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1. Pekomenoauuu no no02omoexe K 1eKYyUOHHbIM 3AHAMUAM.

W3yuenne qUCUUIUIMHBL TpeOyeT CHCTEMaTHYeCKOro U MOCIIeA0BaTeIbHOTO HAKOIIJICHUST 3HAHHMH, Clle-
JI0BaTENIbHO, POITYCKHU OTAEIbHBIX TEM HE IMO3BOJIAIOT ITTyOOKO OCBOUTH IpeAMET. FIMEHHO mosToMy
KOHTPOJIb HAJl CHCTEMAaTU4YECKOI paboToi 00ydaroLixcsi BCEr/1a HaXOAUTCS B IEHTPE BHUMaHUS Kade-
PBl HHOCTPAHHBIX SI3bIKOB.

OOyuaromumcsi HEO0O0XO0IUMO:

- Iepel KayKo1 JIeKIuel MpocMaTpuBaTh padouyro NporpaMmy AUCLUILINHBIL, YTO ITO3BOJIUT COIKOHOMUTD
BpeMs Ha 3alIMChIBAHUE TEMBI JIEKIIMH, €€ OCHOBHBIX BOIIPOCOB, PEKOMEH1yEMOM JINTEPaTyphI;

- TIepel OuepeIHOM JieKuel Heo0X0JMMO MTPOCMOTPETh MO KOHCIEKTY MaTepual MpeAblayei TeKInu;
IIPY 3aTPYIHEHUSAX B BOCIPUATHH MaTepuaia cleayeT 0OpaTUThCs K OCHOBHBIM JIMTEPATypHBbIM HCTOY-
HUKaM; €CJIM pa300paThCs B MaTepualie He yIaeTcsl, TO HE0OX0AUMO 00paTUTHCS K IPENoAaBaTelio Ha
CEMUHAPCKUX 3aHATHUSAX.

TeMmbl neKIHii.
e 1. JleoBasi KOMMYHHKAIHS : TSHUHUTIIH.
® 2. JlenoBas KOMMYHHUKAIMS B aHIIOA3BIYHBIX cTpaHax. (CoLnO-KyJIbTypHBIM acleKT).
® 3. OcoOeHHOCTH MUCHMEHHOM 1E0BOI KOMMYHUKAIIUU.
® 4. CrpykKTypa JeJ0BOro NUChbMa Ha MHOCTPAHHOM SI3bIKE.
® 5. Tunonorus JEI0BBIX MHUCEM.

® 6/7. OCOOEHHOCTY HAMMCAHUS JIEJOBBIX [HUCEM.

8. DneKxTpoHHas /1e7I0Basi KOMMYHHUKAIHS.

9. Pednexcusi.

2. Pexomenoayuu no no020moexke K npaKmuuecKum 3aHAmuIM.
OOyuaromMest  cienyer:
- MPUHOCUTH € COOOM PEKOMEHOBAHHYIO MPETIOAaBaTeIeM JINTEPATYPy K KOHKPETHOMY 3aHSATHIO;

- IO OYEePETHOT0 MPAKTHUECKOTO 3aHATHUS IO PEKOMEHI0BAaHHBIM JIUTEPaTYPHBIM UCTOYHUKAM IIPpopado-
TaTh TEOPETHUECKUI MaTepHall COOTBETCTBYIOIICH TEMbI 3aHATHS U OTPa0OTATh 3aJaHusl, ONPEIeTIEHHbIE
JUTSl TIOJITOTOBKH K J1a00paTOpHOMY 3aHSITHIO;

- TP MOJITOTOBKE K J1a00paTOPHBIM 3aHATHUSAM CJIelyeT UCI0JIb30BaTh HE TOJIBKO JIEKIMU, HO U YU4EOHYIO
JUTEpaTypy;

- B HayJaJe 3aHITHI 3aaaThb MpEenoaaBaTCJIr0 BOIIPOCHI MO MaTCpHally, BEI3BABIICEMY 3aTPYAHCHUS B €TI0
IIOHUMAaHUH.

3. Pexomenoauuu no noozomogke no meme 1.1




AHKeTHPOBaHHe! CaMO0aHaJ/IM3 HA OCHOB¢ AaHKET JJUYHbIX,

JeJIOBBIX Ka4eCcTB, 3HAHUH, He00X0-

AUMBIX JUISl yCIIelIHO# padoThl B On3Hece.

Task 1.Find out if you know these words.

ability — ciocoOHOCTB

accounting — OyXranTepckui y4et

accurate — TOYHBIH, IPaBWIbHBIN

application form — ¢opma  3asBIICHUS O TIPH-
eme Ha paboty

appoint - Ha3Ha4aTh

apply for — obpamatecs 3a

paboroit
attract customers — IpHuBJICKaTh
MOKyTaTenein

background — naHHbI€; UCTOKH,
MIPOUCXOXKACHHE, OTIBIT PAOOTHI

be liable — HecTu ropuIHYECKYIO
OTBETCTBEHHOCTh

cope with problems —cnipaBisiThCst
¢ mpobeMamMu

CV — kparkoe KU3HEOMICaHNe

discharge assignments —BBbIIIOJIHATh
MOpYyYCHUS

encourage- 000ApATh, MOOMIPSTH,
NOJIEP’)KUBAThH

entrepreneurship — npeITPUHUMATEIHCTBO

fair — yecTHbI, cipaBeIUBBIN
fire - yBOJIBHSATH
gain one’s end — 10OUBATHCSI CBOETO
generous — 0JIarOpOIHBIN, HIeIPBIN
go into business — 3aHUMaTbCA OU3HECOM
inspire confidence — BHyIIaTh(BCEIIATH)
Jl0BEpUe
life assurance — cTpaxoBaHHe KU3HU
patient - TeprenUBbIN
persuasive - yOe AU TEeIbHBIN
persistency — HAaCTOWYUBOCTb,
YIOPCTBO
reliable executer — Ha1IEKHBIN UCIIOJIHUTEND
run risk - puckoBathb
salary — okJa, >kajJoBaHbe
set a goal — cTaBUTH 1Ieb
shareholder - akironep
take decision — IpUHUMATh pELICHUE
wage - 3apIJiaTa

Task 2.Read and fulfill the task.

Questionnaire: We would like to propose you one of the American systems for self testing your own busi-

The
estimation

ness qualities.
The
yourself and write

main human qualities are written vertically in the table and their estimations — horizontally.
is carried out by the four point system. You need to pick up the appropriate column for
down your point (mark). When finished you should sum up all your points and you will

learn your business qualities.
If your score is 25-28 it means that you have characteristics of ~ an ideal businessman.
Ifit is 21-24 or 17-20 points it means that you are a “very good” or “good” businessman.
The score 13-16 means that you have an average business talent,
if your score is 12 or less - you should think hard ifit’s ~ worth being engaged in business.
( from the American newspaper “Business for all”)
1 2 3 4
Entrepreneur- Need en- do only the imaginative do more
ship couragement most necessary while doing the | than neces-
tasks tasks sary
Relationship cold, avoid create con- even (poB- aimed at
with colleagues, contacts flicts HBIN) temper contacts
partners; com-
municative abili-




ties

but without per-

sistence

Leader’s need a can work inde- tend to give inspire
qualities (acumen) | boss/a leader pendently commands confidence to
subordinates,
can take deci-
sions
Attitude to try to avoid as- do every- discharge reliable ex-
business signments thing unwillingly | assignments but | ecuter and
(mopyuenus) with reserva- partner
tions
Administra- Bad organ- can solve good ad- iron
tive talent izer average man- ministrator consistency
agement respon- in staff selec-
sibilities tion
Dynamics Doubts and quick to act well- quick and
wavering but do many mis- [grounded and correct
takes circumspect
(OCMOTpUTEITb-
HBIi1)
Persistency Extreme can gain Initiative not afraid of
sluggishness your end (;106u- any difficul-
(BSTIOCTB) BaThCsl CBOETO) ties

Task 3: What is your answer to the question “Can you be a businessman?” Why do you think

so? Discuss your results and your business qualities with the ones of your desk-mate and then with
students of your group. Exchange your opinions.

Task 4: Here is a list of adjectives distributing qualities certain professions need. Read the sen-

tence and fill in the correct adjective.

persuasive, brave, creative, patient, intelligent, polite, accurate, fair, friendly

1. Pharmacist need to be ........... to get people to buy their products.

2. A scientist hastobe ........... in order to understand complex theories.

3. Receptionists should be ......... in order to make people feel welcome.

4. Surgeon must be very .......... as they should not make mistakes in their work.

5. A shop assistant has to be ....... even when dealing with a rude customer.

6. Lifeguards have tobe .......... as they often find themselves in dangerous  situations.
7. Teachers need to be very ..... as students sometimes take a long time to learn things.
8. Judges should be ....... and give all the evidence equal consideration.

9. Fashion designers should be very ...... so that they can come up with new designs.

Pexomenoayuu no noocomoexke no meme 1.2.

Hpe3eHTauuﬂ — 9TO CTPYKTYPHUPOBAHHOC NPCACTABICHUC MaTCpHraia, IIOATOTOBJICHHOC B IIPpOTpaMMe
MS Power POiIlt, KOTOPOC COMPOBOKAACT BBICTYIUICHUC NOKJIAAYHUKA . HpeBeHTaHI/IH KaK JOKYMCHT
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MPENICTaBIseT COO0M MOCIeI0BATEILHOCTh CMEHSIOIIUX APYT Apyra cinaiiaos. KoimdecTBo cnaiiios
a/IeKBaTHO COJIEP’KaHUIO U TPOJOJKUTEILHOCTU BBICTYIUIEHUS (HapuMep, Ui S-MUHYTHOT'O BBICTYILIE-
HUS pEKOMEH/yeTCs HCIIOJIb30BaTh He 6osee 10 crnaiiioB).

Ha nepBom craiiie 00s3aTeIbHO MPEICTAaBIIAETCS TeMa BHICTYIUICHHS U CBEICHUS 00 aBTOpax.
Canenyrouye ciaiiibl MOKHO ITOATOTOBUTH, UCIIOIb3YsI IBE PA3IMUHbIE CTPATErMH UX IIOJTOTOBKU:!

