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3azaHHSI HA CEMECTP

[ToAroTOBUTH K KaXKIOMy U3 TPEX YPOKOB CEMECTpA:
- TeopeTHUdeCKUY matepuaa (3azmaHue Nel).
- YT€HUE U IIEPEBOJ TEKCTa (3amaHHe No2).
- 3a[IaHUsI [IOCAE€ TEMATUYECKOIO TeKCTa (3amaHue Ne3).

YPOK Ne 1

SAOJAHHE Nec 1. lsyuure CAEOYIOIIMM TEOPETHYECKUI
MaTepHaA O FPaAMMATHKE AHTAUNCKOIO S3bIKa:

MoaoaAbHBIE 'AArOABI H HX 3KBHBAaA€HTBEI.

MopnaabHubie raaroabl (Modal Verbs) - 3To moAycMbIcAO-
BbI€ TAATrOABbI, KOTOPbIE B OTAMYHE OT APYTHUX I'AAroAoB He 0003HAYAIOT
JEUCTBUS VAU COCTOSHUS, a AU NepenaroT OTHOLIEHHE IOBOp4IIle-
ro K Ae¥CTBUIO, BbIPAKEHHOMY HWH(MPHUHUTHUBOM. MoOaAbHBIE TAArOABI
MOTYT IIOKa3bIBaTh, YTO TOBOPAIIHUN paccMaTpUBaeT OEUCTBUE Kak
BO3MOIKHO€E, XKeAaTeAbHOe, He0OX0AUMOe, COMHUTEABHOE, NOIIYCTHUMOE,
TpedyeMoe, 3aIIpeleHHOe VAU NIPUHyAUTeAbHOe. MOoJaAbHBIN T'AaroA B
co4yeTaHUU C MH(PUHUTUBOM CMBICAOBOTO TAaroaa obpasyeT CAOXKHOE
CKa3yeMoe.

Tabauiia. MogaabHBIE TAATOABI M UX 9KBUBAAECHTEI.

MOJAABHBIE | SKBHBAAEHTBI TIepPeEBO OTTEHKHU 3HAYEHUI
TAar'OABI
can be able to MOYb, YMETh YMCTBEHHAad UAU pUu3ude-
could CKas BO3BMOXKHOCTBL CO-
BEPIIEHUSI OEUCTBUL
have to BBIHYXKIEH, IPUXO- | JOAXKEHCTBOBAHUE B CHUAY
JUTCS 00CTOSITEABCTB
be obliged to | 06a3aH, mpu3BaH IIOASKEHCTBOBAHUE KAaK MO-
paabHas 00sI3aHHOCTD
be to HY>KHO 10 TIAQHY UAW PACIIHCAHUIO;
10 JOTOBOPEHHOCTH




must ought to CAEMyeT JIOAZKEHCTBOBAHUE 10 AOTH-
Ke cOObITUH

shall JIOAKEH (Ha pyc- JOAKEHCTBOBaHUE KaK ra-
CKHUH 93bIK MOKET paHTHd, 3aKOH, [IpUKa3
He€ IIEPEBOAUTHCS)

should caenyer JIOASKEHCTBOBAHUE KaK CO-
BET, PEKOMEHIaITHs
may be allowed to | MoYb, OBITE HOITY- paspelleHne COBEPIIUTD
might IIEeHHBIM IeHCcTBHE
need need to HY>KJaTbCH, HOTPEOHOCTD, HY?KHOCTb UAH
HMETDb IOTPEOHOCTD JKEAATEeABHOCTh JAeHCTBUS
dare dare to CMETb, OCMEAUTHCS, | PEHIMMOCTDH AU HAaXaAbCTBO
UMETHb XpadpoCThb CAeAaTh YTO-TO; YAUBAE-
cAeAaTh YTO-TO HHE II0 IIOBOJY TOTO, YTO

KTO-TO CITOCOOEH COBEP-
IITUTH YTO-AMDO

* B coBpemMeHHOM aHTrAuicKkoM si3pIKe need 1 dare B KayecTBe MOAABHBIX
yIOTpeOASIIOTCS B OCHOBHOM B BOIIPOCHUTEABHBIX U OTPUIIATEABHBIX ITPEIAOKEHUIX
HaCTOSIIETO BPEMEHHU.

OCOGEHHOCTH MOJAABHBIX T'AAarOAOB B AaHTAHHCKOM fI3BIKE:

* MomaAbHBIE TAQTOABI HE UCIIOAB3YIOTCSI CaMU 110 cebe, a TOABKO B
CBSI3KE CO CMBICAOBBIM I'AArOAOM; I10 9TOM HNPUYMHE UX OTHOCHT K Ka-
TETOPHUH BCIIOMOTATEeABHBIX rAarosoB (Auxiliary Verbs). CmbIicAOBOM
TAQTOA TIPH 3TOM yHOTpedAsieTcs B MH(PUHUTHUBE 0e3 yacTuilkl to (dac-
THUIla to coxpaHseTcsa B cAydae TAaroA0OB-O9KBHUBAAEHTOB).

» lHorzma CMBICAOBOM rAaroA MOCA€ MOJAABHOT'O TAAQroAa MOXKET
OIIyCKaTbCsl, HO IIPU 3TOM IIOAPAa3yMEBAETCs, YTO Mbl IOHUMAEM, O YEM
HUIeT peub U3 KOHTeKCTa Oecenbl, U3 CUTYalluH, U3 TEKCTa:

I’ll go there. I have to. — 4 notidy myoa. 4 0bsi13aH (notimu).
"May I ask now?" "Yes, you may."- «Mo2y nu s eac cnpo-
cume?» /la, moxeme (cnpocums).»

* MopmaabHBIE TAQTOABI HE U3MEHAIOTCS 10 AUIIAM U YucaaMm (Kpo-
M€ 3KBHUBaAA€HTOB MOJAABHBIX TAAQrOAOB); HAIIPUMEP: B TPETHEM AUIIE
€IMHCTBEHHOTO YHCAA HE UMEIOT OKOHYaHUS -S!

How dare she come here?- Kak cmeem oHa cro0a npuxo-
oumu?

He dares to say what he thinks. - OH umeem cmesiocms 20-
gopums mo, umo oymaem.

We are to read "War and Peace".- ML 00/10KHbL npouecmb
«BotiHYy U mup».

* MopmaabHBIE TAQTOABI HE UMEIOT HEOIIPeAEAEHHON (POPMBI (HMH-
duHUTHUBA), a TakXKe -ing opM ([Ipuyactus 1 vAM repyHOUs); 3TO
IIPaBHUAO HE PACIPOCTPAHSIETCH Ha 9KBUBAA€HTHI MOJAABHBIX TAQTOAOB:




I would like to be able to translate such texts without dic-
tionary.- Xomen 6bL 1 ymems nepegooums no0obHbsle
mexcmul 6e3 cnosapsi.

I hate having to keep guard on holidays.- MHe y><acHo He
HPAsuUmMbCsl, YUMo NPUxXooumesi Cmosims Ha nocmy no
8bLXOOHbIM.

* MopgaabHBIE TAQTOABI HE UMEIOT (POPMBI Oy AyIIETO BPEMEHH (IIPH
HeoOXOJUMOCTHU BBIPaXKEHUS TOrO, YTO MPOU30UAET B OyayIIIEM HC-
TTOAB3YIOTCH UX SKBUBAACHTHI):

I will be able to come.- Y meHs 6ydem 803MO2KHOCMb NPUTL-
mu.

You will have to pay him something.- MHe npudemcsi umo-
mo 3aniamumos emy.

* MogmaabHBIE TAQrOABI Mmay, can u dare uMeroT (POPMBI IIPOLIET-
urero BpemeHu might, could 1 dared coorBeTCTBEHHO, HO 3TU BUI0OB-
peMeHHbIe (POPMBI MOJAABHBIX TAATOAOB IIPAaBUABHEE pacCMaTpPUBATD
KaK OT/EABHBbIE MOJAABHBIE TAQT'OABI B CBSI3U C UX 3HAYHUTEABHOU pa3s-
HUlle# B yrioTpebAeHUN.

