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1. OPTAHM3AIIMS CAMOCTOSTEJIBHOM PABOTHI

1.1. Oprann3alliOHHO-METOJIMYECKUE JAHHBIE TUCIUILIUHbI
OO0t 006bEM YacoB
10 BUJIaM
CaMOCTOSTEILHON
Ne
paboThI
.10 HanmenoBanue TeMbI

(u3 maon. 5.1 PII])

IIOJITOTOBKA K
3aaaTHsaIM (I1x3)
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Moayabs 1- ®opmer obpamenus. PasroBop mo Ttenedony.
Jenosast moe3aka. [IpubsiTue.

MonynbHas equauna 1 @opMel oOpamieHus

MopynbsHas eqununa 2 PasroBopsl o tenedony

MopynbHas eqununa 3 JlenoBast moe3aka

MopynwsHas eqununa 4 [Tpubsitue

32

Mopnyas 2 - IIpudbiTHe. Y CTPOHCTBO M NPHEM HA padoTy.
MopynwsHas eqununa 4 [pubsitue
MonysbpHas eauHuna 5 YCTpoilcTBO U pueM Ha padoTy

16

Moayas 3 - ¥YcrpoiictBo U npuém Ha pabotry. B oduce
komMnannu. CTpykTypa u opopmJjieHHE AeJI0BbIX MHCEM.
MopynbHas equHuIa 5 YCTPORCTBO M IPUEM Ha padboTy
MonynbHas eaununa 6 B opuce komnanuu

MopynsHas enuauma 7 CTpykrypa U 0GOPMIICHHE JIETTOBBIX
IIICEM

24

Mopnyas 4- Ctpykrypa m odopMileHHE JeJ0BBIX IHCEM.
JenoBble TOKYMEHTbI.

Monynbaas eaununa 7 CTpykTypa U O(QOpMIICHHE JENOBBIX
IIICEM

MopynbHas eqununa 8 JlenoBbie TOKYMEHTHI

22




2. METOAMYECKHUE PEKOMEHJAIINHU
1O HOAT'OTOBKE K 3AHATUAM

2.1 113 1-2. ®opmbl o0pamieHus.

Heo6xoanmMo 06paTuTh BHUMaHUE HA CIICAYIOIINE MOMEHTHI:

I. Jlexkcuka (nmekcuueckue equuuiibl (JIE) «®opmer oopamennsi»: 1.I1pousnomenue (JIE).
2. Ynorpebnenue (JIE) B peun.

II. Texcr «@opmbl obpameHusi»: 1. Ynorpebnenue JIE. 2. Ynorpebnenue I'S. 3. Obmiee
coJiepKaHUe TEKCTa.
2.2 113 3-4. PazroBopsl no tejiedony.

Heo6xoanmMo 06paTuTh BHUMaHUE HA CIICAYIOIINE MOMEHTHI:

I. JIekcuka «PasroBopsl no tenedony»: 1.IIpousnomenue (JIE). 2. Ynorpednenue (JIE)
B peun.

II. Texct «Pasrosopsr mo Tenedony»:1. Ynorpednenne JIE. 2. Ynorpebnenune I'S. 3.
Oo01mee conepkaHuE TEKCTA.
CP JlenoBas moe3aka.
Heo6xoanmo oO6paTuTh BHUIMAaHUE HA CIEAYIOIINE MOMEHTHI:

L. Jlexcuka «JlenoBas moesnka»: 1.Ilpousnomenne (JIE). 2. Ynorpeonenue (JIE) B peun.

II. Texer «/lenoBas moesnka»: 1. Ynorpebnenue JIE. 2. Ynorpebnenue ['S. 3. OOmee
CoZIep’KaHHE TEKCTa.
CP IIpudbiTHE.
Heo6xoanmo o6paTuth BHUMAaHUE HA CIEAYIOIINE MOMEHTHI:

I. JIekcuka «IIpubsrtue»: 1.IIpounsnomenue (JIE). 2. Ynorpebnenue (JIE) B peun.

II. Texkct «IIpubbitne»: 1. Ymorpebnenue JIE. 2. VYmorpebnenme I'S. 3. OOmee
COZIep’KaHHE TEKCTa.

2.3 13 3¥cTpoiicTBO U MpHeM Ha padoTy.

Heo6xomumMo o0paTuTh BHUMaHUE Ha CIEAYIOIINE MOMEHTEHI:

I. Jlekcuka «YcrpoiictBo u mnpuem Ha paboty»: l.Ilpomsnomenue (JIE). 2.
VYnorpebnenue (JIE) B peun.

II. Texker «YcrpolicTBO M mpueM Ha pabory»:1. Ynorpebnenue JIE. 2. Ynorpebnenue
I'41. 3. Obuiee congepxaHue TEKCTA.
CP B opuce komnanum.

