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1. leanb 1 320294 AUCHUTIIHHBI

Lens - chopMupoBaTh KOMMYHHUKATHUBHYIO KOMIIETCHITUIO (HABBIKH PEUYEBOTO OOIICHHS
Ha aHTJIMHCKOM SI3BIKE).

3agaun:

- (opmupoBaHue (HOHETHUECKUX, JEKCHYCCKUX, TPAMMATHUECKUX, MEPEBOTICCKUX,
AQHAJTUTUYCCKUX HAaBBIKOB, YMEHHMH pacCyXjaTh, aHaJIU3UPOBaTh, BBICKA3bIBaTh MHEHHUE I10
TEKCTY;

- pa3BUTHE SI3BIKOBBIX, MO3HABATEIBHBIX CIIOCOOHOCTEH, TOTOBHOCTH K KOMMYHHKAIIUH
Ha OCHOBE MPEJI0KEHHOTO MaTepHaa;

- pacuIMpeHHe JUHTBUCTUYECKHUX, KYJIBTYPOJOTHUYECKHX 3HAHHWH, pa3BUTHE YMCHHUI
BBIJICTISITH OCHOBHBIC TIPOOJIEMBI;

-IIPAaKTUYECKOE HCIIOB30BAaHUE TNPHOOPETCHHBIX 3HAHUKW B JUAJIOTHYECKOM H
MOHOJIOTHYE€CKOM BBICKa3bIBAHUH.

2. MecTO TUCUMIIIMHBI B CTPYKTYpe 00pa30BaTe/IbHOM MPOrpaMMbl
JMcuuiuinHa OTHOCUTCS K 6a30B0Oi yacTu 00IIEHAyYHOT O LIUKJIA.

3. TpeGoBanus K pe3yJbTATaM OCBOCHHS JUCHMIIIHHBI

BoinyckHUK 10KeH 001a1aTh CIIEAYIOIUMU KOMIETEHIIUSIMHU:

- TOTOBHOCTBIO K CaMOPa3BUTHIO, CaMOpEalIM3aliM, HCIOJIb30BAHUIO TBOPUYECKOIO
noreniuana (OK-3);

- TOTOBHOCTbIO K KOMMYHHMKAllUM B YCTHOM M NHUCbMEHHOW ¢opmMax Ha
roCyJapCcTBEHHOM s3bIke Pocculickor @enepanny 1 MHOCTPAHHOM SI3bIKE I PELICHMs 3a4a4
npodeccronanpHoi aestenbroctu (OITK-4);

B pe3ynbrare u3ydeHus AUCHUILUIMHBI CTYAEHT J10JIKEH

3HaTh:

- 6a30BYIO JIEKCUKY OOLIETO SI3bIKa U TEPMHHOJIOTUIO CBOEH CIIELUAIbHOCTY |

Ymersn:

- YUTaThb HAa MHOCTPAHHOM S3bIKE XYJI0’)KECTBEHHYIO M HAy4YHYIO JINTEPATypy U TEKCTHI
OOLIECTBEHHO - MOJIUTHYECKOTO U JEJI0OBOr0 XapakTepa, NepeBOAUTh TEKCThI MO CHELMAIbHOCTH
CO CJIOBapeM,

- BecTu Oeceny Ha Ipo(ecCUOHATIBHBIE U OBITOBBIE TEMBI,

-IOATOTOBUTH ~ NHUCBMEHHOE W  YCTHOE  COOOIIeHHMe Ha  IpodecCHOHATBHO-
OpPUEHTUPOBAHHYIO TEMY ([IOKJIAJl, CTaThA);

Biaagern:

- UWHOCTpPaHHBIM $SI3BIKOM B oOBeMe, HEOOXOoIMMOM i TpodeccHoHaTbHOMN
JESATEIIBHOCTH.

4. O0beM AUCUMIIMHBI U BH/IbI Y4e0HOI padoThl

Taoauna 1
Bcero Cemectpsl
Buj yue6Hoii padoThl yacos/ 3a4. efl. 1 1
(0101]0) 300 | OO |3dO
KonTakTHas padora (Bcero) 51/1,41 | 16/0,44 | 51/1,41 | 16/0,44
B ToMm uncne:
[TpakTHdeckue 3aHsTH 51/1,41 | 16/0,44 | 51/1,41 | 16/0,44
CamocTosiTe/ibHasi padoTa (Bcero) 93/2,5 128/3,5 | 93/2,5 | 128/35
B ToMm uncne:




TekCThI IO CIIEIHATLHOCTA 40/1,11 | 40/1,11 | 40/1,11 | 40/1,11
I'pammatuka 20/0,55 | 30/0,83 | 20/0,55 | 30/0,83
U (unu) opyeue 6udvl camocmosmenvHol pabomwi:

[ToaroToBka K MPaKTHYECKUM 3aHATHIM 20/0,55 | 30/0,83 | 20/0,55 | 30/0,83
[ToaroToBka K 3auety 13/0,36 | 28/0,77 | 13/0,36 | 28/0,77
Buja oruerHocTH 3a4er | 3a4eT 3a4er | 3a4er
Oo6mas tpynoemkoctb | BCEI'O B yacax 144 144 144 144
AUCHUILINHBI BCEI'O B 3a4. exuHuIax 3 3 3 3

