MunucTepcTBO 00pa3oBanus U Hayku Poccuiickoit denepanuu
denepanbHOE TOCYAIAPCTBEHHOE OFOIKETHOE
00pa3oBaTeIbHOE YUPEKACHNE BBICIIIETO 00pa30BaHM
«ANTalCKUM TOCY1apCTBEHHBINM I'YMaHUTAPHO-NIEAArOTMYECKUI
yHuBepcureT umeHu B.M. IlykmmHa»

Jles10BOM AHIJITMUCKHN SI3BIK

Business English

Vuebno-memoouueckoe nocobue

buiick
%\ ATTTIY um. BM. lykimsa
" | 2018




1129

bbK 81.43

129
Heqamaemc;z no pemeﬂuio
pedam;uozmo—uadameﬂbc;coeo coeema
DI'EOY BO «AITIIY »
PeLieH3eHT:

KaHJA. TeJ. HayK, JOLEeHT Kadeapsl WHOCTpaHHBIX s3bikoB PI'BOY BO
«ATTITY um. B.M. lllykmunay O.M. Jlunycmuna (r. buiick)

JenoBoii anramiickmii s3pik = Business English [Tekcr]: ydeGHo-
meroandeckoe mocoobue / coct. H.A. Ieen, W.H. Ky3smuna,
I0.JO. XnpicTyHOBa; ANTaCKMM  TOCYJNApCTBEHHBIA  T'yMAaHUTapHO-
neparorndyecknii yausepeuteT um. B.M. lllykmuna. — buiick: ®I'bOY BO
«AITIIY», 2018. — 116 c. — 50 »k3.

B u3pganuu npeacTaBieH TEOPETUUECKUN M MPAaKTUUECKUH MaTepuaj Mo JAUCIUILUINHE
«JlemoBol MHOCTPAHHBIN SI3bIK (AHTIMICKHI)»: OCHOBHAs JIGKCHKa Mo TemMaM «B aspo-
nopty», «B orene», «Haznauenue Bctpeun» «Kak cripocuts gopory», «IIpuem Ha pado-
Ty», «CobeceoBaHney, MUAJOTH U YIPAXHEHUS IJIsl pa3BUTHS YCTHOW pedd, a Takke
MpaBujia HAMCAaHUS U OOpa3Illbl JEOBBIX MHUCEM M pe3toMe. Takke MpPEe/CTaBIeH TeCT
JUISL CAaMOMPOBEPKU M CHIEHHUAIIBHBIE TEKCTHI [T MEPEBOAA U TOBOPEHUS, HAIPABICHHbBIE
Ha paboTy C pa3HBIMU ACMEKTAMU S3bIKA U BUJIAMU PEUEBOH JESITEILHOCTH.

[Tocobue pekoMeHAOBAHO I MarucTPOB M OakajaBpOB, OOYYAIOIIMXCS MO HAIpaB-
neHusiMm noarotoBku «llemarornueckoe oOpazoBanue», «llcuxonoro-negaroruyeckoe
obOpazoBanue», «Typuszm», «buoskonorus», « MeHEIKMEHT», «3eMIIEYCTPOICTBO U Ka-
nactpely, «/luzaitn», «I[IpodeccuonanbHoe oOydeHue», a Takke MpernogaBaTeNiell aH-
TJIMICKOTO A3bIKA BBHICHIUX YUYEOHBIX 3aBEJICHUN U BCEX 3aMHTEPECOBAHHBIX JIUII.

© ®I'bOY BO «AITTIY», 2018.
© Cocr.: IBery H.A., Ky3pmuna M.H., Xnsicrynosa F0.10., 2018.



Conep:xxanue

Introduction.............coooiiii 4
MOAUIE T ceureiiniiiiiiiie e 5
Topic 1. Atthe airport ..o 6
Topic 2. Atthehotel ...............o 18
Topic 3. Askingthe way.........ccoooiviiiiiiiii i 35
Topic 4. Making an appointment...............ccoevevinveennnn.. 37
Speaking «Me and my profession»...............ccooevevinnene. 40
Module 2 ..o 44
Topic 5. Applying for a job. Interview.......................... 45
TOPIC 6. RESUME.... i e 52
Topic 7. Business correspondence .............ccceevvenennnn.. 60
Final Test ..o, 91
Additional texts. ..o, 98
Listof literature............oooiiii e, 115



INTRODUCTION

Heab y4eOHOro U3JaHUA — PACHIUPEHUE Y CTYJEHTOB TEOPETUUECKUX
3HAHWH, CBSI3aHHBIX C JEJIOBOM KOMMYHUKAIMEN, U PA3BUTHUE MPAKTUYECKUX
HABBIKOB HMCMOJIb30BAHUSI MHOCTPAHHOTO (QHTJIMHUCKOTO) fA3bIKa /i npodec-
CHOHAJILHOTO 001IeHus B chepe npodeccuoHanbHON AESATEIbHOCTH, a TAKXKe
Pa3BUTHUE COLMOKYJIbTYPHBIX KOMIETEHIIUNA MPU YYACTUU B KOMMYHHKAIIUSIX
B COOTBETCTBUU C HOPMAMHU, IPUHSATHIMA BO BCEM MHUPE.

[Ipouecc m3ydeHUs AUCUUILUIMHBI «Jle0BOM WHOCTpPAHHBIN (aHTJIMM-
CKHI) SI3BIK» HAIlpaBJICH Ha (HOPMHUPOBAHUE 00UenpodheccUuoHaIbHOU KOM-
nemeHyuy — TOTOBHOCTU OCYIIECTBIATH MPO(ECCHOHATBHYI0O KOMMYHHKA-
I[MI0 B YCTHOW U MUCHbMEHHOM (popMax Ha PyCCKOM U MHOCTPAHHOM SI3bIKAX
JUTs peleHus 3a1a4 npodecCuoHaNbHOM 1eITeTbHOCTH.

B pesynbTaTe paboThl 110 JAHHOMY ITOCOOUIO CTYJICHT JIOJIKEH

3Hamw: Po(HECCUOHATIBHYIO JEKCHUKY, KYJIBTYPY JI€JI0BOr0 OOLIEHUS;

ymemb.

- 8 obnacmu 2080peHuUs: apTyMEHTUPOBAHO BBIPAXKaTh CBOE MHEHHE,
o0cyxaarh npodeccruoHanbHbIe MPOOIEMbI, TPOXOAUTH COOECETOBAHUE MPHU
npuéme Ha paboTy, Ha3HAYaTh U OTMEHSTH JCJIOBbIE BCTPEYH U TIP.;

- 68 obnacmu nucvma: TUCATh JACIOBHIE MHChMA, PE3lOME, MUChMa O
npuémMe Ha paboTy, COOOIIEHHUS MO AIEKTPOHHOW MOYTE B COOTBETCTBUU C
TpeOOBaHUSIMU JEJI0BOTO 3TUKETA;

- 8 obracmu ayoupoganus. COBEPIICHCTBOBAaTh YMEHHUE CIyIIaTh
ayTeHTUYHbIE TEKCTHI U3 c(Pephl AEIOBOM KOMMYHUKAIUH;

- 6 0O1aCMU YMeHUs: COBEPUICHCTBOBATh YMEHUE YUTATh ayTEHTUYHBIE
TEKCTBI 10 MTPO(PUIBHON TEMATHUKE;

61ademsp: JEKCUYECKUM 3allacoM B COOTBETCTBUHU C MPOecCHOHAIb-
HOU cepoii 00IIeHUS.

[IpeacraBineHHOe W3aHKME BKIIOYAET CIEAYIOIIME MaTepuasbl: OCHOB-
HYIO JIEKCUKY 10 TemaM «B aspomnopty», «B ortene», «HazHaueHnue BcTtpeun»
«Kaxk cnpocuts nopory», «lIpuem Ha padbory», «CobecenoBanuey», AUanoru
U YOPOKHEHUS ISl Pa3BUTHS YCTHOM PEUH, a TakKe MpaBUiia HAMMMCAHUS U
oOpasIiibl IEJTOBBIX MUCEM U pe3toMe. Takxke MpeACcTaBiIeH TECT sl CaMOIIPO-
BEPKU U CIIEIMAIbHBIE TEKCTHI JIJIs IEPEBOia U TOBOPEHHU S, HAIIPABIICHHbIE HA
paboTy C pa3HbIMU ACTIEKTAMMU SI3bIKA U BUAAMU PEUEBOMU JIEATEIIBHOCTH.
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TOPIC 1. AT THE AIRPORT

I. PRACTISE READING SOME USEFUL EXPRESSIONS:

I’d like to make an airline reserva-
tion.
I’d like to book a seat to Moscow.

One business class / economy class
ticket to Moscow, please.

I’d like to make a reservation on
the Moscow flight.

I’d like to make a reservation on
the 7:45 evening flight from Lon-
don to Boston.

How much is an air ticket to Mos-
cow?

How much is a child’s ticket?

| need a return ticket.

Round trip ticket.

Is there any discount?

Is it a transfer flight?

Is that a direct flight?

Where do we land before the final
destination?

How long does the flight take?

Do they serve food?

What can | take to the cabin?

I’d like a window seat, please.

I’d like an aisle seat, please.

Is there a bus to the airport?
What time do | have to check in?

Where do | check in?

When is boarding time?

When does boarding begin?

I’m calling to confirm my reserva-
tion for tomorrow. It’s on British

Airlines flight 777.

S Ob1 xoTen 3abpoHUpOBaTH OWJIET Ha
camoUIeT.

I ObI XoTen 3akasarh Owier 10 MOCK-
BbI.

Omnu Owminer 1o MOCKBBEI B OH3HEC-
KJIaCcCE/3KOHOM-KJIacce, MokKaIlyncra.

4 6B1 xoTen 3a0poHUpOBaTH OWJIET Ha
MOCKOBCKHM PENC.

S 61 xoTen 3a0poHUpOBaTH OWIET Ha
BeyepHUM perc u3 JIongona B bocTtoH B
19:45.

CKOJIbKO CTOUT OWJIET Ha CaMoJIeT B
MockBy?

CKOJIBKO CTOUT JETCKUM Oumet?

MHe Takxe HyXeH OWieT B 0OpaTHYIO
cTtopony. buner tyga u odpatHo.

Ectb 1 kakue-HuOyab CKUIIKHU?

D10 peiic ¢ nepecaakon?

D10 TpsMOit peiic?

['ne y Hac OyaeT mpomexyTodHasi Mo-
caaka?

Kak monro mpoaosymkaercst moyer?

Bo Bpems nonera OyayT KOpMUTB?

Yro s MOTy B35ITh C OO0 B CalloH?

S Ob1 mpeanoyven MeCcTo y OKHa, MoXa-
JTyHUCTA.

S OB mpenmoyen MECcTo PSIAOM C IMPO-
XOJI0M, MOKAJIYHUCTA.

B asponiopt xoaut aBTo0yc?

B kakoe Bpems s 1OJDKEH IPOUTH PEru-
CTpalMIo Ha peic?

['ne mpoxoaut perucrpanus?

Korna mocanka?

Korpa HaunHaercs mocaaka Ha peuc?

Sl 3BOHIO MOATBEPJUTH CBOE OPOHHUPO-
BaHWE Ha 3aBTpa. IJTO bputum Diip-

JanH3, peic 777.
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I’d like to change my reservation.
I’d like to cancel my reservation.
When is the next flight to London?
Will this flight leave on time?

Where will you be flying?

What is your final destination?

Do you prefer a window seat or an
aisle seat?

Flight number 777 will take off
from LaGuardia Airport at 7:45
p.m.

The plane starts boarding at 7 p.m.
Boarding will start 45 minutes be-
fore the departure time.

I’d like to check-in my luggage.
What’s the charge for each excess
Kilo?

Please mark this bag as “fragile”.

May | see your passport, please?
Do you have any luggage?

You have to check-in your lug-
gage.

Open your case for examination,
please.

How many pieces of baggage do
you have?

Place your bag on the scale.

Do you have any carry-on lug-
gage?

Carry-on can’t weigh more than 10
Kilos.

Your luggage is 6 Kkilos over-
weight.

I’m afraid, you’ll have to pay for
excess luggage.

Put your tablet out of your bag,

S OB1 XOTEN U3MEHHUTh CBOE OPOHMPO-
BaHMUE.

S OB1 XOTE€NT OTMEHHUTH CBOE OPOHUPO-
BaHMUE.

Korga crnenyromuid/Onuxaiimii - peiic
1o Jlonona?

DTOT peiic OTHmpaBUTCA IO pacluca-
HUIO/BOBpeMsi?

Kyna BbI neture?

KaxkoB BaI nmyHKT OpuOBITHS?

Bbl mpeamnounTaeTe MECTO y OKHA WM
PSIOM C TTPOXOJA0OM?

Peiic No777 ornpaButcs U3 a’pornopra
Jlal'apnus B 19:45.

[Tocanka Ha peiic HauHerces B 19:00.
ITocaaka HauHercs 3a 45 MUHYT A0 OT-
MIPaBJICHHUS.

S xouy 3aperucTpupoBaTh CBOM Oarax.
CKOJBKO HYHO JIOIJIATUTh 33 KaXKIbIN
JIMIIHUN KUJI0TpamMm?

[ToxanyiicTa, OTMEThTE ITOT Oarax Kak
«XPYIIKUW».

Bam nacnopr, noxxanyicra.

VY Bac ectb Oarax?

Bbl [OJDKHBI 3aperucTpupoBaTh CBOU
Oarax.

[Toxanylicta, OTKpOMTE CBOW 4YEMOJAH
IUISL JOCMOTpA.

Cxonbko Oaraxka Bl BezeTe? (Koymue-
CTBO CYMOK)

[TocTaBbTE CBOKO CYMKY HA BECHL.

VY Bac ecTh pyuHas kiajp?

Bec pyuyHOll Knaau HE JOJKEH MPEBBI-
marb 10 Kr.

[lepeBec Bamero Oaraxka cOCTaBIsIeT 6
KT.

4 60r0Ch, BaM HYKHO OyJeT JOIUIaTUTh
3a TIepeBecC.

JloctaHbTe, MOYKATYMCTA, Balll TTAHIIET
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please.
Take out your cell-phone and place
it on the tray, please.

Take off any metallic items and put
them on this tray, please.

You can’t take this liquid on the
plane.

Open the bag, please.

Do you have anything to declare?

Do you have anything forbidden in
your suitcase: drugs, guns, explo-
sive materials?

Is there anything sharp or danger-
ous in your hand luggage?

| must confiscate these goods.

You may pass on.

| have nothing to declare.

| need a customs declaration form.
How much alcohol can | take?
How many blocks of cigarettes can
| take?

| have only my personal belong-
ings.

Tickets and luggage registration for
flight number 777 to Moscow pro-
ceeds at stand 5.

Flight number 777 of Lufthansa
Airlines has been delayed until 7
p.m.

Tickets registration for flight num-
ber 777 to Moscow is completed.
The gate closes 15 minutes before
departure.

What is the purpose of your visit?
How long are you planning to stay?

Where will you be staying?
Have you ever been to the USA be-

U3 CyMKH.
JloctanbTe, mnNOXaMyKWcTa, CBOM MO-
OWIBHBIN TelepOH U MOJOKUTE €ro Ha
MTOJHOC.

CHumuTEe, MOXKaNIylhCcTa, BCE METAJUIH-
YECKUE MPEIMEThl U TMOJO0XKUTE KX Ha
3TOT NOJHOC.

Bbl HE MOKETE B34Th ATy KHAKOCTH B
caMoJI€eT.

OTkpoiiTe, MOXKaAITyHCTa, CYMKY.

Y Bac ecThb 4TO-HUOY[b, MOMAJIEKAIIICE
JIEKIapUPOBAHUIO?

Y Bac ecTb B UeMOJaHe 3aNpelieHHbIE K
MPOBO3Y BEIIU: HAPKOTUKH, OPYXKHUE,
B3PbIBUATHIC BEILIECTBA?

B Bameil py4yHOUM KJIaJiu €CThb OCTpbIE
WJIU ONIACHBIE TTPEAMETHI?

S BBIHYKJIeH KOH(PUCKOBATh 3TU BEIIIH.
Br1 MOkeTe mpoXoauTh.

MHe Heuero neKknapupoBarh.

MHe Hy>keH OJlaHK JeKJIapalui.
CKOJNBKO CIIUPTHOTO 51 MOTY BE3TH?
CkoybKO OJIOKOB CUTApeT s MOTY IIpo-
BE3TU?

Y MEHS TOJIBKO JTUYHBIC BELIU.

Y cTouku HOMEp S5 MpOomOJKaeTcs pe-
rucTpanusi OuneToB U Oaraxka Ha peiic
Homep 777 1o MOCKBBI.

Petic Homep 777 aBmaymuuii Lufthansa
Airlines otknaneiBaercs 10 19:00.

3aKOHUCHA pETHCTparus OWIETOB Ha
peiic Homep 777 10 MOCKBBI

Brixon 3akpeiBaercs 3a 15 MUHYT 10
BBIJIETA.

KakoBa nenp Bamero suzura?

Kak [oaro BbI MIIaHUPYETE OCTABATHCS
B CTpaHe?

['1e BBI OcTaHOBUTECH?

Be1 panbiie O6pBanu B CIIA?
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fore?
Have you filled out your customs Bsl 3amonHuan 0JlaHK TaMOKEHHOM Je-

declaration? KJ1apanun’?

How  much  foreign  mon- CkoibKO MHOCTPAHHOW BAJIIOTHI y Bac C

ey/currency have you got? co0oii?

It is a business trip. S B koMaHIUPOBKE (O LIEIH MPUE3/Ia).

It is a pleasure trip. S mpuexai oTIbIXaTh.

I’1l be staying for one week. S coOuparoch ocTaBaThCA B CTPAHE OJI-
HY HEJIeIIO.

I’1l be staying at a hotel / relatives’ f ocraHoBitOCh B 0Tele/y pOACTBEHHU-

place / friends’ place. KOB/JIpY3€H.

This is my first visit. 3T0 MOH NIEpBBIN BU3HT (B CTPAHY).

| have lost my ticket / boarding $1 moTepsin cBol OwieT/mMOCaOYHBIN
pass / passport / carry-on luggage.  tanoH/macnopT/py4HyIo KJIajb.

| have lost my child. S motepsi cBoero pedOeHKa.
I have lost my group. S oTcTan ot rpynmsl (TYpUCTUUECKOM).
| didn't receive the claim tag when MHe He BbIAau OaraHyr KBUTAHIIMEO
| checked in. IIPH pETUCTpaIiy.
My baggage is broken, and some Moii Oaraxx moBpeXJIeH, ¥ HEKOTOPBIX
things are missing. BEIIICH HE XBaTaeT.
My luggage hasn’t arrived. Moii 6arax He TpHObLI.
My luggage has been lost. Moii Garaxx morepsuics.
Notes

On flights going to or inside the U.S., you will probably be asked some extra
security questions before or during check-in. Here are some sample questions
and the correct responses:

Agent: Did you pack your bags yourself? You: Yes.

Agent: Are you carrying any firearms or flammable materials? You: No.
Agent: Has your luggage been in your possession at all times? You: Yes.

1. FIND THE ENGLISH EQUIVALENTS TO THE WORDS:

ITonet, camosner, Ouiet, OWIIET B OJIHY CTOPOHY, OMIIET TyJla U 00paTHO,
JNETCKUIl Ouiier, Oaraxk, pydHasl Kiajib, NAclopT, OXpaHa, TaMOKEHHas Je-
KJIapalus — 3arojHATh TAMOXKEHHYIO JEKIapalnio, KOMaHIUpOBKa, OpOHU-
poBaHue — OpOHUPOBATH, MTOKYIATh, MEHSTh, IJIATUTh, TO3BOHUTH, ITOATBEP-
JIUTh, OTMEHHUTb, PErUCTPALMS — MPOXOAUTh PErUCTPALMIO, HAYMHATHCS —
IIPOJOJKATBCS — 3aKaHYMBATBHCs, MOCAJKa, PEUC C NEpPEeCaaKou, IMPsIMOU
peiic, mocaoYHbIi TaloOH, MECTO Yy OKHA, OTHpaBJIeHHE, MPUObIBATH, OCTa-
BaTbCH.



I11. READ AND TRANSLATE THE DIALOGUES:
I
Travel agent: Can | help you?
Buyer: 1 want to fly to London next week. I’d like to make reservations for a
roundtrip ticket.
T. A.: What day are you planning to leave for London?
B.: On the 12" of March.
T. A.: There are three flights to London on that day - at 10 a.m, at 8.30 and 9
p.m. Do you have any preference about the time of the day?
B.: I’d rather leave at 9 p.m. | want to get to London early in the morning.
T. A.: | can make a reservation for a TWA flight. Are you going to travel 1°-
class or economy?
B.: | prefer economy. How much will it be?
T.A.: 440 dollars.
B.: Are meals and refreshments served on the flight?
T. A.: Yes, they are.
B.: What’s the flying time?
T. A: Six hours.
B.: What’s the London airport we’ll arrive at?
T. A.: Heathrow Airport. How many days are you planning to stay in Lon-
don?
B.: Seven days.
T. A: When would you like to fly home from London?
B.: March 22™.
T. A.: All right. Your name and address?
B.: Boris Brown, 64 Apt. 99" Street, Rego-Parte, New York 11374
T. A.: And your telephone number?
B.: (718) 439-7286.
T.A.: Will you pay by credit card?
B.: Yes, by Master Card. Number... Valid until January 15, 2019. When can |
get my tickets?
T. A.: You’ll have them 2 days before your departure.
I
- Is this Mercury Airlines counter?
- Yes, itis. May | help you?
- I’d like to check my reservation for today’s flight to Mexico City.
- May | see your passport and ticket?
- Is everything in order?
- Yes, it is. Where is your baggage?
- It’s over there.
- Very well. It weighs exactly thirty pounds.
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- Do | get a baggage check?
- Yes, you do. Here it is. Now go to gate number seven. Your flight number
Is 326.
- What time does the plane leave?
- At 4.30.
Il

At the Customs (Speakers: two passengers)
- Have you filled in the immigration card?
- Yes. Have you?
- I don’t need to. It’s only for non-British citizens.
- Oh, yes, of course. Is this the way?
- No, I go through here — «British Passport», you see. I’'m afraid you have to
go over there. It says «Commonwealth and EEC Passportsy.
- All right. See you outside the baggage claim area.

(Speakers: a customs officer and a passenger)
- Can | see your passport?
- Certainly, here it is.
- Have you anything to declare?
- Nothing.
- What’s the purpose of your visit?
- I’'m attending a conference in London.
- Well, would you mind opening this bag, please?
- There you are.
- Thank you. Right. That’s all. You can go through now.
- Thank you.
IV

Passport control
- Helen, the passport control officer will ask you for your passport. Produce
it, please.
- Oh, yes, here it is. | believe he will ask us where we are going to.
- That’s right. Besides he will be interested to know how long you are going
to stay here.
- I am obliged to answer all questions. Is that so0?
- No doubt. You will have to tell the passport control officer about the pur-
pose of your visit.
- Anything else?
- Nothing else. They are usually very polite.
- Will he ask me about the visa | have?
- Sure, he can. He’ll be interested to know if you have a tourist visa, or a mul-
tiple entry and exit visa or an exchange one.

11



- But I have an immigration visa. It has been recently granted to me. I’m not
going to extend it.
- O.K. Don’t be nervous. Everything will be fine.
- Is that all?
- No, after the passport control you’ll go through the customs control at the
customs area.
\/

At the check-in counter

- Hi. I"d like to check in for the flight to Vienna, please.

- Hi. Welcome to Italian Airlines. Can | see your ID and your tickets,
please?

- Sure. Here they are.

- Thanks. How much baggage do you have?

- | have two bags and one suitcase.

- Could your put your bags on the scales, please? ... OK. Did you pack
the baggage yourself?

- Yes, | did.

- Well. Your baggage exceeds the weight limit. It weighs 34 kilograms
and I’m afraid you’ll have to pay additional fees for the extra weight, sir. The
charge is 15 euros per kilogram.

- Never mind. | will pay for that.

- Ok. And do you have any hand luggage?

- | think I will carry my backpack and a fragile souvenir into the cabin.

- Let me have a look at them. OK, they are not heavy. Remember you
are not allowed to carry any bottles, electrical goods or sharp things onto the
aircraft. They should be placed in your baggage.

- No, there aren’t any prohibited items in my hand luggage.

- OK then. Here are the security tags for your hand luggage. Please at-
tach them to your items. What kind of seat would you like to take: an aisle
seat or a window seat?

- I’d rather prefer an aisle seat this time. It makes it easier to move
around.

- Ok. No problem, sir. So your seat number is 9 F. Here is your boarding
pass. When you hear the announcement about your flight departure, move to
Gate 6 and you may board your aircraft. You will be boarding in one hour.
Enjoy your flight!

VI
At the baggage checking machine

- Please put your mobile phones and laptops in the tray. As soon as you
are ready, please proceed to the security check.

- All right, sir.

12



- Could you empty your pockets and put everything in the tray? And can
I see your boarding pass, please? ... OK. Now let me inspect you, sir. Please
raise your hands. ... OK. You may go. Here is your boarding pass. Don’t for-
get to collect your items from the tray. Thank you.

IV. TRANSLATE THE DIALOGUES INTO ENGLISH:
I
Booking a flight

- MHue nyxHO B Pum B cnenytomem Mecsie. S 01 XoTen 3a0poHUpOBaTh Ou-
JIET TyAa U 0OpaTHO.
- Korja uMeHHO BBI XOTUTE MOJIETETH?
- 20 utons1.
- B atot nenb ectb 4 camonera B Pum - B 11.00, 15.30 u 19.00 u 23.00. V Bac
€CTh MPEANOYTEHUSI OTHOCUTEILHO BPEMEHHU JTHSI?
- 51 6w1 xoTen BbUIETETH B 15.30.
- 5l Mmory 3a0poHupoBaTh OMIIET HA peric komnanuu J-Seven. Kakoil kiacc Bbl
NPEANOYUTAETE - IEPBBIA UIIA SKOHOM?
- 4 661 ipeanouen 3xkoHoM-k1acc. CKOJIBKO 3TO OyAET CTOUTH?
- 754 eBpo.
- Bo BpeMs noJieta noar0T HAUTKUA U 3aKYCKU?
- Jla, moparor.
- Kak gonro gimurcs noyier?
- Bocemb 4yacos.
- Korna BbI Tutanupyete nokuHyTh Pum?
- Uepes nath qHEH, 25 UroHs.
- Xopomo. Bamie nms u aapec.
- Anexcannp KpayH, kBaptupa 5, Taiim3-cksep, Hpio-Mopk 11374.
- Bamr nomep Tenedona?
- (718) 239-726856.
- Boi Oyzaere miatuth KpeAUTHOU KapTOn?
- Jla, Mactep Kapa. Homep ... Korna st cmory 3abpath OuieThi?
- Onu OyayT y Bac 3a 2 AHs 70 BBLIIETA.

I

Booking a Flight

- 3apasctByiTe! S Ob1 XOTEN 3a0pOHUpPOBATH OWIIET HA pelic U3 AMCTep1aMa
110 MOCKBBI Ha 3aBTPAIIHEE YTPO.
- 3npaBcTByiiTe! Bam HyXeH OueT B 00a KoHIa?
- B o1uH KOHeEN, MmoKanyucra.
- Xopor1o. Mory npeyioxkuth BaM peiic «Aspodiiora». Otnpasienue B 6.30
yTpa.
- Kakoii Tapud?
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- Tapud s sxoHoM-kiacca 230 eBpo, BKJIIOUas HAJIOT.
- Xopoio.  Bo3bMy €ro.

Il

Booking a Flight

— 3npaBcTByiiTe! MHE HY>XHO 3a0pOHUPOBATH OAWH OWiieT B 00a KOHIIA J0
JloH10Ha Ha 3aBTpaIlHUI Bedep.
— Korza BbI XOTUTE BEpHYTHCS?
— 10 mapra.
— BpI X0THTE KynUTH OMJIET HA TIPSAMOU peric?
— DT0 3aBUCHUT OT Tapuda.
— BbI X0Tenu 6b1 A5KOHOM-KJIacC MU Ou3Hec-Kiacc?
— DKOHOM-KJIACC, MOKATYHCTA.
— Xopomio. S mMory mpeajioXuTh BaMm JeCSITUYacoBOM peic «bputuim Jii-
py2ii3» u3 Mockssl. Tapud mo 3xoHOM-Ki1accy 758 10J1apoB.
— Bo ckosbko oH nipuObiBaet B JIoH10H?
— B 6.55 yTpa no MecTHOMY BPEMEHH.
— O1nuyHo. S BO3bMY €ro.

v

Registration

- HoOperii nenn! S xoren Obl mpoWTH peructpainuio Ha peic 10 CaHKT-
[lerepOypra. S mory 370 31€CH clienaTh?
- [a, cap. D10 cTOiKa perucTpaiuy Ha JaHHbIA perc. JlainTe MHe, moXany -
CTa, CBOM MacropT 1 OUJIeT.
- Bor, noxainyiicra.
- [lonoxxure, moxanyiicra, Bamr 6araxk Ha Becbl. X0poIo. Y Bac €CTh B 4e-
MOJIaHE 3alpPEIICHHBIE K MPOBO3Y BEIIHW: HAPKOTUKH, OPYXKHUE, B3PbIBUATHIC
BEIECTBA?
- Her.
- O, Oaraxx ciMIIKOM Tsikenbli. borock, Bl 10omkHBI Oynere caenaTh aoria-
Ty.
- Torna st BBIHY BOT 3TH MIPOCIIEKTHI.
- Cop, monoxuTe, MoKamyiicta, 6arax Ha BecChl emie pa3. Temnepb BCE B IMO-
psanke. MoxeTe B3sTh CBOM mactiopt u 6minet. Bor Bam mocamounslii TamoH.
- Cniacu0o 60:b1110€.