1 cTpaTerus: Ha ciaii/ibl BRIHOCUTCS OIOPHBII KOHCIIEKT BBICTYIICHUS U KIIFOUEBBIC CIIOBA C TEM,
yTOOBI IT0JIb30BaTHCSI UMM KaK IUIaHOM IJId BBICTYIIJICHUS. B sTom cJIydac K CHaﬁﬂaM MMPEABABIAIOTCA
ClIeAyIOIIre TPEOOBAHMS:

- 00beM TeKCTa Ha ciaiiie — He 0oJbIIe 7 CTPOK;
- MapKUPOBAHHBII/HYyMEPOBAHHBIHN CIIUCOK COJIEPKUT He Ooiiee 7 37IeMEHTOB;
- 3HaunMasi nHGopMaIus BeIIEISIETCS ¢ TOMOIIbIO I[BETa, KerJis, 3 PeKToB aHUMaIUu.

Oco00 BHUMATEITHLHO HEOOXOIMMO IMPOBEPUTH TEKCT HA OTCYTCTBHE OMIMOOK U oredaTok. OCHOB-
Hasi OIMOKa MpU BEIOOPE JAaHHOW CTPATErHH COCTOUT B TOM, YTO BBICTYIAIONINE 3aMEHSIOT CBOIO PeUb
YTEHUEM TEKCTa CO CJIalJI0B.

2 cTpaterusi: Ha Caipl ToMemmaeTcs (GpakTHIeckuii Mmatepuai (Tabiauibl, rpaduku, pororpadpun
U 1Ip.), KOTOPBIH SIBJISIETCS YMECTHBIM U JOCTaTOUHBIM CPEACTBOM HArJsJHOCTH, IOMOTA€T B PACKPHITHU
CTEP)KHEBOW UJeH BBICTYIJIEHUs. B 3TOM citydae K ciaiiiaM npeabsBIsoTCs Cleayole TpeOoBaHus:

- BBIOpaHHBIE CPEACTBA BU3YyaTU3alK HH(POpMAIHHU (TabIUIbI, CXEMBI, Ipa(UKH U T.1.) COOTBET-
CTBYIOT CO/IEP)KaHUIO;

- UCTIOJIb30BaHbl MJUTFOCTPALIMH XOPOIIEro KauecTBa (BBICOKOTO pa3pelieHus ), ¢ YeTKUM H300pa-
KEHUEM;

MakcumanbHOE KOJIMYeCTBO Tpaduueckoil HHPpopMaluu Ha OJHOM craie — 2 pucyHnka (¢oro-
rpaduu, CXeMbl U T.J.) C TEKCTOBBIMM KOMMEHTapHsIMH (He Oosiee 2 cTpok K Kaxaomy). Hanbonee Bax-
Hasi uHGopMaIus JOJKHA PacIoyiaraTbCsl B LIEHTPE SKpaHa.

OOpaTtuTe BHUMaHHE Ha KPUTEPUI OLIEHKH [TPE3EHTAINH:

"3auTeHO"-IIpe3eHTaIs BKIIIOYaeT He MeHee 12 KaJapoB OCHOBHOI 9acTu. B mpe3eHTauu moiHo-
CTBIO M ITyOOKO PAcKpbITO HANOJHEHHUE (CO/Iep KaHNe) MPECTABIIEMOM TEMBbI, YETKO OIpeeeHa
CTPYKTYpa Mpe3eHTaIlMU, OTCYTCTBYIOT (DakTHUECKHE (CoaepxKaTeNbHbIE), oporpadudeckue u CTUIU-
cTuueckue ommnoku. Ilpencrasien nepeyeHb HCTOYHUKOB, O(OPMIIEHHBII COrTIACHO OOLENPUHSTHIM
TpeboBanusM. L{BeToBbIe, HIPU(TOBIE PELICHUS, PACIIOTI0KEHNE TEKCTOB M CXEM B KaJ[paX COOTBET-
CTBYIOT TpEOOBaHUSAM peaTn3alnu.

KOMIIJVIEKT TEKCTOB IJI IOAI'OTOBKHU NPESEHTALIMN

1.IIpounTaiite, nepeBeanuTe TEKCT.
2. 3anosHuTe TA0IMIY HH(pOPMALMEH U3 TEKCTa
personality




Parents, family background |values: Personal qualities:
Education: Management style |beliefs:
The work done: Achievements :

Hobbies: Honours:

3. Ucnoab3yiiTe uHGOPMALUIO 1JIS IOATOTOBKH NMPe3eHTAIMU, PAcCNIPede/J B MATEePHaJl HA CJIaii10B
COOTBETCTBHH € TA0IHIICH.
Bapuanr 1.

TEXT: CEO of Coca Cola

Ivester, a factory foreman’s son and former accountant, stepped in- smoothly to run Coca-Cola as
CEO following the death of champion wealth creator Roberto Goizueta. Early in his job as Coke's chief,
Goizueta had recognized Ivester's drive, commenting that he was the hardest-working man he had ever
met. Together the two changed the company's operations and capital structure to maximize shareholder
value.

Both of Ivester's parents were factory workers from a tiny mill town in Georgia. His parents were
children of the depression, he recalls, strong savers, very strong religious values, and had very high ex-
pectations for their only son. If he got an A, his father would say: “They give A pluses, don't they?'

Doug Ivester is the guy who for nearly two years worked constantly to provide essential support to
Roberto Goizueta as he not only turned Coca-Cola around but made it into a powerhouse. If you want to
know just how driven Ivester is, know that more than a decade ago he set himself the goal of becoming
the CEO and chairman of Coca-Cola. Then he put on paper the dates by which he intended to do that.

By comparison with Goizueta, Ivester is an accountant by training, an introvert by nature.

He worked systematically to obtain the breadth needed to be a modern chief executive getting media
coaching and spending three years worth of Saturdays, six hours at a time, being tutored in marketing. He
is a straight arrow, constantly encouraging his executives to do the right thing, yet he is fascinated with
Las Vegas, which he visits once a year, gambling and-people-watching a lot.

He is big on discipline, which to him means: be where you're supposed to be. Dress the part (he is
opposed to casual Fridays). Return phone calls promptly (employees know never to get too far away from
their office voice-mail, even on weekends). Still when directing his troops, he asks them to set “aspira-
tions” (difficult targets).

Hierarchy is out - it slows everything down: he communicates freely with people at all levels. The
conventional desk job is also out. Ivester prefers that employees think of themselves as knowledge work-
ers - their office is the information they carry around with them supported by technology that allows them



to work anywhere. This really matters when your business is as large as Coke's, which gets 80% of its
profit from overseas.

At Coke business planning is no longer an annual ritual, but a continual discussion - sometimes via
voice-mail among top executives. Technology is not just nice; it's crucial. Huge volumes of information
don't frighten Ivester; he insists that they are necessary for real-time decision-making. With past-
generation executives, their style were more “don't bring me your problems, bring me your solutions,”-
says Tim Haas, Senior Vice President and Head of Latin America. Doug thrives on finding the solutions.
"In a word this complicated and fast-moving, a CEO can't afford to sit in the executive suite and guess,”
Ivester says. He believes that many of America's executives are getting terribly isolated

(from Fortune Magazine)
Bapuanr 2.
TEXT: WHO IS TO SPEAK ABOUT?

Upon hearing the term “famous” it is likely a celebrity or historical figure such as Abraham Lin-
coln comes to mind. Hear the term “famous pharmacist” and people will typically think of John Stith
Pemberton (inventor of Coca-Cola) or Hubert Humphrey (Vice President of the United States 1965-
1969). However, hear the term “pharmacy famous” and while people may identify this refers to someone
well-known in the pharmacy profession, anyone outside the profession is unlikely to be familiar with who
could deserve such recognition. Who is the most pharmacy famous person today?

Well, the answer to that question is a bit subjective and no doubt in the eye of the beholder. Another way
to identify the most pharmacy famous person is to see which pharmacist has achieved the most publica-
tions. With this tactic, vancomycin inventer Dr. Michael Rybak, renowned pediatric pharmacist Dr.

Milap Nahata.

The person at the top of the pharmacy famous list is not someone with a massive social media following.
He is also not the pharmacist with the most publications in pubmed (although he has an outstanding 131

hits at the time of composing this text). While he has achieved a variety of significant accomplishments

in his career there is one thing that has made him better known than any other pharmacist.

His name is Dr. Joseph DiPiro and he is the first author and senior editor for one of the most widely used

pharmacy textbooks. While the true name of this textbook is Pharmacotherapy: A Pathophysiolog-

ic Approach, most people simply refer to the text as “DiPiro.” Given that the textbook is common-

ly required reading for core pharmacy courses over multiple semesters, pharmacy students get to know
the name DiPiro very well.

It is an interesting thing to have someone within a profession be so well known in name, yet many would
not be able to recognize Dr. DiPiro if they saw him in person.

The first time I saw Dr. DiPiro I was at a pharmacy conference standing next to a research poster. He
walked by and I saw his name badge. Then I saw two other pharmacists pointing and commenting how
that was Dr. Dipiro. There are not many pharmacists others will stop to stare or point at. I think many
wonder what it must be like to be Dr. DiPiro and be so well-known within the profession. So, I reached
out to him and he was kind enough to provide some insight.

(Authored By: Timothy P. Gauthier, Pharm.D., BCPS-AQ ID)
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https://cphs.wayne.edu/profile/aa1592
http://pharmacy.ouhsc.edu/news/lectures/harris/nahata.asp
http://pharmacy.ouhsc.edu/news/lectures/harris/nahata.asp
http://app.pharmacy.vcu.edu/faculty/facdetail.aspx?id=1058
https://www.amazon.com/Pharmacotherapy-Pathophysiologic-Approach-Joseph-DiPiro/dp/0071800530
https://www.amazon.com/Pharmacotherapy-Pathophysiologic-Approach-Joseph-DiPiro/dp/0071800530
https://www.idstewardship.com/contributors/timothy-p-gauthier-pharm-d-bcps-aq-id/

Bapuanr 3.
TEXT: DAVID JACK

Sir David Jack FRS, former Director of Research and Development at Glaxo, died on 8 November 2011
at the age of 87 years. He probably did more to benefit patients with asthma and chronic obstructive pul-
monary disease than anyone else in history. He discovered the first B,-selective agonist (salbutamol), the
first inhaled corticosteroid (beclomethasone dipropionate), the first long-acting [,-agonist (salmeterol),
the most widely used inhaled corticosteroid (fluticasone propionate) and the best-selling asthma treatment
of all time (Seretide). He also discovered several other important drugs, including the histamine H»-
receptor antagonist ranitidine (Zantac), which became the best-selling drug of its day, and sumatriptan
(Imigran), a novel therapy for migraine.

