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MNOSACHUTEJIBHAS 3AITIUCKA

[TpakTHdeckue 3aHATHS SBISIFOTCS 0053aTeIbHON YacThI0 00Pa30BaTEIBHONM MPOTPAMMBI CPETHETO
npodeccuoHanbHOTO 00pa3oBaHus, obecrneunBaroliell peanuzanuio DenepalbHOTO TOCYJIAPCTBEHHOTO
o0pa3oBaTenpHOTO CTaHAapTa cpenHero mpodeccuoHambHoro obpazoBanus (PI'OC CIIO) u
MPEJCTaBISAIOT €000l BUA Y4YeOHBIX 3aHATHH, OOECHEUMBAIOIIUX MPAKTUKO-OPUEHTUPOBAHHYIO
MOJITOTOBKY O0YYaromuxcsl.

[{enbto MPaKTUUECKUX 3aHSATUN SIBISIETCS MPAKTUKO-OPUEHTUPOBAHHOE YCBOCHHE 00YUYaIOUIMMUCS
TEOPETUYECKHX 3HAaHUH ©  (QOpPMHpPOBaHHE yMEHUH, OOECIEeYMBAIOIIUX KBATH()UINPOBAHHYIO
npodeccuoHaNbHYI0 AEITEeIbHOCTD CIEIIHATUCTOB.

Conepxanne yueOHoi mucuumuiiabel CI.02  VHOCTpaHHBI S3bIK B IPOQECCHOHATHLHON
NEeSITeIbHOCTH CIIOCOOCTBYET (POPMUPOBAHMIO CIEAYIOIIUX KOMITETEHIUI.
obwue:
OK O01. BeiOupaTth crnocoObl pemeHusi 3aaad Tpo(ecCHOHATbHON ACSATEIIBHOCTH MPUMEHUTEIBHO K
Pa3IMYHbIM KOHTEKCTAM.
OK 02. Mcnonb3oBaTh COBPEMEHHBIE CpPEICTBA IMOKCKA, aHAIM3a M WHTEpIpeTanuu WH(OpMalUd U
MH(POPMAIMOHHBIE TEXHOJIOTUH JUTSI BBITIOIHEHUS 33,124 TPO(PECCHOHATLHOMN IeATEIIbHOCTH;
OK 09. Ilonb3oBatbes mpohecCHOHANBHOM JOKYMEHTAIlMel Ha TocyJapCTBEHHOM W HHOCTPAHHOM
SA3BIKAX.
1.3. TpeOoBaHus K pe3yabTaTaM OCBOCHUS Y4eOHOM TUCHUILINHBI:
B pesynbpraTe ocBOeHUS yueOHON AUCIUIIIMHBI O0YUYaAIOLTUIICS TOMKEH YMeTh:
VY1 obmiathes (yCTHO U MUCBMEHHO) HAa MHOCTPAHHOM SI3bIKE Ha MPO(EeCcCCHOHANBHBIE U TOBCETHEBHBIC
TEMBI;
VY2 nepeBoauTh (CO CI0BAPEM) HHOCTPAHHBIE TEKCTHI IPO(ECCUOHATLHON HAPABICHHOCTH;
VY3 caMOCTOSTENBHO COBEPILIEHCTBOBATh YCTHYIO U IUCHbMEHHYIO PEUb, IONOJHATh CIOBApHBIiL 3amac.
B pe3ynbrare ocBoeHUs y4eOHOM NUCHUIUIMHBI O0YYaIOIHICS TOMKEH 3HATh:
31 nexkcuueckuii (1200 - 1400 nexcuyeckux €UHUIL) U TPaMMaTHUYECKU MUHUMYM, HEOOXOIMMBIN JUIs
YTEHUS U TIEpeBo/a (CO CI0BapeM) HHOCTPAHHBIX TEKCTOB MPo¢deCCHOHATbHON HAPaBIEHHOCTH.
1.4.11pomeskyTouHasi aTTecTanusi mpoBoauTcsi B opme 1 depeHIMPOBAHHOIO 3a4eTa.



CTHnib 1€710BOr0 nucbmMa

Ctunb 71e7n0BOM KOPPECHOHJEHIIMM TOCTOSIHHO MEHSIETCSl C KaKIbIM TOJIOM OH Bce Oolee
YIPOIIAETCs U CTAHOBUTCSI MeHee (POpMalbHBIM U YOTIOPHBIM.

Bort HekoTopeie ocobeHHocTu ctulist JenoBoii KoppecnonaeHuuu:

1. Kaxayro HOBYIO TeMy HauMHaWTE C HOBOrO ad3ara.

2. Huxorga He ucnomnb3yiite MeTadopbl, CpaBHEHUS, AJUIETOPUH, €CITU HE YBEPEHBI B TOM, UTO OHU
OyIyT MPaBUIIBHO MOHSTHI BAIlTIM KOPPECIIOHACHTOM.

3. OrnaBaiiTe npeanovYTeHne KOPOTKUM U MPOCTHIM (hpazam.

4. He ucnonb3yiiTe MacCUBHBIN 3aJI0T, €CIIM MOYXHO OOOMTHCH aKTUBHOHM (hOpPMOH TJiarosna.

5. 1 nuno ex. yucna MoXeT ObITh UCHIOIB30BAHO TOJIBKO YETOBEKOM, 00JI1a1al0IIKUM MTOJIHOMOYHUSIMH,
MIOTOMY YTO OH COOOIIAE€T O CBOMX JIMYHBIX JEHCTBUIX U PEUICHUSX, MPEACTABIAIOMIUX ero GupMy WiH
OpraHu3aLuIo.

6. Hcnonp3yiite Hanbonee ynorpeOUTEIbHbIE B AENOBON IMEPENHCKe 3aKII0YUTENbHbIE (HOPMYIIBI
BEXJIMBOCTH:

7. Yours very truly, Very truly yours, Yours sincerely, Sincerely yours, Yours faithfully.

8. Bame nuceMo OyneT NpUSATHBIM AJs YTEHHs, €clii ciioBa “‘you”, “your”, “yourself”’ OymyT
HCITOJIb30BaHEbI Yalle, 4eM ciioBa “I”’ u “we”.



Oo0pa3en 1eJ10BOT0 CTHJIA
Dear Sirs,

We want to tell you how pleased we were with your order because it represents our first dealing with
you.

We have always felt that our high quality merchandise should have a ready sale in a fashionable shop
like yours.

It is our hope that this first transaction will be the beginning of long and happy relations; you can be
sure that we will do our best to satisty you.
Yours faithfully,

YBaxkaeMblIe TOCIIoa,

Mel xoTHM co00IMTHL Bam, uTo MBI 04eHb Osarogapasl Bam 3a Barn 3aka3, Tak Kak 9T0 Hallla repBas
o01as cruenka.

MbI Bcerza 3HallM, YTO HAIlM BBICOKOKAYECTBCHHBIC TOBAphl OYIYT XOPOIIO MPOJABATHCS B TAKOM
¢denreneOeTPHOM Marasune, kKak Bamr.

Mgz1 HaaCEMCs, 4TO 3Ta CACJIKA CTAHET HadaJioM JOJITUX M B3aMMOBBII'OAHBIX 0THOH.ICHPII>1; MOXECTC
OBITh YBCPCHBI, YTO MbI CACTIA€M BCC BO3ZMOKHOC, yT00KI BBI OBLIIH JOBOJIbHBI.

C yBaxxeHuewm,



OcHoBHbBIE 3J1EMEHTHI 1€JI0BOr0 MUChbMa

The main parts of a business letter

BUSINESS INFORMATION CENTER
LONDON WC 1A 2TR BLOOMSBURY WAY
Telephone 01242
Telex 436543

DA/MG

The Polish Foreign
Trade Enterprise TOREX
00 - 356 Warszawa
ul. Asfaltowa 6
06/12/1996

Attention Mr. J. Gorski
Dear Mr. Gorski

PRICE LIST

Due to worsening rates of Exchanges, we are
obliged to produce a new price list for
Publication on 1997./01/01. Therefore, may we
ask you if your Enterprise is planning any price
increase in the near future.

Your prompt reply in this matter would be
appreciated.

Yours sincerely,
For Business Information Center

Ms. D. Anderson
Secretary.

Heading
3aconosox

Reference
Cevinka
Inside Address
Aopec
noxyyameins

Date — [lama
Attention line
Obpawenue
Salutation
Tpusemcmeue
Subject line
Tema nucvma
Body
Cooeporcanue
nucbma

Close
Saxnrouumenvh
as
¢pasa
Signature
Toonuco



CTpyKTypa 1eJI0BOr0 NMCbMa

ITanka
HUCbMa

Alipec

Qobpazeu.:

Department of Material Science and
Engineering

University of Virginia

ornpasutens Thornton Hall

Charlottesville, VA 22903-2442
TEL:804-982-5641
FAX:804-982-5660

Hara September 20,1994
Anpec Dr. A.S. Korsakov,
nonyuatenst  Kursk Inst. of Physics and Tech.
305016 Kursk
Dimitrova street,25
Russian Federation
BerynurensHoe Dear Dr. Korsakov
oOpareHue
Dopmyna

BexsmBOoCcTH  Sincerely yours,
bnox noanucu Nelly Wanty (Mrs.) p.p.

