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IpeauciioBue

B Hactosimiee Bpemsi Poccuss HacTOH4YMBO 3asBisieT O cebe KaKk O CEpPhEZHOM
HAay4YHO-T€XHHUYECKOM, YdKOHOMUYECKOM U nesioBoM mnaptHEpe. Cratyc Poccuu, e€
aBTOPUTET U BIUSHHUE B MUPOBOM COOOIIIECTBE YCTOMYMBO BO3PACTAET, C KAXKJIBIM
roJIOM CTpaHa CTAHOBHUTCS BCE€ OOJBIINE «OTKPBITOM» JJII MEXIYHAPOIHOTO
ousHeca. PacTér u uHTEpEeC POCCUICKMX KOMITAHUM K BBIXOJy HA MUPOBOH PBHIHOK.
Bcé ato cmocobcTByeT TOMy, UTO mMepel] BBIMYCKHUKAMH POCCHICKHX BY30B
OTKPBIBAIOTCSL OOJBIINE BO3MOKHOCTH — OHH MOTYT Y4acTBOBaTh B COBMECTHBIX
MEXIYHAPOJHBIX TPOEKTaX B 00JacCTH TPOU3BOJCTBA, TOPTOBIHM, HAYKH U
KyJIbTYphl, TPOXOJWTHh CTAXUPOBKH 32 pyOEKOM, TPOBOAWTH HAYYHBIC
WCCJICIOBAHMUSI 10 CBOEW CHEIUAJBbHOCTH C TPHUBICYCHUEM 3apyOeKHBIX
MaTepHaoB, 0OMEHUBATHLCS OTIBITOM CO CIICIIHAIMCTAMH JPYTUX CTPaAH U T.1I.
OnHako Ha TyTH peaau3alldd ATHUX BO3MOXKHOCTEH BO3HUKAIOT TPYIHOCTH,
MPEOI0JICHUE KOTOPBIX CTAHOBUTCS CETOJHS OCOOCHHO aKTyalbHbIM. OJHOW M3
Takux TpoOJieM SBISETCS HEIOCTATOYHAs S3BIKOBasl MOATOTOBKA BBITYCKHUKOB
HESI3bIKOBBIX BY30B K OCYIIIECTBICHUIO HHOSI3BIYHOTO JEJIOBOTO OOIIECHHUS.
BaxnocTh 00yueHUs] TUCHEMEHHOMY JIEJIOBOMY OOIIIEHUIO HA MHOCTPAHHOM SI3bIKE
KaK YHUKaJIbHOMY, CIICIIM(UUECKOMY BUIY AESATEILHOCTH 3aKJIIOYACTCS B TOM, YTO
CEroJIHs HEBO3MOXXHO CTaTh HACTOSIIUM MPO(EeCcCHOHATIOM CBOEro jena, €Cu He
VMETh HABBIKOB U YMEHUN MUCBMEHHOW IEIO0BOM KOMMYHUKauuu. [[ns mMHOrmx
CTIEIUATMCTOB PA3BUTHE YMEHHUI MMCHMEHHOTO JIEIOBOTO OOIIEHHS 3TO HE TOJIBKO
KOMMYHUKATHBHAsA, HO W TpodeccruoHaibHas KOMIIETEHTHOCTh, OT Pa3BUTHUS
KOTOPOM BO MHOT'OM 3aBHUCHUT yCIIEX U Kypbepa.

NMeHHO m03TOMY OOy4Ye€HHE OCHOBAaM IHCHMEHHOTO JEJIOBOTO OOIIEHUs Ha
MHOCTPAHHOM S$I3BbIKE JIOJDKHO CTaTh HEOTHEMJIEMbIM KOMIIOHEHTOM IOJTOTOBKU
MarucTpoB K Oyayiiei npodeccHOHaIbHOM JAesTeIbHOCTH. PazBuTue B mporecce
00y4YeHUs] WHOCTPAaHHOMY SI3bIKY B BBICHICH IIKOJE€ YMEHHH IHChbMEHHOIO
JIEJIOBOTO  OOIIEHWS  TMO3BOJIUT  OyAylmIUM  crnenuainucram 3¢ dEKTUBHO
B3aUMOJICHCTBOBATh C IIOTCHIMAIBHBIMU [ICJIOBBIMU IAPTHEPAMHU, TMOMOMXKET
CHU3UTh PUCK BO3HUKHOBEHHS HEOJIAronpusTHBIX MOCICACTBUNA H3-32 OIIMOOK B
HWHOSI3BIYHOM MPO(HECCHOHATBHOM OOIIIEHUH C HHOCTPAHHBIMHU KOJUIETaMH.
JlenoBoil MHOCTpPaHHBIN SI3BIK UMEET CBOM 0COOeHHOCTH. CerojiHs B Y4eOHBIX
IJIaHaX TMOJATOTOBKM MAarucTpOB pa3HbIX HAMPABICHUH OH BBIACIACTCS JIA
M3YUYEHHS KaK CAMOCTOSITENIbHAS TUCIUILIIMHA.

JlanHoe yuyeOHOe mocoOue HMMeeT CBOEH LeNbl0 Pa3BUTHUE HABBIKOB U YMEHHIA
MMCBMEHHOW KOMMYHHUKAIIMM, HEOOXOJUMBIX ISl JIEJIOBOTO OOIEHUs Ha
WHOCTPAHHOM SI3bIKE. Y4eOHOe MocoOMe 3HAKOMHUT CO CTPYKTYpOH JEIOBOTO
MMCbMa W TpaBWwiaMud ero  Oo(OpMIICHHs, a TaKKe C BBIPAKCHUSIMH,
UCIIOJB3YeMbIMM B jenoBo mepenucke. Ilocobume cHaG)eHO OOJbIITUM
KOJIMYECTBOM  OOpasllOB  OpPUTMHAJIBHOW  KOPPECIOHJCHIIMH, a  Takke
YIPa)KHEHUSAMU, HANPaBJICHHBIMU HA 3aKPEIJICHUE TPAKTUYECKUX HABBIKOB.
VYuebHoe mocobue COCTOUT U3 IIECTH Pa3/IeoB, BKIFOYAIOIINX B ce0sl CIIPaBOYHBIM
Matepuall, peKOMEHJAallui, MHOTOYMCIICHHbIE OOpa3llbl HANMCAHUS U BEACHUS
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NenoBor KoppecnoHaeHuu. [lpu orOope MaTepuanoB [EIOBOW MMEPENUCKH
VUYUTBIBAJaCh HUX  aKTyaJlbHOCTh, HWH(OpPMAIIMOHHAs  HACHIIIEHHOCTh M
JIOCTYITHOCTb.

B nepBom paznene coaepar CBEOCHUST O CTPYKType JE€JI0BOr0 MHUCHMA,
KOMMEHTHUPYIOTCS HAIlUOHAJBHO-KYJIbTYPHBIE OCOOCHHOCTH HAIUCAHUS JETOBBIX
nuceMm B Benmukooputanuu u CHIA.

Bo BTrOpoM paszgene paccMarpuBaroTCs JIOKYMEHTBI HEOOXOIUMBIE TIpH
TPYJIOYCTPOMCTBE Ha pabOTy, TaKM€ KaK «3asBIICHHE O TpUeMe Ha paboTy» u
«COTPOBOJUTEIBLHOE TUCHMO».

Tpetwnii pa3aen MOCBSIIEH BHIPAOOTKE HABHIKOB TPAMOTHOTO HAIHMCAHUS PE3IOME,
MPUBEACHBI IPUMEPHI €r0 0(OPMIICHHUS.

B derBepTOoM pazmene aHAMM3MPYIOTCS Takue OOpas3ilbl JCIOBBIX IHCEM Kak
«IMHACHMO-3aTPOC, «IMHACHMO-TIPOCHOA», «IIACBMO-Ka100a», «IIUCHMO-
MIPUTJIAIICHUE», TIPUBOJATCS HauboJjee YNOoTpeOUTEIbHbIE KIIUIIE, XapaKTePHbIC
JUISL DTUX BUJIOB ITHCEM.

B narom paspene paccMaTpuBaeTCA JOKYMEHT, KOTOPBIM HCMOJB3YETCS JJis
obmeHa wuHpOpMaIlUe BHYTPH KOMIIAHUM — «MEMOpPaHIyM» WU «IaMsITHas
3aIKCcKa».

[IecToii pa3aen NOCBSIIEH HATMCAHUIO 3JICKTPOHHBIX JI€TOBBIX MTOCIaHUM.

K xaxmomy pasmeny paspaboTaHa cucTemMa yhpaxHeHuid. B koHile mocoOus
JAFOTCS KITFOYM K YIPAKHEHUSIM JJIs1 CAMOCTOSITEIBHON TPOBEPKHU.

[Ipennaraembie MOJEIN MUCEM U YNPAXKHEHUS, COCTABICHHBIE HA OPUTMHAIILHOM
SI3LIKOBOM MaTepHalie, MOMOTYT TPaMOTHO O(GOPMHTh M COCTAaBHUTH JIEIOBOE
IMMCHMO.

B mocobue Bxomautr pazgen «llpunoxkeHusi», KOTOPHIA BKJIIOYAET: IpaBUIIa
MyHKTyallid; CIHCOK HamOoJiee YHOTPEOUTENhbHBIX B JICTIOBOM TMEPEIUCKE
ab0peBuaTyp; CJIOBa W BBIPpAXKEHUS WHOCTPAHHOIO IMPOUCXOXKICHHS, YacTO
BCTPEYAIOIIMECA B MEPENUCKE; pa3inuusl B HATMCAHUU MEXKAY aMEPUKAHCKUM H
OpUTAaHCKUM BapHaHTaMU aHTJMHUCKOTO sI3bIKa; Ha3BaHMS CTPaH, HAPOJOB, CTOJIMII;
Ha3BaHud mtatoB CIIA (Bcero mecTh NpUII0KEHH).

OOydeHre OCHOBaM IHUCHMEHHOIO JIEJIOBOTO OOIICHUS HAa WHOCTPAHHOM SI3bIKE
MpeJIaraeTcsi CTPOUTH IO CIEAYIONIEN CXEME:

1 sTam — 03HaKOMJIEHHWE W aHAJIM3 TeKCTa-o0pasia (ompeaesseTcss BU JIeI0BOTO
MMCHbMa U 1IEJIU €T0 HAMMCAHUS, aHATU3UPYIOTCSI OTOOpaHHBIE SI3BIKOBBIC CPEICTBA
JUISL pealin3alvu MOCTaBIEHHOW KOMMYHUKATUBHOM 3a/1a4H);

2 3Tam — BBIMOJHEHUE CUCTEMBI YIPAKHEHUN, HAMPaBIEHHBIX Ha (HOPMHUPOBAHUE
YMEHUS BECTH JIEJIOBYIO IIEPENUCKY;

3 93Tam — CaMOCTOSTENHLHOE HamHWCaHHWE OJHOI0 M3 BHAOB JIEJIOBOM
KOPPECHOHAEHLINH.

YuebHoe TmocoOue TmpeaHa3HAYeHO Il MAarucTpoOB HES3BIKOBBIX  BY30B,
M3YYAIIUX JOUCHUIUIMHY  «JleTOBOM  WMHOCTpPaHHBIM  SI3bIK», C  LEJbIO
pUOOPETEHUST HABBIKOB MUCHhbMEHHON peun B cepe JACIOBOro OOIICHUS, U MOXKET
UCIIOJB30BaThCA Kak i paboThl B ayAUTOPUM TMOJ  PYKOBOACTBOM
npenojaBatesis, Tak U JJIsi CaMOCTOSITEIbHOM paOOTHI.
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Unit 1. The Layout of the Letter.

Letter writing is an essential part of business communication. Business letters may
be divided into official and semi-official. The official letter is a formal
communication between people or companies and it is written to conduct some sort
of business. But many people want to buy something or to accept an invitation —
this is a kind of semi-official letters. The business letters may be subdivided into
such groups as: inquires, offers, orders, and so on.

It is important to remember that a business letter is an official document. Of
course, there are many other communications between people and companies, for
instance telephone conversations, meetings and presentations, but the business
letter is the most powerful communications tool for providing structured and
considered information in a formal way.

When writing a business letter, you should follow the format of a standard business
letter. Keep the letter to one page. Business people are busy and do not appreciate
unnecessarily long letters. Most business letters are less than one A4 page long.
The typical business letter usually consists of about 7 essential parts:

1. The Letterhead 3aroJjioBoK (BKJIIOYAOIINN MECTO
HaIMCaHMs [TMChMA)

2. The Date JlaTa oTrpaBiaeHusl NTUCbMa

3. The Inside Address BuyTpenHuit aapec

4. The Greeting/Salutation OO0parieHne/IpuBETCTBUE

5. The Body of the Letter Conepxanue nucbma

6. The Ending/ The Complimentary 3axmounTtenabHas popmyia

Close BEKJIMBOCTH

7. The Signature Block bnok moanucu

and 4 additional parts of the letter:

1. The Reference Line YKkazaHue Ha CChUIKY

2. The Attention Line (if any) VYka3zaHue Ha KOHKPETHOE JIMIO (€CIIu
eCTh)

3. The Subject Title (if any) VYkazanue Ha oO1iee comepraHue
nucbMa( €CJIM €CTh)

4. The Enclosure (if any) [Ipunoxenue (eciu ecTh)

The heading of the letter contains the full address of the sender. Most companies
have letterhead with this information already imprinted. The inside address
coincides with the address that appears on the envelope and contains the name, title
and address of person to whom you are writing. The salutation should be consistent
with the whole tone. The body of the letter is where you write the purpose of the
letter. The complimentary close should be relevant to the tone of the letter and the



salutation. And, your signature should be hand

complimentary close.

Study the following table:

written legibly below the

Item

Notes

Example

1. The Heading or the
sender's address (The
Return Address) or
Letterhead.

The heading of the letter
contains the full address
of the sender. Most
companies have head
with this information
already 1mprinted. In
correspondence that does
not have a printed
letterhead; the sender's
address i1s written in the
top right corner of the
letter (British Style) or in
the top left corner of the
letter (American Style).
In the UK is not usual to
write the sender’s name
before  the  sender’s
address.

The sender's address
includes

Company Name (and
logo),

Address,

Phone/Fax number,
E-mail (optional).

2. Date of writing

The date is written below
the sender's address,
sometimes separated
from it by 2 lines below
the heading. The date
may be written as month-
day-year (The US style)
or day-month-year (The
UK style).

October 19, 2008
(American Style),
19 October 2008
(British Style).

3. The Inside Address

It is written below the
sender’s address and on
the opposite side of the
page (UK style) or on
the left-hand side of the
page (US style). If you
know the surname of the
person, you write the
courtesy title, person’s
initial and his/her
surname. If you don’t
know the name of the

Mr. A. Harper

'E' Division
Headquarters

Hessle Police Station
Hessle High Road
Hull HU4 7TBA

UK

Note : Order of inside
address: the recipient,
the name of the
company,

the number of house,
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person, you write the the name of street,
position in the company | town/city,
(The Sales Manager) or | the state/county,
the name of company. postcode,
the country.
4. The Greeting/ It begins with the word | Dear Mr./Ms. Smith:
Salutation "Dear" and always Dear Sir or Madam:
includes the courtesy After the salutation there
title and person's last is a colon (:) (The US
name. Initials or first style).
names are not used in Dear Mr./Ms. Smith,
salutations. If you do not | Dear Sir or Madam,
know the name or the After the salutation there
sex of your receiver is a comma (,) (The UK
addresses it to Dear style).
Madam or Sir (or Dear Note that in the US a
Sales Manager). letter to a company
opens with Gentlemen.

Ms. [mez] or [miz] — JOKHOCTHOE JHIIO, JKEHIWHA, Yb€ CEMEHHOE IT0JIOKEHHE
BaM HE M3BECTHO. B 1e0BOM IEpennucKe BaXXHO MCHOJIb30BaTh Ms BMecTo Mrs.
uu Miss. (Mrs. — 3amyxHsis xeHIluHa, Miss — He3aMyXHss KeHIWHa, Mr.
[misto] — oOpamenue Kk Mmy>kunne, Messrs [mesoz] —MCrob3yeTcst P aApecaiuu
K JByM WK O0oJiee My>xuriHaM. Mmes [ meidem] — ucrnosb3yeTcst mpu aapecanuu
K JIBYyM WJIH 00JIee )KEHIITUHAM.

Ecau nmuceMo oOpalieHo K JI0HKHOCTHOMY JIMITY, UMsI KOTOPOTO HEW3BECTHO, TO
Ha3BaHWE JIOJDKHOCTH TMHINETCS C OOJblIOW OYKBBI M yHoTpeosisercs
onpeneneHubli aptukib: The Chairman npencenarento. Ecin U3BECTHBI H
dbamMmms ¥ TOJDKHOCTh ajipecara, To apTukib He crtaButcs. Mr. D. Brown, Chief
Executive — muctepy Jl. bpayHy, HCIOTHUTENIBHOMY AUPEKTOPY.

5. The Body of the It’s the main part of the | Body Paragraph 1:

Letter business letter. Make Explain who you are and
sure the receiver knows | why you are writing this
who you are and why letter.

you are writing but try to | Body Paragraph 2: Use
avoid starting with «I». | facts, details to support
Use a new paragraph your opinion or request.
when you wish to Body Paragraph 3: Tell
introduce a new idea or | the reader what you
element into your letter. | want him to do.

It is usual to leave a line | Short sentence: End your
space between letter by saying
paragraphs in the body | something courteous to

8



| ‘ of the letter. | your reader.

TexcT OONBIIMHCTBA MUCEM COCTOMT M3 Tpex yacted. [locie mpuBeTCTBUS WU
oOpaieHns («YBakaeMblil I'-H ... ») CI€lyeT HadyaJlo OCHOBHOTO TEKCTa, TJIe
TOBOPUTCSL O NPHUYMHAX OOpallleHHs; B TJIABHOM YacTH TEKCTa COOOIIAeTcs O
neTansix (MoApOOHOCTSX); B 3aBEPIIAIOIIEH YaCTH JEIAIOTCS BBIBOBI, COOOIIACTCS
0 IUIaHax Ha OymyIee u T.1I.

B nepBoit yacTy MOryT HCIOJIB30BAThCA cieayouue ppaspi:

— ... MBI nummem, 4yToOBl y3HATH (HaBECTH CIpaBku) O ... (... We are writing to
inquire about...);

— MbI numieM B cBsizu ¢ ... (We are writing in connection on with ...);

— M&bI uHTEpECyeMcs (3auHTEepeCcOBaHbl) U XOTeNnu Obl y3HaTh ... (We are interested
in ... and we would like to know ...) u T.11.

IIpennoxkenune, coaep:kamee OCHOBHOE COOOIIEHHE, MOMXKET HAYHHATBLCS
TAKUMHU CJIOBAMMU:

— Mg1 xotum cooonuTs ... (We would advise ...);

— C ynoBoabCTBHEM cO00IIIat0, uTo ... (It is my pleasure ...);

— Nmeem vecTh coobmuth Bam, uto ... (We bed to inform you that...) u T.1.
[Ipocnba coolOuuTh HEOOXOAMMYIO HH(POPMAITMIO HAYMHACTCS CIIOBAMH:

— Coo0bmute, moxanyiicra, ... (Could you please tell me ...);

— INoxamyiicta, coobmure ... (Please let me know if...);

— 51 6b11 Ob1 pan y3HaTh ... (I should be glad to know if ...) u T.1m.

[TMCcEMO-OTBET MOYKET HAYMHATRLCS ¢ TaKuxX dpas:

— brnarogapto Bac 3a nucemo ot (dama) .. (Thank you for your letter of (date) ...);
— Mp1 nonyunnu Bame muceMo (dama) ... (We have received your letter of (date)
...) M T.II.

