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BBenenue
OO0yueHre HHOCTPAHHOMY SI3bIKY TIpernoaraer ciaeayromue GopMbl padoThl:

¢ AYAWTOPHBIC I'PYIIIOBBLIC 3aHATHUS IO PYKOBOACTBOM IIPCIIOAABATCIIA,

e oOs3aTenpbHAs CaMOCTOSITEIbHAs pa60Ta 0 3aJaHUIO IIPCHIOJaaBaTcClId,
BBIIIOJIHACMAA BO BHCAYIUTOPHOC BPEMA, B TOM YHUCJIC C UCIIOJIb30BAHUCM
KOMIIBIOTCPHBIX TGXHOHOFI/Iﬁ,

¢ HWHIUBUAYyaAJIbHAsA CaMOCTOATCIIbHAA pa60Ta CTYACHTOB Ha 3aHATHH 110
PYKOBOACTBOM IIPCIIOAABATCIIA.

Ocoboe BHHMaHHE YJENAETCS CaMOCTOATENbHOM paboTe CTyIEeHTOB C
AJIEKTPOHHBIMHU YU4E€OHO-METOANYECKUMH MaTepHUaIaMH.

CamocrosiTenpbHass paboTa CTYJACHTOB B TIPOIECCE OCBOCHHUS HMHOCTPAHHBIX
SI3LIKOB BKJIFOUAET B CEOs:

® BBITNOJHCHHUE YUEOHBIX 3aJJaHUM Ha 3aHITHSAX;

® BBITNOJHECHUE Y4YEOHBIX 3aJaHUH B KOMIIBIOTEPHOM KJIacce IMOJI PYKOBOIACTBOM
MpenoaaBaTelisi U CaMOCTOSITEIIbHO;

e BBLINOJHECHUE JOMAIIHUX 3aJaHUM;

® TIOWCK JIOTIOJIHUTEIBHBIX MaTepuaaoB B UnTepHeTe;

® TIOJITOTOBKY MPE3CHTAINMN.

OCHOBHOM LIENBIO Kypca SIBJISIETCS OBJAJAEHUE CTYJECHTAMH KOMMYHHKATHBHOMN
KOMIIETEHLIMEW, KOTOpasi B JNAJBHEMIIEM IMIO3BOJIUT TOJIb30BATHCS WHOCTPAHHBIM
A3BIKOM B PAa3JIM4YHBIX 00JacCTSIX MPOPECCUOHAIBHOM AESATENbHOCTH, B HAy4YHOU U
MpakTUyeckod pabote, B OOHIEHMHM C  3apyOeKHBIMH  MapTHEpPAMH, IS
caMoOOpa30BaHUsI U IPYTUX LIEJICH.

Hapsny ¢ npaktuyeckon wnenbro, Kypc «MHOCTpaHHBIA S3BIK» pEAIU3YET
oOpa3oBaTeybHbIE U BOCIUTATENbHBIE LIEIH, CIOCOOCTBYS PACIIMPEHHUIO KpPyroszopa
CTYJICHTOB, TMOBBIIICHUIO UX OOIEH KyJbTYpbhl, a TAKKE KyJIbTYpbl TOBCEIHEBHOTO U
JICJIOBOTO OOIIEHMS, BOCIIUTAHUIO TOJIEPAHTHOCTH M YBOKEHHS K IIEHHOCTSAM JIPYTHUX
CTpaH U HaApoJIOB. B ciioxkuBIIEHCS CUTyallud TPEACTABISECTCS BECbMa AKTyalbHBIM U
CBOCBPEMEHHBIM HM3YUYEHHE JUCLUIUIMHBI «/[€TOBOM WHOCTPaHHBIM S3BIK». Takum
o0pa3oM, LENbI0 JAHHOTO Kypca SBISETCSs OOydeHUE NPaKTUYECKOMY BJIAJICHHUIO
A3BIKOM JICJIOBOTO OOILEHUS [JIsi aKTUBHOTO MPUMEHEHHS MHOCTPAHHOIO SI3bIKa B
poheCCUOHATIBHON JIEITEIIbHOCTH.

