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HNPEIUCJ/IOBHUE

JlaHHble MeETOAMYECKHE YKa3aHWUs MpeAHa3HayeHbl [JIsi OOydarolmxcs,
craromnx VHTepHET-3K3aMEH 0 aHTJIMMCKOMY SI3BIKY.

[locobue paccuMTaHO Kak JUisi AyJUTOPHBIX 3aHATUH, Tak W JUId
CaMOCTOSTEIIbHON MHIAUBUAYAILHOW PAOOTHI U COCTOUT U3 3 YacTeW U MPUIIOKCHHUS.
Marepuan momoOpaH B COOTBETCTBHM C TEMHU 3aJaHUSIMH, KOTOPBIE OOBIYHO
COZIEPIKATCS B DK3aMEHAIIMOHHBIX BOIPOCAX.

HuTepHeT-3K3aMeH, KaK MpaBuio, BKIIOYAET B ce0s CIIECAYIONINE TUITHI 3aJaHHi:
I'pammaTrueckuit TecT.

Jlexkcudeckuii TecT.

CrpaHoBeqUYECKUH TECT.

Jnasnoru.

JlenoBasi KOpPECIIOHICHIIHS.

TekcT no HanpaBIEHUIO MOJATOTOBKH WIIH CIIEIUATIBLHOCTU U 3a/IaHUS K HEMY.

B npuioxenuu copepikarcs TOMOJHUTEIbHBIE MaTepUaibl, HEOOXOIUMBIE IS
BBITIOJTHEHUS 3aJJaHUl 110 TeMe «JlenoBasi KOppECTTOHACHIINS

[Ipu TmiaTenpHON MpopaboTKe MaTepuaa MmocoOus oOydaromuecs MoaydaT
HaBBIKU U IPUOOPETYT YMEHUSI, KOTOPBIE IOMOTYT UM HE TOJIBKO MPHU CJaUe IK3aMEHa,
HO ¥ B COBEPILICHCTBOBAHUH SI3bIKA.

[Ipu cocTaBieHMU METOIUYECKUX yKa3aHUW ObUIM UCIIOIb30BaHBI MaTEpPHUATIbI
JEMOHCTPAMOHHBIX TECTOB MPOIUIBIX JIET.

ok wdE

Kenaem ycrexon!
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Yacte 1

Jles10Basi KOppeCnoOH/IeHUUA
CTPYKTYPA IINCBMA

[lucbMO HMEET COOTBETCTBYIOUIYIO CTPYKTYpPY, BKJIIOUYAIOINIYIO
omnpejenieHHble YacTu. B oOmiem u HauOojee MOJHOM BHUJE CTPYKTypa
MMCbMa Ha aHTJIMMCKOM S3bIKE MOXET OBITh MPEACTaBJICHA CJEAYIOUUM
oOpazom:

. Anpec ornpaButens (sender's address).

. Jlara (date).

Anpec nonyqatens (inside address).

Oo6pamenue (Salutation).

3auuH, uiau nepsas (pasa (Opening sentence).

Texcr mucema (body of the letter).

3akmounTtenbHas ¢pa3sa (closing sentence).

3akimounTenbHas Gopmysia BexxauBoctr (Complimentary close).
[Moamuck oTnpaBuTes (Signature).

10. ITocTrckpunTym, T.e. MpUIHCKa K OKOHUYEHHOMY mucbmy (P.S. mmm
Postscript).

KoHeuHo, B KaXJIOM IHMCHbME BOBCE HE 00s3aTENIbHO JOJDKHBI MPH-
CYyTCTBOBaTh BCe 0€3 HCKIIOUYCHUS IepedyuciacHHble Bbime 10 dgacTeit.
Hekotopsie U3 HUX MOXKHO OMYyCTUTh. Te€M HE MEHee, OCHOBHbBIC WJIU, IO
YCMOTPEHHUIO OTIIPAaBHUTEIISA, CaMbleé BaKHbIE YaCTH JIOJDKHBI TIPH-
CyTCTBOBaTh B KaXJIOM IIHMCbME, MO0 OHH SBIISIOTCS HEOOXOIMMBIMH
AJIEMEHTAMU aHTJIUHCKOTO MUCEMEHHOTO ITHKETA.

[Toce Toro kak Mbl YCTAHOBHJIM OOIIYIO CTPYKTYPY B OopMy
UChbMa, IepelIeM K KpaTKOMY OITUCAHUIO €T0 OTACIIBHBIX YacTeH.

VP ND U AW~

1. Axpec oTipaBuTeJIA.

Kak BUIHO M3 CXEMBI, aJipec OTHPABUTENSI B AHTIIUHUCKOM MHUCHME
MUIIETCS B MPAaBOM BEPXHEM YIUIYy CTPAHUIBI, XOTS YacTO €ro MOKHO
BUJIETh M B JIEBOM BepxHeMm yriy. CHoenuanbHO MOa4epkHeM, 4TO (B
OTJIMYUE OT PYCCKOTO) B AHTJIMHUCKOM MHCbME HOMEpP JOMa B aJpece
CTaBUTCS Mepe]l HA3BaHUEM YJIUIIbI, & Ha3BAHUE TOPOJIa — MOCJIC HA3BAHUS
YJIMIIBI. Me>1<)1y HOMCPOM AO0MaA U HA3BAHWUECM YJIMIbI 3aIATasA HC CTABUTCA.

Hanpuwmep:
25 North Road, Apt. 5 5 Green Street, Apt. 3
London W2 4RH Ann Arbor48104

England Michigan USA



2. 1ara.

JlaTa oTmpaBiieHUA Yallle BCETr0 yKa3bIBAE€TCS B PABOM BEPXHEM YTy,
cpa3zy ke MoJ aApECOM OTIPABUTENS (€CIU OH €CTh).

CylecTByeT HECKOJIBKO BAPUAHTOB HAITMCAHUS JAThI:

September 7, 1996

September 7th, 1996

7 September, 1996

7th September, 1996

[lepBbIii BapruaHT B HACTOsIIIIEE BpeMsi HauOoJiee YIIOTPEOUTENEH.

B nare He cTaBsTCS HM NPEIJIOTH, HU OMNPEJCICHHBIN apTUKIL (3a
UCKITIOYeHUEM O(PUITMATLHBIX TMCEM U JIETTOBBIX JOKyMeHTOB). [Tocne natol
TOYKA, KaK IPaBUIIO, OITyCKAETCH.

3. Axpec mosay4areJisi.

AJlpec noay4daTens MUIIETCS TaK K€, KaK U aJipec OTIPABUTENS, U
pacroiaraercs B J€BOW YaCTH CTPAHULIbI, HECKOIBKO HUKE CTPOKH C
JaToM.

[lepen pamunmeit nuia, KOTOPOMY BBl HAIPaBIsE€TE MUCHMO (€CIIH,
KOHEYHO, 3TO HE Balll POJCTBEHHUK WJIM XOPOUIO 3HAKOMBIN), JOJKHA
00s13aTeIIbHO CTaBUThCS oHa U3 TpeX hopm: Mr., Mrs., Miss. be3 dhamunun
3T QopMbl HE ynoTpebisaroTcs, a nociae Gopm Mr., Mrs., kak npasuso,
CTaBUTCS TOYKA.

Hampumep:
Mr. Richard Smith rocrionuny/ muctepy Puuapay Cmurty
Mrs. Lucy Long rocnosxe/ muccuc Jlycu JloHr
Miss Agatha Brown rocroxe/ mucc Arate bpayx
Misses Helen and Agnes rocrokaM XejeH u ATHec
Bosworth Bozyopt
®opma Mr. ynotpebiseTcss mo OTHOIIECHUIO K MYy>kuuHe, Mrs. — k

3aMyXHeH skeHmuHae, MiSS — K He3aMyKHEH.
B Hacrosiiiee Bpemsi B MUCbMaX MOHO BCTPETUTh HOBYIO (opmy MS.,
KOTOpas yutaeTcs [Miz] wim [Mis]. Ota dopma, 1o CyTH Jeia, SABISCTCS
A3bIKOBBIM 3KBHBaJieHTOM (opmbl Mr., Tak Kak OHa ymnoTpeOsisieTcs: mo
OTHOIIICHUIO K KEHIIIMHE OE30THOCUTENBHO K (PaKTy €€ 3aMy>KeCTBa.
Hanpuwmep:

Ms. S. Park rocmoxe C. [Tapk

Ecau BBl HampapisieTe MNUCbMO B (GUPMY WIM OpTraHU3AIMIO,
BJIAJICTIBIIEB WJIM PYKOBOAUTEIEH KOTOPO MOXKET OBITh HECKOJIBKO, TO BBI
MUIIETE:
Messrs. Bullman, Carey, and rocrioaM bynmany, Kapu u

Benson bencony



Mesdames Brooks and Coleman rocriokam bpykc u Koyiamanu
Mmes. Brooks and Coleman

be3 pamunuu 3T GOpMBbI HE UCTIOIB3YIOTCS (HATIOMUHAEM, YTO TOUKHU
nocie hopm Mr., Mrs., Ms., kak npaBuiio, CTaBsITCSA).

