3Hayamb mopeau- invite tenders for
15.06vsA81a9mb mopzau- call for tenders
16.uzseewyams 0 mopzax- announcement about tenders
17.3aKpbimbie mopau- scaled bid
18.omkpbimsie mopeau- advertised biding
19. pecucmpayus- registration

20. pacxo0bl no pecucmpayuu- registration charges
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2 ®pasei

1.Bol yxce nod2omoesunu npednoxceHue?- Have you prepared your bid?
2.MbiI nodzomosunu...- We have prepared...

-anbmepHamueHoe npeodaoxceHue- an have bid
-KOHKypeHmocnocobHoe npedaoxceHue- a competitive bid
-npedaoxceHue no camoli HU3Koli yeHe- the lowest tender

3.Kakue nownuHel HOM npudemcsa 3anaamums ?- what dues we to pay?
-pe2ucmpayuoHHble- registration dues

4.Bbl ebiuzpanu meHoep, He mak au?- You we the tender, haven’t you?

5.Peaucmpayusa yuacmHuKoe mop2o8 yxce Havyanace.- The registration of
bidders has already begun.

6.BbI uszyvunu meHoepHyro 0okymeHmayuto ?- Have you studied the tender
documents ?

7.9mom npoekm Hac 3auHmepecyem- We may be interested in this project.
8.Bcé amo omkpbimebiii meHOep.- Everybody can, this is an advertised bidding.

9.Ko20a Hac 6ydym peaucmpuposameb KaK y4acmHuUKoe mopaoe?- When shall
we be registered as bidders?

10.kakaa oKoHYamenvHaa dama nooayu 3aa8ku?- When is the send all the
data?

11.Ko20a mbl 0omicHbI npucaame ece 0aHHble?- When must we send all the
data?

12.3a HecKonbKo OHeli 00 OKOHYaHUA Npuema 3aa60K. Several days before the
bidding.

CompyOHuU4Yecmeo ¢ aceHmckumu pupmamu. Doing business
through agents.

Cnosa.

1 AeeHm- agent
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2 leHepanoHbIli azeHm — general agent

3 mopezosvliii aczeHm- commercial agent

4 aceHmMcKue coznaweHus- agency agreement

5 so3HazpaxcdeHue cmasKa- remuneration, commission, rate
6 ducmpubbromop- distributor

7 3anpodaxa- sale

8 3ampam- expense

9 kKamnaHua- campaign

10 knueHm- customer, orient

11 KoHcu2HaHmM- consignor

12 HeKOHKYypeHmMHocmeo- non-competitiveness

13 Heynaama yeHsi- non-payment

14 06v€ém ycnye- amount of services

15 nokynHas yeHa- purchase price

16 pacxoo- charge

17 pabouas modens- working model

18peknamHsbiii mamepuan- publicity material- advertising material
19 c6bim- sale

20 cybazeHm- subagent

21 yeHa coenku- price of transaction, sale price

®dpasbi

-Bbl nony4unu Haw npoekm a2eHMmMcKoz20 coasnauweHus?- have you received
our draft agency agreement?

-Aa, npakmuyecku 20moebl, noonucame e2o- Yes,and we are ready to sign it.
-Bac ycmpaueaem pasmep KOMUCCUOHHbIX?- Does the commission rate suit
you?

-Kakoebl 06a3aHHOCcmu azeHmckoli pupmei?- What is the obligations o the
Agents?

-9mo MoHononbHoe azeHMcKoe coanaweHue?- Is this a sole agency
agreement?
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-Moxcem nu 3aKa34yuK (KaueHm) He ynaamumeo 3d NPoOaHHbIl ---
A2eHmcmeom moeap?- Is it possible that the Customer may fail to pay for
the goods sold through the Agents?

-A2eHm nNpoeodum KOMNAHUIo no peKaame 3a ceoli cuem?- do the Agents
run a publicity campaign of their expense?

-Kakue omyemeol nocbinaem azeHm lpuHyunany?- What accounts do the
Agents send the Principals?

3anpodaxca nuueH3uli, Hoy-xay, UH3cuHupuHe. SALE OF
LICENCES, KNOW- HOW, ENGINEERING.