5.Coep:kanme QU CHUNTHHBI

5.1. Pa3zgennl AMCOUIIMHBI 1 BUABLI 3aHATHNA

Taoauna 2
Yacel Yacel
NpaKkTH4ecK | o o | NpaKkTHde | o
HX CKHMX
Ne | HaumenoBaHue pa3jeia yacos/ yacos/
n/n | AucuunjnHbl o ceMecTpam (cemmuaperk 3.e. (cemmunap 3.e.
HX) CKHX)
3aHATHH 3aHATHH
00 0®0 300 300
1 cemecTp
1. | 'pammaTHhka 10/0,27 4/0,11
2. | YcrHas peub 10/0,27 4/0,11
3. | Tucemo 11/030 | SV141 [ 40,11 | 16/0.44
4. | Jlekcuka 20/0,55 4/0,11
5.2. IIpakTn4yeckne 3aHATHS
Tabauua 3
Ne | HammenoBanue pasaesa Coaep:xanue pasgesa
n/n | AMCUUIJIMHBI
1 cemecTp
1. I'pammaTnka 1. The Active Voices
2. Modal verbs
3. The equivalents of modal verbs
4. The Passive Voice (gr. Indefinite)
5. The Passive Voice (gr. Continuous)
6. The Passive Voice (gr. Perfect)
7. Direct and Indirect speech
8. Complex Object
9. The Conditional Mood
10. Participles
2. YcerHasi peub, Jekcuka, | 1. Enquiries (3ampocsr).
NUCHMO 2. Replies to Enquiries and Offers. OtBerbl Ha
3aIpOCHI U MPEIIOKEHUS.
3. Discussion of Prices and Terms. Accepting or
Declining Offers. OG6cyxieHne IeH W YCJIOBHHU.
AkuentoBaHue  (IpUHATHE) U OTKJIOHEHHUE
MPEIJIOKEHUN
4. Orders in Import Trade and their Execution




(MMmnopTHbIe 3aKa3bl U UX UCIIOJHEHUE).

5. Agency (AreHTCKHE YCITyTH).

6. Contracts and Their Performance (Kontpakrtbl u
UX UCIOJHEHHE).

7. Shipment. Sanctions. Guarantee.

8. Insurance. Export Licenses. Patents.
(CrpaxoBanue. Buemrnue nuien3uu. [1areHTsI.)

9. Force Majeure. Arbitration. Inspection and Test.
General Provisions. (®opc wmaxop, ApOuTpax.
Hucnexkruposanue. [Iposepka.)

10. Complaints and Their Adjustment (IIperensuu u
UX YpEryJIHpOBaHHE).

Personal letter

Postcard

Business letter

Filling in forms

Essay

Report

Curriculum vitae

3. IIpakTuyeckne 3aganus

NogakrowdE

6. CamocTosiTe;IbHAsi pa00Ta MAruCTPOB MO AMCHUILINHE

Taoauna 4
Tembl AJIsL CAMOCTOATEJIBHOIO U3YUYCHU S
Ne TeMBI M TEKCTHI AJIA CaMOCTOATEJIBbHOI0 U3YYCHU A Ko.1-Bo Ko-Bo
4acoB/3.e 4acoB/3.e
(01010 300
1 | Business travelling 10/0,27 15/0,41
IloBenuTenpbHOE HaKIOHECHHE.
2 | Hotel in London ) 10/0.27 15/0 41
HpI/ITSI)KaTCJ'IBHBII/I MaaciK CyYmeCTBUTCIbHBIX.
3 | Trade finance 10/0.27 15/0.41
[Ipemioru.
4 | Balance sheets
Mecroumenus somebody, anybody, nobody. 10/0,27 15041
S | Taxes 10/0,27 10/0,27
MoianbpHbl€ TJ1aroibl (SKBUBAJICHTHI).
6 | Banking 10/0,27 10/0,27
7 | The Federal Judiciary 10/0,27 15/0,41
8 | The English Political Heritage 10/0,27 15/0,41
9 | Accounting 13/0,36 18/0,5
93 128

Y"IC6HO'MCTO,Z[I/I"ICCKOC o0OecreueHre CaMOCTOSITEILHOM paGOTBI JUCHHUIINIMHBI BKIIIOYACT
COBPEMECHHBIC AYTCHTUYHBIC TCKCThI IIO JCJIO0BOMY aHFHI/IfICKOMy A3BIKY, FpaMMaTI/ILIeCKI/IfI
MaTepuall, ayanuo U BUACO MaTCpUuall.

7. OueHoYHbIE cpeCcTBA



Bomnpocsl k 3a4ety

(1 cemecTp)

TeMbl:

. Enquiries

. Replies to Enquiries and Offers

. Discussion of Prices and Terms. Accepting or Declining Offers

. Orders in Import Trade and their Execution 5. Agency

. Contracts and Their Performance

. Shipment. Sanctions. Guarantee.