Peanuzanusi OCHOBHOH 1€y OOy4YeHUS WHOCTPAHHOMY SI3bIKY MpEANojaraeT
OBJIAZICHUE CIEAYIOLIIUM KOMIUIEKCOM 3HAaHWW, YMEHUI U HABBIKOB:

- UHOSA3BIYHBIC PEUEBbIE YMEHHS YCTHOTO U MUCbMEHHOTO OOIIEHUS, TAKUE KaK YTCHHE
OpUTHMHAIBHOW JUTEPATYPbl PA3HBIX (YHKIMOHAJIBHBIX CTUJIEH M XKAHPOB, yMEHUE
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[MpUHUMATbh Y4YaCTHC B 6606,[[6 IIOBCCAHCBHOTO H HpO(i)GCCI/IOHaHBHOFO XapaKkTepa,
BBIPAKCHHUC PA3JIMIHBIX KOMMYHHUKATUBHBIX HaMCpCHHﬁ, BJIaACHUC OCHOBHBIMHU BHJaMH
MOHOJIOTHYCCKOI'O  BbICKa3bIBaHU, CO6J'IIOI[CHI/I6 InpaBuJI pPCUYCBOIO0 ISTHKCTA H
IIOHUMAHHUC Ha CJIYyX, BJIAJCHUC OCHOBHBIMHU BHUIaMH ACJIOBOT'O ITMCbMA,

- 3HaHUE S3BIKOBBIX CPEACTB U (OPMHUPOBAHHE SI3BIKOBBIX HABBIKOB B 00JIaCTH
(hOHETHKH, JTICKCUKHN U TPAMMATHKH;

- YMEHUE MOJIb30BaThCS CIIOBAPHO-CIIPABOYHOM JIUTEPATYpON Ha MHOCTPAHHOM SI3BIKE U
AIEKTPOHHBIMU CIIOBAPSIMU;

- 3HAHUE HALMOHAJBHOM KYJIBTYpbl, a TAK)XKE KYJbTYypbl OOLIEHUS M OCOOEHHOCTEU
JIEJIOBOTO OOILIEHUS B CTPaHax U3y4yaeMoro s3bIKa;

- YMCHHC OCYHICCTBIIATH CaMOCTOSITSJIbHBIN TBOp‘-IeCKI/Iﬁ ITIOUCK I/IH(l)OpMa]_II/II/I Ha
HMHOCTPAHHBIX A3BIKaX JJIA HpO(I)eCCI/IOHaJ'IBHBIX ueneﬁ.

B xone wmsydeHus auciuivHbl «MHOCTpaHHBIM S3BIK» CTaBATCA CIECAYIOLIHE
3a1a4u:
- COBEPIICHCTBOBAHUE ITOJIYYECHHBIX HABBIKOB M YMEHHM BO BCEX BHJAX PEYEBOU
NEATEIIbHOCTH;
- (popMHpOBaHME HABBIKOB U YMEHHUI CAMOCTOSITEILHOM padOThl U MPUMEHEHUS UX Ha
ITPAKTHKE.

IHucomo

[TncbMO Kak IMPOJYKTUBHOE YMEHHUE BKIIFOUAET CICAYIOIINE YACTHBIC YMEHUS:
® HaIMcaTh TEKCT B COOTBETCTBHHU C MOCTABJICHHOM 3aJauci;
® COOTBETCTBOBATH 33JJaHUIO C TOUKHU 3PEHUSI CTPYKTYPhI U 00beMa TeKCTA.

Buasl peyeBbIX NPOU3BEICHMI: JEI0BOE MUCHbMO, PE3IOME, AHKETA.

Copmepxanne  OoOydeHHsT THCBMEHHOHW  peYd  COCTOMT B  Pa3BUTUHU
KOMMYHHKATHUBHBIX yMEHHHA. K KOMMYHUKATHBHBIM yMEHHSIM, HEOOXOAMMBIM TMPH
00y4eHUU MHUCbMEHHOMN pedH, OTHOCSTCS CIAEAYIOIIHUE:

e 3anoyHATH OjaHku (yKa3plBaTh UM, (GaMUINIO, TOJ, BO3PACT, IPaXIaHCTBO,
aapec);
nucaTh CTaHAAPTHBIC TUCHMA;

BECTH JICJIOBYIO TIEPEITUCKY;

nucaTh 3asBJICHMUS;

3aMoJHATH (POPMYJISIPI Pa3TUYHOTO BUA;

u3Jiarath cBeJieHus o cede B (popMe, MpUHATOM B CTpaHe/CTpaHax U3ydaeMoTo
a3bIKa (aBTOOHOTrpadus/pe3rome), yMeTh HIOHUMATh peyb MO0 TeNnedoHy.