Cnoea.
1 aemopcKoe npaeo- copyright
2 asmopckoe caudemenbcmeo- certificate of authorship
3 3akoH 0 nameHmax- patent law
4 uzobpemamenes- inventor
5 aemop uzobpemerus- author of invention
6 UHXCUHUpUH2- engineering
7 6a3ucHblii uH#UHUpPUH2- basic engineering
8 npodaxca uHncuHupuHaa- sale of engineering
9 komnaHua- Company
10 KoHKypeHm- competitor
11 KoHYyepH- concern
12 nuyeH3us- licensee
13 nuyeH3uoHHoOe coznaweHue- licensee agreement
14 Hoy-xay- know- how
15 HesanameHmMoeaHHoe Hoy-xay- unpatented know- how
16 obwee Hoy-xay- general know- how
17 mexHu4ecKoe Hoy-xay- technical know- how
18 Hoy-xay nuyeH3uapa- licensor’s know- how

19 npodasame Hoy-xay- transfer know- how
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20 onsim-experiences

21 omkpbimue- discovery

22 npubvbine- profit

23 npoodyKyus- products produce
24 coaemop- join authorship

25 ¢pupma- firm, company, agency

26 s3kcnepmu3sa- examination, examining.

Ppasobi

1.Ymo exo0um 8 nuyeH3uoHHoe coznauweHue?-What does a license
agreement cover?

2.B nuyeH3uoHHoe coznauieHue exooum nepeodaya...- A license
agreement includes the transfer of...

3-nameHmHo20 npaesa- patent right
-mexHu4YecKoz0 onbim- technical experience
3. 4Ymo makoe Hoy- xay?- What is know- how

4. 3mo KomnaeKc 3HaHuUli U onbima, Heobxo0umbix 0719 0C80EHUSA
«cekpema» npoussoocmea- This is a set of knowledge and experience to
master the “secret” of production.

5. Moyemy ebl HeOXOMHO NameHmMyeme ceou uzobpemeHusa? — Why are you
unwilling your inventions?

6. Mol npednoyumaem npodasame ux 8 sude Hoy- xay- We prefer to sell
them as know- how.

7. Ymo ykasvieaemcsa e nameHme?- What does a patent list?
8. B Hem yka3vieaemcs... It list the..

9. B Kakom cay4yae evidaemcs... ?- priority of invention...?
-aemopcKoe caudemenbcmaeo- copyright certificate
-UyeH3UoHHble 0oKymeHmol- license documents

10. Mol xomenu 661 nonyyume... nuyeH3uio- We would like to obtain...
license

-umnopmHyro- an import
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-nameHmMHyo- a patent

-3KCnopmHyto- an export

11. Mol moxcem npedocmasume eam...- We can grant you...
-UCKnr4YumernoHoe npaeo- an exclusive right
-MOHOMNonbHOeE npaeo- an sole right

-nameHmMHoe npaeo- a patent right

-npomolwneHHoe npaso- an industrial right

OBPA3LIbI AE/1I0BbIX MAUCEM.

Mepenucka no sonpocam ueHbl KOHMpakKkma.-business
correspondence

Yeaxcaemeoie 2ocnooa.

bnazodapum Bac 3a KOHKypeHmMHble mamepuansi, nepedaHHblie Ham 20 mas
20052. Bawum npedcmasumesnem 0715 NOBMOPHO20 PACCMOMPEHUSA UYeHbl,
Komopyo 8bl cdiumaeme 3a8biwieHHoU Ha 20% .

Mol mwamenbHO u3y4uau 3mu mamepuassl U NPUWAU K 3aKAI04eHUI0, Ymo He
mMoxcem ydoesnemeopume eawy npocoby o cHU3@ceHuU yeHol Ha obopydosaHue u
mamepuansl, npedycmMmompeHHble 8 NpoeKme KOHmMpaxkm.

Mol caumaem, Ymo npeodnoxieHHble HaMU YeHbl HAX00MCA HA YPOBHE UEH,
YKa30aHHbIX 8 nepedaHHbIX Bamu mamepuanax.

Mpbi1 06583yemca nocmasums ob6opydoeaHue u mamepuadnasl 8 mevyeHuu 30
mecayes c 0amol NOONUCAHUA KOHMPAKmMa.

Beudy ebiwe u310%#eHH020, Mbl cHUMaem Hawy yeHy enosHe pa3ymHoli.
Hadeemcsa, ymo Hawe npednoxceHue 3auHmepecyem Bac.

C ysaxceHuem.

Correspondence relating to prices.

Dear Sirs.

