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Yuebnoe mnocoobme mo Y| CI.02 HMuocTpanHBI S3bIK B NpodeccuoHaIbHOM
JEeATEIBbHOCTH MO pazjeny «OCHOBBI AEIOBOrO OOIICHUS» i oOydarommxcsa 2-4
KypcoB st crnenuanbHocTH 09.02.01 KoMIbIOTEpHBIE CUCTEMBI M KOMILJIEKCHI
I'BIIOY «OHT», 2025 rr. — 75C. COAEPKUT OCHOBHBIC MpaBUIa BEACHUS JEIOBOM
Oecenpl, TIEPETOBOPOB, JIEIOBON KOPPECMOHACHIIMM C IMMapTHEPaMHU, COCTABIICHUS
KOHTPAKTOB, 0(pOPMJIICHUS 3aKa30B, MO3/IPaBICHUS TAPTHEPOB U Jp. HA AHTJIMHCKOM
s3pike. B YueOHoe mocoOue BKIIOUEHBI MPAKTUYECKUE 3aJaHus, MUChMEHHBIC
mTammbl, o0pasibl MHCEM, Telerpamm, mo3apasienuil. [locoOue paccumTano Ha
JTONEH,  BIQNCIOMIUX  AHTJIMACKUM  SI3BIKOM B 00BEME  MPOTPaMMBI
0011e00pa30BaTEIbHON IIKOJBI, MOXET OBITh HCIOJB30BAHO [JISi TOATOTOBKU
KBaJIU(DUITMPOBAHHBIX CIEIUAIIMCTOB CPEIHETO 3BeHa. PEeKOMEH10BaHO /1Jis THEBHOM,
3a0YHOM M JUCTAHIIMOHHOW (PopMam O0OydeHHsS CTYJEHTOB, a TaKKe MOXET ObITh
HCIIOJIb30BAHO CIIYKEOHBIM MEPCOHATIOM, 3aHSITHIM B chepe JAeI0npor3BOACTRA.
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BBE/IEHUE

[Ipennaraemoe ywyebHoe mocoOue paccuutaHo Ha oOyuyatomuxces CCOYVY,
BJIQ/ICIOIIMX aHTJIMACKUM SI3bIKOM B 00BEME MPOTPaMMBbl CPETHEHN IIKOJIBI.

OcHoBHast 1enb nocodus chopMUpPOBaThH

OK 05. OcymecTBiasiTh YCTHYO M HUCBMEHHYI0 KOMMYHUKALMIO Ha
rocyaapcTBeHHOM si3bike Poccuiickoit deaepanuu ¢ yueToM 0COOEHHOCTEHN COIMAIbHOTO
U KyJIbTYPHOTO KOHTEKCTA;

OK 09. ITons3zoBaThcs nMpodhecCHOHANTBHOM TOKYMEHTAIUEeH Ha TOCyAapCTBEHHOM
U HWHOCTPAaHHOM S3bIKaX, @& MMEHHO - CBOOOJHO BJIAJIETh JIUTEPATYpHOU U JE€JI0BOMU
MMCHbMEHHON M YCTHOM PeYbl0 HA aHTJIMMCKOM SI3bIKE, HaBbIKAMU MyOJUYHON M HaydHOM
peur; yMeTh CO37aBaThb U PENAKTUPOBATh TEKCThl MPOQPECCHOHATBHOIO Ha3HAUYCHUS,
aHAIM3UPOBATh JIOTUKY PACCYX IAEHUN M BBICKA3bIBAHUU; BIAJETh AHIVIMWCKUM SI3bIKOM
Ha YpOBHE OBITOBOTO OOIIEHUS; UCIOIB30BATh AJI PEIICHUS KOMMYHUKAaTUBHBIX 3314
COBPEMEHHBIE TEXHHUYECKHE CpEeACTBa W HH(OPMALMOHHBIE TEXHOJOTMH  BIIAJEThH
KyJIbTYpOl  MBIIUICHUS, CHOCOOHOCTBIO K OO0OOIIEHUI0, aHaluu3y, BOCHPHUITHIO
uH(popMaIuKu, MOCTAHOBKE 1I€JIM M BBIOOPY MyTeW €€ JOCTHXKEHHUS;, YMETh JIOTUYECKU
BEPHO, AapPryMEHTUPOBAHO U SCHO CTPOUTh YCTHYIO M THCbMEHHYIO peyb
po(hecCHOHATBHOTO JIETI0BOTO OOIICHHUS.

Coznmanue yueOHOTro mmocodus Kypca "MHOCTpaHHBIN SI3bIK" BBI3BAHO BO3POCIIHMMH
TpeOOBaHMUSIMH K MEPCOHATY B CBSI3U C MOSIBICHUEM OOJBIIOr0 KOJIWYECTBA COBMECTHBIX
NPEANPUATUI, UHOCTPAHHBIX KOMMIAHUM W PACHIMPEHUEM JEIOBBIX MEXIYHAPOIHBIX
CBsI3el BOOOIIIE.

CoBpemMeHHbIN KBATU(PUIIMPOBAHHBIM CHIEUATUCT 00s13aH BJIaJIETh UHOCTPAHHBIM
(Jarre Bcero - aHTJIMHCKKUM) SI3IKOM M HE MPOCTO BIAAETh, @ YMETh MOJIb30BATHCS UM J1JIs
JOCTHKEHUS JTYUIIEro B3aMMONOHUMAHMSI MKy J1€JI0BBIMU APTHEPAMH.

B pamkax uzydenus pasnena «OCHOBBI J€TOBOTO OOIICHHS» MbI OCTAHOBUMCS
noApoOHO Ha MpaBWJIaX OOpalIeHUs K MapTHEPY B 3aBUCMMOCTH OT TOTO, SIBJSIETCS JIK
OH YaCTHBIM JIMIIOM WM HPEACTABISET KOMIIAHUIO, MOPSJAKE MPEACTABIEHUS JPYT
Ipyra, NmpaBuJiax BeJeHUs Oecellbl, MpaBWIaX BEACHUS JEJIOBOM Mepenucku u 1.1. B
Ka4yeCTBE JOIMOJHUTEIBLHOTO MOCOOUsI Mbl TpejlaraeM BaM KpaTKUM pycCKO-aHTJIMHCKUN
CJIOBaph KOMMEPUYECKUX TEPMUHOB. 3HAThH CIEHHUATbHbIE TEPMUHBI HEOOXOIUMO, TOTOMY
YTO OYEHb YaCTO U3BECTHOE CIOBO B YKOHOMHYECKOM TEKCT€ UMEET COBEPIIEHHO MHOE
3HaueHue. HezHaHue TEepMUHOJIOrMM MPUBOAUT K HETOYHOCTAM B JOKYMEHTax, 4TO
COBEPILIEHHO HEJOIMYCTUMO, TaK KaK MOXET HAaHECTH MOPAJIbHBIA U MaTepHAIbHBINA
ymep0 Kkak Bamied ¢upme, Tak ¥ (uUpMe Ballero mapTHEpa, a Bac IMOABECTH K
YBOJIBHEHHUIO, YTO HEXKENATETHHO.



TJIABA 1.

Ilpeocmasnenue ceoeii pupmot napmuepy (Introducing your firm)

B anrmmiickom s3bIKe, KaK W B JIFOOOM JPYTrOM, CYIIECTBYIOT OIPEACIICHHBIE
HOPMBI YCTHOTO M MHCBMEHHOTO OOLIEHUS MEXIY JIOJbMH BOOOINE M JEJIOBBIMHU
napTHepaMu B 4acTHOCTU. [Ipu mepBoM 3HaKOMCTBE OOJbIIOE 3HAYECHHE IS
JanbHEHIero MapTHEPCTBA MMEET TO, KaKOe BIIEYATIICHHE Bbl CyMeeTe MPOU3BECTH.
[IpencraBienue Bac TMYHO U Balleil PUPMbI UTPaeT HEMAJIOBAXKHYIO POJb MIPH TOMbBITKE
YCTaHOBJICHUS JICIOBBIX KOHTAKTOB.

1.1. IlIpusemcmeue (Greeting)

Cnenyer 3aMeTHTh, YTO €CJIM Bbl BXOJUTE B KaOWHET K OyayliemMy JeJI0BOMY
napTHEPY, BBl MPUBETCTBYETE €ro MEPBBIM, €CIIM K€ OH BXOJWT B KaOWHET K BaM, BbI
BCTaeTe €My Ha BCTpeuy. BeXKIMBOCTh BCer/ia COCIYKUT BaM XOPOIYIO CIyK0y, OJTHAKO
B BalleM TOHE HE JOJDKHO OBITh MOM000CTpacTusi, JAEJOBBIE IIOAM ILIEHAT YyBCTBO
COOCTBEHHOTO JTOCTOMHCTBA. BooOIe ke, mpaBuia MOBENEHUS B OOIIECTBE M JIEIOBOM
ATUKET - 3TO MPEAMET OTACIBHOTO U3YUYECHHUS.

Wtak, Bbl BXOJUTE B KaOMHET M NMPUBETCTBYETE HAXOMASIIMXCSA TaMm Jrojci. B
3aBHCHMOCTH OT BPEMEHH CyTOK ymotpeossitores dhpassl: Good morning (Ioopoe yTpo),
Good afternoon (Jloopsiit nenp) u Good evening ([JoOpsiii Beuep). CioBocodeTaHue
Good day (OyxkBaJIbHBIM PYCCKHHA TIEPEBOJ - JOOPBIA JIEHB) YIMOTpeOJseTcs daiie B
aMEpUKaHCKOM aHIJIMMCKOM, U JIy4llIe €10 HEe IMOJIb30BaThCs, TaK Kak MHOTrAa 3Ta (ppasa
UMEET OTTEHOK HEJ0OpOXKEeNaTeNbCTBa IO OTHOLIEHUI0 K TOMY, K KOMY BBl €€
anpecyete, npuBetctBue Hello (OykBanpHO - pHUBET) yMECTHO JIHMIIb MPU BCTPEYE C
XOpOIIO 3HAKOMBIMU JIIOJIbMH, C KOTOPBIMHU Y Bac CJOXUIUCH JIOBOJBHO TECHBIE
OTHOIICHUS. Y TOBOJIBCTBUE OT BCTPEUYU OOBIYHO BBIPAKAIOT B TOM CIIy4ae, €CJIU B yiKe
MO3HAKOMUJIUCh WJIM HE B MEPBBIA pa3 BCTPEUAETECh C OJHUM U TEM K€ JIMIIOM,
Hanpumep: Nice to see you! (ITpustao BumeTh Bac!), It's very pleasant to meet you!
(Ouenn npustHO BeTpetuth Bac!), / am glad to see you! (Pax Bac Buaers!). B atoii xe
CUTyalluu HcrnoJib3yeTcsi BeIpakeHne How are you? (Kak Bri? Kak nena?). Ora dpasza
MIPOU3HOCUTCS TIOCJIE TPUBETCTBHS, HA MOCTABICHHBIA BOMPOC HE MPUHITO OTBEYATh

»Kano0aMu. becena MOXeT BBIMTIACTH TaK:



-Hello! Nice to see you! - 3npasctByiiTe! Paj Bac BuieTh!
-Hello! How are you? - 3ApaBCTBYyIiTe, KaK Balu jemna?
-Thank you. I am fine. How about you?- biarogapro, Bce OTIMYHO. A KaK BbI?

-Thank you. I am very good too. - Cnacu60, y MEHS TOKE BCE B TTOPSIJIKE.

PazymeeTcsi, TOJIBKO YTO MBI IIPUBENN IPUMEP Pa3roBOpa JIIOIEH, KOTOPBIC yiKe
3HAKOMBI JIPYT C IPYTOM.
1.2. Ilpeocmasaenue (Introducing)

[Tocne ToOro, Kak BHl TONPUBETCTBOBAIM MPHUCYTCTBYIOIMINUX, CIEIYET
npenacrtaBuThes. KeraTu, ecny BeI 3BOHUTE MO TeledOHY, BbI MEPBHIN JTOKHBI Ha3BaTh
ceOs1, ecm 3BOHAT BaM, BBl BIIpaBe MOMHTEPECOBATHCS, C KEM BBl pasroBapuBaerte. s
MIPEICTABIICHUS CYIIECTBYIOT CTaHAAPTHBIC (hpa3bl.

[MpencraBnsas cebs, ropopsar: Let me to introduce myself (ITo3Bosbte
npeacTaBuThes), SI am <name> (s <uaspiBacTe Bami uUMs W (pamuauio>). Ciemyer
OTMETHUTb, UTO TMPEACTABIIAACH MO-aHTIIMICKH, HUKOTa He ToBopaT: I'm Mr. (Mrs, Miss)
<name> (S mucrep (MHCCHC, MHUCC) <Ballld UMS U (pamMuiIus™, MpeICTaBISIOTCA Tak,
TOJIBKO oOpamasck kK aersM. OOpaimasch ke KO B3POCIBIM JIIOJSM, MPOCTO HA3BIBAIOT
cebs1, mpuYeM BCeryia CHayaia Ha3bIBaIOT UMs, a 3aTeM - (aMWINI0, HHAYe Balll TApTHED
MOJET MOJyMaTh, YTO Bac 30BYyT, Hampumep, CumopoB, a Bama Qamumaus - [lerp. B
AQHTTIUICKOM SI3BIKE WMsI CTABUTCS BIepenu ¢aMuiINM BCEerJa Kak B YCTHOW, TaKk W B
nUCchbMEeHHOHN peun. Ilocnme Toro, kak BBl Ha3Ball Ballle UM, BbI JOJDKHBI COOOIIHUTH,
OTKYJla BBI, TO €CTh Ha3BaHUE Bamiel GUPMBI U TOJDKHOCTD, €CJIA HY>KHO. Hampumep, BbI
MoJkeTe ckaszaTh: Let me to introduce myself, I'm Pyotr Sidorov, | represent to <firm's
name> unu | am a representative of <firm's name> (Ilo3BoJbTe MpPeACTABUTHCSA, MCHS
30ByT [letp Cumopos, s mpenctaBuTeNlb <Ha3BaHUE PUPMBL>.

Ecnu ¢ Bamu mpwuimien Baml COTPYIHUK, TO BBl JOJDKHBI MPEACTaBUTh U €TO.
Hampumep: Let me to introduce you my assistant, Ivan Sergeev (ITo3BosbTe
NpeJCTaBUTh BaM Moero nomomrHuka MBana CepreeBa) mim May | present a chief-
accountant of our firm (Pa3pemuTe rnpeacTaBuTh IIIaBHOIO OyXrajrepa Hariei GUpMbl).

Craemyer 3aMeTHTb, 4TO BhIpakeHue How do you do? (Kak gena?) ymorpebisiercs

IpU TIEPBOM 3HAKOMCTBE, B OTBET Ha 3Ty (ppa3zy MpPOU3HOCAT TaKylo K€, HO C JAPyrou
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WHTOHaMew, a Ha Bompoc " Kak nema?" He ortBeuaror. Hampumep, B pasroBope
yuactBytoT Tpoe: Bbl, Iletp Cupmopos, Bam cotpyaHuk HMBan CepreeB ,u Baill
IpeAroaracMeli napTaep, mucrep Tomcon, Mrak:
NBan Ceprees:

- Mr. Thomson, let me to introduce my - M-p TomcoH, pa3pemmre MpeICcTaBUTh

moero colleague, Pyotr Sidorov - kosutery, Ilerpa Cunoposa.

- M-p Tomcon: - How do you do? - Pax no3HakomMuThcsi!

- Bo1 (ITetp Cumopos): - How do you do? - MHe Tak:ke 0YeHb MPHUSITHO!

- M-p Tomcon: -Nice to meet you!

- Ber: - Very pleasant to meet you too!

Ecnu BBl mpencraBisieTech caMd WJIM Balll MapTHEP MNPEACTaBUIICS BaM, TaKXKe

CJIeyeT UCII0NIb30BaTh Bhipaxenne How do you do? Hampumep:
- Let me to introduce myself.
| am Pyotr Sidorov.
-How do you do?
-How do you do?
- It is very nice to
meet you!
-1 am glad to meet
you too!

Ecnu peus uzeT He 0 MOCTyMJIeHUH Ha padboTy (0 HaiiMe Ha paboTy MbI TOTOBOPUM
MI03%E), a O JEJIOBOM COTPYAHUYECTBE, TO BaM MPHUJETCS BBICTYNATh OT JULA Ballel
¢upmbl. B 3TOM ciyuae BeXIMBOCTH TpeOyeT mpeAcTaBuTh Bamry ¢upmy. s Hadama
CJIelyeT omucaTh KpaTKO Ballly OpraHU3alMI0 M T€ 3aJa4M, KOTOPhIE OHA CTABUT Mepe]
co00i1.

Hanpuwmep:

The <firm's name> is a research and consultancy organization with a world-wide

membership (<Haspanme ¢GupMBL> TpPEACTaBISIET COOOW HCCIENOBATEIbCKYIO H

KOHCYJIbTATUBHYIO OPTaHU3AIMIO C IIUPOKUM MPEJCTABUTEILCTBOM 110 BCEMY MHUPY).



Our firm was established to satisfy specialist’s needs in up-to-date high quality
information (Hama ¢upma Obuta yupexaeHa Uisi yA0BISTBOPEHUS HYX/I CIICIIHATUCTOB
B COBPEMEHHOW BBICOKOKA4YE€CTBEHHOUW MH(pOpMAaIHH).

Our Company is a branch of<firm 's name> (Haiua kommnaHus siBjsieTcs
dmmanom <HazBaHue HUPMBL>).

We are small organization at the present time but we will be expanded (B
HACTOsIICe BPEeMs MBI SBJISIEMCS MaJICHBKOW OpraHu3anuei, Ho OyaeM paclIupsTh CBOIO
JESITEILHOCTD).

[Tpr 3aBs3BIBAHUM JIEJIOBOTO 3HAKOMCTBA €CTh CMBICI YIIOMSHYTh OCOOBIC
JI0CTOMHCTBA Bamiei ¢upmbl, Hanpumep: It was one of few firms pioneering this field
(Ona ObLTa 0IHOM U3 MEPBBIX HEMHOTMX (GUpM B 3Toit orpacin) uiaun We provide all our
customers with the high quality production and personalized service (Mol
ofOecreunBaeM BCEX HAIIUX KJIMEHTOB BBICOKOKAYECTBEHHOW TMPOIYKIMEH |
NEPCOHAIBHBIM 0OCITY>KHBAaHUEM ).

3aBepIUTh MPEABAPUTEIHHYIO YacTh OECeIbl MOYKHO BBIPOKCHHUEM HaJICK]I Ha
YCIICIITHOE COTPYAHUYECTBO, HATIPUMED:

We consider this activity as important one to developed technology and to further
cooperation between our Companies (MsI paccMaTpuBaeM 3Ty EATEILHOCTh KaK OHY
U3 BaXHEUINX B cepe pa3BUTHUS TEXHOJOTHH W B Jelie YKPEIUICHUs COTPYAHUYECTBA
MeX Ty HamuMu koMrtanussmu) wid | hope that our future cooperation will be more closer
(I Hamewch, YTO B JAJbHEHIIEM Halle COTPYIHHYECTBO MPUMET Ooyiee TECHBIN
XapakTep).

Boo0iie, Bamn enoBol MapTHEP MOXKET MPOSIBUTH MHTEPEC W 3aJ1aTh BaM KaKHe-
7160 BOIPOCHI, OTHOCAIINECS K, Baliedl (upme, TOITOMY BBl JOJDKHBI OBITH TOTOBBI K
HEOXKUJAHHOMY IMOBOPOTY OECEIbI.

YacTo ObIBaeT, 4TO KOMMAHMS OCYIIECTBISET Pa3HOOOpa3HYIO IEATEIHHOCTb,
OT TOTO, HACKOJIBKO TOYHO BhI MHGOPMUPOBAHBI OTHOCUTEIHHO HANPABICHUN PabOTHI
9TOW KOMITAHWH, 3aBUCAT TEPCIEKTHBBI BAIIEr0 COTPYIHUYCCTBA, TMOITOMY CIIEIyET
yOeauThCs B TOM, YTO BalllM MPEICTaBICHHS O ACSITEILHOCTH OyAyIIeTro IEeIIOBOTO

napTHEPa BEPHBI:



It is very interesting for us to introduce our firm and to get information about
your Company activity (Msl 3auHTepecOBaHbI B TOM, YTOOBI IPEJCTaBUTH CBOIO (UPMY
U TOJy4uTh MHMOPMAILMIO O JIeATeIbHOCTH Bamieid kommanuu) wim It would be very
helpful to know what field would be of especial interest to you and whether you would
like to receive regular information about our activity (beiio 61 O4EHB TOJIE3HO y3HATH, B
KaKue C(I)Cpbl ACATCIbHOCTH IPEACTABIIAIOT OJI BacC 0COOBIN HHTCPEC N XOTCIIU OBl BBI
MOJIy4aTh PETYISPHYIO0 HH(OOPMALIUIO O IEATEIHLHOCTH Haleh Gupmbl).

1.3. Oopawenue npu naime na paoomy (Job applications)

PaByMeeTCH, CCJIM BbI IMPHUIIJIM HAHUMATBLCA Ha pa60Ty, BEI O6$ISaHBI npcaACTaBUTh
pe3toMe, TO €CTh MepPeUeHb JOKHOCTEN M OpraHu3alui, Iie Bbl padoTad 0 CUX MOp.
HCpC‘{CHB KCIATCJIIBHO 3aBCPUTh IIOAINMMCAMHU BallUWX IIPCKHUX pYKOBO,HHTCHGﬁ.
KoneuHo, B pe3toMe YKa3bIBAIOT TOJIBKO TY JESITEIbHOCTh, KOTOpas CBA3aHa ¢ paboToH,
KOTOPYIO BBl XOTHTE MOJy4uTh. BooOIe, Mpu MOCTYIUIGHMH Ha pabOTy B IEPBYIO
oucpeab Bbl JOJDKHBI COOTBCTCTBOBATL IIPCABABISACMBIM TpC6OBaHI/IHM n CYMCTb
MOKa3aTh ce0sl C JIydIlel CTOPOHBI M KaK CIICIUAITUCT, U KaK YeJIOBEK.

HpI/IBCL[CM HECKOJIBKO (bpas, KOTOPBIC HCIIOJB3YIOTCA TOT'Ja, KOT'Ja Bbl XOTHUTC
3asiBUTH O ce0€ KaK 0 BO3MOXXHOM KaHIuaaTe Ha KaKy}O-JII/I6O JOJIZKHOCTBD.

I wish to apply for the position of Finance Manager which was recently
advertised in the <newspaper name> (I 6bI X0TeJ MOCTYNHUTh HA PA0OTY Ha TOJDKHOCTh
(HMHAHCOBOTO MEHEKEPA, O KOTOPOU OBLIO HEAABHO OOBSIBICHO B <HA3BAHUE Ta3€ThI>);

| was interested to learn that your company wishes to recruit accountants (A c
MHTEPECOM y3HAJI, YTO Ballla KOMITAHUS XOUeT HaOpaTh OyXraiaTepos);

Full details of my career to date are set out on the resume (Bce aeramu moeit
Kapbepbl H3JI0KEHBI B PE3IOME);

| will be happy to supply any detailed supplementary information you may require
(4 Oymy panx mpeAacTaBUTh JHOOYI0 MOAPOOHYIO JIOMOJHHMTEIbHYIO HH(pOPMAIHIO,
HEOOXOAMMYIO BaM);

Mr <name> of<firm name> will be happy to supply references for me (Muctep
<ums> u3 GupMbl <Ha3BaHHE> OyJET paJl HAMPABUTh BaM PEKOMEHIATEIbHOE MUChMO' Ha

MEHSI);



Mr <name> of <firm name> has agreed to act as referees (Mucrep <ums> u3
¢bupmbl <Ha3BaHHE™> COTJIACHIICA PEKOMEHI0BAaTh MEHSI.