TI'osopenue u ayouposanue

CTy,ZIGHTLI AOJIKHBI BIIAJICTh CICAYIONINMU YMCHUAMMU:

® yMETh MOAJIEPKATh AUATIOT TI0 Tenedony;

® [IOHMMATh 3BYyYalllU€ AyTEHTHUYHBIC TEKCThl U BBINOJIHATH 3aJIaHUS, CBSI3AHHBIC C
MIPOBEPKOM IMOHUMAHHUS Ha CIIYX;

® HCIIOJIb30BaThb (1)0pr1 PE€UCBOI'0 3THUKCTA.

Conepsxanue 00yueHUsT MOHOJIOTHYECKOM peyu COCTOUT B OBIAJACHUM Pa3HBIMU
BUJIaMHA MOHOJIOTA, BKJIIOYAs BBICKA3bIBAaHUS MO MOBOJY MPOYUTAHHOTO. J[Jis 3TOrO
IpeIyCcMaTPUBACTCS PA3BUTHE CIACAYIOIINX YMEHUI:

- Jenatb COOOIIEHUs, CcoJepkalue Haubojee BaXHYIO UHOOpPMAIUIO TIO0
Teme/mpo0biieme;

- pacckazaTh 0 cede, cBoel mpodecCcroHaNbHON IEATeIbHOCTH;

- YMETb MOHATH Ha CIIyX peub Ha HHOCTPAHHOM SI3BIKE 110 TEIEPOHY;

-yYMETh MOACPKATh JUAJIOT 10 TeICPOHY;

- KpaTKoO TepeaaTh OCHOBHOE COACpKaHWE, OCHOBHYIO MBICIL MPOYUTAHHOTO WA
YCIBIIIAHHOTO.

YUmenue

B pesynbpraTe oOy4eHHs y CTYACHTOB JOJDKHO CHOPMHUPOBATHCS YMEHHE UHTATh
CO cloBapeM U 0e3 cioBapsi TEKCTHI MO CIEIHAIBHOCTH, OOBSBICHUS, aHKETHI. [Ipu
OoOy4eHHH TMOMCKOBOMY YTEHHIO C BBIOOPOYHBIM U3BJICYEHUEM HHGOPMAIINH
pa3BUBaeTCs yMEHUE OBICTPO HAXOIUTh HYXHYH HHGOPMAIIMIO, OIyCKas
HECYIIIECTBEHHBIC JICTAIH.

OcHOBHBIC YMEHUS TIPU TAHHOM BHJIC YTCHUS:

- ONPENENATh TEMY, BBIIEIATH OCHOBHYIO MBICIIb;
- BBIOMpaTh U3 TEKCTa OCHOBHBIE (PAKThI, ONTyCKask BTOPOCTEIICHHBIE;
- IPOTHO3UPOBATH COAEPKAHUE TEKCTA I10 3ar0JI0BKY, Ha4aly TEKCTa,

- AoraabiBaTbCsa O 3HAYCHHUHN KIIFOYCBBLIX CJIO0B U O6XOI[I/ITB HC3HAKOMBIC CJIOBA,
KOTOPBbIC HE MPCIATCTBYIOT IOHUMAaHUIO OCHOBHOI'O COACPKaHMA.

B pesynbrare nzyuenus nucumiuinibl « MTHOCTpaHHBIN SI3bIK» CTYAEHT JOJKEH:

3HATH:

® WHOCTPAHHBIM  S3BIK B 00bEME,  HEOOXOAMMOM  JJIsi  TMOJy4YeHUs
npodeccuoHabHON HHPOPMAITUHU U3 3apyOEKHBIX UICTOYHUKOB U DJIEMEHTAPHOTO
oOlLLEeHHUs Ha JEJIOBOM YPOBHE;



MHOCTPAHHBIA SI3BIK JJII  OCYIIECTBIICHUS MEXIMYHOCTHOTO OOLICHUS B
npodecCHOHATBLHON 1eATENbHOCTH;

o0I1yI0, JIeJIOBYI0 U NPO(PECCHOHATIBHYIO JIEKCHUKY HHOCTPAaHHOIO S3blKa B
o0bemMe, HEOoOXOaUMOM MJig OOIIeHMs, YTEHUs M IepeBoja (CO CIoBapeM)
MHOSI3BIYHBIX TEKCTOB B paMKax JIeJIOBOr0 OOIICHHS;

OCHOBHBIE TPAaMMAaTUYECKHE SIBICHUS U CTPYKTYPBI, UCIIOIb3yEeMbI€ B YCTHOM U
MHCbMEHHOM OOIICHUH;

MEKKYJIBTYpHBIE DPa3U4Ms, KYyJbTypHbIE TPAJAULUU M pealiuy, KyJIbTypHOE
HaclieIue CBOEH CTPaHbI U CTPaHbl U3y4aeMOro S3bIKa.