We thank you for the competitors materials handed over to us by our
representative on May 20 2005 year with the view to our revising the price with
you find overestimated by 20%.
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We have carefully studied the materials and come to the conclusion that we
cannot meet your request to reduce the price of the equipment and materials
indicated in our Draft Contract.

We belie that our price is much the same as the prices stated in the materials
yow give us.

We undertake to deliver the equipment and materials within 30 month, of the
date of signing the contract.

In view of the above we feel certain that our price is quite reasonable. We hope
you will see a real opportunity in our proposal.

lMepenucka no sonpocam compyoHU4Yecmea ¢ a2eHmMCKUMU
chupmamu.

Yeaxcaemebie 2ocnooda.

B omeem Ha Bawy menezpammy, om 18 mas 2005 200a mbl npocum eac
U38UHUMb HAC, 30 HEe KOMOpPYI0 3a0epPXHKy C OmeemomM Ha NUCbMo om 5 anpens
2005 200a c npunoxceHuem cocmaessieHHo20 Bamu npoekma a2zeHMcKo20
co2naweHus.

Mol mwamenbHO u3y4uau Baw npoekm u, K coxcaneHuro, 00axcHbl coobujume,
4YMo Mbl He MOXeM MPUHAMb PedaKyuro HEKOMopbiX MYHKMOS, YKA3aHHbIX 6
Bawem npoekme a2eHMCK020 co2nauweHus.

Mbi npocum Bac npuHame K ceedeHuto, Ymo mbl xomesnu 6bl, ymobbi
06430HHOCMb A2€HMO08 8K/MI0YUAU He MO/bKO U3bICKAHUe 0718 HAWUX 3aKa308
U OKa3aHue codelicmeuu npu yyacmuu Haweli gpupmbl 8 mopzax, o6vasnaemoix
8 Baweli cmpaHe, HO Ymobbl TOCMOAHHO UHGOPMUPOBAsA HAC O COOMHOWeHUU
pPbIHKA 8 CMpaHe U 0p2aHU308as WUPOKYIO KOMINAHUK Hawe20 060pydoeaHus.

Hadeemcsa, ymo amu npeodnoxceHus U UsmeHeHUs He cmpemsam 8038pauwjeHus
¢ Baweli cmopoHbl.

C yeaxceHuem.

Correspondence on doing business thought agents.

Dear Sirs.

In reply to our of May 18 2005 year, we are offering apologies for the delay in
sending to your letter of April 5, 2005 year, with your draft agency agreement
enclosed.
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We hove carefully studied the draft are sorry to have to have to tell you that we
are unable to accept some of the articles as they are worded in the present
draft.

Will you please note that we would like your obligation to include not only
obtaining orders for us and providing assistance in arranging our participation
in tenders invited in your country:

We also would like you to keep us informed of your country’s market condition
and run a wide publicity campaign of our equipment.

We trust the above suggestions and alternations will be found acceptable.
Your faith fully.

lMepenucKu no sonpocam 3anpooaxc nuyeH3uli, Hoy- xay,
UHXCUHUPUHZA.

Yeaxcaemeoie 2ocnooa.

Mbi1 noayyunu eawe nucomo om 2 mapma 2005 200a ¢ npocbboli nocmasume
obopydoeaHue 01 Xumu4yecKko20 3ae00a.

Mol paccmompenu Bawy npoceby u coobwaem, Ymo Mmbl 20moebsl nposecmu
nepez2oeopbsi Mo OaHHOMY 80MpPocy, 00HO8PEMEHHO Mbl xomenu bl obpamumeo
Bawe sHUMaHuUe Ha Mo, Ymo Hawa ¢pupma ocyuw,ecmesnsaem npooaxcy
AUYyeH3uu Ha nepedayy Hoy- Xxay Komopbie conymcmeyom rnocmaexkam
KomnaeKmHoz20 06opydoeaHus.

3ma ¢popma compydHuyecmea, KK Bbl 3Haeme, WuUpoKo NpakmuKyemcs eo
ecem mupe. B 0o2oeope Ha nepedayy HOy- xay Mbl 2apaHmupyem rnosay4yeHue
AuyeH3uamom oonoaHuUmenvHol npubblau u 8binycK NPooyKyUU 8bICOKO20
Kayecmea 8 coomeemcmeuu ¢ mexHu4ecKu cneyuguKkayuamu.

Ecnu eac 3auHmepecyem Hawe npeodaoxceHue, Mbl IOCMAsuUM mamepuansl 043
nameHmMoeaHusA ¢ yuemom mpeboeaHuu eauie2o NnameHmMHo20 6edoMmcmad.