B nenoBoil nepenucke UCMONB3YIOTCS CIAEAYIONINE BhIPAKEHUS OJaroJapHOCTU U
BHUMAaHMUS:

— Ouenb m06e3H0 ¢ Bameit ctoponsr ... (It is very kind of you to ...);

— Iumry, uroOb1 mobmarogaputh Bac 3a ... (I am writing to thank you very much
indeed for ...);

— ITo3BonbTe BOCIONIB30BATHCS ClTydaeM, 4ToObl mobsaromaputh Bac ... (May I
take this opportunity of thanking you for ...);

— bnarogapum 3a Bam Gosbmioit Bkiazg B ... (Thank you for contributing so much
to ...);

— Ilpumure, moxkamyiicta, MO UCKPEHHIOK (TIIyOOKYI0) OarogapHOCTh 3a Barny
nomouls ... (Please, accept me sincere (deep) appreciation for your help ...) u T.11.
W3BUHEHUS MOTYT HAYMHATHCS TAKUMHU CJIOBAMHU:

— MbI 10KHBI M3BUHUTHCA 32 ... (We must apologise for...);

— Mb1 u3BuHsAeMcs 3a ... (We apologise for ...);

— MbI 04eHb OrOpYEHHI U3-3a TOrO, 4ToO ... (We are extremely sorry for...);

— Xouy NPUHECTH CBOM CaMble MCKpeHHHE u3BHHEHHUS 3a ... (I wish to offer me
sincere apologies for ...) u T.1.




[Tocne wu3nOXKEHHS OCHOBHOM NPUYMHBI MHCbMA, JeTaje M MoApoOHOCTEN
MPUBOSTCS 3aKJIIOUNTENbHbIE (pa3bl:

— byny xnate Bam otBer... (I look forward to receiving your soon reply...);

— C nerepnienuem xnay orsera... (Looking forward to hearing from you ...)

B 3akmtounTensHOM 4YacTh MOKET OBITh J1aHa OIEHKAa IMPUBEICHHONW B MHUCHME
nHpopmaruu:

— Haperocs, uto 3Ta nadopmarus Bam momoxet (I hope that this information will
help you);

— Tloxanmyiicta, 6e3 KoneOaHWIl CBSKUTECh CO MHOH, eciu Bam HyxHa Oonee
nonpo6Has undopmanus (Please, do not hesitate to contact me if you need any
further information) u 1.11.

1. Dear Sir or Madam:

6. The Complimentary
Close

This short, polite closing
ends with a comma. It

(colon or comma)

begins at the same Yours faithfully,

column the heading (comma)

does. 2. Dear Mr. Last
Name/Ms Last Name

(no colon or comma)
Sincerely (no comma)

Ecmm Bel B Hawasie mucbMa oOpammaerech K aapecary Mo WUMEHH, TO 3aKOHUYUTH
nucbMo HYkHO Yours sincerely (GB), Sincerely yours (US). Eciu Bul He 3Haete
UMEHH ajJipecara u oOpamaetech HeWTpansHo Dear Sir/Madam u T.4., TO B KOHIIE
nucbma 10KHO cTosATh Yours faithfully (US/GB).

7. The Signature Block | The signature is the last
part of the letter. You
should sign your first and
last names. Include 4
spaces and type your full
name and title, sign the
letter between the
Complimentary Close
and the typed name and

title.

1. Sincerely,

(Skip four lines to allow
space for signing your
name)

Dennis Jackson
Marketing Director
Jackson Brothers

2. Sincerely yours,
(Signature)

John Taylor

p-p- B. Hanson
HR Manager

[Ipu moanucaHuy UCMOJB3YIOTCS TaKUE clioBa U BbipaxkeHus: For and on behalf of
—3a 1 oT umMeHu; Per pro. (ot per procuration) — no goBepeHHocTd. [loa moanucero
uHoraa nuirytes cioBa Authorized Signature — 1110, UMEOLIEE TPABO MOAHUCH.
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The additional parts of the letter:

1. The Reference | It is usually below the Your Ref: 6 May 2007
Line Letterhead, very often in the top | Our Ref: DA / mr
right-hand side of the page. It
may be the number of the letter,
date of letter or some
abbreviation. The Reference
Line contains the initials of the
sender and the addressee.

DA stands for D. Ashen. Mr. D. Ashen has signed the letter and his initials in
capital letters come first in the Reference Line. They are followed by the initials —
not necessarily in capital letters — of his secretary or typist (Mary Raynor).

2. The Attention Line | It is written below the The following various
inside address to attract | styles of attention lines:
the attention of a specific | Attention: Mr. Edward

person. Brown
Attention of the Traffic
Manager
For the attention of ...
3. Subject Title Indicates the subject or | HRD Conference
purpose of the letter. The | Subject: Order for
words “Subject:” or Furniture

“Re:” (“regarding”) may
be placed before or
below the salutation.
Remember that the
subject line is always
underlined in business
letters.

4. Enclosures If you include other Enc.: Letter of guarantee
material in the letter you | (2 pages)

write Enc. or Encl. at the | Encl.: Insurance

bottom of the letter, and | certificate (1 copy)

if there are a number of | c.c. Mr. Brown
documents, these are
listed.

Ecnu BBl OTChIIa€TE KONMUU MUChMa U APYTHM ajpecaraM, Torja B KOHIE MUChMa
CeJaiiTe COOTBETCTBYIOUIYIO OTMETKY:
"c.c." — carbon copies (Tounbie konuu) uiu Copy to... .

11



HHOFI[a Bbl HC XOTHTC, YTOOBI [MOJIy4aTCjyib BalICTO ITMCbMa 3HAJI, YTO BbI CHIC
KOMY-TO OTOCJIAJIM KOIIHH. B sTtom ClIy4dac BHU3Y IIMCEM-KOITMI BBl YKa3bIBacTe

"b.c.c." — blind carbon copies (CKpbITbIE KOTTUR).

B koHme nucbMa, mociie MOAMMCH BO3MOXKEH JOMNOJHUTEIbHBIA TeKCT, Post

Scriptum (P.S.). P.S. cocTout u3 ogHOro npeajioKeHus.

Look at the letters:
The letterhead The letterhead
The Reference The Reference
Line Line
[ Date
The Inside The Inside
Address Address
| Attention line | | Attention line |
| The Greeting | | The Greeting |
| Subject Title | | Subject Title |
The Body of the letter The Body of the letter

The Complimentary
Close

| Signature |

| Enclosures |

The Complimentary
Close

| Signature |

| Enclosures |

The UK style of letter
Practice:

The US style of letter

Exercise 1. This is a layout of a letter but the different parts of the letter have been
replaced with boxes. You have to decide what should go in each box. Choose from
the list. One has been done for you as an example.
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Choose from this list:
A) Opening sentence (reason for writing)
B) Greeting/ salutation (Dear ...)
C) Date
D) Signature
E) Receiver’s name and address
F) Sender’s name
G) Company logo
H) I look forward ...
I) Main body of text
J) Sender’s title
K) Indication of an attachment
L) Subject heading
M)Yours ...
N) Closing sentence (request for action)

Exercise 2. Look at this business letter and put the following parts of it in the
correct order:
The layout of the letter:

13
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3. ... 5.... 7. ... 9.... I1. ...
4. ... 6. ... 8. ... 10. ... 12. ...

Greeting / salutation, sender's address (not name), date, signature, receiver’s
address, concluding comment, title of subject, main parts of the text, the aim
of the letter, the Reference Line, the Attention Line, the Enclosure.

HRD Institute

119Mill Road Cambridge 1
GB 12 AZ UK

Our Ref.: DA/st 2
12 July 2004 3
Trade Company 4
400 S 5th Avenue, Suite # 80

Detroit, MI, 48202-2831

USA

Attention: Mr. Tan 5
Dear Mr. Tan, 6
HRD Conference 7

As a valued member of the HRD Institute, I have pleasure in inviting you to a
conference on the future of the HRD a function to be held at Towers Hotel on

Thursday and Friday, 7 and 8 October 2004. 8

Highlights of the conference include:
e HRD Past, Present and Future 9
e On line training
 Training with The British Council

The seminar is presented by a distinguished panel of professional speakers
who will be able to give you expert advice on any area of HRD. I have
enclosed a detailed outline of the topics that will be covered; with I am sure
you will not want to miss.

If you would like to join us please complete and return the enclosed registration
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form to me by 30 September.
I look forward to seeing you at this event. 10

Your sincerely,

(the signature) 11
D. H. Ashen

Manager

Enc 12

Exercise 3. Look at this envelope. Match numbers with letters.

New Jersy Power Company

5695 South 23 Road

(1) Ridgefield, (2) NJ 08887 (3) Mr.Frederick Wolf
Director of Marketing
(4) Smith Printing Company
590 (5) Sixth Avenue
Milwaukee, (6) WI 53216

A) the addressee’s company name

B) the ZIP Code in the mailing address
C) the town the letter comes from

D) the ZIP Code in the return address

E) the street name in the mailing address
F) the addressee

Exercise 4. Are these addresses correct? What changes should be made?

10, Garston Road Chicago, Illinois,
Worldwide Dealers Ltd. USA

Mr. R. Stevenson 300, Lincoln Place
Australia The Modern Machine Tool
Melbourne Corporation
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Mathews & Wilson
Ladies’ Clothing
General Manager
75, High Street
Glasgow

Scotland

Exercise 5. You also have business partners in different countries who would be
glad to get news from you. Write their addresses on the envelope.

A) Export Division Wellhead Builders Ltd., Mr. John K. Style is from England,
London, Fen Road, 16.

B) Ms. H. Black lives in the USA (code 10213), in the state of New York, in
Brooklyn, the name of the street is Lincoln Drive, 10.

C) Managing Director, USA, Office Equipment Inc., the state of Illinois, Chicago,
Rue Road, 344.

D) Write your address to get an answer.

Exercise 6. Match a greeting with a suitable ending.

1. Dear Sirs A) Yours sincerely
2. Dear Mr. White B) Yours faithfully
3. Dear Gentlemen C) Sincerely yours

4. Dear Ms. White
5. Dear Sir or Madam

Exercise 7. Divide this letter correctly and fill the boxes in the letter below.

Rua Luis de Deus 18, 30 Coimbra, Portugal. 29 March 1991. The Principal, The
Oxford English College, 234 Hilton Rd., Eastbourne BN43UA. Dear Sir or
Madam, I saw your advertisement for English classes in this month’s English
Today magazine and I am interested in coming to your school this summer. I have
studied English for three years but I have never been to England. I would like to
improve my pronunciation. Please, could you send me more information about
your courses, and an application form? I would also like some information about
accommodation. I look forward to hearing from you as soon as possible. Yours
faithfully, Ana Maria Fernandes.
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Answer the questions:

In what other ways can you begin and end formal letters?
Where is Ana’s address written?

Where is the address of the College she’s writing to?

In what other way can you write the date?

Where does Ana sign her name?

Ml NS

Exercise 8. Study the letter and complete it by selecting the correct words:

a) Currently seeking,  d) trading, g) represent us,

b) great deal of, e) based, h) "Yours sincerely’,
c) market, ) "Yours faithfully', 1) to speaking.

Dear Ms White

It was very nice to meet you at the exhibition in Manchester. As I explained at the
time, we are (....1....) a UK (....2....) company to (....3....) in Europe.

We require a company to (....4....) our holidays as, after 5 years of successful
(....5....), we are now looking to expand our operations worldwide. I understand
you have a (....6....) experience in this field.

I look forward (....7....) with you soon on this matter.

(....8....)
Tony Marshall

Exercise 9. All the parts are mixed up in this letter. Put them in order. Rewrite the
letter in block style.
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Yours sincerely

Attention: Mr. N. Conshiwan

Please send us your catalogue with sizes and colors of
female and male national clothes of Thailand.

Re: Enquiry for National Dresses

We are opening a shop of national Asian dresses and
fabrics in one of our hotels.

International Trading

Company

Bangkok

Thailand 3 August, 2003
Dear Mr. N. Conshiwan

P. Morgan Your Ref:
Manager Our Ref: PM/ma

Intercontinental Hotel Group
Telephone: 487-6591
Telex: 79436 inho
Telefax: (039) 367

October 23, 2007

Ken's Cheese House Dear Mr. Flintstone:
34 Chatley Avenue

Seattle, WA 98765

Tel: 465-8690

With reference to our telephone conversation today, I am
writing to confirm your order for: 120 x Cheddar Deluxe
Ref. No. 856

The order will be shipped within three days via UPS and
should arrive at your store in about 10 days.

Fred Flintstone Kenneth Beare

Sales Manager Director of Ken's Cheese House
Cheese Specialists Inc.

456 Rubble Road

Rockville, IL
Please contact us again if we can help in any way.
Yours sincerely,

Exercise 10. Now decide whether the following statements are true or false when
writing a business letter.
1. It is normal to write Mr. John Tan in the first line of the receiver’s address,
and underneath to write Dear Mr. Tan without the initial.
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2. The subject heading usually comes after Dear Mr. Tan.

3. In a modern business letters Dear Mrs. Lee and Yours sincerely are followed
by a comma.

4. Even if you know the person’s name, you don’t have to use it, you can still
use Dear Sir/Madam.

5. Short, simple sentences are better than long complex ones.

6. Enc is used when you are sending something in addition to the letter e.g. a
cheque.

7. In modern business documents punctuation is not used in the receiver’s
address.

Exercise 11. Answer the following questions:

1. What are the parts of the Business letter?

2. What is "Letterhead"?

3. What is the difference between the English and American ways of writing the
date?

4. What is the way of writing the inside address in English and in Russian?

5. How do the English and the Americans write the opening salutation and the
complimentary closing?

6. What is the difference in placing the subject heading in English and in Russian
business letter writing?

7. When is the phrase "For the attention of... " used?

8. What is the opening paragraph intended for?

9. What phrases do you know that may be used in the opening paragraph?

10. What is the main principle of dividing the letter into paragraphs?

11. What words are used to fit the paragraphs together smoothly?

12. What is the closing paragraph intended for?

13. What phrases do you know that may be used in closing paragraphs?

14. What should you remember about enclosures and why?

15. If you want a letter addressed to a firm to reach a certain person, how would
you indicate this?
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Unit 2. Applying For a Job.

There are two types of applications: 1) an unsolicited letter (camoctosiTenbHas
npock0a o mpueMe Ha padbory) is a letter sent even if a company didn’t announce a
vacancy; 2) a reply to an advertisement (an ad) for employment appearing in the
media. Both types of letters are also called covering letters for c.v.
(COompoBOAUTEIIbHBIE TMCHMA).

Generally, the terms vacancy, post, position, or opening are used instead of the
word job in applications.

The aim of a covering letter is to inform an employer what position you would
like to get and why you are applying for this particular vacancy. It is also supposed
to give information on qualification, experiences and your present duties relevant
to the advertised position.

1. Opening

— I would like to apply for the position of Programmer advertised in this month’s
edition of Computer Technics.

— I am answering (replying to) your advertisement for the post of Marketing
Director which appeared in yesterday’s Times.

— I am writing to ask you if you might have a vacancy in the (your) general office
for a clerical assistant.

— I was recommended by ... who is currently working with your firm, to contact
you concerning a possible post in the (your) ... department.

2. Personal Details
If your enquiry is only for an application form, you can give some brief details
about yourself, and then ask for the form.

3. Previous experience.
You should give some details about your previous jobs; what you did, what your
responsibilities were.

4. Reasons you are applying.

All companies will want to know why you are applying for a particular position.
This is not only means explaining why you want the job but why you think your
particular skills and experience would be valuable to the firm.

— I am particularly interested in the position you offer as I know my previous
experience and academic background would be valuable in this area of
engineering (teaching, accountancy, etc.)

— I am sure I would be successful in this post as I have now gained the experience
and skills that are required.

— As (title of post) I know my background in (area of work) would prove valuable
to you, especially as I have been dealing with...

5. Close.
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At the end of the letter, ask for the form, look forward to the interview and offer to
supply more information if necessary.

— Please can you send me an application form and any other relevant details?

— I would be grateful if you could send me an application form, and if in the
meantime you need any further details about me, I would be happy to supply them.
— I look forward to hearing from you. If there’s any further information you
require, please contact me.

— I hope to hear from you in due course. Please let me know if you need other
details.

Practice:

Exercise 1. Study the specimen of an unsolicited letter:

I. Notice how the applicant first mentions how he knows of the company, then
gives brief details of his age, education, and his experience, then refers to his
Director. Finally, he tells the bank why he wants to join them, and asks for an
application form.

IT. Answer the following questions:

1) How did Mr Bauer hear about the bank he is applying to?

2) What does he do in the bank where he now works?

3) Why does his bank encourage people to go on overseas courses?

4) What does he want the UK bank to send him?

5) Which words in the letter correspond to the following: suggestion; various
methods of doing things; particular; getting a qualification?

110, Virstenweg
D-3000 Hannover
The Manager
Mitchell Hill PLC
Merchant Bank
11-15 Montague Street 21 June 2005
London EC1 5DN

Dear Mr Russel,

I’m writing to you on the recommendation of David McCarran, Assistant Manager
in your securities department.

Six months ago Mr McCarran was on a banking course here with me in Hannover,
and he suggested that I should contact your company. He told me that you often
employ people from other countries on a one-year basis, if they have had banking
experience.
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I am a 28 year-old employee of the International Bank in Hannover, working in the
Overseas securities Department, and have been with this organization for the past
two years, since graduating from the University of Munich in 1997 with a degree
in Economics.

In my present position as Assistant to the Director of the International Securities
Department, I deal with a wide range of investments from companies throughout
Europe.

My bank encourages all its staff to spend a year abroad for the experience of
working with different systems, and my Director would be willing to give you a
reference.

I would like to spend a year or so in the UK to gain experience in securities
investment with a British bank, and in exchange, I think my experience in
securities and languages would prove useful to your organization. As well as
speaking fluent English, I also have a very good working knowledge of French.

If you think it would be possible to offer me a position, please send me an
application form where I will be able to give you more specific details about
myself.

I look forward to hearing from you in due course.

Yours sincerely,
Marcus Bauer

Marcus Bauer

Exercise 2. Read the covering letter and answer the questions. In which paragraph
(1-4) does the write:

State his enthusiasm and interest?

Say that he could be interviewed?

Show that he knows something about the organization he wants to work for?
Say how he heard about the job and state his interest in it?

Describe his practical work experience?

Include details of experience or relevant skills?

Th A0 TR

Dear Mrs. Proctor
Re: vacancies for Trainee consultants
1. T am writing in response to your advertisement in the September edition of
“Telemarketing Magazine” and would like to be considered for one of the
post mentioned.
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2. As you will see from my enclosed CV, I have recently completed a degree in
International Marketing at Clifton University. A six-month company
placement in France gave me the opportunity to put some of the theory
learned on my course into practice, and to acquire a good working
knowledge of French. The post involved helping with the development of
telemarketing scripts for sales people. Since then, I have had several
months™ experience of working in the international section of the
Automobile Club’s call centre. This means I have had direct experience of
the day-to day realities of communicating with the public.

3. From your corporate website, it appears that working for your organization
would offer a stimulating and challenging career within a highly competitive
field. I am extremely attracted by this opportunity and feel that I have
already acquired some of the skills and awareness necessary to make an
effective contribution to the company.

4. T am currently available for interview and would welcome the opportunity to
discuss the post in more detail. I look forward to hearing from you.

Yours sincerely
Signature
Russell Fleming

Exercise 3. Put the following parts of the covering letter in order:

L

1) As you will see from my form, I have ten years experience with Bates Retail as
a Fashion Shop Manager.

2) I would very much welcome an opportunity to discuss my application in greater
detail and convince you that I am the right person for the job.

3) Dear Mr. Sorefoot

4) Yours sincerely

5) Please find enclosed my completed application form for the above position.

6) I look forward to hearing from you and hope that you will be able to invite me
for an interview.

7) Frances Slimwaist.

a) ... C) ... e) ... g ...
b) ... d) ... f) ...

I1.

1) Carol Brice (Ms)

2) I would like to apply for the position advertised in The Guardian on 16 June for
an Associate Project Manager.

3) Yours sincerely,

4) I have four years of experience with Michaels & Wade in Redmond, where I
specialized in Management Information Systems. As you update your computer
network, you will need expertise in every department of your import business. You
will find key information on my experience and education below.
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5) Dear Mr. Carver,

6) Education: Associate’s Degree in Computer Science, 2003

7) Computer skills: DOS, Lotus, Harvard Graphics, etc.

8) 18 January 2007

9) Please let me know if there is any further information you require. I look
forward to hearing from you.