YMmeTh:

WCIIOJIB30BaTh ~ MHOCTPAHHBIM  SI3bIK B MEXKJIMYHOCTHOM  OOIIEHWHA U
po¢dheCCUOHATIBHON JIEATEIbHOCTH;

aJICKBaTHO BBIPAXKAaTh CBOU MBICIIH MpU Oecejie M MOHMMATh peub COOeCeTHUKA Ha
UHOCTPAHHOM $I3bIKE;

3aMoOJHATh AHKETHI, COCTABJIATH PE3IOME, COCTABISATH JCIIOBBIE IHChbMa Ha
WHOCTPAHHOM SI3BIKE;

cooOmare HHPOPMAIMIO HA OCHOBE MPOYUTAHHOIO TEKCTa B (Qopmare
MTOATOTOBJICHHOT'O MOHOJIOTHYECKOTO BBICKA3hIBAHMS,

COOJII0/IaTh PEYEBOM ITUKET B CUTYaIUSX MOBCEAHEBHOTO U JCIIOBOTO OOIICHUS
(ycTaHaBIIMBaTh U MOJJICPKUBATh KOHTAKTHI, 3aBEPIIUTh Oecely, 3anpanuBarh U
coo01math HHGOPMAITHIO).

Baanern:

OCHOBaMHM TyOJTUYHOW peYM, JEJIOBOM TEpPeNnucKu, MepeBojia TEKCTOB IIO
CIICLIMAJIBHOCTH;

HABBIKAMM, JIOCTATOYHBIMU [JIsl JEJOBOTO MPO(deCcCHOHATBHOTO OOIICHUS,
MOCJICYIOIIETO M3YUYEHUs 3apyO0eKHOTO OMbITa B MPOQUIUPYIOMIEH U CMEXHOM
obsactsax nmpodeccuoHaNbHON ACATEILHOCTH, COBMECTHOM ITPOU3BOJCTBEHHON U
Hay4YHOU paboThlI;

YMEHUSIMU TPaMOTHO M 3(PGEKTUBHO MOJI30BAThCS UCTOUHMKAMU HMH(OpMaIUU
(cnpaBouHO#1 IMTEpaTypoOil, pecypcamu MHTEpHET);

HaBBIKAMHM BBIPAKEHUSI CBOETO MHEHHsI B TMPOIECCE JEIOBOTO OOIICHHWS Ha
WHOCTPAHHOM SI3bIKE;

HaBBIKAMU U3BJICYEHUS HEOOXOAMMOM MH(OPMALIMKM U3 OPUTHHAIHLHOTO TEKCTa Ha
WHOCTPAHHOM $I3BIKE IO POoOIeMaM SKOHOMUKHA U MEHEKMEHTA.



BbinoJsinenue u opopmiieHue
KOHTPOJIbHOI PadoThl

o KoHTponbpHBIE 3aaHUs 10 AHIJMHUCKOMY S3BIKY IIPEICTaBICHBI B IISTH
Bapuantax. Homep BapuaHTa ciemyeT BBIOMpATh B COOTBETCTBUHU C MEPBOMl OYyKBOIA
dbamMuInu CTyIeHTA.

o KoHTposnbHbIe 3a7aHusi BBINOJHAIOTCS Ha KommbloTepe. Ha TuTynpHOM nncte
(cm. Ilpunoxenue) ykaspiBaeTcsi (pamuins CTyAEHTa, TeMa, HOMEpP TPYIMIbl, HOMEP
KOHTPOJBHOM paboThl U haMUiIus IpernojaBaressi, y KOTOpOro 3aHUMAETCs CTY/ ICHT.

o KoHTponbHble  3aaHUsi  JIOJDKHBI  OBITh  BBINOJIHEHBI B TOW
MOCJIEIOBATEIBHOCTH, B KOTOPOM OHM JIaHbI B HACTOSIIIEM ITOCOOUHU.

o BBITIOIHEHHYI0O KOHTPOJIBHYIO paboTy HEOOXOJIMMO CAaTh MPENoJaBaTelo s
MIPOBEPKU U PELIEH3UPOBAHMS B YCTAHOBJIEHHBIE CPOKHU.

o Eciu koHTposibHast paboTa BbIIOJHEHa O€3 COOJIIONEHUS W3JI0KEHHBIX BBIIIE
TpeOOBaHUi1, OHA BO3BPALLAETCS CTYACHTY 0€3 IPOBEPKHU.