. Insurance. Export Licenses. Patents

. Force Majeure. Arbitration. Inspection and Test. General Provisions
10. Complaints and Their Adjustment

I'pammaTuka:

1. The Active Voices

2. Modal verbs

3. The equivalents of modal verbs

4. The Passive Voice (gr. Indefinite)

5. The Passive Voice (gr. Continuous)

6. The Passive Voice (gr. Perfect)
7
8
9
1

O©CoOoO~NOP~rWNEF

. Direct and Indirect speech
. Complex Object

. The Conditional Mood

0. Participles

IIpakTH4yeckue 3aaHus:
1. Personal letter

2. Postcard

3. Business letter

4. Filling in forms

5. Essay

6. Report

7. Curriculum vitae

1. TecTnl MO rpaMMaTHKe (TeKYIIHNH KOHTPOJIb)

Test A

I. Translate into English using verbs in Present, Past and Future Indefinite Passive.
NX HaxomsaT —MX HalLIM — UX HAUAYT.

Ero MPpOIIAar0T — €ro NpOCTUIIN — €TI0 IPOCTAT.

E€ nmyT — e€ uckanu — e€ OyayT UCKaTh.

Msmue npeajiararoT — MHE IpECIJIOKUIINA — MHE IIPEAJIOKAT.

Hac BcTpedaroT — HaC BCTPETHIIN — HAC BCTPETHAT.

Bam JAar0T — BaM JaJid — BaM JaayT.

I1. Write the following sentences in the Passive Voice.

. This letter (to write) yesterday.

. This question (to answer) at the last lesson.

. This text (to translate) by him tomorrow.

. The task (to give) by the teacher at every lesson.

. This agreement (to sign) next month.

. You(to show) the way to the city tomorrow.

. The house (to build), soon we shall move into a new flat.
. You often (to ask) by the teacher at the lessons?

coONOoOOTA~ WN -



I11. Translate the following sentences into English.

1. Bee 6b111 yBepenbl, uTo bopuc xopolio ciact 3K3aMeHbI.

2. On roBopui, uto JleB ToncToit ero M0OUMBIIA TUCATEb.

3. 51 3Ham1, 4TO BBI )KMBETE B MOCKBE, HO HE 3HAJI BAILIETO aJpeca.
4. OH ckaszail, 4To OPOCUT KypHTb.

5.Bce 3Hanu, 4yTo OHA moeAeT B PumM.

6. [IpoctuTte, MBI HE AYMaJld, YTO BbI KJIETE HAC.

7. 51 He 3HaJ, 4TO BBI TOXKE JItoOUTE PyTOOII.

8. 51 ObL1 yBEpeH, UTO OH OYJET BBIJAIOLIMMCS ApTUCTOM.

IV. Put into Indirect Speech.

. I said to Boris: "Does your friend live in London?"

. I said to the man:"Are you living in a hotel?"

. Nick said to his friend: "Will you stay at the 'Hilton'?"

. He said to me: "Do you often go to see your friends?"

. He said to me "Will you see your friends before you leave St. Petersburg?"
. Mike said to Jane: "Will you come to the railway station to see me off?"

. She said to me: "Have you sent them a telegram?"

. She said to me: "Did you send them a telegram yesterday?"

CONO OIS~ WN B

V. Put questions to the italicized words.

1. Girls are beating boys in subjects such as science and math.

2. Alexander switches on his computer every day.

3. Computers can be divided into three main types.

4. Computers have resulted in massive unemployment in many countries.

V1. Put into Past Tenses using Sequence of Tenses.

1. Nick says he is going to the hotel to see his friends, who have just arrived
in St. Petersburg from the United States of America.

2. He says they have not been here for a long time.

3. He says they were friends at school.

4. He says he will take them to the theatre on Sunday.

5. They say they will write me a letter when they return home.

6. Mike says he is sure Ann and Kate will be excellent guides.

7. He says they have made good progress in English.

8. Oleg says that in a day or two several English students will come to pay a visit to their school
and he will probably have to act as interpreter.

Test B

I. Translate into English using verbs in Present, Past and Future Indefinite Passive.
MHe pacckas3bIBalOT — MHE PacCKa3alld — MHE PACCKAXKYT.

EMy IMMOKAa3bIBAKOT — EMY IMOKA3aJIN — €MY IMOKAXKYyT

Hac CIIpalIBarOT —HAC CIIPOCUIIN — HAC CIIPOCAT.

M oTBedaroT — UM OTBETUIN — UM OTBETSIT.

E€ ocraBnsior — e€ ocTtaBuIn — €€ OCTaBSIT.

Bac 3a0biBaroT — Bac 3a0bLTH — Bac 3a0yayT.

I1. Write the following sentences in the Passive Voice.
1. We thought about our friend all the time.