He dared not look at her.- OH He cmesr nocmompems HA Hee.

I thought I might leave the money with you.- 5 nodyman,
yumo moz bl ocmasums 0eHbau Yy mebsi.

* MomaAbpHBIE TAATOABI MOTYT YIIOTPEOASITHECH C COBEPILEHHBIM
HMH(PUHUTHUBOM (MH(PUHUTUBOM B IepdeKTHOU (popMe) AAd OITHCaHUS
JOEUCTBUM, ITIPOU3O0ILIEAIINX B IIPOIIIAOM:

You should have told me that you can't swim: you might
have drowned!- Ayuwe 6L muL npedynpeousl mMeHs
3apaHee, UMo He Yymeeulb N1asams: Mol XKe M0o2
ymoHymo!

They must have done it.- /lonxxHo bbimb, OHU YoKe
3AKOHUUNU.

He couldn’t have written it. — OH He 6blL1 cnocober
Hanucams nodobHoe.

* BompocureApHass U oTpHUllaATEeAbHAd (popMa MOJAABHBIX TAAQTOAOB
dopMupyeTcs 6€3 BCIIOMOTAaTEABHBIX TAQTrOAOB; B TAKUX HPEIAOKEHUH
MOJAABHBIH TAQrOA CaM BBITIOAHSET POAB BCIIOMOTAQTEABHOT'O: B BOIIPO-
cax OH 3aHUMAaeT MECTO Iepe/ ITOJAEKAIIM, & B OTPUIIAHUSIX K HEMY
nobaBaseTcd JyacTula not (MCKAIOUEHHE COCTABASIOT TAATOABI-
5KBUBAAEHTBI):

Can you speak English? - Moxeme 208o0pums no-
aHznulcKku?

Must they go? — OHu Oo/KHbL Yyumu?

Is he obliged to attend the seminars?- OH 0653aH noceuwi,amo
cemuHapol?




Does he have to know that we live in Orenburg? — Hy>kHo
U emy 3Hamo, umo mul Kueém 8 Operbypee?

It can’t be true. — He moxxem 6bimb, umobsL 9mo bwbina
npasoa.

You don't have to know the answer.- BoL He 06513aHbL 3HAMb
omeem.

He dare not do this! — OH He cmeem Oesiamb smo!

I am not obliged to pay for this.- 4 He 06s13aH naiamumb 3a
3mo.

* MopgaabHBIE TAQTOABI IIPU 00PA30BAHUH OTPHUIIAHUSA MOTYT HC-
IIOAB30BaThCsI B COKpallleHHOU dhopMe:

can not = can't = cannot,

could not= couldn't,

may not = mayn't,

might not = mightn't,

must not = mustn't,

shall not = shan't,

should not = shouldn't,

need not = needn't,

dare not = daren't.

Hamnpuwmep:

She cannot do it today. - OHa He moxKem coenams 5Mmo20 ce-
200HSL.

You mustn’t do it. — He cmeti smozao dename.

You needn't do it. — Tebe Hem Heobxooumocmu 5mo oesname.

I daren’t ask him to believe me. — MHe He xeamaem cMeo-
Cmu nonpocums €20 nogepums MHe.

Bonpocsl IAST CAMOKOHTPOAS.

1. Kakol cMbICA IEPEOAIOT MOOAABHBIE TAQTOABI?

2. UeM MoOOaABbHBIE TAAQTOABI OTAHMYAIOTCHA OT OCTAABHBIX T'AATOAOB aHT-
AUHCKOTO SI3bIKA?

3. B yeM 0COOEHHOCTH COYETAHUSI CO CMBICAOBBIM TAQTrOAOM Y MOIAAb-
HOTO TAAQroaa U y raaroaa-sKBHUBaAE€HTA.

4. Kak 00pa3yroTcss oTpHIlaTEABHBIE B BOIIPOCUTEABHBIE IPEIAOKEHUS,
€CAHU B HUX €CTb MOJAABHBIHA I'AQrOA UAU TAATOA-DKBUBAAEHT?

3/ SAOAHHE Ne 2. [ToaroroBsTe YTEHHE U IEPEBOJ, CAELYIO-
1 IIIETO TEKCTA:
Koa

1. The definition of communication is: “a process by which infor-
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mation is exchanged between individuals through a common system
of symbols, signs, or behavior.” These are some general reasons why
we may need to communicate with others:

- to transfer information

- to persuade people to do something

- to discuss an issue

- to make a request

- to make a complaint

- to explain a situation

- to give an instruction.

2. Forms and methods of communication depend on the reasons,
the circumstances, and perhaps the people we are addressing. And of
course all these methods are predetermined by our choice to commu-
nicate either in writing or orally.

3. The main reasons for communicating orally are:

- To have a discussion. It is very difficult to hold a meaningful dis-
cussion by letter, memo or e-mail.

- To receive instant feedback from your audience. Speaking to
someone means that you do not have to wait for their response.

4. - To be able to see your audience’s reaction to what you are say-
ing. This usually only applies in face-to-face communication, but it can
sometimes be useful to be able to judge from your audience’s com-
ments, expressions or body language what they think of what you are
saying.

- For speed. Even the fastest writer cannot match the speed at
which we speak, so if you want to communicate something quickly, it
might be better to do so orally.

5. The main reasons for communicating in writing are:

- To clarify a complex subject. Sometimes a picture, graph or bar
chart, for example, may be a better way of presenting figures, and it is
easier to explain a confused situation in writing than orally.

- To send the same message to a number of people. If you want to
give a number of people the same information (perhaps the date and
place of a meeting), then an e-mail or a letter would be quicker and
cheaper than speaking to each person individually.

6. - To be able to think carefully about what you want to say. You
can plan your document and correct any errors before sending it out.
It is easier to make a mistake when you are speaking without any
preparation.

- To retain a permanent record. A conversation can be forgotten or
misunderstood. But if something is in writing (and if it is well written),
everyone who reads it will get a better chance to have the exact infor-
mation. It also provides something to refer to if there is any dispute in
the future. This is particularly important if the document constitutes a
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form of agreement, but it can also be useful in the case of a com-
plaint.

AeRCHYECKHH MHHHMYM:

communication - obiieH1e; nHpoOpMaLU4d (IepegaBaeMasi B IIPOIIECCe
0011IeHHS), ITPOIIECC Iepeaadyu HHPOPMaIluU, KOHTAKThbI, CBSA3HU

exchange - oOmeH (uemM-aub0); 3aMeHa | | oOMeHUBaTh; 3aMEHSITh

sign - 3HaK, o003HaYeHHe, CUTHAaA | oTMedYaTh, IIoMeYaTh, CTABUTD
3HaK

behavior — moBegeHUe, TOCTYIIOK, OOpaleHUE

communicate - oOMeHUBaTbCA HHGOPMAaIIUel, 00IAThECS

transfer — mepenaBaTh, 0OMeHUBATHCS

persuade — ybexknaTh

discuss an issue - 00CyauTh CIIOPHBIN BOIIPOC

make a request - obpamiaTbcs ¢ IIPOCLOOH

make a complaint - momaBaTh 3xKkaAr00y

explain - maBaTh 0OBSICHEHUS, OOBACHSITH

give an instruction - gaBaTh yKa3zaHus, 00y4aThb, KOHCYABTHPOBATh

circumstances — 00CTOSITEABCTBA, YCAOBUS

address - obpalaTbcss K KOMY-A., aIpeCOBAThCs; BEICTYIIATD

in writing - B nmucbMeHHOHN popMe, TUCHEMEHHO

orally - ycTHO, cCAOBECHO

letter — muceMo

memo - CAy>KeOHasd 3armcKa

feedback - obpaTHas CBA3b, OTKAHUK

response - OTBETHOE AeHiCTBUE

face-to-face communication - ogHOe OOIIIEHHE AUIIOM K AHILY

audience — cayiateam, IyoAUKa, ayIuTOPUs, 3PUTEAU

body language - 3keCTUKyASIIUS U MUMHKA

graph - muarpamma, cxema

bar chart - naan-rpacdpuk

confuse — cmy1aTh, 3aMyThIBaTh, COUBATDH C TOAKY

message - COOOIIleH1e, U3BellleHUe, TUCbMO, TIOCAaHUE

retain — pUKCHUpOBaTh, COXPAaHUTh

misunderstand - HEITpaBHUABHO HUCTOAKOBAaTh, HEIIPABUABHO IIOHUMATD

refer to - cceiaaThecsa Ha, UMeTh B BULY

constitute - 06pa3oBEIBATHL UAH BBOIUTH B CHAY

3/ SAIJAHHE Ne 3. BoImoAHUTE CAEAYIOIIME YIPAKHEHUS K
{" TeKcTy «Communicating in Business».
<