BoinosiHenue padoThbl HAX OIIMOKAMM

[Ipyu  modyyeHWHM  MPOBEPEHHOM  KOHTPOJBHOM  paboThl  HEOOXOIUMO
MpOaHaIN3UPOBATH OTMEUCHHBIE OIIMOKU U €Il pa3 mpopadboTaTh yueOHbIN MaTepual.
Bce 3amaHus, B KOTOpBIX OBUIM CHENTaHbl OMIMOKK WM JOMYILIEHBl HETOYHOCTH,
CJIEAYET elle pa3 BBINOJHUTh B KOHIIE JAHHOW KOHTPOJIbHOU paboThl. Bo BpeMs 3auera
YUYUTBHIBAIOTCS PE3YJIbTAThI BBIIOJHEHUSI KOHTPOJIBHOM pabOTHI.



KonTpoabnasi padora Nel

Business communication

Letter-writing
PEKBHU3UTEI ASITOBOTO ITMChMa

JlenoBoe MUChbMO MEXIYHAPOIHOTO 00pasiia UMEET YETKYI0 CTPYKTYpY, OMpeaelICHHbIN
Ha0Op PEKBH3UTOB M CTAOMJIBLHOE PACIOJIOKEHHE Kaxkaoro m3 HuX. PekBusutom B ['OCTe
Ha3bIBACTCS «3JIEMEHT O(PUITHATBHOTO JOKYMEHTA.

KaxxmoMy pekBH3UTy MHChMa OTBEICHO Ha OJIaHKE OIpPEACIICHHOE MECTO M Jaxe
paccuuTaHa MOCTOSHHAS IJIOIIA/Ib.

The Letterhead ABTOpCKHE Global Interface Group,
PEKBU3UTHI INC.
5432  Valles Avenue,
Riverdale,
N.Y. 10471 U. S. A. Tel 718-796-
6787*Fax 7187965242
Bam naaexc Your Ref: 07-02/46
Your reference
Our Ref:
Our reference
KL/18 15
The Date
March 2000
Hanr nanexc
Jara
The Inside Address Anpecar Mrs A Everett

Compact Systems 96
Rosewall Drive
Southtown

SO34BT

England

The Opening Salutation — OO6paiieHue



The Subject 3aros0BoK (TeMa)

The Body of the Letter ~ Tekcr
Dear Mrs Everett

RE: Order B7693 Please find enclosed our order, Ord. B7693, for 100 IBM
compatible Compact Accounts packages. We have decided to place an order for 100
packages and accept the 20 p. c. trade discount off net list prices as

discussed.

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

acknowledgement.
The Complimentary 3aKITI0YUTEIbHOE
Closure IIPUBETCTBUE
Yours sincerely
The signature [Toanuce
P. Barker
Enclosures [Ipunoxenue
Encl: Ord. B7693
The Copies Sent OtmeTka 00
OTIIpaBJICHH  KOMUU
nuchMa
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Cc Intellect Service

PexBu3uT Nel: Ha3Banwe u 5MOieMa OpraHu3alldu, CIPaBOYHBIC JaHHBIE 00
OpraHu3aiuu, T.€. UHACKC MPEANPHUSTUS CBS3H, MOYTOBBIM aapec, HOMepa TenedOHOB,
TEJIEKCOB U (PaKCOB, aJIpeCc B UHTEPHET.

PexBu3ut Ne2: ccpuika Ha MHAEKC MOJIYYEHHOTO MTUChbMa U HHAEKC CaMOIo MUChMa.

PexBus3ut Ne3: Jlata cocraBiieHHs] MHChMaA. JTO 00SA3aTENbHBIM PEKBU3UT JFOOOT0
nucbMa. Jlata ykas3piBaeTcs uepe3 OAMH MHTEpPBal IOCIE CCBUIOK, HO MOXET
pacronaratbCsi ¥ Iocjie BHyTPEHHETO ajipeca.