2. The doctor will operate on him in a week.

3. The teacher sent for the pupil's parents.

4. They looked for the newspaper everywhere.



5. Nobody sleeps in the bed.

6. The neighbor asked for the telegram.

7. Everybody listened to the lecturer with attention.
8. The senior students laughed at the freshman.

I11. Translate the following sentences into English.
1. 51 6b11 yBepeH, yTO OH OyIeT BBIIAIOIIUMCS aPTUCTOM.
2. 51 6osincst, 4TO BBl HE MOCEAYETe MOEMY COBETY.
3. 51 nymain, 4TO OH NOJOXKAET MEHS.
4. 51 ue 3Hai, 4TO ThHI OyzelIb padOTaTh B YUTAJIBLHOM 3aJI€.
5. Cectpa cka3zana, 4TO XOYET IPUEXaTh K HAM caMa.
6. 51 3naia, 4To OHAa OYECHb 3aHsITA.
7. HukTo He 3HaJI, 4TO BHI JKJETE 371ech. [lolineMTe B JOM.
8.I'ma npeaynpeau Hac, YTO B 3TOM YacTH ropojia ABMKEHHUE TI0BOJIBHO
CUJIBHOE.

IV. Put into Indirect Speech.

. He said to us: "Come here tomorrow."

. I said to Mike: "Send me a telegram as soon as you arrive."

. Father said to me: "Don't stay there long."

. Peter said to them: "Don't leave the room until | come back."
. "Take my luggage to Room 145," he said to the porter.

. He said to me: "Ring me up tomorrow."

. "Bring me a cup of black coffee," she said to the waiter.
8."Don't be late for dinner," said mother to us.

~NOoO oIk WN -

V. Put questions to the sentences.

1. Babbage was lamenting about errors in some tables to his friend Herschel.
2. At that time, steam was a new and largely unexplored source of energy.

3. The Mark | took six seconds for a multiplication and twelve for a division.
4. Until the late 1970s, the computer was viewed as a massive machine.

V1. Put into Past Tenses using Sequence of Tenses.

1. He says they have not been here for a long time.

2. He says they were friends at school.

3. He says he will take them to the theatre on Sunday.

4. My uncle says that he has just come back from Caucuses.

5. She says that she will bring and show us the photos.

6. The teacher says that they have made a good progress in English.

7. She says that Boris told her a lot of interesting things about the South.
8. Ann says she has just met Boris in the street.

2. TekcTbl 1€JIOBOT0 AHIJIHIICKOTO A3BIKA (TEKYIIHH KOHTPOJIb).

10 Tips to Help Get Over Your Fear of Presentations

People often have a fear of presentations. Perhaps it is because they are afraid of not doing
well or simply because they are afraid of large crowds. Here are ten tips to help you get over
your fear of presentations.

1. Make sure to always remind yourself that you are an expert. It will make a presentation
easier for you when you pretend that you are the best expert out there. Remind yourself that
you are a professional in the field and that you know what you are doing and you know what
you are talking about. This will help you feel more secure when doing a number of
presentations.



2. Make sure to always dress professionally when doing presentations. When you dress
professionally then it will help you stay in the mode of being professional. You feel better
about yourself since you are dressed professionally. People generally tend to act more
professionally when they are dressed professionally.

3. Try to memorize the words that you want to say and other steps involved in the
presentation. You can memorize what you want to say and know exactly the order of each
step in the presentation. You want to be able to know what to say word per word without
having to look at an index card.

4. Try to keep the presentation interesting to everyone. You want people to be interested in
hearing, watching, and listening to what you to have to say or show. You want them to view
you as an expert. You can ask people if they have any questions regarding the presentation.
Always be prepared to answer their questions.

5. Always be prepared to answer questions. People expect you to know the answers
regarding products or projects. They want to know that you know what you are talking
about. They need to know that you are very informed with knowledge about the subject that
you talk about in your presentations.

6. Remember that the people at the presentation aren’t your enemies. Don’t be afraid of
them. They are there to be educated and learn something new from you.

7. The more presentations you do the more comfortable you will become. You will probably
actually enjoy doing presentations after a few experiences. You will become more confident
each time that you do a presentation.

8. Make sure to give out business cards. Depending upon what type of presentation it is.
Business cards show people that you are serious about it.

9. Make sure to give out freebies. It will help make you more confident in you since people
will talk about the freebies that they received such as a free pen or whichever and they will
remember your presentation. They will think of you as an expert and remember your
presentation whenever they use the freebies.

10. Don’t quit doing presentations. The more presentations you do the more people realize
that you are very good at what you do.

3.[IpakTHyeckasi 4acTh /1€JIOBOI0 AHIJIMHCKOI0 A3bIKA (TEKYIIHIl KOHTPOJIb).
OO0pa3zen HanucaHus 0T4YeTa

To: M. Anderson

Director of Personnel

From: A. Jackson

Personnel Manager

Date:28 November

Re: Employee benefits satisfaction



INTRODUCTION

As requested, | interviewed a number of employees concerning employee benefits satisfaction.
It involved a representative selection of 15 % of all employees who were interviewed in the
period between 1 November and 15 April 1.

My findings are presented below.