David Jack was born in Markinch, Fife, the sixth and youngest child of a coal miner. It is extraordinary
that the other great drug discoverer of our time, Sir James Black, who went on to discover -blockers and
histamine Hj-receptor antagonists, was born in the same year in a nearby village. James Black was
awarded the Nobel Prize for Medicine in 1988, and many think that David Jack should also have been
similarly honoured. After secondary education at Buckhaven High School, David became an apprentice
pharmacist with Boots the Chemists in Cupar, turning down an opportunity to study mathematics at the
Edinburgh University, as his intention was to become a retail pharmacist. In 1944, he entered a BSc
course in Chemistry and Pharmacy at the Royal Technical College in Glasgow (now Strathclyde Univer-
sity), where he won every undergraduate prize open to him and graduated with first class honours. He
then became an Assistant Lecturer in Experimental Pharmacology in the University of Glasgow having
turned down an offer to study for a PhD. He joined Glaxo Laboratories in 1951 as a pharmacist where his
main role was to formulate new products and supervise their transfer to production. But he found this
work repetitive and unfulfilling and in 1953 moved to Smith Kline & French as Senior Development
Pharmacist, while at the same time studying for an external PhD at the Chelsea College of Technology
under the supervision of Professor Arnold Beckett. His exceptional research potential was immediately
recognised and in 1961 he was invited to become Director of Research and Development at Allen and
Hanburys, whose parent company was Glaxo. At this time, Allen and Hanburys were best known for their
blackcurrant pastilles! At the Ware research laboratories he brought together a remarkably productive
team of chemists, pharmacologists and pharmacists in order to achieve his ambition of inventing medi-
cines to treat important human diseases, a venture new to Glaxo group that time.

David Jack is best known for the discovery of some of the most effective and widely used drugs to treat
asthma and chronic obstructive pulmonary disease. He appreciated the importance of delivering asthma
treatments directly to the lungs by inhalation to produce a more rapid effect and to have fewer systemic
side effects than drugs given by mouth. Working with Roy Brittain, he recognised the advantage of de-
veloping selective activators of f,-receptors to avoid cardiovascular side effects from stimulating f;-
receptors that were seen with the non-selective inhaled B-agonist isoprenaline. This led to the discovery of
salbutamol (Ventolin), the first selective B,-receptor agonist, which was launched in 1969. This proved to
be a major commercial success and remains the most widely used asthma drug in the world today. Sal-
meterol was discovered by careful structure—function studies to optimise the duration of action by pro-
longing the time the drug occupies the P,-receptor and was launched in 1990. Oral corticosteroids were
very effective in asthma treatment but could not be used routinely because of many long-term side effects
and previous attempts to give steroids . This has now become the most widely used corticosteroid in the
world. Clinical studies showed that when salmeterol was added to fluticasone propionate it improved
asthma control to a greater extent than increasing the dose of inhaled corticosteroids and this led to the
logical development of a combination inhaler (Seretide) which was launched in 2000 and went on the be-
come the third best selling drug in the world.

But David Jack also discovered important drugs for other common diseases. His friend James Black had
invented the first effective treatment for peptic ulcer, cimetidine (Tagamet), which acted by blocking his-
tamine receptors in the stomach. Using logical chemical approaches David improved on cimetidine to de-



velop ranitidine (Zantac) in 1981, which had a longer duration of action and fewer side effects and was to
become the biggest selling drug in the world and the first blockbuster drug to make over $1 billion a year.

Not surprisingly, many honours came his way. He was awarded a CBE in 1982 and knighted in 1993 for
his services to the British pharmaceutical industry. He was elected a Fellow of the Royal Society of Edin-
burgh in 1978 and elected FRS in 1992. He was awarded the Royal Society's Mullard Medal in the same
year. The British Pharmacological Society, the Royal Pharmaceutical Society and the Royal Society of
Chemistry all bestowed their highest awards and he was given honorary degrees by seven universities.

In all this, David was ably supported by a strong and stable family life. Lydia was a fellow pharmacy stu-
dent in Glasgow, and they married in 1952. She gave him the support he needed when negotiating the ca-
prices of the pharmaceutical industry and survives him with their two daughters. His hobbies included
gardening, golf and theatre-going. Many will mourn his passing. Doctors and patients with common dis-
eases throughout the world and particularly those with obstructive airway diseases owe him an enormous
debt of gratitude as his research has literally transformed their lives.

(Published by the BMJ Publishing Group Limited)

4. Pexomenoauuu no nodzomoeke 1o reme 2.1.
KouTtpoabHasi pa6ora — ¢GopmMa KOHTPOJISA 3HAHUI U HABLIKOB 00y4alIHMXCsl B 00pa30BaTe/IbHOM

npouecce. ITo NMCbMEHHOE 3a/1aHNe, KOTOPOe HANIPABJIEHO HA NIPOBEPKY 3HAHMI 110 KOHKPETHOM
TeMe MJIM pa3jesy y4eOHoro Mmarepuana. B cogep:xkanue padoT BKIKOYAIOT OCHOBHbIC U HanoJ1ee
3HAYUTeIbHbIE BONPOCHI 10 paHee H3YYeHHBIM TeMaM, KOTOpPble COOTBETCTBYIOT JAHHOMY 3TaIly
o0yueHust

Task 1. Read and analyze the chat.

Letter layout:

Name, address, postal,
code, Telex number
/
Printed Letterhead<«— |
Date May 30", 200..
30 May, 200 ..
| Your/Ref....
Reference Our/Ref. AE/MLLn 8201
\ Messrs Johnson Brown and Partners
Address
Jade Lines Ltd
Mr/Mrs/Miss/Ms

Opening salutation

Subiect Dear Sir - Yours faithfully

10 Sirs

A




USEFUL PHRASES AND SENTENCES FOR BUSINESS LETTER WRITING.

1) in the opening salutation:
- We would like to inform.....
- We have received your letter....
- We are sorry to have to remind ...
- In reply to your letter ...
- In accordance to ...
2) in the body of the letter ...
- We regret being unable to...
-We regret we cannot accept...
- Unfortunately we cannot/it will be impossible ...
- We offer our apology ...
- We shall appreciate it if ...
- We would be very much obliged ...
- We shall be grateful to you ...
- We are delighted to accept...
- We are pleased to accept...
- Please let us ask ...
- We would request you to ...
3) in the closing paragraph:
- We look forward to seeing/to joining you ...
- In anticipation of your reply ...
- Your prompt reply will be appreciated.
4) in the complimentary closing:
-Yours sincerely / faithfully / truly ...
- Thank you for your letter of (date) / your inquiry

Model letter: (Ne1)
Task: a) Look through the following letter and analyze its layout.
b) What is the subject of the letter?
¢) What phrases are used - in opening salutation?
- in the closing paragraph?
- in the complimentary closing?

d) What have you learned about the author and his job?



3333 Imperial Way
R-10004 Freetown
Fredonia

Mr. Charless Fox

European Sales Office

ACME Atlantic Ltd

45 Pentonville Road

London EC2 4AC

13 May 20.....

Dear Mr. Fox,
I wish to apply for one of the positions described in your
advertisement “ Work in Bermuda” in this week’s Daily Planet.

My name is Jean Muster. I am 25 years old and a Fredonian citizen. I am at present work-
ing for Fredonian Enterprises, And as you know, we have been doing business with ACME

Atlantic for a number of years. I would be interested in a 6-month contract. During this
time my present employers are willing to give me leave of absence. My recent work has involved
working in a team in the export department of my firm and I have developed confidence and skill
in dealing with foreign buyers the telephone and in writing, mainly using English. My Fredonian
is fluent, I speak and write reasonably good English and I can also handle business correspond-
ence in German and Italian. As you will see from my enclosed CV, my qualifications are good,
and I think you will agree that my experience and language skills will help me to make a valuable
contribution to your firm and you find that I am an enthusiastic and resourceful employee.

I am available for interview at any time except for June 12" to 21,
My daytime phone number in 287 8889 extension 333.

Looking forward to hearing from you,

Yours sincerely,

Jean Muster

Model Letter (Ne 2)




After leaving school. College, or university a graduate needs a reference letter to continue
his/her education or to apply for a job. He or she will have to ask somebody for a letter of this kind.
The letter below is given to you as an example.

Coppin State College
Baltimore, USA

May 12, 200 ...

New York University
Dr. J. Fowles
Dear Dr. Fowles,

As you know I’ll be leaving this summer. I’'m now looking for a university to continue my ed-
ucation and will soon be making a number of inquiries and send my application.

I should be grateful if you would agree to act as my referee, should I need one. Please let me
know if you would have time to write a letter of reference to one of the universities.

Yours sincerely,

Robert Carrington

Model Letter 3

Task: Read the following letter and then act as a referee and write a letter of reference rec-
ommending your best to a higher educational establishment.

GLOBAL INTERNATIONAL, Inc.
544, Valles Avenue, Riverdale,

N.Y. 10775, USA

Tel : 767-432-0853

The Secretary

The Brush Group

96, Duke Street,

LONDON, S.W.L,




New York University
Chemistry Faculty
May 25, 200...
Washington State University
President
Dear Mr. President,

I write to say that Robert Carrington who is currently a student at Coppin State College has
been in touch with me to say that he is going to continue his education at Washington State Uni-
versity and has asked me if I could act as a referee for him and submit this reference to you.

I have to say that I am very happy indeed to do so. Robert has been at New York State
University Summer School every year since 1997 and I think that the best way of describing him
is as a very positive man. He is a very serene person and with the confidence to deal with any
problem that arise from time to time either on his own initiative or, by asking a superior how a
particular matter should be dealt with.

I have also found him an extremely willing person and one who never complains whilst he
also has the ability to study independently, and in 1998 we gave him the opportunity to carry out
research in connection with Ecological Studies.

I have to say, therefore, that I have absolutely no doubts in recommending Robert to you.
I am absolutely sure that he will study well and will also mix in well with other students.