3.1. Bbtyuume caj/ioea U evlparKeHust, Komopuvle OaHbL 8 JleK-
CUYECKOM MUHUMYME nocjlie mexKcmada.
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3.2. Haiidoume 6 mexcme u @blnuuiume u3 He20 npumepbl Yynom-
pebneHust:

1) MOIAABHBIX TAATOAOB B YTBEPAUTEABHOM MIPEIAOKEHHUH;

2) MOIAABHBIX TAQTOAOB U UX SKBUBAAEHTOB B (popMe OTPHUIIAHUS;

3) rAaroAOB-3KBUBAAECHTOB C MOJAABHBIM 3HAYEHUEM.

3.3. [Todzomosbmecs Kk cobecedo8aHu0 N0 mekcmy HA 0CHO8e CJle-
Jyrouwux 8onpocos:

1. Under what circumstances is it preferable to communicate
orally?

2. What are the main reasons for communicating in writing?

3. What do methods of communication depend on?

4. What is communication?

5. Why do people communicate in business?

3.4. 3asepuwiume Hauamoe npedsloXKeHue, ONUPASCb HA COOePIa-
HUe NPoUUmMAaHHO20 meKcma.

1. It can sometimes be useful ...

2. It is very difficult ...

3. It might be easier ...

4. It would be quicker and cheaper ...

S. This is particularly important ...

3.5. Yecmarosume, coomesemcmsyiom su OGHHblE YMEepiKOeHUsL
CO0epIKaHUI0 NPOUUMAHHO20 MeKCmaA:

1. A face-to-face communication is an example of communicating
in writing.

2. Body language is an essential part of both oral and written
communication.

3. Only spoken words in comparison with a written text provide
something to refer to if there is any dispute in the future.

4. People usually make more mistakes when they communicate in
writing.

5. When you want to communicate something quickly, it might be
better to do so orally.

YPOK Ne 2

SAOAHHE Ne 1. M3zyuure CAEOYIONIMI TEOPETUIECKUMA
MaTepHas 0 FfpaMMAaTHUKE aHTAMMCKOIO S3bIKA:

T'epyuaui (the Gerund) - 970 HeanuHad popMa raaro-
Aa, KOoTopast 00pa3yeTcs OT OCHOBBI rAaroaa C IIOMOIIIBIO
cydpdukca -ing 1 obaamaeT KOMOMHHUPOBAHHBIMU CBOMCTBAMH KaK
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rAaroaa, Tak U CyILECTBUTEABHOTO. B pyCcCKOM $3bIKE IIPSIMOIO COOT-
BETCTBUL I'€PYHIUIO HET.

I'pammaTH4YecKHe (POPMBI repyHAHsA. [ epyHIUN UMEET ABe
rpaMMaTHYeCKHEe KaTEerOPHUHU TAaroaa: 3aA0r (IeHCTBUTEABHBIN U CTpa-
JaTeAbHbIN) U OTHOCUTEABHOE BpeMs. Kak U raaroa, repyHIui UMeeT
dopMEBI BpeMeHHU U 3aA0ra.

Tabauria. @opMbl TepyHOUs (Ha IPUMEPE raarosa investigate —
paccaenoBaTh).

JIeCTBUTEABHBIM 3aA0T CTPaJaTEAbHBIN 3aA0T
Indefinite investigating being investigated
Perfect having investigated having been investigated

T'epynaui B cpaBHeHHH c [IpugyacTuem 1. Kak BugHO u3 T1ab-
AUIIBI, IPEACTAaBA€HHOM BEIIIEe, (DOPMBI e pYHAUS BHEIITHE COBIIAIAIOT
c popmamu Ilpugactug 1. IIpu 3TOM HeonpeaeA€HHBIH repyHIUMN
(Indefinite Gerund) BeIpazkaeT AelicTBHE, OMHOBPEMEHHOE C AEUCTBU-
€M raaroaa-ckaszyemoro; nepgektHbiii repyaauii (Perfect Gerund) BwI-
pazkaeT AerCcTBHE, KOTOPOE MPeaIIecTBYeT AeACTBUIO, BHIPasKeHHOMY
rAQroAOM-CKa3yEeMbIM.

He is proud of having invited this man to his place.- OH 2op-
oumest mem, Umo npPu2lacusl 3mozo uesioeexKa K cebe.

He was proud of having been invited to the party.- OH 2op-
ousicst mem, Umo e20 NPU2iLacuiu Ha eeuep.

OcHOBHBIE pa3An4YUs MeXAy repyHareMm u [Ipuyacrtuem 1 cBoOodaT-
Cd K TOMY, YTO IIPUYaCTHE:

He yroTpebasgercd B (OYHKIIUU TTO0JAEXKAIIETO,

He MOXKeT OBbITH JOIIOAHEHHEM,

B (PYHKIINHU OIpeaeAeHUd yIoTpedasgeTcs 6e3 mpemaora,

B PYHKIIMN O0CTOSITEABCTBA yHoTpebdaseTca 6e3 mpenaora.

I'epyHAHH B CPAaBHEHHH C CYILLECTBHTEABHBIM. ['epyHauii, Tak
Ke KaK U CYIIECTBUTEABHOE, MOXKET YIIOTPEOAITHCS C IIPETAOTOM:
He had no chance of passing the bar examination. - Y Hez20
He Obl10 HUKAKOU 803MOXHOCMU cOAMb 3K3AMEH 8 KOJI-
Jleeuro a0soKkamos uumama.

Kaxk ¥ CyIlIecTBUTEABHOE, TEPYHAUN MOIKET OIIPEAEAITHCH IIPUTHI-
JKATEeABHBIM HAHW yKa3aTEAbHBIM MECTOUMEHUEM, UAU CYILIECTBUTEAD-
HBIM B IIPUTSAKATEABHOM Iafieske, o0pas3ysi re pyHIuaAbHYI0 KOHCTPYK-
IIUI0, KOTOpasd 110 3HAYEHHIO OAU3KA K IPUIATOYHOMY ITPEIAOKEHUIO U
Ha PYCCKUHU A3bIK MEPEBOAUTCH TaKKe MPUAATOYHBIM IIPEIAOKEHUEM:

Do you mind my coming late? - TeL He npomug mozo, umo s
npudy No30HO?

I don't mind your going there.- 4 He 8o3parkaro, eciu 8bl
nouoéme myoa
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The teacher objected to the group taking the exam ahead of
time. - IIpenodasamesnb 803parkasl npomue mozo, umobsl
2pynna coasaia 3K3ameH 00CPOUHO.

There was no hope of our getting the tickets. - He 6bL10 Ha-
0e>k0bl, UMo Mbl NOAYUUM bunemet.

He insisted on my returning soon. - OH HacmaueaJ/i Ha mom,
umobbul 51 cKopee 8epHYACS.