William Johnson

Texkct
UchbMa

I made several attempts to contact you, via
telephone and e- mail, about your copyright forms
for each of the attached manuscripts. The deadline is
approaching and we do not have sufficient time to
collect your forms. I have gone ahead and signed
your form so that your manuscripts may be included
in the PTM94 Proceedings. Otherwise, we would
have had to withdraw your papers.

Please sign and return the attached copyright
forms as soon as possible so that we may have a
copy on file with your original signature.

Thank you for your prompt attention.




Active vocabulary:

attempt MOMBITKA, P00, OBIT
copyright aBTOPCKOE MPaBo

forms ONaHKN

attached manuscripts npusaraemMas pyKoIruch
deadline KpallHHE CPOKU

approach npuOIIMKEeHne, OJIX0]
Sufficient JIOCTaTOYHBIA

to collect forms cobuparb, BOCTpeOOBAThH

to sign a form MOJNKUCATh OJTaHK

to include BKJIFOYATh, 3aKJI0YATh, COJIEPIKATh
otherwise UHaue, Mo-Jpyromy

to withdraw B35Th 00paTHO, CHATH CO CueTa
signature [IOIIUCH

» YipaxkHeHHe.
Pa3mecTrTe B IpaBUJILHOM NOPSIIKe ajJpeca, 1aTy, BCTYNUTeJIbHOe 00pallleHne, TEKCT, (hopmyJry
BEKJIMBOCTH 0JIOK HOJIIMMCH:

Dear Dr. Fedin,

We have just received your above-mentioned article for publication. On behalf of Elsevier Science, I
would like to take this opportunity to thank you for choosing our journal as your publishing medium.

From the details supplied by the journal editor, we have logged your address and, if available, your e-
mail, phone and fax number. Please check that the details are correct and complete so we can contact you
quickly if necessary.

Enclosed you will find a copyright transfer and offprint order form.

< Copyright transfer: Articles are accepted for publication on the understanding that authors will
return a transfer of copyright agreement to the publisher. Please read and complete the form, and return
the original by mail.

ELSEVIER SCIENCE
Log-In Department
Sara Burgerhartstraat 25
1055 KV Amsterdam
The Netherlands

Tel (+31) 30 885 3900

Dr. A. A. Fedin

Kursk Inst. Of Physics and Tech.
National Science Center
Dimitrova St. 25

305016 Kursk

Russian Federation

Amsterdam, 30 November 2003
Phone: 572 536203

Fax: 572 533858
E-mail: fedin@kipt.kursk.ua

Elsevier Science


mailto:fedin@kipt.kursk.ua

A.D. Briffin
Administrator

Fax: +31 29 485 2521

Yours sincerely,

Active vocabulary:

editor
available
complete
contact

to enclose
copyright
offprint
to accept
original
publishing medium
to log

peakTop

JIOCTYIIHBIN, UMEIOLLMICS B
HAJIMYUU

MOJTHEIN, 3aKOHYCHHBIN
CBSI3aThCS

BKJIaJIbIBATh (B MMCHMO), IPUJIAraTh
aBTOPCKOE MPaBo
OTJIEJIbHBIN OTTUCK CTaThU
MPUHUMATD

OpUTHHAJI, TOJTMHHUK
OIyOITMKOBaHKE

BBIOMpaTh
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B mocoOum mpencraBieHa mMoA0OpKa TMHCEM, KOTOpBIE dYallle BCErO BCTPEYAIOTCS B JCIOBOM
KOPPECCIOHACHIIUN U KOTOPLIC, BO3MOXXHO, BaM MPUACTCA MMUCATh.

DTO0 TakuMe TMHCbMa Kak MUChMO-3alPOC O TOCTYIUIGHHH Ha paboTy, pe3loMe, MUChMO-3allpoc O
MOCTaBKEe TOBapa, MMCbMO-3aKa3, PEKIIAMHOE TUChbMO, THChMO-U3BUHEHHE, ITMCbMO-TT03/IpaBIICHUE.

JlesioBasi KOppeCHOHAEHIINS,
CBSI3aHHAS € MOCTYIVIEHHEM
Ha paloty

[IpaBunpHO HamucaHHas JEJI0Bask KOPPECIIOHJCHIUS JODKHA OBITh TaKOW, YTOOBI NMPOYMTaB €€,
paboToaarens MPUIIE K 3aKIIFOYCHUIO, YTO BBI M €CTh TOT YeJIOBEK, KOTOPBIH eMy HYKEH.

C noMo1p10 MuckMa-3amnpoca Bl COO0IIAaeTe O CBOMX 3HAHMSX, HABBIKAX M OCOOCHHOCTSIX.

Bame mmceMo BbIMrpaer, ecim OyAeT aJpecoBaHO HE MPOCTO AHOHUMHOMY YIIPABISIONIEMY, a
KOHKPETHOMY YEJIOBEKY M IIPU ATOM BO BCTYNHUTEIHLHOM OOpaleHU OyIeT CTOSATh UMS M (paMIITUS 3TOrO
YeJIoBeKa.

ITucbMo-3anpoc 0 MOCTYIVIEHUH HA PadoTy

Dear Dr. Sheldon:

Please consider me for the position of mathematics instructor in your high school. I am not only well-
grounded in mathematics and the liberal arts, but have the skills to motivate students to learn.

The best teachers I have had were all knowledgeable of their subject matter and capable of imparting
their knowledge to students. They also loved teaching profession. I am of the same mold. I challenge
students to go beyond self- imposed barriers to learning, and provide them with the encouragement and
knowledge to do so.

My teaching practicum showed me that mathematics is a dreaded subject for many students. With my
joy for teaching and ability to illuminate math concepts, I will impart my enthusiasm and knowledge to
your students. Mathematics class will not be dreaded; it will be eagerly anticipated.

Thank you for your consideration.

Sincerely,

VYBaxkaemsii jokTop Lllennon:

[Toxxanylicta, pacCMOTPUTE MOIO KaHAMIATYpy Ha JOJLKHOCTH MPENOoJaBaTellsl MaTeMaTuky B Bameit
BbICILIEH MIKOJIE. Sl HE TOJIKO MMEIO0 XOpOIlKE 3HAHUA 110 MaTeMAaTUKEe M T'yMaHUTAPHBIM HayKaM, HO U
yMero o0y KAaTh MIKOJIbHUKOB YUUThHCS.

Jlyumue yuurens, KOTOpble y MEHs ObUIM, XOPOILO 3HAIMU CBOM MPEIMET U yMENHU MOAETUTHCS 3TUMU
3HAaHUSAMM CO IIKOJIbHUKaMH. OHU JII0OMIM CcBOIO mpodeccuto. I TouyHO Takol xe. 51 Opocaio BbI3OB
Y4EHHKaM, 3aCTaBJIsisl UX MIPEOI0JIeBaTh MPEMATCTBUS, OOMIPSIO UX U a0 UM 3HAHMS JUJIsl 3TOTO.

Moii onbIT mpenopaBaTens IOKa3ald, YTO OOJBUIMHCTBO MIKOJIBHUKOB CUYHMTAIOT MAaTeMaTHUKY
yKacHbIM nipeamMeToM. C MOUM JK€TaHUEM YUYHUTh U CIIOCOOHOCTSIMM MPOJIMBATh CBET Ha MaTeMaTHYECKHE
KOHIIETILIMY, 51 TlepefiaM CBOM SHTY3Ma3M W 3HaHMA BammM ImKonbHHKaM. YpOK MaTeMaTHKu OyneT
MHTEPECHBIM, €ro OyIyT KAaTh C HETEPIIEHUEM.

Crnacu00 3a BHUMaHHUe.

Hckpenne,

Active vocabulary:
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to consider smb. for the
position

knowledgeable

to impart one’s knowledge
to challenge students

to go beyond self-imposed
barriers

to  provide with  the
encouragement

dreaded

to illuminate

concepts

to impart enthusiasm

paccMaTpuBaTh KaHAMAATYpY Ha
JIOJI’KHOCTD

3HAIOIIUI XOPOIIIO

JCIINTHCA 3HAHUAMUAU

OpocaTh BBI30B CTyICHTaM
3aCTaBUTh MPEO0IETh
MIPETISITCTBUS

MOOMIPSTH KOTO-IH00

Y KaCHBIN

MPOJIUBATh CBET
KOHIISTILIUU
nepeaBaTh SHTY3Ha3M

12



» YipaxxkHeHue

1. IlepeBeauTe MUCHMO HA AHTJIHIICKUH A3BIK:

YBaxkaemble TOCIOa,

JIOJIKHOCTB acCCUCTEHTa

Byny pan, ecnu Bl npuMeTe BO BHUMaHUE TO, YTO MOHM HAaBBIKM U YMEHHS COOTBETCTBYIOT Bamum
TpeOOBaHUSM.

Co MIKOJBHBIX JIET ST CTPEMHUJICS CTaTh PaOOTHHUKOM U3MATENbCKOW (PUPMBI, U €CIIH 5 TOIYy4dy 3Ty
JOJKHOCTB, S ClIeNal0 BCE OT MEHA 3aBHCsILEe, YTOOBI MPEJaHHO U C SHTY3Ha3MOM CIY>KUTh Bam.