V

At the check-in desk

- Peiic na Caukr-IleTepOypr BbuieTaeT BOBpeMs?
- K coxanenuto, Oyzer 3aaepxka, HO, BEpOSTHO, OHA HE MPEBBICUT TPUIIAThH
MUHYT. Y Hac 37ech KoMmQopTaOenbHbId 3a71 oXuaaHus BbuieTa. Bcee Oec-
miatHo. [IpoiauTe, mokanylcra, TyJa U TOKIUTECh OOBSBICHUS pelica.
- Cnacu60 Bam Gosbiioe.
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- He crout GmarogapHocTH.
Vi

Check-in
- 3npaBcTByiTe! Bam macnopr, nmoxanyicra.
- Bot, Bo3bMUTE.
- BbI :)kenaeTe MecTo y OKHA WK y ITpoxoaa?
- Y okHa.
- Xopomo. [TocTaBpTe Ban uemoaaH Ha BECHI, CIP.
- BbI caMOCTOSATENBHO YIIaKOBBIBAJIN BEIIU?
- Jla.
- Bb1 koro-nmbo npocuian moMo4b BaM HECTH Oarax?
- Her.
- Crmacu6o0. Bo1 Oyjere ciaBath 3Ty CyMKy?
- Her, 510 py4Has Kiazb.
- Xopomo. Bot Bam nocanouHblid TaJIOH. BeIxo Ha mocaaky Homep 32.
- ['ne a10?
- [loBepHUTE 31€Ch HAJIEBO U 3aTEM CIICIYWUTE MO YKA3aTEIISIM.

VIl

Check-in
- 3apaBcTByiTe! Bam 6uiier u nmacnopT, moxanyncra.
- Bot, noxanyiicra. MoXKHO MHE MECTO y OKHa, IToXkanyicra’?
- [IpoctuTe, HO Yy Hac HE OCTAIIOCH MECT y OKHA.
- B TakoM ciyuae st ObI XOT€JI MECTO Y MPOXO/JIa.
- He mpo6niema. Bel xoTHTE ciath 3Ty CyMKy B O6arax?
- Her, s cnato ot 1Ba yeMopgaHa, a 3Ty CyMKy Oepy B PyUHYIO KII1aJlb.
- Bbl caMOCTOSATENTEHO YITaKOBBIBAJIN BEIIIU?
- Jla.
- Bo1 koro-n110o npocuiau noMoub BaM HECTH Oarax?
- Her. ¥V Bac ectb OupkH 17151 IPUOPUTETHOTO Oaraxa?
- Koneuno. Bot Bair nocasiouHsblil TajioH ¥ OMpKa AJi IPUOPUTETHOTO Oara-
xa.
- Cnacu0o.
- [Ipuarnoro nosera.

Vil

Check-in
- 3apaBcTByiTe! Bain 6uiier u nacnopT, noxanyncra.
- Bot, nmoxaiyiicra.
- Bb1 He nmepenaBaiu Bai 6araxk TpeThbUM JIUIIAM?
- Her.
- [Ipoctute, HO Bai Oara)k MPEBBIIAET JOMYCTUMBIN Bec. MakcUMaabHbIN
JOMYCTUMBIN BeC 23 KI' Ha KaXylo equHuIly Oaraxka. Bam Becut 27.
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- Ho 4 neuy ¢ gpyrom. Y Hac nBa mecra.

- Bbl MokeTe 3aperucTpupoBath ABa ueMojaHa. DTo He npodiema. Mnu Bam
npuaercs 3amnatuth 100 gosmapoB 3a NpeBbIICHUE Beca.

- Xopoio. S BbIHY KO€-KaKrhe CBOM BEIIY U IPOHECY UX KaK PYUYHYIO KJIaJb.

- Ouensp xopoio. [Ipoctute 3a HEY100CTBO.

KOMMEHTAPUU

1. excess baggage (mociioBHO: M3UIIHKME Oarax); mepeBOIUM: Oarax, mpe-

BBIIIAOIIMN JOITYCTUMBIN BEC

2. piece of baggage — enqununa G6araxa (HampuMep, YeMoOJaH, CyMKa, PIOK3aK

U T.J.)

IX

Missing

the flight

- 3npaBctByiiTe! S TONMBKO UTO OmMO3/ain Ha CBOM peiic. UTo MHe Teneph Jie-

JaTh?

- He nmpoGnema. Mb1 nocrapaemcs 1
BaM NPUAETCS JOTUIATUTh CEPBUCHBIN
- CKOJIBKO 3TO OyJET CTOUTH?

- 175 nosutapos.

- Mens 310 ycTpauBaer.

V. READ WHAT YOU COUL
THE RIGHT TRANSLATION:

OCaJIuTh Bac Ha CIEAYIOLIUNA PEUC, HO
coop.

D HEAR AT THE AIRPORT. FIND

- Flight number 3609 to New York,
check-in in progress at counters 15
and 16.

- Flight number 6584 to Vienna is de-
layed. Estimated time of arrival 11
hours 35 minutes.

- Flight number 4523 to Maoscow,
boarding now at gate 4.

- Final call for passenger Michael
Smirnoff booked on flight 4523 to
Moscow. Proceed to Gate 4 immedi-
ately.

- Attention passengers on flight 37A3
to Moscow, KLM airline. The depar-
ture gate has been changed to 10. Fol-
low the signs.

- Ladies and gents! Don’t leave your

— Peiic 981 B I'oHKOHr aBHakKoMIIa-
HUM «CHHTranmypckue aBUAIMHUN
3a7iepkaH B CBSI3U C MOJATOTOBKOM K
BbUIeTy. [IpyHOCMM W3BHUHEHHUS 3a
3a/iepkKy. Bam OyayT mpenioskeHbl
OecruiaTHBIC HAITUTKH.

- Ilocagka HayHETCs B TEUYCHHE Yaca.
Cnacu0o 3a TOHMMaHHE.

— IlocnenHuid BBI30B HA MOCANKY JJIs
naccaxupa Muxamna CMHUpHOBa,
BbUIETAIOLIETO pericoM 4523 B Mock-
By. HemeyieHHO npoiauTe K BBIXOTY
Ha MocajJiIKy HoMmep 4.

— Hper peructpauus Ha perc 3609
1o Hero-Mopka, cToiiku perucrparun
15ul6.

— Jambl u rocnioga! He ocraBinsiite
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bags unattended. CBOH BeIIU 0€3 IPUCMOTPA.

- Flight number 981 to Hong Kong, | — Petic nomep 24B u3 JlongoHa 3a-
Singapore airline, is delayed due to | nep>xan wu3-3a IIOXHMX ITOT'OJHBIX
preparation for departure. We are sor- | ycimoBuii. HoBoe Bpemsi oTnpaBiieHus
ry for the delay. We will be offering | 23 gyaca 15 MunyT.

complimentary drinks. — BHHMaHUWIO MaccaxupoB, BBLIETA-
romux pericom 37A3 aBHaKOMITaHUU
- Boarding will start in about fifteen | KJIM no MockBbl. Beixox Ha moca/i-
minutes to an hour. Thank you for | ky usmenen Ha 10. CnenyiiTe 1o yka-
your understanding. 3aTeNIsIM.

— Peiic HoMep 6584 B Beny 3azaep-
- Flight number 24B to London is de- | xan. Pacuetnoe BpeMs mpuObiTus 11
layed due to bad weather conditions. | vacoB 35 Munyr.

New departure time is 23 hours 15 |— Hper mocaaka Ha pekic 4523 B
minutes. Mocksy. Beixon HOMep 4.

VI. ROLEPLAYING.

a) You're buying a ticket to your destination. Ask the booking-clerk about the
type of ticket you would like, time of departure, number of the platform, etc.
Speak with your partner.

b) You bought a return ticket to Galway, but you have just noticed that it is a
one-way ticket, although you paid for a return ticket. Try to change your
ticket.

C) You’re checking in, the security after some important questions about
your luggage ask you to place it on the scale and to open your case for exam-
ination. Your luggage is 6 kilos overweight.

d) You’ve missed your flight to Washington and need to book a new ticket
for another day. Choose the day, the time and discuss the possible traffics of
the flight.
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TOPIC 2. AT THE HOTEL

Part |I. Checking-in

I. PRACTISE READING SOME USEFUL EXPRESSIONS:

I’d like to book a single room for
24 April

I’d like a room for 3 people.

| have a reservation.

How much is a double room?

How much is the charge per night?
How may | help you?

What can | do for you?

Would you like a single or a dou-
ble room?

What kind of room would you
like?

Who's the booking for?

Can | have your name please?

How do you spell that?

Could you spell that please?

How many people are you travel-
ing with?

How many nights will you be stay-
ing?

How long will you be staying?
What time is checkout?

How will you be paying?

Will you pay by VISA card?

Is that correct?

But there is only one vacant room
with park view and unfortunately it
doesn't have a balcony.

I can offer you a room with ... (a
shower, a bathroom, a TV, an air
conditioner, the Internet).

We have a small suite.
Unfortunately, we haven’t any va-
cancies for today.

S xoten Obl 3a0pOHUPOBATH OJTHOMECT-
HBI HOMEp Ha 24 anpeis.

S xoten Obl KOMHATY 7Sl 3 YEJIOBEK.

51 3aka3pIBasT HOMED.

CKOJBKO CTOUT JIBYXMECTHBIN HOMED.
CKOJIBKO CTOMT HOMEpP Ha OAHY HOYb?
Yewm s MOTY BaM MOMOYb?

Yro s Mory caenath 11 Bac?

Ber xorean OBl OJDHOMECTHBIM WIIH
JIBYXMECTHBI HOMED?

Kakyto koMHaTy Bbl XOT€IU ObI?

Ha ybe ums 6ynere OpoHUpPOBATH?
Baiue nms, noxanyiicra?

[Ipousnecure 1Mo OykBaMm, MOXKaIyHCTA.
Bbl HE Moryn OBl TPOM3HECTH MO OYK-
Bam?

CKOJIBKO 4Y€JIOBEK MyTEIIECTBYIOT C Ba-
MH?

Ha ckosbko HOuYen BbI
ocTaThCs y Hac?

Kak nonro Bbl Oynete npoxuBaTh?
Korpa Beie3n?

Kak BbI Oynere omiaunBath?

Bol Oyniere orauuBath kapToit VISA
Bce npaBuiibHO?

Ho ecth TOJBKO OavH CBOOOIHBINA HO-
Mep C BUJIOM Ha MapK, U OH, K COXaJie-
HHIO, 0€3 OaIKOHa.

Sl mMory mpenioXuTh BaMm HOMED C ...
(myieM, BAaHHOM, TEJIEBU30POM, KOHIU-
nuonepoM, utepHeTom)

VY Hac HET CBOOOIHBIX HOMEPOB.

K coxanenuro, y Hac HET CBOOOHBIX
HOMEPOB Ha CETOAHSIIHUN JICHb.

IJIAHUPYETE
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We reserved room 35 for you.

Fill in this form, please.

The standard double room costs ...
dollars per night. So it is 630 dol-
lars for seven nights.

I'm going to be here for two more
weeks.

Just tonight.

We would like to hire a standard
room for two nights.

Can you offer us anything else?

Is there anything else you would
like to know?

Would you like a wake-up call?
Let me give you your confirmation
number.

I'll just check what we have avail-
able.

Four euro per night excluding VAT
Do you accept VISA/Master card?

Do you take VISA card?

We will pay cash. Here you are.
Here is your change

Here’s your key.

The hotel clerk helps with your
luggage and follows to the room.
I'd appreciate it if you could give
me a room with a good view

You can visit the bar on the second
floor which doesn't close until 3
a.m.

Is there a pool?

Do you have a sauna?

What floor is the on?
Where is the restaurant located?
What about the public transport?

Excuse me, and when is the last

Mps1 3ape3epBupoBaiu s Bac 35 Ho-
Mep.

3anogHUTe 3TOT OJIaHK, MOXKATYHCTA.
CranpapTHbeIi JBYXMECTHBIM HOMEp
CTOHUT ... AOJUIAPOB 3a HO4Yb. UToOTO, ...
—3a 7 HOYeH.

S cobupatock NpoOBITH 37€Ch OoJiee
JIBYX HEJEb (3a/iepKaThCs Ha ...).
Tonpko ceroans.

Mpb1 xoTenu Obl CHSTh CTaHJIAPTHBIN
HOMEDP Ha 2 HOYM.

Bbl MokeTe MNpensiokuTh HaM YTO-TO
eme?

Bbl xoTenu Obl MOJYyYUTH €lle KaKylo-
160 uHdopMaiuio?

Bac nyxHo Oyzet pa3OyauThb?
Bo3pmure, mnoxanyncra, Ball pEru-
CTpPALIMOHHBIA HOMED.

S TONBKO MPOBEPIO, YTO Y HAC €CTh B
HaJIMYUU.

4 eBpo 3a HOub 0e3 yuera HJIC

Bol mpunuMaere kaptsl VISA unu Mas-
ter?

Bol npunumaere kaptel VISA?

Mp1 OyieM MIIaTUTh HATMYHBIMU.

Bot Bama cnauga.

Bo3bpmute Bam Kirou.

Hamm mopTee momoxeT BaM C¢ Oarakxom
U TIPOBOUT B HOMEP

S 6bu1 ObI OYEHB OJIaroJapeH, eciu Obl
BBl MHE JIaJId HOMEP C XOPOIIIUM BUJIOM.
Brl Moxere moceTuth 0ap Ha BTOPOM
staxke. OH paboTaeT 10 3 4acoB HOYH.

VY Bac ectb Oaccern?

VY Bac ecth cayHa?

Ha xakxom 3Taxxe Haxoaurcs ...7

['ne pacnonoxeH pectopan?

Uto HacyeT 0OIIECTBEHHOTO TPaHCIIOP-
Ta?

HM3Bunute, a Korma HMJIAET MOCICIHHMN
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bus?

Where is the nearest bus stop?
What bus do we have to take to get
to the city center?

Where can | change money near
here?

We have a currency exchange. You
can change money any time during
a day.

Thank you very much for the in-
formation.

Room service

a maid

to ask for ...

Do you have a room service?
We have 24-hour room service.

That’s room 405 on the fourth
floor.

| checked in three days ago. There
are several minor problems, which
should be fixed.

Come in, please. It's open.

What's the problem?

I'd like to make a complaint

I'd like some breakfast, please.

I'd like to order a meal as well.

| have another request to make.
I'd like to talk to someone about
the air conditioner. It isn't working.

My TV doesn’t working. Could
you have a look at that?
I've noticed a small
bathroom.

Is there anyone who can fix it?
How long will it take?

You have to make an appointment
in advance.

leak in the

aBTo0ycC?

I'ne Ommxkaiinmag ocranoBka? Ha kakom
aBTOOyce MBI MOIJIM OBl J0€XaTh M0
LIEHTpa ropoja?

I'me g moGiu3octi mMor Obl OOMEHSTH
JICHBI U ?

VYV Hac ecTtb 00MeH BamtOThl. BeI MoskeTe
OOMEHSTh JICHBI'M B JIIOOOE BpEMs B Te-
yeHue JHA.

Bonbiioe criacu6o 3a nadopmariuio.

Oo0cayxuBaHue HOMEPOB

TOpHUYHAs

IPOCUTH O YEM-JIHOO

V¥ Bac ecTb 00CIIyKMBaHUE B HOMEpPAx?
VY Hac KpyrJIoOCyTO4YHOE OO0CITy>)KMBaHHUE
HOMEPOB.

Ot10 HOMep 405 Ha MATOM FTaxKeE.

Sl 3aexan Tpu naHA Hasan. Ecte He-
CKOJIbKO HeOOoJIbIIuX mpodisiem. S xoren
ObI, YTOOBI ATO OBLIO 3aPUKCUPOBAHO.
Bxonure, noxanyiicrta. OTKpBITO.

Ectb ipoGiemsbi?

VY MeHs ectb xkaooa.

S xoten Obl 3aKa3aTh 3aBTPaK.

A taxxe xoren Obl 3aka3aTh ey (B HO-
mep)

Y MeHs ecTb ellle 0/iHa Mpockoa.

51 xoren ObI MOTOBOPUTH C KEM-TO O
npoOnemMax ¢ KoHauuuoHepoM. OH He
paboTaer.

Moit TeneBuzop He pabortaer. Bel He
MOTJI OBI TOCMOTPETH €T0?

S 3ameTmsn HEOONBIIYIO TMPOTEUKY B
BaHHOM.

MoskeT KTo-HHOYIb OTPEMOHTHPOBATH?
Kak MHOTO BpeMeHu 3T0 3aiiMeT?

Bbl omKHBI 320pOHUPOBATH 3apaHee.
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I'll send a specialist to your room

We will send our worker to help
you

We'll deliver your order in 10
minutes.

Here you go. It is working now.

The problem is solved now.

If you meet any further problems
sir, please, let us know.

My apologies. We are sorry that
you had to wait that long

I will make sure that everything
works properly in your room by
your return.

Add the check for my meal to my
general account, please

Enjoy your stay at our hotel!

Have a nice stay!
Thank you for choosing our hotel.

S monutto B Bally KOMHATy CHEHAAIH-
CcTa.
MpI nomiem pabo4ero moMo4b BaMm.

S nocraBmio Bamn 3aka3 4depe3 10 mu-
HYT.

Bort, noxanyiicra. Teneps Bce pabora-
erT.

Teneps pobiiema perieHa.

Ecnu y Bac OyayT eme npoOaeMsbl, Jai-
T€ HaM 3HaTh, Cep.

Mou wu3BuHenus. IIpocture, 4Tto Bam
MPUIILIIOCH TaK JIOJITO XKAATh.

A mo3abouyck, 4TOOBI Bce paboOTano K
BallleMy BO3BPAILCHHUIO.

JloOaBbTe, TMOXAIyHCTa, YEK 3a MO0
ey K MOeMy OO0IIeMy CUETY.
[IpusitHOTO MpeOBIBaHUS B HAIIEM OTe-
ne!

[TpusitHOTO OTABIXA!

Cnacu0o, 4TO BIOpAM HAIll OTEIb.

. FIND THE ENGLISH EQUIVALENTS TO THE WORDS:

KomHaTta, ogHOMECTHBII HOMEp, ABYXMECTHBI HOMEp, HOMEpP Ha OJHY
HOYb, CBOOOJHBIA HOMEpP, OPOHUPOBATh, CHUMATh, PErUCTPUPOBATHCS, MIPE/I-
Jarath, IPOBEPATH, KIIOYM, IJIATUTh KapTOW, MJIATUTh HATMYHBIMHU, CAaya,
KBUTAHLIMS, OJIAHK PEruCTpallvu, 3allOJIHUTh OJNaHK, yA0OCTBa, Ay, KOHIU-
IMOHEDP, BUJ (U3 OKHA), OOCTyKMBaAaHHUE HOMEPOB, KPYTJIOCYTOYHOE OOCITY-
KUBaHME, TOPHUYHAs, NpayeuHas, pyHKUMOHUpOBaTh (paboTatk), xanoda,
npocb0a, 3aKa3 — 3aKa3bIBaTh, 3aIIMCHIBATHCA 3apaHee, OCTABATHCSI.

I11. READ AND TRANSLATE THE DIALOGUES:

Booking a hotel room

Receptionist:
Mrs. Ryefield:
Receptionist:
Mrs. Ryefield:
Receptionist:

Good afternoon, San Felice Hotel. May | help you?
Yes. I'd like to book a room, please.

Certainly. When for, madam?

March the 23rd.

How long will you be staying?
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Mrs. Ryefield: Three nights.

Receptionist: What kind of room would you like, madam?

Mrs. Ryefield: Er... double with bath. I'd appreciate it if you could
give me a room with a view over the lake.

Receptionist: Certainly, madam. I'1l just check what we have avail-
able. Yes, we have a room on the 4" floor with a really splendid view.

Mrs. Ryefield: Fine. How much is the charge per night?

Receptionist: Would you like breakfast?

Mrs. Ryefield: No, thanks.

Receptionist: It’s eighty four euro per night excluding VAT.

Mrs. Ryefield: That’s fine.

Receptionist: Who's the booking for, please, madam?

Mrs. Ryefield: Mr and Mrs Ryefield, that’s R-Y-E-F-I-E-L-D.
Receptionist: Okay, let me make sure | got that: Mr. and Mrs.
Ryefield. Double with bath for March the 23", 24™ and 25™. Is that correct?
Mrs. Ryefield: Yes it is. Thank you.

Receptionist: Let me give you your confirmation number. It’s

7576385. I'll repeat that 7576385. Thank you for choosing San Felice Hotel
and have a nice day. Goodbye.
Mrs. Ryefield: Goodbye.

https://www.audioenglish.org/english-learning/english dialogue hotel booking a room 2.htm

I
Checking in

Traveler: I"d like a room please?
Front Desk: Would you like a single or a double?
Traveler: I"d like a double, please?
Front Desk: May | have your name, please?
Traveler: Seanan Clifford.
Front Desk: Could you spell that, please?
Traveler: CLIFFORD
Front Desk: How many are in your party?
Traveler: Just two.
Front Desk: How many nights would you like to stay?
Traveler: Just tonight.
Front Desk: How will you be paying?
Traveler: Is Visa OK?
Front Desk: That’ll be fine. Would you like a wake-up call?
Traveler: Yes, I’d like a wake-up call for 6:30. Do you have a pool?
Front desk: Yes, we do. On the 2™ floor. Here’s your key. That’s room 405
on the fourth floor.

11
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Room service
Room service:  Room service.
Mary Jones: Good morning. This is room 113. I'd like some breakfast,
please.
Room service:  Right. Excuse me. Mrs. Jones?
Mary Jones: That’s right.
Room service:  What can | do for you?
Mary Jones: I'd like some grapefruit juice, marmalade, two scrambled
eggs with two sausages, toast, and a pot of black coffee, please. How long
will it take?
Room service:  Just a few minutes, ma’am.
Mary Jones: Great. Thank you.

v

Room service
Marco: Hello. Is this room service?
Receptionist: Yes, sir. How can we help you?
Marco: I'd like to talk to someone about the TV set. It isn't working. Is there
anyone who can fix it?
Receptionist: One moment, please. We will send our worker to help you.
Marco: Thank you. I'd like to order a meal as well.
Receptionist: Yes, sir.
Marco: I'll have a fresh vegan salad and a mushroom soup, please.
Receptionist: Anything to drink, sir?
Marco: Yes, a glass of mineral water, please.
Receptionist: All right, Mr. Oliveira. We'll deliver your order in 10 minutes.
Marco: Thank you. I'll be waiting.

(Knock on the door)

Marco: Come in, please. It's open.

Worker: Good day, sir. | was told that your TV doesn’t work. Can | have a
look at it?

Marco: Yes, please. | couldn't turn it on.

Worker: | see. It seems that the problem is in the remote control. I'll change
its batteries. Here you go. It is working now.

Marco: Thank you very much. | have another request to make. While | was
waiting for you to come, I've noticed a small leak in the bathroom. Could you
have a look at that too?

Worker: Yes, certainly, sir. Let's see. It is an obvious leak from the sink. I'll
try to fix it. Here you go. The problem is solved now. If you meet any further
problems sir, please, let us know.
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Marco: Thank you. I'll do that. Add the check for my meal to my general ac-
count, please.

Worker: All right, sir. Enjoy your staying at our hotel!

Marco: Thank you!

IV. BELOW IS A MIXED UP CONVERSATION. REARRANGE
THE CONVERSATION:
Checking in to a Hotel
Front Desk:
Guest:

Would you prefer a single or a double?

10 p.m.?

Thanks.

Oh! And can | get a wake-up call for 6:30 a.m.

And how about a restaurant?

Great. What time does the restaurants close?

It’s $145.00 a night.

How many nights will you be staying?

It’s D-A-V-I-E-S.

I’d like a room, please?

Great. I’ll pay with VISA then.

What time is check out?

And how do you spell that, sir?

How would you like to pay for the room?

Do you take VISA?

There are restaurants on the 1% and 3™ floor and there’s a café next to
the lobby (doiie).

Yes, we do.

We take VISA, Mastercard, and American Express

A double, please.

How much is that?

Checkout is at 10 o’clock

Your room number is 505.

Is there anything else you would like to know?

Yes, there is. It’s on the 2" floor.

But you have to bring the towel from your room.

OK.

One night comes to $145.00 plus tax.

May | have your name please?

Is there a pool here?
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Welcome to the Beachside Inn.

How may | help you?

They both close at 10:00 p.m.

Sure.

No problem. Wake-up call for 6:30 a.m.

Enjoy your stay.

Just tonight.

It’s Davies. Robertson Davies.

V. TRANSLATE THE DIALOGUES INTO ENGLISH:
I
- JIoOpwIit Beuep, rocrojal
- 51 3aka3wIBan HOMep i T-Ha BopoHoBa ¢ 5 ¢eBpaisi.
- MunyTouky, cap. S npoBepro 3aka3. HazoBute, noxanyiicra, GaMuianio mo
OyKBaM.
- Xopomo. B—o—-p—-0—-H—0—B.
- Tak. MBI MOeM NpenoCTaBUTh r-Hy BOPOHOBY NMpEKpaCHbIM OJHOMECTHBIN
HOMED C BaHHOU Ha 4-M dTaxke. 3aMoJHUTE, MTOKATYHCTa, TOT OJaHK: dhaMu-
JMsl, UMs1, OTYECTBO, aPEC, HALIMOHAIIBHOCTD, AaTa U MECTO POXKICHHUS.
- Kakoi1 Homep KOMHAThI?
- 305. ITopThe mOMOXkKeET HaM ¢ 0araxxoMm U MPOBOAUT Bac B HoOMep. BoT kimtou
OT BalIEro HOMepa.
- bonbmoe cnacu6o. (I'-ny b.). Jlo cBuaanus, r-1 benoB. Bel MHE 04eHb 110-
moriu. Cnacu6o.
- bbT pag moMoYb. YBUAMMCS 3aBTpa.
I
- Jlo6poe yTtpo! MHe Hy)XHa KOMHATa Ha OJHOTO C Tele(pOoHOM, BaHHOW U
HNuTepHeToM.
- Br1 OponupoBanu Homep 3apaHee?
- Her, s ToJIbKO yTO ITpuexait u3 Puru.
- 5l Mory npennokuTh Bam HOMep Ha 12 staxe.
- B Homepe ecThb Bce yao6cTBa?
- Koneuno. Bee namm Homepa ynoOHbI 1 000pYyI0BaHbI 110 BCEM COBPEMEH-
HBIM HOpMaM: €CTh BaHHAsl, KOHIUIIMOHED, TenedoH, TeneBuszop, MuTepHer.
- CKOJIBKO CTOUT HOMEDP?
- 35 nonnapos.
- O, 310 Henoporo. A cornaces.
- MOXHO Balu JOKYMEHTHI, ITOXkKanyicra?
- Jla, KOHEYHO.
- 3amoHUTE, MOXKATYHUCTa, TOT OJIaHK.
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- J1o6psI1it Beuep! MbI ObI XOTEIM OCTAaHOBUTHCS B Balllell TOCTUHUIE. Y Bac
€CTh CBOOOIHbIE HOMEpA?
- A kakoi Homep Bbl mpeanountacrte? Mbl MOXKEM MPEIJI0KUTh BaM CTaH-
JApTHBI HOMEP, HOMEP MOBBIIIEHHON KOM(POPTHOCTH UM HOMEP-JI€ JIFOKC C
BUJIOM Ha rOpoJ WM NapkK. Takke y Hac €CThb HECKOJIBKO HOMEPOB C BUIOM
Ha BHYTPEHHIOIO YacCTh OTEJSl U OOJIBIIION HOMED I MOJIOJIOKEHOB.
- A kakue yno0cTBa ecTh B cTaHAAapTHOM HoMepe? EcTh nu Tam 1y, Tese-
BU30p, OAIKOH?
- Bce Hamm HomMepa o00py10BaHbI XOJOAUIBHUKOM, TEJIEBU30POM, Tenedo-
HOM U KOHAMIIMOHEpPOM. W, KOHEUHO e, TaM €CTh BaHHas, U B OOJIbIIIMHCTBE
HOMEPOB €CTh MPOCTOPHBIC OATKOHBHI.
- MBI ObI XOTENM CHSATH CTAaHJAAPTHBIA HOMEp Ha JBOUX HAa CeMb HOYEH. MBI
NpeANoYuTaeM TUXUM HOMED C BUJIOM Ha MapK U OAJIKOHOM.
- Celtuac mocmotpuM. [Ipomy npomenus, magaMm. Ho y Hac ecTh JIuiib 01MH
CBOOOHBIN HOMED C BUJIOM Ha MapK, U, K COXKAICHUIO, TaM HET OaJKoHa.
- A 4TO BBI €€ MOXKETE NPEeAJIOKUTH? S Obl OUEHb XOTENa HOMEpP C OaIKO-
HOM.
- 51 Mory TIpeJIOKUTH XOPOILIUA HOMEp ¢ OATKOHOM Ha TPEThEM ITAXKE C BU-
oM Ha ropofi. C 6anKoHa BUJIEH KPACUBBIN MapK.
- A y Bac ecTb 1ojjaya €ipl 1 HauTKOB B HOMEP?
- KoneuHo, y Hac ecTh KpyIriiocyTOYHOE OOCITY>KMBaHUE HOMEPOB. BbI Takke
MOXeTe Moo0eaTh B HAIllEeM PECTOpaHe, KOTOPBIM OTKPBIT €XKEIHEBHO /0
JIBEHAIIaTH YacOB, U MOCETUTh 0ap Ha BTOPOM 3TaKe, KOTOPHIM HE 3aKphIBa-
€TCA 10 TPEX YaCOB HOYMU.
- I'me 31ech s MOTY TOMEHSATH IEHBIY TTOOJIU30CTH?
- Hy, BBI MOXeTe cnenaTh 3TO y Hac B OTese. Y HAac €CTh MyHKT OOMEHa Ba-
JT0THL. BbI MOkeTe 0OMEHSATh CBOU JICHBIH B JTI000E BPEMS B TEUCHUE JHSI.
- bonwmoe BaM criacu6o 3a nuHgopmaiuto. M ckoibko cTouT HOMEDP?
- CtanapTHbI HOMEp Ha BOMX cTOUT 90 n0JIapoB 3a HOYb. 3a CEMb HOYEH
BoIiIET 630 nomnapoB. byaere miatuTe KPEAUTHOM KApTOUKON?
- Her, MBI otutatum HanmmuHbIMU. BOT, noxanyicra.
- bimarogapro, BOT Bama cgava. [IpustHoro Bam otapixa.