I do hope that the foregoing is of help and if I can assist further, please do not hesitate to
contact me.

Yours sincerely,

Jane Fowles

Task: a) Read and translate the following letter. (Ne 4)

b) You are a dean of our Academy. Inform your post graduate students about the announce-
ment of the US College of pharmacy.

NOVA SOUTHEASTERN UNIVERSITY
Health Profession Division
College of Pharmacy

Dear Dean:




In an effort to meet the changes demanded of the expanding pharmacy profession. The college
of Pharmacy at Nova Southeastern University is pleased to announce the Doctor of Pharmacy
(Pharm.D.) — International Program. This 2,5 year program was designed exclusively for graduates
of pharmacy degree program outside of the United States jurisdiction, allowing them to build upon
their pharmacy education and prepare them for a clinical pharmacy practice. Upon the completion of
the program students are eligible to take U.S. pharmacist licensure examination. The College of
Pharmacy selects students for admission into this program based on previous academic performance,
Test of English as a Foreign Language (TOEFL) scores, written application, and letters of evalua-
tion. For more information and application forms see NSU web site at http: // pharmacy.nova. edu.

Nova Southeastern University is accredited by the Commission on Colleges of the Southern
Association of College and Schools to award bachelor’s, master’s educational specialist, and doc-
toral degrees. It is the largest independent non-profit university in the State of Florida, and with an
enrollment of approximately 20.000 students, is among the 20 largest in the entire United States. The
College of Pharmacy has been granted full accreditation status by the American Council on Pharma-
ceutical Education (ACPE), the national agency for the accreditation of professional programs of
pharmacy. The educational programs and facilities of the College of Pharmacy are among the best in
the country. Pharmacy faculty at the university are young, enthusiastic, and on the cutting edge of
pharmaceutical practices. With over 200 clinical sites and over 450 preceptors, experiential educa-
tion is as comprehensive and diverse as anyone could desire. These include sites ranging from the
clinic pharmacy at Davie, Florida, where faculty practice disease state management to the 1500-bed
Jackson Memorial Hospital as well as medical centers in Tampa, Orlando, and West Palm Beach.

Please inform your faculties and students about this opportunity to attain a Doctor of Pharmacy
(Pharm.D.) degree in the United States. If you have any questions, please do not hesitate to call or
email me. Thank you for your attention and we look forward to hear from you soon.

Sincerely

Leanne Lai, Ph.D. Associate Professor
International Program Director
College of Pharmacy

Nova Southeastern University

Model Letters (Ne 5)

In answer to an ad. in a newspaper, magazine, a circular letter, or from an agency. Compare these
two letters Ne 5, Ne 6

Dear Sirs,

I am very interested in the type of work done by your company, and am at present look-
ing for a post in this particular sector of industry. As you will see from my CV, I have some
experience in this field, and would appreciate the opportunity of explaining how I feel I can be
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of use to your company.

I should be pleased to attend an interview at any time which is convenient to you. I can
be contacted at the telephone number given.

I look forward to hearing from you.
Yours faithfully,

D.Jones.

Speculative application. (Ne 6)

Dear Sirs,

I am very interested in the type of work done by your company, and am at present look-
ing for a post in this particular sector of industry. As you will see from my CV, I have some
experience in this field, and would appreciate the opportunity of explaining how I feel I can be
of use to your company.

I should be pleased to attend an interview at any time which is convenient to you. I can
be contacted at the telephone number given.

I look forward to hearing from you.
Yours faithfully,

D.Jones.

Model Letter (Ne7)

Task: Look through this letter and say what kind of letter is it. Pay your attention to its struc-
ture and useful phrases.

Institute of Chemistry

St.Petersburg, Russia

Dr. R.H. Lookenbill
Chairman

Organizing Committee
Montana University

Dear Dr. Lookenbill

Thank you for your letter of October the 10™ together with the kind invitation to partici-
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pate in the Symposium on History of Chemistry to be held in Missoula next year.

I shall be happy to participate in this gathering and would be prepared to give a talk on
“Alchemy”.

I enclose my preliminary registration form and will send an abstract of my paper before
the end of the year.

Yours sincerely,

V.Yakovlev

Model Letter (Ne 8)

Task: The next letter is for you to reply positively or negatively.

The 14™ International Conference on the Structure of Atom
Missoula, Montana, USA
Dr. ... ... 25 September
Chemistry Faculty, MSU

Moscow, Russia

Dear Dr. ...,

This letter is to call your attention to the 14™ International Conference on the Structure of
Atom to be held October 21-25, 200... in Missoula, Montana, USA.

In view of your active interest in this field, we would be pleased to have you as a participant
in this Conference. If you are interested in attending, please forward the application form (en-
closed) to Professor A.B.Hill, Department of Chemistry, Montana University.

Attendance to this Conference is limited to approximately 100 persons.

Nevertheless, if you know of anyone who has a significant contribution to make to this Confer-
ence, please, ask him to send an application form to Professor A.B.Hill.

We are planning to allow room in the programme for short presentation
of very recent work warranting general discussion.

If you are aware of such developments, we would be grateful if you could bring them to the a|
tention of the Conference Chairman

Sincerely yours,




J.L.Phillips

Conference Secretary

Model Letter (Ne 9)
Task: Read the following letter and then write a letter in the name of
Miss Petrova beginning it with “I would like some information

about ...” or “Could you please ...” and finishing with “ I would

appreciate/be greatful...”

Dear Miss. Petrova,

Please find enclosed our prospectus covering Proficiency Courses in English for the period
July-December. Details of fees and accommodation in London for that period are covered in the
booklet “Living in London” which accompanies the prospectus.

At present we still have places available for students taking the courses beginning in July,
but would ask you to book as soon as possible so that we can reserve a place for you in the class
and arrange accommodation with an English family.

We are sure you will enjoy your stay here and look forward to seeing you.

Yours sincerely,

Task: Match the beginning and the endings below and identify the

technique which have been included. Then say which letter:
* is informal

* 1S to a newspaper

* is applying for a ...




1. As I’ve said, this really is too

A Dear Mr Wooster,
good a chance to let slip by, I honestly

[ 'am writing in my capacity as secretary don’t think it will be very difficult for
of the college social club to say how concerned you of all people to qualify. So why
we were to read about the decisions taken at the not give it a go? Write and let me
committee meeting held on the fourth of last know how to get on.

month.
Say hello to everyone for me,

Lots of love,

Jill
C Dear Sir/Madam,
I am writing to express my interest in

the position of part-time library assistant

that I saw advertised in your newspaper

dated 13™ June. 3 I trust you will give this issue your
urgent consideration and will take the opin-
ions of the students into account. Thanking
you in anticipation for your cooperation on

this matter.
B Dear Mark,

Your sincerely,
I 'am writing to let you know

about a marvelous opportunity Graham Wiseman
that I have heard about and that
I think is exactly what you are

looking for.

2 I hope that you will consider me for the

post. I enclose a copy of my CV together with two

letters of reference. I look forward to hearing from

you and having the opportunity to discuss this mat-
ter further.  Yours faithfully,

Kate Lowe

Task . You are a second year student of our Academy and want to find any job abroad during
your summer holidays. Write a letter to “Work and Travel” Company to get a detailed information.

Task . You have graduated from our Academy.

a) Write a letter to a foreign Job Center or any company in view of finding a job connected with
your profession.



b) Write a letter to a Travel Company to know if you can have practice abroad, ask them to enclose
their requirements or programmers.

Task .You were invited to take part in the Scientific Conference (or Exhibition) abroad. Write a let-
ter of confirmation or give reasons to refuse politely from taking part in it.

Task . Analyze the types of letters to recognize them in the tests.

Ilucemo-no3opasnenue Letter of Congratulation oTnpapisitoT COTpyIHUKAM WM MMapTHEPaM, YTOOBI
MOTYEPKHYTh UX MEPCOHATBHBIN BKIIAJ B PA3BUTHE OTPACIU WIH YTOO MO3IPABUTH C TMIHBIMH JTOCTHIKE-
HUSMU ¥ TTAMSITHBIMU JTaTaMHU.

Mr John Lewis
General Manager
Hoverny Ltd

4567 Snake street
Oakland, California

Howard Stanley

9034 Canyon Street

San Francisco, California
USA, 90345

October 01, 2015

Dear Mr Stanley,

October, 02 will be a remarkable day of your 10th anniversary as a member of Hoverny Ltd. During these years of
work you proved to be a loyal and qualified worker with great potential. We recognize the contribution you make
in our company success and wish to congratulate you upon your 10th anniversary.

With respect,

John Lewis,

General Manager

Ilucomo-npuznawenue (Letter of Invitation)

Yame Bcero ngenossie Letter of Invitation oTnpaBisitoT, 4TOOBI NPUIIIACUTH HA MEPOTIPHUSITHUS, CBA3aHHBIE C Jes-
TEIHHOCTHIO0 KOMIIAHUU.

Dear Charles Milton,

I would like to invite you to a seminar that I'm confident will interest you.

The 3D Technologies Seminar held at the Moscow Crocus Congress Centre on June 13 will feature lectures by sev-
eral key programmers and designers in the field of 3D modeling, with topics including filtering, anti-aliasing and
mipmapping.

I am enclosing 3 tickets for you. I hope that you decide to attend and I am looking forward to seeing you there.
Best regards,

Igor Petrov ,

Managing Director Ltd. The company "Center"

Tel: +7 912 XXXXXXX
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ITucomo o npueme na pavomy (Letter of Acceptance)
Letter of Acceptance ysemomusieT Bac o npuHsTHH Ha paboTYy.

Mrs Jane Tumin
HR Manager
Sommertim

7834 Irving Street
Denver, Colorado

Mrs Lean

9034 Cody Street
Denver, Colorado
USA, 90345

February 15, 2016

Dear Mrs Lean

With reference to our telephone conversation yesterday I am glad to tell you that we offer you the position of Sen-
ior Lawyer in our company. You will be provided with company car according to the corporate policy and full
medical insurance. Your salary will be $100 000 per year according to your request. You may learn about job con-
ditions in job offer attached to this letter.