51 mory mpuiitu Ha coOecefoBaHUE B JII0OOE BpeMsi M MpUIIAral0 K 3TOMY MHUCbMY OTKPBITKY C
oOpaTHBIM aJIpecoM B HaJEK/e, YTo Bl coodiuTe, Koraa MHE IPUNTH.

C yBaxkeHHEM

2. CocTaBbTe MHCHMO-3aMIPOC O MOCTYIUIEHHH HAa PadoTy, HCHOJb3Ys caenymouie Gppa3bi:
"Please consider me for the position of a manager".

"I have graduated from the faculty " Administration and Public Relations" on specialty " Manager" of
one of the prestigious institutes of Kursk-- MEBIK."

"I am considered by those who know me to be alert, intelligent and well-informed."

"My education, which I get during my study at MEBIK, corresponds your demands completely."

"I'll be very pleased if you call me. My telephone number is----.

Sincerely,

Pesrome
K nucbeMy-3anpocy o nocTynjaeHuu Ha paboTy OOBIYHO MPHIIAraeTcsl pe3toMe.
Pestome - 3TO KpaTkoe wu3NOKEeHHE Ouorpaduu uenoBeka, HHopmanus o0 0Opa3oBaHUU H

KBaJ'II/ICI)I/IKaLII/II/I, 0 HIpeAbIAyHIUX MECTax pa6OTH, O BJAACHUU HHOCTPAHHBIMH A3bIKAMH, OIIMCAHUC
HaBBIKOB U CHOC06HOCTCI71, JIMYHBIC JaHHBIC, MHTCPCCHI.

IIpumep pesrome:

Ivanova Elena Vasiljevna HNBanosa Ejnena BacuibeBna

Dimitrova street 91, ap. 23 VYnuna Jumurposa 91, kB. 23

305000 Kursk 305000 Kypck

Russia Poccust

Phone: (0712) 567656 Ten: (0712) 567656

Personal Data JUYHBIE JAHHBIE

Birthday: January 6, 1978 Jara poxnenus: 6 suBaps, 1978

Birthplace: Kursk city, Russia Mecto poxaenus: ropoa Kypcek,
Poccus

EDUCATION OBPA3OBAHUE

1995 -2000 Management, 1995 -2000 Kypckuii MHCTUTYT

Economics and Business Institute of MeHemKMeHTa, 5SKOHOMHUKHA |
Kursk (Department of Economics) OusHeca

Courses: English, Computer (SKOHOMHUYECKUU (aKyIbTET)

Science, Theory of Economics, Ilpeamersl: aHIIMNWCKHIA S3BIK,

Philosophy. nH(pOpMaTHKa, SKOHOMHYECKAs
Teopus, punocodus.

Master Thesis: ““ Linguistic Aspects  Jlunomnast paborta:

of Business Correspondence” «JIuarBUCTHUECKHE
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Written in English 0COOEHHOCTH JIEITOBOM

KOPPECTIOHICHITHI)

SPECIAL SKILLS MNPO®ECCUOHAJIBHBIE
HABBIKHA

Computer skills: 3unanmue I1K:

Hardware: IBM PC IBM PC

Software: Microsoft Word, Excel, [IporpammHuoe obecrieueHue:

Stylus, e-mail, Internet Microsoft Word, Excel, Stylus,
e- mail, Internet

Languages: HNuocrpanubie SI3BIKHU:

Russian--  spoken and  written aHraMiickuii -cBOGOIHO

English - spoken and written

> YipakHeHue
1. CocraBbTe cBOE pe3oMme.
2. IlepeBeauTe Ha pycCKUil A3bIK 00pa3ell pe3lome:

MICHAEL BROWN

R.D. 5 Box 66

Lebanon, NH 04855

(605) 657 0909

EDUCATION

Topeca Public College ( Topeca, Kansas) B.A. in History, minor in Psychology, May 1994
L'Universite de Lyon (Lyon, France) During 1992 was enrolled in one-year exchange program through
the French Collegiate Consortium (FCC). Studied language, culture and history of France. Familiar with
French.

INTERPERSONAL SKILLS

Restaurant and retail work experience included serving customers during busy tourist seasons; sailing
and windsurfing instructor: lectures to large groups as well as private lessons for all ages from beginning
to racing levels; tutored high school students: lived with French family for a year.

--Work effectively in time pressured situations

--Interact effectively with peers, subordinates and superiors

--Can maintain group cooperation and support

--Adaptable to new environments

RESEARCH and ANALYTICAL SKILLS

Strong research and writing skills developed through writing of extensive term papers in history and
psychology; quantitative analytical skills gained by coursework in microeconomics, biology and
chemistry; critical thinking strengthened by philosophy, religion and American government coursework.

--Strong record of setting and achieving personal goals

--Organize and synthesize facts creatively

--Proficient in written communication

EMPLOYMENT

Selfin Sailing Center, Boston, MA (Summer 1993)

Sailing Instructor: Taught sailing and windsurfing; managed finances and handled scheduling.

Bentley's Restaurant, Ithaca, NY (Winter 1990)

Waiter

14



busnec-koppecnoHaeHuust
Bbl moctynuiu Ha paboty, kKoTopas TpeOyeT YMEHHs COCTaBJIsATh JEJIOBbIE MHCbMA M OTBEYaTh Ha
HHX. I[anee MMPpEaACTaBJICHBI O6pa3I_ILI TPAAULIUOHHBIX JCITOBBIX IMUCCM.
IMucsmo-3anpoc
HI/ICbMa-3aHpOCH IIOMOT'YyT BaM IIOJIYYWUTb KaTaJIOTH, KHWUI'H, Y3HATb CPOKH JOCTABKH. ITnceMmo
JOJKHO OBITh YETKUM, KOHKPETHBIM, KPATKUM U, KOHEUHO, IETUKATHBIM.

Dear Sirs,

We have learned that you have available 20 text-books on English language for the students of
economics faculty.

There is a steady demand here for high-class goods of this type. Sales are not high.

Will you please send your catalogue and full details of your export price and terms of payment,
together with any samples you can let us have.

We look forward to hearing from you.

Yours faithfully,

YBaxkaeMblIe TOCIIoa,

Hawm cTano uzBectHo, 4TO Bbl UMeeTe B HAMMUuu 20 yd4eOHUKOB 1O aHTJIMHCKOMY SI3bIKY JJISl CTYIEHTOB
SKOHOMHUYECKOTO (haKyJIbTeTA.

VY Hac IOCTOSIHHO MOSBJISIETCS CIIPOC HAa BRICOKOKAYECTBEHHBINM TOBAp Takoro poja. O0beM mpoaaxk
HE OYCHb OOJIBIIOMH.

[Tpunute HaM, MOXKaIyiicTa, CBOM KaTaJlOTH ¢ MOJHON HH(pOpMalueil OTHOCUTEIHLHO SKCIIOPTHBIX
IIEH, YCIIOBHH TUTATEXka, a TAK)KE HEKOTOPBIE 00PA3IIbl U3ICIIHIA IO CBOEMY YCMOTPEHHIO

ITpocrM OTBETHUTS.

C yBaxxeHuewM,

15



Active vocabulary:

available

demand

to be in demand
demand for high-class
goods

catalogue

export prices

terms of payment

We look forward to hearing
from you

sales

sample

HMEIOITUIACS B HAIMYHUH,
HaAJIMYHBINA

TpeboBaHue

MOJIb30BATHCS CIIPOCOM

CIPOC Ha BEICOKOKAYECTBEHHBIHN
TOBap

KaraJor

SKCHOPTHBIC IIEHBI

YCIOBUSA IUIaTEXa

MPOCUM OTBETHUTH

o0BeM mpoaax
oOpaserl (TOproBbIi)

» YrnpaxHeHHe

IlepeBennTe HA PyCcCKMii A3BIK MICHMO-32NPOC 0 MOCTYIJIEHUN HA PadoTy:

Dear Mr. Davis

I saw your advertisement for an Export Manager in the Daily Herald of 7 March and I would like to

apply for the position.
I would be grateful if you could send me an application form and further information about salary and

working conditions.

I look forward to hearing from you in the near future.

Yours sincerely

(signature)
Active Vocabulary:

application 3asIBJIICHUE
grateful OnarofapHsblIif,
position MIPU3HATEIIbHBIN
salary JOJKHOCTh
to send JKaJIOBaHbE, OKJIA
I look forward to MOChLIATh
further information S c HeTeprieHneM X1y

JOITIOJITHUTCIIBHBIC CBCACHU A
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> YrnpaxHeHHe

IlepeBeaure TEKCT MUCbMA:

Dear Sirs,

You will be interested to hear we have been able to obtain a further supply of Brazilian Coffee of the
same quality as that supplied to you last year. The total consignment is only 1,000 Ib, and we are pleased
to offer it to you at 5/6 per 1b. with the increase in freight costs which become effective this week, the
next consignment will be dearer, so we recommend you to take prompt advantage of this offer, which is

firm for three days only.
Yours faithfully.