vV
Ilopmuwe: J100psIit neHb, cop. Uem Mory BaM MoMoYhb?
Knuenm: J1o6psrit nenb. S xoren Ob1 moaaTh xano0y.
Ilopmve: B uem ipobiiema, cap?
Knuenm: Homep moeit komHatel 205. S mocenuiicss Tpu JHSA TOMY Hazaj.
EcTh HeCKOIbKO HEOOIBIIUX MTPOOIJIEM, KOTOPHIE HYKHO PEIIHTh.
Ilopmwe: S ceituac BO3bMY pyUKy, YTOOBI BCE 3a(pUKCUPOBATH.
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Knuenm: Bo-niepBbIX, TeIEBU30p HE pabOTaeT C TOrO CaMOro JHs, Kak s 3a-
exal. S coOuparoch mpoObITh 37E€Ch €Ille JABE HENIEeIU, MHE HYKHO, YTOObI OH
(G YHKITMOHUPOBAJ.
Ilopmwve: Xopoio, cap. S oTnpaBio K BaM B KOMHATY CIIEIIHATIMCTA, YTOObI
OH IMOCMOTPEJL, YTO HE TaK C TEJIEBU30POM. Y BacC €CTh €LIe KAIOObI?
Kauenm: Jla, B MOEH KOMHAaTe CO BUEpAIIHEro0 BeYeEpa HET TOpAYEH BOJBL.
Yro MHE n1enaTh?
Ilopmve: MHe xanp cibliaTh 3T0. JIOJKHO OBITh, Kakas-To mpobiemMa c
LEHTPAJIbHOM KaHanu3auuen. Ham ckaszanu, 4To ropsiuyro BOJAy BHOBb BKIIIO-
4aT TOJIbKO BO BTOPOI MOJIOBUHE JHSI.
Knuenm: Hy, xopomo, s nogoxnay. Kak Hacyer jnaH4a, KOTOPBIA A 3aKa3bl-
Ban?
Ilopmwe: Kakue-To npoosiemMsl, cop?
Knuenm: Jla. 5l 3aka3an ero yac Ha3aj, a OH JO CUX IIOp HE TOTOB.
llopmyve: Tlonoxnure MUHYTKY, OKalyiicTa. S cnpoury paOOTHUKOB Halle
KYXHHU, B UeM MPUYNHA 33JICPIKKHU.
Knuenm: S nonoxny.
Ilopmve: Ham oueHb xalib, HO KaKOe-TO BpeMs He ObuIo 3nekTpuuecta. [1o
ATON NPUYMHE MTOBAP HE CMOT MIPUTOTOBUTH Balll JIAHY.
Knuenm. 1lonstHo. Korna mue ero oxkuaars? Ecim 3T0 3aiiMeT MHOTO Bpe-
MEHHU, 5 Ty4IIE MTOEM TIJIe-TO 3a MPEIeIaMU OTEJIA.
llopmbe: MHe ckazaiii, 4To Bce OyJIeT TOTOBO uepe3 mnojyaca. Bel Moxere
CTOJIBKO XAaTh?
Knuenm: Het, He mory. S xotren 661 OTMEHUTH 3TOT 3aKa3, Tak Kak cremry. 5
nmoobearo rae-HuoyIb eIe.
llopmywe: 51 nonumaro Bac, c3p. [Ipumure mon n3BuHenus. Ham »xaib, 4To BbI
TaK J0JIro mpokaanu. S mo3abouych 0 TOM, 4TOOBI Bce ObLIO B paboueM co-
CTOSIHWY B Balllell KOMHATE K BallIEMy BO3BPAIICHHUIO.
Knuenm: Cnacu60. MHe HYXHO UATH. Y BUIUMCS TT03KE.
Ilopmwve: Xopouiero Bam JHs!

V
Maprxo: 3npaBcTByiiTe. DTO 00CTY)KMBAaHUE KOMHAT?
Aomunucmpamop: [a, cap. Kak Mmbl MOkeM BaM TOMOYb?
Mapxko: 51 661 XOTEI MOTOBOPUTH C KeM-HHOYIb 0 TeneBuzope. OH He pabo-
TaeT. ECTh i1 KTO-HUOY b, KTO MOXKET €r0 MOYUHUTH?
Aomunucmpamop: OaHy MUHYTKY, MOXKajyicrta. Mpl TOIUIEM HaIlero pa-
OOTHHMKA, YTOOBI MTOMOYbL Bam.
Mapxo: Cnacu6o. S taxxe xoTen Obl 3aKa3aTh €1y.
Anmunuctparop: Ciyiaro, c3p.
Maprxo: 51 Oyay cBexuil BereTapuaHCKUM canaT U TpUOHOU CyM, MOXKalyW-
CTa.
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Aomunucmpamop: bynere 4To-HUOY b MUTh, COP?
Mapxo: Jla, cTakaH MUHEPAIbHOM BOJbI, OKAIYKUCTA.
Aomunucmpamop. Xopoio, Muctep Onuep. Mbl noctaBum Bam 3aka3 B
TeueHue 10 MUHYT.
Mapro.: Cnacu6o. S 0yny xaaTh.
(uepe3 10 MUHYT CTYK B IBEpb)
O¢uyuanm: OOCIy )XKMBaHUE B HOMEPAX, CIP.
Mapko: Ilpoxonure, moxanyicra. /[Bepp OTKphITa.
Ogpuyuanm: Bai 3aka3, cop: BereTapuaHCKHUil canart, TpuOHON Cynm U MHUHE-
paibHas BOJA.
Mapxko: Cnacu6o. Jlo0aBbTe, MOXKadyicTa, 4eK 3a MOIO €Iy K MOeMY OOIIeMy
CUeTy.
O¢uyuanm: Xoporiuo, c3p. [IpustHoro annerura!
Mapxo: Cnacu6o!
Vi
l'opnuynas: J1o0perii Beuep! Yem mMory ObITh MOJIE3HOM?
T'ocms: Tloxanyiicta, pa3dyauTe MeHs B 8 yacoB. Sl 6010Ch mpocnaTh.
l'opnuunas: He Gecriokoitech, ¢ap. S BaM MO3BOHIO.
T'ocms: Cniacu0o.

VI. ROLEPLAYING.

a) You are in the lobby at the hotel speaking to the receptionist. A few
days ago you phoned and asked to reserve a single room for you.

b) Not long ago you reserved a double room at the Park Hotel. You
asked for an inside room with a fridge and a shower, but you've got an out-
side room facing a noise street. The room has neither a refrigerator nor a
shower. You phone the reception and settle the problem.

¢) You've come to a hotel to book a room for a few days. The hotel has
gone some vacancies but still you find it difficult to choose a room. One of
them is too expensive, another is too noise the third is not comfortable
enough. Finally, you make your choice.

d) You are at the reception desk. A few days ago, you sent a letter and
asked to reserve a single room for you. However, there's an international con-
ference in the city and the hotel is full up. The clerk offers you a bed in a
double room. You don't like it but there is no way out. You ask the clerk
some questions about the room and the service at the hotel.

e) You have to book a room in a hotel for a colleague of yours who is
coming together with his sister (she is rather choosy). Book rooms for a dele-
gation of 7 people. Three of them are women of different ages. Discuss the
time for staying, the room facilities and price.
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VIl. LOOK AT THE HOTEL REGISTRATION FORM AND DIS-
CUSS HOW TO FILL IT.

HoteL

CAMRBODIANA
HOTEL REGISTRATION FORM

Please retum this form to by email to Mr. Pov Hour (reservationg@hotelcambodiana.com.kh), and please copy final
one o Mskhim Sorphea [annie khim@corp.mekongnet.comkh), the executive Marketing of Angkor Data
Communication Group. Co Lid.

Country:
Name:
Company:
Address:
| Tel: Mobile:
Fax: Email:
[ MEETING CONFIRMATION [FLEASE INDICATE YOUR PARTICIPATION)
+*
+
*

| HOTEL REGISTRATION FORM |

Hotel Accommaodation Required :  OYes [please continue to fill in the hotel registration form below) ONo
Airport Transfer Required :  OYes (please continue to fill in the airport transfer requirement] OMo
[[HOTELVENUE |

Hotel Cambodiana

313 Sisowath Quay, Phnom Penh,

Kingdom of Cambodia

Tel: 855-23 425 288 / B55-23 218 180 | Fax: B55-23 214 320, 426 342
wwrw hotelcambodiana. com.kh | infoif@hotelcambodiana com. kh

Duration of stay: 01 Might 02 Nights 3 Mights 0 .... Nights:
Special Request: 0 King Bed 0 Twin Bed O Extra Bed USD30.08 more
Room Categories Room Rate
0O Superior - Single O WS570.00 +
O Superior - Double/Twin O W55 7500+
O Deluxe - Single O WS 75.00 +
0  Deluxe - DoubleMTwin 0O 553000 +
O Mekong Club - Single O IS5 105.00 +
0O  Mekong Club - Double/Twin O Uss 11000 +
0O Junior Suite - Single O USE 22000 +
O Junior Suite - Double/Twin O S5 22000 +
0O Executive Suite - Single 0O US55 32000 +
0O Executive Suite - Double/Twin O WS§ 320,00 +
Please indicate room preference O Mon smoking room
O Smmoking room

“NoiEs Cancellation made less than T days prior to amival date will be charged for the full one night's
accommodation.
Mo show (failing to amrive at all) will be charged full amount of the reservation.

| AIRPORT TRANSFER IN CASE YOU REGUIRE ]
Please indicate your preference:

Type of Vehicle Cost
O Airport Limousine O US% 35.00net
O Toyota Camiry O US% 12 .00net
Flight Schedule (reguired for room booking and transfer armangements)
Schedule Diate: Arrival Time Flight Number
Arrival
Departure
[EILLING ARRANGMENTS |
O Wisa Cand Mos e e eenae JExpiryDater. ...
O Master Cand Mo e eeen TExpiry Dabe:. oo
D0 AMEX Cand MO, oo e [ Expiry Date:. ...
3 Cash
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PART 2. CHECKING OUT

l. PRACTISE READING SOME

USEFUL EXPRESSIONS:

Are you ready to check out?

Bel TOTOBBI
exarb?

pPacCIUIaTUTBCA W BbI-

What room were you in?

B xakoM HOMEpe BbI KWIJIN?

How was your stay?

BaMm nonpaBmiioch npoKuBaHUE?

Was everything satisfactory?

Bam Bcé€ nmoHpaBuiiocs?

Have a safe trip home.

IIpusaTHOrO NMyTEMIECTBUS JOMOM

| hope you had an enjoyable stay.

51 Hageroch, BaM noHpaBMIIOCh y HAC

Have you used the minibar?

Brl nonp3oBanuck MuUHHOApOM?

We're checking out of room 401.

MeI Beicensiemcst u3 HoMmepa 401

Sorry we're a bit late checking-out.

W3BuHUTE, MBI 33E€PKAIUCH C BbICE-
JICHUEM

I'm afraid we overslept/slept in.

M3BuHUTE, MBI IPOCHIAJIN.

We really enjoyed our stay.

HaMm o4eHb noHpaBuIIOCh.

We have a few complaints.

Y Hac ecTb HECKOJBKO IPETEH3UHU
(>xano06)

We'll
town.

be back next time we're In

Mp1 00s13aTeTbHO BEpPHEMCSI K Baw,
Korja OyZieM B TOpoJie

I'd like to check out

S xoren ObI BHIEXATH

I'd like to pay my bill, please

A xoren Obl OIUIATUTH CUET, TOXKa-
JyHCTa

Prepare my bill, please. I'm leaving
tomorrow morning.

IIpuroroBeTE MOM CUET, MOKAITYUCTA.
5 yezxkaro 3aBTpa yTpom.

What is the hotel's check-out time?

Kakoe Bpems omiatel © OCBOOOXK Ie-
HUSI HOMEpA B TOCTUHUIIE?

Check-out time is 12:00 noon.

Bpems pacuera 3a HOMep 12 wyacos
THSL.

Here's your bill, sir. Three hundred
seventy-six dollars.

Bot Bam cuer, cap. Tpucra cempbae-
CAT IIECTh JOJIAPOB.

There must be a mistake here

311eCh, TOJKHO OBITh, OIIHNOKA.

| think there's a mistake in this bill

S nymaro, 4T0 CYET HEMPABWIbHBIN

Let me explain the details

[To3BoOJIETE OOBSICHUTH IETAJIH.

| guess this is a charge for the laun-
dry, right?

Hackoibko 8 TOHSI, 3TO CYET 3a
MPaYEyHy10?

How would you like to pay?

Kak BEI jxenaere miaTuTh?

I'll pay ... by credit card (by cheque,
in cash)

S 3amnauy ... KpEAUTHOW KAPTOUKOU
(4exoM, HaJTMYHBIMU )

Here you are. Thank you very much.

Bort (nenpru). Cnacu6o 6oJibiiioe.
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Please, put your signature on the re-
ceipt.

[Toxxanyycra, MOCTaBbTE CBOIO IIOJI-
MUCh HA ATOM OJIaHKe.

Yes, certainly.

Jla, KOHEYHO.

Could I have a receipt, please?

Mory 4 moay4yuTh KBUTAHIUIO, I10-
xKajmyucra?

Could you please call me a taxi?

Bri3oBure, noxanyicra, TakCu

Could we have some help bringing
our luggage down?

[lomorure HaM CHECTH BHHU3 Oarax,
MOYKAIyucTa

Could you send a porter to my room,
please, to pick up my luggage?

He mornu Obl BBl NpHCIIaTh MOPTHE B
MOIO KOMHATY, COIYCTUTh MOl Oarax?

Do you have anywhere we could
leave our luggage?

Mgl Moriu Obl T71e-HUOYIb OCTaBUTH
Oarax?

Can | leave my luggage / baggage at
the hotel for a couple of hours after |
check out?

Mory s ocTaBUTH CBOM Oarax B roc-
TUHHLIE HAa HECKOJBKO YacoB IIOCIIE
TOr0, KaK s BBIITUIITYCH?

We haven't used the minibar

MEI He TT0JIB30BaMCh MUHH-0apOM

Unfortunately smoking is prohibited
inside the hotel

K coxxanenuro, Henb3si ObUIO KypHUTh
B OTEJIE.

Well, you should understand our pol-
icy, Mr.

Xopomo. CnenyeTr BBINOIHATH Ipa-
BHJIA OTEJIS.

You are welcome. Have a nice day!

Bcerna noxanyiicra. Xopomero Bam
Hs!

1. READ AND TRANSLATE THE DIALOGUES:

Receptionist:
Guest:
Receptionist:
anyway.
Guest:
check-out.
Receptionist:
was everything?
Guest:
we weren't expecting our own fridge.
Receptionist:
Guest:
morning, though.
Receptionist:
than 10 am.
Guest:

I'm glad you liked it.
The kids were disappointed that the pool wasn't open this

Hi there. Are you checking out now?

Yes, sorry. | know we're a few minutes late.

That's no problem. It's always really busy at check-out time
Oh, really. The last hotel we stayed in charged us for a late

The hotel isn't booked this week, so it's not a problem. How

The room was great. The beds were really comfortable, and

| apologize for that. We can't get a cleaner in any earlier

Well, we had a nice swim last night anyhow.
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Receptionist:  Will you be putting this on your credit card?

Guest: No. I'll pay cash.
Receptionist: OK. So the total comes to $123.67, including tax.
Guest: | thought it was $115 even. That's what they said yesterday

when we checked in.

Receptionist: Yes, but there is an extra room charge on your bill.

Guest: Oh, I forgot. My husband ordered a plate of nachos. Sorry.

Receptionist: No problem. So from $140, here's your change. Now, I'll
just need to ask you for your room keys.

I

Receptionist: Good morning. May | help you?

Daniel Adams: Yes, 1'd like to check out now. My name’s Adams, room
312. Here's the key.

Receptionist: One moment, please, sir. ... Here’s your bill. Would you
like to check and see if the amount is correct?

Daniel Adams: What's the 14 pounds for?

Receptionist: That’s for the phone calls you made from your room.

Daniel Adams: Can I pay with traveller’s cheques?

Receptionist: Certainly. May | have your passport, please?

Daniel Adams: Here you are.

Receptionist: Could you sign each cheque here for me?

Daniel Adams: Sure.

Receptionist: Here are your receipt and your change, sir. Thank you.

Daniel Adams: Thank you. Goodbye.
https://www.audioenglish.org/english-learning/english dialogue hotel checking out 1.htm

11
Receptionist: Good morning, sir. Can | help you?
Robert: Yes, please. | would like to check out today.
Receptionist: Ok, sir. Hmm... May I ask your name and room number
please?
Robert: | am Henry Robert. And I’m from room no 812.
Receptionist: Wait a minute sir. Yes, Mr. Robert. You are from room 812 and
I’d like to check out today, right?
Robert: Yes.
Receptionist: Sir, have you used any of our service today?
Robert: No. Not at all.
Receptionist: Hmmm ... OK sir. Here is your bill now. For 5 nights you have
been charged for $500, $100 for each night and other cost is for laundry and
room service you made during this time. In total your bill is 6123.
Robert: Let me check my bill please.
Receptionist: Sure sir. No problem. Let your time.
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Robert: I guess everything is OK. Now, I’d like to pay by my credit card.
Any problem?

Receptionist: Not at all. May | have your card please?

Robert: Here it is.

Receptionist: Please, sign your name here, sir.

Robert: Ok. One more thing. | will leave my room now. But one of my
friends will come at 3 pm. Can | wait for him in your lobby?

Receptionist: No problems at all, sir.

Robert: Thanks.

Receptionist: You are welcome sir. Have a nice day.

II. TRANSLATE THE DIALOGUES INTO ENGLISH:
I
- JoOpsr1it Beuep. Iloxkanyiicta, IpUroToBbTE cUeT. S 3aBTpa yezxaro.
- Ja, cap, koHeuHo. Bam cuer Oyner rotoB yxe cerofgHs Beuepom. S ot-
IIPABIIIO €TO B Bally KOMHATY.
- He Hy>xHO. 3aBTpa yTpoM s OIjIadyy CUET 37ECh.
- XOpo110, KaK kKeJaere.
- Bam 3aka3artb Takcw.
- Jla, 310 OBLTO OBI XOPOIIIO.
- Bo ckoibKO BBI ye3xaere?
- Peructpauus na moii peiic HauuHaercs B 19.00. S Ob1 xoTen B 3T0 Bpems
yKe OBITh B a9POTIOPTY.
- Xopomo. Torga MoxHO 3aka3arh Takcu Ha 17.00. Jlopora B aspornoprt 3a-
HHUMAET I0JITOpA Yaca.
- Jla, moxxamyiicta. Sl Oyy oueHb BaM IIPU3HATEIICH.
- JloGpoit HOun, cap.
I
- Jlo6poe yTpo!
- Jlo6poe ytpo, mucrep CunbBep. Bee B nmopsinke?
- Jleno B TOM, 4TO ceroans g AojikeH Jjiereth B [lopryranuio. [losTomy 51 Obl
XOTeJl 0CBOOOIUTHh KOMHATY Y OTUIATUTH CUET.
- O, na. Pazymeercs, cap. Homep Bamieit komHaTel — 215, He Tak nu?
- Bepno.
- Kak Bam Ob1510 y Hac? Bam moHpaBwiics Halll OTENb U 0OCTyKUBaHHE?
- Bce 6bu10 oTnuno. bosbmioe cmacu6o. K coxanenuto, Henb3s ObLIO Ky-
pUTH B OTEJIE.
- Hy, cienyer moHuMarh npaBujia BHYTPEHHETrO pacnopsiaka, Muctep Cuib-
Bep... Urak. Bor Baw cuet. [locMoTpute, moxanyucra.
- He mory noBeputs! O6ma cymma - $ 2500. J[omkHO OBITH, 3TO OIIMOKA.
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- Ilomaraere, yrto ciaumkom mMHOro? Ilo3BonbTE MHE pa3zbACHUTH BaM KoOe-
KaKue JeTalld, U Bbl TOMMETE, UTO CyMMa abCOJIIOTHO BEpHA.
- 3a yto aTH $ 400?
- DT0 3a MEXAyHapOaHbIE TelIedOHHBIE 3BOHKH U3 Balllero HOMepa.
- A, na. 51 TOBOJBHO JIOJTO pa3roBapuBall CO CBOMMHU HEMELKMMHU MapTHEpa-
MH. A Kak Hacdet 3Ttux $ 2507
- DTO 3a HAIIUTKH W3 Baimero MuHu-0apa. A 3tu $ 300 — 3a pa3douToe OKHO.
- boxe! 4 yxxacHo coxkainero 3a OKHO ... Jla, st monb3oBasicss MuHu-6apom. Hy
Y, HACKOJIBKO 51 IOHUMAl0, 3TO — 3a YCIYTH XUMYHUCTKH, J1a?
- la, cap.
- OK. 4 GBI xOTEN OMIATUTH IPU MOMOITU KPEIUTHOM KapTHl.
- Koneuno. Jlaiite, moxayiicra, Ball nacmnopT.
- Bot, Bo3bMUTE.
- [TocTaBbTE CBOIO MOJIKCH Ha CUETE, MOKaIyicTa. Mbl OyzeM paibl BUAETb
BAC B HAIIIEM OTEJIE CHOBA.
- Cnacu60. He Moryn Okl Bl TOC/IaTh B MO HOMEP HOCHJIBIIMKA, YTOOBI 3a-
Opatb Oarax?
- Pazymeercs. [IpuarHoro nmyremectsus B [lopryrammio!
Il
- UeM g Mory BaM OMOYb?
- 51 xoTen Obl BHICETUTHCS.
- Bame ums?
- Uropp CMupHOB.
- Kakoii Homep?
- Homep 101.
- Kak npomwto Bare npeObiBaHue B oTese?
- O4eHp XOpoII0, HaM MOHPABHIIOCH.
- Bce Obu10 B nopsike?
- Jla, Bce OBLII0 OTIUYHO.
- Bor Baiu cyer.
- A 3a uto 31U 20 nosanapos?
-9T0 3a TeneOHHBIC 3BOHKH U MPAYCUHYIO.
- AX, 11a, s1 320611 00 PTOM. ..
- MosxeTte noanucarh 34€ch?
-Koneuno.
- Kak BbI Oyziete miatuTh?
- Hanuunaeivu.
- Xoporo. BoT Bailia KBUTaHIUSA U cl1aya.
- MBI MOXEM OCTaBUTH 371€Ch HAIIIM BEITU?
- Koneuno. MbI I0105KMM BX B KAMEPY XPaHCHUS.
- bonbmoe cmacu6o.
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a) You need to check out of the
pack your luggage and get help bringi
b)

ROLEPLAYING.

hotel immediately. You pay your bill,
ng your luggage.

The time to check out is coming. Moreover, you don’t have your bill

yet. That is why you go to the receptionists and ask him to give it to you. Un-
fortunately, you find some mistakes in the bill. The time of your checking out
Is wrong. Not with all you made any phone calls.

c)
You used different hotel services (lau
in order. You are satisfied by service

The time of checking out is tomorrow. You’d like to receive your bill.

ndry, mini-bar, some meals). The bill is
. The taxi for tomorrow is in order; the

hotel clerk will help you to pick up the luggage.

TOPIC 3. ASKING THE WAY

I. PRACTISE READING SOME US

EFUL EXPRESSIONS:

Excuse me, could you tell me where
(?

W3BunuTe, HE MOTJIM OBl BEI mosicKa-
3aTh, I'I€ HAXOJIUTCH ...7

Could you tell me the way to ...?

W3Bunute, HEe Moriu Okl BEI mojcka-
3aTh JOPOTY [0 ...?7

I’m trying to find ...

S] mpITaroCh HAWUTH ...

I’m looking for ....

Awnmy ....

Walk along/ Go down the corridor.

W nure o kopunopy

When you come out of the lift ...

Korna Bbl BeIlizieTe U3 TUQTA, ...

Turn right/ left.

[ToBepHUTE HAIIPaBO/HAJIEBO

Go past the ... Nnute Mumo ...
Go across ... ITepecekure ...
Go straight ahead. W aute npsiMo BIiepe.

Upstairs/downstairs

BBepx mo jecTHUIIE/BHU3 TIO JICCTHU-
e

Cross the street.

IlepenguTe Ha IPYTryrO CTOPOHY YJIH-
1B

Take a taxi/ bus #5. Csaapre Ha TakcH / aBTOOyC HOMED 5

Take the first/ second/ left/right turn. | IlepBerit/BTOpOi  MOBOPOT  Hase-
BO/HAMPaBo

Round the corner. 3a yriom

In the opposite direction.

B ITPOTHUBOITIOJIOKHOM HAIIPABJIICHUHN

Within 5 minutes’ walk.

OTO NPUMEPHO 5 MUHYT MEMIKOM

Basement

L{okoJIBbHBIN STaXk\110 BT

Ground floor

ITepBbIit aTax
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First floor Bropoii aTax

Second floor Tpetwnii sTax

On the roof Ha xpbiiie

II. READ AND TRANSLATE THE DIALOGUES:
I
- How can | find the restroom?
- It’s on this floor. Just go across the hall and then down the corridor.
You will see it at the end of corridor, facing you
- Thank you very much.
- Not at all.
I
- Excuse me, where is the restaurant?
- It is on the top floor. When you come out of the lift, turn right, go past
the staircase. The restaurant will be on your left.
- Is there a bar near here?
- Sure. It’s on the ground floor, at the bottom of the main staircase opposite
the reception desk.
- I’'m so grateful to you.
Il
A foreigner:  Excuse me, could you tell me the way to the main post of-

fice, please?
A passer-by:  Well, would you rather take a bus or walk a little?
A foreigner:  Is it far from here?

A passer-by:  Oh, no, not far. When you come out of the hotel, go across
the street on the other side, you will see a bus stop, turn left and walk straight
ahead for a distance of two stops.

A foreigner:  If | decide to take a bus what bus should | take?

A passer-by:  Any bus. It’s again two stops by bus.

A foreigner:  Thanks a lot.

A passer-by: It's a pleasure.

I1l. TRANSLATE THE DIALOGUES INTO ENGLISH:
1.
- Sl mpITatoch HaTU OUC YIPABISIOLIETO.
- DTO Ha BTOPOM 3TaXke.
- A Tne agectHuia?
- Bot Tam 3a yrmom — mudt. Korma BeI BeliffgeTre u3 nudra, mepeceKuTe
XOJIJ1, BBl yBUINTE KOH(EPEHII-3aJl, €ro 0HUC HAIIPOTHUB.

- Cnacu0o orpomHoe.
2.
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--- BBl He nmojickaXkeTe, Kak MHE HaWTH (pUTHECC-IIEHTP?
--- OTO B LIOKOJILHOM 3Taxke. [Ipoiiaure yepes Ty ABEph, 3aT€M BHU3 10
nectHulle. [loBepHUTE HaAJIEBO BAOJIb IO KOPUAOPY, DUTHECC-IIEHTP Oy-
JIET mepe]] BaMU.
--- [IpemHoro 6iarogapeH.
--- He cTout GiarogapHoCTH.
3.
--- I3BUHUTE, KaK MPOUTHU K OJIMKaWIIel CTaHIIMU METPO.
--- Uaute BaoJb 1o ynuie a0 ceetodopa. [loBepHuTe HajeBo, NpouanuTe
€I1l€ HEMHOT0, TIEPBBI MOBOPOT HAMPABO M Bbl OKAXKETECh Y CTAHIIUU
METPO.
--- 910 nanexko?
--- OKOJIO J€CATA MUHYT IIEIIKOM.
--- bnaromapro Bac.
--- He crownr.