On the lecturer's appearing in the hall, there was loud ap-
plause. - Ko2zda iekmop nosieuicst 8 3ajie, pa3oaiuco
2pomKue aniooucmeHmeot.

Everything depends on the documents being sent straight
away.- Beé 3agucum om mozo, 6ydym snu dokymeHmaol
omnpasieHbl HemeoNeHHO.

Fepynauii, XoTd U XapaKTepU3yeTcd HEKOTOPBIMU CBOUCTBaMU
CYIIIECTBUTEABHOI0, HE YIIOTPEOASIeTCa C apTUKAEM U He UMeeT (DOPMBI
MHOXKECTBEHHOTO YHCAA.

Thank you for doing this work for me.- Cnacubo eam 3a mo,
Ymo 8vl coenaiu Olst MeHst amy pabomy.

I don't mind going there = 5l He npomue mozo, umobblL Nou-
mu myoa.

B oTanune oT CyIIeCTBUTEABHOT'0, KOTOPOE OIPENEAIETCS IIPHUAa-
raTeAbHBIM, TEPYHANN MOIKET OIIPEAEASITHCI HapedHueM:

I was frightened by his opening the door so suddenly.- A
ucnyzasncst, K020a OH maKk HeoXKUOaHHO OMKpPbLIL 08epeb.

PYHKIHH repyHAHA B NPEAAOKEHHH. ['epyHauii yrioTpebasercs
B IIPEOAOKEHUHN KaK MoJAeKAalllee, 9aCTh COCTAaBHOTO CKa3yeMOoro 10-
TIOAHEHUE, oTIpesieAeHue, 0OCTOSTEABCTBO.

Jr\lfin pyHKYUS 2epyHOUSL npumep nepeeoo

1. noosiexxauiee Listening to music is |Caymath My3bIKYy - MO€
my favourite occupa- | AroO0uMoOe 3aHATHE.
tion.

2. yacms cocmasHozo |My favourite occupa- |Moe Arobumoe 3aHATHE -

cKas3yemozo tion is listening to CAyLIaTh MY3BIKY.

music.

3. donosHeHue I enjoy listening to 91 moay4aro yZioBOABCT-
music. BHE, KOT/Ia CAyIIai My-

3bIKY.

The boy is suspected of|Maapuuk nozmo3peBaeTcd
having committed a | B ToM, YTO OH coBepIIHA
forgery. IOJAOT JOKYMEHTA.

4. onpedeneHue She has a habit of lis- |¥Y Hee npuBbIUKa cAyIIATH
tening to music at MY3bIKy BEYEPOM.
night.
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5. obcmosimenscmeo |In writing the dicta- Korma crymeHT nucaa
tion the student made | fUKTaHT, OH caesaA He-
some mistakes. CKOABKO OIITHOOK.

FepyHOuE HIHPOKO YIIOTPedATeTCa B (PYHKIIUU ITPSIMOTO MOIIOAHE-
HUsd C TAKUMH raaroaaMu Kak: to avoid usbezams, to deny ompu-
uamo, to enjoy Hacriarkoamscs, noiyuams yoosonocmaue, to excuse
ussuHsmeocsi, to forgive npowame, to give up omrassieamscsi, to ac-
cuse of — o6surams, to approve of — odobpsms, to complain of -
aKanoeamoscst Ha, to speak of - 2zoeopums o, to suspect of — nodospe-
samy, to think of — oymame, to insist on — Hacmausame Ha, to rely
on - nosiazamscsi Ha, to be sorry for — cooxanems, to thank for — 6a-
2o0apumeo.

Hamnpuwmep:

He gave up smoking. - OH 6pocun kKypume.

We avoided asking her questions. - MbL uzbezanu 3adagamo
ell onpocsL.

We insisted on reading that book. - MbL Hacmauganu Ha
mom, umobblL npouumams 5my KHU2y.

B dyHKIMH o6cTOATEABCTBA TEPYHAUN BCETAa YIIOTPEOASIETCS C
IIpegAoTaMi B 3aBUCUMOCTHU OT CMbICAA U BHUA 0OCTOATEABCTBA:

1. C mpeasoramu on (upon) no, nocne, after nocne, before nepeo,
in e mo gpemsi Kak oasl BbIpaXKeHUS BPEMEHU:

Before having breakfast I do my morning exercises. - /[o
3asmpara st 0enaro 3apsioKy.

On coming home from school I have dinner. - IIpuos domotl
U3 wrKosbl, st obeoaro.

2. C nmpegaoramu by nymem, npu nomowiu, without 6e3 nomowu
[ASI BbIpaskKeHUd obpasa nerCTBUL:

I learned the words by repeating them several times. - 5
YUUl Clo8a, NO8MOpsist UX HECKOJIbKO pas.

He translated the text without using a dictionary. - OH ne-
pesesn mexcm b6e3 cnosapsi.

OrpuuareabHass hpopma repyHausa oO0pa3yeTcss IPU ITOMOIIH OT-
pullaTeAbHOM yacTtulibl "not" vau npemnasora "without":
He was cautioned for not coming in time.- Emy coenanu
npedynpexxoeHue 3a mo, umo He NPUWEN 808PeMsl.
I wonder why she left without saying good-bye. HHmepec-
HO, nouemy oHA Yyuia, He NonpouLasuULUCS.

IlepeBoA repyHAHA Ha PYCCKHH aA3bIK. Ha pycckuii 3bIK 3HaA-
YeHHe FepyH/IUS MOKET IepeaaBaThbCs CYIIIeCTBUTEABHBIM, HH(OUHU-
TUBOM, JI€EIPUIaCTHEM, TAQTOAOM B AUYHOH (popMe UAM HPUAATOUHBIM
IPEOAOKEHUEM:
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Reading English books every day will improve your know-
ledge of the language.- ExxeoHegHoe umeHue aH2AUTCKUX
KHU2 Yyayuuium saule 3HaHUe si13blka.

Does your son like skating?- Baw colH 1tobum Kamamocst
Ha KOHbKax?

He left the room without saying goodbye or looking at us.-
OH gbluies U3 KOMHAMbL, He NPOCMUBULUCL U He 832/I51HY8
Ha Hac.

I remember hearing this song in my childhood.- 5 nomHo
YUMo C/IbLLUAL MY NEeCHI0 8 0emcmae.

The patient's quick recovery depends on his following the
doctor's advice.- Boicmpoe 8bl300posneHue 601bH020 3a-
gucum om mozo, 6ydem nu OH cnedogames cogemam 8pa-
ua.

BoIrpocCsI IAST CAMOKOHTPOAS.
. [a¥iTe oOLIyI0 XapaKTEePUCTUKY I'ePYHIU.
HazoBuTe yeThbipe (POPMBbI TepYHAMNS; PACKPONUTE pasAnydus B UX 3Ha-
4YEeHUU.
KakuMu yaeHaMHU IIPeAAOKEHUsI ObIBAeT MePYHIUHN?
Kakue caoBa MOMOTAIOT OIPEAEANUTH F€PYHIUMN B IIPEOAOKEHUU ?
Kak oramuyuts repyHaui ot Ilpuyacrug 17
Kakumu yacTaMu pedu MepeBOAUTCH PEPYHAUN Ha PYCCKUM A3bIK?
Kak obpa3syeTcs oTpullaTeAbHad (popMa IrepyHIus ?

N —

Noakw

Y/ SAOAHHE Ne 2. [ToaroroBsTe YTEHHE U IEPEBO, CAEAYIO-
I IIIETO TEKCTA:
2

Communication Skills for Lawyers

1. Possessing good communication skills is necessary in most
professional jobs, but it is especially important in a law office. Law-
yers must communicate with many types of people, including clients,
opposing parties, court personnel, witnesses on a daily basis regarding
complex and important matters. Good communication skills are also
closely connected with the effectiveness of law office management.
Communication is an important part of management because, with-
out it, management could not plan, organize, control, or direct the
business. Thus, having good communication skills affect directly both
legal services to clients and law office management.