Active Vocabulary:

You will be interested to hear
to obtain 1,000 Ib-pounds
further supply

to supply

total consignment

We are pleased to offer

the increase in freight costs

to take prompt advantage of
this offer
to be firm

Bawm Gyzner nnTepecHo y3Hathb
[Tomyuats 1000 pyHTOB
HOBOE IPEAJIOKEHHE
MOCTABIIATh

oO11ee KOJIM4eCcTBO

MBI pajbl IpeAJIOKUTH
HOBBILLICHNE LeH Ha
TPaHCHOPTHBIE YCIYTH
He3aMeJIUTENIbHO
BOCIIOJIb30BaThCS TUM
HPEeATIOKEHUEM

UMETb CUITY
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OTBeT Ha 3anpoc
OTBeT Ha 3a1poc TOJKEH MOJI0KHUTh HAYAJIO TOJITOMY B MTPOAYKTUBHOMY JIEIOBOMY COTPYTHHYECTRBY.
OTBeuast Ha BOTIPOCHI, CIIEAYET JIaTh TOYHOE OMKMCAHHUE TOBAPa, IO BO3MOXXHOCTH COTPOBOIHTH €T0
dboToMaTepuaIaMu UM 00pa3IaMH.

Oo0pa3zen nucbma:

Dear Sirs,

We thank you for your letter and have pleasure in enclosing our catalogues.

We think that the beauty and elegance of our designs coupled with the superb quality should appeal to
the discriminating buyer.

We shall be happy to execute your orders on our usual terms —2,5% at one month, or 3,5% for prompt
cash, and trust this be the beginning of a long and mutually profitable connection between us.

We like to help our customers in every way possible and hope you will not hesitate to write to us
whenever we can be of use.

Yours faithfully,

YBaxkaeMblIe TOCIIoa,

bnaronapum 3a Bailie TMCbMO U MPUJIaraéM Hallld KaTajJory.

MpbI gymaeMm, 4TO 3JIETAaHTHOCTh, XOPOIIMK TM3aliH M MPEKPACHOE KA4eCTBO YAOBJIETBOPSAT CaMOIO
TpeOOBATEIBHOTO OKYTIATENS.

Msi OyieM pajibl BRITIONHUTE Balll 3aKa3 HA HAIIUX OOBIYHBIX YCIOBUAX -2.5% IpH OIjIaTe B TSUCHHE
Mecaua unu 3.5% mnpu omiare cpa3y ke HATMYHBIMHU.

MBpI BepuM, 4TO 3TO TOJIBKO HAYAJIO HALIKUX JOJITOCPOYHBIX U B3aUMOBBITOAHBIX OTHOIICHUH.

MpI TOTOBBI BCAYECKH TOMOTaTh CBOMM KJIMEHTAaM U HaJI€eMCs, YTO BBl O€3 IPOMEAJICHUSI COOOIIUTE
HaM, MO>KEM JI MBI OBITh BaM MOJIE3HBIMU

C yBaxxeHuewm,

Active vocabulary:

to enclose TIpHUJIaraTh

to execute UCHOJHATD, BEIIIOJIHATH

prompt HEME]IJICHHBIN, CKOPBIN

cash HaJIUYHbIC

profitable MPUOBLTBHBIN, BHITOHBIN

connection CBSI3b, OTHOIIICHUS

hesitate KoJiebaHue, MPOMEIJICHUE

superb quality BBICIIEE KaYECTBO

discriminating buyer TpeOOBATENbHBIH,
pa300pUMBBIA TTOKYTIATEIh

» Yrnpa:kHeHue
Hcnoan3ys odpaseu, nepeBeaurTe 1aHHbIE (pa3bl HA AHIVIMHCKHUI A3bIK, O0pamiasi BHUMaHHUe
HA OKOHYaHHUE NMOPSAAKOBBIX YHCIAUTEIbHBIX:
Your telex of 20" February
. Ballle MMCbMO OT 15 oKTAOps
. HaIie nmucbMo ot 14 HosOps
. Ballle MJIaTeKHOE MopydeHue oT 1 mapra
. Halll TEJIEKC OT 2 ampenst
. Ballle U3BEIIECHUE OT 3 SIHBAPS

DA W N =

» Yrpa:kHeHue
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IlepeBenure HA AHIVIMICKUI SA3bIK CTAHJAAPTHBIE (DOPMYJIHPOBKHU /1€JI0BbIX MU CEM:
. M1 nonyuniin Banie nucbmo.

. bnarogapum 3a nucemo.

. B otBet Ha Bame nucbmo.

. MBI COBEpILIEHHO YBEPEHBI.

. B nonosiHeHMe K BBIIEYKa3aHHOMY.

. B cBs13u ¢ Bameit mpocb00ii.

. OxunaeMm Bamiero cornacus.

. M1 OyieM npu3HaTeIbHbI 3a OBICTPBIN OTBET .

. C yBaxxeHueM.

O 001N N KW —
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IucsMmo-3aka3

[IpakTHuecku Bce TUIIBI KOPPECIIOHAEHIIMN, PACCMOTPEHHBIE HAMU, HALIEJIEHbI Ha TOCTH)KEHUE OJTHON
€JUHCTBEHHOU IIEJIN - 3aKa3a.

[Toxynarenb, MOCBHUIAIOIIMKA 3ampoc, AeNaeT 3TO MOTOMY, YTO XOYeT MPUOOpecTH 4To-1ubo, T.e.
caenath 3akas. [Ipogasel, 3aHUMAOIIMIACS PACCBUIKOW MUCEM-IIPEIIOKEHUM, HAIEETCS HA TO, YTO 3TH
MKMChbMa MPUBEAYT K 3aKa3zy.

CrenuanbHOE MUCbMO-3aKa3 KOHKPETH3UPYET CUTYaIMIO 3aKa3a, YTOUHSET AeTalid, OJarogapur 3a
MIPEAJIOKEHUS WU MPUCTAHHBIE PACLEHKHU U KaTaJOr!.

Dear Sirs,

Thank you for your letter of January12th, which you sent us with the details of your plastic wire.

We have now seen samples of these goods and are prepared to give them a trial, provided you can
guarantee delivery on or before Marchlst.

The enclosed order is given strictly on this condition, and we reserve the right of cancellation and
refusal of delivery after this date.

Yours faithfully,

VYBa)kaeMble rocnoja,

bnaronapum Bac 3a Barie nuchbMo ot 12 sHBaps ¢ HOAPOOHBIM ONMKUCAHUEM BaIlUX IUIACTMACCOBBIX
W3JIETHN.

[Tocne Toro, kKak Mbl YBUJENIN 00pasLibl 3TOr0 TOBApa, Mbl TOTOBBI Pa3MECTUTh ITPOOHBIH 3aKa3, Mpu
YCIIOBUU IIOCTAaBKH 1 MapTa wiu paHee.

[Tpunaraemsblii 3aKa3 1e1aeTcsi CTPOro Ha ATOM YCJIOBUH, U MbI OCTaBJIsIeM 3a cOOO0M MpaBo 0TO3BaTh
€ro M 0TKa3aTbCsl OT MOCTaBKHU M1OCJIE UCTEUEHUS 3TOM 1aThl.

C yBaxxeHuewm,

Active vocabulary:

samples 00pas3IsI

provided IIPU YCIIOBUHU

delivery MTOCTaBKa, JIOCTaBKa
guarantee rapaHTus

enclosed order MpuiaraeMbli 3aKa3
condition yCIIOBHE

we reserve MBI COXpaHsIeM, pe3epBUPYEM
cancellation OT3BbIB, AaHHYJIMPOBAHUE

to refuse OTKa3bIBaTh

MHorue GupMbl 0hOpMIISIIOT MHCbMa-3aKa3bl JOBOJIBHO MPOCTO.

BonpmmHCTBO 3aKa30B /IeNaeTCsi Ha CHEIMaIbHO OTIIEYaTaHHBIX OjlaHKaxX. BaM Hy»XHO BCero JIMIb
3aMOJIHUTh TakoW OJaHK, BIUCAB HY>KHbIE Ipadbl HAMMEHOBAHMS TOBApa, KOJMUYECTBO HK3EMILIAPOB,
LIEHY, CPOKHU croco0 nocTtaBku. [IpenmyiiecTBOM nedaTHbIX GOpMYJISpOB SBISETCS TaKKe U TO, UTO BCE
OHHU MPOHYMEPOBAHBI JUIs y100CTBa BEJICHUS JaJIbHEHIICH MepenucKu.

Order Ne 436

Please supply: 50 copies “The Great General” at a price of & 15 less 5%
Delivery: prompt, carrier

WILLIAM HUGH Ltd.

A.S. Wills
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3aka3 Ne 436

[Toxanyiicta, nmpenoctaBbTe HaM S50 3K3eMIUIAPOB KHUTH «Benukuii reHepan» mno neHe &15 co
ckukoitS % .

JlocraBka: HEeMeIJIEHHO, KYPhEPOM.

WILLIAM HUGH Ltd.

A.C. Buic
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ITncbMo0 0 MOCTaBKe TOBapa
[Tocne momyuyeHus 3akasa nepenucka 0ObIYHO MPOJOIKAETCS -3TO MOTYT OBITh MMCHhMA O MTOCTABKE
TOBapa.

Dear Sirs,

Your order of April 13" has duly received, and is having our immediate attention.

We hope to dispatch the goods on Friday next, and I am sure they will give you every satisfaction.
Thanking you very much, and trusting to be favored with any further orders you may require.
Yours faithfully,

YBaxkaeMblIe TOCIIoa,

Bam 3aka3 ot 13 anpesns mojiydeH BOBpeMsi, U MbI Cpa3y K€ MPUCTYIMAEM K €r0 BBIIIOJIHEHHIO.