IV. ROLEPLAYING.

1. A new student of your group is asking you the way to the city li-
brary.

2. A foreigner is asking the way to the railway station.

3. Two students are explaining how they can get from their places to
the faculty.

TOPIC 4. MAKING AN APPOINTMENT

I. PRACTISE READING SOME USEFUL EXPRESSIONS:
1) Shall I make an appointment for you? — Bam Ha3Ha4uuTh BcTpeuy?
2) | have an appointment for 1 p.m. —Y MeHs Ha3HaueHa BcTpeva Ha 1 gac
TTHSL.
3) | was wondering if the manager could see me. — xores Obl 3HaTh, CMOXKET
JIM YIIPABJISIONIMIA TPUHATH MEHS CETO THS.
4) 1 should like to speak to Mr. Gray. —51 xoten Obl TOTOBOPUTH C MUCTEPOM
['peem.
5) Would you mind waiting a few minutes? —He mornu Obl Bel oox1ath
HECKOJIbKO MUHYT?
6) I'm sorry the manager is engaged. - M3BuHuTE, YIIpaBIstOIINi 3aHAT.
7) I'll have to cancel my appointment. — MHe npuaeTcss OTMECHUTh BCTpEYYy.
8) Would Friday, three-fifteen, suit you? - ITstuumna, 3.15, Bam moaxoaut?
9) Yes, that would be quite all right. - /1a, BrIo1He H0IX0HT.
10) Can I book an appointment for later? — Mory s 3aka3aTh nprem Ha Oosiee
MO3IHEE BpeMsI?
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11) No, I'm sorry, | can't manage it later. - Het, u3Bun#mTE, MO3KE SI HE MOT'Y
Bac npuHsTSb.

Il. READ AND TRANSLATE THE DIALOGUES:

l.
Mr. Brown: Good morning. My name is Mr. Brown. | have an appointment
with Mr. Smith for 10.30.
Secretary: Yes, certainly, Mr. Brown. Mr. Smith said you'd be coming over.
But would you mind waiting a few minutes? Mr. Smith's on the phone just
now. You shall be called in as soon as he's finished with the call.

I.
Visitor: | should like to speak to Mr. Gray, if he's not engaged.
Secretary: Have you an appointment?
Visitor: No, but I'm an old friend of Mr. Gray and | was rather hoping that
he'd be able to see me. Here's my card. Could | ask you to take it in, please?

1.
Secretary: Mr. Bowen, you asked me to remind you about the appointment
you'd made with your dentist.
Mr. Bowen: So | did, thank you, Tess, though | don't think I'll be able to keep
it. I know it's short notice, but would you try to cancel it for me?
Secretary: Shall I make another appointment for you then?
Mr. Bowen: Yes, will you, please?

V.
Nurse: Doctor Croft's surgery. Good morning.
Patient: Good morning. My name is Jackson. | was wondering if Doctor
Croft could see me today.
Nurse: Sorry, Mr. Jackson, but we are very busy today. | can make an ap-
pointment for you for Wednesday morning.
Patient: Oh, but couldn't the doctor see me now? I'm in great pain.
Nurse: Could you hold on a moment, please. I'll ask the doctor.
Patient: Thank you.

V.
Husband: Feel like a trip to town this morning?
Wife: Town? This morning? But how can we? You have an appointment with
Johnson at his office at eleven thirty, haven't you?
Husband: No, not now. | did have, but his secretary rang up a few minutes
ago to cancel it. Johnson's down with flu or something, apparently. She said
she'd been trying to reach me yesterday but no one answered the phone.

VI.
Assistant: Good morning.
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Miss Martell: Good morning. Is this Mr. Howard's office?

Assistant: Mr. John Howard?

Miss Martell: Yes. | was wondering whether Mr. Howard could see me. My
name is Martell.

Assistant: Oh, I'm very sorry, but I'm afraid Mr. Howard has several engage-
ments today. He's at a meeting this morning and he has several other ap-
pointments this afternoon.

Miss Martell: Then would you kindly make an appointment for me?
Assistant: Yes, certainly. I'll just look in his diary (quesuuk). Now, would
Friday, three- fifteen, suit you?

Miss Martell: No, I'm afraid | shan't be in town on Friday.

Assistant: Oh. Then would you be able to come on Monday at eleven o'clock?
Miss Martell: Yes, that would be quite all right.

Assistant: Good, I'll make it for eleven o'clock on Monday, then.

I11. TRANSLATE INTO ENGLISH:
1. ¥V mens Bctpeua ¢ muctepom Cmurom B 10.30.
2. 51 xoren Obl MOTOBOPUTHL C MUCTEPOM ['peem, eciii OH He 3aHAT.
3. Bel npocuiin MeHst HanmoMHUTh BaMm 0 Baiiem nocenienuu Bpaya.
4. He mornu Ob1 B OTMEHUTH YCIOBIEHHOE BPEMS BCTPEUH?
5. Bbl HE IPOTUB TOr0, YTOOBI COBEPIIUTH MPOTYJIKY IO TOPOY CETOAHS?
6. OHa cka3zana, 4yTO MbITAJIACh CBI3AaThCSA CO MHOM BYEPA, HO HUKTO HE OTBE-
THJI HA 3BOHOK.
7. BaM Ha3HauUTh BpEMs BCTPEUU?
8. ITatauna, 16.30, Bam nogxoaut?

IV. TRANSLATE THESE DIALOGUES INTO ENGLISH:
1) Accucmenm: JJodopoe ytpo!
Mucc Mamenn: Jlo6poe ytpo!
Accucmenm: Muctep xon Xayspa?
Mucc Mamenn: Jla. 51 xorena Obl 3HaTh, MOXKET JII MUCTEp Xay3pJ NPUHSThH
MeHs. Mens 30ByT Marenn.
Accucmenm: Coxanero, HO Mmuctepa Xayspaa oueHb 3aHiT cerogus. OH Oy-
JIET Ha COOpaHUU CErOJIHS THEM, U Y HETO HECKOJBKO BCTPEY BEYEPOM.
Mucc Mamenn: He morau 661 Bbl Ha3HAUATH BpeMst 1J1sI MCHS?
Accucmenm: Jla, KoHeuHO. Sl TOJBKO MOCMOTPIO €ro pacnucaHue. Yersepr,
17.30, Bam moaxoaut?
Mucc Mamenn: Het. boroce, s HE CMOT'Y B UETBEpT.
Accucmenm: Torga He cMoxeTe Bbl NpuiTH B TOHEICIBHUK B 9 4acoB?
Mucc Mamenn: Jla, 3T0 BpeMsi MHE TOAXOIUT.
Accucmenm: Xopormo. Torna s HasHauy Bam 9 yacoB B moHEIEIbHUK.
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2) Mucmep Bpayn: IoOpoe ytpo. Mens 30ByT mucrep bpayH. Y MeHs
Ha3HaueHa BcTpeua ¢ mucrepom Cmutom B 13.30.

Cexpemapyv: Jla, koneuHo, muctep bpayn. Muctep Cmur ckaszan, uto Bel
npuzaere. He mornu O6b1 Bbl mogoxxaaTe HECKOJIbKO MUHYT? Mucrtep Cmut
ceryac roBopUT ¢ naprHepamu. S npurnamy Bac, Korga oH 3aKOHYMUT Telle-

(OHHBIN 3BOHOK.

V. ROLEPLAYING.

1)  Make sure about your appointment with your boss by phone. Continue
the conversation, make up two dialogues:
a) the boss is engaged; b) your appointment is not cancelled.

2) Make sure that your lawyer can see you today. Continue the conversation.

SPEAKING «ME AND MY PROFESSION»

l. PRACTISE READING SOME USEFUL EXPRESSIONS:

ability — crrocooHOCTE
approach — nmonxon

attitude — otHotIeHUE
advantage - mpeumMyIiecTBoO
background — ompit

bright — sipkwuii, ymMHbBIH
creative — TBOpUeCKHiA

desire — xenanue

decision — penmTenbHOCTD, TPHHSI-
THUE PELICHUN

dull — cky4HBIi, TTyTIBIHI
ignorant — HeBe)KEeCTBEHHBIH
flexible — ruGkwuii, TBOpuecKuii
generosity — BeJIMKOYIIIHE
humanity — yenoBedecTBO
quality — xkauecTBO

possibility - Bo3M0OKHOCTB
responsibility — oTBeTCTBEHHOCTH
skill — ymenune

solution — perrenne

tolerance — Tepriecane
upbringing — Bociuranue

to afford — mo3BoiATE cede

to complain — »xanoBaThcs

to consider — cunrarhb

to be keen on — ouens MOOUTH
to do one’s best — genaTh Bce
to depend on — 3aBuceTh OT

to develop - pa3BuBath

to devote — mocesmaTe ceds

to form — popmuporath

to mark — BeICTaBISITE OTMETKHU
to master — osiageBaTh

to obtain — nonyuars, nproOpeTaTh
to require — TpedoBaThH

to reward — Harpaxaatb

{0 Serve — city’)KuTh

to solve a problem — pemars mpo-
onemy

to succeed — noOuThCA ycmexa
pros and cons — 3a ¥ IPOTHB

as for me — uro xacaercst MeHs
VIEW — B3TUISI], MHEHUE

vital — >Ku3HEeHHO Ba)KHBIH
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II.READ THE SENTENCES TRANSLATING THE WORDS IN
BRACKETS INTO ENGLISH:

1. Finishing school is quite the right time (momymats o Oymyiuei
npodeccun).

2. (Ycnemnoe pemenue) of the complex tasks of upbringing (3aBucut ot
YUHTENA U €ro Npo(eCCUOHATBHBIX YMEHUN ).

3. Every job has (cBou mitochl 1 MHHYCHI).

4. To be a teacher is a great (0TBEeTCTBEHHOCTD).

5. Teaching (tpebyet TBOpYECKOro moaxoja K Ka)Xa0My YpOKY U XOPOIIHX
KOMMYHHMKATUBHBIX YMEHUM ).

6. Teachers often (;kanyrotcs) that they are overworked and underpaid.

7. Modern school is aimed to develop children.

8. An (HeBexxecTBeHHBIN) teacher teaches ignorance but a good teacher (pas-
BuBaer) in his pupils the burning desire to know.

9. A teacher should have such ... as ... (Takue IMYHBIC Ka4eCTBa, KaK BEJIH-
KOJyIlIUe, TePIEHUE, THOKOCTb).

10. Audience (yBaxaeTt TosibKO sipkue) personalities.

11. They must (pa3BuBats) their pupils’ intellect, (popmupoBaTh X MHEHHE
¥ MHTEJUIEKT, uX otHoineHue) to life and to other people.

12. (Uro kacaetcs mens) | made my choice long ago.

I1. READ, TRANSLATE AND MAKE UP THE SIMILAR TOPIC
ABOUT YOURSELF:
MY FUTURE PROFESSION

Many young people consider teaching as a career. It’s not surprising —
teachers play a very important role in our lives. They serve humanity doing
the most vital job of all. The successful solution of the complex tasks of up-
bringing depends largely on the teacher, his professional skills.

Every job has its pros and cons. The profession of a teacher is not an
exception. On the one hand, this work is creative and varied. Teaching is a
constant stream of decisions and a challenge to one’s character and abilities;
it requires a flexible approach to every lesson and good communication
skills. This profession can be rewarded if you like dealing with children be-
cause children will love you too. On the other hand most jobs are done within
the usual office hours from 9 a.m. till 5 p.m. but not for teachers. They are
devoted to their work and usually spent their evenings in making exercise
books and preparing for the next lesson.

Teachers often complain that they are overworked and underpaid. To
be a teacher is a great responsibility. Everybody knows it requires a flexible
approach to every lesson and good communication skills. That it isn’t easy to
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teach modern children. Teachers don’t only give knowledge in their own sub-
ject. A teacher is a person who is always teaching himself while teaching
others because every time you learn something new you know. An ignorant
teacher teaches ignorance but a good teacher catalyzes in his pupils the burn-
ing desire to know. Modern school is aimed to develop children.

To be a good teacher you must be deeply interested in what you are do-
ing. You have to be quite creative and well educated yourself. Besides a
teacher should have such personal qualities as generosity, tolerance, flexibil-
ity and so on. Audience respects only bright personalities. Teachers have to
be clever and obtain a set of specific skills to be able to explain difficult
points in simple words because they must develop their pupils’ intellect, form
their views and characters, their attitude to life and to other people.

As for me, | made my choice long ago — | want to become a teacher. |
cannot say that all the necessary qualities can be found in me but I’'m keen on
this profession and I’ll do my best to match it. It is not easy, as it may seem at
first but I think that love for children combined with the knowledge I’ll get at
the University would be quite enough to succeed in my future work.

IV. ANSWER THE FOLLOWING QUESTIONS:

1. Why do young people consider teaching as a career?

2. What are the advantages of this profession?

3. Teaching is done within the office hours from 9 a.m. till 5 p.m., isn’t it?
4. What must a good teacher know?

5. What kind of person should a good teacher be?

6. Why is it a great responsibility to be a teacher?

V. ASK YOUR NEIGHBOUR:

1) what profession he (she) has chosen;

2) what specific skills teaching requires;

3) when the profession of a teacher is rewarded;

4) why teachers are always mastering and learning themselves;

5) what a good teacher catalyzes in her pupils;

6) if modern school is aimed to develop independent thinking and creativity;
7) what a teacher cannot afford himself /herself;

8) what a good teacher is able to explain;

9) if he / she is keen on this profession.
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VI. READ, TRANSLATE AND MAKE UP THE SIMILAR DIALOGUE:

- Have you already chosen your future profession?

- Yes, | want to be a teacher.

- Really. But it’s a very responsible profession. In addition, unfortunately it
isn’t a well-paid job. Why have you chosen to work in this field? What are
your criteria?

-This profession is interesting and useful. This is the job, which lets you learn
something new every day. | find it interesting and challenging to solve new
problems. At the same time, I’ll work with English and Russian, the lan-
guages | like.

- Yes, | see. But besides to be a teacher is so responsible, isn’t it?!

- Sure, responsible, on other hand I’d like to know many things in many other
subjects. And a teacher is just a person who is always himself while teaching
others because every time you learn something new.

- Do you have the needed traits of character? A teacher should have such per-
sonal qualities as generosity, tolerance, flexibility. Besides audience respects
only bright personalities.

-Well, | think, this is a very important trait of character. It’s a good possibil-
ity to develop my creative abilities and communicative skills. My father says
| am organized and communicative.

- Many boys and girls want to be famous in their future. What about you?

- I don’t think about being famous. If I am famous, I’ll be glad I think, but
most of all | want to have a good job and be a good specialist.

-Where would you study to prepare for your future profession?

- I’ll try to enter the Philology Department of the State University. If | fail to
enter, | shall take courses.

- When did you begin to think about your future profession?

- When | was a child. Then | knew my father was a technologist and | wanted
to become a technologist, too. But later | understood that | could make a ter-
rible technologist, since | am bad at chemistry and such subjects.

- Who helped you decide what you want to be?

- My parents supported me a lot, especially my mother. They helped me to
understand myself.
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TOPIC 5. APPLYING FOR A JOB. INTERVIEW

I. WORDS AND WORD-COMBINATIONS TO BE REMEMBERED

advert (advertisement)
account

to accept

to apply

applicant

application form
background

personal data

benefit package

board or panel interview
candidate

career objective
conclusion

covering letter
handling

emphasize
employment agency
experience

to make an impression
to interview

interview

job vacancies

pattern

probationary period
prospective employer
position

reference

resume
qualification

temporary job
permanent job
current job (present job)

salary

bonus
short-listed

show one’s worth

oOBsIBIICHUE, peKIama

CYeT, pacyeT

NpUHUMATH (TIpeIoKEeHre 0 paboTe)
MO/TaBaTh 3asBJICHUC

KaHJIUJIAT, IPETCHIEHT (Ha padoTy)

OJIaHK 151 3asIBJICHUS

Onorpadguveckue MaHHbBIE; MOATOTOBKA, KBa-
TuduKaIms

MIEPCOHAJIbHBIC IAaHHbBIE

CTpPaxoBOM (COIMANIbHBIN) MTaKEeT
co0eceToBaHNE HA COBETE MJIM KOMUCCHH
KaHJIUJIAT, IPETeHIEHT (Ha IOJKHOCTH)
xKenaemas J0HKHOCTh

3aKJIIOYCHUE, BBIBO/T

COMPOBOAUTEILHOE TTUCHMO

00paboTKa TaHHBIX

MO TYCPKUBATH, BBIJICIIATh

areHTCTBO I10 TPYAOYCTPOUCTBY

OTIBIT

MIPOU3BOINTH BIICYATIICHUE

MPOBOJUTE coOeceoBaHue (MHTEPBBIOMPO-
BaTh)

cobeceoBaHne

BaKaHCUU Ha JIOJDKHOCTH (17151 paboThI)
oOpa3err, MoJIeITb

WCIBITATEIIbHBIA CPOK

Oymymuit (TipeamnoiaraeMplii) paboToaaTe b
JOJDKHOCTH

pPEKOMEHIAIUS; TTOPYIUTENb, MAIOIMNNA PEKO-
MEHIAITHTO

pe3romMe
KBaIM(PUKALIMS, TPABO 3aHUMATh KAKYHO-ITHOO
JIOJZKHOCTD Cp. skill — HaBbIK, ymMeHuUe

BpeMeHHas paboTa

MOCTOSTHHAS paboTa

HacTosIee MecTo paboThl (TEKyllee MecTo
paboThI)

’KaJIOBaHbE Syn. Wages
n00aBOYHOE BO3HArpaxkaenue Syn. Premium
IpoUIeINe MPeABAPUTEIbHBIN 0TOOD
MPOSIBUTH CEOsI

45




strong points

the stock market
staff

staff office
references

to hire

to fire

to leave the company

CUJIbHBIE CTOPOHBI
dbon0oBas OUpxKa
HITaT CIY>KAIUX
OTJIeN KaJpoB
pPEKOMEH1alluu
HAaHUMAaTh Ha paboTy
YBOJIBHSATH
YBOJIBHATHCS, YXOAUTH (M3 KOMITAHHUH )

Syn. Personnel

Syn. Recommendations

to be eligible for medical and den-
tal insurance

HMCTDb IIpaBO HaA MCAWIMNHCKYIO CTPAXOBKY U
JICUCHUC Yy JAHTHUCTA

to be in charge of a team of

PYKOBOJIUTH OTJEJIOM, KOMaH 101

to check applicant’s professional
skills immediately

HCMCIJICHHO IIPOBCPUTH HpO(beCCI/IOHaJIBHOC
MACTCPCTBO IIPCTCHACHTA

company you are going to work in

KOMIIaHUs, B KOTOPOH BBl coOMpaeTech pado-
TaTh

graduate in business studies

MMETh YKOHOMUYECKOE 00pa3oBaHuE

to give a ring

ITIO3BOHUTDH

to have fluent French

CBOOOJTHO TOBOPUTH HA (PPAHILY3CKOM SI3BIKE

to insist on a doctor's certificate

HAaCTanBaTh Ha OOJILHUYHOM JINCTE

to make a good impression on
someone

IIPOM3BECTH XOPOIIIee BIICUATICHUE Ha KOTO-
1100

to reply to an advertisement

OTO3BAaTbCs, OTBCTHUTH Ha 00BIBIICHHE

suitable person for a particular job

KaHAUAATypa, MOAXO/AIas Ha ONPEeIeTIEHHYIO
JIOJDKHOCTD

some rules of behaviour

HCKOTOPBIC IIpaBHJIa ITIOBCACHUA

to take up the references

IIPUHUMATb PCKOMCHAAIINHN

to trade stocks and bonds

IIpoaaBaTh aKIIWUHU 1 O6HI/IFaI_[I/II/I

it is common to avoid discussing

MPUHATO U30eraTh 00CYKIACHUS

opportunity to demonstrate skills

BO3MOXXHOCTh IIPOJIEMOHCTPUPOBATH MacTEP-
CTBO

to shake hands

MIOKaTh PYKY

to use secretarial skills

HCIIOJIb30BATH CCKPETAPCKUEC YMCHUS

to work a five-day week

paboTathb 5 THEH B HEJIETIO

to get in touch with you in a day

CBS3aThCS C KEM-TTHO0 Yepe3 JICHb

Il. PRACTISE READING SOME USEFUL EXPRESSIONS:

| enjoy working with people

MHe HpaBuTCs paboTaTh C JIOABMU

So | was out of job

A ocrancs 6e3 paboThl

it went bankrupt

Omna (upma) ctana 6aHKPOTOM

The company closed down

KoMnanus 3akpbuiachk.

We'd better call this man for in-
terview

Be110 OBI JTydille BBI3BaTh 3TOTO MY>KYHUHY
U1 coOece10BaHMs
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Will next Monday do?

Crenyromuii NOHEICIbHUK TOAXOIUT?

She seems to be the best quali-
fied

MHe KaKeTcs, 4TO OHa HMEET JIyUIIyIo
KBaJU(DUKAIIIO

What are your qualifications?

Kaxkyro Bl umeere kpanuduxaimo?

Have you been doing anything
since?

Bb1 uem-To elie 3aHUMaIuch ¢ TEX mop?

Would you mind telling me a
little bit about your present job?

He mornu 661 Bel paccka3zath MHE HEMHOTO
0 Ballleil paboTe B HACTOsIIIEE BpeMs?

| hope she's good at typing

H&I[CIOCB, OHa XOpoHIo IcyaracTt

Are you interested in working
at an office?

Bbl unTEpecyerech paboToii B oduce?

| was trained in book-keeping
and office practice

S monmyuns MOATOTOBKY MO OyXTanTepcKo-
My JIeqly ¥ paboTe B opuce

Why are you applying to work
in our company?

[louemy Bbl HanumaeTech Ha padoTy B
Halleil KOMIIaHUH?

We are going to take up your
references

Msbl HamepeBaeMcsl NpUHATH Bamm peko-
MEHIANU

We'll get in touch with you

M1 cBskeMcs ¢ Bamu.

I'll write a letter of appointment

S HallIny IIMCbMO O HA3HAYCHUN

1. MATCH THESE WORD
SIAN EQUIVALENTS:

COMBINATIONS WITH THEIR RUS-

1) to make a good impression on
someone

a) BO3MOXKHOCTb ITPOJICMOHCTPUPO-
BaTh MAaCTEPCTBO

2) career objective

b) npousBecTu xopoliee BrieYaTICHNUE
Ha KOT0-1100

3) to shake hands

C) MPUHSTO U30eraTh 00CYKIEHUs

4) opportunity to demonstrate skills

d) >xemaemasi JOJDKHOCTD

5) it is common to avoid discussing

€) KaHAuaaTypa, MoAX0s1as Ha
OIPENICTIEHHYIO JIOJDKHOCTD

in

6) company you are going to work

f) HemeqeHHO TIPOBEPUTH Mpodeccu-
OHAJILHOE MAaCTEPCTBO MPETEHICHTA

7) some rules of behaviour

g) HEKOTOPbIE MPaBUiIa NOBEICHHUS

job

8) suitable person for a particular

h) moxats pyKy

skills immediately

9) to check applicant’s professional

1) KOMIIaHUs, B KOTOPOl BBl coOupae-
TeCh pabOTaTh
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IV. READ THE TEXT AND COMPLETE THE SENTENCES WITH
THE APPROPRIATE WORDS AND PHRASES GIVEN IN THE BOX.
FILLING A VACANCY.

References, candidate, position, interview, resume, job vacancies, applica-
tion, short-listed, application form, employment agencies, apply, applicant

Many people looking for a job read about the (1) _ advertised in
newspapers by companies and (2) . To reply to an advertisement is to (3)
___forajob. Youbecomea(4)  oran(5) __ .Youwritean (6) __,or
fill in the company’s (7) __ , and send it, along with your (8)  and a cov-
ering letter. You often have to give the names of two people who are pre-
pared to write (9) __ for you. If your qualifications and abilities match the
(10) __ you might be (11) __, i.e. selected to attend an (12) .

V. READ AND TRANSLATE THE DIALOGUES:

1.
Mr. Kay: Twenty applicants - that's not bad for one advert. I've made a
shortlist of five, so we'd better call them for interview.
Mr. Samuel: Will next Monday do?
Mr. Kay: Monday, all right. I’ll see this one first, Jane Ling. She seems to be
the best qualified.
Mr. Samuel: Is she the graduate in business studies?
Mr. Kay: Yes, and | hope she's good at typing as well.

2.
Mr. Kay: Now, Miss Ling, about your qualifications. | see that you have flu-
ent French as well as English and that you were working with your last com-
pany for four years. Tell me, why did you leave?
Candidate A: Actually, | didn't leave. The company closed down.
Mr. Kay: Closed down?
Candidate A: Yes, it went bankrupt. So | was out of job.
Mr. Kay: | see. And have you been doing anything since?
Candidate A: | had a couple of temporary jobs, and now | really need some-
thing permanent.

3.
Mr. Kay: So tell me, why are you applying to work in my company?
Candidate B: Well, I was trained in book-keeping and office practice and I'd
like to use my secretarial skills.
Mr. Kay: | see. And apart from typing what experience do you have with of-
fice machinery?
Candidate B: | know how to use the telex machine and the photocopier.
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Mr. Kay: All right. Well, I'll think it over and we'll get in touch with you in a
day or two. Thank you for coming.

4,
Mr. Kay: Now let me tell you a few things about the job. You know the sala-
ry already. We pay a bonus twice a year and we give three weeks' holiday a
year. Office hours are nine to five thirty and we work a five-day week. Do
you have any questions?
Candidate C: Oh, yes. If | feel ill, what should | do?
Mr. Kay: Well, I insist on a doctor's certificate if staff is away for longer than
a couple of days.

5.
Mr. Kay: Miss Ling is still my first choice, so could you give her a ring and
I'll offer her the job. If she accepts I'll write to the others straight away so as
not to keep them waiting.
Mr. Samuel: Are you going to take up her references?
Mr. Kay: No, there's no need to do that. I'm pretty sure we can trust her. If
she accepts I'll write her a letter of appointment.

6.
- Please have a seat, Mr. Sunders. | received your resume a few weeks ago
and I must say I’m very impressed.
- Thank you.
- We are a small financial company, trading mostly stocks and bonds. May |
ask why you are interested in working for us?
- Your company has an impressive reputation and | always wanted to work
for a smaller company.
- That’s good to hear. Would you mind telling me a little bit about your pre-
sent job?
- ’m a head broker in a large international company. I do with clients on a
daily basis and deal with all aspects of their accounts personally.
- Why do you think you’re the right candidate for this position?
- | have a lot of experience in the stock market and | enjoy working with peo-
ple.
- As a matter of fact, in my current job I’m in charge of a team of 8 brokers.
- Well, you might be just the person we’ve been looking for.
- Do you have any questions?
- Yes. If | were hired, how many accounts would | be handling?
- You’d be working with two other head brokers, in other words you’d be
handling about a third of our clients.
- Whom would | report to?
- Directly to me.
- | see. What kind of benefit package do you offer?
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- Two weeks of paid vacation in your first year of employment. | believe you
are also eligible for medical and dental insurance but this is something you
should discuss with our Personnel Department.

- Do you have any other questions?

- No, not at the moment.

- Ok. I’ll have to discuss your application with my colleagues and we’ll get
back to you early next week.

- Ok. Thanks. It was nice to meet you.

- It was nice meeting you too. And thanks for coming in today.

VI. MAKE UP DIALOGUES MATCHING THE ANSWERS UNDER THE
LINE TO THE QUESTIONS GIVEN BELOW:

a) What are your qualifications?
b) Will you tell me a few things about the job?
c) Are you going to take up his / her references?

a) Yes, | am. And if she accepts the job I'll be quite satisfied. (No, there's no
need to do that. I'm sure we can trust her.) b) Well, we pay bonus in addition
to the salary every month. Office hours are... ¢) | was trained in typing and I'd
like to use my skills.

VII. THINK OF THE POSSIBLE ANSWERS TO THE INTERVIEWER’S
QUESTIONS WHEN APPLYING FOR A JOB.

If you want to be a salesperson, do you enjoy travelling, and are you
good at meeting people?

If you want to be a secretary, are you interested in working in an of-
fice? Can you type and file quickly?

Are you patient?

If you want to work in school, do you like working with children and
their parents?

Are you good at working with numbers?

Are you friendly?

What skills do you need for the job you would like to have?

Are you responsible?

Do you work hard?

Do you always do the best job you can?

Do you help your co-workers?

Are you reliable?

Do you start working on time?
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Do you come to work every day?

What are your strengths?

For example, do you work well with people?

Are you good at maths (pedagogics, psychology, etc.)?

Can you work independently?

What are your weaknesses?

For example, your English is not very good. Are you learning to im-
prove it?

Perhaps you are impatient because your co-workers do not work very
fast?

VIII. TRANSLATE INTO ENGLISH:

A.

1. JlecsiTh KaHIUIATOB — HETJIOXO JIJISl OJTHOTO OOBSIBICHHUS.

2. Cnenyromas cy66ota, 18.30, moaxoaut?

3. Ona 3akoH4mMIa OOy4YEHHUE B YHUBEPCUTETE?

4. Y MeHs ObUIO JIBE€ BpEeMEHHbIE palOOThl, a cefyac MHE HYXHO YTO-
1100 TOCTOSHHOE.

5. 4 obyuanach MEHEIXKMEHTY U ceillyac Xorena Obl MPUMEHUTH MOU
HAaBBIKHU.

6. MBI TUIaTUM MPEMHUIO K €KEMECSIIHON 3apa00THOM miate.

7. Ecnu ciyxeOHbIN niepcoHan OTCYTCTBYET OoJiee ABYX JHEU, TpeOyeT-
cst OOJIbHUYHBIH JIUCT.

8. Bbl cobupaerech npocuTh, YTOOBI OHA MPEAOCTABUIIA PEKOMEH AU ?

B.