10) Carol Brice

11) 25 Westbound Road, Borehamwood, Hertz, WD6 1DX

12) Communication skills: excellent grammar and usage in writing; good oral
presentation and training skill, wrote and delivered annual department report for
board of directors.

13) Supervisory experience: Assistant to the associate warehouse supervisor at
Michaels & Wade for four years.

14) Mr. J. Carver, Personnel Officer, Bill & Watson Inc., City Road, London EC3
4HJ.

15) Encl. c.v.

16) May I arrange a time to meet with you? My daytime phone number is 555-
7889. I assure you I will be available immediately.

a. ... d.... g. ... Je en m. ... p. .
b. ... e. ... h. ... k. ... n. ...
C.... f.... 1 .. 1 0

Exercise 4. Select the correct words in the boxes so that this covering letter is in
good English.

Dear Mr. Saleh,

I am writing to 1 (apply, ask, request) for the position of Editorial Assistant which
was 2 (shown, advertised, presented) in the latest edition of Gulf News.

I am currently 3 (worked, employed, used) by a Market Research company as a
research assistant, but am keen to 4 (want, pursue, take) a career in publishing,
because I enjoy reading and write my own poetry.

As you will notice on the 5 (included, mentioned, attached) CV, 1 graduated in
European Literature. At University I gained considerable 6 (experiment,
expression, experience) working on the student magazine, so I am 7 (familiarized,
familier, familiar) with editing techniques. I work well under 8 (anxiety, demands,
pressure) and enjoy working in a team. In addition, I speak English 9 (excellently,
fluently, strongly).
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I would be 10 (available, around, accessible) for interview from next week.
Meanwhile, please do not 11 (hesitate, wait, stop) to contact me if you require
further information.

I look forward to hearing from you.
Yours sincerely,

Margaret Roan

Exercise S. Here are some common phrases you might use when applying for a
job. However, the prepositions are missing — type out the correct ones choosing
words from the table below.

to of under n for

I would like to apply ... (1) the position ... (2)

If you would like to discuss this ... (3) more detail
I enjoy working ... (4) pressure

I was ... (5) charge ... (6)

I was responsible ... (7)

With reference ... (8)

Exercise 6. There are seven mistakes in this letter. Correct the mistakes.

Dear Mr Aziz,

I would like to apply for the job of shop manager which I see advertised in the
local paper.

I am twenty years old. I was born in France, but my family moved to England
when I was twelve and I am living here ever since. I left school since three years
and since then I am having several jobs in shops. For the past six months I am
working in Halls Department Store. The manager has been saying that he is willing
to give me a reference. I speak French and England fluently. I have also learnt
German since I left school, so I speak some German too.

I hope you will consider my application.

Yours sincerely,

Louse Brett

Exercise 7. Look at the following tips for writing covering letters. For each one
says if it's true or false

1. The letter should be as friendly and informal as possible.

a) true b) false

2. You should avoid slang and idiomatic language.

a) true b) false

3. Your sentences should be long and complex.

a) true b) false
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4. It is fine to use contracted forms (e.g. I'm, It’s)

a) true b) false

5. Emotive words (wonderful, great, and terrible) should be avoided.
a) true b) false

Exercise 8. Write the covering letter in reply to this advertisement.

An international hotel group 1is looking for young graduates with good
interpersonal skills to train as managers to work in various branches of its
international hotel chain. Graduates of any discipline are welcome to apply
although preference may be shown to those with at least one foreign language.

Write to: Joelle Baker, Silver Service
Appointments, 23 Regent Square, London SW1

Exercise 9. Read this advert and write a letter to the employment agency giving
them details of your qualifications and asking for further information about these
things:

* type of jobs in Florida?

e accommodation?

» cost of flight included?

e work permit?

Go America!
Offers students exciting summer jobs in the
world’s most exciting continent

Work anywhere in the USA — the choice of location is yours! Experience the
wide open spaces “out west”, the bright lights of the city or beach life on east
coast resorts. Then take time out and travel.

For more information contact;
Go American!

65 Renard Square
London SE6 WH9
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Unit 3. Curriculum Vitae.

Some companies do not send application forms, but prefer applicants to supply
curriculum vitae (C.V.) which is your personal and working history. CV is a
Latin expression meaning 'life story'. The aim of the C.V. or resume is to get a
potential employer interested in the skills and qualification of an applicant for a
particular job in that company.
There should be a covering letter with application forms and CVs, either
explaining points that might not be clear, or giving further information to
emphasize your suitability for the post.
There are various layouts for a c.v. Some CVs may have a section for
supplementary information, where reasons for applying for the position and
leaving previous and present employment are included, as well as personal
qualities and skills which the candidate feels are relevant to the job.
There exist two types of c.v. They are chronological and functional CVs. In the
most wide-spread chronological resume the applicant has to refer to the workplaces
he/she has worked at in the chronological order. The candidate should include the
name and address of the companies; the dates of starting and leaving the posts;
positions and duties the applicant has been responsible for.
The functional resume is concentrated on the duties and responsibilities not the
employers and positions. The candidate shouldn’t use this type of the CV if he/she
has had a constant workplace.
If you want people to read your CV, your language must be simple and clear:

v" Use short words and short sentences.

v" Do not use technical vocabulary, unless you are sure that the
reader will understand it.

v' Talk about concrete facts ("I increased sales by 50%"), not
abstract ideas (I was responsible for a considerable improvement in our
market position").

v' Use verbs in the active voice ("I organised this exhibition"), not
passive voice ("This exhibition was organised by me").

Certain words are used frequently by recruiters in their job descriptions. You can
study recruiters’ advertisements and job descriptions and try to use these words in
your CV and covering letter.

The most powerful words are verbs. And the most powerful verbs are action verbs.
(Action verbs describe dynamic activity, not state). So you should use plenty of
action verbs matched to your skills, and use them in the active form, not the passive
form. Which of these two sentences do you think is the more powerful?

Active form: I increased sales by 100%.

Passive form: Sales were increased by 100%.

Here is a list of typical action verbs categorized by skills:

1. Communication skills: address, arbitrate, correspond, draft, edit, lecture, mediate,
motivate, negotiate, persuade, present, publicise, reconcile, speak, write.
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2. Management skills: assign, attain, chair, co-ordinate, delegate, direct, execute,
organise, oversee, plan, recommend, review, strengthen, supervise, train.

3. Research skills: collect, critique, define, detect, diagnose, evaluate, examine,
explore, extract, identify, inspect, interpret, investigate, summarise, survey.

4. Technical skills: assemble, build, calculate, devise, engineer, fabricate, maintain,
operate, overhaul, program, remodel, repair, solve, upgrade.

5. Creative skills: conceptualise, create, design, fashion, form, illustrate, institute,
integrate, invent, originate, perform, revitalise, shape.

6. Financial skills: administer, allocate, analyse, appraise, audit, balance, budget,
calculate, control, compute, develop, forecast, project.

7. Sales skills: sell, convert, close, deal, persuade, highlight, satisfy, win over, sign.
8. Teaching skills: advise, clarify, coach, elicit, enable, encourage, explain,
facilitate, guide, inform, instruct, persuade, stimulate, train.

The list of key words to get you started with your resume writing
We advise you to go through the following list of key words commonly searched
for by recruiters. By highlighting those words that emphasize your experience,
skills and qualities it makes writing your resume that much easier:
A
Accelerated - Accomplished - Accounting - Accredited - Accrued - Achieved -
Acquired - Activated - Adapted - Addressed - Administered - Adopted - Advanced
- Advertised - Advised - Affiliated - Aided - Aligned - Allocated - Amended -
Analyzed - Appointed - Approved - Arbitrated - Arranged - Ascertained -
Assembled - Assessed - Assigned - Assisted - Attracted - Audited - Authenticated -
Authored - Authorized - Automated - Averted - Awarded
B
Balanced - Bid - Bought - Briefed - Broadcasted - Broadened - Budgeted -
Bundled
C
Calculated - Canvassed - Capitalized - Captured - Carried out - Catalogued -
Categorized - Centralized - Certified - Chaired - Changed - Channeled - Charted -
Closed - Coached - Co Authored - Coded - Co Founded - Cold-called -
Collaborated - Collated - Combined - Commanded - Commenced - Commissioned
- Communicated - Compacted - Compared - Competed - Compiled - Completed -
Complied - Compressed - Comprised - Concentrated - Conceptualized - Concluded
- Condensed - Conducted - Connected - Conserved - Consolidated - Constrained -
Constructed - Consulted - Contended - Contested - Contracted - Contributed -
Controlled - Converted - Conveyed - Convinced - Coordinated - Correlated -
Corresponded - Corroborated - Counseled - Created - Critiqued - Cultivated -
Curbed - Customized
D
Debated - Debugged - Decentralized - Decided - Deciphered - Declared -
Decreased - Deduced - Defeated - Defended - Deferred - Defined - Delegated -
Delivered - Demonstrated - Depicted - Depreciated - Described - Designated -
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Designed - Detached - Detailed - Detected - Determined - Detoured - Developed -
Devised - Devoted - Diagnosed - Diagrammed - Dictated - Differentiated -
Diminished - Directed - Disassembled - Discerned - Discharged - Disclosed -
Discontinued - Discovered - Dispersed - Displayed - Distinguished - Distributed -
Diverged - Diversified - Diverted - Divested - Divided - Divulged - Documented -
Dominated - Donated - Doubled - Drafted - Duplicated

E

Earned - Edited - Educated - Elected - Eliminated - Embarked - Emphasized -
Empowered - Enacted - Encouraged - Endorsed - Enforced - Engendered -
Engineered - Enhanced - Enlisted - Enriched - Enrolled - Ensured - Entailed -
Equalized - Equated - Escalated - Established - Estimated - Evaluated - Examined -
Exceeded - Excelled - Executed - Exerted - Exhibited - Expanded - Experienced -
Experimented - Expert - Explored - Exposed - Expressed - Extracted

F

Fabricated - Facilitated - Familiarized - Featured - Finalized - Financed - Focused -
Forecast - Forecasted - Foresaw - Formalized - Formed - Formulated - Fostered -
Founded - Fulfilled - Funded - Furnished - Furthered

G

Gained - Gathered - Gauged - Generated - Governed - Graded - Granted - Graphed
- Grew - Grossed - Grouped - Guaranteed - Guarded - Guided

H

Handled - Headed - Highlighted- Hosted

I

Identified - Illustrated - Implemented - Improved - Improvised - Included -
Incorporated - Increased - Induced - Influenced - Informed - Initiated - Innovated -
Inquired - Inspected - Inspired - Installed - Instigated - Instructed - Instrumental -
Insured - Integrated - Interacted - Interfaced - Interpreted - Interviewed -
Introduced - Invented - Invested - Investigated - Invigorated - Involved - Isolated

J

Judged

K

Knowledgeable

L

Launched - Lectured - Led - Legalized - Leveled - Licensed - Limited - Linked -
Liquidated - Listed - Listened - Litigated - Lobbied - Localized - Located - Logged
- Lowered

M

Magnified - Maintained - Managed - Maneuvered - Manufactured - Marked -
Marketed - Maximized - Measured - Mediated - Mentored - Merchandised -
Merged - Minimized - Mobilized - Modeled - Moderated - Modernized - Modified
- Molded - Monitored - Motivated - Moved - Multiplied

N

Negated - Negotiated - Netted - Nominated

(0]
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Observed - Obtained - Officiated - Offset - Opened - Operated - Ordered
Organized - Originated - Outlined - Overcame - Overhauled - Oversaw

P

Packaged - Packed - Participated - Passed - Patented - Penetrated - Perceived
Perfected - Performed - Persuaded - Petitioned - Phased out - Photographed
Piloted - Pioneered - Planned - Played - Portrayed - Positioned - Prepared
Presented - Prevented - Priced - Prioritized - Processed - Proclaimed - Procured -
Produced - Proficient - Profiled - Profited - Programmed - Progressed - Projected -
Prominent - Promised - Promoted - Proofed - Proofread - Propagandized -
Proposed - Protected - Proved - Provided - Provoked - Pruned - Publicized -
Published - Purchased - Pursued

Q

Qualified - Queried - Questioned - Quoted

R

Raised - Rallied - Ran - Ranked - Rated - Realized - Rearranged - Reassembled -
Rebuilt - Recalled - Recommended - Reconciled - Recovered - Recreated -
Recruited - Redesigned - Redirected - Reduced - Refined - Regenerated -
Registered - Regulated - Rejected - Related - Relocated - Remodeled - Renovated -
Reported - Represented - Researched - Resolved - Restored - Restructured -
Revamped - Reversed - Reviewed - Revised - Revitalized - Revived - Rewarded -
Rewrote

S

Safeguarded - Salvaged - Saved - Scouted - Screened - Secured - Segmented - Set
budgets - Shaped - Shipped - Simplified - Sized - Skilled - Sold - Solicited -
Spearheaded - Specialized - Stabilized - Staffed - Standardized - Strategized -
Streamlined - Strengthened - Structured - Studied - Substantiated - Succeeded -
Summarized - Supervised - Supplied - Supported - Surpassed - Surveyed -
Sustained - Systematized

T

Tailored - Targeted - Taught - Tendered - Terminated - Tested - Toughened -
Traded - Trained - Transferred - Transformed - Translated - Traveled - Tripled -
Troubleshot - Truncated - Tutored

U

Uncovered - Underlined - Undertook - Unmasked - Upgraded - Utilized

v

Validated - Valued - Verified - Visited - Volunteered

W

Won

Practice:

Exercise 1. Study the sample of a functional resume:
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Brad Anaheim

45 Beech Avenue

San Jose, CA 938757

Tel. (669) 312-0075
Profession
Systems programmer
Objective
A challenging position in the computer programming field where I can utilize
my extensive experience and problem solving skills as a systems programmer.
Experience
Member of MVS/OS395 Parallel Systplexx Conversion Team.
Involvement in high exposure state-of-the-art environment, including OS395
Parallel Systplexx Conversions with full data sharing, Open Edition, and
Internet Connection Secure Server.
Solid experience in the installation, maintenance, tuning, and debugging
MFFS/ESA (0S395), SMPE, JES3, TSO/ISPF, VTAN, TCP/IP and DB2 and
CICS.
Ability to multitask and adaptability to multiple environments, implementing
complex systems and network management applications.

Employment history

1993 — present Sonomax Conversion Systems, San Jose, California
1989 — 1991 ATRAXX Computer Associates, Palo Alto, California
1985 — 1988 Innova Computer Programs, San Francisco, California
Education

Bachelor of Science — Mathematics (1983) University of California at Los
Angeles

Master of Science — Computer Science (1985) University of California at Los
Angeles.

Exercise 2. Study the sample of a chronological resume:

Curriculum vitae

Date of Birth: 25 February 19...

Name: Carol Brice

Present address: 25, Westbound Road, Boreharmwood,
Herts, WDS 1DX

Telephone number: 999-7464-7465

Marital status: Single

Education and qualifications:
1980-1985 Mayfield School, Henley Road, Borehamwood, Herts, WD6 1DX
GCE in English Language, French; History, Geography; and Art.
1985-1987 Hilltop Further Education College, Kenwood Road,
London NW7 3TM
Diploma in Business Studies
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Work experience: Johnson Bros. Plc, 51-55 Baker Street, London WI1A 1AA
Oct '87-Dec '88  Type of Company: Retail Chain Stores

Post: Junior Secretary

Responsibilities: Secretarial work including typing;
shorthand; correspondence; copying reports and minutes from notes; tabulating
data; filing; answering customers' calls; mail distribution; and general office
duties.
Jan '89 — present  National Auto Importers Ltd., Auto House, Sidmouth

Street, London WC1H4GJ

Type of Company: Car importers

Post: Secretary to Assistant Director

Responsibilities: Dealing with all correspondence, taking
minutes at meetings and writing up Assistant Directors reports, receiving
customers and suppliers; dealing with home and overseas enquires, making
decisions on behalf of A.D in his absence, and representing the company at
various business functions.
Other information: While working I have attended various evening courses
for Italian and French, and have also been on a special Information Technology
course at The City College. My interests include tennis, badminton, swimming,
and reading.
References: Mr B. Norman, Assistant Director, National Auto Importers
Ltd Auto House, Sidmouth Street, .ondon WC1H 4GJ
Current salary:  £14,000 per annum

Exercise 3. Although there are different views on how to organize a CV, most

prospective employers would expect to see the following headings:

Education Referees | Personal Details Profile

Additional Skills|| Interests Professional Experience

Jasper Bergfeld, a German graduate, is compiling his CV. He has collected the

relevant details but now he must organize them. Look at the following points and
decide which heading Jasper should put them under.

Example:

University of Stuttgart — degree in Business Information Management: answer =

'Education’

Fluent in English: —

Nationality — German: —

Concept AG — Assistant Project Manager: —
Excellent communication skills: —

Full driving license —

Diploma in English with Business Studies —
Skiing and windsurfing —

Computer literate —

NN E W=
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9. Able to work on own 1nitiative and under pressure —
10. Responsible for customer service —
11. Dr H. Mayer, University of Bath —

Exercise 4. Read Henry’s curriculum vitae.

Curriculum Vitae
Name Henry George Whitfield
Address 22 Collier Lane
Horsham
Leeds LS3 6PT
Telephone 0153227963
Date of birth 18 February 1974
Education
1983 — 1992 Southfield High School, Leeds
1993 — 1996 Nottingham University BA (Hons) English and
Sociology
Languages Fluent French
Computing skills Microsoft Word
Work experience
April 1996 to Working with disabled children in Botton Village,
present time a community care centre near Y ork.
1994 — 1995 Secretary of the university climbing club, led a
team to the Pyrenees.
July 1992 — May 1993 Lived in Paris. Worked as a porter in a children’s
hospital. Acquired excellent French language skills.
October 1990 — Worked at weekends as an assistant in a chemist’s
June 1992 shop.
Interests Travel, cinema, working with children, climbing.

Complete the questions and answers in the conversation.

I: Where ?

H: In Horsham near Leeds.

I: you to university?

H: Yes, [ have. I to Nottingham University from 1993 to 1996.
I: What subjects ?

H: and

I: any languages?

H: Yes, [ do. 1 fluently.

I: you ever in France?

H: Yes, | N and in Paris for a year.
I: What kind of work you there?
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H: 1 .
I: What now?

H: 1 near York.
I: How long there?
H: Since

Exercise 5. Write the CV of your own according to the sample given above in
Exercise 2.
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Unit 4. Types of mail.

Every business letter has its own special aim determined by the writer’s intention.
In an asking letter the intention is not just to express a request; it is mostly to make
the recipient respond. Asking letters often sound like “please send me” messages,
for they contain a request to send brochures, materials, catalogues and other
printed matter. An ordinary request turns into an enquiry if it deals with some
commercial information. Asking letters may encourage the recipient to do many
other things as well, for example they initiate:

— invitations,

— appointments,

— orders,

— reservations, etc.

When writing an asking letter use the following plan:

1) express your intention: requests, enquire, invite, order, etc;

2) give your reasons or perhaps offer some appropriate explanations;

3) thank your correspondent in advance.

4.1. The request/ The enquiry/ The inquiry letter.

Many business letters request something: a businessman writes to a supplier,
asking for a catalogue, a hotel, asking for a reservation; asking for an appointment
and so on.
The request can be made by telephone, telegram (cable), telex, fax, or postcard. If
you use the postcard, it is not necessary to neither begin with a salutation nor end
with a complimentary close. Your address, the date, and reference are sufficient.
If you need to give more information about yourself or ask the supplier for more
information, you will need to write a letter.
When writing a request you should:

1)  state the request;
2) state or imply your reasons;
3) express the appreciation for the expected cooperation.

Some useful phrases and word combinations:

To begin a request:

— We are interested in ... as advertised recently in ...

— We have received an enquiry for your ...

— I was interested to see your advertisement for ...

— I understand you are manufacturers of (dealers in) ... and would like to receive
your current catalogue.

b) To end a request:
— When replying please also include delivery details.

35



— Please also state whether you can supply the goods from stock as we need them
urgently.

— If you can supply suitable goods, we may place regular orders for large
quantities.