With respect,
Jane Tumin,
HR Manager

IMucsmo-3asiBiienue (Application letter)

ConepkHT pe3roMe U MpeIoKeHne ce0s B KauecTBe paboTHuka. Kira Stan
7834 East street
Chicago, Illinois

Trend&Fashion
9034 Groom Street
Chicago, Illinois
USA, 90345

July 12, 2017

Dear Sirs

With reference to your vacancy for Office Manager [ am sending you my CV attached to this letter. I have an expe-
rience of working as a secretary for 2 years in a small company where I had no career prospects. I am the Bachelor
of Business Administration and so I think my education would allow me to make a significant contribution to your
company. I would be very grateful if you consider my application.

With respect,
Kira Stan

ITucomo-npeonoscenue (Commercial Offer)
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Takoe nmuceMo OTHPABJIACTCA NOTCHLIUAJIBHOMY ACJIOBOMY MAapTHEPY C YCIOBUAMU U NPCATIOKCHUAMU O COTPYA-
HHUYCCTBC.

Mr Dean Hipp
General Director
Roses For You
4567 Camino Street
San Diego, CA

Mrs Olga Linnet
Perfect Wedding
9034 South Street
San Diego, CA
USA, 90345

March 10, 2016

Dear Mrs Linnet

Your wedding agency is becoming more and more popular in our city. I would like to help you make it more attrac-
tive to the customers. I am the owner of rose gardens, we grow fine roses all the year round. Roses would become a
very good decoration for all wedding ceremonies. The prices are reasonable and include the designer service. More
information you may find in the brochure attached.

Yours sincerely,
Mr Dean Hipp
General Director

IMucemo-xanoda (Letter of Complaint)
Letter of Complaint comep>XuT xano0y Wiv MPETeH3UH Ha Ka4eCTBO MPHOOPETEHHOTO TOBAapa MIN OKa3aHHBIX

YCIIYT.

Mr Jack Lupin
7834 17th Street
Detroit, Michigan

Electronics Ltd

9034 Commerce Street
Detroit, Michigan
USA, 90345

April 25, 2017

Dear Sirs,

I am writing to inform you that yesterday I got my new TV set which was delivered by your delivery service. The
package was undamaged so I signed all documents and paid the rest of the sum. But when I unpacked it I found
several scratches on the front panel. I would like you to replace the item or give me back my money. Please let me
know your decision within 2 days.

Yours faithfully,

Jack Lupin
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IMucemo—n3BuHenne Letter of Apology
ITuceMo—u3BUHEHTE 06I:>I‘lHO OTIIPABJIACTCS B OTBCT HA HI/ICBMO-)KaJ'IO6y, ‘{TO6LI HU3BUHUTHCA NICPC MOKYIMATCIIEM
WA TIPOSICHUTH HEIOPA3yMEHHUE.

Mr Dereck Smith
General Manager
Electronics Ltd

9034 Commerce Street
Detroit, Michigan
USA, 90345

Mr Jack Lupin
7834 17th Street
Detroit, Michigan

April 28, 2017

Dear Mr Lupin,

It was distressing to learn that the TV set that we delivered to you on April 24 was scratched. We do not have any
idea how it may have happened that is why we are very sorry that this unfortunate incident occurred and ready to
exchange your scratched TV for another one.

Yours sincerely,

Mr Derek Smith
General Manager

IMucsmo—nipocsda (Request letter/Enquiry Letter) [Trcsmo-npock0y Ui MUCbMO-3aMpocC OTIPABIISIOT,
KOT1a HeOOXOJMMO TOTYYUTh HH(YOPMAITHIO 00 yCIyre WM TOBApE, BBIACHUTH LIEHY WIIN yCIOBUS J10-
CTaBKH.

Mr Ken Smith

9034 Commerce Street
Detroit, Michigan
USA, 90345

ParkInn Hotel
7834 17th Street
Tampa, Florida

June 28, 2016

Dear Sir or Madam

I'd like to book a single room in your hotel from August 1 till August 10. Could you please tell me the
price per night including breakfast and dinner if possible? Do you have airport transfer and car rent ser-
vice?

I am looking forward to your reply,
Mr Ken Smith
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Iucsmo—oTBeT Ha 3anpoc nHopmanun (Reply to Information Inquiry /Reply Quotation)

B stom nuceMe coaepkutes 3anpamubaemas nHbopmarusa. OcHoBHOE mpaBmiio 11t Reply to
Information Inquiry 4eTko OTBETHTH Ha BOMPOCHI B MUChMe-3anpoce. Ms Jennifer Watson
Sales Manager

ParkInn Hotel

7834 17th Street

Tampa, Florida

Mr Ken Smith

9034 Commerce Street
Detroit, Michigan
USA, 90345

June 30, 2016

Dear Mr Smith

Thank you for your enquiry about the staying in our hotel. We have a single room available at the period
you stated. The price is $85 per night. Breakfast and other meals are not included as we do not have such
service. But there is a buffet in our hotel where you can have meals at any time of the day and night. We
have airport transfer service, it's free for our guests, as well as Wi-Fi. It is also possible to rent a car in our
hotel in advance together with reserving a room. If you have any more questions we are ready to answer.

Yours sincerely,

Jennifer Watson
Sales Manager

4. Pexomenoauuu no nodcomoexke no meme 2.2

KoHTposbHasi pa6oTa — popMa KOHTPOJISI 3HAHUI U HABBIKOB 00y4aluXxcsi B 00pa3oBaTeIbHOM
npouecce. IT0 NUCbMEHHOE 3aJaHie, KOTOPOe HANPABJIEHO HA MPOBEPKY 3HAHUI N0 KOHKPETHOI
TeMe WJIN pa3jiesy yueGHoro Mmatepuasa. B cogepxanue padoT BKJIIOYAKOT OCHOBHBbIE U Hanbo1ee
3HAYHUTEIbHbIE BOMPOCHI M0 paHee H3YYeHHBIM TeMaM, KOTOPbIe COOTBETCTBYIOT JaHHOMY 3Tamy
o0yueHust

Task 1. Read and define the type of the e-mail.
Blank21@...

Dear Mr. Blankenship

The invoice we received yesterday. From your office was dated February 25. This date is incorrect ,the
date should read February 28 attached is the original invoice with the incorrect date . Please correct the
date and resend the invoice . We will be able to send the fund promptly. Bye the end of the day.
Sincerely

Isabelle
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Task 2. Read and find the phrases corresponding the type of e-mail.

1 I am writing to apologize for...

Please accept our sincere apologies for... ]
I deeply regret the inconvenience caused by Letter of Recommendation
We understand the frustration this has caused.
We are taking steps to ensure that this does
not happen again.

2 | I am writing to express my dissatisfaction Apology Letter
with...

I regret to inform you that I am not satisfied
with...

I purchased/ordered [product/service] on
[date], but unfortunately

I would appreciate it if you could [proposed
solution].

I'look forward to your prompt attention to this
matter.

3 I am writing to apply for the position of... Complaint Letter
I am interested in applying for the role of...
advertised on...

Please find attached my resume and cover
letter. (

I believe my skills and experience make me
well-suited for this position.

I would welcome the opportunity to discuss
my application further in an interview.

4 | I am writing to inquire about... Application Letter
I would be grateful if you could provide me
with information regarding...

Could you please send me details about...

I am particularly interested in

Would it be possible to receive...

5 I am writing to recommend/support [Name]'s
application for... )
I have known [Name] for [time period] in my Inquiry Letter
capacity as

[Name] has demonstrated exceptional skills
in...

I believe that [Name] would be an excellent
addition to your...

I highly recommend [Name] without reserva-
tion. (

REVISION MATERIAL:
Task . Analyze the types of letters to recognize them in the tests.
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ITucemo-no3opasnenue Letter of Congratulation oTHpaBisiOT COTPYAHUKAM WM TApTHEpaM, YTOObI
MOTYEPKHYTh MX MEPCOHAIBHBIN BKIIA/ B Pa3BUTHE OTPACIIN MM 4TOO MO3PAaBUTh C TMYHBIMU JTOCTHKE-
HHUAMHU U IaMATHBIMU JaTaMU.

Mr John Lewis
General Manager
Hoverny Ltd

4567 Snake street
Oakland, California

Howard Stanley

9034 Canyon Street

San Francisco, California
USA, 90345

October 01, 2015

Dear Mr Stanley,

October, 02 will be a remarkable day of your 10th anniversary as a member of Hoverny Ltd. During these years of
work you proved to be a loyal and qualified worker with great potential. We recognize the contribution you make
in our company success and wish to congratulate you upon your 10th anniversary.

With respect,

John Lewis,

General Manager

Iucomo-npuznawmenue (Letter of Invitation)

Yame Bcero nenossie Letter of Invitation oTnpaBisitoT, YTOOBI NPUITIACUTH HA MEPONIPHUSTHUS, CBA3aHHBIE C Jes-
TEIHHOCTHIO0 KOMIIAHUU.

Dear Charles Milton,
I would like to invite you to a seminar that I'm confident will interest you.

The 3D Technologies Seminar held at the Moscow Crocus Congress Centre on June 13 will feature lectures by sev-
eral key programmers and designers in the field of 3D modeling, with topics including filtering, anti-aliasing and
mipmapping.

I am enclosing 3 tickets for you. I hope that you decide to attend and I am looking forward to seeing you there.

Best regards,

Igor Petrov

Managing Director Ltd. The company "Center"
Tel: +7 912 XXXXXXX

ITucemo o npueme na pavomy (Letter of Acceptance)
Letter of Acceptance yBenomisieT Bac o npunsTHH Ha padoTy.

Mrs Jane Tumin
HR Manager
Sommertim
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7834 Irving Street
Denver, Colorado

Mrs Lean
9034 Cody Street

Denver, Colorado
USA, 90345

February 15, 2016

Dear Mrs Lean

With reference to our telephone conversation yesterday I am glad to tell you that we offer you the position of Sen-
ior Lawyer in our company. You will be provided with company car according to the corporate policy and full
medical insurance. Your salary will be $100 000 per year according to your request. You may learn about job con-
ditions in job offer attached to this letter.