BOBMO}KHO, BaC IIOIIPOCAT OCTaBUThb PE3IOME M, C€CJIM Balla KaHIUAATypa
3aMHTEpecyeT padoToAaTelNs, BaM MO3BOHAT. Torja BaM MPUIETCS SBUTHCA B GUPMY
o cobecemoBaHUsS M pacckazaTh moApoOHO o0 BameM oOpa3oBaHWH,
npodeCCHOHATBPHOM OTBITE M JIaKe 00 YBJIICUCHHUSX M JIIOOMMOM BHie cropta. BoT
NpUMCP TAKOI'0 pacCKasa (K COXAJICHHUIO, BCC YHUCCTh 3apaHCC HCBO3MOKHO, OCTACTCsA
JUrsasb IIOCOBETOBATb IMOATOTOBUTLECA K TaKOMY CO6CCC,Z[OBaHI/IIO KaKk MOKHO
TIIATEJILHEE):

My name is Natalya Snegiryova. | am married and | have one son. | was at the
Technical college "Tantal" graduated in 1994.1 have diploma of accountant. From 1994
to 1995 1 employed in the counting house of commercial firm. Russian is my mother
tongue and 1 speak English fluently. (Moe ums - Hatanes CHerupeBa, s 3aMy»KeM U HMEIO
onHoro cbiHa. S oOyuanack B TexHudyeckoM koiuiemke "TaHtan", KOTOpbId OKOHYMIIA B
1994 romy wm momyumna guriom Oyxrantepa. C 1994 mo 1995 rom s paboranma B
Oyxrantepur HeOOJBIION (eCiM TpeanpusTHe KpymHoe, Oyxraiarepus - account
department) xommepueckoit (upmbl. Pycckuii sIBIIsSIETCSI MOWM POJHBIM SI3BIKOM, a
AHTJIMMCKUM SA3BIKOM S BJIaACHO CB06OI[HO.

1.4. Pexomenoayuu (Recommendations)
Bo3moskHO, BaM ipueTcst peKOMEHI0BATh KOr0-THO0 BalieMy mapTHEPY.
Cnenatb 3TO MOXHO CJICAYIOIIMM 00pa3oMm:
It gives us a great pleasure to introduce Mr <name> (C GoJbuM
YAOBOJbBCTBUEM IIPEACTABISICM BaM I'-Ha <I/IM$I>);
I can sincerely recommended Mr <name> as a high class specialist (Mory

MCKPEHHE MIOPEKOMEHIOBATh BaM I-Ha <HMS> KaK BEICOKOKIIACCHOTO CIICIIUAITUCTA).

I'JIABA 2.
Ilpeonoswcenue, ycnosusn
(Proposition,conditions)

2.1. Ilpeonoscenue (Proposition)
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[Tocne Toro, kak Bbl M Balll MPEINOIAra€MbIil MapTHEP MONPUBETCTBOBAIN JAPYT
Jpyra, BBl MOJKET€ BBICKA3aTh CBOM MPEIJIOKEHMS, BEIb OCHOBHOW LIEJbIO MEPBOTO
BU3HUTA OOBIYHO SBJIIETCS UMEHHO 3TO.

Cnenyer OTMETUTb, 4YTO YyBaK€HHE K CoOecelHUKY TpeOyeT yrnoTpeOsieHus
OTIPEJICIICHHBIX ~ CJIOBOCOYETAHW, HampuMep, Henb3st roBopuTh DO you want
<something>? (Xotute <ur0-MUO0>?), 3TO HE CIMIIKOM BEXKIUBO. Korma XoTsaT
BBUSICHATH TIOKEJIaHWS coOecenHuka, ymnorpedssior Boipaxkenue Would you like
<something>? (He xemnaere nmu <uro-nu60>?). Hampumep: Would you like to visit our
firm (He xotenu ObI BBl moceTuTh Hamry Gupmy?), a ele Jiydiie B moJgo0HOW CUTyaluu
ckaszath Takyro ¢pa3y: May | cordially invite you to visit our firm? (Mory s npuriacuth
Bac mocetuth Hamy (upmy?). B maHHOM ciydae Ha pycckuii si3bik cioBo cordially
(cepaedyHO) HE MEPEeBOAUTCS, HO IMO-aHIVIMMCKM €ro eNaTeJbHO YNOTPEOUTh U3
mo6e3HocT. Ecnu y Bac ecTh Kakas-HUOYAb MPOChOa K BallleMy MapTHEPY, €€ HAUMHAIOT
co cioBa please (moxxanyiicra), HaunHas (pasy co ciosa please, Bbl mogyepkHETE CBOE
YB)KEHUE K MApTHEPY, HEBEXKIIMBO MPOU3HOCUTH Please B koHie nmpockObl. Hampumep,
€CJIM y Bac HET OIbITa PA3rOBOPHON peuu, Balll COOECETHUK TOBOPUT CIUIIKOM OBICTPO,
¥ BaM TPY/IHO €T0 MOHSITh, MOKHO IOTPOCUTH €r0 TOBOPUTH NIoMetieHHee: Please, more
slower if you could. 1 have no speaking practice, unfortunately (IToxxanyiicTa, eciu
MO>KHO, TOBOPUTE NTOMEIJIEHHEE. Y MEHS HET pa3rOBOPHOM MPAKTUKHU, K COKAJIEHUIO).

OueHp yacTo BecTpewaromasicss (opma COTpyJHHYECTBA - 3TO YydyacTHUE B
COBMECTHBIX pa3pabOoTKaxX, K y4aCTUIO B 3TUX COBMECTHBIX MPOEKTaX MapTHEpPa MOXKHO
MPUTJIACUTD CIIETYIOLUM 00pa3oMm:

We would be interested to know your opinion on possibility of cooperation which
your firm production part would be approximately equal to our firm production part in
(Ham mHTEpecHO y3HAThH Ballle MHEHUE O BO3MOXKHOCTH COTPYIHUYECTBA, IPU KOTOPOM
Bama M Hama (upMbl OyAyT NPOU3BOJIUTH MPHUOIUZUTEIHLHO PABHOE KOJIMYECTBO
MPOTYKIIMH ).

We have to honour of inviting you to join this project (Mmeem decTs IpUTIIACUTH

BacC MPUCOEIUHUTHCS K ATOMY IPOEKTY).
If you are interested in co-producing a medical equipment we will need to specify

conditions of this work in detail (Ecim BBl 3amHTEpecoBaHBI B COBMECTHOM
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MPOU3BOJCTBE MEIUIIMHCKOTO O0OpyIOBaHUS, HaM HEOO0XOAUMO OyAeT AeTajbHO
OTIPENIEINTh YCIOBHUS BBINOIHAEMBIX paboT).
YacTo BO3HUKAET HEOOXOAUMOCTh OTOBOPUTH BO3MOXKHOCTh MPOJAXKH HIIN
npUOOpETEHUs JINLEH3UU:

We would like to suppose you to become exclusive distributor of <something> in
your country (Mel xoTenu Obl MPeIOKUTH BaM CTaTh OOJIafaTesIeM HUCKIFOUUTEIbHBIX
npaB Ha MPOAAXY <uero-numOo> B Bamiel crpane) wim, Haobopot: We would like to
become producer of <something> in our country (Ms1 xotenu Obl cTaTh OOJamaTEICM
UCKJIIOUUTENBHBIX TpaB Ha MPOU3BOJICTBO <uero-nubo> B Hamiel crpane). Takue
IPEUIOKEHUST TPEOYIOT BBISICHEHUS JI€Tallell OTHOCUTENBHO CYIIECTBA MPOEKTa W Ballen
Oynymieil COBMECTHOM AEATENbHOCTH, MOITOMY , YTOOBI HE BO3ZHMKAJIO HEIOpa3yMEHHH,

CJIEyeT OTOBOPHUTH YCIIOBHSL.

2.2. Ycnosus (Conditions)

Before starting with works we have to draw up and sign an appropriate contract,
of course (HpC)K,Z[C yeM HadaThb pa6OTBI, MBI, KOHCYHO, AOJI’)KHBI IIOAT'OTOBUTHL U
MOAMKUCATh COOTBETCTBYIOLIUNA JOTOBOD).

In order to determine equitable terms for a license we will need to know the
price list and approximate quantity of production you are about to put out ([las Toro,
YTOOBI opcACIUTb CIIPAaBCIJIUMBLIC YCIIOBUS JTUICH3UPOBAHWA, HAM H€06XOI[I/IMO 3HATb
Ballin IHECHbBI U HpI/I6JII/IBI/IT€JIBHO€ KOJIMYCCTBO IMPOAYKIHUH, KOTOPOC BbI CO6I/IpaCTCCI>
BBIITYCTUTB).

| should be able to inform you about an approximate price by the end of June
however the final price could be determined after full specification of work drawing up
only (I cMory mocTaBUTh Bac B M3BE€CTHOCTh OTHOCUTEIIBHO NMPUOIM3UTEIIBHON IIEHBI K
KOHIY HIOHS, OJHAKO OKOHYATCJIbHAsA IOCHA MOXKET OBITH onpeaciicHa TOJbKO ITOCIC
COCTAaBJICHUSI TIOJTHOM crieruduKaiuu pador).

We would share with you the travel expenses (Msl pa3nenum ¢ BaMu JOPOKHEIE
pacxopl).

ITocie TOI'0, KakK Bbl H3JIOKWIM CBOM IPCIJIOKCHUA, KCIIATCIBbHO BbIPA3UTH

HaACKAY Ha TO, 4YTO Ball IMAPTHEP COIJIaCUTCA C HUMMU:
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| hope you will accept our terms (A HazmeroCh, YTO Bbl IPUMETE HAIIIH
YCJIOBHS).

Please let me know while you have some suggestions on these terms? (Ectb n y
Bac xakue-nmu60 mpeasnioKeHus: OTHOCUTEIBHO ITUX YCIOBUI?)

If you find our terms acceptable please present us the prepared contract - Sr- In
case our suggestions are acceptable we will present corresponding contract to your
signature (Ecim BbI HaxoAWTe HAIIW YCJIOBHS TPHEMJIEMBIMH, ITOXAIYHCTa,
MpeaACTaBbTC HOI[FOTOBJICHHBIﬁ KOHTPAKT - HIHK - Ecan namwm MpEAJIOKCHUSA
MMpUEMJIICMBI 1JIA BaC, Mbl IPCACTABUM COOTBCTCTBy}OIHI/Iﬁ KOHTPAKT BaM Ha HOI[HI/ICB).

I hope we will finish the drawing up this contract quite shortly (4 manetock, aTo MbI
O4YCHb CKOPO 3aBEPIUIUM IMOATOTOBKY 3TOI'O KOHTpaKTa).

2.3.Bonpocel, cooomenusa (Questions, information)

B mnmponecce AcI0BOTO 06H_ICHI/I}I BaM IIpUACTCA YaCTO 3aJaBaTb BOIIPOCHI H,
HAoOOpOT, MdaBaTh HHQPOpPMANMIO. AHIJUHUCKUN S3BIK pacroyiaraeT JOCTaTOYHBIM
HabopoMm (pa3, KOTOpbIe TOMOTYT BaM B JTt000# Oecene. [Ipoune mose3Hpie BhIpaKEeHMUS,
KakK HaIIpuMmcEp, BBIPAXKCHHUA COXKaJICHU:, HpOCB6LI, BBIPAXXCHHUSA HaaCxXIbl,
0JIaroJapHOCTH, W3BUHEHUS M T.A. Mbl OyJeM paccMaTpUBaThb MO XOAy H3y4YEHUs
Marepuaa.

Bonpocwt (Questions):

| would be glad to know of... (I 6611 OBI pajg y3HATE...)

Please let me know... (IToxainyiicta, cooOIIuTE MHE...)

Would you be kind enough to tell me... (He Gynere mu BbI Tak T100E3HBI CKa3aTh
MHE...)

| shall be interested to hear what do you think about... (Mue 6yaeT naTepecHO
yCIIBIIIATh, YTO BBl [yMAeTe O...)

We would be very much obliged if you could give us explanation... (Mbl ObL1H OBI
O4YeHb 00s513aHBI BaM, €CJIU ObI BBl OOBSICHUIIN...)

We would be interested to know your opinion of this situation... (Ham Ob110 OBI

HHTCPCCHO Y3HATh BAlllC MHCHHUEC O CJIO>KMBILICHCS CI/ITyaIII/II/I...)
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It is important to us to know your experts opinion of prospects our joint business
(HaM Ba)XHO 3HAThb MHCHHUC BalIUX SKCIICPTOB O ICPCIICKTUBAX HAIICTO COBMCCTHOIO
HPEIIPUATH)
Does this idea attract to you? (SIBnsieTcst u 312 Ues MPUBJICKATSIIHHOMN JIJIs
Bac?)
Cooomenns (Information):
We intend to... (Mb1 HamepeHBl...)
We would like to let you know... (Ml XxoTenu Obl COOOIIUTH BaM...)
Permit me to say that... (ITo3BosibTE CKa3aTh, YTO...)
It is my pleasure to inform you that... - or - | have the pleasure to inform you that...

(MHe mpUATHO COOOIIMTH BaM, YTO... -WIU- I MMEI YAOBOJBCTBHE COOOIIUTH Bam,

4TO...)
Please take note that... (IToxxanyiicta, 0OpaTuTe BHUMaHHE, YTO...)
According to my knowledge... (ITo Mmoum cBeficHHSIM...)
As you know... (Kak Bam u3BeCTHO...)
As Mr <,..> perhaps has told you... (Kak r-u <...>, BO3M0HO, y>K€ CKa3al
BaM...)

There are no problems with regard... (Her npo6yieM B OTHOIIICHHUH...)

We are agreeable to your, suggestion (Msl coryiacHsl Ha Balile IPEI0KECHHE).

ITJIABA 3.
Omkas3, comnenue, cocnacue (Refusal, doubt, consent)
3.1. Omkas3 (refusal)

HpCI[HOJIO}KI/IM, NPpCAJIOKCHHUSA BalICTO IIapTHEPA BaC HC YCTpAarMBarOT, U U3YUYHB BCC
o0cTosTENhCTBA OYMyIIEH CIIETIKH, BBl MOXKETE BEXKJIMBO OTKA3aThCSA OT y4acTHUS B HEH,
HaIpUMeEp:

We carefully examined the project with our advisers and considered pro and

contra, but we have concluded that it don't correspond to our needs at the present time

" "

(MLI TIIATCJIbHO HM3Y4YHIIM IIPOCKT C HAIIMMHK KOHCYJIbTaHTaMH, B3BCCHIIM 34 H

"MpoTUB" M MPUILIM K BBIBOAY, YTO B HACTOAILEE BPEMSI OH HE COOTBETCTBYET HAIMM

MOTPEOHOCTSIM).
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Unfortunately we have to refuse to take part in this project (K coxainenuro, Mbl

BBIHYKJICHBI OTKA3aTbCs OT YHACTHA B 3TOM ITPOCKT e)
Mo:xHO MMpCaACTaBUTb 000CHOBAHHBIN OTKa3:

I am very sorry but our legal restrictions prevent us from engaging in activity such
as you suggest (A coxaliero, HO Halllu 3aKOHOJIaTeJIbHbIE OTPAHUYEHHS] HE MO3BOJISIIOT
HaM 3aHUMAaTbCA ACATCIIbHOCTBIO, KOTOPYIO BbI HpezxnaraeTe).

We like your proposition however our firm has already signed a similar contract
with another company (Ham HpaBuTCs Ballie MpeasIoKeHUE, OHAKO, Hallla (pUpMa yKe
NOJINKCAIA AHATOTUYHBIN KOHTPAKT C APYTOd KOMIAHUE ).

To my regret license rights to this production have already been sold (K

COKAJICHUIO, JINLIEH3MOHHBIE MPaBa Ha 3Ty MPOIYKIUIO y>KEe MPOJaHbl).

3.2. Comnenue (Doubt)

briBatoT cuTyaiMu, KOrja Bbl HE MOXKETE ONPEACICHHO OTBETUTh HMU "Aa", HU
"HeT", BOOOIIIE BCErja CTOUT CHavajga 00ayMarh JIeJI0BOE NpeasiokeHue. B aTux ciyyasx
HdarT HCOHpCI[GJICHHLIﬁ OTBCT, HAIIPpUMCEDP:

| delivered the project description to my experts and we received an encouraging
response (S mepemanm omnmcaHue TMPOEKTAa MOHWM OKCHEPTaM, M Mbl  OJIYYHIIH
00Ha e KUBAFOIIMI OTBeT).

| have already discussed this idea with various colleagues in our field and | can
say that it has provoked some interest, however the demand for these kind of goods is
limited for the present (S yxe oOcymm 3Ty WA CO MHOTHMH KOJUIETAMH B OTPACIId U
MOT'y CKa3aThb, YTO OHa BbI3BaJIa HeKOTOprﬁ HHTCPCC, OJHAKO ITOKa CIIPOC Ha 3TOT BHUA
HIPOAYKIHUN OFPaHUYCH).

3.3. Coznacue (Cogent)

ITocne TOr'o, KakK Bbl BBIICHHUJIM BCC HHTCPCCYIOIMMUC BaC ACTAJIM CHCIKH, BbI
MOXKETC COINIACUTLCA C MNPCAJIOKCHHBIMHU YCIIOBUSIMU. HOI[TBCp}KI[a}I CBO€ corJiacue,
MOBTOPUTE KPATKO ITH YCIIOBHS, YTOOBI N30€KaTh pa3HOUTECHUI:

We accept your offer of <...> roubbles payable in US dollars for the equipment.
We are ready for signing the contract (Msl coryiacHel ¢ BallluM MPeJIOKEHHEM <...>

pyOneit B nomapax CIIIA 3a o6opynoBanre. Mbl TOTOBBI TIOJITUCATh KOHTPAKT.
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| consent to your terms namely <...> roubbles (in USD) for these goods and |
expect to receiving the appropriate papers from you (5 coriaces ¢ BalmMu yCIIOBUSIMH,
a uMeHHo <..> pyOneit (B nomrapax CIIIA) 3a »TOoT TOBap, M JKIy OT Bac
COOTBETCTBYIOIINX JTOKYMEHTOB).

| accept your price of'<..,> roubles per exemplar, that is total payment of<...>
roubles, and | consent to conclude a treaty with your Company (S npunumaio Barry
CTaBKy <...> pyOJiell 3a PK3eMIUIAp, TO €CTh OOIIeH CyMMOW ImaTexa <..> pyOneu, u
COIJIaCCH 3aKIIIOYHUTBh AO0Tr0OBOP C Baleu KOMHaHHCﬁ).

B ToMm ciydae, eciu Bal napTHEpP IMPUHSII IPEAJIOKEHHBIE BAMH YCIOBUS, €I0 U
ero hupmy ciemyeT mooaaro1apuTh:

| am very pleased to hear of your interest in this work (I ouens pan ycibimarh o
Balllell 3aMHTEPECOBAHHOCTH B 3TOM MPEIIPHUSIITUN).

We are glad that you wish to buy consignment of our goods (MsI pajsl, 4TO BbI

HOYKEJIaIM KYIIUTh Y HAC MapTHIO TOBapa).
3.4. Coznacue npu ycrosuu (1 agree but...)

Yacto ObnIBaeT TaK, 4YTO YCJIOBHA, INPCHIOXKCHHBIC IMApTHECPOM, B HCIOM Bac
YCTpanBarOT, HO BCC KC Bbl CHHUTACTC, YTO HCKOTOPLIC ACTAIM CHCIKU HYKAAIOTCS B
YTOYHCHWH, JOIIOJIHCHHUN, HW3MCHCHHWMH. Ecmu TaK, TO 00s13aTEILHO OTOBOPUTE OTHU
ITOIIpaBKH, yTOOBI HE ImocTpaaaio Bame ACjo. Hrak:

In principal we agree to these terms, but... (B mpuHImIIe MbI cOTTIaCHBI C TUMHA

YCIOBHUSIMH, HO...)

I can tell you that our firm is ready to accept in general your terms, however... (51
MOTy COOOIIMTH BaM, YTO Hamia ¢upMa B TOTOBAa MPHUHATH BAllld YCIOBHUS B OOLIEM,
OJTHAKO..,)

... 1 have some questions concerned with your offers (y MeHs ecTh HECKOJBKO
BOIPOCOB OTHOCUTEJIBHO BAIIUX TPEIOKESHUI)

... there are several conditions which we would expect your consent to (ectb
HCECKOJIBKO YCHOBHﬁ, Ha KOTOPLIC, Mbl HAACCMCsI, BbI COFJ'IaCI/ITeCB)

... we would like you to make some changes in work specification (nam xoTenoch

ObI, YTOOBI BBI BHECTH HEKOTOPHIE U3MEHEHUS B CIIeIM(UKAIAIO PaboT)
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... you make no mention an advance and | would like to hear about you offers in
this respect (Bel HHYero He cka3ajam 00 aBaHCE, M S XOTeN OBl 3HATh, KAKOBBHI Ballll
MPEJIOKEHUS Ha ATOT CYET).

3.5. Buipasicenus naoeixrcovt, npocovovl, 01a200apHOCHIU, COMHCAIEHUA,
npeonoxcenue nomowu (Expressions of hope, requests, thanks, regrets, offer

of help) Beipasicenusn naoescovt (Expressions of hope):
I hope that all is going well... (I Haxerock, 4TO BCEe UACT XOPOIIIO...)
I hope that you will not mind... (51 Hageroch, 4To BbI He OyIeTe BO3paXKaTh...)
I hope that you will like our idea (5 Hageroch, 94TO HaIa UEs BaM IIOHPABUTCS)
We wait for your suggestions on solution of this problem (Msr oxumaem Bammx
MPEJIOKEHU OTHOCUTENBHO PEIICHUs TAHHOM MTPOOIIEMbl)
We hope that our further cooperation will be successful (Msr Hameemcs, uro Harmie
JalIbHEHIIee COTPYAHUYECTBO OY/ICT YCIEIIHBIM)
Ilpocvowut (Requests):
Please let me know... (IToxkanyiicra, coobuure MHE...)
We should like you to present your working up (Msi ObI XOTeJH, YTOOBI BB
NPEACTABUII CBOU pa3pabOTKN)
Please inform us about your decision (IToxairyiicTa, COOOIIHATE HAM O CBOEM
pEIIeHNN)
We request to pay... (ITpocum oriaTurs...)
Could you please help me... (He moriu Obl BBl TOMOYb MHE...)
In correspondence with law | request... (B cOOTBETCTBHH ¢ 3aKOHOM S MPOIITY...)

1 would be most grateful if you could confirm that you agree with your assistant
decision (51 ObuT ObI OYEHB OJIaroJapeH, eciu Obl BBl MOIJIM MOATBEPIUTH CBOE COIJIacHe
C PEILIEHHEM BaIIEro MOMOIIHUKA)

Could you please inform me about some additional characteristics of these goods
(He moruu ObI BBl COOOIIUTH MHE HEKOTOPBIC JOMOJHUTEIIBHBIC XapPAKTEPUCTUKU ITOTO
TOBapa)

bnazooaprnocmu (Thanks):
It is very kind of you to... (Ouens J100e3HO ¢ Barieid CTOPOHHL...)