Practice:
Exercise 1. Look at this letter. In it the customer is replying to an advertisement

for cassettes which he saw in a trade journal. The advertiser gave little information,
so the writer will have to ask for details.

Disc SA

251 rue des Rainmonieres F-86000 Poitiers Cedex
Tel: (33) 99681031 Telecopie: (33) 102163

Ref: PG/AL 13 May 2003

The sales Dept.

R. G. Electronics AG
Havmart 601

D-5000 Koln

Dear Sirs,

We are a large record store in the centre of Poitiers and would like to know more
about the tapes and cassettes you advertised in this month’s edition of “Hi Fi
News”.

Could tell us if the cassettes are leading brand names, or made by small
independent companies, and whether they would be suitable for recording
classical music or only dictations and messages? It would also be helpful if you
could send us some samples and if they are of the standard we require, we will
place a substantial order. We would also like to know if you are offering any
trade discounts. Thank you.

Yours faithfully,

P. Gerard

Answer the questions:

1. Who sends the letter?
2. Who i1s it sent to?
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Why does P. Gerard say they are a “large” record store?

Is he interested in high-quality cassettes or low-quality cassettes?

What two things does he require before he places an order?

How did he hear about the advert?

If the letter began Dear Mr. ... what would the complimentary close be?

Is Mr. Gerard asking about any special concessions?

Which words in the letter correspond to the following: publication; product’s
name; vocal instructions; examples; large?

XN AW

Exercise 2. Read the letter and answer the questions given below:

1. How did Lynch & Co. Get to know about Satex?
2. What market is Lynch & Co. Interested in?
3. How many sweaters are they likely to order?
4. What discounts are they asking for?
5. How will payment be made?
6. What expression does Mr. Grane use to show Lynch is a large firm?
7. Should any references be quoted in reply to this letter?
8. Which words in the letter correspond to the following: shown; group of
shops; selection; less; present?
F. Lynch & Co. Ltd.
(Head Office), Nesson House, Newell Street, Birmingham B3 3EL
Telephone No.: 021 236 6571 Fax: 021 236 8592 Telex: 341641
Satex S. P. Your ref:
Gerardia di Pietra Papa Our ref: Inq. C351
00146 Roma
Italy 6 February 2005
Dear Sirs,

We were impressed by the selection of sweaters that were displayed on your
stand at the “Menswear Exhibition” that was held in Hamburg last month.

We are large chain of retailers and are looking for a manufacturer who could
supply us with a wide range of sweaters for the teenage market.

As we usually place very large orders, we would expect a quantity discount in
addition to a 20% trade discount off net list prices, and our terms of payment are
normally 30-day bill of exchange, documents against acceptance.

If these conditions interest you, and you can meet orders of over 500 garments at
one time, please send us your current catalogue and price-list. We hope to hear
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from you soon.
Yours faithfully,

L. Grane
Chief Buyer

Exercise 3. Find in the letter the English equivalents to the following Russian
phrases:

KpyIHas 1eMb POSHUYHBIX MPOAABIIOB

MIPOU3BOUTEIb, U3TOTOBUTEIb, TPEANPUHUMATEIb

MOJIPOCTKOBBII PHIHOK TOBapOB

HIUPOKUI BBIOOD

KpYIHBIE 3aKa3bl

CKHJIKa

YUCTBIE LIEHBI 0 MPEHCKYPaHTY

YCIJIOBHUSI IJIaTEka

XNk W=

Exercise 4. Find the Russian equivalents:

1. inquiry for delivery

2. We ask you to inform us whether you are able to supply us with ...

3. Please inform us of your possibility to provide us with ...

4. Please send us an offer quoting your best prices and possible discounts.

5. We shall be very grateful if you could send us your quotation as soon as
possible.
We are in the market for ...
We would like to know the lead time of the goods and your payment terms.
We would like the delivery to be made not later than October of the current
year.

0= A

A) 3ampoc 0 OCTaBKE;

B) IIpocuMm BbIcaTh HaM MpeUIOKEHUE, Ha3HAYUB HanOoJiee BHITOJHbBIE YCIOBUS
Y BO3MOKHBIE CKUJIKH.

C) M1 HamepeBaemMcCsl KyIUTb...

D) IIpocum Bac coobmute Ham, MokeTe 11 Bl TOCTaBUTH HaM ...

E) Mol Obutn Obl OueHb IpHU3HATENbHBI, eciau Obl Bbl HampaBuian Ham Bare
IIPEUIOKEHNE KaK MOKHO CKOpEe.

F) M1 xoTenu Obl 3HaTh CPOK MOCTAaBKU TOBapa U Bamiu ycioBus OmIaThl.

G) XKenarenbHO, YTOOBI TOCTaBKa OblJIa OCYIIECTBIIEHA HE MTO3HEE OKTSIOPS ATOrO
roja.

H) IIpocum cooOuuTh HaM 0 BO3MOYKHOCTH ITOCTABKH. ..

Exercise 5. Write the inquiry letter of your own. You are the electronic distributor.
You write a letter to Allwood and Sons Ltd, 22 Highland Way, Ashford, Kent,

38



asking for full details and price list. You also ask whether they can arrange for
their instruction booklets to be translated into Russian. Tell them that you saw their
ad in newspaper. Create your own company; use your own name to sign the letter.

4.2. Replies to Enquiry letters/ Inquiry Replies.

All enquiries should be answered, even those that cannot for some reason. An
inquiry indicates interest in your company and a potential customer. The inquiry
reply should be designed not only to increase that interest, but to inspire the
inquirer to action. An inquiry reply should begin by thanking the reader,
acknowledging the interest in your company. The substance of an inquiry reply is
usually information. You should include not only the specific facts your
correspondent requested, but any others that may be of help. If the information
requested cannot be provided at all, if it is confidential, you should explain this in
your letter.

A reply to an inquiry will generally:

1. Thank the writer of the letter of inquiry;

2. Supply all information requested and refer both to enclosures and to samples,
catalogues and other items being sent by separate post;

3. Provide additional information;

4. Conclude with one or two line encouraging the customer to place orders and
assuring him/her of good service.

Some useful phrases and word combinations:

Acknowledging receipt of an enquiry/request:
— Thank you for your letter of ... regarding / concerning /
in connection with ...
— I refer to your enquiry about / relating to ...
— T have received your letter of ... requesting information
about ...

Explaining action taken as a consequence of the enquiry:
— TI'have (reviewed our available stock) ...
— We held a meeting on 21 January to discuss possible
solutions.
— TI'have checked/looked into/investigated (the possible
approaches) ...

Making suggestions / justifying recommendations / pointing out pros and cons
/ hedging:

— The best choice would be ... since ...

— T highly recommend ... as / due to the fact that ...

— ... would probably be more suitable because ...
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— ... seems to suit you better although ...

— Perhaps you should choose ... even though ...

— I suggest that you (should) choose ...

— Irecommend this item since ...

— In view of the fact that ..., I would strongly recommend
..as ...

Apologizing and rejecting proposals:

— While I appreciate your firm’s need for this information, I
regret that ...

— It will not be possible to ... for legal reasons. We are
bound to ...

—  Your proposal is of interest to us, and we have had
consultations about it.

— However, we feel that it will not be in our interests to ...
for reasons of (privacy).

— We are concerned that ...

Stipulating action requested or to be taken:
— We shall arrange for ... by ...at the latest.
— I shall see to it that ...
—  Our company will arrange for ...

Establishing goodwill and suggesting contact:

— T hope this suggestion/information will be useful to you.

— T'hope this information will prove useful to you.

— I hope that this information will help you to make
decisions on your order.

— Ilook forward to hearing from you.

— Ilook forward to receiving your confirmation of ...

— I look forward to doing business with your company in
the future ...

— Please feel free to contact me again if you have any
further queries on ...

— Do contact me on 27615432 if you need further
information.

— Please do not hesitate to contact me on 27615432 if I can
be of further assistance.

Practice:

Exercise 1. Read the reply to enquiry find in it the following extracts:
— the one containing thanks;
— saying that it is necessary to enclose some papers;
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— containing detailed information about samples;
— informing us about prices;
— giving details about the advertisements.

Dear Mrs. Harrison

I was very pleased to receive your enquiry of 15 January and enclose our
illustrated catalogue and price list giving the details requested.

A full range of samples has also been sent by separate post. When you have had
an opportunity to examine them, I feel confident you will agree that the goods
are excellent in quality and very reasonable priced.

On regular purchases of quantities of not less than 500 individual items, we
would allow a trade discount of 33 %. For payment within 10 days from receipt
of invoice, an extra discount of 5% of net price would be allowed.

Polyester cotton products are rapidly becoming popular because they are strong,
warm and light. After studying our prices you will not be surprised to learn that
we are finding it difficult to meet the demand. However, if you place your order
not later than the end of this month, we guarantee delivery within 14 days of
receipt.

I am sure you will also be interested to see information on our other products
which are shown in our catalogue; if further details are required on any of these
please contact me.

I look forward to hearing from you.

Yours sincerely,

Exercise 2. Match the beginnings and ends of these sentences.
. I was pleased to learn ... .

. We look forward ... .

. We shall be pleased ... .

. Please let me know ...

. Thank you for ...

. I hope that this information ...

. Your proposal is of interest to us,

. We held a meeting

. If you require any further information

10. We trust we have supplied sufficient information
11. We kindly ask you

O 00 1O\ N Wi
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a) to send you any further information you may need.
b) to receiving a trial order from you soon.

¢) your enquiry dated ... regarding ... .

d) that you are interested in our (name of product).
e) if you need any further details.

f) to discuss possible solutions.

g) and we have had consultations about it.

h) will help you to make decisions on your order.

1) to confirm the present offer by fax.

J) we shall be happy to let you have this, on request.
k) for your requirements.

Exercise 3. Put the sentences of the letter in the correct order.

a) The terms of payment are the subject of negotiations.

b) With reference to your enquiry of June 2nd we are pleased to confirm that we
manufacture the goods you are interested in.

¢) Yours faithfully, N.V. Popov.

d) We hope our offer meets your requirements and will result in an appropriate
order.

e) Our current price-list is enclosed herewith. Please note that our price is
understood to be FOB London, delivery time: three months after the order
received.

f) Head of Import Dpt.

g) Dear Sirs:

h) Your prompt reply will be appreciated.

I.... 3.... 5.... 7. ...
4. ... 6. ... 8. ...

Exercise 4. Read the following letter and write your reply to it.

International Student Exchange Foundation
King's University

London

UK.

3 Jul 2009

HK Polytechnic University
Kowloon
Hong Kong
Dear Mr.
Invitation to Join the
International Student Exchange Foundation
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As Membership Coordinator of the International Student Exchange Foundation,
I would like to invite you to become a member of our foundation.

The International Student Exchange Foundation promotes international links
between students and arranges student exchanges and work placements abroad.

We try to match students from different countries with each other so that they
can go on exchanges to each other's universities, and undertake work placements
in each other's countries. We help with finding scholarships, bursaries, grants
and low-interest loans to finance these activities.

If you are interested in joining us, please fill in the enclosed application form,
and write a short letter stating if you are interested in a student exchange, a work
placement or both. Please also state where you would like to go, and for how
long. We currently have opportunities in Aruba, Grenada, Mozambique, Taiwan
and the Falkland Islands.

I look forward to hearing from you.

Yours sincerely

Jane Smith

Jane Smith

Membership Coordinator

International Student Exchange Foundation

Encl: Application Form

Exercise 5. Write the reply from Allwood and Sons Ltd, 22 Highland Way,
Ashford, Kent by saying thank for the inquiry. They enclose the catalogue showing
all details of the product you need, the type, the price. They also offer special
discount (10%) if the order is more than 500 details. The quality is high and
suitable with the market demand. Unfortunately, the booklets only use
international language and cannot be translated in your language.

4.3. A Letter of Complaint.

Writing a complaint letter is often an undesirable task, but if it is done well, the
end result can be very rewarding. Complaint letters can be used for the purpose of
having products replaced or money refunded, for changing company policy or
government legislation, for influencing the media, and so forth.

Often a complaint letter is more effective than a simple phone call or e-mail
message. Furthermore, in many cases, the formality of a complaint letter can add
seriousness to the situation that will bring results.
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When writing your complaint letter, identify a definite purpose and outcome that
you want to achieve, and indicate those ideas clearly in your letter. There is no
need to open your letter by apologizing for the need to complain (“We regret to
inform you ...”, “T am sorry to have to write to you about ...”); this weakens your
case.

Begin your letter simply:

— We would like to inform you ...

— I am writing to complain ...

— I am writing with reference to Order Ne P56 which we achieved yesterday.
Generally keep your letter short and concise. Write short paragraphs, and almost
always keep your letter to one page. However, do include all important facts.
Include important dates or places (for example, when and where you bought the
product or received the service), and include any additional relevant information
you can (such as the product number or type of service).

While writing your letter, remain diplomatic and courteous at all times. No matter
how justified your complaint may be, do not allow your letter to become angry,
sarcastic, or threatening. Keep in mind that the person that reads your letter will
often not be the person responsible for the problem. Therefore, do not use
sentences like “You must correct your mistake as soon as possible” or “You made
an error on the statement”.

Use passive and impersonal structures:

— The mistake must be corrected as soon as possible.

— There appears to be an error on the statement.

— There seems to be some misunderstanding regarding terms of discount.

If you think you know how the mistake was made, you may politely point it out to
your supplier.

— Could you tell your dispatch department to take special care when addressing
my consignment?

— Could you ask your accounts department to check my code carefully in future?
My account number is 774-132, and they have been sending me statements coded
132-774.

If you think you know how the mistake can be corrected, let your supplier know.

— The best solution would be for me to return the wrong articles to you, postage
and packing forward.

If your complaint letter does not bring about the results that you hoped for,
consider writing another letter with a firmer tone, or try writing to someone higher
up in the chain of command.

Practice:

Exercise 1. Study this letter about faulty product. Use the words and expressions in
the box to improve the style of those parts that are underlined:
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I'm afraid could send purchased Sir or Madam

accurate attached found
ABC stores Head Office 89 Walpole Rd
21 Brick Rd Newtown, Big County
Swansea SW 1118-67 NT 444-5
6 March 2008

Dear Mr. or Mrs.

I regret to inform you that the enclosed product doesn't work. It is the third one I've
had to return this month (see correspondence in the same envelope).

I bought it from ABC stores at Newtown, Big County on 22 February.

I was careful to follow the instructions for use.

Other than the three I've had to return recently, I've always thought your products
to be excellent.

I'd be grateful if you sent a replacement as soon as possible and refund my postage.
I really appreciate your help.

Yours faithfully,

Jane Smith
J Smith (Mrs)

Exercise 2.

1) Read this letter about poor service and complete it with the words and

expressions below: the above address, arranged for, required, unable, compatible,

to inform, to ensure, to deal with this, grateful for.

Managing Director

Master Service Center 12 Morgan Street

54 Riverside, Cardiff CF 280 Cardiff CF 338
Telephone: 49721

31 August 2001

Dear Sir or Madam,

I am writing to you ... that your engineer Mr Johnson called for the third time in
the past ten days to repair our washing machine at ... , and I am still without a
working machine.

He was ... to carry out the repair once more because the spare part was again not
... . (I attach copies of the service visit reports.)

Your engineers have been excellent as always, but without the correct parts they
can't do the job ....
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Can I ask that you to look into this ... that the next service visit, ... pnd September,
resolves the matter.

Please telephone me to let me know how you'd like ... . When the matter is
resolved I'd be ... a suitable refund of some of my service contract costs.

I greatly appreciate your help.

Yours sincerely,

Robert Miles
Enc.

2) Read the letter once more and answer the questions:

a) Why was the engineer unable to repair the machine?

b) How long does Mr Miles want it repaired?

c) What date is supposed to be the next service visit?

d) Does Mr Miles want the Director of the Service Center to repair the machine?
e) Are there any kinds of documents enclosed with the letter?

f) What does Mr Miles intend to receive when the matter is resolved?

Exercise 3. Complete the letter of complaint to a television company with the
adverbs in the box. Use each adverb once.

a. Entirely d. freely
b. Seriously e. sincerely
c. Strongly f. thoroughly

43 St Helen’s Road, Edinburgh EH52 TIN
15™ July 2009
Head of Scheduling
LTC Television Centre
London

Dear Sir or Madam,

I feel I must write to you on a matter about which I feel very strongly. I (1)
believe that there is far too much sport of all kinds shown on LTC television today.
I (2) ____ disapprove of the wall-to-wall coverage, particularly of football, golf,
and cricket on all your channels. It really is unacceptable when I turn on the TV on
a weekday evening and find football on two of your three channels. I (3)

admit that sport plays a major role in our society, but this really is unacceptable.
Sundays are already (4) taken up by sport. I also find it absolutely
ridiculous that scheduled programmes are cancelled because of Wimbledon or
some other tennis tournament.

I(5) hope that you will listen to those of us who are not sports fanatics
and provide some entertainment for us too.
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Yours faithfully
Kirsty McKenzie (Mrs)

PS I (6) enjoyed your production of “Hamlet” last week. More of that sort
of thing, please.

Exercise 4. Look at this annotated advert for a computer game and complete the
letter of complaint below.

GAMES WORLD MAGAZINE

SILVER CITY COMPUTER GAME

This great new game from Futurecom has:

* realistic graphics

* 5 levels — only three!

* great Soundtrack — quality was bad!

* for one, two or four players — only one person could play
* free extra game — where?

3 February 2001

Dear Sir / Madam

I am writing to complain about a computer game I ordered from Games World
Magazine last month. The game arrived several weeks ago, and since then I
have experienced a lot of problems with it.

First of all ... (describe first problem; number of levels). Secondly, your
advertisement claimed that... (sound quality). However, ... (say what the sound
quality was really like). In addition, ... (mention third problem: one person can
play) and ... (did you get a free game?).

When I phoned customer services, ... (what did they say/do?). That was two
weeks ago, and I am still waiting for ... (what?). I am not satisfied with the
computer game and ... (what do you want them to do?).

Yours faithfully

Exercise 5. Read the transcript of a telephone call in which a woman is
complaining about a holiday. Write her letter of complaint, using more formal
English. The letter should contain the same information. The beginning has been
done for you.

“Good morning. My husband and I have just had a holiday and ...Yes, that’s right,

your agency organized it, and I feel I must complain about it. Well, when we

arrived at the airport the tour guide ... yes, she was supposed to take us to the

hotel, but she wasn’t there. We had to take a taxi. Yes? That’s right. And it cost a

lot of money. Now, in the brochure — you sent us a brochure two months ago — it
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said our hotel was “a stone’s throw from a golden beach fringed by coconut
palms”. This wasn’t true. ...Can I finish, please? In fact it was three miles from the
coast. And the “beach” — we went there on our first day — the beach wasn’t sandy
at all, but rocky and muddy. ... Yes. And as if that wasn’t bad enough, to get to the
beach you had to cross a motorway! And it was full of speeding traffic! And then
the hotel. It was dirty and old, and you said it had “all modern conveniences”.
When we came to see you, you told us about the wonderful food. You promised it
would be of an internationally high standard. Well, dinner was the same every
night and they didn’t serve it until 10. I think your company owes us an apology
and a refund. ... Well, its motto “We aim to please”. ... How much? Five hundred
pounds would be an acceptable amount. That’s half the cost of the holiday.”

31 Marlborough Crescent
Cambridge CB2 4WG

Sunshine Travel 31°* August
123 Euston Rd
London N2 6TG

Dear Sir or Madam,

My husband and I have just had a holiday which your agency organized and
which ...
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4.4. Replying to Letters of Complaint.

Study the tips for writing a response to a letter of complaint:

1. Acknowledge that you have received the complaint, and thank your customer for
informing you.

— Thank you for your letter of 6 August informing us that ...

— We would like to thank you for informing us of our accounting error in your
letter of the 7 June.

— We are replying to your letter of 10 March in which you told us that ...

2. Sometimes you cannot deal with a complaint immediately, as the matter needs to
be looked into. Do not leave your customer waiting, but tell him what you are
doing straight away.

— While we cannot give you an explanation at present, we can promise you that we
are looking into the matter and will write to you again shortly.

— Would you please return samples of the items you are dissatisfied with, and I will
send them to our factory in Berlin for tests.