FINDINGS

1.  Employees were generally satisfied with the current benefits package.

2. Older employees repeatedly had problems with prescription drugs procedures.

3. Employees between the ages of 22 and 30 report few problems with Health Medical
Organization (HMO).

4. Most employees complain about the lack of dental insurance in our benefits package.

OO0pa3en HanmUCaAHUs 1€J10BOT0 MUCHLMA

9 Svetlaya St.
Krasnogorsk114965
Russian Federation
Anne Smith
225 Phillips Boulevard
Manchester 0834184

United Kingdom
4 December,2008

Dear Miss Smith,

Further to our telephone conversation, | would like to confirm the following arrangements for
your arrival.

Your group arrives on 3 January at 2.15 p.m. You will be met at the railway station by our
representative. He will take you to the hotel in Moscow (the address and hotel conveniences are
enclosed).

If you require any further information, please do not hesitate to contact us.

Yours sincerely,
Kate Smirnova

OOpaszen HanucaHus pe3loMe
Curriculum Vitae

Peter Townsled

35Green Road Spokane, WA 87954 Phone (503) 456-6781 Fax (503) 456-6782 E-mail
petert@net.com

Date of Birth 3 October 1966

Marital Status

Married

Obijective

Employment as manager in important clothing retailer

Work Experience

1998 — Present Jackson Shoes Inc. Spokane, WA Manager
Manage staff of 10

Provide helpful service to customers concerning shoe choices
1995-1998 Smith Office Supplies & Yakima, WA

Assistant Manager

Managed warehouse operations

Interviewed new applicants for open positions

Education



mailto:petert@net.com

1991-1995 Seattle University, WA Bachelor of Business Administration
Additional Skills

Advanced level skills in Microsoft Office Suite, basic HTML programming,
spoken and written proficiency in French

Interests

Football, rowing

References

John Campbell

Managing Director

Jackson Shoes Inc. Spokane, WA

JEJIOBASI IEPEINMCKA U OTHOLUEHUS (BUSINESS CORESPONDENCE AND
RELATIONS)

KPATKUI CJIOBAPb OCHOBHBIX TEPMHUHOB

Agenda — IToBecTka aHs
Applicant — 3asBuTensb (peTeHICHT)
Applicants’s supervisor — PykoBoautesb 3asBUTe s (IIPETEHICHTA)
Application form — Aukera
Apply — O6pararscs

Books and monographs — Kauru u Mmonorpaduu
Brief summary — Kparkoe conepskanue

Carrying out research — I[IpoBoauMoe uccieoBaHuEe
Certified copy — 3aBepeHHas Konus
Chapter — I'naBa
Co-authors — CoaBtopbl

Common name — OfuienpuHITOe Ha3BaHUE

Complete List of publications — ITosmHbI# cricok mMyOIUKAIMIA
Conference programme — [Iporpamma koHbepeHIn

Content of research — Coneprxanue uccie10BaHus

Current educational activity — Tekyias o6pa3oBaTenbHast 1EATEILHOCTD
Current employment — Tekyiiast 3aHITOCTh
Date and place of birth — [Tata u MmecTo poxaeHust

Degree Granted — YpoBenb 00pa3oBaHusi

Description of the Research (project) — Onrcanue uccinenoBanus (MpoekTa)
Details of publication — Jletanu nyomukammn
Employee — 3ansitocts
Education — O6pa3oBanue
Expected completion — INpeamnonaraemsliii pe3ysbTar

Expected degree — Oxugaemblii ypoBeHb

Family name — ®amunus

Fellowship — Hayunoe o6miecTBoO
Future professionals plans — Byaymue npodeccroHanbHbIe TUIAHBI
Given name — JlaaHoe uMst

Hand-made form — Pykonuchas ¢popma
Handwritten signature — PykomucHasi moamnuch
Head of host institution — PykoBoauTenb npruHUMArOIIEH OpraHu3aiuu
Indicate the title — O603HaueHKe 3aroa0BKa
Information about presentation — Mudopmarus o npeacraBieHun
International Foundation — MexayHapoaHasi opraHu3arus
Introduction — Beenenue
Investigation — HccnenoBanue
Issue — 3nanue



Item — I[Taparpad, craTbs

Letter of invitation — IIpurnamenue

Letter of recommendation — PexkoMeHaTensHOE MUCHMO
List of publications — Cniucok myonukanui

Look forward to your arrival — Oxxumgaem Bairero npuObITHs
Location — Pa3memnienue

Mailing address — ITouToBbIit agpec

Main subjects studied — OcHOBHBIC OOBEKTBI U3YUCHHS
Major awards — BaskHble Harpasl

Name in full — TTonroe ums

Name of institution — HaumenoBanue opranuzaiuu (yapekIcHus)
Number of pages — KonuuectBo cTpanuiy

Organizing Committee — Opranu3anOHHBIAH KOMHTET
Papers in journals — Ctatbu B xypHasiax

Previous stays — ITpeasiayiire npeOsIBaHUsS

Property of the foundation — CoOcTBEHHOCTh OpraHU3auu
Purpose — Llens

References — Ccpuiku

Reprint — IepeneuarsiBanue

Required documents — TpeGyemblie JOKYMEHTBI

Research facilities — UccnenoBarenbckne crnocoOHOCTH
Research plan — ITnan uccnenoBanus