Thank you for your help... (biarogapro Bac 3a momoris...)
15



Thank you very much for taking the time... (biaromapro Bac 3a morpadyeHHOe
BpeMHL...)
| am most grateful for your advice (5 ouens Gi1arogapeH BaMm 3a COBET)
May | take this opportunity of thanking you for useful information (ITo3BosbTe
BOCIIOJIB30BATHCS CIIydaeM, 4ToObl mobarogaputs Bac 3a mone3Hyro nHpopManuio)
Buipasicenusn coracanenusn (Expressions of regret):
Unfortunately... (K coxanenuto...)
Unfortunately we can not take part in this business (K coxaiienuro, Mbl He
MOJKEM TIPHUHSITH Y9acTHE B ITOM JIEIIE)
| am very sorry to have caused you so much trouble (5 ouens coxanero, uto
HNPUYMHUI BaM CTOJIBKO OECIIOKOMCTBA)
| am very sorry but... (51 ouens coxanero, HO...)
| am afraid that | can not visit your firm tomorrow (borock, 4To HEe CMOTY ITOCETHTD
3aBTpa Bairy Gupmy)
| regret to inform you that we do not grant discount (C coxxaieauem coo0iaro,
YTO MBI HE TIPEJOCTABIISIEM CKUIKH)
I must inform you with regret that these lathes have already been sold (A nomken
C COXAJIEHUEM COOOIIUTH, YTO ITH CTAHKH YK€ TPOAHBI)
You can not imagine how sorry | am that there has been some misunderstanding...
(Bs1 He npencTaBisieTe, Kak g COKaJIC0 O TOM, YTO MPOU30ILIO HEJOPA3yMEHHE. .. )
Ilpeonosicenue nomowu (Offer of help):
We will do our best to solve this problem (Ms1 cienaem Bce BO3MOXHOE, YTOOBI
PEIIUTh ATY MpodIeMy);
Can | help you? (Mory s momoub Bam?) - DTy (pa3y Bbl YCIBIIIATE, €CIIH
NMO3BOHUTE cBoeMy mnapTtHepy Ha ¢upmy. Cekperapb, OTBeuas Ha Ball 3BOHOK,
IpOM3HECET Ha3BaHMUE CBOeH (upMbl, a 3aTeM crpocuT: "Uem Mory ObITh moje3eH?"

BriosiHe Bo3MOkeH TakoW JUAJIOT:

-Brown and Boots Chemicals. Can | help | - Bpayn u Byrc Kemukainc. Yem mMory ObITh

you? noJie3Ha’?

-1 would like to make an appointment. - Al xotes Obl HA3HAYUTH BCTPEUY
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-Give your name, please. - Bamie ums, moxkanyiicra.

-1 am Ivan Sidorov, the financial manager | - lsan CumopoB, pUHAHCOBBIN MEHEKEP

of Intermicro bupmsl MHTEpMUKPO.

-Is it convenient for you to make |- Bac ycrpourt, eciau Mbl HA3HAYUM BCTPEUY

appointment for tomorrow at 10 a.m. ? Ha 10 yacoB ytpa?

-That is all right. Thank you. Good buy, | -/la, cnacu0o, 10 CBUIAHHMSL.

Good buy. - Jlo cBMIaHus

Please let me know if you require assistance (IToxkanyiicta, COOOLIUTE MHE, €CIIH
BaM MOTPEOYETCS TOMOIIIB);

We will be glad to answer any questions on the technology of production (Mst
6yaeM paabl OTBCTUTH HaA J'IIO6BI€ BOIIPOCBHI OTHOCUTCIIbHO TCXHOJIOI'NH HpOI/IBBOI[CTBa);

Please do not hesitate to contact us in case of any difficulties (IToxaiyiicra, He
CTECHSHUTECh OOPATUTHLCS K HAM B CITydae 3aTPyIHCHHUIA).

Should you have any problems regarding this work please do not hesitate to
contact our adviser (Ecau y Bac ecth kakue-In00 MmMpoOseMbl B CBSI3U € 3TOH pabOTOH,

MOXAaTyiiCTa, HE CTECHANTECh OOPATUTHCS K HALIIEMY KOHCYJIbTAHTY)

ITIABA 4.
Busumout, npucnawmenusn (Visits, invitations)
4.1. Bot npuznawmaeme... (YOU invite...)

B xome meperoBopoB 4acTo BO3HHMKAE€T HEOOXOIMMOCTH BO B3aWMHBIX BH3UTAX.
Pasymeercsi, Takue BHU3UTHI OrOBAPUBAIOTCS 3apaHee M TIIATETBHO TOTOBSTCA.
EctecTBeHHO, BCAKHI BU3UT HAUMHACTCS B IIPHUTJIAIICHUS:

May | have the pleasure of inviting you to visit our firm? (Mory s npuriacuTh
BacC MOCETUTH HaIy pupmy?)
We would like to arrange your visit to our company (Mes1 Ob1 X0TETH

OpraHu30BaTh Balll BU3UT Ha HAITY GUPMY)
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| know that you are very busy but | hope that you still visit us (I 3uHat0, 4TO BBI
O4YCHb 3aHATHI, HO HAACKOCh, YTO BbI BCC-TAKH ITIOCCTUTEC HaC)

We will be pleased if you will accept this invitation (Ham 6yaeT oucHb
MIPUSTHO, €CIIU BbI IPUMETE 3TO MPUTIIAILIECHUE)
4.2. Bac npuznawarom... (YOU are invited...)

HHOFI[a 00CTOSITEIILCTBA CKJIaABIBAKOTCA TaKHUM 06pa30M, 9dTO BaM HYKHO
MOJIYYUTh OT NapTHEpa MPUIJIAIIEHHE. DTO BIOJHE BO3MOKHO;

| should be most grateful if you would allow me to visit your firm (X7 Obu1 ObI BaM
OuYeHb OJarojiapeH, eciu Obl BbI MO3BOJIMIIM MHE ITOCETUTH BaIly (pUPMY)

| wonder if it would be possible for us to visit your firm (I xoten Ob1 3HATB,

BO3MOJKEH JIM HaIll BU3UT Ha Bary Gpupmy?)

I would be most grateful if you could make an invitation for me to see your
colleagues. It would be very useful for us (51 6s11 ObI Bam OuYeHb OJ1arogapeH, eciiu Obl BbI
MOIJIM IpUTIACUTh MCHA OJI1 BCTPEUYM C BallUMH KOJIJICTaMH, 3TO ObU1I0 OBl OYEHD
TMIOJIC3HO JIJIsl HAC)

4.3. Bvt npunumaeme npuznawmenue (YOU accept invitation)
[TpuHKMMas npuriamieHye, He CKYIUTECh Ha BBIPAXKEHUs OJ1aroJapHOCTH:
It is a great honour to accept your invitation (JIns merst 6oJibIast 4ecTh NPUHATD
Ballle MMPUIJIAIICHIE)

It is very nice of your to invite me to visit your firm (Ouenr Muno ¢ Barmiei
CTOPOHBI IPHUIJIACUTHh MEHS IMOCETUTh Ballly (PUpMY)

| will be glad to visit your firm (Byay pan moceruts Baury pupmy)

It is very much pleasure for me to accept your invitation (J{ns mens 6oJbiroe
yA0BOJLCTBUE MPHUHATH Ballle IpUIJIAIICHHE);

It is very kind of you to invite me to your firm (beuto oueHsb THO0E3HO C BamIeH
CTOPOHBI ITPHUIIIACUTh MEHS MIOCETHUTD BaIly GUPMY);

Thank you very much for your invitation which | accept with great pleasure. | will
be happy to visit your firm (Bossiroe crracn6o 3a Baiie nmpuriamieHue, sk IPUHAMAKO €To ¢
YJOBOJILCTBUEM. by/ly cuacTiIuB MoceTuTh Bairy GupMmy).

4.4. Omka3z om npuznawmenusn (Refusal of invitation)

18



OTKa3BIBasICh OT IIPpUTIAICHUS, HE 3a6yzu>Te BBIPA3UTH COXAJICHUC I10 ITOBOAY
BaIllero OTKa3a ¥ mo0JarogapuTh mapTHEpa:

Thank you very much for your hind invitation, but I am not able to visit your firm
because of too much occupation in my business (bmaromapro 3a Bamie ar0O€3HOE
TPUTJIAIICHHE, HO S He MOTY IIOCETHUTh Ballly UpPMY U3-3a OOJIBIIOI 3aHITOCTH 110 PadboTe);

We wish we could accept your invitation but we have no possibility to do it now
(MBI 6BI OYCHDb XOTCJIM IIPUHATH BAIIC IIPUTIIAIICHHUEC, HO B HACTOAIICC BPEMA HC NMCEM
BO3MOXHOCTHU CACIATH BTO);

| am very sorry that | can not accept your invitation (I ouens coxkanero, 9To He

MOTY TIPHUHSTH Ballle TPUTIIAIICHUE);

Unfortunately the pressure of work at office are so heavy that it is difficult to me
to make the trip to Paris (K coxanenuto, Most 3arpyK€HHOCTb TaKOBa, YTO MHE ObLIO ObI
BEChbMa TPYIHO Che3AUTh B [Tapmik);

I am sorry that it will be impossible for me to present at this fair as | have some
urgent business appointments (Cosxanero, HO S HE CMOTY IMPUCYTCTBOBATh Ha 3TOH
ApMapKE, TaK KaK Ha 3TOT HICPHOJ Yy MCHA IPUXOAUTCA HECKOJbKO HCOTJIOXHBIX
JIETIOBBIX BCTPEY).

4.5. H3eunenus, evlparxcenus y0061emeopeHus U Heyo0e61emeopeHus
(Apologies, expression of satisfaction, expression of discontent)
H3zeunenusn (Apologies):

My apologies for not coming to appointment (IIpruHoIy CBOM H3BHHEHUS 3a TO,
YTO HE NPHUILET HA BCTPEUY);

Please accept our apologies for the delay of answer (ITlpumute, noxanyiicra,
Halllk U3BUHCHUSA 3a 3aICPKKY OTBeTa);

I would like to offer my sincere apologies for the trouble (X1 xoren Ob1
IMPUHECTH CBOU UCKPCHHUC M3BUHCHUS 34 IPUYMHCHHOC 6GCHOKOI>'ICTBO);

| am sorry that... (ITpoiry U3BHHHTH MEHS 3a TO, YTO...);

| must apologies that... (I mopkeH nMpyUHECTH U3BUHEHUS 3aTO, YTO...);

| sincerely regret that... (7 uckpenne coxaiero, 4to...);

I am sorry but I can not be of assistance to you in this matter (13Bunute, HO 5

He Mory Bam momods B 3TOM ziedie).
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CTOUT OTMETUTH, UTO B AHTJIMICKOM SI3bIKE€ YaCTO MCIOJIb3YIOTCS JIBa BBIPAKEHUS
m3BuHeHUs: Excuse me (u3Bunute) u | am sorry (coxaiero). OaHaKo, BBIpAKEHHE
Excuse me ynotpebisiercst 0ObIUHO B Hayajie MpPeIokKEHHUs,, OHO MPEIBOCXUIIIAET Balllu
TabHEUININE JCUCTBUS, TO €CTh BBl Kak-Obl MPOCUTE W3BUHEHHUS 32 TO, YTO BOT-BOT
coBepmmrTe, Hampumep: Excuse me, may | ask you to help me? (M3Bunute, mMory s
HONPOCUTh Bac momodb MHe?) miau Excuse me, tell me please about this project more
detailed (M3BunuTE, HE MoOrIM OBl BB paccKazaTh MHE 00 3TOM IPOEKTE MoaApoOHee?).
Ecmu Bel OGecenyere ¢ kemM-mubO0, W 3a3BOHWI TeledOH, COOECETHUKY TaKXKe CIeayeT
ckazaTb EXCuse me, mpexxae 4eMm Bbl OTIPAaBUTECh OTBEYaTh Ha 3BOHOK, BhIpakeHHEM
Excuse me monb3yroTcs U A IpUBJICYEHUS K ceOe BHUMAaHMS HE3HAKOMOTO 4YeIOBEKa,
HampuMep, €ClIM Bbl XOTUTE Y3HATh BpeMsl y MPoXokero Ha yiuie: Excuse me, tell me
please how much watch? (M3Bunute, koTOopwlii 4Yac?). Beipaxenue | am sorry

"

OYKBaJIbHO TMEpPEeBOAMTCS Kak " s coxajerw'", HO YHnoTpebnsercs U B 3HAYCHUH
"U3BUHUTE" W HCIOJB3YETCS YXKE€ IOC]e TOro, Kak Bbl COBEPIIMIU TO JEHCTBUE, 3a
KOTOpOE MpocuTe mpoineHus, Harpumep: | am sorry that 1 was not be able to come to
you (IIpomry M3BHHUTH MEHA 3a TO, YTO S HE CMOT NMPUUTH K Bam). Beipaxkenue / am
SOIry mpUMEHUMO U B MOMEHT COBEpIICHHS ACWUCTBHUSA, 32 KOTOPOE BaM MPUXOTUTCS
NPOCHUTH W3BHHEHHMSI, HATIPUMEDP, OTKa3bIBas B rmoMoInu: / am sorry but | can not help you
(MU3Bunure, HO 51 Oe Mory moMoub Bam). [1osie3HO 3aIOMHUTE, YTO B TE€X Clydyasx, Korja
MO-PYCCKHU MBI TOBOPUM "'sI COKaIICI0", TIO-aHTJIMHACKH 0OBIYHO TOBOPSAT -1 am sorry.
Buipasicenus yoosnemeopenus (Expressions of satisfaction):
It is a great pleasure for me to meet you (J{yist MeHst 60JIBITIIOE YTOBOJIECTBHE
MI03HAKOMHTHCS C BaMH);
We are delighted that you agree to our conditions (MsI pajibl, 9YTO BbI COTJIACHBI
C HalllUMH YCJIOBUSIMH);
| am pleased to know that you interested in the co-operation ( pax y3Hath, 4To
BbI 3aUHTEPECOBAHBI B COTPYIHUYCCTBE);
I will be happy to discuss with you all details (byxy cuacTims 06cymuTh ¢ Bamu
BCE JICTAJIN);
| was glad to hear that you decided to take part in this work (I 6s11 pan y3HaTBb,

YTO BBl PEIIJIA IPUHSTH YU4aCTHE B 3TOH padoTe);
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It would be truly wonderful to continue our cooperation (bbu1o ObI 1EHCTBUTEIHLHO
3aMevaTebHO MPOJIOJDKUTE Hallle COTPYAHUYECTBO).
Buipasicenusn neyoosnemesopenusn (Expressions of discontent):
We are most disturbed that you will not be able to present the industrial samples
(MBI OoueHb OOCCIIOKOCHBI TEM, YTO Bbl HE CMOXETE IPEICTaBUTH IPOMBIIUICHHBIC
o0pasIibl);
We are not agree to terms you suggested (MsbI He COTJIACHBI C TPEIIOKEHHBIMA
BaMU YCIIOBUSIMH);
I can not understand why you did not tell us about these rules (4 ve mory moHsITb,
MOYeMYy BbI HE TIPEAYIIPEIUITN HAC 00 3TUX MpaBUIIaX);
| am afraid that we must withdraw the agreement (boroch, MbI JOJKHBI
pacTOprHyTh J0TOBOD);
We strongly object to your decision (MsI kaTeropruecky Bo3pakacM MPOTHB
BaIllero PelIeHus);

This sets up a succession of difficulties (9to BbI3bIBaeT 1EIH 3aTPYAHCHUI).

TI'JIABA 5.
Ilynkmyayus (Punctuation)

MpbI NOCBATUIIM OJMH U3 pa3/iesioB HAIIETO Kypca 3HaKaM MpENnUHAHMS, TaK Kak
4acTO OHHM WIPAIOT PENIAIONIyI0 POJb B BEPHOW Mepenada CMBICIAa MHUChbMa, oOJierdas
SICHOE MOHUMaHue Kaxaou ¢pas3bl. [IyHKTyalus BIUsSET HE TOJIBKO HA CTPYKTYPY, PUTM,
TOHAJIBHOCTh M CTUJIb TOTO WJIM MHOTO TTMChMa, HO TAKXKE W HA CMBICI BXOJIAIINX B HETO
IIPEIIOKEHHM.

Touka. Touka CIy>KUT AJI1 TOTO, YTOOBI OTMEUYATh KOHEI] MPEAJIOKEHUSI U 0003HAYaTh
ab0peBuarypsl (cokpamieHHbie ciioBa). CTaBAT TOUYKY TOCIE KaXKIOTO COKPAIICHHOTO
CJI0Ba, 0003HAYAIOUIET0 JIMYHbIE Ha3BaHUS U TUTYJIbL:

V.C.fVictoria Cross),

O.M.(Order of Merit),

Rt.Rev (Right Reverened),

F.R.S. (Fellow of the Royal Society),

M.JI. (Master of Arts).
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3anamasa. Y 3ansThIX HECKOJIBKO (DYHKIIMNA pa3JeeHUs MPEAJIOKESHHUS.
1. Cnocobvl obpawenus. Korga Bel K KOMYy-TO 00pallaeTech WIM ONPeAeIeHHBIM
00pa3oM OIMUCHIBAETE TO WM MHOE JIUIO, HEOOXOAMMO UCIOIb30BaTh 3aISTYIO.
NHoraa k agpecary oOpallaroTcsi HanpsiMyro, Ha3bIBasi €ro 1Mo UMEHU:
Ah, Miller, you are just the man. (AX, Muuiep, Tbl ClipaBeUTUBBIA MY>KIHHA).
Please telephone or write to us, Barbara. (IToxxanyticta, 103BOHHTE WK
HanumuTe HaM, bapOapa).
2. Ilepeuucnenus. C noMouIplo 3aMAThIX pa3fessioT iBa U Oojee mpeamera npu
MEePEYUCIICHUN. DTH MPEAMETHI MOTYT OBITh OJMHOYHBIMU CIIOBAMHU:
A strike by air traffic controllers affected flights to France, Portugal, Spain and
Italy. (3abacToBKa BO3IYIIHOTO TpaHCHOPTa MpoucxoauT Bo ®panumu, [lopryranuu,
Ncnanum, u Utanumn).
Students yawned, coughed, grimaced. (CTyaeHTbI 3¢BalOT, KallLISIOT,
I'PUMACHHUYAIOT).

Jleoemouue. Vicnonwzyercs st TOro, 4ToObl OTMETHTHh BBEJCHUE KaKOTO-TO
WUTIOCTPATUBHOIO WJIM TMOSCHUTEIBHOIO MaTepuaja: LUTaT, CIUCKOB, OOBSCHEHUH.
HawanpHoe mnpemioxenue oOemaer Kakyro-TO HH(POPMAIMIO, OHO 3aKaHYMBAETCS
JBOETOYHMEM, CO3JAIOIIMM JIETKYI0 May3y IMepea TeM, Kak 3To obemanue Oyner
BBITIOJIHEHO.

We look forward you papers: 1 invoice and 2 order forms. (Mel sxaem Baiiu
nokyMeHThI: 1 Cuer-hakTypy u 2 OJaHKU 3aKa3a).

Bonpocumenosnuviii 3naxk. HopMaTHBHBI NUCBMEHHBIN AHTIIMUCKAW ITO3BOJISIET
dbopMynupoBaTh BOMPOCH PA3IMYHBIMU CIIOCOOAMHU, W TPH 3TOM B KOHIIE BCETraa
JI0JKEH CTOATh 3HAK BOIPOCaA.

CaMbIit O4EBUIHBIN CITOCOO - 3TO MPSMOKN BOTIPOC:
Have you seen the Camera Club's annual exhibition? (Mmenu Bbl BO3MOKHOCTD
BUJIETh TOJIOBYIO BhICTaBKY "Kamepa-kiy0").
<OTKpBITBIMU> BOMPOCAMU SIBIIIIOTCSA Tak HazbiBaeMmble "Wh' Bompochl, TO ecTh
Te, KoTophle HauuHaiorcs co cioB: Who, What, Why, Where, When u How, tpeOys

00OCHOBaHHOTO M Pa3BEPHYTOTO OTBETA.
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Bocxknuuyamenwnotit 3nax. B aHrMiiCKOM OCHOBHAsi (PYHKIUHMSI BOCKIIMIIATEIBHOTO
3HAaKa COCTOMT B 0O0O3HAUEHWH TMOBBIIICHHOW AMOIMOHAILHOCTH, KOTOpas 00s3aTeIbHO
JIOJDKHA HAWTH CBOE OTPAXEHUWE W B YCTHOM peuu. [laHHBIM CHMBOJI MPEINOJIaract
OMPEJEICHHYI0 TOHAJILHOCTh M TPOMKOCTh T0J0Ca B MOMEHTHI THEBA, YJUBIICHUS,
OKMBJICHUSI UJTU COYKAJICHUSI.

What a farce! (Yro 3a sauio!)

How stupid! (Kakoii rirymbrii!)

3a4acTyto BOCKIIMIIAHUS IPUHUMAIOT (OPMY KOMaH/I;
Wait for me! OKnu mens!)

Don't jump! (He nipeirats!)

Bocknuiianue Moxxer npuHUMaTh GopMy MOJIBObI, TO €CTh, IEUCTBUTEIHLHON UK
MeTa(OpUIECKON MOTBITKH TPU3BATH KOTO-TO HA MIOMOIIIb:

Oh, God! Let this be a comedy! (O, I'ocrioau! JlaBaii, 310 Oymer komeaus!)

Kagovtuku. OcHoBHasi (QyHKUHS KaBblYeK - 0003HauaTh Hayajlo U 'KOHeEI
nuTaTel. BTopas QyHKIUsS KaBbIUEK - YKa3bIBaTh, YTO HA CJIOBA, 3aKJIIFOYCHHBIC B HUX,
IIPOCTO CCBHIJIAKOTCHL.

We have receipted your brochure introducing your new products in the
"Chairmex" range (msl momyunnu Bamry Opormrropy, B KOTOPOH IMpelcTaBiieHbl Bamm
HOBBIE IIPOAYKTHI, BXoasmue B rpymmy "Chairmex").

Ckoo6ku. B Kpyribie CKOOKH 3aKJIFOYAIOTCSI BCTABHBIE CJIOBA WM TIPEIJIOKEHUS,
KOTOpbIE IO 3aMbICy aBTOpa JOJDKHBI OBITh MOMEIIEHBI PAAOM C OCHOBHBIM
TekcToM. HekoTophie BCcTaBHbIE NPEJIOKEHUS - pEMapKu, BOCKJIUIIAHUS, MHECHUS,
BHE3AIHbIE BOCIIOMUHAHUS - PE3KO OTIENAIOTCS OT XOJla OCHOBHOM MBICIH, a 3aT€EM
BO3BpallaloTcs K Hell. X cieayer 3akiito4aTh B KPYTJIble CKOOKHU.

CKOOKHM HYXHBI JJIsI TOTO, YTOOBI Pa3MECTUTh B HUX WH(POPMAIINIO, KOTOpas HE
SBJISIETCS CYUIECTBEHHO HEOOXOAMMOM YacThi0O OCHOBHOTO TEKCTa, HO MMEET K HEMY
HEKOTOpPOE OTHOUIEHWE WIM AOMoJHsAeT ero. MHbopmanus, 3akioueHHas B KpyTJibie
CKOOKHM, MOXET COCTOSTh KaK M3 OJHOTO CJIOBa WJIHM TPEIJIOXKCHHsS, TaK U U3
HECKOJbKUX mpejioxenuil. Hamnpumep, Kpyrible CKOOKH HCIONB3YIOTCS A

0003HaUYeHUs BO3pacTa TOro UJn MHOI'O JINIa:
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Rose de Silva (37), the novelist and critic. (Po3a Jle CunbBus (37) poMaHUCT U
KPUTHK).

OHM WHPOKO TPUMEHSIOTCA B JUTEPATypOBENUECKUX M HCTOPUYECKHUX
WCCIIEIOBAHUSX JIJIS YKa3aHUS JIaThl POXKICHUS B CMEPTH:

W.H. Auden (1907-73) and Louis MacNeice (1907- 63) are joint authors
ofLetters from Iceland. (Aynen (1907-73) u Makwueiic (1907-63) ogHOBpEMEHHO MUCAIH
B Mcnanaun).

Tupe. B MexayHapOJAHOM aHTIUHCKOM HCIOJB3YETCS O4YeHb MHUPOKO. OOBIYHO
OHO BBINMOJHSAET (YHKIMIO CKOOOK, VyKa3bIBa€T HA HEKYI JOIOJHUTEIbHYIO
unpopmanuto: Our production -furniture and lamps - is in stable demand (Hama
NPOAYKIIMS- MEOENh U CBETHIILHUKH - TTOJIb3YETCS] YCTOWYMBBIM CITPOCOM).