3. If the complaint is justified, explain how the mistake occurred but do not blame
your staff; you employed them, so you are responsible for their actions.

— The mistake was due to a fault in one of our machines, which has now been
corrected.

— There appears to have been some confusion in our addressing system, but this
has been adjusted.

4. Having acknowledged your responsibility and explained what went wrong, you
must put matters right as soon as possible and tell your customer that you are doing
SO.

— The reason for the weakness on the units you complained about was due to a
faulty manufacturing process in production. This is being corrected at the moment
and we are sure you will be completely satisfied with the replacement units we will
be sending you in the next few weeks.

— The paintwork on the body of the cars became discoloured because of a chemical
imbalance in the paint used in spraying the vehicles. We have already contacted
our suppliers and are waiting for there reply. Meanwhile we are taking these
models out of production and calling in all those that have been supplied.

5. If you think the complaint is unjustified, you can be firm but polite in your
answer. But even if you deny responsibility, you should always try to give an
explanation of the problem.

— Our engineer has examined the machine you complained about and in his report
tells us that the machine has not been maintained properly. If look at the
instruction booklet on maintenance that we sent you, you will see that it is essential
to take care of ...
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6. It 1s useful when closing your letter to mention that this mistake, error, or fault is
an exception, and it either rarely or never happens, and of course you should
apologize for the inconvenience your customer experienced.

— In closing we would like to apologize for the inconvenience, and also point out
that this type of fault rarely occurs in the Omega 2000.

— Finally, may we say that this was an exceptional mistake and is unlikely to occur
again. Please accept our apologies for the inconvenience.

Practice:

Exercise 1. Read this reply to complain of wrong delivery and complete it with the
words and expressions below: current, out-of-date, originally, pine-finish, delivery,
consignment, cancel.

Homemakers Ltd.

67 - 69 Seaside, Cardiff CF 7 4KL

Telephone: (0222) 49721

Telex: 38217 Registered Ne C135162

Mr. R. Hughes

R. Hughes & Sons Ltd.
21 Mead Road
Swansea

Glamorgan 3ST 1DR

Dear Mr Hughes,

Thank you for your letter of 3 February in which you said that you had received a
wrong ... to your order (Ne 1695).

I have looked into this and it appears that you had ordered from an ... catalogue.
Our ... winter catalogue lists the dressing tables you wanted under DR 189.

I have instructed one of my drivers to deliver the ... dressing tables tomorrow and
pick up the other ... at the same time. Rather than sending a credit note, I will ...
invoice Ne T4451 and include another, No 4467, with the delivery.

There is also a winter catalogue on its way to you in case you have mislaid the one
I... sent you.

Yours sincerely,
R. Cliff
R. CIiff.

Enc. Invoice Ne T4467
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Exercise 2. Read the letter once more and answer the questions:

1) Why did Mr Hughes receive a wrong delivery?

2) What will Mr Cliff do about this?

3) Why 1s Mr CIliff not going to send a credit note?

4) How is Mr Cliff ensuring that Mr Hughes will not make this mistake again?

5) Which words in the letter correspond to the following: investigated, seems,
ordered, collect, lost?

Exercise 3. Write a response letter to a letter of complaint about a bad holiday (see
Part I, exercise 3). Use the prompts below:

Dear...

I am writing with reference to ... of (date).

Firstly I apologize for the inconvenience created by our error.
We take great care to ensure ... .

In light of this, we have decided to ..., which we hope will be acceptable to you,
and hope also that this will provide a basis for your continued custom.

I will call you soon to check that this meets with your approval.
Yours...
4.5. The Letter of Invitation

An invitation letter is a formal way to invite peers and clients to events which are
being hosted by the company and are one of the most popular ways of inviting
guests to functions. The professional invitation should be written in a formal tone.
The introduction allows the host and sender to introduce themselves, as well as the
organization in which they have chosen to represent. A simple background of the
individual or company will suffice.

Next, in the body of the letter it is important to outline all of the information about
the event. The date and time should be included as well as the theme and purpose
for the event. At this point, a date should be mentioned in which guests should
provide their reply by, and it may also contain any information regarding special
roles played at the event, attire and items required for the guest to bring.

Be sure to mention any specifications about dress code in the invitation letter.
Next, the appreciation for the guest to attend the party should be shown. This can
be completed with a formal note, stating that you look forward to seeing the
individual at the event. Remember, this needs to keep in tone with the rest of the
letter.
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The conclusion should contain the sign off and a line that ties the complete letter
together, drawing the end of the invitation, with a salutation and a signature.

It is very important to send the invitation letters at least two weeks in advance so as
to give enough time to the guest for preparing to attend the event.

Practice:
Exercise 1. Study the sample of an invitation letter:

Lockwood Middle School
307 Main Street
Lockwood, NJ 51686

December 10, 2008

Mrs. Jody Coling

President

Lockwood Health Association
23 Main Street

Lockwood, NJ

Dear Mrs. Coling:

My name is Susan Harris and I am writing on behalf of the students at
Lockwood Middle School.

A significant amount of the students at the school have been working on a
project which relates to the unemployment problem within the youth
demographic of Lockwood. You are invited to attend a presentation that will
be held within the media room of the school where a variety of proposals that
will demonstrate the ability of the community to develop employment
opportunities for the youth within the community.

At the presentation, there will be several students receiving awards which will
recognize them within the community from the Mayor. Refreshments will
also be available at the presentation.

As one of the prominent figures in the community, we would be honored by
your attendance. Our special presentation will be held at our school
auditorium on January 16th. Please reply by Monday the 9th of January to

confirm your attendance to the function.

We look forward to seeing you there,
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Sincerely,
Signature

Ms. Susan Harris

Exercise 2: Answer the questions:

1) Who is this letter written by?

2) Who is being invited and why?

3) What details about the event can you learn from the letter?

4) What date is the presentation considered to be held?

5) Does the addressee have to reply to the invitation?

6) How does the letter end?

7) What can you say about the tone and the language of the letter?

Exercise 3. Study some more phrases that can be used while writing an invitation:
— It would give us all great pleasure if you all could accept this invitation to
participate in...

— We would esteem it an honour if you would be our guest on this occasion.

— I extend to you a cordial invitation to participate in ...which is being held on ...at
... am/pm.

— The Chairman and Directors of ...request the pleasure of your company at a
party to be held at the ... (place) at ... (time).

Exercise 4. Complete the following letter of invitation with missing words:
assembly, attend, behalf, generous, held, honour, invite, official, pleasure
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1997 European Chemical Society Annual Congress,
Stockholm, Sweden,

ZR56876

September, 7-11

Your address

Preliminary Program

Dear Mr.../Ms...:

On 1)... of the European Chemical Society it is an 2)... for us to welcome
you and to be your host in Stockholm during the annual ECS congress for
1998.

The ECS annual congress will for the first time be 3)... in Scandinavia and it
isa4) ... for us not only to 5)... you to a conference of the highest scientific
standard but also to present Stockholm, and, if you wish, other exciting
places in Sweden.

The scientific planning of the congress has resulted in a most exciting
program with more than 40 major and 6)... symposia not counting the
numerous free communication sessions. The 7) ... program will cover all
aspects of modern chemistry.

You are further invited to 8) ... an opening ceremony where the City of
Stockholm is our 9) ... host treating all delegates to food and drinks. We are
also happy to have arranged a concert to which the delegates are invited to
enjoy a party with perfect music.

Welcome,
Jacob Boe Kjell Larsson
Chairman Vice-chairman

4.6. Replying to Letters of Invitation

If you would like to accept the invitation:

Always answer a formal invitation promptly with a very brief (one or two
sentences) written response which pays careful attention to detail. Keep in mind
that the format of the acceptance should mirror that of the invitation. For example,
if the invitation is centered on the page, the acceptance should be also. Begin the
acceptance by using the third person, unless you are using personal stationery that
contains your full name in the letterhead. Then you may begin by using the first

person "I". Here are some useful phrases:
— Thank you for your kind invitation... I confirm that I will be delighted to ...
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— I appreciate very much your invitation to ... and look forward to being present.
— Mr. Z has a pleasure in accepting the invitation.
— I am writing to thank you for the invitation to ...

If you would like to decline the invitation:

An expression of sincere appreciation will help soften your negative response.

— Unfortunately I cannot accept the invitation owing to prior engagement.

— Mr. S. thanks for the invitation to ...to be held ..., but regrets that he is unable to
accept it owing to prior engagement on that day.

— I would very much like to be able to attend your event, but unfortunately I have
inescapable prior commitments which will prevent me from attending.

Practice:
Exercise 1. Read the invitation and write a reply to it. Firstly, write a letter

accepting the invitation. Then reply declining it. Mind the polite tone in each letter
of reply.

PJ Party
22 Yew Street, Cambridge, Ontario
Tel: 416-223-8900

April 7th, 2010
Dear Valued Customer:

Our records show that you have been a customer of PJ Party Inc. since our
grand opening last year. We would like to thank you for your business by
inviting you to our preferred customer Spring Extravaganza this Saturday.
Saturday's sales event is by invitation only. All of our stock, including
pajamas and bedding will be marked down from 50-80% off.* Doors open at
9:00 AM sharp. Complimentary coffee and donuts will be served. Public
admission will commence at noon.

In addition, please accept the enclosed $10 gift certificate to use with your
purchase of $75 or more.

We look forward to seeing you at PJ's on Saturday. Please bring this
invitation with you and present it at the door.

Sincerely,

Linda Lane
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Linda Lane
Store Manager

*All sales are final. No exchanges.

Enclosure: Gift Certificate #345 (not redeemable for cash)
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Unit 5. A memorandum.

A memorandum (or memo) is a very common form of business letter which is
exchanged between members of the same organization. The memo usually focuses
on one message or piece of information, and often requests action to be taken. It
may be sent to a single person or a group of people.

There are many different techniques used in memo writing, but several basic rules
should always be applied:

— Since memos are a little less formal than business letter, it is best to use simple
language.

— Keep your memo clear. Use short, simple sentences.

— A memo should not be any longer than one page. Most people do not have time
to read long memos.

— The opening and closing formula can be more direct, and less formal than in a
letter.

Why write memos?

Memos are useful in situations where e-mails or text messages are not suitable. For
example, if you are sending an object, such as a book or a paper that needs to be
signed, through internal office mail, you can use a memo as a covering note to
explain what the receiver should do.

How to write a memo

Memos should have the following sections and content:

1. A 'To' section containing the name of the receiver. For informal memos, the
receiver's given name; e.g. "To: Andy' is enough. For more formal memos, use the
receiver's full name. If the receiver is in another department, use the full name and
the department name. It is usually not necessary to use Mr., Mrs., Miss or Ms
unless the memo is very formal.

2. A 'From' section containing the name of the sender. For informal memos, the
sender's other name; e.g. 'From: Bill' is enough. For more formal memos, use the
sender's full name. If the receiver is in another department, use the full name and
the department name. It is usually not necessary to use Mr., Mrs., Miss or Ms
unless the memo is very formal.

3. A 'Date' section. To avoid confusion between the British and American date
systems, write the month as a word or an abbreviation; e.g. 'January' or 'Jan'.

4. A 'Subject' Heading.

5. The message.

Unless the memo is a brief note, a well-organized memo message should contain
the following sections:

A) Situation — an Introduction or the purpose of the memo.

B) Problem (optional) — for example: "Since the move to the new office in
Kowloon Bay, staff has difficulty in finding a nearby place to buy lunch".
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C) Solution (optional) — for example: "Providing a microwave oven in the pantry
would enable staff to bring in their own lunchboxes and reheat their food".

D) Action — this may be the same as the solution, or be the part of the solution that
the receiver needs to carry out; e.g. "we would appreciate it if you could authorize
up to $3,000".

E) Politeness — to avoid the receiver refusing to take the action you want, it is
important to end with a polite expression; e.g. "Once again, thank you for your
support."”, or more informally "Thanks".

6. Signature. (Memos are usually not signed but may be initialed.)

Practice:

Exercise 1. Read memo, and then answer the questions.

MEMO

To: Katherine Chu, Regional Manager

From: Stephen Yu, Sales

Date : 8 July 2009

Subject: My resignation

I am writing to inform you of my intention to resign from G & S Holdings.

I have appreciated very much my four years working for the company. The
training has been excellent and I have gained valuable experience working
within an efficient and professional team environment. In particular, I have
appreciated your personal guidance during these first years of my career.

I feel now that it is time to further develop my knowledge and skills base in a
different environment.

I would like to leave, if possible, in a month's time on Saturday, 8 August. This
will allow me to complete my current workload. I hope that this suggested
arrangement is acceptable to the company.

Once again, thank you for your support.

1. Why is Stephen Yu writing this document?

2. Which part of the memo gives this information?

3. Why has Stephen Yu used a number of polite phrases?

4. What are these phrases?

5. Stephen Yu is tentative (uncertain or not definite) when he informs Katherine
Chu about his departure date. Which words indicate this tentativeness?

Exercise 2. Put the words given below in memo.
Date: 9" June

To : Secretarial Supervisor
(1) : Claire McElroy
(2) : Demonstration of new office equipment
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The (3) of Smart Equipment will visit us on 28 April to demonstrate their
new computer and fax-machine which you are sure to be interested in.
Please arrange the time to meet him so that all your staff could be present.

@____

a) Subject ¢) From
b) C.M. d) Sales Manager

Exercise 3. Put the following sentences of memo in the correct order:
1. I attach the doctor’s note.

2. Thank you

3. From: K. K. Wong, Sales

4. To: Julia Wong, Human Resources

5. Date: 8July 1999

6. Please confirm that the cost of the medicine is covered by the company health
scheme.

7. I was sick yesterday, and therefore I couldn’t come to work.

8. In order to receive sick pay, I need to send in my doctor’s note.

9. Subject: Sick leave certificate.

10. Message:
A—..., C.—.., E.—.., G-.., L-..,
B.—.., D.-.., F.—.., H-.., Jo— ...

Exercise 4. Complete the two memos with the adverb collocations:

a. bitterly disappointed f. accurately predict

b. highly unlikely g. distinctly remember

c. perfectly clear h. eagerly await

d. sorely tempted 1. fully understand

e. virtually impossible J. sincerely hope
MEMO

To: Mike Walters

From: Julia Gough

Date: 17 September

Subject: Letter from Imsyst Inc.

Thanks for forwarding the letter from Imsyst Inc. It is very unfortunate that they
can’t deliver the imaging machines on time. I (1) that it’s difficult to
guarantee delivery dates in the current economic climate but I (2) their
saying that it wouldn’t be at all difficult to meet the deadline we set. In fact I have
a written record of it.

What should we do now? It will be (3) for us to meet our customer’s
deadline if we don’t get those machines before the New Year. I (4) that
Imsyst can deliver by January and I (5) the outcome of your meeting with
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Geoff Lee. If Imsyst can’t guarantee new delivery dates, I'm (6) to cancel
the contract and find another supplier for the machines.

Regards

Julie

MEMO

To: Julia Gough

From: Mike Walters

Date: 18 September

Subject: Letter from Inc.

Thanks for your memo of 17" September. Like you, I'm (7) that Imsyst

have missed the deadline. To be fair to Imsyst, I know they can’t always (8)
the consequences of economic developments when they plan their

deliveries.

Be that as it may, I met Geoff Lee at Imsyst, and it was (9) from what he

said that they can and will guarantee delivery by January. I'm going to draw up a

new contract, this time with a stiff penalty clause for late delivery, even though this

would appear to be (10)

Best wishes

Mike

Exercise 5. Write memo based on this information.

Miss Indira Purewal, senior sales officer at Calibre International Products, is
worried that several customers have complained in the past few weeks of incorrect
orders having been received. She asks you to write a memo under her to Mrs.
Selma Pusao, a supervisor at the Packing Department. You are reminded to be
tactful, especially since Mrs. Pusao is usually very efficient, but all the mistakes
are in her section. The firm can’t have such glaring faults in the system; the
customers rightly expect quality in the firm’s service. Tell her to let you know if
she is having any unusual, short-term difficulties. Something must be causing the
inaccuracies.

Exercise 6. Answer the questions.
1. What is a memo?
2. Who and where writes memos?
3. What are the rules of memo-writing?
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Unit 6. Email Message.

Electronic mail is a means of sending and receiving messages — internally,
nationally, or internationally. Email is relatively low in cost. It is also fast,
relatively reliable, and messages can be sent or picked up anywhere in the world,
and stored in the mailbox until they are retrieved. This can be particularly

advantageous for users who are communicating across international time zones.
Practice:

Exercise 1. Study the specimen email message and answer the questions:
1) Who sent the email?

2) What does the letter deal with?

3) When was the email sent?

4) Is there anything enclosed?

5) Who replied to the letter?

6) What is the purpose of the reply?

7) What is the layout of the letter?

To: M. Ivanov, O. Sidorov, V. Chernov
From: Alexander Petrov

Posted/Sent: 27-October-2008 9.33

Subject: FW: Marking of weld plates
Enclosed: Kennzeichnung Sch.doc

Dear All,

As you may know our company put a new welding machine into operation
recently. On this welding machine the weld plates are being marked with the
production date which provides a better traceability than in the past.

Please find a photo of a weld plate enclosed showing the explanation of the
production date code.

Action Required: reply

Text:

Dear Mr Petrov,

Thank you for your letter regarding the marking of weld plates. We assure you
that we’ve taken into account the information you sent us.

If there are any other changes in the company procedures, please inform us.

Yours faithfully,
Michail Ivanov

send

61



--sent--

Action Required: delete

Exercise 2. Study the following email. Write a reply to thank the sender for
information received.
(*OEM - Original Equipment Manufacturer)

From: Peter Chernov

Sent: 27 October 2008 12:24
To: A. Tonin; B. Kunin
Subject: FW: Marking of Flanges
Enc.: Logo_Links.jpg

Dear All,

This is to inform you that because of traceability reasons and the requirement of
some * QOEM - customers having various suppliers for the same product we made
the decision to mark the flanges in the future as follows:

- marked “FTS” which stands for the abbreviation for the name of our company.

Action Required: reply

Exercise 3. Here is an email from Woodman Ltd., a manufacturing company, to a
customer. Fill in the blanks with words from the box.

1. dispatched, 2. warehouse, 3. shipped, 4. delivery, 5. carrier, 6. packing list,
7. crate, 8. delivery note, 9. consignment

Ref: MS423

Dear Clive

We have just (a) the (b) of goods, order no. MS423, to you. We

have used our usual (c) , MJ Irving. The chairs have been packed in a

wooden (d) and marked WD MS Belfast. I am attaching the (e) ;

the (f) is enclosed with the goods.

The crate should be (g) to Ireland on Thursday and Irving has promised (h)
to your (1) in Belfast on Friday morning.

Regards

Barry

Exercise 4. You have a business trip to Rome and need a car during your stay.
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a) Using the information below, write an email to your company’s usual car hire
firm to make the booking.

Car hire firm: Auto Co International
Contract: Francis Baker

Arrival flight: 17 October 8.30 a.m.
Departure flight: 20 October 5.15 p.m.
Car type: 5-door, Ford or Renault

Other requirements:  Air conditioning

Useful language:

I am going to ( Rome) ...

I arrive at (3.30 p.m.) on ( 10 January)

I would like to/ I need to ...

Please confirm ...

I would like to book/ reserve/ change my booking ...
I am writing to confirm ...

With reference to your email ...

b) Two days before you leave for Rome, you have to change your trip. Your plan is
to drive from Rome to Milan and you want to return the car at Milan airport on 25
October, leaving at 7.00p.m. Send another email to the car hire firm to change your
booking and confirm the new price.

Exercise 5. Write an email to a language school (university) asking about

details/arrangements of a course. Ideas: ask about cost, dates, accommodation and
etc.
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Answer Key
Unit 1. The Layout of the Letter.

Exercise 1.
1-G,2-E,3-C,4-B,5-L,6-A,7-1,8-N,9-H,10-M, 11 -D, 12 -F,
13-J,14 -K.

Exercise 2.

1. sender's address (not name), 7. title of subject,
2. the Reference Line, 8. the aim of the letter,
3. date, 9. main parts of the text,
4. receiver’s address, 10. concluding comment,
5. the Attention Line, 11. signature,
6. Greeting / salutation, 12. the Enclosure

Exercise 3.
1.C
2.D
3.F

SN ok
w3

Exercise 4.