Mpbl HajgeeMcsi OTHPaBUTH TOBAp B CIEAYIOUIYHO ISATHULY M HE COMHEBAEMCS, YTO OH BaM
MTOHPaBUTCH.

bnarogapum Bac u HajeeMcs, YTO 3TO HE NOCJIEAHUI Balll 3aKa3.

C yBaxeHuew,

Active vocabulary:

We are trusting to be favored
with any further orders you
may require

duly B JIOJDKHOE BpPEMSi, BOBpEMsI
to receive MOJTy4aTh

immediate HEMEJICHHO, Cpa3y
attention BBIIIOJIHEHUE, BHUMAHHUE
satisfaction yJIOBJICTBOPEHUE

MgI HazeeMcsl, UTO 3TO He
OOCJIEIHNI Balll 3aKa3
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» YnpaxkHeHue
CocTaBbTe NUCHbMO 0 IOCTABKE TOBAPa, HCNOJIb3Ysl CJAeAyIoNIe KIuIe:

we have been advised HaM CTaJIO U3BECTHO

in the near future B Omkaiiiiem OymymieM

to replenish the stocks of OOHOBHUTB 3amackl OEI0ro BUHA

white wines

to ship MOCTAaBJISATh

1990 vintage BUHO ypoxas 1990 roga

to enclose [Ipunarars

full export price -list OAPOOHBIN AKCIIOPTHBIN
IIpaic-IucT

immediate shipment is MBI TapaHTUPyEM

guaranteed HEME]ICHHYIO OTIIPaBKY




bankosckasn Ilepenncka

[Tpu mocbuike GaHKOBCKOM KOPPECMOHAEHIIMU KJIMEHT 00s3aH yKa3aTh MOJHBIM HAabOp PEeKBU3UTOB
ajpecara, 4ToOBI:

A) n3b6exaTh TONOJTHUTEIBHBIX PACXOI0B, KOTOPbIE OAaHK MOYKET BO3JIOKUThH Ha KIIMEHTA;

b) wu3bexaTe 3HAYMTENBHON 3aJE€PKKM B 3a4MCICHHUU CPEACTB, HMOO 3a/JepKKa Mo Jo0oMmy
BHEUTHETOPrOBOMY KOHTPAKTy IOBJEUET 3a COOOW OTBETCTBEHHOCTh CO CTOPOHBI MpHUKazonaTens (
KJIMEHTA ), HO HE CO CTOPOHBI OAHKA.

Kaxnprit  Oank omnpenenser miusg cebs, Kakue OaHKA SBJISIOTCS IS HEro OaHKaMu -
KoppecnoHneHTamMu. Eciau 0aHKM COTPYAHHMYAIOT B TEYEHHWE MHOTHX JIET M OOMEHSUIMCh MUCbMaMU U
KJIF0YaMH, OHU CUUTAIOT ce0sl OaHKaMU - KOPPECIIOHIEHTAMHU.

Dear Sirs,

Please open a current account for us in the name of..

We enclose specimen signature of the partners, either of whom may sign cheques on our behalf.

Yours faithfully,

YBaxkaeMble rocro/ia,

OTkpoiiTe, moxanayicra, HaM TEKyIUH c4€T HAa UMsA ... MBI mpujaraeM oOpasibl MOIMUCEH
NapTHEPOB, KOTOPIE MOTYT MOIUCHIBATH YEKHU OT HAILIETO UMEHU

C yBakxeHHEM,

Dear Sirs,

With reference to our invoice Ne.21026 of July 3™, we have to point out that you have made an error
in your total amount We calculate the correct figure at $237,000, not $247,000 as given by you.

Our cheque for the former amount is enclosed and we should be obliged if you would amend the
invoice or pass the necessary credit.

Yours faithfully,

YBaxkaemble rocroia,

Ccputasch Ha Baml cué€t Ne21026 ot 3 uroisi, Mbl JOJKHBI OTMETHTb, YTO BbI JIOIMYCTUJIM OHIMOKY B
ykazanuu o0uieit cymmsbl. Hamr noacuér naér mudpy 237000 10511, KOTOPYIO MBI CUMTAEM MPABUIILHOM, a
He 247000 moit., KaK ykaspIiBaeTe Bbl. MBI pujlaraeM 4eK Ha yKa3aHHYIO BaMU CyMMY M ObuTH ObI Bam
00s13aHbl, €ci Obl BbI BHECIIM UCIIPABJICHUS B CUET WJIH 3aMKCalid HEOOXOAUMYIO CYMMY B KPEIUT CUETA.

C yBaxxeHuEM,
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Dear Sirs,

CuéT Ha ToBap

We have pleasure in enclosing herewith cheque for ... , in full settlement of our A/c, dated March 1%

The endorsement on the back of the cheque is sufficient acknowledgement.

Yours faithfully,

VBaxkaemeble rocmioja,

Hanpasisiem Bam uek Ha CyMMy ... pyO. 7Sl TIOJIHOM OIIATHI Balero c4éra, TaTUpOBaHHOTO 1 Mapra.

WNHupoccameHT Ha 0OpaTHOM CTOPOHE YeKa IPUHUMAETCS KaK JOCTATOYHOE OATBEPKICHUE.

C yBaxxeHueM,

Active vocabulary:

current account
specimen signatures
to enclose

to sign cheques
on behalf of
invoice

error

amount

total amount

to calculate
correct figure
cheque

to oblige
herewith
endorsement

sufficient
acknowledgement

TEeKYIIUH CUeT

00pa3Ibl MOIUCEeH
MpuIaraTh

IIOIHUCEIBATE YEKHU

OT UMEHU

cuer, cueT-(hakTypa
oIInoKa

cymMMma

oOmras cymma
BBIYHCIIATE, IOICYUTLIBATE
TouHas nudpa
OAHKOBCKHI YEK
00s13bIBaTh

IIPH CEM, C ITUM ITUCBMOM
HMHIO0CCAMEHT, HHI0CCO
(mepenatovHasi HaAMKCh)
JIOCTaTOYHBIH
TIOJITBEPKICHUE
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» YnpaxkHeHue

Nk wLd =

3aKoHYHTe NPeI0KEeHNS, HCIOIb3YH ceayomue ¢ppasbl:

are not full enough

has not yet been received by us

is the 25" of March

has been passed over to our clients
was today received by us

have a few discrepancies

is USD 105

The date of payment in your previous letter......

Your payment instructions enclosed with your letter......
Their advice, sent on 3™ February......

Your Payment Order No. ... dated...

The information received from the beneficiary......

The sum debited to your account......

The shipping documents enclosed with your letter......
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Ilepenncka no Bonpocam pexkJiaMbl
Correspondence pertaining to Advertising

Dear Sirs,

In your letter of 23" January, this year, you offered your services in placing our clients’
advertisements in magazines published in France.

Our clients welcome the opportunity and should be glad to have full information about the magazines
in which you intend to place their ads . In particular they would like to know the readership, circulation
and one-time advertising rates.

A prompt reply will be appreciated.

Yours faithfully

YBaxkaeMblIe TOCIIONa,

CBouM muceMoM OT 23 siHBaps €. I'. Bl mpeainokuiaum HaM ycCiIyrd IpH pa3MEIleHHH 3aKa30B Ha
MyOIUKAINIO0 PEKIIAMHBIX 00BSBICHUHN HAIMX KIMEHTOB B JKypHaJaX, U3Jaromuxcs Bo OpaHimm.

Hamm knueHThl 3auHTepecoBaHbl B Bamem mnpemiokeHUH U XOTenu Obl TMOMYYHUTh IOJIHYIO
WH(OpPMALIMI0O B OTHOIICHWH JKYPHAJIOB, B KOTOPBHIX BBl HaMmepeHb TOMEMATh WX pPEKIaMHBIC
o0BsiBNeHHs. B uacTHOCTH, OHU XOTeNu OBl 3HATH KPYT UX YUTATENEH, THPaK U PACLIEHKH 32 MyOINKALIHIO
OJTHOPA30BBIX PEKIIAMHBIX OOBSBICHUH.

C "ereprienueM k1M Bai ckopeliuii oTBeT.

C yBaxxeHuewM,

Active vocabulary:

advertising rates peKIamMHbIe 0OBABICHUS

in particular B YaCTHOCTH

circulation TUPAXK

prompt reply CKOPEHIINI OTBET

to appreciate OLICHUBATH

Your prompt reply will be C nerepnennem xaem Bam
appreciated CKOpEHIINii OTBET

Pexi1aMHoOe MUCHLMO

[{enb pexkiaMHOTO MHUCHhMA - BBI3BATh UHTEPEC K BalleMy MPOAYKTY WiH yciayre. OOparute BHUMaHNE
Ha TOH CBOETO peKJIaMHOro nucbMa. OH JOMKeH ObITh JOOpOKeNnaTeIbHBIM, YOeIUTEIbHBIM U YMEIOIINM
YTOBOPUTH KJIUEHTA.

CnenyeT quTBIBaTB TAKUC DIJIIEMCHTHI KakK q)OpMI/IPOBaHI/IG I/IHTepeca, CTI/IMyJ'[I/IpOBaHI/IG JKeJIaHu A
KJIMEHTA.