2. First of all you should remember that client communication in-
cludes a duty of a lawyer to:

- inform clients of the status of their case;
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- timely respond to a client’s request for information;

- inform clients promptly about important information;

- explain the law and benefits and risks of alternative courses of
action.

3. Whoever you are communicating with, you should observe the
following general rules:

Keep it simple, clear and to the point. Most people understand
more of a message when the sender uses short, direct sentences ra-
ther than long, complex ones.

Do not become emotional. Try not to be emotional when com-
municating. Try to be objective and calm, without being cold and dis-
tant.

Make eye contact with everyone you are talking to, since it con-
veys honesty and interest.

4. Consider your timing. Timing is everything; a good communi-
cator must know when to communicate his or her message. Be pa-
tient and wait until the time is right.

Consider the context and the environment in which the other
person is viewing your communication; look at it from his or her point
of view and be aware of your own partiality. This will improve your
ability to communicate with others.

Rephrase ideas. If you are not sure whether you truly under-
stand what someone has told you, try rephrasing. Rephrasing is the
technique of telling the sender your understanding of the conversa-
tion.

5. Listen. Listening is one of the most important features of
communicating effectively, and although it sounds easy to do, often it
is not. The average person forgets 50 percent of what was said to him
or her within just a few minutes. A common problem with lawyers
and legal assistants is that, instead of listening to what another per-
son is saying, they formulate arguments and prepare for when they
will speak. Thus there are some tips to improve your listening skills:

- stop talking - you cannot listen if you are talking; nature gave
people two ears but only one tongue, which is a gentle hint that a
person should listen more than he or she talks;

- put the talker at ease - help the person feel that he or she is
free to talk;

- show the individual that you want to listen - look and act in-
terested, do not read your e-mail while the person talks, listen to un-
derstand, rather than to oppose;

- empathize with the person - try to see the other’s point of
view,

- be patient - allot plenty of time; do not interrupt; don’t start for
the door or walk away;
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- hold your temper - an angry person gets the wrong meaning
from words;

- ask questions - this encourages the speaker and shows that
you are listening; it also helps to develop points further.

AeRCHYECKHH MHHHMYM:

law office - ropuauyeckas oupma

client - kaueHt

opposing party - Bo3pazkarolias CTOpPOHa; BO3pazkarolllee AUII0

court personnel — mrrat cyzna, COTpyAHUK(U) cyaa

witness - cBuAeTeAb (0c00. B Cyie) , OUeBUIEI]

law office management - pyKoBoACTBO IOpUANYECKON (pUPMBI

legal services - mpemocTaBA€HUE 3aKOHHBIX YCAYT, OPUANYIECKUE YCAYTU

client communication — ob1IeHHE C KAUEHTAMHU

respond - oTBe4YaTh, pearupoBaTh

request for information - 3anpoc o npexocraBaeHUN UH(pOPMALTUU

course of action - crmocob gedicTBUH, IIAaH IeHCTBUIH

observe - cobAIOIATh; TBEPAO NPHUACPIKUBATHCS (YETO-A.)

to the point - o cyiiecTBy

sender - oTIpaBUTEAB (COOOIIEHUTH)

objective - 6ecipucTpacTHBIN, HEIPEAB3SIThIH, 00BEKTUBHBIN

eye contact - 3pUTEABHBINM KOHTAKT

convey - BbIpaxkaTh, [IepeiaBaTh (UyBCTBA)

timing - coraacoBaHue 10 BPEMEHU, paclIpegeA€HEe BO BPEMEHH

context - cutyanus, OKpyzKeHH1e, cpenia, (OKpykaroias) obcTaHOBKaA,
00CTOATEABCTBA, COCTOSTHHE

be aware - oTmaBaTh cebe IIOAHBIM OTYET, 3HATH

partiality - CKAOHHOCTB, IIPUCTpPACTHE

improve — yAy4dniaThb, COBEpPIIIEHCTBOBATh

rephrase — nepedpa3zupoBaTh, HepePOPMYyAUPOBATH YTBEPXKIACHUE
APYTUMHU CAOBaMHU

average person - CpegHUM 4eAOBEK, AUIIO0 CPEAHETO UHTEAACKTA U
OOBIYHOM O0CBENIOMAEHHOCTH

legal assistant - TOMOIIIHUK 10 IPABOBHLIM BOIIPOCaAM

argument - apryMeHT, IOBO/, 10KA3aTEABCTBO, apTyMeHTAallUsI, U3A0-
XKeHUEe OJOBOOOB

put at ease — yCIToKOUTh, IPUOOOAPUTE, CHATH HAITPSIZKEHUE

talker - roBopganmmii; ToT, KTO TOBOPUT

OPPOSE - ITPOTHUBOIIOCTABAATD, BLICTYIATh ITPOTHUB, OBITH IPOTUB, BO3-
paxkaThb

empathize - couyBCcTBOBaTh, COIEPEKUBATH

point of view - Touka 3peHNd, MHEHUE

hold one’s temper — cnep>kuBaThCs, HE BBIXOIUTH U3 celsI, MepKaTh
cebda B pyKax
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encourage - 000APATH; TOOHIPATD, MOAEPKUBATD

3/ SAIOAHHE Ne 3. BoimoaHUTE CAEAYIOIIHME YIPAXKHEHNUS K
i’“ TekcTy «Communication Skills for Lawyers».
<z

v 3.1. Boiyuume cnoea u 6blpdrkeHusl, Komopble 0aHblL 8 Jiek-
CUUECKOM MUHUMYME NOCSe meKcmaA.

3.2. Haiidume 6 mexcme u sblnuwiume u3 Hezo0 npumepbl. Yynom-
pebneHust:

1) npuyactuga 1;

2) repyHOUL C IIPEOAOTOM;

3) repyHaud B QYHKIIUU IIPSIMOIrO JOIIOAHEHUS;

4) repyHOUS C IPUTSIKATEABHBIM MECTOUMEHHUEM;

S) repyHAUS C OIPENECASIIOIIUM €r0 HapedueM;

0) MOOAABHBIX TAQrOAOB M TAAQroOAOB-3KBUBAaA€HTOB C MOJAABHBIM
3HaQ4YEeHHEM.

3.3. [Todzomosbmecs K cobeced0o8aHu0 N0 merxcmy HA OCHO8e CJie-
JyrouLuxX 80NPOCO8:

1. What does eye contact with an interlocutor convey?

2. What general rules should a lawyer observe while communicat-
ing with his clients?

3. What is the role of rephrasing in oral communication?

4. What technique helps to encourage the speaker and to show
that you are listening?

5. Why is it important for lawyers to have good communication
skills?

3.4. Basepwume Hauamoe npedsioXKeHue, OnNuUpPasiCb Ha cooeprKa-
HUe npouumaHHo20 mexcma.

1. A common problem with lawyers is that ...

2. Good communication skills are closely connected with ...

3. Lawyers communicate with ...

4. Lawyers in their communication with clients must ...

5. Nature gave people ...

3.5. Yemarosume, coomsemcmgyiom Jsu OAHHbLE YMEEPHOEeHUs.
CO0epIKaHUI0 NPOUUMAHHO20 MeKCma:

1. Effectiveness of managers is closely connected with the level of
their communication skills.

2. People usually understand a message better when the sender
uses long and detailed sentences.

3. Possessing good communication skills is necessary only for
lawyers.
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4. The average person forgets 50 percent of what was said to him
or her within just a year.
5. You cannot listen if you are talking.