With respect,
Jane Tumin,
HR Manager

IMucsmo-3asiBienue (Application letter)

ConepkuT pe3roMe U MpeIoKeHne ce0s B KauecTBe paboTHuka. Kira Stan
7834 East street
Chicago, Illinois

Trend&Fashion
9034 Groom Street
Chicago, Illinois
USA, 90345

July 12, 2017

Dear Sirs

With reference to your vacancy for Office Manager I am sending you my CV attached to this letter. I have an expe-
rience of working as a secretary for 2 years in a small company where I had no career prospects. I am the Bachelor

of Business Administration and so I think my education would allow me to make a significant contribution to your

company. I would be very grateful if you consider my application.

With respect,
Kira Stan

Ilucomo-npeonoxncenue (Commercial Offer)

Takoe nmuceMo OTIPABJIACTCA NOTCHLIUAJIBHOMY ACJIOBOMY MApTHEPY C YCIOBUAMU U HNPCAJIONKCHUAMHA O COTPYA-
HHUYCCTBCE.

Mr Dean Hipp
General Director
Roses For You
4567 Camino Street
San Diego, CA
27
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Mrs Olga Linnet
Perfect Wedding
9034 South Street
San Diego, CA
USA, 90345

March 10, 2016

Dear Mrs Linnet

Your wedding agency is becoming more and more popular in our city. I would like to help you make it more attrac-
tive to the customers. I am the owner of rose gardens, we grow fine roses all the year round. Roses would become a
very good decoration for all wedding ceremonies. The prices are reasonable and include the designer service. More
information you may find in the brochure attached.

Yours sincerely,
Mr Dean Hipp
General Director

IMucemo-xanoda (Letter of Complaint)
Letter of Complaint comepXut kano0y Win MPEeTeH3UH Ha Ka9eCTBO MPHOOPETEHHOTO TOBapa WIIH OKa3aHHBIX

YCIYT.

Mr Jack Lupin
7834 17th Street
Detroit, Michigan

Electronics Ltd

9034 Commerce Street
Detroit, Michigan
USA, 90345

April 25, 2017

Dear Sirs,

I am writing to inform you that yesterday I got my new TV set which was delivered by your delivery service. The
package was undamaged so I signed all documents and paid the rest of the sum. But when I unpacked it I found
several scratches on the front panel. I would like you to replace the item or give me back my money. Please let me
know your decision within 2 days.

Yours faithfully,

Jack Lupin

IMucemo—n3BuHenne Letter of Apology
ITuceMo—u3BUHEHTE 06BI‘lHO OTIIPABJIACTCS B OTBECT HA HI/ICBMO-)KaJ'I06y, ‘-ITO6I>I HU3BUHUTHCA NICPC/ MOKYIATCIIEM
WJIH NPOSICHUTH HEJIOPA3YMEHHUE.

Mr Dereck Smith
General Manager
Electronics Ltd
9034 Commerce Street
28



Detroit, Michigan
USA, 90345

Mr Jack Lupin
7834 17th Street
Detroit, Michigan

April 28, 2017

Dear Mr Lupin,

It was distressing to learn that the TV set that we delivered to you on April 24 was scratched. We do not have any
idea how it may have happened that is why we are very sorry that this unfortunate incident occurred and ready to
exchange your scratched TV for another one.

Yours sincerely,

Mr Derek Smith
General Manager

Iucsmo—npocroa (Request letter/Enquiry Letter) [Tucsmo-nipocs0y niin mucbMo-3ampoc OTIPABIISIOT,
KOTJ1a HeOOXOJMMO MOJIYYUTh HH()OPMAIIHIO 00 YCIyTre WM TOBAape, BEISICHUTH IICHY WM YCIOBHS J10-
CTaBKH.

Mr Ken Smith

9034 Commerce Street
Detroit, Michigan
USA, 90345

ParkInn Hotel
7834 17th Street
Tampa, Florida

June 28, 2016

Dear Sir or Madam

I'd like to book a single room in your hotel from August 1 till August 10. Could you please tell me the
price per night including breakfast and dinner if possible? Do you have airport transfer and car rent ser-
vice?

I am looking forward to your reply,
Mr Ken Smith

IMucsmo—oTBeT Ha 3anpoc nHopmanun (Reply to Information Inquiry /Reply Quotation)

B stom nuceMe copepxkutes 3anpamubaemas nHbopmarusa. OcHoBHOE mpaBmiio it Reply to
Information Inquiry yeTko OTBETUTH Ha BOIIPOCHI B IKUcbMe-3aripoce. Ms Jennifer Watson
Sales Manager

ParkInn Hotel

7834 17th Street

29



Tampa, Florida

Mr Ken Smith
9034 Commerce Street

Detroit, Michigan
USA, 90345

June 30, 2016

Dear Mr Smith

Thank you for your enquiry about the staying in our hotel. We have a single room available at the period
you stated. The price is $85 per night. Breakfast and other meals are not included as we do not have such
service. But there is a buffet in our hotel where you can have meals at any time of the day and night. We
have airport transfer service, it's free for our guests, as well as Wi-Fi. It is also possible to rent a car in our
hotel in advance together with reserving a room. If you have any more questions we are ready to answer.

Yours sincerely,

Jennifer Watson
Sales Manager

5. Pekomenoauuu no no02omogKe K mecmuposanuio

Tect- cucremacTaHIapTU3UPOBAHHBIX 3aJaHUM, MO3BOJIAIOLIAs YHU(UIUPOBATh M aBTOMATU3UPOBAThH
IpoLelypy U3MEPEHUS YPOBHS 3HAHUN U YMEHUH 00ydarommerocs.

Ilenbp TecTupoBaHUM B X0/€ y4eOHOrO Ipolecca CTYIEHTOB COCTOUT HE TOJBKO B CHCTEMaTHYECKOM
KOHTPOJIE 32 3HAHUSAMH , HO ¥ B Pa3BUTHUU YMEHUS CTY/ICHTOB BBIJEISTH, aHATM3UPOBATh M 00001IATh .

Kak u mo0as npyras ¢opMa MoJroTOBKH K KOHTPOJIIO 3HAHUH, TECTUPOBAHUE UMEET Psii OCOOEHHOCTEH,
3HAHHWE KOTOPBIX IMOMOTAaeT YCIEUIHO BBIMOJHUTH TECT. MOXHO JaTh CIEIYIOIINE METOJINYECKUE PEKO-
MEHJaluu:

* [Ipexxnie Bcero, cieayeT BHUMATENIbHO U3YUUTh CTPYKTYpPY TECTa, OLEHUTh 00bEM BPEMEHH, BbIAEIsEC-
MOTO Ha JJaHHBIN TECT, YBHJCTh, KAKOTO THIIA 33/IaHHS B HEM COJIEPIKaTCsS. ITO OMOXKET HACTPOHUTHCS Ha
pabory.

® .HyLIHIG HAaYMHATb OTBCYATh Ha TC BOIIPOCHI, B IPABUJIBHOCTHU PCIICHHUA KOTOPBIX HET COMHCHI/II\/'I, IIOKa HE
OCTAHABJIMBAsIChb HA TCX, KOTOPBIC MOT'YT BBI3BATH HOJIHUEC PA3yMbs. OTO MO3BOJIUT YCIIOKOUTBHCA U CO-
CpCAOTOUUTHCSA HA BBIITOJIHCHHUU Ooiee TPYAHBIX BOIIPOCOB.

* O4eHb BaXXHO BCCTJla BHUMATCIIBHO YHUTATh 3aJaHHA OO0 KOHIIA, HE MbITAadACh MMOHATH YCJIOBUA «I10 IIEP-
BBIM CJIOBaM)» HJIN BBIIIOJIHUB HO,[IO6HBI€ 3alaHuA B IPCAbIAYIIUX TCCTHUPOBAHUSAX. Takas cremka HEpCI-
KO IMPUBOAUT K NOCAAHBIM OIIMOKAM B CaMBIX JIETKHUX BOIIpoOCax.

* Ecniu Bel He 3HaeTe oTBeTa Ha BOIIPOC WJIM HEC YBCPCHBI B MMPAaBUJIbHOCTH, CICAYCT IPOITYCTUTH €ro U
OTMCTHUTD, YTOOBI IIOTOM K HEMY BCPHYTHCA.

* [IcuxoJoru TaKkxe COBCTYIOT AYyMAThb TOJIBKO O TCKYIICM 3alaHUU. Kax IMpaBuJIO, 3aJaHus B TECTaxX HE

CBA3aHbI APYyTr € APYroM HCIOCPCACTBCHHO, IO3TOMY HCO6XOI[I/IMO KOHICHTPUPOBATHCA HA JAHHOM BO-
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MpOCe U HAXOJUTh PEUICHUS, TOAXOIAIINE UMEHHO K HEMY. KpoMe Toro, BBINOJIHEHHE 3TOM pPEKOMEHAa-
IIUU JACT eIlle OJIUH MCUXOIOTUYECKUI A3PPEKT — MO3BOIHT 3a0bITh O HEYyJaue B OTBETE Ha MPEIbLTYIIHIA
BOIIPOC, €CJIU TaKOBas UMeJla MECTO.

Buael TecToB:

OTKPBITHII TeCT MPEACTABISIOT COOO0M TUT TECTOBBIX 3aJaHHA, TPEyCMATPUBAIONINX CBOOOIHBIC OTBE-
ThI 00YYArOIINXCS, TI0 CYTH ITO 33JjaHus 0€3 MpeasiaraeMbIX BApUaHTOB OTBETOB. [Ipenmnonaraercs, 4to
TECTUPYEMBIN JOJDKEH JaTh KOPOTKHUM U YETKUIl OTBET U3 OJTHOTO, PeKe — JIBYX CJIOB (3TO CIEQyeT yKa-
3aThb B HUHCTPYKLHUHU K TECTY-,

3aKprTbIﬁ TeCT—BBIGOp OQHOTI'0 UJIKM HECKOJIBKUX BApPUAHTOB OTBCTOB B IIPOMU3BOJIbHOM IIOPAAKE.

KOMILJIEKT TECTOB IJIs1 CAMOIIOAI'OTOBKHM.

3aganme 1.
A.Pacnonoxcume uacmu 0e106020 RUCOMA 8 NPABUTIbHOM NOPAOKeE

1. Dear Sirs,

2. Kenneth Beare
2520 Visita Avenue
Olympia, WA 98501

September 12, 2000

3. With reference to your advertisement in yesterday's «New York Times», could you please send me a
copy of your latest catalogue? I would also like to know if it is possible to make purchases online.