Heobxoaumo o6patuTh BHUMaHUE Ha CISAYIONNE MOMEHTHI:



I. Jlekcuka «B oduce xomnanum»: 1.Ilpousnomenue (JIE). 2. Ymorpebnenue (JIE) B

peyn.

II. Texct «B oduce komnanum»: 1. Ynorpedaenue JIE. 2. Ynorpebnenue I'S. 3. OOmiee

COJACPIKAaHNUE TCKCTA.

2.4 113 4 «CTpyKkTypa M 0(popMIIeHHE JeJIOBBIX I CEM>».

Heobxoaumo o6paTuTh BHUMaHUE Ha CICAYIONNE MOMEHTHI:

I. Jlexcuka «CtpykTypa U odopmieHue nenoBbix nucem»: 1.Ilpousnomenne (JIE). 2.

VYnorpebnenue (JIE) B peun.

II. Tekcr «Ctpykrypa u odopmieHue nenoBbix mucem»:l. Ymorpebnenue JIE. 2.

VYnorpebnenue ['S. 3. O6miee comepkaHue TEKCTA.

2.5 113 5 «/lenoBbIe JOKYMEHTBI».

Heobxoaumo o6patuTh BHUMaHUE Ha CICAYIONNE MOMEHTHI:

I. Jlekcuka «JlenoBwie mokymeHThl»: 1.Ilpousnomenue (JIE). 2. Ynorpebnenue (JIE) B

peyn.

II. Tekcr «/lenoBbie nokyMeHThI»: 1. YoTpebnenue JIE. 2. Ynorpebnenue ['S1. 3. OGmee

COJACPIKAaHNUE TCKCTA.

3. MeToanyeckue peKOMEHIAIUH MO BHINOJHEHUI0 HHIUBUIYATbHBIX IOMAIIHUX 32 JaHUH.
WupuBuayanbHbIC JOMAITHUE 33/1aHUS BBITOTHSIOTCS B ()OpME KOHTPOJIBHOM paboThL. 3a
Kypc 00y4eHHsI CTyIeHT cIaéT | KOHTPOIBHYIO paboTy, B 4 ceMecTpe.

3.1. TeMbl MHIUBUYAIbHBIX 3aJIaHUIL:
Kontponbnas padora Ne 1

[IpopaboraiiTe Bech TEKCHUECKUN MaTepHa 1o TeMaMm:

a) CTPYKTYypa opOpMIICHHS ITOBBIX MTUCEM
0) BUOBI IUCEM

B) oopMIIeHUE KOHBEPTa

r) opopmieHne pesrome

1) opopmIIeHHE TUChbMa- YBEIOMIICHUS, MIChMa — 3aIpoca

e) oopMIICHHE PE3IOME
K) 0(OpMIICHHE CITY)KEOHOU 3aMUCKU
3) oopMIICHHE KOHTPAKTa

1 BBIITOJIHUTC MPAKTUYCCKUC 3aJaHUS 110 HpOpaGOTaHHBIM TEMaM.

1. Haijinute COOTBETCTBHA.

1. Date

BerynuTenbHoe oOpaliieHne — MpUBETCTBHE.

2. The internal address — name and address of
the person, to whom the letter is directed

Buytpennuii agpec - uMs 1 aapec Juiia,
KOTOPOMY aJIpECyeTCsl TUChMO

3. Polite greeting

[ara

4. Subject of the letter

3akimounTenabHas (HopMysia BEXIUBOCTH — «JI0
CBUOAHUI»

5. Text of the letter — the essence of a question

YKa3zaHue Ha NPUIIOKEHUE

6. Polite “Good-bye”

YkazaHue Ha coJiepykaHue MIChbMa UITH O YeM
OHO (He 00sI3aTEILHO)

7. Signature

VYka3aHue Ha KON




8. Enclosures TekcT nuchbma — U3JI0KEHUE CYTH BOIIPOCOB

9. Copies [Toanuce

2. Pacnojio:xure 3J1€eMeHThI A€JI0BOIo NUCbMa B NIPaBUJBHOM MOPHAIAKE.

[S—

. 3 Enclosures
2. HOWARD and PRATT
Ladies' Clothing
306, 3d Avenue
Chicago, 1II. 60602
USA
3. Thank you very much for your offer of goods sent to us.
We shall keep you informed as to our decision concerning the terms and conditions of your
offer.
4. Yours faithfully.
5. JACSON and MILES
118 Regent Street
London W1C 37D
UK
6. P. PRATT, Jr
Buyers
7. cc: M. Brown
8. Offer of goods
9. Gentlemen:

3. Onpeneaure, K KAKOMY THIIY MHCbMAa OTHOCATCA cJieayionme ¢ppaspl:

a) Thank you for your delivery of men’s silk shirts which were ordered on Sept. 16, 2008. At the
same time we would like to draw your attention to the following.