YPOK Ne 3

SAOAHHE Ne¢ 1. HMsyunre CAEAYIOIIMM TEOPETHYECKHMA
MaTepHaA:

HdeAoBasi mepenHcKa Ha aHFTAHHCKOM fI3BIKE

CocTaBa€HHE AEAOBOTO MHChMAa HAa aHTAUHMCKOM 93bIKE I10/-

YHUHAETCH OOIIMM ITpaBHAAM:

* Bech TeKCT paszaesseTcsd Ha ab3allbl C ITPOILYCKOM OHOM CTPOKH,
HO 0e3 HCIIOAB30BaHUA KPACHON CTPOKHU.

* EcAu muceMo neyaTaeTcs He Ha (PpUPMEHHOM OAaHKe (TIe yske
yKa3aHbl PEKBU3UTHI Ballleil OpraHu3aliui), TO B BEpPXHEM A€BOM
YTAY IIUChMa YKa3bIBa€TCH IIOAHOE UMsI OTIIPaBUTEASI UAU Ha-
3BaHHE€ KOMIIAaHHUU C aJpPECOM.

» Jlanee yKas3pIBaeTCSI UM aapecaTa U Ha3BaHHEe KOMIIaHUU, KOTO-
PO MUCBMO IIpeAHA3HA4YE€HO, a TaKKe €€ aapec (C HOBOM CTPO-
KH).

» [laTa oTIpaBA€HUA YKa3bIBAETCH TPEMSI CTPOKaMU HUXKE UAU B
BEPXHEM IIPaBOM yTAy IHCHMA.

* OCHOBHOU TEKCT MOAXKEH OBITH ITOMEIIEH B IIEHTPAABHON YaCTU

nucbMa. ['AaBHasg MbICAL ITHUCbMa Ha4YWHaeTCs C BBOMHOMU (ppa-
3pl, Hanpumep: "I am writing to you ..."

OOBIYHO ITUCHMO 3aKaHYUBAETCS BbICKA3bIBAHUEM OAaromapHoO-
ctu ("Thank you for your prompt help...") 1 TpuUBeTCTBUEM
"Yours sincerely," ecau aBTOp 3HAET UMs aapecaTta u 'Yours
faithfully', ecan HeT.

YeThIpbMsI CTPOKAMHU HHUIKE CTABUTCS [IOAHOE MMSI aBTOpa U
JOAYKHOCTb.

[Toamucek aBTOpa CTABUTCH MEXK/Ay BbICKA3bIBaHHUEM OAarogapHO-
CTH U pacuinpoBKON UMEHU U JOAKHOCTU TOTO, KTO ITOAITUCHI-
BaeT MHCHMO.

Boaee ntogpoOHO paccCMOTPUM cofiepKaHHUe Pa3ANMYHBIX YacTel me-
AOBOTO ITHUCHMA!

«IITIanmka» MECHMA

Kak mpaBHAO, IEAOBBIE ITHCHMA IMeYaTAIOTCs (IHIIYTCs) Ha yKe
3aroToBA€EHHOM (PUpPMEHHOM OAaHKe. B BepxHel wacTu OAaHKa pas-
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MeEIIaeTCd TaK Ha3bIiBaeMad 'manka’ - 3aroAoBokK. OOBIYHO B 3arOAOB-
Ke JIaHbl CAEAYIOIINE CBENEHUSI:
- 3apeTUCTPUPOBAHHOE HA3BaHUE KOMIIAaHUH
- KpaTKUe CBEeHHUS O XapaKTepe ee AedTEeAbHOCTH,
- KOHTaKTHass nHQopPMaIlud.
YacTo mocae 3aroroBKa IPUBOAUTCH MH(POPMALUsa, KOMY JTOAKHBI
OBITH agpecoBaHbI OTBETHI, HATIPUMED:
In reply please address to the senior manager.
All letters to be addressed to the senior manager.
AbObOpeBHaTypa B HA3BAHUU KOMITAHUU:
Ltd. limited - aTo cokpauieHue ot limited liability company
- 00IIIECTBO C OTPaHUYEHHOH OTBETCTBEHHOCTBIO;
PLC - public limited liability company - akIIOHepHAasI KOM-
IIaHUsI OTKPBITOTO TUIIA C OTPAaHUYEHHOU OTBETCTBEH-
HOCTBIO
Inc., Corp. - corporation having limited liability -
3apPETUCTPUPOBAHHBIN KaK KOPIIOpaIiusd
CokpallieHHs B CTpOKe Afpec:
Str. - street - yauiia,
Rd - road - mocce,
Av - avenue - IIPOCIIEKT,
Pl - place — HeboabIIIasI yAnlla, PE3UAEHIINS, 3AaHUE.
TeaerpadHbIN agpec KOMIIaHUU IIPpeaBapsieTCd OMHUM U3 CAe-
ayroiux caoB: Telegrams, Cables, Cable, Cable address, Telegraphic
address.

CnocoObI BEXKAHBOTO OOpallleHHS

B niepBoi#i cTpoKe aapeca mUIIeTCS UM U (paMUAUS IIOAYIATEAS,
€CAU OHU BaM HU3BeCTHHI. [lepen HHUIIMaAaMU TIOAYIATEAST OOBITHO
cTaBUTCS popMa BEXKAUBOIO obparieHusi. [locae HEro MOTYT ITHCATLCS
UMs U PaMHUAULA KOPPECIIOHAEHTA UAN €T0 UHUIIHAABI U (PpaMHUAHs, HO,
HU B KOEM CAy4dae, He ogHa pamuand. Hammpuwmep:

Dear Mr. N. - IOAYKHOCTHOE AUIIO - MYy3K4YHHA,
Dear Madam N. - TOASKHOCTHOE AUIIO - KEHIITMHA

Ecau BBI afpecyere mUCbMO (PUPME B IIEAOM HAU HECKOABKHM AH-
11aM, TO UCIOAB3yHTe obpatieHue Dear Sirs "YBaxkaemble rocrnoaa" UAU
To whom it may concern.

[Ipu DAUTEABHOM OOIIEHUHU (IIePEMHCKE) MOKHO O0OpaATUThCH He-
dopmanrHO Dear Michael. MoxkHO caeaaTh CBoe obpalleHue eie boasee
TeNABIM U ayuieBHbBIM: My dear Mr. Smith uau My dear Michael.

Ob6paTuTe BHUMaHHE, YTO B aMEPUKAHCKHUX I[MHCbMax II0CA€ o0pa-
IIIEHUsI CTaBUTCS ABOETOYME, a B aHTAUMCKUX - 3amsdaTasl.

Jast Toro, 4TOOBI YMTATEAD IUCBEMA Cpa3ly IIOHLA, O UYeM IIOHIEeT
pedb, II0CAE€ BCTYIIUTEABHOTO OOpaIlleHHUsd OOBIYHO MaeTCs KPaTKoe yKa-

18



3aHHE Ha o0llee coaepkaHue ITHchMa. Yallle Bcero nepes 9TUM yKa3sa-
HUEM yIIOTPEOATIOTCS CAEOYIOIINE COKPAIIeHUS:
"Re" - cokpallleHHe OT AQTHUHCKOTO BbIpaskeHus "in re'" -
"110 meay";
"Subject' - TeMa;
"Conc' - cokpallleHHe OT aHTAUMCKOro "concerning" -
KacaTeAbHO.
Hamnpuwmep:
Conc: your request for the documents of January 21, 2012
Subject: labour contract
OO6BIYHO 0OBEM IEAOBOTO ITHCHMA HE ITPEBBIIIAET OHY CTPAHUILY.
Ho, ecan o0beM mucbMa 0OABIIIE OHOM CTPAHUIILI U €TI0 MIPOIOAIKEHUE
HarevyaTaHo Ha oOpaTHOM CTOPOHE AMCTA, TO B KOHIIE IIEpBOM CTpaHU-
bl IIUIeTcd p.t.o., 94T0 o3HadaeT Please Turn Over - Cmompume Ha
obopome.