Mr. Brown rocnoaus/ muctep bpayn
Mrs. Green rocnoxa/ muccuc I'pun
Miss White rocroxa/ Mucc Yaut

Ms. S. Smith rocrioxa C. CMur

4. O0paiuenue.

®dopma oOpalleHrsl B MHChbME 3aBUCHUT OT CTEIICHH 3HAKOMCTBA WJIU
POJCTBEHHBIX CBA3EH C JIMIIOM, KOTOPOMY BbI aJIpECYETE MUCHMO.

Tak, K APY3bIM WU XOPOIITO 3HAKOMBIM BBl 00paIiaeTech:

Dear John, Hoporoii [Jxon!
My dear John, Moii moporoii [I)xoH!
John, Jlxon!
Dearest, Joporoii!
My darling, Moii moporoii!
K Mali03HaKOMBIM WJIH HE3HAKOMBIM JIFOJISIM
Dear Mr. Smith, YBakaeMplii rocriogus/ muctep Cmur!
Dear Miss Smith, YBakaemas rocmoxa/ mucc CMur!
Dear Mrs. Wilson, VBakaemas rocrioxa/ Mmuccuc Y uicoH!
Dear Ms. Green, VYBaxkaemas rocnoxa ['pun!
Dear Messrs. Smith YBakaempie rocrioga Cmut u J[xoyH3!
and Jones,

B cTporo odunmanbHEIX 10 TOHY U COJICPKAHHMIO ITUChMaX BBI ITHIICTE:
My dear Sir: ['my6okoyBaskaeMblIit c3p/ TocmoauH!
My dear Madam: I'my6okoyBakaeMas majiam/ rocrosxal

B odunnanbHpIX MUChbMaxX HE3HAKOMBIM JIOISIM, (DaMUIUNA KOTOPHIX
BbI HE 3HAETE, UCMHOJIb3YIOTCS CAEAYIOMHKE (OPMBI:

Sir: Cop/ I'ocriogun!

Dear Sir, YBakaeMblii c3p/ rOCIoIvH!

Dear Sirs, VBakaemble rocroja!l

Gentlemen: I'ocmoza!

Dear Sir or Madam: YBaxkaeMblIil C3p/ TOCTIOANH HIIH
MajaM/ Tocroka!

Madam! Mapam/ ['ocroxka!

Dear Madam! VYBaxaemas magam/ rocrnoxal

[Tocnennue nBa oOpaieHust ynoTpeOastoTCs Kak MO0 OTHOIICHUIO K
3aMy’>KHHM, TaK W K He3aMykHuUM xeHimuHaM. Coderanue Dear Miss B
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KadecTBe OOpaIlieHUs B aHTJIMUCKOM SI3BIKE HE YIOTPEOIsSeTCS.
Oo6pamenus My dear Sir, My dear Madam, Sir, Madam sBustoTcs
crporo odunmanbHeiMU. Dear Sir, Dear Madam wmenee oduIMaIBbHEL.
OnHako Bce 3TU (OPMBI YIIOTPEOSIOTCA B OPUIIMATBHBIX CUTYaLIHUSIX.
Kpome Toro, B MeHee ouimaibHON U MOTyOo(DUITHATBHON IEPEUCKe
MOKHO BCTPETUTh U TaKU€ (POPMBL:

Dear Colleague, Jloporoii koera!

Dear Reader, VBakxaeMblil ynTaTEND!
Dear Editor, YBaxkaeMblil peakTop!
Dear Publisher, VBaxaeMblil U31aTEND!

B HeobummanbHBIX CUTyallusiX, T.. MPU OOpaIeHUH K 3HAKOMBIM,
POACTBEHHUKAM, APY3bsIM, UCIIOIB3YIOTCS TOJBKO HMEHA.

Bce ckazanHoe 00 oOpallleHUsIX MOKHO IPEJACTaBUTh B BUIE OOIIECH
CXEMBI.

Cruniab Exa. uuciao MH. 4ucJ10
®opMaIbHO H CTPOTO My dear Sir / Sir
opuIHATLHO My dear Madam / Madam
Sir/ My dear Sirs
Ctporo opuunajabHO Mr. Smith
Madam/ My dear Mesdames
Mrs. Smith
Dear Sir Dear Sirs/ Sirs
Dear Madam Dear Mesdames/
OdunuaibHo Mesdames
Gentlemen
Ladies
Dear Mr. Jones Dear Messrs. Jones
Menee ¢popMaIbHO (npun and Smith
HATHTHH TPEALUyIIEn Dear Mrs. Jones Dear Mmes. Jones and
NnepenucKu) Smith
HeodunmmanbHo Dear Jack/ Jack
5. 3aunHn.

3a4uvH MUChMa OOBIYHO COCTOMT M3 CJOB OJIArOAApHOCTH 32 MOJIY-
YEeHHOE paHee MUChMO WUJIU U3 KaKuX-I100 Apyrux ¢pa3 B 3aBUCUMOCTH OT
cutyauuu. Cnucok HamboJsiee 4acTo ynoTpeossieMbix (ppa3 mpuBOIUTCA B
[IpunoxxeHuu, 1 YUTaTENb JIETKO MOXKET BHIOpATh U3 HEr0 HEOOXOAUMYIO
bpasy.

6. Tekcer nucbMa. (OOpasibl MUCEM PUBEIECHB B OCHOBHOM YacTH. )

/. 3akmounTtenabHasa dpa3a. (3akaounTenbHbIE (Qpasbl MHCEM
npuBeneHsbI B [IpunoxeHun. )
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8. 3akuouuTresbHas popMyJia BeKJIMBOCTH.

Kak u ¢opma oOparenusi, 3akmrounTeNbHas GopMysia BEKIUBOCTU
3aBUCUT OT TOI'0, KOMY BbI IIHIICTC ITMCBMO. O,Z[HaKO B aHIJIMNCKOM
IMUCbMCHHOM 3THKETC B HACTOAILICC BPCMA HUCIIOJIb3YyCTCA 0oJiee Wk MEHEeE
obmras ¢opmynaa Sincerely yours, koropast B 3aBUCMMOCTH OT TOHA BCETO
MMUCbMa MOKCT BOCIIPUHHUMATBHCA U KAK CTPOTO O(bHHHaJIBHaH, N KaK MCHECC
odpulManbHas, U KaK coBeplieHHO HeodunmaibHas. Ha pycckuil s3Ik 3Ta
dbopmyTa IEPEBOIUTCS B 3aBUCUMOCTH
ot cutyaiuu kak 'C yBaxenueM' win 'Mckpenne Bam/ Vickpenne TBoit'. OTa
dbopMyJsia MOKET UMETh HECKOJIbKO BapHAHTOB:

Sincerely / Sincerely yours / Very sincerely yours / Yours sincerely /

Yours very sincerely /Always sincerely yours u 1.1.

Hapsiny ¢ npuBeieHHBIMM BbIIIIE B O(PUIIMATIBHOM M JCJIOBOM Tie-
pEnUCKe UCTIOJIB3YIOTCS (POPMBI:

Yours truly/ Yours very truly, [Ipenannbiit Bam (popmanbHO
u o HUIIMATBHO)
Truly yours/ Very truly yours, [Ipenannbiii Bam (HECKOJIBKO

MeHee popMalibHO, HO TaKKe O(UIIMATBHO)

Menee odunmanbHBIMU SBIISFOTCS:

Faithfully yours, C yBaxxenneM/ C coBepIIICHHBIM
MTOYTCHUEM

Cordially yours, Hckpenne Bamr

ITogunHeHHBIE OOBIYHO OOpaIAOTCS K HAYaJIbCTBY:

Respectfully yours, C yBaxXeHUEM

OP®OPMJIEHUE KOHBEPTA

B nacrosimmee Bpems B CIIIA, na, noxxanyi, u Bo Bceir EBpone (Bkito-
yasi AHIJIWIO), CYIIECTBYET €AWHBIA CTaHIapT O(OPMIICHHUS KOHBEPTOB.
CorjacHO 9STOMY CTaHJapTy HHQpOpPMAIUs pacrojaraeTcs B CTPOro
OMNPENICJIEHHOM MECTE€ W B CTPOTO ONpeAcICHHOM mopsake. OCHOBHOU
MPUHIIAI 3TOTO PACIIOIOKEHHU: OT YaCTHOTO K 00IIeMY, OT MHIUBUAYYMa
K cTpaHe. B Hamieil ctpaHe mH@opmalds Ha KOHBEpPTE pacriojaracTcs B
o0paTHOM TOPSJKE: OT CTpaHbl K HMHAMBUAYYMY. IIpenctaBum oOIIyrO
cxeMy ohopMIICHUS] aMEPUKAHCKOTO U €BPOTIEHCKOTO KOHBEPTA.