Return the documents — Bo3spat 10KkyMeHTOB

Schedule — Pacniucanue (rpadux)

Scientific name — Hayunoe Ha3BaHue

Study area — O6nacTh u3yueHus

Starting date — Jlara nayana

Subject of research plan — Ilpeamer mana ucciea0BaHUS
Submitted applications — ITogaHHbIe aHKETHI (3asSBICHUS)
Technical Subcommittee — Texauueckuit [TonkomuTeT
Topic of thesis — Tematuka Te3UCOB

Type of work — Tun padotsr Typescript — [TedatHasi pyKomuch
Typewritten English — OtneyaraHHbI# aHTTHACKHIA TEKCT
Unsigned application — Hemoanucanunoe 3asBjieHue (aHKETA)
Will be ignored — He Gyzner paccmaTpuBathest

OCHOBHBIE 3JIEMEHTBI JEJIOBOI'O IIMCBbMA.
HauaJjio nesoBoro nucema (Opening phrases)

Dear sirs — YBakaeMbie Tocroa

We have received your letter of — MsI mosryunnu Bare micbmo or ...

We thank you for your letter of — biarogapum 3a mucsMo oT...

We’ve given proper attention to your letter where you ask us to do (with the request of) — Msr
obparem ocoboe BHUMaHue Ha Barmie nmucemo, rie Bei mpocute Hac o... ( ¢ TpeboBaHuEM O... )
In replay to your letter of — B orseT Ha Barie nucsmo or...

In confirmation of our telephone conversation (talks) we wish to inform you — B
MOJTBEPXK/IEHUE HAIIET0 TeJIePOHHOTO Pa3roBopa (IeperoBOpoB) Mbl XOTEIH Obl COOOIIUTH
Bawm...

Referring to our previous letter of we inform you that — Cceinasice Ha Baiiie miucbMo OT. .., MBI
uHpopmupyem Bac, uro...

We are glad to share good news with you — M1 pajbl moaenutbes ¢ Bamu xopormmmMu
N3BECTUAMUN



We are sorry (We regret) to have to remind you that — K coskaieHuio Mbl TOJKHBI COOOIINUTH
Bawm, uro...

We learn from your letter that — 113 Baiero nrcbMa Mbl y3HamH, 4to... In connection with our
letter of and in confirmation of your fax of — B cBsi3u ¢

BammM nmucbMoM OT... ¥ B OATBEPXKICHUH (hakca oT. ..

We apologize for the delay in answering your letter — IIpocum u3BUHEHHUS 3a 33JCPIKKY C
oTBeTOM Ha Barire muceMo

We apologize for — M3Bunurte 3a...

Please accept our apologies for — [Tokanyiicta, MpUMHUTE HAILIIK H3BHHEHUS 34. . .

First of all — B nmepByto ouepenp

In fact — ®akTuyecku. ..

Besides — Kpome Toro...

We regret to learn from your letter — M1 ¢ cokanennuem y3Hanu u3 Bamiero nucema. . .

We have to inform you of our being unable to meet your request - Mbl BBIHYXICHBI COOOIINTH
Bam o HaIreit HecoCTOSTENLHOCTH BBIIOJHUATH Baty npocs0y

The context of your fax is a sort of a surprise for us — Coxepsxanue Barero akca HECKOIBKO
HAC YIAUBHJIO

Further to our letter of — B nononHeHue K HaleMy MUCbMY OT. ..

We have to remind you that — MbI BbIHYKI€HBI HAITOMHUTH Bawm. ..

You are no doubt aware that — Bam xoHeYHO H3BECTHO, UTO...

We enclose the copy of the letter- ITpuiaraem Komuo mucbMa

Cesizyionnue ieMeHTsl mucbMa (Binding phrases)
There’s no doubt that — HecomuenHo. ..

We are sure that — Me1 yBepeHsI, uTo. ..

It is necessary to note that (It is worth mentioning that) — Heo6xoaumo (CTOUT) OTMETHTD, UTO...
We find it is necessary to note — CuutaemM HEOOXOIUMBIM OTMETHTB, UTO. ..

We would be glad to have the opportunity — Mer 6611l OBI pajibl UMETH BO3MOKHOCTb. . .

We are taking the opportunity to remind you that —IToss3ysich BO3MOXKHOCTBIO HATIOMHHTb. . .
It goes without saying — Camo co6otii pazymeercst

We’d like draw your attention to the fact that — O6pamaem Bame BHuManue Ha TOT QaxT, 4To. ..
Considering the above said — BBuay BbIIIEH3I0KEHHOTO

In this connection — B ¢Bsi3u ¢ 3THM

In connection with your request — B cBsi3u ¢ Bamieit mpocb00it

In connection with the above said — B cBsi3u ¢ BbIIIEN310KEHHBIM

Otherwise we shall have — B nmpoTuBHOM city4ae Mbl Oy1eM BBbIHYXKICHBI

As regards your request — Yro kacaercs Bamieii mpocb0bt

The matter is (The point is) — [leso B ToM, 4ToO. ..