3aKAIOYHTEABHAS 4YaCTh IIHChMAa

Bb100p 3aKAIOYHUTEABHON DOPMBI BE3KAUBOCTH 3aBUCHUT OT BCTYIIU-
TEABHOI'O OOpaIleHUSsI:

Dear Sirs - Yours faithfully/Faithfully yours
Dear Sir - We are yours faithfully

Dear Sir/Madame - We remain yours faithfully
Dear Mr. - Yours sincerely

Dear Mrs. - Sincerely yours

Dear Madam -  Yours very sincerely

Dear Gentlemen - Yours truly

Gentlemen - Very truly yours

[Tocae 3aKAIOYUTEABHOU DOPMBI BE3KAUBOCTH CTaBUTCS IIOAITUCH.

Ecau BBI OTChlAQETE KOIIMU IHUCHMAa U APYTUM ajpecatam, Toraa B
KOHIIE ITHMChMa CAEAQUTE COOTBETCTBYIOIILYIO OTMETKY B BUIE CAEIYIO-
et abbpeBuaTypsl: "c.c.” - carbon copies (TouHble Kortuu) uau Copy
to...

EcaAu K TUCBMY UMeeTCsl IPUAOKEHUE (KaTaAOT, KOHTPAKT, CUET U
T.O.), TO BHU3Y, [IOCAE TIOAIIUCH, IeAaeTcsa yKazaHue oo atom: "Enc:",
"Encl:" - aTo cokpainenue ot Enclosure (mpuaoxkeHue, BAokeHHe). Ha-
IIpHUMeDp:

Enc.: Letter of guarantee (2 pages)
Encl.: Insurance certificate (1 copy)

B koHIIe TucbMa, IIOCA€ ITOAITNCH BO3MOXKEH JOIIOAHUTEABHBIN
TekcT, Post Scriptum (P.S.). P.S. npucyTcTByeT BO MHOTHX JIEAOBBIX
nucbMax. Kak mpaBuao, B P.S. HanircaHo 4TO-TO BaxKHOE: IOATBEP-
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KIEHHUE IIPEANOKEHNA, OITHCAHHOTI'O BBIIIIE, NAHU npocz;6a BBICAAQTB 9TO-
TO HE3aMEIOAHUTEABHO.

Huadopmanusa Ha KOHBepTe

Ha KoHBepTe KpoMe aapeca OTIPaBHUTEAS U aapecaTa OObITHO
yKa3bIBaeTCcd HHPOPMAIIUS O ITOPSIKE U CIIOCO0e JOCTaBKH IIUCHMA, a
Takzke 00 0COOEHHOCTSIX KOPPECIIOHAEHITHH:

AIR MAIL — aBuaro4dTa

By hand - HapO4YHBIM

Confidential — KOHPUAEHIIUAABHO

Express — akcIipecc

Please forward - HanipaBUTH JaAbIIIE

Private — yacTHOe

Registered — 3aka3Hoe

Strictly Confidential - cTporo KoH(pUAEHITUAABHO
To be called for - 1o BocTpeboBaHUd

Urgent - cpo4yHoe

Ocob6eHHOCTH 0(hOPMAEHHA 3AEKTPOHHEBIX IMHCEM (e-mail)

OAEKTpPOHHBIE ITHUCbMAa KOpoUe, TEIA€E U MeHee (DOpPMaAN30BaHbI
YyeM NuCbMa Ha OyMaskHOM HOCHUTEAE U I10 TOHY OAM3KH SI3BIKY TeAe-
douupoBanud. K TomMy kK€ OHU ITO3BOASIIOT MTHOBEHHO OOMEHUBATHCS
JOKyMeHTalrel B BUE OLIU(PPOBAHHBIX UAU PACIIO3HAHHBIX IIPHUAO-
KeHuH. TeXHU4YeCKU 9AeKTPOHHBIE TTUChMa — 3TO OOMEH ITU(PPOBBIMU
COOOIIEHUSIMHU MEXAY afipecaMy BUAA [[IOAB30BaTEAb|(@UHTEPHET-
npoBadigep|.[momeH]. [loMeH — coOKpallleHUe CTPaHbl UAU OpPraHU3allU-
OHHOTO THIIA.

AHrAOTOBOpSIIHE (0OCOOEHHO aMepUKAaHCKUE) IPEeaIPUITUSI U OpP-
raHu3alli UMeIoT IIpodpuAbHBIE noMeHbI. Hanpumep, agpec
biffmath.utoronto.ca 6ymer o3Ha4yaTh, YTO €r0 IOAB30BATEAD, I'-H
Budd, paboraeT Ha MmaTemMaTHdeckoM PakyAbTeTe TOPOHTCKOTO YHU-
BepcutreTa B Kanaze.

com KopIrioparud

edu oOpa3oBaTeAbHOE YUYpeKIeHUE
gov I[IPaBUTEABCTBEHHbBIN OpraH
mil BOEHHOE BEIOMCTBO

net HUHTEPHET-KOMIIaHUA

org opraHusalus

[leaoBble COOOLIEHNS B 9AEKTPOHHOM BH/Ie HAUWHAIOTCS CO CTaH-
JapTHOU CTATHUCTHUKU: to (IIOAydaTeAb), from (OTIpaBUTEAB) U UHOTAA CC
(kormmm). CKpBIThIE KOITMU 0003HaYaroTCd Kak bee. 'aaBHOe - subject
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(rema) Kak 3aron0BoK nucbma. OHa JOAYKHA TOYHO OITUCHIBATH COAEP-
xkaHue. CpodHbIe COOOIIEHUS MOXKHO [TOMeYaTh KPAaCHBIM (PAATKKOM.
[enoBbIe cCOOOIIEHUS B 9AEKTPOHHOM BHIe HaUYMHAaIOTCs ¢ Dear...
U 3akaH4uYuBaloTcs Best wishes nau (Best) regards. QAeKTPOHHBIE CO-
OOIIIeHUs UHOTIA cofiep3kaT OAOK IOAIIUCH (MMsI, JOASKHOCTD, TeAe(OH,
dakc, agpec), HO dallle OTPaHUYUBAIOTCS AWUIITL YKa3aHUeM aBTopa.
OAEKTPOHHBIN a/Ipec OTIPaBUTEAS IIPHUCBANBAETCd aBTOMATHYECKU.

Tabauria. CokpallleHus, UCIIOAB3YEMbBI B 9AEKTPOHHBIX IMHChMaxX

AAMOF
AFAIK
BTW
CU

F2F
FYA
FYI
IMO

IMHO

IOwW
IWBNI
KIS
NRN
OTOH
R

TFS
TIA
WRT

2. YT0o BXOOUT B «IIAIIKy» AEAOBOTO IIHUCHMA?

as a matter of fact
as far as I know

by the way

see you

face to face

for your amusement
for your information
in my opinion

in my humble (honest) opi-
nion

in other words

it would be nice if
keep it simple

no reply needed
on the other hand
received

thanks for sharing
thanks in advance

with respect to

8 cywiHocmu
HACKOJIbKO 51 3HAIO
Kemamu

ysuoumcst

HaeOuHe

K eawell padocmu

K sauiemy cee0eHUro
no moemy MHeHUIo

no moemy CKpomHomy
MHEHUIO

UHBbIMU CIO8AMU
xopouwio 66l

2080puU npowie

omeem Heobs13ameneH
¢ Opyz0ii cmopoHbl
NnoaYyueHo

cnacubo 3a ccoliky
3apaHee brazooapet

C ysa>keHuem K

Bonpochl IAsI CAMOKOHTPOASA.
1. OnuniuTe OCHOBHBIE YAaCTH THUIIOBOTO JEAOBOTrO IMHCHMAa HA aHTAUM-
CKOM $I3BIKE.