Kamz[oe II1UCbMO, IIOCJIaHHOEC 3a HpeI{CJ'IBI (1)I/IpMI>I, MOXET CTaTh peKJ'IaMHI)IM IIMCBMOM, €CJIN OHO
XOPOILLIO HAITUCAHO U MPOU3BOJUT MIPUATHOE BIICUATIIEHUE HA YATAIOLLETO.

Dear Mr. Reeply,

You are working hard but you don’t mind as long as you get a good night’s rest.

We are specialists in cleaning, refilling and re-covering eiderdowns; we have done it for over forty
years. We have a magnificent range of materials: shining silk, the finest cotton, colorful and decorative
chintz. It will make all the difference to your bedroom -and to your sleep.

Our expert advice and service is at your disposal; we hope the enclosed card will be in the mail
tomorrow.

Yours sincerely,

YBaxkaemslli Muctep Puruy,
Bl paboTaere Ha U3HOC, HO BBl HE 33 JyMbIBaeTech 00 3TOM, IIOKa y Bac ecTh BO3MOXKHOCTH XOPOILO
OTIOXHYTh BO BpeMsI HOYHOI'O CHa.
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MBI - crienuanucThl 0 YUCTKE, HAOMBKE U PEMOHTY OJIESUT; Mbl 3aHMMAaeMcs 3TUM yke 0oliee copoka
ner. Y Hac BEJHMKOJICMHBIN BBHIOOp MaTepHajoB: CBEPKAIOIIMI MIENK, XJIOMOK BBICOYAMIIET0 KayecTBa,
OJTHOTOHHBIM M IBETHOM CHUTEN. ODTO CYIIECTBEHHO YJIydlmuT oOCTaHOBKY Barmeit cnanbHu w,
clieIoBaTeIbHO,-- Balr coH.

Mpsl k BamuMm yciayram: Hajeemcsl, 4TO 3aBTpa B HaIleM IOYTOBOM SIIIMKE OyJeT MPUIIOKEHHas K
IIMCbMY KapTOuKa.

C yBaxkxeHHUEM,

Active vocabulary:

chintz cHTel]

specialists in  cleaning, | cmenuamTUCTBl MO  YHUCTKE,

refilling and re-covering | HaOMBKE M PEMOHTY OACSII

eider-downs (TTyXOBBIX CTETaHBIX)

at your disposal K BalllUM YyCIyram, B BalleM
pacropsKeHUN

enclosed card NPUIOKEHHAs K  [UCBMY
KapTovKa

» Yipa:xkHeHue

I IlepeBeauTe HA pycCKHMi SA3BIK (pparMeHTHI MHUCEM:

1. I shall very much like to see you on a matter that I think will interest you. Will you be so kind as to
let me know what day will suit you best.

2. It will be very helpful for me to exchange ideas about the projects, and the meeting could perhaps
be arranged with various authorities who may be interested in them. Your kind suggestions will be highly
appreciated. You will be informed in advance of the exact day on which I will arrive in your country.

II ITocTaBbTE IJ1Ar0JIBI B IPABWIbHOI (popme:
I (to appreciate) much the opportunity of talking things over with you personally, as I (to think) the

various points can be (to settle) mire speedily at a meeting.
If you (to suggest) a time I (to arrange) my own appointments to fit in with yours.
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» YrpaxkHeHue
Onpenenure, Kakoe U3 3-X MHUCEM -PEKIIAMHOE:

1. Dear Sirs,

We think you will be interested in our leather handbags which are offered at various prices and in
variety of colors. The high quality of our is well known and universally acknowledged. We are certain
that a trial order would convince you that, at the price quoted, the goods we are offering are excellent
value for money.

From all list prices we allow a trade discount of 30% and a further special discount of 5% on all
orders received on before 31 of May. Under pressure of rising costs we shall not find it possible to
extend these favorable terms beyond that date. So why not take advantage of them now and send us an
immediate order.

We are offering you goods of very high quality on unusually general terms and would welcome the
opportunity to serve you.

Yours faithfully,

2. Dear Sirs,

Unfortunately we are so overloaded with orders from most of our regular customers that we are
unable to keep pace with the demand, and there may be some delay in delivery of the goods.

To encourage all customers e are prepared to offer a special trade discount of 4 % on all orders over

$500 net value received before the end of this month.
Yours faithfully,

3. Dear Sirs,

Many thanks for your Indent No. 107 of March 1%

We regret having to refuse this, as the delivery date stipulated by you does not give us sufficient time
in which to obtain most of the items required. The minimum period necessary when goods have to be
obtained is 4-5 weeks.

We are anxious to serve you but are sure you will see the need for giving us a little more notice of
your requirements.

Yours faithfully,
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Mucbmo - [lperensus
JlocTtaBka He Bceraa NpoxoauT 6e3 ocIoKHEHUH. B pe3ynbrare mosBisieTcsl CaMblii HEMPUATHBIN BUT
KOPPECMOH/ICHITUH - JKaJI00bl U peTeH3un. Myapbiii OM3HECMEH OYEHBb XOPOIIIO 3HAET, YTO M OH CaM, KaK
0001 Ipyroii yenoBek, coBepiuaeTr omudku. [loaTomy ero nucbma - npeTeH3uu OyAyT CAepKaHHBIMU U
TaKTUYHBIMU.

Dear Sirs,

It is with great that we have to inform you that your last delivery is not up to your usual standard. The
material seems to be too loosely woven and is inclined to pull out of shape.

As we shall have to take it back we must ask you to let us know, without delay, what you can do to
help us in getting over this difficulty.

Yours faithfully,

VYBa)kaeMble rocnoza,

K Gonpiromy coxaiaeHHIO, Mbl JOJDKHBI BaM COOOIIMTH, YTO Ballla MOCJEIHSS HapTHs TOBapa He
COOTBETCTBYET NPUHATOMY CTaHIApTy. Marepua BhIMISIIUT HEIUIOTHBIM U He OyJIeT aepxatb GopMy.

[Tockonbky Ham mpunércst 3a0path e€ oO0paTHO, MBI JOJDKHBI HMPOCHTH Bac COOOIIMTH HaMm 0Oe3
3aJIepKKH, YTO Bbl MOXKETE MPEANPHHSATH, YTOOBI IOMOYb HaM BBINTH U3 3TOTrO 3aTPyIHUTEIHHOIO
HIOJIOKEHUSL.

C yBaxxeHuewm,

Active vocabulary:

delivery MOCTaBKa, JIOCTaBKa, MapTHs
usual standard TOBapa
00MmenpuHATHIN (OOBIYHBIN )
CTaH/apT
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» YnpaxkHeHue
Onpenennre Kk KAKOMY THITY IICbMA OTHOCHTCS TAHHBIN TEKCT:
A - nuceMo-3anpoc B - pekiiamHoe nucbMo C - TUCBbMO-ITPETEH3US

Dear Sirs,

We have heard from your representative that you are producing for export furniture and equipment
for the hotels.

The furniture and equipment must be of the most up-to-date design, and it would have to be delivered
in time for the opening of the hotel in October. Will you please let us know, therefore, whether you have
the goods in stock and if not, how long it will take to complete an order for the quantities required. We
shall also be glad to have an estimate of the number of cases required and the cost of packing.

We have sent you a telex today, text as copy enclosed.

Your reply by telephone or fax would be appreciated.
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IIncemo - U3BuHeHue
Jo6poskenaTeIbHOCTh B OTHOIICHUSX C KIIMEHTOM — CaMO€ TJIaBHOE MPaBHIIO OU3Heca.
CJIG,Z[yGT 6BITI> npeneano BCXKJIINBBIMHU U TAKTUYHBIMU.

Dear Sirs,

Thank you for your letter dated... We were glad to know that the consignment was delivered
promptly, but it was with great regret that we heard case No... did not contain the goods you ordered .

On going into the matter we find that a mistake was indeed made in the packing.

We shall be much obliged if you will keep case No... and contents until called for by our agent whom
we have instructed accordingly.

Please accept our many apologies for the trouble caused to you by the error.

Yours faithfully,

YBaxkaeMblIe TOCIIoa,

bnaronapum Bac 3a Barie NUCbMO OT... MBI pajibl y3HaTh, 4TO I'Py3 JAOCTABIEH OUY€Hb OBICTPO, HO MbI
C COYKaJICHUEM Yy3HaJH, 4To B sAuuKe Ne... comepkaics He TOT TOBap, KOTOPBIA Bbl 3aKa3bIBAIIU.

Pa3zo0paBmuce B 3TOI mpobieme, Mbl BBIICHWIN, YTO OMIMOKA JEHCTBUTENIBHO MPOM30LLUIA MPU
YIIAaKOBKE.

Msl OyzeM Bam GiiarofiapHsl, €CIM Bl OCTaBUTE SIIUK Ne... U ero cozxepkumoe y ce0s 10 TOro, Kak
3a HUM He MPUEAET Halll areHT, KOTOPOMY MBI Jajli COOTBETCTBYIOIINE YKa3aHUS.

[Tpumure, noxaiyiicra, Halld W3BUHEHUS 3a MPUYUHEHHOE OECIIOKOMCTBO MAOIYIIEHHOM HaMu
OLITNOKOM.