PekBusut Ne4: Buytpennuit agpec (aapec nomydaresnsi) OH COCTOUT U3 CIEAYIOMINX
PaCIIONIOKEHHBIX IOCTPOYHO JIEMEHTOB:

1) ums 1 hamMuIas OJTydaTens;

2) ero JoKHOCTH ((haKyJIbTaTUBHO);,

3) HaMMEHOBaHHWE KOMIIAHHH;

4) HOMEp IOMa, YIIHIIA;

5) ropox;

6) Ha3BaHME IITaTa WK rpad)cTBa, HOMEP MOYTOBOIO OKPYTa;

7) ctpaHa.

Ecnn nmuceMo agpecyercsl OonpeneraeHHOMY JIMIY WU OTHAENy, TO OHU YKa3bIBalOTCsS B
Hayane azpeca. lIpu HamumcaHuu ajpeca daile BCEro MCHOJIB3YETCS «OTKPBITAst
MYHKTYalush» T.€. 0€3 3amsIThIX U TOUEK.

PexBusut NeS: BerynurensHoe obparienre. OHO MHUIIETCS ¢ HOBOM CTPOKH,
OTCTYIIUB OT aJIpeca YEeThIPE MEKCTPOUHBIX NHTEPBAJIA.
B anrnmiickux nucbMax MpHUHSTHI CIEYIONINE BCTYUTEIbHbIC 0OpaICHHS:
Sir, sirs, - K TOCy1apCTBEHHBIM JIUIIAM;
Dear Sir, - Kk My>XunHe, C KOTOPBHIM BBl HE 3HAKOMBI,
Dear Sirs, - nucbMo aipecoBaHO KOMITAHUU B 1I€TIOM;
Dear Madam, - nucbMo ajpecyeTcsi *KEHIIMHE I JIEBYIIKE, C KOTOPOH BbI HE
3HAKOMBL.;

Dear Mr. Baker, K 3HaKkoMOMy JTOJKHOCTHOMY JIUILY
Dear Mrs Baker, (COOTBETCTBEHHO MY>KUMHE KEHILUHE
Dear Miss Baker, WJIN JIEBYIIIKE);

B amepukaHCKMX THUChMax HUCHOJB3YIOTCS  CICAYIONUE  BCTYIUTEIBHBIC
oOpareHus:

Gentlemen:

Dear Sirs: MUCHMO aJIPECOBAHO KOMITAHUH B
L[ETIOM;

Dear Gentlemen:

Dear Mr. Brown: IIACBMO aAPECOBAHO OIPEAEICHHBIM
Dear Mrs. Brown: JIOJKHOCTHBIM JIMIIAM;
Dear Ms. Brown:



PekBuzur No6: 3aronoBok mnuceMma. [lewataeTcss depe3 OAMH HMHTEpPBANl IOCHE
BCTYNUTENBbHOTO oOparnieHus. JJaHHbIN PEeKBU3UT HE SABJISETCS 00s3aTeNIbHBIM. 3aroJI0BOK
cooO1raer o TeMe, MpeAMeTe MICbMa. JTOT PEKBE3UT MOKET PEABAPSITHCS CIIOBAMHU:

Re: RE - cokpamienue ot regarding;

In re - cokpaiuenue ot in regard to;

Conc - concerning;

Subject - mpeamer, Tema, Borpoc

Abt - about.

PexBm3ur No7: TekcT mmchbMa. TekKCT mUChbMa OOBIYHO HE MPEBBINIACT OIHOM
CTpaHUIIBI M COJEPKUT 3-4 ab3ara.

PexBusutr Ne8: 3axmrounrtenvHas ¢opMyna BexnuBocTd. l[leuataercs uepe3 2
MEXCTPOUYHBIX HHTEPBaa MOCcie TEKCTA MIChMA.

Ecnn nucemo HaumHaetcs cioBamMu: Dear Mr Baker, Mrs Baker, Miss Baker, To
OHO 3aKaH4YMBaeTcs BbIpakeHHeM: Yours sincerely (MCKpeHHe Baliil).

Ecnu mpuserctBue umeer Bua: Dear Sir (Sirs, Madam), To 3akitounTtenbHas
dbopmyna BexxnuBoctu Oyaet: Yours faithfully/truly (amep.) (C yBaxenuem.)

PexBuzut No9: nuunas noamuck aBtopa. llewaraercss mociie 3aKIFOUUTEIBHOM
(bopMyJIbl BEXKIIMBOCTH Yepe3 5 MEKCTPOUHBIX MHTEpBaJIOB. [IOAMMCH CTABUTCS YETKO U
paz0opuuBo yepHunamu. I[locie noanucu cienyet pacmmppoBka, KOTopasi BKIIOYAeT: Ha
MIEPBOI CTPOKE UMsI ¥ (PaMIIINIO, HA BTOPOH - IOJDKHOCTb.