1. Ums, pamunusa omnpasumens, 2. Mapxa,
HoMmep Keapmupbl/ doma, yKazauue Ha  Cnocoo
oocmasKu

Ha3eawuue Yauybvl, 20poo,
wmam/ paion, no4moswilil



UHOeKc, cmpaHa
3. Umsa, pamunus nonyuamens,
HoMep Keapmupbvl/ 00Ma, HA38aAHUE VIUYDL,
20p00, wmam/ patioH, NOYMoBbwlll UHOEKC,

cmpana
Obpa3zey oopmieHus KoHeepma

J. Wilhelm Stamp
410 Lawrence Street, Apt. 5 REGISTERED MAIL
Ann Arbor M1 48105 AIR MAIL
USA

Mr. J. R. Smith

400 S 5th Avenue, Suite # 80

Detroit, MI, 48202-2831

USA

OTauune pOCCHICKOro KOHBEpPTa OT aMEPHUKAHCKOTO B TOM, YTO B
oboux aapecax (OTHpaBUTENS M TMOJy4aTessi) Ha AHTJIMICKOM S3bIKE
BHavaje nuimercs GpamMuiauns, 3aTeM HOMEpP JoMa, YIulla, HOMEp KBapTHPbI
WM arlapTaMeHTOB, TOPOJ, CTpaHa, YTO MPOTHUBOIIOJIOKHO TOMY, YTO MBI
MPUBBIKIN BUJETh Ha POCCHUCKHUX KOHBEpTax. EImme ogHO OYeHb BaKHOE
OTJIMYHE COCTOMT B pa3MEIICHUM aApecoB Ha KoHBepre. Ha Hamem
KOHBepTe 00a ajpeca MUIIYTCS CIpaBa: ajpec MoJydaresiss B IMPaBOM
BEpXHEM YTy, a aApec OTHpaBUTENIsI — II0JI HUM, Takxke cmpaBa. Ha
aMEPUKAHCKOM HJIM €BPOTCHCKOM KOHBEPTE aJIpeC OTIPABUTENS MUIICTCS
B JIEBOM BEpXHEM YIJy, a aJpec TMoJydaresis — IOYTH IMOCEepearHe
KOHBEpPTa, HECKOJBKO CIpaBa W HEeMHOro KHm3y. HMuorma, mpaBna
(0COOCHHO B YaCTHBIX ITMCHhMaX ), aJIpec OTIPABUTEIIS MUIIETCS Ha 00paTHOM
CTOpPOHE KOHBEpPTa, HO ajJpec MoJiydaTesis BCErjJa Ha JIMIEBON CTOPOHE
mpaBee OT IEHTPa, HEMHOTO KHHU3Y.

AJlpec mostyuyartesisi HAUMHAETCSA C €r0 MOJIHOTO UMEHU U (paMUIINH,
nepe]l KOTOPBIMU 00s13aTeIbHO CTaBUTCA ofHa u3 dopm: Mr., Mrs., Miss,
Ms. Jlanee crmemyeT ykazaHue Ha HOMEp JIoMa, Ha3BaHUE YJINIIBI, IEPEyIIKa
u T.11. (Street, Avenue, Drive, Lane, Place, Road, Circle). ITpu a3Tom 00braHO
YKa3bIBACTCA, TJ€ HAXOJAWUTCS AaHHAS yJIHIA [0 OTHOMICHHWIO K CTpaHam
ceera: N, S, W, E (ceBep, 1or, 3amaj, BocTok). Homep moma craBuTCs nepes
Ha3BaHUEM YJIHIIbI, 3aT€M CJIEAyeT HOMEp KBapTHUPhI WM alapTaMEHTOB
(Apt., Suite). Harmpumep:

350 West Forty-Second Street, Apt. 10

85 N Gower Street, Apt. #5

39 S Alexandra Road, Suite 8
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B npuBeneHHbIX TpuMepax oTMeTuM ciienyroniee. Crnosa Street, Apt.,
Suite (yyiuna, KBapTUpa, allAPTAMEHTHI) YaIlle BCETO MUIIYTCS C 3arJIaBHON
OykBbI. 3HaK # 0003HauyaeT 'HOMep' (TIpaBa, OH MOXKET U HE CTABUTHCH).

Jlanee B ajapece cieAyeT Ha3BaHUE ropojia, INTaTa (Yamie BCEro
COKpalieHHoe) uiu rpadcta — B BenukoOputanuu (TokKe COKpAIICHHOE).

3arem uaeT nouroBkii uuaekc (ZIP Code = Zone Improvement Plan).
B CIIA »stor maaekc cocrout m3 msatu uudp(76708-2642), B Benuko-
oputannn — u3 OykB u mudp (GU 31 4LN; WC2 3AB). 3a nmouToBsIM
nHjaekcoMm B CIIIA MOKET CTOSITh €11i€ OJAMH (MECTHBIN) KOJI, COCTOSIIIUN U3
yeTelpex Iudp. HakoHen, cienyer Ha3BaHUE CTPaHbl, KOTOPOE MOXKET
BBIJIEIISATHCS UJIU TTOJUYEPKUBATHCS.

Hanpuwmep:

Mr. John S. Smith Mr. Giles S. Leman

25 High Street, Petersfleld 3500N 29th Street, Apt. 7
Hants., GU 31 4LN Waco TX 76708-2642
Great Britain USA

B koHIle cTpouek ajapeca 3amsThie HE CTAaBATCS, a BECh aJpec He
okaHuuBaeTcs Toukoi. Kpome Toro, HazBanms mratoB B CIIIA u rpadcTB B
BenukoOputanuu 4vacto oOo3Haudarorcs cokpainenno (Ml = Michigan;
Hants = Hampshire). Takum xe o0OpazoMm odopmisgercs u aapec
OTIPABUTEINS, C TOM JIMIIIH pa3HUIICH, YTO B HEM, KaK IMPABUIIO, HE CTAaBUTCS
dopma Mr., Mrs., Miss, Ms. niepes; iMeHeM U aMUITHEH OTIIPABUTEIIS.

Wuoraa B agpece moxyvaresss MOTYT BCTPETUThLCS clioBa care Of wmiu
COKpalIeHHO C/0, C.0. DTH CJOBa 03HAYAIOT, YTO MHCHMO HaIpaBIAETCS
KOHKPETHOMY JIMITY, OJHAKO WM OTIPABUTEIIO BOOOIIE HEM3BECTEH a/Ipec
ATOrO JIMIA, WU 3TO JIMII0O BPEMEHHO HAaXOJMUTCS HE MO CBOEMY aJpecy.
COOTBETCTBEHHO TIMCHMO HAMpAaBISICTCS  JAPYroMy JIMIy WIH B
OpraHu3aIMIo IJIs Mepeladyn YKa3aHHOMY JIUILYy. ITO MOXKET OBITh OTEJIb, B
KOTOPOM OCTaHOBHJICS TIOJIy4daTeNlb MUChMa, WIIH €r0 JIPy3bsS U 3HAKOMBIE,
KOTOpBIE MOTYT TepeaaTh MUChMO 10 HA3HAYEHHUIO.

Harmpumep:

Mr. R. Jones

c/ o Hotel Savoy

Paris France

Paznuunble yka3zaHuss O cnoco0ax JOCTaBKM MHUCbMa JeNaroTCs
IIOYTOBBIM OTIEJICHUEM B IIPABOM BEPXHEW 4ACTH KOHBEPTA IIOJ MapKOW,
OJIHAKO MHOTJIa OHU MOTYT OBITH ClI€JIaHbl U BaMH JINYHO OT PYKHU.