Mucmep /{oceii: A ceryac pa3pemiute MHE pacckazatb Bam HEeMHOro o
pabote. 3apmiara Oyaer coctaBisaTh 2000 mommapoB B mecsn. MBI Takxke
IJIATUM TIPEMUIO JBAXKIBI B TOJ U JaeM JABYXHEIETbHBIN OTIYCK JiBa pa3a B
roa. Yacel pabotsl - ¢ 8.00 go 17.00. ¥V nac narunneBHas padouas Henens. Y
Bac ectb kakue-nmu60 Bonpocki?

Kanouoam: O, na, koneuno. Hy>xHo 11 odunuanbHo ohopMisiTe 00Ib-
HUYHBIN JIMCT B cy4dae 00Jie3HU?

Mucmep [[ceii: 51 nporny o mpeaocTaBiIeHUNA OOJbHUYHOTO JIUCTA, €CIIN
MIEPCOHAII OTCYTCTBYET 00JIee IBYX JTHEH.

C.

Mucmep [[ceii: 51 cuutaro, Mucc bpayHn numeer 0osbllie MpenuMyLIECTB
N0 KBAIM(UKALMK U ONBITY, MO3TOMY 5l CKJIOHSIIO CBOM BBIOOp B IMOJIB3Y €€
kanauaaTypsl. He morym O6n1 Bel mo3BoHUTS €i1? S npepioxy e padoty. Ec-
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JIM OHA coTJlacHa, sl HAIMUIY APYTUM IPETeHACHTaM IpsMO ceilyac, 4ToObl He
3aCTaBJIATh UX KJATh.

Mucmep Camrosns: Bbl cobrpaeTech 3BOHUTH €€ PEKOMEHIaTeNsIM?

Mucmep iceti: Her He0OX0MMMOCTH JeNaTh 3TO. S MOJHOCTHIO yBe-
PEH, YTO MBI MOKEM JOBEPSTh €i. Ecny oHa MpUMET NpeIOKEHNE, sI HATIH-
11y €d MMCbMO O HA3HAYECHUH.

D.

A: Ilepen Hauanom 3Toro codbeceoBaHus, Kakue-HUOYIb BOIPOCHI?

b: Het, s roTOB HATH.

A: Jlagno, otmuuno. Pacckakure MHE 0 cebe.

b: 4 35 nerHuii npenoaaBatesb ¢ Y4€HOU CTEIICHBIO.

A: Ilouemy Bbl XoTHTE cTaTh yuuTeaem?

b: S xouy ynayumate Oyayiiee yyanmxcs.

A: Kakoit mpeamet Bbl ObI X0TeNU npemnojiaBaTh?

b: 4 xoren Obl mpenonaBaTh HAyKy. Sl ObLI YUYEHBIM OJIHAXK/IbI.

A: UnTepecno! Urto 3actaBuiio Bac cMmeHuTs padboty?

b: YdeHble B JEUCTBUTEIBHOCTH HE B3AUMOJICMCTBYIOT C JIETBMU.

A: Bepno! A nepe3Bonto Bawm, ecnu s penry HaHsTh Bac.

b: Cmmacu6o. Hageroch ycnbimats Bac ckopo.
http://am-en.ru/english-conversation/jobs/the-job-interview.htmi

V. ROLEPLAYING.

a) Looking through the advertisements of jobs, you have found one,
which seems to be convenient for you. You make a call to the staff office.
After answering some questions of your education and job experiences, you
get to know about the salary and are asked to send your resume per email.

b) Recently you’ve sent your resume to the factory. At last, you are
called by the staff-office. Your background will be clarified, and then the da-
ta of applying will be set.

C) You have a permanent job at school. However, you are looking
for the temporary job at the office for the half day. You can type well, are re-
sponsible and creative. The interview starts. ..

TOPIC 6. RESUME

GENERAL INFO
CocraBieHre yJaqyHOro Pe3I0OME Ha aHIVIMMCKOM SI3BIKE 4acTO SIBJISAETCS
OJIHOM M3 CaMbIX CJOXKHBIX 3a/Ja4 NP MOUCKE pabOThl 32 TpaHUIICH WU B
3aMmajiHol  KOMMaHuu. Pe3iomMe JOMKHO OTBEYaThb BCEM HEOOXOIUMBIM
TpeOOBaHUSAM, HO TIPH ITOM BBITOJIHO OTJIMYATh Bac OT JAPYIUX
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MPETEH/ICHTOB Ha JIaHHYI JOJDKHOCTh. BaMm mnpuuercs mMoaBeCTH HUTOT
CBOEMY KHU3HEHHOMY ONBITY Ha 1-2 CTpaHHWIIaX, OCBETHUB IMPU STOM CBOHU
HanOosiee BhIIArONIMECs AocTHxkeHus. OObIdyHO, paboTojaTenb HE YWUTAET
MOJTHOCTBIO KaXKJ0€ PE3IoMe, MOAITOMY HEOOXOJMMO Cpa3y 3auHTEPECOBATH
€ro caMoi BaxHON HH(pOpMaIUeH.

B momomp TeMm, KTO MpeTeHAyeT Ha COJHIHYIO JOKHOCTh B
MEXIYHAPOAHOW KOMITAaHWMM WM COOWPAETCs WCHBITaTh ce0s B TIOWCKE
paboThl 3a mpenenamu Poccuu, Mbl IpeajiaraéM HECKOJIbKO COBETOB IIO
COCTABJICHUIO PE3IOME Ha aHTJIUMHCKOM s3bIKE W 00paszelr pe3roMe Ha
AHTJINMCKOM.

B CIIA pestome npunsto HasbiBaTh Resume, B Eppone — CV
(Curriculum Vitae).

CranmaptHas (popMa pe3roMe eBpOIECHCKOTr0 ypOBHsS BKIIOYAaeT B cels 6
OCHOBHBIX YaCTEH:

JInunas unpopmanus (Personal Information)

[ens (Objective)

OmnswiT padotsl (Work Experience)

O6pazosanue (Education)

Cneunanbnbie HaBbIKH (Additional Skills)

Pexomenpmaruu (References)

OCHOBHBIC MOMCHTEI, KOTOPBIC  JOJIJKHBI OBITH YUTCHBI IIpH
COCTaBJICHHUU PC3IHOMC:

1. Bo-mepBbiXx, Becb Ball OMNBIT pabOThl, OIJIAYMBAEMBIN U
HEOIUIAYMBAEMbIM, C TIOJJHOM 3aHSATOCTBIO M MO COBMECTUTEIBCTBY.
BcnomuuTe Bce BUBI ACSTEILHOCTH, KOTOPHIE BXOWIA KOT1a-JIMO0 B BalllM
00S3aHHOCTH.

2. Baiie oOpazoBaHue: MOJYUYE€HHUE YUCHBIX CTETIEHEH, CBUIETEILCTB 00
OKOHYAHHUH PA3IMYHBIX YUYCOHBIX 3aBEACHUM.

3. Kakas-nmu6o monosHUTENbHAS IEATeTbHOCTD: YICHCTBO B PA3TUYHBIX
OpraHu3anusX, Cayx0a B apMuu 1 T.1.

4. BriOepute U3 MpeablIyluX TyHKTOB (hakThl, Hanbosee, MO BalIleMy
MHEHHUIO, BaKHbIe B Oynayuieil padoTe, UMEHHO OHU U COCTaBSIT OCHOBY
BaIlIEro pe3roMe.

5. Pestome craemyer HauaTth ¢ JuvHOW wuHpopmanuu (Personal
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Information). HanummTe MOTHOCTBIO CBOE MMs, YKaXHTE ajapec, TenedoH,
AJIEKTPOHHBIN ajpec.

6. CrnenmyromuM TIYHKTOM SIBJISIETCSl II€JIb Balllero YCTPOMCTBA Ha
naHHYI0 JobkHOCTH (ODbjective). B HECKoJIBKMX clOBaxX ONMUIIUTE PaloTy,
KOTOPOW BBI XOTHUTE 3aHATHCS M MPUYUHBI, TI0O KOTOPHIM BBl CUWTAETE CBOIO
KaHIUAATypy Hoaxojsmie ans Hee. lIpenctaBbTe Balid camble BasKHBIC
JOCTH>KEHUSI B JaHHOW oOnactu. Peknamupys cedsi ¢ HaWIydiled CTOPOHBI,
MIOKAa3bIBasi, B YeM MMEHHO BBI MPEYCIIEIN, BBl Oy/IeTE€ BBITOHO OTIUYATHCS
OT JIPYTUX MPETEHICHTOB HA JIaHHYIO JTOJDKHOCTbD, MPOCTO MEPEUUCIITIOIMINX
cBou crmocoOHocTtu. PacckaspiBass o0 cebe, UCIOIB3YHTE  OOJbIIE
pWIaraTelbHbIX, 3TO CHIEJAeT TEKCT 0oJiee SPKUM U WILTIOCTPATUBHBIM, BOT
KpaTKUi MepeueHb Haubosee yrnoTpeOasieMbIX CIIOB:

directed yIPaBIISI

led / managed OCYIIECTBIISIT YITPABJICHUE
supervised OCYIIECTBIISIT PYKOBOJCTBO
achieved JTOCTHT

delivered JTOCTaBUII

generated 00001111 (TeHepUPOBAJT UJICH)
grew BBIPOC

increased YBEITHYHIT

initiated WHULIHAPOBAJ

launched 3aITy CTHII

cut \ decreased YMCHBIINJI

reduced CHU3HII

accelerated YCKOPHIT

created co3aai

developed pa3paboTai

established OCHOBAT

implemented BHEIPUIT

instituted yupeaul, Ha3HAYNII
performed OCYIIIECTBHII

pioneered OBLI ICPBHIM B

planned CIUTAaHUPOBAIT

produced IPOU3BEI

re-engineered MOJICpPHU3HPOBAT
restructured PECTPYKTYpPHUPOBAII

saved and transformed COKOHOMMUJI ¥ TPAaHC(HOPMHUPOBAIT
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1111 U36eraiiTe Takux KJMIIeE, KAK:

dynamic JTIMHAMUYHbBIN

people-oriented OpPUEHTUPOBAHHBIN Ha JIOZCH
results-oriented OpPUEHTUPOBAHHBIN HA PE3yJILTAT
self-motivated CaMOMOTHBHUPOBAHHBIN

hands-on leader IPAKTUYECKUI PYKOBOJAMTEIb
visionary TTATbHOBU HBIHN

7. Tlocme »rToro mepeiaure K omnucaHuio ombita padoter (Work
Experience). HauaTh HYXHO C Bamero IMOCIECIHETO MecTa pPadOoThlI.
HeoOxonumo J1aTh Ha3BaHME KOMIIAHWHM, POJ €€ JEATEIIbHOCTH, Ballly
JIOJDKHOCTh. PacckaspiBasi O BallleM MPEAbIAYIIEM ONBITE, HE CTECHSUTECH
VIIOMSIHYyTh O CBOMX JOCTWXEHHAX. llepeuncnsaire wmecra cBoeu
npeablaye paboTsl B OOPATHOM XPOHOJIOTMYECKOM TOPSIIKE, HAYMHAS C
IOCJIETHETO.

8. PacrnpocTpaHeHHOW OMIMOKON SIBISETCA IMOCTPOCHHE pE3IOME IO
“(yHKIMOHAILHOMY ® NPUHIIMITY, pa3Jeisis BECh OMNBIT padOThl HA TPYIIIbLI B
3aBUCHMOCTH OT pOJa JEATEIBHOCTH. OJTO MOXET CTaTh HACTOSIIUM
IPOBAJIOM JJIsl IPETEHIEHTa Ha paloTy, TaKk Kak pabOTOJIATEeNb MOXKET U He
IpoYuTaTh €ro pestome. He ykaspiBaiiTe mpuynH CMEHbI pabOThI, 3TO MOXKET
BBITVIAJICTh KaK ONpPaBJaHUE WIM yKa3aTh HA Ballld BO3MO>KHBIE HEJIOCTATKH.
B nyHkTe, mocBsmieHHOM BaimieMy oOpasoBanuio (Education) omnwuimunTe
KOrJla, Kakoe YyuyeOHOEe 3aBeJ€HHME Bbl OKOHYWJIM, KAaKyl MOJIYYUIIU
cnequaibHOCTh. He 3a0yapTe mepeduciiuTb BCE  JONOJHUTENbHbIE
KBaIM(PUKALIMK, CTAXKUPOBKH, OTHOCSIIMECS K TOW JTOJKHOCTH, KOTOPYIO BBI
XOTeNU Obl MOTYYHUTb.

9. JlomonHWTENbHAS WH(pOpMAIHMs, Takas KaKk YpPOBEHb BJIAJCHUS
WHOCTPAHHBIMH SI3bIKAMH, yMEHHE padoTaTh ¢ KOMIIBIOTEPOM, HAJIMYUE
BOJUTEIIBCKUX IPaB U TOMY 110JI00HAs, JOJDKHA OBITh IIEPEUYUCIICHA B ITYHKTE
cneiuaiabubie HaBelku (Additional Skills), ecnu ona mmeer oTHOIICHUE K
BallIUM OOSI3aHHOCTSAM B HOBOW JOJKHOCTH.

10. OObIYHO pe3loME 3aKaHYMBAETCS MYHKTOM PEKOMEHJIAINU
(References), B koTopoM HY)KHO Ha3BaTh HECKOJBLKO JIFOACH C MpEIbIIyIeh
paboThl (KeNaTebHO HEMOCPEACTBEHHBIX HA4YaJbHUKOB) C YyKa3aHUEM
JMOJDKHOCTH,  Ha3BaHMEM  OpraHM3allid, KOHTAKTHBIM  TEIePOHOM,
AJICKTPOHHBIM ~ aJ[pecoOM, KOTOphIE MOTJM Obl 3a Bac MOPYYHUTHCA.
BrinmycKHUKH BY30B, HE UMEIOIIHME OMbITa PaOOTHI, MOTYT Ha3BaTh B KAUECTBE
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NOPYYUTEINS IeKaHa WM 3aBelyIoliero kadeapoil.

11. Ilocnemnuit myHKT MOHO 3amMeHuTh (¢paszori “REFERENCES
Available upon request.”

12. O0BeM pe3romMe MOJIOJOTO CIENHAIMCTAa HE JIOJKEH MPEBBIATh |
CTPaHULIbI, €CIIU XKE y BaC 3a IJIe4aMH OOJIBIION CTaX padoThl, THPOPMALIHIO
0 ce0e HY>)KHO pa3MeCTUTh He 0oJiee UeM Ha JIByX CTPaHHUIIaX.

13. Cpenaiite Baml JOKyYMEHT yAOOHBIM st uteHus. ChopmupoBan
oOlMi TIaH pe3toMe, YOeAUTeCh, YTO B HEM €CTh JOCTAaTOYHO YHUCTOTO
npocTpaHcTBa. BepxHee W HIDKHEE TOJSI JOJKHBI ObITh He MeHee 1.5
CaHTUMETPOB BBICOTOW, a OOKOBBIC TOJST HE MeHee 2. Mexay OTAeIbHbIMU
4acTsAMH pe3loMe ocTaBisiiTe mnpoOesnbl. JKupHbIM MPUPTOM BBIICISIUTE
HAa3BaHUsS IIYHKTOB, a TaK)X€ HAa3BaHUK KOMIIAHWMM M uMeHa. Ecnm Baie
pe3toMe OyJIeT COCTaBJIEHO HEAKKYpaTHO W OyJeT HEeYyJO0OHO JJIsi YTEHUS, HE
MHOTME 3aXOTAT C HUM O3HAKOMUThCA. He momuepkuBaiiTe ciioBa U HE
UCIIOJB3YUTE KYpPCUB, IJI1 TNPUAAHUS BBIPA3UTEIBHOCTU. Takue YJIOBKH
CKOpee CHU3AT 00IIIee BIEYATICHUE OT IPOUYUTAHHOTO.

14. He npumensiiite penkue mpu@Thl AJisI TPUBJICUCHUS BHUMAHUS
gutatens. OpuUTrvuHaIbHBIA MIpUPT HE TPUBETCTBYETCS B  JICJIOBOM
JOKYMEHTALMH, IO OJHOW 3TOM NMPUYUHE €r0 MOTYT U HE NMpOUYUTarh. [id
IIOJIHOM YBEPEHHOCTH, HCIIONB3YHTE TaAKKE CTaHAapTHBIC pudTHI, Kak Arial,
Garamond, Helvetica, Tahoma or Times Roman. He naumnaiite Kaxmoe
MPEUIOKCHUE OJIMHAKOBBIMH (Ppa3aMH M HE BBOJMUTE JINUHBIC MECTOMMEHUS.
YtoO0BI crenaTh TEKCT 00Jiee BBIPA3UTEIIBHBIM UCIIOIB3YUTE PA3HOOOPA3HYIO
JIEKCHKY.

15. IInmmte pe3rome KOHKPETHO JJISI ONPEIEIICHHON BaKAHCHUU.

[lenp HamucaHus pE3IOME - TMOJYYUTh KOHKPETHYIO JOJKHOCTH B
onpenesieHHON komnaHuu. [loaTOMy pacckaspiBaTh CileAyeT O TOM, 4YTO
OynmeT BaXHO Ha HOBOM MecTe paboTel. I[Ipomyckaiite TO, 4YTO He
IpeACTaBIsieT OONbIIOr0 3HauYeHHs. YeM MeHbIle Bbl OyJeTe yHNOMHHATh
HE3HAYUTEIbHBIC (DAKTHI, TeM OOJBIIOE 3HAYCHHE NPHOOPETET camoe
riiaBHoe. Eciam BBl mOchUTaeTe pe3loMe B pa3jIuyHbIE KOMIIAHWUU, THUIIATE
OTJIETIbHBIE PE3IOME JIJISl KAKJI0TO KOHKPETHOTO MECTa.

Oo0pa3subl pe3rome:
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OBJECTIVE

SUMMARY

EXPERIENCE
2008-present

1999-2007

EDUCATION
1994-1999

PERSONAL

ADDITIONAL
SKILLS

INTERESTS

REFERENCES

Alexander Bermann
376 West 186th Street, Apartment #6-3
New York, N.Y. 10033
Tel. (212) 973-6792
E-mail: shbv@yandex.com

A position as a mechanical engineer

15 years varied experience in mechanical engineering. Designed
and developed both automatic and special machines. Installed
machinery and equipment. Familiar with use of industrial
engineering techniques and machine shop practices

BROWN MMANUFACTURING Co

Paterson, N.J.

Design Engineer. Planed and designed both automatic and
special machines, instrumental system, and pneumatics
KHARKOV MACHINE WORKS

Kharkov, Ukraine

Design Engineer at the Automation Department Designed
various automatic machines.

Installed machinery and equipment

KRARKOQOV POLYTECHIC INSTITUTE
Kharkov, Ukraine
M.S. in Mechanical Engineering

Arrived in the United States in August 2007.
Permanent US resident, married, two children

Driving license
Computers (advanced user)
English, Russian, Ukrainian (fluent)

Cars, driving

On request
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26 rue Washington, 75008 PARIS France
tel: +331 777777 77
email: rachelking@efinet.fr

Personal
information

Objective

Qualifications

Experience

Education

Publications

Languages

Interests

Rachel King

Date of birth: 1 July 1980
Nationality: British
Marital status:  Single

Director of Studies in a European EFL institute

* Dip. TEFLA
* B.A, English Literature (Hons)

2007- White House School Paris, France
Language Instructor

» Advised senior business executives

* |mplemented English Through Drama workshops

2004-06 Interling Paris, France
EFL Teacher

* Instructed in-school and in-company

* Developed school's Internet access centre

2002-04 ELCC Cambridge, UK
EFL Teacher

* Taught at all levels, group and one-to-one

* Developed Telephone Excellence training course

2006 The Tower Schools Cambridge, UK
* Dip. TEFLA

2002 International Centres London, UK
* Cert. TEFLA

1999-2002 Cambridge University Cambridge, UK

* B.A,, English Literature (with Honours)
* University Drama Club

The EFLnet published A.U.P 2008

* French, fluent
* Russian, excellent

Russian literature, drama, jazz dance

© hitp://EnglishClub.com
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GABRIELLE P. MBEKI

96 Calumet Street Apt# 3 * Boston, MA 02120* (860) 550-1360 * gabriellepmbeki@aol.com

CERTIFICATION

EDUCATION

POSTGRADUATE
TRAINING

TEACHING
EXPERIENCE

August 2011 - Present
August 2010 — June 2011

April 2010 - June 2010

Fall 2009

CURRENT WORK
EXPERIENCE

Jan. 2008 — August 2010

OTHER WORK
EXPERIENCE

VOULUNTEER
WORK

AWARDS &
SPECIAL SKILLS

COMPUTER
SKILLS

Elementary Teacher
Pending Licensure in Elementary Education in Massachusetts 1-6

Bachelor of Arts, May 2009

English, Minor in Business Administration
Northeastern University

Boston, MA

GPA: 3.0/4.0

Candidate for Masters of Arts in Teaching, September 2011
Elementary Education

Northeastern University

Boston, MA

The Collegiate School Teaching Institute Fellowship, The Collegiate School, New York, NY
June 2010

Intern, Grade 3

Intern, Grade 4

The Chestnut Hill School, Chestnut Hill, Massachusetts

Gain additional classroom experience from a designated cooperating classroom teacher, as well as
specialist teachers. Observe classes and assist with all areas of curriculum, and eventually leading

lessons. Participating in regular conversations regarding educational issues, curricula and topics relevant to
teaching at the elementary levels in an independent schools environment. Other responsibilities include
partaking in family/teacher conferences, attending faculty meetings and carrying out lunch, recess and
carpool duties.

Part-Time Inclusion Aide, Grade 1

Lincoln-Eliot Elementary School, Newton, Massachusetts

Assisted students with their social and academic goals based on their learning differences. Helped
general education teacher with social interaction with other peers. Worked at modifying and adapting
the curriculum when necessary in order for student on IEP to complete their work.

Pre-Practicum Observer, Grade 3

Josiah Quincy Elementary School, Boston, Massachusetts

Observed classroom structures and social context of the school. Conducted teacher interviews, to determine
ways to support their students’ education. Assisted with helping a student in the development of literacy
through observation and instruction.

Real Estate Associate for Jedlin and Bowers Team

Coldwell Banker Residential Brokerage, Boston, Massachusetts

Assist in all aspects of the real estate business and transactions. Produce appointments for closings; fire
inspections, 6D, insurance certificates, photography and virtual imaging. Make showing appointments and
all calls that need to be directed to tenants, landlords, clients, brokers and salespeople. Host Open Houses
and show properties to potential clients. Construct leases and other contracts for sales and rental deals.
Design and manage the marketing and the promotion phase by creating weekly ads in The Boston Globe,
Boston Homes and Boston Courant, making beauty sheets for sale properties, write text for postcards,
assemble CMAs and creative development on supervisors’ website.

Aug. 2007 — September 2010 Part-Time Cashier
Wollaston’s West Village, Boston, Massachusetts

Dec. 2006 — April 2007 Administrative Assistant

DiNisco Design Partnership, Ltd., Boston, Massachusetts
June 2011 — Present Child Life Volunteer
(Seasonal) Children’s Hospital Boston, Boston, Massachusetts

Massachusetts Real Estate Agent License. Working knowledge of Spanish.
Interests in reading and creative writing; poetry, playwriting and short stories

PC and Macintosh: Microsoft Word, some Excel, some PowerPoint, Internet Explorer,
Safari, Netscape, smartBoard, Google Earth, Internet research and e-mail

Jadanue 1. WRITE YOUR OWN RESUME
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TOPIC 7. BUSINESS CORRESPONDENCE

JlenoBasi mepenucKa Ha AaHIVIMACKOM SI3bIKE OCYIICCTBIIACTCS B
COOTBETCTBMM C  ONpPEJACICHHBIMH  IpaBHIIAMH, 3aKPCIUICHHBIMH
TpaguiusaMu. OCHOBHBIMH TPEOOBaHUSIMHU K CTHITIO JISJIOBOTO ITMChMa Ha
AHTJIMICKOM SI3BIKE SIBJISIOTCS SICHOCTD, CKATOCTh, BEXKIUBOCTD, a TAKIKE
CTaHIAPTU30BAHHOCTh, O(QUIIMATBHOCT, U TOYHOCTh. J[e0BOE IMHUCHMO
Ha QHTJIUHCKOM $S3bIKE OOBIYHO COJACPIKHT CICAYIONUE 00s3aTelbHBIC
JaCTH:

JIroboe 1en0BOe MUCHBMO COCTOUT U3 CJACAYIONIMX 00s3aTeIbHBIX
KOMIIOHCHTOB:

1. [ITanka Onanka - aapec ornpasureis (The Notepaper)

2. Ccputka (The Reference)

3. lara (The Data)

4. Anpecar (The Addressee)

5. O6pamienue (The Salutation)

6. Texct nuceMma (The Body Text)

7. KommnmenTapsas konuoska (The Complimentary Close)
8. ®ammus u moanuck (The Surname & the Signature)

WMuTepec  MpeACTaBIsAIOT M OCOOCHHOCTH  PacIOJIOKEHUs
«0OpaMIISIOIINX» M «OCHOBHBIX» JJCMEHTOB Ha OjaHKe muchMma. Bce
SJIEMEHTHI IMHChbMa HAYMHAIOTCS C JIMHUK JICBOro mojis. Ilpu sTom
KaX/IbIH 3JIEMEHT pa3MelacTcsi KOMIIAKTHO, B BUJIC OTJICIBHOTO OJIOKA.

ITIpumep nemoBoro nuceMma:
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Continental Equipment Director: John G.Smith

9 Marth Road, Brighton, BM 5 JF
Telephone: 0273 559364
Fax: 0273 5959364 (1)

our Ref GiIf1 46 Your Ref. S0Ujr (20
15 Movermber 2007 ey}
Sales Department 4
Aluminium Alloy o, Lid.
Birrmingham
79 Prince Albert St
Birmmingharm 821 80w

Drear Sirs, iy}

We thank you for your letter of 11 Movermber, and would like to infonrm you
that we can deliver all the iterms required from stock, according to the
enclozed detailed offer. For the balance we would require three weeks from
the date of receiving vour canfirmation that this arrangement is acceptable.

Frices as quoted f.o b Londaon.
Delivery as specified ahove.
Fayiment against documents.

Yi'e hope ywau will find our tenms, method of payment and delivery dates

satistactory; and we can assure that you may count on our full co-operation
and immediate attention in this matter. (&)

Yours faithiully [

Fobert Hanson [t=))
Zontinental Equipment

3aganue Nel

Pacnogokure yactu A€JI0BOIo NuCbMa B IPaBHJILHOM IIOPAJIKE:
1. John L. Davis, President
Autocomp. Inc.
8100 South Jackson Street
Detroit, M1 48220

2. We recently purchased $ 250,000 worth of automated material-handling
equipment from your company. This equipment was purchased from you because
of the fine reputation you have for quality and service to your customers.

3. We look forward to doing business with your company in the future.
Sincerely,
Victor Boyd,
Plant Manager
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4. Dear Mr. Davis:

5. Rusk Seed, Inc.

400 National Highway
Decatur, Illinois 62525
April 15, 2007

AJpec oTipaBUTEIsA
[lucbMO MOXKET OBITH OTIEYaTaHO HA CTAHAAPTHOM OJlaHKe KommaHuu. B
TaKOM CJy4dae aJpec OTHPABUTENSI MPEACTABISAET 3arjaBHYK CTPOYKY B
Havaye nucbma. Hanmpumep:

Cambridge School of Languagesl
I 119 Mill Road *Cambridge *CB1 2A7 *UKI

Ecnu ampec koMmaHuM WM OTIPABUTENs HE HamedaTaH THUHOTpadCKUM
Croco0oM, TO 3TOT aApec JOJKEH ObITh HaleyaTaH B IIPABOM BEPXHEM YTy
MAChMA.

| Cambridge School of Languages
I 119 Mill Road Cambridge
CB12A7 LK

besycioBHo, Bbl XO0TUTE CKOpEe MOTyYUTh OTBET HAa CBOE MUChMO. B Takom
ciydae OyaeT moJie3Ho mpuBecTH Homep Bamiero tenedona, agpec Barmeit
AJIEKTPOHHOM MOYTHI U JJOMAIIHEN CTPAHULIBL, €CJIM TAKOBast UMEETCHI.

Jlara
Ecnu anpec ornpaButesnis HE OTmedaraH TUNOTrpadCKUM CrocoOoM, TO jara
MPUBOJIUTCA Cpa3y mocie aapeca ornpasutelst. Eciau Bel nuimere nucbmMo Ha
CTaHJApTHOM OJIaHKE€ KOMIAHWU, TO JaTy CJeayeT MOMECTUTH CIIpaBa, Ha
CIEAYIOLIEN CTPOKE MOCIE aapeca NOIydaTes.
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MpuHATO B Great Britain E MNprHATO B United States of America
2 I

Anpec mojay4varesis
Agnpec mosyyarens NUIIETCS B JIEBOM YacTM NMCbMa IIOCIE ajapeca
OTIIPABUTEIIS U JATHI.

Mewnharm Language Centre
8 Grand Road Oxford OX 9DU LK

Eciu Bbl 3HaeTe TOYHOE UMS W JOHKHOCTH ajpecara, OHH JIOJDKHBI OBITh
HaIMcaHbl Tepe] aapecoM. BHavalle NUIIETCS MM, 3aTeM JIOJDKHOCTB
ajpecara.