Mr. R. Stevenson The Modern Machine Tool Corporation
Worldwide Dealers Ltd. 300, Lincoln Place

10, Garston Road Chicago, Illinois,

Melbourne USA

Australia

General Manager

75, High Street

Glasgow

Ladies’ Clothing Mathews & Wilson
Scotland

Exercise 5.

1) Mr. John K. Style 2) Ms. H. Black
Export Division Wellhead Builders Ltd. 10, Lincoln Drive
16, Fen Road Brooklyn, New York
London USA

England

3) Managing Director

Office Equipment Inc.

344, Rue Road

Chicago, Illinois
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USA

Exercise 6.
1-B;2-A,C;3-B;4-A,C;5-B.

Exercise 8.
1 — Currently seeking, 2 — Based, 3 — represent us, 4 — market, 5 — trading, 6 —

great deal of, 7 — to speaking, 8 — "Yours sincerely'.

Unit 2. Applying For a Job.

Exercise 3.
I[.a)3 o)1 e) 6 )7
b) 5 d)2 f) 4
IT.a. 11 d.5 g.6 J- 12 m. 3 p. 15
b. 8 e 2 h. 13 k. 16 n. 10
c. 14 f. 4 .7 1.9 0
Exercise 4.

1. apply, 2. advertised, 3. employed, 4. pursue, 5. attached, 6. experience,
7. familiar, 8. pressure, 9. fluently, 10. available, 11. stop.

Exercise 5.
1. for, 2. of, 3. 1n, 4. under, 5. in, 6. of, 7. for, 8. to.

Exercise 6.

1. ... which I have seen advertised in the local paper.

2. T have lived here ever since. (or I have been living here ever since.)

3. Ileft school three years ago

4. since then I have had several jobs

5. For the past six months I have been working in Halls Department Store.
6. The manager has said that ...

7. T have also been learning German since I left school, ...

Unit 3. Curriculum Vitae.

Exercise 3.

1. Additional Skills 7. Interests

2. Personal Details 8. Additional Skills

3. Professional Experience 9. Profile

4. Profile 10. Professional Experience
5. Additional Skills 11. Referees

6. Education
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Exercise 4.

1. do you live 11. lived
2. Have you been 12. worked
3. went 13. did you do
4. did you study 14. worked as a porter in children’s
5. English hospital
6. Sociology 15. are you doing
7. Do you speak 16. am working with disabled
8. speak French children in Botton Village
9. Have you ever lived 17. have you been working
10. have 18. April 1996

Unit 4. Types of mail.
4.2 Replies to Enquiry letters/ Inquiry Replies.

Exercise 2.
1d,2b,3a,4e,5¢,6h,7¢g,81,9;j,10k, 111.

Exercise 3.
1g,2b,3e,4a,5d,6h,7c,8f.

4.3 A Letter of Complaint.

Exercise 3.
1.-b, 2. —c (f would also be possible), 3. —d, 4. —a, 5. —e, 6. — 1.

Unit 5. A memorandum.

Exercise 1.
1. Stephen is writing to inform his manager of his resignation.

2. The word resignation in the subject heading 'My resignation' and in
the first paragraph, "I am writing to inform you of my intention to

resign from G & S Holdings."
3. He used polite phrases for the following reasons:

a) He wants to break the news as gently as possible, to avoid annoying the
manager. Staff resignations cause trouble for a manager, as the manager then has to
recruit another member of staff, which is a time-consuming, expensive and

troublesome process.

b) He’s writing to the Regional Manager, who has a higher status in the company.

c) He may want a good reference letter.

d) He may want Katherine Chu to be a referee for him in future.
4. The polite phrases are:

"I have appreciated very much my four years..."
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"I have gained valuable experience working within an efficient and professional
team environment. In particular, I have appreciated your personal guidance..."

"Once again, thank you for your support.”

5. “I would like to leave, if possible..." This is tentative because it uses a
conditional sentence (conditional sentences use 'if' and have a comma in the
middle). “I hope that this suggested arrangement is acceptable to the company".

This is tentative because of the word 'hope'.

Exercise 2.
l.c,2.a,3.d,4.b.

Exercise 3.

A. -4, C.-5, E. - 10,
B. -3, D.-9, F. -7,
Exercise 4.

l.-i,2.-g,3.-e,4.-j,5.-h, 6.—-d, 7. -

Unit 6. Email Message.

Exercise 3.

a,8.—1,9.—¢, 10. —b.

a.—1,b.-9,¢c.-5,d.-7,e.-6,f. -8, g.-3,h. —4,1. 2.
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Appendix 1. Basic English Punctuation Rules

Punctuation rules specify where to use a comma, a period, a colon, a semicolon,
capitalization, quotation marks, and other punctuation marks. English rules of
punctuation are a little different from Russian rules.

1. The Comma (,)
Commas are used to:

1) separate homogeneous parts of the sentence. A comma is included before the
conjunction 'and' which comes before the final element of a list.

I like reading, listening to music, taking long walks, and playing computer games.
They would like books, magazines, DVDs, video cassettes, and other learning
materials for their library.

2) after introductory words, phrases, or clauses that come before the main clause:
Rushing to catch the flight, he forgot to take his phone.
As the year came to an end, he realised the days were getting shorter.

3) to separate sentence adverbs (words like however, unfortunately, surprisingly
that modify a whole sentence). It often requires one or two commas, depending on
their position in the sentence.

However, Anthony did arrive.

Anthony, however, did arrive.

We were, unfortunately, too late

He had, not surprisingly, lost his temper.

4) An adverbial clause often needs a comma when it comes at the beginning of a
sentence (but not at the end of a sentence).

If I win the lottery, I will buy a castle.

I will buy a castle if I win the lottery.

5) to separate parenthetical elements from the main body of the sentence. A
"parenthetical element" is any part of a sentence that can be removed without
changing the real meaning of the sentence.

John and Inga, the couple from next door, are coming for dinner tonight.

The other man, Gregory Smirnov, was only sixty-five.

These books, which are only a small part of my collection, were bought last year
in Moscow.

For a moment he shivered, uncertain of everything.

6) before a coordinating conjunction (for, and, nor, but, or, yet, so) to join two
independent clauses. If the independent clauses are short and well-balanced, a
comma is optional.
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He didn't want to go, but he went anyway.
I want to work as an interpreter, so I am studying Russian at university.
She is kind so she helps people.

7) before or after the direct speech. Do not use a comma for reported speech.
He said, "l love you."

"I love you," he said.

He told her that he loved her.

8) for numbers over 999. (In English, commas separate thousands and periods
separate decimals. Note that some languages use the opposite system.)

1,000 (one thousand)

1,569

$73,050.75

2,000,000

3,400,500

10.5 (ten and a half) - note the use of the period, not comma

9) for addresses, some dates, and titles following a name.

911 Avenue Mansion, Petchburi Road, Bangkok, 10400, Thailand
Los Angeles, California

November 4, 1948 (but 4 November 1948)

Fred Ling, Professor of English

2. The Semicolon ()

1) We sometimes use a semi-colon instead of a full stop or period. This is to
separate sentences that are grammatically independent but that have closely
connected meaning.

Josef likes coffee; Mary likes tea.

Tara is a good speaker; she speaks very clearly.

You did your best; now let's hope you pass the exam.

Ram wants to go out; Anthony wants to stay home.

It is not correct to use a comma instead of the semi-colon in the above examples.

2) We use a semicolon as a kind of "super comma". When we have a list of items,
we usually separate the items with commas. If the list is complicated, we may
prefer to use semi-colons in some cases.

ABC Investments has offices in five locations: Kensington, London; Brighton &
Hove; and Oxford, Cambridge and Manchester.

Rental cars must be returned on time; with a full tank of petrol; in undamaged
condition; and at the same location as they were collected from.

3. The Full Stop or Period (.)
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A full stop is used:

1) at the end of a sentence:
The man arrived. He sat down.

2) with abbreviations (in an abbreviation the last letter of the word and of the
abbreviation are not the same):

Co. (Company)

etc. (et cetera)

M.P. (Member of Parliament)

3) We do not use full stops with contractions (in a contraction the last letter of the
word and of the contraction are the same):

Ltd (Limited)

Dr (Doctor)

St (Saint)

4. The Colon (:)
A colon is used:

1) to introduce a list:

There are three countries in North America: Mexico, the USA and Canada.

We can see many things in the sky at night: the moon, stars, planets, comets,
planes and even satellites.

2) Actually, you can use a colon to introduce a single item, especially when you
want to emphasize that item:

We were all waiting for the hero of the evening: John.

There is one thing that he will not accept: stupidity.

The job of the colon is simple: to introduce.

3) Use a colon to introduce the direct speech or a quotation:

He stood up and said loudly: "Ladies and Gentlemen, please be seated."”

John whispered in my ear: "Have you seen Andrea?"

As Confucius once wrote: "When words lose their meaning, people lose their
freedom.”

4) Use a colon to introduce an explanation:
We had to cancel the party: too many people were sick.
There is no need to rush: the meeting will be starting one hour late.

5) We use a colon to introduce examples.
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5. The Hyphen (-)

A hyphen is a very short horizontal line between words. There is a difference
between a hyphen (-) and a dash (—), which is longer.

1) We use a hyphen to join words to show that their meaning is linked in some
way:

book-case (or bookcase)

race-horse (or racehorse)

pick-me-up

2) Use a hyphen to make compound modifiers before nouns:
a blue-eyed boy (but The boy was blue eyed.)

the well-known actor (but The actor is well known.)

their four-year-old son (but Their son is four years old.)

3) Use a hyphen with certain prefixes. The prefixes all-, ex-, and self- usually need
a hyphen:

all-inclusive

ex-wife

self-control

When a prefix comes before a capitalized word, use a hyphen:
non-English

When a prefix is capitalized, use a hyphen:
A-frame

4) We use a hyphen when writing numbers 21 to 99, and fractions:
twenty-one

one hundred and sixty-five

two-thirds

5) Use a hyphen to show that a word has been broken at the end of a line
(hyphenation):
The directors requested that a more convenient time be arranged.

6) Use a hyphen with "suspended compounds". When we use several very similar
compounds together, it may not be necessary to repeat the last part of the
compound:

They need to employ more full- and part-time staff. (not They need to employ more
full-time and part-time staff.)
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This rule applies only to 12-, 13- and 14-year olds. (not This rule applies only to
12-year olds, 13-year olds and 14-year olds.)

6. The Dash (—)

A dash is a horizontal line that shows a pause or break in meaning, or that
represents missing words or letters. Note that dashes are rather informal and should
be used carefully in writing. Dashes are often used informally instead of commas,
colons and brackets. A dash may or may not have a space on either side of it.

Do not confuse a dash (—) with a hyphen (-), which is shorter.

1) Use a dash to show a pause or break in meaning in the middle of a sentence:

My brothers — Richard and John — are visiting Hanoi. (commas could be used.)
In the 15th century — when of course nobody had electricity — water was often
pumped by hand. (brackets could be used.)

2) Use a dash to show an afterthought:
The st World War was supposed to be the world’s last war — the war to end war.
I attached the photo to my email — at least I hope I did!

3) Use a dash like a colon to introduce a list:
There are three places I'll never forget — Paris, Bangkok and Hanoi.
Don't forget to buy some food — eggs, bread, tuna and cheese.

4) Use a dash to show that letters or words are missing:
They are really f —— d up. (Typically used for offensive words.)
I will look the children. (Typically used in "missing word" questions.)

7. The Question Mark (?)

A question mark is used:

1) at the end of all direct questions:
What is your name?

How much money did you transfer?
2) after a tag question:

You're French, aren't you?

Snow isn't green, is it

3) to turn a statement into a question:
See you at 9pm?
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In the same situation, we may use two or three question marks together to show
that they are not sure about something:
I think you said it would cost $10???

We do not use a question mark:

1) after an indirect or reported question:
The teacher asked them what their names were. (What are your names ?)
John asked Mary if she loved him. (Do you love me?)

2) with many polite requests or instructions made in the form of a question. But
because they are not really questions, they do not take a question mark:

Could you please send me your catalogue.

Would all first-class and business-class passengers now start boarding.

8. Exclamation Mark (!)

An exclamation mark usually shows strong feeling, such as surprise, anger or joy.
Using an exclamation mark when writing is rather like shouting or raising your
voice when speaking. Exclamation marks are most commonly used in writing
quoted speech. Using exclamation marks in formal writing should be avoided.

We use an exclamation mark:

1) to indicate strong feelings or a raised voice in speech:
She shouted at him, "Go away! I hate you!"

He exclaimed: "What a fantastic house you have!"
"Good heavens!" he said, "Is that true?"

"Help!"

2) with many interjections:
"Hi! What's new?"

"Oh! When are you going?"
"Ouch! That hurt."”

3) with a non-question sentence beginning with "what" or "how":
What idiots we are! (We are such idiots.)
How pretty she looked in that dress! (She looked very pretty in that dress.)

4) in very informal writing (personal letter or email), people sometimes use two or
more exclamation marks together:

I met John yesterday. He is so handsome!!!

Remember, don't be late!!

I'll never understand this language!!!!
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9. Slash (/)

The slash (/) is also known as: forward slash, stroke, oblique. You should use the
slash with care in formal writing.

A slash 1s used:

1) to indicate "or":

Dear Sir/Madam (Sir or Madam)

Please press your browser's Refresh/Reload button. (Refresh or Reload)

The speech will be given by President/Senator Clinton. (President Clinton or
Senator Clinton)

2) for fractions:
1/2 (one half)

2/3 (two thirds)
9/10 (nine tenths)

3) to indicate "per" in measurements of speed, prices etc:
The speed limit is 100 km/h. (kilometres per hour)

He can type at 75 w/m. (words per minute)

The eggs cost $3/dozen. ($3 per dozen)

They charge €1.50/litre for petrol. (€1.50 per litre)

4) in certain abbreviations:

This is my a/c number. (account)

John Brown, c/o Jane Green (care of)

n/a (not applicable, not available)

w/o (without)

5) in dates to separate day, month and year:

On credit card: Expires end 10/15 (October 2015)

He was born on 30/11/2007. (30th November 2007 - BrE)

It was invented on 11/30/2007. (November 30th, 2007 - AmE)

6) to separate parts of a website address (url) on the Internet, and to separate
folders on some computer systems:
http://www.englishclub.com/writing/punctuation-slash.htm
file:///Users/mac/tara/photos/image.jpg

10. Backslash (\)
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The backslash is not really an English punctuation mark. It is a typographical mark
used mainly in computing. It is called a "backslash" because it is the reverse of the
slash (/) or forward slash.

The backslash is used in several computer systems, and in many programming
languages such as C and Perl. It is commonly seen in Windows computers:
C:\Users\Win\Files\jse.doc

11. Quotation Marks (¢ ... ”) (“...””)

We use quotation marks to show (or mark) the beginning and end of a word or
phrase that is somehow special or comes from outside the text that we are writing.
Quotation marks are also called "quotes" or "inverted commas".

Quotation marks are used:

1) around the title or name of a book, film, ship etc:

The second most popular book of all time, ""Quotations from the Works of Mao
Tse-tung'', has sold over 800,000,000 copies and was formerly known as ''The
Red Book'".

'Titanic' is a 1997 movie directed by James Cameron about the sinking of the ship
'Titanic'.

2) around a piece of text that we are quoting or citing, usually from another source:
In The Cambridge Encyclopedia of The English Language, David Crystal argues
that punctuation "'plays a critical role in the modern writing system''.

3) around dialogue or direct speech:
Then Mary turned to him and said: '"Do you love me, James?'"'

4) around a word or phrase that we see as slang or jargon:
The police were called to a "'disturbance'' - which in reality was a pretty big fight.

5) around a word or phrase that we want to make "special" in some way.

Quotation marks can be double ("-") or single ('-'). If we want to use quotation
marks inside quotation marks, then we use single inside double, or double inside
single.

He said to her: "l thought 'Titanic' was a good film."

He said to her: 'l thought "Titanic"” was a good film.'

12. Apostrophe (’)
We use apostrophes:

1) in possessive forms:
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the ball of the boy > the boy's ball
Tara's sister
the moon's phases

2) in contracted forms (the apostrophe shows that letters have been left out):
cannot > can't

they have > they've

I would (or I had) > 1'd

Certain words are sometimes written with an apostrophe (to show that they are
really a shortened form of the original, longer word):
influenza > 'flu (or flu)

telephone > 'phone (or phone)

An apostrophe is used when the first two figures of a year are left out:
1948 > '48

3) to show the plural of letters and numbers:
You should dot your i's and cross your t's.
Do you like music from the 1950's?

13. Underline (___ )

An underline is a horizontal line immediately below a piece of writing. In
handwriting, we traditionally use underlining to indicate emphasis:
The meeting will start at 9.30 am exactly. Please, do not arrive late.

With the development of the Internet and world wide web, web pages traditionally
use underlining to indicate a link.

14. Underscore ()

Underscore is a line below text-level, and is typically used in email addresses,
filenames and urls, for example:

my_name@example.com

image_123.jpg

http://www.englishclub.com/under_score/

15. Brackets/Round Brackets or Parentheses ()
Round brackets are basically used to add extra information to a sentence:

1) to explain or clarify
Tony Blair (the former British prime minister) resigned from office in 2007.
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2) to indicate "plural or singular"
Please leave your mobile telephone(s) at the door.

3) to add a personal comment
Many people love parties (I don't).

4) to define abbreviations
The matter will be decided by the IOC (International Olympic Committee).

The full stop, exclamation mark or question mark goes after the final bracket
(unless the brackets contain a complete sentence).

My car is in the drive (with the window open).

I just had an accident with our new car. (Sssh! My husband doesn't know yet.)

The weather is wonderful. (If only it were always like this!)

The party was fantastic (as always)!

Do you remember Johnny (my brother's friend)?

Johnny came too. (Do you remember Johnny?) We had a great time.

16. Square Brackets [ ]

We typically use square brackets when we want to modify another person's words.
Here, we want to make it clear that the modification has been made by us, not by
the original writer.

1) to add clarification:
The witness said: "He [the policeman] hit me."

2) to add information:
The two teams in the finals of the first FIFA Football World Cup were both from
South America [Uruguay and Argentina].

3) to add missing words:
It is [a] good question.

4) to add editorial or authorial comment:
They will not be present [my emphasis].

We also sometimes use square brackets for nesting, for example:
Square brackets can also be nested (using square brackets [like these] inside

round brackets).

17. Ellipsis Mark (...)
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The ellipsis mark consists of three dots (periods). We use the ellipsis mark in place
of missing words. If we intentionally omit one or more words from an original text,
we replace them with an ellipsis mark.

The ellipsis mark is also called a "suspension point" or "dot dot dot".

"The film focussed on three English learners...studying at university."

We sometimes also use an ellipsis mark to indicate a pause when someone is
speaking, or an unfinished sentence.