C yBaxxeHueM,

Active vocabulary:

consignment rpy3, HapTHUs rpy3a
to deliver JIOCTaBJIATh, IIOCTABIIATH
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» YnpaxkHeHue
IlepeBenure mo3aApaBUTEIBbHOE MUCHMO HA PYCCKHH A3BIK:
Dear Mr. White
We are glad to hear the news of your success; It was a splendid accomplishment.
Congratulations!
Faithfully yours,
(signature)

> YnpaxHeHue
Hanunmmure 0J1aroqapcTBeHHOE NMCbMO, HCIIO0JIB3YS CIeAYIolIee pelJIoKeHue:

We are extremely grateful for your hospitality and appreciate very much all the help you gave us.

> YnpaxHeHue

IlepeBenure ciaenyromue ¢ppasbl 4 NPeI0KEHUSI HA AaHTJINICKUI SA3bIK:
Bame nucbemo ot 2 anperns
Hamr ¢akc ot 15 aBrycra
Baiie nnarexxnoe nopyueHue ot 7 ko
[Tpunaraem kK mucbMy HallM IJIaTeXHble HHCTpYyKUKuU oT 1 utonst 2003 roxa
Hama tenerpamma ot 30 mas
Cuera-(hakTyphl IPUIATAIOTCS B JOMOJHEHUE K HalleMy nucbmy ot 10 siHBaps
Mgl xoTenu cooOmuTs BaM, 4To MBI yKe OCYIIECTBUIIM TLIATEX

NoUnhAE L=
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ITucbMoO - mo3ApaBJIeHUE
Paznuunbie npa3aauku, ocooeHHo PoxxaecTBo u HoBEIH TO/, SIBISIOTCS MPEKPACHBIM MTOBOJIOM ISt
yJIy‘IH_IeHI/ISI OTHOIHGHI/Iﬁ CO CBOMMH KOJIJIETaMHU. I[oGpoxcenaTenLHHe 148 paI[OCTHI:IG II1McbMa C
MO3JIPaBICHUSMHU MPHUATHO OyIET MOTYYUTh KOKIOMY, C KEM BEJIach JIeJIOBas MEPEIHCKa.

Dear Mr. Snypes,

One of the deeply genuine joys of the Yuletide Season is the opportunity it affords of expressing our
appreciation to our friends.

It has been a year of pleasant dealings, Mr. Snypes.

May the next 12 months bring you prosperity and a generous portion of true happiness.

Sincerely yours

John White

VYBaxxaeMbiii Muctep CHamric,

CambIM paioCTHBIM NpeumMytiecTBOM CodellbHUKA SBIISIETCS TO, YTO OH JIa€T BO3MOXKHOCTH BBIPA3UTh
CBOE YBa)XKCHHUE U MPU3HATEIBHOCTD HALLIUM JIPY3bSM.

Muctep CHaiiric, mpomeAui roj OblI TO0M YIaYHOTO COTPYAHHUYECTBA

[lycTh cnenyromme 12 MecsieB MpUHECYT BaM MPOIBETAHNWE U OTPOMHOE HACTOSILIEE CYACThHE.

Uckpenne Bai,

JxoH Yailt

Active vocabulary:

appreciation MIpU3HAHKE

affords YCUJTHS

to express BBIpa)KaTh

dealings Jpy’KeCKHe OTHOIICHUS,
COTPYTHHYECTBO

prosperity IIPOLBETAHUE

generous portion orpoMHasi, O0JIbIIIAs YacTh
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Ha kpacuBbIX OTKPBITKaX MOXHO HamHMcaTh JEJIOBBIM MTapTHEPAM CIIEAYIOLIUE MO3PaBICHUS:
..I'wish a Merry Christmas and Happy New Year!
.. xenaro Bam Becénoro PoxxnecTBa u cuactiinsoro Hosoro rona!
..Christmas Greetings and best wishes for New Year!
..IToznpasinsiem ¢ PoxxiecTBOM U keflaeM Bcero Hawinydiiero B Hoom roay!
..We want to send you our very good wishes
...MbI XO0TUM HanpaBuTh BaM Hallli HaMITydIINe MOXKeTaHUs
..Just a few lines to wish you Many Happy Returns of your Birthday
...Bcero Hamnyumero no ciy4aro Bamero qus Poxxnenus
..May the New Year be Warm and Wonderful
...ITycth HoBBIii ros1 OyAeT yiagyHbIM U CYACTINBBIM
..I trust that the Coming Year will be happy, healthy and successful
.51 Bepro, 4TO MpHUOIIKAIOIIUNACS T0/1 OyI€T CYACTIMBBIM M YCIICIIHBIM
..I'send you every best wish for a happy and successful New Year to you and all your family!

u

.Sl moceinaro Hamnydmme noxenanus B Hosom rogy Bam
Bamei cembe!
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» YnpaxkHeHue

NN AW

IMoxyepKHUTE TOT THI MMCHMA, B KOTOPOM MOKeT ObITh HCIO0JIb30BAHO YKA3aHHOE KJIMIIIE:
1. Please quote your best price c.i.f.

a) MUCbMO-3aMPOC, B) MUCbMO-TIPETEH3HS, C) MTUCbMO-TI03/IpaBICHHE

2. The excellent quality and modern design of your mechanical garden tools.

a) MUChMO-peKJIaMa, B) MMCbMO-3aMpocC, €) MIUCbMO Ha MOCTaBKY TOBapa

3.We are at your service at all times.

a) OTBET Ha 3aIpoc, B) MUCbMO-Xan00a, C) MUChbMO-TTPETCH3US

4. We ask you to reply by the end of this month.

a) MUChMO-3a1pOC, B) MUCbMO-TPETEH3HUS, C) MUChMO-peKiiaMma

5. In reply to your letter today.

a) MUCHhMO-3aIPOC, B) OTBET Ha 3aMpoc, ¢) MUChMO-Kao0a

6. We would welcome the opportunity to serve you.

a) peKJIaMHO€ TTMCHbMO, B) TUCHEMO-3aIIPOC, C) OTBET HA 3a1pocC

7. Your last delivery is not up to the sample.

a) MMChMO-3aKa3, B) MUCEMO-Ka100a, C) MUCbMO-TIPETCH3HS

8. We are sorry that you have been caused so much trouble.

a) IMCbMO-U3BUHEHHE, B) MIMCbMO-OTBET Ha 3aIpoC, C) MHUCbMO-I103/]paBIeHNE

9. We inform you that we have already dispatched the missing goods.

a) MUCHhMO-TIO3]IpaBJICHHUE, B) MUCHbMO-TIOCTABKA TOBAPA, C) PEKIAMHOE MHChbMO

10. We apologize for the mistake.

a) MMCbMO-3aMpoC, B) MMCbMO-U3BUHEHUE, C) OTBET Ha 3aIPOC

11. We want to send you our very good wishes.

a) MUCHhMO-TIO3/IpaBIEHNUE, B) MUCbMO-PEKIIaMa, C) MMChbMO-U3BUHEHUE

12. Will you kindly adjust this, after which we shall be pleased to pass the account for payment.
a) MUCHMO - OAHKOBCKasl OTepalys, B) MMCbMO - OTBET Ha 3aIpocC C) MUChMO- MTPETCH3US

HToroBbie KOHTPOJIbHBIE 32 JaHNS:
COCTaBI)TC KOMMGp‘-IGCKO@ II1UCbMO, B KOTOpOM BbI HpOCI/ITe O ITIOCTAaBKE 3-X KOMHI)IOTCPOB.
Hanummre nuceMo o mocTymieHnn Ha paboTy B JKeTaeMyro BaMu Gpupmy.
CocTaBbTe MUCHEMO, PEKIAMUPYIOIIEe BAIll UHCTUTYT WJIM 00JIaCTh, B KOTOPOIA BHI JKUBETE.
Hamumwure mucsMo, B KOTOPOM COOOIIAETe O TOM, UTO Balll 3aKa3 3aePKUBACTCSL.
Cnemnaiite cooOIIeHUE O MTOTYYSHHH CYETa.
OTBeThTE Ha 3aMPOC OTHOCUTEIHHO MeOEH Jisi Oprca M BBIPA3UTE TOTOBHOCTD K CIIETIKE.

Hamuiute CBOCMY JCJIOBOMY IIAapTHEPY 6J'IaFO,Z[apCTBeHH06 IMUCBMO 3a CBOCBPECMCHHYIO ITOCTAaBKY

TOBapa.
IlepeBeaure 1 00BSACHUTE, K KAKOMY THITY TUCbMa OTHOCATCS CJelyIolue HayaabHble (ppa3bl:
It was a pleasure to hear from you...

We thank you for your letter of yesterday...

As requested by you on the telephone today, we are sending. ..

We are pleased to receive your enquiry, and to advise you that we hold good stocks of all our

product...