I s smith
| Recruitment Manager
Mewnham Language Centre

I 8 Grand Boad COxford COX 9D LK

L—————————————————————————

Eciu Bel HE cymenu HallTU UMEHU aJipecara, TO YKa3aHUe, KOMY aJIpeCOBaHO
MMCHMO, CJIeIyeT IOMECTUTH B CTPOKY "attention line".

I Mewnham Language Centre
| 2 Grand Road Oxford OX 90U UK

Eor_the attention of the Recruitment Mahager

L—————————————————————————

Takum oOpa3zoM, "agpecHas" 4acTh MUChMa BBITJISAUT CIASIYIONIUM 00pa3oMm:
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Cambridge School of Languages
119 Mill R.oad Cambridge
CB1 2A7 LK

Mewnharm Language Centre
8 Grand Road Oxford OX 9DU LIE

For the attention of the Becruitment Manager

Nnn TaK, €CJIN IIHMCBMO ITMIICTCA Ha OJaHKe KOMIIaHUH, U Bre1 He 3HaeTe
TOYHOI'O MMCHHU aJpccara:

l Cambridge School of Lanhguages

| 119 Mill Road *Cambridge *CB1 2A7 UK
|

|

|

l Mewnham Language Centre
| 8 Grand Road Oxford O 9D LK

| 10 July 2000

l Eor_the attention of the B ecruitment Manager

OoOpamenue

JItoboe muchbMO HauumHaercs ¢ oOpaumieHuss K aapecary. I[lpu stom
Jy4llle€ BCE-TaKM BBISICHUTh MMsI M JIOJDKHOCTh COTPYIHUKA KOMIIAHHH, K
KoTopoMmy Bl oOpariaerech, 3Ty HHPOPMAIUIO MOXKHO MOJYYUTh, TO3BOHUB
no TtenedoHy U CHOPOCHB, K KOMY oOpamiaTbCsi MO JaHHOMY BOIPOCY,
OCMOTPEB JIOMAIIHIOID CTPAaHUIy KOMIAHUM B VIHTepHETe, HCHONb3ys
JUYHbIE 3HAKOMCTBa U T.A. IIpoBeprTe MpaBUIBLHOCTh HANUCAHUS UMEHU U
JOJKHOCTU cOoTpyAHuKa! B KoMmaHnuu MOTyT BCTpedarhCsi 0JTHOGAMUIBIIH,
3aHMMAIOIINE Pa3HbIEC TOKHOCTH.

B Hacrosiee Bpemsi aenoBas Mepenucka HAET MO MyTH YIPOINCHUs
CTWJISI M CTaHJApPTOB. JTO OCOOCHHO 3aMETHO B oOOpamieHuu 0Oe3 3HaKOB
yHKTYaIIHH.

Hwxe mpuBeeHbI COBpEeMEHHBIE CTaHIapTHBIE OOpaIeHUSI.
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GB uUs

Dear Mr Smith Dear Mr. Smith:
Dear Ms Smith Dear Ms. Smith:
Dear Mrs Smith Dear Mrs. Smith:

OxoHuyaHue, MOANNUCH
[Ipu moaroToBke mMUchbMa HEOOXOAWMO TMPHHATH BO BHUMAaHHE, YTO B
aHTJIMICKOM  f3bIKE OOpalieHue o0s3aTeIbHO IMOJpa3yMeBaeT BIIOJHE
OTpe/ie]IeHHOE OKOHYAHKE MTHUChMA.

Hwxe nmpuBeeHo cTaHIapTHOE 00palieHue-moaI1Ch.

Dear Mrs Smith,

| vours sincerely,
| MofmcE

I Ann Mac Donald
| gonsocTe

Ecnu 3T10 Bame He mepBoe mUCbMO K KOPPECIOHJECHTY, U 34 BpEMs
NEepPEeNuCKH y Bac YCTAHOBWIHCH OTHOIIEHUs Oojee, YeM MpoCTO
(dbopmaibHbIE, JOMYCTUMO B KOHIIE HAITUCATh

F=—====

I Best wishes,
| MoanMce

I Ann Smith
| Aon#HOCTE

—————J

Heab mucbma. Teker nucbma. O0mue npasuJa.

B camom o0uiem ciyyae AelioBble MUChbMa JIEISATCA Ha JBE OOJbIINE
TPyl MHCbMA C MPEAIOKEHUSIMU TPOJaTh (MPEIIoKEeHUE MPOIYKTOB,
TOBapoOB, YCIyr, 3asBJ€HUE O MpueMe Ha padoTy U Mp.) U IUCBMA O
OpeAJIOKEHUSIX ~ KynuTh  (MPOAYKTBL, yciyrd W 1p.). OcranbHble
dbyHKIIMOHANBHBIE MHChMa (Kajno0a, HamOMUHAHWE 00 yIUlaTe cueTa W Ip.)
MO>XHO OTHECTH K IPOU3BOAHBIM WM pe3yJibTaTaM MHCEM IEPBBIX ABYX
KaTEeroOpuil.

[TosToMy M cTparerus, U CTWJIb TaKUX MHUCEM pa3nuuHbld. Hambosnee
TPYJIHBIM JI€JIOM, KOHEUYHO, SIBJISIETCS KaTEropus MUCEM O NpoJaxe, T.K.
IPOJIaTh YTO-TO BCErJa HAMHOTO TPYJHEE, YEM KYIHUTh.
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IIpeacraBjieHne KOMIIAHUH
Iman mucebMa ¢ MPEMIOKEHUEM COTPYIHUYECTBA, IPOJYKTOB U YCIIyT
KOMIIAHWM U TIP. MOXKHO MPEJICTABUTH B CICAYIOIIEM BUJIE:

1. KpaTkoe npejacraB/ieHne Balieid KOMIAHUM, POAYKTA.
| am writing to you to introduce our company:

| am very pleased to introduce our company: Further to our telephone
conversation | am very pleased to write you more about our company and its
products.

With reference to our telephone conversation of May 19 regarding the
educational software | am very pleased to inform you... | am writing to you in
connection with:

With reference to our telephone conversation this morning, I am
writing to confirm: | am writing to you regarding:

You may remember we met and exchanged addresses at the

CeBIT'2000 in Hannover. We are a company which imports tools for the
industrial and do-it-yourself markets:

2. IHepeuncaenue OCHOBHBIX JOCTOUHCTB, HOBILIECTB,
NMPeMMYIIECTB NMpeIaraeMoro nNpoayKra, ycjayr.

This is a new reviewed edition including more than 20 new pictures.

3. OnpenesieHre cerMeHTa pPbIHKAa, HA KOTOPOM BbI Mpeajiaraere
NpeaACTABUTh Balll IMPOAYKT. Onpez{eﬂe}me MNOTECHIHUAJIBHBIX
norpeouTeIeH.

Our customers are small entrepreneurs:

We are working for teens. We suppose that our products will be of
interest for young families and people with rather low income level.

4. KOHerTHOQ NPECAJIOKECHHE O COTPYAHHYECCTBE: oNTOoOBasi HWJIHA

PO3HMYHAA  NPOAAkKAa, JHMUEH3HOHHOE  COIJIallleHHWe,  CO3JaHue
TUCTPUOYTOPCKOI CEeTH M TIP.
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We are particularly interested in long term working relations..

We are looking for German companies to create a chain of retailers. In
fact we are interested in license agreements only.

5. Ecam BbI mnpuiaraere oo0pa3ubl NPOAYKTa, HeO00X0IUMO
00bSICHUTDH, KAKHE 3TO MPOAYKTHI U3 CEPUHU MpeAJaraeMbiX.

| am enclosing 5 copies of the software mentioned above.
Please find enclosed 3 units of the "Smart Styler" for evaluation.

6. BoIpa3uTh rOTOBHOCTH OTBETHTh HA BC€ BONPOCHI, KOTOPbIe MOIYT
BO3HUKHYTBH B Ipolecce OLEeHKH MPOAYKTa.

If there is any further information you require, please contact us.

We will be pleased to supply any further information you require.
Please do not hesitate to get in touch if you need any further information.

7. 3aKOHYUTH MUCHMO CTAHAAPTHOM (pa3oii, BHIPA3UTHh HANAEKIY
Ha COTPYIHHUYECTBO.

Hope to hearing from you soon.

We look forward to hearing from you. We look forward to doing
business with you.

We would be grateful for an early reply. Hope for future cooperation.

8. 3akoHYHTH NHCHLMO cjieyeT NPAMBIM YKa3aHueM, 4YTO Bbl
oxmMaaere OT IToM KomMmaHud. MMeHHO 3Ta 3akiouMTeabHass ¢pasa
3allOMHHUTCH 00JIbIIIE BCEro.

9. loanucek, Bale UM M T0JKHOCTb.
[Ipu HammMcaHWM ACIOBOIO MHUChMa MOYKHO HCITOJL30BaTh CIICIYIOIINC
obmue ¢passbi:

IlepBbIi a03a11 NUCHbMA
Thank you for your letter of (date), asking if... - Cmacu6o 3a nrcsmo
OT (J1aTa), B KOTOPOM BbI CIIPAILIUBAETE ...
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We have received your letter of (date), enclosing... - MsI nonyuniu
Barie michMo OT (aTa), K KOTOPOMY BBI IIPUJIAracTe. ..

We are writing to enquire about... Ms1 Bam nuiiiem, 4To0bI y3HATH O. ..

We are interested in... MbI 3aUHTEpECOBAHHI B...

We would like to know...  MbI Obl XOT€NIN 3HATH. ..

In reply to your letter of (date)... B orBer Ha Bame mnucsmo ot
(mata)...

We would like to inform you...  Mpmr ObI XOTEJH Bac
pouH(OPMHUPOBATS. ..

We are sorry to have to remind you...Ilpocture 3a TO, YTO
HarniomMuHaeM Baw. ..

We regret to inform you that... CoxaneeM 0 TOM, YTO JOJKHBI Bam
COOOIINTH, YTO...

We refer to your order Nel123...  Ccoinasice Ha Bam 3aka3 Nel23...

With reference to your letter... Ccputasics Ha Baiie nucbmo. ..

With reference to your advertisement in... Ccputasice  Ha  Bamy
pekamy B...

We refer to our telephone conversation regarding... Mpl ccbutaemcst Ha
HaIl TeJIe(OHHBINA Pa3roBOP KacaTelbHO. ..

Replying to your letter of ... we are pleased to inform you that...

OtBeuas Ha Bamie mucbMo OT...MbI pajibl cOOOIUTL Bam, 4dTo...

In reply (response) to your letter of... we are pleased to inform you
that. .. B otBet Ha Batie nucbmo OT...MbI pajibl cooOmuTts Bam, uto...

In accordance with your request we...B cooTrBercTBUM c Bammum
3alpOCOM MBHL. ..

We confirm our fax message received this morning... Mpr
MOATBEPIKIaeM MonydeHue Bamero ¢gakca cerogas yrpom. ..
Confirming...we are pleased now to... TloarBepxnasi..., Mbl pajbl...

Bropoii u aApyrue ad3aubl nucbma
May we remind you that... Pa3pemure nanmomMmuuth Bam 0 TOM, 4TO

We wish to notify you that... Me1 xotenu Obl yBemoMuTh Bac o Towm,
4TO

a) uzeuHenus

We apologise for... = MpbI u3BuHsIeMcH 3a...

Please accept our apologies/apology for... [Toxanyiicta, TpuUMHUTE
HaIlTl U3BUHECHUA 3Q. ..

Please accept our apology and our assurance that we will be more
careful in the future.  Tloxanyiicta, mnpuUMHUTE HAIIKM  W3BHHCHHUS W
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3aBEpEHUs B TOM, YTO B OyIyIieM MbI Oyaem 0ojiee OCMOTPHUTEIbHEI.

Apologising for... we... N3BuHSSACH 34..., MBI...

We very much regret to say that...C OoabIIuM COXaJICHUEM MBI
cooO1aem, 4To0...

We are sorry for a delay... Mbl coxaneeM 0 3aJiepiKKe. ..

We were sorry to receive your complaint... C  coXajJeHUEM MBI
nonyuunv Bamny xano0Oy...

We hope you will understand that we were not responsible for... Mbi
HajieeMcsl, 4To Bbl mOHMMaeTe, 4TO Mbl HE HECEM OTBETCTBEHHOCTH 34...

We assure you that we do all we can to... 3aBepsieM Bac, YTO MbI
JIeJIaeM BCe€ BO3MOYKHOE, YTOOHI. ..

b) svipasicenue npocvowbi

Would\will you please, be so kind to... He ©Oyaere mam Bwl Tak
JFOOE3HHI. . .

We would be pleased if you would...  Mpb1 Obutn Ob1 pajibl, €ciiv ObI
Bpr...

We should\shall be obliged (grateful) if you would\could... Mpr
Oynem Omarogapusl Bam, ecnu Bbi. ..

It will be appreciated if you can... MsbI BBICOKO O1leHUM, eciu BHI...

It would be appreciated if you would\could... Msl OblTd OBl OYEHB
OsiarogapHsl, eciii Obl Bol cMoriu. ..

We would (very much) appreciate your advice...  Msbl Oynem Bawm
(oueHb) OJ1aroapHEI 32 COBET. ..

In view of the urgency we ask you to...B Buay HE0OXOIMMOCTH MBI
npocum Bac...

We trust you will... Mzl paccuntbiBaem, 9To BHI. ..

C) YROMUHAHRUE O NPUSIOHCEHUU K NUCOMY

We are enclosing\ we enclose...  MpbI npuiiaraem. ..
I enclose my curriculum vitae... S mpuararo cBoe pe3tome. ..
We attach to this letter... MpbI nnpuitaraeéM K 3TOMY MHUCHMY. ..

Please find enclosed... [Toxanyiicra, 03HaKOMbTE C IPUIIOKEHHBIM. . .
3akiI0uuTebHBIN a03a11

| look forward to receiving your reply. C neteprienuem >xay Barero
OTBE€Ta.

Looking forward to hearing from you. C netepnenueM >xay oT Bac
InucbMa.

| hope this information will help you.  Haaerocs, »sTa wunbopmanms

69



nmoMosxeT Bam.

Please, do not hesitate to contact me if you need further information.

Ecou Bam wyxHa nanpHemras wHopmarus, MoXxaayucTa, MUIINATE
HaMm 0e3 KoJIeOaHu.

Please, feel free if you have any further questions. Ecam y Bac ecth
KaKue-1100 BOMPOCHI, MOKAyIICTa, HE CTECHINTECh UX 33aBaTh.

If there is any advice or further information you want we shall be happy

to supply it. Ecmu Brr XOTHUTE TIOJTY4YHTh KaKy0-HUOYIb
JIOTIOTHUTEJIbHYI0 MH(POPMAIIUIO MM COBET, Mbl Oy/JeM CUacTiIuBbI MX Bawm
TPEIOCTABHTb.

We would appreciate a prompt reply.  Byzaem mpusHaTtenbHbl 3a Ba
HGBaMe,Z[J'II/ITCJIBHHﬁ OTBCT.

@) svipadicenue 061a200apHOCmU

Thank you again for your help. We will be ready to serve you in every
way possible. Emte pa3 cmacu6o 3a Bamry momonrs. Bynem pangsr momous Bam
BCEM, UEM CMOKEM

Thank you for your assistance Cnacu60 3a Bamry momomnip

Many thanks for your earliest attention Boasimoe cnacu6o 3a Bare
BHUMAHUC

We assure you of our best attention at all times3asepsiem Bac B Hameit

IIPENAHHOCTH
Best regards C HaMITyYIIMMM TTOXKETaHUSIMU

Ipumep 1

IpeacraBiaenune KOMIIAHUU-PA3padoTYHKA o0pa3oBaTesIbHbIX

KOMIIBIOTEPHBIX MPOrpamMm
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N E—N B SN ESN SN ESE SN EEE S EEE EEE EEE EE EEE SIS B S B S S S . .

Dear Mr SUmmer

[ am wery pleased to introduce you our company and its software products for possible
cooperation with your campany .

Cwr interactive software products “Cpen® version contain the last achievements of the
modern technologies and make educational process very atiractive and effective. This
«wQpere version is a unigue combination of possibilities to listen and read texts, make
computer experiments and solve a set of problems. [ would like to point out that there
is no such guality educational software products on the German market at the moment.
“Cpen” version is highly recommended for high school and college students as well as
for self educatian.

This “Dpen” version includes at the moment:
"Open Physics" (2 parts, 2 CD-ROMs), German/ English/Russian,/French, and
"Cpen Math" (6 parts, 6 CO-RCOMs) German, English /RussianfFrench,

The software mentioned above was developed by joined venture Cpen Teach Inc. {(LSA)
- PHYSICOM Ltd. (Russia) and widely used in LISA, Russia and Europe,

Since our business is expanding in German speaking part of Europe, we are interested
in long term contacts with German software retailers and consider Media Market to be
one of the best,

Therefore, please, find the "Cpen” set enclosed for vour review and evaluation,

I'm looking forward to hearing from you soon,

Sincerely yours,

MoAmice

Ann Srith

Feqgional Head far Europe
Cpen Teach Group

[ = = = = e e e e e = = = = = = e = = = = = === =y

2. OOOPMJIEHUE KOHBEPTA
B mHacrosimee Bpemss B CIIA, nma, moxanyi, u BO Bceil EBpore
(BkJtouass ~ AHIJIMIO), CYIIECTBYET €IMHBIA  cTaHAgapT odopmieHus
KoHBepTOB. COrjacHO 3TOMY CTaHIApPTy HHQPOpMaLUs PpACIONAracTcsi B
CTPOTO ONPEIEIEHHOM MECTE U B CTPOTO ONPEEIIEHHOM nopsake. OCHOBHOMN
IPUHIIMIT 3TOTO PACMOJIOKEHHU: OT YaCTHOTO K 00LIEMY, OT UHAUBUAYYyMA K
ctpane. B Hameil crpane uH(poOpManMs Ha KOHBEPTE pacIoyiaraeTcsl B
0oOpaTHOM MOPSIIKE: OT CTPaHbl K UHAUBUAYYMY. [IpenctaBum o01iyto cxemy

o opMJIIEHNI aMEPUKAHCKOI'O U €BPOIEHCKOr0 KOHBEPTA.

Hamomaum 3ty cxeMy coepKaHueM.

1. NUms, pamunust oTnpaBuTens, 2. Mapka,
HOMED KBapTUPbI/ JOMa, yKa3aHHe Ha cocod
Ha3BaHHE YJIULbI, TOPOI, JOCTaBKH
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mTat/ paiioH, MOYTOBBIN
WHJICKC, CTpaHa

3. Ums, hamutus mosrydaTens,
HOMEp KBapTUPHI/ IoMa, Ha3BaHUE YJIUIIHI,
ropojl, IMTaT/ paifloH, MOYTOBBIN HHACKC,

CTpaHa
Obpasey ogopmaeHus KoHgepma
J. Wilhelm Stamp
410 Lawrence Street, Apt. 5 REGISTERED MAIL
Ann Arbor M1 48105 AIR MAIL
USA
Mr. J. R. Smith

400 S 5th Avenue, Suite # 80
Detroit, MI, 48202-2831
USA

3amanue Nel.

OTBeTbTE HA BOIIPOCHI, MOJIB3YACH I/IH(l)OpMalll/Ieﬁ Ha KOHBEPTE.
New York Power Company
3638 North 25 Road
(1) Summerfield, (2) NK 09346
(3) Mr. Paul Brown
Director of Purchasing Department
Smith Electronic Company
360 (5) Fifth Avenue
Roanoke, (4) VA 24040

What is the ZIP Code in the return address?
What is the ZIP Code in the mailing address?
Who is the addressee?

What town does the letter come from?

What is the street name in the mailing address?

o0 E

3aganue Ne2.

Ilepen BaMu KOHBepT:
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Amtorg Trading Corporation
5695 South 23 Madison Avenue
(1) New York,

(2) NJ 08887

(3) Mr. R. Calvert

Director of Marketing

(4) Smith Printing Company
590 (5) Lincoln Street
Chicago, WI 53216

CooTHecHTeE HH(l)OpMaIII/IlO moa onpeaecJicHHbBIM HOMEPOM Ha KOHBEPTE C TEM,
YTO OHA 0003HAYAET:

1) the addressee’s company name

2) the town the letter comes from

3) the addressee

4) the ZIP Code in the return address

5) the street name in the mailing address

3aganmne Ne3.

OTBeTbTE HA BOIIPOCHI, IMOJIB3YSACH nH(])opMauneﬁ Ha KOHBEPTE:

New Jersey Power Company

5695South 23 Road

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

1) What is the ZIP code in the return address?

2) What is the ZIP code in the mailing address?

3) What town does the letter come from?

4) What is addressee’s company name?

5) What is the street name in the mailing address?

Tunpl J€JOBBIX ITHCEM

B aHFHHﬁCKOM, KaK 1 B PYCCKOM A3bIKaX CYHICCTBYCT HCCKOJIBKO THUIIOB
ACJIOBBIX IMUCEM, pAaCCMOTPHUM OCHOBHBIC:
IMucbMmo-3amnpoc

[TucebMo-3ampoc  MHUIIET TOTEHUHAIBHBIM KIUEHT. OTO MpochOa
BBICJIATh OMPENETCHHYI0 HH(POPMAINIO, KaTaJloTd, Npalc-TUCTBI W T...
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HI/ICBMa'SaHpOCBI OOBIYHO KpaTKHUC U KOHKPCTHBLIC.

Ili1an nucbma:
1. Jlatb cChUIKY Ha HWCTOYHHUK, W3 KOTOPOrO BBl MOJYYHIIU
UH(}OpMaLKIO O KOMIIaHUH.

| am writing to enquire about the reduced flights to Zambia which you
advertised in yesterday's "Morning Post".

You were recommended to us by Dr. Mary Stuart from Washington
DC. With reference to our phone call of yesterday, we would like more
detailed information about your service.

2. [IpencraBuTh KOPOTKO ce0s1, CBOIO pUpMYy.

Our company is a subsidiary of Mini World Trade Organization and we
specialize in:

We are one of the main producers of industrial chemicals in Russia, and we
are interested in: Our company which is affiliate to the National Credit
Holding, is mainly concerned with:

3. OObsicHUTh, moyeMy Bpl mnumere 3TO0 MUCHMO, BBIPA3UTh Balll
WHTEpEC.

| am interested in taking a course in English for academic purposes.

We would like to know more about the physics laboratory equipment
you advertised in the last issue of Physics Today. We are planning some
reorganization of our e-business and would like some information about:

4.00BSICHUTH, UTO OBl BBl XOTETU MOJIYYUTh OT aapecara.

Please would you cancel cheque No. 123456789 for $25'000 in favour
of Gold Mine Ltd.?

| would be grateful for detailed information about this trip. Would it be
possible to fly via Peking? Does a Russian citizen need a visa? Could you
therefore send us your prospectus and details of the computer requirements?

5. 3aKOHYUTH MUCHMO CTAaHAAPTHOM (Hpazoil.
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We look forward to hearing from you.

We would be grateful for an early reply. Thank you for your attention.
We hope to hear from you in the near future.

We would like to point out that delivery before August 1 is essential
and hope that you can offer us this guarantee. Thanking in advance for your
help.

6. IToamucek, UM U JOTKHOCTH aBTOpa NMUcLMa.
IIpumepsbl nuceM-3anpocoB

Dear Sirs,

Following my conversation with the representative in your London
showroom, | should be glad if you would send me your new catalogue of
laptops. If you can guarantee prompt delivery and can quote really
competitive prices, we may be able to place an order. First class references
will be supplied with the order.

Yours faithful,

Dear Sirs,

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

Yours faithfully,

Dear Sirs,

We have heard from your representative, Mr. Wolf, that you are
producing for export jackets in pure leather. There is a constant demand in
Austria for high-class goods of this type. Sales are not high, but a good price
can be obtained for fashionable design.

Will you please send us your catalogue and a pricelist with terms of
payment. If it is possible, please, send us also several samples of leather used
in your jackets.

We look forward to your reply.

Yours faithfully,
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Dear Sirs,

We have seen your advertisement in the Metal worker Journal, and
would be grateful if you would kindly send us details of your aluminum
fitting.

Please quote us for the reply of the items listed on the enclosed enquiry
form, giving your prices c.i.f. Southampton. Will you please also indicate
delivery time, your terms of payment, and details of discounts for regular
purchases and large orders.

Our annual requirements for metal fittings are considerable, and we
may be able to place substantial orders with you if your prices are
competitive and your deliveries are prompt. We look forward to receiving
your quotation.

Yours faithfully,

7/Kayio0b1, IpeTeH3UH U UX YperyJIupoOBaHue
DTO camblil HENPUITHBIA BUJI KOPPECTIOHICHIINM, HO 0€3 HEero, mopowu,
HE O0OUTHCH. DTO BeCchbMa JIETUKATHBIA BUJ MHUCbMA, B KOTOPOM JIOJIKHBI
npeoOnagaTh HE IMOIIMH, a BEKIUBOCTh, TAKT, AUTUIOMaTus. CyTh IPETEH3UN
U Kajgo0 oOCTaeTcs, HO OHM MPH TIOMOINM pa3HBIX (pa3 U 000POTOB
MAaCKHPYIOTCS TI0J] HECTCIIHYIO JEJIOBYIO Oecemy. DTOT "TOHKHM" MOMEHT
OOIIIEHUS] MOXXHO OCBOWTH Ha IPAKTHKE, WU3YyYMB AHAJIOTUYHBIE TOTOBbBIC
nvchma u (pasbl.
Ils1an nucbma
1. OObsicHuTe, MO KakoMy TMOBOAY BBl ’xamyerech, omupasch Ha
dakTrudeckuit MaTepuai (IaThl, CYMMBI, HOMED 3aKasa H 1p.).

| am writing to you to complain about the service:...

| am writing to you with reference to the above safari, which you
organized. | have received your invoice No 4354-AZ for $1467 but noticed
that a number of errors have been made.

2. OObscaute Bam pe3on mna xamoObl, cpaBHHMBasi OOCIIaAHHBIC
JenoBbie 00si3aTenbcTBa (YCIyTH, CEPBUC, BBHITIOJIHEHHE 3aKa3a W Ip.) U
pealibHbIE 00CTOSATENLCTRA.

Unfortunately, the reality was very different.

| regret to inform you that... We regret to inform you that we were not
at all satisfied with your service.
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3. I[OHYCK&GTCSI BbIpAa3uTb CBOM YYBCTBA II0 IIOBOAY IpouCIOICAIICTO,
NpECAIIOJOXKNUTH MPUYIHUHBI, KOTOPBIC BBI3BAJIN JTAHHYTO l'IpO6J'ICMy.

You can imagine our disappointment when we discovered:

| can suppose that your partner in Santo Domingo didn't ... | am very
sorry | even came into this book store:

You can imagine our feelings when we realized that this would mean:

4. Ecnmu »T0 yMecTHO, onuinuTe Bamm coOGCTBEeHHBIE HEMCTBUS,
KOTOphIe BBl ipeAnpuHsin, 4To00bI pENIUTh BO3HUKIITYIO TPOOIIEMY.

We have tried to contact you by phone but could get anyone who knew
anything about this matter.

We contacted your representative in Katmandu, but unfortunately
without any success. We enclose a report on the damage from:

5. IloTpebyliTe OT KOMMaHWH, HE BBITIOJIHUBIIECH CBOU 00S3aTENIbCTRBA,
pa3bsICHEHUM, KOMIICHCAIIMM 3a MPUYUHEHHBIA yiiepO, BO3MEIICHUS
MOpPaJIbHBIX U MaT€pHUATbHBIX U3IAECPHKEK.

The best solution would be for me to return the wrong items to you,
postage and package forward.

| feel 1 deserve some sort of compensation for this such as... | suggest
the money be exchanged at the rate pertaining on that day and that all charges
be waived.

We must insist that you have to cover our expenses... We must insist on
receiving our prior payment:

| should therefore like to have my money refunded. Therefore | look
forward to hearing your comments.

We would be interested to know if you can offer an explanation for this
poor quality of your service.

6. CooOuure 0 Mepax, KOTopble OyJIyT ONpEeANpPHUHSTHI B TOM CllydYae,
ecnu Bamm TpeboBaHust He OyAyT YIOBJIETBOPEHBI.
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We will keep the goods until: Unless we receive a satisfactory answer,
we will be forced to put the matter into the hands of our solicitors.

Unless you can fulfill our orders efficiently in the future, we will have
to consider other sources of supply.

1. CrangapTHOE OKOHYAHUE MHUChMA.
| look forward for hearing from you,
8. Iloamuce, UM, TOIKHOCTb.

IIpumep nucbMa-3aKasa

Dear Sirs,

Your invoice and two parcels, supposed to contain 50 copies of 'The
Great General' arrived today. On opening the parcels we found that one
contained 25 copies of 'Little Women' and the other 40 copies of 'Cooking
without Fat'.

We have, as you know, given "The Great General' a special display in
our front window and need the copies urgently as we have only a few left.
This is the first time in all our dealings with you that any mistake has
occurred and we hope you will do your utmost to remedy it. Will you please
therefore on receipt of this letter dispatch the correct copies Express and
make sure that they rich us to-morrow afternoon.

Yours faithfully,

Dear Sirs,

Thank you for your letter of 10 August concerning your Order (VC
58391) which should have been supplied to you on 15Juty.

First let me apologize for the delay and for the problems you have
experienced. But as you may have read in your news-papers we are faced
with an industrial dispute which has involved both administrative staff and
workers on the shop floor and as a consequence has held up production over
the past few weeks.

However, | can tell you that the dispute has been settled and we are
back to normal production. Your order has been given priority, so we should
be able to deliver the engines before the end of this week.