HeoOxomuMoO TIOMHHTH, 4YTO B [EJOBBIX IHCbMaX HENIb3s YIOTPEOJIATH
cokpaimenus: I'm Bmecro | am, we're smecro we are, we'd smecto we would, I'll
BMmecto | will, |1 can't Bmecto | can not, | havn't smecto | have not, a oco6enHo Takue
COKpAIICHHS, KOTOpPbIe KacatoTcs TpeThux JuIl: You ‘11 Bmecto you will, they 're BmecTo
they are, he hasn, smecto he has not.

5.1. 3aznasnvie u cmpounvie dyxent (Capital and small letters)

[TpaBmia ymoTpeOseHHs 3arjaBHBIX M CTPOYHBIX OYKB B aHTJIMKACKOM SI3BIKE
OTIIMYAIOTCSI OT TPaBWJI YMOTpeOJIeHHs ITUX OYKB B PYCCKOM si3bIke. EctecTBeHHO,
3arJiaBHbIC OYKBBI YIOTPEOJIAIOTCS NMPU HAIMCAHWW UMEH COOCTBEHHBIX. B aHTIHMIiCKOM
SI3bIKE€ HA3BaHUS MECALIEB, JHEW HeNenu 00s3aTebHO HAYMHAIOTCS C 3arjaBHOW OYKBBI:
Monder, October, A BpE€MEHA roja CYMTATCA UMCHAMH HapULIATCIbHBIMU U IMUIITYTCS C
MaJIeHbKOH OYKBEI - SUMmer, winter.

C Oonpmioil OyKBBI TaK)Ke€ MPUHATO MHUCATh MpHIaratelbHble, 0003HAYAIOIINE
HAI[MOHAJLHYI0O M TOCYJIapCTBEHHYIO MPUHAUICKHOCTHh, Hampumep: Russian, English
(pycckuit, anrnuiickuii). C 607bII0NH OyKBBI MUIIYT BCE CIOBA, BKJIIOYAsl COKPAIICHMSI, B
Ha3BaHUSAX (UPM U OpraHH3aIii, 3a HMCKIIOYCHHEM TMPEAJIOTOB, COIO30B U apTHKIICH,
Harnpumep: Chapman and Hall Ltd, masBanus momxHocteir, Hampumep: President,
Chief Accountant (mpe3uaeHT, IJIaBHBIH OyXraiatep), a TaK)Ke Ha3BaHUS HEKOTOPBIX

nokymeHToB: Letter of Guarantee (rapaHTuiiHOE UCHMO).
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AOGOpeBuaTypbl Mep Beca U JMHEHHBIX MEp KaK MPaBUIIO MUIILYTCS ¢ MaJICHbKON
OykBBI: m, CM, sq, ft.

Jlns mpuaaHus CIOBY OCOOOW 3HAYMMOCTH €ro MHIINYT LEIMKOM 3arjiaBHbIMU
oyksamu, Hanpumep: SUNSET products are the best you can buy! (ITpoxyxter SUNSET
- 9TO JIy4Illee, YTO BbI MOKeTe KynuTh!) Takke 3arTaBHBIMU OYKBAMHU MMHIIECTCS UMST TS
BeIeneHus ero B Tekcte: We hope our expert Mr JHONSON will visit you soon (Mer
HajieeMmcs, uTo ckopo Bac nmocerur Hai skenept r-0 JL2KOHCOH).

[Tpu BbIEIEHUH CIOB MOHO TOJI30BaThCSl HE TOJILKO 3arjiaBHBIMH OyKBaMH, HO
¥ pa3HbIMHU MMpUGTaMH, HATPUMEP KYyPCHUBOM, WU BBIICIUTH CIOBO 0OO0J€€ KUPHBIM
mpudToM, UK TOYEPKHYTH €TO.

HyXHO 3anmOMHHUTBH OJIHO MPOCTOE MPABWIIO: ISl TOTO, YTOOBI BCE 3THU IPHUEMBI
Ob1TH 3((PEKTUBHBIMHU, OHU JOJDKHBI KaK MOXKHO PEXKE BCTPEUYATHCS B TEKCTE JEIIOBOTO
MMCHMA.

TIJIABA 6.
IlIpeocmaenenue 0e106020 nucbMa HA AH2TUICKOM A3bIKE
(Presentation of official letter in english language)

JlaHHasi TJIaBa W TOCJEAYIOIIME TIJIaBbl HAIIETO Kypca MOCBAILICHBI J1€JI0BOM
NepenucKe, a UMEHHO TMpaBWiaM O(GOPMIICHUS W COCTABIIECHUS JEJOBBIX MHCEM. MBI
paccMOTpuM 00s3aTeNIbHbBIE U JKETATEIbHbBIE JIEMEHThI TAKUX MHUCEM.

6.1. Ogpopmnenue nucoma (Letter drawing up)

Bamie nuceMo AOMKHO MMETh MPAaBHIbHO O(OPMIIEHHBIE <TOJOBY U XBOCT>.
Ilonmepex BepxHEW YaCTH JUCTAa WJIM B IPABOM BEPXHEM YIJy HAJ0 HAIUCAThb CBOM
aapec, cpa3y Moj HUM WJIH C JICBOW CTOPOHBI JIUCTA - AaTy. XOPOIIOo OBl €lle yKa3aTh 1
cBOM HOMep TenedoHa

[Tog Bammm agpecoM W HaTOM, C JEBOW CTOPOHBI JIMCTA, HANMHUIIATE UMS,

3aHHMAaE€MBbIH IOCT U aJgpecC TOro Junga, KOToOpoMy aap€COBAaHO BallC ITMCbMO.
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1) 3aronosox
2) [lata nUCcLMa
1) HaWMeHDBaHWe M aapec
NONYYaTeENs NWUCHMA
4) BerynurensHoe obpaygHue

5) TekcT nMcbMa

6) JakmuuTensHas gopuyna
BEXNUBOGTH

7) Noanuck

8) YxazaHue Ha
NPUNOXEHUA

e 6.1,

Conepxanue nucbMa OyaeT
3aBUCETh OT MNPUPOJBI BalIETO
coo01IeHus, OJTHAKO €CTh
HEKOTOPbIC JOCTATOYHO
pacnpocTpaHeHHble — IpaBwia. B

IEPBOM KE€ MNPEAJIONKCHHUU YCTKO

00BsACHSITE eb CBOEro0
nucbma, a nocieaymuue
PEIIOKEHUS " naparpadsr

UCIIONIB3YUTE i1 YTOYHEHMS

HEOOXOIUMBIX TTOJIPOOHOCTEH:

6.2. /lama (Date)

[Tpu HanMcaHuu JaThl MOXKHO TOJIL30BATHCS CleAyIoen (HOpMON:

1.12th September, 2024
2.12 September, 2024
3. September 12th, 2024
4. September 12, 2024

Ha3Banus mecstieB, kpome March,

June u July, wacto cokpamarorcs:
January - Jan.
September - Sept.
February - Feb.
October - Oct.

April - Apr.
November - Nov.
August - Aug.

December -Dec.

May,

6.3. Aopec nonyuamens (Inside address)

Hazpanue oprannzanuu win ¢paMuiys Juia oObIYHO MUITYTCS Ha OTAEIBHON CTPOKE.

Mr. Herring F.E.
Director Jlupextopy
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Anglo-Continental Group  AHIJ10-KOHTHHEHTAILHOM IPYIIIBI

London, England Jlongon, Aurims

Ecnu BBl HE yBepeHBI HU B UMEHHU, HA B TOM, KaKOH MMEHHO TIOCT 3aHUMAET Balll
azpecar, MO3BOHUTE B Ty OPraHU3aIlUIO, TJe OH pab0TaeT, U YTOUYHUTE U TO, M JIPYTOE,
OOBSICHUB TPHU ATOM IIEJIb BaIlllUX paccrpocoB. Ecim ke BaM 1Mo KakuM-IM0O0 MpUIMHAM
HE y/1aJI0Ch 3TOTO CJIENaTh, UCIIOIB3YITE Ha3BaHUE TOUM JOHKHOCTH, KOTOPAast BaM Ka)KeTCs
HanbOosee moxxoxsmei: Managing Director, Director of Planning. Bcerna
CTapaiTeCh MaKCHMaJlbHO TOYHO aJPECOBAaTh CBOE MHCHhMO;, B MPOTHBHOM cllydae,
OCOOCHHO €CJIM BBl MUIIETE B KPYIMHYIO OPTaHU3AINIO, Ballle MICHMO MOXKET HEJeIIMU
OpoauTh U3 OJHOTO JETapTaMeHTa B APYTOH, 0 TEX TOP, MOKA KTO-HUOYIb HE PEIIATCS
Ha HETO OTBETHUTh.

[Tucpma, agpecoBaHHBIC YEIOBEKY, HA3BAHHOMY 10 UMEHH, PaJld BEKIUBOCTH U
MOCTOSTHCTBA JIOJDKHBI UCIIOJIB30BAaTh UMS 3TOTO YeNIOBEKa Kak mpuBercTBue: Dear Ms.
Drummond wiu Dear Dr. Marsh. [Tucema, anpecoBaHHbIE Y€IOBEKY, Ha3BaHHOMY IIO
3aHUMaeMOW JTOJHKHOCTH, OCOOCHHO KOTJla BhI HE YBEPEHBI - OH 3TO WJIM OHA - KakK
HpPaBUJIO, JTOJDKHBI HAYMHATBCS C HECKOJbKO aOcypaHoro mpueTcTBus: Dear Sir or
Madam. B HEKOTOpBIX cilydasx BBl MOXKETE HCIIOJIh30BaTh B KAuyeCTBE MPUBETCTBHS
camMo Ha3BaHUE JIOJDKHOCTH:

Dear Editor, Dear Councillor, Dear Chairman.

MBI puBEAEM HECKOIBKO HA3BAHUN JTIOJKHOCTEN U MPUHATHIX COKPALICHUN IS
X 0003HAYCHUS:

Bachelor of Laws - LL.B (6akanasp npasa)

Bachelor of Science - B.Sc. (6akanaBp Hayk)

Civil Engineer - CE. (MH)XeHEP-CTPOUTEIIb)

Captain - Capt. (karuran)

Colonel - Col. (rmonxoBHHK)

Director - Dir. (nupexTop)

Doctor - Dr. (toxTop)

Doctor of Laws - LL.D (moxTop mpasa)

Doctor of Medicine - DM., M.D.

(moxtop mexaummub1) Doctor of Science -
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D.Sc. (moxTop Hayk) Manager - Mgr,
(Menemxkep, ynpasistonmii) ' Master
of Laws - LL.M (maructp npasa)
Member of Parliament - M.P. (anen
napiamenTa) President ~ Pres.
(mpe3uaeHT)

Vice President - V.Pres.
(Bute - mpe3uaenTt) Professor
- Prof (mpodeccop)

Reverend - Rev. (mpu oOpaliieHi# K CBSIIIEHHOCTYKHTEINIO:
npenoxo0HbIi (TUTYN cBsiieHHrKa) The Very Rev.
(BeIcOKOTIpenonoOue (HacTosTeb cobopa)) The Reight Rev.
(mpeocasieHcTBo (emuckor)) The Most Rev.
(BBICOKOTIPEOCBSIICHCTBO (apxuenuckomn)) Secretary - Sec.
(cexperapn) Chancellor - C. (xanmyiep)

CrnemyeT OTMETUTh, 4TO OaKaiaBp - 3TO TIepBasl ydeHasi CTETIEHb BO MHOTHUX
CTpaHax, 0 POCCHIICKOM IIKaJe YyaIlle BCEro COOTBETCTBYET BhIMYCKHUKY BY3a,
MarucTp - CJISAYIONas CTeNeHb - 00BIYHO COOTBETCTBYET BHITYCKHUKY acIUPaHTYpHI. B
Ha3BaHUE (PUPM MOXKHO TOJIb30BaThCA cokpaieHusmu: Company - Co. (koMmaHus)
Corporation - Corp. (kopmioparusi) Department - Dept. (1ernapramMeHT, OT/IeICHHE)
Incorporated - Inc. (o6bequneHHbIN) Limited- Ltd. (¢ orpaHH4eHHON OTBETCTBEHHOCTBIO)
[Tocne Ha3BaHMs PUPMBI OOBIYHO YKA3bIBAIOT HOMEP JIOMa U Ha3BaHUE YIIHIIBI, UCIIOIB3YS
CIICAYIOIINE COKPAILICHHS:

Apartment - Apt. (kBapTupa, anapTaMeHTBbI)

Avenue -Ave. (ipocriekr)

Building - Bid. (cTtpocHue)

Road - Rd. (mocce)

Square - Sq. (momas)

Street - St. (ynuia)

B 3akirodeHre ykaspIBalOT Ha3BaHWE ropoja, mTara Wik lpadcrBa (ecim ecTh) u

ctpanbl. Hazpanusi mratoB CIIA Takxke MOXKHO COKpaliaTh, Ui 3TOrO CYIIECTBYIOT
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NPUHATHIC COKpAalleHusi (OOBIYHO B aHTJIO-PYCCKHX CIIOBAPSX MEPEUHUCIICHBI COKPAICHHUS
BCEX MATHUACCITH Ha3BaHWH IITATOB, Mbl MX MPHUBOIWTH HE OyaeM), a Ha3BaHUSA TPad)CTB B
BenmmkoOprTaHuU HE COKPAIIIAIOT.
[TosHBI ampec MOKeT BBITIISIICTH CICTYIOIIM 00pa3oM:
Mr. D. R. Ashley Mucrep}' J1.P. Duuum
General Manager Menemxepy 1o o01UM Borpocam
Hall Ltd. Xosut JIT.
37,0xfordRd. m  Oxcdopa poyn
Leicester (GB) 37,  Jleiictep (BenuxoOpuranusi)
6.4. 3asepuienue nucema (End of letter)
[Tpu opopmiieHHH <XBOCTa> HAJI0 PYKOBOCTBOBATHCS MPOCTHIMH MTPABUIIAMHU.
Eciu B kauecTBe BCTYMHUTEIBHOIO OOPAICHHS BBl MCIOIB30BAIHN JIMYHOE UMS WK
Ha3BaHUe J0oJDKHOCTH Dear Sirs, Torna Bbl JOJDKHBI 3aKOHYUTH CBOE MHCHMO CJIOBaMH
Yours faithfully, (mpuyem cioBo YOurs mopkHO 00S3aTEIbHO HAYMHATHCS C OOJIBIION
OyxBbl, a ciioBo faithfully - ¢ Mmanenbkoit) 1 cBOMM HMeHeEM.

Hixe noka3zaHO HECKOJIBKO (I)p&?; KaK B 3aBUCHUMOCTH OT BCTYIIJIICHUSA

3aKaH4YMBaTh ITIMCBMO.

Anpecar BerynutensHoe oOparieHne  3akitounTeNbHAS
dbopmyna
Messrs, Dear Sirs, Yours faithfully
A.Smith & Co., Gentlemen, Yours truly,
Ms. A. Smith Dear Sir, Yours faithfully,

(cTporo opunmansHO)
Mr. A. Smith Dear Mr.Smith, Yours sincerely,
(MeHee OpHUIHATIBHO)
[Ton 3akmrounTensHON Qpa3oi ocTaBisieTcss HEOOIBIIOE CBOOOHOE IPOCTPAHCTBO

IUIS TIOJIITUCH, @ HUXKE PacIioaraloTcs UMs U JODKHOCTh aBTopa MmuchMa. B Tom ciydae,
€CJIM TIOAMKCHIBAIOTCS OT YbEro-TO MMEHH, IMepe] WMEHEM CTaBAT OYKBBI P.p. KU
BBIpaKEHHUE PEr Pro (JaTUHCKOE - OT UMEHH).

IJIABA 7.

Ilpeomem oenosozo nucoma (Subject of official letter)
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[IpenMer AemoBOro mHWChMa, pa3ymeeTcs, MOXeT ObITh TOObIM. B mporecce
JIEJIOBOTO COTPYAHUYECTBA MOTYT BO3HHMKATh Pa3sHOOOpa3HBIC MPOOJIEMBI, TpeOyromme
peleHusi, a I 3TOTO BaM MPHIETCS BECTH TEPENmuCcKy ¢ BammM napTtHepoMm. Ho
CYIIIECTBYET HaOOp TeM, KOTOPHIE BCTPEUAIOTCS MOYTH BO BCSKOW JIEIOBOM IMEPEIUCKE.
Hawnbonee pacnipocTpaHeHHbIE U3 HUX MBI pACCMOTPUM B HAIlIEM Kypce.

7.1. Ccvinku na npeosidywue nucoma (References to previous letters)

B ToMm cnydae, ecnu Bbl NHUIIETE BalleMy NApPTHEPY HE MEPBBIA pa3, BCIAKOE
MUCHMO CIIEAYeT HAYMHATH CO CCBHUJIKM Ha MOCIEAHEE MHCHhMO, MOTy4YEHHOE OT ATOTO
naptHepa. Bo-nepBbix, 3TOro TpedyeT BEeKIMBOCTh, & BO-BTOPBIX, CChUIASICh HA MUCHMO,
Bbl AaC€TC BaAICMYy IAPTHECPY IMOHATH, YTO IHWCBMO IIOJIYUCHO. Ccrurasgach Ha nucpMa,
HEOOXOMMO yKa3bIBaTh aTy nuchMa. [IpuBeaeM HeCKOIBKO MPUMEPOB CCBIIOK:

In response to your letter ofl5 May 1995 | would like to inform you about our
decision (OrBeuast Ha Baire nucemo ot 15 mas, s xoten Obl yBegoMuTh Bac o Hariem
peILICHNH);

As your letter of August 28, 1995 asserted your company receive trial orders (Kak
yTBepxaaercss B Bamem muceme ot 28 aBrycra, Bama kommaHusi MpruHAMAeT MPOOHBIS
3aKas3bl).

With regard to your offer in the your last letter we are ready to accept it (Uro
KacaeTcsl MPEJIOKEHHUs, M3JI0KEHHOrOo B BamieM mocieqHeM MUChbME, TO MBI TOTOBBI
NPUHSTH €T0).

WMHorma BO3HHMKAeT HEOOXOIMMOCTH HalucaTh TAapTHEPY HOBOE MHUChMO, HE
JOKUJAsICh OTBETAa Ha TMpeapiAyliee. B 3ToM cioydae cieayeT cChUIaThCs Ha CBOE
coOCTBeHHOE TTociieiHee mucbMo. Hampumep:

Further to my letter of 23rd September, 1995 | am pleased to give you additional
details about this project (B npomomkerre Moero nmicbma ot 23 CeHTIOps paj COOOUTUTH
BaMm mononHuTENBHBIE TOAPOOHOCTH OTHOCUTEIILHO ATOTO MPOEKTA).

B Tom ciyuae, ecniu BO3HUK CHOp HJIM Kakoe-THOO0 HelTopazyMeHUe, MPUXOTUTCS
CChLJIATHCA U Ha CBOC CO6CTBCHHOC IMMCbMO 1 HAa IIMCbMO ITapTHCPA:

Please refer toyour letter of May 12, 1995 and my one of June 5, 1995 (ITporry Bac
oOpatuThcs Kk Bamemy nucemy oT 12 Mas u k Mmoemy ot 5 utons). Cj0Bo ONE B TaHHOM

CIydac oO3Ha4acTt, 41O pCdb MHIACT O TOM IKE IPECAMECTC, YTO MU B nepBoﬁ qaCTu
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NpPEJIOKEHUsl, U YHOTpeOsiseTcs MJii TOro, 4YTOObl HE TMOBTOPSITH OJAHO M TO KeE
cymiectBuTenbHOE - letter. Bosamosken u takoii BapuaHnTt: Let take notice of your letter of
17 April 1995 and mine of 25 April 1995 (/laBaiite oOpaTumcs k Baremy nucemy ot 17
amnpesisi U K MoemMy OT 25 anpersi).

Ecmu B IIOJIYYCHHOM BaMH IIHCbMC HC COO6H.[3€TC$I O BalmIiCM YBOJIbHCHHH, TO,
OTBeYasi Ha HEro, HYy>KHO BbIpa3uTh OjaronapHocTb. Hanpumep:

Thank you for your last letter (baaronapro Bac 3a Baire nocientee mucbMo);

It was a great pleasure for us to receive your letter of 10th August 1995 regarding
the conditions of order placing (s Hac ObUTO OONBIIUM YIOBOJIBCTBUEM ITOTYYHUTH
Barmme mucemo ot 10 aBrycra, kacaromeecs yCIIOBHI pa3MeIeHus 3aKa3a);

We acknowledge with thanks the receipt of your letter of October 11, 1995 (C
0J1aroIapHOCTHIO MOATBEPKAaeM monydeHne Bamrero miucema ot 11 okTsOps).

OdeHb 4acTo MUChMa 3a/IEPKUBAIOTCS, MHOTJ]A 3TO IPOUCXOJIUT 1O BUHE MOYTHI, a
MHOTJA U MO JIpYruM MpudyuHam. B mo0om ciyyae kenareiabHO OOBSCHUTh NPUUUHY
3aJIEPKKUA. ITO MOKHO CJIENIaTh CIEAYIOLIUM 00pa3oM:

It was a great pleasure for us to receive your letter of 22nd September 1995,
which for some unknown reason, did not reach us until 10th November 1995 (/lns Hac
OBLJIO OOJIBIIIUM YJOBOJILCTBHEM MOJIY4YuTh Baiie muceMo ot 22 ceHTs0ps, KOTOpoe 1o
HEU3BECTHBIM NMPUYHMHAM JOIIUIO A0 Hac ToJIbKO 10 HOsIOps);

Your letter has just reached us (MbI TOJIBKO YTO IMOTYYHIIN Barre mucsmo);

| am sorry for not replying sooner to your letter of June 16, 1995 (IIpomry
N3BUHHUTH MCHA 3a TO, YTO HC OTBCTUJI PAHBIIIC HA Bame nmuceMo ot 16 I/IIOHH).

briBaer TaK, 4TO OTIPAaBUB IMMCbMO, Bbl OUYCHb O0JII'O HC IMOJIYy4acTC OTBCTA. TOFI[EI
1eJ1ec000pa3HO BEKIIMBO HAIIOMHUTH O cede:

| hope you have received my letter of 1st July 1995 concerning our joint project
working up (A wHazmeroch, Bbl monmyumnm moe mmuchMo OT 1 HIOJs, Kacaroleecs
pa3pabOTKH HAIIETO0 COBMECTHOTO MPOCKTA);

| enclose a copy of my previous letter just in case the original has been lost in the
post (ITpumararo KOMHIO MOETro MPEAbIIYIIEro MUChMa Ha TOT CIydai, €CIIM OpUTHHAI

3aTepsIIcs Ha T0YTe);
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| have not received a response to my letter dated 2nd February, 1995 (5 ne
MOJIYYIJI OTBETAa Ha MOE€ MHUCHhMO, TATUPOBAHHOE 2 (heBpalIs).

Baiie mucbMo MOXKET SIBISIThCS OTBETOM HE TOJBKO Ha MHCHMO BAalllero MapTHeEpa,
HO M Ha €ro Tejerpammy, TeJaepOHHBIM 3BOHOK, COOOIIeHHE 10 (aKCy, a TaKKe Ha Ballld
IpeIbIIyIIME COOOIIEHUS U JINYHbIE Oeceapl:

As regard as your cable of December 11 we would like to discussed your idea
more detailed (Yro kacaercs Barmeii tenerpammbl oT 11 nexaOpsi, To MbI XOTeIU ObI
o0cymuTh Bairy uiero 6ojiee 1eTanbHo);

In reply to your fax we inform your that Autumn Industrial Exhibition will begin 1
October 1995 (B orBer Ha Bam dakc coobmaem, uto Ocennss [IpombinuieHHAS
BricTaBka HaYHET CBOIO paboTy 1 OKTSIOpS);

Further to our discussion during the recent conference on computer technology 1
would like to invite your to visit our firm (B npomomkeHue Haielr Oeceabl BO BpeMs
HelaBHEH KOH(EPEHIIMH M0 KOMITBIOTEPHBIM TEXHOJOTHSIM 51 XOTeN Obl MpUTIIacUTh Bac
MOCETUTH Halry GupMmy).