PexBuzut NelQ: oTMeTKa 0 HAIMYUU MTPUIIOKEHHUS.

PexBusut Nell: coobmieHne o HampaBieHHBIX Komwusx. [Ipu HampaBiieHUH KOMUM
HECKOJIBKMM ajipecaTaM B KOHIIe UchMa cTaBstcs OykBol "CC" ¢ hamMumusiMu JHIl UITu
KOMITAaHU#, KOTOPBIM HaIlpaBJ€HbI KOMHUU.

More Information About the structure of the
Business Letter

The business letter consists of seven principal parts: (1) the letterhead, (2) the date,
(3) the inside name and address, (4) the salutation, (5) the message, (6) the
complimentary closure and (7) the writer's signature and official position.

1. The letterhead

The letterhead expresses a firm's personality. It gives the name and address of the
firm, telephone numbers, telegraphic addresses, the telegraphic codes, fax numbers, and
states the company's business. For companies registered in the United Kingdom with
limited liability the word Limited (Ltd) must form part of the name. Companies formed
with limited liability in the United States use the word INC

2. The Date

Always type the date in full, in the logical order of day, month, year, thus:
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12th October 19..
Example:
Date: 20th September 19..

Miss E. Hughes, 100
South Street,
PURLEY, Surrey,
CR2 4T1J.

Dear Miss Hughes,
3. Inside name and address

The usual practice is to write the name and address of one's correspondent at the
head of the letter, though it is sometimes placed at the foot, in the bottom lefthand corner,
in official (i.e. Government) correspondence.

Where the head of department is known, address the letter to him by his official
title, thus:

The Sales Manager The
Hercules Engineering Co Ltd
Brazennose Street
MANCHESTER

M 60 8 AS

All the names must be spelled correctly. To address T.B. Cartside as T.B. Carside is
impolite.
(a) Courtesy titles
The courtesy titles used in correspondence are Mr, Mrs, Miss, Messrs. When your
correspondent has a special title, such as Doctor, Professor, Colonel. Sir, he is addressed
by his title and Mr must not be used. We write, Dr J. Brown. Prof. L. Carter, CoL W.
John-son, Sir Arnold Plant.
(b) Foreign correspondence
When you write letters to other countries, always include the name of the country,
even if the town mentioned is the country's capital.
The Vice President The
Eagle Press Inc
24 South Bank
BOSTON Mass
02116 USA

4. The salutation

This is the greeting with which every letter begins. The usual greeting in a business letter
is Dear Sir, but others are used too. For example: Dear Madam (for both single and
13



married women); Dear Sirs (when a company is addressed); When your correspondent is
unknown to you and may be either a man or a woman, always use the form Dear Sir.

These are the formal openings normally used, but at the present time, especially if
your correspondent is known to you personally, or if you have traded with him for some
time the warmer and more friendly greeting, Dear Mr

is then preferred. The greetings Sir, Madam and Gentlemen are very formal and are
now seldom used in English business letters, though Gentlemen is usually preferred by
American writers.

5. The message
This forms the body of the letter and is the part that is really important. Before you
begin to write or dictate, ask yourself the following questions:
(i) What is the purpose of this letter?
(ii) What do I hope to get by it?
(iii) What is the best way to write it?
Don't waste words on unnecessary remarks. Keep your sentences and paragraphs
short and start a new paragraph for each new point of your Setter. Short sentences and
paragraphs provide easier reading and are easy to understand.

6. The complimentary closure
The complimentary closure is a matter of tradition and a polite way of ending a
letter which must suit the occasion and reflect the relations between the parties.
The following salutations and closures are the most usually used in the
modern business letter:

Salutation Closure Comment
Dear Sir(s) Yours faithfully Formal, used as
Dear Madam standard practice.
Dear Mr Harris Y ours sincerely Informal, used

between persons known
to each other, or where
there is a wish to be less
formal.

Yours truly is rather less formal than Yours faithfully, but it is now little
used.

Do not end letters with I am, We are, I remain, etc; These phrases are as old-
fashioned, as sentences introduced by Thanking,, Hoping and similar participles.

7. Signature

Always sign your letters by hand, in ink and in the same style. One must not sign
Eric Castle on one occasion and E. Castle on another.