She turned to James and said, "Darling, there is something...I need to tell you. I
have never felt like...like this before."
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Appendix 2. Abbreviations used when writing letters

Addresses:

Apt Apartment — kBapTupa

Ave. Avenue — aBeHIO

Bldg. Building — 31anue

Blvd. Boulevard — 6ynbsBap

Dr. Drive — npoe3sn

Pkwy. Parkway — mmumpokas ymnuima ¢ D3JE€MEHTaMH  CaJI0BO-NIapKOBOM
aApXUTEKTYPbI, 10 KOTOPO OOBIYHO 3alPENIeH MPOE3] TAKEIOr0 TpaHCIOpTa
PI. Place — 1) momanp; 2) HeOOMbIIas YA, TYTUK

P. O. Post Office — noura

P. O. B. Post-Office Box — ab0oHEMEHTHBI SIIHUK

Rd. Road — gopora

Rte. Route — gopora, mocce

Rw., Rwy. Railway — xene3nas nqopora

Sq. Square — momaab

St. Saint — cBaToM

St. Street — ynuia

Time:

A.D. Anno Domini — Hamme# 3pbl

B. C. before Christ — 10 Hamei 3pbl

GMT Greenwich Mean Time — BpeMs 110 TPUHBHUCKOMY MEPUANAHY
CST Central standard time — nenTpansHoe nosicnoe Bpemsi (CILIA)
EST Eastern standard time — BoctouHoe nosicnoe Bpemsi (CILIA)
MST Mountain standard time — ropHoe nosicnoe Bpems (CILIA)
PST Pacific standard time — Tuxookeanckoe noscHoe Bpems (CIIA)
a. m. ante meridiem — 10 MOJyaHA

p. m. post meridiem — nocJye noxyIHs

Days of the Week:

Mo./ Mon. Monday — noHeaenbHUK

Tues. Tuesday — BTOpHUK

Wed. Wednesday — cpena

Thurs. Thursday — yetBepr

Fri. Friday — natHHna

Sat. Saturday — cy66oTta

Sun. Sunday — BOcKpeceHbe

Months:

Jan. January — SIHBAph
Feb. February — ¢eBpaib
Mar./ M. March — mapt
Apr. April — anpenb
M. May — Mau

J. June — UIOHb
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Jul. July — UIOJIb

Aug. August — aBTyCT
Sept. September — ceHTs0pb
Oct. October — OKTSI0ph
Nov. November — HOg0pb
Dec. December — nexabpb
Symbols:

$ dollars — mosutaper

£ pounds — (yHTBI CTEPIMHIOB

% percent — MPOIICHT

# number — HOMEp

& (and) — u (coro3)

© copyright — aBTOpCKOE TTPaBO

(@ — KoMMepuecKoe at

Miscellaneous:

a/c account — cyer

adsd (addressed) — aapecoBaHo

adse (addressee) — nosryuarteinb

ad (advertisement) — pekiama

a.f. (as follows) — kak ykaszaHo nanee

Appx (appendix) — NpuiIOKEHNE

Attn (attention) — BHHMAaHHUIO

AOB any other business — mto0as pyras caenka, 10001 Apyron BOMpoc
A/R all risks — mro0ast ciry4aifHOCTb

B/E (bill of exchange) — nepeBoiHOM BeKcelb

B/L (bill of lading) — xoHOCamMeHT

bbl barrel — 6appens (140,6 — 190,9 )

CEO (chief executive officer) — HCIOJHUTENBHBIN TUPEKTOP
cf (compare) — cpaBHuTe

cont, contr. (contract) — KOHTPaKT

cur 1. (currency) — BamtoTa; 2. (current) — TeKyIIUl

C centsS — IIEHTHhI

cc carbon copy — Komnus

CD cash discount — ckujKa npu omiare HaaTu4HbIMU

Co. Company — komMmnaHust

c/o care of — uepe3, o aapecy

COD cash on delivery — ormnaTta HaJ0)X€HHBIM IJ1aTEKOM
contd. continued — npoJOIKEHNE CAEAYET

Corp. Corporation — kKoprnopauus

D/A documents attached — 1OKyMEHTBI NPHUIIOKEHBI

dd 1. (dated) — natupoBanusbiif; 2. (delivered) — mocTaBieHHbIN
Dept. (department) — 1. — oTaen; 2. — MHUHUCTEPCTBO
doc, dct (document) — JOKYMEHTHI (MHOI#C. yucio — docs.)
doz., dz (dozen) — nroxxuHa
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do. ditto — To xe camoe

Dr. Doctor — noxrop

EAON — ecnu He yka3aHO UHaye

e.g. exempti gratia (;1aT.) — Hanpumep

enc., end. enclosure — npusioKeHue

et al et alii (1aT.) — u apyrue

etc et cetera (J1aT.) — U Tak janee

exc, excl. (except, excluding, exception, exclusion) — uckiroUas
expn (expiration) — ucTeyeHue (CpoKa)

FY (fiscal year) — ¢uHaHcoBbIi roa

h.a. (hoc anno) — B Teky1iem roay

hf (half) — monoBuHa

Hp, H.P., h.p., H/P (hire purchase) — nokyrmka B paccpouky
ft foot — ¢yt (30,48 cm)

gal gallon — rammnon (3,79 n)

HQ headquarters — mrab-kBapTupa

hrs hours — 4Jacsi

i.e. id est (1at.) — TO €CTh

id. (idem, nat.) — TOT Xe

incl. (including) — BkJIO4as

inv. (invoice) — cuet-dakrypa

IOU (I owe you) — tonroBasi paciucka

iss. (issued) — BoITTyIICHHBIN (B 0OparieHue)

i/c in charge of — ucnonHsrONHMIT 00s3aHHOCTH

in inch — mroiim (2,54 cm)

Inc. Incorporated — umeromuii cratyc Koprnopanuu
int. interest — MpPOLEHTHI

intl. international — MexayHapOAHBII

Lb pound — ¢ynT (453,59 1)

L.a. (letter of advice) — u3BelieHue

L/A (I. of authority) — n0BEpeHHOCTh

L.C., L/C (1. of credit) — akkpeauTtus

LOC — rapanTuiiHo€ MUCbMO

LE latest estimates — nociaegHue JaHHbIE

Ltd. Limited — ¢ orpaHU4eHHON OTBETCTBEHHOCTBIO
mdse (merchandise) — ToBapsl

M/P (mail payment) — HOYTOBBIN NEPEBOA

ML.T. 1. (mail transfer) — nmourtoBblii epeBo; 2. (metric ton) — MeTpudecKas
TOHHA

MYV — toproBoe (MOTOPHOE) CYJHO

ml mile — mus (1609 m)

M&S marketing & sales — MapKeTHHT U TPOJAXKHU
N/A (not applicable) — He npuMeHUMO

NB (nota bene) — BaxkHOE 3amMeUyaHue
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N/C no charge — 6e3 HauncaeHUN
o/l (our letter) — (ccpu1asCh Ha) HAIIE THCHMO
OH overhead expenses — HakJaHbIE PACXOIbI
0z ounce — yHIus (28,35 1)
p. page — cTpaHula
p.a. per annum (J1aT.) — B TOJ
PA, P/A, P.A. 1. (personal assistant) — JIM4HBIN cekpeTaps; 2. (power of attorney)
— JIOBEPEHHOCTh
pan, para (paragraph) — a63aii, naparpadg, myHKT
Plc, PLC (public limited company) — OTKpbITast akKIlMOHEPHAast KOMIIAHUS C
OTPAaHUYEHHOW OTBETCTBEHHOCTHIO
pcs pieces — MTYKU
P&L profits & losses — npuObLIN 1 yOBITKH
pt pint — niunaTa (0,47 n)
P.O. peyment order — ruiaTe;xHOe MOPYYEHHE
pls please — noxanyiicra
qt quart — xBapra (0,95 n)
qv (quod vide) — cMoTpH (Tam-TO)
R&D (research and development) — Hay4HO-UCCIIEIOBATEIBLCKHUE U OTIBITHO-
KoHCcTpyKTOpckue pabotel (HUOKP)
ret, rept (receipt) — pacnucka, KBUTAHLIHS
re (regarding) — OTHOCHUTEJIBHO
ref. (reference) — ccouika
RMS (root-mean-square) — cpeHe-KBapaTUYECKUIl
shipt (shipment) — oTrpy3ka, oTnpaBka
sig. (signature) — MOANUCH
tn (ton) — TOHHA
TM trade mark — Toprosasi Mmapka
urgt (urgent) — CpOYHBIN
USD United States dollar — nommap CIIIA
VAT value added tax — HJIC
VP vice president — BUIIe-TIPE3UICHT
V.LP. (very important person) - 0co00 BaXHO€ JIULIO
v.s. (vide supra, jaT.) — CM.BbIIIIE
Vs versus (J1aT.) — IpOTHUB
v.v. (vice versa, J1aT.) — Ha000pOT
w/c week commencing — HayMHaOUIAsICA HEEIs
w/c without charge — 6e3 omaTsl
w/o (without) — 6e3
yd yard — spn (91,44 cm)
Appendix 3. Borrowed Words and Phrases Used in Modern English

Ad hoc (71at.) — gy151 3TOr0, MPUMEHUTEIBLHO K 3TOMY, HA JJAHHBIN CJIy4ail; KCTaTH
Ad hominen (71aT.) — pacCUUTaHHBIN HA YyBCTBA, a HE HA Pa3ym
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Ad honores (71aT.) — pagu modeTa WM 4ecTy; 6€3 orIaThl, 6€3B03ME3THO

Adios! (ucn.) — 1o cBugaHus!

Ad lib/ Ad libitum (;1at.) — 6€3 MOATrOTOBKU, MUMIIPOBU3HUPYS; HEOIPAHUUYEHHO,
CKOJIbKO XOYeTCs

Ad litteram/ Ad verbum (J1at.) — 10CcI0BHO, OYKBaJIbHO, CJIOBO B CJIOBO

Affair d'amour (¢p.) — 1000BHas CBsI3b, pOMaH

Affair d'honneur (¢p.) — nem0 yectu; ny371b

A la (¢p.) — Bpoze, HamogobOue, Ha MaHEp

A la carte (¢p.) — asgKapT, MOPIMOHHO, HA 3aKa3 (0 OJIF0aX B pECTOpaHe)

A la fourchette (¢p.) — amsadypiier, Ha CKOpyIO pyKy, HE caasich 3a CTOd (O
3aKyCK€, YKUHE)

Alma mater (J1at.) — CTy/ICHUECKOE Ha3BaHHE yIeOHOTO 3aBEACHUS

Alter ego (11aT.) — BTOpOE 5; CaMblil OJU3KHI IPYT U €IMHOMBILIUICHHUK; Yeh-I100
JIBOMHUK

Anno Domini (1aT.) — Ha1eu 3pbl

Annus mirabilis (1at.) — rox uyaec

Ante meridiem (;1aT.) —10 NOJYAHA

Apres moi/ nous le deluge! (¢p.) — [locne menst/ Hac XxoTh noromn!

A priori (J1at.) — anpuopu, 3apaHee, HE3aBUCUMO OT OIMBITa; YMO3PUTEIBHO

A propos (¢p.) — KCTaTu, MEXIy MPOYUM

Aqua vitae (7aT.) — BOJa KH3HHU, BOJIKA

Ars longa, vita brevis (s1a1.) —McKyccTBO BEIMKO, KU3Hb KOPOTKA

A tout prix (¢p.) — m0060ii 1IeHOI1; BO YTO OBI TO HU CTAJIO

Au contraire (¢p.) — HamMPOTUB, HA0OOPOT

Auf Wiedersehen! (mem.) — 1o cBuganus!

Au naturel (¢p.) — B HaTypaJbHOM BUJE; IPUTOTOBICHHBIN MPOCTO; O€3 MPUKPAC;
TOJIBIILIOM, B YEM MaTh POJMIIA; COOCTBEHHOU MEPCOHOM

Aut bene, aut nihil (Jiat.) — uin xopo1o, WJiIK HUYEro (TOBOPUTH)

Aut Caesar, aut nihil (nat.) — unu Lle3appb, nin HUYEro

Avant-propos (¢p.) — Aey0 nepBoi HEOOXOAUMOCTH; IPEAUCIOBUE

Ave Maria (1at.) — ABe Mapus (MmonutBa boropoauiie)

Beau geste (¢p.) — KpacUBBIil KeCT, 332 KOTOPHIM YAaCTO HUYETO HE CTOUT
Beau monde (¢p.) — 60MOH/, BBICIINI CBET

Belles-lettres (¢p.) — OemnerprcTrka, XyI0KECTBEHHAS TUTEPATYPA
Benevalete! (s1at.) — Bynbte 310poBbi!

Bete noire (¢p.) — HEHaBUCTHBIM, TPOTUBHBIN YEIIOBEK; IPEIMET HEHABUCTH
Bien dit (¢p.) — xoporio ckazaHo (00 yJTa4HOM OTBETE, PEILIHKE)

Bona fide (y1at.) — 100pOCOBECTHO, YECTHO; YUCTOCEPIACTHO

Bon horn me (¢pp.) — 100pbIil MasIBIi; TPOCTOM YETOBEK

Bonjour (¢p.) — 100psIil 1eHL

Bon mot (¢p.) — MeTKOE CJI0BO, OCTPOTA

Bonne amie (pp.) — noapyxka; 1000BHHUIIA

Bonne nuit (¢p.) — 106poit HOUH
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Bonsoir (¢p.) — 100pbIil Beuep

Bon ton (¢p.) — G0HTOH, CBETCKOCTh; XOPOIIHiA TOH, XOPOIITHE MaHEPHI

Bon vivant (¢p.) — G0OHBHBaH, YEJIOBEK, JTHOOSIINN )KUTh B CBOE YIOBOJILCTBHUE
Bon voyage! (¢bp.) — nobporo myrtu!

Carpe diem (J1aT.) — JIOBU JICHb; JOBU MTHOBEHHUE

Carte blanche (¢p.) — kapT-6:1aH111, MojHas cB0OO1a AeHCTBUI

Casus (J1at.) — ciryyail, IpOUCIIECTBUE

Chef-d'oeuvre (¢p.) — menesp

Cherchez la femme ({pp.) — 3a BceM cTouT xeHiuHa (0ykB, MmuTe XeHIHY)
Circa (7aT.) — OKOJI0, MPUOTU3UTENHHO (0OCOOEHHO O JaTax)

Citius, altius, fortius! (nat.) — BricTpee, Bbiliie, cuiibHEe!

Cito (;1at.) — GBICTPO, CPOYHO

Comme il faut (dbp.) — xomunbho, OIAroNMpPUCTONHBIN; COOTBETCTBYIOIIMIA
IpaBujIaM CBETCKOTO MPUIUYHS

Contra (1aT.) — IpoTUB

Coup d'etat (dbp.) — rocyaapCTBEHHBIA MEPEBOPOT; PE3KOE, PEIIUTEIHLHOE
npeoOpa3oBaHue

De facto (nat.) — ne-daxro, Ha nene, GaKTUIECKH, B JeHCTBUTEIILHOCTH
Dei gratia (;1at.) — MUIOCTBIO OOXKbeEH

De jure (n1aT.) — ie-tope, IOPUANYECKHU, B CUITY 3aKOHA

Demarche (¢p.) — nemapii, AUMIOMATHYECKUI 1Iar

Demode (¢p.) — Beie AN U3 MOJIBI, yCTAPEBIIHIA

De mortuis aut bene, aut nihil (7at.) — O MepTBBIX OO XOPOITIO, TUOO HUYETO
Deo gratias (7at.) — 6;maronaps bory, cnacu6o bory

Deo volente (11at.) — 1o Bojie bora

Dernier cri (pp.) — nocnenHee cioBo; MOCACTHUN KPUK MOJIBI

De trop (¢dp.) — cauiikom, yepecuyp

Deus ex machina (y1at.) — HeoxxuanHoe cnaceHue (OykB. bor U3 marmHb)
Divide et impera! (siat.) — Paznesnsii u BnactByii!

Dixi (J1aT.) — s cka3ai, s BRICKA3aJCs; S 3aKOHYNIT

Ego (nat.) — s

En avant! (¢p.) — Briepen!

Enfant terrible (¢p.) — HecHOCHBIII peOEHOK; YENOBEK, CTAaBSIIMHA JAPYTUX B
HEJIOBKOE MOJIOKEHUE

En masse (¢pp.) — B macce, B 11eniom

En passant (¢p.) — MUMOX0JI0M, MEXAY IPOYHM

En rapport (¢p.) — B COOTBETCTBUH; B CBA3U, B KOHTAKTE

En route (¢p.) — B myTH, 110 g0pore, 1o myTu

Entre nous (¢p.) — Mexay Hamu (TOBOps)

Errare humanum est (s1at.) — YenoBeky CBOMCTBEHHO OIIMOAThCS
Et cetera/ Etc. (;1aT.) — 1 Tak ganee; u ToMy MMoJI00HOE
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Excelsior! (;1at.) — Briepen u Bbiiie!
Ex gratia (yaT.) — U3 MUJIOCTH; JOOPOBOJILHO, HE TIO O0S3aHHOCTH
Ex libris (;1aT.) — 3xcuOpuc; U3 KHUT (TaKOT0-TO)

Gaudeamus, igitur (1at.) — Utak, 6ynem BecenuThes!
Gratis (1at.) — 6ecmuiatHO, 6€3BO3ME3THO

Homo homini lupus est (;1aT.) — YenoBek 4eI0BEKY BOJIK

Homo sapiens (J1aT.) — 4eJIOBEK pa3yMHbIH; MBICISAIIUN YEIOBEK; YEIOBEK Kak
pa3yMHOE CYILECTBO

Honoris causa (J1at.) — paau novera; 3a 3aciyru

Hors-d'oeuvre (¢p.) — 3aKycka; 4To-1u00 HEOObIUHOE, SKCTPAOPAUHAPHOE

Ib/ Ibid/ Ibidem (;1aT.) — TaM ke, B TOM K€ MECTE

Idee fixe (¢p.) — uaeduxc, HaBsI3UKMBas UL

Id est (;1atT.) — TO ecTh

Ignorantia non est argumentum (J1at.) — He3HaHue — He 10BOJ
Ilusions perdues (¢p.) — yrpaueHHbIE HILTIO3UH

Imperium in imperio (;1aT.) — rocyapcTBO B TOCYy1apCTBE

In memoriam (;1aT.) — B maMaTh (0 KOM-JI00), MaMsATH (KOro-I1u00)
Inter alia (;1aT.) — B YaCTHOCTH; CpeAU NPOUYETO; MEXKAY TPOUUM

In vino veritas (j1at.) — MictuHa B BUHE

Ipse dixit (;1at.) — ronocnoBHOe yTBepxkaeHUe (OykB. Cam ckazan); Oe3mymMHOE
MPEKJIOHEHHE TTepPe]] YbUM-JTNO0 aBTOPUTETOM

Je ne sais quoi (¢pp.) — Cam(a) He 3HAO UTO

Jeunesse doree (¢pp.) — 30J10Tast FOHOCTH; 30J10TasT MOJIOJIEHKD

Jour-fixe (¢p.) — xypdukc, 1eHb HeeIu, TPeTHA3HAYCHHBINA JIJIs pUeMa Jpy3ei,
3HAKOMBIX

Kaput(t) (Hem.) — clIoOMaHHBIN, HEOPUTOIHBIN; Pa3rPOMIICHHBIN
Kinder, Kuche, Kleider, Kirche (Hem.) — netu, KyxHs, miaThs, LIEPKOBb

Le Diable etait beau quand il etait jeune (dbp.) — B momomoctu u 4ept Obun
KpacHs.

Le roi est mort, vive le roil (¢p.) — Kopons ymep, 1a 31paBcTByeT KOpOJIb!

Le roi s'amuse (¢p.) — Kopons 3ab6aBnsiercs

Le secret de Polichinelle/ Le secret de comedie (pp.) — cexper [lomummnens;
MHUMBIN CEKPET

Liberte, egalite, fraternite (¢p.) — cB0601a, paBeHCTBO, OPATCTBO

Magnum opus (J1aT.) — BbIJIAIOIIEECS TPOU3BEICHUE
Maitre (pp.) — wmeTp (MOYTHUTETBLHOE HA3BAaHHUE 4YEJOBEKA BBIIAIOIIUXCS
JlapOBaHU )
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Manus manum lavat (1at.) — Pyka pyky moer.

Manage de convenance (¢p.) — Opak mo pacuery

Mauvaiston (¢p.) — 1ypHO TOH, HEBOCITUTAHHOCTD

Medice curat, natura sanat (yiat.) — Bpau seuut, npupoja ucuensier

Memento! (1at.) — ITomun!

Memento moril (1at.) — [Tomau o cmeptu!

Memento viverel (1at.) — IlomHu 0 Xu3Hu!

Mens sana in corpore sano (jat.) — B 310p0BOM Tejie — 310pOBBIN AyX

Merci (¢p.) — cnacu6o

Mesalliance (¢pp.) — Me3anbsiHC, HEpaBHBINA Opak

Modus operandi (71aT.) — crmoco6 AeHCTBHS

Modus vivendi (1at.) — o0Opa3 ’XW3HM, YCJIOBHUS CYILIECCTBOBaHHs; BPEMEHHOE
COTJIAILICHHE

Mon dieu, que les hommes sont bdtesl (¢bp.) — boxxe mMoii, kak rymsl Jroau!