Hanpuwmep:

Registered (mail) 3aka3Hoe

Air mail/ Via air mail ABna
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Express (delivery) Dkcnpecc

If not delivered please B ciyuyae He0CTaBKU

return npoch0a BEPHYThH
Business Correspondence | [enoseas koppecnondenuus
includes: 8KIIOUACm:

letters, faxes, e-mail, memos nucbMa, (haKChl, SICKTPOHHBIC ITMCHMA,
MUCbMAa-HATTOMUHAHUS

1. AEJJOBBIE IINCBMA (BUSINESS LETTERS)
ITPOCBBA O IIPEJOCTABJIEHUU PABOTHBI
JOB-APPLICATION LETTERS

Dear Sir or Madam,

| am writing you to find out if you would be interested in hiring a
person with a strong background in English to work with your firm in its
dealings with Russian or American partners.

| have graduated from the State University of St. Petersburg with a
Master's degree in Russian language and literature.

| am a resident of St. Petersburg. | have had experience working with
computers and my training has focused on work of translating between
English and Russian.

In addition | have driver's license and can drive rather well. In
considering a job I have flexibility in terms of working hours.

| am interested in working in your firm to use the skills that I acquired
es well as to learn new skills that would develop my professional
qualifications further.

| hope you can give my letter serious consideration and that it would
be possible to meet with you to discuss this matter further.

Thank you for your attention.

Sincerely yours;

S. Kouznetsov

PEKOMEHJALIUU (REFERENCES)

Dear Sirs,

Replying to your letter and questions of August 5, concerning the
character and qualifications of Mr. Sidorov, | am pleased to offer you,
confidentially, the following information:

1. I have known Mr. Sidorov for the past 10 years.

2. He has always shown himself to be industrious.

3. In my estimation, he is entirely trustworthy.

4. His personality is excellent
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In fact, I do not hesitate to recommend Mr. Sidorov to anyone
interested in employing a thoroughly dependable and capable man.
Yours truly

ABTOBHUOI'PA®HUHU (RESUMES (USA), CURRICULUM VITAE (GB))

Dear Boris,

In your last letter you asked me how to write a resume in English. | am
complying with your request.

Below is more or less the usual model for a resume, which, by the way,
is called CURRICULUM VITAE (CV) in Britain and RESUME in the
USA.

. Name & Address

. Date & Place of Birth

. Citizenship

. Marital Status

. Present Residence

. Education

. Working Experience

. Present Status

. Additional Information
10. List of Publications or other accomplishments
11. Sincerely

oo ~NOOoTPhwdNPEF

RESUME/CV
Name: Thomas Crown
Address: 17 King’s Terrace, Richmond, Surrey, UK
Tel: Tel.:+ 44 181 123 456
Email: tc@repu.co.un

Objective: Seeking an International Sales Management position in Information
Technology where my extensive sales experience will be used to the full
Experience: 2003-present Intelel Inc. London, UK
National Sales Manager
e Increased sales from £60 million £100 million
e Implemented Internet sales grossing £25 million
e Doubled sales per representative from £5 to £10 million
2001-2003 Teletrona Systems Edinburg, UK
National Sales Manager
e Increased regional sales from £95 million £200 million
e Suggested new services adding £35 m to revenue.
e Expanded sales team from 30 to 60 representatives.


mailto:tc@repu.co.un
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1999-2000 ESS holdings Cambridge, UK
Senior Sales Representative

e Increased sales by 300 % annually.

e Closed deals with 100 major new accounts.

e \Won over 25 competitor clients —adding £50 m to revenue.
1996-99 ESS holdings Cambridge, UK

e Increased sales by 300 % annually.

e Awarded company’s top sales award each year.

e Developed ‘Winning Presentations’ training course.

Education: 1992-96 London University London, UK
e BA, Business Administration & Infotmation Systems.
1988-92 Saint Andrew’s School Plymouth,UK

e 4 GCE ‘A’ Levels

e President of school’s Drama Society
Interests: St Andrew’s Board of Governors, rugby, drama, chess

PAYMENT REQUEST (IIJIATEXKHOE TPEBOBAHMUE)

Sampson’s Stationary

30 Silverstone Ave

Kamloops, BC

V2A 8B1

Tel: 250-429-0002

February 21%,20..

Mr.Ken Davis

Hanson’s Montessori School

15 Main St. Kamloops,BC

V2A 7B5

Our ref:#223

Dear Mr.Davis:

Outstanding Invoice

Our records show that you have an outstanding balance dating back to January,

20--. Your January invoice was for $ 445.00 and we have yet to receive this payment.
Please find a copy of the invoice enclosed.

If this amount has already been paid, please disregard this notice. Otherwise, please
forward us the amount owed in full by March 1%,20--. As our contract indicates, we
begin charging 5 % interest for any outstanding balances after 30 days.

Thank you for your cooperation. We hope to continue doing business with you in the
future.

Sicerely, MariaMcPhee
Accountant Enclosure: Invoice#223

PACIIUCKA B [TIOJYYEHHUU (RECEIPT)
The undersigned hereby acknowledges the receipt of Five Thousand ($ 5,000)
US Dollars from Mr. Dmitry Petrov in full payment, satisfaction and discharge of the
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obligation dated May 13, 1995 which is more particularly described as follows:
Signed and sealed this 30 day of May, 1996.
Witness

SIMPLE COMMERCIAL LETTER
INMPOCTOE KOMMEPYECKOE IINCBMO

Dear Mr. Anderson,

The purpose of this letter is to follow up on the discussion we had in your office
last week. This letter details the steps we discussed to make your project a reality.

Since my letter of December 10, there have been a number of changing
circumstances that necessitate e different approach be used to develop the project. |
look forward to working with you on this project.

Would it be possible to meet you either in Moscow or St. Petersburg to discuss
this further?

Sincerely yours,

LETTER OF INVITATION (ITMCBMO - NIPUT'JIAILIEHUE)
PG Party
22 Yew Street, Cambridge,Ontario
Tel: 416-223-8900
April 7", 20--.
Dear Valued Customer:
Our records show that you have been a customer of PJ Party Inc. since our grand
opening last year. We would like to thank you for your business by inviting you to our
preferred customer Spring Extravaganza this Saturday.
Saturday’s sales event is by invitation only. All of our stock, including pajamas and
bedding will be marked down from 50-80%off.* Doors open at 9:00 AM sharp.
Complimentary coffee and donuts will be served. Public admission will commence at
noon. In addition, please accept the enclosed $10 gift certificate to use with your
purchase of $75 or more.
We look forward to seeing you at PJ’s on Saturday. Please bring this invitation with
you and present it at the door.
Sincerely,
Linda Lane
Store Manager
pjpartyinc@shoponline.com
*All sales are final.No exchanges.
Enclosure: Gift Certificate #345(not fedeemable for cash)

JOBEPEHHOCTbB (POWER OF ATTORNEY)
By Deviz Consulting International Limited
By this Power of Attorney given on the 5 day of January 1997 Deviz Consulting
International Limited, the company incorporated and registered in the Russian
Federation, having its registered office at: 54 Nevsky Prospect, Suite 15, St. Petersburg,
191011, Russia (hereinafter called "the Company") hereby appoints Mr. Leonid
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Petrovich Petrov, Consultant on International Affairs of the Company, the true and
lawful Attorney (hereinafter called "the Attorney") of the Company to represent and
act in the name and on behalf of the Company.

And it is hereby declared that the Company ratifies and confirms and agrees to
ratify and confirm whatsoever the Attorney shall do or purport to do by virtue of this
Power of Attorney including in such confirmation whatsoever shall be done between
the time of revocation of this Power of Attorney and the time of that revocation
becoming known to the said Attorney.

In witness whereof this Power of Attorney has been executed this fifth day of
January1997.

The common seal of Deviz Consulting International Limited

was hereunto affixed in the presence of:

(signature)

Roman Gulyaev General Manager of the company

Deviz Consulting International Limited

2. MEMORANDUM

MUCbMO HAITOMUHAHUE (MEMO (MEMORANDUM))
« The term "memorandum” can be used instead of "memo".
A memo is generally is not as formal as a written letter. However, it is certainly not
as informal as a personal letter.
The tone of a memo is generally friendly as it is a communication between
colleagues.
Keep the memo concise and to the point.
If necessary, introduce the reason for the memo with a short paragraph.
Use bullet points to explain the most important steps in a process.
Use a short thank you to finish the memo. This need not be as formal as in a
written letter.

CHOCOLATE HEAVEN EMPOREUM
MEMORANDUM

TO: All Staff
FROM: Management T.C.
DATE: November 9", 20--
SUBJECT: STAFF CHRISTMASS PARTY
It’s that time of year again. As you all know, Christmas is our busiest season of the
year. Every year it is a struggle for management and supervisors to find the time and
energy to organize a staff Christmas party. This year, we have decided to postpone
the Christmas party until after our busy season.
Party Details

e Date:Second or third Saturday in January(T.B.A.)

e Theme: Beach

e Food: Carribean

e Special events: Karaoke and belly dancing
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We apologize that the celebration will have to wait until the new year, but we
guarantee that it will be worth the wait.