7.2. Pexnamnoie nucoma (Advertisment letters)

Bam, koHE4HO, M3BECTHO, UYTO peKjiama SIBJISIETCS JBUTATEIEM BCSKOTo OW3Heca.
[Ipy  yCTaHOBJICHWH JEJOBBIX KOHTAaKTOB IIOJIG3HO OOMEHSTHCS  PEKIAMHBIMU
MaTepuanaMu. TakuMm oO0pa3oM Bbl CMOXKETE TIOJPOOHEE Y3HATh O JACSITEILHOCTH CBOETO
OyAyliero AeIOBOTrO MapTHEpPA M NAUTEe €My BO3MOXKHOCTb COCTaBHTH 0Oo0Jiee MOJHOE
NpeJICTaBIICHUE O BaC | Balei pupme.

Kaxnas ¢upma, 3abotsamasics o0 ycrexe CBOEro jena, pacrojiaraer HabopoMm
pPEKIaMHON TPOAYKIIUU, KAK-TO: PEKJIAMHBIE MPOCIEKTHI, OPOITIOPHI, JIMCTKU, TMpaic-
JHCTHI (CTIUCKA TOBAapOB M YCIYT C yKa3aHHEM IIeH), KaTajioru u oOpasipbl. Brichutas
pEKJIaMHbIe MaTepuaibl, HEOOXOIUMO YBEAOMUTH 00 3TOM BallleTo MapTHEpa, HAllPUMeEp:

| enclose the description of new program (IIpuiaraio onvcanue HOBOKH
IPOrpaMMBbl);
We would like to call your attention to last our catalogue (Msr xotemu ObI

oOpatuTh Barile BHUMaHHE Ha HaIll TIOCACIHUIN KaTajor);

32



Enclosed with this letter you will find samples of new material in varying colours
(B [IPUJIOKEHUU K ITOMY [IACBMY Bor
HaleTe 00pa3iibl HOBBIX MaTEPUATIOB PA3IMYHBIX uBeTOB);

We will send you our price-lists on a regular basis (Ms1 Oynem perynspHo
BBICHLIATh Bam Hamm mnpaiic-mcTer).

| hope that some of our new lawn-mowers will be of interest to you (X nanerocs,
YTO HEKOTOPBIC U3 HAIIMX HOBBIX FA30HOKOCHJIOK 3aMHTEpecyroT Bac);

If you are interested in these goods we would be pleased to send you samples for
examination (Ecrmu Bel 3auHTEepecoOBaHbI B 3TUX TOBapax, MbI Oy/ieM pajibl BbICIAaTh Bam
00pa3Ibl IS IETATBHOTO H3yUCHHUS);

Pexnamusbie IIPOCIICKTBI M KaTaJloTh MOTYT l'IOHaI[06I/ITBC}I HC TOJIbKO BalllEMy
IIapTHEPY, HO U BaM. B 3TOM ciiydae BBl MOXKETE X 3aIIPOCUTH:

Please send us your current catalogue and price-list on detergents (Ilpocum Bac
BBICJIATh TEKYIIUH KaTaJIOT U Mpanc-IUCT Ha MOIOIIIUE CPE/ICTBA);

We would like to receive your catalogues regularly (Msr ObI XOTEJIM TIOJTy4aTh
Baiiu kaTaaoru peryisipHo).

[lomyunB pekiIaMHyI0 MPOAYKIHUIO, HEOOXOIMMO MOOJIaroJAapuTh Ballero
napTHepa. ITO MOXKHO CHENATh CIAEAYIOIIHNM 00pa3oM:

Thank you for providing me with information about your production (biaromapio
3a npeaocTaBieHue nHdopmaiuu o Bareit mpoayknmn);

7.3. Cuema u nnamesxcu (Invoices and payment)

3H3‘-II/IT€J'IBHYIO HacCTb I[GJ'IOBOﬁ MEPLIIMCKHU COCTABJIAIOT CUHCTA W IMOATBCPIKIACHHUA
OIlIaThl 3THUX CYCTOB. I[JISI MOAJACPKAHUA XOPOHIIUX ACJIOBBIX OTHOIIICHUH >KeJIaTeIbHO
OTIHPABIIATE CYET BMCCTC C COOTBETCTBYIOIIMM ITMCbMOM, HAIIPUMEDP:

We enclose our invoice to the amount of 25 millions of roubles (ITpunaraem
cueT-pakTypy Ha CyMMy 25 MHIIJIMOHOB PyOJIcH);

| have today arranged for the sum of 10 millions of roubles to be transferred to
your account (S ceromust oTnan mpukas o nepeojae cyMmmbl B 10 MHIUTMOHOB pyOJiei Ha
Baii pacueTHblii cUer).

Bcerna cienyer nmoaTBep:KAaTh MOJYYEHHE IJIATEX a. JDTO YMEHBIIUT MOTEPHU

BpPEMEHU U CO3AacT OJaronpusTHOE BIEUATICHUE O CTHIIE paOOTHI Balei (pUpMbl.
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We are pleased to confirm receipt of your payment. We inform you that goods are
ready jo be dispatched (Ham mpusitHo moarBepauTh monydenue ruiarexa. Coolmiaem
Bawm, uto T0'Bap roToB K OTrpy3Ke).

K coxanenuro, ObIBaIOT M HeomutaueHHble cuera {outstanding invoices). Hacro
ATO TPOUCXOAUT IO HEIOPA3yMEHHIO, MOATOMY HEOOXOIUMO BEKJIUBO HAIIOMHUTH
IMapTHEPY O BBICTABJICHHOM M HCOINIIAYCHHOM CUCTC!

Upon making a routine examination of our documentation | find that this invoice
Is overdue for payment. | have enclosed a copy for your attention. Please let me know if
you have any problems concerning this invoice (Ilpu oObIYHON TpOBEpKE HAaIICH
JOKYMEHTAIMU 5 OOHAPYXKUJI, UTO ATOT CYET MPOCpPOUeH K omiate. Ha Beskuil ciydai
Impujararo ajist Bac ero komnuzro. HpOHIy COO6HII/ITB, cciiny Bac BO3HHUKIIH C 3TUM CUETOM
KaKue-muo0 mpoobeMsl);

| am obliged to inform you that the advance payment is still outstanding (4
BBIHYKJIEH COOOIMUTL Bam, 4TO aBaHCOBBIN IJIATEXK BCE €IIe HEe nonyqu).'

BOBMO)KHO, Ball IMapTHEP OKaszaJICiA 3JIOCTHBIM JOJIKHHUKOM. B »Tom cilydac
CTOUT OoJiee PECHINTCIIBHO HOTpe60BaTB OIlJIaThI CUETA.

We are forced to wonder when you intend to sending your remittance in settlement
of your outstanding account? (Mbl BBIHY)KACHBI TOHHTEPECOBAThHCS, KOTAa Bbl
coOupaeTech MEPEeUrCIUTh CPEACTBA B MTOKPHITHE HEOTUTAYCHHBIX CUETOB?);

I look forward your reply to my letter of 10th May concerning your outstanding
invoice No 32. Please let us know when we can expect payment (OKny Bairero otBeTa Ha
Moe nucbMo oT 10 mMasg oTHOocuTenbHO HE orutaueHHoro Bamm cuera Ne 32. Ilpomry
COO6H_II/ITB, KOTrZla Mbl MOKEM KJIAaTb MMOCTYIIJIICHUA z[eHer);

If you do not settle at once we will take legal proceeding (Eciu Bbl He
3aruIaTUTE HEMEIJIEHHO, Mbl OOpaTUMCS B CY1I).

OI[H&KO, MOXKET CIYYHUTBCA TAK, YTO JOJDKHHMKOM OKaXXCTCs Ballla (prMa. B stom
Cily4dac€ Bbl JOJDKHBI OOBSICHUTD IIPUYMHY 3aJCP>KKHU IIJIaTeKa MW IIPHHECTH CBOHU
N3BUHCHUA:

We apologize for outstanding this invoice but we are unable to settle owing to a
temporary money problem (Mb1 mpocuM H3BHHUTHL HAC 3a MPOCPOUYKY OIUIATHI CUETa, HO

MbI HC MOKCM €I'0 OINIATUTh U3-3da BPCMCHHBIX HpO6JI€M (&) CpeI[CTBaMI/I);
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We would be grateful if you would allow us to delay payment for 20 days (M1
ObLTM OBl MPU3HATENBHBI, ecii Obl BBl mpemocTaBuiIm HaM paccpodky raTeka Ha 20
TTHEN);

KoHeuHo, OBIBAIOT CHUTyallMH, KOTJa CYET OIUIaueH, HO M3-3a HEeJAopa3yMEeHUs
VI Ybei-TO HEOPEKHOCTH BBl HE pacrosaraete umHpopMaimein o6 stoM. B Takom
cilydae HelopasyMeHHE HEoOXOJMMO KaK MOXKHO cKopee paspemuTh. Caenarh 3TO
MO>KHO, TIOJIB3YSICH CISAYIONMMHE (ppazamu;

I would like to inform you, that we have not received your payment according to
invoice JIE C-133. | ask you to find out whether the money has been transferred (41 xoten
Obl cooOmuUThs BaM, yTO MBI HE MOMYUYMIIM IJIATEX coriacHo cueTy-¢pakrype Ne C-133.
[Tpomry Bac BBIACHUTB, IEHCTBUTENIHHO JIU CPEJICTBA OBLIN TIEPEUHUCIICHBI);

Our accounts department is checking the papers and we will let you know as soon
as we have information about your payment (Hara Oyxranatepusi CHOBa IpoBepsIeT BCe
JOKYMEHTBI, W 5 coobmy Bam, kak Toiapko Oyay HUMETh COOTBETCTBYIOIIYIO
uHpOpMAILIUIO);

I am writing to inform you that your payment has been indeed received 12th
October (4 mumy Bam, uTo0b1 cOOOITUTH, 4TO Bamn miatex TedcTBUTELHO TOTy4YeH 12
OKTSOPS).

7.4. IIpemenzuu (Claims)

B  1emoBBIX  OTHOIICHHWSIX MOXET BO3HUKHYTH HE TOJBKO  B3aMMHOE
yIOBJIETBOPEHHE, HO W KOHGIWKTHas curyarnus. M He Bcerma 3Ta KOH(IMKTHAsS
CUTyaIlsi OTPAaHWYMBACTCS HEOIUIAYCHHBIM CueTOM. YacTo KadecTBO ITOJYYCHHOTO
TOBapa WJIA BBITIOJTHEHHBIX PabOT HE COOTBETCTBYET TOMY, Ha KAKOE BBl PACCUMTHIBAIIH,
oryiaurBas cueT. Booobiie, s Toro, 4To0bl CBECTH KOJMYECTBO MOJAO0HBIX KH(IUKTOB
K MHHHMYMY, KEJIAaTeIbHO 3apaHee OroBapHBaTh BCE YCIOBHS TPH COCTaBICHUU

KoHTpakTa. KOHeuHO, Ka4yecTBO CACIaHHOW pabOTHl 3aBUCUT OT KBalU(DHUKAIIUN
¥ 10OPOCOBECTHOCTH BBITIOJIHSIONINX €€, TOITOMY BCIO OTBETCTBEHHOCTH paboTy
JIOJDKEH HECTH UCTIOJTHUTENh, ToBap e 4acTo MOBPEKIACTCS ITPH TPAHCIIOPTUPOBKE,
MIOSTOMY MPETEH3UN MOYKHO TPEABSIBUTH KaK MOCTABIIHUKY, TAaK U TPY300TIIPABUTEITIO
(ecu 3TO HE O/THA U Ta Ke pupma).

Ilpemensuu, npeovsasnennsvie ucnoanumenro pavom (Claims to executor):
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We are obliged to inform you that all works have been done at the expiration of (he
specified period (Mb1 BBIHYKICHBI
COO6IIII/ITI> BaM, YTO BCE pa60TBI OBLIIN BBITIOJIHEHEI 110 HCTEYEHUHN OrOoBOPCHHOI'O chKa); ®

We have not obtained the promised performances (Msl He oTyanIH
0OECIIIaHHBIX XaPaKTEPUCTHUK);

Unfortunately, the quality of scheme is not satisfactory (K coxxanenuro, kauecTBo
CXEMBI HE ABJISICTCA yI[OBJICTBopI/ITCJILHLIM).

Ilpemensuu, npeovasnennvie nocmasuiuky u zpyzoomnpasumerio (Claims to
supplier and consignor):

The contents of cases are charged so severally dented as to be unsaleble
(Conmepxkumoe SIUKOB TaK CHIIBHO TTOMSTO, YTO €r0 yXKe HEBO3MOKHO MPOJIATh);

Cargo is in bad condition (I'py3 B IJI0XOM COCTOSIHUK);

The extent of the damages is now under investigation (CreneHb MoBpeKICHHIA
ceituac ornpenensiercs);

The quality is not up to sample (KauecTBo He COOTBETCTBYET 00pasity);

Your shipment is already late and delivery term expires at the end of month
(Bama oTrpy3ka 3aiepKHBaeTCsl, @ CPOK IMMOCTABKU HCTEKAET YK€ B KOHIIE MECSIIIA).

Omeemot na npemenzuu (Replys to claims):

3aMeTuM, 94TO HE HYXKHO 00sThcsl mpeTeH3ui. MHOorma ycmenrHoe paspeinieHue
KOH(MJIUKTHOM CUTYaIlMU CIIOCOOHO MPUHECTU HEMAIYIO IO0JIb3y BalleMy ey, TaK Kak
OKa3aB IIOMOIb, KOHKPETHOMY MNApTHEPY MJIM KIHUCHTY, Bbl 3aCIy)XHUTE pEIyTalUIO
yBaxaeMo (PPMBI.

In view of your comments on the insufficient packing we are willing to accept total
responsibility for the damage and have dispatched replacements forthwith (YauteiBas
Bamu 3amedanus o HEAOCTATOYHO HpO‘{HOﬁ YIIAaKOBKE€, Mbl I'OTOBbI B34Tb Ha ce0s
HIOJIHYIO OTBETCTBCHHOCTH 3a YIIEPO M YK€ HalpaBUIIN 3aMEHY);

We regret that we cannot be held responsible for expenses incurred by delays in
delivery (MLI COXaJIeCM, HO Ha HAC HCJB3d BO3JIaraTb OTBETCTBCHHOCTL 3a 3aTparhl,

BBI3BAHHBIC 33/ICPIKKOI TTOCTABKH);
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» Please accept our apologies for the inconvenience caused (IToxkamyiicra,
MMPUMUTC HAIIIKM U3BUHCHUA 3a IPUINHCHHBIC Hey,Z[O6CTBa);

'Relocation upsets have resulted in delay of your order execution (becniopsiikwu,
CBAA3aHHBIC C IICPECC3A0M, IIPUBCIIN K 3aACPIKKE BBINIOJITHCHWA Bamiero 3a1<a3a).

He cekpert, uTo pasroBopHasi peub IpoIle U CBOOOTHEE MUChbMeHHOW. OaHAKO B
HaIlleM Kypce TMpHUBEACHBI Takue (pa3bl U BBIPAKEHHUS, KOTOPbIE MOTYT OBITh
WCIOJIb30BaHbl KaK B YCTHOM, TaK M B NHUCBMEHHOM AEI0BOW peuun. Bcerma myume
ITOKa3aTbCsl CJIMIIKOM BECXIIMBBIM, Y€M CJIMIIKOM (I)aMI/IJIBHpHLIM. A IIpoCTOTa H

PacKOBaHHOCTH B OOIICHUH JJOCTUTACTCS IPAKTUKOI.

IIPHATHOI'O BAM OBLIJEHUA
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ITucbMeHHbIe TAMIIbI
Js Havyajsia nucbMa

VBaxkaemsblie ['ocriona,
MBI nosyuynnu Bame nuceMo oT...

bnaronapum 3a nucbMo OT...

Baiiie nucbMo ¢ npuiioxkeHuem (¢
yKa3zaHueM, MpOChOOH 0...) PacCMOTPEHO
B oter Ha Bame nucsMmo OT...

B noarBepxkaenuwe Hamero (ux) —Te-
neoHHOro  pasroBopa  (TMEpEroBOPOB,

COCTOSIBILIUXCS B...) COOOIIAeM, UTO...

Ccpl1asich Ha Halll€ ITMCbMO OT... COO6H.IaCM,
qTo...

BHOBB cchLIasCh HA...

Panpr coobmmTs BaMm, uTo...

K coxanenuto, HAIIOMHUTH
Bawm, uro...

N3 Bamero nuceMa Mbl y3HaJIH, 4TO...

BBIHYK/JCHBI

B c¢Bs3u ¢ HamMM 0OHCBMOM OT... U B
MMOATBCPIKACHUC TCICIPAMMEI OT...

[IpyHocM  UW3BUHEHUE 3a HEKOTOPYIO
3aJIep>KKy ¢ OTBETOM Ha Baiire mucbMo

[Toxxanyicra, NPUMUTE HAIIU W3BUHECHUS
3a...

Mpb1 ¢ coxaneHneMm y3HaiM U3 Bamrero
IIACBMA OT..., 9TO...
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IHpuiaoxenue 1
Written patterns
Opening Phrases

Dear Sirs, We have received your letter
of...

We thank you for your letter of...

Your letter enclosing (stating that...,
asking us to do..., requesting us to
do..., has been considered (given proper
attention)

In reply (In response) to your letter of...

In confirmation of our (their) telephone
conversation (talks, held in...) we wish to
inform you that...

With reference to (Referring to) our letter
of... we wish to inform you that..:

With further reference to...

We are pleased (We are glad) to inform you
that...

We have pleasure in informing you that...
We are sorry (We regret) to have to remind
you that...

We learn from your letter that...

In connection with our letter of... and in
confirmation of your cable of...

We offer apologies for the delay in
answering your letter

We apologize for... | Please accept our
apologies for...

We regret (We are sorry) to learn from
your letter of... that...



K COKaJICHHIO, MBI HE
yIOBJICTBOPUTH Ballly IPOChOY O...

MOXKEM
Mbl ¢ ynuBieHWEM Yy3HaIM U3 Bamero
TEJIEKCA...

B nonosiHeHue K HalleMy NUCbMY OT...
MpbI BBIHYKI€HBI HAIIOMHUTH Bawm, 4ro...

NmeeM yaoBOJBCTBHE MPEIJIOKUTH
Bawm...

BaM, HecoMHEHHO, U3BECTHO, YTO...

O‘{CBI/II[HO, BaM U3BC€CTHO, YTO...

[TpunaraeM KoOmuro nucbMa GUPMBIL... TIO
MOBOJY... (B CBSI3H C.)

[IpocuM 0OpUHATE BO BHHUMaHUE
(yuectsb), 4TO...

Cas3yromue 3JIEMEHTBI MUCbMa
Mpbl  BEIpa)kaeM  yBEPEHHOCTH B TOM,
qT0..,

MBI COBEPIIEHHO YBEPEHHI...

OHOBPEMEHHO XOTENIM ObI HAITOMHUTD BaM,
YTO...

CuutaeM  HEOOXOAUMBIM  (BaXKHBIM,
11€71€CO00pPa3HBIM) OTMETHTb...

IToMHrMO BBIIIEYKA3aHHOTO...

B AOINOJIHCHHUEC K BBINICYKA3dHHOMY...

Mpb1 ObLTH OBI paabl UMETb BO3MOXHOCTD...

HOJ'IBSYHCB BO3MOXXHOCTBIO HAIIOMHUTD,
qTo...
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We are sorry we are unable to meet your
request...

We are surprised to
telex...

learn from your

Further to our letter of...
We have to remind you that...

We have pleasure in offering you...

You are no doubt aware that...

You may know that...

We enclose (are eclosing) a copy of a letter
from... about... (in connection with...)

Please note that...

Binding Phrases

We express confidence that...

We are sure (confident) that...

At the same time we would like to remind
you that...
We find (consider) it necessary (important,

reasonable) to note...
Apart from the above [said]...

Further to the above...
In addition to the above...
We would welcome the opportunity...

We are taking the opportunity to remind
you that...



Camo coboit pazymeercs...

OOpamaem Bamre BHUMaHue Ha TOT
dakT, 4To...

BBuay BBIIIEN3I0KEHHOTO. ..

B cBs3u ¢ aTuM...

B cBsi3u ¢ Bamieli mpoch00id. ..
B cBs13u C BBIIIIEU3I0KCHHBIM. ..

B npoTtuBHOM citydae, Mbl OyzieMm
BBIHYX/ICHBI...

UYro kacaercs Bameit mpocsOn1 (Bamero
3aKasa, Barei nmpeteH3un)...

Jleno B ToM, 4ToO...

B cioxuBIIMXCS 00CTOSITENLCTBAX. .

Ilo HameMy MHEHMUIO....

B cootBeTcTBUM ¢ Bariei npocs00ii...

B ciygae 3ajepkku B mocTtaBkax (B yIuiaTe,
B MOCBUIKE CTIEIUAIUCTOB)...

MBI HE UCTIBITBIBAEM HUKAKUX TPYAHOCTEU
C...

MBI uCHIBITBIBaEM 3aTPYIHEHUS C...
Heo6xonumo npusHath, 4To...

J10 cuX 1op MBI HE ITOJIYYUIIN OTBETA...
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It is self-understood...

It goes without saying...

We wish to draw your attention to the fact
that...

We would like you to note that...

We wish to bring to you notice that...

In view of the above [said]...

In this connection...
In connection with your request...
In connection with the above [said]...

Otherwise we shall have...

As to (as regards, with regard to your
request (your order, your claim)...

The matter is...
The point is...

In the circumstances...
In our opinion...

We believe...

We think...

We feel...

As requested by you...

In case of delay in delivery (in payment, in
sending specialists)...

We have (are having) no difficulty in...

We have (are having) difficulty in...
We have to admit that...

So far(Up till now) we have received no



MpeI He cornacHbl ¢ Bamen ToOUYKomn 3peHust
no
CIEAYIOLINM MTPUYUHAM. ..

B ciryqae Bamero oTkasa...

B ciryyae Heynarsl...

Bo u36exanue 3aepiKKU B...

B cooTBeTCTBHHU € TPUIIAra€MbIM
KOHTPAKTOM...

B Bamewm niuceme BrI 3agBasgere, 4To...

Jlanee Bl nuiere...
bonee Toro...

Tem He meHee...

B nepByto ouepens...

dakTnuecku...
Kpowme Toro...
BripaxeHusi, ucnmoJyib3yemMblie B KOHIIE

InmucCbMa

Mpg1 Oyaem npu3HaATENbHBI 32 OBICTPHIN
OTBET

ITIpocum obOparaThest kK HaMm, eciiu Bam
noTpeOyeTcst TOMOIIb (COEHCTBHE)...

Hageemcs momyunts Bamr otBet B
onmxaiiieM Oyayem
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reply...
We cannot accept this point of view for the

following reasons...

In case of your refusal..

Should you refuse...

In case of your failure to make pay-
ment[s]...

Should you fail to make payment[s]...
To avoid delay in...

In accordance with the contract
enclosed...

You state (write, are writing) in your letter
that...

Further you write...
Moreover...

Nevertheless...

First of all (In the first place)...

In fact (In actual fact/Actually/
Virtually)...

Besides...

Closing Phrases

Your early reply will be appreciated

If we can be of any assistance please do not
hesitate to contact us

We are looking forward to hearing from
you
We expect your early reply



[TpocuM cooOIMUTH HAM KaK MOKHO CKOpee
(B Oummkaitiem OymyIeM)

[lo mony4yennu nmucbMa IpoCUM
TenerpagupoBaTh (COOOUTUTH TEIEKCOM)
MOATBEPAKAEHUE (CoTyiacue)

Me1 xotenu Obl 3aBepuTh Bac...