After examination of the shirts we discovered some manufacturing defects.

b) We read your advertisement in the “Pet Magazine” of 25™ December. We are interested in
buying your equipment for producing pet food. Would you kindly send us more information
about this equipment.

¢) In response to your letter of 17" March, we thank you for sending us your catalogues of men’s
silk shirts. We are sure that there will be a great demand for them in Ukraine. We are enclosing
our Order Ne 142...

4. OdopMieHne KOHBePTA

A) Ilepen Bamu koHBepT:

(1) Thistlethwaite & Co.

596 Broad Street

(2) London EC4 3DD

(3) England
Eagle Press Inc.
(4) 24 South Bank
(5) Toronto, Ontario M4J 7LK
(6) Canada




Coomnecume und)opmauulo noo 0npedeﬂeHHblM HOMEpOM Ha KOHeepme C mem, Umo OHa

obo3nauaem.

the addressee’s house number

the town the letter comes from
the country in the mailing address
the sender

the town in the mailing address
the country the letter comes from

B) Ilepen Bamu koHBEpT.

Coomuecume um[)opmauuio noo onpeoeﬂeuubm HOMEPOM HA KOHéepme C mem, Umo OHa

obo3nauaem.

(1) H. Brown &W. Pink Ltd.
(2) 18 Hill St.

London (3) WIM 5RN
England

(4) Modem Machine Tool Corporation
300 (5) Lincoln Place

Chicago, (6) IL 60610

USA

1. the house number in the return address
2. the state name in the mailing address
3. the addressee

4. the sender

5. the ZIP Code in the return address

6. the street name in the mailing address

C) llepen Bamu koHBePT:




The Aluminium Alloy Co.

(1) 79 Prince Albert St.

(2) Birmingham B21 8DJ

England
(3) J. White & Co. Ltd.
254 (4) Smuts Avenue
(5) Cape Town
(6) Australia

Coomnecume unghopmayuro noo onpeoeieHHviM HOMEPOM HA KOHEEpHe C meM, Ymo OHA
00031nauaem.

1. the town the letter comes from

2. the country in the mailing address

3. the street name in the mailing address
4. the house number in the return address
5. the town in the mailing address

6. the addressee

5. OdopMmiieHne 1€10BOT0 MUCHbMA

A) Pacnonosxcume uacmu 0e108020 RUCbMA 6 NPABUTLHOM HOPAOKE.
1. 2 May 2008

2. William Wilson

Office manager

3. We intend to purchase a new office copier before the end of the fiscal year. We would like to
consider and RBM copier and wonder if you have a model that would suit our needs.

4. RBM Manufacturing Company, Inc
421 Ninth Avenue

New York, NY 10055

5. Dear Sir or Madam,

6. Yours sincerely,

7. Mahoney and Milliman, Inc

151 Benson Street



Bronx, NY 10465

B) Pacnonoscume uacmu 0e106020 RUCbMa 6 RPABUTLHOM NOPAOKe.

1. NORP

Freeport High School

Freeport, VT 66622

2. Henry Purcell

President

3. October 15, 2002

4. Dear Ms. Stravinsky:

5. Yours truly,

6. The members 3a the Freeport chapter of the Nation Organization of Retired Persons would
indeed be interested in a lecture on “Proposed Changes in the Finencing of Medicare”.
Therefore, with much appreciation, I accept your offer to address our club.

7. Ms. Iva Stravinsky

Attorney-at-Law

200 Center Street

Freeport, VT 66622

C) Pacnonosxcume uacmu 0108020 nUCbMa 6 RPAGUILHOM NOPAJKE.

1. Mrs. Sharon Tong

693 Felham Parkway

Bronx, New York 10422

2. Very truly yours,

3. We certainly appreciate your interest in Maxine Sportswear. Nevertheless, I am afraid I cannot
supply you with the information you requested. Because we do not sell our garments directly to
the consumer, we try to keep our wholesale prices between ourselves and our dealers.