4. Jackson Brothers
487 23rd Street

New York, NY 12009

S. Yours faithfully,
(Signature)

Kenneth Beare
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Administrative Director

English Learners & Company

B. Ykastcume nopsaokoewlit Homep 6vblOpaAHHOU 6amu Yacmu.

1 2 3 4 5

C.Ykaxcume memy nucema.( SUBJECT) ....
3aganue 2.
A.Pacnonoxcume uacmu 0e106020 RUCOMA 8 NPABUTIbLHOM NOPAOKeE

1. Dear Mr. Sawyer,

2. I look forward to hearing from you.
Yours sincerely,
Simon Tramp

Sales Manager

3. Thank you for your letter. I am afraid that we have a problem with your order. Unfortunately, the man-
ufacturers of the part you wish to order have advised us that they cannot supply it until November. Would
you prefer us to supply a substitute, or would you rather wait until the original parts are again available?

4. James Sawyer, Sales Manager,
Electro Ltd,
Perry Road Estate,

Oxbridge UN54 42KF

5. Pine Estate,
Bedford Road,

Bristol, UB28 12BP
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Telephone 9036 174369
Fax 9036 36924

6 August 2005

B. Ykastcume nopsaokoewlit Homep 8blOpaHHOll 6amu yacmu

1 2 3 4 5

C.Ykaxcume memy nucema.( SUBJECT) ....
3aganmne 3.
A.Pacnonoscume wacmu 0€106020 NUCbMA 8 NPAGUTLHOM NOPAOKe

1. Thank you for your letter of October the 10™ together with the kind invitation to participate in the
Symposium on History of Chemistry to be held in Missoula next year. I shall be happy to participate in
the gathering and would be prepared to give a talk on “Alchemy”.

I enclose my preliminary registration form and will send an abstract of my paper before the end of the
year.

2. Institute of Chemistry
St. Petersburg, Russia

September 12, 2010

3. Yours sincerely,

V. Yakovlev

4. Dr. R.H. Lookenbill
Chairman
Organizing Committee

Montana University

USA
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5. Dear Doctor Lookenbill,

B. Ykaotcume nopaokoewtii Homep 6b10paHHOll 6amu yacmu

1 2 3 4 5

C.Ykaxcume memy nucema.( SUBJECT) ....
3aganue 4.
A.Pacnonoscume wacmu 0€106020 NUCbMA 8 NPAGUTLHOM NOPAOKe

1. We thank you for your letter dated the 29th September and are pleased to send you our latest catalogue
and the current price list. We shall send you a special offer as soon as we have your exact requirements.

2. Yours faithfully,
Sally Blinton

Sales Manager

3. Messrs Dickson & King,
9 Newgate Street,

London

4. George Finchley & Sons,
68 Bond Street,
London

4 October 2009

5. Dear Sirs,

B. Ykastcume nopsaokogwlit Homep 6blOpannoll éamu yacmu
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C. Ykasrcume memy nucema.( SUBJECT) ....
3aganue 5.

A.Pacnonosxcume uacmu 0e106020 nucoma 6 npasujibHom nopﬂdke

1. Dear Mr. McPherson,

2. Recently I’ve learned that the Hyde Park Group routinely recruits and hires college graduates. Having
lived in the Kansas City area for ten m years, I am very familiar with your organization and its reputation
for being a leader in the management consulting industry and I am certain that my education and experi-
ence would compliment the Hyde Park Group’s tradition of excellence.

3. Thank you for your consideration.
Yours sincerely,
La Rhonda S. Jackson

Kansas Community College Graduate

4. Mr. Clarence T. McPherson Recruiting Specialist CD
The Hyde Park Group
92401 South Broadway, Suite 140

Kansas City, MO 64154

5. 627 North Grand Boulevard
St. Louis, MO 63105

3 August 2008

B. Ykastcume nopsaokoewlit Homep 8blOpannoil éamu yacmu

1 2 3 4 5
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C. Ykaorcume memy nucema.( SUBJECT) ....
3amanue 6.

Onpeoenume, K KAKOMy U0y 0€108020 OOKYMEHMa OMHOCUNCA NPEOCHABIEHHBLIL HUMCEe OMPbl-
80K(8bl0epume oOUH 8apuaHm omeema)

I am very much interested with the job position that is available in the ABC
Company that’s why I am writing. The job position in the ABC Company is ex-
actly what I am looking for as this will surely fit my skills.

I can surely give a job help with the company because of my experiences before.
I will try my best to meet the expectation of the company given with the enough
chance.

Included with the letter is my bio data that will serve as my references in the fu-
ture.

You can find my contact number in the resume and as well as my educational
and working experience history. I am very much interested for a chance of meet-
ing you to discuss further on what I can do to give contribution to the company.

I am indeed grateful to the time you have spent in reading my letter.

3aganue 7.

Kakaa ungpopmayus onywena nocie adpeca omnpagumens 6 nucome Nel?
a) Tema nucrma b) O6parienue c) [Ipunoxenue d) Jara

Nel

Institute of Chemistry
St. Petersburg, Russia
Dr. R.H. Lookenbill ...l
Chairman
Organizing Committee
Montana University
USA

Dear Doctor Lookenbill,
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Thank you for your letter of October the 10™ together with the kind invitation to participate in the
Symposium on History of Chemistry to be held in Missoula next year.
I shall be happy to participate in the gathering and would be prepared to give a talk on “Alchemy”.

I enclose my preliminary registration form and will send an abstract of my paper before the end of
the year.

V. Yakovlev

3ananue 8. Boioepume nooxooauiee ecmynumenvhoe oopawienue (npueemcmeue) 011 nucoma No2:

a) Sir b) Mr. John ¢) Dear John d) Hello John
Ne2
671 Hw 81°'. Street 52
London
GM 71408

October 4, 2008

Thanks for your letter about my old friend. I arrived in London last month, everything is fine.
My new apartment has got one bedroom, a big living room, a kitchen and a bathroom.
I started my new job two weeks ago ....

With love
Kate

3aoanue 9. Bvibepume npaeuivHblit omeem

3ananue 1. K kakoMy TUIY OTHOCHUTCS TUCHMO:
Dear Doctor Lookenbill,

Thank you for your letter of October the 10" together with the kind invitation to participate in the
Symposium on History of Chemistry to be held in Missoula next year.
I shall be happy to participate in the gathering and would be prepared to give a talk on “Alchemy”.

I enclose my preliminary registration form and will send an abstract of my paper before the end of
the year.
a) Letter of enquiry
b) Notification letter
¢) Information letter
d) Letter of invitation.

3amanue 2. Beioepure 3akI0unTeIbHYI0 (HOPMY BEKIIUBOCTH, TIOAXO/ISIIIYIO JUISl THChMa:
Dear Doctor Lookenbill,
Thank you for your letter of October the 10" together with the kind invitation to participate in the

Symposium on History of Chemistry to be held in Missoula next year.
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I shall be happy to participate in the gathering and would be prepared to give a talk on “Alchemy”.
I enclose my preliminary registration form and will send an abstract of my paper before the end of
the year.
a) Love
b) Good day
¢) Yours sincerely
d) With love

3ananue 3. Kakas undopmanus onyuieHa rnocie ajpeca OTIpaBUTeNs B TUChME:
Dr. R.H. Lookenbill
Chairman
Organizing Committee
Montana University USA

Dear Doctor Lookenbill,

Thank you for your letter of October the 10™ together with the kind invitation to participate in the
Symposium on History of Chemistry to be held in Missoula next year.
I shall be happy to participate in the gathering and would be prepared to give a talk on “Alchemy”.

a) Tema nucrma
b) O6pamenue
¢) [Ipunoxxenne
d) [ara

3ananue 4. BeiOepuTe moaxosiiee BCTYIUTENbHOE oOpaiieHue (IPUBETCTBUE) IS TUChMA:
671 Hw 81°'. Street 52

London

GM 71408

October 4, 2008

Thanks for your letter about my old friend. I arrived in London last month, everything is fine. My
new apartment has got one bedroom, a big living room, a kitchen and a bathroom.
I started my new job two weeks ago ....
Kate

a) Sir

b) Mr. John
¢) Dear John
d) Hello John

3ananue 5. K kakoMy THITY OTHOCHTCS MTUCHEMO:
671 Hw 81*. Street 52

London

GM 71408

October 4, 2008
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Thanks for your letter about my old friend. I arrived in London last month, everything is fine. My
new apartment has got one bedroom, a big living room, a kitchen and a bathroom.
I started my new job two weeks ago ....

With love

Kate

a) Letter of enquiry

b) Personal letter

¢) Information letter
d) Letter of invitation

3ananue 6 @pasa "Yours sincerely"ncnonb3yercs:
a) s npuBeTcTBUS (0OpareHus)

0) I 3aKIIFOYUTETLHOM (pa3bl.

C) JUIsl 3aKIIOYUTETHLHON (DOPMYIIBI BEKIUBOCTH.
d) ans ykazaHus 1eNH MUChMa.

3amanue 7. Onpenenure TeMy MUChMa MO OTPBIBKY:

"I wish to apply for one of the positions described in your advertisement “Work in Bermuda” in this
week’s Daily Planet.

My name is Jean Muster. [ am 25 years old and a Fredonian citizen. I am at present working for Fre-
donian Enterprises, and as you know, we have been doing business with ACME Atlantic for a number of
years.

I would be interested in a 6-month contract”

a) Concluding the contract

b) Applying for a job

¢) About advertisement “Work in Bermuda”
d) Business with ACME Atlantic

3ananue 8. K kakoMy TOKyMEHTY OTHOCHUTCS, IPUBEICHHBIN HUXeE OTPBIBOK (a03aly):
Brighton, England April 10, 2009

Continental Equipment Pic. Brighton, England, hereinafter referred to as “the Seller”, on the one
part, and TST System Ltd., Kiev, Ukraine, hereinafter referred to as “Buyer”, on the other part, have con-
cluded the present document as follows:

1. The subject of the ..................
1.1. The Seller has sold and the Buyer has bought the machinery, equipment, materials, and services
(“Equipment”) as listed in Appendix 1 being an integral part of this ...

a) Letter of enquiry
b) CV

¢) Contract

d) Memo
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3ananue 9. Kakoii u3 NpuBEIEHHBIX HUKE MYHKTOB He oTHOcUTCA K C.V/ Resume:
a) Education

b) Time of delivery

¢) Place of birth

d) Terms of payment

3aganue 10. K kakoMy TUIy OTHOCUTCSI, IPUBEICHHBIN HUKE JOKYMEHT:

To: Nikos Tanakis

From: Valerie Harper

Date: 2 July 2005,

Subject: Complaint about Carl Thompson.