To our mind — ITo HaleMy MHEHHIO

In case of delay in —B cityuae 3agepXku B ...

We have some difficulty in — Mb1 ucnibiTeiBaem 3aTpyiHEHHS C. . .

We have to admit that — Heobxoumo tpu3HaTh, 9TO. ..

Up till now we have received no replay — JIo cux mop MbI He MOJIyYHJIA OTBETA

We don’t share your point of view for the following reasons — M1 He pasznensem Barry Touky
3pEeHUS 110 CIEAYIOIIUM IPHYMHAM

In case of your refusal — B ciy4ae Bamiero otkasa

In case you fail to make payment — B cnyuae Heymiatel Bamu

In accordance with the contract enclosed — B cooTBeTcTBHU ¢ pHiIaraeMbIM KOHTPAKTOM

You write in your letter that - B Bamem nucsme Bbl numre. ...

Further you write - Jlaiee Bor murmre

Nevertheless — Tem He MeHee

Moreover —bonee Toro



SaksounTenbHbie ppaswl (Closing phrases)
We are looking forward to receiving your consent (approval confirmation) — Oxwunaem Bamiero
cornacust (OATBEPKIACHHUS, 000PCHHS)
We shall not fail to contact our organization — MsI He 3aMe UMM CBS3aThCS C HAILIMMH
OpraHu3anusaIMu
We are expecting your representatives to arrive for the talks — XKnem npuesna Bamero
MpEaACTaBUTEIA IJIA ,Z[aJ'IBHCfIH.IPIX IIEPEroBOPOB
Your prompt execution of our order would be appreciated — Byaem BecbMa npu3HaTeIbHbI 32
OBICTPOE BBINOJIHEHUE HAIICH TPOCHOBI
We assure you that we shall take prompt action to remedy the situation — 3aBepsiem Bac, 4TO MbI
npeanpruMeEM CpOUYHBIC MEPBI JJIs1 UCITPABJICHHA CO3AaBIICTOC IMOJIOXKCHHNA
We wish to maintain cooperation with you — Hageemcst moiepxiBarh COTpyAHUYECTBO ¢ Bamu
Up on receipt of the fax will you please inform us — ITo mony4enuto hakca IpoOCHM COOOIIHUTH
(napOpMHUpPOBaATH) HAC
Your early replay will be appreciated — Mb1 6yaem npusHateabHbI Bam 3a ObICTpBI OTBET
We are looking forward to hearing from you — Hageemcs nosiy4nth oT Bac oTBet B Ouimkaiiiee
BpeMs
If we can be of any assistance please don’t hesitate to contact us — [Ipocum oOparmaTscs K HaMm,
eciu Bam motpebyetcs momorib (comeiicTBure)
Yours faithfully, (Yours truly), (Yours sincerely) — C yBakeHuem

Oo0pa3sen Oustera Kk 3a4eTy AJIsl MAaruCTPAHTOB

I'po3HeHcKkHii roCyAapCTBEHHBIH He(PTAHOM TeXHHMYeCKHil yHUBepcuTeT uM.akal. M.JI. MuLIMOHIIUKOBA
HNucturyr "UHeTUTYT IM(PPOBOJ IKOHOMHMKH U TEXHOJOTMYECKOro NpenpruHUMaTe/JbcTBa’
I'pynna "I'MY"  Cemectp "1"

Jducunmiuna " leaoBoii aHramiickmii'"

Buier Ne 1
1. Enquiries
2. The Indefinite Tenses
3. Personal letter
[Hoanmucek npenogasarens Hoanucek 3aBenywuero kageapoi