9. CocTaBpTe Ha AHTJIMICKOM SI3bIKE TIEPBBINA ab3all JENIOBOTO MHUCHMa, B KOTOPOM BBl OoTBewaere Ha
npeaiokeHue Bammx mapTHEpOB CTaTh UX €IMHCTBEHHBIM TOPTOBBIM TTOCPETHUKOM.
10. BriGepute cOBO WM CIOBOCOUYETAHHE, COOTBETCTBYIOIIEE JAHHOMY OIPEIEIECHUIO:

1. A sum of money given in addition to a salary.

a) wages

b) bonus

¢) motivation

2. To tell an employee that he/she must leave his/her job.
a) to employ

b) to hire

¢) to sack
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3. To make something more efficient.
a) to rationalize
b) to increase
¢) to stimulate
4. An advertisement on radio or on television.
a) review
b) article
¢) commercial
5. A phrase used in advertisements to attract attention to
a) celebrity
b) slogan
¢) proverb
6. The perception that the public has of a person or organization.
a) attitude
b) reputation
c) image
7. Opinion held about something or someone; the degree to which one is trusted.
a) reputation
b) image
¢) attitude
8. A person legally appointed to act for another.
a) representative
b) attorney
¢) prosecutor
9. An official who takes possession of a person's goods or property when they owe money, especially
for the rent.
a) attorney
b) prosecutor
¢) bailiff
10. A person who pays for professional services
a) client
b) sales person
c) advertiser
11. A sum of money paid for professional or special services.
a) wages
b) salary
c) fee
12. The practice of buying a company cheaply, selling all its assets to make a profit and then closing
it down.
a) developing a business
b) asset stripping
¢) competition
13. The property of a company, person etc. that has value and can be sold to pay the debts.
a) liquid liabilities
b) liquid profits
¢) liquid assets
14. Insuring again with some other company, so that the risk of loss will be shared.
a) restate
b) reinsure
c) reissue
15. A request for compensation from someone who is insured.
a) claim
b) quotation
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¢) premium

16. The price at which an insurer would be prepared to accept a risk.
a) claim

b) quotation

¢) premium

11.3anmoiHMTE MPONYCKH, MCIOJIb3YS NPABWIbHBII BAPUAHT:
1. We--to see him again and await his telephone call.

a) shall be delighted

b) could be delighted

¢) would be delighted

2. I--the opportunity of talking things over with you personally.
a) can much appreciate

b) should much appreciate

¢) must much appreciate

3. I--very much like to see you on a matter that I think will interest you.
a) should

b) will

¢) do

4. Perhaps you-- so kind as to let me know.

a) will have

b) will do

c) will be

5. We are to let--proposals within the next few days.

a) have the detailed

b) would have

¢) have been

6. I--that I am planning to visit Vienna early in October next.
a) do my best

b) have decided

¢) have pleasure to write

7. We--hereto a copy of the letter.

a) attach

b) address

¢) appeal

8. Please accept our many apologies for the trouble--to you by the error.
a) brought

b) caused

¢) given

9. The new arrangement--immediately.

a)will operate

b) will work

c)will do

12. CocTaBbTE aHAJTOrHYHOE MMUCHMO, H3MEHUB HA3BAHHME TOBAPA M €ro ONHMCAHME:

Dear Sirs,

We have an inquiry for wristwatches in stainless steel case with luminous dial and unbreakable glass.
Please, send us an offer quoting your best terms and discount for cash payment. We should be grateful for
an early reply.

Yours faithfully
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CJioBa 1 BbIpa:KeHMs 10 TeMe

«Jleji0BBIC MUCHMA)

Acceptable — npuemiiemsbIii

According to - coriacHo

According to your request - coryiacHoO Bailei mpocboe

Account - cuér

Account sales - oT4éT 0 mpogake

To acknowledge — moaTBepk1aTh, HOATBEPIUTH MOJYyUYCHHUE
Advance - noBbIlIICHHE

Advance in price — mOBBIIIIEHNE B IICHE

To advise — u3Bemarp

We have been advised — Ham cTano U3BeCTHO

Amount - cymma

To the amount of - Ha cymmy

To appreciate — leHUTh, TOHUMATh, CO3HABATH OBITH OJIATOJAPHBIM, OBITH IPU3HATEILHBIM
We shall appreciate if you will — Me1 Oyaem OnarogapHsl, €CJIH BHI. ..
Your early reply will be much appreciated — Mb1 Oyem BecbMa IpHU3HATEIBHBI 32 Balll CKOPBIA OTBET
As per -coriacHo (4eMy-To)

To attach — mpunaraTs ,IPUKPETUIATH

Available — nMmeronuiics B HATHYUH, HATMYHBIH

On behalf of - o umenn

Benefit — Beroma

To our mutual benefit — ¢ BeIrom0#t 111 00€MX CTOPOH

Brand — ¢abpuyHoe kiteiiMo, Toproasi Mapka

Bulk - 6oib11ast yacTh, OCHOBHAS 4acTh

c.i.f. - cost, insurance, freight -croumocTs, cTpaxoBanue, Gppaxt
We deliver our goods on c.i.f. terms. - MbI mocTaBiisieM cBou ToBapsl Ha yciosusix CUD.
Cash - HaTMYHBIC ACHBIH

Cash in delivery - yrnaTa nmpu qocTaBKe

Net cash - HaTUYHBIME 0€3 CKAIKHU

Charge — 1ieHa, HauKClIeHUE, B3UMaHUE, PACX0/l

Free of charge — 6ecrutatho

Charges — pacxo/ipl, U3IEPKKH

Bank charges - 6aHkOBckHe pacxo/ibl UM 0AaHKOBCKast KOMUCCHS
Competitor - KOHKYPEHT

Compliance - cornacue, COOTBETCTBUE

In compliance with - B coorBeTcTBUU €

Consignment — mapTusi TOBapOB

Customer - 3aKa34uK, IOKYIaTeNb, KIMEHT

D.A.-deposit account - AEMO3UTHBII CUET

Dispatch - ormpaBka. OTIIpaBIsITh

Discount — ckunka

To allow, to grant, to give a discount — Ipe10CTaBUTh CKUAKY
We can give you a 5 per cent discount — MbI MOXeM BaM MPEAOCTaBUTH 5% CKUIKY.
To this effect — B a3ToM cmbIcTe

To effect payment — mpou3BOIUTH MIATEK

Endorsement — nanoccamenT, HHAOCCO (TIepeaaToYHast HAAMMKCh)
Enquiry — 3ampoc

To execute — UCMIOJTHATD, BHITOTHSTH

To execute an order — BEIIOTHUTH 3aKa3

To grant - mpeTOCTABIATH CKUJIKY, KPSIHUT

To grant a discount — mpeJ0CTaBUTh CKUIKY

Immediate - HeMenIeHHBIA, O€30TIaraTelIbHBIN
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Immediate shipment is guaranteed - MbI rapanTHpyeM HEMEVICHHYIO OTIIPABKY.

Maturity - cpok IiaTexxa, CpoK MOTaIICHUS

To negotiate - BecTu meperoBOpbI, 00CYK1aTh

Payment — mnaTtéx, yriara

Price - nena

Probably - BeposTHO, BO3MOKHO

Prompt — HemenneHHbIN

Prompt delivery — HemenneHHas mocTaBka

Quality — kadecTBO, COpT

To quote — Ha3HAuUaTH LIEHY, YCIOBUS, CACNATh MPEI0KEHUE
To quote a price for something — Ha3HAYKUTH LIEHY HA YTO-TNOO
Respectively — cooTBeTCTBEHHO

Sale — mponmaxa

Sample - o6pa3er (TOproBbIii)

Equal to sample — moIHOCTBIO COOTBETCTBYIONINI 00pa3Iy
We take pleasure in sending you the desired samples and offer.. .-

C YAOBOJIbCTBUEM ITOCBLIIAEM BBI6paHHLIC BaMu 06paSI_ILI H IIpciiaracMm...

Settlement - yrurara, pacu€T( JCHEKHBIH )
Supplier — mocraBimK

Tally — cooTBeTCTBOBaTH, COBITAIATh
Term - ycnoBue

Terms of payment - yciioBus ruiarexa
Transfer — nepeBon

Transaction — caenka, onepanus

To urge — 10BOIUTH 10 CBEIICHHUSI

Ult - aToro roxa, cero roga

Value — cTonMocThb

Contract value of the goods — cronMocTh TOBapOB 110 KOHTPAKTY
To the value of — ctouMocThIO B

Vintage — BUHO yposkasi JAHHOTO TO/1a
Way bill — naknannas
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u3n., crep. , OUI «Axamemusi», 2020. Planet of English: Merogudyeckue peKkoMeHIAINH:
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obpaszoBanms / M. A. IOrosa, E. B. Tpocknep, C. B. [laBnoBa, H. B. CagpikoBa ; moj penakiuei
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npodeccnoHanIbHOTO oOpa3zoBaHus / C. IO. Py6uoBa, B. B. lllaposa, T. A. BuHHUKOBA,
O. B. Ilpxwuroazkas ; nox obmieir pemakmueir C. HO. Py6uooit. — Mocksa : M3garensctBo IOpaiir,
2022. — 213 ¢. — (IlpodeccuonanbHoe 00pa3oBaHKE).

5. MakapoBa, E. A. AHIMIMHCKHI S3bIK JJI FOPUCTOB M COTPYAHHMKOB IPABOOXPAHUTEIbHBIX
opranoB (Al-Bl): yueOHOoe mocobue mns cpemHero mnpodeccnoHabHOTO — 0Opa3zoBaHUS /
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6. CrynuukoBa, JI. B. Anrmuiickuii s3eik a1 topuctoB (Learning Legal English) : yueOnuk u
MPAKTUKYM 17151 cpeHero npodeccruonaibHoro oopazosanus / JI. B. CtynuukoBa. — 3-e u3f., ucop. u
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