May | point out, with respect, that your contract with us a standard
clause stating that deliver dates would be met unless unforeseen
circumstances arose, and we think you will agree that a dispute is an
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exceptional circumstance.

Once again let me say how much | regret the inconvenience this delay
has caused and emphasize that it was due to factors beyond our control.

Please let us know if you wish to complete your order or whether you
would prefer to make other arrangements.

| look forward to hearing from you within the next day or so.

Yours faithfully,
T. Blackbell
Managing Director

HI/ICLMO-HpeTeHSI/IH Ha HU3K0€ KAa4€CTBO TOBapa

Dear Sirs,

It is with great regret that we have to inform you that the material,
delivered under Contract Ne ... does not conform to the specification on the
basis of which the contract was signed.

By separate mail we have sent you a cutting from this material and one
piece from the material of the previous consignment, so that you can compare
the two and see the difference.

As a result of this situation sustain heavy losses because we cannot
fulfill our contractual obligations to our clients. In this situation we are
prepared to retain the goods if you will reduce the price, say, by 40%.

Awaiting your early reply.

We remain faithfully yours,

OTBeT HA IPETEH3UI0

Dear Sirs,

We have received your teller of 2nd June and thank you for sending us
the two samples of cloth. We are greatly concerned over your disappointment
in the quality and complications which may arise in your relationship with
your customers.

If you are willing to accept the goods and dispose of the inferior cloth
we will send you a credit note for the difference.

We apologize sincerely for the trouble caused to you and we will lake
all possible steps to ensure that such a situation will not arise again.

Yours faithfully,

IMpenynoxkeHus mo yperyJJupoBaHMIO NPETEH3UM
It is our intention to insist that the missing parts be replaced by you and
shipped to us via air freight, all for your account.
We are prepared to accept the goods sent if you are willing to make a
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substantial reduction in price.

We would appreciate it if you would replace the defective units or
arrange to credit us with their value.

OTBeTHI HA NIPEeTEeH3UHU

We are sorry to hear/learn about...

We were distressed to hear/learn about...

Thank you for your letter dated...It was with great regret that we
heard...

We were very sorry to receive your complaint.

We greatly regret that you received only...

We acknowledge with thanks receipt of your letter dated...regarding...

We sincerely regret that. ..

IIpunecenre U3BUHEHUI

We would like to apologize for the inconvenience caused.

We apologize sincerely for the trouble caused to you and will take all
the possible steps to ensure that such a mistake is not made again/does not
occur again.

We would like to assure you that every step will be taken to fulfill our
contracts to the letter in the future.

We much regret that you had the trouble of writing to us.

We are extremely sorry about this delay which you will realize was due
to circumstances beyond our control.

The delay was due to the fact that...

We greatly regret the mistake in the number which resulted in your
receiving the wrong articles.

We shall be grateful to you if you will advise us further action you
would like our company to take in this matter.

Peakuusi Ha npeasioKeHHe M0 YPeryJIMpoOBaHHUIO NPEeTEH3UH

We have given the highest possible priority to the delivery of the
machines which are subject of the contract.

We are of course willing to replace any damage due to our negligence.

We will do our utmost to correct the situation.

We can assure you that the company has fully taken over the handling
of these outstanding problems and you can expect very prompt action.

In these circumstances which are completely beyond our control we
have no option but to claim force majeure on your Contract.

OTKJ/IOHEeHNE TPeTEeH3 U
We are greatly surprised to receive your letter of...
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We were glad to receive your letter but it was with great regret that we
heard...

We regret that in no way can we be held responsible for...

We would like to emphasize that it is your responsibility to...

If you check, you will find the guarantee states...

The company finds that it has no option but to totally reject any claim
that the cargo was damaged because of packing.

We return your debit note and supporting documents so you can lodge
this claim with the shipping company or your insurers.

Unfortunately we cannot consider your reports of damage acceptable as
they do not give specific details to enable us to consider if there are in fact
any faults with our packing procedures.

OtBet Ha 3anpoc. [Ipeasioxenue

[ToMHUTE, YTO BBl HAauMHAETE OOIIEHHWE C BalllUM BO3MOXKHBIM
KJIMeHToM. EMy OyZieT npHUsITHO MPOYMTATh, YTO Bama ¢pupMa Oblia Obl OYEHB
pajga ¢ HUM COTPYIHHWYATh U MOMOYb €My C BbIOOpoMm ToBapoM. [losTomy
HEMPEMEHHO BBICHUIANTE C KaTajoraMmH, Mpanc-ITUcTaMy U T.I. HEOOJbIIOE
COIIPOBOJIUTENBHOE JINYHOCTHO-OPUEHTUPOBAHHOE MTUCHMO.

ITocrapantecs nmucaTh OTBET HA IMMUCHMO-3aIPOC B TOT K€ JI€Hb, KOTAA
Bbl €r0 MOJY4YWIH. TeM caMbIM Bbl HE TOJIBKO MOKAXETE€ CBOE BHUMAHHE K
MOTCHIIMAJIBHOMY KIIMEHTY, HO U ONEPEAUTE CBOMX KOHKYPEHTOB.

Ecnu y Bac Her 3ampammBaeMOro TOBapa, HEOOXOJAMMO HamucaThb
NUChbMO-0TKa3. BeIpa3uth coxajlieHHWE B TMHUCbME W Hamucarb OTKa3 -
HeocTaTouHO. Kakaplii mar J0/mKeH UMETh MOJIOKUTEIbHBIA d(PGheKT s
Bamero OmsHeca. [loaToMy BMecTe ¢ M3BUHEHHSIMH KENATEIbHO TPAMOTHO
MPEUIOKUTH ATbTEPHATUBY OTCYTCTBYIOLIEMY TOBapYy.

Ils1an nucbma

1. Ccblika Ha MUCHMO C 3aPOCOM.

Thank you for your inquiry of May 22, 2000 regarding our new course
of Business English.

| am writing in reply to your letter of May 22 in which you asked if we
would:

2. VYkaxute Bamm peicTBusi, KOTOpble OBUIM MPEANPUHATHI TI0
npock0e aBTopa MUchMma.

We have pleasure in enclosing our current price list quoting CIF (cost,
insurance, freight) Moscow:
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We are pleased to enclose our current catalogue. In answer to your
queries regarding accommodation, we can certainly book a room for you in a
local medium-priced hotel.

| regret to say that we no longer produce the model you refer to, since
we find there is insufficient demand for it. | am very sorry we cannot be of
help to you. Attached you will find our catalogues with current price lost for
retailers.

3. OOpaTuTe BHUMaHHE aJipecaTa Ha 0c000 BaXHYIO JJIsl HETO HH(OPMAIHUIO.

May we draw your attention to pp.14-17 in our catalogue where we
think you might find material suitable to your field.

As regards educational software, we would be able to supply all of the
items that you mentioned. We would like to point out that fees include lunch
and snacks in our canteen,

All other expenses, however, would have to be covers by the
participants. For most items, the following discounts would apply: more than
100 of one single item - 5%; 200-300 of one single item - 9%.

We would certainly be happy to supply you with any products you
require. All our products can be delivered at the shortest possible time.

4. VYkaxure JIOMOJTHUTEIbHYIO BO3MOXHOCTb, KOTOpAas TOMOKET
azipecary c/esiaTh BHIOOP B MOJIb3Y MPEIaraéMoro BaMu MpoIyKTa, yCIyTrd U

mp.

We would like to suggest that you come and see us to discuss in detail
on your next visit to Moscow.

| would of course be happy to pay you a visit to discuss further details.
We suggest you to contact Mr. Egorov and Mrs. Petrova, who both
completed the program three and four years respectively, and would be able
to give you a clear picture of what is required.

5. Coobmmute o Bameit roTtoBHOCTH JaTh JOMOJHUTEIIBHYIO
uH(pOpMAITHIO MO MPOYKTY.

Please do not hesitate to contact us to arrange for a suitable time and
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date for a demonstration.

Should you have any further questions, please do not hesitate to get in
touch with us. We would be happy to supply you with any further
information you require.

6. 3axmouutenbHas — ppaza.  Moxker  OBITh  MPOAOIKEHHEM
npeapIayiero adb3aia.

If there is any further information you require, please get in touch with
us.

| am sorry to disappoint you in this matter, and hope that we may be of
more help in the future.

7. Bama noamnuck, UMsl, TOJDKHOCTD.

IIpumepsl nuceM-npeaI0KeHHH

Gentlemen:

We thank you for your letter of 28 June, and are glad to inform you that
all the items listed in your enquiry are in stock. We are enclosing a proforma
invoice for the aluminum fittings you are interested in. If you wish to place a
firm offer, will you please arrange for settlement of the invoice by draft
through your bank, and advise us at the same time.

We can guarantee delivery in Melbourne within 3 weeks of receiving
your instructions. If you require the goods urgently, we will arrange for them
to be sent by air, but this will, of course, entail higher freight charges. We are
enclosing details of our terms of payment, and would be happy to discuss
discounts with you if you would kindly let us know how large your orders are
likely to be.

We are looking forward to hearing from you, and assure you that your
orders will receive our immediate attention.

Yours truly,

Dear Sir,

In reply to your request for our Catalogue Ne 135 we enclose a copy
herewith, and we hope you may find it useful. You will find an order from
inside to assist you in choosing the items you may require.

Yours faithfully,
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Dear Sirs,

We shall be only too pleased to supply you with display material of our
book "The Great General”. We have instructed our advertising department to
dispatch immediately 12 show-cards, 6 posters, 3 photographs and 1 life-size
portrait of General MacAndrew; we have asked them to add 12 wrappers,
which, we think, you will find very effective. We are very sorry that we
cannot send you a large dummy but we have not made one of these titles.

We should appreciate it very much if you could send us a photograph
of your window and hope that your display will be very successful.

Yours faithfully

3aka3 ¥ moATBep KIAeHHE 3aKa3a
Odopmiienne mnHceM-3aKa30B JIOBOJBHO TIPOCTOE, TakK KaK OHO
MPAKTUYECKHU CBOJAUTCS K 3aIOJTHEHUIO TOTOBBIX OJIAHKOB.
Ili1an nucsMa:
1. Ccbuika Ha IpeapIAyIIEE MUCHMO, IO KOTOPOMY ITPOU3BOJIUTCS 3aKa3
MPOAYKTA.

Thank you for your letter of May 9 quoting prices and delivery terms
for PC Hitaru 750.

We thank you for your letter of March 31 referring. Thank you for the
price list, catalogue and payment conditions which you sent us.

2. IloBTOpUTH yCIIOBUA, HA KOTOPBIX BBl 3aka3piBacTe MpPOLYKT-LICHA,
Ka4eCTBO, KOJMYECTBO, CKUIKH, YCIOBUS TJIATEkKA, YCIOBUS TIOCTABKHU.

We are satisfied that quoted terms are acceptable:

We examined the samples and are satisfied with their quality. We
would like to thank you for the 15% quantity discount you allowed us.

3. TloarBepxkaeHue 3aka3a, YyKazaHWe, 4YTO OJaHK C 3aKa30M
MpUJIaracTcs.

We are therefore ordering:
We therefore enclose an order form, No 123- ASD, for 35 "Smart

Stylers": Please, find enclosed our order No 45-G78 for 100 mobile phones
Noriksson-2000:
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Although the rather low discount of 10% disappointed us, we will place
an order and hope that this allowance will be reviewed at some time in the
near future.

4. IIpennoxeHue yCaoBUM MIaTEKEH.

As agreed, payment to be made by cheque which we will order on
receipt of your invoice.

Our usual method of payments is by cheque drawn on our account at
National Credit Bank, Moscow and we trust that this will be acceptable to
you. Would you please send the shipping and other documents to National
Credit Bank, Moscow, Tretyakovskaya Street 5.

We would like to confirm that payment is to be made by letter of credit
which we have already applied to the bank for.

5. Yka3arb CPOKH U yCJIOBUSA JOCTABKH.

The order is subject to delivery before July 31, 2000, and we reserve
the right to cancel the order:

We hope that you can meet our delivery deadline of June 30, 2000.
6. CTangapTHOE OKOHYAHHE NHMChMa.
7. Bama noanuck, UMsl, JOJDKHOCTb.

IIpumep nucbMa-3akasa

Dear Sirs,

Please find enclosed our Order No DR 4316, for men's and boys'
sweaters in assorted sizes, colours and designs.
We have decided to accept the 15% trade discount you offered and terms of
payment viz. documents against payment, but would like these terms
reviewed in the near future.

Would you please send the shipping documents and your sight draft to
Northminster Bank (City Branch), Deal Street, Birmingham?
If you do not have some of the listed items in stock, please do not send
substitutes in their place.

We would appreciate delivery within the next six weeks, and look
forward to your acknowledgement.

Yours faithfully,
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HOI[TBep)KIIeHI/Ie 3aKa3a

WNHorna HET BO3MOXKHOCTH BBINIOJHUTE 3aKa3. Hampumep, oTcyTcTBYeT
TpeOyeMblii TOBap, HEBO3MOXXHO JOCTaBUTh TOBAp B HY>KHBIN MJIs KJIMEHTA
CPOK M T.N. OTU NOpoOJEMbl MOKHO TPAMOTHO PEMIMTh HOPH MOMOIIU
YTOUYHEHUS 3aKa3a.

Dear Mr. Storms:

When a friend helps us on with a coat, we smile and say ‘Thank you'. If
we drop something and someone pick it up for us, we practically burst with
gratitude. Strange? Not at all. But it is strange that when we get into business,
we take so many things for granted that we forget to say 'Thank you'. Take
old customers like you, for instance. You did something pretty important for
us - important because you think so much of your business that it gives us a
great deal of pleasure to see it grow.

Dear Sirs,

Thank you for your order of 20th February. Unfortunately 7390/6 is out
of stock at present and will not be available again before the end of April. We
can, however, offer the slightly better very similar model 7395/4 at a price of
$19 instead, which is in stock and is perhaps even more suitable. Please let us
know whether we may send it with model 1260/3 which we have reserved, for
you. Look forward to your reply. Yours faithfully,

Pexky1amMHOe NuCHMO
3ajada peKkJIaMHOTO MTHMChMa - IPUBJICYbh BHUMaHUE YEIOBEKa, YOS IUTh
€ro, 4ro HMEHHO Ball TOBAap IIPUHECET €My T0Jb3y W BbIroay. B
NPUBEACHHBIX TpUMepax MuceM W (pa3 Bbl YBUAMUTE, YTO CYIIECTBYET
JIOCTaTOYHOE  KOJIMYECTBO HMHTEPECHBIX MPUEMOB ISl  MPUBJICUEHUS
BHUMAaHMUS MOTEHIUAIBHOT'O TTOKYIIATENS.

IIpumeps! peKIaMHOI0 MUCHMA

Dear Sir,

Our new spring collection of suiting contains designs which, | am sure,
will be of great interest to you personally.

Interest, however, is not merely confined to the more formal suiting, for
we also have an exceptionally pleasant selection of week-end and country
worsteds in our Daks suiting range. | believe the patterns enclosed will
appeal to you, one is a novel design for town wear, and the other two indicate
the trend for muted shades for country wear, | do hope you will be able to
call and let us show these fine new materials. As you know, we are open until
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7 p.m. on Thursdays.

Should you require any further information on current styles or cloth,
please do not hesitate to telephone me at Grosvenor 763S.

Yours sincerely,

Dear Mr. Coop,

Time flies. You may think it is still a long time to Christmas, but with
all the things still to be done it will be here sooner than you think. So why not
tackle this annual problem of Christmas presents now!

You have probably already begun to rack your brains with a problem of
what to give your wife.

We want to give you an idea. Buy her one of our 'Blast Mixers'. It will
do a hundred jobs for her: shake cocktails, whip, stir or beat up cream, eggs
or cake mixture, make ice-cream, delicious biscuits. In short, it will be a
blessing for the whole house. But you must see for yourself. May we show
the "Blast" to you in action. If you sign and post the enclosed card we shall
send our representative round and he will explain the advantages of this
wonderful machine. A short demonstration will do more than a hundred
letters to convince you of the joys it will bring into your life.

And we assure you that if you have one, your wife will love it - and
you.

Yours faithfully,
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3aoanue 1.
Read and translate the letters

J. WHITE & CO.LTD.
Photographic Supplies
Capetown

7 May 2017

James Scott
Photographic Dealer
Durban

Dear Mr. Scott,

Many thanks for your letter of 5 May. We are interested to hear that
you saw our advertisement in the camera review and appreciate your interest
in the DERVIEW products we stock.

We are enclosing our terms of business, where you will find details of
our quarterly discounts, and our price list for the complete range of DER-
VIEW products. As you will see, we can grant special terms for orders of the
value you mention.

| will be in Durban myself on 17 May, and will be happy to call on you
at any time in the afternoon. Perhaps you would like to let me know whether
this is convenient. | will, of course, bring the complete range of DERVIEW
colour transparencies, which are described in the catalogue we have sent you
today.

| am looking forward to seeing you,

Yours faithfully, Dick Richardson
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The Excelso Company Ltd.
Specialists in Modern Resign
Directors: J. Coner, B. Edge
High Wycombe, Bucks
Telephone: 0457 6590

Our ref: h/f 150

3 February 2013

Attention: Miss Jennifer Ring, Overseas Dept:
A.B. White & Co. Ltd. 567 Queen Street:
London EC4 8YH

Dear Sirs,

We thank you for your enquiry of 31 January, and can confirm our tel-
ephone conversation of yesterday, in which we informed you that we can de-
liver part of the goods required from the stock, in accordance with the en-
closed detailed offer. For the balance we would require approximately three
weeks from the date of receiving your confirmation that this arrangement is
acceptable.

Prices as quoted are f.0.b. London.

Packing in wooden cases.

Delivery as specified above.

Payment against documents, by banker’s dratft.

We hope your client will find our terms and delivery terms satisfactory,
and we can assure you that you may count on our full cooperation and atten-
tion in this matter.

Yours faithfully, Simon Javior
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18420 Magnolia Place
Baton Rouge LA 70803
April 1, 2017

Mr. John Sampson

Vice President,

ABC, Inc.

2301 Walnut Grove Lane
Raleigh, NC 27695

Dear Mr. Sampson,

I’m seeking a position in material evaluation at a high technology com-
pany such as yours. I'm aware from researching your firm that you have a
training program for physicists and engineers.

As you will note from the enclosed resume, | have majored in physics
and have participated in significant research. This background, as well as
several courses, has prepared me to combine an interest in motivating people
with a desire to work in a technical environment.

| would like to learn more about your trainee position, and | will con-
tact your office - the week of April 15" to arrange an appointment at your
convenience.

Sincerely,
Karen E. Jones

Enclosure

3AJAHHME 2. MAKE UP ANY KIND OF LETTER:

1) a letter-presentation of the company
2) an offer letter

3) an order letter

4) confirmation of an order

5) a complaint letter

6) an adjustment letter

7) a letter of invitation
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FINAL TEST
Part1
Choose the right variant
1. A ... makes important decisions and leads the company.
a) CEO
b) employee
c) personnel
d) manager

2. This is my ... . It has my work telephone number and email address on it.
a) introduce

b) name

C) job

d) business card

3. This is my ..., Helma. She works with me in the finance department.
a) colleague
b) country

C) group
d) personnel

4. Franklin is a ... - he advises different companies about computers.
a) opinion

b) consultant

c) qualification

d) communication

5.Can ... by credit card?
a) money

b) pay

C) give

d) send

6. Brian Kingsley is an important ... because he buys a lot of our products.
a) event

b) conference

c) client

d) visit

7. They buy the products for $5 and sell for $10, so that’s 100% ...
a) profit
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b) shop
C) retail
d) company

&. How about

a) contracts

b) advertising

C) business
d) research

... in local newspapers?

PART 2

9. CoeduHume Ha38anus 0moen08 KOMNAHUU ¢ QYHKYUAMU, KOMOPble OHU

6bINOJIHAIOM.

1. Design
2.1T
3. Production

4. Sales
5. Human Resources

a) hires new employees and organizes training
b) arranges artwork

¢) maintains the company’s computer systems
d) makes products

e) sells to customers

1

2

3

4

10. Ilocmasbme npeonodiceHus 8 npasuibHOM NOPsLOKe.

a) OK, bye.

b) That’s fine. How about 10 am?

c¢) Hi, I’m arranging a sales meeting next week. Are you free on Thursday?
d) 11:30? Yes, that’s good for me.

e) Oh, OK. Can we meet on Friday?

f) So, I’ll see you on Friday at 11:30.

g) I can’t make 1-am. What about 11:307?

h) Sorry, I’'m busy on Thursday.

1

2

3

4

5

6

7

8

11. Ilocmasbme npeonodicenus 8 NPAsUILHOM NOPILOKe.
You are looking for a job. Number your steps in the right order:

a) Phone or email the company and ask for an application form.
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b) Go for a job interview.

c) Read a job advertisement on a website or in a newspaper.

d) Start work.

e) Apply for a job — send the application form and a CV to the company.
f) Receive and accept a job offer.

112 |3 /4 |5 |6

12. Iloobepume npasuibHvlie omeenvl HA BONPOCHL HA COOECce008aHUlU.

1. What do you do in your free time?

2. Can you tell me about your present job?

3. Why do you want this job?

4. Do you enjoy working with people?

5. How long have you been in the sales department/
6. Have you ever worked in finance?

a) Two years.

b) Yes, I like working in a team.

c) At the moment, I’'m working on a project to export products to Asia.
d) Yes, after University | worked for a finance company for six month.
e) Because I think finance is very interesting.

f) | play tennis and football.

112 |34 |5 |6

13. Coedunume cnosa u ux onpeoeneHusl.

1. full-time worker a. has a job for a long period of time
2. temporary worker b. workers choose when they work
3. permanent worker c. works a few days / hours a week
4. part-time worker d. a better job in the same company
5. freelance worker e. has a job for a short period of time
6. pension f. works for self not for company

7. promotion g. usually works 35-40 hours a week
8. flexible hours h. money when you stop work.

1 2 3 4 5 6 7 8
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14. Bvibepume peniuxy, Hauboiee cCOOMEemMCcmayouyio CUmyayuu 0OueHus.
You are calling on business: ...
Secretary: Hold on, please. I’ll see if Mr. Bennett is available.

a) Is it Mr. Bennett’s office?

b) Good afternoon. | want to speak with Mr. Bennett.
c) Good afternoon. This is Mr. Fedorov speaking.

d) Good afternoon. May | speak to Mr. Bennett?

15. Bvibepume penauxy, Haubonee coomeemcmeayiowyio Cumyayuu 0OueHus:
Interviewer: ...

Applicant: I’'m looking for a position as a travel agent. Here is my resume
and application.

a)  What position do you pretend to?

b)  Why have you come to the interview?

c)  What kind of job would you prefer?

d)  Tell me about your education and experience.

16. Bvibepume pennuxy, Hauboiee cOOMBEMCmMEYIOWYI0 CUMyayuu 0OuleHus.:
Guest: I’'m afraid I must be going.

Hostess: ...

a)  Good-bye.

b)  Well, thanks for coming and see you soon.

c) Didyou like the meal?

d)  You look fine.

17. Bvibepume pennuxy, Hauboiee cOOMBEMCMEYIOWYI0 CUMyayuu 0OUujeHus:
Professor Chambers (who is leaving for home after a short stay in the town):
I’ve come to say good-bye to you.
Professor Simpson: ...

a) Thank you very much for coming and have a good journey.

b) Well, good-buy.

c) Good-buy and see you soon.

d) Well, I won’t keep you. I was glad to meet you.

18. Bvibepume pennuxy, Hauboiee cCOOMBEMCMEYIOWYI0 CUMYayuu 0OUleHUsL:
In a café it would be rather polite to say to a stranger:

Excuse me, ...

a) Is this seat taken?

b) move your bag a little, please.
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c) do you mind moving your bag?
d) I think I’ve seen you anywhere.

19. Bvibepume pennuxy, Hauboiee cOOMBEMCMBEYIOWYI0 CUMYAYUU 0OUleHUSL:
Waiter: ...

Visitor: We’d like to have supper. Are there vacant seats in the corner?

a) What would you like to order?

b) Good evening. What do you want?

c) Glad to meet you. Come in.

d) What can I do for you?

20. Onpedenume, Kk KAKOMY 8UQY 0€108020 OOKYMEHMA OMHOCUMCS NPeo-
CMABNIeHHbILL HUJICE OMPBIEOK.

Dear Ms. Vasgez,

I’m happy to provide the information you requested regarding Jim Cash
with understanding that this information will be confidential. Mr. Cash has
been a travel agent in my agency since September 1998. He has always been
willing to work add hours, including weekends and holidays and has proven
to be a hardworking and trustworthy employee.

Therefore, | recommend Mr. Cash, without any hesitation, for position
of your travel agency.

Sincerely Yours,
Brian Muller, personnel manager.

a) Letter of Reference and Recommendation
b) Letter of Invitation

c) Resume

d) Letter of Inquiry

21. Pacnonooicume uacmu 0e108020 NUCbMAa 8 NPABUNbHOM NOPsOKe:
a)  Director General,

Globus,

15 High Street,

Salton PO576
b)  Dear Sir/Madam,

c)  We look forward to hearing from you.
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d)

e)

Yours faithfully,

Jim Forms
Managing Director

Blocks and Panels,

78 Victoria Park Street.

Salton OK984

Telephone 875 34 77, fax 875 58 87 93
4 June 2011

Your company has been recommended to us by a business associate

and we are writing to enquire about your translation service. We would be
grateful if you could send us your prices and terms of payment.

1

2

314 |5

22. Coomnecume ungopmayuio noo onpeoeireHHbIM HOMEPOM 8 meKcme pe-
310Me ¢ mem, Umo oHa 0O03Hayaem.

1.  Emily Alison Biggins
Putley Hill, London,
SW 16 4 QX
475 78 65
2.  To obtain a position as a secretary with a large corporation
3.
March 1995 to present Secretary, the Benlow Corporation,

October 1993 to March 1995

July 1991 to October 1993

620 West St,
Responsible for general running of the
office of small private firms

Receptionist, Dr. Mark O’Roum,
703, Sw-Berne, Indiana

File Clerk, Ajax Insurance Company,
277 Westgay, Berne, Indiana
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September 1989 to July 1991 Judson Secretary School, Berne, In-
diana.
Courses in typing, filling, Gregg
shorthand and business operations

July 1989 Central High School, Berne, Indiana,
Diploma

5.  Typing — 70 w.p.m.
Shorthand — 120 w.p.m.
Languages — French, Spanish

BapuaHTbI OTBETOB:

a) Work Experience

b) Name, Address and Telephone Number of the applicant
c) Special Skills

d) Education

e) Career Objective

112 |3 |4 |5

23. Kaxou komnonenm oghopmienus Koneepma nponyujer?

Mr. K.S. Parker
95 New Edition Road
Cambridge CB2 2 RU
United Kingdom
Dr. Boris N. Ivanov

Rostov-on-Don, 344090
Russia

BapI/IaHTBI OTBECTOB.

a) writer’s street address

b) addressee’s street address
c) date

d) addressee’s signature
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ADITTIONAL TEXTS

TEXT 1. INTRODUCING PEOPLE

Being in Britain it is very important to know how to introduce people.
There are some rules of introduction which are useful to remember: a man is
introduced to a woman unless he is much older and more senior; young men
are introduced to older men; old friends are introduced to newcomers; young
women are introduced to older women. Men always stand when introduced,
ladies may remain seated.

As a rule when introducing one says something like: "Mrs. Bennett, may |
introduce Mr. Hogart?" and then turning to Mr. Hogart simply says: "Mrs.
Bennett." That is all that is necessary, but one may add: "Mr. Hogart has just
returned from a visit to Spain”, or some other bit of information which will
give the introduced person a chance to start a conversation.

When you are introduced to a person you always say, "How do you do."
That doesn't mean that you are actually interested in the state of health of the
person you are being introduced to. The proof of this is that the other person
does not answer your question, but in turn asks you the same question which
you don't answer either. True enough "How do you do?" sounds quite formal
and rather old-fashioned, so occasionally, when strangers are introduced to
each other, they might use the more familiar "Glad to meet you!" or even
"Hello!" instead of the stiff and formal "How do you do?". It is very good to
add the name of the person introduced: "I'm very glad to meet you, Mr. Ben-
nett." If you did not remember the name it is perfectly all right simply to ask
"What was your name, please?" or "Could you kindly repeat (give) your
name?"

Handshaking is rather rare in Britain but it is the correct thing to do on the
Continent. British people occasionally shake hands especially when formally
introduced, but they don't shake hands with people they see often. Instead
they smile and say: "Good morning", "Good afternoon”, "Good evening", etc.
When two businessmen meet, however, they usually shake hands.

TEXT 2. LEAVE-TAKING

Leave-taking is the final step in holding a conversation. Before taking a
leave, people usually come out with some introductory phrases such as “I’'m
afraid, I must be going.” Only then do the words of parting follow. It is sur-
prising how few people say “Good-bye” in Britain. Perhaps, there is some-
thing a bit final about it. Happily in English there are a great many ways of
avoiding “Good-bye”. You can shorten it to “Bye-bye!”, “So long!”, or you
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can say “Cheerio!” or “See you later.” After that, you may ask the person you
are parting with to remember you to his or her relatives or friends whom you
know, or to give them your regards or best wishes.

There are other things to say such as “Must fly!”, for example. You can
say, “Well, mustn’t keep you”, or “I’m off”, or “I’ll be getting along now.”