Haneemcs noaaepxath COTpYJIHHUYECTBO C
Bamn

bynem npusHaTenbHbI 3a OBICTPOE
BBITIOJTHEHHE HAIIETO 3aKa3a

MpbI He 3aMeJTUM CBSI3aThCSI C HAIITMMHU
opraHm3aysiMi  (TIPOSKTHBIMU
OpraHM3aIisIMH, 3aBOJIaMU -
MIPOU3BOIUTEIISIMH )

3aBepsiem Bac, 4To MbI HE3aMeNJIUTEIBHO
CBSIKEMCS C COOTBETCTBYIOLIMUMU
OpraHu3alusIMU

3aBepsieM Bac, yTo MbI ipenpumMemM

CpOYHBIC MCPBI AJIA UCITPABIICHHA
CO3JaBHICTOCHA IMOJIOKCHUA

Knem npue3na Banx MpeACcTaBUTENICH s
JAJbHEUIINX MIEPETOBOPOB

Osxunaem Bamero cornacust (ogo0penus,
MTOATBEPKICHUSA )

C yBaxkeHHueM
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We expect to hear from you in the near
future

Please, inform us (let us know) in the
shortest possible time (at your earliest
convenience)

[Up] on receipt of the letter [will you]
please cable (telex) your confirmation
(consent)

We would like to assure you...

We wish (would like) to maintain
cooperation with you

Your prompt execution of our order will be
(would be) appreciated

We shall not fail to contact (to get in touch
with) our organizations (design
organizations, manufacturers)

We assure you that we shall get in touch
with organizations concerned without delay

We assure you that we shall take prompt
action (urgent measures) to remedy
(correct, rectify) the situation

We are expecting your representatives
(officials, engineers) to arrive for the talks

We are looking forward to [receiving] your
consent (approval, confirmation)

Your faithfully

Faithfully yours

Yours truly

Truly yours Yours sincerely Sincerely
yours



Ipuioxkenue 2

I/I3Bememm, HAaIIOMHMHAHHUA, IOATBEPKICHHUIA:

English

Russian

We acknowledge receipt of your
letter dated . . .

[TonTBepxknaeM nonydenue Bamero nucema
oT ...

We are in receipt of your letter of ...

Mp1 nonyuunu Baiie nmucemo or ...

Thank you for interest in ...

bnarogapum Bac 3a Bam untepec K ...

We are enclosing a brochure,
specifications and price sheets.

[Ipunaraem peKiIaMHBIA IPOCHEKT
(6pomropy), cnenupuKaIUu U
NPEUCKYPAHTHI.

We are sending you a copy of our
latest product list under separate
cover.

OtnenbHO HampasisieM Bam konuto
IOCJIEAHETO NEPEYHs HALIUX TOBAPOB.

Please find enclosed our order form
No. . ..

[Ipu 3TOM HampaBisieM OJIaHK 3aKa3a
No . ..

This item is listed as number ... in
your catalogue.

Ota mo3unnusa 4YHUCIHUTCA B Bamem
KaTtaJore¢ I10JI HOMCPOM . . .

We regret to inform you that we have
discovered an error in our order of the
(date).

K coxanenuto, Mbl BBIHYXXJEHB Bam
COOOIIHUTH, YTO OOHAPYKUJIU OMHUOKY B
HaleM 3akase oT (jaTa).

Our new prices will come into effect
as from Jan. 1st.

Hammu HoBEIE IECHBI BBOAATCA C 1 sSTHBaps.

We are pleased to let you know
(inform you) that...

C ynoBoascTBUEM coobmaeM Bam, uto . . .

We would remind you that for large
orders the all-in price is negotiable.

Mpsi 661 X0TeIM BaM HamOMHUTB, YTO JUJIsSt
O0OJBIIMX 3aKa30B MOJIHAS I[€HA SIBISETCS
NpeJIMEeTOM MEPETOBOPOB.

We are sure it would be worthwhile
going over the advantages of our
system with you again.

MB&b1 yBepeHBI, UTO CJIEIYET elle pas
npocMOTpeTh HaMm ¢ Bamu Bce
NpeuMyIIeCcTBa, NIpeajaracMbie Halei
CHUCTEMOM.

Demand for the items you enquired

Cnpoc Ha ToBapbl, KOTOpbIMU BbI
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about has been high, we can only
guarantee early delivery for orders
received before (date).

UHTEpPECYyeTeCh, 04YCHb BHICOK, U MBI
MOJXKEM TFapaHTUPOBATh OBICTPYIO
MOCTaBKY TOJIBKO IO 3aKa3aM,
MOJy4YeHHBIM /10 (Z1aTa).

Your letter requesting us ...

Bamenucsmocnpocb00ii . . .

Your telegram stating . . .

Bama Tenerpamma ¢ cooOIIeHHEM . . .

We would like (we wish) to draw (to
call) your attention to the fact that . . .

Mps1 xotenu Ob1 0OpaTuTh Banie BHMMaHue
Ha TO, 4TO ...

The data required by you.

TpeOyromuecss Bam nanneie.

We confirm your price and terms of
payment.

[TonTBepxnaem Bamy neny u Bamu
yCJOBHUS MIaTexa (T. €. Mbl CUUTAEM UX
NpaBUIbHBIMU, COTJIACHBI C HUMH).

We enclose our cheque for . . . and
request you to send us your
acknowledgement.

[Ipunaraem Haill 4ek Ha ... JOJIJI. U IPOCUM
Bac npucnars Ham Bame
MOATBEPKICHUE.

We shall be obliged if you will let us
know the quantities, the assortment
and the time of shipment required by
you.

bynem Bam npusHatenbHbl, €ciid Bol
coo0muTe HAM O TpedyemMom
KOJINYECTBE, ACCOPTUMEHTE U BPEMEHU
OTTPY3KH.

Fully paid.

[ToTHOCTHIO OMJIaUEHHBIH.

I have the pleasure of sending you
(under separate cover) . . .

C ynoBoJsibcTBHEM BhICHLIAI0 Bam (B
OT/ICJIBHOM KOHBEPTE) . . .

You will find enclosed (with this
letter) . ..

Brl HalineTe NpuI0XKEeHHOE K MUCbMY (B
KOHBEPTE C IUCbMOM) . . .

It is (was) a great pleasure to receive
your letter of (date).

bputn ouens paael noayunts Bamre nuceMo
oT (naTa)

Your letter of (date) has just arrived.

Bamie nuceMo oT (Aata) TOJIBKO 4TO
MOJy4EHO.

I am much obliged to you for sending
me ...

S odens 00s13aH BaM 3a oTnpaBKy MHE . . .

It is a great pleasure to reply to your

C ynoBOJIbCTBUEM OTBeUal Ha Bamie
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letter of (date).

NUChbMO OT (mara).

I am awfully sorry not to replied to
your letter of (date) . . .

S mpuHOITY CBOM M3BUHEHUS 3a TO, YTO HE
oTBeTW Wi Baie nucbMo ot (1aTa).

A prompt reply would be appreciated.

bynem npusHaTenbHbI 32 CKOPBINA OTBET.

Please note that a reply is required by
(date) without fail.

[ToxanyiicTa, 3aMETbTE, YTO OTBET
TpebyeTcs na 1. K (aTa) 006s3aTeabHO.

Awaiting (in anticipation of) your
reply, | remain ...

B oxxupanuum Bamero orBera, OCTaroCh . . .

Please excuse me for my late reply.

[Ipomy npocTUTh MEHS 3a 3aM030aJIbIN
OTBET.

| apologize for my delay in replying
to (answering) your letter of (date).

[TpuHOIITY CBOM M3BUHEHUS 32 3aJIEPIKKY C
OoTBETOM Ha Baiie nucbmo oT (1ata).

As we mentioned in our previous
letter dated
(date) . ..

Kak MBI yXe ymoMUHAIHu B
npeabayleM nucbme oT (1ara). . .

Further to our letter of (date) . . .

B nononnenue k HameMy nNucbMy OT (aTa)

In accordance with your letter
(request) dated
(date) . ..

B coorBeTrcTBUM ¢ BammuMm nmuceMoM
(3ampocom, TpeboBaHNEM), TATUPOBAHHBIM

(mara) ...

The Conference will last from (date)
through (date).

Kondepennus npoaiurcs ¢ (maTta) mo
(maTa).

We request your attention
(consideration) to ...

[Ipocum 0OpaTuTh BHUMAHUE HA ...

I kindly ask you to attend to
(consider) . . .

51 ouens npomry Bac yaenuts BHUMaHHE . . .

It is very nice of you to approach me
for my attention (consideration) to ...

Ouenp muio ¢ Bameit ctoponsl, 4To Bbl
00paTUJIM MO€ BHUMAHHE HA ...

| should like to call your attention to
the following errors in the invoice.

S xoten Obl 06patuTh Bamie BHUMaHUE
Ha CJENYIoNMue OmuOKU (HETOYHOCTH) B
HAaKJaJHOM.

46




In accordance with your advice we
have made the following
amendments.

B coorBeTcTBHU ¢ BammuMm coOBETOM MBEI
ClIeJIaJIM CJIENYIOIIUE MOMPaBKU.

3211'[[)00];1 NOTCHHHAJIbHBIX KIHCHTOB, OTBE€THI Ha 3aIIPpOChI:

Before we consider placing an order,
we would like to know . . .

HCpCI[ TEM KaK pPasMCCTUThb 3aKas,
MBI XOTEJIH OBl 3HATH ...

We would expect to negotiate
favorable terms.

Mpb1 HageeMcst 0OrOBOPUTH
OaronpusATHBIE yCIOBUA.

We would like to have a trial of
the item u mentioned.

Mpb1 xoTenu Obl MPOBECTH UCTIBITAHUS
YIOMSHYTBIX TOBapOB.

Some of the items listed have aroused
our interest.

HCKOTOpBIC N3 TOBApPOB, ICPCUHUCICHHBIC
B CIIMCKC, 3aMHTCPCCOBAIN HAC.

Do you supply operating instructions
and specification sheets in . . .?

BoI HanpaBsieTe HHCTPYKIIMM 11O
DKCIUTyaTallMK ¥ CIeIU(HUKAIIIT Ha ...
SI3BIKE?

We would like to know if you would
be in a position to supply . . .

Mg1 XoTeau ObI 3HaTh, CMOYKETE M Bul
MMOCTABUTh. . .

However some slight modification
would be necessary in order to adapt
your product to the (type of goods)
market.

OnHako He3HAUYUTETbHBIE U3MEHEHUSI
noTpeOyroTcs s mpucrnocobnenus Bammei
NPOAYKIMH K TpeOOoBaHUsIM (BU]T TOBApPOB)
pBIHKA.

Before placing a firm order we would
like . ..

[Tepen pa3MenieHuEeM TBEPIOTro 3aKa3a
MBI XOTEJIHU OBl . . .

Have you discontinued this model?

Bl npexpatuiin BbITyCK 3TOM Moaenu?

Could you let us have the address of
an other supplier?

Hemornu 661 Bel cooOmuThs HaM aapec
JAPYyroro nocraBIIUKa

Let us know your terms of sale.

CooOmuTe HaM Baru ycimoBus mpoaaxu.

Our local supervisor will be getting in
touch with you in the near future.

Hamr oTBeTCTBEHHBIN 32 TPOJIaXKH B
JTAHHOM PETHOHE B OimKaniiee BpeMs C

47




Bamu cBsaxercs.

We can forward samples of all our
articles on request.

[To Bamemy TpeOOBaHHIO MBI MOXKEM
HanpaBUTh 00pa3lbl BCEX HAIIUX TOBAPOB.

We look forward to receiving an
order from you.

C HeTeprieHUEM XKAEM MOJTYyUYEHUS
Bamero 3akasa.

Our brochure will supply full
particulars.

B nameit 6pomtope Brl HaiigeTe Bce
JIeTalu.

All these articles can be delivered
within a week.

Bce a3ty ToBaphl MOTYT OBITH
JNOCTABJICHBI B TEUEHUE HEIECIH.

We hope your current rates will
continue to apply.

Hageemcs, uto Bamu tekymniue tapuds
€I1E OCTAITCS B CUIIE.

We should be obliged if you would
carry out(execute) our order as
promptly as possible.

brinu 661 Bam 00s3anbl, eciin Bol
HCIIOJIHUTE Halll 3aKa3 KaK MOHO
owICcTpEe.

| wish to inquire about...

S xouy cripaBUTHCH O. ..

In accordance with your inquiry of
(date)...

B cooTtBeTcTBUE ¢ BammuMm 3anpocom ot
(mata)...

In reply to your inquiry of (date)...

B otBet Ha Bam 3anpoc ot (nata)...

We shall inquire into the matter . . .

Mpb1 u3yunm matepuan . . .

I must thank you for all the trouble
you have taken in regard to my
inquiry.

A nonxen mobmarogapuTh Bac 3a
B3jAThI€ Ha ce0s13a00Th B CBSI3U C MOUM
3alpoOCOM.

We shall appreciate any
information you can possibly supply
us with.

Mpg1 6yaem GiiaroapHsI 3a JIF00YI0
uHpOpMaITHIo, KOTOPYI0 BBl MoXkeTe
PEOCTaBUTH HaM.

Would you be so kind as to furnish
us with information on (about) . . .

Bbynbre m00e3HbI TPea0CTaBUTh HAM JIaHHBIC
0..

Enclosed for your information are...

Jlnia nadopMaluy IpuIaraioTcs. . .

I hope you will find this information

S Hazgerock, 9TO 3TAa MHPOPMAITUS HAUIET Y
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to use to you.

Bac npumenenue.

Thank you very much for the
information on

Bonbioe cnacu6o 3a uHGopMaIuio o ...

| wish to thank you for (supplying me
with) the information.

S xouy mobmarogaputs Bac 3a
(mpemocTaBlIeHHYI0) HHPOPMAIHIO.

We are glad to hear of your interest in

Mp1 pansl cabimath 0 Bamen
3aMHTEPECOBAHHOCTH B...

We hope, that this item will be of
interest to you.

Haneemcs, uto 3TOT TOBap OyaeT
npeCTaBiIATh 11 Bac unTepec.

We request to keep us informed of
changes of market conditions.

[Ipocum nepxkaTp HaC B Kypce
U3MEHEHUN PBIHOYHOU KOHBIOHKTYDHI.

We should be obliged if you would
advise us by cable of the date of the
vessel's sailing from (port).

Mps1 Obliu 661 Bam nipu3HaTenbHbl, €ciau
Obl BBl coOOmMAM TeJerpaMMoi aaTy
OTIUIBITUS CyaHa U3 (MopT)...

Is anything wrong with the
documents?

Pa3Be 4To-HUOYAb HE B MOPSAAKE C
JTOKYMEHTaMu?

We can offer you . ..

MBbI MOkeM ITpeIoKNATL Bam . . .

We look forward to further co-
operation with you in the future,

Knem nanpHENIIEro COTPyIHUYECTBA C
Bamu B Oynymem.

We have seen your advertisement (we
refer to your advertisement) in ...

Mpe1 Buaenu Bamy peknamy (Mbl
ccrliaeMcst Ha Bamy pekiamy) B ...

We regret that we have no
publications for the machines
mentioned by you.

Cosxaneem, 4TO y HaC HeT MyOJIHKaLUH
110 CTaHKaM, yKa3aHHbIM Bamu.

The catalogues will only be printed
after the service tests are completed.

Karanor OyneTr HameyaTaH TOJBKO MOCHE
TOTO, KaK 3aKOHYaTCA
HKCIUTyaTallUOHHbIE UCTIBITAHUS.

The type of machine to which
you refer is Kinder redesigning and
therefore no catalogues are available
as yet.

KoHnctpykuus untepecyromeit Bac mammnsl
HAXOJIUTCS B CTaJUM nepepaboTKu,
NO3TOMY KaTaJIOTOB €Ile HETB
pPACIOPSIKEHUU.
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A brochure covering Model . . .

Bpormurtopa, oTHOCSIIAsACS K MOJENH . . .

The catalogue is out of print.

Karanor Bech pa3oniciicA.

This machine is not available for sale.

DTOl MalllMHBI HET B MPOJIAXKE.

Please send us samples of your
manufactures stating | your lowest
prices and best terms of payment.

[ToxxanyiicTa, BEIIIIUTE HAM 00pa3iibl
Bamux usngenuit ¢ ykazanneM Bammx
caMBIX HU3KHUX IIeH 1 HanbOosee O1a-
TONIPUSATHBIX YCIOBHUU IMJaTEXa.

We are regular buyers of this
commodity.

Mpbl saBIII€eMCS TIIOCTOSHHBIMU
MMOKYyIIaTCJIAMHA 3TOIO TOBApa.

As our plant is fully engaged with
orders, we find it impossible to put
forward a quotation for delivery this
year.

Tak kak Hall 3aBOJI MOJHOCTHIO
3arpy’KeH 3aKa3aMu, Mbl CYUTAEM
HEBO3MOXXHBIM MPEACTAaBUTh OpepTy Ha
MOCTaBKU B 3TOM TOJY.

We very much regret that we are
unable to accept new orders for
delivery within the time specified
by you.

MBI 04€Hb OTOPUYEHBI, YTO HE MOXKEM
NPHUHSIATH HOBBIE 3aKa3bl HA IOCTABKY B
TEUYEHNE yKa3aHHOro Bamu cpoxa.

We will revert to the matter at the end
of next week.

Mp&1 BepHEMCS K 3TOMY J€JIy B KOHIIE
CIENYIOLIECH HEIEIIH.

The contents of your letter have
surprised us.

Conepxxanue Bamiero nucbma Hac
YIUBUIIO.

A telex (a telegram) running as
follows.

Tenekc (TemerpamMmma) cleIyIOIIETO
coJlep>KaHus.

3anpochl 1 0TBETHI 0 (PUHAHCOBOM MOJIOKEHUHU KJIMEHTA U cTAaTyca (PUPMBI:

This is a new market area for us.

OTO HOBHIH PBIHOK OJIA HaAC.
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We recently received an order from . .
. with whom we have not previously
had dealings.

HenaBHo MBI MOTyYnIiv 3aKka3 OT KOMITAHHH .
.., CKO TOpOUW MBI paHbIlle HE UMEIU
nell.

Would we be justified in giving them
creditup to . . . ? (extending them
credit facilities up to the value of. . .?)

byner nu cipaBeAIMBBIM C HALIEH
CTOPOHBI IPEIOCTABICHUE UM KPEIUTA HA
CyMMYy JIO . . .7

We are therefore enquiring whether
you would consider the firm to be of
good standing.

[IoPTOMY MBI XOTUM YTOYHHUTH, CUUTAETE
a1 Bel XOpOKMM MOJIOKEHUE €] B OTOU

bupme.

This is the first time this company has
placed an order of this size in (name
of the country).

BriepBbie 3Ta KOMIaHus pa3MecTHiIa
3aKa3 Takoro oobsema B (cTpaHa).

We wonder whether you would be so
kind as to confirm that their work was
up to standard.

MoxeTe nu Bel moaTBEPAUTH, UTO UX
paboTta oTBeyasa (yCTaHOBIEHHOMY)
CTaHIapTYy.

You may be assured that your reply
will be treated in strictest confidence.

3aBepsem Bac, uto Bam otBeT Oyaer
CTPOTO KOHPUACHIHAIBHBIM.

Would you consider that we can deal
with this concern without risk?

[Tomaraere nu Bbl, 4TO MBI MOXKEM
paboTaTh ¢ 3TOH pUupMoii 6€30 BCIKOTO
pucka?

This information will be treated as
confidential.

Oty uadopmaiuo Mbel Oynem
paccMaTpuBaTh Kak KOH(UIECHIIMAIBHYIO.

We have never had dealings with this
company (we have had no previous
dealings with this company).

Mpbl HEKOT1a paHbIlle HE UMEIH JIeT C
3TOU GUPMOH.

They ask us to let them have goods
on credit.

OHU TpOCSAT NOCTAaBUTh UM TOBAp B
KpEJuT.

We would have some reservation in
recommending...

MBI peKOMEHIyEM C HEKOTOPBIMHU
OTOBOPKAaMH . . .

We would not therefore recommend .
.. without certain reservations.

[ToaTOMy MBI HE MOKEM PEKOMEHIOBATH . . .
0€3 OrOBOPOK.

The company has always settled bills
promptly.

Komnanus BCCraa I1mjaTuijaa 1mo CBOUM
BCKCCJIAM.
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We have no reservation in
recommending . . .

MBI ¢ TOTOBHOCTBIO PEKOMCHAYEM . . .

They have the reputation of being a
company of the highest integrity.

Y HUX penyTaunus B BBICIIEW CTENEHHU
MOPSIAOYHON KOMIIAHUM.

They are respected throughout the
trade.

MXx BCE yBa)KarT B CBOEH OTpPACIIH.

Our limited experience would not
warrant our giving an evaluation . . .

Ham orpanu4yeHHbIM ONBIT HE
MO3BOJIIET [J1aTh OLICHKY. . .

They are reputed to be sound.

Y HUX 04YeHBb XOpollas penyTauus.

Credit should be restricted to ... in
any one month.

CrnemyeTr orpaHUYUTh KPEAUT ... B MECHIL.

Accounts have lately become
overdue.

B nocnennee Bpems cuera
OIJIaYMBAIOTCS C OMO3/aHUEM.

We would rather not express an
opinionon. ..

Mp1 OB HE XOTEJIH BBICKA3bIBATH CBOEC
MHCHHC 110 IIOBOAY . . .

We strongly advise you against
granting . . .

Hacrosarensno pexkomennyem Bam He
NPEAOCTABIATD. ..

IIpenyioxenne TOBapoOB M YCJIYI':

We have just launched a new product

MBI TOJBKO YTO BBILIJIM Ha PBIHOK C
HOBOM NPOIYKIHUEH . . .

We now offer a more comprehensive
service . . .

Ceituac MbI ipefiaraeM 0osee OOIIUPHBIN
nepevyeHb ycuyr . . .

Do not hesitate to place an order with
us.

Pasmemaiire 3aka3 y Hac.

Trial orders are welcome.

C y10BOJIbCTBHEM NMPUHUMAEM NMPOOHbIE
3aKasbl.

We are prepared to grant you a ... %
discount.

MBI roTOBBI IPEAOCTaBUTH BaM ... % ckuaky.
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The enclosed leaflet will supply full
particulars.

B npuio’xxeHHOM IPOCIIEKTE yKa3aHbl BCE
JEeTaJIH.

Please let us know when you can
meet (carry out) our order.

CooOmuTe, moxkanyicTa, Korjaa Ber
MO>KETE BBIIIOJHUTH HAIII 3aKa3.

The delivery date will remain
unchanged.

JlaTa mocTaBKM OCTAHETCS MPEKHEN.

We are in the market for . . .

Mpg1 HamepeBaeMcst KyIuTb . . .

Your offer must be accompanied by
specifications and blueprints.

Bama ogepra 1omkHa CONpOBOKAATHCS
crennpUKaAIUsIMI U CBETOKOMUSIMHU
YEpTEKEN.

We should be prepared therefore to
place this order with you if ...

MpI BCe K€ rOTOBBI IOMECTUTH ATOT 3aKa3
y Bac, npu yciosuu ...

We have pleasure in offering you,

subject to your acceptance by cable . .

Mpb1 pansl npeuiokuTh Bam, nipu
yciIoBUM Bamiero akmnenra teaerpaMMou. ..

We hold (we are holding) this offer
open for your acceptance until the
(date).

Me1 octaBiisieM 3Ty o(hepTy OTKPBITOM JIst
Bamero aknentoBaHus 10 (j1aTa)

This offer is made without (any)
engagement (without (any)
obligation) on our part.

Orta odepra caenana 6e3 KaKux-11ud0
00513aTeNIbCTB C HAlllel CTOPOHBI.

Contract value of the goods.

CTtOouMOCTH TOBAPOB IIO KOHTPAKTY.

Binding upon both parties.

OO6s3aTeabHBIN 17151 00€MX CTOPOH.

The goods are considered to have
been sold.