Anyone interested in volunteering to help out with the event is

Encouraged to call Lucy, our events coordinator. Lucy’s cell phone number is
222 — 3098. Please contact Lucy outside of business hours regarding this matter.
Thank you

T.C.

3. Email
Welcome Email to New Staff Member
To: "Adrienne Moore" <amoore@kcelectronics.com >
CC: All Staff
From: "Jackie Morris"<jmorris@ kcelectronics.com >
Subject: Welcome to our Team!
Dear Adrienne,
Welcome to our Team!
It is a pleasure to welcome you to the staff of KC Electronics. We are excited to have
you join our team, and we hope that you will enjoy our team, and we hope that you
will enjoy working with our company.
On the first Monday of each month we hold a special staff lunch to welcome any new
employees. Please be sure to come next week to meet all of our senior staff members
who have joined us this month. Alice Peters will e-mail you with further details.
If you have any questions during your training period, please do not hesitate to
contact me. You an reach me at my email address or on my office line at 340-2222.
Warm regards,
Jackie
Jackie Morris, Sales Manager
jmorris@ kcelectronics.com
Tel:340-2222

4. Faxes

Dear David,

| received a partial fax from... It was sent late last week, but | only received the
very top portion of one page.

Could you check to see who sent it and ask them to try it again? | would be most
appreciative.

Also | would appreciate your acknowledging the receipt of this message so | will
know that you received it.

Thanks for your assistance.

3ananus k yactu 1 «/lesioBasi kKoppecnoHeHIIUS»
3ananue 1. Ilepeo éamu Koneepm
New Jersey Power Company
5695 South 23 Road
(1) Ridgefield, (2) NJ 0887
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(3) Mr. Frederick Wolf
Director of Marketing
(4) Smith Printing Company
590 (5) Sixth Avenue
Milwaukee, (6) WI 53216
Coomnecume umpopmauum noo HOMEpOM Ha KOHeéepme ¢ mem, uUmo OHa
0bo3nauaem
Bapuanmbl omeemoe
1 the Zip Code in the return address
the street name in the mailing address
the addressee’s company name
the addressee
the town the letter comes from
1 the Zip Code in the mailing address
3ananme 2. Ilepeo eamu Koneepm
Mr. Kevin Kennedy
2107 (1) Packer Drive
(2) Amarillo, TX (3) 79108

I N O I

Mr. and Mrs. George Smith
(4)800 (5) Park Avenue, 3C
New York ,(6) New York10
Coomuecume unghopmayuio noo onpeoeneHHblM HOMEPOM HA KOHEepme ¢ mem,
Ymo oHa 0003Havaem
Bapuanmur omeemoe
1 Name of the city
Name of the state
Suite number
Street name in the return address
Zip code
1 Street name in the mailing address
3ananmne 3. Boibepume cnoea unu couemanus cnog 0is 3anoiHeHus NPOnYycKoe
mak, 4umoovl OHU OMPANHCATIU 0COOEHHOCHU OPOPMIEHUA CAYHCEOHOU 3ANUCKU
To . Secretarial Supervisor

N N A O I

(1) . Claire McElroy
(2) . Demonstration of new office equipment
The (3) of Smart Equipment will visit us on 28

April to Demonstrate their new computer and fax — machine
Which you are sure to be interested in.
Please arrange the time to meet him so that all your
staff could be present .
4 __
Bapuaumbt omeemoe

a) Sales Manager b) C.M. c) Subject d) From
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3ananue 4. Boibepume cnoea unu couemanus ci08 0 3anojaHeHUs NPONYcKoe
MaK,Ymoodvl OHU OMPAXHCATU 0COOEHHOCU OPOPMICHUA CTYHCEOHOU 3anUCKU

(1) : Purchasing & Sales Supervisor

From - (2)

(3) . Drinks and Beverages CO

Date : 1Feb

Drinks and Beverages CO recently delivered our (4) . Unfortunately, we

ordered 75 kilos of tea and 60 kilos of coffee powder and they only sent us the tea.
Please write and ask them to deliver the coffee powder as soon as possible.
Bapuanmbl omeemoe
a) order No.378  b) Subject c¢) Manager d)To
3ananme 5. Onpedenume, K KAKOMY 6UOY 0€7106020 0OKYMEHMA ONMHOCUNICA
npet)cmaeﬂeﬂublﬁ HUJICEe OMpPbIBOK
Dear Akram
Thank you for your fax.
I was sorry to hear that you’ve had some problems with the WR458.
We do all we can to make sure that our products leave our factory in perfect
condition,
But unfortunately sometimes a bad one does sleep through. | can arrange for it
to be returned to me. I’ll tell you have replacement by return.
Hoping that you are keeping well.
Regards
Tony
Anthony Hopkins
Bapuaumbt omeemoe
a) Letter of apology b)CV c¢)Memo d) Contract
3azlaHne 6. Pacnonoscume uacmu 0e106020 nucoma 6 npasujibHOM nopﬂdxe
1 Manufacturers Trust Company, 55 Broad Street, New York 27, N.Y.
October 15 2005
[ In order to correct this error, we are sending enclose the cheque for the...
1 Messrs. A.Smith&Co.,Ltd., 28 Moorgate St., London, E.C.2, England
1 Dear Sirs
We must appologise for sending you the cheque for the wrong amount of
money
[ Please rest assured that we shall make every effort not to repeat such mistakes
in the future
Faithfully yours
3ananue 7. Onpedenume, K Kakomy 6udy 0€108020 OOKYMEHmMA OMHOCUMCA
npeocmaegieHHbLl HUMHCEe OMPbIEOK
Dear Sir or Madam
| am writing in connection with my forthcoming visit to your company and my
letters of 12 and 13 January.
Unfortunately, I will not be in Hong Kong until 13 March because all the
flights before then are full



19

Bapuaﬂmbt omeemoe
a) Letter of apology b) Simple commercial letter ¢) Memo d) Contract

Yactb 2

TekcT
Ipouumaiime mexkcm u 8vinoiHuUmMe 3a0aHUA K MEKCHLY

MAN AND HIS PHYSICAL ENVIRONMENT

1. The Earth is known to be several billion years old. Throughout this span
of time the environment has been constantly changing - sometimes very
slowly, but at other times quite rapidly. It proves that the environment is a
dynamic system that must be understood and accommodated to adapt man's
activities to a constantly changing situation than to an unchanging or static
system. On the other hand, the very fact of constant change opens many
avenues for modification and accommodation that would not be available in
a forever constant and unchanging system.

2. Although it is important that we have in mind the long term facts
cocerning Earth history, modern man has become such an effective agent of
physical and chemical change he has been able to produce major
modifications. These are made by man with the intention of producing
improvements and advantages for people. Problems result from the fact that
by-products and side-effects do occur, that are neither desirable nor
pleasing, and at some times and places may be hazardous or even
calamitous.

3. The ways, in which man treats his physical surroundings, produces and
uses the available nonliving resources, and plans for his future needs are, of
course, social determinations. When we consider the role of earth science in
solving problems we see that the earth sciences can and should develop
answers to all of the questions we have asked. There are some contributions
of the earth scientists to environmental problem solving in five general
categories.

4. The first of these is the most efficient adjustment of man's use of the
Earth's surface to all of the physical features and characteristics at and below
the surface. Second is determination of the factors that influence the safety
and permanence of disposal of waste materials and trash of all kinds - both
in the rocks near the surface and at great depth in mines and wells. Third is
providing information for the planning and development of safe, adequate,
and continuing water supplies in locations that will serve as populated areas.
Fourth is the identification of rock and mineral resources to provide for
future availability of needed raw materials, or of appropriate substitute
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materials. And. fifth is the recognition of man as a major geologic agent by
monitoring the changes he has caused in his environment and by providing
remedies where these changes are, or may become, harmful.