A signature must not carry a title. Do not, for example, sign as Mr J. Plaft or
Professor R. Butler. There is one exception to this: a woman writing to a stranger should
indicate whether she is married or single and may do so by adding (Mrs) or (Miss) in
brackets in front of her signature thus:
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(Miss) Alice H Brooks If a married woman in business wants to
be known by her unmarried name she must of course be addressed as Miss, e.g.
Dear Miss Thompson
Because many signatures are not clear, it is good modern practice to type the name
of the signer and to place his signature immediately above it, thus:
H.W. Webster
(From: Model Business Letters by L. GARTSIDE)

Vocabulary Exercises
I.  Answer the following questions:
What are the parts of the business letter?
What is the difference between the English and American ways of writing the
date?
What is the difference of writing the inside address in English and in Russian?
How do the English and the American write the opening salutation?
What does the letterhead comprise?
Why is it important to spell the names correctly?
When are the warmer and more friendly greetings preferred? What are
they?
8. What questions should one be able to answer before one begins to write or
dictate a letter?
9. What is the complimentary closure?
10.What should one remember when signing a business letter? 11.Which
parts of the business letter are optional?

N —

NonkEWw

II. Find the English for the following:
- 3ar0JIOBOK MHCHhMa (111anKa),

- BHYTPEHHHUM ajpec,

- (BcTynuTeNbHOE) OOpalleHue,

- coiepKaHue N1chma,

- TEKCT MHUChMA,

- 3aKJIIOYUTeNIbHAs (popMyJia BEXKIMBOCTH,
- BJIOKCHHMS (TIPUIIOKEHUS),

- Halll UHJIEKC,

- Balll UHJCKC,

- HYDKHUH JIEBBIN YIOJI,

- IPUBETCTBUE,

- COOTBETCTBOBATH CIIy4alo,

- OrpaHUYEHHAs] OTBETCTBEHHOCT,

- 3aMY’KHSIS U HE3aMYXKHss KEHILINHA.

III. Suggest the Russian for:
Yours faithfully,
Yours sincerely,
formal openings,

15



unnecessary remarks,

each new point of your letter,

sign your letter by hand,

unmarried name,

immediately above,

at the head of the letter,

placed at the boot (of the letter),

to state the company's business,

keep your sentences and paragraphs short,
a matter of tradition,

to refute the relations between the parties.

IV. Write the following dates in English.
3.1.1988, 9.3.2001, 9.12.1991, 1.9.1989, 7.10.2002, 2.11.1990, 4.5.1900. What is the
American practice of writing the same dates?

V. Write the following dates at the heading of the letter.
1. The fourth of April, nineteen sixty-one.

2. The twenty-third of May, nineteen ninety-eight.

3. The twenty-first of February, two thousand.

4. The twenty-second of October, two thousand and two.
5. The thirty-first of August, nineteen hundred.

6. The second of June, nineteen eighty.

VI. Read the following dates:
12th April, 1962

31st March, 1964

23rd October, 1993

2nd November, 1999
January 15, 1955

May 11, 1987

June 22, 1996

December 11, 2000

VII. Match the following Opening Salutations with the appropriate
Complimentary Closures.

Dear Sirs, Dear Madam, Dear Mrs

Brown, Sirs,

Gentlemen: Dear Mrs

Baker, Dear Mr

Brown.

e N e
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Hpuiaoxenue Nel

MunuctepcTBo o6pazoBanus UpkyTckoit obmactu
["ocynapcTBeHHOE 00pa3oBaTebHOE TPO(PECCHOHATBHOE YUPEKICHUE
UpkyTtckoit obnactu
«balKanbCKU TEXHUKYM OTPACIIEBBIX TEXHOJIOTUMA U CEPBUCA»

JlomarnHsisi KOHTpoJIbHast paboTa
1o nucuuruHe: « MIHOCTpaHHBIH S3bIK B MPOGECCHOHATBHON e TETHLHOCTI
CTyJIeHTa (CTYJIEHTKH) 3a0YHOTO OTJEICHHUSI
rpynmnsl 3J10 - 302
damunus, Mms, OT4ecTBO (B pOJUTETHLHOM MA/IEKe)

JlaTta

Bapuant Ne
[IpoBepuit: mpenogaBaTeNb TUCIUIUIMHB IHOCTpaHHBIH S3BIK B
npoheCCUOHATIBHON JIEATEIIbBHOCTH

Kynamesa Kcenus MuxaiinoBHa

OueHka: (MoAmuCH)

JlaTta

baiikansck, 2025
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