4. Maxine Sportswear Co., Inc.

842 Seventh Avenue



New York, NY 19918
5. Dear Mys. Tong:

6. S. Granville

Sales Manager

7. June 10, 2004

6. OopMmiieHHE IJIEKTPOHHOI0 CO001IeHUs, (pakca, MeMOPAHAYMAa (CJIyKeOHOH 3alIUCKN)
A) Bvibepume cnosa unu cnogocouemanus 0714 3an0JaHeHUs NPONYCKO8 makK, 4moosvl OHU
ompadcanu 0CcOOEHHOCmU OPOPMICHUA CTLYHCEOHOU 3ANUCKU:

(1) : Northwest Area Sales Staff
From : Management

Subject @)

3) : 14 February

We’d like to quickly go over some of the changes in the new monthly sales reporting system that
we discussed at Monday’s special meeting. First of all, we'd once again like to stress that this
new system will save you a lot of time when reporting future sales.
We understand that you have concerns about the amount of time that will be initially required for
inputting your client data. Despite this initial effort, we are confident that you will all soon enjoy
the benefits of this new system.
4
1. Date
2. Management
3.To
4. New Monthly Reporting System
B) Boibepume cnosa unu cnosocouemanusn 011 3anoiHeHUss RPONYCKO8 Mak, Ymoovl OHU
ompascanu 0CcOOEHHOCmU 0PYOPMAEHUA CTIYHCEOHOU 3ANUCKU:

To : (1) Janet Benson,

From 1 (2) , Manager

Subject : (3)

10



(4) _____: 4 September 2009
I’m writing to inform you that Booklet of Our Services is not ready.

The Publishing Department definitely needs some assistance. Otherwise they will not meet the
deadline.

Oliver Knott

1. Oliver Knott

2. Date

3. General Manager
4. Booklet of Services

C) Bvibepume cnosa unu cnosocouemanusn 01 3an0HeHUs NPONYCKO8 MAK, YN o0Obl OHU
ompascanu 0coOeHHOCmu 0hopMaeHUA CTIYHCEOHOU 3ANUCKU:

To : William Kheen

(D) : Dr. Alex Vole
(2)___ :Conference Attendance
Date )

It’s my pleasure to inform you that the Foundation will fund your attendance at the Conference.
If you need some help with your visa, please let me know. I can be contacted on (4)

Alex Vole

1. Subject

2. xx@cam.ac.uk
3. From

4. 23 May

7. OdopmiieHue pe3roMe, MUCbMa-3asiBJIEHUS, MCbMA-yYBeI0MJICHUS, TUCbMA-3a1Poca,
KOHTPAaKTA, CJIyKeOHOI 3allUCKHU

A) Onpeoenume, K KAKOMY 8U0Y 0€7108020 0OKYMEHMA OMHOCUMCA RPEOCMABIEHHbLI HUJICE
OmMpBbIBOK.

11



WORK EXPERIENCE
August Pharmaceutical Researcher at Pfizer, UK
2002—- Research into the effective treatment of leukaemia
present: Focusing on the reduction of treatment side-effects
Organising personal funding of research and funding
of departmental research
Advertising letter
Memo
Resume
Inquiry Letter

B) Onpeoenume, k kakomy 6uoy 0106020 OOKyMEeHmMa OMHOCUMCA NPEOCMAGIeHHbLIL HUMCEe
OMpBbIEOK.

We would be pleased to receive details of fax machines which you supply.
together with prices.

We need a model suitable for sending complex diagrams and printed
messages mostly within the UK.

Cover Letter
Inquiry Letter
Advertising letter

Offer Letter

C) Onpedenume, Kk KaKomy 6uody 0€108020 0OKYMeHHA ONMHOCUNLCA RPEOCMABIeHHbLIL HUJICE
OMPUHIGOK.

The quality of our products remain the same — only the finest chemicals are
used. The new prices are for minimum orders of § 2.000 and are effective as
from 1 January. Immediate dispatch is guaranteed. and we hold ample stocks.

Cover Letter

Letter of Complaint

12



Offer Letter
Resume

D) Onpeoenume, k kakomy 6udy 0€106020 OOKyMEeHma OMHOCUMCA NPEOCMAG/IeHHbLIL HUMCEe
OMpBbIBOK.

On 15 September I bought one of your ‘Big Ben” alarm clocks from Stansfield
Jewellwers. Unfortunately I have been unable to get the alarm system to work
and am very disappointed with my purchase...

................................................................................................

Memo

Inquiry Letter
Cover Letter

Letter of Complaint

E) Onpeoenume, k kakomy euody 0e106020 00KymeHma omHoCUmcs npeoCcmasieHHblil Hux ce
OMPUHIGOK.

---------------------------------------------------------------------------------------------

As you all know, Christmas is our busiest season of the year. Every vear it is
a struggle for management and supervisors to find the time and energy to
organize a staff Christmas party. This vear. we have decided to postpone the
Christmas party until after our busy season.

Contract
Memo
Cover Letter

Inquiry Letter
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