CuwnTaercs, 4TO TOBaphl IPOJAHBI.

These prices are subject to ... %
discount.

C 9THX 1IeH NPeOoCTaBIsAETCS CKUIKa B . . .%.

The prices in this catalogue are
subject to revision.

[leHsl B 3TOM KaTajiore MOTYT
NOAJIEKAaTh EPECMOTPY.

The contract is subject to six months'

JleiicTBre goroBopa (KOHTpaKTa) MOKET
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notice on either side.

OBITH MPEKPAIIECHO MPU YCIOBUU
npeaynpexaeHus] Kakoh-1100 U3 CTOPOH 3a
HIECTh MECSIIIEB.

The result of the analysis shall be
considered final.

PesynpraT ananuza qomkeH (Oyaer)
CUHTATHCSI OKOHYATCIHLHBIM.

Unless there is a special agreement to
the contrary.

Eciau ToabKO HE UMeeTCs 0co00T0
COTJIANICHUS O MPOTUBHOM.

Under such a warranty as ...

C Takoii rapaHTHEN, C Kakoi . . .

Onpenenenue yca0BHii HCIOJIHEHHSI 3aKa30B U JOTOBOPOB:

Please draw on us for the amount of
your invoice.

BricTraBbTe, moxkainyiicra, Ha HaC TPATTy HA
cymmy Barmiero cueta-axTypsi.

Our acceptances will be honoured on
presentation at the bank.

Hammwm akients! OyayT OIjiaueHbl B CPOK 1O
IpEIbsBICHUU B OaHK.

On receipt of your remittance we will
forward your order.

[Tocne monyuenus Bamero nepeBoga Mbl
oTnpaBuM Bam 3akas.

We enclose our pro forma invoice
which includes all costs to ...

[Ipunaraem Ham cueT-npopopmy, B
KOTOPBIM BOLIJIN BCE 3aTPATHI IO ...

The shipping documents will be
handed to you against settlement of
the amount shown on the invoice.

OTrpy304HbI€ TOKYMEHTHI OYIyT Mepe1aHbl
Bawm nociie onatel CyMMBbI, yKa3aHHOM B
cuete-(haxkType.

... % may be deducted from the
amount shown if payment is effected
promptly within 30 days.

MO3KHO BBIYECTS ... % U3 YKa3aHHOW CYMMBI,
€CJIM TUIaTeX OyJeT caenaH cpasy — B
teuenue 30 qHen.

We would be glad if you would
arrange payment either by banker's
draft or by opening an irrevocable
letter of credit in our favour.

Mpi1 ObutH ObI panibl, eciid 061 Bol ommatunu
a160 6AaHKOBCKUM BEKCEJIEM, TUOO0 OTKPHIB
0€30T3bIBHBIN aKKPEAUTUB B HAITY MOJIB3Y.

As your order is urgent, may we
suggest that you arrange payment by
banker's transfer and confirm this by
telegram.

Tak xak Bam 3aka3 sBiseTCS OYeHb
CPOYHBIM, MBI ObI XOTEJIH MPEJI0KUTh,
yT100BI BEI Oo11aTHIN 0AaHKOBCKHUM
MEPEBOJOM U MOATBEPAUIIH 3TO
TEJETPAMMOM.
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We have made the following
arrangements . . .

MpbI npeanpuHsIIN CAEAYIOIINE MEPHI . . .

Your draft will be honored on
presentation.

Bam Bexcens OyeT omiadeH 1mo
NpEIbSIBICHUMN.

We have been granted a ... %
discount.

Hawm Gbuta mpenocraBinena ... % ckuka.

Documents against acceptance (D/A).

JIOKyMEHTBI IPOTUB aKIIEITA.

We enclose our statement of account
for all transactions up to the end of
the first quarter of the tax year.

[Ipunaraem BBIMUCKY CO CUeTa Ha BCE
cnenku 10 KoHna | kBaprana rojaa, 3a
KOTOPBIN IJIATSITCS HAJIOTH.

Please let us have your cheque.

[loxanyicra, nepenante HaMm Bamn gek.

Please arrange for us to draw on you.

[ToxxanylicTa, Ipel0CTaBbTE BO3MOXXHOCTD
HaM BBICTaBUTH Ha Bac Tparry.

Quarterly statement of account is sent
to all customers.

E}KCKBapTaHBHa}I BBITIMCKaA CO CUCTA
HalmpaBJISACTCA BCEM KIIMCHTAM.

This is to advise you that our bank
has been instructed to remit the sum
left uncleared.

OtuM yBenomisito Bac, yto Hamemy 6aHKy
JaHbl UHCTPYKIMH O MEPEBOAE OCTABIICUCS
HEOIUIAYE€HHOW CYMMBI.

Our bank has just received the first
instalment on the contract.

Hamr 6aHK TOJIBKO YTO MOYYHII IEPBBIN
IIJIATEK MO KOHTPAKTY.

Your remittance was credited to our
account.

Bam IepeBoa OBILI 3aYKCJICH HA HAIll CYET.

Means of payment: by bank check,
giro form or Money Order enclosed
with (attached to) the order.

CpencTBa miaTexxa: 0aHKOBCKUM Y€K,
MOYTOBBIN YK Ui OAHKOBCKUM MTEPEBO/T
NPUJIAraroTCs K 3aKasy.

Because of serious fluctuations in
your currency we must ask for all
future invoices to be made out in $
UsS.

N3-3a 6onpmnx konebanuii kypca Bameit
BaJIFOTHI MBI BBIHYK/ICHBI TPOCUTH, YTOOBI B
OynyuieMm Bce cueta-hakTypbl ObLIH
BbICTaBJIEHBI B gojapax CIIA.

I'm going to cable your price.

A nporenerpadupyro Bamry 1eny.

Strictly net.

Ctporo 6e3 CKUIIKH.
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Sliding price.

Ckonp3siias 1eHa (IeHa, moaiexanas
U3MEHEHUIO B TEUCHUE CPOKA JCHCTBHS
JIOTOBOpA B 3aBUCUMOCTH OT YKa3aHHBIX B
HEM YCJIOBUM).

Fixed price.

TBepaas 1ieHa (He nojJiekamas U3MEHEHUIO
B TCUECHUE CPOKA JEHUCTBUS 1OrOBOPA).

Cash on delivery (C.O0.D.).

Omnara HaTUYHBIMHA npu J0CTaBKe.

Cash with order (C.W.O.).

Omnnara HaTUYHBIMHU IIpHU BblAA4Y€ 3aKa3a.

Spot cash.

HCMCI[J'ICHHa}I yiljiaTa HAJIMYHBIMU.

Cash (in cash) against first
presentation of documents.

OmnyaTta HAaTWYHBIMHA IIPOTUB IICPBOI'O
NpCcaACTaBJICHUA NOKYMCHTOB.

3 d/sD/P. [lnaTexx B Te4eHUE TpeX THEH HaTMYHBIMU
IPOTHB JTOKYMEHTOB.
60 d/sD/A. [Tnarex B Teuenue 60 nHel mMyTeM akKienTa

TPATTEI IPOTHUB AOKYMCHTOB.

Stamp duty on the bill of exchange.

['epOoBEIil ¢ GOPIIOBEKCEITIO.

To arrange for a bank to guarantee the
refund of a payment.

ObecrneunTh rapaHnTHio 6AHKOM BO3BpaTa
miaTexa.

The acceptances to be returned to the
Sellers.

AKIIENITOBAaHHBIE TPATTHI IOJKHBI OBITH
BO3BpaIlleHbI MMPOJIABILY.

BHecenune nzMeHeHHUM B TEKCT 3aKa30B:

Please telex us immediately if this
modification is acceptable.

[Toxxanyiicta, cooOLUIUTE HAM MO TEJIEKCY,
npuemiema jau s Bac ata moaudukanus.

We omitted to specify . ..

Mp1 3a0bUTH YTOYHUTS . . .

We must ask you to cancel the first
part of our order.

Mpb1 noJkHBI IpOCUTh Bac
AHHYJUPOBATh NEPBYIO YACTh HAIIETO
3aKasa.

Please delete the items Nos. . . . from
the order.

[ToxanylicTa, aHHYJIMPYHUTE B 3aKa3e
no3unuu Ne . . .
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We must insist on a reduction of
price.

M5!I 1OJI)KHBI HaCTauBaTh HAa CKUJKE C
LIEHDI.

AKuIenToBaHue NMpeaoKeHH:

Your order will be completed by the
stipulated date.

Bamr 3aka3 OyneTt BBIMOJHEH K
yKa3aHHOM Aare.

We shall place an order with you.

Mpr1 pa3smecTuM 3aka3 y Bac.

The quality meets our expectation.

KauecTBO COOTBCTCTBYECT HAalllUM
OXHUIOaHUAM.

I am happy to be of this small help to
you.

Sl cuactnuB, okazate Bam oty
HEOOJBIIYIO YCIYTY.

It gives great pleasure that | can
render you this help.

Mue nocraBasgeTr 00JbIIOE
YyIOBOJBCTBUE TO, YTO 5 MOTY
NpEJIOKUTL BaM cBOM yCIIyTH.

| am glad that I can help (advise) you
in this matter.

A pan, 4yTo MOry nmoMo4b (J1aTh COBET) B
3TOM BOTIpOCE.

| trust this (1 am glad that my) advice
Is of (great) help to you.

A Hanerocsh (4 paa, 4TO MOM), UTO 3TOT
coBeT (0ueHb) moJie3eH Bam.

If you wish to take my advice
concerning . . ., you should . . .

Ecim Bbpl nmpuHmMaeTre MOM COBET
OTHOCHUTEIBHO. . ., Bam cienyer. . .

We accept your prices subject to our
General Conditions of Delivery.

Mpbl npuauMaem Bamwu meHbl npu
yciaoBUHU coOmoaeHus Hamux O0mux
YCIOBUM MOCTaBKH.

We accept your prices subject to
contract terms.

Mzl npuHuMaeM Bamu nessl npu
YCIOBHUHU TOCTUXKEHUS TOTOBOPEHHOCTH
00 yCIOBHUSIX KOHTpPaKTa.

OTKa3bI:

| am sorry | am unable to offer you
my help (advice).

W3BuHHUTE, HO 5 HE MOTY
npeaocTaBUTh BaM CBOIO MOMOIIb
(coBer).

We regret to say that we cannot
supply you with the information.

Mp&1 ¢ coXaeHUuEeM 3asBJIsIeM, YTO HE
MoOJKeM cHabOxkaTh Bac nuadopmanmeii.
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| am sorry that | am unable to comply
with your request.

Sl coxanerw, 4TO HE MOTY COTJIaCHUThCH
¢ Banren 3agaBkoiu.

| very much regret that | am not in
position to give you my attention
(consideration) due to ...

Sl oyeHb CcOXKayler, YTO HE B COCTOSIHUU
yaenuTts Bam BHUMaHue u3-3a. . .

I am awfully sorry | am so busy that |
cannot lend you more attention
(consideration).

[IpuHOIMY CBOM M3BUHEHUS, HO S TaK
3aHAT, YTO HE MOTY yJaeJuTh Bam
0O0JIbIIIE BHUMAHMS.

It is with great (deep) regret that . . .

Odenb xkajb (TJIIyOOKO COXKaJler0), uTo . . .

I must inform you with regret that . . .

C coxkanenueM coobiaio Bam, uto . . .

| very much regret that | have to
decline your . . .

Sl odeHb coxkanerw, 4TO BRIHYKIAEH
OTKJOHHUTH Bamre...

| am (awfully) sorry that I have (I am
obliged) to decline your . . .

[IpuHOImY M3BUHEHUS 32 TO, YTO JOJIKCH
(BBIHYXJI€H) OTKJIOHUTH . . .

IlepeBo3Kka u J0CTaBKA I'PYy30B:

We would point out that in your letter
of the . . . you agreed to accept all
delivery charges.

MBEI OBl XOTE€IM HAIIOMHHUTD, YTO B
Bamem nuceme ot ... Bel corjiacuiuch
MPUHSATH BCE PACXObI IO TTOCTaBKE Ha ceO4.

We shall have the goods shipped as
soon as possible.

MpEI OTTpy3UM TOBaphl B OymxKaiiiiee
BpeMs.

A firm delivery date cannot be given
until we obtain an import licence.

JlaTa mocTaBKU HE MOKET OBITh TBEPJO
YCTaHOBJIEHA JI0 MOJIy4YE€HUsI HaMU
UMIIOPTHOW JIULIEH3UH.

Warehousing is not included in the
standard charges.

XpaHeHHE HE BKIIOYEHO B CTaHAAPTHBIC
Tapudsol.

Every shipment is sent off within 10
days of receipt of the order.

Bce otrpy3ku (MopeM) OCyIIECTBIISIIOTCS B
tTedeHue 10 gHel ¢ AaThl NOTyYEeHUS 3aKas3a.

All crates are colour coded.

Ha kaxxno¥ ynakoBKe HaHECEHA IBETHAS
MapKUPOBKA.

Pallets will be charged at cost.

CToMMOCTH OJJIOHOB OYAET BKJIIOYEHA B
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LEHY.

Delivery time is 2 months by ship or
3 weeks air freighted.

Cpok 1OCTaBKH 2 MecAIa CyJHOM WA 3
HEJIEJIN CAMOJIETOM.

We normally dispatch goods carriage
forward.

OOBIYHO MBI OTTIPABIISiEM TOBAPHI C OIIATOM
UX KOHEYHBIM I10JIy4aTEIEM.

If we supply special cases these will
be charged at cost.

Ecaun mbl mocTaBUM CIICIIMAJIbHBIC AIITUKH,
TO OHH 6y,ZLYT oIjiaunBaTbLCA IO CTOMMOCTH.

The goods are to be collected at our
works.

ToBapbl HEOOXOAUMO MOJYUYUTH y HAC HA
3aBOJIE.

Your agent will be notified when the
order is ready to be called for.

MsI yBenomum Bamrero arenra, korua
OyJlleT roToB 3aKa3 JJisl OTIPaBKHU.

We are holding your order pending
precise shipping instructions.

Mpe1 nepxum Bamr 3aka3 B 0KUAaHUU
TOYHBIX OTTPY30YHBIX HHCTPYKIIHH.

Your order has been passed to our
forwarding agents.

Mpe1 nepenanu Bamn 3aka3 Hamemy
DKCIEAUTOPY.

As requested, we have enclosed a
packing note with the goods.

Kak BsI nmpocuiin, Mel IPUI0KUIN
YIIAKOBOYHBIN JIMCT K TOBApY.

Please advise us on arrival of the
goods.

[ToxanyiicTa, coOOOIMMTE HAM O MPUOBITUH
rpys3a.

The parcels will reach you before the
end of the month.

Br1 monyurte nmapTuu ToBapa 10 KOHIIA
MecsIa.

The goods will be picked up from the
docks.

ToBapsl OyayT mOTpy>KEeHBI B JOKaX.

We are pleased to inform you that our
trial order has arrived in perfect
condition.

Mpi ¢ ynoBonbcTBUEeM Bam coolmiaem, 4To
Hall TpoOHBIN 3aKa3 NPUOBLT B OTIIMYHOM
COCTOSIHUM.

We hasten to acknowledge
reception of the outstanding items
on our order No. . ..

Mp&I crienuM OATBEPAUTH MOJyUYeHUE He
MOCTABJICHHBIX paHee MO3UIINI HaIIero
3aka3a Ne

The packing list checked with the
invoice.

YNakoBOYHBIN JINCT COOTBETCTBOBAII CUETY-
dakrype.
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Please inform us by cable whether
you can deliver in (month).

[Toxxany#icta, npouHPOPMUPYHTE HAC IO
Tenerpady, cMoxeTe Jii Bbl 0Ccy1ecTBISATh
MOCTaBKH B (MecHI).

When placing this order with you, we
particularly stipulated for delivery
within . . . weeks.

[Ipyn 3aKknr0ueHNU KOHTPAKTa ¢ Bamu Mbl
0c000 OroBapuBalid CPOKU MOCTABOK B
TEYECHHE . . . HENIEIIb.

We are surprised that you have not
yet delivered the goods against Order
No. ...

Bripakaem yauBiieHHE 1O TOBOY

HEIoCTaBKM BaMu TOBapoB IO 3aKazy
No . ..

This is not the first time we have had
to complain of delay in delivery of
goods against our orders.

DTO yX€ He MEePBBIA Clly4yal, KOr1a MbI
BBIHYKJ€HBI )KaJIOBAaThCA HA 3aJEPKKHU
IIOCTABOK TOBAapOB I10 HAIIMUM 3aKa3aM.

We must insist on your unconditional
guarantee that the goods will be
delivered at the end of (month).

Mp1 HacTanBaeM Ha MPEJOCTABICHUH C
Bameil ctopoHbl 0€3yCI0BHBIX
rapaHTui, 4TO TOBaphl OyAyT MOCTaB-
JICHBI B KOHIIE (MecsHI).

You will have to pay us agreed and
liquidate damages in accordance with
clause ... of the contract.

Br1 0053aHBI BOBMECTUTH HaM
OTOBOPEHHBIE U 3apaHEE OLICHEHHBIE
YOBITKH B COOTBETCTBHUHU C YCIOBHUEM . . .
KOHTpAaKTa.

We ask you to accept our apologies
for the delay and the inconvenience
you have been caused.

[IpocuM NpPUHATH HAIIU U3BUHEHUS
3a 3aJ€pKKY U NpuuMHEHHOE Bam
0eCIOKONCTRO.

We are surprised that no advice has
been received from you as the
execution of our Order No. . ..

BripakaeM cBOE yJIHMBIICHUE B CBS3H C
TEM, YTO MBI JIO CHX ITOP HE MOJTYUYHIU
HUKAaKOIro M3BEIIEeHNU OT Bac oT-
HOCHUTEJILHO BBIMIOJHEHHS HAIIETO 3aKas3a
No . ..

Please despatch the Spare Parts by the
first steamer available.

[ToxanyiicTa, BBILIJIUTE 3allaCHbIE YaCTHU
C MEPBBIM TEILIOXOJIOM.

We refuse to accept the goods on the
ground of late delivery.

Mpb1 0TKa3bIBaeMCs IMIPUHATH TOBAPHI I10
INPpUYNHC HOSI[HCﬁ IIOCTAaBKH.

The delay in delivery occurred
through no fault of ours.

3ajepkKa NpOU30IIIa HE MO Halllel
BUHE.
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We regret to draw your attention to
the fact that a shortage (deficiency) in
weight of ... cwt. was found when the
goods were discharged.

K coxaneHuto, Mbl T1OJKHBI OOPaTUTH
Bame BHuMaHue Ha OOHAPYKEHHYIO MPHU
pasrpy3Ke HenpocTayy B Bece (HEeXBaTKy
BECAa) B pa3Mepe . . . IEHTHEPOB.

We must ask you to send us your
credit note for the value of the goods
shortshipped, viz. $ ...

[Ipocum Bac BeicnaTh Ham Bamre
KPEAUTOBOE aBU30 B Pa3MEpPE CTOUMOCTH
OCTaBIIMXCS HENOTPYKEHHBIX TOBAPOB, a
MMEHHO Ha CYMMY . . . 1OJUJL.

Port of loading.

[TopT morpy3ku.

Port of discharge.

[TopT pa3rpy3ku.

She is on the way.

OHO (CyIHO) HaXOJUTCS B MYTH.

Free on rail (f.o.r.).

®dpaHKO-penbChl, (PPAaHKO-BarOH — YCIIOBHE
MOCTaBKH, COTJIACHO KOTOPOMY
npojaBel; 00s3aH 3a CBOM cuer
JIOCTaBUTh U MOTPY3UTh TOBAP B
JKEJIE3HOJOPOKHBINA BaroH.

Free on rail your works.

Opanko-Baron Baur 3aBon.

Free on board (f.0.b.).

®panko-00pT cyaHa, §. 0. 6.— ycioBue
MIOCTaBKH, 110 KOTOPOMY IPOAaBel] 00s3aH
3a CBOM CUET JOCTaBUTH U MOTPY3UTH TOBAP
Ha OOpT cyaHa.

All deliveries are subject to strikes,
lockouts, accidents and other
unforeseen contingencies.

Bce moctaBku MOTYT OBITH IPEKPAIICHBI B
ciydae 3a0acTOBOK, JIOKAYTOB, HECYACTHBIX
CJIy4aeB M JAPYTUX HEMPEABUICHHBIX
00CTOSITEIIBCTB.

B.]IaI‘OIlapHOCTPI, NO3APaBJCHUA U U3BUHCHUHA, COKAJICHUA:

Best Wishes for the New Year!

Hawnyummue noxenanus k HoBomy roay!

All Good Wishes for the New Year!

Bcero nannyumero B8 Hosom roay!

Best wishes for the pleasant and
successful New Year!

Kenaem npusSTHOTO M yCHEUIHOTO
HoBoro ropa!

Every good wish for the New Year!

Bcero xoponiero 8 HoBom rony!

61




Every best wish to for 19 ... from my
family and muself!

C noxenanvem Bam Bcero Haumyuiiero B 19
... OT MOE€M ceMbHU U OT MEHS JTUYHO!

With Best Wishes for the New Year
from . ..

C Hannyymmmu noxkenanusiMu Kk Hoomy
roay or ...

With greetings for the New Year
from . ..

C no3apasnenusimu kK HoBomy roay or ...

May | congratulate you on the
occasion of ...

A xoren ObI mo3apaButh Bac no ciyyato . . .

| heartily congratulate you on ...

Cepneuno no3apasisito Bac c ...

My Best Congratulations!

Mowu Haunydmue no3apaBiieHus!

Thank you very much for

your Kkind congratulations.

boabmroe crmacu6o 3a a1r00€E3HbBIE
NO37paBJICHHS.

I must thank you most deeply
for the congratulations you have sent
me.

S xo4y BBIPA3UTh IIyOOKYIO
O0nmarogapHocTh Bam 3a npucnansele
O3/ApaBJeHUS.

| send you my best wishes and kind
regards.

[Toceunaro Bam Hannydimme noxxejaaHus u
TEIIBIA IPUBET

May | wish you success in ...

S xoren 6w moxkenatb Bam ycniexa B ...

May I wish you good health and
prosperity in ...

Sl xouy moxenats Bam kpenkoro
310POBbS U MMPOIBETAHHUS B ...

I send you my best wishes for a quick
recovery.

Kenar Bam ckopenmero
BBI3JIOPOBJICHMUS.

Allow me to congratulate you in
connection with your new
appointment as ... and wish you
success and fruitful work in this
office.

Pa3zpemure MHe no3apasuts Bac B cBs3M ¢
Bammnm HOBbIM Ha3HAaYEHHEM Ha TOCT ... U
rokesnaTh BaM yCriemHou U miogoTBOPHOU
paboThI B 3TON JOJHKHOCTH.

Thank you for the hospitality you
have afforded excellent (extended to)
us.

Crniacu00 3a MpeKkpacHoe rOCTEPUUMCTBO,
OKa3aHHOE HaM.
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| wish to thank you for agreeing to
have an appointment with me.

A xouy nobnarogaputh Bac 3a cornacue
BCTPETUTHCS CO MHOM.

I am most grateful to you for sending
me (materials).

51 ouennb Onaronapen Bam 3a mepechuiky
MHE (MaTepHabl).

| wish to thank you in advance.

S xouy 3apanee nmobnarogaputh Bac.

Thank you very much for your kind
consideration to this matter.

bomeioe Bam cmacu6o 3a Bame nro0e3Hoe
paccMOTpEeHHE 3TOr0 BOIPOCa.

| am truly grateful for the remarkable
advice that you have given me.

A uckpenne 61arogapen Bam 3a Bam
3aMey4aTeNIbHbIA COBET.

Allow me to express my sincere
thanks to you for . . .

Pa3pemure MmHe BbIpa3suTh BaM HCKpEHHIOIO
0J1aroJapHOCTH 34 ...

I wish to express my full appreciation
for. ..