3. YTo M3MeHsEeTCSI B TEKCTE IMHMChMAa B 3aBUCHMOCTH OT TOIO, 3HAETE
AY BBl UMS 4YE€AOBEKa, K KOTOPOMY oOpaliaeTech C IIHUCbMOM, WA
JKe OH BaM He 3HaKOM?
4. Kakue cokpallleHUus BO3MOXKHBI B JIEAOBOM ITHCHME ?
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5. Yro ozHauaroT caoBa Enclosure u Post Scriptum, eCAM OHU HCIIOABb-
3yI0OTCH B JEAOBOM IIMCHME U B YEM UX pas3sndue?

6. Kakag nHdopmalius oObIYHO YKa3bIBaeTCd Ha KOHBEPTE C AEAOBOM
IIEPEIINUCKOM?

7. Kakue cyniecTByIOT 0COOEHHOCTU O(POPMAEHUS IEAOBOM IEPENHNCKU
B 9A€KTPOHHOM BUE?

P/ SAJAHHE Ne 2. [loAroToBBTE YTEHUE U IIEPEBOL CAECAYIOIIIE-
o~ o TEKCTA:

LV/ Writing a Business Letter in English

The basic business letter has its unified structure contain-
ing the following parts:

1. Return address (or sender's/addresser's location) is the name
and the address of the company, beginning from the smallest divi-
sion: the name of the company, house number, street, city, state or
province and ZIP code, country. Business letters usually have a
printed letterhead. It usually has all of the company's information,
including address, phone number, fax number, company Web site and
personal e-mail address. It may be written on the right side or at
the top of the page.

2. Date - it's the date when the letter was written and signed. It is
below the return address. It may be written in American style
(month, day, year) or in non-American (day, month, year). But it is
better to spell month not to confuse: 12 January 2006, not
12.01.06.

3. Destination address (or receiver's/addressee's location) - the
address and the person to whom you are writing. The information
should be given in the same order as the return address. Usually it
is written close to the left margin.

4. Reference - here you name the main topic of the letter. For
example:

Re: Purchase Order 1132 of November 24, 2008.

S. Salutation - when you name the person to whom you ad-
dress. Example:

Dear Dr. Brown or Dear Mr. White, or
To Whom It May Concern.

6. Body - the body of a letter tells about the subject of the let-
ter. Usually it has four parts:

(i) opening - where you give the reason of writing or involve the
reader in the theme of your topic;

(ii) focus - where you provide details and explain what exactly the
problem is;
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(iii) action - where you say what will happen next or what actions
you are going to undertake;

(iv) closing - be positive; here you thank the reader or demon-
strate your hope for the positive result of your addressing, something
like:

I look forward to hearing from you soon.

7. Complementary close is the phrase you use after you end

the body of the letter and before you sign your name. It may be:
Very truly yours
Sincerely yours, or
Yours sincerely.

8. Signature and typed name and title of sender - the writer's
name and job title (or department) are typed at the bottom of the
letter. He or she then signs the letter directly above the typed
name.

9. Postscript is a brief sentence or paragraph introduced by the
initials, “P.S.” (“post scriptus,” Latin for “after having been written”).
It implies that the writer, having completed and signed the letter,
decided to add some supplementary information. Although this is
still commonly used in informal letters, it is not widely accepted for
use in formal or business letters.

10. Enclosure - you add it in the left bottom corner of the page
if you are sending something with the letter.

AeRCHYECKHH MHHHMYM:

business letter - meaoBoe IMHUCBEMO

return address - o6paTHBIN agpec

addresser - oTIIpaBUTEAD

ZIP code (zone improvement plan code) - mo4YTOBBI¥ UHAEKC

letterhead - meyaTHBIN pUPMEHHBIN OAaHK, "MIanKa" (pUPMEHHOTO
6aaHKA

phone number - HoMmep TeaedoHaA

sign - MoANIUCHIBATh(CsI), CTAaBUTH MOAIIHCH

spell - mucaTh UAM IPOU3HOCUTH (CAOBO) IT0 OyKBam

confuse - 3anyTbIBaTh, COUBAThH C TOAKY

destination address - agpec Ha3zHaYeHUd

addressee — moAy4aTeab, agpecat

margin - IoAs (CTpaHUIBI), Kpal (medaTHOH CTPaHUIIbI)

reference = Re: = Ref: - cHOoCcKa, cchiaka, yIIOMUHaHHUE; OTChIAKA (K
HpenbIaAyIEeMy COOOIIEHUIO AU UCTOYHUKY UH(OpPMAIIUH), YyTOY-
HEHUE TeMbI COOOIIeHUs

topic - TeMa, mpeaMeT OOCYKIOEHUsI, BOIIPOC

salutation - obpaieHue (B mucbMe), IPUBETCTBUE; (ppasa IPUBETCT-
BUs (B HaUaAe IIUChMa)
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body - raaBHasI 4acThb, OCHOBHAs YacCTh (IHCHMA)

opening - HaYaA0; BCTyIA€HHE; BCTYIIUTEAbHAs YaCTh

focus - pokycupoBKa Ha ImpeaMeTe IHUChbMa

action - AMHUA TOBEeIEHUS, TIpeAroAaraeMbIi apdeKT

undertake - o6sa3pIBaThCHd, IPEeAIIPUHUMATE, OpaTh Ha cebd 00sI3aH-
HOCTb

closing - KOHIIOBKA, 3aKAIOYHUTEABHBIN ITaccax (IucbMa)

complementary close - BexkauBas (ppasa B 3aBepLIEeHUHN NHUCbMa

signature — moAnUCk, IOAIHNCAHUE

typed name and title - MmanIMHONIUCHBIA BapUaHT UMEHU U JOAKHOCTHU

job title - HazBaHUEe DOAKHOCTHU

at the bottom - B camomMm HHU3y, BHU3Y

postscript - npunrucka B IIHUCbME

enclosure = encl. - TpuAoXKeHUE; BAOXKEHUE

supplementary information - momoaAHUTeAbHAasE HHPOPMAIIUI

electronic mail = computer mail - sanekTpoHHas o4Ta

interlocutor - cobecegHUK

3/ SAIJAHHE Ne 3. BoImoAHUTE CAEAYIOIIHE YIIPAKHEHUS K
i’“ TeKCcTy «Writing a Business Letter in Englisho.
i

v 3.1. Bbtyuume c/ioea U evlparKeHus, Komopole OaHbL 8 NleK-
CUUYEeCKOM MUHUMYME noc/ie merxKcmada.

3.2. [Toozomosebmecs Kk cobecedo8aHU NO meKcmy HA OCHO8e CJie-
JyrouLUxX 80NpPOCO8:

1. Does a letterhead signify the return address or the destination
address?

2. If you put the date in American style what does it mean?

3. Where is the destination address usually written?

4. What is a typical structure of the body of a letter?

5. What does the word "enclosure" mean if it stands at the end of
the message?

3.3. 3asepuwiume Hauamoe npedsloXKeHUe, ONUPASCb HA COOePIKa-
HUe NpouumaHHo20 mexKcma.

1. “Enclosure” signifies that ...

2. “Focus” is a part of a business letter where ...

3. Business letters usually have ...

4. Letterhead usually contains ...

5. The body of a letter tells about ...

6. Complementary close is the phrase ...
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3.4. YcmaHosume, coomeemcmeyom Ji OAHHble YMmeepiOeHUs.
COOEepIKAHUIO NPOUUMAHHO20 MEeKCMA.

1. Destination address should be given in the same order as the
return address.

2. Letterhead is written on the right side or at the top of the page.

3. Reference is a part where you name the person to whom you
address.

4. Return address begins from the largest division of location.

5. The date when the letter was written is below the salutation.

Vuebroe usdarue

Ilonos E.B.

NHOCTpPaHHBIN 93bIK
AL TEAOBOTO OOIIIEHUI:
AHTITUTICKT I3BIK

AL CTYLEHTOB 2-TO Kypca
3a04YHOI'0 OTAEACHUH

Vuebroe nocodbue

[Tognmucano B nedatsb 7.12.11. ®@opmat 60X84/16. O6wéMm 1,6 dria.
Tupazx 300 3K3.
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