8.YuebOHO-MeTOAMUYECKOE M HH(POPMALIMOHHOE 00ecieYeHHue TUCIUIINHBI

a) OCHOBHAsI JIUTEepaTypa
1. Aappromkun, A. I1. JlenoBoii anrmuiickuii 361k — MockBa: n3-Bo «Jlamkos u By, 2018. — 332
c.
2. http:Jlykuna, JI. B. Kypc anrnmiickoro si3bika st MaructpantoB. English Masters Course
[DneKTpoHHBIHN pecypc] : yuebHOe mocodue Uit MaruCTPaHTOB M0 Pa3BUTHIO U
COBEPIIEHCTBOBAHUIO OOIIUX U MPEIMETHBIX (J1€70BOI aHIMIMICKU s13bIK) KoMmneTeHuit / JI. B.
Jlykuna. — DJEeKTpOH. TEKCTOBbIE 1aHHbIe. — BopoHex : BopoHexxckuii rocyjapcTBEHHBIN
apXUTEKTYpHO-CTPOHUTENbHBIN yHHBEepcuTeT, DBC ACB, 2014. — 136 c. — 978-5-89040-515-9.
— Pexxum poctyma: http://www.iprbookshop.ru/55003.html//www.iprbookshop.ru/55003.html
3. Anemyruna, E. A. [IpodeccrnoHalbHO OPUSHTHPOBAHHBIN aHTITUHCKUHN S3BIK IS
MarucTpaHToOB [ DJIEKTPOHHBIN pecypc] : yuebHoe nocobue 1 By30B / E. A. Anemryruna, I'. K.
Kprokosa, JI. A. JlomkapeBa. — DeKTpoOH. TeKCTOBbIe JaHHble. — Hinkuuii HoBropos :
Huxeropoackuii rocyapcTBEHHBIN apXUTEKTYPHO-CTpOUTENbHBINA yHUBEpcUTeT, DbC ACB,
2016. — 96 ¢. — 978-5-528-00113-5. — Pexwum moctyma:
http://www.iprbookshop.ru/80825.html
4. boptuukoBa, T. I'. Business Correspondence in English (JlemoBast koppecnonieHus Ha
AHTITUHCKOM SI3bIKe) [ DNEKTPOHHBIH pecypc] : yuebHoe nocodue / T. I'. boptaukosa, U. E.
WnbuHa. — DIEKTPOH. TEKCTOBbIE JaHHbIe. — Tam00B : TamMOoBCKuUit TOCY1apCTBEHHBIIN
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texuudyeckuit yausepcutet, O9bC ACB, 2012. — 160 ¢. — 2227-8397. — Pexxum nmoctyma:
http://www.iprbookshop.ru/63929.htmi

0) 10MOJIHUTE/IbHASA JIUTepaTypa

1. Muxaiinosa, I'. 1. OCHOBEHI 1€7T0BOI KOPPECTIOHACHITMN Ha aHTJIUHCKOM SI3bIKE
[DnexTponHbIi pecypc] : yaeObHoe mocodue / I'. . Muxaiinosa, }O. B. CaBacTesiHOBa. —
DNEKTPOH. TEKCTOBBIE NaHHble. — HoBocubupck : HoBocuOUpCckuit rocyapCcTBEHHBIH
APXHUTEKTYpPHO-CTpOUTENbHBIN YHUBepcuTeT (Cubctpun), 9bC ACB, 2015. — 89 ¢. — 978-5-
7795-0735-6. — Pexxum nocryma: http://www.iprbookshop.ru/68805.htmlCkayats
OubmmorpaduuecKyro 3amnmuch

2. Bosixuna, E. 0. 'pammaTika aHTIuiickoro si3pika. [1oAroToBKa K HTOTOBO# aTTecTaIiu
[DneKTpOHHBIHN pecypc] : MpakTUKYM JiIsl 0aKaJaBpOB, CHEIUAIMCTOB U MaruCTPAHTOB BCEX
HarpaBjaeHui u cneruanbHocte / E. FO. Bosikuna, H. A.

3. Hecaeraiinosa, 1. B. Practical phonetics [3nekTpoHHBI pecypc] : y4eOHO-METOUUECKOoe
ocoOwue 1Mo MpakTUYecKor poHeTrke anrauiickoro s3eika / M. B. Hecseraitnona, C. I'.
HocbipeBa. — DIEKTpPOH. TEKCTOBbBIE IaHHbIE. — ApMaBHUp : APMaBUPCKHI rOCYAapCTBEHHBIN
negarorndeckuii yausepcurer, 2014. — 173 ¢. — 2227-8397. — Pexum nocryna:
http://www.iprbookshop.ru/54521.htmi

4. Mutsikuaa, O. B. AHIIIMHACKHIA SI3BIK TSI IEJIOBOTO OOIICHUS. DKCIPECC-Kype [ DIeKTpOHHBIN
pecypc] : yuebHOe ocobue st cTyneHToB Bcex hopm obyuenus / O. B. Mursakuna, 1. B.
[llepuna. — DneKTpoH. TEKCTOBbIE NaHHbe. — KemepoBo : KeMepoBCckuili TEXHOJIOTHYECKUMA
WHCTUTYT MHIIEBOU NpombinuieHHoCcTH, 2014. — 90 ¢. — 978-5-89289-856-0. — Pexxum
noctyna: http://www.iprbookshop.ru/61258.html

B) NPOrpaMMHO€ 1 KOMMYHHUKAIIHUOHHOE o0ecrieyeHne
1. Matepuansl Ais Ip. 3aHIATHMH, B T.4. TIEPEBOJI TEKCTOB Ha (PMHAHCOBBIE TEMBI
2.Vcnonb3oBanue MuTepHeT-pecypca

9.MarepuanbHO-TeXHHYECKOEe o0ecrevyeHue T CUUIIIMHBI

nunradonHb Kadbuuet «Living English».

- YUTaJIbHBIN 3a)1 U aboHeMeHT Onbmnoreku I THTY;

- WHTEpaKTHBHAas J0CKa,

- KOMITBIOTEPHI JUISI CAMOCTOSITEIIbHON pa0OThl MATUCTPAHTOB (JIOCTYII K CETH
WuTepHer).
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CocraBurenb:

-
K.ILH., IOUEHT MexdakyabTeTckoi S361K0B0i Ka(enpsl W /Axaepa X.A./

COI'TACOBAHO:
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