S xoten Obl BBIPA3UTh CBOKO BHICOKYIO
OIIEHKY . . .

| wish to express my gratitude to you
for the helpful operation in this
matter.

51 xouy BeIpa3uTh Bam cBOO
MPU3HATEIILHOCTH 3a MOJIEZHOE
COTPYAHHUYECTBO B 3TOM JEIIE.

We shall be happy to render you our
help and service.

Mpsi OyieM cHacTINBBL, TPEIJIOKUTH Bam
CBOIO [TIOMOIIb U YCIYTH.

If I can be of any help in future, |
shall be glad to hear from you.

Ecnu s cMory okaszaTh Kakyro-J116o
MOMOIIb B OyyiieM, Oyay paa U3BECTUIO
ot Bac.

Please accept my apologies for all the
trouble (inconveniences) I have
occasioned (caused, given) you.

[IpumuTe, moxxkanyicra, MO U3BUHEHHUS 3a
nocraBiieHHOEe Bam 0ecrioKoicTBO
(HEIPUATHOCTH).

Please convey my apologies to ... for .

[lepenanite, moxanyicra, MOM U3BUHEHHS ...
3a ...

(May) | beg your pardon for . . .

[Ipoury nporienus 3a ...

I must apologize to you for delaying
my answer.

Sl nomkeH U3BUHUTHCA nepen Bamu 3a
3aJIEPKKY C OTBETOM.

Personally | am sorry that there was
no opportunity to discuss with you
the problems which are of interest to
us both.

JIM4HO 5 coXkajiero 0 TOM, 4TO HE OBLIO
BO3MOXKHOCTH 00CyuTh ¢ Bamu BompockH,
MHTEpECYIOIre HaC 000HX.
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We were very sorry to hear that you
were ill last month and could not
attend the (place).

Ham 0b1J1I0 OY€HBb IPYCTHO CIBINIATH, YTO
Bw1 6onenu B mpomiioM Mecsiie U He
MOTJIM MMOCETUTh (MECTO).

We are deeply grieved to announce
that . ..

C rmy0OKHM COXKaJeHHEM COO0IIaeM, uTo . .

It is with deep grief that | have to
announce about

C riryOOKuM TIPUCKOPOUEM 5 TOJDKEH
COOOIIHUTH O ...

It is my sad duty to inform you that . .

Moii nevanbHBIN 10T coo0muTh BaMm, 4To . .

| am directed to express (convey,
extend) to you, on behalf of the
Council, their deep sympathy with
you in the loss of your . . .

51 ynoJIHOMOYEH BBIPA3UTh OT UMEHU
Coseta ri1yookoe couyBcTBUE BaM B cBsI3M €
yTpaTou . . .

Please accept the expression of our
deepest sympathy.

[IpumuTe, MoKanynucra, BBIPAKEHUE
Halero rayboyaliero COYyBCTBHS.

Through a clerical error.

N3-3a kaHIeAIpCKOU OMUOKU.

Through a typing error.

N3-3a omumOku MAaIlInMHNUCTKH, ITO BUHC
MAaIIINMHUCTKH.

We thank you for pointing out this
mistake to us.

bnaromapum Bac 3a To, 4TO BBHI
yKa3aJli HaM Ha 3Ty OmuOKYy.

We are so sorry that the copy of
invoice was left behind. We will send
it by airmail straight away.

MpbI o4eHb coXxaneeMm, 4To 3a0bLIn
OTIPaBUTh KOMHUIO cueTa-pakTypsl. Mbl
BBIIIJIEM €€ HEMEJIEHHO aBUAIllO4YTOM.

Hpnrnamemm, OTBE€THI Ha IPUTJIAINCHHUA:

... owing to a prior engagement for
that day (evening, time, period).

... IO TIpu4YrHEe OoJiee paHHEeH
JIOTOBOPEHHOCTH HA ATOT JI€Hb (BeUep,
BpeMsl, TIEPUON).

... as | have an urgent business
appointment to attend to.

.. . TaK KakK s JIOJDKEH IPUCYTCTBOBATH HA
BAXXHOM J€JIOBOU BCTpEUE.

... as | have already accepted an
invitation earlier.

... TaK KakK s y>Ke paHee MpUHsII
pUrianieHue.

| wish to ask you for an
appointment for (time, date).

5l xouy npocuths Bac o BcTpeue B
(Bpewmsi, nata).

May | ask you to arrange an
appointment for me with Mr.

S xoten Obl TOrOBOPUTHCS O BCTPEYE C I-HOM

I would be grateful if you would be

S Oyay mpusHaTeneH, ecau Bol
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willing to postpone our appointment
for another time and date.

CMOJKETe MEPEHECTH Hallly BCTpeuy Ha
Ipyroe Bpems U Jaty.

I am awfully sorry to inform you (hut
1 have to cancel our appointment.

S npuHolTy CBOU ITyOOUYaiiliuie U3BMHEHUS
3a TO, YTO BBIHYKJE€H OTMEHUTH HAIIly
BCTpEYY.

(On behalf of . . .) I have the pleasure
of extending to you an invitation to ...

(Ot umeHH . . .) UMEIO yIOBOJICTBUE
nepenate Bam npurnamenue Ha ...

May I (we) cordially (sincerely)
invite you to ...

Mory nu s (Mbl) cepaiedHo (MCKPEHHE)
npuriacuth Bac Ha ...

| trust you will kindly accept this
invitation.

A Hanerwcsk, 4To Bl 1106€3H0 ipumMeTe
ATO MpUTJIANICHUE.

It would give me very much pleasure
If you would accept this invitation.

S 6yny ouyens pan, ecnu Bel npumere 310
IIpUTJIAIIECHHUE.

It is a great pleasure and honor to
accept your invitation.

Jlns Hac Oonpliasi pagoCTh U YECTh
NpUHATH Bamie npuriamenue.

Thank you very much for your kind
invitation, but | have to decline it
owing to ...

boapmroe cnacu6o 3a Bame nrobe3Hoe
NpUTJIANICHUE, HO S BBIHYXJICH €T0
OTKJIOHHUTH I10 IPUYHHE . . .

It is with great regret that | have to
decline your invitation.

OueHb COIXXaAJICIO, YTO BBIHYXKXACH
OTKJOHMUTHL Baiie IMPUTJIAIICHUC.

| regret to inform you that | am not in
a position to accept your invitation to

C coxanenuem coobmiaro Bam, uTo He
MOTY IpHHSTH Baire npuriamenue Ha ...

PexkiiamManuu v npeTeH3um:

We would appreciate an early visit
from your technical advisor.

Mpb1 Obliu OBl MPU3HATENIBHBI 32
CKOpeHmuu npuesa Baiiero TeXxHU4eCKOro
COBETHHKA.

We have had repeated breakdowns
and must ask you to send an engineer.

Y Hac N0JIOMKH MOBTOPHIIACH, U MBI JTOJIKHBI
npocuTh Bac HanpaBUTh HHXXEHEPA.

We are 2 cases short.

Y Hac He xBaTaeT ABYX AITUKOB.

We are disappointed that quality is
not at all
Up to sample.

Mpbl pazoyapoBaHbl T€M, YTO KaUY€CTBO HE
COOTBETCTBYET 00pa3ILy.

We regret that we cannot be held
responsible for expenses incurred by
delays in delivery.

Hawm >xanb, HO Ha HAac HEIb3s BO3JIarath
OTBETCTBEHHOCTbH 3a 3aTPaThl, BHI3BAHHBIE
3aJICPKKON B ITOCTABKE.
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Replacements are already on their
way Franco domicile, duty paid.

3ameHa yke OTTpy>KeHa Ha yCJIOBUIX
(dbpaHKO-CKIa/ MoJjiyyaTess ¢ ormiaTon
TaMO>KEHHBIX COOPOB.

This was due to circumstances
beyond our control.

OTO CIy4usoch Mo MpUYMHE, KOTOpas Obuia
BHE HAIIEro KOHTPOJISL.

We regret being unable to allow your
claim.

K coxalleHHI0, MBI HE MOXEM YCTYIHUTh
Bamemy TpeboBanmio.

We regret having to complain of
some grave defects in the machine
delivered by you in execution of our
Order No. ..

K coxanenunto, Mbl BEIHYK/I€HBI TTIEpEAaTh
Bawm peknamanuio B CBS3M € psJIOM
Cepbe3HBIX Ae(PEKTOB MAIIHHBI,
MMOCTaBJICHHOM BaMu BO MCIIOJTHEHUE 3aKa3a
No ...

Our experts have come to the
conclusion that the apparatus is quite
useless for the purpose intended.

Hamm skcnepTsl npunuim K BEIBOAY, 4TO
JTAHHBIA PUOOP COBEPILIEHHO HE MPUTOJIEH
IS IPETHA3HAYEHHBIX LETIEH.

As the period of guarantee has not yet
expired, we ask you to replace the
apparatus by another one.

BBuay TOro 4To rapaHTUHHBIM CPOK €1IE HE
UCTEK, NpocuM Bac 3aMeHUTH 3TOT
amnrapar Ha ApYTOH.

Failing your acceptance of our offer,
the claim will be submitted to
Acrbitration.

Eciu Bel HE mpuMeTe Hallle NpeaioKEHUE,
peksiamanus OyJeT npeacTaBieHa Ha
paccMmoTpenne B ApOuTpax.

We are making a claim on (against)
you for inferior quality of the goods
as follows.

Mpsl npeacrasasieM Ha Bac peknamanuio 3a
XyALIee, HEXKEIIN CIENYET, KaueCTBO
IPOAYKIIMH.

We can accept the goods only in
condition that you grant us an
allowance of... per . ..

MpbI MOKEM MPUHATH TOBAPHI TOJIBKO MPHU
yCIIOBUU MPENOCTABICHUS HaM CKHUJIKHU B
pasmepe ... 3a ...

We estimate that the damage amounts
to ...

Mp1 onieHuu yiepo B ...

We suggest that the consignment
should be examined by experts.

MBI npetaraeéM npoBECTH NPOBEPKY
IIapTHHU TOBAPOB IKCIEPTAMH.

We cannot accept your claim for the
following reason.

MBI HE MOKEM NIPUHATH Bamy pexiiamanuio
110 CIEAYIOIHUM IPUYMHAM.

We agree to consider a settlement of
the claim on the lined proposed in
Mr. . .. 'seaport.

MpbI rOTOBBI OOCYIUTH TOPSTOK
yperyJupoBaHus NPEeTeH3UH, UCXOIsl U3
HaIpaBJICHUH, BBIIBUHYTHIX B OTYETE T-HOM

In the opinion of our expert, $ ...
would be a fair compensation.

[Io MHEHHIO HAIIMX 3KCHEPTOB,
KOMITIEHCAIUs B pa3Mepe . . . J0JUL. OylieT
BIOJIHE JOCTATOYHOM.
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We feel sure that you will withdraw
your claim after a closer examination
of the goods.

MpI1 BeIpaxaeM yBEPEHHOCTbD, UTO Bbl
3a0epeTe CBOIO peKaMallrio mocie 0osee
BHUMATEIBHOW NPOBEPKU TOBAPOB

We do not see our way (we are
unable) to grant you a discount of...
per cent, in settlement of your claim.
The utmost we are prepared to allow
you is ... per cent.

MEI He BUJIUM BO3MOXKHOCTH (MBI HE B
COCTOSTHUH) TIPEIOCTaBUTh Bam CKkunKy B
pa3smepe . . .% npu pacuere no Bameit
pexnamanuu. [IpenensHas ckuaka, KOTOPYIO
MbI TOTOBBI Bam gate,— . . .%.

We maintain that we are not liable for
the damage, but considering our
longstanding business relations and
the loss you have suffered, we offer
you as a token of goodwill the sum of
$ ... in full and final settlement of
your claim.

MBI yTBEpKIAEM, YTO HE HECEM
OTBETCTBEHHOCTH 32 MOBPEKICHUS, HO,
MpUHKMAas BO BHUMAHUE HaIlIU JOJTOJICTHUE
JIeJIOBbIC OTHOIIICHUS U YOBITKH, KOTOPBIE
Br1 nonecnu, mel npeiaraem Bam B 3HaK
T0O0POXKENTATETbHOCTH CYMMY B ... I0JIJI. B
KauyeCTBE MOJHOTI'0 U OKOHYATEIHHOTO
pacueTa no Bameu pexnamanuu.

We prefer to settle the matter by
Arbitration rather than to pay such an
allowance which we consider to be
(very much) exaggerated.

MbI npeanoynTaeM peiumTh BOMPOC B
ApOuTtpaxe, He)KEJU TIATUTH BO3MEIICHUE,
CYMMY KOTOPOT'O MbI CYUTAEM (CIIHIIIKOM)
3aBBILLICHHON.

The loss in weight was clearly caused
by pilferage, and a claim should be
made by you against the
Underwriters.

[IpuunHOM oTEPHU B Bece ObLIO, BEPOSTHO,
MEJIKOE XulleHue, u Bam cinenyer
PEABSABUTH MIPETEH3UIO K CTPAXOBIIUKAM.

IIpocbobI:

We trust (hope) you will grant us a
bulk reduction.

Haneemcs, yto Bel mpenocraBute CKUAKY 3a
pa3MmenieHue 00JIbIIOro 3aKasa.

I wonder if you would be so kind
(good) as to ...

Hebynere nmu Bol Tak q00pHI . . .

I have a request to make to you about

VY mens k Bam mpock0a . . .

I am making use of this opportunity
to approach you with a request to ...

[Tonp3ysich 3TO# BO3MOXKHOCTBIO, 51 XOUY
oOpatuthes k Bam ¢ mpocb0o0ii...

Will you be so kind as to consider my

bynbTe n1100€3HbI paCCMOTPETH MOIO
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request.

npocwOy.

Kindlymeetmyrequest.

HeoTkaxuTe B M00E3HOCTH PACCMOTPETh
MOIO MPOCKOY.

Please comply with my request.

[ToxanyiicTa, HCTIOTHUTEMOIOTIPOCHOY.

I shall be much obliged if you gratify
this request.

A 6yny Bam ouens 00s13aHn, ecnu B
YIAOBIETBOPUTE ATy MPOCHOY.

I hope that you will view (consider)
our request favorably.

S Hazmeroch, yTo BBl 0JIarOCKIOHHO
paccMOTpUTE Hally MpochOy.

I am very happy to comply with your
request.

S cuactinuB, ynoBieTBopuTh Bamry
pock0y.

With regard to your request, | wish to
inform you that . . .

B orHomenun Bameil npock0bl 5 X04y
coobmuTs Bawm, 4ToO ...

| regret very much that | am not in
position to comply with your request
as ...

51 o4yeHb coXKayer, 4YTO HE MOTY UCIIOJHUTh
Bamy npock0y, Tak Kax . . .

| should very much like to do my
best for

you, but, unfortunately, | cannot
comply with your request due to ...

S1 ouenn xoten ObI caenaTh A1 Bac Bee,
YTO B MOMX CHJIaX, HO, K COKaJICHHIO, 5 HE
MOTY BBITIOJIHUTH Barry mpocs0y u3-3a . . .

We greatly regret that we are not in a
position to meet your request at the
present time.

Mpbl 0ueHb cOXKalieeM, UTO HE B COCTOSTHUU
B HACTOsIIee BpeMs paccMOTpeTh Bare
3asiBJICHUE.

I am in great need of your help
(advice).

51 ouenp HyxAarCh B Bamen nomomu
(coBerte).

| require your help (advice) badly.

Mue ouenb HyxHa Bama nomouis (CoBeT).

If you have any information in this
field or can give any advice, we
would be most grateful.

Ecnau Bel pacnionaraere kakoii-iu0o
nHopmaruei B 3TON 0071aCTH UIIU MOXKETE
JaTh HaM KakoW-TM00 COBET, Mbl OyeM
Bam odeHp GiaroapHsbl 3a Hee.

We would be most grateful for any
help in this matter and would

Mp1 Ob1i OB OYE€HB OJT1aTOapHBI 32
1100y10 TOMOIIH B 9TOM 00JIaCTH W,

68




naturally be glad to do anything in
return.

HECOMHEHHO, ObLTH OBbI pajibl OTILIATUTH
yeM-J110o0.
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Ipuioxkenue 3
MexayHapoaHbIil aJI(paBUT AJsl AUKTOBKH 10 OyKBaM

B MexmyHapogHOM 00MX01e PEKOMEHIYETCSl IPUMEHSTh CISYIONUi anaBUuT JIst

JTUKTOBKH TI0 OyKBaM:

A | Amsterdam J | Jerusalem S | Santiago
B | Baltimore K | Kilogramme T | Tripoli
C | Casablanca L | Liverpool U | Upsala
D | Danmark M | Madagaskar V | Valencia
E | Edison N | New York W | Washington
F | Florida O | Oslo X | Xanthippe
G | Gallipoli P | Paris Y | Yokohama
H | Havana Q | Quebec Z | Zurich
| | Italia R | Roma
Yacoevie nosaca

Korma B MockBe nosijieHb
B Kuese 1 1yacoB
B Muncke, Kumnnese, BunbHioce, Pure, Taniuane [Tongens
B T6unucu ,EpeBane, baky 13 yacos
B Amxa0ane 14 yacoB
B Acrane, Tamkente, JlymanOe, bumikeke 15 gacosB
B HoBocubupcke 16 gyacon
B Upkytcke 17 gacoB
B Akyrcke 18 yacos
Bo BraguBocroke 19 yacoB
Ha xypunax 20 yacoB
Ha Yyotke 22 4aca
B Can-®paHuucko 1 yac HOUM
B Hrto-Mopke 4 4ca yTpa
B Ilapuxe, Jlonnone, Manpuae 9 vacos
B Bapuuase, [Ipare, bepiune, byganemre, Bene, Pume 10 gacos
B byxapecte, Codun, XenbCuHKU 11 gacos
B bomb6ee, KanbkyTTe 14 yacoB
B Ilekune 17 yacoB
B IIxenbpsue, Tokuo 18 gacos

Bpema

B nucemax u paciucCaHuAgX CICAYCT COIIPOBOKIATH I_II/I(prI, 0603Haqa}oume TOT HUJIN
WHOM qac, YKa3aHUuCM Ha BpEMs 0 WM ITOCJIC ITOJIYAHA, IIOCKOJBbKY BO MHOT'HUX CTpaHax
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npuHsTa 12 gyacoBas CKBO3Has IIKaja. B aHTTIHICKOM BpeMst [0 MOy IHS 0003HAYaeTCs
kak a.m.(ante meridiem), mocie moayaHs (omonyaam)-p.m.(post meridiem).

24-gacoBas IIKaJia JJI1 aHTJIOA3BIYHBIX CTPAH CKOPCEC HeOObIUHA U , KaK IIpaBujo,
IMPUMCHACTCA JIMIIb B paCIIMCAHUN aBHapeﬁCOB, a TaxKiKC B O6I/IXOI[e MMOJIMOUN apMHH.

B noBceiHeBHOM 00MX0/1€ 0OCOOCHHO BaXKHO Pa3lIUUUe MEXKIy IPUHITHIMH y HAC
0003HAYCHUSIMH THIIA «TIOJIOBHUHA JICBATOT0», KIIOJOBUHA OJIMHHAIIATOTO» U HX
AHTJIMACKMMU COOTBETCTBUSIME. B pa3roBopHOM aHrmuiickoM Bce Haobopor :half nine-
9.30, half eleven-11.30 nockosibky 3T0 cokparieHus ucxoansix , half past nine, half past
eleven( OykB. «10JIOBUHA MOCJIE ...»). UTOOBI H30€XKATh MyTAHUIIBI B OBITY, JY4IIIE BCETO
B TaKUX CIIydasiX MepecrpaninBarh . BOT HECKOIBKO BaXKHBIX TIPUMEPOB:

9:30 Half past nine, nine thirty( B pasroBoprowm si3eike: half nine)

8:15 (a)Quarter past 8

10:00 Ten a.m.

19:00 Seven p.m.

22:00 Ten p.m.

09:50 Ten to ten, nine fifty

11:30 Half past eleven, eleven thirty( B pasroBoprom si3bike: half eleven)
07:45 (a)Quiarter to eight, seven forty-five

09:05 Five past nine

14:10 Ten past two, two ten

JInu neoenu

Bce nuu Henenu B aHTIIMACKOM MUIIYTCS ¢ OOJBIION OYKBBI:

[ToneaenbHUK Monday
Bropauk Tuesday
Cpena Wednesday
YerBepr Thursday
[TarHUnA Friday
Cy06oTa Saturday
Bockpecenbe Sunday
Cucmema mep

[[Txanel Temneparyp

B CIIJA BMecTo TemmnepaTypHOil mikaibl Llenbcust IpuHSITO YKa3aHHUE IPalyCoB MO
®dapenreity. B BenukoObputanuu uCronb3yroT Kak mkainy dapenreiira, Tak u
Lenbcusi(«centigrade»). s nepecuera rpaaycoB Papenreiita B rpaaychl Llenbcus
ucnonb3yoT popmyny: dapenreitt (Hanpumep, 100) munyc 32 pazgenuts Ha 1,8
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[pumep: 100°F-32:1.8=37.77°C

Lenscus(centigr | @apenre | [lemscus(centigr | ®apenre | Llenscus(centigr | ®apenre
ade) 0T ade) 0T ade) 0T
100 212 26 78.8 6 42.8
40 104 24 75.2 4 39.2
38 100.4 22 71.6 2 35.6
37 98.6 20 68.0 0 32.2
36 96.8 18 64.4 -2 28.4
34 93.2 14 57.2 -4 24.8
32 89.6 12 53.6 -6 21.2
30 86.0 10 50.0 -8 17.6
28 82.4 8 46.4

Mepbwt 0nrunst u 06véma

B CIIA u BenukoOpuTaHuu NpuMEHSIOTCS pa3IMyHbIe MEphI JJIMHBI U 00BeMa.

IIpuBenem UL HEKOTOPBIE IIPUMEDHI :

Mepsl TMHHBI

Enunnna CooTBeTcTBHE
Imunsi(cyxonyTtHas)=1,760s1pros=>5,280 | 1609m
¢GbyHTOB
1 musisi(mopckas)=6,080 ¢pyHTOB 1852,2m
lspn= 3 pynTa=36 mroitmos 91.,44cm
1 dynT=12 nrorimMmoB 30,48cm
1 mroriM=2,54cm
Mepsl o0bema
Enunnna CooTBeTcTBHE
1xyOuueckuii pyHT 0,028m°
1 xyoudeckuii sipn=27 KyOUUeCKux 0,76M°
(GhyHTOB
1 kybu4ecKuii Ioim 16,387 cm®
1 Gappeinb 163,60
1 Oymienb(aHr.) 36,351
1 6ymens(CIIA) 35,24n

Yucna

B anrnumiickoMm 0003Hau€HUS «EPBBIY, «BTOPOW» U T.J. 3aIUCHIBAIOTCS CIETYIOIINUM

obOpazom:
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1. 1 st First

2. 2nd Second

3. 3rd Third

4, 4 th Fourth

5. 5th Fifth

6. 6 th Sixth

7. 7 th Seventh

8. 8 th Eighth

9. 9th Ninth

10. 10 th Tenth

20. 20 th Twentieth

50. 50 th Fiftieth

100. 100 th Hundredth

101. 101 st Hundred and first
1000. 1000 th Thousandth

1001. 1001 st Thousand and first

B 6pI/ITaHCKOM N aMCPHUKAaHCKOM AQHIJIMMCKOM TOYKA B YMCJIaX CTAaBUTCS Ipu I_II/I(prBOM
0003HaYCHUU MCpP JJIMHBI, BECa U IIPOYHX (1)I/I?>I/I‘ICCKI/IX JaHHBIX, a 3aI1ATasi- [pu

3anamasn u mouyka 6 Uuciax

yYKa3aHUM Ha JICHEKHBIC €ICHUIIbI B I[EHaX.

Pycckuit AHTIIMICKUN
100,00k 100.00kg
25,129r 25.129g
29.30 eBpo 29,30Euro

1.000.00 mommapon

1,000,00 US-Dollar
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