I would like to make a formal complaint about Carl Thompson's unprofessional behavior.

Mr. Thompson has been putting pressure on me, have a personal relationship. When I showed no in-
terest he became aggressive and unpleasant. He gave me too much work. He has frequent long lunches
with female staff. He returns to the office late in the afternoon then expects me to work overtime (unpaid)
in the evening. I feel that unless the situation improves, I shall be unable working for the company.

a) Letter of application
b) CV

¢) Contract

d) Letter of complaint

3amanue 11. Kakoii U3 mnpuBeneHHbIX HIDKE MYHKTOB OoTHocutcs Kk C.V/ Resume:
a) Time of delivery

b) Quality of goods

c) Terms of payment

d) Present work

3aganue 12. Kakol KOMIIOHEHT MHUCHEMAa HE Ha MECTE:
a) thanks

b) address/date

C) name

d) subject

3amanne 13. Kak oOpartutbes k kosuiere Andrew B J1€JI0BOM MHUChbME?
a) Andrew,

b) Dear Andrew,

¢) Andrew!

d)Hi

3amanue 14. Onpenenute Temy nucbma (subject)
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I am very much interested with the job position that is available in the ABC Company that’s why I am
writing. The job position in the ABC Company is exactly what I am looking for as this will surely fit my
skills.

I can surely give a job help with the company because of my experiences before. I will try my best to
meet the expectation of the company given with the enough chance.

a) applying for a job

b)a complain
¢) a confirmation
d) a credit period.

3amanue 15. Kakas ¢paza coorBercrByer "Letter of Invitation":

a) I enclose my preliminary registration form and will send an abstract of my paper before the end of the
year.

b) We are glad to inform you that we were very impressed by your qualifications and your work experi-
ence. We came to the conclusion to offer you the job you have applied for.
¢) Thank you for your letter of application for the post of a marketing manager.

d) We would like to invite you to the interview on Thursday 28-th April at 2 p.m. Please, contact us either
by fax, e-mail or by phone if this time suits you.

3ananue 16.Kakas ¢gpaza coorBerctByet "Letter of Acceptance':

a) Please, confirm your acceptance of the post within the next five days.
b) We look forward to meeting you.
¢)Thank you for attending the interview for the post of a marketing manager.

d) Please, bring your qualification certificates, if you have any, with you to the
3ananue 17. Onpenenure, Kakas 4acThb AEJIOBOTO MHCbMa HE HA MECTE:

a) Institute of Chemistry
St. Petersburg, Russia
September 12, 2010

b) Yours sincerely,

V. Yakovlev

¢) Dr. R.H. Lookenbill
Chairman
Organizing Committee
Montana University
USA

d) Dear Doctor Lookenbill,

3aganue 18. Onpenenure, kakasi 4acTh JICJIOBOTO MMChbMa HE HA MECTE:

a) Salutation(Dear...)
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b) Sender’s address
c) Addressee’s name, title, company, address
d) Date

3aganue 19. Onpenenure, kakas 4acTh JICJIOBOT0O TMCbMa HE HA MECTE:
a) Subject

b) Letter Content (Body of the Letter)

c¢) Signature

d) Complimentary close (Yours...... )

3amanue 20.Eciu Bbl 3HaeTe UM Ballero ajpecara, Bbl MUIIUTE:
a) Dear Mrs.

b) Dear Mr.

¢) Dear Ms.

d) Dear Mr. Patricks.

3ananue 21. Korna MeHseTcs LieHa, ycIoBHs, U3MEHSIETCS aJipec NOChLIaeTCs:
a) Letter Requesting Information

b)Letter Sending Information

c¢) Letter Changing Information

d)Letter_ of Complaint

3ananue 22. Kakas ¢pa3za ucnosb3yercs B 3aBepLICHUH IUCbMa, €CIIM IPUBETCTBUE HE ObLIIO 00palleHo K
KOHKPETHOMY JIUILY:

a)Yours faithfully

b)Yours sincerely

c) Best wishes

d)Good bye

3ananue 23. Kakas (pa3za ucnonb3yercs B 3aBepIlIEHUH HCbMa, €CJIM Bbl B Hayaje MUChMa o0palaeTech
K ajpecary 110 UMEHH

a)Yours faithfully

b)Yours sincerely

¢) Best wishes

d) Good bye

3amanue 24. Kakas ¢pa3a He UCTIOJIB3YETCS B 3aBEPIIEHUN JIEJIOBOTO MHUCHhMa B JIETIOBOM MHUChME:
a)Yours faithfully

b)Yours sincerely

¢) Best wishes

d) Good bye

3amanne 25. Kakas ¢paza uCmonb3yeTcs B 3aBEpIICHUN MTUChMa TIPH O0PAIIeHUH K TOBAPHUIITY UITU XOPO-
eMy 3HaKOMOMY TI0 OU3HECY.

a)Yours faithfully

b)Yours sincerely
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¢) Best wishes
d) Good bye

3amanue 26. Onpenenute, yem 3anumaercst cotpyanuk: " You know I always liked talking. I guess. I am
rather good with customers. I enjoy selling things."

a) mpojasel

b)oyxranrep
C) MEHEIKEp
d)coBeTHHK yIpaBIISIOMIETO

3apanue 27. Onpenenure TUI TUChMA.

Dear Mr Lupin,

It was stressed to learn that the TV set that we delivered to you on April 24 was scratched (nmomapamnas).
We apologize for the incident occurred and ready to exchange your scratched TV for another one.

Yours sincerely,

Mr Derek Smith.

a) Letter of Congratulation
b) Letter of Apology

c¢) Letter of Complaint

d) Request letter

3ananue 28. Onpenenure, YTO HE TUIAHUPOBAIM MAPTHEPHI(TEPOU paccKa3a) paccMaTpuBaTh Kak OOIINi
KaIuTall:

"One of the advantage of general partnership is that you can invest less money than your partner. But you
as a partner can contribute important services or skills, sometimes just a name or a reputation.”

a)JICHbI'H

b)penyraruio

C) CBOM YMEHUS

d) akiuun

3ananue 29. Kakas ¢pa3za ucnonpsyercs B Hayase J1€JI0BOro MUChbMa MpH 00palieHUH K KOHKPETHOMY
MYKYHHE!

a) Dear Mr. Smith

b) Dear Ms. Smith

¢)Dear Sir or Madam

d)To whom it may concern

3aganue 30. B kakoM THIIE AEJIOBOrO IMHUChMa MOYET OBITh MCIos30BaHo kiume'"l would like to order":

a) B MUCHhMeE-3aKa3e

b) B mucbMe-61aro1apHOCTH
C) PEKJIaMHOM MHChME

d) conpoBOaUTETHFHOM MHCHME

3amanne 31. Kakas ¢paza ucnonp3yercs: B Hadayie 1eJI0BOr0 MUChMa, KOT/1a BBl HE 3HaeTe, KTO OyIeT OT-
BE€YaTh Ha Bali€ IMUCbMO:

a)Dear Mr. Smith
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b) Dear Ms. Smith
¢)Dear Sir or Madam
d)To whom it may concern

3amanwne 32. Kakyro ¢pa3y MOKHO HCIIOJIB30BATh IS TOTO, YTOOBI COOOIIUTH TIJIOXHUE HOBOCTH?
a)l am happy to inform you...

b) [ am writing to express my thanks...

¢) I am sorry to inform you..

d) I am writing to express my gratitude. ..

3aganue 33. B kakoM BUIE I€JI0BOr0 MMChMa MOKET OBITh ucnoib3oBano kimie'"l would like to
apologize"?

a) B HMCHbMeE-U3BUHEHUU

b) B mucbMe-61aro1apHOCTH

C) PEKJIAMHOM TTHUCHbME

d) conmpoBOIUTEIIEHOM MMHCHME

3ananue 34. Kak nepeBoauTtcs BeipaskeHue to notify via email?
a) 3apaHee cracuoo

b)HanucaTh AIEKTPOHHOE ITUCHMO

C) COOOIINTH/YBEJOMUTH B AJIIEKTPOHHOM MUCHME

d) monmuck

3amanue 35. Kak nepeBoautcs kiuiie I shall be grateful to you?

a) uckpeHHe Bam

b)xxny Bamero orera

¢ )cnacu0o 3apaHee

d) 6yny Bam Guarogapen

3ananue 36.. Kak MO’KHO 00paTUTBCS K HECKOJIBKUM aJipecaTaM MY>KCKOTo 1oJia?
a) Dears,

b) Men,

c¢) Dear Mr Keenly, Mr Chu, and Mr Tell,

d)Professors,

3aoanue 10. Haiioume coomeemcmeue (5-J)

1. to buy a. to ask for payment for goods or services

2. to sell b. to get something by paying money

3. to manufacture c. to make goods to sell from raw materials

4. to pay d. to give something to someone in exchange for money

5. to finance e. to grant or obtain the use of property, land, machinery etc for a
fixed period

6. to lend f. to obtain or supply money for a business or other activity
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7. to borrow

g. to give someone a sum of money on the understanding that it will
be paid back with interest after a fixed period

8. to rent h. to pay money for the use of land, or an office, machinery etc
9. to charge i. to give money to someone for something
10. to lease J- to receive money from a person, a bank or organization and agree

to pay it back later, usually with interest

3aoanue 11. Haiioume coomeemcmeue (2nazoi-onpeoenenue )

_1. to demand

a. to make, grow or provide something

2. to supply

b. to become less in amount or quantity

3. to trade

c. to need or require something

4. to produce

d. to buy and sell goods, services or securities

5. to increase

e. to buy and use goods, services, energy, or natural materials

6. to lower

f. to provide a person or an organization with a product or a service

7. to consume

g. to buy something, especially something big or expensive

8. to cost

h. to plan and control how much you spend

9. to purchase

1. to become or make something greater in number, quantity, size etc

10. to budget j. to be the price
of something

J- to be the price of something
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