3ananuda k tekcry «Man and his physical environment»

3ananme 1. Onpedenume, asnaemcsa 1u ymeepyicoeHue:
Oil spills is one of the environmental threats nowadays
BapuaHTbI 0TBETOB
O JOXHBIM © HCTUHHEM B TE€KCTE HET UHGOpMaILIU

3ananme 2. Onpeoenume, A61AemcA J1u ymeeprHcoeHue:
The environment has always been changing rapidly
BapuaHTbI 0TBETOB
O JOXHBIM ©  HUCTUHHBIM © B TEKCTE HET UH(MOpMAITUU

3ananme 3. Onpedenume, A6aaemca au ymeepiricoenue:
In future man won’t need raw materials as there will be substitute ones.
BapuanTtsl 0TBETOB
O JOXHBIM ©  HCTUHHBIM O B TEKCTE HET MH(POpMaIUu

3ananue 4. Onpedenume, A6aaemcsa a1u ymeepiHcoeHue:

Scientists determine the factors that influence the safety of trash of all
Kinds.
BapuanTtsl 0TBETOB
O JOXHBIM ©  HCTUHHBIM O B TEKCTE HET MHPOpMaIUu
3ananue S. Ykascume, kaxoit wacmu mexkcma (1,2,3,4) coomeemcmeyem
caeoyrowan uHgopmayus:
The role of Earth science in solving environmental problems
BapuaHnTtsl 0TBETOB
©2 © 3 0 16¢0 4

3ananue 6. Ykaosrcume, xaxoit vacmu mexcma (1,2,3,4)
coomeemcmeyem cieoyruian uHgpopmayus:
The reason for man to produce modifications of nature
BapuauTtsl 0TBETOB
©2 © 3 0 10 4
3ananue 7
What causes environmental problems the mankind faces?
BapuaHThl 0TBETOB
O Planning and development of water supplies in most populated areas
© The age of the Earth
O Side — effects occuring during different industrial processes
©  Scientists not making contributions to environmental problem solving
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3aganme 8. Onpedenume ocHoO8HYI0 UOEH) MeKCma

BapuauTtsl 0TBETOB

O Earth scientists research the problem of space exploration

©  Safety of waste materials is the major problem nowadays

O We need continuing water supplies

© Man and environment are interconnected and are in constant change

Yacrtp 3

BbI BBITIOJIHWIM 3a71aHNSI, CBA3aHHBIE C JICJIOBOM KOPPECIIOHACHIIMEN U
pabotoii ¢ TekctoM. Kpome HuUX BaM OyJeT MPeIoKeHO MHOXKECTBO
3a1aHUM, KOTOPBhIE MOYKHO pa3liesnuTh Ha 4 rpynmsl: 1) jgekcuyeckue (Ha
3HaHUE CJIOB), 2) IrpaMMAaTHYE€CKHE, 3) PEIUIMKM B MHUHU-JIUaNiorax u 4)
CTpaHoBeAq4ecKre (3HaHue (PaKkToB 00 aHTIIOA3BIUHBIX CTpaHax). Pazbepem
UX TI0 OTJI€JIbHOCTH.

Tecr 1
JIeKcM4ecKue npeajioKeH s,
OHH BBISBISIIOT 00BEM BaIllero CJIOBAPHOTI'0O 3ariaca.
1) CnoBa MOryT OBITh ITOJIO0PAHBI [0 OJHOM TEMAaTHKE, HAIIPUMED, T10
TeMe «PacTUTEIBHOCTBY.
3anoanume nponyckK
Tropical rain forests contain about 90 of trees per hectare.
a) bushes Db)shrubs  c)leaves d) species
[TpaBubHBIN OTBET - SPECies
2) CroBa Ha BBI60p MOTI'YT UMCTb CXOKCC HAIIMCAHUC Ha AHTJIUMCKOM
A3BIKC, HO UMCTb COBCPIICHHO paSHbIﬁ IEPCBOJ HAa PYCCKOM A3BIKC.
3anonnume nponyck
Her current interest was and development. But she has changed
fields.
a) Reputation Db) residence c) resistance d) research
OTger - research
3) CroBa MOTYT UMETh OJIUH M TOT ke cy(h(PHUKC Ha aHTIIMHCKOM SI3BIKE,
HO 3TO UX HEC O6’beI[I/IH5ICT 10 3HAYCHHUIO.
3anonnume nponyck
Did you make your by phone or by fax?
a) transition b) institution c) reservation d) impression
Otger - reservation
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4) CnoBa MOTYT OBITb OJHOKOPEHHBIMM M HAJIO0 OINPEACIUTH IIO0
cybdukcam m  TpUCTaBKaM, Kakoe€  CJIOBO  SIBJISIETCSA
CYICCTBUTCIIbHBIM, IJIaroJiIoM, IpujiararCJibHbIM UJINW HAPCUHUCM.

3anoanume nponyck

A shorter, more meeting leaves time for work.
a) productive b) productiveness c) productivity d) production
Otser - productive

Tect 2
3agaHusi HA 3HAHUE TPAMMATHKH
OTW 3aJaHHUsl  OXBAThIBAIOT IMPAKTUYECKHM BECh TIPAMMaTUYECKUN
marepuan. IloaToMy Haao MOOBTOPUTH  CICAYIOIIME  PA3EIIbI
rpaMMAaTHKH.

1) Bce BpeMeHa B ICHCTBUTEIBHOM 3aJI0Te.
3anoanume nponyck

Do you want a sandwich? — No, thanks. | just lunch.
a) was having b)am having c) have had d) had
had

OtseT — have had
2) Bce BpeMeHa 1 000pOTHI B CTPAJATECILHOM 3aJI0Te.
3anonnume nponyckK
of her arrival, | went to see her.
a) Totell Db)Beingtold c) Telling d) Told
Otsert — being told
3) Crenenu cpaBHECHUS MPUJIATaTEIHHBIX U HAPCUNH.
3anonnume nponyck
The grass there was much than on the upper field.
a) long Db) the longest ¢) more long d) longer
Otser - longer
4) MecTtonMeHUHI.
3anonnume nponyck
It was a good idea of to go swimming this afternoon.
a) you b)your c)yours d)yourself
OtBer — Yours
5) ApTukim.
3anoinume nponyck
The oldest living tree in the world grows in California.
a) an b) a C) - d) the
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OtBeT - -
6) MopganabHbIE IIarobl.
3anoinume nponyck

Your face seems familiar to me. We have met somewhere.
a) ought Db)should <c)need d) must
OTtBeT - must

7) Tlpemmoru, COO3bI H COIO3HEIE CIIOBA.
3anoinume nponyck

The Pyramids were built people who lived a long time ago.
a) after b)of c)by d)with
Otser - by

3anoinume nponyck

Begin with a minute ___two of small talk.

a)if b)and c)or d)but

Ortser - Or

8) I'maroisl, TpeOyroIME OMPEACICHHOTO Ipeiora, kak Wait for, listen
to, arrive at, rely on, depend on, etc.

3anoanume nponyckK

Paul visiting his parents.

a) insisted to  b) insisted c) insisted on d) insisted of

Otger — insisted on

Tect 3
Munu-aguajoru (pa3oepurte BoIOOP COOTBETCTBYIONIEH PEIVIMKH
CO CBOMM MpenojaBaTejieM HA CJeAYIOIIMX MPUMepPax)
Bvibepume penauky, naubonee coomeemcmeyrOwiylo cumyauuu
oouweHu
1) Guest: “ 7
Hostess: “Oh, I'm glad you enjoyed it”
e The meal was not as bad as | expected
e Enjoy your meal
e The meal was absolutely delicious
e The meal was rather good
Otset — The meal was absolutely delicious.
Buvibepume penauxy, Haubdonee coomeemcmeyiouiylo Ccumyayuu
oouwenusn
2) Student: “Have you had time to mark my composition?”’
Teacher: “ 7
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e Yes, it was quite good, and I’ve underlined the mistakes you have
made.

e Oh, dear, you look awful, what’s the matter with you?

e Yes, | have.

e Yes, and I do hope you don’t mind my saying this, but you have made
one or two tiny mistakes.

OtBet — Yes, | have.

Buvioepume pennuxy, Hauboee coomeemcmeyouyo cumyauuu

oo0uweHus

3) Shop assistant: “Can I help you?”
Customer: “ 7

Fine.

No, it’s all right, thanks, I’m just looking.

Oh, good. I’'m so glad to have met you.

No, that’s not necessary.

OtBet — No, it’s all right, thanks, I’m just looking.