Mot juste (¢p.) MeTKOE 3amMedaHue, CJI0BO

Mutatis mutandis (J1at.) — ¢ COOTBETCTBYIOIIUMH HEOOXOIUMBIMH U3MEHECHUSIMU;
U3MEHUTH TO, YTO TPEOYEeT U3MEHEHUS

Nego (naT.) — oTpuIlaro

Nemo (J1aT.) — HUKTO

Nil (nat.) — HUYTO, HUYETO

Noblesse oblige (pp.) — [Tonoxenue o0s3b1BacT

Nolens volens (7aT.) — Bojeii-HEBOJIeH, B CHITy HEOOXOAMMOCTU; XOYEIlh HE
XOYeIllh

Noli me tangere (n1at.) — He TpoHb MEHS, HE MpUKacaiics KO MHE
Nom de guerre (pp.) — iceBIOHUM

Nom de plume (¢p.) — nceBIOHUM nHcaTens

Non olet/ Pecunia non olet (1at.) — He naxueT; /leHbI'v HE TaXHYT
Nota bene/ N. B. (yiat.) — HoTabeHe, oTMeTKa (OyKB. 3aMeTh XOPOIIIO)
Nouveau riche (¢p.) — HyBopHIL, OGOraThIil BHICKOUKA

Null a dies sine linea (yiat.) — Hu ogHOro AHs 6€3 CTpOYKHU

Obiit (nat.) — OH/ oHa ymep/ ymepna

Omnla mea mecum porto (Jiat.) — Bce cBO€ HOIIY C CO00H
Omnia vanitas (nat.) — Bce — cyera

On dit (¢p.) — 0BOPAT...; CIYX, CTUICTHS

Ordre du jour (¢pp.) — pacnopsI0K JHS; TOBECTKA JTHS

O, sancta simpllcitasl (;1at.) — O, cBaTas npoctora!

O temporal o mores! (1at.) — O BpemeHa, o Hpasbl!

Panem et circenses (1aT.) — Xse0a 1 3peuiil

Par excellence (¢pp.) — npeuMyI1eCTBEHHO, IJIaBHBIM 00pa3oM
Par exception (¢p.) — B Bujie UCKIIOUCHUS

Par exemple (¢pp.) — Hanmpumep
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Pari passu (1aT.) — paBHO, HapaBHE U OJJHOBPEMEHHO

Paris vaut bien une messe (¢p.) — [Tapux crout o6eaHN

Pas (¢p.) — mar; nocTyrnok; npeneeHT

Passim (¢{p.) — Be3ne, BCIOy, 371eCh U TaM, B pa3HbIX MECTax

Per annum (j1aT.) — €XXErojHO; B TOJ

Per aspera ad astra (J1at.) — Uepes TepHUU K 3BE37aM.

Per capita (;1at.) — Ha nyiny (HaceneHus ), Ha YEJI0BEKa

Per se (y1at.) — cam/ camo/ camu 10 ceOe; B YMCTOM BHjIE, 0€3 MPUMECEH; 10 CYyTH;
HEMOCPEACTBEHHO

Persona grata (11at.) — mepcona ¢ara; 110, MOJb3YIOIIeecs: 0COOBIM BHUMAHUEM,
JKeJlaTeNbHas JIMYHOCTh

P. F. (Pour feliciter) — mo3apaBieHue MO Cay4aro Mpa3IHUKa

P. F. N. A. (Pour feliciter A I'occasion Nouvel An) — no3apaBieHue Mo ciy4aro
HoBoro roga

P. P. C. (Pour prendre conge) — npomianue npyu OKOHYaTeIbHOM OThE3/IE

P. C. (Pourcondolier) — BeIpaxeHne co00JIe3HOBAHUS
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Appendix 4. British English and American English: Spelling Differences

British English

American English

Translation

aero-

air-

aeroplane, aerodrome,
airport, aeronaut,
aerospace, aerosol,
aerial

airplane, airdrome,
airport, aeronaut,
aerospace, aerosol,
aerial

CaMOJIET, adPOJIPOM,
a’pOoIIOPT,

a’POHABT, BO3YIITHO-
KOCMHYECKOE
MPOCTPAHCTBO, a3PO30Jib,
aHTEHHA

ae e, ae

anaesthetic, archeology, apxeoJIorus,

archaeology, archeological, apXeO0JIOTUYECKU,

encyclopaedia, archeologist, apXeoJIor, SHLMKJIIONEIUS
encyclopedia

-ction, -xion -ction

connection/connexion, | connection, inflection, | cBsi3b, U3rudbanue/Gpaexcus,

inflection/inflexion, reflection OTpakKE€HUE

reflection/reflexion

-gue -gue, -g

analogue, catalogue, analogue/analog, AmHajor, Karaior, I11aJor,

dialogue, monologue, | catalogue/catalog, MOHOJIOT, TI€JIaror

pedagogue dialogue/dialog,

monologue/monolog,
pedagogue/pedagog

-ise, -ize -ize

apologise, characterise, | apologize, characterize, | U3BBUHUTbCH,

memorise, normalise, memorize, normalize, | xapakTepu30BaTh,

organise, realise, organize, realize, 3alIOMUHATh,

recognise, specialise, recognize, specialize, HOPMAJIU30BaTh,

symbolise, terrorise, symbolize, terrorize, OpTraHu30BaTh,

vaporise vaporize OCYIIECTBUTH/TIOHATb,
PU3HATH/Y3HATbD,
CHeUaIN3UPOBaAThCH,
CUMBOJIM3UPOBATH,
TeppPOPU3UPOBATH,
ucnapsaTh(cs)

-yse -yze

analyse, paralyse, analyze, paralyze, aHaJIU3UPOBATh,

catalyse catalyze rapaan30BarTh,
KaTaJu3UupOBaTh

L1 1

88




cancel-cancelled-
cancelling,
counsel-counselled-
counselling,
dial-dialled-dialling,

fuel-fuelled-fuelling,

label-labelled-
labelling,

level-levelled-leveling,

signal-signalled-
signalling,
travel-travelled-
travelling-traveller,
wool-woollen-woolly

cancel-canceled-
canceling,
counsel-counseled-
counseling,
dial-dialed-dialing,

fuel-fueled-fueling,
label-labeled-labeling,
level-leveled-leveling,

signal-signaled-
signaling,

travel- traveled-
traveling-traveler,
wool-woolen-woolly-
wooly

OTMEHUTh-OTMEHUII-
OTMEHa,

COBETOBATH(CS1) U IP.
IPOU3BO/IHBIE,

HaOUpaTh HOMEP U JIp.
IPOU3BO/IHBIE,
3ampaBiIsiTh TOIJIMBOM U JIp.
MPOU3BOJIHBIE,
MPUKPEIUISTH SIPJIBIK U JIP.
MIPOU3BOJIHBIC
BBIPABHUBATH U JIP.
MIPOU3BO/IHBIE,

CUTHAJIUTh U Ap.
IPOU3BO/IHBIE,
NyTEIECTBOBATh U AP.
IPOU3BO/IHEIE,
IEPCTh-LIEPCTAHOM -
IEPCTUCTBIN

enrol-enrolled-
enrolling-enroller-
enrolment,
fulfil-fulfilled-

enroll-enrolled-
enrolling-enroller-
enrollment,
fulfill-fulfilled-

3QUUCIIUTh B CIIUCOK YJICHOB
U JIp. IPOU3BOJHBIC
BBITIOJTHUTD, BBITIOJTHUAJ U
JIp. IPOU3BOJAHBIC

fulfilling- fulfillment fulfilling-fulfillment YMEIbIN
skilful skillful CBOEBOJILHBIN
wilful willful

-mme -mn, -Imme

gramme, gram,
kilogramme, kilogram

gram, kilogram

rpamMmM, KWJIOrpamm

to programme- to program- OporpaMMHpOBaTh U Op.
programmed- programmed- IIPOMU3BOAHBIC; IPOTpaMMa
programming- programmed-
programmer, programming-
a programme programing-

programmer, a

program
-our -or
armour, armoury, armor, armory, J0CIIeXH, OpOHS, 3a1achl
armoured armored Opy>usi, OpOHHUPOBAHHBIN

behaviour, behavioural

colour, coloured,
colourful

favour, favourite,
favourable

behavior, behavioral
color, colored, colorful

favor, favorite,
favorable

MMOBEJICHNE, II0BEJCHYECCKUN
LBET, IBETHOW, KPACOYHBIN

0J1arOCKJIOHHOCTb,
JIF00E3HOCTD,
WU3TI00JICHHBIN,
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honour, honoured,
honourable, honorary
labour, laboured,
labouring, labourer,
laborious

neighbour,
neighbourhood
odour, odourless,
deodorant, deodorize

honor, honored,
honorable, honorary
labor, labored,
laboring, laborer,
laborious

neighbor,
neighborhood

odor, odorless,
deodorant, deodorize

OJIaronpusTHHIN
4YEeCTh, 3aCITYKCHHBIH,
MMOYTECHHBIN, MOYSTHBIN

TPYI, TPYAWICS U JIp.
IPOU3BOIHBIE

cocea, COCCaACTBO

3amax, 0e3 3amaxa,
JI€30/I0PAaHT,
JI€30I0PUPOBATh
TOCTHHAS, CAJIOH

parlour parlor CJIyX, MOJIBa

rumour rumor CIACUTENb

saviour savior nap, napooOpa3HbIi

vapour, vaporous, vapor, vaporous

vapourous CuJIa, SHEPTHsl, SHEPTUUHbIN

vigour, vigorous Vigor, vigorous

-re -er

cadastre cadastre, cadastre KaJacTp

calibre caliber Kamuop

centre, centres, central | center, centers, central | HEeHTp, UEHTPHI,
LEHTPaJIbHbBIN

fibre, fibrous fiber, fibrous BOJIOKHO, BOJIOKHUCTBIN

litre liter JIATP

manoeuvre, maneuver, maneuvers, | MaHeBp, MaHEBPHI,

manoeuvres, maneuverability MaHEBPEHHOCTh

manoeuvrability,

to manoeuvre to maneuver MaHEBPUPOBATh

meager meager CKYAHBIN

metre, metric,
centimetre, kilometer
meter

somber
theatre, theatrical

meter, metric,
centimeter, kilometer
meter

somber
theater, theatrical

METpP, METPUYECKUH,
CaHTHUMETP, KUIOMETP
CUETUMK, U3MEPUTEIbHBIN
npubop

MpayHbIN, TEMHBIN

TeaTp, TeaTpaIbHbIN

se, ce se, ce

defence defense 3amura, 000poHa

offence offense OCKOpOJIeHME,
MpaBOHAPYIIECHUE

pretence pretense IIPUTBOPCTBO,
NPETEHIIMO3HOCTh

to practise, practised, to practice, practiced, | IpaKTUKOBATh,

practising, practiser;

practicing, practicer;

pPaKTUKOBAJ (U JIp.

90




practice (noun)

practice (noun)

HpOI/IBBO,Z[HLIC); ITpaKTUKa
(cymr.)

Miscellaneous Pa3noe

aluminium aluminum ATFOMUHUHT

cheque check YeK

cigarette cigarette, cigarette curapera

cosy cozy YIOTHBIN

draught draft CKBO3HSK

grey gray Cepblii

kerb, kerbstone curb, curbstone Kpail TpoTyapa,
OOpAOPHBINA KaMEHb

matt matte MAaTOBBIN

mould; mouldy mold; moldy nekano, hopMma; IIeceHb;
MOKPBITHIN MJIECEHbIO

plough plow naxarThb, IUIyT

pyjamas pajamas nKama

sceptic, sceptical, skeptic, skeptical, CKENTHUK, CKEIITUYECKUH,

skepticism skepticism CKENTULIA3M

speciality specialty CHEUHUATBHOCTD

storey, storeys; two- story, stories; two- ATaX, ITAXHU;

storey, two-storeyed story, two-storied JBYXATaXKHBIN

tyre

tire

IIHA, ITIOKPBIINIKA
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Appendix 5. Countries, nationalities, capitals

Afghanistan Adranucran Afghan Kabul
Albania Anbanus Albanian Tirana
Algeria AJDKUp Algerian Algiers
Argentina ApreHTuHa Argentinian Buenos Aires
Australia ABcTpanus Australian Canberra
Austria ABCTpUs Austrian Vienna
Bahamas Bbaramckue o-Ba Bahamian Nassau
Bahrain baxpeiin Manama
Bangladesh banrmanem Dacca
Belgium benbrus Belgian Brussels
Bermuda Islands  |bepmynckue o-Ba  |Bermudian Hamilton
Bolivia bonuBus Bolivian LaPaz

Brazil bpesnmus Brazilian Brasilia
Bulgaria bosrapus Bulgarian Sofia
Burundi Bypynnu Bujumbura
Cambodia Kambomxa Cambodian Phompenh
Cameroon KamepyHn Cameroon Yaounde
Canada Kanana Canadian Ottawa

Chile U Chilean Santiago
China Kuran Chinese Beijing/ Peking
Colombia Komxymb6us Colombian Bogota
Congo Konro Congolese Brazzaville
Costa Rica Kacra-Puka Costa Rican San Jose
Cuba Ky6a Cuban Havana
Cyprus Kunp Cypriot Nicosia
Czech Uexust Czech Prague
Republic Hauus Dane Copenhagen
Denmark

Dominican Jomunukanckas  (Dominican Santo Domingo
Republic Pecnybnuka

Ecuador DKBaJIop Ecuadorian Quito

Egypt Eruner Egyptian Cairo

El Salvador CanbBagop Salvadoran San Salvador
Ethiopia Dduonus Ethiopean Addis Ababa
Finland Ouunauans Finn Helsinki
France OpaHuus Frenchman Paris
Germany ['epmanus German Bonn

Ghana I"ana Ghanaian Accra
Gibraltar I'mbpanTap Gibraltarian Gibraltar Town
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Great Britain/ BenukoGpura- British/ Briton/ London
United Kingdom/  |[ausi/ Coenqunennoe |Englishman
England KOpOJIEBCTBO/
AHrnus
Greece ['penus Greek Athens
Guinea I'BuHes Guinean Conakry
Haiti lantn Haitian Port-au- Prince
Hawaii ["aBaiin Hawaiian Honolulu
Honduras ['onpgypac Honduran Tegucigalpa
Hong Kong ['OHKOHT Hong Kong
Hungary Benrpus Hungarian Budapest
Iceland Ucnanaus Icelander Reykjavik
India Nupus Indian New Delhi
Indonesia NHnone3us Indonesian Jakarta
Iran Wpan Iranian Tehran
Iraq Npak Iraqi Baghdad
Ireland Npnanaus Irish(man) Dublin
Israel N3paniip Israeli Jerusalem
Italy Uranus Italian Rome
Ivory Coast Bbeper CnonoBoi Abidjan
Koctu
Jamaica SImaiika Jamaican Kingston
Japen Snonus Japanese Tokyo
Kenya Kenus Kenyan Nairobi
Kuwait Kygeiit Kuwaiti Kuwait City
Lebanon JIluBan Lebanese Beirut
Liberia JIuGepus Liberian Monrovia
Libya JIuBus Libian Tripoli
Luxemburg JlrokcemOypr Luxemburger Luxemburg
Madagascar Maparackap Madagascan Antananarivo
Malawi Manasu Lilongwe
Malaysia Manaiizus Malayaian Kuala Lumpur
Malta Marnbra Maltese Valletta
Mexico Mexkcuka Mexican Mexico City
Monaco Monako Monegasque Monaco-Ville
Mongolia MoHnronus Mongol Ulan-Bator
Morocco Mapokko Moroccan Rabat
Nepel Henan Nepali Kathmandu
Netherlands / Hunepnangsr / Netherlander/ Amsterdam
Holland I'ommanaus Hollander
New Zeland Hogas 3enannuss  |New Zelander Wellington
Nicaragua Hukaparya Nicaraguan Managua
Nigeria Hurepus Nigerian Lagos
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North Korea Cesepnast Kopesi  |North Korean Pyongyang
Norway Hopserus Norwegian Oslo
Oman OmaH Omani Muscat
Pakistan [Takucran Pakistani Islamabad
Panama ITanama Panamanian Panama City
Papua — New [Tanya — HoBas  |Papuan Port Moresby
Guinea I'Bunes
Paraguay ITaparsau Paraguayan Asuncion
Peru ITepy Perugian Lima
Philippines OUITUNTTUHBI Philippian Manila
Poland [Tonbiua Pole Warsaw
Portugal [TopTyranus Portuguese Lisbon
Puerto Rico [Tyspro-Puko Puerto Rican San Juan
Romania Pymbinus Romanian Bucharest
Russia Poccus Russian Moscow
Rwanda Pyanna Kigali
Saudi Arabia CaypnoBckas Saudi Riyadh
ApaBus Arabian
Senegal Ceneran Senegalese Dakar
Sierra Leone Coeppa-Jleone Sierra Leonean Freetown
Singapore Cunranyp Singaporean Singapore City
Slovakia CnoBakus Slovak Bratislava
South Africa HOxnast Appuka  |South African Pretoria
South Korea HO>xnas Kopest South Korean Seoul
Spain Ncnanus Spaniard Madrid
Sri Lanka [Ipu-Jlanka Colombo
Sudan Cynan Sudanese Khartoum
Sweden [Isernusa Swede Stokholm
Switzerland [[IBeliapus Swiss Berne
Syria Cupus Syrian Damascus
Taiwan TaiiBaHb Taiwanese Taipei
Thailand Taunann Thai/ Thailander Bangkok
Togo Toro Togolander Lome
Tunisia TyHuc Tunisian Tunis
Turkey Typuus Turk Ancara
Uganda Yranaa Ugandan Kampala
United Arab OObeauHeHHbIE Abu Dhabi
Emirates Apalckue
DMUpaThl
United States of CIIA American Washington
America / USA
Uruguay Ypyraaii Uruguayan Montevideo
Venezuela Benecyana Venezuelan Caracas
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Yemen Uemen Yemenite Sana'a
Zaire 3aup Kinshasa
Zambia 3amous Lusaka
Zimbabwe 3num0OaoBe Harare
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Appendix 6. US States

AL
AK
AZ
AR
CA
CO
CT
DE
DC
FL
GA
HA
ID
IL
IN
IA
KS
KY
LA
ME
MD
MA
MI
MN
MS
MO
MT
NE
NV
NH
NJ
NM
NY
NC
ND
OH
OK
OR
PA
PR
RI
SC

Alabama
Alaska
Arizona
Arkansas
California
Colorado
Connecticut
Delaware
District of Columbia
Florida
Georgia
Hawaii

Idaho

Illinois
Indiana

Iowa

Kansas
Kentucky
Louisiana
Maine
Maryland
Massachusetts
Michigan
Minnesota
Mississippi
Missouri
Montana
Nebraska
Nevada

New Hampshire
New Jersey
New Mexico
New York
North Carolina
North Dakota
Ohio
Oklahoma
Oregon
Pennsylvania
Puerto Rico
Rhode Island
South Carolina
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Anabama
Ausscka
ApuzoHa
ApkaH3zac
Kanudopuus
Konopano
Konnextukyt
JHenaBap
Oxpyr Komymbus
®nopuaa
JIxopxus
["aBaiin
Annaxo
Niummnoric
Nuanana
AiloBa

Kan3zac
KenTykku
Jlyn3nana
Meitn
Mbpunenn
Maccauycerc
Mwuuuran
MunnecoTa
Muccucunu
Muccypu
MonTana
Hebpacka
HeBana
Hpro-I'emniump
Hero-JIxepcu
Hpro-Mekcuko
Hero-Hopk
CesepHnas Kaponuna
CesepHas [lakora
Oraiio
Oxknaxoma
Operon
ITencunbBaHus
[Tyspto-Puko
Pon-Aiinenn
IOxnas Kaponuna




SD
TN
TX
UT
VT
VA
WA
VW
WI
WV

South Dakota
Tennessee
Texas

Utah
Vermont
Virginia
Washington
West Virginia
Wisconsin
Wyoming

IOxnas JlakoTa
Tennecu

Texac

IOta

Bepmont

Bupmxunns
Bammnarron

3anaanas Bupmxuaus
Buckoncun
Barniomunr
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