B oxcudaHuu sawez20 omeema,

C yesaxceHuem.

Correspondence on the sale of licenses, know- how, engineering.

Dear Sirs,

We have received your letter of March 2 2005 year, with the request to deliver
equipment for a chemical plant.
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We have considered your request and unite to inform you that we are ready to
negotiate the mailer. A of the same time we would like to draw your attention
to the fact that our company sells licenses on know- how which go along with
deliveries of complete equipment.

As you know these lines of cooperation are widely used all over the world. In the
agreement on the transfer of know- how we guarantee additional profit for a
licensee and output of producer of high quality, in accordance with technical
specifications.

If you find our often of some interest we shall prepare materials for patenting
taking info account the requirement of your patent office.

A waiting your reply,

Yours faithfully...

OBPA3ELL 3ANOJIHEHUA TAMOEHHbIX JEKNAPALIUNA.

Customs Declaration

Full
name

Citizenship

Arriving from

Country of destination

Purpose of visit

(Business, tourism, private, etc.)
My luggage (including hard luggage) submitted for Customs inspection

My luggage (including hand luggage) submitted for Customs inspection
Consists of peaces..

With me and in my luggage I have:
1. Weapons of all descriptions and ammunition
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1. Narcotics and appliances for the use there

of

1. Antiques and objects of art (paintings, drawings, icons, sculptures,
etc.)

1V. U.S.S.R. rubles, U S S R. State Loan bonds, Soviet lottery
tickets

Iv.  Currency other than Russian rubles Kyﬁyz soms (bank nogtes, exchequer
bills, coins), payment voucher (cheques, bills, letters of credit, etc.), securities
(shares, bonds, e'tc,) in foreign currencies, precious metals, (gold, silyer,
platinum, metals of plafinum group) in any form'' or condition, crude and
processed natural precious stones ((diamonds, brilliants, rubies, emeralds,
sapphires and peatls), jewelry and other articles made of precious metals and
precious stones, and scrap thereof, as well as property papers:

Description Amount/quantity. For official use
in figures in words
US Dollars
Pounds Sterling

French Francs

Deutschemarks

Russian rubles

Kyrgyz soms

V. Russian rubles, other currency, payment vouchers, valuables and
any objects belonging to other
persons

I am aware that, in addition t9 the objects listed in the Customs Declaration, I
must submit for inspection: printed matter, manuscripts, films, video- and sound
recordings, postage stamps, pictorial matter, etc., as well as items-not for
personal use.

I also declare that my luggage sent separately consistsof peaces.
(Date) 2011
(signed)
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TamoxceHHasa 0eKnapayusa

damunusa, umsa, omyecmeso

FpaxcdaHcmeo

N3 Kakoli cmpaHbl npubbin

B KaKyro cmpaHy cnedyem

Llenob noe3dku(fenosas, mypusm, AUMHAA u m.
n.) Moli 6azaxc, kn4an pyvyHyro Kaaodb,

npeodvAsaaemolli 019 MamMoxeHH020 KOHMpOsf, cocmoum u3
mecm.

Mpu mHe u 8 moem 6azaxce umeemcsa:

L Oé)yofcue ecsaKoe u 6oenpunacol
1I. Hapxomuku u npucnocooienus 07 ux ynompeoaeHus

1. Ilpeomemvt cmapunvt u uckyccmea [KapmuHvl, PUCYHKU, UKOHDL,
CKYJIbnmypul U
. "

Apyeasa eanoma [Kpome coeemcKux pybaaeii] , [6aHkHOM®bI, Ka3HavyelicKue

6unemoi, MOHemMbl], naamexHolie 00OKymeHmMbl [UeKu, eeKkcens, aKKpeoumuasbl
u dpyaue] ¢poHOo08bIE yeHHOCMU [aKyuu, obauzayuu u dpyaue] 8 UHOCMPAHHOU
sasome, OpazoyeHHblie memannsi [3010mo, cepebpo, nanamuHa, memannol
naamuHoeoli 2pynnvi] 8 Al06om eude U COCMOAHUU, NPUPOOHbIe Opa2oyeHHbIe
KamHu 8 ceipom" u- obpabomaHHom eude [anma3sbl, 6punauaHmel, pybuHei,
u3ympyoesl, cangupsi, a makxce xemyyz], roeeaupHoie u opyaue bbimosvie
u3denusn u3 Opa2oyeHHbIX Memansanoe u Opa2oyeHHbIX KamHel u 10M MaKux
u3denuli, a makxe umyuecmeeHHble 00OKyMeHmMbl.