TecTbl Ay CAMOKOHTPOJISA
| I'pammaTuyeckuii Tect

1) She not me since Tuesday.
a) doesn’t see b)isn’tseen C) hasn’tseen d) hasn’t seen

2) Dad to London at the moment.

a) hasdriven Db)isdriving c)isdriven d) hasdriven
3) Are you fond cats or dogs?

a) of b) with c) to d) by
4) You have a dog, you?

a) have b) haven’t c) hasn’t  d) don’t
5) Bill Gates is one of the people in the world.

a) mostrich  b) morerich c) richest d) richer
6) Your tickets to you next week.

a) shall be sent  b) will be sent c¢) have been sent d) will send
7) Who is interested art?

a) in b) with C) at d) for
8) Russian Federation is bigger than France.

a) - b) a c) the d) an
9) Red is my favourite colour and what is ?

a) yourself b)you c)your d)yours
10) I don’t feel well, you call a doctor?

a) ought Db) could c)should d) must
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Il CrpanoBenenue
BeimonHsAs cnenyroommyd TECT, NPOBEPHTE CBOM 3HAHHUS O MHUPE H
MocTapaiTech y3HaTh U 3alIOMHUTH HOBYIO JIJISI BaC HH(POPMAIIHIO.
3anmosiHUTE MPOIYCK
1. The United Kingdom of Great Britain and Northern Ireland consists
of

a) three parts b) five parts c) four parts  d) two parts
2. The USA consists of 50
a) States b) counties c) republics  d) districts
3. French is the official language in
a) India b) New Zealand c¢) Canada d) Sweden
4. Bill Gates is a founder of
a) the Microsoft Corporation b) the first entertainment theme
park

c) the largest automobile corporation d) the Metropolitan Museum
5. Glasgow is situated in :
a) Scotland b) Wales c) England d) Northern Ireland
6. The name of the British flag is :
a) Guy Fawkes b) Stripes and Stars ¢) Union Jack d) John Bull
7. The following London street is famous for shops.
a)Oxford Street b) Fleet Street ¢) Wall Street d) Downing Street
8. The head of the state in Great Britain is :
a)Mayor b) Prime Minister ¢) Queen  d) Speaker
9. In the middle of Piccadilly stands
a)the statue of Cromwell  Db) the statue of Peter Pan
c)the statue of Eros d) the statue of Queen Victoria
10. For Christmas dinner the English usually have
a)chicken b) roast beef  c) turkey  d) fish
11. The most ancient monument in Great Britain is
a)Marble Arch  b) Stonehenge c) Hadrian’s Wall d) Westmlnster
Abbey
12. The capital of the USA is
a)New York Db) Boston c¢) Washington d) Philadelphia
13. New England is
a)a separate country  b) part of Great Britain
c) part of the USA d) part of Canada
14. The capital of Canada is
a)Montreal b) Toronto c) Vancouver d) Ottawa
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15. The US consists of states.
a)50 b)51 ¢)53 d)54

16. The capital of Northern Ireland is
a)Edinburgh  b) Cardiff c) Belfast d) Dublin

17, The highest mountain in Great Britain is
a)Mont Blanc b) Ben Nevis c¢) Mount McKinley d) Everest

18. Madam Tussaud’s is a museum of
a)western paintings b) English sculpture c¢) wax flgures d) coins and
stamps

19. King Henry VIII had wives.
a)2 b) 4 Cc) 6 d)8

20. Sir Christopher Wren built
a)Buckingham Palace b) St Paul’s Cathedral c) Big Ben d) Tate
Gallery

21. In the UK the Prime Minister lives in
a)Oxford Street b) Wall Street c) Fleet Street d) Downing Street

22, The flag of the United States is often called
a)Stars and Stripes b) Maple Leaf c¢) Union Jack d) St Andrew

23. The District of Columbia in the USA is where the city of IS
situated.
a)New York b) Los Angeles c¢) Washington d) Las Vegas

KoMILIeKCHBINA TeCT

1) Shakespeare never novels.
a) was written  b) wrote  c¢) written  d) has written
2) you ever golf ?

a) Is ... played b)Have...played c)Did... play d)Has... played
3) The Beatles started their carrier in :
a) Liverpool b) London c¢)Oxford d)Cambridge
4) A double-decker is :
a) a bus b)aplane c)atrain  d)a hotel
5) The capital of Australia is :
a) Melbourne b) Sidney  c) Canberra d) Perth

6) They their homework an hour ago.
a) finished b) finish c) finishes  d) to finish
7)1 to the theatre tomorrow.

a) amgoing b) have gone c)aregoing d) is gone
8) The name of the Queen’s eldest son is :
a) Philip b) Andrew  c) Edward  d) Charles
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9) Nelson’s Column is situated in
a) Trafalgar Square b) Piccadilly Circus c) Covent Garden d) Hyde

Park
10) Tom has been in London two years.
a) for b) of c) from d) if
11) He earns money than his wife.

a) much b) many c¢) more d) most
12) The head of the government in the UK is the
a) Prime Minister Db) Queen c) Speaker d) Chancellor
13) English isn’t very easy but it’s than German.
a) easiest b) more easy c)easier d) most easy
14) - Don’t be late, I’'m waiting for you.
a) Where can you go? b) Why do you do it?
c) Oh dear, how horrible. d) I won’t. I promise.
15) In the USA the president lives in
a) the White House D) the Congress c) the Senate d) the Capitol
16) He be 40, he looks so young!
a) mustn’t b) can’t C) shouldn’t d) ought not
17) The official residence of the Queen is in

a) Regent Palace b) Westminster Abbey

c) The Houses of Parliament d) Buckingham Palace
18) | that he was ill.

a) wasn’ttold b) don’ttell c)hasn’ttold d)won’ttell
19) Is how much a worker produces over a certain period
of time.

a) products b) producing c) productive d) productivity
20) | have always been afraid mice.

a) in b) on c) of d) by
21) Why are you always a hurry?

a) on b) of C) -- d) in
22) One of the longest rivers in Russia is Volga.

a) the b)-- C)a d) an

23) The Great Lakes of America are: Huron, Erie, Superior, Michigan
and :
a) Colorado b) Mississippi c) Salt Lake d) Ontario
24) Washington is situated on the river :
a) Thames b) Avon c)Potomac d) Mississippi
25) We had a very pleasant with him.
a) conversation b) composition ¢) constitution d) contribution
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26) Pacific is the largest ocean.
a) - b) a c) the d) an
27) That car isn’t :
a) you b)your c)yours d)yourself
28) As a rule children love parents very much.
a) they b)their c¢)them d)themselves
29) Can you help me with the translation?
a) Yes, it is very difficult. b) Yes, I think so too.
c) Yes, | have written it. d) Yes, with pleasure.
30) Small children often on the ground.
a) feel Db)feed c)felt d)fall
31) The name of the London underground is
a) Metro b) Tube c¢) Subway d) Underground
32) John Constable was a famous
a) musician  b) policeman c) poet d) painter
33) The emblem of England is :
a) rose Db) thistle  c¢) shamrock  d) daffodil

Hpunosxncenusn
HAUWBOJIEE YIIOTPEBUTEJIBHBIE COKPAIIIEHUA
Bpemsa
A.D. Anno Domini — HaIIeH pbl
B. C. before Christ — JI0 HAIICH pbI
GMT Greenwich mean time — BpeMs 0 TPUHBHYCKOMY MEPHUIUAHY

CST Central standard time ~ — nenTtpanbHOe mosicioe Bpems (CIIA)
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EST Eastern standard time ~ — Bocrounoe nosicioe Bpems (CIIIA)
MST Mountain standard time — ropuoe nosicioe Bpems (CIIIA)
PST Pacific standard time — THXO00KeaHcKoe mosicHoe Bpems (CILIA)
a. m. ante meridiem — J10 TIOJTYIHS
p. M. post meridiem — TOCJIE IOy THS
Aopec:
Apt Apertment KBapTHUpa
Ave. Avenue aBEHIO
Bldg. Building 3/1aHHe
Blvd. Boulevard OynbBap
Dr. Drive Ipoe3I
Pkwy. Parkway MIMPOKas YJIHIA C 3JIEMEHTaMH CaJI0BO-TIApKOBOW apXUTEKTYPHI,
110 KOTOPOH OOBIYHO 3alpelIeH MPOe3]| TSHKEIOr0 TPaHCIopTa
Pl. Place 1) utonane; 2) HeOOIbIIAs YU, TYITHK
P. O. Post Office noyra
P. O. B. Post-Office Box a0OHEMEHTHBIN AIUK
Rd. Road Jopora
Rte. Route JI0poTa, Mocce
Rw., Rwy. Railway JKeJle3Has opora
Sq. Square [LIOIAb
St. Saint CBATOU
St. Street yIJIAIa

HAMBOJIEE YIIOTPEBUTEJIBHBIE ®PA3bI B JIEJIOBO KOPPECIIOHJIEHIIUA
WRITING BUSINESS LETTERS (Useful phrases)

Dear Mr Brown / Dear Ms White / Dear Sir / Dear Sirs / Dear

Salutation Madam / Dear Sir or Madam / Gentlemen
« We are writing to inform you that ... / to confirm ... /to request
... [ to enquire about ...
- | am contacting you for the following reason.
: « | recently read/heard about . .. and would like to know . .
Starting : 3 . .
« Having seen your advertisement in ..., | would like to ...
« | would be interested in (obtaining/receiving) ...
« | received your address from ...  and would like to