If it is night, and you are going to bed you will say, “Good-night!”, and
this 1s indeed what most people say. But no one thinks of “Good night” as be-
ing final.

So in the UK one can hardly do without knowing the established rules
of holding a conversation and the ABC of good manners of communicating
with people.

TEXT 3. SPEAKING ON THE TELEPHONE

The techniques of telephoning and good telephone manners are very
much the same in different countries. Here are some of them. When talking
on the telephone, speak clearly. Make sure that your connection with a busy
person is as brief as possible. When you get a wrong number don’t ask,
“What number is this?” It is good manner to ask, “Is this three-eight-four-
double five?” If not — apologize. Always identify yourself when making a
call, especially if you calling on business, for example, “This is Mr. Bennett.
Could | speak to Mr. Smith?” If you have a visitor, don’t keep him or her
waiting long. The best thing to do is to say you are busy at the moment and
ask, “May I call you back in a little while?” But don’t forget to do so. And,
finally, one more rule: if you make the call, you should terminate it yourself.

When giving numbers to an operator, read each figure separately. We
usually give telephone and fax numbers as individual digits. Zero is read
“Oh.” When the same figures occur together, the word “double” is used.
705844 1s read as “seven oh five eight double four”, 8867999 can be said as
“double eight six seven nine double nine.” A.D.C., which stands for “advise
duration and charge”, means that when the call is finished the operator rings
you back to tell you how much it cost.

Directory Enquiries give information about numbers both in the UK
and abroad. Personal calls are made to a particular person. A fixed charge is
made for the service, but you do not pay for the time taken to find a person. If
he is not there the call is tried again later without further charge. Transferred-
charge calls are paid for by the person receiving the call rather than the caller.

Some of the telephone services available are Emergency calls to the
Fire Brigade, Police and Ambulance Service, for which you should dial 999.
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Shops and restaurants do not allow customers to use their office tele-
phones, but some have payphones and boxes in the street and in public build-
Ings.

TEXT 4.
SHEREMETYEVO AIRPORT WEBSITE INTRODUCES

ONLINE VERSION OF CUSTOMS DECLARATION FORM

14 February 2011

Sheremetyevo International Airport introduces online version of cus-
toms declaration forms that can be filled out on the airport website.

Now passengers can fill out their customs declaration forms in the com-
fort of their home after downloading the forms from the Sheremetyevo Air-
port website at
http://svo.aero/f/1/customs/departure/SVO_Blank_passazhirskoy tamozhenn
oy_deklaratsii_vylet.doc

After filling out the form, they must print it out and present it to cus-
toms authorities at the airport.

An online version of the customs declaration with the help of the
Sheremetyevo website is an important service in much demand, especially
for passengers who declare monetary instruments, currency, cultural or other
values in order to export them. Filling out an online form makes customs
clearance procedures in Sheremetyevo Airport much more comfortable and
quick.

What You Must Declare

As a resident of another country on a visit to the United States, your
status is that of a nonresident.

While aboard ship or on the aircraft, you will be given a Customs dec-
laration form. Fill out the identification part, answer questions 1 through 13
and sign the reverse side. Present it to the Immigration and Customs Inspec-
tors on arrival. Visitors arriving by land borders are not usually required to
fill out a written declaration. If you have something that must be declared,
you can make an oral declaration to the customs inspector. Please see the
"Caution™ list for specific items that you should declare before entering the
United States.

U.S. Customs and Border Protection (CBP) inspectors have the right to
ask you to declare all articles brought into the United States, including gifts
for other persons. If all the articles you have to declare are entitled to duty-
free entry under the exemptions allowed, you do not need to fill in the reverse
side of the declaration form which asks you to declare your articles. Instead,
if a CBP inspector asks what you have with you, you may orally declare your
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articles to the inspector. (If an inspector deems it necessary, you may be re-
quired to make a written declaration and list articles brought with you.)

Caution

Some items must meet certain requirements, require a license or permit,
or may be prohibited entry. Among these are:

Absinthe

Biological materials

Cuban Cigars. Products of Cuban tobacco are prohibited from entry in-
to the U.S.

Currency/Monetary ltems. There is no limit on the amount of money
(U.S. or foreign currency), travelers' checks, money orders, or negotiable in-
struments in bearer form that you may bring into or take out of the United
States. A report, however, must be filed with U.S. Customs at the time you
arrive or depart with an amount that exceeds $10,000 or the equivalent in for-
eign currency. A form will be provided to you for this purpose.

Endangered species or products made from them, including ivory and
ivory products from elephants (either Asian or African), walrus ivory, and
whale teeth decorated with etchings (scrimshaw) or made into figurines (net-
suke), curios, pendants, and other jewelry.

Fruit, plants and endangered species of plants, vegetables and their
products. Some fruits and vegetables may be permitted entry others may not.
It often depends upon where the item is from. Because insects and disease
can cause serious harm to U.S. agriculture, it is important that you have your
food products inspected by a U.S. Department of Agriculture inspector before
you clear Customs. We appreciate your cooperation in this matter.

Firearms and ammunition, if not intended for legitimate hunting or
lawful sporting purposes.

Goods from lran, Iraq, Libya, North Korea, Cuba, Syria, areas in Af-
ghanistan controlled by the Taliban, Sudan, and the Federal Republic of Yu-
goslavia (Serbia and Montenegro). Foreign visitors may bring in goods of
Cuban origin in noncommercial quantities for personal use, except for alco-
hol and tobacco products which are prohibited. Informational materials from
the above countries, other than Iraq, are not restricted.

Hazardous articles (e.g., fireworks, dangerous toys, toxic or poisonous
substances).

Lottery tickets.

Meats, poultry and meat products (e.g., sausage, pate).

Narcotics and dangerous drugs.

Medications. If you require medicine containing habit-forming drugs,
carry only the quantity normally needed and properly identified. You should
also have a prescription or written statement from your personal physician
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that the medicine is necessary for your physical well-being. Pharmaceuticals
and/or medical devices other than for the personal use of the traveler must be
approved by the U.S. Food and Drug Administration before they are allowed
entry into the United States.

Pets (e.g., cats, dogs, birds). Cats must appear healthy, dogs must have
a valid rabies vaccination if not arriving from a rabies free area, and birds
must be inspected by a Department of Agriculture veterinarian, and may be
subject to quarantine.

Pornographic articles and publications.

Pre-Columbian monumental and architectural sculpture or murals.

Switchblade knives.

Trademarked items (e.g., certain cameras, watches, perfumes, musical
instruments, CD players, electronic equipment, toys, jewelry and metal flat-
ware). Quantities of more than one may be subject to detention, due to distri-
bution and licensing laws.

Vehicles and motorcycles not equipped to comply with U.S. safety or
clean air emission standards - if your visit is for more than one year.

Wildlife (birds, fish, mammals, animals) and any part or product of an
endangered species (e.g., pheasants, articles from reptile skins, whalebone, or
ivory, mounted specimens and trophies, feathers or skins of wild birds).

Permission is required for taking out of Latvia paintings dated before
1941.

Bringing in a Vehicle

Visitors may temporarily import a vehicle duty-free for personal use if
the vehicle is imported in connection with the owner's arrival. Vehicles do
not need to accompany the owner, but should arrive in the U.S. at approxi-
mately the same time, at least within a few weeks. Vehicles are defined as an
automobile, trailer, airplane, motorcycle, boat or similar vehicle.

Vehicles that don't conform to U.S. safety and emission standards must
be exported within one year and may not be sold in the United States. There
IS no exemption or extension of the export requirement.

Exemptions

Personal exemption. The following articles may be brought in free of
duty and internal revenue tax, if for personal use and not for others or for
sale.

Personal effects (e.g., articles of personal adornment, toilet articles,
hunting and fishing equipment, laptop computers, portable radios, CD players
and photographic equipment).

One liter of alcoholic beverages (e.g., wine, beer or liquor) if you are
an adult nonresident at least 21 years old.
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200 cigarettes, or 50 cigars, or 2 kilograms (4.4 Ibs.) of smoking tobac-
co, or proportional amounts of each.

Vehicles (e.g., automobiles, trailers, airplanes, motorcycles, boats) for
personal use, for less than one year, if imported in connection with your arri-
val.

Gift Exemption. As a nonresident, you are allowed up to $100 worth of
merchandise, free of duty and internal revenue tax, as gifts for other people.
To claim this exemption, you must remain in the United States for at least 72
hours and the gifts must accompany you. This gift exemption, or any part of
it, can be claimed only once every six months. You may include in this ex-
emption up to 100 cigars, but no cigarettes or alcohol.

Some states limit the amount of liquor that can be brought into the
state. Customs cannot release alcoholic beverages in excess of restrictions of
the state in which you arrive.

TEXT 5.
BEFORE YOU LOOK FOR A HOTEL. SOME ADVICES

Before you look for a hotel and make a reservation, you want to ensure
the hotel will meet your budget and your needs. You should first determine
your budget, or how much you can spend, when booking a hotel room.

Are you on a tight budget, with a set rate you are willing to pay every
night? You may have a budget of a certain amount of money for your trip and
a certain amount allocated to cover your accommodations. Having a limited
budget does not mean you will end up staying in a cheap, dirty hotel. In fact,
there are many discount options available for visitors on a budget.

You may also want to consider if you would like to stay at a hotel that
has a spa and a fitness center that you can use, or if you do not require any
extra amenities. If you need a solid internet connection, look at hotels that of-
fer free Wi-Fi as part of the nightly rate.

If you are traveling as a family or in a big group, you might want to
consider booking a suite with separate living area and bedroom so that the
whole group can be accommodated without space and privacy constraints.

If you are traveling for business, you may decide to search for hotels
that are close to a work conference or meeting. If you are traveling for pleas-
ure, you may decide to look for hotels that are walking distance to a hot spot
or area or hotels that offer a package that includes a car rental or a bike rental
S0 you can get around easily.

Keep in mind online search engines for hotels do not always show any
extra surcharges or fees for the room. Make sure you note any small print
next to the stated price for the room before you consider it.
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Some credit cards and AAA providers also offer hotel search services
to their members and discounts on certain hotels. You should contact your
credit card company or your AAA provider for more information.

Calling the hotel directly can land you a last minute booking or a bet-
ter rate. You may also be able to get a better sense of the customer service of-
fered at the hotel, as you will be able to speak to the front desk and ask them
specific questions about the hotel. Try to call in the late evening, as the morn-
ings and afternoons are often busy for the front desk. You may want to ask
questions such as:

- Is there a restaurant or bar on site? Is breakfast included in the nightly rate?
- Do you offer non-smoking rooms?
- Is the hotel near public transportation? Do you offer transportation like
rental bikes?
- How far is the hotel from a specific location or area, such as the beach, the
convention center, the city center?
- Which side of the hotel has a better view or less noise?
- Is the area around the hotel safe?
- Are there facilities available for the disabled?
- What is the hotel’s cancellation policy?
Booking the Room

When people travel, they always stay at hotels or guesthouses. It is
necessary to remember the following:

1.  The first thing to do is to book a room in advance by letter, telephone
or telegram, or you may arrive at the hotel and be told that there are no rooms
available.

2. On arrival at the hotel go to the reception desk and confirm your reser-
vation.

The hotel clerk will then give you a registration form to fill in and sign (the
form is filled in block letters).

3. At large hotels you may ask for any service by telephone. You tell the
telephone operator if you want to be called at a certain time: you call room
service when you want a meal or drink if you need something (say: a suit or a
dress cleaned or pressed).

4.  Let the hotel know in advance the day and the time of your departure.

There may be one more thing you need to know
about booking your hotel room
Regardless of how you book your overnight hotel accommodations,
always become a member of the hotel’s loyalty program before you make the
reservation. This can be very helpful to you in many ways, from better rooms
to upgraded amenities.
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The more you stay at a particular hotel chain, the better the benefits.
Some of these may include a nicer room, a better view, free bottled water,
quicker check-in and checkout, access to the executive lounge, computer us-
age, and perhaps even a free breakfast. It is also much easier to work out is-
sues when the hotel sees that you are a frequent guest.

Many hotels let you add additional information to your online reserva-
tion. For example, if you desire additional towels, foam pillows, a refrigera-
tor in your room or more, the hotel can have these items ready for you when
you arrive. Room location is also a typical request item. Personally, | ask for
rooms away from the elevator (except in Las Vegas where the hotels are fa-
mous for never-ending hallways).

Also, let a hotel know if you are celebrating a special event. They may
tell you about event packages or maybe even provide you with a room up-
grade.

TIP: If you are staying at the same location for more than a couple of
days, get to know the staff. The more you relate to them on a friendly basis,
the more they are likely to help you in time of need. A simple ‘Hello’ fol-
lowed by their name is all it needs to be.

TEXT 6.

The happiness of any person largely depends on having suitable job.
One may learn about a job vacancy in a newspaper, from a friend, from the
employment agency or TV advertisement.

To apply for a job you are interested in, it is necessary to convince the
prospective employer of your ability to do this job well. The first thing you
should do is to prepare a resume (curriculum vitae — BrE). A resume should
contain a summary of essential facts from your background: personal data,
career objective, work experience, education, and references. You should
emphasize your strong points in your resume. For example, if you have no
job experience, stress your personal qualities (sociability, honesty, reliability,
efficiency etc.) or educational background. A well-composed resume will
make the prospective employer understand what abilities make you a suitable
person for a particular job.

If you interest the employer, he will invite you for an interview. Inter-
views are conducted on the various patterns: there are traditional one-to-one
and group interviews, board or panel interviews (where an applicant is inter-
viewed by a panel of interviewers), «deep-end» interviews which give a can-
didate the opportunity to demonstrate his skills and apply his knowledge.

To make a good impression on the interviewer it is important to find
some information about the company you are going to work in. Besides, there
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are some rules of behavior in an interview. For instance, when greeting the
interviewer you should wait until he shakes your hand. Also, you shouldn’t
sit down until he offers you to do that. In the interview it is common to avoid
discussing personal, domestic or financial problems if you are not asked
about.

Interviewers can’t check applicant’s professional skills immediately,
so, the first thing they are attracted to is the agreeable personality and friend-
ly attitude of the interviewee. You shouldn’t criticize your former colleagues
or employer: criticism helps to reveal your own negative qualities.

Interviewers are usually interested in qualifications of the candidate,
his/her previous job experience, motivation and the reasons of applying for
that job. In the interview you may ask questions too — about salary, proba-
tionary period, social guarantees, transport facilities to or from job, chances
of promotion. But you should discuss the subject you are interested in after
the interviewer introduced it.

It is clear that a job interview is a stress situation for any applicant. The
majority of interviewees feel nervous, and not everyone is able to show his
worth in the interview. But it is necessary to concentrate oneself for some
time because the conclusion about the candidate is made within the first ten
minutes of the interview.

10 Common Rules for your Successful Interview

Job candidates must contend with a cutthroat job market in which more
and more applicants are competing over a limited supply of jobs. That’s es-
pecially the case for recent law school graduates and attorneys. As law
schools turn out 44,000 more graduates per year, they’re seeking employment
in a legal sector that’s smaller, as a percentage of gross domestic product,
than it was in 2000.

So when legal professionals go out for an interview, the stakes are

enormous. Often facing off against ten or more candidates for the same posi-
tion, they’d better perform effectively because they may not get another
chance.
Fortunately, there are steps that legal job candidates can take to help outshine
their competitors at job interviews. And while many of them seem like obvi-
ous, common-sense rules, the fact is that many candidates don’t follow them.
So, keep these steps in mind, and you’ll give yourself an edge:

1) Research the firm or company with which you will be interview-
ing: One of the most common complaints you hear from interviewers is
about job applicants who haven’t done their homework. The fact is, however,
that no two law firms or corporate legal departments are the same. Find out
everything you can about the employer by conducting a general Internet
search, by checking social media sites such as LinkedIn, and by networking
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with colleagues who work in the same industry. Commit to learn five unique
facts about the prospective employer and be ready to ask about them. You’ll
be and feel more prepared and be far ahead of your competition!

2) Be thoroughly familiar with the job description: Before you go in
for a job interview, study the job description for the position and be prepared
to discuss the specific skills and experience you have that pertain to each
stated requirement. What if the job description you have is poorly written or
vague? Do an internet search for similar positions posted by similar employ-
ers and see how they’ve described the job duties.

3) Review, recite and rehearse for the job interview: It’s your re-
sume — which you wrote. And who knows more about you than you, right?
And since you’ve always been fast on your feet, why not just wing it and “be
yourself?” Because if you follow that strategy, you’ll blow it. Chances are
that if you had a business deal worth $1 million, you’d really prepare for the
meeting. A job interview is nothing more than a type of business meeting —
but one that can literally change the direction of your life. Spend at least one
hour before every interview anticipating every question and practicing your
answers.

4) Dress up for the interview: With informal dress codes becoming
increasingly common in the workplace today, many candidates elect to dress
in “business casual” mode for an interview. That’s a mistake. Dress as if
you’re attending an important business meeting, which translates into a suit
or sports jacket and tie for men and the equivalent for women. The worst that
can happen is enduring a little good-natured teasing from future colleagues
who know you suited-up as a gesture of respect. In other words, it doesn’t
hurt to overdress!

5) Do not be late to the interview: You never, ever want to be late to
an interview. If you arrive even one minute late, you’ll probably blow your
chances, however good the reason for the tardiness. This may not seem fair
or even make sense, but is a fact of life. Plan your commute so that you arrive
early to the interview site, and then walk into the Reception Area about five
to seven minutes before the appointed time.

6) Be nice to the receptionist: The moment you walk into the Recep-
tion Area, the interview has begun. The receptionist is as much a part of an
organization as the CEO and may be asked for his/her impressions of you as
you waited for the interview. So observe good etiquette at all times and even
engage the receptionist in some brief, light banter. You’ll not only make a
good impression, but might learn something about the employer you hadn’t
expected!

7) Walk into the interview with a list of specific questions to ask
about the job and the company: Another big complaint you hear from em-
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ployers is about candidates who don’t ask questions during the course of the
interview. Perhaps these candidates were trying to be polite and not impose
on the interviewer’s valuable time. The fact is, however, that candidates who
don’t ask substantive questions during an interview are viewed as uninterest-
ed, unprepared or unmotivated. Be sure to come in with at least ten open-
ended, specific questions about the job and company.

8) Do not ask how much the position pays: The flip side to not asking
any questions during an interview is asking questions that will exclude you
from consideration. And the worst question one can ask in an interview is
how much the position pays. At first glance, this rule may not seem to make
any sense. After all, most of us have to work for a living, and it’s perfectly
reasonable to want to know how much a position pays. So why can’t you just
ask? The answer, unsatisfying as it may be, is “because.” Simply put, asking
about money in an interview is as scandalous as failing to hold out your
pinky finger when you sip tea with the Queen. It’s just not done, and for that
reason comes across as unseemly.

9) Do not exaggerate your experience: We all want to demonstrate
how qualified we are for the job. Still, no one knows everything, and if you
try to bluff your way through an answer, you’re putting yourself into a lose-
lose situation. Either the interviewer will know you’re faking and you’ll be
out immediately, or you’ll be hired for a job you’re not qualified to do, and
be out later. It’s perfectly OK to admit what you haven’t done, and then de-
scribe comparable challenges or skills you’ve quickly mastered.

10) Be concise: Most successful people, be they lawyers, plumbers or
politicians, share one trait: they express themselves clearly and concisely.
You want to demonstrate mastery of that trait during your interview, and can
do that by taking three steps. First, do the preparation for the interview de-
scribed above, and you will walk into the room focused, relaxed and ready.
Second, listen carefully to the question being asked and be sure to answer
that question in a responsive, interesting and upbeat manner. Third, no matter
how broad the question may be, try to keep your answer to 60 seconds or
less. That will allow your interviewer to follow-up with more specific ques-
tions, and make for a more effective, interesting and interactive experience
for all involved.
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TEXT 7. COMPANY STRUCTURE

Read this short presentation of the management team of this Brit-
ish company. Then write the correct letters (a-n) in the right places in
the organization chart.

[ I I |
3 4 5 ] 7
8 9 10 T 12
[”74"“‘_|

13 14

At the top of the company, the Chairman of the Board [a] is responsible
to the shareholders and the day-to-day running is the responsibility of the
Chief Executive Officer (CEO) [b], who also has a seat on the Board.

Five directors form the senior management committee of the company.
Going from left to right on the organization chart, we start with the Director
of Finance [c], who runs his division with his Deputy [d].

Then we have the Director of Operations [e], who is responsible for
production and logistics. The Factory Manager [f] answers directly to him.

Next we have the Director of Marketing [g], who is also responsible for
sales so the National Sales Manager [h] reports to him on the activities of the
whole sales team, which is divided into two regions, north and south, each
managed by a regional sales manager [i; j].

The Director of Human Resources [K] has a Training and Development
Manager [I] and a Compensation and Benefits Manager [m], who look after
the day-to-day running of her department.

Finally, the Director of Research and Development [n] runs a small but
important division of the company. She too reports directly to the CEO.

TEXT 8. TIPS FOR BETTER NEGOTIATIONS
Your working life is full of negotiations. You don't just negotiate
whenever there are two parties with different needs. And even though every-

one involved wants to find a compromise that is mutually acceptable, many
people dislike negotiating because of the conflicting interests.
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But negotiations need not to be confrontational. Don't try to win a ne-
gotiation. If you treat it as a contest, you will create a hostile atmosphere. Re-
spect the other person and try to understand his or her needs. This way you
can create a spirit of cooperation.

Sometimes, the other party may reject your suggestions, and you need
to anticipate this. A negotiation is a trade-off, and sometimes you will need to
back down. So prepare alternative options in case your preferred solution is
unacceptable.

Finally, don't negotiate if you are tired or stressed. You will never close
the deal when negotiations are too intense. Reschedule to another time.

TEXT 9.
13 WAYS TO CREATE ABETTER WORK ENVIRONMENT

Sometimes one feels negative about office stuff, it’s because of the old
and normal look all around the office. In addition, to avoid such uncomforta-
ble negative vibes in an office, one can start with some of the ways to make
workplace to be comfortable for work. And they are as follows.

1. Use some natural lights:

Generally, human being gets bored of stuff very soon. And because of
that one loses interest over his / her duties in that office. Ultimately, this cre-
ates a certain kind of negative things in one’s mind. To avoid such negativity
and unpleasant behavior inside the office one needs to think of using natural
lights in an office. Natural lights bring nature and positive energy inside an
office. This kind of natural lights helps to create a new idea for the success of
the company.

2. Flexible schedule:

An employee working in an office feels very irritated to get to the same
office at the same time every day. To avoid such annoying feel an employer
needs to rethink about an office hour. This doesn’t happen in reality that the
employees can come to the office as per their desired time and finish their
eight hours of work according to their time schedule. If this kind of flexible
timing around the office is opted then all employees feel confident and ener-
getic to come to the office

3. Rethink of office color:

All the office is colored white with the thinking that white color is not
destructive and give inner peace. But this kind of thinking over color brings
one to think that it’s not about color, it’s about thinking. White color around
the office bring negativity and it’s too depressing, instead of that one can
think of, using bright and vibrant color which changes moods. This can be
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helpful for all, the employees feel the change and enjoy the bright and vibrant
colors all around the office.

4. Take a small break from work:

To deliver one’s work very comfortably and happily, one needs to start
taking a little break in between of the work. This may seem inappropriate, but
taking a small break from work can give a break from stress. A break can
give one an energy to work hard to complete the work. By taking a small
break from the work will also help an employee to think about positive ele-
ments all around the office. This kind of thinking brings positivity and com-
fortable environment at the office.

5. Keep a lower and respective tone:

An employee feels irritated to go to one’s work because of some of the
mistakes of the employers. These employers use such annoying tone around
the office that the employees working feel bad about working there. A re-
spectful and requesting tone can make all the employees give 100% of their
work. Use of such sweet and respectful tone solves the communication dif-
ference between the employer and employee. This helps to improve positive
energy around the office.

6. Take small naps:

There will be lots of work going around the office and people get so frustrat-
ed because of that they lose their temper. And this kind of behavior creates a
communication difference between others. To avoid such mood swings
around the office one can start taking a small nap from the office things. This
helps in clearing frustrating stuffs to be controlled in a better manner.

7. Taking walks:

Whole day in front of the monitor seems very tough to handle. To
avoid such uncomfortable working position one can at least take a walk and
get some fresh energy to move on with the work. By doing such things an
employee or employer can definitely bring some comfortable situations in the
office. To make that happen one needs to take responsibility to understand
the working ability of oneself. This can always help in a very good manner.

8. Keep moving on with the work:

Sometimes a person works in an office, gets stuck with only one work
which can turn things in a frustrating level. A person should keep changing
their duties assigned, if there is any problem then try to solve it and if it
doesn’t then wait until there’s any valid reason for. Meanwhile, one can start
doing other work to avoid old problems to come up. By following such kind
of work order, one will definitely feel lighter about some work.

9. Use some good office air fresheners:

To be more comfortable and energetic in an office an employer needs
to check that all the elements in the office going are great. A person working
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in an office feels well to start his / her work if the smell around the office is
good. If an office smells good, then the all the employees working in that of-
fice feel better to deliver their responsibility. By making all this kind of
changes in an office an employer can bring some energy in the office.

10. Providing cold and hot beverages:

After being healthy in the office, one needs to understand that being
healthy is not so favorable to an office environment than being attentive in
the office. All employees should be provided with the beverages they really
want in the office. This can help them to work effectively and accurately.
These kinds of beverages are healthy enough to be handled in the office. If an
employer wants to keep his / her employees happy then they should provide
them all the requirements they need.

11. Growing plants:

Plants give natural energy and fresh air. To be comfortable in the office
one can bring their plants to be placed next to where they sit. This can be
helpful in the case where plants can be very refreshing to watch. These re-
freshing natural elements bring positivity around the office, which is very
necessary. All the employees start bringing plants to the office so make some
changes in the office. By bringing some changes in the office can make
things better there.

12. Healthy menu or snacks:

Every office has their canteen facility, these facilities can be boring as
well as the rest of the things in an office. Same boring snacks and meals can
turn one’s mood down to a zero level. By adding some healthy snacks and
meals inside the canteen menu will give those employees, a positive energy,
healthy way to approach the things in the office. Having a healthy snack can
bring some energy to work better and also to think better while things go out
of uncontrolled inside the office.

13. Placing right temperature:

In an office the environment should be warm enough to handle. Being
warm enough in the office can be stated as in healthy bearable temperature.
Temperature setting in an office is very essential as it’s a working place
where all the official matters are discussed and things can turn in very heated
up due to uneasiness. These small things can turn an office into a place where
things can be comfortable and relaxing.
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TEXT 10.
6 BEST WAYS TO KEEP EMPLOYEES HAPPY AND MOTIVATED:

There are certain situations where an employer drives an employee cra-
zy and this turn things in a very bad shape. To overcome this situation an
employer needs to get some kind of changes and they are as follows.

1. By being a wise employer:

An employer is a person who controls and manages all the activities
around the office and he is the one who handles all the staffs’ professional ac-
tivity. But sometimes these employers try to be very rude to the employees.
And this can create some kind of a communication difference between an
employer and an employee. To avoid such difference an employer needs to
start being very nice to everyone and this may change certain things between
him/her or the rest of the staff.

2. The employee work appreciation:

An employer instead of being rude and stubborn, he / she can at least appre-
ciate the work they deliver. By appreciating all the employees work and ef-
fort an employer start a positive change in the office. This change can ulti-
mately affect an employer for the betterment of his / her company. These
things help an employer to be more interactive with all the employees, which
Is considered to be a good thing.

3. A healthy atmosphere:

In an office, people work there for different departments. These de-
partments have their own nature of working. This nature of working can be
maintained with all the data and discipline. To maintain a healthy atmosphere
in the office an employer should make sure that all the transaction and activi-
ties going around in the office are resulting in a positive way. Positive energy
brings healthy and very productive environment for the employees.

4. Rewarding efforts:

An employer can start taking initiative towards employees’ efforts over
certain working projects. To make them comfortable in their work, an em-
ployer can start taking track of the employee work sheet and can start reward-
ing them for the efforts they have put to get it done. These kinds of gestures
can help an employer to make better relationship with all the employees. And
it creates a comfortable environment.

5. Maintain an employee involvement:

To work in an office comfortably and productively, there are certain
things which needed to be check listed. These checklists can be of many offi-
cial materials and environment. And main importantly its employees, they
should be involved in all the decisions the company takes for itself and for
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the profit. Their opinion matters for the company because they deliver their
life and intelligence on this particular company.

6. Encourage them to keep working:

Encouragement creates such an environment where a person starts to
feel that he / she is very productive to be part of this encouragement. All the
employees should be encouraged to keep working in that company. Some-
times it happens that the employees may be willing to switch their job be-
cause of some valid reason. These reasons can be negative for the company
reputations. Losing a good candidate for that position can create problems in
the office.

To end this discussion, we would suggest that an office is a second
home for everyone who is currently working and who used to work. To have
a comfortable working environment an employer needs to make sure that all
the elements in the office are placed according to the comfort of all the em-
ployees. By making one’s employees comfortable, an employer can have a
better working ability. If an employee is happy then he / she will definitely
work better for the success of the company. If an employee is not so happy
enough to handle situation in the office, then it is tough handle such employ-
ees to get comfortable. Therefore, to avoid such situations an employer needs
to make note of things, which can bring uncomfortable environment in the
office. And above mentioned are some of the ways to make workplace more
comfortable for working. By following mentioned steps, one can make their
workplace comfortable.
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