Haumenosanue Konuuecmeo Ommemku mamodrcnu
Hudpamu Ilponucwero

Honnapur CLIIA

Dynmol cmepaunzu

Dpanyysckue gppanku
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Mapku I'J[P

Poccuiickue pyonu

VI MpuHxadnexcawjue opy2um auyam coeemckue pybau, opyzas eaaoma,
naamexcHole 00OKyMeHmMbl, YeHHocmu u nbeoie
0oKymeHmuvl MHe uszeecmHo, Ymo Hapaody ¢

npedmemamu, NOUMeEHOBAHHbIMU 8 OeKaapayuu, nodsexcam obazamenbHomy
npeovAsaeHUIO 0719 KOHMPOAA: Npou3eedeHusa neyamu, pyKonucu,
KUHOghomonneHKu, eaudeo. U 36yKo3anucu, noYymoebie MAapKuU,
u3zobpasumenvHbie Mamepuasasl U m. n. PABHO KaK npedmemeol 0414 AUYHO20
nosb308aHusA. Takx3ce 3a186a410, YUMo omoesnibHO om MeHsA cnedyem

npuHadnexawuli mHe bazaxc 8 Konuyecmee mecm.
2011__ .. noonuce enadensvya py4yHoli Knaou u bazaxca
SPEECH EXERCISES

Ex. 1. a) Read the dialogue.

Remember: to visit — nocewame

l]ife |Laif] srcuzne
to bring [brig] — npunocums, omnocumao

My and Mrs Taylor and their two sons and a daughter have arrived in New
York for a few days. The Taylors have never been there before and they decided
visit New York to see the life of this big city, its parks; beautiful houses, cinemas
and other places. Now they are at the reception- desk at the Hilton Hotel.

Receptionist: __ Good evening; sir.

Taylor: Good evening. My name is Taylor.

Receptionist:  Oh yes, sir. I've got your letter here. We have three rooms for
you. Two double rooms and a . - single room with baths. You are staying with
us for a week, Mr Taylor, aren't you?

Taylor: Yes, we'll be here till Thursday afternoon.

Receptionist: Please, fill in the forms.
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Taylor:  Sure. Which floor are the rooms on?
Receptionist: The second floor. I hope you'll like them. They are very quiet.
You've got telephones and television-sets in the rooms. Here are the keys to
your rooms. You can see the lift on your left. The porter will take your luggage
upstairs:

Taylor: Where is the breakfast room?
Receptionist: On the ground floor.
Taylor: I see. Oh, will you please phone us tomorrow morning at 7 o'clock.

We would like to have early morning tea,,

Receptionist: Very well. The maidl will bring it to your room.
Taylor: Thank you.

Answer the following questions:

1. Is it always necessary to go through the Customs when you go to a foreign
country?

2. What does a customs officer usually ask passengers to do when they come
up to his desk?

What things are liable to duty?

Do you always stay at a hotel when you go on business?
When and where did you last stay at a hotel?

What was the name of the hotel?

What kind of accommodation did you have?

What did you write in a form when you arrived at the hotel?
Did you enjoy your stay at this hotel? Why?

NS KN W

10. Why do people usually go to post-offices?

11. What can people buy at post-offices?

12.In what case do people send urgent telegrams?

13. What can you buy from a slot-machine in our country?

TECTbI

A. 3anonnume nponycku, 6cmaesug nOOX00AuLYIo o cmulciy ghopmy 2nazona (Past
Simple Present Perfect)

11 English since 1991. (to study)

2. We English at school, (to study)

3. From 1991 to 1992 Jim _as a customs officer, (to
work)

4. He three hours ago and yet. (to go

out, to return)
5. When he was a sales representative, he twelve
hours a day. (to work)
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6.1 very busy all this week, (to be)

7. How many pages  you ? (to read)
8. How much you at your last job? (to
get)

9. Where all the managers 2 (to go)
10.1 home at 5 o'clock yesterday, 50 £20)

11 Last summer Jim and Jane to the conference in

New-York together, (to travel)

12, He his work yet and is not ready to go with
us. (not to finish)

B. Bcmagvme 6 npeonosicenuss OOX00auue no CMbICy C106d U3 RPUGECOCHHO20

HuUuJce cCnucka.

after since many
long before never
of yet

b
already thyis morning ever

1. Have you discussed the terms of delivery ?

2. They've discussed the terms of payment.
3. I've been to Kiev.

4. I haven't seen the Director

5. Have you been to Moscow?

6. I'll have finished my work 6 o'clock.

7. Jane had completed the report Xou left.

8. How have you been here:

9. We have received your letter 18th November.
10.1 have known Jane 1961.

11. How _ orders have you received mis month?
12. they had finished their work, they went home.

TPAMMATUYECKUA KOMMEHTAPUN!