« | am writing to tell you about ...
« Thank you for your letter of March 15 ...
. Thank you for contacting us.
« Inreply to your request ...
« Thank you for your letter regarding ...
Referring to « With reference to our telephone conversation yesterday ...
previous contact . Further to our meeting last week ...
« It was a pleasure meeting you in London last month.
« | enjoyed having lunch with you last week in Tokyo.
« ' would just like to confirm the main points we discussed on
Tuesday . . .
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« We would appreciate it if you would ...
« | would be grateful if you could...
« Could you please send me . ..
Could you possibly tell us/let us have...
« Inaddition, | would like to receive ...
« It would be helpful if you could send us ...
« | am interested in (obtaining/receiving...)
« | would appreciate your immediate attention to this matter.
« Please let me know what action you propose to take.
« We would be happy to ...
Would you like us to ...
We are quite willing to ...
« Our company would be pleased to ...
« We are pleased to announce that ...
Giving good news « | am delighted to inform you that ...
« You will be pleased to learn that ...
« We regret to inform you that ...
Givingbad  «I'm afraid it would not be possible to ...
news « Unfortunately we cannot/we are unable to ...
« After careful consideration we have decided (not) to ...
« | am writing to express my dissatisfaction with ...
« | am writing to complain about ...
« Please note that the goods we ordered on (date) have not yet
arrived.
« We regret to inform you that our order n°--- is now considerably
overdue.
« | would like to query the transport charges which seem
unusually high.
« We are sorry for the delay in replying ...
« | regret any inconvenience caused
« | would like to apologize for (the delay/the inconvenience) ...
« Once again, | apologise for any inconvenience.
« Thank you for your quotation of ...
« We are pleased to place an order with your company for ...
« We would like to cancel our order n°...
« Please confirm receipt of our order.
[ am pleased to acknowledge receipt of your order n°...
« Your order will be processed as quickly as possible.
« It will take about (three) weeks to process your order.
« We can guarantee delivery before ...
« Unfortunately these articles are no longer available/are out of
stock.
« Please send us your price list.
« You will find enclosed our most recent catalogue and price list.

Making a
request

Offering help

Complaining

Apologizing

Orders

Prices



Referring to
payment

Enclosing
documents

Closing remarks

Referring to
future
business

Referring to
future contact

Ending business
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« Please note that our prices are subject to change without notice.
« We have pleasure in enclosing a detailed quotation.
« We can make you a firm offer of ...
« Our terms of payment are as follows :
« Our records show that we have not yet received payment of ...
According to our records ...
Please send payment as soon as possible.
« You will receive a credit note for the sum of ...
| am enclosing ...
Please find enclosed ...
« You will find enclosed ...
« If we can be of any further assistance, please let us know
o If I can help in any way, please do not hesitate to contact me
« If you require more information ...
« For further details ...
« Thank you for taking this into consideration
« Thank you for your help.
« We hope you are happy with this arrangement.
« We hope you can settle this matter to our satisfaction.
« We look forward to a successful working relationship in the

future

« We would be (very) pleased to do business with your company.
« | would be happy to have an opportunity to work with your firm.
« | look forward to seeing you next week

Looking forward to hearing from you

" " to receiving your comments

« | look forward to meeting you on the 15th

« | would appreciate a reply at your earliest convenience.
« Sincerely, }

« Yours sincerely, } (for all customers/clients)

letters . Sincerely yours, }
« Regards, (for those you already know and/or
with whom you already have a working relationship.)
HA3BAHHA LIITATOB CLIA

AL | Alabama Anabama MT | Montana MonTaHa
AK | Alaska Amnsicka NE | Nebraska Hebpecka
AZ | Arizona Apuzona NV | Nevada HeBana
AR | Arkansas Apxansac NH | New Hampshire |Hpto-I'emmmmp
CA | California Kamudopuus NJ | New Jersey Hero-Jxxepcu
CO | Colorado Konopano NM | New Mexico Hero-Mekcuko
CT | Connecticut KoHHEKTHKYT NY | New York Hero-Mopk
DE | Delaware Jenasep NC | North Carolina  |Cesepnas Kaponuna
DC | District of Columbia | Oxpyr Koaym6ust | ND | North Dakota Cesepnas Jlakota
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FL | Florida dnopuna OH | Ohio Oraiio

GA | Georgia JIxopmxus OK | Oklahoma Oxstaxoma

HA | Hawaii ["aBaiin OR | Oregon Operon

ID | ldaho Aiinaxo PA | Pennsylvania [MencuibBanus
IL | Illinois WnnuHo¥ic PR | Puerto Rico [Tyspro-Puxo

IN | Indiana Nunuana RI |Rhode Island Pon-Aiinenn

IA | lowa AftioBa SC |South Carolina Oxnast Kaposuna
KS | Kansas Kanzac SD |South Dakota HOsxnas Jlakora
KY | Kentucky Kentykku TN [Tennessee Tennecu

LA | Louisiana Jlynsuana TX |Texas Texac

ME | Maine Meiin UT |Utah IOra

MD | Maryland Mbpusena VT |Vermont BepMmoHT

MA | Massachusetts Maccauycertc VA |Virginia Bupmxuaus

MI | Michigan Muuuran VIft [Washington Bammnrron

MN | Minnesota MunHecoTa VW |West Virginia 3anaaHas Bupuokuaus
MS | Mississippi Muccucunu WI |Wisconsin Buckoncun
MO | Missouri Muccypu WV | Wyoming BaiiomuHr

Yacrp 1. Kiirouu k TectaM isi CAMOKOHTPOJISE:

3ag-el |3ag-e2 |3am-e3 |3ag-e4 |3ag-e5 |3ag-e6 [3am-e’/
o 2 o 2 e 3 o 4 o + e 1 °

e 5 e O o 4 o 3 ) o 4 o +

o 4 o 4 o 2 o 2 ° o 2 °

e 3 o ] o 1 o ] ° e 3 °

o 2 e 3 e 5

o 1 e §H
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Yacrte 2 Kimrouu k Tectam 1J1s1 CAMOKOHTPOJIS:

3ag-el |3am-e2 |3agm-e3 |3am-e4 |3am-e5 |3am-e6 |3am-e7/ |3am-e8
° o + ° ° o 2 o 2+ ° °
° ° o + o + e 3 e 3 ° °
o + ° ° ° o 1 o 1 o + °
o 4+ o 4 ° o +
Yacre 3 Kirouu K TecTam 1jisi CAMOKOHTPOJIA:
I ['pammaTrueckuit TecT
1) hasn’tseen  2)isdriving 3)of 4)don’t 5)richest 6) will be sent
7)in  8)the 9)yours 10) could.
1| CrtpaHoBeieHHE:!

1)  four parts, 2) states, 3) Canada, 4) the Microsoft Corporation, 5) Scotland, 6)
Union Jack, 7) Oxford Street, 8) Queen, 9) the statue of Eros, 10) turkey, 11)
Stonehenge, 12) Washington, 13) part of the USA, 14) Ottawa, 15) 50, 16) Belfast, 17)
Ben Nevis, 18) wax figures, 19) 6, 20) St Paul’s Cathedral, 21) Downing Street, 22)

Stars and Stripes, 23) Washington.
KoMIuiekcHbBIN TECT:

1 wirote 18 wasn’t told
2 have played 19 productivity
3  Liverpool 20 of
4 abus 21 in
5 Canberra 22 the
6 finished 23 Ontario
7 amgoing 24 Potomac
8 Charles 25 conversation
9 Trafalgar Square 26 the
10 for 27 yours
11 more 28 their
12 Prime Minister 29 Yes, with pleasure
13 easier 30 fall
14 Twon’t. I promise. 31 Tube
15 the White House 32 painter
16 can’t 33 rose
17 Buckingham Palace
BUBJIMOTPA®NYECKHNHN CITUCOK:
1. PoneBbie u CUTYAaTUBHLIC OWAJIOTM K 3K3aMCHaM II0 aHFHHﬁCKOMy SA3BIKY:

[TocobOue mo coBpeMeHHOMY Pa3roBOPHOMY sI3bIKY ¢ 3agaHusmu. / Coct. M. 3umuHa,
C. Karenun; Anrn. texer K. [Ix. ITomnok. — Cankr-IletepOypr: KOPOHA, 2012. —
336 c.
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2. Cymunckuit, .H. JlenoBast KOppeCIOHICHIINS Ha aHTJIMHACKOM SI3bIKE: yueOHOe
rmocoome. — MockBa: Dxcmo, 2017. — 320c.

3. In the English-Speaking World. — Chancerel International Publishers, 2018.

4, Study — English.info/. — Pexxum nocrtyma: http://study-english.info/states.php
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