BPEMEHA CONTINUOUS
(CONTINUOUS TENSES)

Bpemena Continuous oopasywmca npu nomouqu 2nazona to be 6

coomeemcmeyrouiem epemenu u -ing ghopmut {Participle I) cmuvicnosozo
2nazona.

I am operating the computer.

They are not operating the
computer. Are you operating the computer?

— Yes, lam. Ho ne Yes, I'm. Is Robert listening to you at
the moment? No, he is not

unu No, he isn't.

A pabomaio na Komnvromepe (6 OaHHbLIL MOMERM).
OHnu ne pabomarom na komnviomepe (ceiuac).
But pabomaeme na komnviomepe? — /la.

Cnywaem nu Bac cetiuac Pooepm? — Hem.

Bce epemena Continuous nepedarom uoeio oeiicmeus 6 pazeumui, yKazpléas Ha

mo, Ymo mo Oelicmeue HOCUM 6PEeMeHHbIIL XapaKmep.
I can't write the letter right
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now. I am answering the

phone. John is a sales agent. He is
‘working overtime now to

save up for a car.

Cpaenum:

Usually I answer the phone in .
our company. John works as a sales asient.

A ne mozym ceituac Hanucamp nucemo. A omeeuaro no mefleqbo%v.

Jicon —mopeoswuit acenm. On pabomaem ceepxypouHo, Ymoodvl CKORUmMb OCHb2U
HA A6MOMOOUTD.

O06b1uno 51 omeeuaro Ha 360nNK 6 Hauiel pupme.
/[icon pabomaem mopzoevim azeHmoM.

Mocmaebme 2na201b1 8 cKobKax _Present Simple unu e Present

Continuous Tense

Be quiet, please. We (work) at the translation and you (make)a lot of
noise. He always (go) for a walk in the evening. Where is Jack? _ he
(meet) his girlfriend at the station. She (come) at 12 o clock. She (cry).
Is something wrong? In the morning | (have) little time, so | (take) a
shower in the evening. A decade (describe) a period of ten years. Her
brother (work) in Canada at present. She always (dream) but(do)
nothing to realize her dreams. He (be) so suspicious to me at the
moment. | wonder why. Hurry up, Jane! We all (wait) for you. The
children are still ill but they(get) better gradually. We must buy new
plates._ It1ls useless. You always (break) plates.

CMMMCOK METOANYECKOW JINTEPATYPbI

1. Kymaposa M.I. Hoebui oOusnec-anenuiickuii 1/91(' PC. 0€1060I _ JIEKCUKU
anznuiickoeo azvika) — M.: Axanuc, Kapnyce U.A. Anenuiickuii oenoeoii
azvik. — Kuee: MAYII, 1995. L

2. Kyawuw JLIO., /Ilpyanoea E.A., Xauamyposa M.®D. Anznuiickuii 011 odouenus.
—Kuee: Acmapma, 1995. .

3. Naterop B.J., Weis E., Haberfellner E. Business Letters
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BH3HEC-KYPC
AHTJIHHCKOI O S3bIKA

Memoouueckoe ykazanue 0151 cmyoenmos 2 Kypca

IKOHOMUUECKO20 HANPABICHUSL OUHO20 U 3A0UHO20 OMOCICHUIL, UYUAIOUIUX

Ou3Hec an2IuiCKul

Cocmasumens: u.o.0oyeHma AKMATOBA 4.M.

Tex.penakrop Kypmananuee b.K.

Toxamucano k medatu 18.04.201 1. ®opmar Gymaru 60x84 /6.
bymara odc. Ileuats odc. O6bem 3,5 m.a. Tupax 25 k3.

r.bumikek, yi, Cyxomnunona, 20. UL “Texaux” KI'TY, T.: 54-29-43

E-mail: beknur@mail.ru
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